
Ë.ç LEW¢ø
ELgZñk(.çEESë�Z!-?çGEEk)¦%çG4�g`™÷(&4-ôF$H9ôFN7Á"3ð HLHg�(.çEEÂ5î XLílxX 00.00

#-ô GG"3ð
HLHg&ÒøGM(.çEE

4-A�ð
XGF7\+�ä4`fs²-ôG4X 00.06

eZÃ$454øGEH(.çEEZÄZ!-÷GLEÃs�gÝ4°æ M4ÖEX 00.09

gZñk2×�g`°æ4ÖEX 00.12

gZñk2;TÅ5½ø LE�g`°æ M4ÖEX 00.15

3ëXNZEw™Zy 3.3.4 W6|bo-ê LH
!îG4_W~Î^zgX  10.04 "54è GG$E9ôFL7\+Z&43ð E

EGÉ45½ø LEG 00.18

7\+&Òð GNMZB�òM!îGLz#-ôELG¯_W~gZñk(.çEE²-ô LG4iZÄSßÃ&ÿGL�g`_5åFZyX 00.29

Ã&ÿGLX resume.odt ó3ß7\+ÅÅð M&4-+F
EE
4 00.36

eZÃ$454øGEH&4-ôF$H®Óë LX Resume.odt eZÃ$454øGEH(.çEEZÄZß�ä4`™!îE4%æE9zÖ°æ3Lz 00.39

"From è&4-ôF$H®ÓëL!îG47yk&4-ôF$H°æ3Ì "picture" W$h4ø FIE"54-ô FG$H®Óë L"0î FG4°æ3z "insert" zV°æ3Lz�!g(.çEE

W$h4ø FIE&4-ôF$H®Óë LX file" 

00.47

eZÞv��ä9Zz$ðFyX "insert picture" Â6+ XóNg¯ZÄ 00.56

ìk(.çEEÃW45å XNE*zÅ5ÀŸ-ô GLGSßj7§BZ¤Â5î XLÎ
bo-.ø
LH(.çEEôóp°æ 3'ç 4IW^ðLX "location" zV45½ð XGÂ6+ X 01.00

aèZ�9Ÿ0î FNE²;è 4XLE!îGL�g`°æ 3'ç 4IX7\+™zW$h4ø FIE(.çEERÄZß�ä4`-`î 4�Ã«&éF3
(�+
H

�ÛZë_5åFZy9 î FLX 01.09

W$h4ø FIE&4-ôF$H®Óë LX Pictures eZÞv��ÅgÌ§£îE4°æL3z 01.16

zV°æ3Lz±0î NEL!îGLSßª^¹Ïî IL&4-ôF$H®Óë L!îG4$ðF:$ø
GN°æ3LzZz#èFNE"54ø EHE&4-ôF$H®Óë LX 01.21

Â6+ Xzg¯Zß9ôFL(;5å GXELkeZÃ$454øGEH(.çEE�77ÿE4²,ç
Y34IX 01.28

è
&4-�.ø
FGHL�z9£4ø FELÃó÷±è NEegr°æ3LBX Resume Â6+ X45½ð XGZ%îLZ!-CëGNE‚%çGLE!îGL$Æä3ÌB!îG4`î N45½3ð XG9Góy 01.32

±.
Yeø4°æ3zS

!-BøGE&4-ôF$H®Óë LLÂ6+ XóLN9�ð FLiS
!-BøGE"9ôFLg3345å XEGHw$�ç

EE
L°æ
YIJyX 01.38

!îG4™zÅóNgâzòNÅ%æF9öX (cursor) ±0îEN7±ø LzÖ&4-ôF$H(£é G3zÌ°æ3� 01.44

°æ3uegr°æ 3(ôGL$Æä3zÌZ!-CëGEN‚%çGLEX"5Ïî GGZ!5ëGN‚mk$ÈîLZ�{°æ 3zS
!-BøGE&4-ôF$H®Óë L!îGL`î N°æ 3-yZiñ±ø Lá3

9£4ø FEL

Ãó÷@xegrX
01.50

3ëXNZEw°æNy!îG4y~(.çEE¦k&Òè GNLE9ôFLZßSëã45å XEL#è$E"54è EGGE=w§$©è GGE2  Scanner cclipboard 

]éI3$ÿ LX
02.01



zV
4-A�ð
XGF7\+¯gZñk(.çEE²-ô LG4™z&45Òø

HGE�ä4`X 02.09
&45Òø
HGEbÂ5î XLË.çELW¢ø

ELgZñk(.çEE(;5å GXE~¥â]×Ãgé2ð÷¡éG3.Þ¯zZyX 02.13

W&»4ø GZE&4-ôF$H®Óë L°æ3LB7C45½ð XG&45Óë HGEN Table 
"54ø FELEeZÃ$454øGEH(.çEE×�g`™!îE47éE3‡ç4{45½ð XGÂ6+ Xc!îG4×!gk(.çEE

WB�fg$œî G4°æ3BX  insert ‚%çGLE!îGLj7§B"0î EG445½ð XGÂ6+ X!îGL�!gk(.çEE
02.21

×eg`°æ4!îE4{‡ç4{åzz°æ3uZB�&Âî EYL&Ïî G4±0îELX  èLÞ  "Education details" ó3ß�8 02.36

W$h4ø FIE"®Óë LX "Tables" �è&4-ôF$H®Óë L!îG4"0î FG4™z "insert" zV°æ3z�!gk(.çEE 02.44

Z%îLd-+G49ôFNZì_R²ôNeZÞv�ÅÑyX 02.51

"Resume table" ìk(.çEE&45Òø
HGE�ñ*z "Name" &À+F3Â 02.55

"2" 45å XEN®Z� Columns �8&Ïî G4±0îELåzz "Size" 03.01

è@x "4" ìk(.çEE°æL3zR\Zkzè&4-ôF$H®Óë L!îG4gziy45å XNE®Z�8çXNg7Ìz "Rows" 03.06

è(.çEEZ\!îG4eZóNyZkóNHZEw™Zy×±ø L‚mk(.çEEZŸ†c¶ Rows !îG4Columns #-ô GGL4&éF3
(�+
H45½ð XGLÂ6+ X

°æ 3LBX
03.11

±ø L"54ø EEH&4-ôF$H®Óë LX "Auto format" zV°æ3zeZÞv&½mø E(.çEE 03.21

t9ôFNâzeZÞv�ÅÑyX#-ô GGZ0gÂ6+ X'*î GL
&45Ñ

÷
HGE4F^j7§z$øGNÂ6+ X�g`°æNy9�ð FLnJyX 03.25

W$h4ø FIE&4-ôF$H®Óë L™ZyM"0î FG4 "none" èZ0g "Format" gZñ9ôFNFKjZg:7éE3‡ç4{²-+ 4GZzB�zZyX7\+9ôFL
±ø L"54ø EHE"®Óë L™ZyX "ok" 9ôFL

03.33

±ø L"54ø EHE&4-ôF$H®Óë LX "ok" &40î EGG°æ
3Lz 03.43

zzw×�g`Í!ïNGX Row !îG4jzg  Column Â6+ Xz9�ð FLi�8&Ïî G4±0îEL9ôFLæ4{ 03.45

zV45½ð XGM7\+&45Òø
HGEZ0ǵ4->î GEX!îGL¥â]&43ð HGE°^¹Ïî I(.çEEÅ5ÀŸ-ô GLGX 03.53

V!&éF3
(�+
H

°æLÂ×±ø L±.
Ye&½ø

E4L»Í!îG4Íe&½ø
E4Lgzè(.çEE_5Ïî GLZ0g®Óë LX 03.58

N"ìGLF™ZyX "Secondary school Examination" 7\+b"54è GG$E 04.04

��7é3Ý°æ3�!-+G4X 93 Z%îL]4-+GG9ôFN'y¯gÂbZJ÷(.çEE "93%" zV°æ3Â&ÀôE4&Ïî G4¾_5ÒøGM&4-ôF$H®Óë L!îG4Å5À�ð G 04.08
#-�õ GGL0(�+

H3½3ð XG7\+&45Òø
HGE2ZŸ°(,!îGLN"ìGLF°æ 3L(ô

GLX 04.20



N"ìGLF9ôFLÃä:!ï NGRB±�&Ïî G4±0îEL±ø L Secondary school examination è(.çEEZ̀î L (cell) #-ô GMG
_5ÒøGM"°æ 3Lz®ÓëLX

04.25

"88%" !îG4&À î E4&Ïî G4±ø L_5Òø $(.çEEÅ5À�ð GM Higher Secondary school examination 7\+Å5À�ð G"54è GG$E

SjgX
04.31

è(.çEEÍe+@î ELF4a&4-ôF$HL®ÓëLXZ¶îLa&4-ôF$H�z'*î GL_5Ïî GL Row 'z#-ôEH4±0îE4<îFL_5Ïî GL@xg]é3ë>7é3Ý™!îE47éE3‡ç 4°æ3Lz%æG9'.øGL
&4-ôF$H%æF9öX (Key) @x°æ YI™0îE{‡ç4{°æ3z$45é NGE�w&éF3

(�+
H

7Å
04.41

NxX "75%" NxX&À î E4&Ïî G<îFLa&4-ôF$H™z "Graduation" zV°æ3z"54ø
HGE&4-ôF$H%æF9ö!îG4°æ3Lz 04.52

"70%" �8!îG4&À î E4&Ïî G4<îFLa(.çEE Post Graduation 7yk&4-ôF$H9ôFL7\+7y~gzzk(.çEE±. Ye#-@î E4GF_5Ïî GLZ0g
ZjgNx™ZyX

05.01

è2»gX Resume M#-ô GLGè&éF3(�+
H9ôFN×($©{5Ïî GE

G‚y 05.12

(cursor) zÅð L×<îFL7y~_5Ïî GL"åzz°æ 3u 05.18

è Keyboard ¯óNynðX"5Ïî GGL9Ÿ/õ F$Â¦ Row è±�&Ïî G4±0îELZÄSŸ° Row zVZ¤7\+×±ø L7y~
%æF9ö°æ4Ö

E
X key æTab &4-ôF$H

05.24

9ôFN�Z4Í!ïNGX Row Â6+ XóN9�ð FL¯â 05.33

N"ìGLF™Zy!îG4�×9£4ø FE§~&4-ôF$H9ôFL7\+qÝ�Z] "ph.d" ×±ø LÅz§k§~&4-ôF$H9ôFL7\+�§�¤~
N"ìGLF™ZyX "65%" &éF3

(�+
H

05.37

9Ÿ/õ F$ZÄ7±ø L&Ïî G4±0îELâógz�á$ÿ 3™!îE4!Ö!©5å EGN"5Ïî GG°æ3u7y~gzzk&4-ôF$HW�X (Key) Å "Tab" R`îLóNb¯ 05.49

3ëXNZEw!îGL°æ 3LB  Shift + Tab MTab 
&45Òø
HGE(.çEEZ¶îLa&4-ôF$H�z'*î GLa(.çEE°æ YI™0î 4E7éE3‡ç4{45½ð XG 06.00

WB$øGN&éF3Ö
E

0äa45å XELñZ�!Œé N.»Å)ë N optional column width 
&45Òø
HGE(.çEE9Ÿ/õ F$ÒÄZëSó¤
²�?çEð9ôFN™ZyX

06.07

â×±ø L�z'.øGc�z9£4ø FLE±0î NE±ø L»Í(.çEEt7éE3¤ÑÍ™!îE4{§{(£é G3Ìz®Óë L°æ3Bè°æ 3aç M�z')4ø GG»Í(.çEE±0î NEL!îGL
Y!îGLX

06.18

"5½k0î HGH"0î FG4 65% &½ðF3°æ3uåóNz7y~a(.çEE 06.30

W$h4ø FIE&4-ôF$HX "Autofit" �è&4-ôF$H®Óë L!îG4"0î FG4°æ
YIð "Table" zV°æ3Lz�!gk(.çEE 06.35



W$h4ø FIE&4-ôF$H®Óë LX optional column width ]¾æ Lß&4-ôF$H$øGN�$�ç EEL9ôFN-Zÿ2°æ3z 06.42

Â6+ XóNg¯»Í(.çEEñ��ñZá4_.9ôFN»Å)ë N
²�?çE0ã0)õEMð_5åFZyX 06.49

#-�õ GGL&éF3
(�+
H45½ð XG7\+&45Òø

HGE(.çEE±0î NE!îG4»%îL7éE3§{#-+GG°æ 3LBX 06.58

!«ç NGg°æ3BX»3!geg!îEM(�ð G4:&4-ôF$HÓxe7½!îG47éE3gY!geg (borders) Â6+ X45½ð XGL&40î FEELL&45Ïî HGE{‡ç4{Z¢g.è
G

ELy7é3$pî GIL
ð:7éE3‡ç4{c"54ø FEEL&45Òø

HGE(.çEEwçLs"2.ç EGELx!gegð!îE47éE3‡ç4{X
07.02

Z%îL7éE3‡ç4{°æ3Ì}�4ø XLM(.çEE×7jZg!îE4"0î FG4×6z6ú!îG4!5é NEƒWBjZg!îE47éE3‡ç4{°æ 3Lz!egk$4-Bï NEGEEX 07.15

#-ô ENGL
4-A�ð
XGE7\+¯gZñk(.çEE²-ô LG9ôFL;TÅ5½ø LE¯z!îE4$ðGLZyX 07.25

7`î L9ôFL;TÅ5»ë LENZEw;TÀÅÖcz9Ÿ0î FNE7éE3§{™ZyX 07.30

;T�9ôFNeZÃ!540î GEH47éE3§{(;-ô GLXNGjZÈî4$øGN¡éG3g+0:Ñzq°æ3B3»4è X$Ec9ôFN`î N0äÑzq°æ YIJyX 07.35

;T�9ôFN7óg{eZÃ$454øGEH±è NEceZÃ!540î GEH±ø LºmKk±è NES�ág{™ZyX 07.43

ÃWè2;TÅ5ë LE¯z:%æE9zÖ�ñ7\+ùÄeZÃ$43ïGEHú$øGN;T�W`îLX 07.49

W&»4ø GE&4-ôF$H®Óë LX "New" zÅðLI]gk(.çEE°æ Mz 07.56

7éE3§{×X "hobbies" ZÄâzÀeZÃ$43ïGEH9ôFNZÅÑyÔzV¯zz7\+ZBâóÌkeZÃ$454øGEH(.çEE 08.00

�8X "hobbies" !îG47\+Å5À�ð GzzÖ
E

08.06

°æ3Lz%æF9öX "key" Z"2.ç GEH4Å 08.09

" listening to music, Playing table tennis and painting"  ó3ÅðLZÄ7±ø LLÞÅ5À�ð G´4->î GEXØt} 08.11

tÃs™zyôpÔ 08.20

N"ìGLFX "hobby" ìk(.çEE°æ3zÃW45å XEN*z "name" W"5»4ø GGE&4-ôF$H®Óë L "save" I]gk(.çEE™z 08.24

"Save" W$h4ø FIE&4-ôF$H®Óë LzV°æLz "Desktop" 2™zeZzyZkzè&4-ôF$H®Óë L&40î EGGL°æ3Lz "Save in folder" 
"54ø EHE&4-ôF$H®Óë LX
08.30

#-ô GLG4&éF3
(�+
H

µ40î YGGÃ&ÿGLelN:&4-ôF$H&B©ð 9EpX 08.40

ÃW(.çEE;TÅ5ë LE$øGNZBeZÃ$454øGEHÅÈî LX "resume.odt" zV™zy7\+tÃ&ÿGLÈXó3ßzV¯zz 08.43

�8X "hobbies" zVÅ5À�ð GM7\+($©{5Òø
GE

G�&4-ôF$H�&45Òø
HGE&Ïî G´40î EME 08.53

è&4-ôF$H°æ 3uegr°æ3LB!îG4À$4-Bï NEGEEX "hobbies" �8  À;TÅ5ë LE™!îE4'zÖ°æ 3Lz "Hobbies" 09.00



W$h4ø FIE&4-ôF$H®Óë LX Hyperlink �è&4-ôF$H®Óë L!îG4"0î FG4°æ3Ì "insert" zV°æ3Lz�!gk(.çEE 09.09

NewM"Internet" "Mails and News" "Document" ZÄeZÞv!¾°æ YIL|Qz6#-ô GG(.çEE

��WB9ôFLX Document

09.15

W$h4ø FIE&4-ôF$H®Óë LX "document" aè7\+9ôFLÀeZÃ!540î GEH7éE3§{;TÅ5ë LE¯zZyX7\+™z 09.24

45å XELk"54ø EHE&4-ôF$H®Óë LX "open file" ìk(.çEE "path" zV°æ 3Ì 09.30

W$h4ø FIE&4-ôF$H®Óë LX "Desktop" ]é3$ø
EL$ðEL3k"5é EE3z,L$4ø

G
eZÃ$454øGEH2°æ YI™0îE47éE3§{°æ 3zeZÞv&½mø E(.çEE 09.36

W$h4ø FIE&4-ôF$H®Óë L!îG4"0î FG4°æ3zZz6"54ø EHE&4-ôF$H®Óë LX hobby.odt zV°æ3z 09.44

ìk2e74²,ç Y3IX Path Â6+ Xz9�ð FN¯ÃW7éE3§{7éE�}i 09.52
"54ø EHE&4-ôF$HÀX "close" ìk&4-ôF$H®Óë L°æ3B™z "Apply" 09.57

9ôFLâóy!îG4tb"5Òø
E>Lg&½ø

EY(.çEEAfZ9ôFNzzÖ
E

À;TÅ5ë LEÍ!ïNGXZB&4-ôF$H(£é G3Ìz "Hobbies" Â6+ Xz9�ð FLiÀ
%æF9öX Mouse button &40î EGGá3

9Ÿè FNE Control key °æ3u!îG4°æ3z
10.02

S�z!îH4  Mouse button M“ÅóNg Control key è&4-ôF$H°æ3u!îG4°æ3- hobbies zV(£é G3zz45å XGHL8
%æF9öX

10.11

¯y&4-ôF$H
!o-)ÿ
NIG

Ãs²£Ò0î NGX hobbies Â6+ Xz9�ð FN¯ 10.19

#-ô GLG4&éF3
(�+
H45½ð XGLÂ6+ XZ!-?çGEEMzd‚W7éE3‡ç4{Mè;*.çGMFÅ5ë LE"5é EE3ÌBX 10.23

zVb7\+Ë.ç LEW¢ø
E
LgZñk&4-ôF$H7Á"3ð HLHgs±ø LZ0kzZ@VX 10.30

¿&éF3
(�+
H

zâiS`îLH�bX 10.35

eZÃ$454øGEH2SßÃ&ÿGL�g`°æ4ÖEX 10.37

gZñk(.çEE×�g`™ÆX 10.39

gZñk(.çEE;TÅ5ë LE�g`°æNyX 10.42

Yì$©{ð GE!X 10.48

°æ3LzZz6X Practice.odt 10.50

Ã&Ïî GL(.çEE°æ4zZÄZß$š/õ GE¦k�ä4`X 10.53

X(Insert) �45å XNER²ôL×°æ 3Lz�g` (rows) gzi 3 »[!îG4 2 10.57



zd‚fèÅÈîLX www.google.com ZÄ;TÅ5ë LE"5é EE3zÌ$øGNZ
!-BøGE&4-ôF$H®Óë L™!îE4]4-+G4G 11.01

#-ô GGMÅ5½ø LEM&4-ôF$H�ø[zi-óN9�ð FLX
Xt9ôFN7Á"3ðHHLgs6Z85»4ø EGH http://spoken-tutorial.org/what_is_a_spoken_tutorial

7Õä
ENvî4°æ MZyX

11.11

CÙÇ{Â5î XLZÝ�Ìâ4B�ø[9Ÿ0î FLE4Â6+ X45½3ð XGGLteZó4yße°æ3LB!îG4óN9Ÿ-ô FLGX 11.17

!îGL!3š¨å NEG°æ MZyX Workshop 7±è 4E"3ð
HHLgs6z��9Ÿ/õ F$7Á"3ð HHLgsZEw°æ3LB 11.22

'.è
GLE9Ÿ/õ F$_5åEM!îGL�!îE4-Zy'êGLWyÑ+&4iï H$H0k™Zy9 î FLX 11.27

Xcontact@spoken-tutorial.org '×hiZ$¹é E3g~{§ø4Å5À�ð GL#-ô GMGØè&4-ôF$H 11.31

6z85½5ë EGHNZÄ8~î L4X Talk to a Teacher 7Á"3ðHHLgs9ôFN 11.37

fgg$œî G4!›é Nz#-ôEMG9Ÿ/õ F$°æ 3'ç 4IX ICT ziZä3j45å XLE¸ò!jè LIE'Z}
$›Í-.è
G

GE MHRD #-ô GMG¸g]u»gp 11.41

è&4-ôF$H�ø[X http://spoken-tutorial.org/NMEICT-intro ZB!h4ø LIE09Ÿ/õ F$'×hiZ$¹é E3g~ 11.50

'*î GL!ið N�uFÀ!îG4œZÈ~9 î FL$40îGG$š/õ GEzY>ØZ£yW~W~KÔ!!/õE{‡ç4{°æ 3'ç 4IX!îG46z¤ZxóN9Ÿ0î FE4!îG4R`î Ld-+ 3
G

zZ$k0î EG4
°æ
YMI™0îE4!#-ô FMG(;5å GXNE]¾æ INtX

12.00

http://www.google.com
http://spoken-tutorial.org/what_is_a_spoken_tutorial
mailto:contact@spoken-tutorial.org
http://spoken-tutorial.org/NMEICT-intro

