
Narration TIME

¼̀d-+ 4G®é3x™!îE4±ø L7Á"3ð HLHg&ÒøGM(.çEEílxX calc Â¦9ôFNË.ç LEW~ 00.00

#-ô GG]4©ø EG(.çEE
4-A�ð
XGF7\+X 00.06

4i_54ø
IGH(.çEE²-ô LG4&éF3

(�+
H9ôFL�ÔÀÔÀWt�&40î EGG@gõ!îG4z‰Ü�g`ªZí°æ4Ö

E
X 00.08

7\+²- î LG4&éF3
(�+
H

™zÃgóûeZÞv…ZEwX 00.16

¼�gxy!îG4_54è IGHE�gxy²-ô LG4&éF3
(�+
H

°æ
YIð7±øLYt&4-ôF$H&4øEGLYtX 00.19

gziÔ»Ý!îG4_54ø
IGH(.çEE²-ô LG4&éF3

(�+
H

çZgzqXý 00.23

ZEwX 3.3.4 M“_W~Î^zgX 10.04 7\+°æ 4zW6�bo-ê LH
&éF3
(�+
H

Z8Å5½ø LE
00.29

ó3Åð L±. Yâ4{
4-A�ð
XGF¼̄(.çEE²-ô LG4&éF3

(�+
H9ôFNeðZ°́æNyX 00.39

Ã&ÿGLX personal finance tracker. ods 7\+Åßy&4-+F
EE
4 00.43

Â6+ X45½ð XGL±0î NELºm_5Ïî GL(.çEEQ$š/õ GEÀNx°æ 3LBX_5Ïî GL&4-ôF$H°æ 3Lz®ÓëL!îG4Å1ge¶î4æ!îG4d-+ 4G°æ 3zÀN"ìGLFX 00.49

eÃ«&éF3
(�+
H9ôFNÀ²�.zgk§~ZÑ+°æ YIJyXÂ6+ X45½3ð XGGÃg)!gk&4-ôF$HZÑ#-)43ï GEGEH"54ø

HGE&4-ôF$H®Óë L°æ 3B
ZÑ#-)43ï GEGEHps°æ 3BX
00.59

!îG4°æ MzyZ&zX 01.08

è&4-ôF$H®ÓëLX "A1" zzÖ
E°æ 3Lz4i_54ø

IGH(.çEE 01.11

Â6+ X45½ð XGz9Ÿ-ô FGLijZg!îE4W'ç 4I­�gZt#-+EE3X 01.15
"54è GG$E9�õ F:Z̀î4±.

Yeë}»Ýaç N80î EG4Nx°æ 3'ç 4IX 01.20

laundry, phone bill, electricity bill, house rent, aç Nq�°æ Mz7\+±2.çEGIyqyy~*zNx} "items" 

miscellaneous “Msalary 

01.24

_5Ïî GL(.çEE�Z™́!îE47éE3§{™za&4-ôF$H®ÓëL!îG4°æ 3Ì�NxX 01.38
"5»43ð
EG
Y
GH�Z™́!îE47éE3‡ç4{9ôFNc!îG4�k'z#-ôEH4±0îE4t´#ÖN"ìGLF°æ 4Ö

E
c(�ð G3-y`î N'?(.çEEX 01.43

�Ã«&éF3
(�+
H9ôFL��Ø9Ÿè FNE±è NEZÑ+°æ YIJy!îG4"5»43ð EG

Y
GH�y%æE9z#-ôEH4±0î LE9�õ F:t´#ÖW‚yX 01.53

p~™zÄZ&zX 02.01



*ó4{ "SN" 4i_54ø
IGH(.çEE§s�aç Nq$.G`î4iy "personal finance tracker. ods. zzÖ

E9ôFLZ�$ø
ELI

i¼:#-�+
GG

&Ïî G4±0îELbè7\+nJy£6BW#-)ë GHN§s�±. Y:j|7±øL&Ïî G4±0îELZÄgz­yX
02.04

�°æ 3z7±øL&Ïî G4±0îELZÄZ´X 3,2,1, è&4-ôF$H®Óë L!îG4 "A2" AfZ°æ 3Lz­ 02.17

è&4-ôF$H®ÓëL7C9ôFN$ðGLZy_5Ïî G4¶îL�Ø9Ÿ0î FEL§£îE4ZÄß±ï NH({&½øEM "A4" §s�&éF3ã0ä"0î GE47éE3§{™z­
è@xegr!îG4"0î FG4%æG:7z-yâó4kÅ"5Ïî GGX "A7" $�ç

EE
LX`î N°æ 3-y­

02.27

è@x9ôFL'z#-ôEH4§s�-ZyX "A7" &4-ôF$H"A5" Â6+ X45½ð XGLóN9Ÿ-ô FLG¯­ 02.42

aç Nq&Ïî G4±0îEL%æF9#-ô GGW#-)ë GHN .-ô
G4Gc»†Z™́ZyX "Cost" qy45å XEL~§s�Z™́!îE4"0î FG49ôFLz�ã7\+ 02.51

N"ìGFL2™ZyX "Rupees 6000" 7éE3§{9ôFL House rent è&4-ôF$H®ÓëL™Zy!îG4 "C3" zV9ôFL7\+­ 02.59

zVH™z7\+Z¤�k%æE:z#-ôEH4±0îELgzB9.ç XEE´#ÖÅ5ÀŸ-+ GEW`îLX 03.07

è&4-ôF$HgZf 4 Z°́æ Mzy%çGILJyXAfZ9ôFNZ�­ Rupees 800 7éE3‡ç4{ Electricity bill $é3Ö
E

Â7\+9ôFL
W$h4ø FIE&4-ôF$H®ÓëL°æ NyX "format cells" À°æ Ny"0î FG49ôFN

03.11

eZÞv…²£Õä NyX "Format cells" 7C9ôFN 03.23

ZB&4-ôF$H°æ 3Lz®Óë LZ¤t±. Ye}jzg!ï NG9�ð FNzy!îE4X "Numbers" ±.
Ye"5ëEGN79ôFN 03.27

time !îG4Date, currency, percent, number …3ªî EG4z
9Ÿ-ô FG!5ÕäIMM , �45½ð XG7\+Z Category 

z){
03.32

™zyÉX currency 03.41

W$h4ø FIE�eZóNyZkzè&4-ôF$H®ÓëLXt;ÌZ`îL�*6C4è XF$EzZgc‚™́#èGMEEø4‘ÕäS(×X format zV°æ Mz7\+ 03.44

Ô�Ã«&éF3
(�+
H9ôFN1y±0îELegZ\eZzy�è(.çEE INR rupees English India �g±è NE°æ 3Lzhzw!îG4j7gz

$4-Bï NEGEEX Rs. 1234

03.53

Â6+ X45½ð XGL�Ø9Ÿ0î FEL§£îE4ß́4ø
HL%æF:z--Zkcè(.çEEZ!5ëGN%æF:z--óN9Ÿ-ô FLGX 04.04

]éI3ï™!îE4 leading zeros )e¹&Ó4mø FG(!îG4 Decimal places è�9ôFLZ`îLø options 

7éE3‡ç4{$45é NGE�wWBX
04.10

Rupees 1234 â°̂æ 3Ì¯cx7\+r«çELyL®Z�8çXNgZzy9ôFN@x9ôFLÃgó2jZg!îE4W!-+G4y`î 4$Ê-ôGL
¯y!îG49ôFLæ4{(gt£â]ƒé E3CÙ™ZyX decimal zero zero 

04.20



â°̂æ 3Ìièp~9�õ F:%æF:z--Zkcè(.çEE$�ç EEL-ZyX 04.35

èThousands seperator ]éI3ï™!îE47éE3§{9ôFN (comma seperator) 6B‚`î4"0î FG4Ãâ4¢
&4-ôF$H®ÓëL°æ NyX&40î EGGz

9�ð FL%æF:z-Zkcè2p~X
04.40

��ZWBX size !îG4 typeface 
"54ø
HGE&4-ôF$H®ÓëL°æ 3LB̄.$Æä3ÌBÔZB(.çEE9ôFL¯"0î EH4{‡ç4{ font Â6+ X45½ð XGL 04.50

è!îG4"54è EGGE"54è
HGEE(.çEE°æ

YI™-ô LGicá4{
4-AŸ-ô
XGFGX font effect Â6+ X45½ð XGL 05.00

7±ø LW$h4ø FIE0X Alignment 'z#-ôEH4"0î GE4z7ÅøL]4©ø EG(.çEE
4-A�ð
XGF7\+ 05.05

è&4-ôF$H®ÓëLX ok 7\+™z 05.11

&éF3
(�+
H

ág
&4-�+ GEH

Rupees 800 9ôFNæ4{(gtY!îG4_ 800 Nx°æ 3LB°æ 3LzZ´6öÔÂ6+ XóN9�ð FL¯®Z� 800 

°æ
YIJyX

05.15

!îGLÉXâ°̂æ 3Lz¯jZg!îE4W!-+ 3G]é3g~­b G2 Åä3#-ôHLG°æ 3Lz­ CTRL è@x$4-Bï NEGEEÔ C7 &4-ôF$HC5 zV°æ 3Lz­
')é ENcVX
05.26

XFormat cells ±0î NE!îG4')é ENcVK&4-ôF$H°æ 3LzgZf®Óë L!îG4j7§z 05.39

è&4-ôF$H°æ 3Lz®ÓëLX ok ±.
Ye&À+E3&éF3

(�+
H

°æ3zWB$4-Bï ENGEE!îG4 05.46

Ô"Rupees 600" 7éE3§{ "Phone bill" zV°æ Mz7\+"54è EGGE‚gë
E
4qy45å X4E,ùyZY]ZÄ7±ø L&Ïî G±0îELN"ìGLFÔ

"Rupees ª�vya7éE3‡ç4{ Miscellaneous !îG4Rupees 300 7éE3‡ç4{ Laundry charges 

2000" 

05.51

N"ìGLFX "Rupees 30,000" aç Nq&Ïî G4±0îEL°æ 3Ìg
#-
÷ $
G
4Fú~ "Account" 06.06

°æ 3zNxX date è(.çEE@gõZ�™!îE47éE3‡çL{°æ 3Lz­$4-Bï ENGEE!îG4 calc 06.13

10 October d-+ 3
G"3ðEG:ýå 3HLBc45½ð XGL"5½k5ë HGHNZEw°æ 3(ôGL} hypen Â6+ X45½ð XGL&éG3g+Cë GELZ&Ð.3ï GEHÃgzge]Ó4øG

Ic
X2011 

06.18

Ãg!54èGHE6i&éE4zZyX date 9ôFNzZggc‚¢g.è
G

Ey#è$E calc 06.27

WB$4-Bï ENGEE°æ 3LBX  Format cells $45é NGE�w&éF3
(�+
H

°æ 3LzÂ6+ X_5Ïî GL&4-ôF$HgZf®ÓëL7Ö
G45½ð XGLÂ6+ X 06.32

12,31,1999, (.çEE{j7§z£!îE4)�g»g(ÃgóX/jZä4{ "Format" $4-Bï
ENGEE!îG4 date �°æ 3Lz category 

Â6+ Xæz9�ð FL%æF:z--Zkcè2%æF:--X  Ô
06.38



ps  Format code &éF3
(�+
H

ƒé E3CÙ¼L¢zg!îG4!Œé N.45½ð XGLÂ6+ X yyyy !îG4  MM,DD d-+
G
49ôFN1!îE4±0î LELÃgóÃe
°æ 3LBX

06.51

è&4-ôF$H°æ 3Lz®Óë LX ok N"ìGFLÂ6+ X�$ðGL6--Zkcè(.çEEp&Ó4è GMGEÂ<îENX yyyy !îG4MM, DD /°æ4{ 07.02

NxX Time è(.çEEN*Z™́!îE47éE3‡ç4{°æ 3Lz­$4-Bï ENGEE7C°æ 3Lz Calc 07.12

10 colon 43 colon 20 d-+ 3
Gó¢5À+

GG4Z&Í-.3ï GGEH"3ðEG:ýåHLB} Colon Â6+ X3½3ð XGLÄ 07.18

j7§BX "Format cells" $45é NGE�w&éF3_45½ð XGLÂ6+ X_5Ïî G&4-ôF$HgZf®ÓëL°æ 3LB!îG4 07.24

Â6+ X 13,37,46 2{j7gz�g»gÃgóX/jZgy "Format"  $4-Bï NEGEEM "Time" �°æ 3Lz category 

óNg6--Zkè2X
07.31

ps°æ 3(ôGL Format code 0(Ÿè
HLE#-+

EE3XÂ6+ X45½ð XG¢zg!îG4!Œé N. Format code HH:MM:SS d-+ 3
G9ôFL

N"ìGFLX HM: MM Ô!îE4°æ M4
07.43

è&4-ôF$H°æ 3z®Óë LX Ok 6--Zkcè(.çEEz9�ð FNp~Ô 07.57

p~™zÄZ&zX 08.03

è2²-ô LG4&éF3
(�+
HÅ5À�ð GQÔ�!îG4efXt4-AŸ0î XGFE"0î FG4

4-A�ð
XGF7\+¯4iÅè2¼!îG4_54è I>HE�gxy²-ô LG&éF3

(�+
H

calc 

°æ
YIðX

08.06

ÍeóNg7Ï£7±øL4i_54ø
IGH(.çEE²-ô LG4°æ

YIð¼�gxyX 08.17

Â„45½ð XGL±0î NEL!îGLa&4-ôF$H°æ YI™-÷
E4Fg]é3ë>É4-ô

3ELGÔ™ud-+ 4G°æ 3Lz_5Ïî GL&4-ôF$H&4-ôF$H®ÓëLX 08.23

Â„45½ð XGz9Ÿ-ô FLG¯ZÄºm­�ä9g!îGL#-+EE3X 08.29

ÔZ¶îL§$ªî GG4d-+ 4
G45½ð XGÂ„ºma@xg]é3ë>É4-ô 3EGL`î NÍñ!bge÷ª­ge$pî EL45å XNESEw°æ 3(ôGLX 08.32

��z9Ÿ0î FEL§£îE4°æ 3z™40î XELg&Âî EY4±ø LeZzyZkzè&4-ôF$H®Óë LX "Name box"08.38

zV#-ô GG_5Ïî GL&4-ôF$HÂ„°æ YI™è NE9�ð FLnJy'*î GL_5Ïî GL45å XNE­ge÷Nx°æ 3(ôGL°æ 3LzZ´6öX 08.43

è(.çEE!îG4®Óë L°æ 3LBXñó�á4{­ge÷eÅ3ï>H°æ 3LB$.G`î4­ge÷Â6+ XnÉÔÎNx Name box Â„45½ð XG
6ö°æ 3LBX "Enter" °æ 3LB45½ð XG$ðG:6+ X

08.49

zzÖ
E4-A�ð
XGF7\+£4i_54ø

IGH(.çEE²-ô LG4&éF3
(�+
H

°æ
YIMðZ¶îL_5Ïî GL&4-ôF$H"54ø EGGa�gxyX 08.58

°æ 3uZEw°æ 3LB9ôFN±.
Ye"5ëENG§iZ¶îLa&4-ôF$H��_̀5Ïî GL�gxy°æ YI™è NEX 09.03



™uZEw°æ 3LBÂ<îEN%Ãi™!îE47éE3§{"3ð EGL°æ 3ü_5Ïî GL&4-ôF$H$ðG:]Â6+ X°æ YI™è NE9�ð FLnJy!îG4°æ 3LzâóN]½ø LÅzgk"54ø EHE&4-ôF$H

®Óë LX
09.09

t°æ LÂ<îEN$ðELa&4-ôF$HX 09.18

t§i9ôFN!©5å ENG"5Ïî GGæ4{_5Ïî G4ZÄ7±ø L�zgW_èEX 09.22

ZEw°æ 3LB7¾gzzkZ0g%æE9zÖ±0î 4E<îF4a&4-ôF$H°æ YI™è NEX "Tab" "5é ELG9Ä§$ªî GG49ôFN 09.28

6öX "Shift + Tab" gzzk(.çEE#-*î F3GLa&4-ôF$H°æ YI™0îE4{‡ç4{°æ 3Lz 09.35

6öX "Enter" »Í(.çEE'zÖ±0îEL<îFLa&4-ôF$H°æ YI™0îE47éE3‡ç4{°æ 3Lz 09.39

6öX "Shift + Enter" »Í(.çEE#-*î FG3La&4-ôF$H°æ YI™0îE4{‡ç4{°æ 3Lz 09.42

è(.çEEÅ1ge¶îL$å4�{d-+ 4G²-ô LG4°æ
YIð7Ï"3ðE9Gy"3ðEG9y4i_54è IGHE(.çEEX calc zV

4-A�ð
XGF7\+¯ 09.46

ÀS¶î4z!îH46ö°æ MLyX "page down" !îG4 "Control" dà]40î I>H4±ø L�Ø9£4ø FE_54ø
I>H(.çEE°æ

YI™0îE47éE3‡ç4{9ôFL 09.53

ÀS¶î4z!îH46öX Page-up !îG4Control ñ�á4{Å±ø L²�.z§k"54ø
HGE&4-ôF$H°æ

YI™0îE47éE3‡ç4{°æ 3Lz 10.00

°æ 3uZEw°æ 3(ôGL!îGL45½ð XG_54è
IGHE�g!5éG4yZzg-g°æ YI™-ôGLX 10.08

]4©ø EG(.çEEñ��X "Working with sheets Z$À+ L$©{5Ðö
GE

>¥â]9ôFL 10.13

Z¤zZgc{Å9ôFL"5Ïî GG45½è XGE´40îGE9Å7]¾æ L&4ø>E&Ïî G4/ƒgm@hzw!gk(.çEE²£4-ô SHLG7d-ôGLX 10.19

Z¤C9ôFN"5Ïî GG445½è XGMEÅ"54ø
HGELÞÅz§Z0jzgÅ"54è HGEEÌzkè(.çEEv°æ 3LBX 10.28

p~°æ MzÄZ&zX 10.36

zV°æ 3Lzd-+ 4
Gd-+ 4

G_5Ïî G°æ 3aç M¶îLæá4{d-+ 3G$4-Bï NEGEE™!îE47éE3‡ç4{±. Yâ4{7±ø La2®ÓëLX 10.39

zV°æ 3LzÅóNgâóNkÅ6ö°æ 3LBƒ®X 10.45

]¾æ L&4ø>E&4-ôF$H7ÕäF3Ìz°æ 3u!îG4"5Ïî GG4£ó/_5Ïî G4"0î EEL.yÅzgâóNkÅF7z-"5Ïî GG4X7Ö
G9�ð FLÂ6+ Xz9£é FNy$̄4-Bï NEGEE_5Ïî G4�gZt"0î EELX 10.48

zV°æ 3LzZ$4hÓë NEL»Ý!îG4gz$4-Bï NEGEE°æ M!îE47éE3‡ç4{¤z?(.çEE{±. Yâ4"5ëEGN»Ýcgz®ÓëLX 11.00

zVåÌz^©ï ILEHÅ6ö°æ 3LBX 11.09

°æ
YNz:(.çEE°æ 3Lz7y~»Ícgzzk&4-ôF$H®Óë LX 11.12

zV&B5Òý NEG»Ý!îG4gzÔ*èÇæLÇæ L9Ÿ0î FLE4'ê
GLjZg!îE47éE3‡ç4{°æ 3Lz°æ

YNz:(.çEE±. Ye&½ø
E3L»Í&4-ôF$Hcgzzk&4-ôF$H®ÓëLX 11.15

Å°æ 3Lz6ö°æ 3LBƒ®!îG4'zÖ±0îEĹ4è$E‚ä4ã»[!îG4gzzy&4-ôF$H°æ 3Lz®Óë LX "control" Nzw 11.23



d-+ 3
Gd-+ 3

GÅjZg:{‡ç4{°æ 3Lz±. Yâ4&Âî EL£/]40î IGH4!Ö]4ï I>H"54ø
HGE&4-ôF$H®ÓëLX 11.31

zVEóy7y~£ó/]40î IGH47éE3‡ç4{°æ 3uÅ"54ø
HGE&4-ôF$HX 11.39

Å™-yƒ®7Ö
G°æ 3-]4ï I>H"54ø

HGE&4-ôF$H®Óë LX "Shift" 11.43

��y_54è I>HE�gxy°æ YIï‚ä3~7C'.5ë GGNÈtÍ'̄êGLµ40î YGGL$4-Bï NEGEEX 11.48

Â6+ Xt±2.çEGIJ!îGL°æ 3Lz`î N°æ L‚gë
E
4')é ENcV_54è IGHE&4-ôF$HZWX 11.56

zV*&B5Òý NEGÅZÄ7±øL&ÀôE49Ÿ0î F4EÔ?jZg!îE4{‡ç4{™z±. Ye&Âî E4_540î IGGH!ÖÅ"54ø
HGE&4-ôF$H®Óë LX 12.01

zV"3ð EGLóy°æ 3u%æG:'.øGLÅ"54ø
HGE&4-ôF$HX 12.08

Å°æ 3-óyƒ®!îG4Å"54ø
HGE&4-ôF$H°æ 3Lz®ÓëLX "Control" 12.12

jZg:W!-+ 4G7°æ YIïC!îG4Â6+ Xt±2.çEGIJ°æ 3Lz!îG4Î¥~°æLN')é ENcV_54è IGHE&4-ôF$HZWX 12.16
±ø L7Á]4©ø EGZ0kX calc 7\+z7Ö

G
Ë.ç LEW~ 12.24

&B3¸ç
ENG

&éF3
(�+
H34-Aô XGGFLZ̀îL�g`fs²-ôG4X 12.30

è(.çEE�Ô"5½ï HGHÔ"5½k0î HGH&éF3
(�+
H

�Ô@gõ!îG4z‰Ü²- î LG4&éF3
(�+
H

°æ MzyZ´X calc 12.33

ÃgóûeZÞv!¾²- î LG4&éF3
(�+
H

°æ MzyZEwX 12.40

¼�gxy!îG4_54è IGHE�gxy²-ô LG4&éF3
(�+
H

°æ
YIðZ¶îLYt&4-ôF$H"54ø EGGY!îG4X 12.43

gzÔ»ÝÔ!îG4_54è IGHE(.çEE²-ô LG4&éF3
(�+
H

jZgzÄ́4->î GEXqX 12.47

Yìº! 12.52

°æ 3LzZz6X "spread sheets practice. ods" 12.55

§s�ZÄ7±ø L&Ïî G4±0î LEX 5 è�Å5À�ð GLZ@ "Serial numbers" 12.58

ZEw°æ 3LB°æ YILð¼�gxyZzg-gX Keys 13.04

§s�y(.çEEj7g-Ä]é3g~qX 13.09

@gõ!îG4z‰Ü7éE3‡ç4{°æ 3Lz»Å)ë NZŸ£îE4X 13.13

ÃgóûeZÞv…WBZEw°æ 3LB°æ 3LzZB2́4->î GEXz&Ò3ð GGLZ´X 13.16

#-ô GGMÅ5½ø LEM&4-ôF$H�ø[zi-óN9�ð FL
Xhttp://spoken-tutorial.org/what_is_a_spoken_tutorial

13.21

http://spoken-tutorial.org/what_is_a_spoken_tutorial


t9ôFN7Á"3ð HHLgs6Z85»4ø EGH7Õä
ENvî4°æ MZyX 13.24
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