
NARRATION Time   

. _M~µ5ÓëG~ûZzg_54ø
IGHÆ‚B»x6Z7Á"3ð HLHgs~M\»ZLwì 00.00 

- Zk"3ð HLHgs~ëZÐ 00:07 

. gzkZzg»ÝÃ�áïZzge4™* 00:09 

. Zzg_54ø
IGH»*x$Ü . 

_54ø
IGHÃ�áïZzge4™* 00:13 

ZEw™ 3.3.4 ZzgË.ç LEW¢ø
EL±^zgjy 10.04 �VëM\ÆM6|ÄÆîg6Z8É45½ø GEzgjy

. gì�
00:17 

. Zk"3ð HLHgsÅÑz¬]™D�ZzgH��Z4iÅ~gzziZzg»Ý¾§b�áï™, 00:29 

. Ås�  Ãb "personal finance tracker.ods" ¾øg~ 00:35 

. Zµc¤z\~�áï™M� - »ÝZzggzÃZµ 00:42 

Z4iÅ~Z¤ZqgzZzgZq»ÝÃ�áï™*ìÂ�VM\*»Ýcgz�h*eT�Ôz;V¬−Ô»ÝcgzÃ
 É™,

00:47 

. Ãb~«gz~½À™D� "personal finance tracker.ods" VwÆîg6øg~ 01:00 

. �ì "Cost" ~Zk−6À™@�VT~ 01:09 

. 6À™, "Rows" MB6À™,ZzgQ "Insert" Z[!543ð GEG!g~ 01:13 

. ë�Ù��ÉgzÆZz6Zq5gza�ì 01:19 

"Columns" ÆÅ6À™,ZzgQ "Insert" ZÏ§bÐZq6»ÝÃ�áï™äÆn!543ð GEG!g~
. ÆÅ6À™,

01:25 

. M\�Ù��É−»ÝÆ¬Zq*»Ýa� 01:34 

. �p~ëäÅ¶ZkÃZ&z™D� 01:40 

ÂQgZVÀ™,Zzg  Z¤M\äws6À™Æ»ÝÃc�6À™ÆgzÃÉHì�SkÅÙ|ì
Insert Rows cInsert Columns Zq»ÝcgzÃ�áï™äÆn6egZ\eZ�y�~Ð

. MBÉ™,

01:44 



M\ÃZ( . MBÉ™, Insert QgZVÀZzg . ��wîg6−6™uÐÀ™ÆZk»ZN[™,
. eZ^v!¾ÃMñÇ

02:04 

. MBÉ™, Entire Column Zzg Entire Row ZqgzZzg»ÝÃ�áï™äÆn 02:18 

Zq�z‰Ü6F»Å,çEZzggzzi�áï™äÆnÔZ�Zð−6Å3©ïGEHâ�kÅ�®™Æ£/»ÝZzg£/û
. Jegr™ÆSyÃ$4-Bï NEGEE™,

02:25 

. −')é ENcVG� 4 �Vëä 02:43 

Zk . ~*gzz�áïeL�V . gzZzg»ÝÃ�áï™äÆnCñ�§hV~ÐË»ÌZEw™,
. MBUVÇ Insert n~ÉG�−6gZVÀ™Æ

02:47 

�B�¬ÐÉ”{gzzkÆZz6 . Å6À™,  "OK"  MBUVÇX Entire Row Z[~
. 6gzzia�� 4 

03:00 

. Zµc¤z\~ùe4™, - Z[ëZÐ�»ÝÃZµ 03:14 

. Zqgzc»ÝÃe4™äÆnÔ¬Zk»ÝcgzÃÉ™,&e4™*eT� 03:20 

�ìÔ¬Zk»Ý~Zq−6À™ "Laundry" VwÆîg6Z¤M\»Ýe4™*eT�T~
. ÆZÐÉ™,

03:28 

. MB6À™, "Delete" Z[−6gZVÀ™,Zzg 03:37 

. uqÆ‚BZqeZ^v!¾ªCÙ�@ì "Delete Cells" 03:43 

. Å6À™, "OK"  MB6À™,ZzgQ "Shift cells up" Z[ 03:47 

. Zkp~ÃZ&z™D� . M\�Ù��−e4�ZìZzgZkÆnÆ−Î�™Zz6M�� 03:53 

. Zµc¤z\~ùe4™, - Z[ëZÐ�Zq�z‰Ü~F»Å,çEcgzziÃZµ 04:01 

�ìÔ¬Zk−ÃÉ™,T~Zk» "Laundry" VwÆîg6ÔZ¤M\gze4™*ìT~
 ìX 6 §s�ì�

04:08 

. cÂZkgz�6À™,&e4™*ì . Z[Zk−6Å3©ïGEHâ�kÆÅ6À™Æ7g~gz6egr™,
. 7gZgz')é ENcV�@ì

04:18 

. MB6À™, "Delete" −6gZVÀ™,ZzgQ 04:33 



. *òeZ^v!¾ªCÙ�Ç "Delete Cells" 04:38 

. Å6À™, "OK"  MB6À™,ZzgQ "Shift cells up" Z[ 04:43 

. M\�Ù��7gZgze4�@ìZzgZkÆnzZÑgzZz6MY@ì 04:48 

. �ëäp~ÅZyÃZ&z™D� . ZÏ§bÐ»ÝÃÉ™Æe4™M� 04:55 

~_54ø
IGHù Calc ZgzZzg»ÝÃù�áï™,Zzge4™,tIÆ�ÔZ[ëH��  Å~

. �áïZzge4™,
05:04 

. Zq™ÆƒÆ!g}~H� - Zq . ~5Å�áï™äÆF§j� Calc 05:14 

. Óx§hVÆnªŠxì�ZkÅÃÉ™,TÆ�Z�5Å�hãì 05:23 

. 6À™, "Sheet" MB6À™,ZzgQ "Insert" Z[!543ð GEG!g~ 05:30 

. uqÆ‚BZqeZ^v!¾Zz6�@ì "Insert Sheet" 05:36 

gi-ÅÃÉ™D "After current sheet" Z[ZKñ��{ÅÆ�5ÅÃ�áï™äÆn
. �

05:41 

M\ . t*xÄÅ§sÐ�c�ì . �3c�ì "Sheet 4" Å(6Ôøg~5Å»*x "Name" 

. e�Â$w™�zuZ*x�}M�
05:49 

. ë�Ù��øg~ñ��{ÅÆ�5Å�Z4��ì . Å6À™, "OK"  Z[ 06:01 

z&zÆ!N§snñ��{Å76gZVÀ™, Calc ZqZzg§i5Å�áï™ä»tì�
. MB6À™, "Insert Sheet" 

06:09 

. Ë~tÅ�hu . Å6À™, "OK"  ®Z�ÔZzg*xÉ™M�ZzgQ  M\_54ø
IGHÅ(Ô 06:19 

"Add ñ��{ÅÆ�5Å�áï™ä»Zq�zuZM‚y§itì�Å7Æ��b�
. ´#ÖÆfg=Cc�ì (+) Å6À™,&&ÒøF Sheet"  

06:31 

. ÅWy~ÅÆ�aYCì series Zk6À™äÐFK~Zq5Å 06:43 

eZ^v!¾6Y™nÅ7~ "Insert Sheet" 5ÅÃ�áï™ä»My~§itì�  

. &ÒøF¶yÆ‚B{à(6À™, "Add Sheet" 

06:51 

. {à(6À™ä6ë�Ù��eZ^v!¾ªCÙ�@ì 07:06 



. Å6À™, "OK"  M\eZ^v!¾~ÅÅ¥â]Z™́M�ZzgQ 07:13 

. ~_54ø
IGHùe4™, Calc 

_54ø
IGHÃù�áï™,tIÆ�ÔëH�� 07:20 

. Zµc‚B~e4™M� - 
_54ø
IGHZµ 07:27 

Z\�~ - ÜsZqÅÃe4™äÆnÔTÅÃe4™*ìZk6gZVÀ™,ZzgQ0\
. MB6À™, "Yes" MB6À™,ZzgQ "Delete Sheet" Ð

07:31 

. M\�Ù��Åe4�ðì 07:45 

. MB»ZEw™, "Edit" ZqºmÅÃe4™ä»�zuZ§iì�!543ð GEG!g~Ð 07:48 

"Sheet" MB6À™,ZzgQ "Edit" e4™ãìÔ!543ð GEG!g~ "Sheet 3" VwÆîg6Z¤�
. MB6À™,

07:55 

. MB6À™, "Yes" MB6À™,ZzgQ "Delete" Z\�~Ð - Z[0\ 08:05 

. Z[eZY4~�p~�ðìZyÃZ&z™D� . M\�Ù��Åe4�ðì 08:12 

e4™*eT�Â "Sheet 3" Zzg "Sheet 2" �qÅÃe4™äÆnÔVwÆîg6Z¤ë
. 76À™, "Sheet 3" 76À™,ZzgQÅ1ge6ÎÅ6ö™ÆgOZzg "Sheet 2" ¬

08:19 

MB6À™,ZzgQ "Delete Sheet" Z\�~Ð - Z[ËÌZq76gZVÀ™,Zzg0\
. MBÀ™, "Yes" 

08:36 

. MÐIÆnÔ¾ëä�p~ÅìZÐZ&z™, . M\�Ù���zâVÅe4�ð� 08:47 

. MB»ZEw™D�ñZqºmÅÃe4™ä»ZqZzg§iì "Edit" !543ð GEG!gÐ 08:56 

MB6À "Edit" e4™*eT�Ô!543ð GEG!g~ "Sheet 7" Zzg "Sheet 6" VwÆîg6Z¤ë
. MB6À™, "Sheet" ™,ZzgQ

09:03 

. MBÀ™, "Select" Z\�~ - Z[0\ 09:14 

"Sheet Åñ™ "Shift" MB6À™,Zzg1ge6 "Sheet 6" eZ^v!¾�ÃM@ìZk~Ô
. MBÀ™, 7" 

09:19 

. Zy_54ø
IGH»ZN[™@ìÎëe4™*eT�  t. Å6À™, "OK"  09:30 

. MB6À™, "Sheet" MBÀ™,ZzgQ "Edit" Z[QÐ!543ð GEG!g~ 09:37 



. MB6À™, "Yes" MB6À™,ZzgQ "Delete" Z\�~ - Z[0\ 09:45 

. M\�Ù��É_54ø
IGHe4�C� 09:51 

. ~_54ø
IGHùe4™,tIÆ�Z[ëH��Z4iÅÃ�z!g{*xù�, Calc 09:56 

Æîg "Sheet 3" Ô"Sheet 2"Ô"Sheet 1" Z¤M\Z4iÅ~�B�Z_54ø
IGHed«îg6

. Ð*'×��
10:03 

tgLZ4iÅ~»x™@ìT~ðh}Ð_54ø
IGH�VpÂA�CìZ¹‚g~_54ø

IGH

. �V
10:13 

. �ZKIÆ_.Å»*xps™äÅZYi]�êì Calc 10:21 

76e.ÞÀ™ "Sheet 4" ǵìÂZ(M\ "Dump" »*x$w™ "Sheet 4" Z[VwÆîg6
. Æ™M�

10:27 

�VZqÀ . uqÆ‚BZqeZ^v!¾Zz6�@ì "Rename Sheet" M\�Ù��
. �ì "Sheet 4" !¾ìT~ed«îg6

10:37 

. *x�, "Dump" Z[ed«*xe4™,Zzg5ÅÃ 10:47 

¾. ��ì "Dump" 7»*xps™Æ "Sheet 4" Å6À™,ZzgM\�Ù�� "OK"  

. Ãe4™D� Dump Zzg Sheets 5 

10:52 

. 67Á"3ðHLHgsÆZ!x6W�� Calc Z[ë_M~ 11:02 

. ¿ZÔëä5{:gzZzg»ÝÃ�áïZzge4™* 11:08 

. 
_54ø
IGHÃQÐ*x�b . 

_54ø
IGHÃ�áïZzge4™* 11:14 

. Zqw
. ÃbÃÅB "Spreadsheet Practice.ods" 11:19 

"Department ÅÃQÐ*x�, . uqzZàgzÃÉ™,Zzge4™, "Serial Number" 

Sheet". 

11:25 

. qgzfs�6�ø[zi-�B 11:32 



tZ7ÁkIg?6z7½ïEH»Ü�ìXZ¤M\Æ0kZh�zeB7ìÂM\ZÐeZzyße™Æ�N  

M�X
11:36 

Z7ÁkIgs6z��ÔZ7ÁkIg?Æfg=zg¤\»ZZ�™CìX 11:44 

MyÑíZJy~»x[�äzZßVÃ��îìX'×h¥â]Æn  

6gZ�‡ì™,X contact@spoken-tutorial.org

11:50 

Z̈ãz‚bz  Z7ÁkIgs6z�ÔNuIZ}å6z�»ZqzìXtÓ#ÖyÅziZg]'Zñ
Åæ�ÐYg~ìX ICT Æ̧ò(u&g=  F¹

11:59 

spoken hyphen tutorial dot org slash NMEICT ZkuÆ!g}~'×h¥â]
ì 6�ø[ hyphen Intro 

12:12 

 ZzgœZÈ~~äªzY>ØZ£äWðWðK�cÅìX~Z[  eZË)êzZÑ  "3ð
HLHgs»FÀ  Zk

Ñq�ä»¹]tX  M\ÐZYi]eL�VXøg}‚B
12:22 
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