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Introduction

Open Office Presentation
(et 2tlE 2 o 2aet)

Open Office Writer
(iwt-2ABAASR)

Open Office l;mw
(adet-2Ea )

pen
(abuet-2E 1)

Open ice Base
(duet-iEAAS)

Open Office
(UuA-EA)

iurt-24E1 21 @AY usr- Wi Applications) «il el 8. viu-iE Wit @Rk
ARUBAAL SIHIA ML Av{LA oirad Ml 2G4 219 23S Tl s6ilos) 12 ASOUAA WIRAMHIHL 22l
69, ML eIl WAL FAL § DR, 565, HUUA, $1, He, lopell AHIALL A 9. Bl Yourd Guadiowml
Al WARL AH2R, 5¢5, HHUA 9. 1L oEl WAMIAL evid Hi2L UHIRHL UL % €9 i vied % sl d
Wosikilse 20EA (MicroSoft Office) il ual soidl »ud 8. wilus-2ilsl Hou wsuHl 3
UHISL 9,



\

OpenOffice

it =L

Introduction
lu-21GEA ASeR 3 215 a8 WAk (Word Processor)

WAM © % BlaMl 2 s widsiiise ai(MS-Word) %q
9.48 AR 12d 2oel WA USUL AR, AH2R WAL GudioL
SIOURL USR AUURL 1YL BH 5 Unl, WRels, GlRldel AR HIe A
6. A2 WAMHL Rl uzt 38l as 9. AV WAMHL s al

w2 (Word Processor) viud %dl @audil 34 3
Open Office Writer [ s, 21215352, 2112l k12, 261, 519 i Iuéiy, sl
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o ol

o 3, sl WR.

u-2lE des 3o Wsdlle (Spreadsheet) iaum 8 %
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wed Adl s19a % MRl 4 Gofl 24 2018l dllticl 2oid 13U AAS
2 8. ddl 2udl dlél (Row) A 1,2,3... 2l 54 »ua €ld © i Gedl
dlél (Column) 4 A,B,C... &l 51 2td €id 9.241 218l ell ] 244

Goll 12l el w d Ut wis AR oA B 3 A (Cell) 58 8.
& wWsellea aselle ol s& 6. 365 WIRAMAL GUERL Huatd sl
Open Office Spreadsheet A L ©
. HUSl el 514 AL HE A 89 el WLR W eirliadl, Ay, dvidl,
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Open Office Writer
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Exercise Book : 2
Page 47
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‘/i Graphics )
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Exercise Book : 2
Page 47
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UHSR WAL g, Sisyie 6 2 ot-idl asi 6. % 6l Al 12 wael ©.

q. wl wam god (File) 3w sells s

2. ul <4 (New) [Gsey udie s

3. dul 2z dsyu-e (Text
Documenet) [Bseu wie s

[ L Text Document Ctri+N .

New
i open... “._+0 || Spreadsheet
Recent Documents r Presentation

Text Document . . - . . -
Spreadsheet . v
1. 2288 ZUGLRML Y ol WR sells &30 Ml ege disyi-e

Presentation [Qsey vae 3;5_\[
Drawing

[#] HTML Document
XML Form Document
[ ] Master Document

[£] Formula
= Labels
Business Cards

Templates and Documents
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1. Al wan g9a (File) 3 wr sells s

2. udl 2ilur (Open) [sen wie 52 %l
s 4de un [Adl vaal

3. d 49a U Q- % %L 2 s9e
AAS 53 Ll A wou Al S99E kL

Ctri+0 |
Recent Documents *

B /G

Flaces | Name ~ | Modified | —
|i$\ Search i Deskiop 16:27 ;
&) Recently Used | Documents 020152013
i server | Music |02/15/2013
= Desktop | Pictures :02/15/2013
L= File System M Public {D2/15/2013
. System Reserved |= Templates |02/15/2013
| 107.3 GB Media |3 Videos 02/15/2013
L Data |1 examples.desktop ‘0211572013
5 Documents
& Music
(&3 Pictures
= Videos

I All files w
[ File type

Version; -

[ Read-only

®

Qo[ @




7 :
OpenOffice

Sl =lEa

Writer Intro

File Edit View

Insert Form

B |G

Places

5, Search

&) Recently Used
t& SEMVEr

‘=, Desktop

L File System

. System Reserved
| 107.3 GB Media
. Data

5 Documents

& Music

&= Pictures

= Videos

| Name

| Deskiop

|5 Documents

,.'s Music

|3 Pictures

|&a Public

| Templates

< videos

|51 examples.desktop

1827
02152013
'02/15/2013
:02/15/2013
:02/15/2013
02/15/2013
102/15/2013

{02/15/2013 |

~ | Modified ||
A

B

[> File type

[ Bead-only

2. d 494 AU [AediMl % %YL 2 L9¢,
AAUS 59 Sld d @] sde kL

3. 21 49 st [A-9ui 2iu- (Open)
orer W sells U,

All files

‘\Vmifom: | |
Qcencel [T djopen
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oiH1dd Slsyie -l Baus(save) sai-l ueald

AR WARHL SlsgH-en ol uRReldIML A saledl 3R ud 6. s dl BAR dl s10d ol €l AR

uddl quid e (Save) Al M2 A AR ol SI9aul 38R ST AR, M ADS WAL
oi, YR 242U 524l HISHL [Aseul el 9,212 WIMHL Ad] oidd s19an Aue s Ml d

~{lal widl ©. |

&2 Open... ctri+0

Recent Documents ,,

Wizards r
X Close | 3. d 49 A4 [AxdH % oouL A ge AAS
™ save ctri+s sdll Sl d oYL kL

X  Save As... Ctrl+Shift+5s

|
< Browse for other folders
i K ;:aserver Create Folder |

Places — | Name ~ | Modified

& search = Desktop 10:27

@ Recently Used =% Documents 02/15/2013
=g server E= Music 02/15/2013
= Desktop le5 Pictures 02/15/2013
. File System & Public 02/15/2013
LS New Volume s Templates 02/15/2013 | _
-8 Backup = Videos 02/15/2013 ||
.9 system Reserved

— System Reserved

—: 107.3 GB Media

— Data
& Documents
& Music

Be : ODF Text Docum v |
[> File type

Save with password

|

| €Icancel | | Egave |
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Recent Documents »

Wizards *

Close
Save ) cCtri+s
|5 save As... +shift+5s

i

AH2R UABHL 156 22138 2otRML LA A vle-t FIR1URL A4S 53] WS B.22138 2otRML »ide
A9 l2wte ] eiside S19E HHAAL oirldd, SI9AML AAAL FSRIAL AN 5AL DM, 61 USRAAL SIHL 2
GuaidMl Al .

-~

2. d 94 A QML % Ul S9d AUS sl ¢id d
e | ROSUTRICIN

| modified ||
1027

2L aEuLs
nzaazo1a
0215303

Sl 3. i s A QgL A [Aseuml Ay d A 2l Ad
(Save) sled ur sells U,

-------
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Arl 212 © 5 sOAHL 519 AdlL 32512 wdcl 9. Fell s GUlPRLSAL Al $R$RIAL BAS 53] U3,

1. il waH goa (File) 3 w2 sdlls 52

[ New

&2 Open... Ctri+ O
Recent Documents "
Wizards .

X Close [ 3 |

|Z| save Ctri+5

' sawve As... Ctrl+5Shift+5

W The document "ffff.odt" has been modified.
Do you want to save your changes?
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\
s=ue(Cancel) oz sdls

sapfl udex iud sdad
selloy Al 82, |
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open... S 4. 20 wam qod (File) A wr sells s

Recent Documents

wWizards

Close
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B Export...
Export as PDF.__.
Send

[£] Properties...
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Templates

Prewview in Web Browser
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LRl A8, 14 sl skl 5 Working with Text

[Qerie{lHlot, 2L okl Rl €l 5 dex Wil Guaiol QR USRHAL QUIRl dudl HI2 2 9.
AH UMM g5 vl avidl Hie-il o Yan Y3l Aell wisdl usl avidl auid 2Rl yqeselail 4§
Vs % Ut ARAR Auidl, L FOdl 2ot 5181 Al %l YAnl el yl wid 9. 20 usk-l
AU Sldinl SREL AHR WRAMHL s1H Adcldel 2im psuzl 52 wsiH €.

AHeR Wl A @viiel 21y 52 29 dd (Save) Ad s
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Working with Text

S) )

Exercise Book : 2
Page 51, 53,55

R wis (Select) sl wala

A2 WAMHML duiiel U8 SIH sl avid sIuRL [QAseusd] 2R dquiel GUR %14l MIS duilRlAlL d QUL

Wit (select) sl @3 Siu 8. 204 e WAmHl qried wie (select) sd 2 views w3
2, Hegrarl uslalL €.

AHSR WIAMHL duiieiAL [ARY ARl Al § 28R, s, dlsdl, §521, 24 UL 4 wis (select) sal
W2 QY Yl Guaipl iy 9. duien Wie AL 112 S1-6l8 idl HGAAL GuddL 29 643 ©.
quie Hlase sal 1Sl [@Qag yealdil 12 w6,

BusRA et
(R 1. 2iRL 5L GuadL s % Aot AlAse Al 9 -l w3PUAHL AL s S1-60L8 el
allse-sl ) eoudl avil > ol 11-41 £ eonll i,

2 R0 51 <l GuAdL 30 % 2108 AlAs2 527 9 Al AdHL 1AL ¢d $1-6118 uzell

allse-sl goudl 2Avil i, $1ofl 2iR1-51 = Jeoud 2,

3. RL $1 )l Gl A ¥ Aot Aldse Al O arl A3PUAHL AL s 51-60L8 uRel
2&33—31@+$£m—31 golldl Al i Hel 243151 aouq'l vl

¥. 2R 8L AL Gudiol 30 % e Aldse Al O del idHl Bl ¢d -6l urel

allse- 4l @ + s21d-5l eOuCR A0l 2 $16{l IR1-51 @wm’l v,

Y, 21 $1 Al Guaiol s34 % 20t AlAse sl 9 drll w3AAHL A1l ¢d §l-6418
weell oflse-gl el el o [ ] ool wia-£l D esud 2l

@l 9-6iid waell sflse T J1aige aouql el 222UGUR BUR »1$ (ADD) 6%
2ul19l

English (USA) INSRT | ADD

wgl 21 SL AL Gualiol s34 ollosl e A{lAse KAl 9 dedl ABUAHT 1AL $d $1-6118
y9l Qﬂsa—agwm 20l i ogell 21161 Cleoud) 20,

e L. HGAAL Guel 530 % 2ot Aldse L 69 drl AIHUAHL HBATL AR A F 1.
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gl WGAL S1ofl S1 eotidl AL e HGAA 9L s 2oeAl it AEl 4 %11l

2. HIGAAL Gl 531 o 20t Aldse AL 9 drl il HUGAY SRR A4S Bl ¢4
HGBAHL 1ol L eoticd]l AL 2 HIGAA $2L 3 Aol AFAUA Qe @ 1AL

3. HIGA- Guadiol 530 % 2108 Aldse AL § drll GU HBAY SRR A8 F1il. ¢d
HGAHL 16l 1oL AR goudl (Soe sells)

-6l + | 4. HIGAL Guydl 53 % 2ot AlAse Rl O drl GUR HIGUA SR @ %1l ¢d
G HGAL sl Sl oL AR el (soe sells)

2. d $1-6ll8 w=ell s2ia-4) gopdl vl

3. G- Guddl 3 oflanl 20e Aldse AL drl BUR WBAL SRR dd Bl ¢
HGAL sl Sl oL arR eoudl (soe sells). 2idl 2d Bedl wsel AHA dedl Rdse $30
ASLAL.

uddll A
- yddl 218 e Ridse S
- ugl $l-ofld Gugell 4 el
- G Guial 31 ollost 2oe Rdse s
- id] dld eal wel A dedl [Fdse 31 astal.

ofloy A ($l-604 gRrRL)

C R s wid o el oS allsz B9 eoudl a0l »iR SR 4L el 212d w08 Bdise
asl. -
- Aad wll B+ eolldl el 22234 Gk GU ADD 2168 UL,
C oyl 913 40 el ollest 20s GuR o sllse B ) eoucll 21 4] eouch Fell olloql 2108 Bidise
23l
auR 1 adlsd Rdse Kl A
2L Ridse sal-l o Hoard AR % QURRL FAR. HIURL drig, @Rl eotd Hi duig $1d 2iadl 2ot (Tab)
22l WA (Spaces) @l Aadt 3¢ €l AR 21 USR] U -l GudolL 2K . de sl o 2d 9.

1. »i$le (Edit) vl Ridsaq 18 (Selection mode)ui edls 213141 w2 sells 5.
2. YA 32 GURHL 2ot GuR sells s R Yelluif BLK o,

JAN Feb MAR

APR May JUNE

JULY Aug SEP
Nov
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gl ARA sl [Aetpid Rdse KAl Wit U d Rdse aMl dsdls a9l 2 dsells R sl

N

222AGURML eulldl 20 "ADD" GUR sdlls A AR d wes "BLK" A AR vl GuAl ARAA 318l
Ridse salL a2 d HaRad Jd Rdse vl

sl 2ed Asd sl e WRe vied Al2lid, AHSR UAHHL BUR 15 % Werl AWML ARAR eyl
Sl AR sl-UWRe [Aseusdl Gualdl 2t 6. Ful % Aot -se Rl i del wie s sl Y 2 %
AU UR o A0E Bl S1d AL B U 529, A UL BeleRaL AL Gudiplell stul-Uze A4w9Y, Hiud-
% EA UASUAAL SIOW WAHAHL SIl-TRe [Aseuril Guaidl saurl 212l usld 9.

S) )

Exercise Book : 2
Page 56, 60, 65

AR % @viiel sl 529 69 de WG Al

| 'g‘
[

SPyping: 'Line' Alt+BackSpace

@ Repeat: Typing: 'Line' Ctrl+Shift+Y Sl-oi8e{l Heell Aldse KA

& Cut Ctri+X N . L - .

=1co ctri+c 1. Al vy idle (Edit) A ur sdls s
2. ugl sndl (Copy) Rised wie 52

Edit | % U, AULRIA M5 €9 d OUIL SR

@& un®®yping: 'Line' Alt+BackSpace WG L Sl-olli-l Meeell a4 il

&) Repeat: Typing: 'Line' Ctri+Shift+Y
% cut ey 3. ul e (Paste) [Asen urie s
5 Copy Ctri+C
[ Pas Ctri+V
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AR % @riiel sl 529 69 dA WG HHadl
Sl-oilé+{l meedl Adldse U

9. 2l YAH 2288 2eolRHL 2udal Sl

(Copy) vlet wr sclls s

% UL QUAIRLA, H5Y € ol BOUIDL 5"
WG tdl s1-olls-] Meeall @ il

2. ugl 2288 2ctotRMl 2udell e
(Paste) oo uz sells 3

©d M8 GelgRaldl Heeall sivl-ure [Aseurdl Gualiol gilwill,

quuiai, sidl-Ue sl Ad wslal

9. <A ALUAM 32s2UML BURHL dRg AL 21561RMHL

i , Applications sicll3e (Application) @seu wGugl sells 53
off ) ed dHl 2Udel 200 (Office) Bseud sells U
@ 2 : ¢ dHl 2U9al as-WiAAR (Word Processor) [@scus
seils U
M Open0ffice.org Word Processor




2 8A GYR %I oL WHIRL A [seusl Guaiol s3) GuR

LE_ — oidldel s1diell A2l s19a “Copy And Paste
File Edit View Insert Form N N . - .
S /Copy_Paste.odt” - dHRl s2-i A5 WIAMHL
= - T \ -
BICIR

HEl [Defajgpen

3. gddd ol wsl 9l ssHl ollw A+ “Today we

= g ) N .
| are learning”»i+ uiaHl ad+ “Program is
Also word processor. 43l €. d dd-Hl %15l
e “Open Office Writer” ¢ % <l avidl -il.
ax 18 wst i 5 > “Open Office Writer” sz
sl 1 AL avial 9.
~ a _ A\ C NN IED Y \D
¥. dl 2}[ Etem sl-6118 %15 R 5l e U GuyioL
3 AL 12l uR il
R . ¢d“Open Office Writer”aes 2ildse . s
Today we are earming Aldse sraL W2 Al e el AU BH
is developed by Sun Mico Systems, ~ NN e
PRI Program is same as MS-0ffice Word Qﬂ{;a 3(1 E’l(’{l le“' Q){"[ QJ{QL 3(], *'Il |«:!ﬁ{:]' ‘-LE,ER{'].
i B W A SJUR VLR @) Bl %] F1OAL Aot Aldse Y3l
Workl ng With apen office writer |5 Wery Intere Etll‘lg
Open Oftice Appiication Riasbl, 2l Qenllaia Adsan-) QRN vl we
SKAAL

g edeisd 2doiRHl »udal sl iz wR sells s el
: Aldse et woerl Sl 21ed 5 Aiset oix{l %2l uel
= $12M1 BRI AA5e dRel %1S Ascll ~tell.

9. e&j@t ILI[B[_I S|+l weeall uedl dlelnL 2iaMi

¢ ¢ARelsd 2aoRMl 2udal Wre tlert U sells s P4l Aoe

o o Yl SRR O UL AL (Paste) sl ¢ aisy
r!] - | “Today we are learning Open Office
. Writer” o4,
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¢ ddlgdd 2Rl ey 8l Heedl wenll qwddl
AZAIAHL AL 24 22138 2AOURML HdAL W2 oler WR
i I w

sclls s el 668 % WOUBL U 9 AL AL

(Paste)il 211 aisu“Open Office Writer
Program is Also word processor.” oi-isl

0. ¢d gda 1 A (Save)

Sil-URe [Aseurdl Guaiol 54l ussl AHer Wikl §520 12 YHISL Touisl.,
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C) )

Exercise Book : 2
Page 60, 65

52 224 slug 2 W ed Al2lsd, AHeR WML BUR Aser ALURIHL s %ol VRS 6l
%BYI A YAl S AR s2-Ue [Aseusil Guaidl 2 €9, %ML % ot WAL €Y d 2ot We 530 52
29 2 % UL UR d U6E Bl S1A AL S U 24, AH2R WAMHL s2-Ue [Aseusil Gudiol

sal-l veala {2 wHwL 69, _

AWAH % @Rl 52 534 9 dnl HIBYU AL

Sl-oll+l Heed] Aldse A

Edit |
Q'-'n’\ Undo™Faste clipboard Alt+BackSpace

| | 1. Al way »idle (Edit) A ur sells s
& Repeat: Paste clipboard Ctri+Shift+Y

3¢t.c

2. udl s2 (Cut) @seu wie U

Ctri+X
' % UL QLRI H5Y € o BOUIDL SARA

WG Al Sl-olls-l ueedll @ il
%9 i
¢§§| Und®™ yping: 'Line' Alt+BackSpace

3. ul e (Paste) [@sen uiie s

@ Repeat: Typing: 'Line' Ctrl+Shift+Y

o Cut Ctrl+X

[} Copy Ctri+C
\30 Q

AWAH % @UIRL 52 539 S drl HIGA 124l
° $l-olléel seeell Aldse s
= 1. 2l uUH 22184 2AOURHL 2ddL 52
(Cut) ote uz sdlls s

% UL QLRI H5Y, € ol BOUIDL 5"
WG AL S1-6lli] Heeall ad il

Paste

2. ugdl 22188 eARML 2udetl e
(Paste) ol w2 sclls 21
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©d MR GelgRadl Heeall se-ure [Aseu-l Guaial eilvilsy,

quiiai, sidl-ue sl A uslal

4. Al UM GUR aididal ssiasll ase-dl swa “Cut And
Paste /Cut_Paste.odt” « duRL swer-l 2R
YIAMHL VAl

2 A di oS wsl 9l 3 g5 Al Seedl A+ “ Open
Office Application” - Ao a« 2143l ©.

N A A Y N o
_ o]
3. dl 2}[ %%l‘i $1-611$ UL 2»}2[ il [E}QE]] <l GudldL
A 9eel Al YR Il

¥. ¢4 Open Office Application”aes 2ldse sl
0 A se s2al HIS Al waH el w3l 45 allse

$a elofl vl L VR S L Heedll R
-
EIEDET 2RI A il el Sddl Aos Aldse Ul

. ed2sd 2aotRML »AdL s2 tlen W2 sdlls U 9 ldse
- S e o Ul sULS %l

g AW ey 4l el wipll il agsi
%1il.

9. $A RS 2aotRML Al URe otext WR sells U 9l Ao
o YL U O L Al (Paste) al i awsy
“Open Office Application is developed by
Sun Micro Systems. ”oi-sl.

¢l 5194 4 Aa (Save) sl
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s2-Ue [Aseustl Guaiol suL ussl AHeR WML §521 12 WHISL 2wl

AHL WAMHHL $1H sl dvid $36L S51R SIEL AUl HIS ADER WML A8 $HIRE AL GUAIPL & €9
2 iy sHISrAL GUAIL S sleel §R5R1IA UL clladl W12 TG sHImseL BudoL e 8. viwg sHIwsell
Gudlel 520l 12 Sl-0ild wRell s2ie + 3¢ (CLrl+Z) eoudl 2im g suis+il Guallal s2aL W2 $2ld +
a (Ctri+ Y) eoudled st 12 2uuan udRelldl-l seeall 2img 2t g suimsedl Guaiol AHw gy
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¢d 28l {12 2l Gelsadl Heedll 2img 2 g s AL Guldiol ailvilay

lop 2uiR- 518 sl szl digsiql >ZuHL sl Gl 9sarH €-is 10/g/2043 L A%
2541zl adal al-dl ural Il Uat drtl a3l Rigts- vual Hidl ©. 41wl sMe st dldist SRS

o VUL UA B SMRML 210U 5L HIL €9.Ulv0L S 2RUL YA 269U, 5L 61 ©9 ML il HRLo-l Aoelml
QAR Sldlr SRS drl 2img 2 Zgell Guadiol sl ul 8.

AH2R WM vl Aa

R Al wan sreliun Rsed Gur sells s21. ussl 1EA
Applications L .
[Qseu GuR sells 52 i usdl ad-viRiaz [Ased Gur
@ Office )‘ sells 2. i B ASL LS AH2R WAM dHRL SR

5l G 0 ol ©.
M Dpenofﬁﬂﬁ-ﬂrg Word Processor sl BUR Al diL

AH2 WIAMHL 219U S92l

‘ : AL waAM A8l Yol diRlvw 2wy, 530

_ T Date: 05/06/2013

uggl Bl 6L AR viver Sl eouidl i Rl e 2ty
31 ML Rl UaL S Al © A uatedl [Aua L 8§ o
vy

IR Sub: Application For Leaving Early

Sub: Application F%Lezwing Early



A UlwoL A ot (MY, 6RI6R ~ apldle] dBl g
sMIes S21e + 38 (Crl+Z) -l Guaiol sul el woisi
(Al e oRud a8, ¢d dsl -l drd 2w 1.

Date: 05/06/2013
Sub: Application For Leaving in Second Half.
Sub: Application F%Leaving |

Date: 05/06/2013

Sub: Application F%Leaving in Second I—[a]fi

S A9l 6L QR 2R Sl eolid]l Vi Yol i @Udl €9 i,
Yol quidletl a32iid 3.

Date: 05/06/2013

Sub: Application For Leaving in Second Half Respected Sir,

Respected Sir. Myself “Pritesh P. Panchal” Studying in 9*" Std.
My Roll No. is 20.
Myself “Pritesh P. Panchal” Studying in 9* Std. My Roll No. is 20,

ke T larve mswmcm In this mgmdl As | have to issue Aadhar card. In this ragard

2] Bl “ragard”u[edL vilel duidl idel 2w
Date: 05/06/2013 SHIRS 521 + B¢ (Ctrl+Z)+l Guiol 3L el Wl d
Sub: Application For Leaving in Second Half A0 QB{LQS O[Lf[ Q’{':l qlsy, "lr].")?'. "L"'.Ué\l. 9-{"(3 Olz‘ol

Respected Sir, . .
As | have to issue Aadhar card. In this

My self “Pritesh P. Panchal” Studying in 9" Std. My Roll No. is 20.
As I have to issue Aadhar Card. In lhis;|



¢ Al “regerd” L 219y 4l WL d AoE WL WiEL
Date: 05/0672013 glalst $R8L Al 21§ $21d + i (Ctri+Y)-l Guallal sl
‘Sub: Application For Leaving in Second Half ool R $3EL 2AoE “ragard” Y9l U] oL
€A dSl d 208 511 AL B d %YL ARIL 20E
Myself “Pritesh P. Panchal” Studying in 9" Std. My Roll No. is 20. “ regard” &9[‘3{\[ Q){:t s rﬂil W-I.L@L otr%‘
AsT have to issue Aadhar Card. In this regard T will be leaving early after 2% breakon dated ~ AS | have to issue Aadhar Card. In this regard |

E"Respected Sir,

10/06/2013. will be leaving early after 2" Break on dated
—— 10/06/2013.

%Yc?UIObedient, Thanking you,

utesh P. Panchal Your Obedient,

Pritesh P. Panchal




Exercise Book : 2
Page 66,67
Exercise Book : 3

@ Page 1,5

AR WML §165+¢ ieg Tl GUAPL 516 155U A0t AL dril R Adl 2008 Ysal e A
£9. AR WRAMHL $1H s2cll auid viot Wizl euieHi(R 2l aeR uidiainl) uueil s 3R1didHl 20e, 288,
2, [AfEve Astiztl bl vt 0621 ugl. dell R 292 WAL 516+ [Ase vio % gua 511
3L YRl $1O+8 [Aseuml oeln bal HI2HAL Seals [AlRve [@seul %al $ wa-54 (Match Case), A
€l4al -l (Whole word only)zal Rseui-l wal Guaiol A, 9.1 22 WalHHL s [@seud] 2w
o et [Asen 1Al €1y © %+l GuAPL AEAL 20erL e -l 2ot H5AL A 69,

519+ [Qseunl Guaiol sl avid A Biseurl Gualol sl 33 -l ua Tnan Riseunl Guaiol sal
W2 519+ [Asey arral ¥R .

QUM $198 21 Al Guapl sl vl

- -
- =~

% 910% AWEA(Find) © d 1€l
219U K1l

’
[
1
1
1
1
1
1
1
1
1

N ———

Fina & Replace

\ss 1
Il/‘ \\} Search f\\ i -
: . o | N | ~] :
i oizqdl(Replace)dioidl ! _ Find A
i H :
Poaloen 18l 21y sdl
! *.. Replace with =
1 ,--__~: =]
TF =]
;j Match case
// If'j Whole words only
"/' S e
|| More gptions ¥ [IIeel L Help | | Close
~ N o N ,,:::7" ~~~~~~ -~
2l [Aseunl Gualdl ge bl guid Higl -~ -

241 [Aseurdl Guuidl 2oe bl auid 2l
9168 Bl ALl YAl 24 9.

e ————————————

i Al ABCDL &5 Ml vl
AAAL A, 6.

| ——

.
S~ -

-
Seo ——




1. Al vy idle (Edit) 3 wr sells s
2. ugdl g g e [Qsen wR sdls KU
S;Iectic:n Mode "
Select All Ctri+A
Changes .
Compare Document...
| Find & Replace.xy Ctri+F
[l Mavigator FS
oL AutoText... rLF3

Find & Replace

Search for |

[ @l

Find A |
Replace with Rania |

[ 2

] Match case
[ Whole words only

More Options Help | | Close
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¢ 28l Gelsarl Heedll 1w 2ins Jna [Aseuril Guatio eilvile

AH2R WM vl Aa

Al wan srelsan Rsed Gur sells s wsl >0 Rseu GuR
sclls s 2wl ad-WRAAR [@sey Gur sells s di %S
ASL 9L 5 AR WM dHRL S142R 51 BUR vl o1l 69,

ugg) 24y, [Aseurl Guaidl s GUR A sl $19 vidl.
File Edit View Insert Form A BUR oldlde duLRL AHeR WIRHHL %1 st 1.

f
| Defa Open |

e o
"l

198 s A Y, s AL A

16w 2 T [sey viigal e 21812 Hguel si6d=s
2= e [Asen waie U

Y9l

S-oll§ wrell s2ia+ais (Ctrl+F) sl ewil
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8 dd %10 sl 91§ GuAL aviri“MEANS OFF
' 2 TRANSPORT.” aisuyi"OFF" a0t vilel avual © o

Replace with

| . ool ARl w0t TOF" 2adl %1921, dl ¢d

[ Match case

~] Whole words only

More Options ¥ Help | Close

9. 510w i A [ArgiML % A0e WISl quiil © 24

% 90t A AEdl 8 ied 5 "OFF" an 3 gr

Search for i . . .
MEANS [ TRANSPO. % " (Search for) Rseurdl {13l »ulell soumi
We need different types of T| Reglacewith i alffy“l S

divide the present system of, [gf

Trans having a sub-division ¢ : Repiace All Q. éa[ Q_{Rﬁ A% Q,.[:l 08 Ql()-a:t (,tg,c—tcﬂ 2\9 Q;{ZC:[ g “OF"

mode of Trans. Proper Road {

ez + A dla (Replace with) (Gseusdl 1A
Whele words only
e — U %YML 2lOY, 5.
3. A &5+ (Find) otewt wz sells 520 dl @vial
quei vl we  OFF" dldse aadl sal. »ied §
AHe WAM 2oe W] el 9.
9 Find & Replace Ky ed Rl wee sigaal 12 1 (Replace) olext
Searhf - U sclls S22 dH 1O ASL L S vl Aoe]
MEANS OF TRANSPOR (%% d— g1 AIAL 2168 U] AL .
—_— ind Al
We need diferent types o 7] Resace i Regee
divide the present system of [or V- ‘
Trans having a sub-division Replace A
mode of Trans, Proper Road ‘ ‘

WU 3522 Bl Bidl BERL O % UL 2AURLL S1-61L8 GuRel 1oL Al gl 7T, Q. VAl USRAL HA&RL
A2 WRUHAL AL GHRAL HISH Ild, 12 WHIRL 69, %Al dMR d 28R GHRAL S d % YL 54
as %L,
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Insert 4—°
Manual Break...
Fields v
5 ial CRaracter... i c A )
% — haracter... | 1. 20l wad 912 (Tnsert) aq uz sdlls s
rmatting N v 3
Section... - = .
] Hyperlink 2. ugdl 2gue 33ser (Special

Character) [@se w2 sdls s

3. {12 wRl-ll e Rser (Special
Character) [@-3 vas

"Special characters

Font |Dejavu Sans & | Ssubset Latin-1 Gl | oK |
vl [®|&| )] *]+]. /o | cancel |

o122 (34578 [o]:]:]<[=]=]7 @ [ wep ]
@|/A/B|CI(D|JE|F|G|H|Il |]J|K|L|M|N|O
PIQ[R|S|T|u[v w[x|[Y[z]|r[\[1]~]_| [ Deete |
“la|bl|lc|d|e|f|lg|lh|i|j|k|]l|m|n]|o
plag|r|s|t|lulv|iw|x|y|lz|{]|]]|}]|~ © °
i ¢ £ = |¥ |18 [@|2|«|—~]|-|®] |°

£ |23 |7 W |||t %% (%] E | A G e )

Characters:
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©d 8L AL Gelgrairl Heeall e 535er UL allvllel, AHe wamml {lie @viwl 21y 59

3.

AH22 WM vl Ad

Anolications Al wan srelsan Rsed Gur sells sl wsl
PP A sy Gur sells s 24 udl ad-WAAR
.Dfﬁﬁﬁ )‘ [Asey BuR sells S dH % ASL 9L S USSR

YIAM dHRL SR 251 BUR vl 2111 €9,
B OpenOffice.org Word Processor ° °

¢d GUR ldell Al 219U 5. dH B WL D
502812 §1-6118 uR el

W 33523 GRRAI] I

Insert | SeiRted Wil 33522 (Special
Manual Break... Character) [aseq wie 521
Fields "

3 Special Character...
Formatting Mark

5| Section...
[ Hyperlink
sd Mg Rsex (Special Character)
Font [Dejavusans 0| subset [Latin-1 =3 oK N . NN AN NN N . a ~N
IEOOOCEONEOREE : } (A ML A %Ol 2A%R WAL drl YRiE 52U vin
0123456789:;<=>75T‘ ~ A A
e e e RS S Coe | | #I3 OK 2t sells 520
a|b|c|d|e|flg|h]|i jlk|1l | m|n|o
HDHOnLE BooHoRE |
[ 22" |9~ vl |%|%|%|2]|AR  iocaoies
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C

AR WAHHL 21Ut s Beuell 2 05 o s Sl AHe W vuuRiq seefls YA 2 .
%4l a8 S1eflait 2 viiel-2gexil WdalL A S,

L 2R Wl af sl (completion)us sul ¢al dl uder WialiH Hidl ALl ¥ drtl Asesiuml
L 1 dnl ad-seladHi o o 15l Bal el s3A el s34 doy aee 215U Sl iYL dl A5 WM
d¥el d 2108 Mee3U oldlsal. 219U Scdl duid AH2 WIRLH AR 515 0% 6Ll i AL MBI d A%
AR AWML AURAL S dl $1-60L8 uRel wirer-$l iudl WRAGR- S| eotacial d 20e AWML AL
o¢9l. af SueflatHl 2Rl A% GUARHL UL el wel GHR] uslaA .

q. Al waH 2ax (Tools) a- ur sdls U

.
Language -
[ [ ° N
Word Count 3. dHl ad swelladt [Asey wris s2U
AutoCorrect... c g ~ .
¥. as-sudlaid [Aseu 913 sl i ol sdL 2L [Asey
Outline Numbering. uR HGuAl sells s,
Line Numbering...
Footnotes... -
Y. 29y sl avid as-Sudlaint [Asen qpy saL e 9
Sl-6018 §l Al Guatiol sl axdl [Aseu eand 9.
= ) AUtoCorrect (3]

English (USA)

Replace Exceptions Options Custom Q Svord Completion
Enable word completion?
) Append space

) Show as tip
1 Collect words

When closing a document, save the

list for later use in other documents.
Accept with =

|Return Sl

Min. word length

10 <

Max. entries
=~

500 )

[ oK H Cancel H Help li Reset
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ASeR LML as-Sellad Rseudl Guaidl el HIS USSR WRUMHL AL 268l 219U S >l
GelgRail Guaial 530 92 WAl ad-Suedlad QL sel el asial.

AL uaH 2elBan Rseu Gur sells 52U, usl
il [Aseu Gur sells s 2 uggl ad-URRR
)‘. [Ased Gur sefls s %1 A5l Ol 5 ASeR
WM, dHRL 53R 251 GUR viell ol .

# Applications
g e
#4 Openffice.rg Word Processor

- sueflan, [Qseurdl Gulddl

Al waH AHe WL This is the Child
Development.“dlsy 21U S,

This is the Child Development ¢ AR dd ol 2] wiuell AR al-seflan
[Aseq dmA " Child"»iA “Development"sios
Hee3W oldlsel. B i el el dvuemi a4
People think Chi 25 6.
|Development|
Develop
T —— B o ol o1 adlot 91 3 % 2081 sl
R °WC[::“’°'“"““' AvlRl 215U S36l o A0%L 2 ad seflainl
S Davscomer aloesIwAl 1AL HOL 9. % UL el
@ et wors Guiladiof) %4,

When closing a document, save the
list for later use in other documents.

a$ sueflarnl acesivn vudl sl 2 e

Accapt with

e B gl oteetrtl Gulaiol 53 wsi 9.l i ad-
EE——WL Sudlat [Qseunl GUIMPL VLS % Aot ARAR

B 3 R AL HIS S ASIAL 69,

[ ok || gancel || melp || Reset |
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AHeR WAMHL 2Ai2l-5352 [Aseurl Guaidl auiel 219y, sdl auid adl UL Bres

28l 21Ul il el A oid o YURL AL HI2 A 9. €A U8l GeleRarl ueeadl viiel-
s352 [Ased (@9l il Her Wil 1AL Aeel 21y, 52U

UHSR WRAMHL AU % 20 Ule AL UL 2A2AL Aol WSl S 2 dsl 210U Sl auid oL %
4osel wscll Sl dal e ALl 22l-552 [Aseuni Hsl sl . ot Hi2l-s2seMl Ysalil sl
“{l2L Wil 6.

Tools |

5 spelling and Grammar... F7

Language ; 1. Al wam 2 (Tools) 3 wr sells 2

Word Count A N
= 2. ul 2idl-s252 (AutoCorrect) [seu wr sls s,
gutucunect...d—a
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The tall trees in the green wood,
The meadow where we play,

the rushe by the wate

we gather every day.

He gave us eyes to see them,
and lis that we may lell.l

how great is god almight,

who have made all things well.
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My Country India

It is my country. I LOVE my country. It is second big countryafter China.
It became . My country is a land of temples, mosques and
churches, rever and Higest Mountain of the world.

It hasa . Rajasthan is the largest state by area.

Lakshadweep is the smallest state by area. Hindi is the national language of

India S )

Exercise Book : 2
Page 91, 96
Exercise Book: 3 -> 7.12
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.6 .. .Bullets On/Off .
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My Country India

o It is my country. |LOVE my country. It is second big country
after China. It became . My country is a land of
temples, mosques and churches, rever and Higest Mountain of the
world.

Ilthasa Rajasthan is the largest state by area.

language of India. &

Bullets and Numbering > X

EEE «»a % E

My Country India

o Itis my country.
+ ILOVE my country. It is second big country after China. It became
. My country is a land of temples, mosques and
churches, rever and Higest Mountain of the world.
Ithasa .Rajasthan is the largest state by area.
Lakshadweep is the smallest state by area. Hindi is the national language of

My Country India

¢ Itis my country.

¢ ILOVE my country.

+ Itis second big country after China.

» TItbecame .

* My country is a land of temples, mosques and churches, rever and Higest
Mountain of the world.

Ithasa )

Rajasthanis the largest state by area.

Lakshadweep is the smallest state by area.

Hindi is the national language of India.
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What Is Linux

Ubuntu Linux is one of the Commonly used operating System Software. It work like
an interface between Computer and User. It provides graphical interface in the shape
of Menus, Icons, Mouse Pointer etc. to interact with computers. That is why it is

known as GUI (Graphical User Interface) operating system software. Ubuntu Linux is
the Open Source Operating System Software. It is available Free Cost.
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What Is Linux

buntu Linux is one of the Commonly used operating System Software. It work like an
interface between Computer and User. It provides graphical interface in the shape of
Menus, Icons, Mouse Pointer efc. to interact with computers. That is why it is known as
GUI (Graphical User Interface) operating system mflwarel
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UH2R WAHHL 1AL uptrl GuieL s3A ed -2 [Aseudl Guaiol ailvilgy,

Date: 05/06/2013
Sub: Application For in Second Half

Respected Sir,

Myself “Pritesh P. Panchal.” Studying in 9™ Std. My Roll No. is 20. As | have to issue Aadhar
Card. In this regard | will be leaving early after 2™ Break on dated 10/06/2013.

Thanking you,

Your Obedient,
Pritesh P. Panchal
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Date: 05/06/2013
Sub: Application For in Second Half

Respected Sir,

Myself “Pritesh P. Panchal.” Studying in 9" Std. My Roll No. is 20. As | have to issue
Aadhar Card. In this regard I will be leaving early after 2" Break on dated 10/06/2013.

Thanking you,

Your Obedient,
Pritesh P. Panchal
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To,

<Teacher Name>
<Address>

<City>

Sub: Drawing Competition on 2" of October

Dear Teacher <Teacher Name>,

As we all know there is a “Gandhi Jayanti” on 2" October. So, we have to arrange a
drawing competition in each school on that day. Every school needs to submit at least 2
paintings with the physical video clip of recording the same in to the registrar office by
2" of October till 6:00 PM.

Kindly make arrangements for the same.

Thanking you,

By order
211 Gelwl s2a1 M2 “Mail Merge/ Sample Mail-Merge letter.odt” sidaril Guaiol sdl
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s | Title | First Name | Last name | Address Line 1| Address Line 2 City State |Country
7 Mrs Kamini Patel Kurali Karjan ‘Vadodara Gujrat India
8 [Mr. Jigar Patel Kurali Karjan WVadodara Gujrat India
o Miss |Sandhya Raj Kurali Karjan Vadodara Gujrat India
; 10 Miss |Kinjal Prajapati Manglej Karjan WVadodara Gujrat India ;
11 Miss |[Jaymina Prajapati Dabhoi Dabhoi Vadodara Gujrat India
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@ Address Book Data Source Wizard [x
Steps | OpenOffice.org lets you access address data already present in your system. To
do this, a OpenOffice.org data source will be created in which your address data
1. Address book type is available in tabular form.
2. Connection Settings This wizard helps you create the data source.

Please select the type of your external address book:

@® :Other external data source:

| Help | | Next == | | Cancel

¢4 vddl s ALR2L [Aerel AlZ01os oleqt uR

-~
sefls U
@ Address Book Data Source Wizard Ed
Steps | To set up the new data source, additional information is required.
1. Address book type Click the following button to open another dialog in which you then enter the

necessary information.
2. Connection Settings

! Help | ' << Back i | Cancel
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&) Data Source Properties: dBASE ' [x]

steps Select the type of database to which you want to establish a connection.

1. Add

2.Con| Database type 'dBASE
MySQL (ODBC)
MySQL (JDBC)
Oracle |DBC
The new settings you make will Adabas D
Spreadsheet h’
dBASE
Text
JDBC
ODBC

On the following pages, you can

Help | Next == | I Cancel |

Yoy 29,y 321 AR S99 Ude S2.

Database properties - Connection settings

Steps General

Path to the spreadsheet document
1. Add |

Browse % |

User authentication

|| Password required

Help | | << Back
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il Address Book Data Source Wizard <

Steps To incorporate the address data in your templates, OpenOffice.org has to know
which fields contain which data.

1. Address book type . . . .
For instance, you could have stored the e-mail addresses in a field named

2. Connection Settings "email", or "E-mail” or "EM" - or something completely different.
Click the button below to open another dialog where you can enter the settings
for your data source.

4. Field Assignment

5.Data Source Title

There are no fields assigned at this time.
You can either assign fields now or do so later by first choosing:
"File - Template - Address Book Source...”

Help | | == Back | | Next >>

R ~
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&) Address Book Data Source Wizard x
Steps @ Address Data - Field Assignment x | -
Address Book Source
T Addresg Data source |Addresses |~ |
2. Connect
Table | sheet1 | ~|
tings
4.Field As|
—— First name [Title 4 | Last name |Country o4
Company iFirst MName C_| Department $_|
Street [Last name & | ZIP Code | =none>= |
City |[Address Lin/& | state | <none= &+
Country |City & | Tel: Home | <none= 24| =]
| oK h_ | | Cancel | | Help |
Help [ [ == Back I Next == l Finish | Cancel |
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= Address Book Data Source Wizard x

Steps That was all the information necessary to integrate your address data into
OpenOffice.org.

1. Address book type . . . .
Mow. just enter the name under which you want to register the data source in

2. Connection Settings OpenOffice.org.
3 Table caloctio Location

|fhome{school;Addresses,odb | - | | Browse...

4. Field Assignment
& Make this address book available to all modules in OpenOffice.orq.
Address book name

5. Data Source Title

|Addresses |

| Help == Back | MNext == Finish b | | Cancel

Ae-u% QL

] window help d Ahet-4o [@o1S A3 S0l HI2 AlUUM e~

%5 spelling and Grammar... F7

PR, X W sefls 52 i Al Boa-H Qo [@sey uiie

Word Count ~
SR,

AutoCorrect...

Outline Numbering...
Line Numbering...
Footnotes...

IIZI Gallery
1 Media Player

Bibliography Database

Mail Merge Wizard...

el wdal A9a-He [Qoidul Aldse 22
Slsyire [Aeuemi 3o 532 Sisyure [Aseu wie sl

Mail Merge Wiz=~-'

ing document for

1..Select starting document; the document upon which

2. Select document ty pe
Use the current document

Create a new document

1 Start from existing document | Browse...

Start from a template | Browse... |

7. Personalize document () Start from a recently saved starting document

8. Save: prinkorsend file:/ffhome/school/kamini.odt
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Steps

1. Select starting document

2.5elect document type:

3.Insert address block
4. Create salutation

5. Adjust layout

6. Edit document
7.Personalize document

8.Save, print or send

& Mail Merge Wizard

Select a document ty)

What type of documey

Letter:

Send letters to a group of address block and a
salutation. The letters can be

Steps

1.Select starting document
2.5elect document type
3.Insert address block

4. Create salutation

5. Adjust layout

6. Edit document
7.Personalize document

8.Save, print or send

Help

d UG L SisyrreHl 2l usdel e
53¢ ¢la2l “This Document shall contain an
address block"[Aseu uie s dH %1 AL 9L 5
2L 32 RRML 910l IR e WRelH

N ~\ NN
Y, AL HYL 9.
Mail Merge Wizard x
Insert address block
1. Select the address list containing the address data | Select Different Address List... |
you want to use. This data is needed to create the =
address block. Current address list: kamini2

2. This document shall contain an address block:

=<Title> <First Name=> <Last |<Title>

<Address Line 1> <First Name> <Last Name=>
<=City> <Address Line 1>
<ZIP> =ZIP> =City=
| More
|| Suppress lines with just empty fields
3. Match the field name used in the mail merge to the column | Match Fields... |
headers in your data source. =
4. Check if the address data matches correctly.
Mrs Kamini Patel
Kurali
Vadodara
391240
Document: 1 | 4| » |
== Back || Next == & | Finis | Cancel
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= Mail Merge Wizard [ ]
Steps Create a salutation
1. Select starting document This document should contain a salutation
2. Select document type & Insert personalized salutation
3.Insert address block Female |Dear Mrs. <Last Names>, S| [ | New
Male |Dear Mr. <Last Name=>. ) [ | New |
5. Adjust layolt Address list field indicating a female recipient
6. Edit document Field name |_ ~
7.Personalize document Field value | ||
8. Save. print or send Cenersl salitating
| To whom it may concern. [~]
Preview
Dear Mrs. Patel. | Match fields... |
Dear Mr. Patel, T
Document: 1 | 4 |[[ » |
I I
Help | == Back | | MNext == E | ' Cancel
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Mrs Kamini Patel
Kurali

Vadodara

391240
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Printing

d 2L 102 WMl Meeddl Biee vl llulley, Al wam Ader Wl A3 avial qeiziawdl sida
il

To,

Shree Sayaji High School,
Mandvi,

Vadodara

Sub: Drawing Competition on 2" of October

Dear Principal Mr. S.V.Shah,

As we all know there is a “Gandhi Jayanti” on 2" October. So, we have to
arrange a drawing competition in each school on that day. Every school needs
to submit at least 2 paintings with the physical video clip of recording the same
in to the registrar office by 2" of October till 6:00 PM.

Kindly make arrangements for the same.

Thanking you,

By order
2L GesrEl 5L M “Printing/Printing Letter.odt” sidasil Guaidl sal

AL WA A3 [Qsey Bur sells 2. ugsl

Applications ! TR setls Rl
- 5 [Aseu Gur sells s2A 2 wegl as-
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Sesrll uRAY
Open Office Calc Introduction

Open Office Calc
(et >ilE21 3es)

-5 Ses 2 218 Wselle (Spreadsheet) wiaum 6 % Buuaml i sl HisiRilse
s34 (MS-Excel) %dl o 9.20580l2 212a 2idl s19d % HRdlA Gell 247 2418l dlZlidi 2o
2034 2AAe 52 9. dul 218 dlEl (Row) 14,2,3... &l 51 2004 €lu © 214 Gall dlél (Column) 4
A,B,C.. ol 51 2uua ¢l 9.5l 2418 12l 21 Gell 12l dlow Al d U i ARY oA 9 % A

(Cell) s& 9. wisaile 1 asafle el s 9. wisalle WMl 1033 Gell dl2] 14 gyu3e 2418l ¢l
Sy, 69,

> 5es WML 331 WHSL gl us9ile eirticll dHl HUR AL A 531 AL 9.

Q )

Exercise Book : 3
Page 29

> 5¢s WIRLHML 2UdAl [A[A8 WsRAL §5AH Bl § 32 §50l, 20U §52Ur, 25132 A ALl 52+,
SURIALS §531, dLSLs 591 FAL HEL-2AADL §53Uixll AHIA 24 O Ftl Hegell viot % ASasdell
22l AL HAAR AR $TL AsU 9,

> 565 WiRuHML cAde wWselledl Bire s12l s 9 i B siadl udal Me 3dl Hlsmal d
Bire-Bicgell 2As uat 530 asi 9.

> 55 WAL A [Rsedlvl Guaiol s30A HIRL A Al 247 Gl sHHL atisd] s 9.
> §lavtet-gielotl el 32t 5lert A LML AARUR] A 9.

> 5es iaul 2usalled l.Slats sidanl sl s ©.

> 55 WAHHL AL [Aseurdl Gl s3I0 HURALA A8+l 2a3uHl UL 1 sty ©.

> 565 WRUMHL §52t-il Gualol 530 Hesa alseliawll arddl Adaidell 3 asi 6.

> 5es WLl Guaidl s30A [@enelle oee (uRlam) ot 21514 © i dedl 2Aoue vt 531 asid
8. Aoseeul 2uual [@euels M, d R, [@uudls WS dul e 531 asl ¢l
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Calc Intro

> 3¢5 viuMel Guiol s34 20wl surili siH scl $HRARI2AAL HURALAL s 531 usla i,

Al sRARIAAL woLR] HURAIAL wel A 531 wsH O,

35 WAL GuAdL 30 8L Surlel vl 249 AgiA gallad] cid-elle oividl sl K,

565 WIAMHAL GuaipL s30A 24481 onels uzleuHl vel otidl sl .

5¢5 WML GUAPL 530 UL g5 d¥el dRgile dle otrid] sl 1 i dusi

ALl HURL Al AAS 531 wslt Yl

> 5es WMl Guaidl s3T5l d¥el drgiie dRe otldl 25l 1o i el
AuRatrl HilRd -l AAS s31 wslat Yl

YV V V

3¢5 WAL 913 5L H12 AL W vl uR sells s R olle UG [sed uR sclls s i ugl
wiselle [Asew wie 2. (Application -> Office ->SpreadSheet)

R Accessores

|'1'L| (Games )
‘{E Graphics )
Qj Intemet )

w Sound & Video ) Q Evolution Mail and Calendar

OpenOffice.org Presentation
‘ E Open(Qffice.org SprRadsheet 1saile

@ Add/Remove...
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AM 21l 9. A A

sl 43« Goll
clElHL 545 eldisald

OIS, UBRL 5& 69,

L X | | S 56, N
A 42 1 28l dlélnl | | | | N
M oldlddleg 1M 52 | | | | | | ]

= 9.

17

18

19

20

21

22

[<|[+ ][]\ Sheetl /Sheet? 7 Sheet3 7 || <| i |

Sheet 1/3 [ Defautt EOE RN Sum=0

WIAGR : dvidl quiRMl GuR

RSACIR : 3¢5 WAMHL {RA-] dRs N N
{12 2 2O VAL HIS.

AL S1U 9. d 2UuRlA 2l oR,
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OpenOffice

Calc Intro

I I Exercise Book : 3
Page 31,32

udell 2a
Fle c 1. Al v ol (File) A wr sells 2

5e5 MIRLMHL A4l wisele 6 Ad oirdl asiy 9.

D New Text Document

& Open.. Ctri+0 @ Spreadsheet ctrima 3. il isalle (SpreadSheet) Riseu wis
Wi il il ¥ \%Q-'\L
Recent Documents Presentation »

Wizards » i

ey

6{l2 <l
&l
& |- & 5 sclls 2 |

Text Dﬂcnument 2.\&m Asalle (SpreadSheet) [Aseu wie
e Spradsheet 52U

Presentation
[&] Drawing

[@] HTML Document
[%] XML Form Document
| | Master Document

[£] Formula
Labels
Business Cards

Templates and Documents
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OpenOffice

BT

Calc Intro

yedl Ad

q. Al vaH g (File) s ur sells s

-(JApplicatiﬂns Places S

2. gl 2ilurt (Open) [Asey waie 52 %2l
s 49 2un [Adl vl

[] New '
L] Open... * | Ctrd+O |
Recent Dﬁgmentﬁ r

3. d 49¢ st @Ml % %ouUL 2 9e
AAS 34 S1Y A B S9E AL

o
Places | Name v | Modified =]
2 search /= Desktop ‘1627
@ Recently Used .=| Documents :02,&512013
[ server | Music |02/15/2013
& Desktop | Pictures {02/15/2013
= File System |&a Public {02/15/2013
. System Reserved |= Templates 02/15/2013
| 107.3 GB Media & Videos 02/15/2013
- Data |1 examples.desktop 1021572013 |
(5 Documents |
& Music
(== Pictures
i Videos
—— X

All files Vv
[* File type

Version:
[ Bead-only 'X
anncel | IiI_Jgp\an

“tie : sl-oll$ wredl s2ie+ai (Ctrl+N) sl eoticlld uel «id) sele oisudl a5 9.
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ol =le

Calc Intro

File Edit View Insert Form

e A

[DEfa!Dpen |
[] s X 2 d 49 i @M % wouL 21 s5d
QAL 3 Ll d wuRA] S19a Qe

3. 21 48 A (@5l »iut (Open)
ol WR sclls SR

e
Places | Name v | Modifisd 1=
= - o
|2 search | Desktop 116:27 |

Recently Used | Documents | 02/15/2013

y | |

P | Music - 02/15/2013
& Desktop |3 Pictures {02/15/2013
= File System ... Public 1021572013
| System Reserved | == Templates | 02/15/2013
. 107.3 GB Media |" Videos .02115&013
L Data |_| examples.desktop 102/15/2013 |
(& Documents |
(& Music
(== Pictures
= Videos
e — T —— =

= Add | | = Bemoy All files v
[» File type

Version: -
[~ Bead-only
Qcancel || [Liopen
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ol =UlE

Calc Intro

3¢5 MHL selleq ol yRelldMi A s2a-l %32 Ul 6. 5 dl AR AAdl s10a oiridl ¢l AR
udd]l duid AU (Save) Al HIZ 2,00l quid BUR G-Idd SO HL SR ST AR, UM 5¢5
WAHHL ot URRelAML A 5301 W12l [Asedl 2Ae0L €9, 5¢5 WAL Ad] oi-lde S AAS 5L

el A 1A wHiel .

, q. Al vz goa (File) 3q ur sdls s

& Open... Ctri+0
Recent Documents b
Wizards 8

X Close

3. d 494 A4 [@-3Ml ¥ %oUL i Hd AAS

Save Ctrl+5S S ~
LE Save As... Ctri+Shift+s @ sl Sl d wouL 2UEL

[ Save [1s3a)
Name: Il |
= Browse for other folders
| < [Sserver Create Folder |
Places — | Name: ~ | Modified —
& search = Desktop 10:27
@ Recently Used = Documents. 02/15/2013
g server & Music 02/15/2013
o Desktop & Pictures 02/15/2013
L File system & Public 02/15/2013
L8 New Volume | = Templates 02/15/2013 3
.9 Backup £ Videos 02/15/2013
L8 system Reserved
—! System Reserved
! 107.3 GB Media

— Data

& Documents
&8 Music =]

Add Remove | ODF Text Docum e
b File type X

Save with passyord

| anncel | | Egave |
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Calc Intro

3es WIAMHL oilde, SIOAML 53 5511 A sl Dd {12 wHel €.

[ New . "y .
= e cHio 1. Al wam g (File) g w sells KA
Recent Documents r - . e

o : 2. ugdl Aa(Save) [@sed uaie s el

HOAML $9AL Al SSRIAL AAS YL,

2AOURML HIAAL A 12 BR1 U AAS T AsU B.22188 2aetRMl 21dd A steA Ad) ei-idd
S5 2AAAL oiIde SIOAHL AL SRSRIAL AUS S HH 61 USRrAL SPHL HIE BUARML ddr ©.

1. 22138 2AoRHL A oler UR sels S A d ) ei-ide
A9AL AAUS Sl AL dll 365 WAM 215 gdd A [A-3
LUAL UL 2 ~IEL WL 9 5 3¢5 WRUM 2L od % 55 il
A9 5 SOl AAS UAH AR U @l &9

i
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5

¥]

L

=
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E
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2 d god Ad QML % %ouL B 49d WAL ¢l i d
%Y, QLIELL
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nnnnnn

(Save) sted ur sclls s3.
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OpenOffice

Sl =L

Calc Intro

oiride Aselle oig (Close) sausll uld

565 WILMHAL 222 GLRAL BuAidlL 5304 1Rl A 9 5 SIOAHL S19 Al S8R 4uL 8 § Al 5¢5 WiAMHL

222aiotRML AflAsai-Hisl ologuiof gedl (Star) 4 Brs € d-l  [INSRT [STD (= | 28 69 3
S9EHL SIS Aal 512 2AAL 9. %l s30A Guadlsdlat AdL ReRIAL A 531 2B,

1. Al wam gdd (File) 3q w2 sells s

N
&2 Open... Ctri+O
Recent Documents »
Wizards r
X Close ( . }
[Z] save Ctrl+s
[ sawve As... Ctrl

AR

OpenOffice.org 3.0

The document "ffff.odt" has been modified.
Do you want to save your changes?

| """"""" || Discard Eancel

wm(Cancel) ole sclls
Ll A UM S04
Sl Al 2.
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OpenOffice
Calc Intro

UM ol (Close)sal uttla

=] N
Eile 1. Al wem gdd (File) 3q w2 sdlls s
% EE:n ':Zl:rl—i—O'b
Recent Documents
Wizards
» Close
[F] sawe ctrl+5S
[

Sawve MAs... Ctrl+shift+5S

[+ Export...
Export as PDF...
Send

B2

Properties...
Digital Signatures...
Templates

Prewview in Web Browser

| Page Prewview

= Print. .

£=h Printer J

cCtri+pP

OpenOfhce.org 3.0

W The document "ffff.odt" has been modified.
Do you want to save your changes?

| Discard || Eancel

sraa(Cancel) o2 sclls
Ll ADe URUH S04
S A8l 2.
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aselle WA s sal Aa
Working with Worksheet

35 UMD Hecaddl aL 8 aselle. 204902 WAMML AR, ARl 218l a5l 2udd] Sy 9.
By, 218 abeiledl AL AL 1AL GuERL 531 AL 1L, Wsellenl 2L Adl aselle GRR al
512l vz w1t i, adaflesd A gL oredll as 9.

A

o )

Exercise Book : 3
Page 34,37

15 oflemiel] olow alemi wal HIZ U8l HGAU AL S1-6lL8 HH oinil Guaial 53] wsl .
HGAAL Guadil o llenl %q ¢ d 2lle R sells sl €l © iaal 2iselle WAHHL »udal
qbele A 210 YN WAL HI2 HIUEL 2etotRxL GudidL 53] As1U 9.

|75 (¥ )7 SheetLY Sheet2 {Sheets 7 5hd |

| Shkat 2 14 | ezl

asslle APWL-UE9u
LRISAL Hiesll 2EolR

Sl-olié+t Guaiotell usdl aselle uR vl W2 Ml §2id + -2y (ctrl+PageUp) 4l -l
Guidl s3] ALl 91 2 2Riel asalle UR viAL HIZ2 UL S2Id+U%-$16x
(ctrl+PageDown) 4l -l GuuioL 4 a5 .
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3¢5 Wi iRl Aol 8selle 23 sl >13L asefle uddel o UN 6. ULl 3¢5 WU YR
31U Hogot Al alle GHRAIML €92 uRL U 9. 55 WAMHL U8l 2lle 2181 Zd B3] aslaA .

Insert Tools Data

Man ak 8

. ﬁeilﬁ--- Gt 1. 0l e =42 (Insert) A w sls
Rows N
7] Columns =<

Sheet... -

Shé@L From File

~

3. %l w15 HAe glle [@xdl viasl

Insert Sheet

Position ‘ = |
(») Before current sheet —

(") After current sheet Q ‘ Cancel |
Sheet " | Help |

® New sheet

| &

No. of sheets 1 v

Name |Sheet4 |

() From file
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WGl AsaR el glle-l
" Sheetl [Sheet2 [Sheef3 / <] ool sells sactiel] Gur WISl

§=2 2lle @Sl vl

Ins(yt Sheet... 1. AL uaH el allexl ouegml WGuel ude
Delete Sheet... sells sA

Bename Sheet...
Move/Copy Sheet...
Select All Sheets

s Cut

[J Copy PPN N s
xsheetl(mﬁe = 3. %4l vis H=42 e [Axdl wasl

Insert Sheet

Position |

oK
(») Before current sheet — |
() After current sheet | Cancel |
Sheet L} | Help |
® New sheet
MNo. of sheets e
Name |Sheet4 |

() Erom file e
Browse |
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St =leL

| )

Insert Sheet... q. % 9lled s‘}c{la 9 ¢ld d-il GUR Bl
Delete Sheet... ude sdls A

Rename Sheet...
Move/Copy Sheet...
Select all Sheets

Calc

% Cut
g LJ Copy

Insert Sheet...
Delete Sheet...
Rename |
MDUE}CDP'} Sheet...

1. % gllend UM g S dxl Gur WGl
AHe sells s
Select All Sheets
& Cut

[ Copy 3. %l s A 2lle [Axdl vaal Bl 2L g
i Paste At led 2l gl Gl

‘Rename Sheet

Name ‘T‘

|Sheet3

abeflerd wM otedal M2 drl Gur HGual sotet sells saell vt An elle [ vasl,

Page |121



Exercise Book : 3
Page 34,37

wisalle -l aselleml s sl ard e HRdL 2wy sl avid @Ak % 33ludi-L Rar
sl Wl €1 69 gL v 3 3RAdL {12 uHel ©.

v s Ad GUR oAl HI2 :2Ulss Aet GUR abaileml H1RL s %6 AsU B,
O % Ad BUR %Y Sid AL MG sefls s uRL L Ukl UM vl A HIE dRd)
Al U3 8. uaL 2R Ad asellenl vier o {13 vzl iyl drs €l AR d- 2kl
2, H1Bu2l sells sal-l wrld Hese Aeild 29,
O AY 539 AL AH-6llatll Guuldl S2U. M ollaRMl % A BUR %9 €ld drl U3
219U 53] irer-5l YA S,

[Nimbus Sans L N N
# < 1H-6l1&

(a1 v

o Adliexrl BuHieL s2U. Adldler [Arsirl GURAL MRIML 2udel 6 [Qseuiml s3L siaM
2 2L HL %Y 9 d 215U s30H 2R S| eotdl.,

Column IB

CH [
njjy .
3o
3§ [
§

HRow |5[}

= E sheets
Range names
[@ Database Ranges
“ Linked areas
W Graphics
@ OLE objects
H mMnotes
=F Drawing objects

[Untitled1 (active)

()
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v s Aal ol Aaul vial 112 ¢ 3¢5 WaHHL s1H 5l auid asallexi 215 Aql olest
Al HEldL 219U 5l avid viAdil %32 usdl S €.
O Gursil Al [l Ad GuR 2iadl H12 $1-6018 well llse + e
(Shift+Enter) 4l eouadi-l €y €.
O Sl A 4l gHel Ad drg ol 12 Sl-6l8 urell dllse+2ot (Shift+Tab)sl
gotladlrl €y 9.
il AL Al WS S1-oil8 wel i (Home) Sl estiacisl $iu 9
il 2l wal w2 l-6lls urel 2ixs (End) $l sonadidl $iu ©
alleatl s wird (IRl vial e Un-$13 (PageDown) $l esiadidl i 6
o alleul s uid GuR vial e Ux-»1u (PageUp) 4l eotadirl gid ¢
v’ sl il s ofl af A wrie AL AR 1 280 A8 sl ay A wie saL el 6L D 8.
Sl-odell dldse a1 w2 % Aael Aldse Y S d A Gur BR1-4) &l il 214 allse 4l
eollc] 21vil 240 % elanml Aldse R4 S d lamixl »R1-51 elell. HGul Aldse s2al e
o ezl AlAse 529 Cld d A GuR B sells 53U i WG dse sells eoudl (. i
HIGA A VRIS Fedl Ad Aldse sl €ld d Aldse qul gl HGuH] dse sells 914] el
V' ogdlogel ool s ol ag Aa Afldse salL WS gelael woui ol s ol ay Ad Aldse
5201 HI2 A 8L A 218 3 sl ay A urienll saaiel -l Guial 531 A wis
30 ugsl §1-00l8 urell 5215-51 (Ctrl) eoticll AL 244 WG A 6flw UL 3 a4 il
gl MR oflosl Aet UL AL S,

o O O

Wiselle winml aafl avid R 219w sul ugsl dl a2l 1R 21y sai-l % 330ad Gell ad ub ©
dal AHA 2R asellemi s «Adl Gell 2taal 218l dl2] GRRal %3 Ul 9. Wiselle WAMHL Ul
Bl @lldln st vt 24181 12l 2 dZls 2iorlel, dl d A 2adL sl GuRaL HieHL [@lay 2dl <12
wHIeL .,

v aselle WRuMAL A AL Sl GRRal Ad: aseiledl 2 2aal Sian GHRAL WSl 6 2d

Tools Data

Cealls... Ctri++ q.90leul % %YL A AL Sl GHRA €11 d U
| Rows : 2L Sl 2 GUR sells 53 it lleise 53
7] columns [ 12 HrHl il

Sheet [
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Opeanﬂfﬂigﬂg
Calc
q.90l2HL % %oUIL A BHRAL S1M d A 842
t Cells... BuR sells 3l dr Aldse s i 1B
| | Row Height... A2 sclls olen gouldl
| == Optimal Row Height...
—F=] lanrt Rows L
[ == Delete Rows

D [ I C I N N A ~ NN D
]:ﬂat Cells... q.90eHl % UL SlaM GHRAL Cld d slaM.
842 BUR sells $3 dA Alase sA 2

Column Width...
7 optimal Column Width... HIBAL A sells elen esial

= lng[:;.[_t Columns j

[§] Delete Columns

Sr. Nn

4 248 Gerseil weeell aballeni 21 widl Midldl el 32118 s sail weld allviley, 2480
565 WIRAMHL s 5L M2 /Working With SpreadSheets/Sample Data.ods Ui+l $1da-l

Buatiol s31sL.

’ Applicaﬁons ‘ A waH sielsaq [Qsey Gur sefls 521 wsl
U2 [Aseu Gur sells 52U 24 ugdl galle

@ Office ) [Qseu BuR sells S dH %1 wsL 91 5 Wseile
WM dHRL 512423 251, BuR vie] il 6.

wd 12 AU s3A idl Sample
Data.ods siHet viidl,

$d AMAH MGl D10 Ad GuR sells 2.

Page |124




[[os7 ] o = = [+ gd AHellaHl D57 21U 5304 viver sl eotidl.
A B N\ \
— i ®——EdI3 AR D57 Ad GwR %A
46 36 PQR
a7 I7| XY Z
48 38 ABC
49 39 FPQR
50 40 XY ZL
51 41 ABC
52 42 POR
53 43/ XYZ
54 44 ABC
55 45 PQR
56 46 XY Z
57 47ABC
sa | AR POR
- gt un . v ¢d Sl-608 Guel allse- 9l zoudl vl 244 Age
56 4XYZ 7 123459 2R1-51 eould] 657y il %l - D57:
o8 e L) G57 ud ldse usl
58 48POR ) 234247
50 49XYZ 5 123460
10 -1 || A sd SIA2IL 2oLRML YUAAL 6lES tlert BUR
I sells 530 A vaRL A w12l SR,
= 12357 Bold

¢l VdleHl 29 AdldleR [Ased a3 s

. | . “ B ‘ N ad . . . ~ N
jemn b G|E S T Adldoier [Aseundl BUrHL SURIHL 2UdAL U
| Row e lEE A W - - - )
T [AseumL 88 1A slaH, [AseuHiD ey 20
Range names w2 6l U S2U
[[@ Database Ranges
4 Linked areas
® Graphics
57 T7ABC 5 o oA dd %O ASL LS dMIRL SR D88 A4
8 TBPOR (BuR YRl oL al. s WG dse sdls
| e T e aA 688 el vl %el D8S: 6883«
Alase «sl.
R ¢l g2 geetRHL 2Udal gl Ao [Aseul
10.5 %A AP 20 YAL K.
12
1=
14
15
1a
18
20
22 o
78PQR 7 ¥, %1 ASL 91 § BLARIAL A1 a8l 218 €9,
8 Q FE1] i 688 slau-l Higldl AdHl A AHaalA
TaXv7 R 123470

SIRGL “HHH" |l S A 9.6 SldHHL
&4 HIGA &l WAl A M1l 2L %l 2A&RL
U9
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| afsile Glrawdl Ald |

©d dH 1 AsL 91 5 UL Wsellem usenl
s5c ot o asefle suuaml 2uddl 8. ¢
2L, [Qevieflagiqi 15 Aral w2 Adl ofle
GaRall €l "sheet1” <l oug-il viicl
ogoqHl, MG sefls 521 Bl =2 gfle (gl

(RICH
e e ¢d o2 olle [A-SMi*After Current
e R sheet" [se u Wit 52 21 glleg -m
G - "Marksheet" 2154 31 2115 o2 Gur sclls
e | S,

¥ %19 sl 91§ Adl 2le GRS 21 wal.

T ¢d “sheetl” Gu MGl sells A A M-
D11 ™ | ~ | fw E - - ~ . N ~
S olgID1T 219y 531 imer 4l esual

e MGl Heeell udan 10 [Qeveflaiiql 32t
dldse s 2 dn 22ids oML 2udal sivl
[Qseugl 51l s

¢d WGl "Marksheet” assle «fldse s2u
21 A4 oMl D11 219y s31 iR 5l gondl
2 22188 2ctotRMl wddl Wre [@seuril
Guaial $31 2L e S

H I I ! 8Q M5l 2irgl sl auid Sintel wdldl sl
I: Format Cells... ~ ~ A -
4 sldiEl d slaH AL 842 U 1Bl sdls s3
Cﬂ'#“"” Width... _ an Aldse 520 2 HBUAL S2 sells eotl.
«t Optimal Column Width... wdel gilése Al dele slem Risen wis
[7] Insert Columns 531 "Phone No" sia¥ Sldle s

'B; Delete Columns D

Delete Contents...

Hide
Show
Phone Mo
| 1234 gt, Cut

i 199 1 Cmmag

dldle a3al siaM-l %oul “Marks” siad
o1l
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Format Cells... 22188 Slaml 362 Gur HiGuEl w2 sells s
L Column Width.. el vdal alizse Wl Sie slam [Rseun
& Optimal Column Width.. AlAse s Bl s Adl sl AL GHANL
131 ML AL

["| Inser Columns
H Delef® Columns
Delete Contents...

Hide
Show
sd |
v Cut
[} Copy
[] Paste
Sr. No. Name Address Std Marks N 2 N X
e e . i Ol YHIRLHL S2L veR $RU.
2 ABC Karjan 10 43
3/PQR Vadodara 3 53
AxYz Karjan 1 53
5_ABC Karvan 4 35
6 PQR Karvan 6 55
TIXYZ Vadodara 8 36
8/ABC Padra 3 37
9 PQR Panvel 11 65
10XYZ Vadodara
i |~ wd 21U el ol 321 Hldse 3 g2
13 . [A] 2AAARML 21l g2 AW [seurl Guuldl
11 3 ot AP 13 SR
12 .
13
14 h
15
16
18
20
22 E.
=) Fontcolor  [X] gl g2 2dotR-L Guallal 5304 sieeril seR

| etgell L oG 82
EEEEEEEN B/
ENEE | EEEE
EEEEEN

EEEEENEEEE
EEEEEEE AN
ANEEEEEEN
11 .
EEEEEEEN

H  ENEEEN

i EENE =N
B BT

Automatic
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afelle A sudll 321 2l
Speed up Data entry with Worksheet

5¢5 WIAMHHL 321 210U 57l $14 VoL % 5210U% s e 2154 A dd B, AL SR8L 3¢5 WM, HUuRiA
sedls waasl wl wid 9 %4 3 gla-2d, Aldsuq dlre, Hedlud gl viegl. ¢l 2L 2 [@AAy ed dlal

A

glvilg.
II Sld-2etell BuUdL 215 % dUilRl ARAR duidl HIe Al 9. Slat-2axl Guaipil
UL 25 % euiieia Byl oflt AcHi sl 3 wsla Ylut Sla-gastl Gudiat
s2aL Wiestl A 12 wel 9.
Edit LAMH % 32 Sl 52dl © d Aan Adse A
ﬁ Un Ctrl+Z 2, Al AQHL W2 AL § o oitlinl uRL Aldse
¢ Redo: Input Ctrl+Y 5. ¢4 widle Al sells s,

@) Repeat: Input  Ctri+Shift+Y

= 2. ugl dHl Sl [Qsey Gur scls . dul 2uveH
| ~ ENEEY ~

Delete Content AR [Aseul UG-, 21U, AH2 i dge HUsl.

',T',,, elete Lontents... Loice

Delete Cells... Ctri+- | Up 3. 24wl 3 3oL % glauml A d2L URe
Sheet | Left 7l ¢l o [Asen udie 52U

Delete Manual Break » | 2heets
Series...

Sla-gadi AR Rseulql 212 13wl 8.

31 (Down) = i [Gseurdl Guadl 32id 1Al dg Ure saL HI2 U 8.
AS2 (Right) i [Aseusdl Guaiol 2t o4ell drg Ue sl |2 X 8,
24 (Up) 2t [Aseusdl Guadiol 3ain Gur-l drg W sl Hie Ay 6.

ase (Left) = @seurdl Gualol 32t S1ofl drg Wre sal WS Al 8.

X W @ P

wd el Gelereidl Heerll sla-gadi [@Qsedl dlal allvilgy.

’ Applications ‘ Al wa vielsaq [Qsey GuR sdls s
ugdl 25 [Asen GUR sells 30 21 ugsl
@ Office ) wselle [@Aseu Bur sells S dx %1 awst

691 5 8elle WM dMRL 51222 2

‘Gmmce.agsmmm } Gz well ol B,

¢d HGAAL H10 Ad BuR sells s 21
dHl'Left" 208 210U S

¢d HGAUL I9 Add BUR seils AU 21
i Top" 2108 21U 52U
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¢d 1Bl J10 A4 GuR scils s 24,
dHi"Right" 2108 219U $U
¢d WG T11 Ad GWR sclls A 24
d1i"Down" 6% 215U U

EFEE

'5"'; Centered|- -

4

Top
Left Right
Down

©d WGA AR AdA Aldse 2 2 ge
2AORAL A2 [AMPIML UdAL Aver
AN olert BUR sels 2

Rt | .

¢ MGl J10 Ad BUR sels S i
WGBAHL dse sells ol A0l 241 HGAA
P10 4l vl J10: P10%a ldse s

Edit|
¢% Undo: Input Ctri+Z

|
|
L

{@ Repeat: Input  Ctri+Shift+Y

Fill

¢ 42 ql lat [Qseuni udal e
[Asen BuR sells .

|f@ Delete Contents... Delete |_Ei9hfk [
] Delete Cells... Ctrl+-
Sheet + | Left
Delete Manual Break .
| Series...
Top ©d HIGAL T11 A4 GuR sclls s 24
- G- dge sclls wloll AL 2 HGAA
T18 el wAdlA T11:T18 e dldse 52U
Edit| , ¢l 2dle Anl Slat [Aseumi »udal 16+
&y Undo: Fill Ctri+Z @3@{ @LR 3({13 3?:\['
) Repeat: Fill ctri+Shift+y
Fill | Down Ctrf+D |
[ Delete Contents... Delete
Delete Cells... Ctri+- | Up
Sheet 3
Delete Manual Break s
Series...

Left
b

$d MGl H10 A4 BUR sdls 21 2
WBA-L dse sells eiofl AV 247, HGUA
A10 At v H10:A10 Aa Aldse 52U
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Edit | d il Al gl [@Qseuni »udal dse
& Uundo: Fill ctri+z [Qseu Gur sdls .
Redo: Input Ctri+Y
& Repeat: Fill Ctri+Shift+Y
Fill 8| Down Ctri+D
f# Delete Contents... Delete | Right
Delete Cells... Ctrl+- | Up
Sheet v | Left
Delete Manual Break v | Shelgs
e Series
L d HGEll I9 Act G sells s 1A
HGuH dse sells slofl AviL 2 WG
T1 el viSlA T9:T1 A ldse R0
A
Top L
Edit | gd 2 Hrel Sl [Qseumi 2udalL iy
& undo: Fill Ctrli+2Z [Qseu Gur sells s
@ Redo: Fill Ctr+Y
@ Repeat: Fill Ctri+Shift+Y
Fill | Down Ctrl+D
i Delete Contents... Delete | 2000
Delete Cells... Ctri+- | Up
Sheet o | Left W
Delete Manual Break + | Sheets...
Series

Page |130



OpenOffice
Calc
Q )
/ Exercise Book : 3
Page 38

ARl 248 53l 3 SANM olsAe HHH 2 © 24 o [Alat GelgRall gL gl a4 wslat €l
B 5 1,2,3,7 ., 4,3,9,9,.., 1,3,%,6,3,..., PR, yourd {2 [@seusl Guaiol Hissi, dirRlv ¢l
AUl 1 511 sl auid 2 9. 4013008 [@Aseurdl Guaiol sal Hiesl d 1Ayl ©.

9.1 UYH % el sl sl 69 d Ad qldse s

i

Vi YAl AGHL URe 5l 9 d ot urlL Aldse
€4 Undo: Input

SR <A vdle "Ml sdls s

(3 Repeat: Input  Ctrl+Shift+Y 2. gl dul Sla [@sey GuR sdls .

| Fill v | Down Ctrl+D S . N

R clete | Right 3. ddl ARl [Aseu Guz sells sl |

i) i £l = i
Delete Cells... Ctri+- | Up N N -~ - N N
e | Left ¥. %l {12 uHRiAl §la-{lRlos [@xl vasl :

Ctrl+2

Delete Manual Break v

- -o

U ARl QM APl Fal 3 dart, ML aY,

L vtseudlyi dle Al Rseusdl Gulol san w2
L 21H yrile [Aseustl Gudiol iy ¢,

E 1 [Aseurdl Gualdl sl W2 AdHL Al 32t

1
|

- -

321 56 lountl dle sl © o eallaal Aol 24 AR 21dumi waL 32 [Ased wie

N —————

1
1
oY Y Y N\ Y ! LN NN ~ N\
HiE SRS [Aseurll GuaioL x99, ! \ sl gldl 1L
)

CTTTT N

(% Linear ._ 3 ll’j/—h ‘ Qi |

Direction —— Series type [
) Growth © Weekd | Cancel |
O Up () Date 7 Mont ‘ v |
() AutoFill
Start value [1 |
End value | | °
Increment [1 |

Page |131



(@ ARy atdu-l 2oL 12, w6,

54 A 2y | GladlaL

1 dl-lar 2212 dey AL [Qseumi Hiell Avain Sedl Adrl val w18 a1 s Haal
ARALUL AR AdHL Y5l Ad-§la 5230, ARALUAL AvAL Hes-Adey sl gl
o9l 224, Sla-wlRlos [Aseu didid, 51 2151 el

2 Al 2212 dey AL [Qseumi ol Avain Seal Aa-l val w8 2eusR s34 1Al
AL, HLRLAAL AGHL HSIA Ad-glet 9. waler-] vl img-Aey el adll %2l
22d gla-AR [Asen didlq s 51 28

Kl 32 AGHL oAl 32l ARl €l R L [Aseurl Guaial i €.
¥ R ) 5ML: AvAL gld 29

¢d 2Rl Gersarl Heedll sla-{R1y [Aseusil Guadial eilvilgy.

l { Applications Al waH i3 [@sen Gur sdls s udl
L 2[5 [Asen Bur sells 520 2 uggl 2saile
M Ofice ) [Asen GuR sells 520 d¥ 1S sl 91 %

- | Asele WM, dHIRL SR 51 BUR vl
f= YL 69,
0 Opendfficeorg Sp%adsheet
= e T F T & | AU 5242 HIGAHAL Guldidwel DI ActHi
linear  Growth Dt AutoFill 45l @it dHl"Linear” 2104 s
¢q, 261- Il Heedll SR E1 AAHL 4l A
AMl"Growth” 21U 521, Ul 201-$1-l Heeail
5252 F1 44Ul 45l i dui"Date” 2154
AL 2o1- Sl Heeall 5252 61 Aami Ysi
20 dMl" AutoFill" 219U s
Edit - gl U D2 Adul 4l G-l ueeril D2:
¥y Uik Iyt cri+z D15 (1% sz 530 i 2idle Al
@ Repeat: Input  Ctri+Shift+Y | la-Rly [sed a3 s,
[ Fill +| Down Ctrl+D
Delete Contents... Delete
Delete Cells... Ctri+- | Up
Sheet v
Delete Manual Break v
| series... |
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W_ éQ\élet—%\ﬂﬂaﬁr [?{r\s\ml.ah%j avéu "Linear”
® gom e e ldse 3. 2212 AyHl 4, 2iss eyl R0
") Growth | Goncel N ~ . > N
i ol — 2, Hrglireul 2 21U 21 2ils oled GWR
| AutoFill —— sdls 3?.\[.
Startvalue |1
End value 20 |
Ingrement /217[
Cinoar n; el dl-ilaR [Asey Aldse sedl glaell di %l
g ASL 9L 5 ER5 UIIAL AAML 2 BHRAL ARLAL
= Actel vl 1AL 9. a1 2L Bl olotd ©
i 5 UL AL 24w Ay 20 &l vied
= 2AR1L efl-ldR ARl Deell dval 9 © %
Al WL g ey sl AL 8,
¢l U E2 Aaui 18l 1Bl eeq]
E2:E15 AR\ Aldse s 2 idle usul
%9 Sla-H{Ro [QAsed A3 K.
- _ e gle-o @i AR 21y
Sim | Ol —— "Growth" :ldse s 2ele deymi 4, iss
o ot T Al 20 2 Sesliveni 2 21y 53 il
v = [t ] o2t GUR sells SR
Satvale 1|
End value 2 |
Ingrement b
Lo L= eq OXEaL\IELs\@{ zﬂc%gaxsic{l é:lCEl%Lrl o %1
1 ASL 9L & €25 WI9AL AGHL R+l dRUSR
= R o1l Actedl Avul HOL B, Bl U el
7 8 ool 0 $ UYL UL 2w A&y 20 gdl
. . e 2Ll dl-luR Aol Seell qvul ag
12 €9 % {lus UHIBL ies dey S2cll gl 9.
17
19

¢ 52 F2 Aaui 48l WGl 1eeqdl
F2:F15 {10 Aldse s 241 2iéle gl
o9 Sla-A{3os [Aseu U3 .

Direction Series type
(® Down () Linear
() Growth
O Up ® Date
) AutoFill
start value 10/03/2013 |
End value N i
Ingrement 1

Time unit

il K

® Day ¢ —
Weekday Cancel

~) Month Help

") Year

¢d §la-qRy Rl AR 2194 "Date”
Aldse KA. 26 Yrlleni"Day” Aldse s
% o2 BUR sells s
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OpenOffice

SIS T

Calc

i F S dd 1O 2ASL 9L 32 SiaM Sla & 21l 83l
03/03/13 By AHL 4L dARTUAL 2USSL 15 AvAE]l
030413 AP N

S afidl 9l

030613
030713
030813
030913
031013
031113
031213
031313
031413
031513
0351861

Q )

Exercise Book : 3
Page 38

565 WIRLHHL 2L Yicl 215l §la-141301 ual eiridl w5l 91, ididl Sla-A31s eiriadi-l vl
12, w9,

A I Tools
e %% Spe F7
Four [ - x - e
Six =anguage ' .4l M % J2idl gla-A{R oivad] © dA
Eight | Detective » BRIETERTE)
Ten ] AutoCorrect... " "
Twelve : 2. Ul gt M Gur sells L
! Macros .
Fourteen | Ext ion M N ~
Eighteen . Extension Manager... 3. dul v [Asey GuR sdls s

XML Filter Settings...

Twent . N ~ N N A
m Customize... a ¥. dHl vUA-2EA Ses [Asen Gur sells s

[ Opfigns...

€. aul sivl oleq BuR sdls 21
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OpenOffice.org
Load/Save
Language Settings
OpenOffice.org Cal

General

View

Calculate

Sort Lists

Changes

Grid

Print
OpenOffice.org Bas
Charts
Internet

0OFEEH

HEE

Copy list from

Options'- OpenOffice.org Calc - 5ort Lists

Lists

Sun,Mon,Tue,Wed, Thu,Fri,Sat

Sunday.Monday,Tuesday, Wednesd
Jan.Feb,Mar,Apr.May.Jun,Jul,Aug,5e
January,.February, March, April,May,]
Sunday.Monday,Tuesday, Wednesd
Nissan.lyar,Sivan, Tammuz.Av,.Elul,
Two,Four,Six, Eight, Ten, Twelve,Fou

Entries

Two

Four

Six

Eight

Ten

Twelve
Fourteen
Eighteen
Twenty
Twenty Two

|ssheet1.5451:54510

o

| | Cancel | l Help

"% Spelling... F7

Language
Detective

AutoCorrect...

Macros

Extension Manager...
XML Filter Settings...

Customize.

[ gpq:gns
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Options - OpenOffice.org Calc - Sort Lists

# OpenOffice.org L .
E Load/Save = SES Entries v
E Language Settings Sun,Mon,Tue,Wed, Thu,Fri,Sat B | Discard |
E Openoffice.org Calc Sunday.Monday, Tuesday,Wednesd - =
General Jan,Feb,Mar.Apr,May,jun,jul,Aug,Se
\é'elwl : January,February,March,April,May |
Sgr?ljztg Sunday.Monday.Tuesday, Wednesd
Changes Nissan,lyar,5ivan, Tammuz,Av,Elul,
Grid
Print oy A
# OpenOffice.org Base L-z- =
B Charts ’,a",/
# Internet - -
- -
———————————— - - -
-
1 ~ -~
o tdl AR A 2l iU R
. B 4
[$Sheetl.5A51 E
OK | | Cancel | | Help | | Back

Wiselle wianml wnll auid 248 % usRe{l 1Rl 6L wtel-21aot aseflenl sairl ¥3R wsdl Sl © i %l
oL quid ARl Wldl 210U sl w3 dll A Al @Bl AL d S2loupes s1H ueL 29l dl suzll is e
2152l gy ellenl 2l 21y AL Hie uudl wiselle WAl Hedlua el 212l [Aseuril Guaial 53 aslA
g9l He2lua olle 2i-gl [Aseustl Guaial sRaudl L (2l uHiel €.

- 0 1. A2 A GuR sells 5L
# Cut Ctrl+X
[5] Copy Ctr+C
Easte 2. ol olle Riseu GuR sells 52
Select All Ctri+A
Sheet g ;| Move/Copy.. 3. Ml dlase [Asen Gur sdls U
Delete Manual B v | Select... [:e
Delete...
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OpenOffice

St =

Calc

Select Sheets

\\§elécted sheets | oK |
(Y s
Shee}l
Sheet?2 | Cancel |
Sheet3
| Help |
R

U2 gt [Aseusil Guaidl Uze [Aseurd]l ARvuHRilMi al Al Yl wisdl Hie 6. Uze Weud-l
Guiolell Sl quul, sal, SRR Rl tre 531 Al ot Ure 2teud [Aseurdl Gualal Houd
HSREs2 Al 21 BLsAA, AUA-2UZA AH2R 247 2W39(l2 WILHHL LSl WHIRIML A O, Ure WU
[Cseu 23 saueil ueald Al wist ©.

Edit |G 1. 22 A Gur sdlls 5.
@ Undo: Input Ctri+Z . .
S e 2. dHl URe gd [Asen GuR sclls U

& Repeat: Input  Ctri+Shift+Y

#b Cut Ctri+X
=] Copy Ctrd+C
-] Paste Ctri+Vv
5 Paste ﬁpﬂzial... Ctrl+Shift+V
E| Select All* Ctri+A
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B iz epirarl vl

59l WAHHL AL Ad 2is aballedl duia geeuRalL -l dialisdizt gidl i d o o
BRI d 4R1d 9.2805202 WML diLs QUL ARIAML e S i QuiIRLl Hud eUpliMl
24, Sgld A o Geatell 2Usele WIAMHL AuIRiA ARRLRAML A €. AULIRIA ARRLRAL HI2 Hudird
R HL2L 5L, %L1 5L Blel S0, ASRIAL 391 slgddl, 6B seR oleddl, davial {1 ¢lel sdl,
€42 v §27, AL, 282 P22, HY A, ~1oR §iHe, du-282, 25 282, AL 6llS WR. Fal
[sedivl GulaioL 2 9. Wselle WidkHHL AReLRAL HIZ-lL [sedl Yuded, SIRENL 2astR Al
sReHl vl e 9,

v

B
0
(1]}
L]

b % RN [EEEH-E-- [

Tpﬂ: | Nimbus sans L -' 10 - |

Exercise Book : 3 5
Page 41,54

$es WAL Asellel FUIR dlisd Hod YEIL WR A LM 4L, tisldal Soidrl Haoustia
BLEYS oilddl WIS 6lies, S2dls | slre 219U, slve AP Vi s> dviigl {12 (2] sl g [y
[Cseustl Guadl g A5 ©9.¢d »Uv8l Gelsel “/Formatting/Mark Sheet.ods” il Heeail »u
[Aseuivl Gualiol ailvilsy,

A B | C | D | E | F G H I
1
2 Marks Sheet For the Year 2012-2013
3 School Name
a
5 Student Name Roll No Q
6 Standard
3
8
] Sr. No. Subject  Marks Obtained Marks
10 1 Gujarati 100 67 | I
11 2 Hindi 100 76
12 3 English 100 87
13 4 Social Stue 100 78
14 5 Maths 150 76
15 6 Science 100 60
16 7 Computer 100 94
17
18 Total 700 538
19 Percentage 76.8571

Page |138



} Applicau'ons Al wan 2relian Rsed Gur sells sl wsl
/ UEA [Aseu BUR sclls 2 i uggl wiseile
@ fice ) [Qsey GUR sells S ™ %1 ASL 9L

el WM dHRL sBeR 351H BUR viell

GOperOfﬁce.org it LS.

GUR WHIRL AY 53¢l Wwisele s1dan U K.
c D | E | F [ | ¢d €2 A4 Gur HGuAl sdls s

Marks Shegt For the Year 2012-2013
chool Name

1 ] gd §H2L 2eotRML Hddl Sire AP
11 [+) [seusl sive A3 ¥ S,

[
=]

¢d D3 Ad Bu WG sells KU
4§21 2eotRML AL §ire AP
[Aseuml slve AP 20 3.

Sr. No.  Subject Marks |Dbtained rarks ¢d BO:E9 Ad, A WG] Aldse s
 — wd glre AR = 1

;E i siv2 215U = “Courier 10 Pitch"
1o QE GG SR =dlde 6ay,

20 slve e = e

22 3

26 =2

| Courier 10 Pitch| | > |

At Bitstream Vera Se;

A& Century Schoolbook .

Jo o e ey
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II_I_I_IIIIIItht blue
@ Font color El

Automatic

- HETEEEEEEE

¢d H5, I5, B5, C5, B6,C6 Ad BUR sHal:
WG sels S Vi Slre AOB 1Y KU

¢d B18:E19 Adt A wGuYl Hldse s ¢4
Slw2 SR = octy, e GBS 5GR = Gotrd
3%, §lre AOB =AU U

¢d €5 Mi"Pinakin P. Patel”

C6 Hi"10™"

I5 HI"10" 21U $3.

2 asellenl [ SR ualatl wisile Gur @y sul wsl Hisellesl Buua R Wbl 2 awl
g,
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OpenOffice .
‘CalcWriter

Intro

B [ G | D [ E [ F | G | H 1

Marks Sheet For the Year 2012-2013
Shree Z.].Patel School

Student Nar’Pinakin P. Patel _ Roll No
Standard 10

Sr. No. Subject Marks Obtaine

1 Gujarati 100 67

2 Hindi _ 100 76

3 English | 100 87

4 Social Stue 100 78 | [

5 Maths _ 150 76

6/5cience | 100 60

7 Computer | 100 94

Percentage | | 76.8571 [
Exercise Book : 3 |
Page 41, 44, 48, 54
II all cuid aselledl Buiian ARL srladl {2 AdA 1o sael 53R usdl €lu . 3es

WML 1o -A, [@seusdl Guaidl st 2l 12 wHISl 6. ¢d 248l GusL % Gelgelwl
eeell Ad A w4 sal Alviley,

Format ‘
Default Formatting Ctrl+M

Cells. Ctri+1 1. e A GwR sdls s,
Row v
Column '
N (S S
Sheet ' 2. dHl H-Ad [Asey Gur sdls s
Merge Cells y || Merge and Center,
Page. . 3. il “-Ad R sdls A
Print Rannac L

Acnd 1y sl Wil 35Ul urldul Sife 2aotRMl 2Uddl M Hed AveR A tlesixl Gudlol Ay 9,

I% v G

Merge and Center Cells
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 2digalle vioum 913 sasdl A

() Aoplications AL wan wiedlsan [sen BuR seils s ussl 215
; [Asen GuR sells 520 2 ugdl salle [Aseu Gur
@0fﬁce ) sells S ot A1 AsL 9L 5 Asel2 WM dHRL

512422 251 GUR Vel 1L 8.

»gOpemfﬁce.org Sppashee

ed wisslle sa “/Merge Cells/Mark
sheet.ods” < »lust 2.
¢ D E F ¢ H | gd C2:I2 Ad A MGl Aldse s ¢4 §iHe

2AUORAL HY M= AreR AL olerl G sells 53,
Marks Sheet For the Year 2012-013

Igﬁd Jiow T
Merge and Center Cells
dH 1S ASL 9L § C2:T2 A FRLL U AL 89 i
Marks Sheet For the Year 2012-2013) | e sis os fens st oy it
¢d D3:63 Ad A Gl A{ldse A 24 g2
2AORAL HY ¥iws AreR AL olerl GuR sells 53,

|%J % %o

Merge and Center Cells
¢d C5:E5 Ad A Gl Aldse 52U A e
2A6LRAL M 2irs AreR A vlewt GUR sells 52,

|%| OCEJ oG '.30010 b.;:.;_..;.

Merge and Center Cells

T p— i 8d Ase A o2, BuR sdls KU
EE=EEE

—— Align Left|

UM 565 WIAMHL 1 Ad Riseudl Gualol syl usgl aselledl seua 12 wHidl 49l
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OpenOffice
Calc
B [ P— D [ E | F G H | l |
Marks Sheet For the Year 2012-2013
Shree Z.|.Patel School -k
Student Nan*Pinakin P. Patel | Roll No | 10

Standard 10t

Sr. No. Subject Marks Obtaine |:l

1 Gujarati

2 Hindi 100 76
3 English 100 87
4 Social Stus 100 78
5 Maths 150 76
6 Science 100 60
7 Computer 100 94

Percentage 76.8571

Q )

Exercise Book : 2
Page 44,48

Aselle Wil aselle-dl 24l wuR Bire Biey g1 vidR) 53091 AR aselleyi Buudl Gell 21 28l
A1l et Bire BiegHl olal Hadl gl %= 58l asflexti 2y sl HUlRd el Al 921192
ALl i 215U sl WMl 2uvedl €ld dg dpial €l % sl 1A oididal Rl w4 asli
¢l

Marks Sheet For the Year 2012-2
Shree Z.] .Patel S chool

5 budkent Mames P insicin P P atel Roll No
5 tandard ot




N

OpenOffice

St =lEaL

Calc

2 QeelPol, aselle A uHaMl Al 24 BuiaHl i s oiriaal 218 HRdlHL 2uredL WS 3es
WLl o182 [Rseurdl Gualiol s2aMi 2Ud €. ¢d 28l Gu sldd] asslle “Cell Borders/Mark
sheet.ods” -1l Gudidll 6iL82 oiriadl 2llv{la),

2agallz Wae 23 sl A
’ aApplications Al da Sheliaq [Asen GwR sells 5. sl

U5 [Asey GuR sells s 2 vl wisaile
Ofﬁce ) [Ased BuR sells S dH %1 2AsL 9L 5 Wselle

WM, dHRL 53R 251 GUR viell iUl 6.
i e e

L )

BuR w8l Ad 53¢l Wselle s19a “Cell
Borders/Mark sheet.ods” < tu-t K.
2 (e eyl Guaiotell uReus 2sikil dl,

C | Al B2:H20 Ad ldse il

B C D E F G H

Marks Sheet For the Year 2012-2013
Shree Z.].Patel School

Student Nan*Pinakin P. Patel Roll No 10
Standard 10"

Sr. No. Subject Marks Obtaine
1 Gujarati 100 67

2 Hindi 100 76
3 English 100 sl 1
4 Social Stus 100 78
5Maths 150 76
6/5cience 100 60
T Computer 100 04

$d SIA2IL 2olRML HUAAL 618 ole BWR
sells 530 el "Set All borders” [Aseu wie
KU

I:I:I:

}— ez
=Bm

Marks Sheet For the Year 2012-2013 gd 22184 2anRHL AL U -Bley vles GuR
Shree Z.| .Patel S chool NN ~ NI ~ N A
sefls s Uy ey R dH %O AL 9L S
wisellerdl AR ol = il A ¢4l

52ucden: Mame Pingion 7. Patel Roll No 10
5 tandard plig

Pemantage 48571




[ Defaut Formatting O 1 3 wd A4 B2 Aldse s ¢d WG - e sells

| Ecrmgat Cells... [ ore eouid] vdal iese RSl siie
i Insert... | N " i N
Deilite s . A4"Format Cells" Wie $2U.

10

Delete Contents...

e Cuk

| =
| Insert Note
| &8
= Copy

Selection List...

¢4 vdal siie A4 Format Cells” [@=Si

Mumbers Font Font Effects Alignment |Borders Background | Cell Protection

Line arrangement Line Spacing to contents (’I.-\l.g—\). [aL%CA“I. ’.“I.%l.& 3?1.
Default Style Left [ﬁ}ﬁ_
top o [ - ¢4 A 2R-i2 (Line
— .E:Z:cmm;m : Arrangment)@Qaiimi All Four
: Color Side Border" [Aseu wie S
| *i f" EE Bl C . . |
: Shadow syle —— - A (Line) el dldt-l 181 ;
' oerer e . 2.50pt Wi 531 v Al 5eRHL 0ey |

$ER YRS S

[+]3 Cancel || Help || Reset |

gd 215 ol GuR sdl s2U

Marks Sheet For the Year 2012-2013 | | ¢4 22i8s gaeiral »udal doy-Biey, otext Gur
Shree Z ] .Patel S chool sells 53 oy [y s du A1 ALl S
ke Name P insin . Pate Rall No 19 | uselledl waious AR o1 %15l e oEl Al

tandard bl g

Bl A Al

1Gujams T 130 a7
2 Hind 130 T8
JEmnglish 130 ar
45ocial Swdy 100 Ta
3 et 130 T8
G5ckEnce 100 &0
TCommesr 100 a4
|PE'\:ET.&QE THAIT1
= ~ ~ ~ ~ N AN
©) Borders [X] ¢d B2:H20 Ad ldse K1 21 sl

o [ ([ 2AOURHL Al 6182 vlert BuR sells 530 el

IFCEE “Set All borders" [Aseu uie 31
=B Em
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Marks Sheet For the Year 20122013 ] | 4 22i4¢ gautiii udal dy-Bioy e 6w
Shree 7 .Patel S chool sells s U By A dH A1 ALl S
vt Narmep o e Rolfo 19 | [Qenell {Rd) YRiadl el e+ 2ud) o
tandard 1T | | éi\l’
N
{  DefaultFormatting ()] 3 ¢d BO:E19 Ad Alds2 U 2 HBY 4 A2
f==faangtcalls. S sclls oeet eotid] vdal alese Rl siie
e : A4 Format Cells" wis $3.

Delete...
Delete Contents... | 10

¥ Cut

|
] Insert Note
e
[ Copy

Selection List...

sd vddl $M2 A4 Format Cells" @wSin
IREN CECYRIE Ao
- 4 A -2 (Line
Arrangment) [AewomiSet All
Outer and Inner Border” [dsey
Wig 5
- A+ (Line) [Aoterl dd=-l s
1.00pt Wle 50 -l Al SERML 6y
$ER URAE S
¢d 215 ol GuR sell 2L
Marks Sheet For the Year 2012-2013 ¢ 22184 %C—MR‘-Ll Ul Q%—ELC{L o2 GUR

Shree Z.] .Patel School 3@[(13 32(1'1 f{% [‘;la;l 52\['
smdaqtﬂa-ne[Phaka.Piel |l\ |RD|| Mo | 10
Standard il T I i | 1

ugarat

iG] 1 EE
FEnglsh 1003 87
A5 ocial Study 1003 78
aths 15 76
g5 cience 100} &0f
TCompuer 1O x|

|Pa’centage | | ?6.5?! |

dl [enelloll, 24 aselleml 21U SRl HRALA 6lld HtuaiEl d asalle AR dl 2 o § ULl A12R0A
il 21U 53¢l MUl cllal Arpise 2uredl veL ay 1L 9.
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Functions

»

selle WAL YUt 282 i 6 M 6L UsRAL WEHls d21m 210U SRAL 20d 6. aell dvid 5¢s
WAL 1081 U ReAL HIRALAL w2l Gulalion sl 24 8 e Sletl Aaal A5 8L 5& 6§, sial 3L
Wourd Aiss 18l MRl 12 GuaipH da 8. sisaisil Guaidel Wselle WakHL 21y Kdl 321
WAL S 209 9.

SAl-l Gualdl 530 MGl AleL sral dl 530 o sl 9l el 2018 2R BraL AL 3 W3 s1edl,
SRURIRAAL WOUR 12tdl Fal sl ML sieti-l veeell s3 Al ¢t oledzl Sl AL 2 AvUIHL
AL §R5RIA UL ad oid o g2lell aler el @ 6.

Sial-l GudL selle WiaHHl 6 2 a9,

q. RS AstAAL AR KL A
2 AdR §59 A AR

RIS AstiAAL AR 530 g1l 6L A oticll A5 S 1) AorRixL Guaidtell 2) Ad A~ AR A,
Aselle wiamul A+ 5WUHL Budidl s HI2 AIHIAHI =" Rims Ysald S .

siial alseMl RIS 24 disls Rl Guadiol Aid 6. salle WIAHHL ARA101, 6LIgotls], AR,
4IHOL Bl sl oLidlL Hi2 ARl it disls Rimsixil Gualol a8,

| i5oURd W2 QUi R-dl |

M Asll UM slleHl dmal HI2 Geleel
q + AR =9+1

R - oleoilsl =19-1

3 BOLAWYL = -R

¥ * JLRUSIR =33

'l / AURUSR =¥R

1S % 2sl =¥ %R
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. adsRd

M Rl M salleml dvial WS Geleral
q = WuHell  =10=20
(Hsae)
] > Hel Aqvl = (10> 0)
< Al Aval = (10 «R0)
¥ >= Avil w2l = (10 >= R0)
H12l vl
Y <= Avyl »Edl = (10 <= 20)
Al vl
3 < WuiL Al = (10 ©R0)

{121 Gerereiedl Heeell 21Ul wizls sai-l sl oticlat,

- ALy C1 AdHl G sells SR 2 dHL 3 21y 530 virer-8) slell
- ¢d C2 AdML R 21U 53] e~ 5l loll
- ¢A % AL 2RI SiAlAl Gudidl sl S d Aml MG sells 2 “=" 215U S
- C3AdHL = C1 + C2 215U 53U i -2~ 5| slolldl 21yl
Gl udal C1 Al sells 2 uggl Sl-608 Gurell “+7 Brg 219w 21 €2 AdHl
WG] sells 520 24, 2ie-5] elotil

% ALHL SlAL F Ol €11

I D I
g QUL “=" yal AL
_ 215U S

[ 2

289012 WML UL AHLSAML 215 &l a8R ABRIAls RirsiAl Guaiol 94l $1d AR Wse0le WM d
AHLsR0IAL B3A Aladl ML ALS5A USIRAL SHHL OLRLAZL 53 69, VAL ALSSA USRIl M- Gleddl HIS Y8l
Al 52 ()7 Al Guadl 30 A sHHL S8R 53 wslal i,
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490l WML dRLdR]AL $4 L BEDMAS 58 6. %<l 218, {12 wH1dl €.

54| 43 UM AU
B | Brackets 0

E | Exponents %
D | Division /
M | Multiplication | *
A | Addition +

S | Substraction | -

GuR £2del 201l sHrAL 514 sl Wl {2 WISl 6.

- ol sl ABidls A2 clse (Brackets) L Guaidl 2ul id dl 2R1d3] sl auid iseile
Wit el el udal Hexa 218l wgl estaRl (%) Rirsdl Aok 24143l
= drl uglAL sHHL RIS (/) i dLRUSR (*) Rirsl Ao U4l ORISR el SURUSRAL 54
AL % 6.
- dr uglHL sHHL ARAL (+) 2t oligotls] (<) Birgel AoR 24143l 010U 24 6leollsHl 51
AL % 6.
Q )
Exercise Book : 3
Page 54, 64,103

s9lle WiAMHL s1H scdl auid well quid secls ABidls A58l Bal 3 Elaet-Sldisi ddldl, UdLR
21U A @RI, UMY i, AR U BL AL AHLSR8L 6LrlAdl BLERL Widl Sl €9 28alL 8dfl quid d
oprilaell avd 1 1O M &AL dl drll FAel wl viel ud © % SR8 vIEL AH Gofl 4 A5 B, dl M
galle WP 2uRis dael Al ARl A5l S5l Gudidtell ugadell sairl ds il uld ©.

Biselle Wil [Alak arutidl Hofld 240 ol ay §saq 2udel 9. il Guaidiell Ul Hesaul Hesa
aRId] Ageld el 31 Al el

il 591 vl
Aicdls gy

s 18LRA] 99

ARlu 24 34y, | 30

AWs g

282 31

Page |149



OpenOffice

St et

Calc

K

gelle WAHHL §52r A8 S1H scll quid Huurd il URIHIeR GUR il 2AMdl €1 8. WRi{leRdl 519
AARIALS AvAL AL AL BiZAAL YRL GuAdL &S A3 6. WRB{leR dils dluRAlL A AU el d2ikl
USR URL §59 M1 Hetdrll €l 69, %l §52rirtl URi{leRwl HidL ARl gl i Ul Ad 23U BUR
ARIALs Aval 215U sl Sl dll 52t 511 9 A€l

890le WiAHHL $521L Guiol 54l Wi L el {12l L €9,

Manua

Cells... Ctrl++
1] Rows
1 columns 1§12 A GuR sells U
| Sheet...

Sheet From File...

Link to External Data...
13 special Character...
Formatting Mark .

[ Hyperlink
Functipn... Ctrl+F2

[ anctil:ﬁﬁ List

2. Ayl §59 [Asey Gur sells U

3. 2 wiSielL §59-t [AS [@dl viasl

[Functions| Structure Function result [

Category aBs
EM'I' = |
2 A ABS{ Number }

Function

ABS

ACCRINT Absolute value of a number.
ACCRINTM

ACOS

ACOSH
ACOT
ACOTH
ADDRESS
AMORDEGRC
AMORLINC
AND

Result |[Em520

AR formula |

AREAS e L
ASC L
AR v i

[ Array | Help | | Cancel :< Bag MNext >>

2
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c fﬂ 3 1. SHAL 6R BUR Udal §52 [RS8 olert BUWR
Q
= T = 1 o = sells s

[Function Wizard 2. GuR WISl §sort s Risdl vasdl

235 UsR-UL Wisalle SLOAHL BUL VoL % AR UWHIRHL ARIAR] S1d A Ui Udetiell sl SR 52t
ARAR GuAPML Ad § d voR ¢y ddl Rl wseile WML Ul §52ri dlke s A3 Avil
WSl 1A, §s9t dlre A3 s HieHl D Al yHwi-l ©.

Insert | °
1 Manual Break v
{ cells... Ctrl++ 1. Hhe A GuR sells U
{¥] Rows
1] columns
i 2. dMl §59 dle [Asey Gur salls U
Sheet...

i Sheet From File...

Link to External Data...

3£ special Character...
Formatting Mark v

[ | Hyperlink

ELIFICtiDFI... F2 |Financial
(| Function Lig3 £ < B IS AccrinTm

AMORDEGRC
AMORLINC
COUPDAYBS
COUPDAYS
COUPDAYSNC
COUPNCD
COUPNUM
COUPPCD [
CUMIPMT
CUMIPMT_ADD
CUMPRINC
CUMPRINC_ADD
: DB
—i DDB

| DIsc

m()

DOLLARDE

DOLLARFR

DURATION

DURATION_ADD

EFFECT_ADD

EFFECTIVE

Fv

FVSCHEDULE

INTRATE

IPMT

IANCCRINT:

Issue, First interest, Settlement. Rate, Par.
Frequency. Basis Returns the accrued intere__.
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OpenOffice

ST T

Calc

A 28l AR [@Aoueinl seals sseet dlal Wil Hadlal, ARIdLs [Aewoidl §sam-l Gudiol s2al e
sellent el drg »udal ssu- drenial "Mathematical” usi ldse s2U.

DL §52rL Guaidl 30 ARl Aldse Al AdMl ¥ Usssla MRl i

m il 20101l 531 Al ¢l ed 2iuel Gererelrl Heeel Sum §sarrl
Guatiol sl allvilel.

l-at-L A6t d-l “Functions/Function Learning Example.ods” isselle udl €. il
gellenl duel elflal 2re-i Mib Al ey s394 H3al 8. ¢d A6 Al HibHL ARALI 5L i
st e 6. Ul-oL s wselle wiaun llvil 26 6 dl HUUBL dr ARAG SJAML Hee s

2galle W 23 sl A

’ ) Applications{ ALy, Aedl3as Risey, Gur sells s2L. ussl
UEA [Aseu BUR sclls 20 2wl wiseile
@Qﬁ(& ) [Qseu GuR sells 520 diL 1 ASL 9L 3 Wssile

WM, dHRL SR 251 GUR viell ol .

¢d U] AR 5196 “Function Learning
Example.ods"vlldl

L = W L[] ed wiGuell H2 dd Gur sdlls 53
1 |English Hindi Computers | Total Percentage
2 45 67 3
3 76 56 44
4 a9 45 75
5 67 67 75
6 86 54 78
7 46 63 84
8 86 64 75
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OpenOffice

St =L

Calc

| i | Mathematical =
LC

LdInsert Function into calculation sheet
-LM

LoG

RADIANS

RAND

RANDBETWEEN

ROUND

ROUMNDDOWRM

ROUMNDUP

'SERIESSUM

SIGM

SIN

SINH

SORT

SORTPI

SUBTOTAL
SUM

=

SLUIM:

number 1, number 2, ... Returns the sum of...

¢d §salrt dle (sl 2Aun 531
di*Mathematical” Usi dldse s 21
“Sum” g5 L A R4 §5a1 oled uR
HGAYL sells s

e Ho L 1] qi o 950 91 3" Sum” §sast “H2" Aami
1 |[English Hindi Computers | Total Percentage
2 45 67 67 -sun( T GRAY 211 &L
3 76 56 44 e
4 89 45 75
| 5 67 67 75
B 86 54 78
T 46 63 84
8 86 64 75 h
(5w ][] % v o g4 SIHAL 6IRML 2Uddl 59 [ ole Gur
[ T Trunction wizara] il i sefls 5L Bl 2 wHtl-L §saq QosLd [l
1 |Engl|sn Hindi Computers  Total Percentage -
2 45 67 67 =SUM( gilglel=h) ’b{elQL
//’-—_—---:-:--\----'\-----'\--'\--~‘\\ e T T TTTTTEETEE T E T E T E RS S
S5 vpyHreHl Guliiol dsu wddl ) . S ol SRR RN N
L el i 13 Gl Ay © E : &1}3 %FL ! glﬁqm wlfwo%‘{ .a " :
! - S oiddl e sellemal ddl Hie s !
PRzl G sl R S AL gy f Rl el e WA e W
L oAl M R 6. Ll g !
ra v,

4

P ~ N .
Functions |Structure sum. . Function result [0 “ B
~ N
N 1 1
Structure Returns the gum of M| arguments. \ /
@ SUM \\ \\ |‘ [I
. So N \ /
number 1 {required)™ \\ 1 /
~ N /
Number 1, number 2, ... 3re 1%o 30 arguments whose total is tt‘? bes
calculated. AN v !
hRY !
number 1 | ﬁ;\T\I || | H
number 2 HEE
e (5 Ghvinic
number§|fx|| |||
number§|_ﬁ|| |||E!
Formula Result |0
[=sum()
[ Array Help | ! Cancel o] 4 !




N ¢ N E
Rolho. ~ Name Maths  Sclence  Englsh  Hindl Comtes T ¥q §5U [ [ alls 012"L|—| Gur sdlls

—

2 G I Y T | S i HIGAAL Gl A €2:62 Aldse s
30 2PmTanl 5 B B % M
foo ¥ = |[=sumicz:c2) N . NN 5]
| | ‘ || | ¢ d5aet QL8 [@AwsiHl AsflH o Ota-i|£| GuR
D E F G H

T Jsoece  Engen  hna Gompues o Pa | SCELS S AR 115 oleqt GuR sclls s2U. ¢d dH H2
= = 5 - 34 AGHL AAUL %1 ASL 1.

©d AMBL H2 Aqul 01 A4vaL 18 sl
914 Bl SIEIOURHL 2Au8LA =Sum(C2:62)
gullal
d H2 Aa Alldse 530 2288 2aotrul »udal sidl
e GUR sells s
uel H3:H8 Ad 2lldse 521 17 22188 2etotRMl
UAAL U2 ol GUR sells s
@Qeveflllo0, 2461 Wiselle wianme{l wau sa s
Ald 21 8 § g5 H3:H8 AaHi ool id. % il
Ol 2L SAIGLR GUR I HIUAL WOR Wdl 3
=5um(C2:62), =Sum(D2:62) A4 $43l: GlEdls
%3l

1. Base % vl 8ld 5154l ©9 o ML Ysdl
2 Power g2l tld s1acl €9 d 241581 2UML 1]
gl.d. = Power (2, 3) dl 613U VYLIA ¢ MO

i m 2L §5AUAL BUAPRL 30, 8L AlAse sl A 1L % A58 Hildl
| | i el e atitar 53 wsla glaan sl o sudiyE-e ©

i 21§52l GuAIdL 3 ALl 152 Al AQHL B 2AL581514 HURAL
m €14 dr Aol gl 530 A8l 1oL L Gl s 2AR1H2 9
1.Number: % vls 44O 5169, €14 el A€ 451

_sonT NS gld. = Sqrt (16) dl A3 el ¥ HU8l
l 2L §5rl GuadL 5304 2uRl Alese sl Aaul % wissislU Hiledl
1 il oS R $3L Aslt 9l AL gsaiedl 2uEigi-e Alssu didl Al
Product gL, = Product (3, 4) cl %Ael3d HUURA 12 1Ol
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B §52L GuAidL ST SIOURL AAL LLSSIAL 821 AvIA, 2L9] sl
W2 53 ALl WAL 591 6 ARIYH2

1. Number % 2ivai-l eatiail 24iedl sl © d 2L 3sell
2.Count 2Al €212l AL AL oL HUSEL HUHL Yl
gl.d. =Trunc(12.343, 2) dl S 2RI 9.3 1Sl

—TRUNC{

¢d gl dilbs Qowinl 3eans ssont dlal MR Hadly, dilbs @owoiAl §sa-t-il Gualdl s2aL 112
Wsallel il drg >udal §suqt dlenidl “Statistical” usk dldse .

2L 5L GuadL 530 2Bl Aldse s3eL AdAL AL UHL AR
Average N N o C o~ oa N
U] sl el ol Gsenl 2ARyHre AlssA eldl el

tld. = Average(10, 4,34,5,56) cll SAUCL3U 2AMLIA 29.¢ HALL

m VY| §590AL BGUAUPRL $3UA Aldse KRal Aauiadl Uil Hie) Aval Wikl wsl
69,211 §521rt+il 2IYHre AissA Siddl ~tell.

gl.d. = Max(10, 4,3,5,25) dl FAL3U AR Y HASL

AL §52eel Guallal 31 Aldse sl Aamiall s sedl U581 6 d ikl
AL 9,241 ssauiedl 2U1Hr2 Alss €lell e,
gld. = Count(10, 4,3,5,25) dl %AlGL3U SUURIA W HASL

l 2L 5L Guadl s34 Aldse el Aaxiall Al Al Aval ikl wslast

m €924 59l 24142 2AlssA il A2ll.

gl.d. = Max(10, 4,3,5,25) dl S MLl 3 HOWL

=PI gl ] e

I:—:r
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¢d Rl g2 [t sedls st dlal MUl Aadlgl. g2 [AeudIAL §sertrl BudldL sl e
Wsallenl wHell drg >udal §saqt dlreuial "Text" wsi Aldse 2.

l 2L 5L GUARL A5 53EL AoEHL AlssA WAL AlssA HaR WL
drll 20U Adl HER HAL WIS A 9.1 §53til ¥ HPYHA2 9
q.Text: % oeHl vaRixl olecll s34l Sl d 26 2] 219y 3.
2.Position: % %ol oled A3 5l €1 d €l 219U 520 AoEAL USdl
~REPLACE ([[28 &R 12A 4 Position, 6ilsl M1&R 212 2 Position, UM sl d-il %ouL
ol S s

3.Length:%2¢l &R oleddl 9 dil Aval

¥.new_text: oleddl {12l Adl A6t AUAL H1ER

el.d. = Replace("YALLOW", 2,1,"E") dll scoi3uU "YELLOW" A48l
Hsl

l B S5l GUAIRL AT A4l HIS Al 69,341 §59UArL
P2 AissA Sl el
Concatenate gl.d. = Concatenate("Vaibhav", " *, "Puranik") dl %CU.OtB-f{

“Vaibhav Puranik” 4214 48l

=CONCATENATE ({24

l 2L §5971xl GUAIGL 0% §6 526l ARRUAL Gnletl 8 o BLAAL HIS A 6,

L sanel s wRYH2 O
D gl.d. = Len("Vaibhav") dl FAA3L O LURLA HOIL
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$59L AR 2448 §591 [QosLsll GUAdL $41 o1z UL 531 A1 91, UL AL TdML AU S5l
ydl MR €idl %193 G.eL a3 §saneil s A2 B2l ?

§59L AR §5u Qs avR salel Dd 2L wHiel €.

Q-

AlUH % AAHL S50 HIOA 8 d AQHIC=" 219U, K.

Q-

uegl % g9l Guaiol 52l © d §5alrtrt M dull (219U 52 Vit Bl HRHR 215U
SULARHAR B 51 HU5SL, 18R, 208 AL AL A0 YLl €IS U3 8. vis wRHAe] oflw
PYA2 %L UL HI2 ;7 2aal ©)7 Rimsel Gualial A 9,

uggl )7 21y S i virer Sl goudl.

- -

| sMaoiRMl pdal Al T
! ~

t o Rrreedl ueeell wal a0l i
L (Sum) 2l asiu . !

———

ﬁﬁ\ 2=
B I

i [ ] E
Function Wizard
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pigalrn Wselle
Advanced Spreadsheet

Wiselle Wil s1M sl auid 2Rl 3eals [QRve [@sedil Guaiol 530 wslat ¢l B e, 321 3%,
i8lare S, gleer, Ant-2led v AdlSlEl i Rsedi-ll Gualiol Higl-HIZ] AreAL dHHL ERR1% L
sMUL Adl €l 9. UL [Asedinl Guaiple]l duel Bl 6itll SIHL 400 AL 14 8. AL ol % [Asedl
AHIARA 219U 53l 32idl GuR 1M 31 de MURIHL Sadl IS d ©.

II Exercise Book : 3
Page 56

A9l WML 215U s3] MR A2dll 2494l GdRdl $HML ONsAdl HIS e [QAseurdl GuadlL A €.
stle Rseurl Guaiol a1 112+l 6l 2l 9. viet Hiel 321 ale sl diel 2Aiss usrel MR-
kel ALl o1 €.

Data
Define oo

Select Range... o =
1. 82l W Gur sdlls

Sort...
Filt .

2 aul e [Asey Gur sdls s

Sort Criteria| Options |

Sort by

[Column A e | ’

(& .B,s cenc‘l ng
’_ /DEE cer\d ing

4 ]

i
- N

\
1
/

; 1
- undefined -

o b ) v 50 ol SREbL RY S d eallacl w2 i
(% St AL Gell i 21l dl i dllsaa \‘: B el Gl ot 8. . i
|G A Sl o et lldse g, | 1 Ascending - -u\:»m ::9\1’{écll sl :
s ol qaR slam Gur vel Pl [sed ! \_ Descending - il 2141 & Gexell 543 o/
L ey 530 s B il ”

oo T - | ok || cancel || Help || Reset |

SCoooooooooocooooooooooooooo2®




selle WMl 321m Al A2AL BRdl sH4L alisadl 2 oflst [seuzi 22ids 2doRAl alle <l
2 2lle Radlol Rseurdl GualioL 2y 6.

iy

|Sort Ascending

1z |

i&rt Descending

stle Rseurdl Guaidl sl arid it W selle WIAM S2als ddRIAL [sedl gl Yl wid © %+l
Guiol] 2148l 2lé @seustl Guaial ag, ARl d 530 wdlot . d ddRIAL [Asedl 2uRiA 2lé @i
21l [Aetpril Holl 209 § % {12 w1l ©.

oL sl auid Mgl
rt Crit Options ~ N A
i ~u~ﬂ\A BCD 4 ort Critera |Options. Eat sl auid Sl
\""ll"l UYL ] Case sensitive LA LS Sl {12

[ ] Range contains column labels

. N ¥ Include formats
el Sl qud
~ € ~ . ["| Enable patural sort
SIH21IA YRl AL
ast [| Copy sort results fo:
N— - undefined -

["| Custom sort order

a1 3] Aeen Sun,Mon,Tue, Wed,Thu,Fri,Sat

ofley oyt 1l
541,

Language

Default Al

Direction
(® Top to bottom (sort rows)

() Left to right (sort columns) Lo R
56 clalMl e Y 69

1. Gluz 4l 12
2. $161 &l wul
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OpenOffice

SIS T

Calc

d gl {21 GergRadl weeell 2ie Rseurdl Guaiol llvla,

51324231 SL8AR-L UL Scll 218 A& dril SHARHAIA 2AL ANHL 825 AR HRL S22 U1t U8l
sl dAdId @ad wRuddlL HIe 18"/ Sorting/ Sorting Example.ods” salle sixud] .
Susloll WeoR Aot del Al A2l 2im BoRdl s34 tlsadl © el s d AHBAUL Al U,

| 2uselle iam 93 s2ail 2d

’ ) Applicaﬁom Al wan srelsan Rsed Gur sells sl wsl
UEA [Aseu BUR sclls 2 i uggl wiseile
@QTKQ ) [Ased BuR sells S dH %1 2AsL 9L 5 Wselle

WM, dHRL SR 251 BUR viell ol .

¢d U] AR 5196 "/ Sorting/ Sorting
Example" viicl

I — 8 S ¢ AlMEH A1:C50 % il Ad WGl dlase
1 |Employee No Employee Dept Sales Target -
2 100/Sales 1000 52U
3 13 Marketing 200
4 31 Business Development 3545
5 472/Sales 566
6 42 Sales 5600
7 24 Marketing 4500
a 66 Marketing 2400
9 25 Business Development 4529
10 75 Sales 234
11 102 Sales 467
12 354 Business Development 775
13 45 Marketing 343
14 245 Business Development 200
15 34 Marketing 2300
16 3 Marketing 2500
= — — N N . A C N\ C
Data ed del Hul Ale [Asey Bur sclls 2 ale
Define Range... [@rsl U s
Sselect Range...
Sort...
Filted :
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‘Surt Criteria‘ Options

©d e @M 12 tdiedl WHIRAL e 6ux
Al [Asedl wie KU

24 Marketing

Sort by
|Employee Dept ¢ @ Ascendln-g A N N
Lo 1. Al udal "Employee Dept”siav
hen by TN . ~
e Fp— GUR Azdl sl e [@sen uaie 52U
I i " "oy
Enpiyeeto O Descending 2. ugl "Employee No"sldu GuR Aadl
Then by o sl Al [Asey uRis s
; (® Ascending N w FEN
fdes e o 3. i1 "SalesTarget"sld GUR Gardl
sl 2lle [sen wie R0
—s Lt S— ed 215 012w GUR sells S el dH A1 AL 91
S e a5z9 3 Bl sl gllfEolL [@lay [@sedl 32 Gur
55/ Business Developmen 0 o)
67 Business DeveloZmenI C‘ll,:)\l, 94'6 DLL“’ é’Ql'
‘98 Business Development 6700
245 Business Development 200
257 Business Development 4529
321 Business Development 455
345 Business Development 4500
346 Business Development 2400
354 Business Development 775
388 Business Development 2400
434 Business Development 6600
477 Business Development 4900
754 Business Development 4500
2 Marketing 5678
3 Marketing 2500
13 Marketing 200
24 Marketing 3500
4500

ed Foreed AsR{A vidl 531 3 Al udal
"Employee Dept” sl GUR Aedl 44l
allsary 2l usl "Employee No" sie™ GuR
Yadl sHHL 2 ugl %l AsU €lM dl* Sales
Target" sIdH Gl s44L dllsAdl al.

¢l &32ldl AL:C50 3% -l Aet WGl Aldse U
2 32l Wl e [sed Gur sells 530 alie
[@rsl 2lun s

vddl Al RSl i Qoo ldse s

SurCreia Opons

o Range contains colum labels
ol Include formats
| Enable patural sort

| Copy sort resuls to:

- Undefined -

¢d L oL [Asew "Range Contains column
labels" Uie S3EL ©al drl -uE S 24 2US
ol GuR sells S

Page |161




B

penOffice

Sl =l

Calc

B
25 Business Development
31 Business Development
55 Business Development
67 Business Development
98 Business Development
245 Business Development
257 Business Development
321 Business Development
345 Business Development
346 Business Development
354 Business Development
388 Business Development
434 Business Development
477 Business Development
754 Business Development

“mployee No Employee Dept

4529

3545
4500
4529
6700
200
4529
455
4500
2400
775
2400
6600
4900
4500
Sales Target

Z Wiarkenng
3 Marketing
13 Marketing
24 Marketing
24 Marketing

5b /8
2500
200
4500
3500

[QenelBol, dR %1 ASL 91 3 ¢d MLl A uRl
alle Rsey @y uidl ¢l

o

Exercise Book : 3
Page 58

Aol-2lee [Aseudl Guaidl Yourd, HildIA del-[AMPHL adall i drll ARALL, ARR12L, IR FAL 1L
RALHS Y 9. A-2led [Aseurdl Guaiol AL HI2 321 e Al ¥R i 8. uet-2led [Qseurl
Guaiel 520l L2l Jd {12 wHiel 6.

Data

Define

...

Select Range...

| Sort...
1 Filter

DataForm...

¥

| Subtotals...

] Ealid&y...

o

Page |162
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OpenOffice

R T

Calc

% U2l-51aH, A AR AAWU 5
AR 57U 1Y et A 2]
YL SAML U, 69,

- -~

s34 USR] ¢l 9 |
. ~ A 1
il ealladinl 20 8. ;

Subtotals

,______\
—_———————

-—— -

~

e e ] 1
|1=t Gru:up|lﬂnd Group 3rd Group  Options \ K
\
Group ‘n{l lll 7
: ]
EC{:Iuth 1< | N
V7
Calculate subtotals for b Use functlic;fn
[ Column H sum Y
N Count
X Average
\
: N Max
1 AN Min
A N e - - Product
ne N S S Count {numbers only)
: AW § AR SAL HIe ¥ . SstDev (Sample)
I sldHel Guadl sdl $ld ds : StDevP (Population)
N . ~ = 1 Wvar (Sample)
P UM 28] Ul SRAHL G 69, ! varP (Population)
‘o s
oK | ‘ Cancel | | Help | | Beset ‘ | Delete

d A8l AL GeigRarrdl Heedl lle [seusil Guaio ailviley,

Sulvl MR ALeotrd HURL Rl A3dL 24 BdRdl sHML USR] %1 qR HilRdl 234
AR ML £25 vl AAIRL MU 32¢ gt AN 9 d 181G © i oty Holld 21 avHl sa Seg dA
48 arl usL qiEldl B 9.

{1 Beleai 2lluial 22 sl */ Sub-Total/Subtotal Example.ods”issile-l Gylaial
3L
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OpenOffice

St =lEL

Calc

2gallz W 23 sl A

’ ) Applicaﬁons| Al wan 2relsan Rsed Gur sells s2l. wsl
‘ UEA [Aseu BUR sclls 2 i uggl wiseile
Wﬁce ) [Asey BuR sells S dH %1 2AsL 9L 5 Wselle

WM, dHRL 53R 251 GUR viell iUl .

b ettt

wd Sl A 5194 "/ Sub-
Total/Subtotal Example.ods"vlicl

Data | ¢l d21 Hul Aol-2ledt [Ased Gur sells 3
Define Range... ol-2led [Arsl 2l KU

i Select Range...

| Sort...
1 Filter v
DataForm...
Subtotals...
. - - o Subismls ¢ Aol-2leet [A=sidl "1 Group” [Aeuoi-l
1st Group| 2nd G | 3rdG | Options | . .
- (et s v yu-6i, [Aseuni "Employee Dept”sia urie
Group by <
[Employee No =3 5
- none - :
Employee No Use function
Employee Dept Sum
Sales Target % Count
[ I5ales Target Average
(- — . Max -
¢l % 3esyde Relbi "Sales Target” [iseu
1st Group| 2nd Group | 3rd Group | Options . ~
e WRig 5
Employee Dept B
Calculate subtotals for Use function
[_|Employee No sum
L Employee Dept Count
oales Target Average
Max
€ 359+ [AMPIML "Sum” [sed uRie 53 i3
1st Group| 2nd Group | 3rd Group | Options ~
e o2 sells U
Employee Dept e |
Calculate subtotals for Use function
[CIEmployee No Sum
[ Employee Dept Count
% gt Average

Max

=1 A B < —
Employee Mo Employee Dept Sales Targe
| 25 Bu nt as29

[Qenelldlol ¢d ad aselleml del-[Qeel
“Employee Dept" WHISL 44101 %1 sl L.

AN EbvENaupUNK

a

g
=27 56 Marketing 2400
28 ¥8 Marketing 5600




R e =R = Sarge— | [QenellHoll, dd %1 wsl 91 5 uselleml wot-
2 : gg 2lect [useuril Guailol s34l ugsl s Bleruivart-
§ SEincEEciiien L2280 | olR “Expansion Bar” BRI 1M 9. dHL s
= SISSUSNSISSCETIN SiSs | v Rieg 2UAd €l D Gl uR Gl slls
o EE T e RS ool S Sl daL Bl ol 2l 5t
=2 25| el B
== 2= — 28 Mainaind = Eggg d:l M u\bl:alaa [a:%cj{'ﬂ Gusil fil&\bwf@
e 1]_:r [Employee No iﬂgﬂii Ezﬁte bpme"Salesgsa;%z:_ RS "ll.(‘li.“l. qQ{l'é’rl ‘jl.la 3?%[ C‘l&j‘l Qﬂ.l.“.l.@t ¢9 Q’{“l\
s 5 e e e ilgj-wﬂ'i o el ga bea G e 2ta
:: " % r . T%g; 89 d el wsla .

Q )

Exercise Book : 3
Page 51

$8lene SI21L [seustl Guaiol 219U s3el 321 difls ulRelld < UR SRIRAL HIS 2 ©. 4L 2d
9LRLRALA, sROL AR5 edlell qHes udl wd 8. £4aa SISl [Rsey siRL SIMElL sl HIS
221 uedell QuR Rl %33 €l 8. 4lare §IEbL A3 Rl Dt {2 yHdl 9.

Formmat Data wWindow

Defa atting Ctri—+mM

Cells. .. Ciri+1
Roww

Colummn

Sheeat

Mearge Cells

LA B 2 J

Page...
Print Ranges »

Change Case
1 sStyles and Forrmatting

Conditional Formatting...

1. 82 vt GuR sdlls 5.

2. aul $dere 93211 [Rsey Gur sells s

3. 2 wHigiL Sene gL [@-dL viesl
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-

v 5Slerte DL Al Sdlartl BuER
Doaul 525 U3 6. dul UUSL duiMdl
1
\

58lemd 2L S Gur
AL 529 © d galladl “I2
arll GuioL X €9,

589 2L $8lew

£alladl 12 d-l Gudiol A N N
Hiertl AvalL 219U 5304 91,

_——————
_———————
———————
———————/
P —

\ S e ST — .
@\C?Sndltlon 3 f,' e /:,’ OK
|cellvalueis |3 | [equalto ~ 5] | 4 | T
Cell Style |Default 2] —_—
Help |
[ Condition 2
ié-el-l.vé'l"ue-i-s __. !equa[Eo | |
Cell Style E_-DefauH: foll °
| Condition 3 h
|cell valueis | | |equalto | =
Cell Style |Default

d gl Gelereidl Heeell 5aret sIRZLAL GulaloL ailvilay.

Suslsl WeoR Aot Hildln 12 el 2RURIA A1 69 Bl s HeARR ALEH dHeL Aldoin Bsuzl
2 Adeidell Anmidl wsdl. d We duel Yl /Conditional Formatting/Conditional
Formatting Example.ods"2iselle 1l © 247 {124 ea0dd §Sartil dun 5ame iAol 529 9.

1. % AR Rl dgd Yoo ¥l 1000 il 42l Gid dHA GLsAIBRS SR dle 5l A §lvedl
AP 20 7L A LR 2UAL 1AL

2. % shRlAL QAL dgd 1000 &) 3000 | 42l Gl duA GsALBS saR Yloll sl vt
sleedl A0 U A, 2BRIAL $6R Al s2ql.

3. % sPARIAL dAL8L 48y 3000 &l Y000 | 422l id dMA G5B saR dlal Al i
sleerdl A0 AU A AHRAAL $6R AE 5L 2 2ERL L2l KAl

i Gelsai 2llvial *ue sl “Conditional Formatting Example.ods"2issellexil Guldiol s31gL.
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Al wam reflsaqt [@sed Gur sells sl usl
U3 [Aseu Gur sells 52U 24 gl 2salle
[Qseu Bur seils L dH 1 sl 9L 5 Wsaile
WM, dHRL 53R 251 GUR viell ol .

Fgrmat|
Default Formatting Ctri+M
Cells... Ctri+1
Row 3
Column ¥
Sheet ¥
Merge Cells r
Page...
Print Ranges v
Change Case ¥
| Styles gnd Formatting F11 |

il 2218¢ sirticiasl A

¢d U] A 5156 "/ Conditional
Formatting/Conditional Formatting
Example.ods"vlleil

AL UM $102 2UORHL ¥O 210U S
Sl s wie 52

21241
$sl-oll$ uRell F11 £l 21v 30
24241

S92 2aolRML 2ddl 2219d s AZL olen
B sdlls sU

L]
e

[ ) ey

_ E ¢l 2RI %15 221e. oiriadl HI2

& Styles and Formatting [x] N ~ < ~ .

<ile o 2219d 2ixs SIHERL [l Y 2219e tled BuR
E ﬂ - sells 530, Fell s Slole ea Brdl vad
o [Fiew Sty Trom Saleciion)

Style name - |

|LEES Sales |

| Cancel |

¢d 2219d AH [AseuHil"Less Sales” 2oy sl
{15 ole GUR sells s dH A1 ASL 9L S
“Less Sales" Ml 2219 dMRL 2210 s
SMElL @M oL o 82l
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¢l drll Gur WGl e sells 531 "Modify”

BT & 1= [B Ruseu waie 531, el Aet 2219 §12hL @)
Default b\gC‘lQ\L
Heading

drl 613w [QetoHl MGl sdls 530 seR

: Nl | :
B EEE =EEm
Light red
(ot |woancely |l Helpin )\ Rosetial | Storsit

drll gire [AURIHL %6 AP R0 3L, §lve

. | Organizer  Numbers Funt. Font Effects | Alignment Borders | Background  Cell Protection |

- Y Y . " N\ N\ R

Eont | Dypetace size 21y Hedls "Regular Ttalics” s2U v ils
|Mimbus Sans L [Regular italic | [20 N
Mimbus Sans L ~|  Reqular 14 =]
BT - i o2t sells s
OpenSymbol Bold 16 J
orilUni | Bold Italic 18
Oistorah = 20
o 2 8

Language

[% english sy 13 |

The same font will be used on both your printer and your screen.

R i ~ ~
[c1:cs0 [~] feo = = [5600 AU ¢1:c50 Ad HBuL Adldse s
[ A [ B c B
10 31 Business Development 3545
11 32 Sales 234
12 34 Marketing 2300
13 37 Marketing 5600
14 38 Sales 6700
15 42 Sales 5600
16 45 Marketing 343
17 55 Business Development 4500
18 56 Marketing 4500
- Fondl ol W, PSSP JRUPSNS SN LW sV
Forrraaic T ools D=t RTLT AN e e R PR TA Y Y . . ~\ €
SESEERE| Tools Dove oo 8d e HAHl 29 sSlere sl [Asey a3
i Cells. o o . 3'1
R oooww -
el varry m -
Sheaeio -
rMerge Celils -
Paaage_ _ - 7
Print Ranges -
;han_ge Case -
1 Stwles anmnd Formattimg FI13
ancﬁtionz;l Forrmyattinmog. .. |
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Conditional Formatting
4 Conditon X
(cellvlueis ;| equalto 0 H| ‘ Cancel
s fo
_greater than ‘ s

{1 Condition? Jess than or equal to
greater than or equal to
Cellvaluels |* | ot equalto

]| ¢a $lena SiloL »uer [scumi“between”

Yie 52U

between k
[/l not betwee
Condtional Formatting
¥ Condition 1 ‘ o ‘
Celvluels o jbeween 0/ ‘ ad 1 | ‘ o ‘
L] oy
Golste Deak

CanditionalFarmatting

2 1AL dey [Aseudi yoo &l 1000 2y
52U

i A 22148 [AseuHi”Less Sales” Uie 2

¥ Condition 1
‘Cell value is C\ ‘between C‘ ‘500 H and |1000 Hﬁ‘ Cancel
Defaylt ‘Llp
{1 Conditon? ﬂ::j::gl
Cellvalue s |/ Less Sales \ |
: Result
Cell Sryle Result?
+® [ 1 st!"I : : [ — S ELA Sl-6018 el F11 1 21y L. «dl 2481
es and Formatting ~ 3 3 A
|@| = B AScll 22194 oiriadlL HI2 22194 2irs §IHL
= 4‘:‘:\ = I [Aesinl =y 22196 ol GuR sells s2L. el is
-H eading i.New Style from Selection| Slie e [l "QlC'lQ\l

Style name | oK
|A\.rg Sales| | —
Less Sales | Cancel

¢d 2210a 4 [Aseui® Avg Sales” 21y 531
215 ol GUR sells 52U dd A1 5L 9l S
"Avg Sales” Ml 221HA dHRL 22UOA Hirs
2L @Ml oiel 218 €l

Default
Heading
Headin gl

New...
Modi
Delet

¢l drll Gur WGl e sells 531 "Modify”
[Aseq wale 21 %ell A4 221d bl @t
vl

Cell Style: Avg Sales

No Fill

CLTTT T B

o EE_] EE . _
| T

mEmEE =N
[ T 1T T T .

drl GlUBws [QetMl MGl sdls s30 sar
Ylonl wRie s
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Cﬁs_i:yle: Avg 5al

|ani1er| Numbers | Fﬂntl Font Effects |A|igl'll'l'lﬂl'lt |E

axt alignment
Horizontal Indent

ECenter N | lopt | |
Default -
ILeft . |
Center [ Vertic
Right
Justified
Filled

A [ARLPIML %9 A2 A [Asey yie
52

Aluad, ¢1:c50 A4 HGU] HlAse s 24
e Aml o6 §4lavet sRElL @sey 93 3

¢d dul ofley $Slan "Condition2"” [Aseu Gu
WG] sells 31 A3 U

¢d $leAd SISl iU [Aseumibetween”
Uig st il dey [Aseumi 2000 &l
3000 2194, s

| & condition1

|cell valueis 12 | [between

1§ conditien 2

| eetvaiueis (3| [betwesn

Avg Sales b
e Dueliault
] Condition 3 P

2, Ad 2210 [Aseumit Avg Sales” URie 52U
2 215 ol GuR sells 52U

L=

[=ygele]

¢d aselleml ey s3dl 321 AsaR AsRIL dl.
YOO ¥l 1000 42Ul Vs Al Vi 1000 &l
3000 YRl U5SL YLOUL GG A8 1ML
@l

Rasot, Renelvin Gergami 2l »{lo 221da opriicl A §leria AL Al Guadiol 531 eildl.
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Exercise Book : 3
Page 71,75,78

selle wiouHl viot w100l HIRL tR1adl aballemi e Guaioll WilRd] it d-l ur s a1 12
selle Wil Sleer [Aseurtl Guaiol A 9. 2ol fleer ied aund v Wselle Wil AesH
abeflenl 32zl 2Rt A5l WRdlA dunal M-l [@sey vied Sleer. B4 el wislla auelld
Ml 5220 g2 st 9l A o uselle Wil gleer [Aseustl Guaipl 52 sl A Bl HudlA €2
s3lt 9l s9lle WML Sleer [Asen a3 sralxl Fd 2L wHiel 9.

Select Range...

Sort...
Filter ° + || AutoFilter
DataForm... = Standard Filter...

Subtotals... <& Advanced Filter...
Validity...

2. Ayl §ler [Asey GuR sdls s

Data No A N
S | 1. 32l ¥ Gur sclls L
Define Range...

A80le WML §leer sral HieAL ~1RL [Qseul Holl 2414, 6 % <12 Y=Ll 9.

¥. lA-4lear 2 [Aseudl Guaiol saell el WM % A Aqldse ¢ d-dl uddl dldlHi
§lear sal ML [@seul L.

iy B =
1 Employee N[s+]JEmployee Dept [=]Sales Tards
2 2 all 5678
3 3 Top 10 . 2500
= _Stean:clii;d_ Filter... 3500
5 13 - hot empty - 200
() 13 Business Dewvelopment 4529
7 24 Marketing 4\;” 3500
) 24 S3l=S 4500
=] 25 4529
10 31 3545

Y, w8 Sleer: 21 [Rscusil Gudiol s2aiell 2selle WM AL, s 22184 §lear Bwsl 21 ©
FHL DUURL 2181 5819 Al 321 §leer s3] wSll Sl 2 dMl BLs §81e A ol §4)e wE

L5l M2 wixs (And)Adl U2 (Or)iuerstl GuaioL 21y €.

Standard Filter

Filter criteria i — | i |
Operator Field name Condition Value

fcolumn E 1z | |Equals el | [ =] |W|

| Qj| |- none - Equals i | Help |

- none - Equals | More T |

Page |171



OpenOffice

Sl =L

Calc

g, WA §le2r: LAl SlearHl Guapl s3A 2R ¢ 583 2l 321 §leer 31 Al 9,
24 [Aseurl SIUEL DM 9 3 il M2 B0l $8l2 A 248l 2Aet0L aselleHl 2194 3 dxdl
GuioL 3L sl 1,

Advanced Filter

Read filter criteria from
|— undefined - | | || ]

©d M8 GelgRarl Heedll gleer [Aseurdl Guridl sl allvilgl,

l-oil Aot o181 © 5 RAMIT T SuledireHi set S2al disl s 52 9 241 dell "Software
Developer”dils siH sl sHARIIAL 56 WIR 32l 8.

i BeleaiA 2llvicl 2ue »uusl */Filter/Filter Example.ods”isalle-l Gylaiol s<lgL.

| selle Wi 43 sl 3d

’ ) Apﬂiﬁﬁﬂﬁ’ ALy, Aedl3an Risey Gur sells s2L. ussl
UEA [Asey BUR sclls 2 i usgl wiseile
@Gﬁce ) [QAsey B sells s d¥ %1 2AsL 9L 5 Wselle

WM, dHRL SR 251 GUR vell o1l 69,

gd 2Nl AR, 194 “/Filter/Filter
Example.ods"vildl

| & et L0 [ E Toimeam Al 3 Gur Gl sdls s
1 Name Title Department Salary

2 100 Rajesh Shah Manager T 50000

3 200 Mayur Femandes  DBA DB Maintaiance 20000

4 300Kiran Kanvariva  Accountant Accounts 15000
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| Data | Window Help wd el glee [Aseur viiel-gleer [Aseud

Define Range... :T A Gl Aldse KL
| Select Range... [
| sort... == E =
| Eilter = ] | AutoFilter |
| DataForm... 7 Standard Fleger...

Subtotals... &3 Advanced Filter...

Validity...

| : C : E S d¥n sele wianHHl uedl ML AlasuH
SO BUAEL TULLL

L s

—
—
%—::__
T——
—
=
==
L =]
=
T—
e
=
==
—
| ==

D Quidire slamul 2094l AlAse spolia
[Department + WGl sells 53] Amiel “TT" duiedive Aldse
2l 5
Top 10
Standard Filter...
- empty -

- not empty -
Accounts
DB Maintaiance

IT[}

e W T aw e By T gd dH %10 ASL 9L & Wseleml §5d "I T
3 400 Tanmay Tansdan DBA m 20000 c -~ N N N ~ N A
3 oo " soono Slulesresdl % 2l el dHIA slaurlL ol et
E i S 1ot dlase KU
\0 H Tear Leader r 12000
Average | R2UCURML 2utldL “Sum” el GUR HIGel
CountA | U2 sells 53 dHeEll "Countaoe wR sells SU.
| Coynt |
| Maximum | d d¥A Count = 8 6ld14dl. dsil 21 2 A, §
M- i [ . “ " N H N
s it AR2UAL "TT" Slulei-edil s14 52l SR
& Sum . N
AvYL ¢ 9
Mone

S brrr—rro-r

CDUT.:},:B
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C 2152 SIAMML Ul AlAsAuA sPoiH 1Bl

i * N\ w "
E:ile = sefls 531 dnel “Software Developer
Top 10 a1ed dlase s
Standard Filter...

- empty -
- not empty -
DBA
Manager
software Develoger
Team Leader
E ¢d AAR] slam A Hldse A i W SAGRML
]5'5"5?“'2[}[}%[ Lulldl “Count” woe-l Gux WGl de sdlls
3 il "Sum"ee W2 sells s3U.
45000
Average
Counta
[« Count
Maximum
Minimum
L Ssum [y |
None

d A4 Sum = 57000 6ldisgl. Al 8 24
iy, 3 el "TT" luled-eui"Software
Developer” a3 s sdl sHARAIAL $¢
WIR 49000 34l 8.

S) )

Exercise Book : 3
Page 87

[@eniefla{lotl, 24 0L 18l 91 3 W salle WAMHL 321 210U 539 S 1ot % S2L0U%s 2l H25e 51 9,
adl ulRelldlmi uselle WAHHL 215U 5l drid Gl 2aiel asudiil abil o 9. M, 210U sl auid
] eietinl 2estadl Hie Wsaile Wil Al [seuddl Guaiol A 9.defl12] [@seustt Guaial sal

el Ad 2L yHieL 9.
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Data

e@e...

Calc
1. 321 9 BwR sdls s,

Defin

Select Range...

Sort... 2. dul aclldlel [sed Gur sells 52U
Filter v

DataForm...

3. +fl2 wHlel defldlel [l vaal

Subtotals...

E—Q

Validity

|criteria | Input Help | Error Alert |
Adloww ||AII wvalues |;C |
Data j_eg_ual =
value |
3
oK | | Ccancel | | Help | | Reset
Qeld12] [l Yo 2121 Aot aguddl €ld 6. % <l wHisL ©
1. 51933 (Criteria) : U Rewstdl Guldiol ddliaxt dla-l |5Tﬁxt 'Iﬂngth N i
N N ~ A ~ All values

Hiledl Yl wisal Hienl [Aseul gid 69, 2L Aottt GuakiEl  whole Numbers

Al usiRel delliart 2 3 Aant viiell sl vesiadl, Aami Do

235 AL55A USR] Aval o Aol Rl suudl, s Time

- . NN N Cell range
L55 Aol MR 219U sl udlR(l gl 9dIR. List
Text length

2. orye eey(Input Help) @ 2t [Aewoidl Guaiol 219U sl (crieria mput Help Eror Alert

quid 5dl USRI $2L AdHL 219U 24 s 9 d-l Hee aL W2 . e —

("\l"i.\l (3"-{34‘,\[3[ 1N @ Contents

Title

3. 22 2ee(Error Alter) : 21 [@ewoirl Guaiol 2184 sl Input help

quid adl ¢l galladl W2 U 9,
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OpenOffice

Sl =L

Calc

A 28l Adld12] [seudl Guaial il Gelgeuell allvilsy,

-~

Yl-oitl AL det s aballe dUR sald s A0 9 FHL Al det dell3ar ysal R wdl 8. d
Qellairt {12 wael 6.

AMHAOL SIEHHL AOR 210U L &l %iHBL
[QRY QAL HIS SIaHHl 100 4l BUR 219U < 24l A 1S,
A% [CuaivL 115 SlaHHL el 192l 1 %1t

. Renell Am dlzexil ldse sa 9.

1L GeleaiA oflual 3ue el */Validity/Validity Example.ods”isellestl Guaiol s3lgL.

2galle W 23 sl A

’ ) Applicaﬁms\ Al waM reflsa [@sey Gur sells s, wsl UG [sey
BuR sclls s 24wl salle [Aseu Gur sefls A, dx
@Q‘ﬁ(& ) 1) AsL 9L 5 Wselle WA dHRL SR 14 GUR
el o1l €.

¢l 2Nl AR 5194 "/ Validity/Validity
Example.ods” vildl

A $a AMAH 1G] "sheet2"sclls 2 2 AMlL 215U

Ravi Patel B o N ) .
Pinakin Tamboli 3l 32l 22088 2eotRML 2dall 52 TP oo 2 s2 KR

Kalpesh Patel

Pal Patel

Sujay Shah

Sarthak Shirke

aidehi Vajeriya
A B B "sheet1”scls S 24 dHL 2Uddl "Name" slaH,

Roll No. Name P wiB2:B8" 3o 2fldise 53l

[ - R R TR - ‘hlﬂ'IU'I-hl-llNI"L

N o s N =
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| Data |

Define Range...
Select Range...

Sort...

Eilter v
DataForm...
Subtotals...

| Validity...
W

gd $2L HrHl uddl qdldl2] [@seud a3 s

|Criteria| Input Help Error Alert

wd vdal Adl$1El [Axsii 5192041 (Criteria) (et

Vaidehi Vvajeriya

o . — ’ 219¢ [Cseunl 13 oidicdl wiidi-lL [Qsedl A2 s
e e - “Allow" Rseudi dlze(List) lése 52U
Finakin Tambol - “Allow blank cells" [Aseu 2101 Els 515l
Smm. : Al
- “Show Selection List" [Aseu a1 2ls s
- “Sort entries ascending"” [Aseu 2010 Els
52
gl [Aseurdl uH ude oliaHl HGu 202 sells
aliese Hrg vildl i dui'Paste” [Rsen GuR sdlls 2.
AL
FIOAL [@AsEdl 2UULL 2199, UL 531 A1 9l
8d 215 ol B sels s
| B ¢4 "Name" siaqalol "B2" Ad Gu Bl sdls s
Name Me ~ N\ NN NN
I 5L il 48 Alasur sBoll gulel %+l GUR WGl seils
Kalpesh Patel 521zl Qeefladinl e ek Boudl el i -
Pinakin Tamboli 3 3
Ravi Patel e 52U
Sarthak shirke
Sujay shah

i [4 D E F G H
Maths Science  English Hindi

Computers Total F

gd “C2:H9"3% ldse U
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EE R | ¢q wal A1) Bl 5923041 (Criteria)Roto

icril:eria_| Input Help | Error Alert ~ . N N N A ~
AL [Aseuml 1A oldieql WHIRLHL [Cseul A2 U

Allow |Whole Numbers 3 - “AHOW" [C\{SC*‘{HL é.\l.c‘t "'|.("l.235 (WhOle
(] Allow blank cells Numbers) Hldse s
- “Allow blank cells" [Aseu 2101 Els 515l
Data |less than or equal & N >
L
Maximum [100]

- “Data" [AseuMl @ - 2R 9594 (Less than
or equal) dldse 52U
“Maximum" [scumi 200 2194 53U
R AR | ed $etye eeu(Input Help) Rewoii #Guel sells 31
e 2 wsl [sed Ae 53
Contents - "Show input help when cell is selected”
Tite [Marks [Asen 1 2ls 20
Input help Marks should be numbers..] B al.‘é Pl [‘aL% C"‘P‘l..l“ Marks" 8[?31{ 3.\)1
- §ye dey [Aseui®Marks should be
numbers...." 2194 521

& Show input help when cell is selected

TIITIITIEEE  qa v 9de(Error Alert) Rt Gl sells 530
¥ show error message when invalid values are entered v-ﬂ?j[ u‘-l‘llé\l [aLge’Lﬁ @la 32\[
C;mn leie e | - "Show error message when invalid values
itle [Eror... are entered” [Aseu 10 2ls S
Efror message Marks should be within 0 to 100 _ 2;1,32[“[ [ELSCT"-{Hl, 2 él”, “ S'rop " [q ey T{Q{E, P Q:\[,

- eded [AseuMi"Error..." 215U 2
- 3R A% [Aseumi*Marks should be within
0 to 100.." 2154 5L

$d 215 ol G sels s

~ Maths Science  English ¢l "C2:H9" 3ol Bl SiouRL Ad B sells s
212d Wgalle WM R Sy Sed WAy tldlsal
Marks ogeltel HUURLA voR Ul 2% 3 i AdHL UL UsRAL 32

Marks should be numbers... 215u 28 s 9.

e sl "C2"AdMl MGl sefls 5319 A ULl dHi 180
15t 21U, 31, vive-5] eloflyl ied R ide HAY ol

Marks ~ ~ N A ~ . N A
Marks should be numbers... gell2ll UL Ho1R Ul 2S5 AL AGHL $UL USIRAL $2L

219U 4 A5 9.

Marks should be within O toc 100

5 ok |
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OpenOfice
Calc
o )
Exercise Book : 3
Page 94

Aselle WML eRloML Aldse seetl vis AL Vsl AUR Ad-L g 3% 58 9. Bsalle UAHHL
AL 241 3oL A28 A, ] AL 91 AM 39 2AUALAL HoUT, 6L S1UEL D),

1 20y A 3 AUl d U8 ANAMHL 2i AVRAML ASAL U3 9,

2. ARl % A AdbleR gRL UL Akl Wl el

3. 2 28 AR Sl SREL M Gurall % 21y el MR dlai-tl vad vud) 93 9.

82012 WML "M 3% apall Fd & wHwL €9,

Insert Q 1. §12 A GUR sells 5.
Manua ,

Cells... Ctrl++ 2. Ayl A [Asey Gur sdls s
Rows
7| columns - 3
L 3. dxl s [Asey Gur sdls s

Sheet From File...

Link to External Data... D E
¥ Special Character...
Formatting Mark '

¥ <2 wHRll Qe A1 Bl vl

[ Hyperlink

Function... Ctri+F2
[] Function List i [

Names » ] Define... Ctri{F3 a
[T Note Insert...

Define Names

Qog Assignad tc

/‘P}sheetl_smﬁ | More¥
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BT T

Calc

©d MR GelgRadl Heeall st A [Aseury Gualial ellvilgy,

lopil 21860 A 21s adalle duR Al S 2 8 FUL dHRL A st M [Rseudl Guaol s dul
RAML 51 Sl AARISR AN -2092 Hi 53¢ g ARl HelHL €lg lal Hidl 9. dl ¢d 2l Yl d
oplgdMl Hee st

1L GeleraiA oflual 3ue 28l */Range Name/Data Range Example.ods"siselledl Guaial 531,

| 2uselle i 93 sl 2d

’ ) Apﬂiﬁﬁm Al waM reflsar [@sey Gur sells s2U. wsl UG [sey
Bur sclls s20 24wl saile [Aseu Gur sefls A, dx
@me ) 1) sL 9L 5 el WA dMRL SR Sl GUR
el ol .

¢d ] A 5194 “/Range Name/Data Range
Example.ods"vlldl

¢d A4 "C4" GuR sells 52U 2 HIBUL "C4:C9" 3%
lése s

o 6 Slstdrt i Risen S-e el U3 U
EJ g::i“ Ctri++ Q,{alql-
i $l-o01$ uRell Ctrl+F3 Sl eotidl

Sheet From File...

Link to Extemal Data... g E

¥ special Character...
Fermatting Mark
_| Hyperlink

wd vddl Slside A oflatl 4 [Aseuni"Tanuary”

"““”‘“ | o || e SR i A8 (Add) cedt GuR sells 3L
anuary —
| Cancel |
Help |
[
Assigned to
SSheet] SCs4:5C53 @] [ o
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s Al | e sl st A ollaietl A [@Aseumi'February”
S o [ 210U SR A RS- [Aseuril &ls (Shrink) tle-
b Gur sels s
Assigned to
[ | gohink]  more ¥

g A4 "D4" BUR sells S i MG "D4A:D9I" 3%

Salo Fofuotsts | 2ldse 52 2An 21 alls (Shrink) et GuR sells 3L,
Sales Target In Quartiy
snaiani January Pebruary March April = May  June
Ravindra Jadeja o w0 om0 e m .
Vishwas Billami. @ we @ s 8d 2112 Yerlazll ouslAl HElAIBL HieAl UM
Pramod Patel I ) "March" = "E4" BuR sdls 3-\’1 Q"l.‘-'\l HIGul “E4:E9"
Vijay Vasava W W W W "April” = "F4" G sclls s21 24 WGl "F4:F9"
Koo Ao Mm@ W w "May” = "G4" GuR sclls s i WG “64:69"
B b [ o w m ow “June" = "H4" Gur scls s 2t WGl "H4:H9"
SH3L: otrldl i Ul 2415 o2t GuR sells KU
R, 21l Renelizil widal] A ollenasicl sl dun
YU WA
[ [Mimbus sans L <) 20| -] | @eugHlol, 2481 oielidell 39 M 8L AM ollaHl A1
[ ol o = = [=somg| Y5l ¢l
:t}ggriuary B
o Sale
March
_May Sales Executive
4 | l1Ravindra Jadelja

¢d Ad "C17" GuR sclls 5 2 {12 wHISL ARALL WIS
§53l7 2194 521

=Sum(J

] 2441 24902 WA Hes AU 2UUSL oilde M
AU YA 9. %L A AL GUlAdL S 1A L
Sl-6018 wRYl virer-5l eloll

Janui)anuary:bruary March
1 Total Sales Each Monthwize =SUM(J %

ddl % 2 eUSlAL HElAL HIS YL AU SR
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Working with Charts

v

Bevellafloll, 91 dd sl L Guadiol 11 691 ? AL sl ISl ALe 5 ©. dH 1l 91 ?
dl ¢d 20l ALe dlal gl MRl Aadli.

12 24 Algetl Gualial MR Adedell e susll AMoIadL W2 A 9,202 A ALs WA
uiLsalel viows Aol 24 28R ML S, Wselle Wik 2AmR1A QRN %3041 Hesoi-L 12
el 215U s3ell MRl M2 YL ud 8. Wselle WA ULl ALeHL FR5R 52l Wil vl [Asedl
LU 9. d Qsediql Gualat s34 >uusl 1Sl A ay e d 2% 530 wslt ¢l ¢a sl wselle
WAL A2 A3 54l et W9, 20selle woumHL 212 6 Ad 23 2 as 9.

Insert

Manual Break !
Cells... Ctri++

¥ Rows
£

Columns

sheet... 1. §12 A GuR sells s,

Sheet From File...

: N C ¢ ¢ 3
e 2. dHL Al [Asen Gur sdls s

3 special Character...

Formatting Mark .
[ Hyperlink
- Picture ,-
4§ Movie and Sound

Object "
@ Chartp, |

] FIDati#g Frame

22184 2aotRMl Hddl 212 otext GUR sells 53R Rl ALe oiridl AsA S,

@ Y- I el Bt < = .
G U & | W=l b=l | B - BF] - S - 2
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OpenOffice

RIS

Calc

Wiselle Wil QRN UsReAL 218 2UAAL © %l Gualidl %3312 wHSL $31 Al 9. Wselle Wiaumul
AL SR WRLE 534L 21 et % 21rasil Al 9. %L AleHl USR V2L WRiE A dl M4 HURAL vt
iIE] % AHA L. €A HMEL AL USRL AHDY,

l m 4L AL GUARL SIOURL HURAIHL UM %l Sl §25 UdL 9 A AL HIS

A 9. il ALl GUARL AR HURAL 24| S1d AR 1Y, 9. 1L

Jsice(Defualt) 212 9. viL 2012 Al viol % AL 9.

adl] (st} 5

l WSl vl sl 1L Al HALEL 4 SId dl il AL Gull

D A D.8Ldi- 58 AR HIBeHL 32¢ll wedld © aal 56 Sudl-l Hiousda

Al gt GuioL 1y, 9, adl wall HIlRdl WS

=i
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m Wi ALl Guaidl 516 is MR sl vl ol Rl dul dea
250 GUOL Gl 9 A A1AY S AR VL ALl GuAioL U 6. Blcli-HIRel-
y-g-941 seal [Qauel>ll Aur ax sedl st Qenellall AL €07 2l § wiR

3|2 3

SO AlssA HUSAML AU L Sedl RaR #Al . d Al He UHL 9.u8L
WLl R5R Huucd ozl wdl S AR, eld. ad qcee ol 2043
AL sl 2L GUURL SR clsivl Avami uidl 5.

a| |

i AL AL AHY Bl FR5R 2L S d eAladl HI2 A B, 2L 212 vl HRL iy

m Al GuaRMl 2UA .MU AMY %dl APl 3dl 581 2udl 28l 9. d

gallacl {2 A 9. el 4 2000 ¥l 2092 A AL 2t Sl SldHl

Ul SRR,
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i A5 HURAAL AU %l R AL HIZ 33E$ AleHAl GUUPL AL 9.2
A2 ot HRAL S il Guaiotil 0d 8. AL A2l Guaidl UL e« A2
m Al % €14 B 2 Al AUR AL ALE AL GUARIML AL 204 9.

328 A2 A Al AR A ARvidl % drd+ Al wv udlaum ealad) S

a1 ulRuM, dRiML Ud €.

i A2 AE ML WR AAAL WAR AL FAL %S4 9. Al Guaiol HilRcdl 1y

D YHIRL Al YRl 24a01-441 YRR uu1MRll SaL HiS Ay 6.

| k] [

2L AL &5 AR HIE2HL % GUUPLIHL Al 2Ud 9. d 5d AR Hibed e
Hi (A erigd ] 2UAAl O, L AL WIS Alssd UsRl HRdlH %32 W
69, %3 Al ay A+l Sl Elaxt YRl Al A=+ Bua.,

PH

[
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d Sl A2 v A Aley Bael 9. el Gudiol 6 %8

Wl uaL 25 oflopiril i34 MRl il IS A 9. ld
m AU S2¢t AR %Y i del AP A5l sedl 24l d Fldl
CIERIORIS

N —

Exercise Book : 3 |
Page 30, 31,99

¢4 1udl Gelereidl weeell 2Uselle WiAHML 2012 otstiadl sl

lopeil 01860 A 215 adalle dUR Al s 240 © B4l Al det Slsid et A [@seurtt Gudiol s dusl
AWML 51 Sl AAIRISR ¥ AN-209R Hi 3¢ 56 AR HlAL €le %lal HidL 8. dl ¢d 2udl Y-l d
oplgdlMl Hee st

1L GelgraA ofludl 1ie el “Charts/Data Range Example.ods"isllexil Gylaiol s3lsL.

| selle i 93 sl dd

’ ) Applicaﬁom] AL v A 3ar [Qsey BuR sells 2. usl 25 [Qsey
GUR sells s 24 udl salle [@Ased Gur sells U dx
@Gﬁ(& ) 15 AsL 91 5 Asele WAM dMRL 51242 1A BUR

el oL 9.

8d 2Nl A, $19¢ “Charts/Chart
Example.ods"vildl
$d AMAH "Sheet2" WGl sells U
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OpenOffice
Calc
- . 2 ¢d Hvte el pudal Ale [Aseunt qiGell sdlls U
. Ei:.:,ss_“ ol
st

Sheet From File___

Link to External Data...
Sspecial Character...
Formatting Mark -
Hy periink

Picture o
Mowie and Sound

D bhject -
Y Chark |
Floating Frame

k& - %

g4 vidal A2 Qs @esiml Auem S P06 A4
oIl d uHISL @AY A2 21y sidial ©.

——— -

c

L2 oprqal 112 GUlURML
:\ ddl usdl ¥ 23U

- —— e = =

,____
av
X
%
£
£
o2

steps' [/ Choose a chart type : e
et @b Column ’
1. Chart Tyf
= =] =
2.Data Range & pie -
) & Area
3.Data Series =77 % Line S
4.Chart Elements _ -~ “ 7| [ XY (Scatter) =
[ .- L2 [E Net & 3D Look |Simple &
voe” . Ny i Stock Shape X
L1 (AR wsiReL Aley ke ! il Column and Line 2P N2s
: 1 ox AN
1wl Rl YHISL A48 ! Pl
: C . 1 one . N ~
LAl we sl aus Jn Pyramid U 3
\ B N ~
1 N S
i Help i } | Next >> i Ei\niE{h \~:Ll Cancel |
_— N
PEs > = - ~q

' ledl geld, 3DoAAl M2
<l [sed it dtl 2SR
Lodlre

-

_———————

dl GuR o3l A1z @Al ResiHiuuel R 212
[Qseu e AL 9. dul 3D Look [Asey GuR
WGl sclls $2U 27 Shape [sed Cylinder
[Qseu Buz B sclls 520 24 g2 o2 BuR
sells 52 212d 18 Adl [l vadl B ML ALR
olrlal Hies ofle 22U sélaL
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OpenOffice

BT T

Calc

P et

f 2l oildl HIE F0dl 32l
3o il A2 2 12 |
~
Steps >« _ \ Choose a data range
5 o S Rata range -
P i ~ S —— m— 1Y
i— el oMol ot A a1 (selectdar

4. Chart Elements

Help =< Back | Next == || Finish | ] Cancel
Chosse 2 fom e dl GuR etidal 212 [ [Ansil 2uudl 3au
| T | il wie s2an 2 ldse et 3o Aseun |
e el Ridse 121 39 oten Gur HiGual sels U
@ Dt seres n goimbs 2w "Sheet1" ML %0 321 3% "B2:H8" lase
@ Eistrow as abel sclls S wid g2 oled GUR sclls s vied s
U e N “Adl [Awl 1adl Bl 8L Ale otrtiqdl Hiee >{l%g
22U 58l
{ aflz sietaql H13 Al 321 E
E ‘%‘-rll\%ﬂ 2UAEL § ArL UM i
1ooedld ¢9 J

Steps \\\ kustomi:e data ranges for individual data series
\\ D‘Bta series Data ranges
1.Chart Type Ny
\aRuary Name $Sheetl.5CS$2
2.Data Range FéRruary Y-Values $Sheetl.5C53:3C%8
March
3.Data Series April
May
4. Chart Elements June
Range for Name
[ssheet1.sCS2 || & |
| Add | /. | Categories
L | 2 [Ssheet1.5BS3:5BS8/ || & |
’ 1
v s
,/..-.,l 7’ 1
Help A | << Back || ﬂe’xt':»:- ,’ | | Finish | | Cancel |
4 ’
R ,l _,’/ ,
/, 7 yoT T TTTEE =~ N
T ——— 4 -=a 1 C . '\‘(3 AN ~ 3 |
o S i e boieHl ddl dell AL !
Yle ("l."“,q.q.l, Hle Flodl $el I ~ N NN N |
: 1 205l (1 ! gL AUER Gl 9 A
1wl AR BHRAL 7YYL 1 ! N A !
| | 1A gald ¢ K
Iosleal K R ettt -



\

OpenOffice

ol =l

Calc

AL WRLAIML 241 [Qeuiml 519 $81R s2axl
R Uscl el SRR el % J2t 39 Aldse
3L 9124 el BUER % 4L HURd] guid] el ©.
¢d g2 612w BuR sdls 5 vied s dl [Awsl
uAgl % UL ALe oiladlL I+ A1y 22U sE19L,

e ————

N =

Steps | Choose titles, legend, and grid settings I'///
S haiipe Title | | | & Dispfay legend
2. Data Range Subtitle | | O Left
< @® Right
3.Data Series :
X axis | | ) Top
Y axis | “\ | () Bottom
\
Zaxis | e |
N
Display grids \\ A
@ )(/gxis ] Y axis |:|‘€ ax\ig\
,/,’ \ \
= \\ AN
| Help | P ,' | << Back | \ \\ | Finish | i Cancel i
__________ & L ) \\ »
< . ~ \| A |
| Adleul Goll, 20l il R T,
1 ~ ~ - i -
| otisa L Rsed) ! | ent Bt X - ax 'S’\y !
------------------- - I axis L HAWU ML Hiexl !
L sl !
\ e
21l 24l el 34 3ot 2L
[Qseul A2 39 i gl-la sl Gur sells
Sales Summary NN \':\ ~ NN C
Year 2013 s 2l ARl {12 HIRIHL Al
e —————— B January "Sheet2" ‘-LL %;1"“.@[
= e ————— ————ee—aaa B February
§ N ————————————— O] March
i e = April N
B e E—— = May 21944 - "Sales Target”
o Ravinors Jacep | [Ee——— . une
I T Aol-2194d - "Year 2013"
Sales Quantity X - axis - "Sales Quantity”
Y - axis - "Sales Executive"”
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OpenOffice
Calc
~Sales Summary

Year 2013 =t (el
= Wl January
P —— B February
—_— [J March
-—— B April
= M May

] June

Sales Quantity
ia-wiElA 21ded
(X-Axis

qi-ield 2ided

(Y-Axis Title)
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Presentation Introduction

Open Office Presentation
feter stk b}

upreari(Presentation)dl >4 A € Wadd A, 2Aun-EA Usr2aed 21 25 U2t WAM &

% Al i s HSsRIse waR-uide (MS-PowerPoint) %dl % 6. 1 Wil Guulial

N

s ARL 21, uetaell velidla wxeaq (Multimedia Presentation) ot-idl asi .
¥R WAL Buliol 531 248l s2efls Hecaril WSl (A8 wsRAL disl AH Udd 531 Wl Sl %
AU AHcdl viot qase €l 9. AL WAL Guabl ST gad 9552, vidIHAA Ul wsid 6.
UUA-2EA U2 wis HelHSlUL WM el sél as 9. Ur-eu-(Presentation) WU i
s A edl MM uel o uddddl  wenadl  HI2 Gudbl dldw.
un-ed-(Presentation)widuxHi el s (slide)otridl wsla 1, % @Ay usReAl il
ealldl A3 9,54 3 aviet 206l R, i, 2udvi da-2aqi(Presentation) ay »usis oisiladl 12
ML iR, 2l el wealddidl Guaiol s3L wsi 9.

Exercise Book : 3
: Page 110

- ARL VA 2AEUS Wt o] i dn Ad 530 ws 9.

- ALl AU D

- o sl asiy ©

- Wovertel 2USS otrllddl HIS A{HAA 53 A 6.

- wloseun WAL HIS 2l [Aseusdl Guaipl 530 w5 ©

- sl [AGa geudl (Views) -l Gudidl 3 U2 AR] Zd aeweuzl asi ©.
- sl [AAY TenaiHl Biee sigl as 6.

- AL A8 Srs-2UBe o] A5 9.

- Uose2aieinl eyl ot 212Hs i oist D gald) s 9.

- Ml 2ndel Gualdl 31 Uaveealn AL ay 3 ol as 9.

- adt ulSLais Sl A s asi 9.

- aHl Rioll 3l 2151 9 2 del 2AFEAA 247 2ibeiel Heedll af st ot usi 9.
- Ml A QY Sodel 2 el weruRl as 9.
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-2db Gualoml A 9. il Gudiel s 2481 R 2udal sieasll e Ul 2 520 sl i,

Public Network
of Shaned
private
Network
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{12 etcdell cla@sdiziinal UHR A2a5Hl UsRIA %El usaMl 2ud 8.

g spern elilds uiRelldlMi visollst w8 olsal w2 auridl vl
2iidi (Topology) 58 © % § 2R 2, 6L I, WIIR.

deasul s syera oflogl sier AA HRAHL U AL M-l FuHiA
m wigisid (Protocol) 58 8. soey.soey socd, (WWW) izl woaid Wiisia

2L Hrerrietl Yol ©.

i 6L usiReL 211512522 (Architecture) i ay Gudil Udl iy 9.
m - lRr-2-vl>R (Peer - To - Peer)
- sAe2 vivs AR (Client and Server)

AMIRA s AeasHl Al (Node) el iomidiHi »ud © i 9 Shwer deas+i @y usi-l
AaRdl %dl 5 s19a 931 (File Sharing), Biwe 231 (Printer Sharing), ©+ex2 (Internet)
-l5(Node) -yl uil © d- udz (Server) 58 €

i 2

o

m sdan a5 Srueell oflol Seyedi zal iRl adadl wadl Hisad)
sl 8.

L3
53

W 516 HeTasil SR R Al uiaedl Hisadidl % [Bud 29 d-l sdl
g2 olell el BHaMl d o SRR U8 $1PYRR H2as gL R-ER
isell asial.

m S el HldlA wad Bl Aemdl gl ULl Aeasdl Hisdl asll
el 3L SIOURL 2% 1AL Yo L il 2sal Al
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25 % [rexn Aeasl 2Avil Slsell auR dlsl s ¥ Do Guryl Bive
518l w3 Bl S35 GuAdLsAl HI el Biver dladil 3R
us9l el

R 2L el UL AU-AGHAL %13 AUS 5L oL % AL A4S SIU
£9.% Unll UGIRLSAL HIS 2 AL $T14RML e2l-Uer (B9 AL X d
% Wnl A2db gRLAS-SHL SRl iU .

- udd] auid Hedbe didiarRl ei-iag w1 WBuL 9,
- GudipLsdl 1M el Gur % MR & % 9.
- A2l AL Al URL H23E B,

=z

2l 212d edsa AHydAl 12 Gudldl dlfiy olarEL d oiERe FY Rl ddidd © dq $id ¥Rl
@i 2l el 8HL dnal l3dl sweR s ol Sslouml Ysl Asid 69, vl il L 2l Fldl Hal
o »iq %R e,

245 2l A UM Dd Wi USRHL adAdML 214 9.

Rl SIUAI Vs % ARl GUAPL 53 9 i dY AdR AE GUSIHL tEL

SRR HUAAL ol U AL SriseRellL GUAIE] FLSIAAL S 9. % U2 518

Aeall Hisadl Hidldl $1d d AL dldReL Guadidlell Aeall oilyl s Hisdl
w w ) A5 9.

UL Sl Guaidll S1MeR Aeak oidiad ULy s B3l
Aul 8Ll el AR 3R usdl Al

UL A2abel GUAidL 291 S1ARAI A2as HI2 AX ©

- oluRRL ol o1UL uggl dHL LS GHRAL AdelL
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SRIUEL
- ol SeRsl vzl A2asHl df dl s sRall 35U GUR il RR AU 9.
- i oL SRR o AR BRLAISEAL Sl %L d ARA SIS w4sin A dl HedsHl el %
SR isofll Ae WS-l 2ME sl ol Ul

Bl SIUIADHL €35 sl 6L Wil e €9 %+l 418 d HUlRdlHl a3 a5 6.
B 2lUlAiDMl 125 Al sOURL s % €lauEl vieds adluaddl gl 2l
glaioell GHl Elaumi Hisdl asiy .

)
= = \- slugl
= -l EewL sl aRlHL 3R wsdl .
- 2L AeabHl GuAidL HL9L SIRALRAL H2as HIZ AL 9
- ul ulell siyer GHRdlHL asudl 2l glaell s saHl U GuR
aril 212 Ll A 9.

JRgIEL
- OlERRL otefl oL uggl dML LS BHRAL Y25e 9
- ot ol SRR o AR BRLAFISEAL Sl %L d AiRA SIS w4slie A dlL AedbHl o4l %
s so{lrl A8 MR AU s ol 219l

BRI 6L BRIML QURIAL Gllgoims Hreeel 2R SMIcioo-ll Huurd Gudldl
m 8, 2R 2ol Wl 15 AR 3 ¢ot 2Ude S B ir el Al oL 1
CAKRITRYUR

. §REL
: 2L A2abe1l GUAdL AHR SHYRRAOL 42ds HI2 2ld, €9

- Ml g8 SR Edl ARl Al dlael siyersdl
vl guaiell 1M sl b6 BuR dril 2R A1l 2 6.

- oluRRL ol oL uggl dML LS GR Asi

- did oL SRR AL AR BRL ARl gial Al 519
QAR SIS 52U &AL ol % AHRML 15U UYL O d SRR S 53
ot 29l Bl easel olsl ot sdeR wisellast il MR 2ud
53 asal

L)
A
|
o
|

I

/

8
I

|
N
oy

RGIUEL
- dul gRlL ol ARl R U3 6O,
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- AR it A L ot seR isellast WAl WU A sl oib 2L,

gl elulelien 1 =Rl ot 2R 2l 25 ol 2luictioy AR el 6. &l 2luldiml e85 sol i oy
2] AL 1AL €9 i 825 8ol Bl LS A 2R MLl FLs AL Sl
€9, BUH L UL GUAIRE] LRI 6l i 2R M il el HA 9,
D AL o 2R 22l aMldlodl Hlapawll e Al WML auR SR

151l AGIAAL S L VoL % SIH ABL 9. L USRAL A2as oitiRell HiIEl-HIE]
AReAL, GLSIHL GuAIoL 21y, €9,

N

L 2l 2 32wl s 52 9. dH Ule ¢l 5 LS o Sl Hl

m AeAl SIOUSL s ElalHl %0 A5 © ULl Hal SMidlHL % 32 vidl i d 32
GuRell Azl UAR A €9, HRLL VRL WAN il 2iseM R Al Srereul 1%

IEiootl GuddL AR 9, Hdl HaL 2lUlely BHL €25 Aol 2 o1l dol A AISHY I dnl ga-Hal

WA 56 69 24, 13, edidal Riol WHIBL €25 ol 21 61l 4ol A18 URIEL AL 2418 2ld %18l
S an wieiluaa-Agl cluidi e 6.
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A2a5HL H1AAL Aol 256011 018 $1M scll avid, A2 2UUE 52 HiHL ] 244 FaHiA d2as

WIS $8 8. SRl A2db W2 auRldl Wielsia amuld Wse oL (Packet switching)
Ul Guaidl 52 69, 1L wralaul Hisdal Aeaii-l WSl 21 gergel Usel wdl $iu 9.

wielsiel vt 6] Al HisAdl i dal HidldlL ot AL dHel a2l isiel 43 wid 6, drll aeRuel d «ldl
2 (Rl Rl uRd 9, 12 seats wadld 2l wielsiasd Wiow it ©.

54 wieisid Glluiol
q 20 MY(IP )22 Welsld | ddl waMs Gudpl Swerdedl i ©. d
(Internet Protocol) AR ELALUL(TCP) wielsia A8 s1H 82
£ wed gl Auid d-

b NAY LN

ZLALML 20 MI(TCP/IP) s ©. d used
Aldl i Hisadld 51 52 9.

2 2LALUL(TCP)aal oot S2ld | 2l Guaiol % sier Gurdl WiRdlA Hisadl
W15 Transmission Control Protol) | €1 il HlSdIA iril szl disal s © i
% siye BuR Hisadl Sl il d Usen s3lall
CIRCTRIERTIR)

3 22, 2LAM. (HTTP)wial SluaiR 282 [d det udR A sl (Communication)

grafan sl WASid(Hyper  Text | Alfdi sBL 52 6.

Transmission Control Protocol)

¥ AL (SMTP) 2iadl A Het | §-Ha Hisadl W2 dl Gualiol a9,
2isMIISI(Simple  Mail  Transfer
Protocol)

Y Wy (POP)  viual  uiRe A [ S-Ha udeEl 2uel shwe: R 9-H4

W25 Simple Mail Transfer Protocol) | $13mElS 2L H1e drtl GualdL a4 6.

S g 2LUL(FTP)  2aal  sdd  2RUR | 6L SR 92 S0 28 Sl HI2
wieisid(File Transfer Protocol)

9 $0e, 664 SoA(WWW) 224l aed aiss dot
(World wide web)
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Exercise Book : 3
Page 138 to 143

v

Hrerie vied R Yl seiddl 2in isoilgL Ale SRl SPYRIAL Y 9 % Yourd Hrede Ullsid
ELALL A MI(TCP/IP) Hitamedl GUAPL 3 6 A Al i 2Aoigiel Avuml GualidtsdliiA
2156(lg1 012 MR A RAML Hee 52 6. A s A2ab A2as © % vl ARSI A AL
AReuel] oirlg €l ©. BUR 6 sl Hrerniedl Fs © AR dil @AY usRHl 1Rl ¥4 5 18Rl
2108l, 2issl, Rl sodl, @1 Hisdl aa Hadl 645 8. s tusil edlsiq Sudlail 21 Adl w3 wisa
He slodR-2desu (Fiber Optics)aizeAl Gualdl 52 6 %l gRL vot Hi2l WHkml d2i-l g
Hrerrie U 4 US 9.

GIWR 282 2slldl ((ved soed.soe ey(WWW)) gL 2l $rerre GuR [Aldk wsirHl uldl
B § &R Ael, Hissl, Roll, s10al, (AL 210 wuslA ¢l

Intemet
(TCPAIP) <—\
doL 4%

Svee vl
(Firefox / Internet Explorer)

WWW udz

- Aad http Weisiaddl Guaidl sid Srere Yo ddl wRi-l euBor ilerdail 1l
Wl [Aridl 2 ¢

- ouBor AR 2L Qrdl WWW dot 4dea Hisd © 4l d Rioll, 208040 s19a, B sa
«{l Wil 53 us ©.

- WWW dod 48R dnt 1 el side Hisedl 2id $rernied snisd oie s3 e 6.
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2094 43,

(IP Address)

UL 25AHL A Ao+l BH % UL A B Vi 3R oflesdl oR © % Hrerre BUR SIH SRl €28
Aol AUAHL U9, 69, 2D UL 3L BuldL 516 AL AL B8R $1H sl Asladl el grumi
oAl WIS 51 AL 9. AL US4l i3 el Rirsell ol widdl gl 9,315 SR AL
U4l 2134 Al gAML oflogt s160 s AUl i,

-~

ElLcd 1,933,974 AL 5 U UL 13U 9.

%L 28 AvUL YU L ARl AvL 0090 1909 I i %L d ¢ ofledl oiAdl L dl ¥ 2As8L R,
133, 93, YU Hl2¢ olle X ¥ 2lissl = 32 ofle usl

.M il Heeell Srerenl AeasHi shwye ikl asi 9. ual QenelPoll, seudl 53U 3 2Rl
sedl ol HoR AUle AAL Uil G.el a3 widll @l 3 drerdenl Aedbul s5d YOO SRR I dl
AR YOO 1R UIE WAL F 1D dl % HUURL Hrerriedl Guaidl 531 aslel eRIR < 7 ul il dl
uZlRelldl drtiedl uel olellk © sRES Hrevsiedl A2asHl sedl s1eR ©§ d dl SIS % AlssUudl sl sél
3. dl Ul udhkelldlHiel R dlsnal SLatA.zii (DNS) -l Guaiol a ©.

vttt 4 Y3 A S - {ken (Domain Name System) €. SLairt il seeell 20wl
20,4l 21351 oflog A UL W1 911 el s3I AoR Ule ALl %32 2l A,

Bl 193.9¢¥.3¢.9¢3 < 6l U 218 www.google.co.in 9.

dl Renellfoll, 9 udg ddl © o 3 «m ?
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§-Ha ofloyg A 9 SAsglFs Hel. 2 2is uskld © Fui Azl (Message) Hadl, Hisdl ie dxil
AAS 53 ASIA 9. U AR d Hrerrie HEHA SR8 o viet % YAld . AL vis dl Azl 9
oL USL RUoll, 2R, UL A, SO weUH2AL 2AUML Hisel ASlA ¢l

-He Hisddl 24 Hogdl (AR UsRAL S-HA WitlMAL Guaiol s3o1 ¢l % 28l §-HA scld-e dRls
ueL 2ol Aslat el Fal $ Wb siise HBeds, AR, AL dldid AMEL S2Als -Ald- §-Ha

ARl vl Guaol 530wl 9l saL s gmail, Hotmail, yahoo mail «diz.

§-Hd 23 21 eurd 6L |RIAL oAl S 9. 4. dlsd UIe Vit R, HA AR o A, 2L 6l el @
Rrreell #1518l €l 6. O-HA SH3A-AL Guatidl s UL 2L R [Aeaml el 2L AdLRisTE A
ol Hisdl aslal ¢l s10@ vieAH 2 AU 2RIUAL RAldSL A%l sPRL 25 530 Hisell wslal ¢l
§-He A L H-HY HsIBwe Rl 58 6.

vaibhav.ctrla@gmail.com

n g N A4 LA A,
dlsd ule @ s 1 SLiA.

Local Part Domain Name Mail Server

- clsd ULe B He UARML AAE AFAL 215 [AR2 UsRAL S19AT M B B 2AU8L YR Hetolla Ul
sl ASlA 124 FHL UUBLL WoL, SI0E 2SUH2 243U HISAAL 2L RALA] 2A%4L $19L01
quil At AL K B,

- e AR B Hrete AeasHl Al s AR M B,

ez

YR Hed 215 URL D Fril HRL AU Hrenie A2abul ddl dot-Ad4R WREEl 2L A A1l
WL 1St ded Uy vl 1L LR 2L AHIA T AR SURL 1AL 9.
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cl.d.

Attps://www.wearesearching.com:80/index.html

wieisi Aot AR = M wie-+loR Aot U
Protocol Web Server Port Number Web Page

A2 2

(Search Engine)

rernie WA Uldirl s % trsugilst gicdl «tell § %l LR Hrerniedl AR 524l HdldL dlsl Widis
A5l Wil sl Aot U Gur 42l d 1l w3, dell $30A Srerniedl Aeasui A3 iy 21 viot o
Hecdsll Aar oiel 28 8. A el Heell Srernerdl duR sl Hididl dlsl Yidid A5l HiRdl
Aald] v psugll gl 4B ©. SreeHl @AY UsRHAL AA-Virerl 2udal 8.

- SR (Spider) viaal 394 (Crawler) SRR AR SArlyel 1 21 SR AL AA- 21+
[ARre usRAL Als2AR WIAM-AL GUAIdL 53] Aot U e © i d Aot U Uldldl S21615Ml
201 530 HSL B 9. 21 A Bl 2Alel] ol 6 ey 9. AL UsRAL U e ¥
WAHIAL GUdL 52 8 d WA © 4 (Spider), saek (Crawler), iz (Robots),
olie (bots)

2L SRl A2 i, AL Gelerell ©.
1. www.google.com
2. www.ask.com
- {Rs2» (Directories)udl rPyel: il UsiRAl A2 eyt HRAL A © % Aot Yoyt 2]
Al Uil S21eiosHl Bug 3 w8l & 6.
2L UsRAAL A2 2L+ L Belerel ©.
1. www.yahoo.com
2. www.dmoz.com

uaL g 2002 Ul yahoo Ul 3aerR A2 iRy 2HEld uld su-d 8.

- AL AR el 1 2 USRAL A2 2 6l AR 2y g1 2] Ml e Wil wi
oirllcld 9. AL WSRAL A2 Sl L BeleRell ©.
1. www.metacrawler.com
2. www.dogpile.com
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=

=
(OpenOffice

Sl

Internet

il Hcdrt 513 % LA e R 9 A 9 Srerrienl Guridlsdl gL Ml MBAA Yidi-l 321615
NSHIR

selB3s §92loL

(Cloud Computing)

.-’_1.- ]
=)

Servers

-

Desktops

Application

.E:.

it

f Ny ¢ B

Monitoring Collaboration - e
Content Communic ation

Platform

et 6 T =

Qusue
O hbject Storage Runtime Database

Infrastructure
= =) w3

Compute Metwork

L]

Tablets

Block Storage

Phones

Cloud Computing

Q168 SZPIA, SRA Srernie B UUY SRR A4S MY B, seBS sl 2 vis A2as © %
S1324241 514, 52l GUARLSALHL A2asel ek 204 8. 212d 5 d 245 « A2db 9. salGs sl A
drerrie Al B8 6. dell AMEL sl AsA 5 selBS s1loL 2 s sy AdL § % BRI
reznie deasdl 1A © el szl gl

e3¢ sl «f il ude Gergal 56l AsU d B §-Ha. Hrerde-tl Guldbisdl §-Ha SiusL oul
e SIURL ol AL S SR, HIoUHE, 261 ™IS Sir, AUTY BUR 1S A3 O drl W2 28 o s
lg %16 dg w3 -,
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% Hrerriedl df Wil QUL SREL sellBs s3Il gR1 YR Wil il AAHL vt Hi2l duRl
2l 9. Bl PUURL 2AUBL 51422 WL ot o s1dein Srerertl AR i1l -Jreul Ad 3 Al
1o, U Hrearierdl sid-Rs «{l Bug Al aHdl u viel o R S 9.ddl % 2 Mgl Sre-esdl
el 2indid- AlgedR ueL Holl 28 8 FaL 3 AHeR Fal ab WRRR v Wselle.

Allua {4l

(Social Media)

Alelluet HlUL ed UAR HIRH. d S5 UL ALk © Feil R1 LR 2Ll [BARIA dlsl A8l
YA A ML [AARL AR Ve s UL ds AW 69,

yooyd 3 Alellad HélUL 1 ouslel HéldL vied § Uur, 2Ll AHPAR Sl AL 89 SR § UUR AAAL
Ll AMAR L tuRin MUl Yl Uil €9 uRl drl dlol il AU HRLAL Aol 21I1R 2AHAld
Alelluet Hlur U8l Hae HURl] A A0 SR 45 Sl A, dn % dul el Hiled)
opfl 3 ol A ut ealldl Al 9l el HRAL ARl R sl isollost e ALl © 1A d
2AURL HIUEAL AL ARLL U5 6.

2l SIOURL dod Al FHL 2UURL [AARLY Hiel-Uelt s3 Asdl Sloul d €25 Aot A2 vis Alellug
WML 69, Alalluet dot A2 2 UL USR] 1d 9,

- oyl 516 g2, [AMY HEal drg GUR Al dvil A 2 del YEIRL URL ASIAL A @vial dul GUR
221 gL 4 A5 % 2Rl Slaliéla Wigse (Collaborative Project) s& 6. i
Gewsel www.wikipedia.com e 8.

- odidl GeweL www. twitter.com
- oL B Vel §121 wadl QS M8l A8l i d-l 2L 3] sl GeieRel

www.youtube.com
- oL el el HlL el A8l dnsl e suuRu giel, dl4ldL 1Sl sl 240 A2l vt 3

wilAGesel www.facebook.com , www.google+.com,
www.Myspace.com
- oy Al oM ¥ wsll.www.zapak.com, www.onlinegames.com
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Internet

§- 51394

(E-Commerce)

SR YA dRd 2l sl UL R+l das-2ag. Bl Wourd H19 UsRAL oS AL3EAL 1L 9.

v ounr (Buyer) : % cusla Gri 2unilel arg 2iadl sl vRIEL s2a0 WISl 8 sl iR s8 9,
v AR (Seller) : & cusld il ade drg 21adl S dAAL 1L 9 de AR & 8.

-~

v sy (Producer) : 9 cusld aaq 21l s 61l © %= 6L viRledl HisL € i
AGR dAAL HIdL 6.

§- SR 2124, drg wadL s1 Relre, AR A vREL SAsUMs ke gRL Sl % Hrurd SAsMS
AlRey dRS Sverne, Sralne 2in aiexdl Gualdl 2 69.9-sHUHL G adldl st % S Bl 3
A AASR, 51, SPIFYIH] As-2as Sw2rrle Fal Slved HiH gRL SAUML 20d 9. §-5BuA
SRR L s YL Al ses udill us 8.

udell §- 51 phellBai 21 190 Hi ol vidl g+ 4 SdsziFs §¢ 2ie2 (Electronic
Fund Transter) 2i2a 3 $3is2l (EF T)sd. 3+l youed Guaiol HidlHI2) 2euil, 6ist sl
ll.

AN

S-S 2 2181 USIR 51 53 €9,

o ollynu-2-sxuR 9-siin (Business To Consumer e-commerce) %+ 6il2zil

(B2C) o313 uat iomiaii »ud 8. 4l A" 4sld viRIE) sl iRl {14l 054 209
69, Gelsel s

http://www.amazon.com/
http://www.shopbop.com/
http://www.buy.com/

o ollynu-2-ollwmin §-51u (Business To Business e-commerce) %+ ¢l 26l

(B2B) 13 ual 2diorviaimi 21d 9, g4l 6L Gellosst A4l qisul 2ud 9. Geisel a3 sishual
AL Al B dgy vtadl sHHL VREL adl dARL Hreniedl HiHel ofle AL A8 2.
o SyyR-2-SuuR ©-siu (Consumer To Consumer e-commerce) %+ 223

(C2C) a5 ual HioeidiHi 09 9. FHL 6L M1 sl Adl 244 dadl 2i56{los1L 20l
AusHL Ud 9. Gelsel a3
http://www.ebay.com/

http://www.olx.com
http://quicker.com
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Internet
XTI GuieL

1 | oi=s[Asa(Bandwidth) | ©rermieul SR LAl HIS dURIdL HIH Al § AR, lAsix
ad-, Aeddedl HUSAl wur Al aHdly yead oLyl
(bps)eusHed U2 As+s (bytes per second)-il 2154 GUR $14 52 €.

2| odidl (Blog) 2l MRl % Srearemi 3w Al WARId wi O 240 Guaiol (e 2R
e (AR &zl WREL @Sl dHel @Al Aledl didid 200 WARA
26,

3 | os15(Bookmark) 2uRfl Ml dorude L Y utR. i AAS T AvAL HE BuAPEML
i .

¥ | alB3R (Browser) 25 YA % Hrererdl GUUIOL SAHL Hee3u i €.

Y | A2 (Chat) ez HiHHL Guaial s34 didl sl .

g | 58l (Cookie) HRAL % AGR SYLR BRI -l 19 9 247 drll GuylbdL se-e

5422 GUR U 6. Bl Hrere dorRiD2 U QURIAL YR i Wids

9 | B A (Domain | HrenieHl sy il vis weld.
Name)
¢ | sruwRlEs (Hyperlink) | Orermierl ollBaRMl vdd] deide Ml Riol, culiRl, Algsy Fdl drgtl

U HIGEL sells szl Adl dorusde v del SluR(Es 58 9.

¢ | PRILIHAA(HTML) | doRuderdl WM draml quidl oL % Hoad s HIHHl
GUURIML Adld 8. de Y UM SIUR 282 MU @A (Hypertext
Markup Language) €.

0 | 2.l 23 SBY2R-AL AA6R AL UM Bl gRL ML Hisell 2iadL 4 wsi.
(IP Address)
Qq | A2 ¥ Als5U UsRL WM M8 e [Rel(Altra Vista), dig(Yahoo),

(Search Engine) pia(Google)s draadenl Gulibisdl A S Alssa s urell

QAL Ml Hee 53 69,
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R | LR, YR R diseR ¥ oBoRMl epiidl Srerde doruded Am
(URL) 9.s..www.google.co.in www.yahoo.com, www.gmail.com
13 | AR ogefl e Hircilel 2RHL (AR UsRAL Bl (% 2usl A dRs vl
(Virus) lot) % Al ol SR 1 6. ddl % A sy &L s USRAL
WM, % Orerie HIHH gRL s syl oflgl siyeul wdal © i
S92 6RUSAl, SIH 2 6,
Q¥ | dot (Web) e aIss Aot < oflog I,
Y | dotdo (Web 22 BlUGIRHL B WS 9.
Page)
| deide Aol AR Ao 58 8. % Heard duiil, Rll, (B, 240 Al %l
(WebsSite) iRl oAy i 8.

Page |243


http://www.google.co.in/
http://www.yahoo.com/
http://www.gmail.com/

[ ene

e https://wiki.openoffice.org/wiki/Documentation/O003 User Guides/Writer Guide/A
dding a reference

e http://www.openoffice.org/documentation/HOW TO/word processing/CrossReferen

ces.pdf
e http://lumdendnote.wordpress.com/2009/09/01/how-to-cite-while-you-write-with-
openoffice-org-writer/

e http://www.tutorialsforopenoffice.org/tutorial/Bibliographies.html
e http://en.wikipedia.org/wiki/E-commerce
e http://www.ecommercetimes.com/

[ s00c ¢

- Datta Education, Jan Sikshan Sansthan, Author : Sameer
Vahora

- Gujarat Knowledge Society, Education Department, Govt. Of
Gujarat,

- Open office, Author : Chetna Shah, Computer World
Publication, Ahmedabad

- Optima, Computer Activity book 4,5. Author : Ravi K. Chaugh,
G.Ram Books (P) Ltd., Delhi

- Minnesota Literacy Council 2007

- Computer Aided Learaning Program, HCL Infosystems Ltd.,
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