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AT Welfienl (Information Technology) 3MEfieh M &l @8 S~d el & fordeh
HeH o gaisti (Information) S ®UE (collection), WERU (storage), THHI
(processing ), TR&T (security) 3R o T & HISOT (communication) =1 e 21
T dehrieh HUIR, TEE, AT, “edih fren iR faf= fefSea susmit w sneanfa

Bl B

3t 1 T “Fefest I (Digital Era) Feadl €, s oe g2 &1 § goT Wenfieht
1 STAN fora T T 2| e, ey, ST, AR, @ER, 9Ree 3R SRR Sarsi | 1T
J S I AR oS, T 3R el o o €1 el STl Sl | 3ifien 9T o o, ael
39 I8 P ¢ Uohe H [ B W B |

T AN S T SEvd YEAIRH B Wel W W Wel e doh YgA € | 36k e
T 9 YoM W T2 w GIRIG TY ¥ HUEIA R ST Hehell B 3R AR TS R G W
TR ST Sehall © 1 31T o THT H 2 ol ‘7€ vifek” (New Power ) HIFT STl € 3R IT 24
ifert ol FEBA e @ ATeEy €

AT WENR 3 A S ol STedid TRt 1R Gfaerss 51 & €1 31T Sifes fe,
fefSedt M (UPI), 7oy, | Hifean, o @ik ooiee ©RY S Jad g4
Teheiich o1 GROTH & | 39 HIEAH © Wl TR 93 UerE, Wierl 31X Skt sl &l o 330
Hehd B

T WY &l df¥ass =) (Global Communication ) St 3TEM 81 741 7 | Sifeal shicl, SHoA
3R |ere Hifea & wem ¥ A g e & R o R W @@ SE ged € e g
“Teliee forelst” =9 T 21

AT A 3 AR & U e off 3= fFU B, S Siwed®R Saew, T2 TAIR
3R Tz R wead anfe | wrer € e yomelt & off R g3 €, S T o 3R
AR AT

gIcliioh Seh 3Tk oY ¥, ifehT TISeR 31O, €21 = 3N dehmiieh IX a7cuferer feiar siet
<Hiferat off €1 SHRIT IT i 3TART RTEER IR Traert & W1 AT SMavaw €|

TH VR, YA WA ek Sia 1 T Heequl R o= 9 €, fSe T, faran,
SR 3 FER & 8L &5 | Shifdehd qRad o 2 |

1. 3T fHE



fererer =it
ERgER TS HE
T 1: |fefea stagweym (374) - fesieiire wgex 01
oI T+1eh BIeviie (S=) forsr S1ithe Shees @t SU=IT 59

TS 2: |k (Electronic Spreadsheet (Advanced) using
LibreOffice Calc )

THhE-3: | ST USie_ (Management) TOTISAT ohT U= 112

TR 4: | TR, QA 3R S e aReryT ST Tt 184







fefstea stamey (31) - fosisiira wgex

(Digital Documentation (Advanced) using LibreOffice Writer)

HieA o Afdwer

ferameft:

1. fer=i( Styles) § URfed 8|

2. BfeEl (Images) & W1 HE R Tl |

3. fosIsiithe TEeR # 3+1d (Advanced ) TISIst sl ST SIR 3ehT TIT SRR Hehl |

gf== (Introduction)

M9 T A wEn qaHl H, fTsisiihg Wge( LibreOffice Writer) H S&eS =M, WS
FT IR Fufed w1 G o1 39 e | fefied Sy § = fwiast @
T | 37 o THT § Tk 3Meheh g&diasT| (document ) Tt TEell §RT ST Sl €1 areft
T o9 Rl off TEaast|(document ) 1 S o AT A3t WiHe 1 WERI oid & T
T A H MY WEA & AN eI document ) T WiHE AT WG ? hall o= o
Aerel BT o 3o s & fRdl Wi, SI9 gss, TR A1 WIsat 1 =9 R oI R
TRIHIT ZTER T SUART ek TIHIST TG W] oo | Ag3Tel RHfT Awi €, i suah
STAM AT S B SR THep I h7 T ol ARl Bl € | HgaTe BIHT 1 ST
FH R 9L R 971 Gi¥ehet 81 Sl € | BT § srEnfa ¥ s=H o Y @ik g%
Hie R H oH 9l THH 3R WA 6l hH HE & [, 89 T2 § WiEd & ST H3d
T | ok Tl 39 1A | Bfei( images ), €% =5 (Track Changes ), ShueR sTcH«,LCid
(Compare Documents ), St gferemd snfiret § |

1.1 T &l U= (Introduction to Style)

fTsistithd WEeX (LibreOffice Writer ) H, I5ed Teh & ol HiHeT SEHH ol TIE ®,
S 3MTTeh! 319 SETaNl § SR, Ui, 3R 31 edl bl Ueh THH ek & WiHE i sl e
ol B | 7€ MUl Teh WY g deall TR BT SN A i SIART oaT €, e snder a9
3R HE=Td SFi i o= Bl 2|

31d: TH e Tohd © [ f7s AThT T8 H IR o8 BiHfeT ol sholeRd Bidl &, STaen
YN B9 SH Wd ek AfeT | SlegHe & Ul T, TR W AR TfrHeH W STl i ¢ |




T T IS W WHE € —

Education is the best weapon for achive success.
FW & 7T SqrEReT H -

* i< WiE9(Size) — 14

* i M (Name ) — 3RI s (Arial Black )

* T 9e( weight) — dies (Bold)

* TR FRERE - IS

* i T - W% (Left)

TR U T ISR BH WA | ©WR H TP 7 319 197 $TTHR T ¥ehd B | T8l W
9 SHH 9 “Examplel” 9|

@IEd S & 91 39 ST STAT Afgey H et off fRe off Sferqre W K Fehd €1 9
I SO RIS T STegHE ST € 3R 9Isg WX A1 IR ol BRAS il =ed el dl Teh-Ush
TIHT AT hieh 39 SH W §E TS @ed (Examplel) i 3T&ATS Y Hehd 2 |

W H1 IYANT STRIHE & MHR (appearance) H IEeld H- & fA7T BT €, S §9R oy

(focus) EfeRHE T TN TG ¢ |

T A H B9 I e R HY foe SifRw ger w1 YA wRe §H WIRA I o
(create) Y Tehd & 3R IH HY THHS R AN (NS ) F ool ¢ |

1.1.1 LT3 AfUT™AT (Style Categories):

fTsi3itre g2 LibreOffice Writer) #, fafi=1 Wb ot W8l &l U= fora Tl @,
= T ¥9 ¥ B8 A0 Categories ) | il T &:

1. UST (Page):

SHTHS & R U T W, Y MR, W, TS FR MM B HRAS A & 1w
T WIEA 1 YA 3 ST 2

2. WU (Paragraph):
Tg WIEA R RAME 6 BHET 6l €, 59 STARHe, g Wi, TS|




3. &&= (Character):
79 WIEd P ITAN R fei 3R o1 vssl W WEd of] wH H e g €, S

B, M, WEd 37 |

4. ¥ (Frame):
Ig WIS 1 ST hE TR =1 Witherd o oI ST 7T he W Bl €, S SN,
deY, Tore T i

5.  dt (List):

IG SR o SRgHe § Fei(lists) B SGS A SAee H f@r € a1 o 3
IS 1 ST T Fehl BT | A AT el 1 oS oS i BT <l B

6.  diferert (Table):

39 WIS o difiehi3ii( tables ) & T&@®UU(formatting) & T ST Bidn €, S
I I BHCT, SEX, SRUSS, Ul FARTHE |

v wEd U WA foree e

Addressee

/ = Captiorn

ﬂTmT'F LT Complimentary mm} ETaET

Endnote
Footnote

Frame Contents

=+ Header and Footer

= Heading

Horzooral Lo

= Index |-
=1 show previews
[Hi:rﬂ.rchical el I

ferr 1. 1 - %2187 Tt (Style Categories)




1.1.2 TTEA 3R WU (Styles and Formatting):
foTslaiitRe UEex( LibreOffice Writer ) & SIRU g 37197 T&dTaS] i fafi= TR 9 Hide o

Hehd & S dice T, 3TSTeET Sidl, B JH oI, i el o e | 3 9R 3wH
‘e TER”( Format Toolbar ) & 37X 7SR 31Td €| 377k Tl TR | g AN ©Ea
(qe-FreiiRa Wi 1 Hoe g @ S/ o gxaes o fafe= et ® on) R gk 7)o
Bl 7 | STTeR1 SUFNT ek §H TEATSST i RO ST Wehd ¢ [STHY Heeh! 41 &S] W

T R |

frrfefiaa ==olt &1 3T ek TeeX | IucTsy AR AT (REad) hl eS|

oI ST Hehdl % -

AR H he qaH4iRd ®rEed (predefined Styles) B4 B, e &y fefeiRad adent 9

THY L Ghd B

1 ﬁiwwww (Using Style option from Menu Bar):

WO 1: B 9R § “Wrza’ (Style) fhed W e ok > fhdlt ff wRed & Toige w|

= untitled 2 - LibreOffice Writer

File Edit Wiewr In=ert Format

E - -6 - [ =

Default Paragraph Style E=t ';%f’

| B

Bullet = List Style

R 1. 2 — 3T A7 AR @ CIET & T97

Styles Table Formm Tool=s Windowr
LDa  Text Body Ctri=+0
T1 Title
Tz Subtitle
H: Heading1 Ctrl=1
H: Heading2 Ctrl+2
H: Heading2 Ctrl+3
D‘:, Cuotations
<fa Preformatted Text
A Default Character
E Emphasis

S Strong Emphasis

Q Cructation

<f>  Source Text

= Mo List Ctrl+Shift+F12

Help

-




2 TEER | @A 19 STST Tl ol SUANT s¥eh: (Using Style Drop Down list

box from the Toolbar):

HRAC TR H ‘TR g =4 gA” (Style Drop Down list box ) &iil 2 | fSra SRmm
I TRT R THA M Thdl 7 | A T8 S T A 300 A At & T =it | anfery < -

=07 1: fokeTan ﬁﬁﬁ(menu) TRH View W> > ZAIR (Toolbars ) T foFeTeh |

RO 2: “BHRT (Formatting) 3 “WHEfET Wged” (Formatting (Styles) W foie
|

=ROT 3: “HiHET” (Formatting) TR H ‘WwrRd g™ e=A =" (Style Drop Down
list box) ¥ 31T SR WiEA I |

=T 1: Tas® & "View" > "Toolbar" 9%

- - o - ‘ [E} Untitled 2 - LibreOffice Writer
Ij Untitied g = e 20-Sattings Eile [Edit Yiew |nsert Fgrmat
Eile  [Eoir m Ingert  [Format  Stles  Tabd Align Objects
B -5 @ ¢ :'u::;ndumm..g | B-=-H- 0 &

@ b Drawing Oibject Froperties ! S 2
Default Para I}

S [Edit Pounts. Clear foarmattang
L_ : | 'E:':: Default Paragraph Style

™ Form Controls Text Body

= Form Design -

B scolbes I Title

£ i and Helplines > Formatting Subtitle

9 Formatting Marks  Cirl+F10 Farmatting (Styles) Heading 1

" Text Boundaries B .

B it Boundaries image Heading 2

¥ fnages and Charts Ingart Heading 3

loan
= Headi -3
= Feq 2: "Formatting AT Formatting Style" o= ng
Quotations
o CLE-Dbjest Preformatt Text
~ Field Shadings or-Fe (BN Standed Mone Stytes
Standad [Sinoke Model

!
F&9 3: "Formatting Toolbar" = "Style Drop

Down List" & 39+ 3FHR TEA 9o

R 1. 3 - WTEeT SIT-ST37 it T TI7 TR HIFE AT T

3 HIESAR ‘ﬁT-l;EFI‘ ITAT &k (Using Sidebar Menu):

foTsiaitRe UEex( LibreOffice Writer ) H WIEal 3T=E il & {10 §H WESaR ol Wi STIN
Y Hehd 2 |

TRUT 1: WESSR H | “WIged Mg (Styles icon ) W faeieh R > “w@rgd ¥9-09" (Style
sub-menu ) WeRfd BN |

TROT 2: 39 AR QAR (predefined ) Rget 94 (18 oRe o1 TREMTH W T &) |




| Styles ®x =

Chvyirer2B2 8 A

m Default Paragraph Style [

Addressee

g [

g 1: a5 57

# Caption @
Complimentary Close M Style icon 9%
=

Endnote

Footnote

I Frame Contents

+# Header and Footer

« Heading

9 2 WEA ga

Horgemeallsa
@ Index
List Contents

List Heading

Preformatted Text

s

Show previews

|Hitrnrchical e I

= 1. 4 - GIEEER @ =I5 3U(Style Sub) AT

4 HieE Tiehe hl SUANT Fleh (Using keyboard shortcut — F11 function
key):

SETaST | REd A ( 3EE) o T8 319 giidshe Sl i ST T Hehd % |

TIT 1: Hae | F11 Fi(key) TET > GRS H “WEed 3MEH1" (Styles icon) TR
3 & S|

WT 2: ‘WA §a-U (Style sub-menu) H > fFTd #R A IFTER WEA W

TS T TA T fhed T STANT Heh 319 AT hl WIEe AT I €, Il =g
H 7Y R o AR ey fielt, 9 e WEd, sReel ©Ed, hd ©Ed, U WEd,
fore W iR 29a WEd | 398 ¥ Rl ot wra W fHos & 9 39 4l ¥ v ©Red
1 T TR 2| snveRt fiel % el 9 ¥ “en Wy (Show Preview ) faehed sif e

T T =99 R g H A % W 3He @iRd o weikid g 21




“g ieg” (Show Preview) fdcd & =il T “giq S99 G=it” (Drop Down list)
A it B 1 et ST wefia B ol wisd g & T fReeR (filter ) &1 =ET A &

o1 foran SR | 39H fewice ®9 © “geufheral” (Hierarchical ) fiheel ©e Bl 21

i Styles X = ! Styh T
Tryrme@e A F Cormzameas. 5
B Default Paragraph Style Foomore ~ |
Addresses &;’ &?
# Caption o Frame Contents T
Complimentary Close # Header and Footer
Endrate @ ) C))
Footnote = Heading &
ek O Appendix
[+ Header and Footer ""E".._;?
B Hesding b Heading 1
Horizontal Line =
o Heading 2
List Contents Heading 3
List Heading Hmldlng 4
Preformatted Text
Cuotations Heading 5
Sender Heading &
Mgnature
# Table Contents Heading 7
@ Texct Body Heading 8
Heading 9

] show prEviews

Hidarchical ~|

YIed & A TRd

faer 9y & wEd

R 1. 5 - ®eTger “famr ot dieg” 3w “oit Hieg @ qrer”

1.1.3 fthet Wwide (Fill Format):

3l ok BHA SEATAS] | A YR ¥ WEd TwlE S O, Sed g9 39 SEeS
MR &1 Tohd & | WifehT s 9R g4 c&rast | A= T&Ml W Uk 2 WiEd &l Soal 9

AN AT el 8,9 T oSt e € <l ® IR el GHT off T €1 39 gt & fon
wizd fael “fret witle” 3w <ar 21




frrfeaiaa =Rott 1 SIERT e &9 “fheT Thitle” TR 1 IUANT 319+ T&as o & Hebd
¥
TROT 1: fersiaiifthd WeeX (LibreOffice Writer ) H S&irast @ret

TAUT 2: UESER H , “WEed 3MEH" (Styles icon) W foeter ieh 3fud e 9ot (9

TR, R, UST 3fS) =9+ > R gio-er= 9o o wrd I+ |

TROT 3: WEA (Styles) B H SR & 3R feord “fthet WiFie” (Fill Format ) 924 W frerh
H

O 4: HSY TSR hl 37 I R o S el Wiget on] F3 € 3R R frerss Y1 e
W foF wrge S YR 1 W R A1) 8 S wige Sl (TR ©IEd %had RETh W)
Mo < €

TOT 5: T Re R TEAAT H &l Ff TE WIgA I El, qel et Hid S|

TT 6: T T BH R “fohet WiHe” (Fill Format) 927 %1 TR fFereh < a1 “Esc &l
Ta |

jaow  preip i =

. = o | kel S ~, R e ™
ST E-EHi BB Bl E BT f‘-

wpe ~| B I LU - 5 ¥ ox, A A - . = __,_-&‘-( '@

behind him. That didn't bode well. 1.-\"'hu Fosmaote Chasacien
late ag night and in this deadbeat par o town’ ‘Tﬁ e Link = \

moment, just after he pulled off the big Inoesmes Link =)
iith the greenbacks. Was there ano he- e Hrsmtrerion E

Hea, and was now watching him and walting Tor m . .

ruit of his labor? Or did the steps behmd him - o =T 2 - "Fill Format™ icon
MNumbering Sy=iwols

v law officers in tovwn was on to hipa i

H snap those cuffs on his wrists? Hg P K o¥ o &1

ddenly he saw the alley. Like light & Placetoiter

nd disappeared between the two warc-lu:-us.es Pussarian

le trash can lying in the middle of the sid k. i

tap his way along in the inky darkness ang Source Text
was a dead-end, he would have 1o go bagk the

o steps got louder and louder, he saw thy black s . ¥
ming around the comer. Is this the endbE the Teletype

ping himself back B

e in the dark, was T 3 [ Shaeed Or SRS
Jlrl.g withsweat d . . s =1

- qT - w wllawl - 1 C

e

Fea 1 - Style ==t

fer 1. 7 - ftheT WiAe (Fill Format) T 3UFNT e R&IgeT 3TATg HTAT




1.1.4 Uch Ts: AEGRSEIE] 3ﬁT USC HT: (Creating and Updating a New
Style):

F2 TR SUH ATTIHATS & TR TSl WEA T Tel @l €, T SHHN R0
% U wEd d “Fed WRd” 6 AW e €1 e ST e 3T ST AR WiEd
S Wehd & | HeH WIS a1 & s aleh &, 19 =¥9 W(From Selection) 3R €1 3T
€f9(Drag and Drop) 1 SYAN &k |

1 EEIRHAEGECEICIRCPE] R (From Selection):

TROT 1. 99 §Y TEAES B WA A A SEArES S > US, RAME A1 R IO
TR TTER e |

T 2. WiEA (Styles) foel # 3fud 9uft (Page, Paragraph, Character 3fe) ?ﬁl >
T o€ 3R flod WrEe TRH (Style Action) 29 W faerer |

TNOT 3. SIY-S3A Qﬂﬁ o WIEd WA Heiew (New Style from Selection ) W foreien
CTy
T 4. 36 39! e W (Create Style) SHGN sl H WIgel 719 € > OK T foreieh

FI ST A I =R I9E © O Wied Gl (style list) o fowaré <, frgent wEm wfesy o
femam ST Hehe B

Trafafrer 1.1 (Activity 1.1 )
9N o u o 9 9 fRl 5 wEd % AW 9drEu|

= Default Parapraph Styvile

/ Addresse -

= Caprion 4.

Complimentary Close

= Header and Footer

= Heading

e an cmnei & e

& Inmdexx ~
Showw previews

[Hicrarchical =]

Endnote
Foomnous
Frame Contents




.......

ALl
1l

T e m = ] =
Biew Sayle from Selecton.
Updane ned
Auddre
e heard quiet steps behind hine. That didn"t bode well. Whoe could be following Load Stybes. from -

R mgl |

= Headimg

dtim this late af night and in this deadbeat part of town? And at this particular = S \

moment. just after he pulled off the big time and was making off with the Commplirn ¥ Clos=

greenbacks. Was there another crook who'd had the same idea. and was now E FET 2 - "New Style from
aeatching him and waiting for a chance to grab the fruif of his labor? 0r did the .

steps behind him mean that one of many law officers in town was on to kim and F Selection” 9% TFeTs T
just waiting to pounce and snap those cuffs on his wrists? He nervously looked all 4 Hesder and Footer

wrownd. Suddenly he saw the alley: |

/

FeT 1
gTeETT (S SaeeT AT
)

a1 Tormatting

T rMew Style from Selection

j Enter new style name:

u tnyStyld

Custom styles for current document

§ e i
&
b

<1
ri
th
‘1\ "
o
(i}
FTET 3 0 FElso = AT
=T "OK" 9T e T
w
Cancel th

R 1. 8 - ®TgeT A9 AR @ 7 13T F-17 & [0 T Selection) T & WTZT & T AT
2 WA AUSe AT (Updating a Style):

F2 9R BH W WiEd e € o9 eAR TEdes % qalfes el § W 39 $9 BRI §UR
otk el i | TF & WIRT 8H Tt § o g WIEed | gelid Y Hehd |

RY 1. I8 U, T 1 PR I Sl W 30 HA € > STed Sgeld (Wi, T,

1, W enfe)

VY 2. WiEd (Styles) fdel # wgel tswM (Style Action) 27 W foreter & |

VY 3. TU-39 U 30ee Haiee wied (Update Selected Style) W ot &, oo
39 WEd & T4l T @ 39S B S |

ff 1o the left and disappeared between the

Feq 1 ;. FEeT a1 REmE
FT FEEA W format &y

1e trash can lying in the middle

PO @@ Mg

FET 2 ¢ "Style Action" #F
"Update Selected Style" 9%
Torers &y formatting s=me

ferer 1. 9 - 3MmEe Qe e wigeT (Update Selected Style)




3 27 U TTU T SUANT & (Using Drag and Drop):

TROT 1: SIS Wiel S § 9 WEd 9161 # |

TOT 2: Y RS A WG A, (o Ted W difsd wiAlT (B, T, W i)
M &

TROT 3: WEd(Styles ) foel # 3¢ Wbk @l Wiz 9uit (Paragraph, Character, 31f)
@it STH o1 wed a9 2

TUT 4: HISH ¥ foeieh R = TR 1 WEaR( ) WA (Styles ) el & 3icR 9
WEA S 9 S Bre(g) |

TNUT 5: fohue WIgal( Create Style ) SE S | ¢ TI3e1 ol 1H 2189 hieh > 3 Ok )
T foreteh W |

e S U ST 1 IUAM ek U1 WLIEA el SIS ST Fehell |

: : R Ay el L
"""" I n' |-
§ya030 y b St freem Selecticn %
| Ervter pusi wile namie
: e e sty s curn gt dosumant
e
Lt Conemis
Lit Heating T 3 : "New Style from

- UGG

Selection” Gerv W T F5H

Prafornatted Taxt
oAt & 77 ta "OK" W fFew
o & bl
/
Y 1 : formatted THE
1 fooiae &0 drag & T 2 - Sidebar Style # drop®{
TET A & FEN

RIFT 1. 10 - “7 U< STa” ARr &7 SqaiT avas 73 WCI5eT & a7



4 VIEA A & (Th e I1 &St /) (Load Styles (from a template

or document):

fTsI31TtRe WgeX( LibreOffice Writer ) & SIRU gH W@Ed &l ‘RiciwM” o SRy 3 “gu
Ug g0 o ST fhue 3R TS i €| wifth 38eh Sremral 9t EeR Teh 3 3K ol 8
S die =rza (Load Style) ®ed €, 9 S & SIRT 0 dwie a1 iR SirqHe ¥ wRd
I Al ek Teh ¢ WIS U T Hohd B far 3ifreh Heid fohu |

frefefaa o & ST 2mee a1 SEarasT ¥ @Ige H die Y T € -
TOT 1: SO Giel (ST 37 WIEe Sl w1 =9d ¢
<OT 2: F11 RET@'QT Styles — Manage Styles ?ﬁl

TUT 3: WEd(Styles) fael § €€ 31X ford @igd TRM (Style Action) e+ foeter i)

TRUT 4: ZIU-S3A g § Ale WieA(Load Styles) foshed W forereh 1|

TRUT 5: S e H “From File” R e & > 3weie a1 &St I+ o i
Hidl A €|

TRUT 6: WIEA YR (Paragraph, Character, Page, Frame, List) W feo @i |
TOT 7: AT 3T TS Wieed el ded € @ Overwrite fsed 91
TOT 8: T [ & & a5 3h(OK ) TaI, TIEe 3Tk S&ras | it el S |

ié’: i | Sﬁ'lt! Lead Stybes fremn Templabe s
' S © ——
? ,&.’? @ m :? @ l‘ﬂ 'p : Bupres: Commpondence
' N New Style from Selection G I
ate Sel ted | Dithir Buisrsiss Doguments
o e i | |
I Load Styles from Template Sopes
List Contents ! A Prenraph st Chapcter ] Eraeme (1 Poge L
) ( : L=t ] Crvenarae - A
—meﬂmg B Heln From Fite.. O =
-\':a-cr -1 - Stvle A.Ctiﬂn # 'Lnad |— I VAT DIE TTTEL L Ty TES Wl y e Lt |
Style from Template™ 97 /
IECEE TS
TeT 2 - "From File" ¥ "gg@a =

Template” & 9+ > ST TTloa AT HLAT TEd
B 30 9T tick =T > "OK" oY o &7

fr 1. 11 - 2Weie @ ©IgeT g AT




1.1.5 LTEA @H] AT (Applying styles):

fT9i3ihe WEeX (Libre Office Writer) o SIRU S/ Wi BH &I == &das ‘fpue” &id
2, 1 Uz 34U fewhice Wigdd | @ierdl (open ) @ 3R 98 @ | feoed W g1 §1 319 =
ql 39 fewice wEa ol s /i X g&hd ¢

frfeRad =Rull o SiRT g7 fewice @igd § Sad & ¥ehd © -
T 1: TS sl @il (open ) |

TOT 2: WIEA YR (Paragraph, Character, Page, Frame, List) T U5 foeter o

TROT 3: Modify T f&Teh 3 > 316 310+ 3TTHR 9eard & |
TROT 4: Ok R foreder oY |

L] Paraguaph Style: nmylitde £
Con Highlighsing Takrs Crap Cap Area Trarpanency Boaiery Conditon Chuthre & Lint
Organizer Indeerins & Spaeing Alayiivient Tent Flowe Fowt et Effects [
Syl
Home  INEENE
[ fwsiodipdasie
. Mext stybe |y Style ] pe e
L e Rl A Inhert freen: | Default Paragraph Style 3 Ect Style
B Lateonyt | Condhbanngl Sopled ﬂ
= Index Lot s
RGB{2YS. Bl L1} ~ Weriem feni Bpdor MT Condensed = 18 pi + lala + bodd + RER[2SS, 253 2135, Mot Trargparent «
L Coefits Suramabe, Teaniparent = Ttardsd « Slandard
List Heading
re—
preforsat
(uoamorns
Sender
Slgnamre
& Table C
te boe || ooy || remepwen ([ ok ][ conce
= Text Body
‘; F i

T 1 : TeEd TOeee F6
"Modify" 9T Fas 7

Feq 2 - A & g9oAd
F4h "ApplY" FTF "OK" 9¥

ferr 1. 12 - “WINRIT (Modify)” AT &IgeT i




T TS 1.1
79T 1. foTsiaiiihe UEex ¥ wiEd &l ford= sforEt =2idl 22

U9 2. WIEA oM o o9 dlieh foiRaT |

1.2 Bfadl o 9 & wET (Working with Images)

1 39 3 o SfH(SHS) orell &S o' €2 A A9 1 S B W § d 3ge del
wifel I T foF T SEareS w9 S i § 1 for SR Teex etede | Rk e W
YA HH h G TE a1 dfeh 3 WA-WY g | SfA(IES) w1 ST Wb
TEATAST 1 3R o ST SRt S Wt ot gfaen <an &1 sfa(gust) @i R i e s 2
I T fefsrea of ardl €, Siftr 0 =1 1 S fefsea =i & uRffd(finite) T8 | BfF
gfaffre(represent ) 3t €, 312 ferie wer ST 21 5= =T WehR ot Uiftherd sl
o GEia e St €, S & GIF, JPG, JPEG, PNG, BMP, 3fS|

fTsiaiiire WgeX(LibreOffice Writer) o= S0l UeM &dl € i e&aras | ofedi i
e, GG S 3R Hafted & & o 39A H o § |

1.2.1 S&TAS | Bfd ST (Inserting an image in a Document):
fersiatifthe WgeR(Libre Office Writer) ® faft= adient & Bfa srem <1 wehan 2

1 TS HST ST ol SUANT oleh (Using Insert Image Dialog)

TRUT 1: foroeifrd Age(LibreOffice Writer) H Ush =1 &GS o1 Ygel | T gl

TEASST 39 R |
TRT 2: TEAES B HER W > U R H 39(Insert) 39 F BfA(3A) W sk H |

TRT 3: SN SR Gl Sl ¥ 3 3 X W Tesii(save) T SfI(3HT) Wigat
1 =TT H G B

TROT 4: WIS 1 T4 3R Open W foeteh & |




[ Wntzted 1 - LibosCtice Writer

i i H - i . “ - ‘. -

Fle  Edit Iu'w Fgmat  Sufes Tgble Fope e ”
— - ?
H-B2-ET S ST | « » 4 | = INDEPEMDEMCE DYV + ID v b | Sewchm »
Mhawte Berak ,
mytyie i Crganse » Mew | ol = = T 9

4 Decuments =

& Dowrlcad: ! BT e, -
B husic i r-u : v
=) Pictures rFd [ e | -—h

\.. “1

L

B videos hadelaut py Indegendence. I Indrpenderie-D Irschuar: Arretry Hat
i Lecsl Dk {C5) Igm-;dm wy-GIF g wnal-Flag-1 jpg |
- EXTRA (D
= DAIMP(E)
o NSOF STUDENT: —
= OFFICE WORK [t ; ——
| — GALERY () Ty
- Pirtuer
7 1 : Insert Menu > ] » -
[ Link
14 - .
Image 97 =T s Fit naenie: | Indiaerdarny-Hational-Flag-1,jog v| [caminegen bmpe dt o ~
e - =

| Cross-geference...

e 2 - sHA Thotee =06 >
Open 97 e &1

R 1. 13 - for 216t (39 2657)
2 2 UT TfU faeew T IUTNT &k (Using Drag and Drop Option):
TRUT 1: THIEA TSR(A Win+E Tad) o SR SA(3H) Wigd faeide # |

TIOT 2: TITA ol Faciae i¥eh 11 o 3 3H ferelailfthe ged( LibreOffice Writer ) & 39
TEIOS § SIS SRl a9 $9 fewr =ed w0

3 iU 37K Uk fafér ot Su=iT &k (Using Copy and Paste Method ):

TT 1; AT H BEA(ES) SO & oY, I99 ved hiE g8V s Wi 3R 399 9

BE(ZAST) & T (select) FTh HId R Ctrl+C TN FR |

TROT 2: TAei3ithe WEeX( LibreOffice Writer ) o &GS § 39 LM T HE T ST&f 319
Sfa(HST) T =ed e

TRT 3: Ctrl+V (=) TN T Hidl 1 gE SFA(IAT) T U Tl |
4  foies ok (By Linking):

TeESt H Rl Sfa(SaS)) TeE A1 e, o o ®9 H Td B, of foreisiited
g LibreOffice Writer ) ST o 3icX BT I i I T Wl el €| 3Hh =T,




g ha B BIEA & TIF (W) T Th T (fFh) Tewil € | THY SHACS 1 el Wise
PR FIH HH B Sl 2, WH T9 3T IR-aIR Tk & SE(THT) ol He aR- <&es §
ST R TE

TRUT 1: 30 (Insert) tab > foish Y $ASI(Image ) W
TRUT 2: A SN S God W, Link foeheq &1 =@ &1 |

TNUT 3: BI(THST) i et L > Open W foreteh T |

(5] wntsted 1 - LibeeOfice Wiiter
i - - 5- - - w4 -
Bl Et  Yiew 2] Intert Irage e
B-5-E i | « = 4 || o INDEPEMDEMCE D&Y o 1D v B | Sesch®D 3
yStyle Ovganioe = Hew folder = - T 9
| Decuments "
[ T “
I — 7 E-.:-.-..-;_ - @ e ‘—q
b wusic il e | :
= e y 2 S wiima
B videos hgdelmit jpy Indegendence. Indspendence-0 Irsstunn . Airery st
" ik £ 2y~ BTGl -ree - GiF.gd enat-Flag-1jpg |
S Local Dk {C: e gif
s EXTRA [D:)
- DUMP [E)
== MEOF STUDENTE C—
- OFFICE WORK [ ; il
| - cuemvey T
- Betwork
=9 1 : Insert Menu > J el v
b -
Image 9X e &7 e g i Aurep-Hestional-Flag-1jeg <] [Amage Chmer e ~
| G e e s : E=

Feq 2 : Link 9v tick =7

T 3 - =3 fOdee =0F >
Open 97 Tesh T

RIT 1. 14 - Riw oy (% g897)

1.2.2. 3 o Fonfaa AT (Modifying an Image):
3ehl S Tl € B fob fersisifthd WEeX(LibreOffice Writer) o R fordl T&mast =l

TRt ST € ol SIA(SHST) w1 T&AEST o 3ied STl Bl ¢ | T ¢ 9K &4 sie(gas)
I GINRIA(HITE®E ) i hi 3Tavdehdl Tedl ¢ |

foTsiatiithe WgeX(LibreOffice Writer) H SfA(ZHS) o GeRA(HTeHE) & & fog
7091 ZAIR(Image Toolbar) 3TART Fd 7 | 39 ToleR ¥ SfA(TAST) 1 Rares, v iR
feciie foman ST woal 21

1 HST T@ER AT SUIIT @eh (Using the Image Toolbar):

S g9 SfA(HS) TEes | Sl ©, df frsisiiithe qged( LibreOffice Writer ) | ST
TAIR A9 H SNTH G § G G Il ¢ | A 39 =ed 81 fF Te TR gHI BhiA T
fearg < 39k foTw 3y fFereh Y B(Menu ) SR H > View Tab > Toolbar > Image |




1 - LibreOffice Writer 3D-Settings
Wiew | Insert Format Styles  Tabl Align Objects
|__|-E.a Mo | Bullets and Mumbering =
E =~  Drawing [
Eh Web . i .
3 Drawing Object Properties
3 User Interface... Edit Points |
Toclbars » | ~  Find £
~ Status Bar Fontwork
Form Controls
.J;=,3L Rulers ¥
Form Design
g LEIE I ' Form Mawvigation
Grid and Helplines ] Formatting
9  Formatting Marks  Ctrl+F10 Formatting (Styles)
~  Text Boundaries ~ Grame
~  Table Boundaries - Image
~  Images and Charts LEE
L
EI] Show Whitespace ==
Mail Merge
- Show Tracked Changes Media Playback
Comments Mawvigation
Resolved Comments OLE-Object
¥ Field Shadings cri-F2 |l Standard
Field Names Ctrl+Fg Standard (Single Mode)
Field Hidden Paragraphs Table
Text Object
O sidebar Ctrl+F5 Tools
J@ Styles F11 ~  Track Changes
Iz Gallery TSCP Classification
T .
a @ Mawigator F5 B temias.
= DataSources  Ctrl+Shift+F4 Recet
3] Full Screen Ctri+Shift+) || % LockToolbars
Zoom "POOC O AN O ¢

R 1. 15 3T ZASR 397 AT

ettt V|| GH S M AR 2[5 Qe B &

~

R 1. 16 - g6 goTaR (Image Toolbar)

I M9 BA(TATT) R TA AL HAT T8 81 A T8 Tl Sf(FAT) i fetae w1 g0
ZA9R(Image Toolbar ) ﬁﬂﬁgﬁ adl ¢ Bf(THS) Al e e & o) e <= i
T ST 1.1 & HIeAH o THEE T § -

2 (Tool) T St W (Effect on Image)

Image Filter ﬂ%ﬁ) ?ﬁ%ﬁ Jeo o forw 11 fReer (S 3a, T,
) U o




Image Mode

39 U SfA(TAS) &l =ik Ug RS, Y-Thel I dieHH | oed
Hehd B

Crop Bf(THST) & 3Eifdd( non-desirable ) TEEHT Sl FIE HWehd T
Flip Horizontally | ®fa(gas1) =l &fdsi(Horizontally ) 1800 &% Tehd ¢ |

/A

Flip Vertically % @ﬁ[(gﬁ\_ﬂ) Eal waad( Vertically ) 1800 & Hohd & |

Rotate 900 left A= | BfEI(ZAST) 1 900 0T AH(left) W AT |

Rotate 900 right | BfEI(ZHEST) T 900 T AF(left) TR A |

Sl

Rotate | Sfa(zas) &1 Rl ft 0T R A

Transparency Bf ol Wi (percentage ) T YRS (transparent) SAMTI
0%

Colour & W@ﬁﬁ(ﬁ)%m,w,%@ﬁﬁaﬁmw

ekl & A1 I9h, HIRE 3N TMET ol FEEANTT W X Tohd 21 I8
AT HeR ST e foree ¥ femrE <d 2 1(F 1.17)

2967 1.1 FHY AN T faavor

R

1.00 =

fersr 1. 17 - @& 819 8137 foree (Color dropdown list)




ST TAER o SIRT g1 otk ufee & 7@ od afeh TR 30 ey ARk ol % ftheex
off T Hehdl © | foheel o o foTg &4 20sT o ffeiae ieh 30 fthoe fieiet W foeter weem

B T 11 fheeX B ®, v =i fos o <wian o €

7 - ;
ZINe

A i
eI
[o]

L

fersr 1. 18 - AT fiheex f&gisT (Image Filter Window )

——

AT flheet o Tl 11 fiheed &l =i feu w29t 1.2 o wHEmE T B

2 (Tool) TN Bfd W (Effect on Image)

Invert @]  Bfa(zHs) % Her o H e o1 AR Bfd I-whd B, A SuH v
3 STt

SmoothO BfA(3AST) & SR Hl HH FA ¢ |

Sharpen A gﬁ(sﬁﬁ)%fw@ﬁm%

Remove Tehel e gerdl @

Noise i+

Solarisation | BE(THS) & 2T TEei o foTg TEIHTC R STIAT © | 3TERT Toeht 31X Eeehl

B e feEE ol €1 39 W foreieh e W U SR SIgei st e § |

Aging T o TS T ST el © | 56 TR fofeTeh i TR Ueh 31R SEa st
W%’ mﬁaﬁaﬁagingf@ﬁﬁﬁ |

Posterise 2 BfE(ZAST) T T ol 9 &eh =l Ui ST o= SIn € | 39 S
T foreter o W RHIR FHEIN & & oy T 3R darg s fears
T |




Charcoal  ®fI(THSI) hl IRehIcd Thd o 9 H GRafdd hidl &
Sketch f

pop Art T | SA(3HST) & TEHT T F HRMUA(modify ) T .

Relief [[@] | B M & AT 36 T &1 ITAM fohall ST € | 39 3MeHA W fofeeh &2
R IR FHEIRK e o Y T SR Harg s e 4 2

Mosaic . %WW%W@@@W%W@‘#W%IW
FHEISTT 3 % 0 T 3R dare st fewr o 21

29T 1.2 A fthee¥ @7 faaror
Tfatarer 1.2 (Activity 1.2 )
i fear o o | 9 fRdt 6 ST fheed o AW SaET

2
O A
“a B G I®
/ B E

2 BIA(THST) T ATRR ST (Resizing an Image):

T4 BH U &S | IE THS ST @l WEd @ of g 9R §UR & | I8 STl ® foh o
€ THR SEES &l 2l dl el a1 < 3R g B & < 91 §H TH THH WSS BI
FR Fehd ¢ A1 16 | ersieAifhe WeeR(LibreOffice Writer ) gfaen <ar 2 for &a fordt off 30w
1 T Tl o H Hehd § R T ff Fehel € | TTRT A h g TR Ik 7 ik T
AT 3 M T & THS & BScA bl <7 ik |

Default o




e fau T =}l it Wit 9k B BIA(A) i REES o " © -

=T 1: B9 (menu) SR H > Insert Tab > Image 3= W faetsh o > ST S U=
B W3S e 9%k 3 (open ) W fodsw &1 SEdES | SfE(ZHS) 3 W 39eh!
=R IR 36 et fows <, St fo fo + fowmn o €

RO 2. TiEeX i 3R o ard frdl Tk 2ol W W |
TUT 3. B H AR Feel o [ el H 3R @i |

TRUT 4. A9k Hellfeleh AR 3 R HE 924 B < 3R < o B 1 AR 219k S8R
HH AT AR & T

Ife 39 BfE(ZHT) 9t AR 3R F0E S Teh T IS =ed ¢ dl i arel 2l ol Wi |
Safeh 31 9R 28 Ush THA H shadl Ush S8 o 3R 9eaoid | Sig o 319 sfa(sas)
T 3R TS ol A Fath SHH MHR TeAdl &, T i Hid TT I8 SA(ZHST) I Hle

AR
s Window Help
glO-C. 4% q B-WihEI&B-Q-
O s BEIH-E-E-B-lee (¥P-E

fr 1. 19 - Bfa #T 3SR FA7T (Resizing an Image)




3  Ofa ge™T (Deleting an Image):

forelt off <warast ° SUST ol fEeiie 3 3a1 & SE 2 Riaen fof dore =l fediie &) 2as

I feeie 3 & U 289 ol faeiae a1 3R feelie i Delete ) ol 09T &L

1.2.3.TEW 3Missiaed (Drawing Objects):
fAsI3TtRg WEeX( LibreOffice Writer) § 3nfl deF 309 HHET, @Eel 3T U o SIRT
I TEATSST <l GRS SR STehfiia ST T | W % 9R & <&eS % a1 i Al

TR % Wfthehed TfeTHeq (3@, STFferai (shapes ), @R (arrows ), HASTSE S, FeAe
& fer anfe ) o oM ot sragehar gedi |

forststifthd WX (LibreOffice Writer ) o SIRU 3T T&ATA | Mfthehet TRTHIH SN R
Tehd T | 3T SYANT 3T SR fEe, =1 o1 <ieise S o 3d © | 378 TR Jehet | off
At fRAT ST Gehdl € o1 9’1 ¥ SEE(Import ) 9 R Hehd B

1 SIS TSR T SUANT &iAT (Using Drawing Tools)

=T 1: ot Y View B > Toolbars H > Drawing 3™ T |

% Untitled 1 - LibreOffice Writer 3D-Settings
File Edit Wiew |Insert Format Styles  Tabl Align Objects
Bullets and Mumberi
. E |__||E.. Normal Eu an umbering
& ~  Drawing

Web

== Crawing Cbject Properties
Default Para ) ;

Uszer Interface... Edit Points
L Toolbars ¥ Find

Status Bar Fontwork

Form Controls

L
Q, Bulers ¥ .
Form Design
B Scrollbars ' Form Mavigation
Grid and Helplines » Il Formatting
9 Formatting Marks  Cirl+F10 Formatting (Styles)
~  Text Boundaries SR
~  Table Boundaries Image
~  |mages and Charts Ingert
L
I:I:I Show Whitespace =
Mail Merge
~  Show Tracked Changes Media Playback
Comments Mavigation
Resolved Comments OLE-Chject

R 1. 20 - 2137 Zox7 Wt G&H (Enable) &A1




sjélﬁ fafr= &@ﬁ'&ﬁ (Rectangles, Circles, Lines, Arrows, Callouts, Flowcharts,
) s % g 2t 2 €1

TIERT SUTT A oh TeTT i< fU T =)ot At Ut e -
TN 1: TEAES 3T open ) |
TOT 2: T SAfssae aH % foIg “gifei geR( Drawing Toolbar)” ¥ 3M&fd (I9) W

foreten |
AANT Ao
{Basu: Shapes)

TAFT Pel FEAIT SO

F4 T (Curve et {Right Triangle) {Callout Shapes)
List) (Sguare)
HAdTe(sele g R I R FAEIE

« F:_E;?n (Ellips=) (stars & Banners) (Flowchart)

\ | [/ =

" IN=-¥- DGO LOCﬁﬂ?D =]
h - \[\ -Eﬂr.lw Mnhhgeiqle K Enqluhl,u;} f T T Rl

(insert Lire) (Curve) {mn:ﬁmrgm e e (Block Amrawis) (Point
rounded) (Isosceles
Triangle)
GIECEE Rl i .
{Line & ArrowList) Lk
{FontWork)
w et it
{Circle) (symbaol Shapa)
T -
{Rectangle) G =
EAREIED (Togele Extrusion)
{Callout)
SFHE & 9190

(Insert Text Box)

fa 1. 21 - 187 gAa” (Drawing Toolbar)

TIOT 3: HSY 9 fFeleh 3R S 2 3R S|

TRT 4: Esc SO ST HIE F 96T 3¢ A Select T I |




2 TIET 3ifssige & UiUeist A AT AT dee T (Setting or Changing
Properties of Drawing Object):

feTeistifthd 52X ( LibreOffice Writer ) H S/a &1 ST 3ifssiae ZoIER o1 IUAN ek fafer=
TR T STH 10 & o 31 U1 &l “Drawing Object Properties Toolbar” o SIRu
frrmior o To= = Fefor o o1e S9Nfad e Gehd €1 31 =el i Use foeteh hieh o sffesiee

1 MFRT Sl TG T TR 2 |
Hjij, ~| 0O 0= TE =0 O= LE
E Ij I.---H\.I '---H\.I I_D E“I
A N =
o - |0.00" = i -

R 1. 22 - STET 3ifestae AIGETd ZoTaR (Drawing Object Properties Toolbar)

ST U1 <l i § Teel Nt foRn STar €, @ 39 “setting default value(s)” el ST & |

Drawing Object Properties Toolbar sl YA & 3ffssiare i Wigeist (Fill Color, Line
Color, Line Width, Border Style, 31f¢) Scl Tehd & | ST 3ffesiae 1 oI & R,
ST 3ifesiae TR YT BidT € | 98 T FellleT ZolaR i oRE il © ST Bhis TR el o

@l ST Hehll 2 |

ferdlt oft STfsiere vt ST | Uget SHeh UN(UTUESTST) WE oA o forg faferiar svoT
% -

TROT 1: TS Wiet( ) FR > SR Afesiae ot I+ > i (I) R et
TRT 2: GET 3fieside WIS ToaR O fafir TRefier & 7 ol ogel |

TRUT 3: Tl gE W Rk His[er ¥HT & fog




TUT 4: HISH W A 31T 291 T 3R a418 |

TROT 5: Esc TaRT ST AIE F 96T 3¢ a1 Select T I |

TeRET oft iTsstere Rl ST ok IS Sk TUN(UTUESTST) We @A & fore fmafafaa =wor
% -

TIOT 1: SEAES] WA 3MUT) R > 3iesiae i Reiae |

TOT 2: ASH W fFeAeh 3R S T MR a1 |

TOT 3: TAAR AT -k B W sfissige 1 el 9ee |

TRUT 4: Esc TR G IS ¥ a1 3 A1 Select T I |
3 3ifesiae o MR 9T (Resizing the objects):

fTsi3ithe WEeX (LibreOffice Writer ) o SINU T&GS H el 7T fordll ff QET 3ffesiare,
o, =1 99 1 SRR (Size) U SEATTHAT & STTHR DIl A1 FLT R Fehl 8 | T THART
TSt 3T ot afierd TS 3Mdr © |

TRt oft ST 2fsstae, T, IT 91T (Shape ) T 3ATRR (Size ) SEe o forw ffaiaa
<7 §-
TROT 1: SEES Wiei(3MUT) R > 3ffesiare, 2, o1 39 1 factee |

TROT 2: Rl S Sifssiae 1 g1 W NS g8 fold B 1 (I o 2 W MR ol TSI/
Y Gohd & d1 fFAR o 2ed § Ryt e a1 S8 g9ecll ST l)

TUT 3: TRl = ol o A1 e 1 E 27(Drag ) R
e Shift Key TaMER 39 T SU( proportion) ¥ 3ifssiae i I T Fehd ¢ |
4  3fissiae @l @A (Grouping the objects):

%e R foreisiiied Tge( LibreOffice Writer) H Weh U 3ifeh 3ifesiare, =, o1 99 €letd
€, S T @ 9gfed (Group ) RN ST Tkl 21 T SR 9Eidd (Grouping ) & SH
W, 3T THE U Galerd @eft epferl 39eh 9w 99 W § SR U Werd W R ufked
Tt W A B 2

fordt off grEm \HT@;IOM, EER o 99 (Shape) Hﬁ“él'{eﬁ% (Grouping ) T o foru fefered
T E —




TUT 1: &IOS Giel(open ) R > JHlesiae hl Ul hi |
TIOT 2: TS99 fFereh 3R 1 &Y 3R a4910 | ¥ & fafr= sifssige M0
TUT 3: UEeT 3ifesiae g+ > Shift TERY ST 3ffesiae T |

<UT 4: Format > Group > Group I Drawing Object Properties Toolbar 9 Group
(Ungroup, Enter Group, Exit Group 59 faeed ff Suetsdt €1) < |

Yed I9 HTAq
[Enter Group) (Ungroup)

[ [
: | :

eh
_/f |

=
[ Group)

R 1. 23 - gAIT 2037 - SIS Sifestae HiaetsT gora &

e - sifssiae Hl TGRA(Group) A & a5 TH WY TN, SieR, WES I TEa1 M=
2 ST 7

1.2.4 2R H Bfa ot Rafa (Positioning Image in the Text):

feTalaTiThe TEex( LibreOffice Writer ) H ToR< o WiaR 8 ol Reafa(Afaem) =1 W&t adish
Y S e e ST §, difh e 7 had UgieR o’ dfesh qgd | Wi o1 B | 3Hs
i feofa(I™eE) =l IR T A & ke fFEka fF st g @

1. FEAT (Arrangement )

2. W& (Anchoring )
3. T ( Alignment )

4. oo W (Text Wrapping)




F QT T STETT- 37T qliehl o TR St ST Wehell &
*  HREC (Format) W T START ek |
* fesiae W ge-frer ok T context) HY H SN FIh |

* R 3ffsside Woed T@@R (Drawing Object Properties Toolbar) o 3T
I |

1 Faem (Arrangement)

fersiatithe TgeX(LibreOffice Writer) ® o€ T Weedqui ¥few el & s sk &w
SR 3fooraed (TH-TER R T g8 awqait) o W v = ee. =t feoffay =t Feffia
FX Gl ¢ |

9 o ST g TRl of 8fa(sast) o1 SRE &l TR A1 F9 e’ Wehd 7

o1 Ty .| =l
0O 9 & =

R 1. 24 - BfF =awT (Image arrangement) ZoxT - ST 3iTesteae qigeter &

ST 3fisside WUl T@WR(Drawing Object Properties Toolbar) T =awel & forg

ferferiad STeRtor B € -

2 (Tool) U (Effect)

Bring to Front (WM @MW) |Ie faehed 3HST I Wl 37 3ffssided a1 301 o FR
& T R |

Forward One (T& 3 () |I€ 30 &l T &R FW A 8, SHH 59 FT 0

eRetT X @ Bl |
Back One (T& @) & TE TS Dl INATAT THS o Teh TR e SSTel &

Send to Back (Wa® W 9st) |78 THS bl Wl 3T 3Mfosiaed A1 3HS o T e &l
-0

0 %I
To Foreground (3mMfH ®) |¥€ TR ifesiae i CoRe & FHA oIl |




To Background (J4fH ®) |7€ SET sifesiae i RS & W of ST 7 |

2967 1.3 - SHT SRUIHS g T [aaur
Are: Teell =R AT P 3HS A1 FET W AN AT ST Gehed €, W S < had gET &
1w 3T €
2 U1 (Anchoring):
foTsistithe WEeX( LibreOffice Writer) H Uehin Ueh UH W © S gHST o1 SET & Hed
faig(refrence ) o &9 H A A € | T8 THT ol UST, TR, ekl 31 WA o AU relative )

o feifer ST T Y SRR <aT €1 5 off U 3R T O, TR, higeR A1 hE T
STTE W GO SITE STl §, i UehX ohl T g off 3%k W el €|

[Anq:hﬁrﬂr} Pl v E EE
|.: ® To Paragraph
To Character
As Character

iy I

RIF 1. 25 - Tt 267 31T+ 37T & T (Anchored tool with its options)
3 TGUT (Alignment):

39 W & SRE A =1 QET U & TR dféddl (IR, o4, ) = giisiiea (S,
o, T) We Y Wehd ® | W@ (Alignment ) H FEd: 6 Wiad(align) 8 % -

Left, Centered, Right, Align Top to Anchor, Align Middle to Anchor 3R Align
Bottom to Anchor

I o= oy |
| == —= -
| 0o Ber odu !

I 1. 26 — WIGUT 3YFUT (Alignment tools) — ZTET ATesiere ATt ZoAaw &




4 ToRe T (Text Wrapping):

e T w1 Ao 2 o Wiitherd o1 Sf(SHS) 3199 STE-UMH o ToRE o WY Y Teiw
I %I g ¢ Drawing Object Properties Toolbar T 3qoTs %I

O == IE S5 O= =

R 1. 27 — 2R AT (wrapping) Zod — ST 3fissiare HIgeT gora &
TE 6 TFR & BId € B [dhed A B

2t (Tool) IRIT T (Wrapping Effect)

Wrap off (3 & ): T TRE BA(HS) & W IR 99 W@ S 2
iul

Page Wrap (U1 39) | 369 ToRe SA(SHS) o IRi 3 o ST 2|

Optimal Page Wrap g U1 3 H e Bl §, oAl afe Tast 3 wifsta | 2 9 9
(3t o1 0) LE | &l S €, O TR SH I el 3@ S |

Wrap left (A X9) 3™ oRe I BfA(THT) & T 3T TN STl & |

5 lu

rap right (M)  THY TR SfA(TAS) & TR 3R @I ST =

BE
Wrap through (i‘q%l) € RS I THS o IRI 3R YaIfed 8 odl €, Al SHS] TR
= % S Bl 3 TR TS & eFl WE AR I femrE 2|
2967 1.4 2R I godd T faaur
=™ 94 1.2

1.3 Vg i 3Hq Fiaem? (Advanced Features of Writer)

foTsiatire UEex(LibreOffice Writer ) Tsh FOSS(Free Open Source Software) 21 S
o o g TR GIaemd s S @ | 31 9 ST $eh SUAN W Wi, WueH, diferehnd




3R o Sftferd e, SR ol WIRd Sl 3R S H Uiftherd Wi e g 2
T QIS o 3TEl T8 g AN 3+1d Gaend ff YSH wRel €, S -, Seeed @
STANT 3R ok URed | 37 ST GrAensli 1 SUAN ek §H 319 SEAES i USeR &Y
Hhd

1.3.1 fa9=-q=it (Table of Contents):

31t qk M9 | R ot o 2ot B YA AT W Sk fafi= TR % 22 H A (row)
3R et (column ) H TS ek <M €1 319 T4 fqo=-T= (Table of Contents) &
TR o W

A9 g9 A wE T RS < el 3R Il Bnlt | B R i yreed ® fase-ge e ®
e @ieR fqo @ik Sufes™ Bid €1 Sif 92 fRate o6l U7 SR o |1 SATd wd €1 S
TR | g8 e % oo Sik Sufes™ 1 U o) & @i gwian €, SH fowE-gE (Table
of Contents) el ST €1 TEH 37w, fawa-owqsil &1 difce (3aa1) o sERic®
A FR Fhd ¢ Y o fawm-ge o R off fower W faete e, Wi =t famm
UST R ST Gehd ¢ | oifh fI9=-g=i(Table of Content) T 9 g, 3Rl ISR &
UerIshH( Hierarchy of Headings) Sl TN Sl GHSHT BAT |

1 MILEIRCD) USTIshH (Hierarchy of Headings)

fTsiatihe g LibreOffice Writer) H T&diasii sl Siviehi( Headings ) 1 ST Slch
rafeerd feRan T Hehdl ® | IMShi( Headings ) i Tk UershH( Hierarchy ) Bldl € S g&ra
S G ol e R | eIl Al § 1 TH 10 TR b IiSehl sl YA Bl @ Sk
H1 ¥ H10 Bt 2|

frfatae ufsrar & vittent @t TEATEST W @1 foRaT ST et € -

TROT 1: TAe3iRg WEe(LibreOffice Writer ) § Teh =41 S&res 9418 31X 10 i for@
< Heading1, Heading?2 3¢ |

TROT 2: foreteh Y “IRUT% W@reed”(Paragraph Style) > “@f€™”(Headings) W foreten
F | “WEe” SR et | vivs 1 9 Tt 10 9% o ISt S g wefdid g

TUT 3: Ytk 1l Ryciae Feeh “efE1” SiwM | feres 11 o8 itk | 9 3ides W)
M AR

g WA B o 15 WS 1 ¥ YiYw 10 W Sead <@ H e, S A= o 5 gwien
T €|




i @ =E-Q-88 408 0MEEaEIHEB NO AR
| A A- I = =E==EE=E-E-=2 ===-20 =
S I IR I Sytes
Yialy 2@ A
5 Heading ”
Appendix
] Heading 1
Heading 1 Heading 2
Heading 2 Heading 3
Heading 4
Heading 3 ng
Heading 5
Heading 4 i
Heading 6
Heading 5 Heading 7
Heading 6 )
Heading 7 Heading 8
Heading 8 Heading 9
Heading 9 Heading 10
Heading 10 )
Index Headin
W previews
ST | .-l

- <

-0 -~ [F
e 1. 28 - vive (B1E7) 31T 0+ & &g qEdTa T

2  fawg-gdt ST (Creating a Table of Contents (ToC))

>

fordt ff TwaESt B ToC s9M ¥ 8t &8 I8 gHfv=d o o =it fF 39 cwarast | @@t

<1 2 €T WEd B 9 o Heading1, Heading?2, 31|

& ToC AW & Hehal & STd &S] H Tel &1 § I ohl (AT i T8 B
IS SEATAST TT3A Bl ST dF 1 o Hel fSU 7T =_OT sht Wil sleh ToC a9TT -

TOT 1: foTeisiifthe 92X LibreOffice Writer) H S&das @iel o1 &40 ™S9 @&l &7 9
2fET wra B




TOT 2: IR 3H W R T &l 39 fqoa-geft e =ed §

<Ot 3: fﬂﬁ Insert > Table of Contents and Index > Table of Contents, Index or

Bibliography... W foeier &t

Hyperbnk.,

Boakenark .
Crons-peference.

Special Character...
Formnatting hark
Hirizzaital Liese

Carl+ K

Faotnote snd Eﬂdl“g

ips behind him. That didn’t bode well. Whao cc
part of wwn? And at this particular momen
with the greenbacks. Was there another cro
and waiting for a chance to grab the fruit of
¢ law officers in town was on 1o him and |
? He nervously looked all around. Suddenly
it and disappeared between the two wanehou:
of the sidewalk. He tried to nervously tap hi
: it was a dead-end, he would have to go back
he saw the black outline of a figure co

Table of Conterts and Index »

[ Table of Contents, [ndex or Bibliography...

T 1: Insen &
w B =
o
i)
9]
k]
(IO
&
€D Lesson A
("IN
B | Pageiol®

Fage Number
Freld

Hegder and Footer
Engelope...
“Sagnature Line...

| ] Eography Entry...

T Index Entry—

T 2 : Table of Contents and Index =

K Type here 1o search

I 1. 29 — fawa-geh, ST7eHHITET a1 T Gell (Table of Contents, Index or Bibliography ) STEeTiT diekT
@i T

Table of Contents, Index or Biblicgraphy...
9 e il

TRUT 4: S S FAM > Type > Type and Title > Title
Title & 31 Table & whee 1 TEea( Title) ford |
“OK” W frers o o e1eh Swaras & faoa-ge d9R Bt e

XUT 5:

<{UT 6:




-
{...' - T LA L4 _} L= L ) ) el T T =1 [ R v L = I L= = '-l-.-'x,}

lp| Table of Contents, index or Biblicgraphy x
'iFTﬂx prtries Sty Columnng Backgrownd Table of Contents
/ r‘"l" edkag i1 L !
[itie: | Table of Comtents Eey 1
/ e Heading 1.2 i I
rotected sqainst manual changes Heading 1
R"T 1i: T]'PE b Irsdex o Table of Contents This i% B corsent fram the Arst chapber, This isa
LIREGEIED Entire document |v|  Evaluate w9 2: TEd IE-I e o
- = . Heading 1.1 /
Ureate From a1 Title ﬁﬁ This is the conent from chapter 1.1. This & the endry
[ Quatline for th tabig of conlents
Ll [l
Heading 1.2
ep U dasionalshes | Assign sl This s he content rom chapler 12, Tis kepwordis |
£ inday marics & main entry.
0

Tablg 1: This is fible 1

Help ] Breview Beset | QK Lancel
: ]
i

wwﬂnmhrmﬁnmhﬂﬁhhumr I~

W73 0k W
Fas

I 1.30 — fawor-gei, 3TeRHI0TaT a1 T Geit (Table of Contents, Index or Bibliography)

3 ToC kT HEHISST (Customisation of ToC):

TEES H ToC T8 8 & oI1g BH SH 310 AR HaES] It 9= Hehd © | TH HEHTES
I o fIT 31T ToC 3ieT & wel W off e foreTer ieh Ufee T2 REdit Index) 3=
T ot |

319 319 TEA fF Table of Contents, Index or Bibliography ST st T T & | T8
H 379l 5 ¢9(Tab) SR 3MWH( Type, Entries, Styles, Columns and Background ) |

37 o9 ¥ feu wu fafir= S 1 SUEN e B9 ToC i Tee(Edit) % Hehd 2|




Cut Cirl+X

le  Form  Tools Window Help Copy Crl+C
Ml &9 - L‘ij Paste sV 4l B

7|  Paste Special b
tion Serif ~| [12pt Y Update Index : ﬂ
K ' Edit index Pl

»  Delete index

Clone Formatting

E
B
E
&
Tak A Clear Direct Formatting Ctrl+M
£
%
%
[
fu:a)

................................................... Character L S
F'gragraph [ I
List R St
Insert Comment Crl+Al+C  freeeeeeen
1 Ll T T Open Hyperlink e,
p?c Deeeermeer e e e e e e e e e % Edit Hyperlink., ~ peeseenen
giz ;’- .......................................... Copy Hyperiink Location ===
DIC OO BEMOVE Hyperink .
'
s R
PIC L [2 Pagesyle. [
DIC 2 e e 6 Topic 2.
1 Lo A SR 7 Topic 3

fas 1. 31 - 9I7 319 §7 9 Ufee 3899 (Edit Index) e T T AT

S 9§t ToC H seaid BMl 9 He SR sed( Dialogue box) & WY (Preview ) R |
TR 3 |
* 2127 (Type tab) - € 39 By default UfeRd T 2|

*  UEST (Entries tab) - 398 ToC ¥ fafi sifwm(ifeM) & fou wree fuifa
- & faeheq s €1

*  TTEA (Styles tab) - 39 39 U H 9 3A(H ®ee o & oad W (&g wead
TS T TRl B

* WA (Columns tab) - 39 29 U 84 R 3 HicTH ! U2 X Tehd & R ToC
% feru)

*  SeIss(Background tab) - F€ ¢6 ToC % SIS el i Ufeed i o1 =
S o fIU S 31l 2 3R ST 3t 9SS hol BN 98 Ufded shol fael § =i 3 |




1| Table of Contents, inde or Bibliography 4

| Tree Entries Styles Columns Bachgroundd | Table of Contents

Type and Title "'mﬁ.: 1 ; i

Tl Tobleof Comtents Enery. ; B
- Heading 12 mll

e Y|
0 Brotected sgainas manusl charges Heading 1

Create indiex or Tabse of Contents e ST e N M N EAO THIE I
For  (Entire ao.:umtzl Evaluste yp bo level 10 Heading 1.1

Creste From Thes &5 08 CONEN BOMm CRapier 1.1 This i3 e antry
P for the table of contents
] Conathine:
= = = Heading 1.2
i Additional siyles sign ghy This is e content kom chapler 1 2. This keyweed is L
] indes maris e

[ | 1 | | ]
[ | I | | ]

Taddg 1. This i5 tabde 1 |

LS BTy =

A

Lal
R P =

B B | -

fer 1. 32 — fawa-wAl, srgeHATOTHT 4T TeT T (Table of Contents, Index or Bibliography dialog) fast @&
fafir=r 2o

AFATSS FHoW T o foru Freferfad <ot ot uTerT &t -

TIUT 1: ToC W right e X > fReteh TR Edit Index W > SWee (Backgroud) o9
H Se

TROT 2: THH A9 3@ ISR 36 - None , Color 3R Image

*  Color 3 Image ¥ 34 ToC & SHUSE H holl 3 SHSI o Fehd &l |
*  None 1 3UAN SHURE § ol HeR AR THS &l geM & 1T foman S €
TROT 3: 3id °§ Ok W foeien Y |

Trpw Ermam doplen Coenny Bachgrouns

Heading 1 i
| e Calor rage Henting 1 1 |I
By :

Hemdng 12

Colory At Mo
Paipme ttandaes =] - | Hlﬂﬂ-"ﬂl

EEEEEES
iEEEEEEEES

Ttk 5 W conle irom Mo Beal chaoler. Thil s a
st ARRCIEey Wity

[ B Heading 1.1

= T o M onen o croas | 1 Trasiis B desiry
@ | = Tor e b of contene

Lpa [ Heading 1.2

P e Tiin & W il room chapder | 2 Ty mwond i
& e priry

Pk (5

—r— 1 T ]

s 1. 33 — fawa-gei, 3TgeRATUTET AT T Geit (Table of Contents, Index or Bibliography dialog) fast &1
dFATEST S




fﬁ'ﬂ'ﬂ—'ﬂjﬁmm (Maintaining a Table of Contents):

4

feTsisiifthe Wgex(LibreOffice Writer ) , fas@-gei( ToC) R TEAAS 1 Teh el H g9iiar
21 A TEae B el off IS uRad R S €, o <9 fava-geE o o g S e

fars@-g=(ToC ) =1 FFIT T & 1T Update 3R Delete ST SUeisH € -

*

Updating the ToC

- foeisiftRe  WEeX(LibreOffice Writer) ToC ol

TEEIfeId(automatically ) 9 9§ 39S &1 hidl 2 |

Deleting ToC - U< ek X ToC W > U4-39 menu ¥ Delete Index f&shed T |

e

Clone Farmatting

Clear Dhrect Formatting  Ctrl+M
Character ¥
Faragraph »

List ¥

Ipsert Comement Ctd=Alt+L

Open Hyperlink

Edit Hypedink...

Copy Hyperink Location
Bemove Hyperank

Page Style...

RIT 1. 34 - ToC & U2 3R f&eiie T




1.3.2.2WAEH T IUART AT (Using Templates):

T Teh g4 feia T3S (preset layout) & S MG W sHadeh (professional )
o1 =Res (formal ) S&AES (SlHTHS) S | HEE Hdl € | TUH TR, Withed, WIEed,
TS FoR, B 3R Fe St =S I el & | A A9k aR-9R Teh €1 ORE ol S&rasl a1l
€ 1 31 Tl T SYANT X Hehdl € | T8 AT THI T H HEG ol ¢ |

1 TEATIST o SHAE hl ST AT (Checking the template of the document):

YR T & (SR gHe ) o THee W eiid @ I8 WA & fae e ==oi
Tl I i

TOT 1: ®Ed (File) ﬁiwsrri > Properties foered I |

TRUT 2: S S Yol T, I THeIE 1 M @R < A geaa«(SwgHe) frar
fafdTe el @ S9N 2| Al UR fewice SHee ¥ S9N T 7, THee Sl foree |

& B

Properies of “Untitled 17 x
General Description Custom Properties Security Font Statistics

Untitled Change Password
Type: Text Document
Location: |
Size:  unknown
Created: 08/17/2025, 12:33:08
Modified:
Template:
Digitally signed: Digital Signatures...
Last pnnted:
Total editing time: Q00000
Revision number: 0
4 Apply user data

Reset Properties
[ save preview image with this document

Default Template THeFt g & FEOT
FE template Fo HET T

T o | [ ][ om

I

fer 1. 35 - formr 2/eie aret S&ara T @1 iagtsr

IS 3T hIT TS TS o SR o914 & f fIel template &1 = @ | S/ &
ST &S] 99H & foiu fefeiRad <Rol s 9 e -

=T 1: HEA (File) B W SE > New > eHeicd (Templates )




TROT 2: TGl = fel weta Bl > Rt U vl i T, SSTew % fore, Wt Tvee

“Modern business letter sans-serif” I & |

Termnplates >
Search Filter |Text Documents |~ | |.I'-'\|I Categories S Manage ™
~
class10g Maodern business letter serif rmediawiki
| Title: Modemn business letter sans-serif
Categony~ Business Commespondence
—
Businesscard with logo o Resunse Drefault

W
oo ==
- oo ==

| [ e GClose

[

I 1. 36 - 2Tl faeiae &eT

T 3: 3UA(Open ) W fordw |
TRUT 4: BEA (File) B W ST > Properties fashed 9 1(Tel 3mehl Juce &1 =M R

ST )

EX3

T—
Properties of “Untitled 27 >
General Description Custom Properties Security Font Statistics
Untitled Change Password
Type: Text Document
Location: 1
Size:  wunknown
Created: 08/17/2025, 14:24:23
Modified:
Template: Modern business letter sans-senf
Digitally signed: Digital Signatures...
Last printed:
Total editing time:  00:00:00
Revision number: 1
(| Apply user data I
Reset Properties
Save preview image with this document
Template TE&FT 8 9 properties &
template & AT A< HATTIT
Liclp Beset Seoncel

e 1. 37 - qEATEST 1 Aiaetsr 2/eie & 717 (Modern business letter sans-serif) & QT




2 Teh eWe 99T (Creating a Template):
3T 9 T o SIS o1 Hehdl © 3 3¢ Wiy | I o foTu WRS Wehd ®:
TUT 1: 71 A SR ) Tiet a1 HiSfel Seaw(SiehgHe ) @i Juiiea(tfee) +

MY Tmele % T § FesH(save) =6 2 |

TOT 2: THH I TTER BIHAT, WEed, TR, Mthad e <iE |

ROT 3: WEd (File) fFLtRTver' > TMed (Templates) > et (Save) W fais w |
TRUT 4: 9 < 3R WA F Aol (Category) T (S “My Template”) |

TUT 5: ToS (Save) W Tk i | S ott USRI & A1 TasT SIU |

= Lntitied 2 - LibeeOffice Weter

g Wew | F Form  Tooks  Window
cacll Gl gn'rzt_ e Tge Fom Tooks W Save As Template >
D e 'hR X B[ 8
5 Ope o0 B
T 1: File 3 Open Remcte.. A hore vl 1§ myPage
o Fed aw | O festbgmes SRR R EX Select Template Category: t
B Gese MNone -
Wiz : :
™ Tempises M Gt Template Business-Comespend
= F ST draw
5 MediaWiki
D Manage Templates, C3rlsShift=N Cither Business Documents
H o e | Personal {:_',nrres-pundenl:eand Documents
Presentations w
T 2: Template > Save
FTITLE> RECIPIENTS NAME> [ Set as default template
as Template 9 TFas &1
ki <ADCRESS POSTAL CDOE><ADGSESS CITYS Help Ca
e | ‘

a—

T 3 : Select Template Category & > My
Template AT 370 HEIAT T9eec &1 > Enter
Template Name & 517 @ > Save &1

fersr 1. 38 - AT F QF UF 2/ i (Save as Template) AT

3 g-Toce/@dst WU dWele® @ SUANT &T (Using  In-built/Saved
Templates):

frsitithe TR (LibreOffice Writer ) ¥ Teel W o+ SWoicd 31 3119k ERT ¥R (save)
T, T T STAN 3 o U




WOT 1: BIsd (File) f@‘T{GiTQV > Templates > Manage Templates ﬂal (I Ctrl+Shift+N Tam) |

TUT 2: ‘LTI’ SN SR Gord W, U T wf g few@rg |
TUT 3: TS HN TIF Fh > Open T4 W foetsh w |
TROT 4: THY 991 SEAS ST A o T Tl S|

5 Liiged 2 - e Witee
B e v o o e e o ok e

[ tew "2 ‘],ﬁ waummiﬂ-m | | e =
v ] b
T 1: File ﬁﬂ'ﬁ -y &5 Tihora
T FAd T |famen o |

o =

Waneds

' ) N - Ll e
| [ tenplen y| e
= B sonlorger. i ="
e [T ———— |
B = % | e . — -
B e o
: e

. . !
T 2: Template > Manage 4 B om
[<ADDRETS (TTe
Dione
Template o T 51 y == [ o]

9 3 : Template ﬁ]’?ﬁrﬁ' Ezea
Open T &% &1

fersr 1. 39 - SWeTeW SIEANT SiRT @ IEATEST Gied-T
4  STFATST SWASH hT SUIANT T (Using Online Templates):
LibreOffice il SHIcH i Ush foqd SiE@ell WeMH il ¢

=T 1: wied (File) fIT:LtIT Grri > Templates > Manage Templates ﬂafl

TROT 2: “THCICH” S e H, S-S top right) %M ¥ > Manage > Extensions
TR ot H

Templates x = -[#
PR e rem— ) [ T — j" Na:
< Mew Category
= T3 Befresh
L Extensions. 1
lass ¥g Modern Dutmets leter thng. Mocern Buginess letter serif el f
sarif
. Manage & AT Exiensions 97
Fraw =10
Butinesscard with logo o Resurne Detaut
B ==
Hele Close Dpen i
S ™ 1

RIF 1. 40 - 2We12q STZAIT diaT & TS (Extensions) U [Tk &TAT




=0T 3: S99 39kl Extensions Template SEET s =) 3T |

TNUT 4: Template T= &%k > Install Icon W T |

ST amape

Extensions: Templates =

birthday |

Birthilay Greeting Card pres..
A free and sasly editable presertation ’. |
F k| template in Indian style for all, Typical Indian "

Style of grestings. The images, text, layouts,
Template & &1, Install icon = == and calors can be changed. Compatible with
.l. all screen types. The catchy lines add fun. For
7 Fas &7 bl ol age groups. just edit
} W Votinge

Licenge: CC-BY
1 Required versione  >=3.3
o Cormments 1]

Install Website

i 40 ans

For a 40 years birthday party.\nln modéle
pour une féte dannieersaire de 40 ans.

'ufgq:ing:
| License: €co
i

Reguired version:  »=T.0

Comments 1]

Install Website

| -
I Cloze

FUN el et w7 el e -l BRI |5 o
ferr 1. 41 - TRSGI3NT (Extensions) 22T STSATT STRT
5  2Wee gWie T (Importing a Template):

I MO HE T ATeET SRTare fhar @ o fordl 39 L9 T WSt ©, d 319 39
LibreOffice ¥ $FIE X Hehd & ek a8 3T Sriele gt | @ <

=UT 1: Bsd (File) 1EF,!\‘?IT ¢ > Templates > Manage Templates ?ﬁl
TROT 2: ‘T’ ST Sed ® > 3 (Import ) 929 W fetsw |

<UT 3: Tsh ﬁUﬁ(Category) ﬂaf?lﬁ 39 T hl GesHI(save ) =&d &l > Ok X fereteh
F




Temiplates

classig

T 2 : Select Category
» Ok W Fas =1

Filter |Text Da(umuﬂ All Categeries

Modern business letter sans: Mesdemn business letter serif

went
Select Category x
Select from Existing Category
Nane ~

lef |Business Cormespondence

draw

MediaWiki

Cther Business Documents

Personal Comespondence and Documents
Presentations w

or Create a Mew Category

U0 b ok ]| conce

T 1: Manage >
Import 9 el

ferT 1. 42 - 22w ST died | 2w g/ie (Import) AT

TROT 4: BIZA I SIS L IR T Y 319 g T =med €

TNUT 5: Open TR foeter 1|

2 open

Organize v New folder

[&] Pictures * " Name

10_unit1_402 o

10_unit1_402 extra

boolk practicle New folder

€It [E] Appreciation_Certificate.ott

Lib03_3_chapter_template.ott
[ Application Links

@ OneDrive - Persor.

[ This PC

8 3D Objects
[ Desktop.
Documents
& Downloads
D Music

[&] Pictures

B Videos

“i Local Disk (C)
= EXTRA (D)

= DUMP (E)

= NSQF STUDENTE
= OFFICE WORK (C
= GALERY (H:)

A e a d

T » ThisPC » NSQF STUDENTS (F) > SCERT_ Curriculum_Duty_2024 > 10_unit1 402 »

Date modified Type Size
File folder

File folder
File folder

OpenDocument T... 5357 KB
OpenDocument T... 106 KB

8/17/2025 5:24 PM

x

v|® | Search 10_unit1_402 £

=~ ™ @

File name: Lib03_3_chapter_template.ott

| [Templates (~ott:"stw:* oth:*.dc |

Cancel

R 1. 43 - Zwie HIET g ST FHah




6 WA Hulfad AT (Editing a Template):

9 319 G A 3P foRT Y TPoele ol HOIfed Y Wehd B

=OT 1: Wwigd (File) ﬁT-,LtR ?rrli > Templates > Manage Templates ?ﬁl
TRUT 2: TWele W Right fetd & > Edit foehed 97|

Templates o '

Filter iTthocumuEi Al Categaries ﬂ

class10g
-------- i | [F I Manage > Edit ¥
—_— ‘ Faw =
e L

Buginesscard with lago Lib03_3_chapter_template o Resume
oo
oo

Help Close Qpen

fr 1. 44 - We2q SIEANT did @ e (Edit) 31T &7 T4

TUT 3: T G (3AU) BH W > THEE ¥ Right e & > Edit Fields fased =1
TAUT 4: Ok R fretsh |

Ediit Fielals >
E Placehaolder
Company Name
Taktle o
Frame Beference
Image
Object
Macmo
<TITLE> <RECIPIENT'S NAME=
<ADDRESS STREET>
<ADDRESS POSTAL ODDE><ADDRESS CTf '+
<STATE>
El | 3 Edit
2025/ August1 7/
[ o |l o
Dear <TIRE><RECIPEMTS NAMED,
Lorem ipsum dolor sit amet. consectetur adpiscing elit, sed do ewsmed tempoar incidid yot ut labore et
dolore magna aligua, Ut enim ad minim veniam. guis nostrud exercitation ulamcd laboris misi ut

aliquip ex ea commadae consequat. Duis aute injre dolor

Right &= Template 97 >
Edit Field > Ok 9% e+ ¢

e 1. 45 - tfee wiegw (Edit Fields)




TRUT 5: IR ol GesH(save ) o fo0 ®wEd (File) >Save T feier |

7 &y femice 2Heie 9 &3 (Setting Up a Custom Default Template):
39 forddt it S/eie &l LibreOffice Writer & foTu fewice T/eie & ®9 H T & Hehd o
=0T 1: %isd (File) ﬁ—i‘ﬂ ¢ > Templates > Manage Templates ?ﬁl

TRUT 2: T R Right 5% #X > Set as Default faered I+ |

Templates
Filter Tutﬂucu:n:nisﬂ All Categpones H H.-n.lgt
Class 10 Open lm bausimess letier senf ek
Edil
Set as Default
_ B Move | ]
: 2 Expont 2
et | Template W {B¢ BFas =6 >
R o Set as Defauh T Fas &7 |
a8
Help Close Qpen

ferr 1. 46 - fSwwiee 2meie & w0 4 9 AT

TIOT 3: 37 519 o 3T Teh 71 SIS Gietll, df 98 T THele W 3 2 |
8 THAS i WMTART AT (Moving a Template):

Y T T T Tk A0 A gEE 2ot | Taia X Fehd €

=0T 1: Bed (File) fF;LtR ¢ > Templates > Manage Templates ?ﬁl

TRUT 2: SHAS ol T8 he > LR (Move ) 929 TR feler i



Ternplates X _,

Filter ;Tutl}c:umenuzl |AN Categones T| Manage =

Qpen I e
classi0g Modern busin .-.'. Edit pss letter serif miediawiki
Set 35 Default
‘ = || B epon | i
= Template W (B¢ e &6 =
Businesseard with lage o
Move T s &1

g8

Lelp Close Open

e 1. 47 - Zwie ®t gO e & FHT (Moving a Template)

TLUT 3: 39 T U 1 =9 Y STEf 379 THeie &l of ST =9ed ¢
TRUT 4: OK WX foreteh i |

Select Category *

Select from Existing Category

None -~
My Termplates

Business Correspondence

draw

MediaWiki

Other Business Documents

I Personal Comespondence and Documents

Presentations ~

or Create 3 New Category

Select Category > Ok 9 TFa®
iy

RIT 1. 48 - Raeiae 2T (Select Category)

e T aTa T (Exporting a Template):

3T T SIS Tl 3T X W Rl off Pieex | Wt Wehd & dlfeh 3T 38 TR o W1
TN R Teh:




=T 1: wEd (File) fﬁ[ﬂ? GHQV > Templates > Manage Templates ?ﬁl

TNUT 2: T R e foeieh eh > FEfd (Export) 929 WX foeteh o1 |

Templates

Filter iTe:ntDocumeﬂtf- ~ | Al Categories

Lsiness letter sans-
serif

Businesscand wi

=1=] Iz
oo =

Help

_3_chapter_template

Template 97 IS¢ &FFa+ 15 =
Export 97 oo o1

Modern business letter senf

ecdianilicn

<{UT 4:

fer 1. 49 - TR 2w (Exporting a Template)

S R W TH M I Sal 3 T i Tesi(save ) 9ed ¢ |
Save W et |

[ select Folder

Organize v New folder
10_unit1_402
10_unit1_402

boolk practicle

EDIT

[] Application Links
@ OneDrive - Persor.

[ ThisPC

8 30 Objects

I Desktop
Documents
4 Downloads

B Music

=] Pictures

@ Videos

‘i Local Disk (C)
= EXTRA(D:)

= DUMP (&)

= NSQF STUDENTE
= OFFICEWORK (¢
= GALERY (H;)

. A

& Pictures  # A Name

Advanced Screen Recorder
My Data Sources

4 [E > ThisPC > Documents »

Status Date modified Type

:05 PM File folder
211PM File folder

Size

v ®| | Search Documents

Folder: | |

Select Folder

—_— - s : .
H P Type here to search . ’ X t

M. @z

(B vicr..

B o

& 31c

i 1. 50 - 2wie @ @ I & 70 ST5a AT WleeT &7 @9+




10 Wil SIS W eHeled @] &l (Applying Templates to a Blank
Document):

MY Teh Glelt g&dres W 4 Treie A R gehd &

TT 1: T TEAES Wi, T R WEd (File) B W > foeld R New W > Text
Document

=T 2: R 9§ s (File) fl?LtR Grri > Templates > Manage Templates &l ﬂefl

TROT 3: TS T FIT FE 3R Open TR foreTen |

TRUT 4: TR Ueh AU fael o et S|

T 5: Ctrl+A T < THICIS i WA T hidl & R Ctrl+C & hidh R |
TRUT 6: 39 Welt e W 98 R Ctrl+V T & I |

TROT 7: 3 3 9 AR A content) i HAfed(edit) X Fehd € |

T : SWHT A1 g R TT fFT T i g SIS b T4 & o, “Insert >
Text from File” T feTeh 31 BT | 39 WiehAT W AT T ol S&ATaS o 31 SQ |

1.3.3.?5:!?%‘@!@”@?{ (Track Changes Feature):

foTsiaifthe W2e(LibreOffice Writer) ® a1l dF 3MUH 399 <GS &l &e T@ o
GureA(ufefn) S Hian | s ST 39 79+ TEArdst i SMepseh a1 Hebdl e | Tifeh g
IR U1 B € R TER U SEArast 9gd o1 €, R srhel 99T SR re AT gd i
B Sl 2 | 59 R © feher o foTu forsiaiifrg geX (LibreOffice Writer ) SURNThd! ol
ok <IST o iR odl & | 39 HIR & ST S&dres] frdl Teh SUANTehdl R S Sl 7, 5/
ek STANThd! o Y IR G o WY T2 67 e @ difes 39 gureA(ufsin) e we |

% =1 fersieifthd WgeX(LibreOffice Writer ) &l oigd &1 Sferasett 2ot |1 T €, 5o
SIRY &9 30 SEES W Ge AR S SUANThdl §R1 hHe, e, Sen(Tein) iR
feunlt & wehd 7

St off el ¢ o9 & SIRT B B 3% gel( SRR Suehdl iR iR SRR %
b B | STl Teh &) SN W hE Wl i o @ Bid €, o T8 HIER e SYANTehdl gRI fhu

MU SEerdi o1 e W@ d Hee il 2|




frfeIfad =Rl ¥ 319 ¢ =SI(Track Change) TAIR =1 fersiatifhe e (LibreOffice
Writer ) o =31 Hehd @l -

=IOt 1: E’Rﬂéﬁr@ﬁ(open) |

TRUT 2: foreteh o “f (View)” W > Toolbars > Track Changes.

e 1. 51 - ga ¥ go7@lT (Track Changes Toolbar)

fersisiifhd WgeX (LibreOffice Writer) H ¢ =S¥ ¢@@R (Track Changes Toolbar )
W A fafr weq Frefafed ©

(1) a{éﬁ%@m (View Track Change): 38 57 W forieh i WX fafir=1 SqaTehdiai
g T U ot agee veRfd B 7

(2) TerE e 9919 (Record Track Changes): 38 529 W foreieh oA § 3 <9
H=R 91e] (ON) & Sl 81 39 a1, R T i off Hurew fafga fhenm smom|
TEATE T SIST 1 S 9 38R Teh 31 1 1 wefdid g 3R fehe e @i s faem
(deletion ) ETI8Hh-¢ (strike-through ) Stelt | ferg <

(3) T gk 999 / AT ¢k 9519 (Previous Track Changes / Next Track
Changes) : 398 Previous Track Changes 3M9ehl TU&el Seaild T o ST, STafh
Next Track Changes 3T 3T decild I o S|

(4) THE | THE 31T 2 9919 (Accept / Accept All Track Changes) : Ll
STl S&deS | fhY U 9Eed @l TR Y FWehdl ®, Accept e T TH-Ush
IR TR X |

(5) TRwE aﬁwémﬁﬁm (Accept All Track Changes): 39 929 W foeih &4 9
LA | fRU T w9 agere TEiehR Bl S |




(6) Toe | e ﬁ'ﬁé’éﬁﬁ'@iﬁ (Reject / Reject All Track Changes):
ECRIUE| awésr o Reject Track Changes AT Reject All Track Changes d2H
T ferceten ook S&aTaS | AU 7T Ueh Sai o Gl SSclral hl TS Y Hehell © |

(7) TSt 1T 2% 9919 (Reject All Track Changes): 39 924 W ffefsh w1 §
TEAES B fRT T Wl 9eeTe SRR 81 S |

(8) aﬁﬁéﬁa@ﬂ? (Manage Track Changes): 39 527 W forefeh &<+ ¥ Manage
Changes ST s Gel STU, FTAH SUiTeRal bl =H, TINEF o aiRg 3R T9
% T TEAET B fRU T qeft aeerat i forga g et €

(9) TH< HHe (Insert Comment) R0l Siiga & fIu 59 se9 &l 39AM |
wfafafir 1.3 (Activity 1.3)

i feu U s | 9 TRl 7 3k =i ZA9R (Track Changes Toolbar) 29 % M
TATR okl STANTT Ff FHART |

1 TEATAST ! FHTST & foTT d=R &7 (Preparing a Document for Review ):
% =9 & WRY §H TEAAS Sl THIET R Tehd €, ST gA T e €1

9 TRk W T A UG & I U A6 |ien R S €, @ U e ©
fof ot HeneF(aeeme) SSi(¥RE) fhe smd | o6 ger( SIRRFe) Su=iTehal @l a1 | 39
ARl <l TR A1 SR A ol foehed T B

ol SYANTRA! ST <l FHET o fIu It W Ugel, GHIAT & U gEdree dUR R =Ry
3R @l € uRad=i i Repld e I 1 =Ry

TROT 1: =T A 9R ¥ e (Edit) W T s >Track Changes> Record fashed o |




Untitled 2 - LibreOffice Writer

File | Edit View Insert Format Sty Record 1
3 Undo Crl+Z | B\ Show
Redo Crl+Y
; - | (2 Manage..
: @ Repeat Ctrl+Shift+Y : ]
Previous
= Cut Cerl+X Next L
Copy Ctrl+C Accept -
EE, Paste Ctrl+V Accept and Move to Next
p
7 Paste Special k Accept All
BH select Al Ctrl+A Heeet
Selection Mode , Reject and Move to MNext
- Select Text Cirl+Shift+I Reject All
[ }:' Find... Cirl+F Comment...
,@ Find and Replace... Ctrl+H EE. Protect...
- Go to Page... S Compare Document...
[ ] Track Changes ' Merge Document...
N Comment »
. | I TR e

ferr 1. 52 - Repie faeheq

IS 39 =1ed Bl o6 I Wi STANThdl o =Sid faehed sl 318TA( disable ) = &% Heh, ol 31
TEAAT S THaS W YRR R Fehd &

=T 1: Ufee (Edit) > Track Changes > Protect frhed I |
TNUT 2: Teh YaE TS ohl ﬁ??&lﬁg@(conﬂrm) TR |
TOT 3: Ok TR foredes i |

Enter Password g

Password

Password:

Confirm:

(Minimum 1 character)

Help OK Cancel

R 1. 53 - U2 grqae SIgeniT i (Enter Password dialog box)




2  dATal ol fehle T (Recording Changes):

S & ‘I <o’ HIeR ] (ON) B ST €, df GHieieh(reviewers ) &N o Sgadl
ol Rl T & T Fehdl €|

TRT 1: G O] SR ¥ e (Edit) W faerd # >Track Changes> Record foshed 9|

& trackl.odt - LibreOffice Writer

Eile Edit View Inse rmat  Styles Table Form Tools Window H
B-o-B- D e (B~ & @ =L
Def: ag ty ~ "';%7 ;y Liberation Serif ~ < B I U-+S5 X

[T % - i T d !

| Deleting Comments
| To delete any comment, click on the down arrow on |
| A popup menu will be displayed

| It gives the option to delete only the current comment

1= FEE e BID B BE
@ [Find ~ Find All (] Match Case | S5

frr 1. 54 - yRad+l # Ra&ie #AT (Recording the changes)

i SiwM faetee 81 & o1, S&as | fopu 7T &g off decd (S TRE SIS o1 82T
fafed(marked ) & ST | SRS § Sl T H1E ff SRS Tk 3/ 1 § fe@rE &, 3k
AT T i off TRE wIgH-9 (strike-through) ¥l T feEE < ST 39 A48y UiEeR
%l S W o 9 €, @ Tk e (tooltip) fwmE < S 3u=nTeRdl, sTad, 3R
Seele ol AR 3R GHT o1 fFeor <)

| Deleling Comments
\ To delete any comment, click on the down arrow on the bottom right of the comment box.
| A popup menu will be displayed

It gives th: i

. [Deleted: Unknown Author - 0g/05/2025 16:24:20) | . . .
all comments by a pastiediarastherrerro T et elete stisarantherand

fer 1. 55 - fopT T gRad=i &1 fa@vuT fe@r arer ge7 129 (Tool tip showing the details of changes made)

Ife 3 RIS oig AT "red o o fFrafafad TRoT ot ures & -

OT 1: Tfee(Edit) > Track Changes > Record & R 9 ﬂﬁ ql AR H Record e
T foreTeh W




3  SEATal il WIHR 3T SRR HET (Accepting and Rejecting Changes):

Stg @it FHei( reviewers ) SR Seelid X U T B, O B ISR I TRR A
SRR HT Hehell % |

TOT 1: SEAES @i |
TROT 2: 39 9eld W et o, 19 9 TR 21 3Rdi$R AT =%d ol |
YT 3: Accept Track Change 3T Reject Track Change sZ4 ?ﬁl

T 4: A 3T EHIC] o S Afae e B ?ﬁ, Previous Track Changes 3T Next
Track Changes 92 W forcieh i |

TTOT 4: Gl SScael Sl Teh WY TR U1 &GN i o {8, Accept All Tracked
Changes T Reject All Tracked Changes 52 WX feredeh i |

I Tt Seeral 1 foa feRoT <@ ® A 89 Manage Track Changes 924 W faets
Fh > “Manage Changes SHAM s’ T 2@ Fehd 81 | 39 =! @ J&i I ot sIgaral ol
TR I 3R Y Fehd B |

Manage Changes x

List Filter

Action |Author Date Comment

@ Unknown Author 08/06/2025 15:46:23
# Unknown Author  08/06/2025 15:46:23

. Va Unknown Author 08/06/2025 15:46:10
mment, click ¢ ra Unknown Author 08/06/2025 15:46:10
ra Unknown Author 08/06/2025 15:46:14
will be display X, Unknown Author  08/06/2025 15:46:16
X Unknown Author 08/06/2025 15:46:41

X

m to delete onl Unknown Author 08/06/2025 15:53:26

'a partieared
ants.
LT &hy | [T | Accept Reject/Clear formatting Accept All Reject All Close
Y B BB
© van Tlaa w1 - =N

ferer 1. 56 - URadT T&fId (Manage Changes)
4 fewforat Sie=T (Adding Comments):
S &S] ST Sl ST T ®, hE OR o 39 W W™ comments ) A1 =@

£ 3R %E IR o ITANTRIAT I HiE SHHER o1 =8 g1 d d ¢ <ol ZoaR( Track
Change toolbar ) & SIRT, TEATAST ot HHEN Td THT i comments ) © Hehd 2 |




TIOT 1: SIS H 39 T R frerer & Stei o feoqoft Sireen =red 1

TROT 2: o <y ZAeR(Track Change Toolbar) > foteh # Insert Comment
(Ctrl+Alt+C) W

TNOT 3: fewuil s (Comments Box) fo@RE em (R oi@es 1 =M, di@ 3k 9T
B | > 3191 P Comment ) 28T i |

* ool forem o 91e, 39 WiRT i o fOu Sedras | el off foreTen i |

*  gfe U W A SRRl [l Sed ®, Sl Uil STenT-31en O %
feuoft st # fewmrs S0

.2 ETe = = = = = 1= = — — | ‘= =T
2 X | Bl LRSI =E = === 5El 2= <=11= -0
‘:1 M ‘? ‘ 4_‘_:1 i & " 7 "/J_\ b — 'Ianmments I "~
,hello
IIJ'
f
o
r
.-; Unknown Author
——————————————————————————————————— 08,06/2025 16:12 i
- -
ght of the comment box. -~ IR M R
Unknown Author
08/06/2025 16:12 i
R T I ' _-“dont delete
Unknown Author
0806/ 2025 16:13 i

fer 1. 57 - 39 fewforar (Insert Comments)
5  fewfurat et (Deleting Comments):

=ROT 1: fordt ot ool =t gem % forg feoqolt sfera & foerel <rd A W Hise i @R (down
arrow ) X foreteh o3 |

T 2: 379! GT93T™ Hf(popup menu) f&@ME <M

*  THY oY R faeie SuEinTeRdl = |l SUAnTeRdl o Ui Sl geM & fou faehe
< Hehdl B |




smt box. -

Unknown Suthor
M A0S S NS a0 -

LA LMD e LA

Resolwe

Rezclve Thread

witherandie: Delete Comment

“““““““““““““ Delete Comment Thread

Delete All Commments by Unknown Suthor
Delete All Comments

Format All Commments...

ferr 1. 58 - feefie fewforar (Deleting Comments)
6 A @l el T (Comparing Documents):

forsiatifthe WX (LibreOffice Writer) ¥ ¢ =Wi(Track Change) ® ‘“T¥dieaNl qo’
(Compare Document) WIeR &1 IUN Feh M9 < T&AC(Hel T&dlos 3R Guifed

ST ) o & el Y b B |
TRUT 1: WUIfed &as @it open ) |
=ROT 2: Edit > Track Changes > Compare Documents fasheq ﬂafl

* derfedeh ®9 ﬁ, SIEECISEIRY 9 Compare Non-Tracked Changed Document WX
foreteh o Hehd B |

T 3: Compare To SH i fe@rs em| =@ 9 S GREN I TS Y, fﬁ'ﬂ'ﬁ‘gﬂm
HE 2




fr 1. 59 - &IT (Compare To)

Cornpareto
A TsPC » Desktp
1 Oganite v Newfolder
A Nime Satus  Datemodified Type Size
3t Quick acess
New folder Y5023 403 M Filefolder
B Destop £
'ﬂ‘,\ Torent o OB Shoreut L
¥ ot ¢ I avy s e sepee ABSOPM  Aplcaio Bt
2 Doumes £ ) o UNEBM Shortat e
Efdus 2 tackot g B3I OpenDocument Tet 13KB
10 unt! 402 trackl.odt o Y/2023 343 M OpenDocument Tex 14K
FINAL WORK. Q)
LIMIELIK A ATk AN

TRUT 4: Manage Changes S sied fe@rE <m, o Wit {3 gu seame fear <)
1S 3T e 3% THHR/SEPR FR Tehdl € | F1 8 & 9I¢ ST ST g i |

Manage Changes X
List Filter
Action |Authur Date Comment
ll![ltg Unknown Author 08/06/2025 13:46:23
#  Unknown Author 08/06/2025 15:46:23
. #  Unknown Author 08/06/2025 15:46:10
mment, click d #  UnknownAuthor  08/06/2025 15:46:10
#  Unknown Author 08/06/2025 15:46:14
will be display X Unknown Author  08/06/2025 15:46:16
X Unknown Author 08/06/2025 15:46:41
m to dElEtE Dl'l] > Unknown Author 08/06/2025 15:53:26
'a partieiaray
nts.
L T _—___ ‘ Acce | ‘ Reject/Clear formattin ‘ | Accept All ‘ | Reject All ‘ Close P
1 8 BE] e |l 0 | [Ldccan | | e | |
| — — oo =

R 1. 60 - URadT eifeld (Manage Changes)




TROT 5: 3MRER | Guifed wige ol Fesi(save) |
T 994 1.3

B 3R 3 oot T UiSiee Rad fore © &1 2 7 3felv-3iel B 99R 3y &k
I I T B SlgHe o Sie ¢ | Bfa =med ® 5 U vk e, sud fas-ae
+f &1 IR 31 R foFT T S o W R $)

999 1. Bfd RUE § Table of Contents (ToC) Hd SIS Hehdll & ?
WS 2. ST R TR T SEelel i o A o fIT S hiA-E1 WER SR i ?

T 3. I AT A 3TAT-3TeT hidl TfeS it € O 9 ¥ Compare Document Hieh 3R
oF Hehd © 2

HE@quT U9
A. Sgiashed U9 (Multiple Choice Questions)
1. fTeisiire Tgel § “WEed” ol 9 Hadd © ?

a) o I IS b) 2T N FER
c) HIHCET SR h TG d) B F FHeR
2. foeisifthg TEeR ® “F11” wiidehe foRues fog 22
a) 99 % & foru b) T UST Sred & fou
¢) SHSI T o fag d) wrEed el ger & fag
3. SHSI 9 HR IS & (U fReehl ST=T hid @ ?
a) Bed b) fhex
c) QiR T d) T o
4, TR W fRY THEYE ¥ Wa R ST 22
a) .odt b) .doc
c) .ott d) .pdf



5. Track Changes ™I % T Yehe T2 1 § 2

a) View Track Changes b) Insert Track Changes

¢) File Track Changes d) Edit Track Changes Record
I
1.¢) 2.d) 3.a) 4.c¢) 5.4d)

B. T e ¥ (Fill in the Blanks)

1. foosftre R EFa TR i =g AT it €

2. ?‘eﬁwﬁ?ﬁﬁ—ﬁﬁwmﬁ%m oot <t SU=RT foha ST
|

3. g Sifeolaed ol Uh WY TR A Hl Ui i Fed B

4.  THRL I ZUS o GRI 3N WE o T foreheq o1 S9AN R ST 21

5. % <oig o ol Sien @ widehe 2l

3T

1. 6 2. fohet wiHe (Fill Format) 3. Grouping

4. Page Wrap 5. Ctrl + Alt + C

C  9& a1 T@d (True or False)

1. forssifthd TR | hadt 3 TR & WEd Bl €|

2. dIe WEd 1 WA R iR Sl o1 Sedee ¥ WiEe S S & g i 2 |
3. “Invert” fheel TS & TN &l 31 o1 21

4. ST oo S o 91 W UITSIST Sgelt el ST Hehdl |

5. ToC ® Sl e & femm 51 |k |

1. A 2. TEl 3. T&l 4. TAd 5. Tord




D. Wfere S U9 (Short Answer Questions)
1. W % YA A & o fAfan |

2. “Update Selected Style” &l I Hecd @ ?

3.  Insert Image Dialog ¥ Sfd %4 il Sl 2 2

4. WMo (Template) 1 &2

5. Compare Document H=R & 3239 &1 & ?

E. <= 39X U9 (Long Answer Questions)

1. U WrEd IR R wEd ¥ 3 AR

2. TTeisiihe Uge o <& § ©fd Sem o fafi= alich &1 g9uie it |
3. éﬂﬁ%ﬁcﬁm (Table of Contents) S & Ufshan foear @ fafew|

4. T THGR S 3R U9 A S kA R § fafau
5. “Track Changes” HI=R =l Hecd 3 3UAN fafau|




TARITE Brevie (3a) s Aiftra S ol SUANT o

(Electronic Spreadsheet (Advanced) using LibreOffice Calc)

HE & Ufdwe

Teramefi-

1. fAsI3TtRT Fhosk o HIEAH 9 a2 3R Sed €21 &l Haikyd (organize) Td W&t
(manage ) Y FehTl |

2. et TIHeT 3R TheRT W Y Tehil |

3. 31 foveimoT &R g |

4. S FATT F TH|

5. fafir= TicHAS W <1 &l WA (combine ) 3R ORI (summarize ) X T |

6. BIZ-3% TATARIYH Zed (What-if Analysis Tools) N T
7. HehIST T START R Hr Toaferd Y Tehil |

==

" gl Tiesiie (S+1a)"" o @1ef B 22 UeeH SR fagerr & o Siesie dihea e #
3=Td ehriIehl T SYART T | FAsieiTthe e (LibreOffice Calc) Teh Siferasmet, f:3c®
3R M-I BIeeiie Witk 8, e 3Tan <21 &l Hafkyd %A, T i, fagermo
F MR R TR A o U fFa <1 @1 9% AIgshiaie TR & q9H wE Rl ©
oifeh T I8 e e 2|

39 e ° B UiE o fhe TR ferel3ithd Shoeh o S—Id Wiad S19 fyae oo, <21 T8,
T 3R Faiced, ®2-3% AR, et Wer 3R Bhia ol ST ik o2 3R oo 21
I A W et o forveife foran St wehar 21

2.1 DI FTE?

@@@?@WW?&E%WW&%W (Rows & Columns) & &9 H €I
1 AT RISl © | SUI SUAN el i TURIdei, UG i, fageionr s 3T
O TR == o fomen S ©




2.2 Tersratifthe dheeh (LibreOffice Calc) T &2

feTsiaiine Sheeh | forsiaihe (LibreOffice) g ol Teh WM € 3R 78 Uh qd, Bisvie
HEeaRR 2| I8 HIShIGTE TRId o S 8 6 Hdl §, oifehd I8 s 3 el o forg
IS B | THH e SUANT o I=1d foreioad e €

fersisiiftre ek T AR iR A SeiRie Sieie W 2, S fossite 92 @
foe €| % TISHIET Tad & Uh 3791 [dehed ¢ 3R U ST S21 ol SHafeerd &,
frgeIooT S 3R AT A o foTe femean ST 21

TSI Tl (TSdits )3 &l Aded € fh e Thad g & 9 2 udt 3R

TR AT (sum) H 3 TGHT, Shosh ot S S=Td TfIenali sl STAn 37| 37 3=

gferensit # wfeet €

1. Wfeer Widem 3R Wew™: VLOOKUP, HLOOKUP, IF, SUMIF, COUNTIF,
INDEX, MATCH ¥ HaRid &l ST e Sifeet AT e |

2. =21 fagawur: fyee <9a (Pivot Tables ), Haeied (Subtotals ), €21 EifeT (Data
Sorting ), 3R Freef (Filtering) SIEl dohiehl 1 IYANT Hich S¢ SIS &

fergersuT AT
3. 2T §UT (Data Validation): 961 § shad faRTe YR &l 221 1 &3 &l
STTAfT T T2 S Wrehal e AT |
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R 2. 1: ferstsnifra &eek (LibreOffice Calc)




2.3 URGYAT 3T & TIST T SUANT Thlch ST ol TagATuT hi( Analyse

Data using Scenarios and Goal Seek)

2.3.1 U= (Introduction)

fsisiifthg e (LibreOffice Calc) Ush ToigRieh Bievie Hed=X B, RrEes 39am
T 21 Sl A i, AT L 3N faewor (Analysis) o § foran ram 2 |
220 fIwelonT it 39T TE Bl € % 70 9 A H wrer 6 ¥ weequl SHen fehrer W
<21 forgereor &1 31ef @ =) 2 (raw data) Sl S 1, S 6 HAT 3R IHH Hid
AT iR START SR e st T Teoh 3R gfea i forg < @eh | fersieiifth Sheeh e
SIfeRTRITEN SYERIOT WS el & ST 36 Wfsha sl T3l 3 el s ¢ |

2.3.2 22T ol AR T (Consolidating Data)

foTsitithe o T ST T Ush VfSSel Jraen € S e S Ied o1 391 ¥ 27 6l Th
& AR 3ie § SR (combine) 3R HRIRM (summarize) & & 1AM ol 81 7@
T g SYANT BT § ST 3Nk U STeNT-3Te Sel TR GHM T2 el g3 2 1R 31 3
A3l Y 9 -9 U famm ww are fogetoor s =ed €|

Untitled 1 — LibreOffice Calc
File Edit View Insert Format Styles Sheet Data Tools Window Help
B-eo-H- e @)X B R | B St

2l Sort Ascending

Liberation Sans ~ 10pt ~ | B I Z| sortDescending

AT ~l i ¥ - =|: 52  AutoFilter Ctrl+Shift+L

Duplicates...
= =
2
4
5
6
7
8
a
10
11
12
13
14
15
16
17
18
19
in Tl

‘—.H ‘ |||||| mmn

Define Range...
Select Range...

Refresh Range

Pivot Table 3

Calculate >
Validity...

Subtotals...

Form...

BET T IAA

Streams...
XML Source...

Multiple Operations...

Text to Columns...

= Consolidate...
82  Group and Qutline
ki Statistics 3

v

ferr 2.2: 22T &t WHIAT AT (Consolidating Data)

T 39 e GUS: A ST T ST U o Wk & o 7T STelT- 3T e’ W i
fsht Rrd €, 21 THe TRl Uk “aififer farshl AR Yie S @ erHfd <t @ St
o9 el Tkl o T ST Y 9 e 2 |




= feT T T T T UTAT e ST ST € 22T ol GRfhT ol Thd &
=TT 1: Ed 22T (Source Data) Bl AT i

* Gifyea o 3 517 iicq 9 o9 Se1 &l THiha o1 9ed &, 39 g (structure )
TS ST B

* HeE IR A F dEd (Y IAR, ‘A7, ‘SHad”) Tt vied B T S iR e
Y 9 T & T R g AR

TRUT 2: Tided 91ie (Destination Sheet) T I3
*  gg vl Gid S8l 39 9Hfed <1 (consolidated data) fe@m T =med 21
* 3H Ud W Tt Y ST ¥ 9 HfRd S o GRUMY I AT TR © | 98 SR

W A1 S T @rell 9 B B
CDns;::Iidate - - - - X |
: Function: _
| |Sum ~

| Consolidation ranges:

| Source data ranges:

+ |- undefined - ~ | | =
| Copy results to:
| |- undefined - ~ | $Sheetl.$A%1 =

Add Delete

| [ Options

farr 2.3 ‘Consolidate’ STIANT ST

TWUT 3: ‘Consolidate’ STA@NT Sie @iet

* fF,_LGHT H Data ™ WU |

*  gMH-T=F B ¥ Consolidate T |

* U T AT S G, e sienl THe o fe fashed 92 A e



Consolidate x

Function:

Count

Average

Max

Min

Product

Count (numbers only)
StDev (sample)
StDevP (population)
Var (sample)

VarP (population)

Uy TeSONes o

- undefined - ~ | $Sheet1.5A%1

E|

Add Delete

Options

I 2.4: ‘Consolidate’ STITIT & 3idTld G

TRUT 4: THR oh faeheul ol e i
‘Consolidate’ SEeT s H 3M9ehl I farehed fiei:

1.

*

%M Function ):
FET 3T O 1 T3 ST 3T AT 9ed ¢

fewice ®9 9 Sum (Sre) Skl gl ©, e 39 Count (FMAT), Average
(3Ma), Max (3MRFad), Min (<JAaH), 31 ff 7 Fehd! 2|

BNd 2T IS (Source data ranges):
TGS H, 39 39 T T 19 i Sie BN = 39 FHishd S =Ed 2
39 fT, Source data range o S H feod wiee W foeter 1|

R, T i 3ie TR I 1R HISE Sl ST ek 39 2 39T Bl g o1 31 et
1 =Ed © (e etaer o wife &) |

I T & 91, Add T R fretw |

Tt STHR TSI Bl e o o1 39 Uik i SRy | Sel ¢ 3519 Consolidation
ranges fore ¥ fe@re <




3. YR St BT hidr H(Copy results to):

* g UESl ¥ e SN 5N RO 2 H I R WA i @ €1 AT 31T T SIger T Jed
€, T 9 Tef Uk T Ul A Tehd B |

4. Taeea (Options):

* g oad (Row labels ): IfE 31Teh 221 | Geall shiciH | oiacd & (Y “Iare &1 M),
ql 39 SieRT 1 <ok |

*  Hieq waa (Column labels ): IfE 37T €21 H Ugail U § waal & (99 ‘T 17),
ql 39 ST i ek H |

* gid €21 § foieh ﬁ(Link to source data): %@Wﬁw%l i SJTC[?\}I
< Hd ¢, d GHShd IRUMH i €21 H ggolid 84 T 399 31T 379 &l S | 3fe
A9 W 3= OIS od €, al gRomy fEer &

TROT 5: FHEHT Rl T

* gt faehedl ol 92w & 91€, OK §eq W foeteh & |

*  [Hfehd IR 39 §RT T TE TiaeT ¥t (destination cell ) § IF g @ <

2.3.3 7" 3T |@aeeed (Groups and Subtotals)

feraisiithe hosh H Yo SIR Taeiecd Tk Vfoenel ol ¢ et Suant 221 ol efed €9
d R (summarize ) ﬁ?@ﬁ‘mﬂ%ﬁﬁ (hierarchical ) ST | =Hafed & o fou
R ST €1 I8 3N B2 ol @Rd 3Teciieh Wi i, Tl SfmE o fof arid |t
! T Y, R SAEAITRATER faRol =t S 9 e =1 U i T eR i 21

TE gfere < g&T it St ¢

1. I (Grouping ): I8 U AT UFES & SMUR W Ul o1 HicHi i difches &Y
H A Tl © | IS o [T, Afe 37Teh I Teh foish! S2rde ©, d amg 99t fersht
T2 ‘A (Region)” I “IIE 991 (Product Category)” o 3R T T I
Thd T |

2. Haeeed (Subtotals): IE T T ¥ 37 Ydish THel o foTe IRIfv 9= (59
T, 3, i, enfe) ot Mo e R, @R R Serie % o U e ea o ueH
FA 2




fASITAE thoeh W Weeleed T oI i o ©0T

TRUT 1: 2T TAR Y

+  giHfeed o R ST S W SR T9d % F9 H B

* U Pie % AR A A Sort (R MR R THE s 7) |

IR Uil A IR S
22 > TiE H ITAT FR |
T 2: HaEeed e @iet
* ﬁiaﬂﬁ?rri

Data > Subtotals (€21 > )

TRUT 3: el ST s | fashed <
1. I 9= (Group by):
I HieH I SH YR W T8 (Group ) ST B

2. éhcdgpéé Feeieed HR( Calculate subtotals for ):

I HicTH T 18 T 0T AT €

SaTET: R, T, i
3. I WRHE (Use Function):

TOAT T FHR -

AM(Sum ), 3Ed( Average ), fFd(Count ), 3fe
TRUT 4: 3 faehed (Optional):

* I 39 T F Ak T ST <ed ® o “2nd Group” 3R “3rd Group” ¥«
3T

* “Replace current subtotals” &l o & A T Heeled g2 &




* “Page Breaks between groups” foehed ¥ & J0 & 91 U 5ieh oTaf Tahdl & (i
& fory)

=ROT 5: OK Tad

*  Calc 8 Y9 % A Subtotal SIg &

*  ThH % o€ 3R Outline e (1, 2, 3) e
5= féreteh ¥k 3T 9 & Expand/Collapse R Tehd ©
Tfatafer 2.1

forfeRa e o o1l Bl % Tk W5 & e 2d 1 @R 26 2 o il 6l WEIT &=
%1\?11{33[ 3l Marks_Term1 3R Marks _Term?2 EFIT'I

1. 99

2. ST H 3k

3. &t  sf

4. T H 37k

5. fom o 3

6. SIS famm o sish

7. Ft ek (HERT AN 1 STAN Hh )

8. WfereTd (e A 1 START Hich )

31, T ST Tl ol Sl i & T FHfRT WeRT( CONSOLIDATE ) %I 3TIRT &<

2.3.4 HHSIEH T o 91 fS@H aTel 3MSeeTs o 9 H SIFahIt (LibreOffice
Calc)

S 3 Feeleed ol ol SUANT R 7, A ferd WeAsi (Row Numbers ) & a2 3R T
3SR @ el B 1 I 3MSeSAS 31Ush €21 hi BIelichehel (ST HX=AT i <9l 2|

T AT H BIe-BIe + iR~ g e E
+ 'y g W e 9§ o1 RiRd (Expand) BT 2
* 2 fgg R ot e 9 29 9 (Collapse ) BT &




T AT BIE-BIE G0l =l YU had &7 Faiced 3R i 2ed @ Wehd 8| T8
N N
oS 9T o TgH H 9gd Ferdh Bl ¢ |

geeleed T AR] A o fore, i =Rolt w1 are |
=T 1. 59 siie R 38 AN fohan ST €, 39 hie| | oeel g+ =iey |

TMOT 2. data B R foerr Y IR subtotal (data> subtotal) I+, <t & fot 4.11 @
femmn T

Untitled 1 — LibreOffice Calc
File Edit View Insert Format Styles Sheet Data Tools Window Help

B-m-H-D&RIX B R |B s
zJ  Sort Ascending
Liberation Sans v 10pt v B I Z Sort Descending
Al C f T .= 7 Autofilter Ctrl+Shift+L |
" B | C | More_ Filters y b
Duplicates... i
2 | f® Define Range..
3 BF Select Range..
4 g Refresh Range
5 =3
6 [<F Pivot Table »
7 [2 Calculate 3
8 Validity...
9 B Subtotals..
i Form...
i »
12 Streams...
13 XML Source...
14 Multiple Operations...
15 [E Text to Columns..
E A= Consolidate...
18 #f  Group and Outline »
19 lili Statistics »

fas 2.5 22T 79 & subtotal faweq g1

TRUT 3. Subtotal dialog ® Group by =t § o8 HicH I, ST ITAM 3ie H a1
TUEEd A o o foman S 2, St for ot 2.6 o femn w2




T 4. Subtotal S o fAT IU-TNT Hl AT o o 3icid ehaierd TR foreleh shieh hicTH
1 T B

TIUT 5. B9 1 ITANT 2 & 3iaiid e W fFere & Use function 1 =97 &1 |

| Subtotals X

1st Group 2nd Group 3rd Group Options

: Group by: f_ A (J Select all columns

| Calculate subtotals for: Use function:

Count

Average

Max

Min

Product

Count (numbers only)
StDev (Sample)
StDevP (Population)
Var (Sample)

VarP (Population)

: Help Reset Remove Cancel

R 2.6: THgerg ot 7 & g+

TRUT 6. 3T 2 B M & T T FHEIFT H % [0 TR T8 3R R T oF
YT X TR & |

TRUT 7. 30k ged W foeter
JTITATS ESTAT BT Al T il ?

3R 39 3T 33T (Y9 TITT) 1 BT =ed &, al 37 37 ROl o1 qrei i

Data > Group and Outline > Remove Outline

(s e S e > S gen)




Tcfafer 2.2

I & T AROM & STER Tk ¥ie S AR R el iR W o MR W faHer iRt
1 3 Rl | |1 &, ik T | S Sl G'H o 0T A o [T T 37 e
Count T JINT I |

X Science Aditi 56 (67 |76
X Commerce |Rahul (68 |72 |81
XI |Science Neha 77 |82 |73
XI [Commerce [Mohit |65 |71 |79

X Science Pooja 69 |75 |[83

2.3.5 gTe-3% fa=f™ (What-if Scenarios)

‘“Fe-3% RAREA” fesifha ek &1 T ARl o 8 S emuehl faft feefeEit o
‘R & ded T2 W TS aIdl Wd i fa9eour S i STAfT <dr € | S9! STAn a9
foha <l € <79 319 I8 < Aed @ 6 U A1 U W 3tk Y (3YE °) H Sead
FH 9 3iferw aRomg (3MSeYe Te1) W A YT US|

-3 AR Tk T 2ot € FT9d 80 98 <@ Uohd § fF A $9 TYE O (Val-ues )
et feu I, df sifom 9o (Result) T 1 1% €I

EEISUk

* Ofe ST §¢ O @I R T 3TER B ?

* I et 10% WIS A Pl I FA B 2
i s & foe Frafefad ==om w60 o w1

TROT 1. T B 37 Fell 1 =79 R K F 91 € (5 98T € | Tehifie el 1 wu A
% U, Ctrl Soft TaMT T 3R == el W foreter 3|




=T 2. Tools> Scenario ﬂ%f, o 2.6 H fem@m 38R Scenario Dialog Window Eil,@“ﬂl

Create Scenario X

Name of Scenario
Eheeﬁjcenarioj

Comment
(Created by , on 27/08/2025, 08:31:46

Settings
@ Display border [ #C0C0CO

@ Copy back
(J Copy entire sheet
@ Prevent changes

Help Cancel

AT 2.6 TRGVH(Scenario) TS Warg Fist

TRUT 3, T Scenario & [T T A &=t X 3R 3 Thice ol SuRafid 91 <|
TRUT 4. OK &2 T foreteh o3 |

TOT 5. T TH T4 URGYH T SN S Tferd ®9 9 Wishd g S|
Tfafafer 2.3

3N T 3N id ¢ A ATl F& qHAErET & fore ueh e s @@ R foe g
RO I SUHSTE, Fol PAH i T ART 3R 3T W THIT T Fel =T ol SRR et
217, 31 TH I8 W Ted € o STASTE 0 Rl 3IR STehT-3rer o1 AR IR qHamaf
% fTU et ST R T oA foheA BT WA R o forg, amsu FrAfiRad =Ron 5
et I gU URGYT T Sl STANT

=R01 1. Frfaiad s sAd (R 4.18) 3R &= W@ e
B3 ® EMI %! TUHT %A &l T 39 YR Tlet:

= ABS(PMT(B2/1200,E1*12,B1))
B4 T ol IR

= B3*E1™12

BS ® Tl =

= B4-B1




Untitled 1 — LibreOffice Calc

File Edit View Insert Format Styles Sheet Data Tools Window Help
B-2-B-0D&R XD2R-& 4D -8
Liberation Sans v 10pt v B I U ~ A-ﬁf’& - | = =
K25 vil ik X ==

A B C | Db | E |
1 |Loan Amoun® 1000000 No. of Years 12
2 |Interest Rater T
3 [EMI 10283.81095
4 |Total Amoun® 1480868.7768
5 |Total Interest 480868.77682
B

ferr 2.7: & stz

TRT 2. Ctrl +Click 1 TN i Fa&i B1 3R E1 6 I97 &< + =9 Hell T fFoie

s I e[l 39 feufd & Variables 21

=T 3. Tools > Scenario ﬂaf, 2.8 o @Y 3ER Create Scenario dialog window

weRRfa gt

Untitled 1 — LibreOffice Calc

File Edit View Insert Format Styles Sheet Data Tools Window Help

B-E2-B-DeR XBE2 49D

JORAN::: B3 N 8
vlwpt VB I UCA-BEZTZ TS EAE®-%000RESH
ATF8 Vi X~ :\
A B D G [ H [ ! [ J [ K
Loan Amoun® 1000000 No. of Years 12
Interest Rate» 7
EMI 10283.81095
3 Total Amoun? 1480868.7768 r
| Total Interest 480868.77682 | Create Scenario X
~ | Name of Scenario
8 bheet1_Scenario_1
2
10 Comment

~

e

>

(v

o

(Created by , on 27/08/2025, 08:39:33

17 5
18 Settings
19 8 Display border
20
21 8 Copy back
22 | O Copy entire sheet
23 _ @ Prevent changes
24
25 Help

3

[ #cococo

—

o
3

fers 2.8 : Create Scenario dialog fast

?ITUT4.‘TF{§$€[$TW%|@3§'{OK q&dﬂ?ﬁﬂd@ﬁ%ﬁScenariOWﬁ\?ﬁg%ﬂl

TAOT 5. 3T LAmt 2 3 LAmt 3 o €9 T 3R

. N o %
Scenario &€, fSH Hor f¥

2500000, a6 o &A1 12 3R /T ART 2500000, 61 Sl & 10 HHE: BN | TG HH




% foTe &9 U & ¥ie W STA-31A Scenario IR FX Hehd ¥, Tew H AR el
H P 3T 9H 811 Tools > Scenario W fat® R, Scenario & T foRd 3R OK W
feTeh o | 0T e fo 2.9 o femam erER femng <

Untitled 1 — LibreOffice Calc
File Edit View Insert Format Styles Sheet Data Tools Window Help

R-5-B-DeRIXBH & A0 Q% -
Liberation Sans vitopt v| B 1 QvAvKﬁv === ?%:i =
E9 v | fx .+ =| 2500000
A B | c .o N - |
1 Loan Amount 2500000 No. of Years 12
2 Interest Rate 7
3 EMI 25709.5273753
4 Total Amount 3702171.94204
5 |Total Interest 1202171.94204
6
7
8
Bl 2 I | ¥

e 2.9: @7 viie & are uRkgvar

=RT 6. Toolbar H AR 3Mgeha W foreteh oY 3R fFR scenarios W faeter &L | uRgvd &%
I R foeteh A W 3T scenarios % ITER Wl faaRor wefdfa g

2.3.6 RTE-3h TATATHT €T (What-if Analysis Tool)

foTsitithe Sheeh B “Ie-3% TATARGE” Ueh fSenel gfaen € s SuarTehdist sl 9 <=
o Teg Fdl @ foF TqE A H Seeld R 9 sifad aRemd W guie 9T | SHeR SUA
T fopan <ran & =9 an i ufgeat (scenarios) & @ 319 1 T fogeiwor 1 =ed
€ itk SeeR ol fore T weh |

IE <o W AR R 79 HE 1§ S MU I BT WS A B el ¢ IR 9 39
T3 | STeleh T SSSYS <l =ed ¢ | foroisiithd Shesh o, o8 fogeisor ed
% fTT A9 q%T SURT 3TeTH &

Ig T 7o fondlt ‘Fl'liﬁ F SMUR T 3IF-3 79 (values) 3TSTHIR GROMH (result)

S W e ol ¢

Y gEId: 3 T B €

1.  f=f& weu® (Scenario Manager )
2. T ¥ (Goal Seek)

3. 21 difasi(Data Table )




<RUT (Steps) :
1. TEARET Weieres @t U=t o o R :
1. Calc/Excel | 221 3R WrHell 4R X
2. 5 UcH ol 9EeTe) S-Sl qROTH ST B, 3 T |
3. ﬁﬁlﬁﬁr@'Tools Scenarios
4. fEREr @1 9m ¢ 3R OK <ard|
5. 3TE-3TE HIF Seae] T REfE SR
6. 3 -3 RERA TR uRomH < Fehd € |
2. el Wk B WA A o W : 3 ®H W w4l
3. T2 eIl TN A o W

Multiple operations X |

Default Settings
Formulas: =
Row input cell: =]
Column input cell: =

Help Cancel i

I 2.10: Multiple operations dialog fagt
1. e G A o et
2. T5F A I € B S Tk foTe SART)
3. fore & o wen i |
4. T hicmE/dE I |
5. fﬂlﬁ Trﬂ‘i' Data Multiple Operations

6. Row AT Column Input Cell ?ﬁfl
7. OK Tad o #Hi o fore uRoms soe-3ma fwr <




2.3.7 7T ik (Goal Seek)

feroietithe Shoeh H Tt Wk (Goal Seek ) Tsh IS “RIE-3th TATR" Tt € foreent
3T R difesd aRemH (SAed) I W R o AU SMavEeh $YS HIH T Il o
fTu foman T 2

TE T YRR T % foudia e Rl @1 Sl S AR W 3AYE W hl T
gifer aRomy S €, o€l Mol Wiek o 3y sifom uRomA (e w1 uRefta #Rd § 3R ek
TIfeTd ®9 W I dl Il © foh 39 o1& i Wi e o foIU 3R 3Tqe | il stevehdr
2|

2.3.7.1 THRT SUANT el i ?

el Fieh ol STANT I T3 STIdT & T8 3719 ST @ foh 3M9eh] &1 YRUTH <1f8T, wifshe 3Mdeh!
T & vl el S 39 aRome q% 9EeH % U R $Ye M T S9N AT e

e Heh 1 FEA A o L

Goal Seek X

Default Settings
Formula cell: =
Target value:
Variable cell: =]

fer 2.11: TieT Wik STAAT st
1. el et (S oY = 3 — wH) |
2. 3 Ul W forerer Y e et B
3. ﬁ’t‘{'@l?ﬂ@ToolS Goal Seek




4. Dialog Box H

*  Formula Cell = e aTel ¥

* Target Value = 3fwd aRkomg
* Variable Cell = 98 ¥l 59 S<erehy gRomg o= 2

5. OK T Calc Ta: HF Seeiehl gfosd 4RO € 2|

2.3.7.2 To=fafaa =T o are o (Steps to Use Goal Seek):
=TT 1. TH B a0

T B! T e | g M0 dUR H |

SEUIUE

o (A1) (fast (A2) (9 (A3 = A2 - A1)
5000 8000 =A2 - A1 = 3000

=RUT 2. Goal Seek @ret

3 <

Tools > Goal Seek

(IIHTT > LT WIS )

RUT 3. Goal Seek THAM iR H SHHRI WR:

forsheq foraron

Formula Cell |o® 9o s T § (ISR A3)
Target Value |H==mel 9RUMH (ISR 4000 )

Variable Cell |d9% TcT SR A 9e € (3SR A2)

TRUT 4. OK 5+ W foeiah

* Calc TUMHT AT 3R Ueh SN dfed | =21 1149 feamam |

* g gam fo “Variable Cell” 1 A frd=T g1 <f8T difeh Target Value it eh |




TOT 5. A TFER H A1 SRAHR

* i 39 yEIfed /M iR 7d §, 9 OK <&

* Ifg =&, a Cancel <o 3R 31T AR SCAE B
IATEITT ohT TIome:

3R @A 5000 ©, 3R 379 =ed & 3 &9 4000 & —
dl Goal Seek 3Mgehl ST T3 fashl 9000 BIFT =R

2.4 @Wﬁﬁﬁwﬁm (Using Macros in Spreadsheet )
2.4.1 aR=

TiSYie o1 31 NS TREAHIAT T TR 81 Teh € I8 o ¥ GR-8R i USd €, 99 <2
HHS AT, S SHMT, 31 TOFE AT | S il ol 8 SR HaTell Al 99T o orell 3R
TS &l Tehal § | bl (Macro) T UH Gfaenm @ S 37 SeT, ST aet it ol Lo
(automate ) Y et 21

Hoh! 3CT H HHieE SR PSS 1 U We e 7, S &W Renid a1 Wi ek W Y Tehd
€1 T R ekl S o 915, 3T T w3 W 98 Tl Lo I 3T I FH H TR <ol 2

Tieviie (S st o) o e (Macros) &1 SYAN &ieh A9 e S ared
(repeated ) T 1 TEfed (automate) F= Hehd & | I MU g THT S Tehell ©
3R T T G S Fehell B

2.4.2 UeRI AT E?

Teh Hehl i€ fRT T 3RS (commands ) 1 T W BIdT & | ST9 379 Teh Hehl Reple ohid
T, d SISy WM 39% g1 fh U &2 foeten, Hhiare U9 3R SIS & Reple &idl 21 a1g
H, 39 39 Hehl i Teh &2 fohcleh Sdeh o1 Ueh shidle Yildehe Saehy ol Hehd @ |

2.4.3 TR IS Tenr

Hehl RepTe HTTT U UHT il & FS9d 319 Wiesiie § 3199 i sl T=ifeld (automate )
Y Hehd B, foT fordlt SifET o) STepil o | T8 ST Sl © fop fewice &0 o fenl Reifen
gfen s gt & R 2.12: Hohl TerH w9 39S ek W foreRaeifhy Rt B




Options - LibreOffice - Advanced X

Type to search Java Options

=l LibreOffice 8 Use a Java runtime environment

—  UserData Java runtime environments (JRE) already installed:
—  General

—  View

—  Print

—  Paths

—  Fonts

—  Security

—  Appearance
—  Accessibility
—  Basic IDE
—  Online Update Location:
—  OpenCL

# Load/Save

# Languages and Locales
# LibreOffice Calc

H LibreOffice Base

# Charts

# Internet

Vendor Version Add..

Parameters...

Class Path...

Optional Features

[ Enable experimental features (may be unstable)

@ Enable macro recording (may be limited):

Open Expert Configuration

Help Reset Apply Cancel

ferr 2.12 : Enabling a Macro fast

ZafeTy, ekt RepiE A & forg giefdaa Y fop dont Repifen werm ef | fsht Repifdn =1 qen
T R R o forshed ST SYART ek Tools > Options > LibreOffice > Advanced FFeR
HeTH fRa ST ehaT ® | oo Jiaenslt R &4 21 g fashed T € 59 W = Ak =l 21
o 2.12 ¥ @ 3ER “Enable macro recording” feoheq W =ehHTeh @G |

2.4.4. ekt RaTE ST o TOT (Steps to Record a Macro)
TOT 1. Henl ReRiET Tere e

* ﬁqar{ﬁ@rri:

Tools — Options — LibreOffice — Advanced

*  Enable macro recording (limited) aTel ST &l T &< 3 OK W fereh
| S o B Tee € S R 2.12 H Y e B




wuT2. ReifEn g &t

Data Tools Window Help
ab H A 7 =
& 4 P Speling. 7l 20 2 ih E
ab  Automatic Spell Checking Shift+F7
[ =]
U Thesaurus... Cirl+F7  F b

f—

- Language 3
—— As AutoCorrect Options...

| ~ Autolnput

[E ImageMap

Redact

Auto-Redact

Goal Seek...

Solver...

Detective »

Scenarios...

()

M P ]

|4m

s Forms »
Share Spreadsheet...

i1 Protect Sheet...

B Protect Spreadsheet Structure...

LI Macros 3
&F  Development Tools

[ XML Filter Settings...

Extensions... Ctrl+Alt+E
Customize... Digital Signature...

%5  Options.. Alt+F12 Organize Dialogs...

Record Macro

Run Macro...

Edit Macros...
Organize Macros  »

a O BJ6

o

e 2.13: RewiE At
+ 59 Srevie § dol 99 €, 39 G@iet |
* ﬁ?{ff S¢: Tools Macros Record Macro |
*  “Macro Recording” SN ST Tl ST, S R & B 1 Hehd M|
=T 3. feRamd e (Perform Actions)
* 3| g Tl R R ST stferte A Aed €
(S 22T 2TEY HAT, BiHE TEe, HHA AT S |




< T 4. fmifeT Tk (Stop Recording)

| UNIT 2 INFORMATION TECHN
Untitled 1

| BASIC Macros 4

' Macro Name

Main
' Save Macro In Existing Macros In: Module1 New Library
- = [# Standard New Module
N Module1

Application Macros

I 2.14: AQepl S STiT faet

% T B W Stop Recording Fed W s 1|
Hehl Sl AT Y

“Save Macro” STI@RT |, Hehl T ATH o1 |

20 ferlt TiSTer Aigger | o1 741 Higgd ST 99 & |
Save W ot # |

Tt I (Run Macro)

S ot o9&t 1 <RI @, Sd: Tools Macros Run Macro
Hehl &1 8 T4 IR Run W foeies &1 |



Tfafafer 2.4

U A1 ¥ 3iivleh “Data Formatting” & fF=feiRad style Fﬂ"lw % fTT weh Tsnl feple
FR

Font Style “Liberation Sans” Bl =@

Font Size “16” B =ETI

Font Color “Red” BT =feT|

A1 ¥ E1 T% o 9o bl TSl ¥h Center H & 8T |

2.4.5 =Em (Rules for Naming a Macro, Module or Library)

1. 31&R ¥ IS el =Ry

2. T IR SETERR H ITAM

3. WY A el AT H WY T e At AT SavaE @, al iEhR |
YA R |

4. forom wedient w1 UM 7 B

2.4.6 Weh! T & <XUT (Steps to Run a Macro)

T 1. WEhe G

* OE TiEd Tiol ST Saeht ekl W 7

TROT 2. Hehl T SHEANT Eiet

* fl“l‘-ll Tﬂi Tools Macros Run Macro

TUT 3. ekl T T I

* “Macro Selector” f&el Tei |

* T@l 39 Library Module Macro Name & o o 31T Hehl if%l

TOT 4. HeR! T 3T T HE

* g W Fifesd Heht R A T |

* Run 929 W et |




TRUT 5. Hehl o FoareT (Execution)
* Tl 39 RRepie R T = ford e e o SR stfermfes @ |
feu: 3R Fhl T | “Macro Security” <At 31T, o

Tools > Options > LibreOffice Security > Macro Security T STt Y& &Y il
U R |

2.4.7 Weh! oh AT ST (Organising a Macro)

| Macro Selector X

. Select the library that contains the macro you want. Then select the macro under

| 'Macro name’,
' Library Macro Name

| — [ -5 Standard

| | = = -5 WikiEditor

|
= [@ Application Macros

— [ -5 Access2Base

— g Capitalise

— [ -5 Depot

— # -5 Euro

Description

Help Cancel

R 2.15: QAT 3ile T Gt

1. @ (Library)

7 S | U R R

* ESR! Uk heR @ RTaH %2 Aiggd 3R ST 8 Wehd 7 |
2. Higgd (Module)

*  Tiggd @l % iR IS H HYE el ¢

*  THY T A1 U W 31k el (Subroutines) B Hehd |




3. ekl (Macro)

* Hehl 31 H Tk Subroutine Bial & S9H 3MiHsE o foiu swaie for@ =1 Reie foru
ST € |

4.  Hepl 3SR (Macro Organiser )

* T‘H@ Tools Macros Organize Macros LibreOffice Basic | ?rrli,

* W W e =

1 AES &1 Tohd ©

2 Higgd SIS THhd 7

3 TRl I HA/RM R Fehd T

4 A IS TR B

2.4.8 Hehl WA A o fTT ek TS o=Td

Higgel aTell Ush ¢ ool s & U, Library > New. W e #1
Hoh! WU X o foIC Uk Hiegd 99 & foe Frefefad =it 6 are |
HigTe ¢ T oI U Hiege 9 | 7 Hisge s & fu 7o W R
2.4.9 Teh! ol THeRTH & &0 W ST o =0T

59 g9 fordl Macro (AT hie) whl 39 Wb forad ¢ foh S Calc i frdl 9t © @
Function (S SUM, AVERAGE) ' @& SUA e ST ¥eh, ol 39 “Macro as a
Function” &ed 2 |

1.

GTFQ": Tools Macros Organize Macros LibreOffice Basic
T2 EeRl/HIgTe o-IE (TR U8l § el €)

3qeYUl: Library = MyLibrary, Module = MyModule




*

e ol IS o

Function SquareNum(n As Double) As Double
SquareNum =n *n

End Function

AT I ST
Calc?ﬂzﬁﬁﬂ:ff'@lﬁﬁmﬁ:

=SquareNum(5)

ufomg 25 fire

2.4.10 &I o AT &Ta

*

*

*

$ae ! Function ... End Function scifeh § fore= gidr 21

GhereT ST A LibreOffice Basic & Naming Rules ©hl YleTd CTy (&R 9 ' ﬁ,

Y 9 8, i) |

g TR SH SfgHe B q9 d% IUCTsd W ST9 q% gkt g8l HSE ¢ |

2.5 WY eeT feih 3T (Linking Spreadsheet Data)
2.5.1 GR==I

Wieviie ¥ gaI fofeh w1 (Linking Spreadsheet Data) w1 319 € Ueh dehsiie a1 dehaeh
% T2 I T ThINE AT Teheeh W SIS dIfeh Tk T W fRT MU uRkad weifed €9 9
T W R 4 TEE 3 ) T glaen w9 9 a9 STEn gl 8 59 e STerT- 31T vied
o1 WIZA | w2 g3 B, Wik SRl A | FaY B |

<o feifehm A o2 3R Sfeet Weieed o 20 bl SUSE AT W Bl el 7, 3R e (du-
plication ) A 9 S Ghal 21 U8 dehie Rae dur W, 8% (consolidation )
3R &2 Fidl 9 STHHR ThS o7 | WaIF 2 |




2.5.2 USRIk Yie We 3T KT (Setting up Multiple Sheets)
fTaiThg o o Aeelae I WS i o T, 3119 39 =R0I o1 T o Gehd &

22
23
24 EH  Insert Sheet...
25 El Rename Sheet..
26 BP Duplicate Sheet
27 B  Move or Copy Sheet...
28 Ef Select All Sheets
29 & Protect Sheet...
30 EH  Show Sheet...
:; F7]  View Grid Lines
33 V_‘ﬁ Tab Color...
Il Sheet Events... —

M 4 > M =+ Sheett
ferer 2.16: Ae2iuer ¥iie We &= arear ST fast

1. 93 9iie Srem:

* {93 o el o =M, 3M9el ‘Sheet1’ e Teh oo fe@mE 2|
* E e Sied & oY, 39 39 % 9 H HiE ¢ 38 W s
* 39 Insert > Sheet T R ST o T =% e Se Fehd! €|

*  Jehfedsh ®Y 9, 39 R o TS 9ie 39 W Tge-fReTeh $Reh Insert Sheet I Hehd
gl

Insert Sheet X
Position

O Before current shee

© New sheet
No. of sheets: 1

Name: Sheet5

O From file

Browse...

Link

ferr 2.17: g 9iie SraeiT fast




2. 9ite T AT IS
*  frdl o 9 29 W Tge-faetd #X 3R Rename Sheet T |

* U AN SR Gl STl 39 319 Siie o fote we =@, ifrek auiAreRs A erey
T Hohd T (ISR o foqu, ‘SHaR) fosnl’, ‘=Rt ger, 3nfe) |

2.5.3 HIETS 3R ATSH I SUANT hieh THIH ST & TOT
1. ShIGIE o SUANT Hich
1. 59 9o 9 I 99 R, S0 T
2. =(Equal to) 2189 H|
3. 39 ¥ie @AM RY &, R . () i e tgd fa |

Untitled 1 — LibreOffice Calc Untitled 1 — LibreOffice Calc
File Edit View Insert Format Styles Sheet Data Tools Window Help File Edit View Insert Format Styles Sheet Data Tools Window
B-E2-B-D@R3 XR2RE-& 490 &% HE.- B B-m-B-De @ XE B s 49D P
Liberation Sans ~ 10pt v~ B I U-A-B.=E==F - Liberation Sans ~ 10pt v~ B I U~ A- . =
D14 Yl fe B =] D7 ~ || Jx &+ =|=$Sheet6B1
» C < EEDEE ¢ CS R S >
| 1 Loan Amount 2500000 No. of Years 12 1
2 Interest Rate 7 2
3 EMI 25709.5273753 3
| 4 Total Amount 3702171.94204 3727888.469 1
5 Total Interest 1202171.94204 5
6 6
e 8
e 9
10 10 |
N I
| = | 12
13 13
1 14
15 15
16 16
17 17
18 18
LN 19
20 =
| = | 21
2 22
L2 | 23
g2 24
25 25
A 26
21 =
|28 | 28
5298 29
30 =
|31 31
132 | 32
33 =
APV B CRn-ctl) Shoots WSTeeill [4 4 » » -4 Sheetl | Sheet6 | Sheet5

R 2.18: 9ite Rirad 3T a7 T & R 2.19: 9ite Rras 36T a7 &

* 3IQleUT:N=Sheet6.B1

IE WIHCT Sheet5 & B1 |t Tl SeT AT |
4. Enter ﬂaﬁ'l

2.  HISH &l SUAT Hich




1. 5@ 9o 4 IR e 7, S T |
2. = IEIT M|
3. HeH U 39 e & 39 W A 9 el <2 7

4. 39 e H sfod 9o W Tt

5. Enter <9¢|

* RV F TR A WHE, AW (Rt i) | foma e
* 3q8L0:="Sales Report’.B5

* T N 991U U IR A i TR HH A © — Wi e | 9ead B g
fevE e # it su=e B

Tfdfafer 2.5
feTSISATtRe heeh o Teh eheleh ST FoTEw a1 ¥ &
Sheet1 § for&l Wiese & =19 3 HiHd &l foe i |

Sheet2 H hadcl U8l WS ! HIAd hl IGY Hleh [C@MW difsh Sheet1 H HHd Sea
T Sheet2 | off SIAd 3197 39 319 & SMU|

Hohd:
Sheet2 & T A1 H = <Y o, T Sheet] T S HIAd alel ol W T Y 3R
Enter EEITiI

2.5.4 FHES 3T HISH T SUINT ek 3T TS & forw et =T

fersIeiTth o o Rl TR ST | e o1 I T, T 6 SRS | YW e Sl
& 2, 99 30 $o Sifafad =1 B B 1 3 Yd FErd 3R ASH SFl 1 STAN ek H
Tod 1

fersIeiithea thew o oAl SO Wigel (Teheh) & BT ol Td9M Tie ¥ o o fog

IWE (Reference ) ST ST Hehell 7 |




Y T TEAES B Ul TR SHAES | “oiga’ e ol dRe 19 6l €, I A wiget o
el Bid 8 SRS WiEd § ot 22 79SS 8 Hehdl & |

1.

*

1.

2.

3.

H=Y T YA Hlch (Using Mouse)

* A wed (SR ger o ?)

* i W (SRl S A R)
2feAvH wrea | I gH

* 3 A R s W SRl e fE R

I T &

L i

I wIEd W Y

* TRY W 9™ BEd @ G W e wR
qifed 9 R s

* 3W YA & g o difed 2 R
Enter?{a’rQ°

*  LibreOffice 3199 39 WEd U 3R el TSH Tef <M |
HIATS T SULNT sieh (Using Keyboard)
I Bz | 3T WA I T Tl <2 A 2|
= 29 W

T eSS R U1 3R el TS <R

='file:///C:/Users/Mohit/Documents/SourceFile.ods’#$Sheet1.A1

*

*

4.

‘file:///’ EIE WIS T T
#$Sheet1.A1 3 & 9 3R 9 T2 H
Enter W@I



2.5.5 9iie o fAT gIemfeish(Hyperlinks to the Sheet)
EETIT%]E(Hyperlink)@WWW%WWWW@W@QW@W
W TEE W 2 |

fToieire e o TEWRAS &1 ITAM T had da@Ee A 964 & GieH & o fm
ST €, Sfeh 39 Uk & Iehgeh o WieR Rl 3 3fie =1 34t e & fafire ¥a W ot =1
Hohd & |

2.5.6 ﬁﬁﬁﬁ@wm (Relative and Absolute Hyperlinks)
U TSRS o1 Ol USHIE & Wehdl ¢ 1 Reifed |

*  TSHIYE BEWIein

TSI BTEURICioh WISl ol IR ¥ (Complete Path) WR il ¢ |

TAAT IR WSS ol 3T T H 81 A1 S, o ToHIede SEuRicish hH el S|
3qleluT:
C:\Users\ADMIN\Downloads\try.ods

g Teh Absolute 1ink%aﬁ%wﬁwwwmaﬁmw%|

*  Refea gewids

fofea eeufcis WEd & T Jd9M HEd & €H & 99 (Relative to Current
Location ) R dl 21

EIHERUUK

Admin\Downloads\try.ods

2.5.7 ETgUfeieh ST
T ST, 319 919 S BIevie BiEd @

1. Sheet1 (39 ®Ed & Y 319 % &1 9©d 2) |

2.  Sheet? (39 ®EA H 39 BRI I4MT 9@d ©) |
T R0 1 9T &<k 39 Sheet? H Sheet1 ol BEURIGH a1 Tehd ¢

1. TEUfcich Hale ST ol IUAN FHlch




10.

1. Sheet2 WIZd @oi |

2. 39 9o W foreteh o STl 319 BEWRicieh oM <ed & |

Sheet1.ods — LibreQffice Calc
Fle Edit View Insert Format Styles Sheet Data Tools Window Help

2-E-B-D@RIXBRRAA0-CCAYEBBLLUVEONE Q20D EBE-D
Liberation Sans vipt v BT UCABYE == TS EEE @ % 00 (3 00 09 =<
BS v fy X/ hyperink
[+ WM ¢ v [ ¢ [ ¢ [ ¢ [ w [ i [
L1
3
3]
4 2 |
“ hyperiink Hyperiink X
L6
1] iz Document
g G2 .
— Intemet Path: vig
N )
10 | Target in Document
LN Mail Target:
|12 - WRL:
B 2 '
14 — Further Settings
T | Document
15 B Frame: - Form: W
16 b
? ﬂ Text:
E ~ | New Document .
D
El ]
i 1 L
2
? Help Reset Apply Close
% | \ { \
fersr 2.20: BT3RS ST Fied

=] SR H Insert (39¢) R S 3R Hyperlink (SERA®) T, =1 Ctrl + K Tad |
S Hag St o, IH &1 3R Document (TEAES) foehed I |

Path (W1%) Wiee o s § €T T Open File (e @iei) 929 W foredes i |
IO HEX W Sheet1 HIEA Tl Gist 3R T

31§, Target in Document (SEAES | @eF) AN H, Sheet (3Me) W foFeier F: |
MR Sheet! HEel B Tisg Tt viicy &t gt femaré <t 3o @ &g ot viie 9+ |

Text (SRZ) Hiee H, 98 TR 22T o Sl eIl & &9 H fe@rE 7, S Sheet1
Hl BE W vie WS

Apply (<] ) 3R R OK (30h) W foreter |




Sheet2.0ds — LibreOffice Calc
File Edit View Insert Format Styles Sheet Data Tools Window Helg

BB D@R X B A4 s
Liberation Sans ~ 10pt v B I U -~ Avﬁg I ——
c12 v | fx X | hyperlink

A | o EENEEN o | ¢

erlink

:aa:;H:SGmﬂmmawwa

fersr 2.21: glgwfcias

319 519 39 39 foieh W foretsr &1, Al I8 919 Sheet1 WIS &l Hyperlink 30 @l @il
< |

M& Cut Ctrl+X
[® Copy Ctrl+C
‘o Paste Ctrl+V
() Special Character...
Insert Field »

Open Hyperlink
Edit Hyperlink...
Copy Hyperlink Location

i
th

B

m
i

i

Remove Hyperlink

Synonyms 3
Clear Direct Formatting Ctrl+M
Character...

bl

fersr 2.22: gT39Rloian T GUIET




2.5.8 EEW{¢ich ohl QUTEH

ferdit Treviie H Ygel W ST T SRS i Sger A SUH GUR HA H WA hl BERIH
ol G hed ¢ | 39 fofeh o1 91 (URL/Path ), <oR< o1 &8 (Target ) S€ell ST Hehdl B |
2.5.9 TEWfdeh 2Tt

Treyie | fordl 9 9 9gdl © §9IT T BIEURiieh Sl 82 ! WfshAT sl Remove Hyperlink
FEd €| TEY Tl ol fofeh &2 el € 3R hered A 918 (Text) & @ Sl B

hype IV cut Ctrl+X

B Copy Ctrl+C
‘D Paste Ctrl+V
() Special Character...

Insert Field »
4 Open Hyperlink
@ Edit Hyperlink...

Copy Hyperlink Location
& Remove Hyperlink

Synonyms »
A Clear Direct Formatting Ctrl+M
£ Character...

e 2.23: gIgaiicias 82T

2.5.10 92 2T ¥ fdies eT (Linking to External Data)

ferdil Tieeie # TRl 9 (S8 Tl Sievie, S, A1 32t R ITAsY $) ¥ TR Al
U Sired ol wfhan i el 21 ¥ i #E(Linking to External Data )%&d €1 398
Il Gid ¥ Seelld 84 W Biesiie &1 ST o 210H-317 31aee 8 Sl 2 |

Sheetl.ods — LibreOffice Calc
File Edit View Insert Format Styles Sheet Data Tools Window Help

R D& 3 X B BB  Insert Cells... Ctrl++
B Insert Rows
Liberation Sans ~ 10 pt i EH Insert Columns
E26 ~l i ~= I: Insert Page Break
A l B ‘ EE Delete Cells... Ctrl+- I
1 ER Delete Rows
> B2 Delete Columns
3 Delete Page Break
4 2 EZ Insert Sheet...
5 hyperlink Insert Sheet at End...
6 Insert Sheet from File...
7 External Links...
8 Delete Sheet...
9 X Clear Cells... Backspace
10 Cycle Cell Reference Types F4
il Fill Cells
12 Named Ranges and Expressions »
1) Cell Comments
14
15 Rename Sheet...
16 Hide Sheet
17 Show Sheet...
18 E  Move or Copy Sheet...
19 Ef@ Duplicate Sheet
20 Navigate
21 Sheet Tab Color...
22 Sheet Events...
23 Right-To-Left

24

R 2.24: weRgeer foidh @ Blgwfoids




2.5.11 Fhods U aTed 22T foich o o =ROT:

1. Calc @ret

T Tg LibreOffice Calc %l a8 Bieeie @iel o 3 a6 S &1 =8 € |
2. WA

< Wl o g4 Sl ¥ 21 weRid g I el
5. A e

=] R ¥ S — Sheet — Link to External Data W foieh &¥|
4.  URL T &

. External Data X

' URL of External Data Source

e Browse...

' Available Tables/Ranges

- [JUpdate every: 60 . seconds |

Help OK Cancel

T 2.25:TFqET [oidh T JHANTT T AT
* TH S S Ger |
* 3O 39 99 U 1 BIEINe H URL (W) St Sfef ¥ <27 @ 2|
5. afeRAS I
* 3R 3 9 (JauS/SIEEie) | wE Iae A1 353Uy 7, o I g g <



S SIS 1 22 A R, W g
3gee gy i =
319 =1 Teh Fi¥=d 999 (319 2 60 Uehg) W S 31-31TT 379e< B o forsheq

7.

*

< Hehdl € |
OK &

3id § OK W foetes 1|
2.5.12 USiighe 22T Hidi ¥ feieh AT (Linking to Registered Data Sources ):

fTsi3Tithg sheen o forell dsiiehd (Registered ) S1eT @A, 9 — 22eH (Base ), MySQL,
Ora-cle 31 371 ODBC &1 Fid H e Bl [T hl SIS H oA i Ufsha i Gsiieha
221 9idi ¥ fofes 3 (Linking to Registered Data Sources) ®ed @ |

=T 1. Tools > Options > LibreOffice Base > Databases. E\lﬁl Options - LibreOffice
Base-Databases dialog box fears é‘ﬂTl

_ Options - LibreOffice Base - Databases

1 Type to search

] LibreOffice
Load/Save

: Languages and Locales
| LibreOffice Calc

| | & LibreOffice Base

| i Connections

| Charts
| Internet

Help

X
|
g 1 Datah
Registered name Database file
Bibliography C\Users\mohit sharma\AppData\Roaming\LibreOffice\4\user\database\biblio.odb
New... Delete Edit...
Reset OK Cancel

ferr 2.26: GSfigha (Registered) ST2T Eid



=R 2. 7 2.26 ¥ @MW AR Tee@ 991 fofeh Fare sied Gie & fag 7= 927 W
foreten oY |

=RU 3. SO HEA hl T S B, I B SSSR Qi & [T SISs o I fofeteh o
3 ST WIgel ol =TT

=T 4. SI6Y o (U GSiiehd A1 & ®9 H SN T o [T Teh =H 227 1 31

o

Sieh R foeteh Y | ST USiihd Seed i gt | S[S ST # |

2.6 TWEINE FAT W AT IHT e i (Share and Review a
Spreadsheet)

2.6.1 UR=I

ST o gHF H W Y Uk W1 HH H W@ e €, A ST Pl ORI b I e BT T
AT Tisha 9 T2 & | fTsisiiithd shesh Teh 3N9--9id Biesiie WigeasR §, S SuAnehdisi
I ST I rafeerd, fIveiooT 3R Wed i | He HRdl ¢ | 519 51 Rt Weide W i R
® BId €, A SIS 1 T HIAT AT Bl ST © dlfeh SF o 3 T off 394 e
T Weh o1 T F Feh |

AR sheeh H BIEIE W S ol Tkl Ael =1 eIl & Hifch I8 FIS S-S el §
(S Google Sheets ) | ©ifeh oY 9t TH WITel Sl $HA, FAlSS ©RST (I Google Drive,
OneDrive, Dropbox ) 31 g AT o IRT E;{:Iff & 1Y HET H Tehd ¢

Share Decument >

|:| ;Share this spreadsheet with other users:

Mote: Changes to formatting attributes like fonts, colors, amnd number

formats will mot be saved and some functionalities like editing charts and
drawing objects are not available in shared mode. Turn off shared mode to
get exclusive access needed for those changes and functionalities.

Users Currently Accessing This Spreadsheet

MName Accessed
DESKTOP-MN7TALSCO/HP (exclusive : 00/00/0000 00:00 00:00

Help | OK | ‘ Cancel

fersr 2.27: IEATAST WIEAT X Garg fast




QEYiie e i |:

* W HEAN 9@ el B |

* T ARG e ¢

+ gEien IR GHUR i uiEHA o Bl 2|

2.6.2 WEyie ArEAT( Shared Spreadshee) SHEAT
Trevie e F & o Fefafad == €|

TR 1. T T Brevie Wl 3R W Rl A 9 99 w1

<ROT 2. T B IR ¥ o9 > TIeIe e W I IR frere w1 38d fm 227 ® @
ITIR AT WIEN K Hae el ot S, e U= Qreneon foeheq o e =
1eTH A o foIT R T ek 1

=ROT 3. BIEIE TEM H3H o {10 “TH SIeiie ol 377 ITANThAIsI o W qZh o <ehsied
R foeTeh # 3R OK o2 W foreteh Y | S0 qfteeniur Hare fofel gt s, e Srevie
I TRSTeR G | Sl Wik foRa ST g |

=RUT 4. ST @A & U 8 ) fordes i |

ROT 5. BISTNE Tosl S o 91, INoh IR § Tieyie & 7F (9E) Sieie & 79 & 9™
Tefdia B |

2.6.3 HIET WSIE WIAAT 3 FesT T
2.6.3.1 WEYiie WAAT

I BIeyie ion o fog, Fefofad =l =0 qem o

=ROT 1. Wi Wi Gield T99, Th To¥ @ om fF Srevic = g ¥ € 3R 39
gfaemd 39 Srevie # swn & foe 3uesy 71 £

<ROT 2. TSNS Sl TN 4Ie H GieH & oy 3ieh 927 3 foreteh |

<ROT 3. Afe Y el =ed 9 I8 =dree ey R 9 welRid g, @t ‘<deq eer 1 feand
st | U MU e @ g |

=R 4. Teh §R SIg3e = Ale § TRl 1 & o1e, $9 e SuanT & o, sruesd &
S |




=RO1 5. A W 9R W YU B <8, s qdad &, R 9 R, <l T a8l wigdr
% foien, g, stfssiae 3TANT & forg, Suersy =& €1

2.6.3.2 WM VISye TR

T BIENe i T o fore e T e =Rolt 1 qrem &

=ROT 1. WEA § fRT T SEed

S E oY e e W HM Y, S0 2 i UET A1 IS |

=ROT 2. 9 K

* &Y G HA & 9O, File Save o Ctrl + S TaMG|
* i T8 Tk 9E SEie €, Calc 3M9H I8 Hehal € foh:

* “Changes have been made by other users. Do you want to merge these

changes ?”
s
* “Reload the file to get the latest version ?”

=)0 3. dgaal &l faed (Merge Changes ):
* I gEU IR ot iEe W M #R 6T € SR Seeld H g 7, df el feheq firenm:

* Wﬁﬁﬂﬁﬁ(Mergechanges )—msﬁxiﬂﬁ%mﬁaﬁwwa
Iy

*  TEd e 9 e R (Reload file ) — 3104 g1 fohU W Scardil &l Biea
e AT ISt o |

<R 4. Tl eped :
* IMAAR W, Merge changes T SR 8idl € difer Tl o1 ST o= R |

=R 5. A & &¢I
* 31T9eh! Calc TIZel 316 Shared € § &+ Tl 5T& ek 319 Tools Share Spreadsheet
T SRR AR B 5 T R

*  Ofe Y T 9T T e



* Tools Share Spreadsheet IR Gﬂ‘il
* “Share this spreadsheet with other users” % <% HI%h hl ell %I

*  OK TdmW|
2.6.4 TiRifeT # URkad= (Recording Changes)

STe 319 IS TSI TERI o A IR A €, dl Repife ¥ uRkad=( Recording Chang-es )
TR T8 @ | Hee Fdl ¢ 1o WEdd H FI-o Seaird foht U ¢, fored 3R o fohu 2|
7% Gfen Tievle 7 T St # ¢k @ % e 3w 7

=R07 1. Repe aRadd T&a| w3 & U, uge Siesiie o |l qie 318 i |
=ROT 2. WA HIS F&H I & fou, Wiesie “Untitled.ods” @ied |

=RUT 3. §&4 W SR H Tools > Share Spreadsheet &% T 3iR focteh 3| T0Y T&Aa
e R HaTE el Tol S| ‘T8 BISie H 31 SUANThdisi & |1 e H §ed W
A TS o1 e gerd 3R Sk 92 W feTdh | U WISl AIS &l 3IH 31 & (U
YfteeuT Fare el weRia w3 | 7% Tievie & HEm W i 3TeTH & il -l <, S
for <t ot o feamen 7 €1 SR T o ot o W forerer Y1 ot 2.28 Bieviie & AR
Hie &l 18 (disable) HA & U gfteswo darg faei|

<ROT 4. & < foF BieTie & A9 9 (W) T Brevie % v a) 9 MIS & T |

~ Warning >

Disabling shared mode of a spreadsheet hinders all other users of the shared
. spreadsheet to merge back their work. '

Do you want to continue?

..........

e 2.28: Bigvile & QIFTHIUT A &I 3T (disable) T & [o70 Yleaur Harg fagr
TRUT 5. O %@T (Change Tracking) €Te] Shi{AT:
* foSIeiitRe Sheeh @il |
* IS2EES fﬁ[\f{ Trrl'i



* Edit — Track Changes — Record

* 9 98 <1 BN, o 3N Bievie | U U s 9eea Rt B ol |

Untitled 1 — LibreOffice Calc

File = Edit View |Insert Format Styles Sheet Data Tools Window He

Ly Undo Ctrl+Z B |
u kBBl & 4
Redo Ctrl+¥
Liber. Repeat Ctrl+Shift+Y B I u ~| A ~ ﬂﬁ -
X Cut Ctrl+X
Al
EE Copy Cirl+C
d EB Paste Cirl+V | D | E I
2 [j] Paste Special ,
3 | FH selectan Ctrl+Shift+Space
7‘; E Select »
6 | .~ Find.. Ctrl+F
7 Find and Replace... Ctrl+H
8 e
) Track Changes > E{) Record
10 Cell Edit Mode g2 | @ Show.
11 . =
12 ~  Cell Protection [% Manage...
13 Links to External Files... |_ﬁl Comment...
:‘; OLE Object Eé Protect...
16 Edit Mode Ctrl+Shift+M Compare Document...
_A7 | % Merge Document...
18

R 2.29: TUTGT A & idvid RelET gob TRad— qerm
WOT 6. I T 1] B e
* ﬁﬁ[ﬁ Edit — Track Changes X |
» 2% f&F Record & 9+ o= &1
=RUT 7. dcond f[S@MT (Show Changes ):
e A
Edit — Track Changes — Show

*  TEY 39 BiEvie | U U 9R Seore e Hehd ¢ |

<RUT 8. SEcATAl i THR A1 3R T (Accept or Reject Changes ):
* T H S
Edit — Track Changes — Accept or Reject.

* TR el U el e Sel o goieh Seed d WieR (Accept) AN SEEHR
(Reject) o Hehd & |




2.6.5 FHE A, Fuifed Y T UMefa ¢ (Add, Edit and Format the

Comments)

Seeh § e TEd T ¥ SIS & Sl € [hHe Sieyie | T oy H=R B § e
3T R 9 o afafked STHe, ied = ged fore & forw fhan < €1 3 9a & Wy
S B RS S BId © S S 1 TR I, TS A1 EH H Helg A H Heg i B |
TOT 1. &7 U 9K 9 T 3R 319 4 Sie & T Edit > Track Changes > Comment
R foreter Y, < o e 2.30 o femmn T g

T 2. IO FHHe Wi S g T | S wHS o ) 7 2.30 H TS @l T wHS
ECERIERS

mainl.ods — LibreOffice Calc

File ' Edit | View |Insert Format Styles Sheet Data Tools Window  Help

g Undo: Delet Ctrl+Z L/ B | -
K? Undo: Delete + 4 D@ L - é ‘_A‘} I.ﬁ'/‘l - .
Redo Ctrl+Y
Liberl ©7 RepeatDelete  CrsShiftsY [B [ U ~ A - (| = =
Cut Cirl+X
2 | 2o & *
[® Copy Ctrl+C
B e~ oy | Lo |
1 - .
2 7| Paste Special r
3 | BB selectan Ctrl+Shift+Space
% E Select 3
6 | .~ Find.. Ctrl=F
_7 Find and Replace... Ctrl+H
8 =
g Track Changes r Record
_10 | Cell Edit Mode F2 | @ Show..
11 =
m ~  Cell Protection EIB[ Manage...
13 Links to External Files... [ Comment..
= OLE Object . | BB Protect..
15
16 ~  Edit Mode Ctrl+Shift+M Compare Document...
17 [ Eﬁ: Merge Document...
18

RIF 2.30: 2 URadT & 3iaila [quit &7 = &r

=ROT 3. 39 o1 1 TE FHHS <A & forg, o 2.31 ° @ MU @R 9 F12 | s w1
Tg <l I TE HHES 1 T ferer @ €|

<R 4. 39 fRe U1 § HHEW 61 Gohd ¢ | S o W foRTeh o SRl 3 hHe ST =ied
g1 fR g o § o 2.32 ® i@ 3ER Insert > Comment I |




Unknown IAuthor, 0813072025 09:16:33:
Cell F12 changed from ‘<empty>"to Taja

]

]
B
e 2.31: feoquit gof faavor 3 @rer wefdfa @t 15

mainl.ods — LibreOffice Calc

File Edit View | Insert Format Styles Sheet Data

- g oo i
illa Chart..
|Liberation Sans Sparkline... L
ﬁm Piwot Table... —
[F14 B9 Media N
A OLE Object N
L X7 Shape .
~
e fx Function... Ctrl+F2
4 Mamed Range or Expression...
5 —
5 Text Box
7 [ 1 comment Ctrl+Alt+C
8 F Fontwork...
Q
10 B Hyperlink... Ctrl+K
11 Q Special Character...
= Formatting Mark 2
13
ll. Date Cirl+;
15 | (B Time Ctrl+Shift+:
::g [ Field v
18 Headers and Footers...
19 Sff Form Control .
20 . .
o] Signature Line...
22

ferer 2.32: &He g1

=ROT 5. HHS S & 91E, 3T I YR, HUET =1 8T Hehdl 2 | 3 HIAT bl A o TG,
39 Ul W ge-facteh Y STl S wHe <ol § | UY-319 B % 3idid fashed i 3|

<ROT 6. FHe I T A o 1T “Edit Comment” e I | I MU g o sgema
FH & U R W Htie TReaad W o ST |



=RUT 7. FHS B o AU “Delete Comment” foehed I |

<RUT 8. FHHe ST & 1T “Show Comment” T | 3 foehed 1 T4 R HHe wefidid Bt
ST 319 Vel R A § Yge-foeteh 3T, o 319 2@ foh “Show Comment” o €1 W “Hide
Comment” faed wfsra 8 smom | T s6fer 2 iifer <19 319 wde weftfd 3= | B
@ 9 e W & W A | Bt €, S e v=a 2

f

amit | X Cut Ctrl+X
M3 [y Copy Cirl+C
[T Paste Cirl+V
[%] Paste Special ,
Selection List Alt+Down
BH Insert.. Ctrl++
BY Delete... Ctrl+-
X Clear Contents.., Backspace

é Clone Formatting
f’ Clear Direct Formatting Ctrl+M
Styles »
[/ Edit Comment Ctrl+Alt+C

';(‘ Delete Comment

|.,,__| Show Comment
Sparklines »
HZ Format Cells... Cirl+1
R 2.33: ®HZ HIDE 3t SHOW

2.6.6 TS UL (Formatting Comment)

FHHS I BIHE A T T IR 1, B2, MHR, Ty 2N 98t Tehd 7, P9 98 iR

3ferr Tq2 9 3Rk & Il 2

Format Cells

-1
=
1,
on,
On:
On,

‘ONE HUNDRED

I
hundre
Hundred

-1234.56789012346 ‘

Options

Decimal places: [ Negative numbers red
Leading zeroes: [ Thousands separator

Format Code

[General

Help

‘ Reset \ oK I Canc

el

fersr 2.34: &He @®UUT (Formatting Comment)




=R07 1. f579 91 o e € 39
* 3H U R T WS s Ted @ wHe sier g3 € (R o Brepmn #)

. Show Changes = |

| Show changes in spreadsheet
- Filter Settings

Date:
|earlier than M |
‘ 08/30/2025 ~ | 09:14 @ iy 1
and - : L 1
|Ur1knowr1 Author E
[1 Range: |

[ comment:

[] Show accepted changes
[ Show rejected changes

e B -

fersr 2.35: Sqewra 3&AT

=R 2. S S & R R s =

* e o o W W fFe Y difer 98 faeiee 8 s

* 3 3T SHH BHRT R Tehd |

RT3, q2e-FreTd Y 3R <[: Format Cell

* Right-click Format Cell. T feoreieh |

=ROT 4, 3T 39 o9 ¥ Al Wi gfaed @m R wehd € S Font, font Effects,

Alignment, Borders, Background and Cell Protection. Change the font, text
colour, fill colour, line colour

2.6.7 UL Sht THIET HTAT - 9, TREdT WIh i AT TR i
TCoTTel i GHI&T o =RUT (Steps to Review Changes ):

TNUT 1. 9o <@ (View Changes ):
* A H W

Edit — Track Changes — Show




* 39 oyl Renle fory T SeoTe Bievie | BEEe B o
* el T 2, Bl T B A1 WUEH 3TeN-3TenT T H)

TROT 2. 9GcAd SR A1 3R T (Accept or Reject Changes ):
* T H W
Edit — Track Changes — Accept or Reject.
* 379 U AN s gor, e st wdt ReE e U ageat w6 e et
<ROT 3. IEATA H SRR UG-

TN Sl | 3okl I8 SRR fHei:
* g feee feRan?
* e fopar?

* 1 dqell AT ?
» 59 Ao | Sgog g

Manage Changes X

List  Filter

Action Position Author Date Comment

Accept Reject AcceptAll || RejectAll

Help Close

frer 2.35: SEcATd WFHR qT 3RAFR HTAT




<R 4, SEAd T 3R FRAE HL:

+ el U oeod Wl ot )

R AR fou T weq W faete
*  Accept (IR &)
* Reject (3R )

* Y UH-Uh ek A1 9t 9Sald Ush 91y TR A1 SRR Y Tehd ©:

* Accept All

* Reject All

2.6.8 fTaeai = 3ﬁT§'c7l'HT (Merging and Comparing)

TE Qe I9 ITART Bkl € 5T Uk & WS Hl HE U (copies) -3 TG FRI
IS I TE B 3 AUl 37 SSeAal hl Teh T AR qoil A1 7St 3T 2l |

2.6.9 TWEINe i AT AT (Comparing Spreadsheets)
IeIA:
e foh S Sieyie § -1 3R & — Si¥ hiT ¥ Ul 9ea, Sie 91 §4U T ¢

mainl.ods — LibreOffice Calc

File Edit Miew Insert Feormat Styles Sheet Data Tocls Window

- 7
‘O Undo: Input Cirl+Z k B ol | 1
. - L= - ] D@ LB - é &
Redo Cirl+Y
Liber, .~ Repeat: Input Ctrl+Shift+Y B I U~ A -r8
Cut Cirl+X
I:F13 H €
EE Copy Cirl+C
B Paste Crl+V | 2] | E | |
1 "
> [%]  Paste Special 3
3 || BB selectan Ctrl+Shift+Space
; E Select .
6 || .~ Find.. Ctrl+F
7 Find and Replace... Ctrl+H
& L
a Track Changes * Record
10 Cell Edit Mode F2 | @ Show.
::; ~ Cell Protection Ex‘?; Manage... "
13 Links to External Files... [ comment. IE
_1:)_ OLE Object . | BB Protect.. k
16 ~  Edit Mode Ctrl+Shift+M Compare Document...
17 E’ Merge Document...
18
for 2.36: Gieviie &1 gorr T




<{UT:
1. Hd (original) Fievie @t [viY 3 comparison base AMEAT Ied
2. T H

Edit — Track Changes — Compare Document.
3. 39 39 THY BEwie # A R 9 qor & Y STE A =ed 7
4. Calc ST HEEl 1 qorl UM 3R S o 3icR €, 3= eTEelEe o< <M |
5. 39 39 SEarat i
* I 9F Uhd €

* o1 foR 37Tl =ROT | ST Accept/Reject &Y Hehd B |

2.6.10 BISINE S AT (Merging Spreadsheets)

IEIA:

< a1 3ifereh STETERIS BRI SIS Y TE STeTT- 3Tl Wi i Tk et o et
Ut

1. 98l Shared Spreadsheet il o1 9 SBievie e @t sede g8 v 2
2. fﬁ[ﬁ S

Edit — Track Changes — Merge Document.

3. 31 3 HEA Sl T O MY WSt Al Hed ¢ |

4.  Calc ¥ SCaTal l ¢ fohT 7T Seed (tracked changes) & &9 H fe@mum|
5. TH% 9C :
* [t geag WiR (Accept) o1 3T&R (Reject) % Fehd ¢ |

*  geolEl F STHHR: S I9R, F9 ot H, 1 Sean o — e S




rnainl.ods — LibreOffice Calc

File | Edit View Insert Format Styles Sheet Data Toocls  Window

Ly Undo: Input Ctrl+Z h/ O il
IZ) - P o D@ LD M é ‘—Aﬁ
Redo Ctrl+Y
Liber . Repeat Input csshitsy |B I U ~ A + R
Cut Ctrl+X
iz | P @ AR
E@ Copy Crl+C
| Iy Paste v | D | E |
1| =
Bl 7|  Paste Special v
3 | FH selectall Ctrl+Shift+Space
% B Select r
& | ) Find. Ctrl+F
7 Find and Replace... Ctrl+H
8 3
9 Track Changes s Record
_10 | Cell Edit Mode P | @ Show.
1 ‘ . E v
| »  Cell Protection [ Manage.
13 Links to External Files... [ Comment.. I]
% OLE Object .| BB Protect..
16 | ¥ Edit Mode Ctri+ShiftsM | B5] Compare Document...
17 i+ Merge Document...
18

e 2.37: @iEvie 7St AT
HETYUT e
THl WEd .ods HiHE W B 8T |
g TR T TEl M HIAT € 59 T e “Track Changes” =1e] R &1
HIZel Uk & g BEd 9 S g A8y (ie., U H T B ) |
HEqul U9
e T 9 (Fill in the blanks)

1. Calc ® 3199 Comments Tvﬁ?:e[ % foru
e #R

Track changes Comment

2. Tiedie ¥ TH 7 ¥ Sied & e Srevie & =, 9 am H A ke I
faciae HfmT |




. e 1 Teh THE B Sl SISvie | Ml & SR s aRiefE &
ameR W IR foshedl ol @IS 3R o A o fog o < wehat 1

4.  fiepie fopu U WhIST (macros) adg & % ®Y H GURd B ¢ |

5. Calc H SRS I 9 AT HEA AH o @Y T 9 (path ) =0 w0 & @ 76
_________ T 3T # |

6.  Calc 38 ZA (tool ) ATTeh! Lot &9 A et (cells ) ol T THE S 3R TEIFA
T W AN, I S W BRE A A K Efd e i A
(tool) o &9 H ST Sl 2|

agfaemedr u9q (MCQ)

1.

“FTe-TF TR T HI ST 1 Ial A o fore fopam i 2
(a) 39 AT § 9oid & o Sifqd uRomg W = Jeg o=
(b) <21 I | HIAT

(c) WIS hl T AT

(d) Behls ol RepiS AT

2. fersisiithg Shoeh H Hohl RehifET ol Werd w3 1 foreheq fohg B & I STl 2 2

(a) Insert
(b) Format
(c¢) Tools
(d) Data

LibreOffice Calc § S &l U & AREX ¥ H WA (combine) 3R TRIRE
(summarize ) ¥ S UfsHAT hl 4T hed & ?

(a) 21 fagao
(b) T2 FHSHA
(c) 22 FA=
(d) 2T =it




4. I T TA IMUH! Fifesd IROMT (8F) W HH & AT Sa9aIeh TTYE | I Tell T
T Heg T 8 ?

(a) foafeEn veee
(b) Tt ek
(c) ST afetent
(d) Taeee™
5. el #@?
(a) TF BN FEA
(b) RefE fFu MU MR (commands ) 1 T T
(c) Teh YehR ol el
(d) TH ST

6.  ToToi3iifthe heeh | 22 WHT o [T ‘Consolidate’ SN sfek @i o fow frg
T T SYART fman < © 2

(a) File

(b) Edit
(c) Data
(d) Tools
7. foTsisiifthe sheeh § ‘Grouping’ frE YR 9T dfekai o1 wiciH! ol el il § ?

(a) WIgd <hl M

(b) fafdre AFES (criterion)
(¢) I9AmTeRal grT & TE fafsr
(d) 9 & T



8. Ukl ol AW WA & foIT i & e wel e @2
(a) M T &R W I3 B =
(b) M ¥ TS 3R ST T ST & Hehell B |
(¢) M ¥ ST &l Al e 2|
(d) =9 o foeis weieht (@, #, $) 1 SYANT foRaT ST Tehall B

9. foroieifthe thoeh § SeT ol Hafked s o fTT U= 3 ST aTel Ueh |iweaeR <
w1 7, S dfeEi 3 w9 (Rows & Columns) o &0 H el &l eareed foman
ST 8 2

(a) I WO
(b) WSie¥H WIRaRR
(c) Tt
(d) seE|
10.  forsieiifthe Sheeh H ‘Subtotals’ T % WIEFH ¥ ‘Outline’ 1 &2 % 1T sl o1 3

ferehed T Tl & 2

(a) Data > Sort
(b) Data > Group and Outline > Remove Outline
(c) Tools > Macros
(d) File > Close
faftafafea ueat & S 2-4 ufemai & 2
797 1.feTsi3the hesh § ‘2 WHeA' (Consolidating Data) &1 & ?
U9 2. el Wish (Goal Seek ) hl STAN el fhaT ST € 2
99 3. Hehl ol Teh § foreleh hieh 91 Ueh hiale Slicehe S ohil <ol ST Hehell @ 7
U9 4. TToi3ithg Shosh H S WA oHild 99T ‘Fid 221 ¥ fofsh &t (Link to source

data) Toreheq 1 1 A 272

W9 5. fAsIsiR So § ‘What-if Analysis’ & @19 G U0 i U € 2




WY 6. HeRleed <ol Wl A W Tact 22T i il Wi il Hfey ?

TS 7. Teh ekl 1 hie il €2

weT 8. fersisiithe Sheeh H ‘Consolidate’ WeRT o1 fEhice &9 9 AT T2 HaeT o1 8 2
W9 9. fersieiilthe o o ger fifeh 1 o a1ef 22

weT 10. feroieiiithe e H ‘Subtotals’ T 1 SUANT A o §IE, Thid & a8 IR fw@ms
<4 91l ‘Outline’ 5 o1 &1 i € 7

fafafafaa oo+t & a7 6-10 dfeaai & €
Y- M ugd

T 1:Th Hedl-allehe Rt = & Weereh 4 T ot feeel, Heg oIk == wmansdi & wifeh
farshl <21 bl Teh 1 A e § URIRIG (summarize) S 1 HE GO T 21
Tcleh TR T S21 3T9-1-319 STeT-37enT 3 | 2, fras oo foshl, siad fashl, @ik
3iferera forshl SISt ST 2 |

(a) o vl 1 T HE T A % AT LibreOffice Calc & fhH ZeT o SN AT AT ?
(b) T T N SN HIA o AT 3% R =R 1 AT BT BT 2

(¢) Afe o =ed & foh &id 21 (Source Data) H g 9 S€elid g1 W A e &l <1
ot 31O MY S B W, dt 3= o fasheq 1 9= =Ry ?

Hehd :- €21 WU (Data Consolidation ) ¥ ameniid

9T 2:Ue ol o= ol ohe | 80% 3ich U hid & | 39 37d deh diF 3Nidiieh gdensii o
75, 85, 3N 78 3ieh Wied fopu 21 sifqm e 100 3ihi o &1 T ol Tg YaT oIl
& o <0 siftm wdien & fRae 3fe W S 1 ifeh ST Fed SN 80% B ST

(a) Ugd *I LibreOffice Calc | T THE 1 THHH HH & fIC 6@ ‘What-if
Analysis’ & T STANT HIAT AT ?

(b) 3 T I IUAN X gL, T8 ‘Formula Cell’, ‘Target Value’ 31X ‘Variable Cell’
o 1 3G AW ?

(c) 3T T P YN - T Th T A1 F1 8 2

Tehd Tl ik (Goal Seek ) TR 3M9mid




WY 3:Ge AT Teh 3ehISeC § 3N 3= & TE Uh &l e o (o™ 21 ol WiHe ohiel
USdl 81 39 Fd § 22 Hl Aieg FAT, Pl H dIer aga, 3R F U §
T I € | I8 Teh Sedd arel 3R 999 o+ arell M 2|

(a) G TSl 1 T SIeXd dTel i ol TEfad (automate ) T o fTU LibreOffice
Calc % foFT HIER =1 IYAM AT =T ?

(b) TH IR T TN ek w1 RS A & I 3% i o1 o faehed g B 2
(¢) Hehl ol RplE FH & o1 S9 I (run) o < dieh &dd |
Tehd :- Hhl (Macro) X 39

T 4:31d 391 HE o BE o GRUTHT T fHTATT o 6T 2 | SHh UIE Uk Wievie ¢ forad
B o1 AT, hell, faoa 3R e ek foq 7w § | 31fird bl sickieh shell o foru ster-srem
foodi o S & Fo1 SR A O HEA B

(a) ifd 1 39 w1 & T LibreOffice Calc & fohd T ST STANT T =T ?

(b) TT TA I N HH W Tee AT h S § 1 SCArd HAT ST Al T 3k W HH
2

(¢) s%rzgr?ﬂ@qah 3 o §IE, hid % S8 3R Tk ‘Outline’ s ST 2 1 39 ‘Outline’
1 1 T B2

Hehd :- Weeled (Subtotals) T 3R

U9 5:Ueh WY ITH 7 Teh A1 I =g (A1 21 9 Ig Taetoor &3 =ed @ o afe
F=l el ! AN, S =, a1 S5k god | Sead 8idl €, df o9 W = e
‘J@Tﬂlaﬁﬁlﬁ?m(scenarios)ﬁé&"ﬁ?ﬂﬁfﬂﬁaﬂ:ﬂﬂﬁﬁgl

(a) 39 TE % URGYAl Hl I IR Waferd w3 & U LibreOffice Calc o 358 Za1 w1
SR feR ST © 2

(b) I T hH TR T I THT-3TEHT TTYE AT o T T Frveior s | Heg il
272

(¢) ‘What-if Analysis’ % & 3771 ST HiF 9 &, 3K 9 g 3290 & forw sqm fore
EIcE

Hehd ;- E-3% TATd (What-if Analysis) T 3T&iid




SSTOY USEE WUTTAT okl U=

(Database Management System) using LibreOffice Base

i@ o fdwe

22EY 3R T2EY HAsHe f@H (DBMS) o GRS 3R STeargsiehdl sl 9 9 |

2. DBMS 3R IRuRe HEe ey o X o1 wehil |

3. DBMS % WY 3R WA T R Fohil |

4. 2Ed o faf= e 99 <ud, Hiee, Ree, #adl, wiH, RO e &t 9g=m ==
Tkl |

5. faf= DBMS HiRea=R (S MySQL, MS Access, fosiaithd 97 31fT) & g
T TR |

6. ool o9 o ¢ SEE WEed ST URg Tkl |

7. 290" I ITH Wiee Sel 3R 21 TS Al U Toh |

8. WUk &St (Primary Key) 1 ST 3R Hecd A Tl |

9.  Simple Queries SAMI 31X STH FANT T 22T bl Ohoe/Td HEAT ST Fobdl |

10. W (Form) SIS 21 U T IR SH W 1 URE Hehl |

11, fA (Report) SHIHT T2 I TR TIR 6T ol |

12. T H GUR HH, Rl Se, M o 31uSe HH i TR 1 R Th |

13, = @ TE A ¥ welE iR Rt T 9 e |

== (Introduction)

T AsHe faew (DBMS) Database

TITT Thet B dehel o= Ted € | 3R &R 9= &l SIFahi — S

SHeRT M, Hell, A AR, S AR 3iepi ol R — Uk
Hd o forar S, @ W e IR T9rer fha givehe @
ST, § Y




319 WY 3R T TR A HR Teh T ek ¥ HY el Tk foeteh W Rl off B &t
SR el ST, 3Y gSeT ST Goh A1 72 SRR Sel ST Heh dl fohd= 311 81 ST | =8t
M Al € DBMS I 22ed Asie e |

DBMS Tsh UHI WHeaTR Bl & S S (SFehRY) sl HSTdl, Soafeerd o, 3R Sed o
feama o oo e 81 519 Thel & S o Repie, 9 | Wl ot SR, SRt 3 st
%1 21 I T DBMS %! Hee ¥ U9l Sd ¢ |

<21 &l o9 & T H LR fFa s 2, i ikt (rows ) 3R & (columns ) B4 7

Tl Ush Thel I i ke, <ifehT fefteat |

DBMS & T STE0T &
1. MySQL

2. MS Access

3. Oracle
4. SQLite
DBMS i {3 | T

* 22 H deald Y G ©

* QU S B Wehd ©

* 3R 9gd O ¥ STHeR ¢ Tohd ©

ST & T H V9 &R A R U B W R, DBMS YAl T R fhel 99 T 71 T
7 faths BUR M ol SEH oA 7, sfoh Go o <= 2

ql 3T IR 19 319 et RUie e o1 RSee ol ez <@, o 999 S el = el
DBMS & s Y @ ¢!
22T (Data) FTE?

* 2 d %= 9 (Raw Facts) € I o1 Sfera fopu shoger o S e &1 S

S 1 1M, Ul He], Wedieh, 9l |

* e e (Unorganised ) Bl €, 31X 3Thel 3Gl hig for 31¢f =&l BiaT |




* 3@ 85, 62, 47, “TH”, “when 87, “feeell” — I Wt 2 €
geT (Information) FE?

* S S W R S @S9 O, RiiehRor SR SRS Al 98 GEAT o9 S g,
fS7erepT STt forofer o & g @ |

* I W 3R ¢yl (Organised & Meaningful ) B € |
* S TR e w1 Sid TR, Wit o fede goit | forae fermneff € anfe

e 3 gaT (Information)

3.1 DBMS ¥ ST 3R g1
DBMS T & ?

* DBMS (Database Management System ) Tsh HiredoX e e ¢ Sl 2eed |
2 ol VR, #9913k g oA o foIu sqam fopan S €1 78 S9aimehdl @ik Sy

% o TeTHT T HH HAT ¢ |

*  DBMS &I SYAN I Sl WA 9 T TG, TS HH, Tt e, GR&T AR Fhar
S St % foT B €

DBMS # 22T 3R FaT st sfirenr

1. @Z‘f‘%’ﬂ?(Storage)z DBMS 3 ESd 221 il difetehail (Tables) & &9 H WU
pdl o |



2.  UHERHET (Processing): €21 sl QUERY o1 RUifé & Areqw o wree foran S 2 |

3. guAT fHmion: oo fRe e 2 9 3wl guen e €, SiE i R, Rad #iE,
FHHAR I AR 1S |

4.  Tooter fmtor: g1 &t 7eg ¥ wEeE SR faew o folg foe s 7

DBMS, 21 iR goT o SI9 &l T I qedl e—T8 F S ol W 9 W W,
U gul § aRafdd e 8 S faen iR SuEnmeRdtstt & e e Bt 2

oo

* 22 = WA (Raw ), STmfSa e

*  ga (Information) = Wi, srefqut Se1 5 fofar fomfor o w6 e 21

*  DBMS = U% UH WERR S 20 ol R, WEd, R A1 | 9ot L STANTRal i

STEIAT <l TR HIAT 7 |
Student Name Maths Science
Rohit 87 88
Neeraj 56 55
Preeti 54 46
Rittika 90 96
Vanshika 59 70

3.1.1 22189 31X DBMS

ST Ueh WA G B o Heiftrd 221 Repfe ot aifereniali (Tables ), ®legd 3R frigd
% ®9 § GSA Bl @ <ifeh SH S W GUEd, I WS 3R G9iferd R S weh | 36
faadd, DBMS (Database Management System ) Teh HVIH'@QI TR 2 SN 9 S2ET & U
FAT & — I T2l ol SeH, B2, TS A, WS o HIH Hal &, T & el H AT,
JREedl S, T, SehaTa-Repadl G s, 3R Tenifeen Suaehdial Rt &9 9
THH WS FRAl € | TR Ieal W, TIEY 98 € STl S el §, 3R DBMS T U §
ST 39 21 i Hafked, QR iR Sl o 21

DBMS %ug'@'?m:r (Database advantages)
1. ST GREM SR T




DBMS #H SUHTehdl WHIUIERRYT (authentication ), Tg F=H0T (access control)
3N TrE Y e BId €, S shadl SIS @l Wl g1 Haeaeid <2 e ol
YA FA T SITAR o B | TS Al IR T W PR T ®

2. €21 2evd (Data Redundancy ) o wH

DBMS chfed 2e1 T8 (centralized database) 1 IUFNT hidl &, NTEE a9 Teh
Y U T & 22 Hl FE g QR FH H SaTehdl Tal el 39 SR 22 aE
Il & 31X SE =l §

3. 2 % gETAar (Data Consistency ) 3R @edal (Data Integrity )

DBMS ¥ €21 9t 98 (constraints ) F'm]\‘i?lﬁ %—ﬁﬁ'{ﬁ%“ﬁﬁﬁmméﬂ@a
T 9 22 § Tt & Bl 7 3R @t STERTeRdist i e aHE <o e ¢

4. 21 WEN A (Data Sharing )

TE Ueh € ST i hE STl 3R AN (applications ) Tk Y TN
Gehd & | T 9 9 GERdT B IR gET STedt Tgdl ¢ |

5. I9AN H Wedl (Ease of Use)

DBMS IsR-Theal 3T X SQL SiGl 9eT & Wed | Wt 3R @R et WeH
A ©, T Tehfienl TR 7 81 376 W S Wl Al 6 oial © |

6. ST 3 Rewad (Backup & Recovery)

DBMS TEIfeld ®9 ¥ 221 o1 9haT oidl & 3R 9 el 1 Todl 81 W
YA A ol Gfaen <1 7, e 22 i i H9ra 9gd w9 8 S © |

7.  Thoilaierd! 3R o=iemaT (Scalability & Flexibility )

JY-S1Y T2 Fedl 8, DBMS o feen &1 yoifard for, whelfaferdl 9die el 2 | 599
IE IS TS H o g9l T W HH HIAT © |

8. e wWdudl (Data Independence)

DBMS ¥ 221 #l wifstorel ST 3R Hifeeh T 3ol Bid 2, RTed 221 &l 93 ]
qeo R o TeTeh e THIiad el Bid € U8 oeielaT ol © |




9.  HHMIGT STAM (Concurrency Control)

DBMS U THT | 3 SUARTHAI ol ST ToH & &l A a1 §, W &
deadlock 31 ST 2o § & ff Fa1 ¢ |

10. foia o9 H W@l (Decision Making )
DBMS gRI geHafed 9 Wik T2 &l Iucisudl aish 1 TorEdn serdl ¢, fred

YU ded? (i o Tehar © |
g faew 37T DBMS ¥ 3ia¥ (File System vs DBMS):
feig wisd fAA | DBMS
<< UUE e | TTeH/2EE |
TR&T %H 3feren
S WEN HT | i 3
T g T AR |

€ W Tk “Admission Table of Students” T SR, Sl fomelt Thel I HEAH & SIE
H wEe AN ST €1 F8 <o 39 DBMS (319 forsisiifthd o a1 MS Access )

o & TR €
Admission | Student | Father’'s | Class | Section| DOB |Gender Contact No.
No. Name Name

ADMO01 Riya Rajesh 10 A 15-06- | Female | 9876543210
Sharma | Sharma 2009

ADMO002 Aryan Suresh 9 B 22-08- | Male | 9876543221
Verma Verma 2010

ADMO03 Meena Ravi 10 C 05-02- Female 9876543232
Kumari | Prasad 2009

ADMO04 Rahul Manish 8 A 11-11- | Male | 9876543243
Singh Singh 2011

ADMOO05 Sneha Alok 7 B 19-09- | Female | 9876543254
Gupta Gupta 2012




Thics W (Fields Explanation):

* Admission No.: WW@[%’(W@WW%
* Student Name: ST <ol T TH

*  Father's Name: f9dl &1 9

* Class & Section: for& el 3R W H TSHYH
*  DOB: SH(df9

* Gender: Male/Female

* Contact No.: HiEEd da7

* Address: ¥ ol 9dl

* Admission Date: S/d ST &1 TSHIM g3

3.1.2 22T Higet FT 2 (What is Data Model ?)

<21 Hieel Tk UHT a0 (framework ) Bidl 2, FSTHE 1 98 o3 id ® o 21 ol i @R
foran ST, FY MY T el S 3R HY 3T YaEe R s |

IE Teh Yo 1 @ikl (blueprint) BT & S I8 §ardl ¢ foh e | SR v §i=d
(structured) BN |

ST HiSH o 3299 (Purpose of Data Models):

1. 221 hl Hafedd (Organize ) &

2. 22 % 9 o HaY (Relationship ) sl <901

3. 2UEY e @l e IR gHEE A o4

4. IUENTERA, TR SR fESER & & U qHe S
U@ €T Higed & UK (Types of Data Models):

1 2RRRehel Hied (Hierarchical Model )
* T Wl U G = (Tree Structure) H €31 ST ©
*  T® Parent 3R 3TF Child i B0




* TR UH ShA S HATS o Hal H 8 o

High
Heels

i Sports
[ Bellies J [ Ehoas } LSneakersJ

Hierarchical Model

2 Weadh Hied (Network Model )

*  THH Uh [ohlS o Toh § 31U Parent 8 Tehd 2

* et et <A % forg 3uEnt

* ISR T O L AN Ul B, iR T fo e I 5N et S 8

Customer Product

Order

Y
Order-Line Shipment

3 fiovHe died (Relational Model )

* G T 3T YA | 3 arel Higd
* 22 &I Saed (Tables) o &9 H T foan Sl @
* 2 ¢da H Rows (Records) 3 Columns (Fields) &/ &




* 3EEYUT: Students A ! ¢&el § Name, Roll No, Class, Marks St€l STHeRRI

RollNa. Name __CIb Title

N/ N/

Student —— Enrclled —  Course
Marks JoiningDate

R 22T Tiset (Relational Database Model) ST &2

ATl 269 Hied Toh UHT 226y Higd ¢ ST €21 &l diferemaii (Tables) & ®9 |
HUEId fman S 2

& 29 1 “Relation” el ST €, iR &R ot # Ufeqdl (Rows) 3R W (Columns )
B B

79 Hied ® Dr. E.F. Codd = 1970 ¥ foresfaa femam =

A da:

* I oA (TR H @ S

* T 39 H T WAl Foit (Primary Key) 8l €, S & Repic 1 Ifeh st B
*  9cq % o R (Relations ) ST ST Tehd 2 |

EELIIUE

A T Tk Whet | Bl STHSRT ol GUE e & folg 89 < 2aed oI ¢

1. Student e&e:

Roll_No Name Class
101 | 10
102 LRl 10
103 35 10




F&T W Roll_No Ush Primary Key gl

2. Marks éEIF[:
Roll_No |Subject |Marks
101 T 85
102 T 90
103 TIforg 80

Tef W Roll_No Student el ¥ ST §aT 2|

¥ (Relation ) 1 Hacts:

* M 29 ¥ Roll_No e HH ¢ |

* TH e W Gohd € T i o fernell sl R siem firel €1
IETET & TTT:

Roll_No 101 = &, {578 7fora & 85 3iwk firet|
Rervmer oo Hiser & we:

1. T I EE W A ST FhT ¢ |

2. odod i Sea) RUE ST 19 8l 21

3. T gwihe FE B

4. T PR AR rafted alit ¥ @ S Gehdl 2|

3.1.3 Heiferd 226 ITsataett (Relational Database Terminology)
1.  Se&¥ (Database)):

T T2 I YIS H o Teh TSee e 2|

Teh S@E H e ol Bl Tehdll B |

SQTeduT:

HE ST School M &l Tk <2@Y ¢, FSEH 3feM-37el ?6d & Si9 — Student,
Teacher, Subjects, Marks |




2.  Table (atfetent):

ot Ush WehR o1 g (STeii =) gl € fres 221 dfemsil (Rows ) 3R &t (Columns )
# TR B B

EEUSUE

Student 3o H BIET o A, e 3 el Fe- @ S 2

Roll No |Name |Class
101 ST 10

102 10
2. Tieris ar ufem (Row / Record / Tuple):

2o ! Y Ul Ueh AT A1 SR S g8 SRR <t B
3QTgYUT:
101, 35T, 10 — Teh B I T STHHRI B | T Th Rhie B
3. &Y AT TUT (Column / Field / Attribute):
gl H Toh S92 T oIl B8 | I 8§ hictH H Teh 2l dig ohl ST 8idl 2|
EEUSUK
Name Hid & T SE & 58 2|
Class Hicrd ® Tff St hal B |
4. wAfHS® Feit (Primary Key):

el 1 98 HieH S g Repie @l 3fgd™ (Unique) S92 1 599 &4 fordlt ot weh Repte
1 A ¥ UEEH Hehd ¢ |

3qleluT:
Roll No — &% ©F & Udl e’ 3T Bidl 8, TTIU I8 Primary Key 8 Hehdl & |
5. ﬁé‘?ﬂ‘w (Foreign Key):

STel Ueh 291t ol hicTH fohd! O 39 1 Primary Key &l Gaf¥d (refer) &3l €, d 39
Foreign Key %ﬁ %I




EHERUUK

Marks Table:

Roll_No |Subject |Marks
101 TfuTd 85

el Roll_No, Student reical Primary Key &l refer A1 2 39T € Foreign Key 2
6. A (Relation):
S W S W ek o aE | R Key % 11 S[E! el €, o S§ Rewe e

S 2
7.  hHHAT (Schema):

Student Logical Schema

| Stu_ID ‘ ‘ Stu_Name

| Proj_ID |

Physical Schema

eI 3.1 WHIAT (Schema)

ferdl 2ol =1 R ST I T=T BT Schema T ST © | T Sl € o hi--ehi< 9 el
i, 3R Seh1 22T 2Ty A B |

8.  HM=ITUT (Normalization):
3qlelul:

Student & T Schema:
Roll No (Integer)
Name (Text)

Class (Integer)

2 W 3W VR faiTa e e fR gwiiehe (duplicate) 21 7 &1 3R T2 I 9gR
< 9 veferd fmE S weE |




EIH LUK

Student = STFER! T 3ot § @I IR Marks 1 ST SO 29e H, 399 Sl |-
NI 3R IS F TR A A Bl g

Teh 3TE e | qHe:
o ol Wbt | Uk TR € Red T s i S e S 7

3R U9 T TH & = § for@nt — 9, It 4R, o, 3isk, et &1 AW @ 9gd Teas
ERCHIRA

ST SR STHT-3TeNT Saet S <id-

* U e | Rk S @ AW SR A R

* U o9 | fath 3Rt A SR

*  U% oo H Al o S

A R T F2 I THA ST Fehell € 3R Hge ff AT T H1H hR Fehell B |
74! foIR &I & Relational Database Model %gd €|

TR (Conclusion):

s HAAA 3qleluT

Database T2 WER School Database

Table <21 1 W& 1 e | Student Table

Row e Reie 31sT4, 1040, Roll 101
Column 21 F THR Name, Class

Primary Key B EEIRCELE Roll No

Foreign Key @'{T oo 9 NEE Student.Roll_No 9 Marks.Roll_No
Relation Saed o o e | Student Marks

Schema AT Field Name + Data Type
Normalization | ST ol AR AT | 3TC-3TET docl S




3.1.4 Objects of an RDBMS (RDBMS &l a&¥)

RDBMS # frferfaa ge awqd gt &

1. difetent (Table)

* RECE H¥T object 2|

* S?lﬁ 221 rows 3R columns H W’iﬁﬁ@m %I

* g 39 H U Primary Key Bl € S &% el ol 1o wg= <l § |
3QTEuT:

Roll No |Name Class
101 SN 10

2. T (Query)

* U U A1 R S I ¥ 2 Wi A, €eM, (e i o1 fedie % o fou
fear trar 21

* SQL (Structured Query Language) 1 SYAN &Il & |

EIHERUUK
SELECT * FROM Student WHERE Class = 10;
3. " (Form)

* g Uk 3hY (Interface) Bl € Y 1 S o 3@l ¥ 21 BIel TWehd @ I
39 T Hhd ¢ |

* 3Y R thedll 99 % T SUENT feRa ST €

EESUK

B 1 M, HE, T TR R & ¢ T feftes wiH |

4. TUE (Report)

» g TRl oot o Fol ¥ fehTel T e 1 SRR (presentation ) BT B
+ e = file &= o1 fom & e s9=m R s |




3QTEuT:
e 10 o B I SihgE w R |
5. Reymi¥T (Relationship)

* 59 Qo 3k T Hl Foreign Key o HILIH ¥ SISl Sl @ dl 39 Relationship

Fed B

3qlgluT:

Student 29 3R Marks &l ol Roll_No %F?;\'I'{[ Tfﬁ?:T RIEII %Bfl

6. a9 (Index)

* S99 1 SUHN <2 I oS H WieH (Search ) & foTu foran Sran €, S fohare & e
H fU MU SrsRAfTER (index) W WE |

Roll No & 38R W oSt 9 B1F ol SR WS & U Index SHMTI

3qleluT: |

7. A (View)
* g Ush 9IS 39 el € SN U A1 Sk Saed ¥ ol |
*  TOH el S A BiaT, dfcsh F8 A 1 U B 7 |

View_1;)th_Students — TS U view S faek 10 shen & o @ @ 2
8. ® N WHSK (Stored Procedure)

* T TH SQL HIS H TYE Bl ¢ Y IR-GR T ST kel 7 |

*  gR-9R H S Grell URAT i 3fieme R | Heg il €|

1 I S e o




HIYT (Summary Table):

Object Name ﬁé‘]“ﬁ‘ atef SUANT

Table GINE <2 TR & foru

Query FH / g <21 fHehle =1 sge & fog

Form HH T2 Tl & o foIu

Report e T2 T T

Relationship ey S hl SeH & fow

Index S RERIMCA WIS & O HH & A

View T dIfeteht T e <aa

Stored Procedure TR Uik T AT RISt e % fou
freme:

AT 26 Higd Ush el 3N THESTel dlel & 221 &l <aed H R & 3 I7h
I Heie T | T Aied W, S, g 59w &t H wEnT R S 2

TR A 3f o1 I U9 (1 37k)

1. RDBMS & T =19 &1 & ?

2. RDBMS # 22 e &9 & GuEiderd & ?
3. Table H 1 W foh < 9 & @M ST B 2
4.  fodt 39t #I Primary Key &1 Bidl & ?
5. Query frueh foTw yEmT it S €2

6.  Form ol STAN i foFa e 22

7.  Report fr¥ 3239 ¥ &€ Sl 2

8.  View W 3rdel ST Bl € A1 T ?

9.  Index I %1 9 BIdl &2

10.  Stored Procedure ¥ Bl & ?



9RT B: 1Y 30T U9 (2-3 3ih)

1. Table 31X Query o o 3 82

2. Primary Key 31X Foreign Key H 3R fafgu |
3. Report 3R Form | & 3idX &2

9T C: e Tem ¥ (Fill in the Blanks)

1. SCEEHST W R Sk fw 1 SN foran ST 2
2. FWAHSTEMTEHE Y A1 SeeH & o faRen S #
3. Teh UET 20 ¢ T oR S o 9 U o Wehl |
4, W@ R AN HW T ITART fomaT T B |

5, fofsswm =0 § 22l T B o [ R <7 7
6. oHNACTAD gl Sl 2

7. Primary Key &l Hee ¥ ddcd & i< a9 a1d1 2 |

s. 1 STANT ISl 9 €21 Wi o fou fohan STen 21

9. IR-9R TR I It SQL HE R o @1 S 2

10. Ueh ooc] ol UcHdeh Ufekd oAl el Sl 2

T D: Sgfaeheds T99 (Multiple Choice Questions MCQ)
1. 9% (Query) T U= fohg forw femam < 22

A. T e & g B. <21 fediie & & forw
C. T & WY FH FH & g D. T8 S & forg
2. 9% object " HH % AeAT W T2T STA I, TE © —
A. Report B. View
C. Form D. Table



3. ¥ object I I T ol Yo T H Wqd A o fo1¢ 36 S 82

A. Query B. Report

C. Form D. Index
4. Index T SYA Bl € —

A. TEE M & forg B. fiie & & forg

C. 2 Segl WisH o g D. 9EE dea o folu
5. U A s Soed W ST Y TEIel Soel i o hed § 2

A. Form B. View

C. Schema D. Query

6. Primary Key <l EIR| %\ -

A. 39 Hl R A B. T &€ 1 Ff1eh s
C. T FgaA D. TRl ST

7. TForeign Key frg fo7q v gt 22
A. Primary Key &2 @ foiu B. I 3o i Siied & fou
C. <21 fediie &= & foru D. & Tl

8.  Ueh 26 H ac] hl GLET hl I Hgd ¢ ?
A. Index B. View
C. Schema D. Report

3.2 fTasstifRa o9 o1 U= (Introduction to LibreOffice Base)

foTsiiithe o9 T Wl 3R Si=-9rd Seed dsie fieed (DBMS ) @ ST LibreOffice Suite
o fee 2 | U 21 <21 ol GUerd( Store ), g&fed (Manage ), 3R fergetsmor ( Analyze ) HH
1 JiIen a1 8 | T8 fSehet Microsoft Access ST 1 &l €, wifeh (-3 (Free) 21

3.2.1 feasietiitha s & =T oY Fehd € 2
* ee@d (Database ) SHMT




* 399 (Tables) ST €21 W&

* % (Forms) ST €21 Ugl Tl

*  Fa{ (Queries) ERT ST fHehrer

* e (Reports) gXI USIeT ol

* oo hl 3T | ?ﬁ?ﬂT (Relationships)

3.2.2 fAsreTifthe o § S oA & U =0T
TROT 1: fAsihe o9 Qe

* Start Menu =2 LibreOffice = LibreOffice Base

* 1 Desktop ¥ € foreieh ohieh @i |

] 0w Database Wizard @ o)
Steps Welcome to the LibreOffice Database Whzard

Use the Database Wizard to create a new database, open an
1.5elect database existing database file, or connect to a database stored on a server.

2.Save and proceed What do you want to da?

.. Create a new database

Embedded Database: HSQLDE Embedded |

{ Open an existing database file

Eecently used: |Example_Sport o J

|2 open

_J Connectto an existing database

[JDBC v |
[ Help J |_ == Back J [ Mext == J [ Einish J [ Cancel J
R 3.2 Seraw fawre (

TRUT 2: 91 S2&W §AMT (Create a New Database )
* @t (open) == eIEy g1

* ?ﬁ (select) ‘=1 2@y §AM"

+ oo W “IETen”

* 9+ (Choose) ‘B, W foIT e Usiigha "




* 3T S2e Y H%w\i (Save database) student.odb <9 AE 9

=UT 3: §&4 4 Objects fo@rE <1:

1. Tables — €21 ¥R & & g
2. Queries — eI e & fom
3.  Forms — T2 Ud & o

4. Reports — 31 fe@m & fow

' &/ libretest.odb - LibreOffice Base
File Edit View Inseft Tools Window Help

15@ B-d fv[m:sm 0icmm™

@
6
x (x

[E] Create Table in Design View...  Description
‘E [%] Use Wizard to Create Table...
[® Create View...

Queries
[ ]
v (5 libretest None v |
Forms EE Test
HE Text
Eeports ‘
MySaL (Native) | libretest | lotest | localhost

eI 3.3 Create New Table

3.2.3 oo 3TftRd a9 § drfeteht S99 o <RUT
Table SFHT J[& T

*  §E 3R ¥ Tables T
* 3 e 3R 9 faeey few:
1. Create Table in Design View

2. Use Wizard to Create Table

3. Create View




Sample Database.odb - Libre0ffice Base
Fle Edit View Insert Tools Window Help ®

B-=-- = E- @

O Table Wizard o
@ [T Create Table in Design View.
# UseWizardto Create Table...  Steps Select fields for your table
[ Create View...
_select fields iz
2 rmats c 2o

=

fii § a8

sample tables

Tasks -

Available fields Selected fields

Beports Notes
TaskiD
EndDate
StartDate
Description

Help <Back Next > Finish Cancel

RIT 3.4 New Table in Design View
Table Wizard — Category ?ﬁ‘
* Table Wizard ¥eT ST |
* Category I+: Business o Personal (7 3.2.3)
*  Table I+ Tasks (3BT 3.2.3)

* 3 Fields § &4 Field ?ﬁf (ﬁ@r Notes, TaskID, EndDate, StartDate,
Description) |

Fields &t Setting

* &Y Field o Data Type a3 T
* TaskID Integer [Primary Key]
* Notes Text
* EndDate Date

* StartDate Date

* Description Text




[ demo.odb - Table1 — LibreOffice Base: Table Design (Safe Mode)
File Edit View Tools Window Help

B- XB@o-0- Wh

Field Nnmel Field Type | Dezcription

Notes  Text]VARCHAR]
T TskD Tiny Inreger [TIVY
StartDate  Date [ DATE ]

" FndDaie  Dato [DATF]

Field Praperties
Enitry required ENO [v]
Length 100 [
Chefaull value
Format example & Format Field

eI 3.5 Fields @t Setting

* Table <l AH %{ Tasks

*
I Madal =
|"|
I L 3
ekt vama| vl wpa | Dasaigran
_MNeten  Tent[VARCHAR]
lasel} In=ager | N1
Duls  Uote [DRTE |
_ |rndDale  Dete[DWIT
Desoripion Text [ VARCHAR K
=i Saum hs x
;
= Tk Narne (FT]
Hly ¢ || Gonest
Ficdd Pragertios
P HQuoEo2.¥Ho=z=0CcEa Am s

eI 3.6 Save Table

3.2.4 foraretiftre a9 | Umafiek dsil (Primary Key) 9E & o dvUT

NN A N
1. Scldd il Qi

Tl Yol 319 frsisiiithd 99 ®Ed @i |




D sl e — Ll B bl g sl Mok

‘|
Fremat fiokd

P HQuOoO2.vHoD20¢Ch a ~e R ewo e

I 3.7 Set Primary Key
2. ez 99 (Design View) H aifetl (Table) @ret
* “Tables” ¥ | U |
* 59 29 W Primary Key U T & TH |V Right Click H
* Edit (Design View) ?ﬁl
3. e (Field) 1 999 &
39 Hies (519 Admission_No, ID, Roll_No 37f¢) W foeter %, 19 319 Primary Key
FAMT = B |
4. WA Fe (Primary Key) 9 i)
* ZﬁaﬂﬁPrimaryKeyEHW(@keyﬁ@ﬁ%)%%,@ﬂﬁ%@ﬁl
* 1 ff T Menu Bar ¥ Edit Primary Key ?ﬁfl
5. Save the Table

Primary Key e HH * dig 29 Wl Save |

3.2.5 22T ST (Data Entry)
319 Tasks Table T €l foreieh o |

T% Data Sheet Telfll STel 39 22T R Tehdl & |




ferer 3.8 €271 S1e7T (Data Entry)

[ Tasks - demo — LibreOffice Base: Table Data View (Safe Mode)
Fle Edit View Inset Data Tools Window Help

[2 X B FOIESRY| i [ ARV R AVAR AN

| Notes | ToskiD | EndDate | StartDate |[sorfription |
_> 101 20/08/25  18/08/25 ABC Notes
oz 102 21/08/25  19/08/25 XYZ Notes
_l 103 15/08/25  10/08/25 JKL Notes

T

fer 3.9 Direct Insert Data

3.2.6 TSR o9 | 2T Uee &l oh allch
Table § @Y Data Edit %l

1. foeeifre 99 WIfT iR 39+ Database file (.odb) @ifeTT]
2. 9 panel ¥ Tables T focteh iU
3. @ 29a ® 21 9 €, 39 W double click T
4. 39 oA H U (rows ) Tl S
* R WA (cell) R e ek T4 S 2T B Hh & |
* Enterﬂaﬁ@@?ﬂﬁﬁﬁﬁr@ﬂl




A ERA A RIITEAR BRI AAE ASLATS FRA FasARA

| [ Tasks - demo — LibreOffice Base: Tahle Data View (Safe Mode)

File Edit View Insert Data Tools Window Help

(2 X H [ LIO-ERHHIVTY TR

]

Motes | TaskiD | EndDate  StartDate | [gopjcription
3 101 20/08/25  18/08/25  ABCNotes
vz 102 21/08/25  19/08/25  XYZNotes
VKL 103 15/08/25 10708725 JKL Notes
L+
Record 1 ol3 BRI
I 3.10 gTgeTge forar 4T 827 Edit 7
B demods — ee0
Fie Edit View  Inserd looks Wndow Help
E-o-H-BbEilC-0 EERE MDA
a1 [ tasks - cemo — LibreOffice Base: Tabls Data View {Safe Modlel - o0 x
| Fie Edt View iserl Dota Took Window Help
3] A 7
. V-MUEILGETIRIG
StartDete | Desriplion [
ES JOB/2% ABC Nales
Ouimiies G825 VL Notes
Forms
=
= |
o | =
[ m | Nore =
Reeoed. of
Dirbedded database HSQLDD Dimbedded

f&r=r 3.11 Edit Data

3.2.7 frsisTifthe o & Records Delete s o diich
Table View ¥ Record Delete AT

1. ot 99 @ifetu 3R 319+ Database file (.odb) @]
2. o panel ¥ Tables T foter shifsTT|

3. 5@ 5@ 9 9 R&iE &2 €, 39 W double click i

4, 3@ EA Gl 39 row (R#iE) W faeter o S g2 71
5.  Right-click Delete Rows ?ﬁl

6. Confirmation dialog 3TN Yes W forieh i |




et Tools  Window  Help

B EAAE- DR MO

Tasks - dema — LibreGftice Base: Table Data View (Safe Mode)
ile Edit View Insert Data Tools Window Help

- LFUO-BHHVIV TR

- B A3C Motes
et v [p 3 Copy rleC 19/08/25  K¥Z Nalus
il sy
3 2 find Rexord,., Clil+1
Foms Save current racord

Delele Revord
[ kit Data

7
-

Fmbedded database HSOLDA Fmbecided

fer 3.12 Delete Record
1B demo.odb — LibreOffice Base (Safe Mods)

Fike  Cdit  View sl Tools  Window  Felp

B-2-B-0GHilE- 00 ED

| O Tk dema  LirsOfhcs Bass sle ata Viw afe it

A\ Fle Edit View Insert Tools  Window Help

= - - — =

B CrlX B ) - EREL RN TV F)
- cription
=

Motms | TaskiD | EndDate | StanDate

3| yéioa
20/08/25 18/08/23 5
Forms Confirmation X
@) DO you want to celete the selacted data?
B (7]
Finy

= P— .

[rnbecided database HSOLDE Crmbsecided

ferr 3.13 Ravie g2+ &t gfe(Confirmation)

O I g3 record T €Y F delete & ST |

3.2.8 fTo3Tifth® o ® Data Sorting & & d{ich
Table View ® Sorting <h{AT

1.

2.

Database (.odb) IS @IfeTT |
Tables H ST 3R f319 table ! sort %% & 39 W double click & |
ECIYl '@fﬁ % 91€ 39 column header (¥ Name, Class, DOB) W faci& R

Ueh aR foeTeh 3 9 2 Ascending (A Z = B 9 El—% JeR ) sort &l
STIQIT |



e foreTeh % © 221 Descending (Z A a1 92 ¥ B¢ ek deh) sort &I

S

I 3.16 82T @I TaskID & 3JAR FHHAF [HAT 74T

O Tasks - demo — LibreOffice Base: Table Data View (Safe Mode) u]
File Edit View Insert Data Tools Window Help
i = e = A Z — = =
[ % E& [ PO~ IRAARY R AYARYAN I
Notes | TaskiD | EndDate | StartDate | Description ‘
3 103 15/08/25  10/08/25  JKL Notes
ABC 101 20/08/25  18/08/25  ABC Notes
XYZ 102 21/08/25  19/08/25  XYZ Notes
| +|
Record 1 of3 R
I 3.14 Sorting T faseq
EE— Sortlng
[0 Tasks - demo — LibreOffice Base: Table Data View (Safe Mode) T T
File Edit View Insert Data Tools Window Help
- A oy 7 o
[2 X B2 LI - AR
Notes | ToskiD | EndDate | StartDate | Description
[ b laec 101 20/08/25  18/08/25  ABC Notes
| oz 2 21/08/25  19/08/25  XYZNotes
KL 103 150825 10/08/25  KLNotes| (o %
Sort Order
Operator  Field nam Order
[oscending |
and then | <"ON€>
Notes
and then
EndDate
Help  StartDate K Cancel
Description
Record 1 of3 e
93 193
fas 3.15 Sort Order STIAIT died
[ Tasks - demo — LibreOffice Base: Table Data View (Safe Mode) X
Fle Edit View Inset Data Tools Window Help
[2 X B £I0-IE4 rB A, [
Notes | TaskiD | EndDate | StartDate
101 20/08/25  18/08/25
xvz 102 21/08/25  19/08/25  XYZNotes
KL 103 15/08/25  10/08/25 KL Notes
Record 1 of3 e




3.2.9 ToTsIeTifth® o ot &g (Close) & o dlh

1. Menu Bar &

* IR File BY W faers R
*  f% Exit LibreOffice W e #R |
TH9 Base 3R T LibreOffice s€ € STUI|

Eile Edit View |Insert Tools Window Help

E Create Table in Design View...
tj Use Wizard to Create Table...
@ Create View...

Birds Tablé]

Embedded database | HSQLDB Embedded |

fer 3.17 Close Button X

2. Title Bar ¥

*  Base el & ¢ W &1 H§ 59 X (Close button) (3T 3.2.16 ) W foretesh X |
oY it e <oy el 9 g

3. Keyboard Shortcut &

*  Alt + F4 Terd sl fersisiieg o faet §g 8 s

4. Taskbar ¥ (Windows H)




*  IEhaR T fsIsiithe o9 1 g fewm

* 3" W Right Click — Close Window & |

OIT A Sgfaehedia 99 (Multiple Choice Questions)

weT 1. Frefafad o 9 iH-91 << $21 2199 (Text Data Type) &1 YR 781 © 2

(a) 549 (Memo ) (b) s=R (Varchar)

(¢) ®ae (Float) (d) *FR/<R (Char)
9T 2. G (Currency ) <21 28U Hhad Sl § & Wifes (Monetary) <21 GUeld
el ¢ |

(a) Wl (b) T

(¢) Al (a) IRAE (b) (d) TH (a) 3R (b)
7o 3. Ffafed o & SH-T1 22 2 (Date) 2T 2T IR R Rl © 2

(a) f&Ai® (Date) (b) ¥9I (Time)

(¢) 3t i iR T (d) 7 & i iR 7 & v

7T 4. FoSRg o9 % IR H ffafed ® ¥ ®iF-1 %o w6 82

(a) T& T Tiewie (Spreadsheet) TR 7

(b) =& M3/ (Free) 3R g HId (Open Source) WHR

(c) T8 Hhael hiaeX S & WUEId Y Tehll &

(d) I8 U oedd W (Licensed ) HheaR &

79 5.Base H ¥ o o fore Frefefead § @ Si9-9 fafr o1 soe R S wehr 22
(a) <o TaSITE 1 YA ek (b) fesza =4 (Design View)
(c) T (a) 3R (b) (d) T (a) IRFTH (b)




WY 6.3 Gt sifesiaed & Base Database el & EER:ASCIAS |
Tehell 2|
(a) =2 (Database) (b) e’k (Task)
(c) er2ed SR (Title Bar) (d) =] SR (Menu Bar )
79 7. 15T (Existing ) S @iel o g wiidehe sl sbla-gt 872
(a) Ctrl + D (b) Ctrl + O
(c) Ctrl + E (d) Ctrl + F
7o 8 forsisifthe 99 § 9 fohue™ (Table Creation) & &S = (Design View)
fopee T =1 U | fafSia gt 82
(a) 2 (b) 3
(c) 4 (d) 5
79 9.3 | Repte gl i HHY, 31Tl Hies TR S & (78 86 -9 Sofl gard € 2
(a) Tab (b) Ctrl
(c) Enter (d) Shift
U9 10. 3o I WEES # (Primary Key) & R # fefafad o @ $iH-91 o & €2
(a) U 3ot | WEHS Sl BT SMavTS &

(b) WEHS H Hieg H griiche T 9o el 8 Fehell

(¢) UEHd &l Hiee @rell T8l Brel ST Hehdl

(d) SR T (All of the above )

9T — B : fA=fafaa st o W& (True) 31 T (False) SdT2T
1. o< 22 | fa9w o= (Special Characters) fHeT 81 Hehd @ |

2. HAl (Memo) 221 <89 auiHIcHe® (Descriptive) €21 GURIAeh & foq WA feman
S Hehel 7 |

3. iﬁvﬂﬂ(Boolean)@amﬁﬁmmﬁwqﬁ(Values)@“&lﬁﬁ%l




4.  &F foesitee o9 | Afeal 22 GURIaTel o Hehd |
5. {4 Wice # WU (Properties) I T BT 28T % @R ogaidl € |

6. g feseT od 99 Fice fef@hwM (Field Description) €Sl il dehfcdsh
(Optional) 21

7. TaTeRR 3ifam fehf€ (Last Record ) W 98T T Hehel & |

8. w4 feie ufee (Edit) SR s wiemed fearg e 21
9. Ueh 9X <2Ed H <cl a1 oH o aIe 39 FUifed (Edit) i o ST Sehdl |

10.  Sort SN SR sheel el i 3Rl hH (Ascending Order ) H & sFafeyd i
T Heg ol 2|

WWT — C : Raa = 9RT (Fill in the Blanks)
1. 22129 (Data Type) ¥ dicqd SH YR & €21 ¥ & S fordll faow wiee o 9weia

fepan s |

2. ©21 31eRy, sl =1 fa9iv o6l (Special Characters) <l T3S
eI 2|

3 S 2 2T H ITAN MR (Aadhar ) H&T TUE T o A R <1 wehan

|

4. <1 2R 1 37AN feferzs® (Digitized ) BfE@ (Images ) 1 W&

X & forg fepan ST 2

5. é‘@lﬁaﬁﬁa(Save)WﬁWw 2

6.  Base Interface Window W AT B Iiesiae & o & TR H
SRR TR el B |

7. Pl deemEem 3R @ S 7, S ¥ S § R 9 wies
TEAd 2

8. CEAHSABAA = # € Tt foRan ST Tk 2|

9. 29 § Hiee T 9 3% T8 fe@E @ ol et 9 (Black Pointing Arrow ) &l

el Sl 2|




10. Tl wics & MR W Repied & U oW 0 o =afed & & ufshar &l
FEd B

AT — D : FrAfaRad o9t & 3§

TS 1. 3R T HifST:

(a) 99 (Memo) 3R g9 (Varchar) 221 29|

(b) = (Number) 3R SR (Decimal ) 221 2129 |

(¢) oaa & fese = (Design View) 3R g1 e ] (Datasheet View)
W9 2. Base User Interface H e B 3MgeHi o W fafaw
99 3. foTeisiifthd S99 User Interface & Iehi hl oiacl shifSTT —

2lged dR (Title Bar), e2@9 U9 (Database Pane), 2%k U9 (Tasks Pane), WeH 9R
(Status Bar) |

9T 4. <9 H WZFE & (Primary Key ) bl 8 GRS foran ST Gehdl 2 2

99 5. ol hl WIHY i o MR T 31a0e! 8 (Descending Order ) H =9af&rd (Sort)
A H e fafau)

U 6. 6 | oo & dey H A i (Navigation Box ) <hl &1 IYIN B2
3.3 foesiifte® 99 H Multiple Tables o TATY HH AT (Working

with Multiple Tables)

3.3.1 29T (Table) &I Eidt €2

eIEd | oo (Table) <21 &l Ufer@i (Rows/Records ) 3R =W (Columns/Fields ) |
T e B

*  Row/Record = T gl (519 et BT 1 1 foyamor)

* Column/Field = €21 & 9uii (S/¥ Name, Class, DOB 37fe)

3.3.2 T ST& € Multiple Tables ?
Teh 2@y | Ryt Ueh 2ae1 %! =72 Bl |
* 3R gH UR S U € o | W, Ol 9% §gd 991 AR Sl el S|




*  zgferu <2 ol faf= Sael | aiees T S 2
*  gig | 3 ol ol 399 H Sies? (Relationship SFIRR) SYANT R STl 21
3qleluT:

* Student Table Admission No, Name, Class, DOB

* Fee Table Admission No, Fee Paid, Date of Payment

* TRl T e9al H Admission No (FHHRI Hieg) o 309 H g6y (Relationship)
AT ST Hehdl %|

3.3.3 TSIk dATfAR (Multiple Tables) 3 ST &2
1. foeieifeg 99 @ifeg|

2. Database Tables gMT|

3. ¢ &d 95T (Design View / Table Wizard §) |

4.  3CWI-3eN docl S 30 €2 el |
3CIELT: Student, Teacher, Fee, Marks 3T |

3.3.4 Tables &l Link (Relationship) ST

T4 ¢ 9 B, dl 3 M9 T e T Bl 2 |

1. fﬁ{[ﬁ Tools — Relationships ?ﬁfl

2. 39 e &l Wi I o H ol e 2

3. UMM Field (Key Field) & 3T¥R W Reremi s <t 21
S Admission No — i <8 ® 9|

4. O AT ST 1 ST Ush 1Y YN fohaAT ST Hehell B |




B demo.odb : demo fice Ea: Design (Safe Mode)

2 D a
Fle Edit View Insert Tools Window Help

|- Haen

D studentd| [T student re

T Addmis || |7 Rollno _
Sname Admiss
= =
— Add Tables X
R studen:_details
[T fasks
|
|
|| veo [ Pdd | Gos
%*
I 3.3.1 Add Tables
O demo.odb : demo — LibreOffice Base: Relation Design (Safe Mode g
File Edit View Inseit Tools Window Help

Ho-c-1E% 0

[T student | [T student re|

7 Addmic 7 Roll-no -
Sname Relations X
- =
Tables Involved
student details | student_details
Fields Involved

student_detils
Addmission no

tudent_result

Agaregate marks

Update Options Delete Options.
©No action O No action
) Update cascade. () Delete cascade
() Set NULL (D set NULL
) Set defaut O 5l cefault
Help CK | Cancel

4

T ———

fersr 3.3.2 Relation WM Wiee (Common Field) ST (Insert)

E student d E student re
1

: z T Rollno
Sname

fer 3.3.3 Create Relation




3.3.5 Multiple Tables * e

* 2 R BIE-BR T H WA A

* Redundancy (Se3d) %9 Bl 81

* 221 1 Y89 (Management ) Eel Bl 2|

* U oA TS FA W Heiferd gEd o § ol 16T ggdr 2|
EEUSU

Student Table

Admission No Name Class DOB
101 Riya 10A 12-05-2008
102 Aman 10B 20-07-2008

Marks Table

Admission No |Subject Marks
101 Maths 89
102 English |76

3.3.6 Tables | Types of Relationships

S H 59 B &% ¢oed (Multiple Tables ) S9Id 8, I 376K S8 Common Field (59
Admission No, Roll No, ID) Bl 21

fersr 3.3.4 aiforer & dier Gaer (Relationship between table)




LibreOffice Base - B X

File Edit View Insert Format Tools Help

BEB BBEX B+ %

Persons Employees
PersonID 1 1 +| EmployeelD
Name HireDate

fers 3.3.5 One-to-One Relationship (1: 1)
1. One-to-One Relationship (1 : 1)
Ush 29 hl Uk Reble, T o & hadl U Rl W a1 & (3MH 3.3.5) |
3QIeuT:

* Student Table Admission No, Name, Class

* Student Details Table Admission No, Address, Phone No.

B

se8 - LibreQffice Ba

* & Admission No fa T& SR gFi |

[ New Databasetiodb iR

Eile Edit Yiew Inset Tools Window Help

=K H &

Customers

#ID
Company CustomerlD
Mame Date

Last_MName Destination

eI 3.3.6 One to Many Relationship(1:M)

2. One-to-Many Relationship (1 : M)
Teh ¢9e1 1 Ush Repie, THY ol o e Repied W [ Hehal @ (SAFH 3.3.6) 98 T

common relationship gl




EHERUUK
* Teacher Table — TeacherID, Name

* Class Table — ClassID, TeacherID

* Teh Teacher ®% Classes Yl Hehdl ‘%, GIER Ueh Class T hadl Ueh Teacher %ﬁ"ﬂl

Students Class
FPK | StudentlD Pk | ClassID
Studenthame ClassMame
Age g
Enrollment

PK | EnrollmentlD

v

f| FK | StudentiD

FE | ClassID

fer 3.3.7 Many-to-Many Relationship (M : M)
3. Many-to-Many Relationship (M : M)

U o ol U RIS, T ot & g Rebigd W T Hehel © 3R 3o fqoda of | (emapfa
3.3.7)

E-H UK
* Student Table — StudentID, Name

* Subject Table — SubjectID, SubjectName

* T Student %% Subjects T Fehdll € 3R Tk Subject ¢ Students o U &l Hehell
2l

Note: 39 Relationship l Eﬂlﬁh'@f % foT@ BT Junction Table (Link Table) SHML
uedt 2|

S Student_Subject Table — StudentID + SubjectID

* One-to-One TH T TH (1: 1)




* One-to-Many T&H § &% (1: M) Had S9€1 YA
* Many-to-Many % 9 &g (M : M)

3.3.7 eI HUTed AT (Editing a Table)

Editing &l Hdeld § U8cl § &1 2ac1 sl =1 (Structure) o1 €21 H S€aid |

(A) diferert G 9uifed (Table Structure Edit) &<

1.  Database Window Tables _fﬁl

2. 59 35 &I Edit %1 €, 39 W Right Click Edit I 1
3. 39 319:

* 91 Field SIS ¥ehd & (Add Field) |

+ 5 Field o1 -TH 9¢ol 9hd & |
*  Data Type 9¢d TWehd & (I Text ¥ Number ) |
* Primary Key U T Gohd i

4. S X F &€ Save F |

I T@ 3R o9 H Teel W BT W ¢l I Seeld (S Data Type SEaT) H9G el
g |

(B) difetert €21 Hutfad (Table Data Edit) STAT

[)‘ Tasks - demo — LibreOffice Base: Table Data View (Safe Mode) - a X
File Edit View Insert Data Tools Window Help
[ -] @) ~ Z| & 2 W 7
(2 X B & RUO-MBEHNGTY B
Notes \ TaskiD | EndDate StartDate | Description [
3 103 15/08/25  10/08/25 JKL Notes
ABC 101 20/08/25  18/08/25 ABC Notes
XvZ 102 21/08/25  19/08/25 XYZ Notes
L+
Record 1 of3 rarinie

fer 3.3.8 Table Data Edit




1. Database Window — Tables | 2&c1 <l Open T

2. 3@ M A ff Repf€ (Row) H SRR =311 ST ST Hehdl € A1 RAT ST oIgel Wehel

21 (3T 3.3.8)
3. oA X % 918, I8 U 39 U 8 Sl = |

3.3.8 29T BT (Deleting a Table)
FHll-heft el S ST TRl @dl, 99 9 Delete f3ham ST Fehdl 2 |

LibreOffice Base

Edit Vlew Insert Formal Tools Help

asks Tasks
ables Create Table in Design View...
Queries Use Wizard to Create Table...

‘orms Create View...

leports Tables

student_details
Qpen
Edit

Delete

Rename

fers 3.3.9 @ifeiasT 82197 (Deleting a Table)

dfeTeRl B2 o =RUT (Steps to Delete Table)
1. Database Window Tables WX Tvrr'i'l
2. S/ 5@ ®! g2 §, 39 W Right Click Delete 9+ (19 3.3.9 )1
3. Confirmation Message 3T —
* Yes €@l eda1 Tl 9 9 (Permanently ) Delete | ST |
* No T@lTi 2ad Safe ’\%‘ﬁl
ST Y@ 29 Delete T T 3k 3iGT &1 WRT <1 +ff THLM o fore, fire <o |

Hecaqut foig (eI 10 o BT o fe1w)
* Editing Table = Structure (Field, Data Type, Primary Key) Sl = e
IS HIAT|

*  Deleting Table = J 2ot 3R ITHT T2 &M |




*  Delete T T U8 THIM T foh ST 310 19 3T = T |
fr=¥ (Conclusion):

foasifhd 99 § Editing § 89 3901 &l 319 ST%<d & 29d 9 991 Wehd & 3R Deleting
Y 9hR Jaed hl g2 Hehd 2

3.3.9 SO H 2acd hl U H Rele & & W |

1. Data Redundancy <hH ﬁ?ﬁ‘ %

*  UH Bl 22 IN-9R IeH-37AT ol | foreq &l Sedd -6l ged |
* IQMeYUl: Student bl AH 3 Class %o Student Table H Q%W, Fee Table H Bl
2. Data Consistency aﬁr@ﬁ%
e Teh STTE S TS R Sl €, o Haierd Soeq | ot 98 e fowr < €|
ST 221 B S8 U il (Consistent) &l 2 |

3. Data Accuracy El'%?ﬁ %

»  ReSHRT % HROT e A GRS S H WG HH B S ¢

* 3QleY0l: Admission No Teld %ﬁ T Student Bﬁ'{ Marks Table foier =&l ?i'ﬁl

4. Data Retrieval 3T giar &

*  FH MEEl ¥ 2 S99 ol 21 Seal (Join Hh) Reports 3R Queries &1 Tehd
i

* 3CET: Student 1 M (Student Table ¥) + Marks (Marks Table ¥) Teh @Il
< T Fehdl & |

5. Database SITST aRkd (Organized) SI9aT &

¥ g 2O FI V-V daed T afgHT 1@ ST |
*  AYARY SR 38 ST IS+ W T1Y SISl ST Hehdl © |
6. Data Security 3R Control 3ITHA ﬁ?IT%

* ITCT-3TET oo | 20 B U, BH hadl el Jaod W & ISR o WY WIS HY Tehd
gl




* 3O YIS S gl el €
7.  Flexibility faerdt &
* U oHd SIS SMEFT ¥ T YR 1 21 I e ST Hehel 2

* EL| ‘Tz»'@[ had Student Table g1, dig H Attendance Table ﬁl@ﬁ( Reie foman s
Fehell B |

Conclusion (fer®):

SIeH H dued ol 99 W Roie e § 22 W% (Accurate), €Sd (Organized ),

Tferd (Secure) 3R ST (Useful ) Sdl & | F&t a8 @ foh RAwHRM e 1 qed
Hecaqul f&er 2|
3.3.10 Referential Integrity FE?

9 €l <9ed &l Relationship (¥ Primary Key 3R Foreign Key) @ gRI SiI€l ST ©,
Al <o W SR A (Valid) W, 39% U F© Fem S S 2

B =i =l Referential Integrity Eb—a'é i

Primary Table

Companyld | CompanyName

1 % Apple

2 \ Samsung

?

Related Table
Companyld | Productld | ProductName
’1-) 1 iPhone Associated Aecord off
@ 2 Mustang Orphaned Record 3£

fer 3.3.10 Referential In tegrity

HIA 991 H: Referential Integrity o Hdeld & foh daed o o< G99 (Relationship ) T&l
T & 3R T 2 7 orel S (3 3.3.10)

3.3.11 IE FY FHH FA 2
* Primary Key Table = Parent Table

* Foreign Key Table = Child Table




* Referential Integrity I QY= widl & f&:
1. Foreign Key H UGl H9 (Value) = & S Parent Table | t?ﬁf{ Tl 2

2. 3R Parent Table ¥ &g Rehi€ g™ WY, @ 3G S Child Table & fehigd i
Y G © (Delete / Restrict / Null ST &) |

3ee0l (Example for Class 10)

Student Table (Parent)

Admission No (PK) |Name Class

101 Riya 10A

102 Aman 10B
Marks Table (Child)

Admission No (FK) |Subject |Marks

101 Maths 89

102 English |76

103 Science |90

&l 103 Teld § itk Student Table H Tl Admission No ﬁi’c{ B TE B

Referential Integrity U¥ Teid 221 sl Ushdl 2 |

Referential Integrity & TH

1. Data Accuracy (&dT): Teld A1 g3 T2 TSt el Bl WehaTl |

2. Data Consistency (FHMdI): Tl oqed | 21 Teh S &l & |

3. Data Reliability (favea=i=mr): Seed W WRIET fSra1 ST Hehell 21

4.  Logical Relationship ST &l &: Parent 3R Child Table % S He¥l Tel &l 7 |
Conclusion (frere)

Referential Integrity sl 3293 ¢ foh Sacd o o9 oy ¥ 3R 99 o4 &, 3R e2e9 |

IE TTeld A1 31979 (Inconsistent) €21 7 31 Toh |




ARl A Sgfdahedrd U99 (Multiple Choice Questions)
T 1. SIEH § o9 I AGH H e i WishA 91 Heedl ¢ ?

(a) Sorting (b) Relationship

(¢ ) Filtering (d) Query

%9 2. Referential Integrity ol &4 39T T2 ?

(a) S I Delete &I (b) Teld €21 Sl ekl

(¢) B2 Al Format <Al (d) <21 S T S

9T 3. Tk Student Table 3R Marks Table &l Sires & U H-91 Field Common &1
BT ?

(a) Subject (b) Name

(¢) Admission No (d) Class

U39 4. One-to-Many Relationship &l 3qI801 HIF-H B ?

(a) Student 3R Library Card (b) Teacher 3R Classes

(¢) Student 31X Details (d) Subject 3R Books

WS 5. Many-to-Many Relationship &l @] &=+ & 7T forgeht ST=RT 3 e €2

(a) Primary Key (b) Foreign Key

(¢) Junction Table (d) Sorting

7T 6. FASIHTRT o) & 29e ge (Delete) W &1 B2

(a) %ad Table &M, <2 =M (b) ¥a $2 &M, Table &t

(¢) eoct 3R IUH TR =2 & ST (d) T2 F Tl gem

94 7. Primary Keyﬁaﬁ?—@mﬂﬁ%?

(a) TEH gwiehe 9o & Hehdl & (b) TV Tel BN S Fehell B
(¢c) I€ BB Ik (Unique) Bl € (d) 78 &0 & €




U9 8. 39e1 H 3FTd Field W S o f1g -t ghoft W=t ot Sl €2

(a) Enter (b) Shift

(c¢) Tab (d) Ctrl

U9 9. 39 o fh View H BH IHHI GEAT (Structure ) S€al Hehd & ?
(a) Datasheet View (b) Design View

(¢c) Form View (d) Query View

79 10. foroieifthd o9 fF YR T Gired=R 7 2

(a) Licensed Software (b) Spreadsheet Software

(¢) Free and Open Source Software  (d) e Text Editing Software

WRT — C : e = 9RT (Fill in the Blanks)

T 1. SIEE H 22 ol Ukl 3R Wi W SURide & fae 1 SN TR
S # |

w9 2. Rl 29 | I (Unique) #IR Grett 7 Siel ST dlell Heg FEAr
2l

7% 3. fersitifhe 99 T 3R THeaR ¢ |

T3 4. fordt eaet S = (Structure) & 9eeH & folw = T YA fepa
S €

U9 5. € ST Sl ITH H SEd i HEA 2

UR 6. Referential Integritywwmﬁ 3 WT@%
& foru fopam <7 21

U9 7. 391 H el Bles WeH shfoqow ol qEE S 2

U9 8. T2 hl RIS o1 37eREl HH H FafEdd HH &l Uisha FHEed 2|

W9 9. Many-to-Many Relationship % &1 < & fog e ICIRC CEZET |
eIt B

T3 10. Fesiaifthe o o HiS[er S Gier i Tidshe Sl 2



R D: 7Y 30T U9 (2-3 3h)

Q1. Primary Key &1 € ? 3 fhl IS0 &l Heg ¥ GHET|

Q2. Referential Integrity <l Hed HHEASU |

Q3. One-to-Many Relationship 3R Many-to-Many Relationship ¥ 3 fefa |
Q4. frsisifthe 59 o Table &1 Edit 31R Delete 3+ o1 ufshan fafau |

Q5. Database T 2acd Sl 3TH H Relate % & fff tFl'q%{ ddisu |

3.4 Taoetithd o9 O Query (F&{) & aR |

YRWTST (Definition):

Query &l Hdoid & <@y § faeiy STesrt fehrer |

29 ¥ 9gd 9N S BT €, i BF e WHT U < el Tt | §H hdel WERd % AR

221 e o fIT Query &l ST &id 2 |

3I3Te0T (Example):

A <ifST AR 9 Student Table g, S 3 Hiegd &
* Admission_No

* Name

* Class

* Marks

39 3R & i 37 BE # SHeR =T % Marks 50 ¥ ST €, @ 89 Query
SYINT A |
3.4.1 Query S99 o ddieh (Ways to Create a Query in Base):

1. Using Query Wizard — 9" step-by-step ¥aTdl U8 Query SHIE S %1
(Begin-ner Friendly)

2. Using Design View — 3@}! manually fields, criteria 3 conditions TR
Query SIS Sl & |



3. Using SQL Command — Q'H'l}l SQL language (ﬁ'ﬁ SELECT statement ) <l AT
foparn T 2|

Query Wizard <hl IUANT Fleh Query AT

Step-by-Step:

1. forsisiifhe 99 @ief 3R 39 Database File die & |

2. Database Pane ¥ Queries faeq ?\ﬁl

3. Task Pane ® Use Wizard to Create Query W foeteh H

4. Y9 UH ST Sl G SHHE:
*  Table 9+ (3% Student Table )
* o Fields 9+ 5= 319 i@ =ed £
* Sorting Order (Ascending/Descending ) & &Y |
* Search Condition @ (S Marks > 50) |

5. Finish 99 R e #R |

6. 3d Query Result Tsh T e ﬁ'@"'ﬂl

Design View <hl IUANT ek Query AT

Step-by-Step:

1. Database Pane ¥ Queries Create Query in Design View W foeleh TR |
2. Add Table &€l ¥ 39 Table i I+ " & 221 el 7
3. i Grid ® o1 Fields =t 5= 379 <& =ed |

4.  Criteria e ® Condition fT@ (|4 >50) |

5. Run Query 527 (F5) Ta¢ Result &

SQL Command ©<hl YA ek Query &HT

Step-by-Step:

1. Queries WX s IESEY ﬁ Create Query in SQL View ﬁﬁl




2.

SQL Statement <2Is9 ﬁ

SELECT Name, Class, Marks
FROM Student
WHERE Marks > 50;

3.

Run 929 W fefeh #% Result Display & |

3.4.2 FA(Query) ol TfES AT

Query Edit T h1 HATS % - q%ﬁ q ERIERIH Query o Fields, Conditions, Sorting
Il Criteria dgedT|

T8 &Y 7 Query I I ST OISR Query i SR A HA H Gfaen e 2

Steps to Edit a Query:

1.

2.

forsieifha s @iet iR Database File ®Ig & |

Database Pane ¥ Queries f&eq T |

Queries F e ® ¥ 37 Query & g+ T8 Edit T 7

Query W Right Click #% Edit fashed 9|

* IR Query Wizard 9 LI ERIES %ﬁ, al U Design View e q@‘lﬂl
* 3R Query SQL View ¥ 5E T &, @ 78 SQL Window H Tl |
39 3T THH:

*  Fields 98¢ Wohd 8 (T ST o &)

* Sorting Order ¥l Hehd ? (Ascending/Descending )

* Criteria S€1 ¥hd & (S Marks > 50 Marks > 70)

* New Conditions i€ Hehd & (1 Class = 10)

Editing @ 1€ Save 929 W forieh i |




7. 3@ Query & Run (F5) &% 3R Updated Result 28 |
3qleluT:

T T T8t 899 Query ST of:

“Class 10 % Students & Marks 50 ¥ o<1 @
39 3R T4 Query Edit FReh SgeT &i:

“Class 10 & Students 5 Marks 70 ¥ <1 €7
d 9 Criteria Column ¥ >50 &l >70 ¥ &ga 27|

frrsam:

* Query &l Edit % ¥ 81 IR-9R ¢ Query M & SI&Id el ged |

* Editing 9 Conditions, Fields 3R Sorting el ST Wehdl i

3.4.3 TAAATRE o H 9&ATdHS 22T (Numerical Data) o |1 R h{AT
Numerical Data & & ?

Numerical Data 98 €21 & Sl §&131 (Numbers) & ®9 § BIdl 2|

¥ — Roll No, Age, Salary, Marks, Quantity 3¢ |

Numerical Data Types in ferstetiftee s |

29 S §9F Numerical Data &l ©R & & fow I Data Types T [EaY S ®:

1. Integer — R 3% (S Age, Roll No)

2. Smalllnt — BI¢ T&AHF HMH
3. Float/Decimal — TIHeTd T@&AM (S 45.75, 98.50)
4.  Currency — @ AT A (, S, )

5.  Double — wgd 9 3R <YM dlcl A

Numerical Data 9 FI- Y Tehd ¢ ?

(a) Sorting (hHIG M)
* Ascending Order (B ¥ &)




* Descending Order (S 9 BR)

3IqIeYUl: Students % Marks <l Highest d Lowest %9 H IHEIRIN
(b) Filtering (Bfe)

* Waﬁmﬁ'@msﬁ@Condiﬂon@ﬁl

ISTEAUT: ol o Students @M 5 Marks > 50 B |

(¢c) Mathematical Calculations (TOTd™ TTOTAT)

Query ol 3SYAT &k Numerical Data W TFTFITQ I ST Hehall &
* Addition (+), Subtraction (-), Multiplication (x), Division (<)
EEUSUE

SELECT Marks + 10 FROM Student;

(@t Students & Marks H 10 SeT)

(d) Aggregate Functions (IR TUEM)

Numerical Data &l 99 fere @ flt Functions:

*  SUM() — Sie (Fa Marks)

* AVG() — ia ( Average Marks )

* MAX() — 31fhad (Highest Marks )

* MIN( ) — Jd49 (Lowest Marks)

*  COUNT() — foher Rebic &

EEUSUE

SELECT AVG(Marks) FROM Student;

(&t Students & Marks &l Average TehTer )

3I31e0T (Example Table)




Student Table

Roll No [Name |Class |Marks
1 Riya 10 78
2 Aarav |10 55
3 Meena |10 92

Queries 3ﬁ? ‘o"-‘-léﬁ Results:

Query:

SELECT Name, Marks FROM Student WHERE Marks > 60;

Result: Riya (78), Meena (92)

Query:

SELECT MAX(Marks) FROM Student;

Result: 92

fshe (Conclusion)

fersraTifhT o § Numerical Data ST SUSINT @lch &H:
* Data & Sort 3R Filter X e &

* Mathematical Calculations <X Hib_r} %

* Aggregate Functions 4 Data &1 Summary/Analysis et Hehd %

99 Database 31k ST IR SFeRYUl o ST 2 |
ARl A: Sgfdehedl™ U9 (Multiple Choice Questions MCQ)

1. frefafed § 9 SF-91 <2 ¥ W g9 (W9 ) i Gelid e 82
(a) faré
(¢c)

(b) eaa
(d) SEEd




2.  fyefefad o o 900 fesed 3 & dis SH-%H 9 €7

(a) fo=me (b) fesmea =g

(c) SQL (d) 3o weft
3. 938 99F & o=ien (Flexible ) T HiF-91 2 ?

(a) fa=re (b) festea =1

(¢) (a) 3R (b) T (d) T4 (a) IRAH (b)
4.  wa% feamen et fram amt & faafsa et €2

(a) Th (b) &

(c) dF (d) IR

5. frefafad & @ @98 & 9R o -9 HUT T T 22

(a) 3 3 Sood 1 SUAN e ST ST Febell B

(b) T SIET | 3 Fo 18 T Fehell &

(c) T Fo ol g IR AT ST Fehell ©

(d) TH 9R T I & 9 Y G (edit) &l a0 ST Heell
6. T ® H FA & oy Frfafad o A - viidewe e 82

(a) F3 (b) F4
(c) F5 (d) Fe
7. ot ReoEA wd UE 9@ (Numerical ) €21 T ShiF-91 WaRT o1 fRam ST
Tl B ?
(a) Sum (b) Minimum
(¢) Maximum (d) 39 Tl

8. ot fesea fase |, fordl wiee 1 ‘Available fields’ foT&e sfe 9 ‘Fields in the
query’ Tore s § o ST < 1T forg seq W foreren fomanm <Tram @2

(a) > (b) <
(c) (d)




10.

fAS3TRT 99 o o) feeT &id Tu9 ShiERa 9+ & fou Fefafad § 9 -

o1 Rerea sifaex war foram T wehd 2 2

(a) > (b) =

(c) k= (d) Add Form

T fere el Teell aR @ei W #H-91 S sy e < 872
(a) Add Table (b) Add Query

(c) Add Table or Query (d) IR | 9 hE el

WTT B. W&l AT AT ad13¢ (True/False)

1.

2.

3.

9.

10.

11.

3T TH FA I hael Tk aR & Tl Hhd 2 |

Ueh ol hl 3ok ool 9§ T8l S ST gehdl |

FoI Rl T W Tcehe Foit F5 T
feroietith o &5 A 9 & & Tleh Fe el 2 |

T (Numerical ) €21 STl ol Sl Te =&t fohaT ST Hehdll |
fewice ®T W 93 %1 aROmT (Result) sort =i BraT|

Fol Tl STANT rEl TeacHeh Fiee o 3id A (Average Value ) i fe@M & ferg
fora T Wehel B

TG TS Hid 5 hael Teh 8l Wice R Shigeal U2 fordl T Hehdl 7|
Alias T Hiee o depfeqsh AH Bidl © ol o |
Fadt fese fael ° “Visible” < s fewice ®9 ¥ =@1d (Selected ) BT © 1

T IR IS 1 STANT ek S ME A Rl hae fEwed o § € Huied fema S
Tehell 2 |

9RT C. e T 9RT (Fill in the blanks)

1.

2.

3.

Tsh YR 1 U Bil © i S 9 g7 Sl 8|
ALt 1 qRoTH w9 H Yeiid eiar ¢, e wiee 79 Hiaq | 2id 21
Teh o) Tlehl ¥ &S ST Fehdll & |




4. a0 fesmga fae T o fafse gt 21

5. Fo ol T i e el 2l

6. fpigd #1 fheex o3 # I (Conditions ) U (Row) ® ¥ @l
S €

7. 90 faE H W9 HiE 9 T S 7, 9 3Hh Wiegd fore g o
fewmg < €1

8. T 1 URumH e fouw wiee & Rl %9 (Order) ®
WeRid fren < Fehar 2|

9. Sfymawm T eIy Falt e | <) ST Hehdll B

10. Y foe o sif wRw w1 T el © 1

3.5 Torastiftha o O wid it Ruie &1 ==

foTsi3ithe oW U Database Management Software @ | S48 §H Tables, Queries, Forms
3R Reports <l IYAN ek data <l store, manage 3R present <hl Hehel %I

* Tables H data store T3 ar 21
* Queries ¥ data search 3R filter feran ST 21
* Forms 1 ST data entry 31X editing o fo1C foam Siram |

* Reports <l 3IYART data W attractive 3N print I AT Y H A& I h fo
feman <t 1

3.5.1 T (Forms)

Form Ueh UH tool © TS99 B9 database @ 3 74 data i (Enter), 9ol (Edit)
3k 2| (View) T&d &1 I8 T user-friendly data entry screen ol a3@ hH &l 2l
3EEYU o fT — “Student Admission Form” |

1. hIE (Forms)
qRATST (Definition ):

Form T& user-friendly interface @, fSTeh1 SUAN Se@d i a1 ¥ M@l &l Enter (TS
), Edit (FUfed 1) 3R View (S@AT) & o for 3o e 2|




I8 EC S e| fears == c\{dl dfceh attractive layout é?ﬂ % (textboxes, labels, combo-
boxes Q) |

Form &l gH data entry screen g Hehd %I
2. " o IUANT (Uses of Form)

1. Data %l 39 ¥ Enter o<

2. Data &l Edit 3R Update &1

3. Records I Search 3R Navigate hIAT|

4.  Teh GHY R e Th record o G HH AT |
5. Data entry I 3 Sﬁ'{ error-free S|

3. %™ §9M (Creating a Form)

* Form S9H & 2 <h ‘zﬁﬁ %

1. Form Wizard (3TN Tl — step by step) |

2. Design View (advanced Tl — SIGT control ) |
3.5.2 ‘ﬁﬁ?\'ﬁ‘ (Reports)
Definition (UR¥TET):

Report U e & 5799 89 Database ® tﬁTf;’ data &l T ®= 979 3R T4 § oM
&Y T T&d i B |

Reports <l IYA data summary 3l detailed view femm & foTu feran <t 2l
a1 & STIRT (Uses of Report)

1. Data @l formatted s 9 present <hIAT|

2. Data <l summary &l (ﬁ@ total marks, sales report, 37fq) |

3. Database o result &l print hIAT|

4. Important fields &l Highlight kAT




a1 9T (Creating a Report)
*  Report &9 & 2 q0% B 8-
1. Report Wizard — 31HIH, step by step

2. Design View — advanced 31X customized

Wi (Form) 31 R (Report) & o= 3faT:-

Forms Reports
Data entry 3R data editing %%ﬂ{ YA | Data presentation 3R printing * foru
I 2 | SRART B © |
User data <l add, edit 3 delete X Hehdl User f% data | 3R print <hT Hehdl %,
2 edit &l |
Interactive B & | Static BId T |
3QeUl : Student admission form 3qeXUl : Student marksheet report

Class 10 Students o T STHTT ITEI0T :
* 3R 39 “Student Table” S9Id & fT&H Name, Class, Marks %,

*  dl Form I SYFNT hieh 39 3MEET § 741 student SE Tehd 2 o1 fohal stu-
dent % marks WW%I

* 3R Report =l IYANT ek 3T Teh GeR “Marksheet Report” ST ¥ehd & 5
print foRam ST ¥ |

3.5.3 fTa=re (Wizard) <At SUIRT ek ThiH ST

Form Wizard fTsiaiifthd o9 & Tk 39M e ¢ S fom1 sorer #e=d fFT 9 Form
o Tehd © | Wizard &H step-by-step guide dl © for foFe T &1 Form =T 21

T AT SUANT Sk WhiH a9 & ST

1. I FEd Gl — T99 98] 98 database file @it [STEH 39eh table(s) 1 8l
2. TH 3T (Form Section) W ¢ — Database Pane T Forms WX foreter o3|

3. “wiE 99 % fore fosre o SuEm R == — 319 “Use Wizard to Create Form”
faered = |




4. HIcS ?\lﬁ -
* Wtablemqueryaﬁﬂﬁwmformmal

*  Available Fields list ¥ fields ol >> 92 ¥ “Fields in the Form” & © S¥ |

5. WhHE WS H (de{eush )— TR ST @ dl subform IH Tehd € (related tables
& fe) |

6.  fasr =afted o) (Arrange Controls) 93 &% o fields form o fvq w9 o
femrg <

7. <20 vfafe faehed ¥ o (Set Data Entry Options) 3 &% f form data entry
% fo1T 2, o1 Shadl data @4 & foU)

8. e Fﬂ"lﬁ (Apply Styles) form o 7T &g suitable style 3 layout ?ﬁl

9. M T — form l Tk MM < (S “Student Entry Form”) |

10. THT — 319 39 form TR ¢ 3N 379 TH data enter &< Tehd T

3.5.4 ®IA H gt T (Modifying a Form)

FH-HW S form 89 Wizard ¥ 91d 8, STH §1€ H 9¢lld i ol S&Id TSdl & S9-
41 field Eilg, 1, label 9T, design d&AAl AT formatting YEURAT E'Ha? felT €9 Form
Design Mode bl IYINT A g

HiH W G (Modify ) ¥ & =X0T:-

NN N N
1. Scld Wil il

g Ygt 39 database file T @il RTEH 39T form HINE €1
2. ThiH WM (Section) W S|

Database Pane ¥ Forms T fieh 1|
3.  dUed ’ie (Edit mode) ® @iei|

ST form =l modify T 8 39 W right-click ®* 31X Edit foehed T | 39 form
Design Mode H i ST |




4. ®MHE H dedE (Changes) R |

* Hiee Sie/8ed (Add/Remove Fields): Form Controls toolbar ¥ 7T text
box, combo box, radio button 37 Tvﬁ_é Hehd %I

* 9o §€d (Change Labels): & field o label W foeieh Ttch SR M
ol (S “Father Name” “Parent Name”) |

* Hiee & AEHER dea 3R qedafedd &R+ & [l (Resize & Rearrange
Fields ): Mouse ¥ @< (drag k) fields I 3R 3R position dgd

Fehd B |
* Change Properties: gl control W right-click & Control Properties
el 3R font, color, background 37 aﬂﬁl
5.  HeNfd iH %l §=S (Save the Modified Form),

Seelld o o §1€ Ctrl + S €W I Save W foeteh & |

6. fesea Aig o€
Form &l §€ &Y 3R 3719 39 99 mode H @I data entry o Hehd 2|
S IEUE

A ST 399 Student Entry Form 91 o, fS79H %ael Name, Class, Roll No
fields & 379 39 E'Hfr Contact Number 31X Email ID field ﬁl@,-‘-ﬂ ?ﬂgﬁ %I qrl a7:
Form ! Edit Mode H @it — U fields drag A — properties et — Save

|
3.5.5 TOISI=TitRe o wiH | dae Tuifed (Edit) T

Sid €49 Form Wizard '@f ﬁﬁ form EF-H?[ %, Fﬁ field names % TJI-91Y labels 3

39 99 S %I <‘=b_§ CIE %ﬁ s labels i doTdl ggdl '% difeh form SITET user-friendly
3R 99 | EE B S|

el GuIfed & o =R (Steps to Edit Labels ):
1. 3 database file =l @il ST 3R form 2 |

2. Database pane d Forms T foreter i)




3. Wi = gued we (Edit Mode) ® @ret |
* {9 form &l edit T §, I W Right-click Edit FR |
* Form Design Mode H T ST |

4.  Huifed oA o fU dee o = |
*  Label WR Click &I

* 3CEIT: “Father Name” label &l select T3

5. oFo ol SRS FCo |

*  Directly text 9 Wehd & “Father Name” &l “Father’s Name” 3 “Parent

Name” &% Hehd % |
* 1 fifR Right-click Control Properties Label field | =1 =19 ford |
6. oad I WiHe X (Optional )

* Label =0l Font, Color, Size, Alignment Wef % f&Tt Properties Font/
General options <l ST |

7. UfEdd e (Save the Changes)
* Ctrl + S Eﬁl
* Form &l close &% 3R WM mode H SERT Eied |
SEUSLE
* Wizard ¥ 59 form ¥ label “Stud_Name” ¥ |
* 3T 39 edit F “Student Full Name” ST Hehd & |

Summary:

Labels ! edit el ESESISIS %I E'Fl@ form user-friendly, readable 3 professional
fean 21




3.5.6 TATH T SUINT Shich AT Rehie STe-T

Form %l a4 91 HEEl T8 ¢ T user ol WY table H hIH ¥ Sl oTH Teh 3THH
interface fierar & | 9% IRT §H 7T records (entries) gd ST ¥ add R Fahd €|

T ente Siies o <Rt -
NN A N
1. Scldd thisael il

3Y database file 1 @it T T form TNE €1
2. " WM (Forms Section) W ¢

Database pane ¥ Forms ‘fﬁl
3. B Wil (Open the Form)
S99 form # data eI 8, 39 W double click Y|
— Form normal view (data entry mode ) o LT S|
4. -4 A€ WM (Go to New Record)
Form window & =l Navigation Bar H
*  3nfEd 99 ( New Record aTell, @l 3R star & ¥ ) W foredeh |
* 3’9’@ cursor @rell record IR Il ST |
5. 2a<s o (Enter the Data)
319 form & TAT-31eTT fields (S Name, Class, DOB, 37¢) H data 2T R |

6. Save the Record

* 9 & 319 30T record WHﬁ%WformﬁﬁEW%, data 3T94-379 save
B S R

*  =E d navigation bar H Save T ¥ ot TR R T |
3QleluT @
3R 3% I Student Form € 3R ST =11 BT S &:

Name — Ramesh Kumar




Class — 10

DOB — 15-07-2009

Father’'s Name Suresh Kumar
39 form H RERSIREAR T 3R record table H 3197-319 save g\T STUIT
Summary:

Form 1 use %k =4 record add AT 3EM % Fifeh Slil'l}l user-friendly fields ‘Eﬁ?ﬁ
€ 3R Terdt B o WS table s qo H §gd 9 Wl 2|

3.5.7 fasietiRe o9 H fuie
==

Report Tsh database object © forgem IYANT table query W U data i Wﬁiﬂﬁ 3R
TR A A ¥9 (presentable format) ® i@ & fog fhan < €1

* Report data i print HE AT Y é?lT %I

* E'Fl‘-ll summary, calculations 3R grouping S gfér%mi ff forerdt €1
* Reports <l IYANT decision making 3R data analysis o ??I?lT %I
RaiE =t stavgesar

1. Data %l readable 3R attractive format H & FH & fau)

2. Records ! summarize S foru |

3. Grouping 3R sorting & HqiegH 9 categorized report T e
4, Data print & share I h ot

Teh RUie I=m™T

fT9i3ihe o9 | Report & Tl § &8 ST Hehell 2




| Create Report in Design View... Description

1% Use Wizard to Create Report. I The wizard will guide you through the steps
: : | necessary to create a report.

Queries

-

None
Forms

=

Reports

ferer 3.5.1 fa<ire @71 39T @¥ek Ruid F=18

1, e fose 1 So=m e
* ST €Y =T YishAT § SS9 report ST
* Fields I, grouping, sorting 3R layout select Il EﬁT %I
2. T faeet 1 S99 % (Design View )
* Advanced customization & fora)
* Layout, formatting 3 calculation manually set ¥ Hehd B
foeme =1 U= Sk e s & =R
1. Database file @i |
2. Database pane q Reports ?\ﬁl
3. Use Wizard to Create Report UX double click T
4. Table AT Query select w1 ey report T B |

Report Wizard X
Steps Which fields do you want to have in your report?
i) B = mems
2.Labeling fields [Tzble: Books ~
3.Grouping
Available fields Fields in report
4.50rt options .
Tite
5.Choose layout  uthor
6.Create report > | |publishingDate
[
o
Help <Back \l Next> I | Frish | | cancel

fer 3.5.2 Field Selection



Report Wizard x
Steps How do you want to label the fields?
1. Field selection Fleld Label
2.abeling felds. Tide Tree
3.Grouping
4,50 options Author [m.nr
5.Choose layout
PublishingDate ish
6.Create report o Jrubistingpece
Help < Bark I] Next > | Frish | | cancel
faa 3.5.3 wice aﬁ
Fields I+ S t ® femm €
Report Wizard x
Step: Do you want to add grouping levels?
1. Field selection Fields Groupings
2.Labeling fields uthor
crouing PublishingDate !
4.5ort options
5.Choose layout S
S (]
e
Note: The dummy text will be replaced by data from the database when the report is
created.
Help | <Back | MNext > { Finish | | Cancel
fer 3.5.4 Grouping
Report Wizard x
Steps According towhich fields do you want to sort the data?
1. Field selection Sortby
2. Labeling fields
! e = | @ Ascending
* Srnwing ; Descending
4:Sart opions Thenty
5. Choose layout
|- undfined - ~| £ Asteock
6. Create report L e
escending
Then by
e = C Ascending
Descending
Then by
S = s Ascending
Descending
| Help <Back ||1 Next> | Fioish | | cancel

fers 3.5.5 set sorting order




6.  Grouping 3R sorting order set % (1% 3.5.4), (&5 3.5.5) 1

Report Wizard x
- == Choose layout for data,
Steps How do you want your report to look? headers and footers
1.Field selection Layout of data Layout of headers and footers
2. Labeling fields Default Bubbles
3. Grouping Outline - Borders Cinema
Outline - Compact Controlling
4.Sort options Outline - Elegant
_ Outline - Highlighted [ Drafting
Outline - Modern Finances
P Fipchar
Outline, indented - Borders Formal with Company Logo
Outline, indented - Compact Generic
Outline, indented - Elegant \Worldmap
Outline, indented - Highlighted
Outline, indented - Modern 0]
Outline_indented - Red & Rlue
Orientation Note: The dummy text will be replaced by
data from the database when the report
© Landscape ™5 is created. P
() Portrait
Help { <Back I Next > { Finish I l Cancel

R 3.5.6 wa8e g7

7. Layout 3R style select H

Report Wizard x
Steps Decide how you want to proceed
1.Field selection Title of report
2.Labeling fields [Books
3. Grouping
What kind of report do you want to create?
4.5ort options

5.Choose layout () Static report
o

How do you want to proceed after creating the report?
() Modify report layout

Help J I < Back I Next > | | Finish | { Cancel

fers 3.5.7 Finish Report]

8.  Report i g A e Finish W click & |

ftqiE o =T (Advantages of Reports)

*  Data %l T 3R GeX Ik o T Al 2 |
* Printing & foTC 39t 21
* Summarized 3 categorized SRR %{HT 2l

* Tables/queries &l SNl T e professional 3R readable format |

3QleluT ¢




3R 379k 919 Tk Student Table &, dI 39 “Class-wise Student Report” & ¥ed %,
S Y& class @ students list, I A 3R marks <l properly formatted layout

o femmm|
Summary:

Report database <l d& object g =i %'ef data o attractive 3R printable format o
summarize F F GALT < €1 3 Wizard a1 Design View H T ST Fehel T |

3.5.8 Ui & 3= f=i=ror |@ftafad ST (Inserting Other Controls in the
Report (fasstiftrd sH))

& 89 Report S99 &, dl hadl data fields 2 7&l sfesh 3R ff controls (S labels,
images, lines, boxes 31f¢) insert fFT ST Hehd & | SHeRI STAN report i 3R ST YT,
meaningful 3R professional SHM & fTq fran S 21

3.5.9 Taid & wffmfea fore ST Were areT =0T & UehT (Types of Controls

that can be inserted in a Report)

1. Label Control (Text Label)

* T IUAM headings, titles M captions @ o o7 foran < 21
* 3ISRY0T : “Student Report — 2025"

2. Field Control

* g table T query ¥ actual data show &l & |

* 3ICTE0T ¢ Student_Name, Marks 31|

3. Image Control (Picture)

* Report o logo A Tﬁ'% image insert Ereicy foru

* 34QIeUl : School Logo AT Organization Symbol |

4. Line Control

* Report ! visually 37T s o fIT horizontal/vertical lines |

* 3QIeYU : Heading 3 Data section hl 37T HTT|




5. Box Control (Rectangle)

* Important sections @l highlight & & Q|

* 3IEEY : fREl group & summary section &l box | @ |

6. Page Number / Date & Time Control

* Report % footer a1 header H Page Number 3 Date/Time insert S Fehd i
3 fE01 GftAfeTd %< % =RUT (Steps to Insert Other Controls)

1. Report &l Design View H @ |

2. Toolbar ¥ fe3d control (Label, Image, Line, Box 37f¢) T |
3. Report layout T 39 STE WX click Cd T control fed |

4. Control =l resize 31 format &R |

5. Report &l save CTy SﬁT run HTh é’@l

3qTeYur

3R A Student Report 9T T% &

* IR School &1 Logo (Image Control ) ST Hehd %I

* d< H Heading (Label Control) “Annual Exam Report — 2025” fo7@ ¥ehd g1
* = Page Number 31X Date S/ Tehd %I

frrsam:

Report H 31 controls insert ¥ ¥ data SII<T readable, attractive 3R professional
AR Logo, Title, Lines 31X Boxes Sidl =St RAre =l presentation il éw EEIGIRS

3.5.10 Tersratiftee o Ruie o vfids o vfiveia wfinfea &r (Inserting

Titles and Headings in Reports)

19 B9 Report ¥R & €, df @9 Title 3R Heading 1 Sgd W& &Idl € | T report
l professional EFHHT% 3?!'{ H@q Tl <l g,{d BSEE m%%%ﬁcﬁémaﬁﬁ%




Yk (Titles )3 Iidea (Headings) T &2

* Title (¥ ): Report &l g M Bl 2

*  3JQEI : “Annual Student Report — 2025”
* Heading (WM—W): Report % sections Hl TAT-3AAT E"Sﬁef % f?ﬂl W

foru =T €1
*  JQEIT : “Personal Information”, “Marks Obtained”
e o v 31X viver wfferd e o =1

1. TR = feaeg o9 % @t (Design View )
* Report &l Design View o @it |

2.  oad = €t (Insert Label Control)
* Toolbar ¥ Label Field ?ﬁl

*  Report layout H Title I Heading S i SWE W foredeh i |
3. i an ofém ey

*  Label box H 319 desired text fo7& (/9 “Student Report 2025”) |
4. Yk Rl 9rEfd &Y (Format the Title)

* Font style, size, bold, underline, alignment (center) 37 s Hehd B
5. 3TN Y WiAfd % (Insert Section Headings)

* Report o 3TeT-37eT parts (19 Student Details, Marks, Remarks) ®
3T headings Sl Hehd %I

6. Ul = Ha w AR T W

* Report %l save X 3 run Hh é’@ fo Title 3R Headings el | f<a 1%
€ o T |




3ar&EYur
3R 39 Student Result Report &1 LS

Title: “Annual Examination Result 2025”
Headings:
- “Student Information”

- “Subject-wise Marks”

- “Overall Performance”

frroeme:

Report T Title 3 Headings Tl W 221 Sl readable 3l professional f&adr T Te
R4Ie &l Yg= Bl S 99 © 3R sections i SOHT-3TeT clear hidl ¢ |

Tersrsiifteg o e o feqier ol wr witnfaa &er

W%ﬁReportaﬂﬁ%FﬁWﬁDateBﬁ'{TimeW@Wﬁ‘iﬁﬁT%mmw
oA ¢ foF 78 R e TOR o TE 2

3.5.11 TUie & faqier 3T G0 STt & =T (Steps)
1. TR = feomea @ (view ) o @ret

* Report l Design View H @i |

2. feiw/aTE wies St

* Toolbar ¥ “Field” (Date/Time control) _gﬁl

* Report layout H ¥ S8 fofeteh &% STef 39 Date 31X Time fe@m =med |
3. UET (Format) TE

* Inserted field WX right click 3R Properties Gl |

* Format | 319 g4 TR ©:

*  Only Date (319 27/08/2025)

* Only Time (S 01:15 PM)




*  Both Date and Time (S 27/08/2025, 01:15 PM)
4.  foA/AHT o T YR

* AR Date 3R Time Header ¥ Footer ® €1 Sd % ek X report page
R @ <

5. fiO’ @est (Save) 3R =l (Run)

* Report saveﬁaﬁ'{'{?wa@ﬁDateﬁ?TimeﬂﬁfcrmatﬁWl‘%%W‘lﬁl
SEUSul

3R 39 Teh Student Result Report EEIE] %, dl header H Tg fog Tehal %ﬁ

Title: Annual Result Report — 2025
Date/Time: Printed on 27/08/2025, 01:15 PM

s

Report H Date 31X Time T 9 e professional foadt & 3R record W@ H MG
Bt 2|

Rohit Happy Home Society H &dl & | 39 319+ <eed § fefaiRad difershid (tables )
TS § i WAL o el Afethl ¥ W maintenance dues (T&R@E Yok ) i TUEH
3R weiferd femam T & |

Table : Residents Details (et feraRon)

* Receipt_Id (IS HH)

*

Flat No (Wie =a))

Date (A1)
* Amount (Tf31)

*

Table : Maintenance Dues (T&X@d J[eh)

* Flat No (®e deR)




* Owner Name (HifeTeh bl A1H)

*  Contact No (¥ 7eR)

* Flat Category (TRie 2uft)

st stear H, YR 3 T Query (W) SE off S =1 S weftid &t T o
*  Flat No (Fie FaR)

* Owner (Hifeieh I 1)

* Receipt Number (THE %Hi®)

* Date (a@)

* Amount (Tf31)

(P &7 < {3 T8f Column Headings st 7T € 1)

3AT9ehT AT 2
1. Residents Details 3R Maintenance Dues 28 & fTT Form (%) d9R &l
qIfer 221 Ul & T Feh |

2. TR A T Query & MR R Tk Report (RAE) sAMTI|
I8 U39 ©HE1 Hl Forms 3R Reports o Rl SU=RT sl GHAM o fow foan = €1

T A: SIgiaehedtd U9 (Multiple Choice Questions MCQ)
1. FrAfafed o 9 fF9 To@R | oee < Bl § 2

(a) Ve TR (b) W il TR
(c) Repfgd Zo@m (d) W Zemr
2. Reie TaeR 4 92 B € itk g9 T e
(a) Tt Rl W (b) TN & W
(c) sl Reple ™ (d) &t Repfed W



3. fyefafed o @ SH-91 B & 9R o 9 T2 €2
(a) 9% 211 Ut & fore vhe Ug 2
(b) SHH Hhael TR Wegd & Thd ©
(¢) 389 AT STet ST Fehdl @
(d) T Fae e S & Reie & & 9o 7

4. T W had SRS SR I & fIT T A SH-G el <o St 8 ?
9 P

(a) Alt (b) Shift
(c) Ctrl (d) Tab

5. ‘Properties: Label Field' < sigd ¥ ®H W Ta-f7 oM & @ sH-71 07
(property ) &I foma STl 2 2
(a) Tool Text (b) Help Text
(¢) Tool Tip (d) Help Tip

6. TI9ithT 99 1 390 9 -9 sifssiae Uk o1 3AMh oaa] o W =Tl IS
w9 | wefd w & fore su= fomen s 22
(a) Query (b) Form
(c) Report (d) Panel

7.  Date Format Wiqdl =1 38 H ShiH-H1 | A1 Sl € difeh WiH R Fhoie @ <2
(a) Standard (short) (b) Standard (long)
(¢) Default (d) Standard (Medium )

8. Forms Control geTdR 94X -1 FHATS Design View IR Form View % & 2T
X o foTT T Bl €2
(a) Design Mode (b) Toggle Mode
(c) View Mode (d) Print Mode



10.

SO o [T 3iesae ol ITANT Fleh [RUIE SIS ST Fehell & ?

(a) Tables (b) Queries

(c) Both (a) and (b) (d) Neither (a) nor (b)
Report Wizard & g TH 9 FH-T HUH @Fﬁ 872

(a) Report Builder (b) Add Fields Dialog Box
(c) Both (a) and (b) (d) Neither (a) nor (b)

9T B. /3 A (True/False 9drs0)

1.

2.

3.

10.

11.

12.

13.

Report@mwsﬁﬁlﬂz%WFormﬁ%I
T Wi 1 WSS T FWehdl € |

e 39a & Wl Hiegd H WiH R St s 7
HH T % T Ak Bid & |

e ueh s foel § S et B

T 91 WiH R Hed Sig U M & o1g, 39 YH: THARa (reposition ) & fma
SIEEX

RelE ToaR | =72 Rl Sie= &1 92 B 7 |

TH hael IaC Sl STAN ek & RIS o1 Tehel ¢ |

fewice 9 9, RO o fRerigd 1aR€ 7 (descending order) ¥ HT <d & |
&Y fordt foreie iee & SR W ST ol TYfRd (group ) X Fehd & |

o o Shael dfed 3R W9 WY (row & column format) § & 2T & Hehel & |
ftare o fomfor it iR ofR = < STel ST Tehd €|

T IR RO a9 5 o 915 39 e (edit) &l foram < wahar |

9T C. fe = ¥ (Fill in the blanks)

1.

2.

W 1 STE 3R o fore feman T Hehan B |
qeh Thice heldl H Teh 3R B B |




3, I R BN T S I8 S © R Wiee 9oy TR o |
ﬁ?—w%aﬁmmm%m

4. fewice T ¥ Hics TRE 97 H iR W H fewr ot 2

5, Blel TR BT € N 9 e <l € 919 Hed WigeR WiH W fREr
%ﬁwmwéww%

6. T & foru fewice siRUSyA faemed B

7. Uk T el ¢ S ey, Thies 9oy, YN enfe R & wefdfa e

8. fuR o feAieh 3R w9 sroH o1 faehed =] ¥ IUCTsH el B |

9. TR fa=re # =ROT (steps) B &1

0. TH ThR i RO 3qH-3719 e St ® ST6 o9 doel 1 Foll o Whieg A
qeeTd B |

T D. fefafad ueat o st s
1. U B 3R U RO § U i IRy

2. WiH o Hed | wiee shelel o Bidl @ 2

3. i Rl TR W HH-T1 <ol SRS STei o foTg 3TanT {36 i 2
4. TOSiRE 99 § WiH 999 % 81 qlie 9aqrEy|

5. U fEeR (Static) 3R U TfRle (Dynamic) Rrd & s eiaR 72




Targer, FRfare 31X Tfar s aRaer ST AT

(Maintain Healthy, Safe and Secure Working Environment)

HiE & Ufawet

Teremeit:

59 T o i T,

1. TR, GR&M SR WA il Pol STTERONST T FHeT I |

2. 9 Hazard (@R) 3R Risk (Sifgw) ¥ iy T T 96T |

3. A W U S o [ TR % @i (Sifeeh, TErEfen, difces, i,
forea omfe) & Tea R U |

4. Hazard Control Methods (Elimination, Isolation, Minimization ) S G
3R IR Ffed N HAT WET |
5. Electrical Safety 31X &Y Haftrd WEuf==i o 1wAE HT Fhl |

6. Office Ergonomics (¥l Hgl, HifeX =l I, FH /2T B HAE) Bl AR
w@eey Geel) geEEel 9 o= Se |

7.  Emergency Situations (519 317, ferstelt =1 sreen, Frerdl am) # 92 ufdfsean

< qIa |

8. 9 HX Y g R&T 3™ (UPS, surge protector, ¥fae fostell & ==ma) =
et o Tl |

9. el e Tl & vk WA IR warease S R SHHEl F e
3R HAES hl HY T 2

10. HTeH | GRem Aifc= (OH&S Policy ) & 3Ta¥dehdl 3R oM i THAHT SHeH
I B H HeH B




4.1 HTITI U TARSH, T&IT 31 T

4.1.1 U= (Introduction)

AT % THY T W9 SRR hH Hoged R O9i W eid €, q9 HrEed R HHeREr
TR, FRET MY TReN G A1 9gd S € T B | Uk 9, YRR 3R HehRIeHs
IATERYT = Shael HHANET st Yed I SgaR I ¢, Sfesh 3ok HIH i TPTET R Il
I off =T 7

IR el R 3fra QRem & 3u 7 fhu <d qar 9t gHend 8 ekl €, S9SN @,
feFaeTent fIRAT =1 Taifdeeh Wifeh oI | S8 oRE, el WHY ek TToid aiich o o3 a1 el H
Sfereh T e ot e T qHend B e 2 |

79 I B &0 S R Y rEied R Ah-9EhE, FEl SUHT Sl SUAN, G alieh iR
TereRTel el & fae & SU™ STaTeRt ShH=REl oh Ty iR qean g foe s
kel 2|

I 4. 16T WaT | 31T o777 &7 =0T



4.1.2 HTETICT U TETELA, & 3T T &l U=

TR FREA R oA, SHN A R TR A o et W % U € JwaHeEs @l
Biell, fceh TEH HHEIRET IR 39eh TRER! W ot X 99T TSl 8 | Ueh TR HrEeed s+
TN RTer © | ST shreiterel QR BIdT €, d ShiH bl HIEIe Seck Bl © SR she=ial s
Scqreehdl o Sed 2|

fodh gRen i o1 wee W R wA W a9, T HHER) ST Tareed SR gRe
! R T ot =feT | T A 9 e W gHeAsT iR SiReHl wl S B a%
kT ST Tehell €, 3R el ol Teh TR 3R TehRIcHsh Wielel § s shi ol STaER fiere B |

4.1.3 WA (Health)

fordll off = o1 TR Aol ST TR Teed U & 7él, sfcs A 31X SHisTh
w9 W o [ el 1 A HHERA T e 3resT W, A o S ¥ QW @H R R
T 9§ 3191 1A T 9107 |

&R WS 1 qfed B foF o8 31 wH=iRal 1 |, YR 3R TreTasieh aareRvl Sueisy
FC| THh AT workplace i U Yog 33 W A fha1 ST =fe€ aifer ol & &
ATl S sl AT SR G 1 39 el |

R 4. 2 T e 3T i RI0T (79d Tar airejfen, W91 @ YTqT Swrdeerer fe@rar 4T 81

e | 3 A iR @R S e =R aifh Tg 3R S g firet Tk | =i
% o =3 IR fheex foran g urt off S8 €1




Y 2, Hd T Teh 3191 HheRal Bl AIfeT Sl arell 3 diftess WisH 3qeisy 7, e
S o1 T a1 T | Wh-HeR 3R et feafd o wirererd s giaen ft g sraveen
© ek R bl fohell WehR ol Srgferen =1 |

7 @t U O T Aot HEARE H Ued GERAr €, afcsh 3T HIH A H TS 3R

ScEehdl W Sedr 2

4.1.4 grer (Safety)
fordt off e o HrEiel U T 9 G el et | SUe Haoe ¢ R ael g o T
T A SReH e e =Ry e wmHeiREr w6 el ugT Wk |

WA (Hazard) &1 9add & — U s off R0 598 @rli o6l 9l o Sdt 8 | Sifgs
(Risk ) &1 Tdctd & — ferdl gefet =1 &1 & 8 & Hera |

TS ol Gl & foIw oy fEen-f1E9r (Guidelines ) S =T SR et swH=nfRat sl g7kt
UTet AT Afard BT =R | SHT-HHT TR G 31 (safety drills) SR AiRTeI0T ST

e s Tt FHAR SMaTdene= feafa o off [ ® T |

R 4. 3 FreieereT QY aXE GRIT 9T 2T, STet hwt it HehIe ol TeRT a1 SiRad 7 &1 FHeel &1 geer & o
T GEIT (om=aor, ~rafire Tieror 31t Sraraehtei= ararT (fger) sif+ard &9 @ fehT ST =ifeg!



4.1.5 G (Security)

TS | 19 A dlell &R FHAN T8 Tegd H % 98 I8 @l TR B, T 95 el 2
TRET 1 Tl & — fondl off Guferd qenar 9 STeie) SR et |

TR U | Ueh 3Tl TR faumT g =g, St 39 i o fore Rrer i
* ook Y&

* gy fRed SR 2 o el

= fooTel 9 T gren

*  ORaET 3R 3 SYHTON T TRET

e TRan et @R et @ 7 Rk il o qren e e €, sfew e & g
AT, geaT SR 3 SRRl off HH B S €1 ST hul i e et § iR e
ST S B

Tfafafir 1: @At ggeEr 3 fawt

JLIA: BT hl KL & GHIfad @i (Hazards ) & 98 e |

ECNE

1. = @ T afds w <

2. 3UF TR, TR AT MH-T9 o R HEEI T ISR H |

3. 3IH O HH-U-%H 5 GUIfed WAl (Hazards) 1 Te=eT difersh & ford |
4. WA, STk R o foU Th-uew 3U™ o o |

% T | 9aU (Hazard) |Haror 34U
]
2

T AR f9M (Department of Information Technology - DoIT) = sH=RaT i
T TR MR GRerd e ardreRer e & fore ferei Hifet < €

T, GREM SR Tean Hif ueh faaa =oon gt €, e e (Fut) o7 g o=
& foF o8 s1o heEREl SiR S8 STl o Toeed, GReM SR Wl A o oy ufieg ® 1 T
e yeier gRT HHEIRE % ufe § T v snfiemie Rt w i 7




39 Hife o WS o Treey, YA 3R TReN W W Wl de SR SE9 e B €1 3 Segd
% R U T FHHERET T TR 3R e Grea R 1 Aed T B Fehelt 2|

TRER U I T T, G R WRET | Helferd A Savashensii ol Freiia fpam
1 T HT A T ol e B st R

T Y, TR B Bl ST Tk TS, YRAT SR TR Wl S =fey, S wreieet ¥ Hisg
WA (hazards) ! T8= & | Wi ol T8 B o SI€, Ieh A0 o 39 o 36 Aifd
H SdU S =y

4.1.7 THIIEIET UT TR, FEIT 31T TIeT ~Hferat aht Sayarehel o HRUT
ferdl off T o Tareed, TRaT 3R WA Hifd o FE Hecaqul HRUT B €, S:

+ g ifd e w9 W i B foh el o hHeEl o e iR RN o ufe ol
e 9 s 2

*  3od I o YAl Tl € fF Ul % HaH & UeRiF 3R YReT WeniH | Wiee 2|

*  Ig 9aial ¢ fF ol Aol TATh o oY T T R W R, dfceh ST Wl feqement
(stakeholders ) @l e@¥el i X @I 21

* RS W TSy, GRET 3R EReN & oy e oA ot e o 3 Aifq § a3
e |

* Ul WRA TR o SEEIe Tee 3R gRem ifd (Occupational Health and
Safe-ty - OH&S) I Ui T Hehell 2 |

*  HHEREl Bl =) 3 RS 9 S ST gl |
4.2 3T HUAT hi Ueh ATATT OH&S ifa A vnfeet srd

* 399 OH&S (Occupational Health and Safety) ‘Sia@eh Ted MR TaT
TeIH H TR YUR A & oI gt SHrem W |

* Fed R AR Wl A SR 1 OH&S Savaehdreii sl Ire 3T 3R ‘Rt et
T U B e dfosh IUY ST TGt GRET & & | e AT |

*  3d OH&S 98 3R 329l &l T9 FA1 3R THI-THA W 7 GHI& HET |
* W Y e gefee, =el, dwiREl iR Hefad Werl i Ak o frw 3ur 1R wisked

AT 3R T wfshenst § R GuR |




ol TR W HHEE § OH&S o U STRREehdl 3R e fram o arman faefya
T

Tfafafer 2: @& =T T

SEIT: TAEA, G AR T H FH 1 FodAishT HAT |
i T T et A e SR CHRY A e |

1. TR Hhad TRk feafd @ e g 7

2. YA W HH-YeRT aIareRvl HHERE sl Sceehdl Sl 9l €|

(
(
3. @AW (Hazard) 3R SifEH (Risk ) &l T & Haos ol 2 (
4. Y T YRET hael e S e el B (
5. TN 1 HAOE § G TehE o gReT | (
(
d
(

N N

6. TOD UM IR Gifteen siisH ot e S o R € Hehel €|
7. FR&T M (Safety Drill) SH=IRE! bl 3mard feafd & Wi T o Weg &

gl
)
4.3 HIERIA WX G Weli (Hazards) Sl STehIT

51 (Hazard) &1 Adoid & — i o Ul =i, feafa = ufshen <0 <l & fow @aq =0
Sifem a1 R Tl B 1| Feft-aheft i S e e | e g o TR Wl Sl S < el
2, TTOY 9-urg o < =1 s i 8 gt B

I T HISG Wl HHANET bl IR B T el € SR B o SAIER0T, Har
3R SN 1 o T e Wehdl € | A TRk TR ¥ T GuEAn 3R anteies gt Sy
T HRUT I Fehd! & |

T HRIA T Ueh S @ad Tél &id | IS0t &% fee:
I (SIE AegthefiT, wEREfwe) | Sifde iR THEiE e e B €|

* g RN W Aifae TR B 8, S faetel, eweE, iftes gamE, d snare iR gaeni
& |

* PP SRl R TIHEE TR B €, STl A § 9R-9R Tk & ave o fdfar g @
T A H T Tod el 7 |




37 Tl TR o FHIM &M TR (safety hazards) W@%,WWWWW%I

e 4. 4 FIAeereT W SiRaw (Workplace Hazards) @ URReIfaa, gerel a1 afehard gidt & St geharT ager Gebdl 21
g7H Siferer, TraTEle, Yifde 3 i (SRR HETued & ) Sikaq vnfier gid &

4.3.1 ifqs @at (Physical Hazards)

Aifeer TR o B € SN ik & sifde 9y ¥ 92 e € 99wy, <R, 9d, weid
Sl

TR AR = ferstell § <o el HeiAi % WY B HE o i W § S g
Fo a9 & ufsrard o1 e s diftes TRl 1 RO S Tehd R |

T T § difteh Tl w3 Got B B, ok e e § ¥ @ en w9 °
fe@m < wahd F1

4.3.2 =g @ i, fRaeT iR Sie T
FHHERE % fRA &% &g SR & ¥ehd €, S —

* TR Wi A 2% U (ThBIeeT)

*  foSielt & aRI & WUk H S S

* R0 A9 9 THueR UqeE @l o

e 3R i ol SR el &R W e 8, Si9- %, 30 o1 e @ SEE
Hdg Y|




FHefi-omdt o S d i 9 SRt wree IR S # S Sl B S § 1 e 9R ShHer el
WY W, Gifes 9 o1 AT o - Thee S €, e 1R =i o wehdt g

TS o SUTA:-

Tl aEgd 3R Ul WE SIe W afted g ARy

* fiR gU U, WS W @ (de) S EiNi R 9 Al AR
* Fpried R 3R A9 A R

» 23 g Hifedl, SUHT iR @ge AT i Aemd qRa A =)

4.4 Toe@ 9 St geer (Electrical Hazards)

HIEICIE TR FHANET ol Telfergeh Tieh TR AT i T oht TeTd g 9K Bidl ¢ | 3Hh T
HROT T

* Y @ed ari o guek | ST ST

* el et (conductor ) & HIYAH § 319 Yk o 37T

Tt goifeger geleATd SiFerar 2l i, wifeh o aR TR, TRl 3R SiemsR &) =i o
T B |

HHAT h[UT:

*  qRI 1 e A R e

* o UiZed ol SeRars e

* fam 1T (ungrounded) ST I TRIS YKV S ST |

* IUET o T SR SRR SwTe

TGS ok SUT:

»  HEIRAT ol foeTell W SIS SUHRUN & Hel SHAH bl Sk SR € S|
* O SR ST ol faetell ¥ [ 3UShTll ¥ ¥ @l R S|

* foSTel deRIRTEA 3R St ol Frafia w9 9 il iR Sushl 9 S Al 9iRe
T T T2 A1 TR R 7 @ S|




frs 4. 5 3mT @ g2 @R

4.5 3T ¥ S @R (Fire Hazards)

T FHTALAS h GEE 3R BRTHNGT o HIehi BT el HIAT AMBT dlfh AT S A3 hl
kT ST Teh | Tifehe STa <17 3 T+ a1 I el o, e gHeAd Bidl € SR ST o &
HeAE WEA 37

M o Y R Suehior, Wish 31X SARG bl €1 T 76l BIdl, Sioeh shareniiai i off iR
< T Fehell

AT ok SUT:

» RSl T EHIN ST W HeRia ReT Waef-at 1 urer e |

* TS89 § SRl ANl 3R @fid fafshan (first response) il qa<el Bl
Sl

+  gofl = i Siithd fafeet o smddeTei R AN, BRR TEhY e, HER 3T
IR PR THRRRIYR & T # 9l SR B =R




4.6 W H Tv\!@‘ WA (Health Hazards)

e 1 Hads (9% TR €9 9 Sieh Wl 21 ¢, dfcsh 394 o, 3iE, S 3R IRR
% ool sfi ot W feafq wnfiret et @1 Wy &, Bhe, TS IR e O S sieE i

1 ey off S B B

R HrEfEerel R T TR HISE e & ST IRR & R off R o wenfad R gk €

3T o foaw:
* O 3MaS ol JI = 9IR ot therdt Hiéter SHEIREAT S g S eTHal bl JREr
TS Hehl B |

* ggd s AT, Sedel | = gd @ el ok ek bl THE el Tehdl 2

*  gIhRe WA % WO 37 W RS bl T 3R TR T B Hehell B |
T WA W S o U rae TS $IR GReT UM BT U hT Sgd S ¢ |
4.7 Tordlt WTeT ® @awl o WuTfad €

A VT S wHmd

oot WhA (FeeR 1t er) & 1 oSt A9 B W ThiT W heRe w T & Tl &,
S8 TH-T6 S qf¥ehel B S €1 3 Al § o 3R RRee s € Hehen 2|

THTET:
*  fgefedl W We o1 sEe ol difer St ot UL 3feT 7 3|

* TR SR HER S TR 3 e H O IS F K M, WA v tEt W
T 9|

* Sl ek U9 B, ST T bl B ES hT SUAN Y SR oS A1 A AeEr 9
EEl
* WY H viee A1 S B A H ik ATET el el gfie § T sy

* HERR BhH, U 3R STHU o & | Wi SR 37ER % o it shere ¥ = |
7O foTT =Ri 3R THF 9 9 Thelt g8 goray J9T 1 ST R |

4.7.1 ThEET T IUANT Tld THT Tad
e T HH A FHI 3R o3+ i gl 31k 7 &l a1 9gd oL % U @l feufd o 93 w,




@ TR 4 << 3R Rd=g B gl 7

TR-6R Teh & TN e i o HieuRME § ook 31 Fehel |
ThiT @l =R ot 3@l o fIY B NehRes 81 Hehdl 2|

T ok SUT:

+ e e W IR B R R

* e WE T AN A s w

4.7.1.1 HIEATAT SUHIUT hT HHTAAT

SATFE YT <l Teld T § GWIe T I oF Fehdl 2 | 3SR & iU, 3AR oS &
ATl Y] Sl LT 7 GHST STl He oF Fehell 2 |

ST o SUT:
*  HHEIRAT Sl IUHIN & Fel ITAN i AT fear sy |

*  IYH B TR RE F WIEH & U T Mg A B WIS i IR ¥ 3Ueisy
ERRIISIEIRS| [y

4.7.2 FEIST I GATAT

TR 3T Rl IS AN T SAE W THEY S o SId THT 3R HEl aleht a1 qgT (posture )
T 3YE ST df TR <E o Hehell 2 |

TOIM T Aisha 31X TEl IR 1 Tl ol Ulel T =T, difh shig geie = el |
4.7.3 FT & SR 91T (Stress)

e ¥ % SR U RO Bid € S a-1d Uel Y Tehd ©, oi:-

*  9gd oid 9HF dh HH BT

*  WehHdl 9 959 A fFarg g

T ok SUT:

*  TgepHar o WY U fFaTe i S o g & ek ST |

* e HY dh HMH FH o 9 bl HH FH o [0 HIS Wi AT SHSHE Tfrare
31T |




4.7.4 I T ATATALOT

IR X off e ST T 2§, 99

+  3fua AR (zar @t Fee) | g

* 3R aA S W A BT

* TSl FATeR A1 Tl fEse ot iR |

* T A

* UGG I AT Wiehaneli it ST = B |
* [IR-TEE F HHE (SRR H ARaT) |

TR STCTE, HHAMRA W AR A1 TR 9 S, UHSMT A1 THE SRR R
TRIM FAT o R el & |

TS h SUTH:
*  HHEIRE B WIS 39 Wl e o ST < S, S el W, gRel
3R T ol TIC TG o 7w 51 T 2

4.8 Wall ot =0T (Hazard Control)
R Gl 1 Te= & T 7 SR = waftekar & E ®, 3 fore 3 e sue ey

T TEd TE ¢ |
/21T ST 1 SeYd — BHIN WYE B ol Wi i i W E T HEAl
W &l @A AT (Elimination)

* STl I U9E Bl TR Bl IU Re T B b A T I I A |

* Y — R SR Ak S ager a1 3EH gUR HAT|

AR S 37T T (Isolation)

* 3R GR B G e TH B I T 7, A Y 7T (3Mele) HH & 3T HR |
* ITEWT — VR Bl FH HH & A0 SR e (S SeRE) o




W & A9 Rl HH HAT (Minimization)

*

1

2
3
4

IR TR T 7 Al T RE TH 71 ST Tehel € 3R 7 & T e ¥ R ST Fehell
€, Tl U = YgaH ol AT H HH AT =Y

IS0 —
* 3 dfecsE fasen o

* HHAE B AT AT SIS (SR M, A, Ree) S SR e
1 foF o 3 WEl ek © YA 3R HA |

»  gR @ Rufd § v R ® FHERE S R S

T 4. 6 @R &1 (HEHT FF & diHt

4.8.1 G TEuNTGYr TeRfeTee

Tft YRS HiFHH hl S e ¢ e | R T e § |
HeRT AT Goch |

ot & o vt e g R

TR TR T R T Fel IS AN SIeR! 7 T |

T, TR, 200 1 SUhION o U hrH R I8 AN hl S T Jehd |




6 I T4 B oel, YU o fou =9, ", SEM, B3R A S T |
7 HERed Sied ¥ ee 9t 9eiEi @ §9e o )
8  fosTell o whelel o1 faw 9 7 @i |

9 & T qU M A A o IR wHawe ¥ el A e WY, a9 9% fRdl Teie
YT <l T T |

10 FREl o soifeeerel IUSHROT &1 START FRA ¥ Teel He AR AT ZE T S I T |

11 3R g U &1 DS Tl 7, R Frerret @1 € o1 orRfer e @1 8, o e
ST 7 R

12 Wl W W ol TR, TEe 39 I TegfHiE B H gehet 1 |
13 SRR e H gEue T W
14 TRl off ereRfera Reafd =1 s ot SR 1o widers i < |

4.9 HTIEIA TUTATT oh IUTT
et off Ties o eI &l FrHeTHaT S & Y St 9 TUTe S TG 9gd S
e 2|

TEuYT e o foRedt off e S U Heryd SawehdT & |

SRIFR L U PRI T AIHH O 9L WA & I8 Agagss TR He-=n
e &1 3UAN A &1 T FHAME S SNHEHE ardreRol ferd 2 3K 9 S8 ade
Y T F U

TGk AT, T T UGHOT ot HE S o TrHH Uk T o w9 | Sl € 1 A hE
Tffafer A et wefta B S §, @R T ar SeifEt B SR o7 Tehdr 2|

zafery, fopelt off TeA ol 8 G e =Ry R ael o wguT SiR Sl weNu @, difeh
FHAET T Tareed G @ AR FHrdemd st |
4.9.1 HIETIA YT ST ol AET

FEIR I HH T THIN G il 2 3R 389 ekl W o= il € | TR W 3R
WSRO HI 3Medl W ThHM AR gHeATE B Hehell € | Hh-G2RT HHIel = Shael T i @

T €, Siosh ITH HE HT o GE@E a4 S|




feom-fdom:-
ol &5 B W 3R el W ST ARy | g HHAN 319 i 3R ST fR
T IGHIT o TR SR 2 2 |

* forgit ol YehR <A1 el | HiAT =BT |

* 3T SR SR o AU S SE SHI Giel 3R |6 WAl =18 difeh o9&l Smam
o 3-ST Heh |

+ Yl w W IR afkd TEA =T difeh fheem 3R <R o o= ST 9 |

el fheeEr (aed) fraftd w9 9 SeAr =R aifes e w6 S 1 © |1 e aEe
&% IR H A TR B YA § MMk HAR I 3 Ik IR Feh |

-—p

fer 4.7 aTg AEWT 37 o7 HGHIT



4.10 AT 3 e uTaET TR ufema

g SR ST TS H S A o AU S qehi N ST HA @1 B 1 B T H A
YER S S el e

1 ‘*ﬁf?@(Physical)

2 9™ (Chemical )

3 Sferk (Biological )

T ST o fIT TS % SE-U % &9 U U 3R gl & T 3ol U ST €|

oA 51 AT R ifees, IHEE R Sifas wdemr fRe S €1 THE 6 ameE iR s

HISE el A A W AT ST e ¢ |

?E'I%TUTa?ﬁl'lI:

» g O fafe TG S sfedier, ATgeieH, SR e SrEeiadEe S A A 5
gl B

* Ml pH A TEES AT 9 Si=n ST gehdl |

3 ARl W T8 Al AT Sl B R A @R STt o1 HHEIRE IR SEu % ek W
F IG IS T ¢

4.10.1 =3 &A1 3N Wes Ut & fav fegnr-Feer
T3 1 3T STH-I1H ! 8ol IR I ol o3 S W@ & o0 9 st feen-Fesi o
- AT TR | F5 g foig 39 TR B

1 9 WEuYT AR e, 31 it 3R T4t o SR el 81 3afei, oot iR 3/ Hul
T ST dA1 19! 1 SIS HH I =R |

2 RS H dreAl w1 rcfie STAnT o 91 UG gl € | SUfeiT, TS i drent o
Tt START AT TR | T qAE Ueh & “ Siehet €7 AT 18T |

3 T H S T A SE ot YT Sl SRVl 941 €, Y g SR i off el S
2| T3 1 NS 19 o IeIe ol ~Aad Tl =Ry |

4 SRR AEEE it o agft e d €1 Fiast =1 vier u S o ae
" =& fore =few)




5 S 3R WIS 1 Stk SUHNT STl i WS R Wehdl 8, SEIT g SUA
=l Yt & =1

4.11 STHT TATHERT (STH-GeTdT)
* Wi g8 famm @ e <isii ol 39 ate fesmeT 3R sratked fema S © o o

S AT SR QR alieh ¥ RISl R Weh | SiThE | Wi Sl WEl U
F G geleielt iR <l 1 WAl S BIaT €, A H U 3R IeAeehal T ¢ |

* 3T H Teh & O 1 HE AR od THT doh i 9§ I A < 8 Fehdl ¢ | T8
INRE 9 ¥ FRITF & Gohdl ¢ 3 TTF oS § 999 3R Hgd 2H o B
TAfTE, SThT THHITHET B YR St Hehdi ol Tg==HT Sgd Sl &ial ¢ |

T P URRE S Gehd, S Guiferd SRT 3R $UF e T @

frct Fm A FO 4 &R & O Tue T8 | FH h SR W DRI deA A
FHH IS W |
ST FR H S | FU H FI dS B R 7 B SfFIHE Bleet T AT HATS il ST
R G dI% Fob 7 UL
9 | 31heq R 1 T IR PR B THS | W hl S5 & o919 § W, TS
& 3 T ITANT FL |
et o T8 TR-9R 3T e HH FAT | FHiEIS & HAd 93, ASH ol Hiare
% T | M|
hele o Rewme A ol Tgd SN TG HH IS & I Hae H TUE W,
HET =Y 9 W Helld Ul & |
el § @ | 9R-9R YoAsh 1 9l @l ® FHI-gHT W INH T,
3T = i |
gtgl H o 3R AT AW A TeAd T T R FHE ThHA H T e
S o f& et AvEr st § T U

4.12 SHUTET W ST e 3R TR & G

AT o qHT § HIER ST g 31U B T 7 | THY T TR 3R YRAT THETd 7
bl €, S8 — 3MiE o TEe, Wi @R e 9 e fRehd, TR O < anfe



TH O 3ifehar gEed T ST gehdl 7§ 3R U 7 ot S, o o v iR uE evedi 9
3 Sl foRa ST gehell 21

iU ok efyal @ € wwEmd (Musculoskeletal Problems ):-
F grEd IRR & faft i § &1 "ehdl €, S — e, s, o, e, s iR R

TR & HRUT € — Toid 98- S g, SRS i A1 HeeR S el WHiTh Hesrd
F e

4.12.1 S & IUT:

* TR @ 39 WE W 6 3Hw Sud e snuh st % ek B

+  Tdg W W@ 3T HifeT o diY 9ee @ a9 Sl "Jied 7 ue )
*  HifWeR R SO S8l e AR g8 W AT TR 20-30 39 R W |
* P R ST TET T WS Rl T RE TR W A |

+ % R W g UE @ TR S S e 100—110 FEW % whi0r 9 e ht
R

* I Y WY dd €, O eI @ At W FEifed e (seht 9 AN gwd) W W |
» i R THT Bl o el ¥ el F T SR St Wl o SR okt g R’
* el ol aU-g O SR—" YA ¥ 951

* HES UM T B STAN hael qd i Sd 3T T T8l L @ Bl | TR wRd g9
HelTS bl ST 21 1eT, SHY SHols | Ra=ng & Tehdl 2|

* HYR W HY FRd TIT AS-21S AR W SIS 7% of | T AU § feua
BT, TR Y8 Sk W@ 3R 3i1@i bl IR fierm |




6671 em

T 4.8 FWeT W T FXG T TE GAT — d3HT 3N WL gl qil & Rerfaan & siian, grert 3 y7 &7 S gt
3T T TG AT T ¥ 7T St 21

4.13 STRIUIHE M FagH (SmadTaes it v fagn)

SIS Siags Rigm, f fdffea € &8 (RSD) ff #ed €, o7 o U feofy 2
o AeafdeE, S iR 3 TR Fdwi ¥ o A1 AR SreSdl Hegd Bl 8 | 39 -
Ff T Tor A1 A % AR e € R e Y off R

TE YL SAEIR 1 & SR aR-SR Teh ST Tifafe e, e T9T e T & 451 4 o9
& 1 Il M aTell TarereEi | gl © | SHeh JTelel S W a1 St qrHtes Rt
f T GHE 6 I Gehdl 7

1ot

IR-9R T & HEURE & IR F e, HH, waR O el ¥ 5 o Geohdl 8 | HEeR
W HH FH ael B qad A fufq wde oAe g ekt €1 38 w1y 3R 99 ¥ <8,
Nkl @T%i"l%l"ll‘éd_iﬁ?ﬁ%|

4.13.1 I & SUTT
* ITEY 9 9HT e U5 H 99|




*  3TfTEl HEIE % B WY’ (asdf 3R jk1;) % SR BN AT 3R HEE IR
o 9rF E =R

*  O3Y o Tgd HHPR 7 TS |

* FErE IR U8 # TF o TR W @

» Wi (TE TS 9) e iR URE @ TEHd e, dif e 9 e
AN A B

4.14 O 31 O & RE=a (Strain in Legs and Feet)

S FHT I SIS B A W R § << 3R R 8 Hehell 7

FaTa o 3UT:

* O HEl S TH RE TSSE Y % ek R g Wyl W R @

* IR T84 o d B (R WA &1 L) F TEe H

+ R} i SR fefd e & T Tt Se W aifn o JHE-aEe W s i)
P LT B T |

4.15 3@l § 9919 (Eye Strain)

HER F AT AT, TR AR Wi ) eferee @ e | aF e iR o 8 Hehdl 7

e 319 TR Bhiv TR &4 higd Hd €, dl eioh ST ol S 2, Srad i@t o gam=
&l ST B

FHopR foer Rig @ oRfen iR Sh il <8 & SR Bl €1 3HY el R <o 98
S €, e guen @, S, 9 o, R SR weii-ll e @ el 0 gd o @
Tehell 7 |

T % SUT:
* il o fae e |
* HPR W HY B T - =9 U |

* [UI-UET R Uels FYEd 3R ARGl ol IR <
4.15.1 fte Helelt AAwATS & SRGH ot HH A 6 U



* HE Th I SgeT i USSR Y Al Sl | a1 | US|

* ThH I 39 WE W [ 30 R el e Ragent W S arett w9 1 US|
* HERR BhF W 3R g 9FIT T SR GHT-HHT W Yold A9 |

* HEER R HH A THT TA-TRR 9T Te |

*  ThA I W T IR I U A g & foTT ST o7 T S |

* THA % U1 U T S <8 | SRS 8, 3R SeR Wk 9 Ygd o 37 e |
+ el P EE-HE R AR © 3R AR A W A 9" |

* ¥ 30 fiFe # 30 U & fIU w9 30 WX ) R € <d | TEd stE @
IR fireran 21

* T P TeX ¥ 18 W 24 T (TN Uk w1 H gU) R W |

* AR B T SR W R IR @ ASE W THE 7 UY SR 3 A W |
4.16 Ta¥e< (Headaches)

fiRed AR W ST * wiEuE # Réwra = <€ % R B 2

Gl T el gard A1 gfte § gue B @ o e B Wb 2
TGS ok SUT:

+ fafd w1 9 o st A S R SR SR iE 9HE B 39 i e |
* HHR W BT B GHT AT TS R e 75 |

*  da-d | B o o |

4.17 HieTdT (Obesity)

HER W A T dF o WA ¥ AR Tffafer sk = it et g Sl 2
T U gAaRi-eh SUSIUN ol Sf¥eh SUANT ALY ol Tsh Y@ HRUT &+ Hehell € |
T ok SUT:

*  drE-dg oo o 3R A Y IiRes Suee i |

* HE RGN S W TS $ eoh-Feehl IR TfRfd e #R |




4.18 9T Haell fahR (Stress Disorders)
SIS BHR SaeR 3R qaisl ol 9 g el 2 |

HTIER HI e THT Tk ST A W TR R T YUIG TS Tehell © AR HIHES W a4

¢ Hehll &, Y a=rar Bl 7 |

3R I1E ol oo T doh TSR3ENT fhal ST, df I8 TR Seed THEA3 o R0l §7
Hehell B |

TG W A eh, THIET H HHI, TR T MR SToa] oIshiae St THeand &1 Hehel ¢ |
AT ok SUT:

* Y Ued 1 eI T iR ufers o € arelt STHIfRE sy ek sh R R |

* e U R e = famive @ "o o

* O, WIehfaes SUER, o1 Sieed gR1 S T2 <arsl o1 STAN i |

4.19 TUSTT & IUIT | WY

3TSTehel ST ST SR GfeT o RO SEheld &l Sold WU 1 el SEHe hid ¢ |
AR A2TT ol e THT deh TEAHT hT € 3R Rd=re o1 HRoT a9 Hehll 2|

ALY I BIE THT o YA o foru Tesig foram o 2 |

WUty H ThIA 3R HieIE 95 U B € | 3R 39 TWhiA &l 13 3R e % fore wét S
WA 7, dl Flae &l ST i H 9 3K 9% FW IS g 7, e W g 2

S o SUT:

* e HHY d% HH A % [0 THTHE qleh 9 YT H g3 Stehaid ST Y |

4.20 g 9 ST 9=

X Thid U e arelt HEM IS fHRT ol iker <o et AHe SH ol Sce
+H R ol 8, e g i gHen e R

S o SUT:

* WA 9 Ued HR A1 HEEd 6 SUE T HR




4.21 SHOIET HTETIC o ToIT WeT 31 TRaT STavdehant
4.21.1 Teut whia (Hife)

* 3y LED iR ol TEHe &, Rehl SR T&l IR 31aR T2 € |

* T W3S R B ey, fae fefieree &)

* ThH R TS N Rl Tel e =ity e siet o srgfaen |7 8
4.21.2 ®EAE

* FIEIS A S Feh 3R ThiA 9 3T BT weT difeh el dreie fired T |
* FS & ol el 3R SIeEi P WeR 91 % foe vt s B =R

+ FEE R He fRf g e, aif wme | e

FEIE % R UE R U § I B e

4.21.3 HH HaE ()

* I I T SR ol-Recifded gas are eiF =Ry

* ThH, FEE, AT IR 3 SUHTN B GAETHR afeerd fHa < 9ok |

* SlHe et fieR 3R UESSe Bl WIfRT dif e SR sl @t sfaliad gave
Y &= T T |

4.21.4 FHEl

+ gl fer 3R SIREE® B =Ry

*  FEE USSR I ST Wk |

R ey R G R B R W FeRE 3T R S|

4.21.5 W ht MATAhATE

* IehEE U1 BT AIRT 3 ARl Geie ST Heh 3R ST ¥ Yot R Tk |
* IUH o U i Sen WY e |y

*




4.21.5 SEET
*  3fq ARl B ARy, 9ifh SR 3R SURe % e Wel e a1 R

* THY T 9H% 3R RoeeeE T 31

* el 3R Sari W U Haf e =iet ed Seld o 9" o Wil A9 ol
ERESRERIBS IR

4.21.6 ORI 3 wH®
* gy @ U feomea w1 fr Rasfedl, Semi o i fheer @ dren Ruetewm =

THF Shid W 7 TS|
*  Rgefndl W We A AR i STAN TR |
4.21.7 M 3T 7eF

* IO F 3 Grel 3R SAH 4R 9l el g =iey |
* e IR W a9 G 8, @ A5T AT SSHA H TEH HR Fehd ¢ |
* 3ueol § e T e Rt =Ry SR SuETeRdl i srgfaen 8|

4.21.8 HEET W HT T T AT
H T TG Tk F B HAT 9gd S |

HRUE T Teld T AR IRR | w&ifces fosTedl (static electricity ) $¢d=1 Bidl &, S HIX
% el 1 THAE g el ¢ |
[Qraenf-t:

*  HEeR B T T B GHT TSt WedeX 1 STAN R, ik ool H ST 3AR-

<Ierd 9 RI%eH &l s=/E S §eh |
* R He & T W & 1T el Swa faew (UPS) &1 S | 3ud fawen

%! AR dieest Hetdl el €|
* U W HH Fd T IS, TS SR Aokl S ¢1q S =i | Te | A g 9 o
B B 3R 39k SR Tk forsTell wge Tehedt €, R hogex & uied i I 8

Hehell 7 |

* HER R HMH B Y Tee G R Hid AR e hl ST H |



* 3R 39 T AT U HIeX W T A €, O SISdTR i ThAM UEd Tehdl 7 |

* oI W, 3R MR ¥ e R g1 o S, 9 hawt 7 Wehe H & 9% 9gd Sl
T Bk ©d Bl Fohell © |

SN R HM B Y Aaenfai
Oqﬁqﬁéqu;cﬁwaﬂ

@ “@aﬁm

(] W%ﬁa‘raﬁw
@ TSI Y Fra H¥

RrT 4. 9 FWET W 1T FG THT GG HT 177G — T Hiede? 3 UPS T ST &, €17 & TYWT 7 Ug+,
Tt graw Fidl @& ST F- AT ETEAIT @i G & |

4.21.9 AR 3R Hheled | AU &
Al U2 R AR heed WaRAS & Gohd © 3R A fergga gefersii o1 sror ff 7 Hehd B |

QAT
* 3R WIE dR A1 headl T& I R 92 @1 ¢, dl 39 89S <9 (et <9) H oreh o,
difer T <9 T 31X fohe =1 iR 9§ << &eh |

+ foSTel WSS M ] HHT UM H I R R

i o Tl wiel @ foRelt off seiferzeher SUsROT o1 Wiehe w1 A gU @R T € W oA
CIRCAIR T

» Tl BTl W R R R IRR R retendr s St §, e fSsielt # ses o
T G g SAEl 9 STl ¢ |

4.22 gefeATsit 3T mura Rerfer=t @t Teham

ot of e § Bt W off oo o SR fRufd SFR WHE R e A @ W, @ 9% R
ammre feerfe o st Rt 2|




T ferfer wreRferes ff &1 WeRdlt §, S — g, I, TR |

3 HFET RO O S S "okl ©, S — 3 oI, Sedielt 19 1 R, @ e,
AR ther, feremie = €|

Ul el deh SHIHERST i WU Y Fehall €, §€ Y Tehal © o1 IR 3N q=iawoiyg

ThH TR TR B |
S I T s Reufd o Suiie 98 o, ofer o el off, el o ° geRdl 2

e 3D dUH @ — Teh 3=l d¥e ¥ 9Ei-9Hel sfardeei %@ a5 (Emergency
Action Plan) TR %A1 3HY HHARAT ol UG feufq § 92 fown o &M o § #ee fierd
2l

4.22.,1 GeleATd 3T 3mure Rerferat

*  gHedT (Accident): 78 U AR, ARG e gl € S i =t =e o
el © A1 WHM Sl THA Bl Tehell T |

* ITEYT: R 1 fRgere AT iR et €T, i 6 2 ST

* 7T ReIfd (Emergency): 98 T& TR A1 Wereqe feufa Bt @ oW Ta ==
3R FHRAE & ETIHAT Bl 2|

ISTEAUT: R Tes o1 ST et ol SR IS, Ted | 3 &1 S|
&R WIS T gEfeelt 3R st feafodi <t Herer 3R R A o fore e wifskamd 2t €1
SRR Tfshand Tt e | Uh Sl Bl €, Wk $ UHATE TS ol SId & STHR

Seol ST Hahal 2 |

4.22.2 e AR muTe feerfa #i vgam 3R Rurd @ & fagn-fder
* el T YAl B WRT foh whie W e gele B SR i O s feufy €

* 3H% T e @l A 3R MEgesg # are |

* U weisl W wEEH 3 3 e ol S|

4.22.3 A 3 TE Tk W WEg o

»  foRdt gde A oMU fufd | A e # MEEAE % ITER HRAE H |
* ey HEE 3R gHeH €, W il & o6l HiE S 7 |




*  haol WA SR THEIfTd UeieR Safed 2, ST TS WX Ha ot Al ¥ srer fofy
o Hehd B

4.22.4 USE 3 deh T i dI¢ | Ty

+ R we Sfad i Heg wRd 999 9 O9 9 o T o

* e I SR aF ufkEedt 1 U #R]

* 9id % SR freifa Tt w1 aem R

4.22.5 gt MY T Rerfeait # 1ot fmiert oY 1ferR & iy W
&

*  Teg 3R HEAnT Shadt T sifiged i & e & <)

* oo quft fafshe Wear § S 31 gHeh fTe M (certified ) &

* e oY ARG TS €, o Ui o 3T dh TSR R 3T S FeEdl H |
4.22.6 it HUETREAT 3T MUTARIATT ATt o ST T G U o

*  HTSA H A % AR 1 gt e

+ yfiE aftss SEEIREr gRT T e R e R iR I FISYE § B ]|
4.23 QeI o U

4.23.1 BT WY FIRAT (Trip and Fall)

* g q9 B B oW R | gl ar, e 9mE o S 9 9vees s

ST 2|
* U9 B TRT W R TR heeR dh g Tohd ¢ |
4.23.2 TorE@eRt TRAT (Slip and Fall)
* Ig el %, Rl e & IR S =1 we R e aren gere gem 9 g 21
* 2 A I9S-WES HaE, S o 22 g8 <red, ot ROT 81 Wehdll & |

* A ol FEHE WA % fe el we W ‘e eae © Sig | | e S
Bl




4.23.3 TeahoteX 3R foToe & BN arell geleaTt 31K 93 o< & SuTT

+ U I HE B €, olfeh T o=, wieest SR oSt 4 B ¢

*  TEha R IR o1 fowe & e fRem § R S, o foTR | % ST 3o
I B |

* TEhGR R forwe i fEfia st e =R

* foRdl TE o Hond firet A QR Heift T @ e ]|

* 3R TEREE H RN e W TR e W@, A i I e i and |

4.23.4 S ¥ WHH R | BN arelt geenmt

* Yo% I SO T AT U HHH o IRA W e o Hehell 2 |

* g q9 BIdl & STo 9 S TE dlieh ¥ T8l @ Sl
+  gon grfvEd o R 9 TR iR S | @ e
4.23.5 TETdl aEGA | B ATl geeATd

*  Iiel S Told IYH W i =e o Fehdl ¢

* TAd a9 T Ui o Al R W ot geled B Hehelt €1
* IR % U, U § ¥ kel el e Sl HRUT S Fehall ¢ |
* el ol RN fheReR O el T geeht o Hehdl ¢ |

4.24 QeI I Usier

fordt off Tre o gHesl W wEA o foTu G SRl @ UgEE il R 3% WeH Al
g Sl

I fopedt Teerdl bl TEfe § wie o WY, q frfafad wew sord:

4.24.1 TTIET TR i gid HEE B
* EE o TRA % IER i B U (Wefhes Ffser) o fafered werar feemd |

4.24.2 IUY THALTF Tl Jrad o
* gl & Gwiferd HROT 3R wiE ol feRoT s1a wdere bl Wi |




4.24.3 THIH Hi HaS I
*  gEel o IR HRUT H ST H HednT He |
» ey o Ul gEest b Ak & forw 3fa e 33 | Weg |

4.25 3T feerfadi & e

B IS U 3T feferdl sl Surer o for <At 3R kA e =g e | Siaehl %H W e
EREIER ERIS IS B ot S ror i i | 1

4.25.1 urarther fafehaar (First Aid)

*  goft IR o fo Wt fafera fofe s § SueTs B =fey |

*  THH e, SoM, RRed SR AieuRE | Rawra e e aeee & fou sravas
Tt <ist g =few

4.25.2 faga qem

* Ul b ool 9§ TS GREM o SR W S S =Ry, S g 3iR @ |
I golfeehel STRTON | G T

forsTelt foramT & W 3R SSIFERT ol el ®9 9 9 & S S =16y, qiee
I 28 T W a% A 2

+ 3 fefd o forg s aedt el (S gfer, weR forTs, R, Ugeid) @ e dOr

eecl

TR TR 3 HER 3TeH Sl SATdehleli= SUshivll o FEftd i e, i

3ih W 1 9 W® o |

* JATATAhTeA el |1 (emergency exits ) THI GIell TG 3R S7h! <6l STEAT &
3Ty T |

» Rl ol STUTaeTeE gXarst = Raefrat % e i aeg 7 W |

4.25.3 TRt (Evacuation)

*  HHAE H g€ U4l B AR o snara fufa § wF @ st Fof o o ama
@ 2

* 3 feafa § 9@ fewn | frerd & fog R T Sl 21

*

*



4.25.4 Trepret § GH-aseh sl fHer

*  §E=IE (Coordinator) RER Brar ¢ foF a8 smora feorfa & weft =it gefara Frrepredt
(evacuation ) & WfsHT h T |

4.25.5 FETT MRt st ufsramd

T IS & 1T 3T et ufshan =il €, ST SHeht oSl | §dE Sl 81 39ehl 31
URRAIST o ST B =Ry 31X Sardehiel fefd § 3= 98l 9 el e =y |

WS o el & AT, FS A Had F T

* qid E BIS 3R AIEh dehei e g 3R 9 |
* 19 ekt i ot ST Ferral A1t &l iR o =g |

* I Gud o, @ fasheli S @ Teg R

* 379 319 1Y YRS BY DI WHM o ST Fehd €, Wil oTqd WICeh | o = g
STa 7 foh & ol i =it = feren s

* UEholY Al TR o SUAN 7 SR | R el B WX A o WaW Bidn 2 | Sifedi w6
B 3T H |

* ST STselt TRAT (Emergency Assembly Area) B Wge | g8l UgaeR <&
foF ¢ TEhHl MES A TR €, IR G Taferd =afa B g <

4.26 HITXAE TT 310 F T a1l Gl hl Jodich
T YRET 1 Tl HheH & — A T A TRl i Ted HT|

SRR STel W A g&7 YR & TR 2 &

1 & (Electrical Hazards) — <14 fF Z& ToRaeyM i€, it U U Toifesha

A n N A o0
qqcd, gy, 3[IcilS Hiehl |

2 SooFeie @ (Combustible Materials) — S19- @€ diies | @1 T A,

Tehel, Uel IS |
3 Teeiiel (Flammable) S — ¥ o, 79, W)
gel o S ¥ ot freie 3iR <1 o R 2|



4.26.1 3T St AHATH o SUTA

»  mft wHERE B FER CERRaIR wEl W R 3R S STAN H HAT €, THH
SHHR BT =T

*  HRER THERATIR 3R Wi fithed ©IM W TR 95T ol g =)
* o % A, BER TeEfiawR, fasTelt o fem 3R 99ed ol el st F i
*  TIENI o WHA WEE A W, IR S o TR AT A S g 99 |

* SIOEe S Soifdgehel 9, fem, forge oo o foRdt it soifegeel SRl 6
9 9 ™ |

* Tt IYHOT Wl 9 3 (grounding ) W%‘ﬁin%m

*  BRR TeEfiavR @ frfia s e =)

» TR off sl WER By = GaRea Tefeim Suwr | T B O qid wHdets
T S |

»  fRgr o freer Ort & 9 SaerRie wrnt | 6 |

4.26.2 T 3T AT & % Gidl sl Tgar=

Tl A1 SIREY o 3MUR W aiiiehd fohall T e:

* el A (Class A): TTHEl, HILS, HEST — A A 3T 3 el Tohed W B A
e W SNIAR STeld w©d & |

* &l B (Class B): a¥, W 3R 19 — I 311 & &id 9 9o § 311 T Slerd 2 |

* o8l C (Class C): forgd STeUT 3R Wl — 3 &gd oSt § 3 @0 € 3R TR
TRT 9T X € |

* &1 D (Class D): WA &gy < Tr-ifdrm, qréferm iR wifssm — 3 aga oSt
T 3 ThE od B |

4.26.3 3TN &1 o A o ITE0T

T o o S AT B Fehd § | SSTER0T o oI

* el S — S A e, gHuE e | wEe, dfeeT < e

* R — RS A1 g e arelt 3T IR T SRl | freRer arelt R |




* TH & "a — S Tgq 91 (combustion engines ), sﬁa, 3T SﬁT o "I S

oI THT T Oe) H 8
* JHEMNE S — F THET HH FHHBIS & aIaH R & S Tehd & 3R M &
Hehd % |

4.27 3TN A ATA I o Uk 3T ITRT START
* = S e difete § Sarn 0 @ R 59 WehR &t 31 (Class A, B, C, D) & fotw

HI T R ERAIIR IS0 @
3T T o Water Dry Carbon | Mechanical| ABC Dry
CO Chemical Dioxide Foam Powder
Powder
Class A UGS | SUYEd el | YIS el EERER] EERER]
(TThe!, AT,
GRS,
Class B (T, | 399 &l S9ga EERES ERRES ERRER
9, W9 o1fe)
Class C (faga 3ugea =& | 39ge KRR SUYeR el EERER
I9hI0T)
Class D (9Tq¢ | 399 =&l | SUge S T8 | SO el EREEL]
S AR,
e )

4.27.1 3RA9THSR (Fire Extinguisher)
FT9THE Teh TREM SYHI € TR SYANT 31 21 o forw fohan < 2

TE U SR <aEdad U (cylindrical pressure vessel) Bl €, " ww forww
TGET (agent) WX BT 7

STERT T R Y T8 FHehTell a1 € AR ST bl SR ST Wb |
o ¢ few B B, S —

* A (Handle)

* 9% 9 (Safety Pin)




* ATl (Nozzle)

*  IRR IS (Pressure Gauge)

I £ i |

forega stmura Trerfaat | urafaes faferear (First Aid for Electrical Emergencies)
ferga gefeameit o ¢ aR TR = o S €

3R TEl ek W qA S 3R oAt o <Y, o =Sl ol A fohA ST Gehal € 3R e
fSefimaf =g <1 Ferdt €|

e geled aft o 3R el ot 81 Wehdl €1 UH W deohler Ufefshan 3T WEt UG gl
Hecayu! eIl 2 |

S faga TEfe et @, O HiEuirEn § Uae & RO tiied SRR dR A $hedel Bl Bie
& |

2T, fosTell o M o HeAg o foTu BHIM Uk Aqehiel™ Wifsham A (emergency
response plan) IR &l =R

4.28 %IE\NW?IW (Electrical Rescue Techniques)
g ot W g

» el off gele T W 9 gY A S|

* g 108 W HicA

»  FEYE o T W & U S|

4.28.1 9 Tdreror

* 2" o Ul Y o  difea el off fasTell % e | @1

* o AR o Ued % SE-uE o oy off fagd varted 8 Fehdt 7
* 9 q fastel 5€ 9 @, difed o1 frEl o vared dag w1 gl

» e gua g, fasel & 9 1 @@ 98 R <)

4.28.2 Wl o Ufed ek &

+ T TaEl SR S S WAl & e Had ©




*

*

Ffe forsTell 1 Gid s =&l foran ST gehdl, d 3Tcaieeh Haem &< |
3Maes &1 3R R g e =

TRET YRV, S TR ok & 3R S T |

g, U 9de W T F|

Gifed @l heaed 9 geM & oy R-Yereed Tl &l STA & |

4.28.3 BT3 dicest odTa

*

*

TS dledst o=1d o foTe sty ufdneror =) staw=rehr el 2 |
YRETAS ITHIT, S &M AR s[4 et w9 4 e |

4.28.4 WTAtHeh Tafehear (First Aid)

*

*

*

*

Gifed sl @demR (Cardio-Pulmonary Resuscitation ) ol 3Ta9aehdl Bl Tohll B

3R Uifed WH o @ ® 3R S = W B, @ WSl F weifhes ffhe € ik vl
Sl ZATST R |

Seg ¥ e difed w1 fafere werear feemd |
EiaeR ol difed & G0 SRt < 1M FEl gl f3ha T 9o |

HE@qul U9
A. g U9 (Ve & foTT ues wEt fashed )

1.

“Hazard” @1 9er 31ef &1 € 2

A) THeAT 1 gRumH

B) fordt ot W& <iw/feafa S =i o1 I a1 9 9

C) hadl JHEH TeTed

D) hadl 3T o it feafa

ferfefad o @ shiH-® @R @I Elimination & 319%9 82

A) FHIR S PPE B) IR fehaT ol SCeiehR g
C) TR It & # fifgd A D) SR fgel H




3, HRRYd W Lol i & WET RN § 9 o i el 2 ?
A) T/l R B) 3MeReAE W UiEeH
C) 3t st fpu gu 3ueRzor D) YT Hl Teld STA
4. HEER R A F YA o F € (TT) ?

A) 5-10 =4 B) 18—24 9 (T &Y &l 1)
C) 2—3 HiX D) 6—8 T4
5. OH&S it ol T 327 F01 72
A) gl FHIA FEEr I A
B) HHIRE o T@reed, YREM AR TN w G e
C) WA <kt felshl @M

D) TS W HARSH HEHT AT AT
6. i fiu T fashedi ®§ W R Fire Class B | Taiftrd 22
A) THE IR HS
B) dd, 9 3R 7w
C) fearegd S
D) HHREY S og
7. <9 39 R seifagehel BIed o U TEed € AR fetelt =] o €, 31 o el i ?
A) 108/3M9Td HeR TR hicd hil
B) difed =t farr fostent dg fopw dier g
C) SFSIH o ©Tq IUSHR0T Hl SN 7 AT
D) TR&T I & B @ §Y I ST FRI8T07 T
8. Y W IR THEN (S TEH T¢) 1 Teh THRYT AR 2
A) TR ol §gd S T
B) HifeR & S fGw =l sifEl o aeR 3@




C) TIAR Sk = &l

D) iEre &l 9gd A W&

9. frAfafad o @ wIF-T1 HeH Gl e & T9g gfd 82
A) e AN TR " @ T
B) frepmelt TR W 9= IR sufefeai &t St e

C) foToe 1 S&aHeT 7 el

D) forereTiT saferd sl WETHAT hT
10. X W HH B THT R g ST 9 ST AT 2
A) hael e
B) 3l € 3R Aeheid Sid o1q <
C) e HIS
D) i TEH
B. (Roa zom W)
1. TRl B G R GE HA B el STl B
2.  HERYS W I g & Y I e ol Uk SUgRuI e ,
3. AN A AR I @I 39 R @A =

FEd & (HET T F) |
5. foctelt o e SAR-9ed W S9- o T ShegeX Wl 3 i THT UM AT AT

C. UYT ol I 2—4 Ufeaar o ¢

1. Hazard 3 Risk ® &1 3ie¥ 872

2.  HEIA H “Isolation” ¥ 39 fFH =g & 0T T €7 T 3R ST
3. U W SN H UM R HH HH % AT T AR U FART



4.  foraeet A (slip and fall) &1 ek o AT T A T HeH I3 ST Gohd 2?7
(-4 feig)

5. ford s o gt o R SEH W SRl A AT =T 2

D. Ucidh UYH Rl AT 6—10 Ul & &

1. G99 H GHER R 96T § OH&S Hifd Fi 3avaeh 7 3R 39 SIS i 9 oM
Bid €72

2.  wEiEe R f4gd @Rl (Electrical Hazards) & &7 %RUI 3R 39! UHAH &

U fofga &9 o warsu|

3. Wi (Office ergonomics) &1 € 2 Hif+iex, i IR &S o WIS Heaq
% IR H foga e G

4. 3MITaeeie fFeprl ISHT (Emergency Evacuation Plan) ® fa-fora sl =l
M HAT MR ? Teh T TRET 9130 |

5. @i o ¥ (Elimination, Isolation, Minimization ) o RIgidi sl U ar&dfers
ISRV (S TR, WA A1 ) W AN Fch THARY fF WS 3¢ H @ W
Hehdll 2|

TEfIRedT U o I

1—B, 2—B, 3—C, 4—B, 5—B, 6—B, 7—B, 8—B, 9—A, 10—B
e T & I W

1. Elimination (TR & GH HT)

2. Fire extinguisher (3f9mHF)

3. 18—24 (Y U B )

4. RSI / Repetitive Strain (3ieRIUYe 3TaRas fgd / RSI)
5.  Surge protector (TSl WewRI)

e : 39 % H WP it ud o guia: S seva & fo €, fedl et
3UANT o foT T |
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