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CCC fagfiat & fAT LibreOffice RAEda
sAlcH

~

MY 1 : LibreOffice T IRET

LibreOffice T WA Office Suite Software § TSI 3T FHATd, eI, o,
gohleT JAT FFTeTd At & far Srar gl I8 U&h Free 3T Open Source Software
¢ 3T 50 e el gleeh & 3UANT fahar ST Fehtr B

LibreOffice T AT &9 ¥ Document IR WFT, Spreadsheet §1TeT, Presentation dIR
&Yat, Database Management d4T Mathematical Formula Tol@el & folw 3uter fohar
ST B

ggel OpenOffice T 39NN 38 fohaT SATAT 4T, a1 H LibreOffice 3if8i ol oy
g =T Fifh Bﬂﬂ' mgﬁ% ﬁﬁﬂ'ﬂlfu 3R S8dX Performance 39clstl %’I

LibreOffice Y &I faRIvare

1. Free Software
LibreOffice & 39T &dad & ToIT RN ThX FT License Fee AT a1 ISdT|

2. Open Source

SHI Source Code ATaSTTYeh glar & oo DevelopeerTIT Hhd gl

3. Multi Language Support
gg fger gfed 3=e ATSTHT Y Support hIdT %’I

4. PDF Export gfaeT
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far 1 Document &I Y PDF H ol ST TohdT &l

5. 93t Operating System 9 H1

Ig Windows, Linux d&T MacOS 9T 3T & &1 HIdT gl

LibreOffice & 31@' HATIT

licaic FF

Writer Document §eITelT

Calc Spreadsheet Td Calculation
Impress  Presentation SeIToIT

Draw Diagram Ud Drawing

Base Database SelTelT

Math Mathematical Formula fer@sr

FEIT 2 : LibreOffice Writer

LibreOffice Writer W Word Processing Software g ST 39IIT U, 37TdGed U,
SratsTer, Rega, T, Alcd, Y9 e R el & fham ST &

IE Microsoft Word 3 THTA I HTdT &

Writer Window & HE&J #T3r

1. Title Bar
Ig Window & ¥ I 2T 1 &1 S File &1 aF fe@rs &ar &1
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2. Menu Bar
slﬂlﬁ ICIE GG Menu?lT-T %} S

File
Edit
View
Insert
Format
Table
Tools

3. Standard Toolbar

AH Save, Open, Print 37Tf¢ Shortcut Buttons &lc & |

4. Formatting Toolbar

éﬂﬁ Font, Size, Bold, Italic 37ife f9red 3Uaeyr B &l

S. Status Bar
Ig Gad A &I @t § JdUT Page Number U9 Zoom Level G@Telr gl

T 3 : 49T Document SodTodl

ST AGT P YRFEH AT 81T § d 4T Document AT ST &l

T Document FATd & TIOT

LibreOffice @ifelT

File Menu 9 f&Feleh hIfST
New fadeq ?:I:ﬁ'l"

Text Document I TFeleh HIfAT

bbb =

Shortcut Key : Ctrl + N
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AT 4 : Document Save hdl

Document Save el & dg TART T & Computer F Qfl}fﬁ?f g 1T gl

Save H{at T UfhAT

File Menu @IfeiT

Save W Ferer dIfGT
File Name forf@w
Location ?:I)'ﬁ'("

Save Button gdlgU

A e

Shortcut Key : Ctrl + S

Save As T %?

gfe forer Fileﬁm Copy T &lH & Sl & dl Save As I 39T fRAT SATAT
gl

Shortcut Key : Ctrl + Shift +S

eI S : Text Formatting

Formatting T 3T Text HI 3Th¥eh UF AU oAl gl

Font d¢eledT

Font §Gelel & Text @I Design §Gel Sl g

3aTgur:
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Arial

Kruti Dev

Mangal

Times New Roman

Font Size dqeldl

Text &Y 98T AT BIET A & [T Font Size I&aT ST &1

3cTgUT:

12
14
18
24

Bold, Italic U9 Underline

Tool Cop )
Bold Text ACT AT
Italic Text [T LT
Underline Text & #ieh I@T TITAT

Shortcut Keys:

FT  Shortcut

Bold Ctrl + B
Italic Ctrl +1
Underline Ctrl + U

AT 6 : Paragraph Formatting

Paragraph Formatting 3T 39197 Paragraph I SIARAT Fld o Tl fohar S g1
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Alignment & 96K

1. Left Alignment
Text 91§ 3R & Y& gl &
2. Right Alignment
Text &8 3N & YE BIm B
3. Center Alignment
Text T & @S &ar |

4. Justify Alignment
Text &lail 3T SRS ﬁ\'@é’ odr &l
Shortcut Keys:

Alignment Shortcut
Left Ctrl + L
Center Ctrl + E
Right Ctrl + R
Justify Ctrl +J

TCATT 7 : Bullets T9 Numbering

H\?ﬁ §ellel & oIT Bullets 3R Numbering T 393197 foham SITdT &1

Bullets 3GTgI0T

* Computer
* Printer
e Scanner
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Numbering 3GTgI0T

1. India
2. Nepal
3. Bhutan

T 8 : Table dddTaT

Table Rows 3 Columns & AT dadr gl

Table Insert &I T gfhAT

. Insert Menu

1
2. Table Ao

3. Rows Ud Columns 8TRT Y
4. OK Button g&Tq

eI 9 : Picture Insert shI{cdT

Document & 31Th¥e gl & oI Picture Insert THAT SATAT gl

gfsear

. Insert Menu

1

2. Image f[Adheq

3. Picture ?a_lfl'

4. Open Button ¢dTI y

3TEATT 10 : Header Td Footer
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Header 9sT & 3T %@Té &dr & Safe Footer A %.'@Té’ &t gl
Sofohl 39T

e Page Number
e Date
¢ Document Name

feEs & v foar Srar gl

eI 11 : Page Number STelell
yfshar

1. Insert Menu
2. Page Number fdsheq

3. Number TId: Insert & ST

T 12 : Spell Check

ITeld Spelling St HEl el & T Spell Check T 39T fhAT AT g1
Shortcut Key : F7

T 2Tec oTel W7 & Y@r ¥ fewrs & &

HEATT 13 : Find TF Replace

R ereg F Tielel AT Scoled & foIT Find and Replace 393197 fohaT ST gl

Shortcut Key : Ctrl + H

(8)




Compiled by: Jamal Sir, www.iicepatranga.com

3STeIuT:
Ife “India” e N “Bharat” ¥ Scolall arl

FEITT 14 : LibreOffice Calc

Calc Uesh Spreadsheet Software gl
SHAT 3T

. fRae-frae @

o Marksheet SalTet

o Salary Sheet IR et
« Data Analysis Hat

& o fmar amar gl

Row, Column g Cell

ATH faaor
Row  Horizontal ellSeT
Column Vertical elTgeT
Cell  Row 3R Column@r f&eeT

Cell Address 3cTgYUT.

o« Al
e« BS5
« C10

eI 15 : Formula
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Formula Calculation &%y & foIT 3u=ier f&ar arar g1

Formula H2T (=) fdeg & Ix g gl

=5+5
=10%5
=100-20

=50/5

eI 16 : Functions

Function 9§l & §o1 Formula 8l &1

Function FF

SUM g

AVERAGE 3itaa

MAX Ha4 dS1 gEAT
MIN ey BT TEAT
COUNT  &&IT fistelr

SUM Function

=SUM(A1:A5)=SUM(A1:A5)=SUM(A1:A5)

TE ALY ASdE & G AT T ART AT gl

AVERAGE Function
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=AVERAGE(A1:A5)=AVERAGE(A1:A5)=AVERAGE(A1:A5)

Ig Tl AT 1 3N Weprerar B

T 17 : Chart 1T

Chart Data T & & &7 & eifar gl

Chart & YR

Bar Chart

Pie Chart
Line Chart
Column Chart

halb o e

HEJTT 18 : LibreOffice Impress

Impress T 3YANET Presentation galel o 1T fRaAT FTCT £l

sgH Slide §el18. ST &1

Slide & HEY $TT

Title

Text Area
Animation
Transition

bl S

TS Slide Insert FHTAT

1. Insert Menu
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2. New Slide

Shortcut Key : Ctrl + M

3T 19 : Animation 9 Transition

Animation

Text AT Object YT Motion Effect AT &l Animation WFT %I

Transition

Teh Slide & qg:lil Slide YT STel dTer Effect @1 Transitionshgd @ |

EJT 20 : Slide Show

Presentation TelleT & foIT Slide Show T 39T fHIT ST &1

Shortcut Key : F5

EJTT 21 : LibreOffice Draw

Draw &l 393197 Diagram, Shapes T Flowchart STt & foIT foham Sram gl

eI 22 : LibreOffice Base

Base Ueh Database Management Software gl

ST 3YATT Data Store T Manage el & folv fohar ST g
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eI 23 : LibreOffice Math

Math &T 39T Mathematical Formula for@a & forw foamr Smar &1

AT 24 : AGcAqOl Shortcut Keys

Shortcut Key FA

Ctrl + N g7 Document

Ctrl + S Save
Ctrl + P Print
Ctrl +C Copy
Cul+V Paste
Ctrl + X Cut

Ctrl +Z Undo
Ctrl+Y Redo

AT 25 : CCC T & Ageaqol e
TEIAS g

1. LibreOffice T 82

(A) Browser
(B) Office Suite
(C) Game

(D) Antivirus

3 (B)

2. Writer &T 39319 fvg faw frar smar &2
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3AY : Document SalTet & foIT|

3. Cale # Formula f5¥ =g & ¥« &ar &2

4. Presentation 9ot & foIT &IT-AT Software 39T AT FATAT %?

37X : Impress

5. Bold #Y Shortcut Key &1 82

3dX : Ctrl + B

fashy

LibreOffice CCC TRI&T & Hedd. HAgcaqul HIT ol It faeardt Faffa seama &t
T T Practical I TAF &I, @l I AT & CCC GUET H FAheldl Wed HT
Fhd &1 LibreOffice Hgs ﬁawﬁh’r $r Computer Skill AT giar g aur a
FRATIT e FrAT P FeIdT T HT T &1
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