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Home Menu

1. New (Ctrl+N)- 38 3TCH & GRT &H I Uoic Ul BISe ddlel BT By d ¢l

2. Open (Ctrl+0)- $H 3T & gRT &H Ugel I el §$ USTCRAT BISel Bl Wl T b el ¢

www.adityainstitute.org

www.adityainstitute.org


https://www.excellentcomputereducation.com/2020/05/ccc-libre-office-impress-notes.html
https://www.excellentcomputereducation.com/2020/01/introduction-of-libreoffice-ccc.html
https://www.excellentcomputereducation.com/2020/05/ccc-libre-office-writer-notes.html
https://www.excellentcomputereducation.com/2020/05/ccc-libre-office-writer-notes.html
https://www.excellentcomputereducation.com/2020/05/ccc-libre-office-impress-notes.html

www.adityainstitute.org

www.adityainstitute.org

3. Recent Document - 38 3TCHA & §RT & &l &1 915 315 Uoic T FIScl Bl Wieled &l B i
vl

4. Close (Ctrl+W) 8 31TCH & gRT &8 Gell §5 USICAe BIgel Bl o, it Bl DY B ¢ |

5. Wizard (Letter, Fax, Document Converter)_- 39 308 & §RT & AT ofeX I aAT Torsr
T USieA H TTS IS BISd Bl I8, Tarh ol 3R UTdR Ulsee H dhedc del Bl by ld ¢l

6. Template (Open/Save Template) -38 3TCH & §RT & ol A WA & Tgel & Il g3
CHTCIC Bl Weled 31T TATS IS USic A BISH bl cFTele &b ®T H T P Bl B Ald ¢

7. Save (Ctrl+S)- 3T 3T & gRT & ITS TS YSIeUT BIScT Pl B e Pl BT I &

8. Save As, Save All, Save Copy (Ctrl+Shift+S)- T 3TCHA & gRT & Ugel O Jd Yol
WIS ST ATH TAT AhRAT Tl BT P HId ¢l

9. Export, Export as a PDF- 3 3TCH & gRT &H Jels 18 Yol Rl BISd l fhdl 37T olidheld,
AT 37AT NOZTOTHO FISS H TGl Holel BT DI Bl ¢l

10. Preview in Web Browser - 38 3TCHA & gRT &H J& UdT doldl ¢ [ 3R & 39 Uoic U &l
J9 ATBoR/3eAC W W9 af I% Tohd TR & fe@rs ol

11. Print Preview (Ctrl+Shift+0)- 3 37TCHA % §RT & IATS IS Yol Pl TUee Adhrel & Ugal
3T T @t &1 B T & b TS Tec el BTl W Tohd TR T 397 |

12. Print (Ctrl+P)- 38 3Tt & gRT &H I4TS 15 Uoicd &l Weex & eradr & Nee & &1
BT A &l
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13. Printer Settings - 38 3TCHA & gRT & o/ 1 Weex & Wee A a1 & 39 Weex &t
AT P T P P &l

14. Exit (Ctrl+Q) - 38 3Tt W [t i & foram 3nha seUg UiarmeT dee ol SI1dT &

CCC EXAM & faT Libre Office & F4T 7¢ ?

EDIT MENU

1. Undo (Ctrl+Z)- 38 3TcTT &l UAIT &H dd Pld & oI Toddl T &Y UoierT & PIS Teldr &l
STl & T 38 Qe a1H offel &1 & ahid B

2. Redo (Ctrl+Y)- IE 3TCH 3% & 3ecl alaT § | www.adityainstitute.org

3. Cut (Ctrl+X) - 37 3TCH & §RT & Uoicd H olage foFd I text TAT images Pl e T Pl
HT I &

T BT P o

5. Paste (Ctrl+V)- 38 3TCH & gRT & ®c 3R Pidr fFd T text dAT images &I 37T=r
HTTSYHATFHR FUTA T UEE I T B Al &l

6. Paste Special - 39 3TCH &7 YA &7 dd Hd & oI [hAT 37T WIH I &7 R 3iR
Ifherd Gl Teh 1Y BT B § a 3 HTHA b §RT &H UAT HTASIBATAR SFaC dAT
ITRPaFE &Y UEC et BT B Pl &l
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7. Select All (Ctrl+A)- 38 HTTHA W fFeldh B & BISel H TBT AT A T aR A g Ryelae
RECICIE

8. Duplicate (Shift+F3) - 38 3Tdd W & &Xd & Helae Y T Ifthad a7 SFHC &r
ZTellehe TUY I STCT B

9. Find (Ctrl+F) - 39 37Tcdd & gRT & Presentation & 150 fopd 1 t(RIIM% # § TULAS T3 372aT
SIS Pl o=t T B I &

10. Find & Replace (Ctrl+H) - 38 T8 & §RT & Presentation # g 4 I3 37T W3l &l
foReY 31T IS 31UAT S & dEolel T B HId &l

11. Points/Glue Points (F8)- 3§ 3TtH & §RI g4 I Shape W TABC ol SITd & [oletdh!
TerIdT & & AMRhay &Y fhdY 37T Shape & aRafdd & @ad &1

12. Hyperlink - 3 37T & gRT &3 3Tl91-3719T YT W TATS IS BISel Bl Ueh & Blgel F Sisa
T P A B

CCC Libre Office Writer Notes / fors 3Tf%hd 82T - New!

VIEW MENU www.adityainstitute.org

View &7 AT BT ¢ @S a1 df 38 Menu H & dT8 915 Presentation @T 4 views mode &
change T W Fhd & aY ST & &Y fhT View H AR Presentation fohg UhpR & fe@rs T &1

1. Normal- I% View default 1T & 37T I% View Ugel & & set AT & &AR gRT IS STl aTell
Presentation 38 view & &1 &Il § & 38 Normal View 3l &g Hhd T

2. Outline- 38 view WX [Fad & & &AR File A gT8 718 FHT Presentation Teh AT GelehT

Outline View # f@rs & oarclT & |
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3. Notes- 38 view & gRT & Presentation & 19T 31T Notes @ Hdhd &

4. Slide Shorter — 38 view TR fFele T & File H T8 715 T4 Slides BIE-BIC &T A T ATY
Screen W f¢@Ts ¢ 9Tch &

5. Master Slide, Master Notes, Master Handout — 39 view @I Master view SHTOU Hgd ©
N6 SEA Slides § Hafewd Ugel & dgd @ Formats & @ & 7591 Formats WX & 370l
Presentation J<TT dhd & dAT Presentation & o137 Notes & 3 & Teha &l
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6. User Interface - 8 3TCHA & gRT & WISl & 5cIhd Pl TEUSS ColdR Td TH9ITel Colar 31T
g H W Hhd &

7. Toolbars - 38 3TCH & §RT &H Ui HTaSYhATIHR TR &l Giel Fehd B

8. Status Bar - I EAR WIATH H AT &7 3R A & 38 IR &b gRI gH FW A 31 1 B &b IRk A
TdT ToIdT & o8 AR BIsel F bl Ut a2T fohdey IS Ta fohg HTT &l U197 &Y T6T & ScaTic |

9. Slide Pane — 38 3Tl W & & & Left Hand side W T bar @S &t & T gAR
ISl A TATs IS THT Presentation T ATY fE@TS ¢ 9T & 31ATH & ¢@ Thd ¢ T foa Page
W H PiT T Presentation I<T I@T &

10.View Tab Bar — 38 view W fFelh a¥al W View Tab Bar G@T$ ¢t a9rdl & 3R ga: foretem
¥ UX hidden & ST &1

11.Ruler— Ig TANY BIEl A T Scale FI ae @S Sl §, 39 3T W T IR [Ferd el T
IE I & AT & 3R SR fFeteh ey UT aray 317 STy &

12. Grid and Helplines — 34 view TX fFeldh d3d & Presentation U Grid and Helplines 13T SITciT
© 3R g TFefeh @h¥el WX hidden &l SiTel! §
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13. Comments — 38 view WX & d & Presentation W @& 3t comments show &I 9Tt
el

14. Color/Grayscale — 38 view WX f&Feldh did &I color presentation Black & White, Grayscale &
gRafad & ST &

15. Slide Transition — $ option & gRT & fAclere T 718 31yar G Slide W & §T Transition,
Duration, On Mouse click /Automatically after duration Slide effects apply X Had &l

16. Animation — 38 option &I gRT & fAelere fohT 3t Text 372l Images W e §T Animations,
Duration 3c311¢ set T Hdhd ¢

Ie Bars open &l STl & 3R {3 §T Functions &I use & Hehdl ¢

INTRODUCTION OF LIBREOFFICE [CCC]

INSERT MENU

www.adityainstitute.org

1. Image, Audio or Video, Chart, Table, Media, Object & Shape- 3 option & gRT & 3 THI
options @I 3194 Presentation ® apply & Jhd &

2. Photo Album — 3d option & gRT & 30 Computer H store THT Photos &I T &1 ST
collect & Photo Album Tl & R Id & AT 3 W feF §T Animations Effects o7l &
Presentation & Thd &l
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3. Text Box (F2) — 39 option & gRT & Text Type &{a & TolT Text Box Tl &l R &l &l
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4. Comment (Ctrl+Alt+C)- 38 option & gRT & fdede fhT §T Text dUT Graphics & dR &
Comments (f9R) for@Y &1 B T &

5. Fontwork- I option Ms Word & Word Art option & dig &1 &dl & 39 Text &1 Style &
eI dgd @ Text Formats e &1 & TS €37 310 gRT Type fohT 3 Text WX apply X Hhd &

SIsa) &l P A &

7. Special Character-J% a% word 81d & foie & Keyboard & #TEIH § Fel g1 Jhd ol - V, 2
etc. 9% ToIT & 3H option T TATIT LA &l

8. Slide Number-39 option & gRT file & T8 715 T Presentation @ number AT T BT TR

i www.adityainstitute.org
9. Fields- & 915 $hIead I 30T SR b HATTdh SHE Be Dl PRI P B

10. Header and Footer - 15X & Add UsT &I ST REAT TAT Fex & Aderd Ut a1 fager
feean 3R St o ot 51 58 Torw ¢ & a8 Tl Wisol & |l Uil WX g STrelm & 31K ferdl ot vep
UST & e I ot Ua @ & Srar &l

11. Form Control — 38 option & gRT & web page # use & dlel Icons @I presentation &
insert Y T &l

CCC ONLINE EXAM PASSING SERIES - 2020

FORMAT MENU
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1. Text, Character-38 option & gRT &1 Select {&hT 31T Paragraph #T Formatting @ &l &I
®{d & o1 — Fonts, Font Style, Color etc.

2. Line Spacing — 39 option & gRT & Select fhT 31T Paragraph & &< Line Spacing @I &§¢
T BT P A ¢

3. Align- 38 option & gRT & Select foFT 31T Paragraph @ Align & &7 BRI dXd & o4 — Left,
Center, Right Align.

4. Lists, Bullets & Numbering- 38 option & gRT & Select T 1T Paragraph @ Bullets &
Numbering @Y S[9TTeY &T BT PR &
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5. Clear Direct Formatting (Ctrl+Shift+M)- 39 option U fFeld & & Paragraph U 98 IS
Formatting &€ STciY &1

6. Paragraph- 39 option & g§RT & Paragraph &I 8¢ &el &l B Hd ¢l

7. Table, Image, Shapes- 38 option & gRT & Table, Image, Shape ca1fe & 318 Formatting
SIS BT BT A &

8. Shadow- 3H option & gRT &7 Select fhT ITT Text UT HIA P BRI A ¢l

9. Rotate,Flip,Convert- & option & gRT & Select f&hT 1T Graphics @I Rotate,Flip,Convert
31T TR H B WA &

10. Align, Arrange, Group- 3 option & gRT &H Select fhT 31T Graphics @l Align, Arrange dT
&l a1 a1 ¥ 31f9% shapes @ select FT Group T BT BT A &l

IMPORTATION LIBRE OFFICE ONLINE TEST -2020

SLIDE MENU
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1. New Slide (Ctrl+M)-3H option TR click &d & open HISel A & T 5 Slide Insert & ST &

2. Duplicate Slide- 38 option U click &¥d & open slide & duplicate copy a1 STc &1

3. Insert slide from file- 34 option & gRT & Libre Office Writer I1 Ms Word & Type Text &l
Insert BT Fhd &l

4. Layout-3H option & gRT &1 Slide & layout @ d¢elel BT B HId &l
5. Delete Slide-39 option W &eTeh HId & Current Slide Delete & ST &1

6. Set Background Image-39 option & gRT &1 Computer ® store image &I Slide &
Background & Set & Thd &l

7. Properties-3& option @I §RT & Slide &I properties & set Tt &7 B HI ¢l

8. Show/Hide Slide- 38 option & gRT &1 fedT 8fF Slides @ Presentation & Show/Hide T
el www.adityainstitute.org

9. Rename Slide- 38 option & gRT & Slide & ATH &l dcelel Dl B I ¢ |
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10. Jump to Last Edited Slide (Alt+Shift+F5)-3& option T [&eled @ & Current Slide Last
Edited Slide aTel T WX set &l ST & |

11. Move Slide (Start, End, Up, Down)-38 option & gRT & Current Slide @I Starting #, End
&, Up a1 Down & move &R Hed &l

DOWNLOAD FREE CCC MCQ COMPUTER FUNDAMENTAL QUESTIONS

SLIDE SHOW MENU

1. Start from First Slide (F5)- 30 option W &Fold TR & B H TS 35 THT Slides Fr
Presentation {[& ¥ start & SITdT &

2. Start from Current Slide (Shift+F5)- 389 option W Fddh R W HEa A I8 715 oY
Slides T Presentation [& & & @l 38 Slides § IdT & STal ART HEI aidT &

3. Rehearse Timing - 9 option & gRT & Slides &I Presentation & 9T dTel GHYT T SATTDR]

eI B
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4. Custom Slide Show- & option &I §RT &H Slides Y 3UAT HTAIhATAR Customize HT
Hohd & 37UTd Pi T Slide Presentation ® {58 Number TR Present & Ig set & od gl

5. Slide Show Settings — 5 option & gRT & Slide Show & Fafd Settings ! & Hhd ¢l

TOOLS MENU

1. Spelling_and Grammar (F7) - RMEM® &d AT ST g3t & A 8 @ 3t ar Tafeir
TATIIT Pl & a1 o aet & Fa T aEa 3 § ar wfaRede Tafaar weandr € 3
ATl Y &H 5T TTHA & GRT Tl Y Tohd o

2. Thesaurus/Languages- 39 3TCHA & gRT 8 Word &7 GaTIar=i vd frdt Word @t fopaY 315
Languages H TIHT Tl &l B Hld ¢l

www.adityainstitute.org

3. Color Replacer - 38 37TcHA & §RT Shapes 31dr Text & o191 Color @I Replace & Héhd gl

4. Auto Correct- 38 TCH & §RT & WIITE TEY I H Yd 30T JACIRATAR JTCHA Bl
e A & & 3R A & &7 PSR 357 A § T 3T 39 370 3T Tl el ST

5. Media Player - 39 3TCH & gRT & Presentation 3 Media Player @7 use & Video &I eIl
ghd B
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WINDOWS MENU

1. New Window- 38 3TCi WX fFefeh ¥cl & Gell g5 windows &l Teh S il I SiTell ¢

2. Close Window- 38 3TCRIeT TR febeleh el & Gell §8 windows &ic; &1 SiTelT & |
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