
HIMACHAL PRADESH JUDICIAL ACADEMY, SHIMLA
l6 Milc. Shiinla- Mantli National Highway, I)istrict Shimla- l4

Itrst. vide Noti.llcation No. I lonrc (E) 3- I 7/2003-ll datcd 2.1'r' Novernber 2005 |

Phone: 0l 77-2779960
e-Mail a-h nt irr

T elef ax'. 0 l7'1 -21 1 9960
Web: www.hpsia.nic. in

Ref. No. IIPJA/ t lbuntu./Ministerial Stalll2022/

'lir
Datedi

Subject: A three days training programme on "Ubuntu-Linux 20.04 &
Libreoffice-Writer/Calc 4.2" for ministerial staff working in
subordinate courts of tl.P. w.e.l'. lOth Orctobor, 21122 to l2tt'October, 2022

Sirs,

.'Jai Ilind'l

I have the honour to sa),ihat the Academy is going to organize three days training

programme on "Ubuntu-Linux 20.04 & Libreoffice-Writer/Calc 4.2" tbr the Chief

Administratiye Olficers, Superintendents, Senior Assistzrnls, Junior Assistants, C'lerks, P.S.s/P.A.s,

Stenographers, J udgnrent Writers and Steno-lypists etc. working in the establishments of Civil &

Sessions Divisions, Shimla. LIna & Kangra at Dharamshala . 'l'he schcdule and venue ol' the

training programrne would be as tbllows:-

Schcdulc Venue

('omputer l,ab,
lliniachal Pradesh
Judicial Academy at

l6 Mite, Shimla- Mandi
National t lighway,
t)istrict Shimla- l4

Number of participants
required to be nominated
from C'ivil & Sessions
I)ivision:

From 'lo

10.10.2022 I 2.10.2022 Shimla
Una

Kangra at Dhtu'amshala

:10
: l0
: l0

A copy ofcurriculum is annexed herewith lbr kind perusal, please

I

l. I'he I)istrict & Sessions Judge, Shimla, II.P.
2. 'fhe l)istrict & Sessions. Judge, Ilna, [I.P.
3. l'he District & Sessions Judge, Kangra at l)haramshala, Il.P.

,

I

I

I

I



I nray. thcrelirre. request you to pleasc nominate thc aftrrcsaid ollicials lrom

your Civil & Sessions I)ilision kr urrdergrr this training on thc schcdrrleil datcs. I lowevcr. it is

requested that you'kindly ensure that the officials. who are to supcrannuate within a period o1'

one year nlay not bc nominated l'or lhis programrne.

It is also submittid that once the nominalion ol'traince- participants have been

made and forwarded to this office. no oxcntption or lcave ol'any kind ntay be granted to any of

the nominated otEcials. Ihis tact may also be brouglrt to thc noticc ol'the norninated officials

for their information and sirict oompliance by them. It may kin<Ily bc hroughl in thc notice of

participants that Acadcrny is providing accornnrodation to the trainces. Nonc ol'participants arc

allowed to bring their fam ilylrelatives and resides with them in the Academy accommodation.

1'hanking you,

Yours faithfully.

r{ /.-_
(Rajeev Bali)
f)irector

Endst. No. HPJA/ I Ibuntu./Ministerial StatTl2022/ SeJl-q
Copy forwdrded to:

I . The Principal Private Secretary to I lon'ble the ('hicf.lustice (l Ion'hle Patron in-Chiel
of ther Academy). lbr information. please:

2. The Sccretary to Hon'ble Mr. .Iustice Tarlok Singh Chauhan. Judge, Ilon'ble lligh Court ol
Himaohal Pradesh (IIon'ble Presidcnt olthe Acadcmy)l lbr inforntation. please: (tly e-mail
only)

3. The Worthy Rcgistrar Gcncral. flon'blc Iligh C'ourt of Ilinrachal Pradesh. Shimla. lbr
inlbrmalion. plcasi:

4. 'fhe System Analyst of Academy rvith the direction to upload it in the Academy wehsite.

llaterl: 21 -1')s) 2



HIMACHAL PRADESH JUDICIAL ACADEMY
I6 MILE. SHIMLA-MANDI NATIONAL HIGHVr'AY. DISTRICT SHIMI-A I71014

lF.st vide Notification No Home G\ 3-1712003-Il dated 246 November 20051
Phone: 0177-2779960

e-Mail: ia-hp c.l n

Telefax: 0177 -2779960

Web: *rvw.hpsja.nic.in

Three-Day Training Programme on "Ubuntu-Lirux: 20.(N & Libreofiice.Writer/Calc" (as Customized by the Hon'ble
eCommittee. Supreme Court oflndia) for the Civil JudgeyMinisterial StafT of Subordinate Judiciary of H.P.

Vende : Computer Lab, Himachal Pradesh Judicial Academy, Shimla
Perio!: Three-Days

Date & Drv Session Topic Faculty
10.t0.2022 Registration ofParticipants (9.45 AIU to l0:00 AM)

I
Introduction of Participants
Aims & Objective ofTraining.

Direcror,Deputy Director,
H.P. Judicial Academy.

II Basic Operating System Concepts- Why Ubuntu-
Linux- features & benefits
What's new in Ubuntu-Linux 20.04 (ecommittee
customized version)

Sh. Pawan Kumar
System Analyst,
H.P. Judicial Academy

lIt Ubuniu-Linux 20.(X- Mrnrging Files srd
Folders

o Drag & Drop for Copying and Moving
Files and Folders

o Dynamic Search ofFiles Browser
o Recent Files/Folders View in File

Brows€r
Ubuntu-Linux 20.04- Useful Application

o Clipboard Manager (Clipit), StarDict
Dictionary, PDF Shumer, PDFMod ,

t pdalinp Ubuntu-Lhux etc

Sh. Pawan Kumar
System Analyst.
H.P. Judicial Academy

tv . Ubuntu Software Centre
. GcM: An Overview
. Cloud Storage
. Other useful Tips & Techniques

1t.10.2022 I lribrcoflice -Writer - Ar Overview
LilrrcOrlice Writcr-Brsic Tips

l. How to avoid the following five frequently
commitled mislakes:

i. Use ofspacebar in place ofTab
ii. Us€ of Enter Key in place of Paragraph spacing
iii. Use ofEnter Key for Page Break
iv. Use ofManual Paragraph Numbering
v. Use of Manual Page Numbering

2. Useful lips & Techniques'

Sh. Pawan Kumar
System Analyst,
H.P. Judicial Academy

II 3. File T)pe in LibreOllice Writer:
i. Tools ) Options) Load/'Save)

Geniral) ODF Text Document (.odt)
ii. Backup ofDocument
iii. RecoveryofDocument

4. Difference between Autocorrect & Auto'lexl
5. Useful Tips & Techniques

Sh. Pawan Kumar
System Analyst,
il.P. Judicial Academy

lIt Libreollice - \trriter Paragrxph & Page Numbering
Simple Prrsgraph Numbering
I sing 'F I 2' for simple paragraph numbering
Outline ( Multilevel) Paragraph Numbering
I-se ofTab and Shift Tab Key for Multilevel (Outline)
Paragraph Numbcring
llow to have unnumbered para in numbered list of
paragraphs

Positioning Issues in Outline (Multilevel) Paragraph
Numbering and how 10 solvc them

IV Page Numbering
(i) Insert Header./Footer
(ii) Page Number, Page Count

Sh. Pawan Kumar
System Analys!
H.P. Judicial Academy

Sh. Pawan Kumar
System Analyst,
H.P. Judicial Academy.

I

I

Sh. Pawar Kumar
System Analyst,
H.P. Judicial Acadcmy.

I



(iii) How not to show page number on first page

(ir) How to have desired number series from
desired page-

Useful Tips & Techniques
I1.10.2022 I&II LibreOflice Calc:- An lntroduction

l. Concept ofDatabase
2. LibreOlfice Calc: Basics
3. Spreadsheet Basics

a. Cells,Rows,Worksheets
b. Cell Address, Cell References
c. Worksheet Layout
d. Formulae Bar & Synta\

4. Using Arithmetic Formulae in Calc
a. Sum
b. Avgrage
c. Count
d. Minimum
e- Maximum

'f. lf
g. Multiple Worksheet Formulae

Sh. Pawan Kumar
System Analyst,
H.P. Judicial Academy

III . Salary Statement using Different Fomulae
. Pendeocy Disposal Statement
. Data Analysis Techniques

o Auto Filter, Standard Filter, Advance Filtcr,
Remove Filter

o Validity
o Consolidation
o Pivot Table. Pivot Chart
o Grouprungoup
o Freeze
o Ilxporting worksheet to PDF
o Protect Sheet

. Page Breali Preview, Printing ofworksheet

. Other Useful Tips & Techniques

Sh. Pawan Kumar
System Analyst,
H.P. Judicial Academy

IV Questionnai.es
Feedback

Valediction

Director/ Joint Director/
Deputy Dircctor,
H.P. Judicial Academy.

Timing of sessions:

Scheduled Time to reach at H.P. Judicial Academy on Day-I" at 9:45 A.M, Sharp.

I Session

Il Session I 1 :30 A.M. TO I :l 5 P.M.

III Session 2:00 P.M. TO Oli:00 P.M

Mession
Tea Breaks I l:00 A.M. TO l1:15 A.M. & 3:00 P.M. TO 3:15 P.M

Lunch Break l:15 P.M. TO 2:00 P.M.

C cr
(Jo trector)

I

I

10:00 A.M. TO I l:15 A.M.

03:15 P.M. TO 5:00 P.M.

,

Judicial Academy, Shimla

I


