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> “Introduction” <

U AT ST G0 A |
(FITHIF TS IR FACI, ©OR FRCI)

What is computer (F™C5R f57) 3
Computer 3 @& =+ | @7 =g o275 &f e 9 7@ | @S *m  Compute 3 @Er

Computer =g TeoifG | FFATHH Gs SCERH I | FPTOR =0 NS« o =1 77,
7 I AR 3 | FEOR e @ ¢ PraeEs S W T e | SR &awe
SR T fof I3 fescer FEoR Aiffos ¢ @ifes IR e HE Fel A4 IF | 9
AR T TR PR IR, S @ifE Ot TR (I (@1 e IS0 R SAF A AL
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> IEATHIER eI 3 -
1:- CPU= Central processing unit.
2:- Monitor.
3:- keyboard.

4:- Mouse.

5:- Speakers.
6:- Scannar
7:- Printer

8:- Pendrive
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ok 3 e ok

ST (@] SF A | A A [ 203w Seea 1610 R =it 541 | 957 I3
Gy AP SHT2 (A PACO A |

1- CPU T #7120 @R &,

2- Monitor €3 TN (I #1230 e 1 W qea1 A0F, WAl S(o = F1esicas CPU
@3 @ On OF 3159 =itz ©f ON FF = Areiqiq SI851F €t 27 |

sk Qq‘w**
 Mouse 1% Jt?
Mouse 25z 513 (Cable) 31 SItad F=IE FIBHICEd T AIE (Z6 G0 @ | SR
IE 4T TR0 [T AT (TS ARG BYLAT TS (M ©I2 TICOT G T W6 A =7 |
(T, TG LT FEACHIET NFO FIE F41 27 | A[SH AN T 20O YT ACE, WA
TCIHTST FAET FEACHIET *MIT a6 O (Arrow) Tevel I | ©Rba e[y 31 vame
R Toig AT TEH TGOSl I T7Es S0 27 | WA T (0T O T A&
ETICAE P& A |

Left >

TSH FIRRIET ANE 1w |

% Mouse @3 “fa5x

A8 @ G ==[T fods 96w Aes s (Left Button) a1 TSGR s AT AT |

w2 (Right Button) a1 S8R Tl #Aic+ it | fov1 (Middle Button) 2 Sest @1 W&t 39199
e, | (Middle Button) «3 rer ©-1ta fSes 8ot w11 21 | SIF S0 A0S TF ST IS
R &y (A e #eic (Left Button)

A (N TR GO B Gy w152 e (Left Button) 1399 i S0 =1 W
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< What Is Keyboard (-3¢ f&?)

FFTHICET FI-TATC GR 512 AROTIT FI-(AC (FACO AT G2 G (58 518+ FROIIA -
TS @O ¥y STFF 5185 DR IS ¢ | 58 FTHIET DI-TAMC O 5127l F41 QO1e
LTINS P& AT &I | T 7P (@O (G (I a1 I 512 41 2341, 58 =g
3 3 RUeR F1E I T @A G I T G K @ONE 2 ACHRAT [
(Modifier Key) - @, f6 (Shift), G (CTrl), s (Alt) T @rom | -
TS AT Sod & @ AT, ©rg T2reie At Heow B (3 o155 S99 S
FI-TATC 08 & | TONT TTRCAG GF U & AT SANoie P G5 P4l A |
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> Use keyboard (-3¢ @3 1727)
SRl S FRACHCR AR G SO iy Fier 41 A, IR ST AT Ze0TE G18PR
R | SINCAR TSR TR AN ©Ieeel +ifdfoe z0e =03 =i foa (ree =it s
AN OIS JXY ¢ o/ |

v U Te:- Tl 'iced Red (F1FT) S5 @I Tl (1) @ I @R Blue (f97) et 2o1eq

(L), Yellow (=) =it @163 (K), Green (3]%) &% 1t (J+H)
R: 5: T Qres IgE ApE 120 TR Fro| TS |

v N Tre:- I 2o Red (71T O3 (A) T PTGk AR Blue (7e7) st 91
(S), Yellow (=w) @t 99167 (D), Green (3R@) S5t 963 (F+G) N ACS =201
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2 Microsoft Wor?i_ Z

> What Is MS-Word? (4%, @- ea16 7)) s ames Microsoft stafae 3¢s qemeose
Microsoft Word -tz seset MS-Word 3¢ 1 st Windows @3 si&€its @3l @aie &eir | Antee
ceim | MS.Word e ereicea s e giers fifegy aeas Drawing —a3qsier 41 I3 |
v Microsoft Word « =17 e e e w11 errics Working Space (i ¢=7) e1l =31 |

> How To Open Microsoft Word? (4s. - S3I¢ 5ieae)
® Click On Start Menu / Win Key [From Your Keyboard]

® Click Programs
@ Click Microsoft Word

*% ww Kk

> How To Open A New Document? (Fita o THCIG $F10o 23?)
@ Click File
® Click New
@ Select Blank Document
® Click OK [f#tare =5=(G > (ctrl+n)]

> How To Close Microsoft Word? (et as. @3- G316 3541 q?)
@ Click File
@ Click Close
® Click Yes/No (3f%f Save F4cs 519 ©r=teT Yes K Save I 71 5121 No 5 )
® Click File (sjr%)
® Click Exit [fare =515 >ctrl+F4]

Ak Qe ok

» How To Save A File? (F12=1 fFoIta e I 27?)
@ Click File
® Click Save
® File Name Box @ S+ @ Tt Save FACeb« (72 NG &1 |
® Click Save [ =BG > (ctrl+s)]

» How To Open A Saving File (R Fa1 F12T o1t $#1e 230?)
® Click File
® Click Open
O S @ T2 4Fce 51 ©of Select T |
® Click Open [T =5=(G > (ctrl+0)]

kk b-ﬂ‘w kk

» How To Save After Editing? (RFe1ts 13T FMITR A= {7117 ITRTH a1 IH?)
@ Click File
® Click Save
® Or, [Ctrl+S [From Your Keyboard]
O [RFErE =615 > (ctrl+0)] [RFre =515 > (ctrl+s)]

> How To Select Any Text Of The Document? (FFeita w1t f&io %4t Trw?)
WWWW@WWlWW‘H,WWWl Page 5 of 56




e By Using Mouse:
Text o 4= Face =3 Insertion Point & i@ Text @3 &2tw/*tg @ Insertion Point & Gt
o 0o =3 |

e By Using Keyboard:

A (A Text B Face =@ Insertion

Point fo ¢12 Text «F &ACT/¥TT LTS TJ |

[fecare =BT > (Shift + Arrow Key) (<,1,—,1)]

> How To Select A Whole Document? (RFeita s/« w3cs fafo w4t T13?)
@ Click Edit
® Click Select AlL
® Or, Press Ctrl+A [From Your Keyboard] [Rr€ =515 > (ctrl+a)]

*ok ST P **

> How To Delete Unwanted Text Of A Document? (i3 SFCICHT (I SRATAGTAI (<11 T=T T?)
® Select / Block / Drag The Desire Text
® Press Delete Key [From Your Keyboard]

> How To Create Undo? (Feits i 1t &g fefac st wmre)
@ Click Edit
® Click Undo
® Or, Press [t =515 > (ctrl+z)]

kSO P HE

> How To Create Redo? (Feits fefie 12 3w tvat 1312)
@ Click Edit
® Click Redo
® Or, Press Ctrl+Y [From your Keyboard] [RGIr€ *5=1G > (ctri+y)]

> How To Set Same Text Into Another Place? Copy (RT3 @38 Tt &+ Sieei (al T3e)
O S#f ToFF =R* Copy F0e b (18 =k*5F Select I
® Click Right Button of the Mouse
® Click copy
® Or, Press (Ctrl+C) [From Your Keyboard] [&c3r€ =53 > (ctrl+c)]
® Gevi Copy 31 SR*TF @2 PACObN GTI Insertion Point & e |
® Click Edit
@ Click Paste
® Or, Press Ctrl+V [From Your Keyboard] [Rer€ =531 > (ctrl+v)]

ok 33 O e

> How to Replace A Text Of Your Document? (o1t w14l gi=Iga 41 T13?)
® Select The Required Text
® Click Right Button of the Mouse
® Click Cut, [T =515 > (ctrl+Xx)]
O @[ Cut T SRHATF @RI PACS BIF G Insertion Point & 213w |
® Click Right Button of the Mouse
® Click Paste [fear€ #5515 > (ctrl+v)

O OF FH **
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> How to Change Font Name/ Style/ Size/ Color/ Underline? (it @A, 5613+, WIS,
R, WSFERS THAl T7? )
® Select The Required Text
® Click Format
® Click Font
® Click Font [Again]
® Select Any One Font (From Font List)
® Select Any One Font Style (From Font Style List)
® Select any one Font Size (From Font Size List)
® Select Any One Font Color (From Font Color Box)
® Select Any One Underline (From Underline Box)
® Select Any One Underline Color (From Underline Color Box)
® Click OK [fFtare =515 > (ctrl+d)

> How to Find Any Word? (Feitq tafae ¢RIt o&r (7 341 T137)
@ Click Edit
® Click Find
® Move the Cursor/I-Beam (In Find What Box)
® Type The Desire Word (1 gecs b1%)
® Click Find Next %7 g7 S @ *%f5 {ece vieke @18 *fs Block =1E #1126 TR 20 (10T |
® Click Cancel / Close [[tare =515 > (ctrl+f)

Do o P AE

> How to Replace Any Word? (Feita w1t efsgr=iw <1 21?)

@ Click Edit

® Click Replace

® Move the Cursor/I-Beam (In Replace Box)

® Type The Desire Word (T *f5 #ffaed e 51%)

® Move The Cursor/l-Beam (In Replace With Box)

® Type New Word (7R 33 T TS 512)

® Click Replace (93f5 =1 Afie Fac9)

® Click Replace All (932 7% 79 =TI “Af7TSq FC©)

® Click Cancel / Close [f&ar¢ =535 > (ctrl+h)

> How To Go Specific Page? (Feis fafie =i aneat Fwz)
® Open the Replace Box)
® Click Go To
® Select Page Number (From Go To What List)
® Move the Cursor/I-Beam (In Enter Page Number Box)
® Type Desire Page Number
® Click Go To
® Click Cancel / Close [Reare =535 > (ctrl+g)

FE 38 O P H*
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» How to Print Preview a Document? (fFeitq 5317 «td Txeroft ¢ast Tie)
® Click File
® Click Print Preview.
® To Go Back To the Word Editing Screen
® Click Close (From the Preview Toolbar)
® Or, Press Alt+p [From Your Keyboard].

> How to Print a Page? feita gt % st e
® Click File
® Click Print
® Chake the All Settings
® Click Print

® Or, Press
[Feare =515 > (ctrl+p)

*% Y@ o P F¥

> How to View Full Screen? (RFeitz et (B 354 ~iee awfe x3?)
® Click View
® Click Full Screen
® To Go Back To the Word Editing Screen
® Click Close (From the Full Screen)
® Or, Press Alt+C [From Your Keyboard].

> How to View Zoom? (fFeits 9 I8 3 Tl T ?)
® Click View
® Click Zoom
® Select Any One Zoom [From Zoom To Button]
® Click OK [f#are =535 > (ctrl+Mouse Roller)

FE DY O FA K

> How To Show Ruler? (it Ruler v %=t 1131?)
® Click View
® Click Ruler [In Check Box| (3 6= o= =1 a1t=s)

> How to Show Toolbars? (Feita §=R= eva =t Trm?)
® Click View
@ Click Toolbar
® Click In Check Box - (3 6= o= i1 21t=)

> 39 °OF P :-

> How to Create Header & Footer (Felts T3t6 @7 oia Mes 1 Ameaes 5y w1eire)
a1 foiee ever T Tt (AR fove]
® Click Insert
® Click Header & Footer
® Type Your Header [In Header Box]
® Click Switch Between Header & Footer
® [From The Header & Footer Toolbar]
® Type Your Footer [In Footer Box]
® Click Close [From The Header & Footer Toolbar]
» How To Change Margin, Orientation & Paper Size (Felta =i wigfe AR @ M o aww)
® Click Page Layout
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® Click Page Size

® Click Margin @317 =" g5=l S Wifew [Top, Bottom, Left @k Right] e |
® Click Paper Size

® Choose Any One Paper Size

® Select Any One Orientation

® Click OK

kk N2 WW kk

How to Insert Page Break (el g +t skearem 41 qrwz) Move The Insertion Point End
Of The Text

@ Click Insert

@ Click Break

® Click Page Break

® Click OK

OR, Press Ctrl+Enter [From Your Keyboard]

FE O OF FA K

> How to Insert Page Number? (fFeita <o <= twatt I1317)
® Click Insert
® Click Page Numbers
® Choose Any One Position
® Choose Any One Alignment
® Click OK

> How to Delete Page Numbering? (e 7o 791 tiey Im17)
® Double Click on Page Number
® Select Page Number
® Press Delete Key
® Click Close [From the Header & Footer Toolbar]

%k QO wg;pcf %k

> How to Insert Date & Time on The Page? (RFeita =B8R ta 3 '@ SIfi (AaT [w?)
® Move the Insertion Point in Desire Place (T8 iR (472t 512)
@ Click Insert
@ Click Date & Time
® Choose Any One [From Available Formats]
® Click OK
> How to Insert Text Box? (Feita acww fowta ot T1w2)
@ Click Insert
@ Click Text Box
® Draw A Text Box By Clicking The Mouse Button (Left Button)
® Type Some Text into The Box

> How to Delete The Text Box? (Feita 3 1% foema =l =1 T131?)
® Move the Cursor on the Text Box Line And Then Click The Mouse Button (Left Button)
® Press Delete Key [From Your Keyboard]
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ik CV QI I Fre #*

> How to make a CV (Fe1s (b &aw gere tofft w1 I |

¢ Curriculum Vitae Experience:
of I Have Experience, computer basic & ICT Application course 06 Months, (MS

Md. Samsuddin Word, MS Excel, Power point and also able to Internet Browsing, E- mail etc.,
{Internet YouTube Creating and Marketing)

Baghar Howla, Bhola Sadar, Bhola,
Email:- sajidul?24844@gmail com

Mobile No- 01996-943265 Interest and Hobbes

CAREER OBJECTIVE: Always use the internet, [ like Foot Ball and Cricket playing, and listening music.

To build a carcer that allows me to be original innovative honest to myself PERSONAL DETAILS:
strongly believe hard work to improve myself a True & skilled Telecom
Technician in Teleco ication and Technical Arca. 1 am capable of working *Name : Md. Samsuddin
for long hours in any challenging and positive work Environment. Absolutely . .\ .
organized, independent, self-motivated and analytical with problem solving Father's Name : Md. Sofiqul islam
capacity as well as comfortable in both individual and team based assignments. * Mother’s Name . Nur Jahan Begum

Education * Date of Birth : 05-05-2000
H.S.C * Permanent Address Vill- Baghar Howla, Ward No-05, P,O-Ilishar Hat,

Institution : Elisha Islamia Model Degree Collage Upazilla-Bhola Sadar, Dist- Bhola.
Passing Year 12018
Divisi(')sn Grad 1417 Outof' 5 * Present Address : Vill- Baghar Howla, Ward No-05, P.O-Ilishar Hat,
Board : Barisal, Upazilla-Bhola Sadar, Dist- Bhola.

SS.C * Marital Status : Unmarricd
Institution : Ilisha U.C Seccondary School . !
Passing Year 12016 * Religion : Islam (Sunni}
Division /Grad 1422 Qutof 5 * Nationality : Bangladeshi

Board : Barisal,

* NID Number : 7360866391
Language Experience: * Height . 5 4v
Bangla : Excellent * Weight . 0K.G
English : Standard ©IE : ¥KG.
- * Blood Group : B(+)
Job Experience:

Name of Institute : Ass-Sadik Bohumukhi Somobay Somiti.
Duration : First March, 2019 to December 2020,
Position : Field Officer. i Signature

*H QD OF Fef ok

» How to Insert Pictures / Clip Art On the Document? (Fe1t3 TFCT5 @ BR FREAEH F41 A?)
® Click Insert
® Click Picture
® Click Clip Art
® Select Any One Categories
® Click Any One Art/ Picture
® Click Insert Clip
® Close

> How To Insert Word Art On The Document? (Feita terat Rfoq S518eT o1t T13?)
® Click Insert
® Click Picture
® Click Word Art
® Choose Any One Word Art Style
® Click OK
® Type Your Desire Text
® Click OK

> How to Set Page Border? (fFeit3 531 siaficss I6 orat arie)
® Click Page layout
® Click Borders & Shading
® Click Page Border
® Select Box
® Select Any One Style [From Style Box
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® Choose Any One Color [From Color Box]
® Choose Any One Width [From Width Box]
® Click OK

> How to Insert Bullets & Numbering? (it to<im sicaifoe ot i)
® Click Format
® Click Bullets & Numbering
® Click Bulleted
® Choose Any One Bullet
® Click Customize [ *ew 71 23]
® Click Bullet
® Choose Any One Font [From Font Box]
® Choose Any One [From Bellow]
® Click OK

QO OF P FE

> How To Set Line Spacing? (RFeita @1 et iR ot T13?)
® Select The Desire Text
® Click Format
® Click Paragraph

® Select Any One Space [From Line Spacing]
® Click OK

> How to Change Character Spacing? (fFeita Smtag 4= 3l T3?)
@ Click Font Layout
® Click Font
® Click Character Spacing
® Select Any One [From Spacing Box]

® Click OK
k38 OF FPT *

> How to Create Column? (eIt =T Codt %4t T13?)
® Click page Layout
® Click Column
® Choose Number of Column [From Number Of Box]
® Select Line Between [If Necessary]
® Click OK

> How to Break Columns? (fFeita @ I (A S FAICT I8 /G A7)
® Click page Layout
@ Place the Insertion Point At End Of The Text
® Click Insert
O Click Break
® Click Column Break
® Click OK

ok W o F ok

> How to Create Superscript? (Feicq J#7 &6 321 a2)
O 4z St (a2 +h?) FTHTeDIe | OrRee (Gt (& Superscript T AR |
O S#f @ SR*FFHCE Superscript F7cs o17 ©f Select @ |
® Click Format
® Click Font
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® Click Font [Again]
® Click Superscript [From Effects]
® Click OK

> How to Create Subscript? (et I-f#s w41 7me)
D g« Al (H,0) FTTs 51 | Oi=ee (9t 2 & Subscript 3971 =03 |
D SHf @ SR=GPe Subscript Fcs bi9 ©f Select % |

® Click Format

® Click Font

® Click Font [Again]

® Click Subscript [From Effects]
® Click OK

S (I Q) JRET R JeTTE

Moulovir Hat Ho. (Fazil) Degree Model Madrasah
Adjacent Nurani Madrasah Bhola
1* Semester Examination 2021
Class- One
Subject- English

Time :- 2.30 Hour Full Mark:- 100

[Name:- [Reoll:-

1. Write the Capital letters (A to M) A ™ M =if& fr1 10

Write the Small letters (a to m) a 70F m 256 74|

Fill in the gapes
A

H
Word Making (any-5)
B
E
Word Meaning (any-5)
Cat
Fish
Ball
Bangla to English
AT
v
JALUES
Rhyme:

Look

TS &6 (@13 (FIfeeT) TGt FRETY TR NG
2oy T AR 2025
Tz~ AL
m o0 - Qe 7oEs- Qoo FBT I
[Ts- |- |
1.57%7 ¥ 3 e (O 0T &7 18) | 20

2. R o A B 1, o/ O )

4, 70@ 7 e 3 (¢f5)

R (& R 8 (AT &% (B

4. Make meaningful sentences ; (any-10) 1x10=10
Prescribed, Ago. Stong. Listen. Sentence. Together.
Important,_polite. Forget, Laugh. Famous. Season

Abuzar Gifari (R.) Madrasha
Annual Examination- 2021
Class: Five
] , Sub: English

5. Write 15§ lines of the poem “Jump! Clap]] by heart. 10

B: Grammar (Marks-40)

Time-2:30 hours Full marks-100

A: Text- 60

1. Read the following text carefully and amswer the
questions below:

What food is good food? Sometimes the food we like to eat

isn'tthe healthiest food for us. The Food Pyramid helps us to
understand the different food groups, and it tells us how
much of each food group we should, eat.
Look atthe picture of the Food Pyramid. We eat more of the
foods at the bottom of the pyramid. What foods do yousee at
the bottom? These are things made from grains, for example,
rice, ruti and bread. Potatoes are not grains, but they are
similar. Grains give us energy.

Fruit and vegetables are in the next level of the pyramid

These are also very important for us. They have vitamins
summer vacation with you in your village home. 5 They help our eyes and our health

or, On the nextlevel, there are fish, meat, dairy products, beans

Wite an application to the Superintendent praying for and lentls. Meat, fish and chicken have protein. Beans and

early leave. Lentils do, too!

$. Write 2 paragraph about °Physical Exercise™ 10 Dairy products are things like milk and eggs. They help
our teeth and bones. Protein and dairy make us strong. Fat
and oil are at the top of the Food pyramid. These make food
delicious, but our body does but need very much of them.

6. Re-write the sentences using punctuation marks and
capital letters where necessary: 1x5=5
a. whatis special about saint martins island
b.it's an island in the bay of bengal
c. its the only coral island in bangladesh
d. oh that sounds wonderful
e. yesitis you can also see the turtles on the island
7. Read the following situation and make a dialogueonit: 5
“You want to invite your friend to visit your home town in
the winter vacation.
8 Write a letter to your friend invitng him to spend the

10. Write am essay: 15
a. Newspaper;
b. Your Village;
¢.The Ant,

a. Choose the best answer: 5x1=5
i. Foodis the of the basic—in human life.

’-‘1- Match column A with column B: 1x5=5

ii. Whatdoes our body need?
a. Rich foods

Column A Column B

T Sometmes |a. of the foods at e bottomol the
c. Healthy the food we | pyramid.

What does good make us?, The Food | b. of each food group we should cat!

a Healthy b. Unhealthy Pyramid
c. Lazy 4.1l I Tt tells us

- Good foods means-- _howmuch
« rich foods b costly foods iv. Lookat |dBiclps us the Food pyramid.

c
¢ agoodmixof foods  d. cheap of foods (V-7 cat more e Tike to catisn t the healtilest food For
' Food Pyramid means--. -
aapileoffoods  b.apile of carbohydrate
¢achartoffoods  d.aheapof foods
b. Write true or false, If false, give the correct answer. 5
i The food pyramid tells us how much of each food
group we should cat
. There are six Jevels in the food pyramid.
ii. Rice, ruti, meatand potatoes are there at the bottom fo
the food pyramid.
¢, Fruit and vegetables contain vitamin.

b. Litle foods
d. Enongh foods

< piotire of the Food pyramid

e.Fill in the blanks. 1
What food is g00d (i)-----? Sometimes the food we (if) -----
to_eat isn't the healthiest food for us, The Food (i)
helps us to understand the different food (iv)-——, and it
tells us how (v)——of each food group we should cat.

2. Write the meaning words (any- 10): 1x10=10
Together, Important, City, Distance, Remember, Suddenly.
Memorable, Permission. Wake up, Meet, Trace, Grain
+ Fat and mincral make food delicious 3. Make five sentences from the table: 1x5=5

c. Answer the following questions. 1x5=5 [Laila and Bithi [ fike
i. What does the food pyramid tell us? They have

ii. How many levels are there in the food pyramid?

iii. What foods are there at the bottom of the food

pyramid?

iv. Which foods contain vitamin?

v. Whatmake food delicious?

‘many things in common.
10 g0 outwith friends and
play games

to do active things 100

to listen to music and play
chess.

She Tkes  [fends

Both of Them | are
[ButLaila Tikes

=0= 3 hobbies

¢ needs

b. luxuries
d. wonders
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> How to Set Shadow Of A Text? (RFeIta == == Tval T1?)
@ Select the Desire Text
® Click Format
® Click Font
® Click Font [Again]
® Click Shadow
® Click OK

> How to Change Case? (eIt G <37 ~fiqe Tt I3?)
® Select The Desire Text
® Click Format
® Click Change Case
® Choose Any One Case
® Click OK

k39 O P Hk

> How to Create Drop Cap? (Feitq TR 2_is or%a 9@ 41 q13?)
@ Select First Character Of A Line
® Click Format
® Click Drop Cap
® Choose Any One
® Click OK

> How to Create Table? (it &= todt 341 T3?)

@ Click Insert

@ Click Table

® Table

® Select The Desire Number Of Columns
® Select The Desire Number Of Row

® Click OK
Qb OF FPT *

> How to Delete Table? (Feita == =y Tr?)
® Select the Whole Table
@ Click Table
@ Delete
® Table
® or Select the Whole Table Backspace

> How to Insert Row? (%Feits g ifs & F41 T7?)
@ Set the Insertion Point In Desire Row
® Click Table
O Insert
® Choose Rows Above/ Rows Bellow

o O I Ak

» How to Insert Column? (RFeita 97 +11% & FA7?)
@ Select the Desire Column
® Click Table
@ Insert
® Choose Columns To The Left /Columns To The Right

e SRAEoR o AfFs GFR GFOR | ST SR*17, TR SWa (ST | Page 13 of 56




> How to Delete Row / Columns? (et s1ifa / 311 TRy 131?)
® Select The Specific Row / Column
® Click Table
® Click Delete Rows / Columns

** 9o OF P ¥

> How To Marge Cells Of A Table? (FFers waa IR w0 Gl 1 T?)
® Select The Desire Cells
® Click Table
® Click Marge Cells

> How to Split Cells Of A Table? (et weeq @t s Row Fam?)

® Place The Insertion Point In Desire Cell
@ Click Table

® Click Split Cells

® Select The Desire Number Of Column

@ Select The Desire Number Of Row

® Click OK

*F 9 OF FH *F

> How to Create Auto Format A Table? (RFeits wrfa e &= todr 341 T2 )
® Select Your Table
® Click Table
® Click Table AutoFormat
® Choose Any One [From Format List]
® Click OK

> How to Create Table Heading For Every Page? (RFeiz & o a3 &fer orat amiz)
® Select The Heading Row
® Click Table
® Click Heading Rows Repeat

ok 03 G PP

> How to Sort Data Of A Table? (FeIta =taa (FIF FTRITF FAPA0S FETH IH?)
® Select the Desire Cells
® Click Table
® Click Sort
® Select Ascending (A-Z) / Descending (Z-A)
® Click OK

» How to Draw Auto Shapes? (et Trfermeng ey Wgfe sras a1 Ta?)
® Click The Mouse Pointer On AutoShapes Tool [From The Drawing Toolbars]
® Choose Any Categories Of Shape
® Choose Any One Shape
® Now You Can See That your Mouse Pointer Take Appearance Like (+) Sign
® Now Click Your Mouse Button [Left Button] And Drag It To Draw In The Editing
Screen.

e SRAEoR o AfFs GFR GFOR | ST SR*17, TR SWa (ST | Page 14 of 56
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» How to Change Fill Color, Line Color, Line Style Of A Shape?
(Frera Rfex wigfen T @ 12T =ifiqes wa1 Tm™7)
® Select The Drawing Object
® Click Format
® Click Auto Shape
® Choose Any One Fill Color [From Color Box]
® Choose Any One Line Color [From Line Box]
® Choose Any One Style [From Style Box]
® Click OK

> How to Save A File by Password? (Feita F12es oleiiqa 3 T T3?)
® Click File
® Click Save As
® Click Tools
® Click General Option
® Click the Cursor In Password To Open [Box]
® Type Your Secrete Password
® Click OK
® Again Type Your Same Password [In Reenter Password]
® Click OK
® Click Save

ok 08 O P

> How to Open A Password File? (eIt Sieiqa 08 T FIR 1)
® Firstly Close All Files
® Click File
® Click Open
® Select Your Password File Name
® Click Open
® Type Your Secrete Password
® Click OK

> How to Delete Password File? (et ©rFiRm 3 AT FIZeT SIS 1 I?)
O Click File
® Click Save As
® Click Tools
® Click General Option
® Click The Cursor/I-Beam In Password To Open [Box]
® Delete The Password
® Click OK
® Click Save

ok 0@ O P ok

» How to send a E-Mail?
® Open Gmail Account
® Click Compose
@ Write the adress
® and Write the Mail
@ Click Send

e SRAEoR o AfFs GFR GFOR | ST SR*17, TR SWa (ST | Page 15 of 56



» What Is Mail Marge?
@ ofda T g @2 «@eR ws BT A1 s\ o fog vt (vig 2t @36 B 513t a7 «afe

Document (oA et 512 6@ SE<c. Document (ot 1 46 @AY TI&E 79 TN | TS
LTS & AT T 510 B2 1 a0y M@ «Faa 5129 1 iofda s B sm=fere Document
Marge 901 QTSR &= SEmT SEvT B Toft 70w Ad | w2 Marge FR[ aferae = =1 Mail
Marge.

> How To Create A Mail Marge? (Feita ti2s1 et ¢odt 41 T2
Type The Letter Given Below For Example:

Frome :

to:

Subject: Docummant

The Managing Director
Gaco Pharmaceuticals Ltd.
133-134 Tejgaon, Industrial Area
Dhaka-1208

Sir,

With due respect | came to know from reliable source that MPO post has Vacated at
Bhola Sadar Territory and going to be appointed in your kind disposal. | offer myself as a
candidate for the same. For your kind information my details in enclosed.

I, therefore, pray and hope that you would be kind enough to give me a chance that |

could prove myself and oblige thereby.

Dater : Yours faithfully

En Closed:

1. PP Size Photo- 2 Copy

2. Educational Certificate Photo Copy

3. MICR Cheque:- (MD. BAHAUDDIN)

4 NID Card Photo Copy.

#E 0 T FTe

> How To Write Address In Envelops &Labels? (Feita it Batg B @t [i3e)

From:- To:-
Vill:- Ilisha Jangson, PO: Kalupur, The Managing Director Gaco
Dist: Bhola Sadar, Pharmaceuticals Ltd. 133-134 Tejgaon,
Police Station: Bhola-8300 Industrial Area Dhaka-1208

Subject: Prayer for the post of MPO.
Sir,

With due respect | came to know from reliable source that MPO post has Vacated at

Bhola Sadar Territory and going to be appointed in your kind disposal. | offer myself as
a candidate for the same. For your kind information my details in enclosed.

I, therefore, pray and hope that you would be kind enough to give me a
chance that | could prove myself and oblige thereby.

Dater : Yours faithfully

En Closed:

PP Size Photo- 2 Copy

Educational Certificate Photo Copy

MICR Cheque:- (MD. BAHAUDDIN)
NID Card Photo Copy.

e SRAEoR o AfFs GFR GFOR | ST SR*17, TR SWa (ST | Page 16 of 56
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> How to Spell Check of Your Document? e[t THEc5a I (5 F4T T2
® Set the Insertion Point At The Top Of The Document
® Click Tools
® Click Spelling & Grammar
® Select the Correct Suggestion
® Click Ignore [#f7a%7 FCS 1 513
® Click Change/Change All [*ff3$ F5ce 5120

® Click Cancel
% 0q OF FT *

> How to Use Thesaurus? (fFeita *=t SieR 27 41 T2
® Select The Desire Word
® Click Tools
® Click Language
® Click Thesaurus
® Select Any One Word
® Click Replace

» How to Protect Document (PDF) (RFeIt3 GG 2tbT 4T I14?)
T BT A NN THEG(6 N S Fe e ARTOCT T 0O T FACS AR | GG
SAICE T FACS I Ol

L Y i el

FE Ob OF P **

JREAT GIRPR TEITS SIS TTo |
I TS AN S 26T FAMITS 21T, 12 F& FACS T(J ST MAR | N {5 T 48 A0S 207 |

TS IO IR G I (87 IR |

S | SRINARE GRER 3 |

3 | IO BT 3P |

© | T[S A T AT |

8 | ST TR GGy 41T |

¢ | fares e 1 sifeca fort (W 5eRa e sifeca o) |

Y | TS [FETE F07 & 120 (F @3 J) ST (FH I ICAE 347 |
q | GF TS [ G SFT [T IS F[ (AP 70 A |

b | T BICoF IS [PCAMC IR A4 |

5 | IR AT T (T FTRIE F40 |

S0 | FHAGTH P FAF CHG (GIRETR B9 #1951 @CL IO 47 |

How to Write Bangla? (et et o7t 131?)

MRCERTHG ST FEH SR B AT F6 TR 20 SIF T A Z(E TS A FCoF TGS |
(BT GRIT G R T TR TRAT @ Ty ARoTa ST codt oo, ¥, Tem,
A 271 ST T | G2 T BT IREN I 31 AT |
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ok \0fp O 1A ek

RN TR G AT IS
> | RATT JIATC (58 IR o =3 | [P *FF16- ctrl+Alt+B]
3 | GFAR AE T T 76 @4: (SutonnyMJ, SutonnyOMJ) Tsyifn |
© | (Caps Lock) == e [T [0eq =7 |
8 | GITIA S (71K T (Shift) aR I& omFa @R TR (G) 6eot frs =63 |
@ | ARET TR & FreifiE 6 =6 (SutonnyMJ) @k Zér @1 &« (Times New Roman) @
(Unicode) gefcare e &=y (SolaimanLipi) Ir<=s +60s 703 |

Bijoy (&) 25327 363 Arel i feverste-

QAT 7T 2P ST FCHIEF Task Bar — @3 e Layout — @3 f5=5f6 sieg 4 | 3fvr <l oraeeT
By Using Mouse:

® Click In Bijoy Layout From Taskbar By Using Keyboard:

O Press Clrl+Alt+B Key foaft @it Press %@ |

Back Space

—
J;l 4_1Enter

S Bl % & v
4 8 [

H{j Space Bar

O IR JREA S =5 0 T P TP |

0D FouteT e IR Srrcaa I Tl Fee-

SutonnyMJ, RuposreeMJ, SurmaMJ, BhramhaputraMJ, ChandrabatiMJ, KarnaphuliMJ,
SushreeMJ -

R T S (NP e R el AR |

% 8o OF P ¥

[SRIEREED
SHIFT+F
G+F
G+D
G+(SHIFT+D)
G+S
G+(SHIFT+S)
G+A
G+C
G+(SHIFT+C)
X
G+(SHIFT+X)

@é&fﬁééﬂ@ﬂﬁﬂwgﬁl%%

& & wﬁééﬂﬁwwgﬁl%
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ezt

J

SHIFT+J

)

SHIFT+O

Q

Y

SHIFT+Y

U

SHIFT+U

SHIFT+I

T

SHIFT+T

E

SHIFT+E

SHIFT+B

K

SHIFT+K

L

SHIFT+L

B

R

SHIFT+R

53
o
o
q
)
12
®
G
J
¢
3
)
©
12
o
)
g
n
q
O}
o
T
g

Al 22 x|l S|ol6ecdonal Al d s adl el 2| s

H

SHIFT+H

M

W

\Y

SHIFT+V

SHIFT+M

SHIFT+N

N

P

SHIFT+P

SHIFT+W

pl Al el 6| o 4| o] 3| 2| A #| 4| @
ol Ml G| 6| o A o] 2| 2| a| M| 4| g

\

/"
/9

SHIFT+Q

oo
‘| oo

SHIFT+\
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SHIFT+7
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o g3 O A

R IR

F

D

T
f\
ﬁ,

SHIFT+D

S

SHIFT+S

A

Shi ft +A

C

SHIFT+C

C+F

C+SHIFT+X

SHIFT+X

SHIFT+A

G

SHIFT+G

Z

SHIFT+Z

sk 89 ww sk
TG THFF A RTA-D

TS [TUE (TOna:
—F) F+O = (J+G+k ; (TN O
—3F) T+ = (J+G+(Shift+N) (TN THAT
SHF) R+N = (1+G+M ; (TN F=1
) I+ = (H+G+H ; (TAN AT
—8) ©+9 = (K+G+K ; (TN WG
—& =k+Z ; (AN g9
) R+ = (I+ ; (TN TRY
—¥) = Shift+O)+S ; (TN TYL
58 = |+S ; (TN: LIFE
—®) = Shift+M)+S ; (TN WHF
—&p = J+7 ; (NS Py
—& = B+G+K+Z ; (NS NG
—T = L+G+(Shift+L) ; (TN ST
— = L+G+(Shift+H) ; (TN CBIIH
—3 = J+G+N ; (AN FIGIT
—F) P+ = (J+G+M ; (TS < |
—P = J+G+(Shift+V) ; (NN ™
—7) O+ = (Q+G+0 ; (TN
—BR = Y+G+(Shift+Y) ; (TN Y(YTRI

e PToR o AifFE Gk GFBIF | S sR*Iw, TSR WR (SR |

— = O+G+(Shift+V) ; (AN AT

ST) O+F = (Q+G+J ; (TN AFA

%[ = Q+G+(Shift+J) ; (TNS *1%y

—85 = U+G+U ; (T3 1851

—W] = L+G+M ; (NS AWl

T8y = U+G+(Shift+]) ; (TAN3 GGz

—8 = T+T ; (I3 5TATN

—) = Shift+B)+G+(Shift+T) ; (T3 TN
%) O+ = (K+G+(Shift+K) ; (TN DYy
—9[ = K+G+M ; (AN ATY

—§) O+9+] = (k++k+c+H (TNNS OGIYR
—&) = Shift+N)+G+T+Z ; (I~ Y

—) = Shift+N)+G+(Shift+B) (TN~ T
—) = Shift+N)+G+M ; (I3

—% = N+G+(Shift+K) ; (TN IZN
—F = N+G+K+Z ; (IS A F

—NP = N+G+I+Z+S ; (AN P

T = N+G+J+Z ; (TN {F

% = N+G+R+G+(Shift+V) ; (TN~g X019
% = [+G+B ; (I3 (=

Page 20 of 56




—®/ =IJ+G+J ; (TN 5RA

—%h = O+G+(Shift+L) ; (NN Yh
9 = O+G+M ; (T~ 1!

- =0+Z ; (TN I

—% = L+Z+S ; (NS B©

—&°) = Shift+L)+Z+S &9

% = B+G+(Shift+K) ; (TN AF
—9 =B+G+H ; (AN N(TIV
-9 = B+G+M ; (NS G

70T = B+G+T+Z+F ; (T3 FQIRI
—GJ = B+G+K+Z ; (TN IO
— = B+G+L+Z ; (TN~ Bfmw
—% = B+(Shift+L) ; (TN OF

% = N+G+(Shift+R) ; (T3 plo

—Bg = Y+G+(Shift+Y)+G+H ; (TN~ TERIT
% = [+G+H ; (I3 7Y

T = K+Z+S ; (T o

SN = M+G+R+G+V ; (TN FACAZA
—Gl = V+G+I+F ; (AN I[FT

—*) = Shift+M)+G+M ; (TN * [N
%) = Shift+N)+G+J ; (T3 ATHK
—B) = Shift+N)+G+(Shift+T) ; (TAN3 JJFI
—®) = Shift+N)+G+R ; (TN =T

—9p) = Shift+N)+G+(Shift+R) ; (TANe fNIpeT
— = H+G+(Shift+L) ; (TINe GHef&h
—N = M+G+B ; (I3 NH

*k 88 O FIH **
& T TR

SE=F + P (TN -AHA (G
29 =T+ 0 (T -UBd

3 =F+0+ ;TN -TFI
AT =F + 9 (JAN -9
S5F=F+9+ T ;(INN IF

6% = + T (TN -NF ,FV
TH=F + X ;T -HHA

L8P =F + T (TN -1

9% = + 9 (TN -bep

C10F =T + o (TN -FIFS

A1 =P + (T -

A2F = + T+ F;(TAN -0
13 =B + T+ T (T -BHAP
N4 =+ T+ AN TR
T =P+ T+ W+ I -G
=P+ + T (T -5
=3+ ;(TIA -JH

Y = 4 + T ; (TN -57Y

Y = ¢ +7 (TN ; (T L6

20. 51T = 9 + ; (TN - TV

21. % = 9 + & (INN- YH

22. PT = 9 + § + F; (TNAN- CIUNT
23,918 = 5 + 4 + T; (TNN- (A&
24, A = ¥ + ; (TN- ©F

25. A = 9 + N + F; (TNN- AATE, WS AT,
AT

26. 9 = 9 + T (TNA- ISR
27.90 = 5 + ; (- N

28. 97 = 9 + T; (TAN- ©I9F

29. & = 9 + F; (IN~- AT

30. 85 = 51 + T + T; (TAN- PP, STV, FTSLAG
31. A = 9 + ; (IN~- AN

32. 9 =9+¥; (IVN- $OF

33. 97 = 9 + T; (INN- AT

34. 9 =9+ T (TUN- 1Y

35. T =8+ F; (TIN- AT

GF =8 + P + F; (TAV- WFIEGH]
G =8 + q; (TAAN- *Tg

=9 + ; (JNN- A%
W = 8 + 9 + T; (T- 501, O
89 = 8 + Tq; (IA- 6T
O = 1§ + T + ; (INA- oGy
GH = 8 + T+ F; (TAN- WEF
g =8 + X; (T~- G
% =5+ b; (TA- 66T

=5 + g (IUV- 3
= + ]+ J; (TNN- GUARS
®|=F+7%+3; (IN4- ORI
6 = b + P; (INAN- JTEal
51.§9 =5 + J; (TN- §I
52.57 = © + T; (TA- ATHT
53. G5 = & + &, (Y- [RAGHAP
54. Cgg = O + O + J; (TN- O3]
55. G = O + A; (INN- GO
56. 86 = G + 4B; (JNN- @I
57. 9] = O + J; (TA- G
58. O = G + T; (INA- TGy
59. § = G + T; (TA- 79
60. 2B = B + B; (TA- B
61. 8 = B + Q; (TNN- AIZAT
62. & = P + T; (TAN- PG
63. F = B + A; (TAN- AFT
64. 8 =0 + b; (TU- 5BATN
65.G =0 + J; (TN- 4G
66. BN = + ; (INN- PG
67. 57 =T + ; (IN- NIGY
68. 5 =0 + q; (IN- (G
69. G5 = G + T; (- AT0LT
70. G = G + J; (TA- NG
71.TF = G + T; (TAN- GIOJ
72. 9 =T + T; (IN~- GI20d, [N

e PToR o AifFE Gk GFBIF | S sR*Iw, TSR WR (SR |
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36. §& = & + F + T; (T Y&
37.FT =8 +F + T; (TAA- NFT
74.TF =T + q; (TNN- 4GS
75.§ =T + F; (TN- (VG ()
76. %6 = 9 + B; (INN- GO
77. 9 = T+ 5, (IAA- IS

78. 97 = A+ + T; (JAN- F9J
79. Q@ = 9 + T; (TA- QTN
80. ©F = 0 + T + T; (TNN- QY
81. @ =9+0+9; (TUV- 'Y
82. %G = ¥ + T; (IN- TG

83. N = + ; (IN~- Y

84. 9 = U + J; (TN- ST
85.

86.

87.

88.

89.

90.

91.

92.

93.

95. 9 = © + X + T; (TN~ (AT
96. ©F = © + T: (TN- SOF
97. § =9 + T (IN- f@=1, @19

98. &F = © + T + T; (TNA- (I

99. &7 = G + &; (TNAN- JIQ
100. &8 = © + 3; (JA- I§AF, GEAT
101. ¥ = Y + I; (IN- A
102. ¥ = ¥ + T; (TAN- ALY

103. & = ¥ + F; (INN- 1 (three)
104. %Y = W + 91; (INN- ©W1N
105. W& = % + T; (Y- SWEIGA
106. W = W + W; (TNAN- ST
107. g =" + 1 + q; (JAN- Ol
108. % = W + §; (IN~- @
109. 3 = W + J; (T- R~
110. @ = W + ©; (Y- A[g©
111. G =" +© + T; (TA- TEIS
112. W = W + X; (TNAN- B
113. W5 = W + T; (INN- WY
114. B = W + q; (T~- T4

115. &Y = W + 9 + ; (I- WKHS
116. § = 4 + ; (TN- LYY
117. R/ = § + J; (IN~- RN
118. {¥ = § + W; (Y- GHAILN
119. €7 = 4 + Tq; (TN~ AL
120. § = 4 + F; (TN &
121. %6 = N + B; (IN- TG

122. @ =N+ + q; (INN- PC@I
123. % =« + J; (TAN- 7D

73. 91 =G + o, (IAN- LG
126. @ = N + ©; (JUN- QIS

127. ¥ =N + 9 + J; (TN- ATFAT
128. BT =« + © + T; (PIN- qSJ
129. §=N +© + ; (TNN- VG

130. FF=N+© +J + J; (JAN- F1OFT
131. X =N + ; (IAN- Y

132. N =N + ¥ + F; (IN- NATH
133. M =N + 7; (TAN- TN

134. 3 =  + W + T; (TNN- Af{w3
135. 73 = + W + q; (TAN- 39
136. W =« + W + q; (TUN- (N
137. F =N + §; (IN~- T

138. FF =« + 4 + T; (IA- [y
139. =7+ +T; (IAN- &

140. ¥ = ¥ + ; (INN- NN
141. 9 =9 + J; (IA- ¥

142. 7 =N + X; (IN~- oA
143. 95 = N + T; (INA- §=F
144. 96 = ¥ + B; (TN~ ATC-S76T, FICH
145. & = ¥ + ©; (TNN- S

146. A = A + =, (TNN- FY
147. % = N + *; (TAN- Q180
148. 97 = A + T; (INN- A1
149. & = A + F; (I- 3

150. &F = ¥ + F + T; (TAN- ANHFOH
151. o = 9 + o, (TAN-e[S
152. 57 = 9 + 3: (TN- [

153. 3 = + I (- P PG AHI
154. F = P + o, (IU- (PR
155. T =  + G, (TN- P&
156. A = 9 + W; (IAN- GH
157. & =3 + &; (TN- T
158. M = T + J; (TAAN- GIAT

159. ¥ = T + T; (INAN- W[OT

160. § = T + F; (TN- Iy

161. g = 9 + o; (IAN- oG

162. ©J = + J; (TA- G[

163. J = G + ¥; (TAN- HoJ

164. 3 =G + T, (TUN- BF

165. § =N + ; (TI- A7
166. = = X + f; (TAN- T

167. 3 =T + 9 + F; (TN- TS
168. *F = X + F; (-
169. =X + J; (TA- Af}F

170. g =V + J + §; (TAN- (I~
171. 8 = T + ©; (TAN- 1S

172. =¥+ 9 + §; (IVN- JAFJA
173. %0 = X + ; (- SN

174. 3 = X + q; (INN- AT

175. ¥ = ¥ + T; (TF- N9
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124. G = ¥ + G; (IA- STQF, ATSG

125. § =+ U +q; (TN- JMHY

178. F =T + F; (TN — T

179. F =T+ F + T; (TN- WOFJ

180. 5ff = T + 51 + T; (T - I5f7 (ITHHT)
181. =T+ T+ T, (TN- (0

182. 67 =9 + & + T; (IN- 6T (TI~T)
183. T = T +T + T; (IN- I

184. o = T + ¥ + T; (IWN- ¢33 (Rzfe)
185. ] = T + © + T; (TU- NSy

186. L =7 + Y + T; (INN- SNy

187. =T+ I + T, (TUN- (A&

188. 7 = T + W + T; (TAN- (NFT

189. *fT = T + *1 + T; (TNN- W]

190. T =7 + T+ T; (T- 3T

191. =T+ T+ T; (TN- 75

192. ¥ =7+ ¢; (T- Y4
193. 5 = T + o1; (TW- 75f

194. 5f = T + 51 + T; (T- 4afx, N7z
195. ¥ = 7 + §; (- A
196. 6 = T + 5; (TUN- =6
197. % = T + &, (TA- YZA

198. G = T + Ty, (TN- WG
199. 4 = 7 + ; (TUw- A=
200. 6 = T + B; CTN- =G, (0,
201. 6 = 3 + T; (INN- WOTR, 76, IGE, F16
202. of = T + o1, (TN~ 3
203. % = 9 + ©; (TN- SFLS
204. F =9 +© + F; (IN- F&At
205. % = T + ; (T |

206. i = T + 7; (TN- fG
207.% =9 + W + q; (TU- IR
208. G =3+ W+ F; (TNN- WG

209. = 7 + &; (TN~ (s
210. & =9 + 4 + T; (TUN- BH

211. = 9+ ; (TUN- AN
212. ¥ =7 + o, (- 7o
213.F =T + F; (TA- FH (VS: YeT© @G &
HRFA-FIH FSAY ] A=)
214.$ =9 + ©; (IUN- NS
215. ¥ =T+ W; (T- 43f
216. ¥ =7 + T, (T- &
217.f =7 + &, (T- Tefw
218. % = g + *: (TAN- = f

219. % = T+ ¥ + T, (TUN- Y
220. ¥ =9 + T, (T T
221. 3 = + 3T, CTN- Gfst, 0>t sywester, i
222 % =9 + T, (TA- NEZY

223. 67 =T+ T + T; (T- AIGT (WA 7Hon)
224. F = + F; (TN- O

225. FJ = o + F + T; (INN- THIFHS
226. F = o + T, (INN- IG]

176. § = X + o; (TNN- 0H
177. F =J + ; (JAN- NI
229. F = + ; (Y- [y

230. TP = & + F; (JNA- 5P

231. =71+ J; (IW- g, 719
232. 9 =  + ©; (- Ao
233, [ =  + N; (TNN- B

234. &3 =  + T; (- O
235. 9 = + o; (Y- ST
261.36 = 3 + B; (IAAN- GO
262.38 = 3 + §; (IN- SGI2FH
263. W =3 + & (TNN- TS

264. 9 =3 + © + J; (TV- RGP
265. Y =3 + © + : (TUN-B7Y
266. F =3 +© + F; (IN- [
267.% = 3 + ¥; (TAN- 33

268. %7 = + ¥ + T; (TNN- FFJ
269. ¥ = + «; (IN- |V

270. = = 37 + 9 (INN- W=
271. %% = 7 + 9 +9; (TA- FA4g
272. ™ = 5 + ¥ + o, (YAN- =i
273.%F = 3 + F; (V- AFHIA
274.F = + J; (IN- ¥

275. R = 3 + ; (TA~- MIY
276. 37 = 5T + Tq; (TA- *F

277. A = 3 + T; (TN- AGH
278. A = 3 + o; (TNN- (AN
279. % =X + ; (INN- WHNAR
280. T = X + ; (YN~- fo=
281.3 =X + J; (TN- |
282. W = X + ; (IN- =T
283. % =% + T; (Y- XY
284.Z =% +3; (- 3N

285. % = X + o; (TU~- WZN
286) T = X  ; (TA- IV, IO
236. %G = * + B; (TAN- A*5
237.%] = ¥ + § (Y- MR
238. N} = ¥ + ; (- Y

239. % = ¥ + J; (TN~ 9

240. ¥ = *1 + N; (TAN- G
241, %7 = ¥ + T; (TAN- I
242, % = * + ; (I- fH

243, % = ¥ + &, (TA- A
244. % = F + F; (TAV- BF

245. % =§+F + J; (I- [[AHy
246. 8 = ¥ + 5; (TUN- F

247. %7 =9 + B + q; (IN- (IF1TI
248. % =9 +0 +q; (IN- 1Y
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227.%5 = o + B: (IN- B0l 249.% =¥ + J; (TAN- (D
228.75 = 9 + T; (T- [P 250. 97 =¥ + 3 + T; (TA~- [NPre
251. B=T+ T, (TAV- T 256. W = ¥ + ; (Y- B

252. % = + *f; (TA- =19 257. {1 = ¥ + ; (IA- 79y

253. % = T + ¥ + T; (TU- VTG~ 258. F = 3 + F; (TNN- NN
254, T = T + T, (- [N 259. T = X1 + &F; (IR- 7P
255. § =¥ + J; (JNN- oAl 260. B[ = + 4; (Y- B[~

%% 8@ O PPk
GG (T IR A (BT 4 |
O HNL ST T TIS GRS € (06 IS I

> I3[ G0 A2 GIRIG ATGI FIE NG (ST HICAT GRCIT 20T (90T | ATHR O SA12
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T A | O AN GF STNT TOPNT AFTS T (F6 Il N Ol OFd FACS | (T OFd
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ATHTT THF F 51| FES 4 (G-T FI1H| T (& (77 971 9F9F 7706
CSTETH (T3 AME T AT F1F| 57 F@FIF s Ffr 1@ e a7
FRAITT T (STATH S ©T5TY f3(F STFETI AICNE WTF (&F (TATH!

T 6T : fF 477 3R A2 TS AT 3S?
SR AT ST | W1, AN A6 IS TIRF 4 Fifemg saffewrs o ffis
AT St 2@ o1 WA 518 9-v BT AT AF18 AfTTw F@f| 47 =3 FF
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o fafiras fafire st 2871 3@ M1F ANNF YT ©1F FF e 73T w13
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FIATH| AN GIFTF I1R(F (P02 &1 SR NIHT MNFF ANV (947 FIt©
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917 TR (37 [7e7157
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A©: 7T AST5, 205¢ NTT| 08 B fITAN 97 §O1T Fe1% (A1fFS 2T
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Fool 3¢ fuaifare s@Efn @R sfen faw Foare wuf fagar w1
AFHAT AN (6T BY AYNII F7 (WA f0:079 7@ (@@ | 513fI© AIngwEaq 5137
BT 413 FI0o WOTI TS ATFT 1T AF SIFIIT @1 TNFW @@ @S| s
sf3r o8t f@ET (e fZEr ¢B1F fFo7 a3 o1 wrReTw v crfiEen o
SIFIIBT TATF [ASTR A WA FFEF TG FHoT|
TIET FAT YFT YT N TSE
NAGT T ST,

PRI
ST JCTRETo,

(6B ATSTT A (I ITSAT AT, ST AAIRT (V@2 TIOI61 BF 2|

(RS 8]

Microsoft Excel

— E—————
o gq o M

> What Is Excel (ats= ?)

EXCEL *tva wifsqifee e o zose epg #Me 41 A1 o Sfeww 341 | EXCEL =+ «fs
Windows fsfes Application Program a1 Microsoft Corporation $9% A& &re Fo | 4t 4%
2@ Spread Sheet Analysis Program (2@t @ramIRPPT @@™) | Lotus ©@ead SIF @35
Spread Sheet>Analysis Program (Ceeit @iiaenahm @@m) | s EXCEL @3 ARy I[er
feorq fassr 1= Data Entry @3k Data Analysis So% Rl See 31 13 |

> What Is Spread sheet (Te=i5 ) 3

Spread Sheet =t wifoxifas et =g =1 7oA “Tef (Spread =< Teitar ¥k Sheet =< #irer) | Q=
FroiceE HF X o qR Y % QA (A7 (A qER TR A 99 AT I8 A6eE I = Spread
Sheet. Excel @3 =@ taeAitibrs R[Sy wataa ol sezrme «de aiifafss Afamear 1 am |

** 8l OF PNk

» Starting The Excel (9t o5 F410) ¢

Fd% ol ez Microsoft EXCEL ==t @6 Windows fefes Application Program e
Microsoft EXCEL 9% 4y &3« 419 & &eaiR start menu open s<ce =63 =2 All apps/all
program ¢ &% Fcs =3 sR7F Microsoft office ¥3 z=i=1 ©Ita @z S HF =tz W4 F% Fae
Microsoft office Microsoft Access Microsoft Excel @ &% 3t staq =1 Microsort Excel 57
23 | fats Excel Program Window @3 =% ¢ ifsfofis (e =1 etoiw S =7 Sis@m ] ffesy Bar.
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RIh DN ot vt Pgres foke G vt o0 o .k”htfe(Bar
Do @o @AY L AL AN MBS~ -3, & ﬂhmu(Bar

o ct e MU EEREO SN, AN xS A.,

e e et K] v § Standard Tool Bar
Formating Tool Bar

e (lose Button

L Mazimize Button

Ye——— AMininize Button

e Formula Bar

» Cursor

» Worksheet

» Sheet

» Horizontal Scrofl Bar

ey Vlertical Scroll Bar

1 ‘ - » Status Bar

= — » Windows Task Bar

\J %O ixm
Title Bar> Menu Bar > Standard Tool Bar> Formating Tool Bar> Close Button> Mazimize
Button> Mininize Button> Formula Bar > Cursor > Worksheet > Sheet > Horizontal Scroll

CEND P E ke

Bar> Vertical Scroll Bar> Status Bar> Windows Task Bar s = Soitar Sraifie Fie @ A
SIS AR AT | M ACIT 2 FiGTa AN TS OF 2AfF57 AT IS FA0O ©O3 FAZAO[ 2AE |
S0 ART WINET Sei 2B feicn fifers e o3t S

*kgly O gAY okk

[ N.B: Microsoft Word 4 @ &R IReies SR Jie da1 aeice Working Space (@it
¢=PT) T8 =, (s Microsoft Excel @ @R amies sk Frer 419 s Work sheet (sa<415)
T == 1 Microsoft Excel @3 «af5 Work sheet (€a=915) & == Microsoft Word @3 «<f5
Gfatera e weil =ce “fifd | Microsort Excel 2000 @ @ &9 FIgeeT g=ewg foaft Work sheet
(STRFAG) AF 4R &resc Work sheet (ST915) ey B TN 4R veeoy T @ A4tF | Areat
G ARETS b5 TFa 4037, O 0T MR0EA T 87 I @ ML I (@A S AN | TS g7
Excel @ Cursor (FFR) rdl T 9, Y M@ @R 7" Cursor (FRR) (721 I S AN S (@ G
AF (TR CFIGT AT G0 IC[ (T T - OGP CF 2R 0T | GRSl N8 “twroRic EXCEL @ =
f51%a (+) 9 T© AT | |

2 CURSOR MOVEMENT (3P g 31)

e aferwade, SR SeEET Key Board @@ s@fe Cursor Key @F 7ifee oo ~fifve | «
Cursor Key wt=T siiwreri Cursor Movement 32 231 | 3w (3¢ Cursor Key @« Jifee #ifsfow =
QT O HrCpe MR o/ |

@R fqesg Cursor Movement sR&F® JauteT OFTSA STE e | N AT IS I T TS O[GIoor
Cursor Movement 1S AR F6 ©o2 ©IerolfG e JI=E (A |

T b TS SRS FE & @ (I EeE Cursor (e,

Right Arrow Key Press <t Cursor & s Cell ©res a1 |

Left Arrow Key Press &=t Cursor & s Cell arcw 37 |

Up Arrow Key Press =t Cursor & @& Cell Tt amq |

Down Arrow Key Press s=t=1 Cursor & «= Cell faes 23 |

Home Key Press et Cursor f& @ Row @3 @2 Cell @3 Sty 501 31t |
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End Key T© 3@ Press 33 3t 1t Right Arrow KeyPress =1 Cursor 5 @ Row «3 tita
I |

End Key te @34 Press 33 3iee e Left Arrow Key Press =1 Cursor & @ Row @3 e%te
BT AT |

End Key T® @34 Press 33 3t s Down Arrow Key Press 4t Cursor f5 @ Column @z
TR ANS |

End Key Ts @34 Press 33 3t A Up Arrow KeyPress e Cursor & @ Column @3 swts
BT AT |

Page Up Key Press 3=t Cursor 5 @& #9 $2Itad G161 A0H |

Page Down Key Press 3=t Cursor 5 @& &« 63 @1 a1 |

Ctrl + Home Key Press =t Cursor 6 #13t-/ &% td |

Ctrl + End Key Press =ics1 Cursor 6 w2ce1a T8 31t |

[ NB ¢ S&45 (@, 921t GF H FI00 AN ADCHA FHC SAPAOF TO0F (4l A O JACAT AR | |

¥ @o oF Fr

** File Menu **
> To Create A New Book (=5 wgw 3% todt F1) ¢
® File Click>
® New Click>
® Ok Click 3312 7o+ «f> 32 todl &3
® Microsoft Word Program «= sicsy 1 i@t Document &1t focazeii |
[ NB] s To Create A New Book (436 97 32 (o11 F41) 2 FIEs SRR Sreide FA0s A1 @@=
Standard Tool Bar @« New Icon @5 stgy Click stg w21 KeyBoard Key (Ctrl + N) Press @«
THIC 1]
» Save to the Book (s F1) ¢
O AT TRTHA FA G (B[ [FF (o1 P67 ORI (@ (@1 S Cursor &
® File Click>
® Save Click s=eT 7ty e Save As Dialog Box @#it3 ©39 Save As Type Box @ Microsoft
Excel> Workbook Select %tz File Name Box @3 sty (@ 91ty Save 33ce 512 (iR Fwfs fed Save
Click 3218 @ FTs afFe 7q | st Open IR s A |

[ NB ¢ Save As Dialog Box & sisml sieyeicae wiwce “ifs @@=« Standard Tool Bar <= Save Icon
@7 Wt Click 3t3 ==ar KeyBoard Key @ (Ctrl + S) Press @3 ST | RGO FGEET G328 I3
A0S (A | f@ifcrs Frwcse W60 (A0 s 6 | ]

FE @) OF P ¥

> To Close A File Or Book (4&fb %12 31 92 99 #40) 8

@ 9o File a1 Book Open L<e_g™

® File @ Click

® Close Click == Open % File a1 Book & Close =2 1 ©3 Close Click ¥=mi@? Yes/No ¥%
B 712 TR I/ RIS 2t O3 I @ File ar Book f& Save (@) F40e 512 w1 Yes Click
FACIR WRFH 417 & Save As Dialog Box SIPTE S IRIH FIF AR SACS IRITF T I O
Ffw 7 F=co 71 512 ¥ No Click s=ic=i? File a1 Book & Close =3 |

[ NB ¢ Close =t sireicas scs #Aife @« Standard Tool Bar @« sty Close 3w 741 a1t weq
«® Close « Click =@ =21 Key Board Key (Alt + F4) Press @& ST | 779! Jeate G I3
e 7(A | @ifre Frsce b (A0 o e |
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> To Open A File (45 %13 (=T 1 ®iee ez =1T) ¢

2/t Open IR SAR 363 936 Book & Save 3 File @ +ifqve 37 siRem

® File @ Click

® Open Click s=t=1 Open Dialog Box =it w3« @ 73 File f Open w<ce 512 &2 File &
Location Stet et (37 3@ Select ¥ 27

® Open Click w=t=ig Save Fw File ¥ Open =3 |

[ NB s Open Dialog Box & ===t swreitae siwce #iif7 @9 Standard Tool Bar @3 Open lcon «3
sty Click 3cx == Key Board Key (Ctrl + O) Press @3 SI<GT | RS ST U8 TP A0S
T3 | i rscae (a0 (At (e e |1 ]

%k wg;m‘**

> Save As (430 T2 S (&I T FI5EP AFH F40) 8

AT (@ FIZ0 I IRTTFA FACS 512 G6 Open FCo I ST

® File Click

® Save As Click =t sita s Save As Dialog Box wiveas w49 Save As Type Box ¢
MicroSoft Excel> Workbook Select %@ File Name Box @& ity (@ A {458 T I 518
@R a5 fre Save Click FeiR & it Open %41 File @3 @36 Copy kafFs =3 | *keics Open
I TAACS Al |

> Save As Web Page (€3 13T -IT%q F41) ¢

tedige File & Web Page @a witay ke Face =61 9% Save As Web Page Option b= =iy fice
oy wdie @8 Option b e todipe File & Web Page wa weay ke a1 1| I i
Computer 5ts Internet @3 = meal ACE @R Internet it W AR T G740 ACF O
rwcae a0 (A (e o |

ok o O i
> Save As Workspace (4If4s 12 G35 03 TRTH 341) ¢
2 @ TG (GBI T2 GO FH Save (FRIH) TS bI2 (18 Ff6 FIZecd Open I sie[,
FI&=eteT Open AFRY,
® File Click
® Save As Workspace Click s=t=1 Save Workspace Dialog Box =7t €3z Save As Type Box
« Workspace =11 21t @2 =g File Name Box @3 4y (@ Tt G3ifis qpfqo 3 TRTH 00
512 (1% MG foed, Save Click St Open 41 F1getef @ s «afas 20 Save (FRFT=) =(J |

> To See Web Page Preview ($@E< ¢a%e () ¢

AT GRS (2180q (TR & G0 FieeT codr 319 wi@7d File Click Web Page Preview Click 32T
Internet Mode @ Microsoft Internet Explorer Open ¢ | 31t 31t e File a1 Book & ~mf*fs
J |

T @8 OF P **

> Page Setup (*B1= Wif&, M\ Toji Gt F40)
20 Page Setup 419 & Page U= t&y (1 g 71t sieefa
® File Click
® Page Setup Click s=iet e see Page Setup Dialog Box @vca <« Page Tab @« sty Click
303, Potrait Click s=cs1 Page f& «rereita Print =63 @k Landscape Click s Page & dfereis
Print =9 |

TR AT R I O_Y GG 7 R e fEreami F1ee)

e SRAEoR o AfFs GFR GFOR | ST SR*17, TR SWa (ST | Page 30 of 56



> Paper Size Box @ stgy Click st s« @ Size @3 Paper 9 <4y Print 399 @R Size 99
Paper Select sste =i | Print Quality Box @« stay Click sta sis@i @ dpi T Print 53 ©f
Select F7ts ~ifF | *"@ece Margins Tab @3 sty Click 3@, Top, Buttom, Left, Right,
Header, Footer, 25w Margin Setup 3=ce i | Center Of Page Box @& sty Horizontally
©s Click %= () o= et @atet= Horizontally Center =63 so=fues Vertically t Click =3&
() oz e @rieten Vertically Center =63 ro=i9 ecaie=eaicy @8 Page Setup Box T2t <is&r
Print Preview t<ts #ifd @3k Print F5ce if | *ksice Ok Click FeeT stas 2rkre todt F4l
Page Setup Apply 03 a1 SIS #{ta T (&1« 3 Print Preview ta<ts if |

*% @@ OF P *F*

[ NB ¢ 42 Page Setup Box = =@ Header & Footer s=ice #iif? | vt Microsoft Excel s
<y View Menu te Header & Footer s/It3 SIItebaT 341 TRCE | ©12 ¥ 371 View Menu ts
fifte e =179 | ]

To Create Print Area (3 #Bi fafa® fog g« fieva &= toft 721) 8 ol @G Page @a w4y
@t T Wi fog arer semreeE Print (1275) 390 512 Oz @ GRPIGE wemred Print (f295)
s 512 (1’ Gripe Block =&% Select 3

® File Click

® Print Area Click

® Set Print Area Click 33t @ =G Print (f2%) 9190 &« ¢4t =6 | a1 S=&r Print (855)
a1 =eai Print Preview Click 363 tets #ifd | *RaSice 744 W2 wi=eics Print (%) w41 o9
(¥ AE ©49 W S@E Print Area 5 aw o 3995 Page 5 Print (%) +a% eiaem =8 o3 @
e Block <18 Select 3¢ 3 @ #iie= Cursor tac

® File Click

® Print Area Click

® Clear Print Area Click 39t @ &R=IGF t2t& Print Area Delete =3 @ =)« Page 5 <t
Print (f26) 391 &= Codtl (4 |

TE @Y OF FT

> Print Preview (&% 331 Sicst awfq) ¢
@ % A1 320 Print ()26) F=ce 1% @1f6 Open 37 1 Print (-oF5) a1 =& «ff fFerg *mf*e =@ o
@ G1
® File Click >
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FE AR @ Feretel! Face AR 05 @18 etz KeyBoard 92 03 F41 TR | 92 G2 A5 04
KeyBoard 9= S5t1 & $1% TeW | @9 Function IR 01 IR PGt FAE 0 AP
f Tl SR | TR T & (g O Qe & | e = TRy Sisel e F s 4 |
ABCDEFGHIJK

1 No-1 No-2 No-3 Sum Average Maximum Minimum Root Multiply Dividing Mixed

2D2E2F2G2H212J2 K2
3 SR SR SRrete ure frcates | SR @ KeyBoard 39| wea [y 3w i e |

@ 8 D2 Cell @ Cursor tae forars =ta =SUM(Start Cell.End Cell)<=
1% ¢ E2 Cell @ Cursor tace forats =63 =Average(Start Cell.End Cell)=
3w 347l ¢ F2 Cell @ Cursor e forars =ta =MAX(Start Cell.End Cell)«<
T2lG 23 G2 Cell @ Cursor t=te forts =g =MIN(Start Cell.End Cell)«=
3571 8 H2 Cell @ Cursor wiee forits =3 =SQRT(Any One Cell)<

@ 3 12 Cell @ Cursor e forate =tz =Cell*Cell*Cell =

w7 8 J2 Cell @ Cursor t=ice foracs =tq =+Cell/Cell<=

@ facar ¢ K2 Cell @ Cursor tate frats =tz =+Cell+Cell-Cell«=
NB 8 3 A& AR IR TR T8 () Fo00 (A G T () Fo0o GR F=IANT 47 @S = |

> To Copy The Formula (== 3 %) ¢

NB 3 s=r @+ (A2, B2, C2) @2 feaft Cell @3 ®#fx fofe w5tz D2 Cell w2t o 33 K2 Cell +i%&
G ePIA TR TIXT Fea A w1 B | o fovs s widie (A3-C6) ~i/fe @ TRIRet=T e
ICR 1 @3 epe e T e S AR (G AT OCF G (919 ([9 99 [Peies 2 (o638 F1as
oSS @ ST A ([F PACS J | 58 7 Tl I T NG SN {F HRCGR @R JG6 FACS
Aife | way D2 Cell T2t @ 3@ K2 Cell »&fe Block/Select sta Copy Comand @ s sr#a
D3 Cell tatz wz=e sta K3 Cell =@ 31 fvs e 1 wims Aitss oot @ttt e Block/Select
3@ Paste Comand &g S| =t e Copy (FM) =0F 31 e @A M 20 A0J |
NUMBER

Q) OF A

» Comment (W& 340) s-

NB ¢ st Comment (837 &) =91t f@ifas View Menu TS SIta Mz | @ e &« Cell
@3 egy CUrsor Tt (@ (31 REcd ©#7 W&y <1 ¥ | U2 et wsEl Insert Menu ttas 3cs Aif |
Q R AT SR SIS Fh = A1 AW T 7 A6 ol View Menu TS Bt (ags, |1 AR
RFwcae Ry & |

> To Insert Picture (=¥ =) 3

NB s Spreadsheet Analysis Software (Microsoft Excel) Program @ 3= wieat fs32 Word
Processing Software (Microsoft Word) Program & stz | si=es1 fr632 Microsoft Word @
gy Insert Picture (=R =), Modify Picture (=f9 sie«issr), Movement Picture (2R 383, @k
Delete Picture (2@ (rzl) Torifv ficates e =w@ 471 Microsoft Word @ sicst Microsoft
Excel @3 sy [<foy srafere =< =i a7 | @ ¢

1. Clip Art System

2. From File System

3. Auto Shape System
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4. Organization Chart System

5, Word Art System

6. From Scanner

Or, Camera System. T& *&wfotslq AR 2 S I | @ & ored B WA @S a1 & F4ml N
TS T, @ (@I Aafors 27 SN0 27 SEEH A7 Q0P MG, FAed IR (IRF oo a2 797 | I
T ST S e AR & |

> Object (37 o) 3-

Insert Click > Object Click ¥=c=1 Object Dialog Box =ivita w39 «3 =idiwg Create New Tab
Select 3@ SRT @ @19 @36 Object Type Select F@ 4w @ Object ttF & &g Import Fcs
Al | @ Display As Icon Box @ Click 31 19ts (7 67913 @b 3989718 1 A1ped 12 Object
@7 Icon & Import =3 | w#Rfmcs Dialog Box == =17 Create From File Tab Select st Browse
G e SE Excel 31 =iy Program T2t ¢odt 341 g Import F9cs #iiff | ©F ¥B Amfore
Import <23 1= Picture Mode @ Import 263 |

X QY N A ok

> Cell (wr &g Ry @ftr) ¢

Spreadsheet Analysis Software (Microsoft Excel) @& Stay ssier 19 77 [{ifog ories st eRTe
1o 0O T | @ (&FIF GFB FIOET FACIW 0odl 99 &5 Format Menu @ w898 Cell @3 sy fre
A | «a= Srres e Number Setting, Alignment, Font, Border, Pattern, Protection gwsifa ssrer
FAco AIf | W 7S 73 @ @ T2 Cell w& ez ¢ifbr w=ce 518 ¢1® Cell <=t Block/Select e
77 | Format Click Cells Click s=t=1 Format Cells Dialog Box it ©<« @2 Dialog Box @&
TCY SET ST ©IT =6 OIF Mo 201 | 9% R0 OIICAR AR =¥ e Cell Setting a1 3 |
SR SR G (AT @2 =3 BIICIR (@IRIoR AR 5 e w1 A7 |

(A)  To Use Number Tab (/¥R Bitad 53=9) 8 @3 R ST T FAoR FAce AR | TH=I0TR
@ IR A7 Foete w7 (0) =3, Fr4yce Currency % mear, sre5ics Purcentage o (e,
R27cE Neumaric T2t Text @ e a1, ;e Customize 1 Topifn S Face Al | TR
g i wmE e Block/Select a@gR @8 Tab (57F) «3 wi@g General Click 3@ Ok
Click ¥te 23 |

(B) To Use Alignment Tab (WFIZcss Giitad 9=E) ¢ @ ¢ Text Or Number &
Block/Selectzta @2 Bitar Arieay f{feq wicstest srerear a1 Text Or Number @& &g e
@ew@ & Block/Select A=Rga 2 Tab (559) @7 wi&9g o (w¥45) Degrees Select 3w Ok Click
PO A |

(C) To Use Font Tab (¥ Britzs I59219) ¢ Format Menu @3 se+fs Font @3 IR 1t [feg
Tow feemes w4 Fe o5 Microsoft Word @ ffz | «aitas 5% @2 smfsts Block/Select
R Font Tab Select 9% *7 @IS <Koy 7w ez @ 9 2c==e Format tos &1 A7 |
&g feea =T &= Block/Select «<e<g @2 @2 Tab (5719) @3 wi@dwg Normal Font @3 am e
13 foz fcw Ok Click Fts =3 |

(D) To Use Border Tab (3¢ 51t33 I53719) ¢

Format Menu @3 =®sfs Border & Shading «s Ry ¢RItz f&feq 7% Border (e e sisar
Microsoft Word « ftfg | «arme % @32 smfets Block/Select 2&@er Border Tab Select
A 7 RIS [y 7o ez S W 2esewe Border (e sie 1 I/ | <R et ST &y
AT/ ATTIN AP W2 92 ey (5719 @3 widwg None Click 3@ Ok Click Fte =3 |
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%k Qe ww %k
(E) To Use Pattern Tab (7751 55itad 59=19) 8
Format Menu @3 =e+fs Border & Shading @ Shading Tab @3 =@y @< Background @3
Wy f[fey @9 Color () T F1er s Microsoft Word @ f*itafz | @it 55 «s3 smafers
Block/Select =g Pattern Tab Select =17 #17 74i@ Background @ sty ffeg w5 Color
(R) I N ZorA© Format Tedr 41 AW | ~ZRER Fea e & Block/Select g @ @
Tab (57%) @3 wi&twg No Color Click =@ Ok Click sate 23 |
(F) To Use Protection Tab (tRItEFH B7Itad =) 8 ARE (72 | 2. Row (@ e [feg Fre) ¢
() To Change Row Height (@1 43 Swel 2o F47) 503 &6l eTd Sol ARTE 30O 518 (It
Block/Select =@ Format Click, Row Select stz Height Click 3tz aziemsre e e facr Ok
Click =c=1 Block/Select 3 Row %=1 Tt #/fsqee 204 |

NB 8 3t q14te =3 @, AfsfG Row @3 Freifss el s2.9¢ | (L) To Normal Row Height (@1 «=
Tl el 1) ¢ W ROW (@) TR Sthol Trelfe Bace 512 (12 RoW (@) @ Swol Sarelie
g Block/Select wta Format Click Row Select =ta Auto Fit Click s=t=i2 Block/Select
F© Row &= Tbor TS 20 | w=ar s+« Height Box Open st 12.75 fcd Ok Click et
Block/Select $© Row =T Ebwr wreiiis =6 | (M) To Hide Row (G sjf<sca =m<r) 8 ©@ Row ()
ot ey Arate 512 @ Block/Select 3@ Format Click > Row Select st > Hide Click
e Block/Select $© Row =T =jf<6ee a1 |

(N) To Unhide Row (I 3t @& T =) ¢ @ Row () @t fefaea SIees 518 GTeteTR oot
8 sger Row (@) ¥t Block/Select =@ Format Click > Row Select st Unhide Click st

SERS! AP AR ROW ((CAT) &TeTT AT Wi @R sl XS |

> Column (31 k@@ f<feg wre)

(F) To Change Column Hidth (35117 «3 &8 “q$s F41) ¢

@ Column (F+1%) @t== 23 Afqe Fce 512 @t Block/Select @ Format Click Column
(F=1%7) Select wta Height Click st acmesrs &3 s fuca Ok Click scs1 Block/Select
Column (F=17) <To7 2 Ao 207 |

NB ¢ 3 At =9 @ &fsfe Column (F+11w) @3 Treii< &3 8.43 |

FE qg OF P FE

(¥) To Normal Column Hidth (=17 « &g wreic® F¥1) ¢

@ Column (F=1%) e &g ek Face 518 @12 Column (FW) &= &g SHeliks BRI
Block/Select sta Format Click > Column (=) Select ¥ta Height Click 33 .89 ot Ok
Click s=t=1 Block/Select $© Column (F=T¥) @=T9 &g Freifs =¢q | Saes Column (F=17)
TR g SRreiia AFEER Block/Select @ Format Click Column (F=1%) Select @ AutoFit
Selection Click ¥t Column (F+1%) &TaR Weey &1 821 fofe @@ Column (F91W) @7 27 difts
T |

(") To Hide Column (FT =@ ) ¢ @ Column (F9) <t P AT 512 @G
Block/Select wtz Format Click > Column (F=r7) Select %t Hide Click <=tet Block/Select ¥
Column (F=11%) &t Ff<ee TR |

(%) To Unhide Column (%t 2t =11 fefaea =) 3

@ Column (F91W) &tet fFfRea Sre 518 Eete® 23&3e! ¢ *kaer Column (F=1%) 7f> Block/Select

@ Format ClickColumn (=) Select @ Unhide Click S5 seae! sffecy arar Column
(=T & TPCa SR R I 20 |
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(¢) To See Column Standard width (1= Fre17< 23 74T 3

FE FACO NS T ANwd Column (F1%) O TeIRE &g F© ©f WA 18 AFCe AT | 92 S[GR
Column (1) @3 =reiTs 28 @ &= Format ClickColumn (%) Select ¥t Standard width
Click ==w=ig Standard width Dialog Box =iP1a ¥k @2 SRgR ==& Column (F#11%) @1 JreiiRs 2
TS A1 |

> Sheet (TG s feg )

(F)To Rename Worksheet (€aR1oa 9 e F41)

@@ Worksheet @3 7 #fzqe Face 512 @18 Worksheet @3 sty Cell Pointer taca Format Click
>Sheet Select ¥ > Rename Click ¥ »ffsere b focs Worksheet «3 @ &= sz Click
Faceiz Worksheet @3 s #ifiqeie =3 |

(¥)To Hide Worksheet (a5t e ar)

@ Worksheet & s arate 512 18 Worksheet @ sty Cell Pointer @@ta > Format Click
>Sheet Select 3@ Hide Click F5ts1 Worksheet 5 st a1t | St r4ts 23 @, 340" Worksheet
5 offc AT AT =

(?) To Unhide Worksheet (& it sasaioes ez =)

Worksheet FFItar =itz «3aw & Book/File @ a=<gm Format Click >Sheet Select st
Unhide Click =7t=12 Unhide Dialog Box =ieiea o<« @@ 7ics® Worksheet & ffzea siece 512 @12
e €21 Click (79) @ Ok Click Fata2 sfca Al Sa<Aio o f=ed SRS |

*F qe OF P **

(9). To Create Worksheet Background  (€a&FRI67  IRACT AS) 3
@ Worksheet o7 aai®e fucs 512 @18 Worksheet @5 sty Cell Pointer teed Format Click >
Sheet Select st Background Click s=tst Sheet Background Dialog Box =ta o3 From File
TP @ (@ 936 =f7 Azwwe Select wta Insert Click F=icst 577« Worksheet <3 Background <=
T Select F© =R 501 A0 | o & =[G wgw@ Normal Mode @ emf¥e =3 | wdie @ =RfG Print
Preview Mode « emf*fs =7 11 *meice Format Click > Sheet Select @ Delete Background
Click ===1 Worksheet & #&=gi o1 ica | =idie Background <3 =6 3z 313 |

> AutoFormat (GRets ffeg 7w feeas 1) ¢

(). To Create AutoFormat (feenas todt <5) 3

w2 Cell t= faca Auto Format (feeze) s=ce 512 @12 Cell @ttt Block/Select sta Format
Click Auto Format Click %=1 Auto Format Dialog Box =#itq w2 Table Format List t2ts
szvs Style Select Fts Ok Click ==t Block/Select ¥ Cell @teT s'z¥srs AutoFormat =
qI |

(¥). To Delete AutoFormat (feergs am aear) 3

& AutoFormat 331 Ate =(d | o9 @ G Cell @a AutoFormat (feenzs) 3w fucs 512 @12
Cell =ttt Block/Select stz Format Click > AutoFormat Click st AutoFormat Dialog
Box =i™ta w2 Table Format List T2t None Select &t Ok Click <=t Block/Select Fs Cell
@ (TP AutoFormat v = 9163 |

> Style (fFe w2t fCeiga todt 1)
(F). To Create Style (312 tear s1) ¢ Format Click > Style Click =1 Style Dialog Box
P O @ @[ @6 J e Modify Click =t Cells Dialog Box =iP1d o3« @8 Box @3
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STRITSI (@ 7+ F& #td el 719 1 A7 | Wy oo e Style Setting st w&a® Ok Click
FACIR BIZ CoA! 20 A | e 2o coarpe Style(feend) & s Modify (sre=iige) e #Aifd |
(). To Apply The Style (feen2t= 3532 <410 8

@ Cell ww=tm <ty Style (TTwigq) @3 w7z Face 518 @2 Cell =it Block/Select @ oo™
Format Click Style Click ==t Style Dialog Box =Pt w35 @ «icsw Style (feengs) @3 5727
Faco 512 (1R Wi Select s w#iw Ok Click ste 2 | w1 toige Style (fewzw) «a w2«
T |

(). To Delete Style (fo&r3 =) 3 7t Style (fCerEa) ot 41 Apcs =03 =77 Format Click
>Style Click =t Style Dialog Box =1ts w4+ Style Name List t2ts @ «icsw Style (feenza) &

(ees 512 (18 WG Select @ o= Delete Click Ok Click =2 tedige Style (fenzw) & ez
I |

% qu OF P *F*

»  Spelling(3Meas)s
ToRI 0T I T A TRGE (FI G AR ©f (5 41 1 8% w19 &=y Cell Pointer File/Book
@z wFrs @ Tools Click Spelling Click Or Keyboard Key F7 Press sat1 @ File/Book «&
g (@ I G A N T o wa 349 & Spelling Dialog Box siP1a w4+ & File/Book
@3 wfgg @ Word & @1 3T Wt =7 18 Word @3 sty Cell Pointer 51 27 | @2 sy 3 @
Word 5% wm 2/ Computer Dictionary Te 2tz w3 Suggestions Box «a sttay <12 Word 5=
MBI o NS (AT | O AW W I 0& ANSA 1 I A 1 AP w7 Change To Box «=
W4y &7 IEEG #ee s@e Change Click 59t vy @ w15 = 2t | Change All Click et @
IR TSR Trgd T W7 AT G ¥% 73 | Ignore Click 3t @ IMias @i Afiass
23 A1 9 @ Wi 5% ereE 4 | Ignore All Click 371 @ I Toda@ Sae 341 St
TRGTIR SRR AR | GO TREET I W& A (1 7= 936 Dialog Box =mia w4@ Ok
Click s=te 23 |

> Auto Correct (TGSt FRT=14F 26) 8

Tools Click > Auto Correct Click sst=1 Auto Correct Dialog Box ==ta | ©3% Replace Box @

Type &« N @ with box @ Type = National Computer Training Center == Add Click

Ok Click #te 7@ | “FFeice @ @« Cell @3 sty Cell Pointer w@ed N Type 3@ Spacebar seiti2

National Computer Training Center = =tz 13 |

> Protection (f=r=er () ¢

Spreadsheet Analysis Software (Microsoft Excel) @ e 3@ 51 Stas ARR JifeTo s Fer
FACS | @ I IIEA TG M (@6 (P ARTOT I OF NS @ IPCR Fho 2T @O A | O
i@l @ Worksheet @q sty et 399 12 Worksheet a1 fzreier fRyiw w41 oo =80 9ae @
Worksheet b3 f=i=rer fagi a1 eczies 18 Worksheet @ sty Cell Pointer tae Tolls Click >
Protection Select st Protect Sheet Click F=tT Protect Sheet Dialog Box =rits w3« Password
Box @ @ Password f> fits 512 @@ Password & fica Ok Click 33 =Sl Box @ & «%g
Password fca Ok Click st @ Worksheet 53 farorer fae 23 @ @ Worksheet fors e g
ARTST FACS (BB T | *RASICS 7R & Face == W g™ Tools Click

Protection Select #t@ Unprotect Sheet Click ¥t @ Word i @ Worksheet f5 Protect 1 itz
@@ Word f5 7rta Ok Click stz #=sits @ Worksheet 5te tie oz #ifiqss sate 681 3 |
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> Goal Seek (77 M€= F41) ¢

A 8 G0 FEATHR T FACO R | OCF G & *TS Z(N AN B S0 % A | TG =0 8¢ % 2w e
@ @R @fs AT 9,000 BT 2Ty FCO 207 | MAH R 33T | @3 B *1$A0cF wiE T F#,
R DI QR 99 BIPE AR (&1 0 2

Tee ¢ TATIR &% (AT SN AN (RN OIF ARceFre [ ({7 FAce I ol wwa Goal Seek Aafes
SRETHCA (A9 FACO A | PTG A0Y Al ST (o ibd 2 S 10 (e |

ABCDE

1 Interest Terms P. Price L. Amount F. Payment

210% 12

GJF @ 2o D2 Cell @ @ g = C2*55% <

G O ARDE E2 Cell @ @ed forgm = C2*45% <

o ¢ A C3 Cell @ ee o = PMT(A2/12, B2,-D2) =

w7 % s C3 Cell @ @ Tools Click

Goal Seek Click w51 Goal Seek Dialog Box wisitd wiw @3 wifqqg Set Cell @ o C3, To

Value: g {5 q000, By Changing Cell @ y5 C2, @3 123" OK t® Click ¥+ | s<fd @i
TG @ o0, AN BIPT @R 7519 IS AR QA0S TR | (PI TP ABCeT Fwesar =1y 4 |

*E qq OF P

» SCENARIOS (7*5 o) 3

2] 3 ST (AR Gy At e 20T | ©CF 93 G *© ZA, YA TR 0%, TG IE0F 9o % T ee =3 |
AT ~IfRICHTY R ACETH S -0o ISTCAF L | N0 B AT 3FT 8 AT GRIW 8

90,00 ,000 BRI 3¢ I8 | € 000,00 BIFT 0 J2H |

R0 ,000 ,00 DIl 3¢ I=7 | 80 ,000 ,00 GBIl wo I=F |

Q4 @2 *SACHATE TG @7 Ty, IR BB QR 79 BIBIF AR (77 36 2

TG 8 TICA &% (ACF AT A (SN O Al A1 (@9 FAce I o wwar SCENARIOS “iwfes
SRERCH (37 FACO AR | TICHCA 2T &f1d SAteTl Hoa 2 Siieg e (e |

ABCDE

1 P. Price Interest Terms L. Amount F. Payment

2 10% 15

«JF @ Ao D2 Cell @ @ 7 = A2*70% <

qR @ AR E2 Cell @ e o = A2*30% «

R @ 2t C3 Cell @ @ed o

=PMT(B2/12,C2*12,-D2) <

o7E @ A C3 Cell @ e Tools Click

Secnarios Click ==t Secnario Manager Dialog Box SIPita w4« =i *[$f5 (woooooo GBIl ¢
IOM)

e 1 & Add Click 3t ©#itza Box @ =t$a 7w g 30lac, 15yr siReF eea Box @ e
A2,C2 (Purchase Price,Terms Gi Cell No). s=#w OK Click %=t Scenario Values Dialog
Box WP1ta B+itad Box @ #E Bria AN (9000000) G fitse Box @ # @ G wifywg I=ee
AR (5¢). O
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OK Click 2t @ *$f5 7g& 41 (9 2 | @ G2 AG(OTS AT SRS AN *[SE G5 G0 FC
Y& 4 | Free=cd Close Click et Secnario Manager Dialog Box 5 51 2ita @&k *Reics g
IS BT FeTree] e B |

> To See The Scenario (FrIfRe &wa) ¢ Toita Trafis Freretet <F =07 (oitet Tools Click
Secnarios Click %=t Secnario Manager Dialog Box =s1ta w39 @ Secnarios & v+« sce b2
@5 Select ¥t Show Click <=1 Select $© Secnario b5 F=w=1 amf*fs =zt | @w<f itz Close
Click =1 Secnario Manager Dialog Box & 5¢s1 213 |

> To Delete The Scenario (TR GIRY)

AR BT (*1F R (AIC TR W0 I IIACANRE SR A AT (78 O/ (IR (=117 &= Tools
Click

Secnarios Click ==t Secnario Manager Dialog Box =iits w2« @ Secnarios & Glizrs 512 @it
Select stz Delete Click s=t=1 Select $© Secnario f6 taitg e | tr=r <ied Close Click w<eet
Secnario Manager Dialog Box G 5t 213 |

ok Qe SN PP K
> Auditing (Regs 1) 8
42 =R f{fSq e Function 59=R 3@ @, e, o, o+t To5ifn forad firdfy | @ @ fore
T (40T GF RPN N N8 ARFCS A | Swzg==iet &1 I Ghifes Cell et S o17 el 279
T @S AT @eer @ @ Cell T3F i | qemer TR0 I TRE NS GFE TP (AT Yo

Aea &=y =&l Tools Menu @ Auditing Sub Menu 5= =iy facs #iifs 1 Auditing (e« 41)
@3 fJfeg 77 a2 Freced 6 (At @& &7 |

> To Create a Macro (93 it toff 1) 3

Tools Click

Macro Select stz

Racord New Macro Click w=ts Racord Macro Dialog Box =rPd w3« Macro Name Box ¢«
Wy @ AN Macro Tefi Face b1k iR N e (Beerdy @ 7w Shortcut key 37 F4cs b8 1 @
= f6 Type e 7J) “R@eice Ok Click @ Macro & 3 512 of «32 Cell @ fied -5 @ @«
«f> Cell @ Cursor faca Tools Click

Macro Select stz

Stop Recording Click %at=12 & 7t Macro &1t #14ifs Save =3 |

> To See The Macro (3t &w#q) ¢

BT SrEe FeeET <IF T ¢t @ Cell @ Macro (iiter) v+ F4ce 512 @12 Cell @ Cursor w&es
Tools Click

Macro Select st

Macros Click 5t Macros Dialog Box SIPita 47 7[td teat 31 Macro (er) «F Sete anfe
(@ 92 SR @ Macro () o evq Face 512 @12 Macro (J7iterr) @3 9115 Select 6

Run Click 2t & =it ¢edt w1 Macro (el & Cursor 3rat Cell @ emf¥fs =1 |

NB ¢ 3w @ Macro (sieerr) f& Create (¢o3t) T 3/ @1« Shortcut Key 592 41 23 A0S ©& @
Cell @3 sty Macro (Wiee) 6 evfa ace 512 @12 Cell @3 Sty Cursor @ Keyboard @3 Srgesy &
Shorycut Key Press =12 Macro (Wrieerr) & Cursor 3zt Cell @ ewf#s =3 |
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» To Delete The Macro (uiter TY) 8

BT TS BTl (1T T (It I3 ¢odr a1 Macro (el & Setaremsiz e e 201 39 W (@1
@z Cell @ Cursor tac Tools Click > Macro Select sta Macros Click s=itst Macros Dialog
Box SIPTtE ©3F “[td ¢odt a1 Macro (U1 ) = SIetel emf*e =03 «8 S[g @ Macro (Wit &
TS 512 @12 Macro (7t&r) @3 «isfo Select ¥

Delete Click at=12 & Fts ¢t w41 Macro (Wrieerl) 5 Tieg a1 AREeIes SISl =87 3 \dre
A |

*% qp O P **
> To Use Add Ins (@Te 337 @3 I5327) 8-
Tools Click > Add-ins Click =t e sfiee Add-ins Dialog Box =Pitq ©2 Auto Save Add-
ins Click st 5% (V) 5= faca Ok Click a1 Tools Menu t® Autosave e Sub Menu &
amf*e =3 | w49 Tools Click > Auto Save Click %@ Automatic Save Every Box @ g2 s
fedivs g Ok Click =t ffwg s » =17 File Save Dialog Box & e |

> To Delete Auto Save (ST IW (MSAT) ¢
Tools Click > Add-ins Click == e e Add-ins Dialog Box si9t3 w3

Auto Save Add-ins Click st 5% (V) o= teret facr Ok Click st »==sice Tools Menu t®
Autosave Tt Sub Menu o ewf*fe =g =1 |

** o O P **

> Sort (S5 AEICAT) 8

NB 3 ST3 712 SNIHE IE FKE CRE @ @19 Column (FI) & (=I5 (A0F I ST T (A (F6
FE LR e 2 | @ AR Sl Column (79 fofes @ @i g 4t (@@ Face iif7 | «2
JIG> FAR G SN gl 9o & codl i |

ABCDEFG

1 SL_NO NAME BASIC H-RENT M-ALU LUNCH TOTAL

2 001 Mizan Number Number Number Number Formula

3 002 Kabir Number Number Number Number Formula

4 003 Ishad Number Number Number Number Formula

5 004 Rakib Number Number Number Number Formula

TATIT ST @RI (<19 26T (o1t Cell Pointer Data @3 I4aeT (@ (19 SR @l

Data Click > Sort Click > Sort By Button Click st tedigs Field (F%) =1 tel Id o @
@ 95 Field (F=) Click (%) st Ascending Click st (zf1 Select © Column & (=15 ¢t
¢ Fs (ree 51%) Desceding Click #f (3@ Select $© Column 6 9@ (2= (2% W1 (TS
vi2)7Reice Ok Click T2 Szl T ANeT AT |

> FILTER (tebt cden) ¢
Cursor (FPR) @ &= @ Field @3 stwr @ed Data Click > Filter Click > Auto Filter Click

A ATORH wieed (Field) Fo@ =t 651 A5 561 9IPTd o3 @ &9 @36 Field Button Click
@ @ @ @wors Click (f5%) 32t vy @ @ Column (F1W) @3 S@fe 12 R0

IR (COTCE (AT AT | IS WER A @RS pfRea w«ce z=T Data Click > Filter Click

Show All Click s5ts 23 | w121 @ Field Button Click ¥ All Click 3@ sRet @6 56
PICS |
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> To Create Custom Filter (3% &%= tofF) 3

Custom Filter sste 2= 9%t Relation Operator €3 W<l T | (@ ¢

= Equal

> Greater Than

< Less Than

>= Greater Than or Equal To

<= Not Equal To

<> Not Equal To Ty |

Custom Filter @3 Rfeg &< T SR | YT #9356 (AT OFee @& 9 | agrene [(feg
2R Filter stz I 7% ST ACF ©F S*12 ©f #rwca W6 (AP (& # |

*E pd OF PP
> To Delete Auto Filter (St o= GiwY) ¢
Custom Filter ST (*I¥ 20 ¢oItsT T4 B 6w (I e =6d o Data Click > Filter Click >
Auto Filter Click st 5% 2 (V) ot face 2tq | 5 B2 (V) coiest et ReBim 15w 2rsea = |
> To Create Advanced Filter (weem oK tefF)
NB ¢ Advanced Filter <3 sr<resr st staw 2evews 2 &g Cell & Copy w3 @ Worksheet @
iy @ @ dFmm sgee 2| 9wy Data Click > Filter Select <2 #=  Advanced Filter
Click s=t1 Advanced Filter Dialog Box =ta w245 Copy To Another Location Click st List
Range, Criteria Range & Copy To R« 399 [ (&ames f*reecea 7Ry W) Ok Click Fac=iR
9 St BFmmS Ntz AT | A FE @IS AT |

(A). To Entry A New Record (7ge €6 G6 1 311 3

g Record Entry <=1 ars<g@ Data Click > Form Click w1 @6 Dialog Box =iPits w25 New
Click st =g+ (w1 518+ F¥cw =< | W7 7 Close Click s (il 33 o+ wa Entry w1 Data
T RIS FCACE |

(B). To Edit The Record (3¢ SRe=ii<e 3t =fiden 1) ¢

g Record Entry w1 a1s@g@ Data Click > Form Click s=t=1 @5 Dialog Box =1t @<+ Find
Next Click F3cs 9t @3 @& 37 “Fe! Record &= (7ditd @3k Find Prev Click 91 @& @
@ et Record ot (74t | @2 SRR @ Record (@Fe)T wexied I +Ifiqeq Fce 512 @12
Record (@F¢) & q49 (At ©4F a0 qooee #Affaeq A1 sweesied FcaClose Click a1 w77
RS RIS 11 AfRIIES =03 AT |

(C). To Delete The Record (3¢ @IY) 3

g Record Entry <=1 2@ Data Click > Form Click st @sft Dialog Box ®iPics w<+ Find
Next Click F3te 4t ¥F @3 303 “7ae! Record @& g @3k Find Prev Click 32T @& @&
I3 FTer Record «te (71td | @2 w9g¥ @ Record (&%) tiers 512 ¢12 Record (@F%)T a4+
@4 o4 Delete Click > Ok Click sawt & Record (&%) @itz @ #=eeice Close Click
e Dialog Box 6 5eeT 217 |

TE b OF FH FE
> TEXT TO COLUMNS (992 Gt= S TRt for fog F=mea fae anear)
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fE SfFe 2H7 SIg@7 GG TF (odl FACO =(F | G FTRIGTHAR WY @2 7 Spacebar es =3 |
SR P e wfEe =afh codl 3 |
ABCDE
1 NAME BASIC H-RENT M-ALU GROSS
2 TUTUL 8000 600 400 9000
3 RAKIB 5000 500 400 5900
4 RAJON 6000 400 300 6700
5 CHAND 7000 650 400 8050
I 2T @ g9 6d oo Data Click s, Text To Columns Click, Delimited Click ¢,
Next Click Space Click =tz, Next Click, Text Click st
Finish Click s3ts12 @25 S0 Tt qRifeseied fog fog e 5o At |
** Window menu **
S NEW WINDOW (932 FI80a I ) ¢
3. Window Click =@ New Window Click T2t @928 12" 3if4s i+ tofd =z fog foy
TIBITS (MAIF |
> ARRANGE (st S 79 FIZe7eeT GIACL (A0) 8
Window Click, Arrange Click ¥t @9 @6 Option Click =% i, Ok Click s=t=i2 Open
41 File <ot @& (eS|
> Hide Window (¢ Stet e arah) ¢
Window Click, Hide Click ==t=1 Open a1 Window & s 21t |
> Unhide Window (fecx st B2tet ffaca =) 8
Window Click, Unhide Click ===t Unhide Dialog Box it w2« sjfsca ardi @ WorkBook &
e =i+ 512 @it Select 3@ Ok Click w12 Hide a1 Window & et =t |
> SPLIT (39 & 0326 S Ot F41)
Window Click, Split Click =18 (6 ®rf =7 I3 |
> (). To Delete SPLIT (F7F «sfers 1) 3
Window Click, Remove Split Click 3718 #4(0 wafae =031 31 |

FE @ O Pk
> FREEZE PANES (% fgg St3 ar) 3
@ Row ©& Freeze st Pointer @ Row «3 s &ta Window Click, Freeze Panes Click
> (a). To Delete FREEZE (f&Fe ®fdwx crea) ¢
Window Click, Unfreeze Panes Click

> To Create A Salary Sheet (@1 af$9ite= (qeed 17 @@ F40) 8

NB ¢ & afesitar qor R [ig *SMacs Fa1 & | 2roiad 1 [@orTd BoF fofe a0 o
House Rent, Medical Alaunce, Lunch, Tejifw mexr =@ @ Profidient Fund, Income Tax,
Group Insurence 21 O (IO (ACF A T | T AT T2 1 = TR WL T (FOCTH TAT
fofe o | fam [ S$oears «afs efSdm @ PRSI v afs (rear == | S (I
ARG (@R IR (@@ FACO 20T @ AFSHIT ST T Tee TF SRR 279 o 308 207 |
SIRCE P SR RS 22l odl R (O 79 @@ w41 4

ABCDEFGHIJK

1 Name Basic H-Rent Medical Lunch Gross P-Fund I-Tax G-INS T-Deduct Net Pay
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2 Tutul 8000

3 Chand 9000

4 Rakib 7000

5 Rajon 6500

GJF TG BHLCO MRS AT @ I | W0 4w e Cell @3 S0ey J@et=T 2w $91 7= Inter
Press 34ts 21 | s s@er @it WiHE *wsa Taw fofe a0 mrear witg | s@erTd feifte =r$er
TS N AR REFCTa FRIASR AN T4 | T2 ARCT @ @I #0887 fofe wta orr 19 @7
FACO A |

C2 Cell @ Mouse Pointer =t ¢
=IF(B2>=8000,B2*45%,|F(B2>=6000,B2*35%,|F(B2>=4000,B2*22%,B2*15%)))

D2 Cell @ Mouse Pointer =t 8

=IF(B2>=8000,B2*40%,|F(B2>=4500,B2*28%,B2*18%))

E2 Cell @ Mouse Pointer s 3

=IF(B2>=8000,B2*34%,B2*22%)

F2 Cell @ Mouse Pointer it ¢

=SUM(B2.E2) A_ev =B2+C2+D2+E2

G2 Cell G Mouse Pointer tzte 8 =B2*12%

H2 Cell @ Mouse Pointer =t 8
=IF(B2<5000,0,1F(B2<8000,(B2-5000)*1%,(B2-5000)*2%+90))

12 Cell G Mouse Pointer tce ¢

=IF(B2>=7000,B2*22%,B2*8%)

J2 Cell J2 Cell @ Mouse Pointer wta ¢ =SUM(G2.12) w2ar =G2+H2+12
K2 Cell K2 Cell G Mouse Pointer &t 8 =+F2-J2

T @ OF P HH

> To Copy The Formula (¥ 3% %1) 8

5 R P32 (AT AR AT I LT LN VY@ (FAN FCA (T A e | g v
e Ry SpIiens fotees 6 20 a <o =1 S RRITIKR 1) STAICe KT A0S S OIRC TR
S A | AW AS TER TP ACH IR IR AP OIR 712 G T (R (P01 47 S 707 @ i
AR WL I A9 (@77 1 77 | [y wfore Swer F&’ 9o 2A1f | S 91 AT AASTE Ao
rwcg 0 (A caes o |

> To Create A Result Sheet (Q@/R@ATHA AAFIF T (77 F40) ¢

NB 3 @@ el af o S F90s T+ 2@/ ARFE T (@9 F900 =7 | M 2fSdra seas
TE/T@ 2 O FATHR QST T T (JF F] A PEFF (R O TN I/ | Ol 93 FIeio
YJ ARG FACHR MG I @S AT | [ SET e wraa ARy [FoI0d 37 I3 TN 3@ A0
T AP BI@/ AR AIFR T [ 1 AR o] i

ABCDEFGHIJ

1 SI-No Name Reg No Rool No Ban-1 Ban-2 Total Eng-1 Eng-2 Total

2 001 Rakib 32598 05894 Formula Formula

3 002 Rajon 32599 05895 Formula Formula

4 003 Rafig 32600 05896 Formula Formula

KLMNOPQRST

Math Econo Civics Logic History Geography Total Division P/F Avg
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Formula Formula Formula Formula

Formula Formula Formula Formula

Formula Formula Formula Formula

TE zofs TRIMS (o A9 o TE/TANHT AlS TR IFNS PO 2 | WA/RAITT oIS T W T WA
PR 77 FTRFRS Jaure A S0 SRRl AIHE AIS T (A K | N A @fnE Cell @3
LT QU ST AR AT Inter Press 3o =0F |

G2 Cell G2 Cell @ Mouse Pointer =it 3

=SUM(E2,F2) A _ev =E2+F2

J2 Cell J2 Cell @ Mouse Pointer =it 3

=SUM(H2,12) w1 =H2+12 Q2 Cell Q2 Cell G Mouse Pointer =t
=SUM(G2+J2+K2+L2+M2+N2+02+P2) (35 5= feeitzne)

R2 Cell R2 Cell G Mouse Pointer tte ¢

=IF(Q2>=890,“STAND” IF(Q2>=750,“STAR”,IF(Q2>=600,“FIRST”,IF(Q2>=450,“SECO
ND”,IF(Q2>=330,“THIRD”,“FAIL")))))

S2 Cell S2 Cell @ Mouse Pointer &t ¢
=IF(OR(G2<66,J2<66,K2<33,1.2<33,M2<33,N2<33,02<33,P2<33),“FAIL”,“PASS”)

T2 Cell T2 Cell G Mouse Pointer tste s=Q2/10

FE by o P R

> To Copy The Formula (= 3 1) 8

Salary Sheet TS3r T T P62 el S FAT FTACRA | T S Fa07 = @38 | Result Sheet
R T B T SR 6 (A0 (& T |

> To Create A Commission Report (I =it todt 1) ¢

ABCDE

1 SI-No Code No Name Total Sale Commission

2 001 BG-501 Md. Chand Ali 85000 Formula

3002 BG-502 Rafiqul Islam 52050 Copy Formula

4 003 BG-503 Mr. Rajon 35000 Copy Formula

5004 BG-504 Mr. Rakib 7000 Copy Formula

6 005 BG-505 Md. Kamal Hossain 47000 Copy Formula

E2 Cell G Mouse Pointer tce:
=IF(D2<15000,D2*6%,IF(D2<30000,D2*12%,IF(D2<50000,D2*20%,F(D2<75000,D2*2
5%,IF(D2>=75000,D2*30%)))))

& @il T 41 =CA (N Enter Press @« | SIS i1 (AR (olees | 75 =[tea Tow feofe e
TG T PCACRT O AT (IATACRS 0T S YT | (PI TP AR e SRS AN T |

> To Create A Electric Bill (R et tedt 1) 3

e 1 Codt a7 7 Company T3 &Me *[STel (& e 203 | AW OST 7 = @, AP S0
ZTfcoe e b et O 6T =09 5.2 Bl [ | 2d0 TS e Wb et o 1 =03 v.9¢ Bl
T | Vo TTGF 6 4q6 I OiF 971 7J 2. B 2ICF | ¢oo TIMCHF b F6 FA0T ©OF 6T =
2.4 Bl B | @R ARF oo TTMHT ¥ T0% H (XF 7 (9 OF e =7 9.5 FIFl TE | SRS
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*EATATE SCAF AR (5 [ye [T todt T & feva =5 8 9@ 977 a1 Cell 7w, Total
Unit, Unit Price, Etc #RR$T @M | A0S st M0 (A0 e{IapTied seas e 6 &4 |
ABCDE

1 SI-No Meter No Customer Name Total Unit Total Bill

2 001 10001 Md. Sazzed Hossain (Chad) 850 Formula

3002 10002 Rakib Hasan 350 Copy Formula

4 003 10003 Mr. Rajon 480 Copy Formula

5004 10004 Mr. Rafiqul Islam 290 Copy Formula

6 005 10005 Md. Azibor 100 Copy Formula

E2 Cell @ Mouse Pointer t=e<:
=IF(D2<120,D2*1.2,IF(D2<210,D2*1.75,IF(D2<350,D2*2.1,IF(D2<500,D2*2.7,IF(D2>50
0,D2*3.1)))))

T% @l & 1 =0 It Enter Press 3 | SR T T (it | @3 Formula Copy
T | oA IRIT T (IR | GO S (P [y e Codt 41 A |

FE brq OF P FE

> To Create A Wage Sheet (Igat 6 Tedt F41) 3

2 3 95 AIRCSH (FPAMICS U2 *TS g @S e 31 2 @, Ond F1RS Fafie v 967 T Fle
IO A | IR b Tl IICGA O TOR G OITHACTE R0 B I (0 W 41 TA | WF U2 b ToF
TS @ T© TOT FG I (12 TARE & &S THR SICP b BT IC QA F41 TS | 92 *S[PIR
Overtime & Total Payment @3 &R Aifed 900 =7 | U2 0 TR & e 3o =8 aR

AT PR F |

ABCDEF

1 SI-No Code No Name Working Hour Over Time Total Payment

2 001 1IT-101 Kamrul Islam 15 Formula Formula

3002 11T-102 Razzak Ali 12 Copy Formula Copy Formula

4 003 11T-103 Babul Ali Khan 8 Copy Formula Copy Formula

5004 11T-104 Rabiul Mia 18 Copy Formula Copy Formula

6 005 I1T-105 Zafor Bhuiyan 16 Copy Formula Copy Formula

E2 Cell @ Mouse Pointer ties: =IF(D2>=8,D2-8,0)

F2 Cell @ Mouse Pointer tte: =IF(E2>0,8*20+E2*25,D2*20)

T% @t AR T Z T Enter Press e | SIS T To0d (ites | 9] Formula Copy
e | FPo32 STAIF T (FIT0RA | IR SIS ¥ AGAT 3115 codt el T |

To Create A Premium Report (31 @i feifsers feais todt 320) ¢

T (@ I @2 [4iae fFg =& A @R @12 =097 T9i7 fofe @2 Premium == s =311
T G N (@FINER *1S 0GP 2T (@, T 3¢ IR 96 2T Premium =3 dS¢oo BT | I 0o
TR e =0=T Premium =03 X000 BT | 07 8¢ I=6A e =0T Premium =3 2800 GIAl | I3 8¢
IR TAAE 92 (TF T & Premium = oo ST | Brafs =S oy fog @i @ 3307 e F9
F© Premium (3 o (I7 F |

ABCDE

1 SI-No Code No Name Age Premium

2 001 TU-1001 Md. Rahim Ali Khan 85 Formula
3002 TU-1002 Rafiqul Islam 52 Copy Formula
4 003 TU-1003 Mr. Rajon 35 Copy Formula
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5004 TU-1004 Mr. Rakib 7 Copy Formula
6 005 TU-1005 Md. Kamal Hossain 28 Copy Formula
E2 Cell G Mouse Pointer t=te: =IF(D2<15,1500,1F(D2<30,2000,1F(D2<45,2400,2800)))
TS @fG AT T J0A (T Inter Press w@ | SIpla 1T (oICd (ot | 76 =10$q Toie fefe wea safs
AT TR ©f JATS (ATACRA 0T SR YT | (I T AP T FRIAOR AL 3P |
To Create A Sales Report (e ftsiis todt F41) ¢
ABCDEFGHIJ
1 SI-No Code No Name of Item Quantity Unit Price Total Price Commission Payment Paid
Return
2 001 MB-501 Rice 8 220 2000
3002 MB-502 Tea 5 56 500
4 003 MB-503 Sugar 7 850 6000
5004 MB-504 Soap 3 105 500
6 005 MB-505 Fish 15 85 1500
F2 Cell @ Mouse Pointer tt: =D2*E2 G2 Cell @ Mouse Pointer ed: =F2*5%
H2 Cell @ Mouse Pointer tte: =F2-G2 J2 Cell @ Mouse Pointer tze: =12-H2
TS Qs ST T 0T (10T Inter Press e | el e (Iea (oIt | {6 *[0ee Sofet fofe e it
AT PCACR ©F AT (ATACRS 0T S T | (I T AR RFChe FRIAOR AL <P |
To Create A Bank Pass Book (371& #ir7 93 a1 3541) 3
ABCDE
1 Date & Time Previous Balance Deposit Withdraw Current Balance
2 05/06/02 5000 Formula
3 06/08/02 Formula 6500 500 Copy Formula
4 08/09/02 Copy Formula 5000 Copy Formula
512/12/02 Copy Formula 4000 Copy Formula
6 02/02/03 Copy Formula 10000 Copy Formula
E2 & B3 Cell @ Mouse Pointer wita: =B2+C2 -D2
T @fb e A1 = ¢ Inter Press < |
SR AT A (olted | @3 Formula Copy 34 | 513 &l @ Boita »/ fFed S &war F9cs
77 f@ifas frwca e (A0 @eafa |

Keyboard Shortcuts e =G5

n
=

Sortcut WHHI G IS

pd
o

[EEN

Ctrl + A TFEE6A 5F (B (text) NETE FA1F Ters|

Ctrl+B (GG (text) (AT (bold) FHF Jay |

Ctrl + C TS F11 (GHE 5 FIF S|

Ctrl+D T0 NN BRG] Ble] FPA

Ctrl + E (BHG 7 foray Sfel ST ST ey (center alignment) |
Ctrl + F (JTRTET *1%1 7 1T Y[ Sevf |

ctrl + G Go to (1 ST FAE o g8 YOI JBIF el
ctrl + H TS BT (T T SN (VE YO (I FAT 5oy
Ctrl + | TS 91 (GHG italic font style FTF Sl |

Ctrl +j Justify SIFBHR| (TN ToT T ToHF FAF Sely

|| N[Ol [ MjWDN

=
o
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Ctrl + K

JATAE @S 72T STEITREGE AT (F5T FIF Sy |

Ctrl + L

Left alignment T ArFE (77 ST IO @ (@I ey |

Ctrl + M

GCREF FET Tab/ ST AE{AT HFT (GSTF Sels

Ctrl + N

@« word document (TS &<y |

Ctrl + O

AT (A 91T word file (AT Siels |

Ctrl + P

Print Layaut S3@G 56 FAF ey

Ctrl+ Q

TREF W& 1.5 TFD T (M8TF Iy

Ctrl + R

Right Side Writing OTa AT (¥(F ((ATF ey

Ctrl + S

JAE AT SITE FRA (TS FAIF Fals |

Ctrl+T

TS AT O 12N Tab (METF G5

Ctrl + U

(GHG 7 (FTAT® underline FA1F 545 |

Ctrl +V

3 FT (GHAG (text) ST (TG (paste) FHE Ja |

Ctrl + W

TSN B AF GHIAT I5 S

Ctrl + X

TRE TS F97T GHG 97 39 cut FIF Il |

Ctrl+ Z

(shortcut) TFIRIF FE AR AGIF JT2T (J© THEH |

Ctrl+0

TREF SNF 1 TH [T (ST Sevs|

Ctrl + 1

TREFT OE 8 A% TN FIF S|

Ctrl + 2

TRES A 1 FG 77 (W8T Gels|

Ctrl +5

TR@F A 0.5 TFG P9 (M8TF Ty |

Ctrl+Shift+T

I FA1 5719 (tab) IEE (e 2| (Undo closed tab).

Ctrl+Tab

30T $4] BYF (tab) 8fee o I8IF Iey |

Windows key + R

: FEACOIE T (Run) (7] 3T ST ey |

Windows key + E

9% key FIRIF F& File explorer Je MG |

Alt + Tab

SISO b1 AT (AT (open program) IRIR FATH ey |

Windows key +
Up arrow key

FONT S full screen FAF Fiels |

Ctrl + Shift + Esc

FFISOIE task manager (ATATT e |

Windows key + D

(ATET AT Desktop 3« Hide 7 Display F19 54|

Ctrl + Esc

FESTSHIER B1b (3 (Start menu) ST FAEF 16316 |

Alt + F4

BT 13T AfHE (application) 3% FAR 6316 |

Alt + Space bar

BT 41T application 9 menu 3T FHTF Sy |

F1

AT® BT ATFT application a5 help menu 37 F |

Windows key+M

NIHFET SRS 3 minimize F31F S5 |

Shift+Windows
key+M

3AET 6P FIRF IE@ minimize FAT windows 3JT screen
fACo1 (restore) I A 3T FIF 5oy |

Windows
key+Tab

ate Task view 3099 3T |

Control+0

U2 MRS T SR AF WM O FfGaN HieT S Il

Windows key +
Break key

ate system properties dialog box 304 (S|

Shift + F10 Key

RO GIRRIERE

e PToR o AifFE Gk GFBIF | S sR*Iw, TSR WR (SR |
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F4 A2 IO NI FE IACTAHT AMEF T FH (F© T[EA |
F5 FEE FE 1 AR oy g8 o 1831 I3
Ctrl + Shift + C | Copy formats a9 &47|
Ctrl + Shift + D | (Y@ (BHEG Double underline 532719 F1F 5els |
Ctrl + Shift + F | ST (T T SBRT (68 T Siely |
Ctrl + Shift + H | f3% @@ (hidden) Text formatting 5N1R FATF Sy |
Ctrl + Shift + L | 9519 (TN list style apply 19 34|
Ctrl + Shift + P | SII91d (BHBGA (text) B6 W2 (size) I9eTd el |
Ctrl + Shift + S | aF(C el G137 AR FAF Tav3| (Apply a style).
Ctrl + Home SPEEHH AR AFE (beginning) TSI e |
Ctrl + Delete | I (TN ST AF(6 1% fSfelb. FAT Tely |
Ctrl + Backspace | SIFE (A 10 (A& 14 S5 FAF oy |
Ctrl + Alt + S (7T Copyright symbol 5919 $919 Siely |
Ctrl + Alt +R | MS Word TFEIEE trademark symbol T332 ST Sty |
F7 Key CoIfel: (5% F1F Sl “Spell checker” T FINT FAH S5 |

Ctrl+Shift+L Quickly create a bullet point | %© JTe16 ATIG (Ofd PP

Ctrl+Shift+F Change the font | T K30~ FPN

: Increase selected font +1pts up to 12pts and then increase font +2pts | SCEATR0
Ctrl+Shift+> (YT T°0 ARG U 1] pts (AT IG 2|

Increase selected font +1pts | IR0 (T4 T°6 ARG IG PPN
1]pts PLL[
Decrease selected font -1pts if 12pt or lower; if above 12,

Ctrl+]

Ctrl+Shift+<

decreases font by +2pt | ITEITRE (T4 76 ARGy (RO PP |
Jpts (YCH IO (][

Ctrl+[

IR0 ((TU1F F°6 H2G (R6 FPA

Ctrl+/+c

Insert a cent sign (¢) | o6 oz JPQ PPN

Ctrl+Shift+*

View or hide non printing characters |

Ctrl+Del

Deletes word to right of cursor | F{A I O MHT 51K P42

Ctrl+Backspace

Deletes word to left of cursor | FIAT I3 AN AT 213 P42

Ctrl+End

Mov/es the cursor to the end of the document |
PP BRI JFIN (¥ 4 [ I

Ctrl+Home

Mov/es the cursor to the beginning of the document |
PIICE TP A9 GPMN AW [ I

Ctrl+Spacebar

Reset highlighted text to the default font |

PIETR0 (T TOARG JFAN NTNO PP

Ctrl+1

Single-space lines | 5 (5 12 M=

Ctrl+2

Double-space lines | GIRe (Z el12 =

Ctrl+5

1.5-line spacing | 5.¢ G 12 M=

Ctrl+Alt+1

Changes Selected text to heading 1 | FPI(T] BT ((TUF AN
PEIRIE

Ctrl+Alt+2

Changes Selected text to heading 2 | ST 1 (1L FE=N
S EIRIR

Ctrl+Alt+3

Changes Selected text to heading 3 | ST 1 (1L FE=N
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NMEIRIR

Alt+Ctrl+F2

Open document | GHRND Yol

Ctrl+F1

Open/Hide the Ribbon | {9 LI /eI

Ctrl+F2

Display the print preview | TG fAfO8 (MyN

Ctrl+Shift+F6

Switches to another open Microsoft Word document |
BIIRTRT AN ORI 4 I

Ctrl+Shift+F12

Prints the document | \Loge(.ll'i? VAN PP

F1

Open Help | SR 9 GR0ST I A Ble] FPN

F4

Repeat the last action performed (Word 2000+)|
SR PG AT IS A

F5

Open the Find, Replace, and Go To window in Microsoft Word |
OIS 8 AT, ST WS BRST eI

F7

Spellcheck and grammar check selected text or document|
I 8 FFIYT AIH P

F12

Save As | GPTNBLE JF0 NGV NTN N FI2 4 AT T
0TS T

Shift+F3

Change the Selected text in Microsoft Word from uppercase to
lowercase or a capital letter at the beginning of every word|

S T (LU (F6 O , G 2T JJ¢ ST T3 AYN
3 IT RO FEA

Shift+F7

Runs a Thesaurus check on the selected word| (&I

AT TN

Shift+F12

Save the open document | GRING (TG FPA

Shift+Enter

Create a soft break instead of a new paragraph |
G TR g9 AL I FIF [

Shift+Insert

Paste copied object [FIHNF© [FRIP (GIGT AN

Shift+Alt+D

Insert the current date | IO SITY ITFQ TP

Shift+Alt+T

Insert the current time | FONIN TN IS PP

(F1E)
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T QT PR IR Q€ e s At S e AT s o7l R |

ﬁwﬁaﬁ»@ﬁ‘m O QIfFH

L O T I G I T s !
[ SRR (O o7 AT TR 7 | SRR (O v i |

mﬁwmmmmnmwmw|
(e 9y sk, o e 1, O 3, COT 1 | ey o v 200 | AR % 01754-131354 )

e ‘. + ‘ + ’ + ’ . R

IR ACFS

g/

e S ue QifFrE Gk o

FfETIT TRA (O TR (O |
TAR IETF, TICERIIR (SRl SR, (STl (Tl | TSRl (PTC-@ b , AT (FTS-8L1 |
Edited By- Mizanur Rahman, Mob: 01754131354
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