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Buttons | Painters | Pointer Options | Wheel | Hardware
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Speed:  Slow

Clicklock

Button corfiguration
|witch primary and secondary betions
Select this check box to make the button on the

right the one you use for primary functions such
as selecting and dregging

n Double-cick speed

Double-cick the folder to test your setting. If the
folder does not open or close, try using a slower

'J Fast

| Tum on CickLock Settings.

Enables you to highlight or drag without holding down the mouse
button. To set, briefly press the mouse button. To release, dick the

miouse button agan.
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TR | AEAH TS WTH, eIl (Fpig @ 75e e a fafefes 2Tem 0@
WE I@ AR SFEE fFEm wfE Aurd ww frme @ IRt sm Fas [ |
e S E - ewT wAfisifere wifeas e SfEethnee aazE Tlem |

Wi ey @ SrEernel s’ taf«E o

., WiiE a9y @F i ¢ aen AL vaeEE |

2, afefes wemai Frts zeam ofb Traze =01 47 7157 |

©, W edw @Fe Apple FEoTa FE9EE T4 907 |

BEfer9 (UNIX)

T @ wAase, Feow farne 3efw wffe | [Fre ey wea wiree guand

Teage (79 EEsES fal U 28fe SHals ety e w5 SiEe | IS weEE

SR 6 S TG G S6Rg NUEGe PeeY Tufde & | «Fem e« 2l

s fafen afedm (s Tem aire <02 | orT I Gt W IS 93 qEG g¥m

Al famram | @3 e afbush (AT&T) efede 7m a9 e Feee e g9 9orf

9 ZEfeRha @ ara f[Aanfe TTFAHT (BSD UNIX) R THRIA6E it 99 978

BTl | farsw ava Gfrafutinem frge faems 35 weiafe Feds sfea sfim

@ners | TEE o v warea =FEhE «a @ibge =i wagm = T | afw

(MOTIF) € &t74 5 (OpenLook) 8% vz 126 fbafefes wnfa | ffey ames af=Eina

Ty 3% wa sl wnfa wite | 9w e wifene B w0 o2ay wizfaay

foifera oo @ WEEH AIX, 7 TEGEHETE GO T EEER (Solaris)

e w7 Srmeraiey S (A e

S, oI BEEEE (AT T A P oE e SFEEsas Seis TagE Sl 9 |

3, WG e TFeEEEE afsara T S8 weitale Fetw 432 Tem

o, 3oy @3t Figss FFES g Ty aFfes Sae g9y 96w FE wEE
TMAAFIANE G FG FAE A A7 |



o TGO ST

o= (LINUX)

frmr femree oeml o am s weabe Feda | qTfe werafe Pt fn =

Fa@ T e gae B TEErem e wenaty Fetaha TuEe e 1@

hErd wigiea fanne fAead s ) T @il @ie fefes @ wenafbe Febem

fafeq cmee afeTe ¢ afifareeme amme “tew AR | YsTE TG @EYH A",

Filered, crreE, BT sdife wwiem | B @ ww@ e sten 1 fgm e e 99

MR GE01E gim Aee (@ 9 Witz TIeTiE 99 BIETTS T A A0 A Tl 20 |

o weEiy Fetme fafefes ¢ adfefes wim opfa? ammm «ew 1 | =efe

AT (AT (RIS At T A cate e e |

% 7 SraarEe S tafE e

o AR @ 9T TME @2 9w oW @ wenaEy FetE wm | we e
e Frafre eree v e e ars Gefefys |

o it oIl e Sw 9E aeEe ww S (I a9 AT a9z S
TGS TN AN S (G WA, e e W

o TETEE TFEreE @ AE | FwE Ieoe S99 (4F uw e il Agamemg
Ted e Jerees fqaae amne |

o T wermafe Tty aragm wa wdr@e = oo wrdm FHifm e a= T

o TITEEE wEre e @7 e g @

TITSE (WINDOWS)

wifem weitEa TR TETEETEe A Tafsfes wenaite et tefar fawgw w3
@32 dabe FMA TEISME 3.0 B A BTG | ©TWd 99 & T o couw wwiey oy
TITS 1 AEES dvho AMF TEIST 0.0 S [FEH T T 61 | WE[AT FAEHIET
] BECEE UEE WM FE THgHW FA0s e @9 sEael el TEEE 9.y (U9 |
G ST A TETNEE A9aS] B SALTE 0.3 9L TG a9 T BTG 0.9 |

T2roi® o (Windows 95):

Vahe FIFE WeT6 TH e faioa afefes wemaite Febe SIrem » wemafy Heba
wre TEe Ty AEnd Wi | buewE gfrw, @heunds fafay sons Afae o TS
A A U IS »e WA oY wEe Teiem T € |

=028
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wAEDe, et «fabis ¢ a=gm on

TECTT b (Windows 98):
TITSME »¢ GF TNAT 91 T T | BIEE ¢ FTAHL FIEGTE AAFEE SIETE by
T WiE 992 WRe g Tge 1A% we Ay 1% s |

TErEE G4 /2000 ATSHE:

Voo FE TEEFES SCATEe BIESE G AEE we | Gw e adifa @ T Ghend
GErE fae g2 Aty e 90 fEm g3z 1R W SR ST Tl @3
qHATaDe T aeged $AgE fom W | fEeeite WIEGHEs A aiF AeE @
GUAEGEHH GAEad T U S04 | a9 e g8 BIreE @At AGE | TIEE oo
AMSTE AZIEFHFOE WAFs AMS[ SHa wATane Fetw | TIrem aat A e afbe
(25 @ NI CFE @0 SHE F9E B E9g[E w49 5 |

TETEIE 2000 ATFAAE @ fFrafamm:

TITEME Sb @9 7 AIAFFH0 TIEE Jooo ATHEAHE @ frafmm a1 ME wem 136
T (79 908 | ME SPH3 TgeE g6 9 492 99 493 49 aene o | few anfs ag
GEAFETS 1o TITEE 2000 ATHHE GiFe Gaey qorabe Feda |

E‘Q‘L‘&'TB? '!Tﬂf‘a'f :

Tirmm HfaRnag wEeE wE farwa BEtem A wenafe Bt qmn weE e

TG WS 251 &AM R | 476 GHEE 9T A Lo w9 7 SIrers <

FAT (File Allocation Table) @2 (FAT 32) '€ NTFS (New Technology File System) TFIZ=1 B

TaEE FA | SIS GHTT 4w ¢ Med TILE FAHR | QT HEUFE ¢ T3

T SIATEd 9% W0 | GFHTe G GF e TeHE CofF FE qET T a99g

#TeiF BT FIEHA, (PR 8 GHAT WA WEW FE AEd w4 9y | TIEG

aFPm o foTel 6 TIEE-a, So, 35 AR TG T WAL HH T

ST ATSAq AR |

fafey weitaie Pt i

o  TOS (Tape Operating System)

+ BOS (Basic Operating System)

o (05/2 (Operating System) 2

o ONGH BEEW (MS Windows), 9997 TITEE @7 (Ms Windows NT), BEtEme @3+
(Windows XP), TareE ol (Windows Vista), Windows-7, Windows-8, Windows-10

Windows-13, Windows-16



80 SFHEBTE ST

e Unix o Linux = MacOS5 e«  Sun Solaris » XNEMIX

©.0 BECEIG q O3 TIHIME, 3617 (7 8 (TR0 HIZICaa IILA
FEEbmaa aroifo: fEare (umde wi wfeRe @« o SIteie coEhie WYRds @
Ao 999 «F ©f F SEsa w9 e

TISTE OTF 19

TIreE fFa fee e 9 o1 9@ 719 799 Tefge ane aft 7w SRR | e
5iF 41 2@ BIFAd (39| Gr% 96 a9z 9 emiEe (e A e 9 =5l wifea
ST T A OIF A0F S AW (RUTS T AT | SO TOSTH] TALE] ST T TF ©F
AGSTA] 5% 4lta @l Aa | rsa fora sree Birsietara wi3ew 5y Aita 7 AiEE:

Windows 10 Taskbar Overview

St.{art button Open and pinned programs Time and date
¥
~QeH D@ 1{;:ln
A
Cortana, Run, and Search Nutrﬁcatmn Area
View all Notification Area icons Motifications
fo@: Windows g7

SIHANE BT WIS (26 TENE €T | G4 (UTF (A (S| AR [ LA AHE
ceftarafbre wen Wy | wE Y BrE Qe Wida (Ard (@R e (e T (8 AfE
HEFA0 (@ (TR | GTLH0E WeH ao[E (e HAeaid 6oF a4ms & (gt
AT G AT | BIEarans Spsre! ATt A | A gl G and Srwar omfa @ i
FITA B ) AT | GrEANEE §UE WIS 2TAHE AUE S g4 ARCEE WE AHs w6l
0, 4 Giv 0E DrEaE o Al B FEnal 195

Wﬁlﬂ:

SrEATES 91 S0 NELEOTFEs BRREE WA RS Start (F4 GF0 @SN A HEF
e | @ A6 fEe s faa Fad @ Culibse B 920 517 T @3 o awffe
W, ATF Start (T4 A | Start (I (A0S (1 (@G ST Fdl, FIPECE TH F4I,
fafy e FfErsimasm sare Tirem eemR fafeg sl s = am |
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Caloulator -ETEHEFL"

B Calendar Microsoft Edge Photos Dhsmg

Camera Explone

y Lortans
—

Microsoft Store Weather Microscft Mews

e d
© =0

Spotify - Musi..  Flay

Nl © [fype here to search

@ Windows-10 < Start G

(BHLH FEFA UL ¢

wES «twa ud gz geie 4 5w | TItEw v Teur +a fFm fafey wermm widew
WS T | (HIC WIS T [0 F0a ©f GroW T A | BECES BF TEUE AT (TEGLA
YRS WESTALET AT My Computer, My Document, Recyele Bin, Connect to Internet,
Internet Explorer, Microsoft, Outlook, €5 TriEamer= 4 |

Fill-ob, SEHEGT ORI, o4 @ e @, 7ay @ Wi @



8 FABHT AT

Murremerdt finre ‘Wheater Mirremartt Meem

=K
vy 0 EE0

Spotify - Mus.,  Fln

W O [fype here to search

fem: All Programs menu

My Document:

fo% @ TTE 9 FEE Wﬁ G A FIEAAAL @S T | My Document
GF WS My Picture FI0 @& 79 (R «is | Eetm S 9 519 ot @i ge
Z790 41 A ©f [T%0 @I TPIE @ (Frend 7earws 27 |

My Computer:

My Computer (FFETEd el TEferFa AF= A= ¢ TEEsE, o
GIEe, (o GEeuTs fafey WE® g FG@ 0w 4 |« FaE G2 9 GEEshe oo
B SEEE F41 @) SieAA F4E @0 My Computer (FFRETE 979214 41 29 |

Network Place

FPCEE (b EATEa ANY FHfde Y@ Share FAPFEE F4F @0 My Network Place

TSl TaE 9 = |

Recycle Bin:

2 9 FFEs (e e | e e wee, (e, difEs owE ol Tenm geli
AfES T | Q9 (ATF AT (I = GF=T ©i51 Restore ¥ 419 | %8 Recycle

Bin (40& S7 S#wEc T4 e SUTEE Fareng Ire 9 S e = a9 v
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wAEb: et «fatie ¢ 9w 89

Desktop:

TIrem werale Pt A ST b w9 e admwE @ &b vk @ @i
(BEEA ATH | cefielre wAfEmEE, TEw AfnEm T s e e cewte ey
4T B araes | AT Gagiaedn deware! few3e A @q 9w |

GUI:
At W A Graphical User Interface | 46 «=f6 foafelfes wsab: Feda | are

weially Febm  aegfs Ffrsmeee B wwim Fem @ @ 9 we
EBrRTEAeTEE Wy wes CRrere, e, e e

ZefofEfT caar:

Ayaae FTHET e FFEToE T8 TEEed =0 | FEACLIET TR 8 T EWH
(S FAE W (@ AGE (A e T TS Leibmin (e T | @EE: PO
Tool, PC Utility, McAfee, Norton, TOOL Kit, Partition Magic Z®71 |

Internet ExplnrerWﬁ?P?l $ Internet Explorer %181 3BAa05 A% =21 919 | Internet
Explorer 2 e @ Fars2 gieaat be 204 |

GG «fEta cerrams

@S GATE AN, T2 Cofd, Fiaa 7w seiv e (GHe afesd @he s o |
fafeq so0 GE0 «ftba (gmea M4 SAE *01C (Word Pad) € (1G “7E (Note Pad)
GATET | AFCATH QST A AT e @ (Al R 2w T e o A F=
A | EH JAVA (EIE059 S (& cefle e gre el #je 91 (=6 #7% 4 ©f F
©E9E JAVA Compiler €9 99 FARITAT F¥88 FATS g4 | AUHFE GUE 1 4l FAGATGE
ofefe fgw fErne eer =91 = | fuse e w3 S3re (e 2o | @A Sme @
(Word Pad) @ (716 #[TG (Note Pad) <13 a4t @l |

Eile  Edit Format  Weew Help

foq: Notepad T2T%!



a8

ST - ©
S | Teiiafhe Pt w e
2 | =eATAfGe Febraa Tree e
@ | WAy b e adh
8 | ZCFE (Unix) F7
¢ | &9 (Linux) F7
b | TEEE (Windows) Fi?
q | B3reim q @9 SrEdrE, B0 o @ (5EhH WiZHrd a9EE =Y |
b | fafey wemafte St wifas wie |
% | B3rEie aalb/r000 ASE qda) FwET )
Yo | BETEE G T AfETaTe AT T |
5 | CATWITEE (THG™ TS T 1 ?

SHERTE ST

2o2d
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vod ST
T, TIkH (9 ¢ f6fH 1

« WYY 2SI wraEi—

& FH-HG 992 (0 TR(GLS GF (FFOE (UTF T (FEIR TS B ¢ TS «qy o 9
fefet wars e

@ AT (FEE AF TG FH 8 TS FA0S AR

@ YR (T Fi2A @ (FCE AAEaN A0S A

@ Recycle Bin (4T (FIS[ FRITSTE 208 AE |

8.5 F-F6 ¥ (7P “Rfore O9F (FITF (UTF A (FITIF T F/ @
TS @3 F% @ Tufers w1

F2e/(F SR S F4
FEA 91 (FreE =4 Fam Gfeg omfe e | v G TEEE #90E, 56 o omfers,

TBIEIE [erdrE A7aER FE, A2 (3 TAER FE, FI-(AC TTER FA | AT (] TaEE
X T/ 5 F99 AwE FEEe-

3| (1 BES e F¥ F408 A My Computer FEFA ©EF f&FF W@l 9= ©F I
fe= a7 7 G2l sroF Fa0s T | TH giEe @7 e sifE «em ang

L = | This PC O b
Compue Wirw (7]

= = 4 W ThaPC » w W y-]
i Dhuilck access Folcbirs [5)
il Dinelirven
— - Desktop a Dacurmerts:
» W This PC
o Removable Disk () * Deramdoasds ) Music
i Netwiek
— Pichures ' Widliry
-—
Desaces and drives (2)
Wirndlews [T Rermorealde Deik (k)
= |
.y 06 P

fom: My Computer Open Dialog Box



8l FEAEEE AT AT

3 | (A WIS T/ (FEEn aEE (13 Beehe Sietad Bod Tiae (G weq] Nrerd ©e
A5 s 202 oo =TS o | T0E GITS WuES W9 06/ FrErad Sl ofrenl an |

File Home Share View T
v #4 i » ThisPC » Operating System (C:)

Mame
# Cuick access
SWinREAgent

& OneDrive B AndroidAssistant_apphackup
- Intel
B This PC W e
B Perflogs
l Program Files
[ | Pragram Files

MErts ProgramData

r 3D Objects

Downloads 5}.51,5.“1 sav

Music

B Pictures l Windows
SWINRE_BACKUP_PARTITION.MARKER

l aow_drv.log

v Movwe (E:)
= Mew Violume (F:)

s Mew Volurme (G:)

“' Metwork

fo: C: WErss Operating System CHTSTCa 1891 8 (FRyRPIE

o | FEw/crrEE B e Fare o 99 FEe 909 TeTE oW 90 FF Fars oE, oiEE
fFraleel @0 A== I Rl 1IeE |
8 | APSAI% (3 (UTF Copy (S (70 FaUS 04 | TEF ©F F(27/FEE0 F7 T4 |

oLl
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S, F3e S @ GEs o) 89

P
Erowse in &dobe B

Scan with Micr

ermsav.rar and emai

;I:I Py

Lreale shortout
D

Rename

Propesties
fom: Desktop -« Right Click Dialog Box
“Fl?ﬁfﬁﬁﬁ CH%6 F41:
HEE LT A T4 FI39 q GFEE (75 (Paste) FAE TSy oS TATE | (A (1 929
¥, Drop-Down #&fSTS, SBI1SIE FA9M 9L Hea, A (g GaER FC4, FIAC Gag
BE | A (T AALNE LA T2/ FEE (5 (Paste) FAE @ -
S | ¢ WGBTS WEA A (R (2PF (Paste) FACS A (7 HiESH 6o FACE 54 |
3 | TEYE ©F GIE0S WErHa ©F A164 W [FE Fare a | FRaet siemel e emiee 7E
. View
Sort by

Group by

Refresh

Paste
Paste shortout
Undo Delete

Give access to

New

Properties

féar: Drive @ Mouse =3 Right Click Dialog Box
@ | FrEret G (AT (Paste) @ 5 FA0E TE | ormm T wE9/ e oS (Paste) TE |



(e, FEe o9 6 [GEs @l Bl

UOpen

Scan with Microsoft Defender...

Grve access lo

sav.rar” and email

Lreate shortcut
Deelete

Rename

Properties
fé@: Desktop @ Right Click Dialog Box
F8A/F T (P F41:
TIES e F% T4 F12A 9 (FEE (950 (Paste) Fad &afeq *mafs amme | (99 (49 99204
74, Drop-Down *T&fere, SBII%I¢C TaAAE 492 64, 219 (3 99E4 2, FEE 7989
FA | PPl (3] G9EE T FEH/FEE (50 (Paste) FAE AwS FTEH%-
S | (0 HIBTE FIEA 41 (/SR (P (Paste) FATS WA (F GIEEG areie FArE A |
3 | SASE T BIE0S YIeLHA B 404 M [FE Fare oA | FREel fowiY (6 emiEe =

View
Sort by
'Gr oup |:_1}'

Refresh

Paste
Paste shortcut

Undo Delete
Give access to

Mew

Properties

f@: Drive < Mouse <3 Right Click Dialog Box
O | AT G (0F (Paste) @ 7% 90 9 | ©EF O FEE/EFEED (295 (Paste) TF |
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CEEE, Fied T o fefs 8%

Send to

Cut

Copy

Create shortcut
Delete

Rename

Properties

fea: Right Click Dialog Box @ Rename option

© | AW (G (AF Rename 4 FF T TA | oimA T wEA/cFwEn Grm w@w
TR (FAE | TG A BEA FE olF 04 fae Fare Ta

FiEH/cFrE fees @4
CRICAT T2 41 (el et 41 e e ey e arare | s+l o T9gE 9 FEe
T (F=E T80 Delete F9@ *fafe MR-
3 | (0 GIETEE T 4w (Tt Fare od (3 Bizelt ereE F40e T |
3| TEYE TF wEw A1 (FEEh e $9 e T AhiE Fe Fare Ta | e
“|2{®% G wdl A

Compress and email...

Compress to "System.sav.rar” and email
Send to

Cut

Copy

Create shoricut
Delete
I Rename

Properties
®=: Right Click Dialog Box @ Delete option

Fill-0q, SEAEHE ATTHE*, &4 @ Ted 7q, 797 @ W o



&o =t e

O | 2T (N (AT Delete @ T @vare 24
8 | Delete @ 5% 2@ #F Faa® @6 confirmation message AT |

You need permission to perform this action

Madmtash HD
- e Bpace free: 4.03 GB
W Total size- 6.0 GB

Ty Again

9 Folder Access Dialog Box
¢ | @¥ (9TF Yes (TS 5 ata T w80/ Delete 20E A0 |

§I3E/EEiad aarabe aguels
(I GIES/ (e (EFEte Wdrs T Eie/creE s o @ T 1 e
AT T Fara Faa™ A9 @ ol ANE |

Scan with Microsoft Defender..

Give access to

Restore previous versions

Include in librany

Pin to Start

Add to archive...

Add to *System.sav.rar”
ompress and email..

5 to “Systernsavaar” and emnail

Send to

Cut
Copy

Create shorteut
Delete

-
Hename

| Properties B
féar: Right Click Dialog Box @ properties option
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FEE, wiEa Fie e fEHn @ 3

A2 (T (ATF Properties & 7@ Fara fFwse w= T2rel (74l A |

Digital tc 24-07-2023 Properties e

General Sharng Security Previous Versions Customize

Degital tc 24-07-2023
Type: File folder
Location: EM
Size: 308 MB (323,066,822 bytes)

Size on disk: 308 MB (323,084,288 bytes)
Cortains: 11 Files, 2 Folders

Created: Monday, July 24, 2023, 8:06:20 PM

Attributes: [W] Read-only Only applies to files in folder)

OK | Cancdl |  Apph

foar: THICAT Folder- @7 Properties Dialog Box

QAT (FFEMEd RS, FNF=H (Location) TN (WEAl =TE | Sharing 517 &% F4
FBEANF @ FFF 91 (FEEd Share (FEH AW | QEE customize Bt fF5 #0a (Fiee ga
qEFA AfqTEa T I |

8.3 (FITY tofd w4l

AT CETSITEE WIS FIETE WE SILa Al A | (HI CESIEd WIS @F q
AT FiEa Aeawe Fa] G (S@) 9F0 (FlEras Fews q496h JFHE A FmrEEe teld
w4l 1Y |

gl i, WA School € College At 930 cFieia tofa a9 | (w50 9 (1 (it GiZea
S (FEE Lo F4 A |

S| (EHGE (@ (A W G WEeE G 4l f$e wars md | Gl e New
FarEire f5e Fawe T |



L]

Wiew
Sonk by

Refresh

aile shortcu

Unda Rename

Graphics Properties..
Graphics Options
MEvy

B Screen resolution

B Gadgets
& Personalize

CtrleZ

FEGE e

[

EE B

il (B R B

i =

Folder

Shercut

Bitmap image

Contact

Microsaft Word Document

Joumal Document

Microsalt Office Access Application
Microsoft Project Docurnent
Mlicrosoft PowerPoint Presentation
Adabe Photoshop Image

Microsoft Office Publisher Document
WinRLAR archive

Text Document

Microsoft Bocel Worksheet

WinRAR FIP archive

Brelcaze

3. | Folder-4 f&% 08 &4 | New Folder 7Y @S5 7g+ (FFeE (ofd &4 |
¢ | 93 School T4 Enter % T3 | School AT (wrerlb oW 7rg |

8 | 92 i TEEHT F0a WGFA SiF College MK TE GF0 (FE (o6 T4 IF
AT (S = EEE qEG e (e Aia-

Home

-+ R

Chuick ac

loads

B Pictures

E Videos

em (L:) Program
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(A, wEe i e TRt = )

9T (FEE (U4TF TH1E I @ T© T4

Copy, Cut q( Paste TS ATAIS SR (FAI FIEA 41 (TSR Fo T4, TS S A | (7 F5
T (FrEET Sera wrelt g w9 we gt o i @ fre o9 | weds o s
Copy 9 Cut FME 457 ¥4 79 (@ CFREAG T4] FI2A0 (oF6 S48 44 ©F (FEEh
Z(FA135 FACE A 9T AR G AT Paste 757 Fares Fdifoe w3a (06 =3 |

9T (FTE (AT o) (FISIE T8 T4 Fal:

(I SUTRIeTa Weew® ST CSfe T B0 Copy 992 Paste TS 730 2@ 41 T4 |
42l A, School 92 College A WET (FFER F0ATE | ST School (FIEE (UF 4F0H
Wliﬂ(‘ollcgc CFrEnE FY F99 | ee gfare oFreE qa3G 7 F9 91F | School (FREED
NTHA A fFaa W4 eloF e Fifers wEaAbrs WEEE ©W AhE [FF FE Copy
(TS f#F Fa08 TA | 997 College FFIEETG TEH ©E FaFa TR 6174 12 & F0A
WA ©F B 56 F02 Paste (LS [ sa=E wEal gmefe owa | g @ @l
37 A CFEREE F-(o50 T A

Organize - wd Open  » = = [3 wﬂ

[» %& Favoribes Name

. College

4 [l Desktop 1. Schoal
4 4 Libranes

+ | Documents

[ ‘J1 Plusic

I =) Pictures

- B Videos

A Ranjan

1™ Computer - |4 [ r

L]

l 2 items selected
¥

fom: Folder -4 File copy =1

8.9 TR (F# T ¢ (FITE 47Fad F4:

U (FAT F127 A1 (FOE AT @ T T4 o AR TEESOE (UTF e T Recycle
Bin @ &9 TS | LRAGCATE SR G T2 @EETE W st Fhe @en
A | 4 T TS TS S e T



¢8 s ST

> | (GF6 (4TF Recycle Bin (FFEa UEH A7 58 Fa @@l 9@ $ats o4 | T2
&7l FEFAE Recycle Bin (FEas 5@ e @4 |

Hame Share View

@ = F L ¥ Lbraries ¢ Doouments B My Programs
& Horegroup Mamea i Date modifiad Type
| | bin 61072013 221 M File falder

1 This BT | Glender Files BSZ011 945 B Tile Talder

- Libraries ). lava Frograms GI10/2013 556 P File folder
"} Documents | iMonkey Frograms §FAF011943 B File Talder
14 Downloads b Software G17/2013 1136 P% File folder
o Music | Teture Files EADFOII5IFM  File falder
& Pictures I EMA Programs G10/2013 53 P File folder
5y Pubilic
B vigeos

W Metwory

Titems 1 item selected

fr: Recycle Bin gtz

Bretofnd 1 wee ¥R Y 1 TR0 Ol Recyele Bin (FESI gie fanme |
»  (E TR A (FEE R $408 404 O] W46 Sa0e I6a 49 SEreE AW WiE Ui
Restore '-ﬂﬁﬁﬁ LS T |

Restore
1 Cut
Delete
. Properties
fo@: Restore Dialog Box
= W FIEA 4 CFIEE e FA0S G130 (1 (S AF0 wew/ G F a6
Ctrl+A BI90® 504 942 Restore 9 66 Fars &9 |
» T EFEE A HEAYE W IE e 4 SEEabs e e
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T, FEe S0 8 Bl s

8.8 Recycle Bin (4TF (TS IS 2 Tl

Recycle Bin (47F F1%9 31 (@@ baetd T (F9 T Fase 419 Saewe Fa0s 2a-

S | (BB (4TF Recyele Bin (FSITER 7 7 2are 7 |

3 | (A AT F136 AFE ©f 4FFaE (Restore) F0E F0® T4 |
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i o
1: Learing &, ¢, | and ;

2: Leaming d. I j and k ]
3: Leamning g and h n
4. Lan.min! t and i

b Leaming r and u

7: Leaming q. w. 0 and p

8: Learning v. b. n and m

9: Learning x, ¢, . and , v

ol Change Lesson ST 95

8 | OK f&% 373 Typing Lesson THAFS a0 fFa wrwe 73 |

@ | Take Lesson F1@ioTs fs Fare o2 | @39 5129 Fam= oy &4 «ivem amg |
& | Start Lesson @ [ =9t 79 | v3m b &9 oy et ooy agmecst 534
FA0T 24 |

de ei dk ddee ddeeii ddeeiikk

de ei dk ddee ddeeii ddeeiikk

de ei dk ddee ddeeii ddeeiikk

de ei dk ddee ddeeii ddeeiikk

de ei dk ddee ddeeii ddeeiikk

de ei dk ddee ddeeii ddeeiikk

de ei dk ddee ddeeii ddeeiikk

fg ft jh jy gh gy th el ft gg

Gi8%f (%4 A Lesson Result SHAFS 95 SFTE | S 905 SREATHS Tamenig, (74l I0F |
9 | Main Menu 964008 {6 #08 Main Menu TR 903 f3Fa S=0e 2049 |

Db 1 u B AYE AL S

> | Main Menu (47% Take a lesson 3% #40% 209 | Typing Lesson SRE 93 I |
2 | Change T5415TS f#% a0 &A | Change Lesson SR 99 A |

© 1 @41 (40 6. Learning r and u FE5a @q0e e | @am srtes g1 Fapae:

w028



GrEfor weperers 33

imwmn! -

How To Type
1. Learning a. 5. | and ;
2: Learning d. 1. | and k
¥ Lanrning g and b

7 Leaming q. w. 0 and p
B Leaming v, b, n and m
9 Leaming x. . . and. 1

@: Change Lesson SHE 93

8 | OK f&% 2 Typing Lesson @ a3 fira wmre 24 |

@ | Take Lesson @b &% Ta0e 203 | 9@ 5127 S99 &0 & 1eq A0 |
& | Start Lesson @ % #ars w3 | 3w 9t &= ooy o o e e BiEe
w00 A |

fr ju de dr ku fe ji frr frr frruu

f ju de dr ku fe ji fir fir frruu

fr ju de dr ku fe ji frr frr frruu

fr ju de dr ku fe ji frr frr frruu

fr ju de dr ku fe ji frr frr frruu

fr ju de dr ku fe j1 frr frr frruu

fr ju de dr ku fe ji frr fir frruu

BIZ# (%4 T Lesson Result T 95 WG | ©AE a0 GIEH0Ha Ferreentag (<l 9mF |
4 | Main Menu 267618 {359 308 Main Menu S@ 203 & wems = |

5.5 q. W, 0, p B TYR KA FAt

> | Main Menu (4T% Take a lesson &% #5408 203 | Typing Lesson T 95 SF4 |
3 | Change BT fa@ F20% 2a | Change Lesson SIS I3 WA |

& | 99 (FTF 7. Learning q w o and p 7459 Fars T4 | 9@ SR 990 Fwaa:

Tl-3q, SEHEEE AT, oo @ TS a, 7o @ w7 i



Yoo wfoeBha e

4: Leaming t and y -
5: Learning @ and i
b: Leaming r and u

8: Leaming v, b, n and m
9 Leaming x. c. . and .
10: Leaming z and *

11: Learning Fight Shilt
12: Leaming Left Shift
13: Learming . 7 and * -

fBa: Change Lesson SEFY T8

8 | OK &% F1d Typing Lesson S IF f&a ST 204 |

¢ | Take Lesson Tiaiors s oars =g | 9912 513 o799 &= &= sitemt g |

Y | Start Lesson & 5% F408 o | 9@ 1F58 Fa ond (e @ FEsEeTE GiEel
FA0E BA |

.50 v, b, n and m ' FIZ AT FH

3 | Main Menu (0% Take a lesson f3% 95978 204 | Typing Lesson SR 99 S |
3 | Change 96160S % F90% TA | Change Lesson TR I IFA |

@ | @+ (ITF 8. Learning v, b, n and m f7dsa ware o | @am sres a6l fayast-

Change Lesson
W Mnin Keyboard [7] Keypad [ Persone

fB: Change Lesson BEMs 2%

2028



BiEfe1e wEpeirE YOy

8 | OK f#® %a Typing Lesson SRIE a0y feta siire 204 |

@ | Take Lesson MG {5 Fa0s &0 | @9/ 512 a1 &y &+ #1167 03 |
| Start Lesson @ 3% #are o | 93 wf6a = o o @ wadmern Bi2e
FACE 2T |

fr ju de dr ku fe ji vbnm

fr ju de dr ku fe ji vbnm

fr ju de dr ku fe ji vbnm

fr ju de dr ku fe ji vbnm

fr ju de dr ku fe ji vbnm

fr ju de dr ku fe ji vbnm

fr ju de dr ku fe j1 vbnm

1% (4 T Lesson Result SE#A% I SFTR | SRIFA a0 GRMACHT FARFTIE (741 A7 |
9 | Main Menu 45450 fF@ 78 Main Menu Sr#7 403 fera simics o9

.33 x ., I AR TR T4

Y | Main Menu (%TF Take a lesson &% 403 2@ | Typing Lesson SR T =4 |
2 | Change 95af7® fa 990 209 | Change Lesson ST 995 S04 |
9 | 94 (ATF 9. Learning x. c... and , FE154 F408 T4 | 9717 CEET IH0G THA |

0 -
Main Keyboard [ Keypac [ Pers _

3. Learning g and h -

4. Learning t and y

5 Learning & and i

b: Learning r and u - _
T: Learning q. w. o and p

B: Lenrning v. b. n and m

10: Learning z and *
11: Leaming Right Shilt
12: Learning Lef Shitt .

foa: Change Lesson SEFT T8

8 | OK 8% 18 Typing Lesson S 05 &0 SH0S 24 |
@ | Take Lesson F1e2fG e aare wra | w3/ 513 #a@ oo faa =ivew @1
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YO FEGR wifemam

¥ | Start Lesson ¢ @@ sars ga | «am e a o (nd (qnd focma smcasaet=n 513
FACS A |

dek, sxi, sci, dxk, dee dec,,

dck, sxi, sci, dxk, dee dec.,

dck, sxi, sci, dxk, dee dec,,

dek, sxi, sci, dxk, dec dec,,

Gi%# (1% TA Lesson Result SR 39 WA | ©AE 05 GEfFi0aa wemwesrgg 4 and |
4 | Main Menu 3GAGTS f#% 08 Main Menu SRS 303 @ s#s &4 |

.52 z , F AL S 41

Y | Main Menu (T Take a lesson T F40% 209 | Typing Lesson T 95 FHF |

3 | Change 967GT® % 408 20 | Change Lesson SHIES 9 S0 |

© | G4 (ATF 10, Learning z and * 94159 Fars 274 |

8 | OK f&% 318 Typing Lesson ©E#Ae a0 fwa si#ws o4 |

@ | Take Lesson #1=f6 f7s #ars zra | @2 5139 o9 ==y f&a =frem =ma |

¥ | Start Lesson @ % @are a | w44 vf6a @9 rd ared Fica sncadaenE GiEs
0D 0T )

az, szi, azz azz;; azz,; 'SZZ

az; szZi, azz az¥;; azz;; SZZ

az; SZ1, AZZ AZZ;, AZZ;; SIZ

az: s71, AZZ azzZ;; azz.; SZZ

az; S71, AZ7 AZZ;, A7z7;; SIZ

az; 571, AZ7 AZZ;, AZZ;; SIZ

G127 (%4 T Lesson Result S 95 S04 | SAES 90 SISMTA Fereerniaz (41 a0 |
9 | Main Menu 959108 f#% 379 Main Menu ©#e a0 fira weis &4 |

.59 3 4 7 and 8 FI WZ A= FA1

S | Main Menu C2TF Take a lesson T85% 20 203 | Typing Lesson SR 9% S5 |
2 | Change F6AGTS 1§59 F40 204 | Change Lesson STAE 5 ST |

© | Q¥ (4TF 14, Learning 3, 4, 7 and 8 &5 #73ve ra | w3 st 731 Frame
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B3 s Yo

Main Keyboard [ Keypac [
8. Learming v. b, n and m -

9 Leaming x. c. . and ,
10 Learning z and *

foa: Change Lesson BEE T35

8 | OK f&= F13 Typing Lesson SEA@" aF fFFa S9ws o4 |

¢ | Take Lesson el fre Tats 20 | @3m@ 512+ ¥a9 w0 f&= «ivent ama |

b | Start Lesson 4 5% Fa0e Ta | @a@ 963 9 o o Fmam wnasmetEl GiEe
Ta0E 20T |

f4j 7 d3 k8 d4 k7 13 j8 {44 4 {4477

f4) 7 d3 k8 d4 k7 13 j8 {44 {4 {4477

t4) 7 d3 k8 d4 k7 13 ;8 f44 {4 {4477

f4) 7 d3 k8 d4 k7 13 ;8 f44 {4 £4477

t4) 7 d3 k8 d4 k7 13 ;8 {44 {4 {4477

BIZ% (% TA Lesson Result TRTE T9 WFLE | TRAE 0 D2 ATAT Fogeaz, @< 90 |
q | Main Menu 264618 @@ %@ Main Menu SR 903 e SH0S 504 |

.58 5 and 6 F TG e 4l

3 | Main Menu CT% Take a lesson 3% 390 €14 | Typing Lesson SIEEs 28 A |
2 | Change G160 f&& F408 204 | Change Lesson TRE 9% AHAE |

' | GY (4T 16, Learning 5 and 6 W16 =are gra |

8 | OK f#% #1@ Typing Lesson T I3 @ o#ce =4 |

@ | Take Lesson feafs fare are o | 3@ 5%+ w2 oo f&= «thent ama |



o8

FEEEE WA

fs0je0ts0ye0d50kE0fE 0 SOftOftS S0
ftS5660)yy0jyye6ljyy66550drrD
drr550drr55660juuljuussljuues550560
BthdAve. 0Suite0650,0SouthOCity,0
ZIPlcodel950560A0standardlpagelhasl
es;lleavel12llineslatltop, 060
lineslatlbottom. IWriteldecimalsDasD
numerals:05.6,016.5,064.5,050.6,0
36.57,057.65,046.59 . 0Putlallzeral
beforeltheldecimallpointdind
numbersllesslthanlone:0"0.56566."0
Uselnumeralslifitwolorimoreloccurl
indalsentence:1BuylS60boltsOand0sD

fow: Typing Example
Y | Start Lesson @ &% Fare 509 | w6 w69 &9 oy oy Fowe FEsEmetEn GEe

FEOE A

D129l (¥ TA Lesson Result TRIMT I8 WETE | ©HE 09 512088 wAFaag (74] 4004 |
q | Main Menu 2i5f57® f% #1a Main Menu Srr@ 93 et sipive o4 |

$.5¢ 12 9 and 0 Ft 7 LA A1
3 | Main Menu (47F Take a lesson &%
FA0S ZT | Typing Lesson TAMET =H
AL |

2| Change AGALTS e Fars =4 |
Change Lesson SIH#9 95 S#0E |

O | ¥ (4TF 15, Learning 1, 2, 9 and 0
ferdfies wars =4 |
8 | OK f#% %3 Typing Lesson TS a3
ferea WS T4 |

¢ | Take Lesson @2l fos wars =9
9[E 5137 FEE T (&4 TS A0 |

s20190a10;00a20;90s10I00s220s22990
$2299000a110a11220a11229901990
19922(119922110,000,00990;0099220
1902029th St..0BIdg.012900100
years,[9months,129days,Dand0120
hoursDlater... 19babyllgaroochesl
weighing9,0120poundsleachlwerell
bornlon0Zycon.0UselsingularDunitsD
forlnumbersOlessthanDone:1"0.290
ton,"Onot0"0.29tons. "0TheOnumberl
O0isOtheDexceptionOtoOthisOrule:0
"0O0seconds, "Onotl"00second."0
NumbersDinOthelmillionsDcanlbel
writtenlas["2,900,000"0or("2.90

fbar: Typing Exampls

Y | Start Lesson & &% Fare 509 | @99 W58 " (Acd ey eHa FasEete e

TS BT |

BiZ{ (#9 &F1 Lesson Result BRI 99 S | SH#9 203 GEMATHT waemigR (74 A1E |
9 | Main Menu 5450 5% 208 Main Menu st 23 f&ra siome o9
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B3 SR yoe

8,50 = J[|/1H8% & _+{}”:2<>F TR Pt It

% 1 Change Lesson GI1#1s 93] (6% Learning —(Minus or Dash) and = S5t fdiver avre 204 |
3 | OK T 374 Typing Lesson A= 90 &ra SWHTe 204 |

@ | Take Lesson 7= fFs Fare wa | @a@ 512+ =9@ =0 & sivewl amg |

8 | 51l F (UTF Start Lesson @ 75 Fare 7 w3 Fnye Fmmzg Simag@ste s
AT TA |

=, J[]/1#5%"& +{}7:7<>

=, ]/ #8% " & +{}":7<>
=, [/ 1#8% & _+{} 77>
=, /[]/1#5%"& +{1":2<>
=[]/ 1#8% & +{17:2<>

=, /[]1/#8% " & +{}7:7<>

=, /[]/"#S%" & +{}":7<>

fii@: Typing Exampls

.59 JE G1Ef T € FIATE FHCE AfFTEq I FPA = 341 |

w7 B died 0a qEl S-care um, e, e, @rdh, e, sada, ama Tenfha @
e e 0@ I0afE F-4T e e WEE WO | A BiEe @F F OB
QA (i THA WO © W€a FE A (W AEGSWE 9L T4l TA 9L A9
TEsemEabre 1 FEEh F-EE FeT 4NE TEE O e @ F-ar FEife = Tm
o T | (ree- Afn el €r9eE 9 29 ©EA Shulekha T #EBE @ Alt+Crl+C
# T GFE A G (2 TEEN T WH | @A 5l F-@E Bijoy, Lekhani,
Munir. National.

Bijoy &7 38 A 1 (S 51207 *¥'FF (<) WA, Lekhani FR67 #08 A FA© F&ma
A A F-(3 GIA A WEE | aeid fog fog qien wwbenitar ey F-@d fWdva =
A 3als W2 Fi v foy fog atemt 2 wemE | @ger AlCl+V B9 Unijoy 1 Unicode
Bijoy BI¥ 209 | WT=(H font BPa Nikosh/Vrinda/ 29w 981 Fare =7 |

SR - »
y | GrEfere 5854 b ¢ 5 Fa@ fraaef@ @9 |
% | & B A WA e e adh e
@ |a, s 1 and : 1 7IE AT FAE AROGTAT @1 |
8 1d, f, j, k 1 5772 WepHtem =913 AAmoere @ |
¢ | g h < FE A FAE RO @Y |
Y | e, i T TIL WA FAR GGG F |
4 1 q, W, 0, p L FAIE FAE AREETE =1
b 1 v, b, n and m F TR LA FAE aetEl @ |
% 13,4, 7 and 8 F 59z AR FA@ et @9 )
Yo | N BIEM T @ I (@TE FTAIEE ARKE T WA e Aw© a6 FAr |



T ST

BT 16, WIfetq 39085 W32 (GHD GeFIZTs

& ST A T S

& gEIlaE AR G119 (16 Fas e

@ BJR KEY 992 F=1039 AR 29090 Loid Fa0s “AE9;

& (@] TG A, 920 SR, CTOE € T FOFIL FACe AE |

0, FEICA4 AR 5714 (6 <41

ST Format (2 Tabs FWE WM 929 o0a 559 o6 Fa e medfg | eame
AWE TerE ewide wFEma ACH W f5E Trae Form BIE (G 4 I | SAMEd TIEMS
TETEE s CHrEre g wist S5 AN w9 9EGeE ® e 99 =0 | AYEISg fWE w9
T @Iy T4 4TF | P FEEYWE 9F FaE A 40F SEgE 9 *HE AR ET View
s T 90 Ruler @ 8% #9908 o wW Fiq avi¥e Zq | F=ad 909 @ G99
G+ (Al W | ATSEYE FANGE (@ FF @EAE WA AEeE a5 sare 7 T
G Qb Be G0 204 99z a6 29 Left Aligned. (99 T ARMGTE #=itad 8 ¢ fo
e are A @IS L 9E | qée 8 3% 7a0g Left Aligned 519 75 209 | FFolta W&
ot e e 7w ASEOR ANY FACE A | (@99: TG 8 GF T o e e za
TR G5 = A1 | 8 99 9FG 6 FF Fa0e T | 994 A T TES FESAE (B FATS
A | GBI PEED (T (S A (FG) WEH Fa 3 T4 @A Lefi Align 512 &6 7wa
s, qo1tg Center '8 Right Alignment BTTF (16 %41 919 | (&94-

Left Aligned Tab Stop.
Center Aligned Tab Stop.
Right Aligned Tab Stop.
Decimal Aligned Tab Stop.

Trrzard MUl 512 9 T FE G bk &@F wagl 20E a6

fem: Roller Bar
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T (7%, Tt 0T @9 (GEG Qe EArTs yog

0.3 579 KEY 938 FAEA A 08 (ofd F1

1655 M2 BIItad TRETA M4RaS F= 4TS | SAnG Lraseigard 4 FF s b ©b

fofere =13a 21 o1 =iga mew T@ | getETS BE Frer = 5@ ) 5 ¢ FeE T @

Biitd-« e 2a @9 e grd ot fadrae s e =

Fgmmtﬂﬁlabsmﬁﬁﬁﬁ'ﬁﬁlmmﬁmﬁ?ﬁﬁmﬂmmﬂﬂmﬁﬁ

fererz Frss sars g0 1 @ Sid-92 ww e Fred =9 oa o 5ie-a @R S fee

A | @ 3,2.¢ '@ © e qarg G 41 51/F 99 © 3fewe o F4 biited e e

6 Fare oA

L] Fgrmutﬂﬂﬂﬁﬁﬂﬁmml

e Tabs 9 5% Fa0e A |

e Tabs TRIFY ACHS Tab Stop position: T0H Cﬂﬁtﬁﬁmﬁﬁﬁ @\ |0 & qEH
frn fFe s A

e Leader 9@ @,...... @ 717 fra e, Tare oa wea Als3 5I9i® 204 |

e OK 00 56 @ wFmrs fira opime e | 9 BiR & 99ge 30 e o s
G 5 @7 el T foF W | @

Dhaka-------------- 806279
Chattogram--------- 235967

30,9 (FTH] (FTF6 WTAIEA, FI26 AR, CTHR € Fo SFoHFE 31 |

G T+ (Justification)

e @ 9 WA Fada srg wdie 79 T 9 e 4 G wE 5 | Wies
T W 91 =T qlEw W=l (FRTS FA FUIE AGA| STAE TS ATa | GhTE FAL
Bena vl whRram Ge =g | @ WifEE cene wada s veeE 5a @ fFe @
CTSIE S0 era=e T 17 |

o oA @ (GHS TSR Afaaea Fave o s e fve 4

o TOIEEH AFS F08 D1EA Fare AFE @R GTSNE T St 54 |

g W wiger fE@e m @ @ W S e wada e o oren o
(=] 3 @ 360 fFe Fara @<l A T T &4 |

(=] 3 @ 2bm Fe 9@ @4 @FHEYS (Center) T4 |

[E] 3 g a5 T Faw@ @9 e 9fE == |

(=] 3 @ 3= e Ta @< T ¢ 9w 12 NET-3 7= o[ |

FA-3b, SEHESTT AT, oo @ TS #m, e @ w7 i



Sobr e wrifemasm

SR - So

S | FEIED A Bifa o w9 e e
2 | 511 Key 93¢ FaT9 AR 29080 (o4 ®44 #aie @ |
o | (I D Wy, I35 wWEEa, (TR ¢ o e Twe e adw )
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GF* YT
QI '@ TR BT TG

& ST #A1S CITT S

& Buafne g3 voms tefa ware e

@ Review Ribbon 919E[ Fa T4 {E“‘fﬁlt}‘ﬁ‘ﬂﬁ'ﬁ‘f(ﬂﬁﬁ]“m RIECE
& BT Thesaurus (MHEMEE) 93 954 Fa08 @S |

3.3 Bgafers «fs Tgeas tofa F

GG LT Cofa FAS YUTA T AFG FF TFOAT W 28 | MS-Word @ EFNY
SAFGTE] THTD YTF FIG F41 A | T4 125 Y= 069 Step ST S F47S &4 |
3. Quick Access FFIRE (40T Office LT fFF F20% T | 94 (UTF New FI1E Wis 4 |
(Ctrl+N 91 Al F, N)

*]u.q-gjs Dotument] - Mitros ot Word
i "

e e

and Fartl =

= i Moval Ly
= Jptn

1 type -

Bm: MS-Office Menu
2. New Document BEE 930 107 @92 Blank Document S129+ a8 UrFTA, Create
AT e Fare =0 |
ool T T TH TS WA (9L Screen-93 AR FE A o GF 0 @2 e
w7 forera wdie F9 (Insertion Point) (41 ATA |
YT,
BEa (4TF New 591 (| ) @2 Bom s ot s =ane o | vaifa o= e wgras
WA | 996 e RS wadrEi 5rEe e -



380 Elga e Gic it

To
Principal
Bangladesh Computer & Tech
Kaliakair

Sub : Application to get New Lesson Note.

Sir,

I beg most respectfully to state that [ am a student of “Bangladesh Computer & Tech”
at foundation course. My name is Saptorshi, Roll No: COA-20151101. Unfortunately I have
lost my Lesson Note of foundation Part 1. This is a horrible condition to me to understand the
class.

So 1'would be grateful, if you kindly provide me another lesson note.

You're faithfully
Saptorshi
Roll No: COA-20151101

@< R We e o fore @@ @, FATEd Caps Lock % WL |

fATea qi=7ag SETad 309 5134 A0S T3

s, 4 T 6 98 I0e2 237 TR ST (4F Shift F1 FLENS T 5135 F408 TE 99
Shift F (=0¢ T O 5129 @ 9F4R Enter (27 TS A *ETE! AEE I TG
=04 |
fastn wrg= am fare frght Fre wma e e Fate =4 |

3. oAl FMAME (U0F 9F4E Tab F (@5 FE F14TE ZA Principal Y32 Enter (27 F40T
T[4, Al ASE S0 WAEE A9 | WEAEE AFAF Tab (F A Bangladesh Computer
& Tech fA4T® 719 |

o, TON @3 b4 AR W 92 AR A Fw wmen qwwe | w6fa 949 w8
AT (408 WEEA FA0ET |
(G ¢ 94 Enter (2 F4C8 %04 949 #40% 2@ Sub: Application to get new Lesson
Mote,

8. WRMRe A (AT 2 AW Enter (2N FACS TA 932 TS T3 Sir, 1 99 =77t =%
(TS T =2 (¥ S Ao FH S TS 7 |
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A @ TR B FLHE ¥8)

¢. AFAE Enter (¥ FA08 T0E @92 AFAE Tab (27 =00 &40 74-
Sir,

I beg most respectfully to state that 1 am a student of “Rup Computer™ at foundation
course, My name 1s Saptorshi, Roll No: COA-20151101. Unfortunately 1 have lost my
Lesson Note of foundation Part 1. This is a horrible condition to me to understand the
class. 79 |

L. (SR 4T (S Enter (27 FE waad 712 | FE6 LA 08 S wRiGeng o
#ELH BLA AMA)

9, HMEMES 4F9E Enter (¥ FG08 Z9 G99 AF491E Tab (2R Fg G4 UF S5 T4-
So | would be grateful, if vou kindly provide me another lesson Note, €08 @ 9 Enter
(27 T #{Td TR TIEF FA0S ZA |

b, QU o5 feals #13a ferdrs ora waz o fom @11Eq wieiite sag@ sad |

». (A5 & T Tab F (&7 1= #1908 203 Your faithfully €38 Enter (2% F90% 209 |

So. #aaE! HEG AT W WS & AW A Tab (A FA €22 407 Enter (231 T2 I8 43
#[EA (GO 4TS T |

You're faithfully
Saptorshi
Roll No: COA-20151101

3.2 Review Ribon TILME A T (Cif#12) @ [FA9 (H1919) &% F41

MS Word € FZIGE TFCH4 Spell (AFF) @98 ST A9 F@ T | 9T MS Word €
w5 (efigrm (Ios WTE 498 9F #ACFAS TE *FHE OFf6 [CF=Mmifa Agames F41 9E |
@1 Word fEaaifaa «irsa sing = fene cifore oo firema *mie a0 o9 @l «wHa e
fim @ wRe FEFE FESH % (A0 | 9IF @TF AET @08 T Change @ s
T | I T el T e S aed (5% W T @9 @F9e gE oW o 91 e g m
AEd (B8 &9 To (&4 (A1 NG | B9 A O S T #1064 HI18TE] Feras Fare ae-

qIaE
>, &40H fag ©& Qe W92 Noun FE S0 «ijial 513 #40¢ 209 | 3580 909 2 Noun @32
A @ SRR IR Fare 20 |



383 FEDE SeE=E

T@: Ribon Example
2, QU TPFCACHT FACHTH L4 FE 4TS A |

@, (W (4TF Review Ribon P8 FACE TA | Proofing FA® g% (47F Spelling and
Grammar... 5% 5% smfErs a1 ®wdie Spelling and Grammar 55 @ 7% F90% 23 | Spelling
and Grammar TEE9 T8 FHT |

e ling amd Gr asywrmean:

fomr: Spelling end Grammer Correction Dialog Box
T AE AT Ao g A3 T 513 | GTee e WET @39S 05 Cheek
grammar T IR (6% 9 s (B 1) =g fifos = fore =3 |

8. Check grammar ¥+« = 71 4 v fo= T Free Fare =7 1 fis o (V)
WA 9 AMTAR ALY ANY ATNEE S GF A | WAE TH A0S LA AHA SIS
Ignore Once/Ignore, Ignore All, Add to Dictionary/Add, Change @117 915+ 90ATE |

Ignore Once - 507 &= Fama orfa adam *Ars «faeda 91 =@ A8 g0 s am
TET W A 4409 992 Suggestions TH TG AGE FHH0 == FUTA |
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T @ e e A 389

Ignore All - % #UTIR Ignore <9 #AFA0E [gnore All IH e w1 el g oo =0
TEIAE AT A (9 W W G=A0S] A |

Add to Dictionary - Ignore All 93 #fF90% Add to Dictionary J601 FF a0 *fo
FAed Ta=AifEre (9F qE 998 TEAF TFAUAZ, File>New FA® MTH Word @ (I
] (FF GFECT WA 9% A gE TN 440 q | 7% FAC9 G Grammar T EE
TYE AR TER 4T |
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e GRS H@ELFELAL L
foa: Symbol
WEGTA| Keyboard € A | Insert FATT& Symbols FAE 57 Symbol o7 T4 «afa
ALATE T T | A 4 (@01 o @aiEe 9w 4539062959 |

94 Letter Head (Bf5 o) @, cREs wwa: *#*+*yqoeyavs Fee @3 T9ww
B kE*y Qo qnq & BITIS (AL (IS ANA | G&1 069 Steps ¢TA1 WPHAY F4TS %1 |

Steps
CHFACHA (AT Symbol WEFR (TR 2 24re 22 |

>. (719 (ATF Insert &9 70719 378 Symbols TS &FT7@ Symbol @ FF F0a =19 Fave
A | 7 TIEN (0 WA | Q¥ (TE ATy Symbol FTEE Fre o

féa: Symbol Dialog Box

T3y, SEHEEE AT, U @ TS «#a, 7 @ W i



Y =fEha wferam

>, @Y1 SIS Symbol @1 AT More Symbol... Weiit @ *a0s a1 Symbol
REIEKIEE RIS

1 Elelrelml e 5 ¢ [Nd™M e
V=1 tlealnlz =17 [V[=]cn
= e [P [ FA = =T
VI o R
Bty unad spmbels
¥|% > £|-|e|c| |€ £ ¥lo|m|™|+]z 2 =] ]x|e|p|a p
HOT ECp AL T Dol e 0 | Feotr wrsocegrem -
[gocomms | [ =rorteut g | chertot bag 2, aven

Tresit |_’T]a

f5&: Symbol Dialog Box

QUM (o fafey w2rma fFme siem and | @ @ geha T4 Fe Fam @ 90 U |
weg md W @ e a=ft T e sare =m0

@, TEEA AHA Font TR TF ATR GHG A TIea WTATS [&F Fa0s T4 | Font
7 WG |

@, G4F (UTF Wingdings 2 F#3 F=2re oa | ¥5 Af@s Fara Femarare «faada =3 |

Symibal
Symbols | Specal Characters |

Fant Wingdings [=]

W7 <520 8 | B0 RE =
== HEHE SR EINECIE P
s d|Ecla|=wwd|P |HOOOMEE
Fw-}ﬁasc-%}-'ﬁ'?@nt&@&ﬂ“ﬁﬁ,[}

Eeoently used symbals:

sla|ufz[v]x|v|n|+[+|€|€]¥[0]*|™]
Unicode name:
Wingdings: 32
_H.lncﬂl'l'tﬂ— | | Sharout Eey. | Shorbout key:

Chasadter code |52 from: Symibsol mﬂ:lmalE

[ oo |
fea: Symbol Dialog Box
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BRI (GHG T 1 )

8. Gfrwiem frm (77) fBa B wiee f@e sare oa w99 Geel Fe 9w Gres sm
Insert AT (¢ Fa0e 24 | Fals SFICH BLA FHA |

@. (T8 Close 9t Cancel AT fres w2t 72 |

a4« =G §F F@ Font Size T6/(EG Fata Symbol T T9/(=(0 A | 9917 Edit F41 41 |
52 Symbol ST == T |

CRxXrpeifEUllan

38.5 7B 7R T F1

AEE G THEAD (@9 doofroo ] A THE W4T I& CIATGA (HH @SB I Bl
A (FeA A AAF QaL BIAG | MS-word & FLHE IS G0 =B AT (4971
Y | Fea FABATA! AT FA FASFACLT SFATT B T (T GH] A |

Y. G4 (0% Insert Ribon FIT#8 4% W98 Header & Footer F1% &% (0% Page Number S=/*itq
o e T3, Ho W% (T SFTE | Q4 (UTF @ (A 935 Format 095 308 273 |

2., Position f% #9414 & Top of page, <4 M5 (9@ &+ Bottom of Page FI#(s ®4ts 274 |
=] Format Page Number. .. S°/* 5% #4903 &3 | Page Number SIF# s 93 ST |

r"@ A 8 9 Harmal I Cocumentl - Microsoft Word

Home |Ir|:ert | Fage Layoul Refersroes: P ailirg: A e R Developer

T

-

|] Cover Page = j g El@l L§shapes = 8L Hyperlink 3] Header - EI

_] biank Page - P imeart | g Bookmark =] Footer =

&l

A

"I_: Page Break 'I"aEIe e i::-f ﬂ{hart I Crosi-refereno: (1] Paae bumber = ;.:f-.- ASg
Fages Tables Diustrations Lnks Top of Page *
simpile Eottwm of Page L
Fage Karging .
¥

Currert Pasition

REEE D

a
Plain Mumber 1
- =

Plain Mumber

Eormat Fage Mumbers..,

-'5; Kemowe Fage Numbers

Plain Mumber 3

fEar: Page Number Formal
9. Format 967 f&F 0% 2 | Page Number Format TTHES 98 IOTT | Q4R (ATFS (5
arraa fafeg wan «faada w4t Wi |



YLB

Fo14 cofe w4l

FEhR wpfereEm

Page Number Format 2

Humber format: |1, 2, 3, ..

[] include chapter pumber
Chapter starts with shde: |Heading 1
Use separator - [hyphen)

Examples: 1-1, 1-4

Page numbering
D Continue from previous secion
@ Start gt 1 K

(] 4 | Cancel

x

[+]

@ Page Number Format Dialog Box

38.%0 (TCIA € ToE T Fa1
FES {1 I WEAF P TG T e P ATE WUl AMTATS 9F3Z 141 FIE0E (T8
41 g5 frd« e =0 ) ged a0 @ wa ol afe opE Tera wEe ghE fTwne u
=141 7a o &fe g s 2% 7 |

@A TFTod af #pE s 92 @ 513 e Frm woie @it 5120 3 e =@ 8

(A CFCATH FHI0E (814 T4 WaFE (1 GFLIABI0 AW [H 758 Fa08 204 |
Insert (0E fFF F3 Footer & 3% Fa08 T3 |
AR ETE! SB1EE (A AT | I I e e e
s e s Foe wereE 73 weE |

@mﬁcﬂmmwmﬁiﬂwm|msaﬁsmﬁm See the next page
@G 5120 U @ FG BEe Fare &A |
B2 T4 (*19 Z0F Design BI1Ca4 Close Header and Footer 90 T $4ts 714 |

pagelaynmﬁ@ﬁTWﬁ‘jﬁmﬁwww&eﬂm next page (TG < MF |

] ﬁ%wﬁﬁmﬁm (FT5) See the next page (I 2% 2ra | @M Toitam fFarg

(EE[A/FEE (ol 41 14 |

Lo98
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CHETGE (GG FAG

SR - 38

Y | GG TFEG (O T4 ofwmie aH FEr

3 | T (B (@ 74l @ @ qifes FaE Awfe @

@ | (FH ((GED) SISEET T4 8 WS fean Fam faaEta g @)
8 | (7141 ((55) 35ife1e a1 @ Toifrs arfem wam w=le @12 |

¢ | FREG ¢ FARES qazE FAE €T @ |

b | FIEA € FATE AL Haae FAE wS =9 |

q | foree 30 A Term By

b | 78T 7R ST FAE T 2

® | (TE19 @ FH1a Ars w41d Teirg # e

g



SR YT
Gfe Tae

«Q LTI A 7T -

¥ (G99 =fE FAre o=,

o (GfATE (GAG ¢ METafae TG S0 Fars o@a;

& (@] 'S FEAMY ZAAIG,/fCHE FArS ofEe;

@ (Gfae acia Fre fafey wama =18 o +4e s
@ (Gfare et ZaEsE aae wifmE GeRars Fars Aea:
& (Bfare (a8 Pt Twel g gwwe sfgada wars A
7 GfE & G0 93 G0 & G Foimwe Fare o |

se.> (6= tofa =i

Document & SITA& 34 Table 91 B4 ATAME &4 | 49 7er@z MS Word @ (6fae tefa @
Y | (BfeF FYEAE Column 992 Row (& 8@ <At |

Sfia T al A AiEA 7 CEaiE aF A Row 9091 | Wold W <1greE 4l §ee
et fois »nfe emefers e Column 48 | 2fe Tats Cell 309 |

g

3

=[
@ s 9

LA | f | dEe
EH e | Tgafs | difde
Row ——| o | wEw | SWERE | 99 e bty

3 (Al | 7N | FOACHE | @2 £ b
) AYe| | Y | SHEEE | U s Bb
8 | @™ | AW | FEHME | ba 89 b
¢ fe | aw | =fiE6E | e el bl
) w9 | WA | e | ob b wbr
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(Gfem Faar® yq

CEATD (B ATHACTAE T 06 I+ 4Ta Segoras Fa0s 209 |

Steps
3. (9 CUTF Insert Ribon (47F Table 98 g9 @ 3% F90e 79 &7 ©%4 (4 W4 |

| Insert l Pantlarnut References Mailings Review Wtw_

L RVR=N | s 33 |

*int Picture Clip Shapes SmartArt Chart Header Footer P

reak At - ) Crossreference  ~ Ny
e I_hm | Links Header & Foot

N DO00000000 e

3ean Soup

[nsert Table...
Draw Table

Excel Spreadsheet
Quick Tables b

&4 Table Tools Bar

3. 94 (4T IHeTel 99 A (BW tsfa FE 4% W99l Insert Table... T Wrs 204 |
Insert Table ©RAE I SEE |

w, @9 Number of Columns 99 SHWiwa wta 5 512% Fare @ (W9 TEIA TS
(1) 7= =3 5 w7 es T@)

8. WA Number of Rows 97 SFMTET WA 4 5127 7905 24 (T SR =Wima (1) =
fors 03 4 WATS ZA) |



S FTEHE AT

Tabds size
Numbser of golumns: |'5
Number of pows: |3

AuboFit behavicr
(=) Fixed column yidth:
() PuikoElt bo contents
) AuboFit bo window

Table styde: Table Grid

0w 43

H

[C] Remember dimensions for nes tables
e Table Size Dialog Box
¢. 78 OK 35T 5% Fare =19 | ¢ 5 71w @32 8 f6 Row (Line) 72 &6 i@ wpa |

3¢.2 GBfTa (G3b ¢ emfaer= witt Z9e <41

Gfare it AraETr W 1 oneR o wib 9T T, oE G ot e @R v
@ wag g2 FEm wiae Ak s s gh At S e efads (&)
T¥ | 92 Y T A A6H 04 FiY FarA Fecas 91 Aol Gwea el @re 1nd | 999
et s w1 B2+ (Iweh) 0 3 |

Sl. No. Name Address Title Salary
1 Shreerup | Gazipur | Officer 34000
2 Saptorsi | Tangail | Doctor 30000
3 Shuvo Dhaka Director | 45000

fb@: Table Example
2.9 g Row, Column, Cell 79715 @ fEf#5 T
(Gfe= Tsfa Far9 *a Tg7 9F 91 AF4F Row TaSE TS “a | Fiba FARLTE A Fa0S
A |
8. (@ Row 9 B8 787 Row Fa8d (I 5@ 9908 204 | T4 $ 37 Row (8 74 90 |
2, (I C4TF Table Tools 99 Layout Ribon e are =04 | Rows & Columns FITE iyl
C4TF Insert Above & 35 Fare 209 |
. 2 T Row 05 %+ QTG Row (S T@ €92 WHE & 799 Row 6 @4@ © 797 Row (®
EEEICETICH

oo
2
o



(= T U

Sl. No. MName Address Title Salary
1 Shreerup | Gazipur | Officer 34000
2 Saptorsee | Tangail | Doctor 30000
3 Shuvo Dhaka Director | 45000
24 Row E71 =ar@ <
51 No. Name Address Title Salary
1 Shreerup | Gazipur | Officer 34000
2 Saptorsi | Tangail | Doctor 30000
3 Shuvo Dhaka Director | 45000

24 Row =10+ «a

T2 Column A% 41

GBESE G971 (oE TEE *F WA TS A 799 9F 9 GFME4F Column WaFa | 69
FAGETE WP TS A |

>. @ Column @ g4 Column (5fd F408 F4 78 Column @ F4TS T(E | A Fla 2 794
Column & ¥/ 711 Zeerl |

3, (3 (4TF Table Tools 93 Layout Ribon T3 #4909 29 | Rows & Columns F91% &%
(fTF Insert Left @ faFs F=te g4 |

@, % 7L Column @ g4 &S Column TS 24 @32 3 7794 Column B ¢ 79 Column 4
A FAE |

Sl No. MName Address Title Salary
1 Shreerup | Gazipur | Officer 34000

2 Saptorsee | Tangail | Doctor 20000
3 Shuvo Dhaka Director | 45000

foup: Ag9 Column 2310 @am =

51, Mo, Name Address | Title Salary
1 Shreerup | Gazipur | Officer | 34000
2 Saptorsi Tangail | Doctor 20000
3 Shuvo Dhaka | Director | 45000

fomy: 759 Column 39110 =4 #ita
w32, FEAEEE AT, quT ¢ T 9@, 77w @ W oy



390

Cell CTI9 =41

Row 9 Column & Y82 (GfFa toff@ “@ Cell @7 S99 WaFE 08 AT | Fiea gietare

WA FACE LA |

S, (@YTA Cell @9 FA08 (A2 Cell @ F9a 408 T2 (IF14F Cell 93 cFm FWwE =i

Cell Bolck ==0% Z(4)

. (3 (4TF Table Tools 9% Layout Ribon 7718 F90® = | Rows & Columns F91€ g% 93

foea e 26 b i s o9
@, Insert Cell T T =0T |

8. Shift cells down FTerd =02 OK a0 =02 | 754 9=f6 Cell 70f2 T2 w3 T wafge
Row 93 75 @& g7 Cell (741 a%a | efie T _ES Cell @ AT 797 Cell (@M
AT 32 S Cell €T S 51 F@ Row (line) 106 a1 ¢oit |

() Insert entire row

Insert Cells ?

() Shift cells right

C} Insert entire golumn

[ ox ||

Cancel

fod: Insert Cell Dialog Box

wfEEha =i

51 No. MName Address | Title Salary
1 Shreerup | Gazipur | Officer 34000
2 Saptorsee | Tangail | Doctor 30000
3 Shuvo Dhaka Director | 45000
B 757 Cell F1F = o
51 No. Name Address Title Salary
1 Gazipur | Officer 34000
2 Shreerup | Tangail | Doctor 30000
3 Saptorsee | Dhaka Director | 45000
foa: g7 Cell 2iE @ w1
Cell, Row, Column 3C% CF&1

(bfa= tsfa Fa@ =@ @A Cell, Row Ff Column (F SMefa® I0q TS #Td €92 08 FaE
WA TS A& | (&FMA! Cell 9 Row 1 Column TE@ T+ +6a 417147 W@ 408 o4 |
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o T ® 343

3. (8 Cell 950% T4 12 Cell 9, W4 (@ Row 1 Column JELS 04 (12 Row 9T Column
99 (@ @A Cell @ FHE T4TS T3 |

2, Rows & Column 9% g7 @2 214% 51 Detele A6 s Gial ware o9 | g weia
Delete Cells... 178 0% T4 | Delete Cells SEF* 95 WA |

B insert
H insert

Insert
- -ﬂb’h‘t m Inzert

a n:mc:umh |
# | Delete Columns
| Delete Rows

[3d | DeleteTable

fia: Cell Delete Dialog Box
@, (¥ (FIA 9Ff6 o B 08 OK F90s 204 |

3&.8 Table 97 Cell (F Marge (&) F41

(Gf= tefem w9a AEm Fo6 Row 91 Column WEFR ©f W22 Wd@d = G tof Fare
= | @t 77 @3 G ¢ Row @2 ¢ Column =iTE | 8 99 Row @9 oitER
Column €3 SR SMeTAR TowE fGad | wo@ Fie G afel Cell 93 T+ 97 47F |
Toar arwrg (M0 6 Row 998 4% Column T2fd Fare T3 9=z =ma 7909 720 Row (&
ATS F02 AT (Marge) FA0© T | A5 063 GI4THA T4 FI0© A |

3. & Cell 3T Marge (F0%) 908 29 A&/ Block/Select 908 T | (Mouse Hi+ F13
9| FIAM (ATF Shift+Arrow F1 (25 F7)

2. Marge 91T g9 g9 49 EET Marge Cells 6T T e Fars =3

(A Cell 9771 Select/Block 31 28 (186 Marge 208 @=f6 Cell @ #ifaere zrame |

Cell e === =



Y9 FfEha wifdrem

Cell s +a1 «=

Table €3 Cell (F Split (F=@) =t

e WY (GfAER E 9% Cell F FeE Fa aFifdSE Cell/Cells-4 F9M99 T90 wa=d
T | A Marge 97 5% Tro1 | Split FAUS 57 FHESTE 27317 F408 A |

5, (& Cell A Cell STHTE Split 4TS 20 (12 Coll (& F#AF (Block) 908 T4 |

3. Marge F9% g &= &S 54 Split Cells 91507 = Fed F=0e 29 | Split Cells ©EE
T HFE |

7

Split Cells %

HNumber of columns: |2

||l

Number of rows: 1

gl

Merge cells before split

0K Cancel

fo@: Cell Splite Dislog Box

G (24T =SB Cell & % Column 932 FA0 Row (¢ o Fare 72 Au Fdte
A | 471 TF &fel Cell & 9w @ G F907 992 2 F Row (® fFo% =241 |

@, Split Cells I3 Number of Column =0 3 512 Fare @ (w9 Ty d €14 (1) @
&% Fars TA) 992 Number of Row 9 2 5137 =4re 74 |

8. (79 OK F47S Z7d J1 FIAME (4TF Enter (2 F4CS A | (W41 TME Block F4T Cell T
Qﬁ Bow 498 oft Column @ fT=% EEATE |
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e Tam® 399

Splst Call= [y b

Mumber of golumns: |2

=
Humibier of rows: I1 - tahle

Klercs

relln hetore wplit

Candel

se.¢ GBfare a¥ia fire fafSs watea =1igw e <t |

Bt | Puow Border | Shesien

- Sy

2= —

- ||

B | e =
s E

B | F—

fear: Table Border Dialog Box
wifere gre @ wiEa fdiva w1 @: smadite Gfe at 7¢i tofar foi e o2 angem

(GRTE TCHE (O T | (T —— AT F(E(E (O14 (DI9E-

f&: Table Border Example

5¢.q BT @41 TfRwsTE @32 SIfbIne 9= RS w4
Tables and Borders B¥191a9 Change Text Direction 100 T ota (Gfarem (G0, 41 71414
ifie sifeaee w1 a7 | vw-fwme G GIb oy ©f e sas oA |



Y98 oot wifema

Dhaka Fhulna

a¥m ||} 950 FF T GRrm @9 o Feas s

wEyJ
L
e 1S

st W ||B 4 e wam GRre Gwba e (Direction) el
Ty e o 8

Dhaka
Khulna
Byihet

3¢.q (B6f9@ 515 (Split), AT@ @ fEfm w1
Table & Cell (& Split (&) T

e A Gl e #a asifes GE-a feme 4@ was@ = | GfEF Split T4t
feee Tt AT FEE A |

S. (BlETa (@ (@1 99 A9 20e Split FACS T G2 @1 G4 F69 @1 (F S (Block) F4908 T4 |
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b wam® hETis

3, Marge 991 g7 @ &8 B Split Table 450 fav Gerg aars o | Gfaa P oo
= wF |

Gfm Ay Fa
Split F41 (Gf7 7y Fare Fea Fare 4ae Fars T4 |

y. 42t (Gfare@ @ a7 s e gom a0a Fia S 9re WeeE splic #4 Gfelh #as
T AT |

o : A T o

(ofa= fefet o=t
(o= fefes Fars g Tare arme Fars =9



L) FATHE wrifemam

s, (=l 7o/fras o0z Gfree T Wtmm W 9 e o 30 Somm e s
gEgi i cll

3.5 Column €32 Row <3 IF(S (SHo! ¢ 2weT) fAdrad

W TN (A A @F Cell @ 8 (F4F *F FAMAG 2T TN T9UE FEE (GHD (908
A7 | GFHE (HCE FANID IEE] ACTHE WaSE W | WEAE Row 99 CFES SHS! AEAE
VIS BT SITE | @i (Bfaw CofEa 1 Cell @7 WF(S 6% Sa 4T |

d. (0 TN (EG/TE FA0S T CITAa UG FLLa o ATH AT F0S 26T |

3. AEET B a9 e S e g d S o (&) ofads 7m

@, FEA G A A0 Fis F0E AR (20 Te wE | FAMTR el @ wE

['s1. No. Mame Address Title Salary
1 Shreerup | Gazipur | Officer 34000
2 I Saptorsi Tangail | Doctor 30000

I Shuvo Dhaka Director | 45000

TAFENA @ 97 el #fFTea T4 9 |

ye. Yo (BfE (& GHD 932 GO (F BRE FAed Fai

TECATT (A (@ GEGLE ATAE (Gfare e 4 49 | (GEGLE Nes F0E Marge
TS g9 q9%a w9 GEbe G et sa Ty Fve Get Gt sl emim
%a o 99 B0 (GG B3 T4 TIW FO4E I ] A9EF T4 TACE O $9F | 9IE GHL
BI35 Fd FNY LTS HI B ¢i6 0a e =ra | B o @ wee el S e
G e ferre Bfes wea i tofd & |

GELTE (AT weiEn =am T rsa qivetE SR e o |
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(Gfes TG 3499

m TIE (16 =0 eraeed (GG 5135 Fare oA |

m AT Wi s Fare 7E |

m  Marge AT g9 T8 Convert Text to Table AGTH fos sare o3 |

m OK 90w f3e @ars =9 |

Covert Text to Table ®ure S«=te f&= Fata sww Convert Text to Table sr@s a9
WA | Q4 (ATF ATAEAE Ko AJaEE B SHACST (51 ASTA A |

G GH6-a FATE

(Gfae tefa wra ©ive araey GG, A Tonv off =@ g | @ GRE GEE e
cﬁﬁﬁmfﬁaaamﬂﬁmemw | fFg (Gfe#s ~E1® #1F Table Convert Table
to Text fard= farel (Gfaafls Gub-a w+ime g1 | st 9= (1 Glaee GE6-9 H9wa 4
A (7 (Be1iG TeTe fae Fal 4ere TA |

Glems GEG-9 HAED T4 G (064 GI7STA T7ae Fa0S 204 |

m T Gl FEve Fars =T

B Marge I g% 0T Convert Table to Text ¢ &% ¥3T® 74 |

m OK 700 f&F Fare o4 |

B =WE R TEEme T 9eE |

Comvert Table To Test 7 x

. Separate test with

5 () paragraph marks
{ @[abs]

] () Commas

| () Qther:

Conwert nested tables

o] ome
fBa: Table To Text Convert Dialog Box

m &&5 @ADL Tabs 4TF | OK IGTA f5e Fara Gl (GHG-9 F7184 209 |

TF TEET 99 WS Alt+p (BUA Wl WA TG 0 FF S Paragraph Marks Fréioa

F@ OK A% F9 waw Gfaemm 66 97 T e B wmE | WS

Semicolons w7 TE; W3z Others 77 =@ @ iz Wdrd @0 7@ GI6 93 T @&

oz =wFa |

-0, SEHEOT ST, 4T ¢ TS @, 79w ' w7 o



yabr =PTha wifram

SR - ¢

> | (Bfa= tefa wamm e e

2 | (BfAT (Brp « FrErafaree ©itt 3G S diviE @1e |

@ | 89 Column (9 F9[ *%(e F1p

8 | Cell ctst =@ &= 2

¢ | Cell, Row, Column 08 (R #afe F?

& | Table @@ Cell & Merge (F¢g%) F414 fermafa =g |

4 | Table 97 Cell & Split (Fe%) Far@ & @14 |

b | (ofare aeE e fafeq warmm =g gt w2 swfe Fis

» | (BfTe ¢ efeertre «ae St amEaras FHE T4 2

o | (5= F=ifeS (Split), 7E® (Merge) ¢ TF6 =@ Femmafn Sty
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SRR
CEEA, G-I, F12, o ¢ @e-Hiqgsad

Q@ ST TS CITT S —

& FAE 9T TS (AU (T TSd (FLE 99qe (26 Ted (FIE I8 T0ed @4F
sfgaes Fare #aa;

% G7 F717 LR FACS AR,

@ (@l S (99 TS w9

(T YU (A9 A0S T =2 S+ =11 W O] ey FA0e A7 |

.5 Beafds q9 TTeT @TE (20 TTST U «9e (B TTST @IS IQ LTS @4E
Afeas =4 |

I*'urrnalmﬁChungcCascWWﬁﬁﬁﬁﬂﬁWﬂWW%ﬁWl
@A 2 offE T Word 25 &% 9 EI0ed 414 & 54 Q17T SEe $q0s 204 |

m @ GIHDT @ AGqed T4 vaed ©f FAs/gE F0e 2F |

m Home I3 %5 {=078 Change Case... ( A2") @ {5 F09 7 | (I4A1 Alt+E 514708 74 )

Homie Iniert Page Layout References

4  Cahbn (Body) -1 - ==
) B 7 U -ae x x|~ EFE
V|22 e A a S - &
a5 Font - Pa
| e fo@: Home Tab

m M FTHA Change Case ©a#E9 98 S04 §

c8 N mA- EEE

Font Sentence case.
2o .E lowercase
' UPPERCASE

Capitalize Each Word |
tOGGLE cASE :

fear: Change Case Dialog Box




Mo FfEhE wfemam

m Title Case ¢ &% 2208 203 9921 Al T B191T® 204 |

OK I67 &7 ats 70q |

m 999 BB FACT grd *wd SN W EAfS 96 E0eE (Capital Letter) 209 |
G 8 This Is Title Case,

THATE WA Title Case #fEada 3022 | FF  FTone woons &fe @ 7 3@

o Lower Case &5 407 719 (7741 T35 (20 T0e8 24 |

o Sentence Case- (74T T8 74 (F144 &ifis qF 29T %4 96 ZTod 404 |

o UPPERCASE &5+ wats 71 (7141 3qais 9% Tmsd =04 |

o tOGGLE cASE 4157 #are ¥4 4@ &fs <rwa o9 =g 30afE (5 red oA |

GHIRTY £

This is Sentence case. (Sentence case)
this is lowercase (lowercase)
THIS 1S UPPERCASE (UPPER. CASE)
This Is Title Case. (Title Case)

tHIS 1S tOGGLE cASE (tOGGLE cASE)

U H* T IR T4

UE A AE-AfES, AEWAE (F [TEaE eFy Aeend SAgeE Fare Ia w9dl
e T ewela Fare wra Sdn SESG 98 B0 @Y TN | OTE G T 99 5 | suqne
B F71% FEE g ¢

B TEOTeE (A WEE G T4 FAUS T (] 9 TF FA0S A |

W Format e f#® F40e 79 |
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Adjust your computer's settings
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I.I—
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r_......

The phone system at this location uses:
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F This diiver is digitally signed. _ HaveDisk. |
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f5m: Install From Disk Dialog Box
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Search: | security.tls ]
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o Tfers T3 A Address bar 9T about:blank Se@! fors <@ AEHT GTEH 4TF |

=028



THEAG '@ 3-(NITAE TEEd N
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Google

One account. All of Google
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Signin

to continue to Gmail
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Google
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Google chrome™0TET https://www.google.com/chrome
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Google

b £ Google logo B: Mozilla Firefox Loga
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B ThEw (5F Fara 9F0 BY B (0 9ATH | 99T FEE WAF IO UTF | AU (4TF
@ @ WEnY et sae cfre aa® Besfe Wi 932 Quick Access bFRma it
#Wie =g Imﬁﬂmwmﬁﬁ&uickﬁccesswmﬁﬁﬁﬁwI

H ©- ¢ s |«———AQuickAccess Toolbar

Home My tab Insert Page Layout Formulas Data
& Cut Calibri A a | == -
(23 Copy - '
U - - AL === = 3=
- <& Format Painter 8 I Y — = —pt— R — b
Clipboard ] Font ]
fé@: Customize Quick Access Toolbar
Ribbon 5719 7%

Quick Access F7aiad 62 AT Office-2007 49 A SN Q3 ~faafEs =
Ribon B1@#9% | @6 Office 97-2003 (T WAFS (39 @ FAAMLE w0 07 (o4 Fal TATE |
Excel-4 Home, Insert, Page Layout, Formulas, Data, Review 93¢ View 4% G5f@ am3me |
a5l W4T A wme wga fog fEw onent awd | afef Ribon-¢ TAME  Bold, Ttalic,
Underline, Border, Font Color, Fill Color, Increase Font Size @ Decrease Font Size J159 |
g fog T3 opreE b sEfate @G srEtem 99 Trae Ofors e T w4 eraEe
TH HEH = |
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QUGH GTHA (CHET) ok

" .._".:-U Home Imsert Page Layout Formulas

& Calibni =11 - | -|§i
e A (B I U-AN| (S
™ v BECSRIR. B Errs

Clapboard '« Font [ Alignment -

fim: Home Toolbar

Data Beview Wiews &) — = 3

General - A =1 E - v~

S - % | =~ A |

-8 :°%| S-ttlcs Cc'll: P '

MHumber lm Editing |
& Data Toolbar

Font F41% 2@ o5 Tt W1g® BEtwel 35 @ 75 F908 &= 90 Ctel+Shift+F (29 F409
T | Font TRIEE 95 SHE |

HOME INSERT PAGE LAYDIUT FORMLILAS

X |cwn  Fn - = | MC
Paste L'l; N Theme Fonts |
¥ |0 Cambria [Headings)
Cloboard = U Calibr (Ency]
Al Al Fomits
O gy /B
M Aharani Ha 1K

fom: Font Tools

Format Cells

Cabegory: Sargle
Seneral & 15,63 gals
Currency Type:
o [#.7&% 2% "gak"
Time _CF &, ##0.00_);_(* (& ##0.00);_(* a|
Percentage 0''gals"
Frachion
Scientific
Text

SEB:'EI I
g

Type the number Format code, using one of the existing codes as & starting
poink.

(o1 conl |

fBw: MS-Excell Cell Format Dialog Box
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fae=te a4

Office 20074 9972 5 F7A600 sFged 5@ | FILAE a1 Tew @ (FF Teen mw FaTs
@TFH FG WA | Home, Insert, Page Layout T71W (@ (4 faarea Bz @it fora fames ware
A YAl AT Fe A6 UFF FATA GHAE oA THF FH F4A0S EA WG| FIATS (AT
At oo FAre 7 Afel faarma «xff =Bt 1 upma =it co@w e 71 |

m_ Home Insert Page Layout Formulas Data Review View

5 2= B BE EGE e
(T = -
Merge Tables Combine Merge Cells | Advanced Quick Fuzzy Duplicate Data
Wizard Rows Wizard  Wizard Wizard Remover Finder Management ~
Merging Data | Remowing Duplicates |
ca - £ | sanders@comcast.net
_ A 8| ¢ | b | E | F
1 |The following data were generated randomly for demonstration purposes only. Any res
2 custamer| = | Tit = | Firct Mal = | Midd = | 1 ast nama [+ Email

far: Ribbon Tools Bar

Formula 15

Ribon 992 478 sFto fp o6 s« few 2o 9@ wdeem | w5 9nEe g =
FHE (@ CTE S9gE S0z G @9 IS Sdie BS, F14 Tonife @swE @4 4 | 98 S
Cell Address @141 /=@ @09 9fBTF Name Box 0 1| @3 == & Cell Address &4
(T M5, BO 2971%) Enter WA (1% (& F0f 508 A0F | Name Box 93 #IT* fx (F4H
AT 1 G SR NS G (G Foe 3 Tio! @ A& (7 (R Ana | Bie! 9l
el AT waSTE €E, 9% 9 5 FR, ALY 9 Enter TS 72 )

"‘"l X (- 12 e Cmrperal . E Condmasal fomatting ~ =) | s
bt o BT U I = -_t = - % 1 ?‘umal b - e |k :_'g
J | v B T e P 9 Aa o Cell Syl -
Cpkssard % Fuit % Algremaril % Mumbis % Ddis Ea
C14 " 5 =SUNMCR:C12) &
FORMULA BAR

J_N-IT‘I ;H.l?:ll‘l = Jan Salos v D ] E ] F ] G ] M ] I | I=
4 Rahul Ele ctronics m

o Cell
@ TOMEE TS D2 (A FHEE SR Bl @98 B2 (TFR (W (A9 41 EETE 498,
A4S D2 G T AT e At W ot W |
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NG QTR (D) Lo

Cell, Column ‘€ Row
i qmEa s wafgs A, B, C, D 3wl e Fmmef® isaetE i (Vertical Column)@Ta
932 1, 2, 3, 4 3710 (141 TG ATFSTENF Row 07 92 &Sl w058 Cell T |

LFTa| E

o MS-Excell Roller

Status Bar
Horizontal Scroll 3@ 6 w4R Excel &= 705ta 706 Ready 741 I@0a 79 Status
94 | (GBHA AE Ready (91 4160H TS gd F0E9 9€9W w@gl #€id Toradl wagE
e | Enter (A4 A0 A0S A G0 FA(Fe ©HT Edit 2008 | Edit F91 99849 99
UG fFle WETE 51308 FCATE (UTF Hse (99 FA0S 204 | Status bar 7 TWite foai
(g6 A7 AT 94 (ATF fF8F Normal, Page Layout '@ Page Break Preview (@ #fdaes
41 AT 92 GLHAA (478 ©F T g TECET Gif $La View (F (E6/9¢ F41 1104 |
5. Status AMAA Boi@ TR Right Click T #7-S1% (] WA | Q¥ (A0E SATREA
wELeW P/ feas w4 and |

Limidlomise Slatun Har

Coll Mloge Raady
[Elash Fill Blank Cels |
Flash Fill Changed Celly
A

[rrtcarnrtizn MEnagement Folicy

Errmisiicni

L T T

Cagn Lock
s Lok

Sepoll Lok

2888888

Enoed Decimal
Dreertype Mode
Erd Mloae
Macra Recording ot Recording
Sabection Mode

L9

Page Nurmber

Brearage
et

L T T Y

Husmencsl Count

Muwmum

Bolagirna
| » Sum
— : |
fb@: Customize Status Bar

TFAT-8 9, SEACHTE SITHTT, 497 ¢ e g, 79 '@ Wi i



LET FEoE ST

Excel (47F (49 27T

FIEE T FACS 7] BIE0E T8 Close 41 T4 | IFF Excel 9 &4 378 Fa0s 1 biaa 794
Excel % #re «fa | fsa #re e +are 20 |

HEEE Quick Aceess AR (ATHF Office A0 (8 Fa08 T2 992 T Torad b THAS
CTF Exit Excel TG0 fF5% F40E 202, Excel 9% 204 |

Bookl - Microsoft Excel

-
L

N Recent Documents
ew
1 techonthenet 2007 xlsx =
~
;4 Dpen

i;:_fp Prepare »
E Send g

| e/ Publish >

y
_| Close

l,iﬂ Excel Options | |X Eyit Excel I
fom: MS-Office Menu

yu.3 aFfG Tgq File/ Workbook SU79 @ G0 Bi2% &4, (7 F41 @
F3H (F@/qT I40 |

T T2/ Workbook (1T

GFED! SUEHE TG FACS FALS A TP W Q61 SUHLE WIS TS ANA | Microsoft

Office-93 (A (FF (@ILTH 9N AP FEe Y0 Fra a1 97 | 997 96 7774
g erfagE tofim ofEm o T
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ARGH QTH (HED) LEN

3. Quick Access BF19/@ (UTF Office 6 fFF New FI=15 #ats =9 |

®._ =, ] Bookl - Microsoft Excel
[t Recent Documents
Hew
1 techonthenet_2007.xlsx =
A
| J/ Qpen
n-n

o MS-Office Menu

3, New Workbook SEE 95 ®E | 99 Wr= 25 Templates 904 | Blank Workbook-
4 A 5 T4 TF | T FE Workbook AeT! AN |

Templakes -
s Elank and rcuent
Instalied Templates
My templates,,
Hiss fram swleting...
M rasabt Offse Gnlire
Featurca
Agendas
fward certHicates
Reraie haprss
Busineas cards

Lalendary

» ;u...-|+:|

Blank and recent

dotu

5]

Plevr bilag post

Contrads ||

Blank document

Create

=

fBm: New Document Dialog Box

o, Teffes wbr off @@ s ==

It

A B C D E
1 Sl.Me MName Address [Title Salary
2 1|{Bappi Khulna |Director 20000
: 2| Asma Kushtia |Officer 12000
4 3|Raj Kushtia |Faculty 10:000
5 4|(Sopno Meherpurn Officer 12000
6 5| Mousumi |Dhaka Faculty 10000
7 G|Meben |Borisal Faculty 10:000
8 7|Bappi Dhaka Accountant 5000
9 &|Liton MeherpurAccountant 5000
10 9|Jabbar [Jhenidah |Accountant 3000
11 10| Monowar|Jhenidah |Accountant 10:000
12 11|Bappi Dhaka Faculty 10:000

féa: MS-Excell Data Entry



293 FEEE AT

Name, Address @ Title B2 Bappi, Khulna, Director 271 cretef oitera amfrs came
(Left Alignment) 90108 @38 1.2 '@ 20000, 12000 35 Aedtert ©Wfwe @ (Right
Alignment) 900 | Excel @ 92 44049 ©B1 410 Label 992 Value (Numeric) | Label -4 s
W Gl A @9e Value 99 99 gE sifdfes e wdie s, fone, ed, s
ey siffes FEFE= T6 I/ | Label AMMIE 432 Value THMLS (978 07 |

TTgl TS ©iG1 g9g GIEY A FIEAG T (I GF0 AT @HF-Rupl TTH

(T8 FACS (A |

Excel 2007 99 @050 %3Fg74 a5 €068 Quick Access DAAEA Office 64 | 48 GeaMIG
Office 2007 & FEHE 7@ I 44 S4Fe | 9407 @6 8 9% TFs e anF |
g9ufs S4fe Office ¥4 Logo FHIes FA0502 00 SAFS I8 (5% S50 275 Office 64 |
«ff ST File (T8 FGI06 &8 910E |

aave Button Redo Button

f

i © - v - | ¥—»Drop Down Button{

|Office Button

Undo Button
Quick Access p#a=

o+ Abaefd Ze #=E@E Save, Undo, Redo '€ Drop Down @ 90 “@9eite fquifae
HTHATEA] Fdl &L |

FI2H Save AT

TG Off FEE @ Wwal 9998 FEAG Fe e A2 | AGETS FWmE coE Fal
FIEE/ SAF T fofey wara ©ibl/ars/efe Toniv Aqarsg @ FIEAniE (7 (Save) TR
WaFE =8 | A6 Worksheet 99 59 & Sheetl, Sheet2, Sheetd 7 T&aG G/ et
A | GEG] ATATEAACS! WA TS Sheet/?S FIF FA0S MG | F2aD (26 IS A=
41 2pa TG =7 qG F137 T0e #Md | [OqR TS WL (LG AFIANE q1 GFE e
e FE (< T AT 79 | GwCE adfse 9 9FF F0a TS (Siw FA0S &4 | U
FGF (A4 oF FI2AT Save FE A4 T | AFTS] TACH NTHF Save FE A4 FEADG 4T
g W PAre T G992 FE (<E WERE Save FE A1 T | 9STF W 47 e aFh
T FE A FE TS T | GEE TG TR TAG SgH w@eE FIAG o7 FAUe T |
MUY @ (FF FEC FAE6E 9% A (A Save 7 F@ A4 FEG AYWE T | QTR Tl
F41 ©5! @ Save F4 TE |
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3. Quick Access 351914 (ATF Office BT F6 Fa0S T0a B9 ©Ieq (3 =HE |
3, 9¥F (UTF Save O (&% FACS TA | Save As TAET T WA | File Name R0 Rupl
it T Save T T T908 209 |

blEge F124 Close F41

FéuE F3aAbre BewHE Save T TECE | WA #RABE Close Ta | FEre e

Step by Step STHI% F40S EF |

3. Quick Access B=i9Ia (U0F Office q60 e =ra B €8« S Haery s wafgs
Close 9574 % F408 T8 | (Home, Insert TE11W (714 ﬁﬁﬁt‘ﬂi’tiﬁ AL BT Close
A B Frae FEH T4 IA)

3, (AR (TS FAE 2F (FF e $8 9FE Aeee] (Do You want to save the changes
you made to...) G I WHTA Yes A0 &% #2re 7@ |

©, FEF(0 IF A FF Excel 2007 C4F 4109 |

Yu,0 GG @ ST

GUEMG (Worksheet)

e AT (@ WL TE T T ONE GAEHD T T | TS CHTHDE ZEl
eurEf=G | 9= Yo cm wrEad U @Y 9 Excele (owf foy foq euhn g
ThE F g F4 =947 |

GFELE (Workbook)

GFER (U fafey ou1 Ahafe =@ o frewe 21 s F9 75 | F1E F99 o7
i aagitad & fer% (e A Hegss @ 1 | Heafes coefbe wiEda 91 euldgs
T T | OF6 GAFILT BEAF0 GAR 0 YFS ATE |

Yo.¢ TE (TS TR 141 F1ZA Open F0A Cell, Row Column €32 Sheet (F

Insert 'S Delete 41 |

(T (BIETS @92 (FFOE) Save FA A | AFTSICS (13 F2 40 Print 91 [ieq 99079 Edit
«F F% F9 4fF | 9Z0E @ FEAT Save FW@ Close FE AT N1 (72 FZAG 4749 |
Quick Access p7ia19 (ATF Office TG FF T BH T WEE Open Ao T Fars
g4 | (G ©IEA e S FECEE o0 Giwrd (1 dtE Rupl (F FEEE e 9E)
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>. Open CRIFS 95 SFE Q4F (WS Rupl A0S F19 Open 307 f7e Fars 79 | sifess
HIEA YA A |

Cell, Row 992 Column ¢F Insert '€ Delete F1

Excel-&d Sheet-9 (@ (@@ 797 WfE@& Row, Column 3 Cell AIAEW a1 & FAT A |
WA Ff @ Bib GRE Shnas’ ST T@E TS Boas S Wie 998 ¢ W Al
TBE C FAT Address <% A TEGLT Meherpur (BT ZETE | W 9% 9 23 Fad Wb
74 a9 Address ST G5 ELACE | TR & 79 AfGCS Meherpur 2 492 & 7WE @G =14
e (i o T 5E | «9E CFE R B0 A O90E 1 ¢ A ifEE et u e adg o
THEAD 4 THE TS TS T4 TR O W@ G5 FACT TAAL THEE AT F0a 6]
A | TgA GF0 Cell (F Insert OF TLITH 3 TR AN T4 47 |

Office 950 7% Fa Upcn?ﬁﬂﬁﬁmﬁﬁﬁiwiﬁﬁﬁ file G- Rupl FI1ZA0 4=CS

A @92 Sheet] - f55F FI0S 203 WLE1 Rup | FIEER TOMAEE To 4= FiEe (olq S
o0 |

FF Cell (F Insert F41

5. C5 o s e 2d |

2, (9 (47%F Home Ribon o8 4/ 8@ Cells 918 g2 (40F Insert A0 77 F02
Insert Cells... TS e 7 |

Insert SRIES 9% WECE | Shift cells right W92 Shift cells down 7= =1 =109 |

@, Shift cells down (@@e F67 =3 Fare =4 |

8. (09 OK 410 T4 | C5 O %1% 204 99 Tiblsf 9% @ % fb ¢ew 1 |

m.ﬂﬂ
A B c D

Insert
" shift cells right 1 Sl.Mo Name Address [Title
= %hﬁ“ cells dovn: 2 1|Bappi Khulna |Director
- Ent;t;'"“_' 3 2lasma  |Kushtia |Officer
" Entire column 4 3|Raj Kushtia [Faculty
5 4|5opno Officer
|T| Cancel | 6 5|Mousumi|Meherpur<fulty
7 6|Meaben | Dhaka Faculty
fe: Insert Tools %w: Data Entry

Shift cell right @f&e A0 =3 Fa= THIGTE 9F G F9 ©A 7E (@6 | GFMEF Cell
s s (7% A (A T AT TS LS |

HIF! Cell & Delete 47
5. C5 oEls e w1 e s sare 5
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QUG QU (CHCT)

ik Trg

=, G (947F Home Ribbon e wre TAERE Cells F9ME % TF Delete Ao T FE
Delete Cells... FAME MT® A | Delete TEET 7 WHALT | Shift Cells Left €92 Shift
Cells Up WM™« 419 |

3. Shift Cells Up @f€s F57 a8 Fare 24 |
2ix

3. (408 OK F90% €@ | C5 (T8 5% oeis (e ©i5] «F (778 4 B9d &2 S#d |

Delete

=1

Cancel I

e Cell Delete Dialog Box

AT Cell B8 A Thef B8 T Cell @7 Ferm Towg T WS | Shift Cell Left
TS W Tl OF 7F 0T MY WE WSl | T (F (W Cell 91 G HE Cell (F AR

WA BI-(ATE (AT Delele-S (2 Fa=1 G610 40 58 @ EEm o gerefs @

F1F! Column (F Insert

Y. C T (4 (i o1 s Fare od

2, (1] (4T Home Ribon FTeE 4161 S8 Cells 1 o (4T Insert 007 FF @
Insert Sheet Columns FAME Entire WT® @ | Columns @fEe a6x a8 Fare o9 aar
ok FACS TA | G TG T FAN S TA GTL T FANGAT SioieH 9F TN T

T[T A AN |

€5 ~ @ £
A B C D

1 Sl.Mo Mame Address

2 1|Bappi Khulna

3 2|Asma Kushtia

4 3|Ral Kushtia

] 4|Sopna Meherpur
6 5|Mousumi Dhaka I
7 B|Meben Borisal I
8 7|Bappi Dhaka |

e Tn=ert Wew Colum

GF4E SN | FACIA 7 w5 A OF(4F g S (o4 o] qag Tosf @72
FHTF FAN A AR @S |

¥ Column (& Delete F1
o, CFETTR (0 (& Cell 4 T (AABRE) 4T T3 71 779 ¢ =1 s s=re =3 |



0l SEsE ST

8. (W9 (4% Cells TAE I (4TF Delete B (FF B Delete Sheet Columns T s =14 |
T FEAMG 08 AT 49 AR 6] OF FAM 0T AL FHA |

I Row (F Insert F41
€. C5 @ 3 (*TE5[) FTe 20d 4l 774 ¢ 798 7Afd (Row) Prais =are &4 |

©. (9 (¥TF Home Ribon A8 <% cs - (> £

SAEA Cells FAE g (ATF Insert AL A B c D
% F@ Insert Sheet Row I e |1 sino Name Address
T7q | T AF0 FF AE GO a9z | 2 1|Bappi Khulna
wibtef ag=ifa frs G ana | . sl Kushtia

4 3|Raj Kushtia
g A a ARk o= g a=m |5 a|sopno Meherpu
aFifem wge AfE sren @e qag &7 | O 2| R DR

7 6|Meben Borisal

BTG A 69 | 8 7|Bappi Dhaka

forr: Insert Mew Colum
F1F! Row (F Delete F41
q, 5a%a A (1 (= O @ F0T A0S 1A 91 e ¢ e il B ware o
b, (9 (47F Home RibbonT#% 4@l W™ Cells FAME STAE Delete W (UTF Delete
Sheet Row 9IS TS 204 | F= A6 02 02 @92 ©51 T3 502 e | Sra<y 7o
FAM 4 AfF B @ F-@EC (AF Delete-F1 (27 FA0a ©H T T0A FF OO
FTEs 2 Al |

g4 Sheet (F Insert 1

48 Excel-49 #f$ Workbook-4 HI4ETS Sheetl, Sheet? '@ Sheetd UNF | & SIYH T

Worksheet Wad 20 == AN |

». T2 Fea M A0 Sheet (5 79 70 Fas Fas =3

Yo. (3 (AT#F Home Ribbon™FE 419 SE¥W Cells F91E ST Insert Fo=+ (ATF Insert
Sheet 1% e 73 |

Sheetd AT T4 G0 Sheet 16T AT |

Sheet (F Delete FT

3. Sheetd 9§ F08 G (ATF Home RibbonTES 419 W9g4 Cells FH1€ T4 Delete
T (UTF Delete Sheet U@ WiE T4 |

Il Sheet Delete A (7T |
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OTOF GTFE ((FHET) ©499q

4,8 Worksheet & TF F%4, NTF 19, 9F1(4F TS Data Fea <39 F41

Data Fill

Worksheet-&9 #I*#1f% (AT (Continious) G2 GIEE ©IG] (T~ T ALY, A A
wea e wm Zenli FeE ermEm W | O WEEE S, ), ¢ UM e W Tee
1 |

TS 999 (e o4t

3. Office 06T 5% 09 New FH@ WT® T | New Workbook TEFT T5 WHALG | @4F
(47F Blank Workbook Tt#% $02 Create 9577 3% F90% 23 | F16 Workbook S5 |

ye, Ale A2 (TA | 8 2 orere 219

58. Al (TF A2 #48 FFE/Block F90% &4 |

M. A2 (ITFTE [I5 Bl A0 (50 @ a5 4@ | 93 BlE AeA #Ro[ e AmsEn
# forz (+) Forsfae 203 | af5t#2 Fill Handle 09 |

»4, Fill Handle WA T180E 309 @rer e 7 e Wie @i 909 A20 o7ta 9t e
Te 2a | A20 77 e grEEfEE T fwon o 29

Al

=

Wi N Lis wN|=

[

| Home| Insert | Page Layout

& | calibr ol I

e BB A
- ¥ [E->-AL |10
Clipbo.., = Fant Tl 11
Al v 12
A B C 13

15 |
M 4 » » Shee
fa: MS-Excell Cell
qSIta Al'e A2 (71 58 10 102 Data Fill #4741 5, 10, 15, 20 @@itg 74 274 |

Bowm e

T8, BEACOTE SIAGHA, S4T @ feer g, 749 @ 7T o



wekr

At 7% TH Data Fill
Al G0 January 512% 74 Enter WT® 209 |

FET ST

e FEFE F ATHOELE Al (79 #1056 SHMiEd (E6 908 A0S T4 | 4™ 29 (+) 4

Fill Handle T4 |

e Fill Handle HTA fr5a s g9 9608 A 12 G0 2187 264 c2re fwrs 214 |
o =2l January, February, March @S1d #4279 | Fill Handle (F Row S7Ga §i% S48

Row €2 ceaf@ =i a1 gia |

® (@ @W A Sunday BT Data Fill 9051 Sunday, Monday @S =< €02 | 01/01/04
ae[E S #0d Data Fill 031 01/01/04, 02/01/04, 03/01/04 @o1a % 214 |

GFii4® fFFr® Data Fill F91

o OFHNY aFfegF fFme Da Fill

w4 %A |

* Al F January, Bl G0H
Sunday, C1 T0# 01/01/04 B34
@4 Enter Te 29 |

e Al Bl 992 Cl 77 /M08 #ars
A |

& ()| ¢Tera 069 Fill Handle & B9
T4 C12 (55 248 q0S 504 |

F| A B | € [¥]
Castomer Customer
Last First Bales

1 Name Mame Agent  Selling Price
2 Abbey Bill FEoberts 3§ 348900
3 Abel Jolm Allan 5 305650
4 Abney Linda Roberts 5 204,950
5 Acord Tom Allan 5 183,000
6 Albert Elizabeth Foberts 35 335650
T Allbright Robert Allen £ 695050
& Allen Jill Roberts 5 325050
8 |Atkins Tim Allan 5 446,000
10 Avers Tanumy Eoberts 3 163,000
11

12

13

14

15

%

17

18

TS T GTFACY Data Fill 209 |

foam: WS-Excell Data Table

Cell Formatting/Font, Number Format/Number, Alignment €92 Styles &

S 3 F1E F+41 |

HEE (TF WEge FonttF faf®y ®MF Formatting —

Wlﬂuplmﬂ'ﬁ&i'kxtﬁﬁ?wml
Font % g9 (4TF Bold, Italic, Underline, e
(madll, Font 018, ¥00a #1235 P& 9941 Increase
Font Size/Decrease Font size M f&& a3 ¥0
(2i5/ag a1 wrHa S ey Afqada ware za |

Paste Bacopy B I

Cliphnsed

IMSERT DATA VIEW
£
|: X cut | Calibe 1"
u o - '}1. ﬁ

Frit

fom: Font Name and Size
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GG ATHA (CHEE)

Lk

Font F4® F174 TG e w@fgs s arF (% 908 2@ | Format Cells SRIFS 49

AT 432 Font 5119 P18 403 |

Format Cells

Fork:
Yerdaras

Tid T WIT
T Zen MT Coreensed

ii'Tm:errﬂTEu-d:ﬂsec

Lindackng:

Hoe

EFfects
RETT
O supessaript
O sk

and vour screen

Fort stad=:
LEsT g

»

ltsic

Eickd

Euchd Tt
[ 2
w | AUk omalic

14

Freviom

'

w| ¥ uormalfark

Sze

o

] - |
]

11 .}

A32bCoyyZz

This = & TrosTyps fork, The seme Ford sl bs ussd an both pour orinker

|

||_ Cancel ]

fi-8: Font Tah

Number Format/Number F91% &9

THe Afifed AIE (FLE Number FEN0 F9E[@ 41 T3 | (@949 (FF Fedqiwes % 53,
wifie f6%, I8!0 A Currency 5%, Fraction 7@, Date, Time, Text Fa(6 Twyifva &

Number F41S g 924 F41 2 |

% FAME FLE General FoHTHE G S (35 Fara famiias wemm S |

General
12 Number
E Carrency

52.00

F‘F Accounting
ol 5200

Short Date
17271800

Long Date

=
\E’j Time

12:00:00 AM
Percentsge
% 200.00%
1 Fraction
5

01 Schentific
l LODE=00

ABC
123 no spectfic format

Monday, lanuary 02, 1900

More Mumber Formats..

B MS-Excell Number Formate Menu



oo FEEE Wy

. Number T9ME A7 FE TitTa sECEF! 909 T 908 29 | 79 #f4®® Format Cells
TE WA @92 Number 5719 Ferh 4@ |

Format Cells

Number | Alignment | Font | Border | Fill | Protection

Categary:
[T . | Sample
Mumber
Currency
gti:l-lﬂfiﬁg General format cells have no specific number format.
a
Time
Percentage
Fraction
Scientific
Text
Special
Custom

g MS-Excell Cell Formate [alog Box

Alignment/Cell Marge/Indent 91 (Alignment FHE )

Excel-@ (& B! T4 Text-99 (Fi@ I« qr8 wdR Left Alignment €38 Value 1
Numeric 3l 1feif&® Az s s cits wdie Right Alignment BTGE Gifbe <t |
v Far a3 Alignment Afaqen @4 AR, G288l Text (F Vertically T rerEEeng @by
T A | FEHD s A wa @b e wfad® =@ WA | Horizontal @R Vertical @2
We 4@7d Align 91 T | Horizontal Align (37F, Left 4. I@te 9904, Right 97
THWEE g Center Wi FRAMTE Tam S@si @02 q0A 74, Fill Wi GF/am 599 =04,
Justify SR B A *T&a Fec7d ALY AN F4C4, GSF A0 T4 TA | Vertical Align
(ATF WA Top Wefle Tom = (08 =173, Botom Wdie Fsa e odta 45104, Center Séfie
T/ SE e (@Y IE, 9SNE I F4 AE | TSHCR0E General (T6L FECA
“4agry e =em |

Rupl F1ZA0 407 @ (FF 4F0 G Text FE07 F908 T4 | 9919 € @ T8 F@ 08
A | Alignment FE g9 (4TF Top, Middle, Bottom, Left, Right, Center G (F9 Alignment
Fq0s 209 | Indent 6T &€ F Left/Right Indent F9CS 20 | Orientation II0CTH B TG
% #d (1 (F 4902 Orientation FACE (A | T wAFH Cell Fiers w2 fafeg wel
FA0E LT |

Soed
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ONGH ATFEE (CHEE) Oy

== = ¥- =¢ Wrap Text Ge
= = = 3= [EMerge&Center - $
Alignm J Merge & Center
Merge Across
F] Merge Cells
g : E @ Unmerge Cells

fea: MS-Excell Merge Cells Menu
2. Alignment F9€ Fr7a Wipd sEteA a0 [FF FA0s A | (07 A@Eq basifEhs
Format Cells #9195 492 Alignment 5119 F=$ «iwta |

Format Colls

Aligrirnesnt |

Ml

Font || Bordor Patbcrns || Protoction

Texk shgrment LAk abrr
Horwoinkal: o~
Cvemriemr =l - | It
Werkical: [a =
Doktom B |

TE M=

kil distril -

Te=k conkrol

I:l Wrap bexk
[ shwink ko Fie IE L
I psarpa calls
IRt - Eao— l=FE
Eemxk cirmckion:

Combesck B

f6@: Cell Formate Alingment Dialog Box
Styles & Fq1E©
9% SFTAR WSS Cell '8 Table (F Auto Format 91 €3z Conditional Formating 44
WIZLoH AL |

Styles group hubtors Micrasafe Peosl

EFPED

" T

feai: MS-Excell Style Group Tools



O,

Auto Format, Conditional Format $971

SEETE ST

wrEl e g o8 Al Range-9 7SS FFME, Shading, Border €32 ¥4 AZE,
FFE TEj “faae 209 THRMTS! Format 31 femiEa Fare #i1fd | 9¥@e Auto Format-97

AT S5 28fa 908 1 Format &9 Sars #iifg |
5. Rupl Fi30=4 g we=l &8 F7a0e =9 |

3. Style %774 @@ 969 Format Table 99 5% Tet ¢ Fa0s &4 ISR Style TFTE

QY1 (40 @ e @it cars e mre

f&ai: Cell Style Formate
9, Cell Style 99 B ©Iete f#% Fare o@ | QAAe GF & WEAF Style WHE | (& (FHA
Style @9 T#@ WTH Gis Fa0@ GUI<oa Fres s @ @fEE @uma | «=+a Siyle

P s e T
Good, Bad and Neutral
Normal Bad Good Neutral
Data and Model
Calculation Explanatory ... |Input
Output Warning Text
Titles and Headings

féa: Cell Style Dialog Box

Conditional Formatting

Linked Ce

uraal fafen oo ©f warafbe =@ femy: e | @3 s gg cve fdfes <&
ANATE Ty T4 7%d | wdie FfE oE g € fiee e Faaihe TE S Y
TANE dEE | raa 9@ [GAnTE chrda 4 FEe Fb 99 | TArhE o
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R AT (CHEHG) by

Stock 99 & @ = | G W30 i T Oreana o T CE 1E A9gA 90 &l
Ty A1 | e «fawi 5% YFTe 4RTes TR FA WEARS W WG Aed T | WA I
AT G TIBT 10000 97 F 15000 93 @A mE FEE dfFEds e 93 e
Conditional Formatting =00 |

Y. (1 (& (I0E A (@Y Styles STAE Conditional Formatting @8 & &1t faa aars
T 432 Highlight Cells Rules (4TF Greater Than =13 0% 79 |
i o= Insert = E -
ﬁ :‘% % g‘hDEIEtE - :ﬂ... i‘r m
Conditional | Format Cell . Sort & Find
Formatting =|as Table = Styles = [l Format - 2~ Filter~ Sele

_—_& Highlight Cells Rules > L% Graaler Than_

iﬂl_}l Top/Bottom Rules L Lﬂ] Less Than...

2| oatagars » | B setween..

EJ Color Scales . |:=£ Equal To...

&g: Conditional Formatting Menu
Value I0F 15000 5127 a8 OK F978 T4 |

Criteria
"G Than® No. of Students
Score > 90 10
Score > 75

2. WAAS 9F2 Af@AE Highlight Cells Rules 70718 F73 Less Than 0513 #1@ Value T0F
10000 5 #02 OK F40% &4 |

o, TS T GUE 10000 99 T 015000 @9 @ T4 FmE cfHeed @9 | 9FienE
@8 (37A Data Bar, Color Scales '@ Icon (36 41 TMF |

Cell F91% d:‘["l
4% g9 (ATF Cell, Column, Row €32 Sheet &F Insert '@ Delete 41 AT €92 Row, Column
@3 Height, Width (& #f4a<a Fam7g 6 49078 Formatting F41 974 |

Editing 1S g9
9% go (40F TONF Sum, Average 29w sifife® & +41 4Ma | Data Fill, Clear, Sort,
Filter, Find '@ Replace Te71fw @41 T4 |



o8 SEsE ST

SR - S

> 1 MS Excel 57 %t Screen “ffof® ¢ e (3% Fa1) F9m@ Teim adw1 T2

3 | MS Excel-9 77 T39,/Workbook cgema frasr a«far < |

© | MS Excel-4 %35 (78 F4@ 4941 &74 |

8 | MS Excel-¢ ETW?IEFI Close = fagaafa ada Far

@ | STEG (Worksheet) € @m@gs (Workbook) 2

Y | oI (TS W A WIEA groE FaE e e

4 | Cell, Row 932 Column-(F Insert ¢ Delete Fa@ Frmrfa a1 3am)

b | Worksheet-4 @i #w4, w17 w9, @¥iféa firs Data fra saa ws=ra fesmafa e
» | Number Format/Number T 2p% Faia S q<] = |

o | Alignment/Cell Merge/Indent ¥ =iy a<f=11 Fcar |

=028



FETH LTI
ST Sififes Tt Qe

@ YT AT 4T SII—

@ dfdfes FEgEEH T

F Sum T A T2 Yoflt 9 97 TWE @Y T 95
@ e Fo FAE A4

@ GG 516 S0 Ba (FLSH FACS #199;

@ f4fey wara 5719 @ 97 499 Fare 9 |

9.3 ifafes FrEFeETE T4

vt g ofifes e o @ow- @i, FEe 9% A, FAein (25 Hed , o

Exil

. Rupl #%#M 407 Salary fFrma oitea oa (E17) +54
TS FF |

3, FEditing 9@ Sum §#d 9 T fFe a3 Sum P sERan
FEALE FA | Mt
@, E17 o w6 SeE Sum(E2:E16) €92 B2 (40F E16 fHes M
A1FT4 | Enter TS 204 | F=19e #1631 AT | P g
fem: SUM Tools
Total Allowed | Leave| Worked
Name Designation Month |Vear | u:: Y i s
3
4 RajSharma  |Chief Technical Officer |December = 2016 ! 0 30
5 Sharad Gandhi |Accountant i d - 30 0 o 30
6 Danish D'Souza Senior Web Developer |ufy | nth g Y o o 30
7 BawanPatil__Senior Ux/Ui Developer( e, || 2016 0 2 2 w
& RijpPaul  |Senior Web Developer ﬁ:ﬁﬂ 2016 Y 22 3
Y loseph P Senior Web Developer [0 30 2 1 an
10 Aakash Patel  'Web Developer Decernber 2016 an Y2 30
11 Ganesh Rahu | Ui Designer Decernber 2016 N 2 1 30
12 Vinudas 5 Web Developer Decernber 2016 an 2 1 30
13 Divya Kurnar | Web Developer Decernber 2016 Y } 2 30
14 Shilpa R A December 2016 30 2 3 20

f@: Example Of Data Sheet

FAl-8%, SEAEHE I, 4T ¢ TSR @, e @ W i



by I Es T ST

GSTE Average PIA8 #4031 78, Count Number 0713 Fam &6 7iedfl @G, Max s
TATE FAUECE T8 AT @92 Min fers s AT CEG Fed7l #1ET A0 | More Functions
1718 =907 WEe WS Function #1EH AT |

Formats, Contents, Comments Wﬁ' qC8 Tl

Clear IS IR

(TFE M) WE(ES (GFG, &%, Chart , 9614, T3, Comment, Format 2516 1g@ &=
Clear F9ME 919g[@ Fal 24 | F408 FU96 7@ ©E 7l YT 4 Format 91 Comment I
Formula 9110 Gifeld W= 209 #08 GUF0ae Clear F91E 98 F41 €9 |

). 96 GuEMHTE g ©ib1 FAs F90% Td | Editing TN TR Clear 10778 G ©l6w
{5 #a Clear All #91% WS %d | 7199 ©61 Clear 19 |

2 AutoSum * A
Al |

[#] Ein -
Sor & Find &
PEOEEES] Fiter - Select-
f Clear Al
-ﬂ‘f Clear Fonmaits
Clear Contents L
3
Clear Commsnts

Clear Hyperlinks

fan: Clear Tab
WA Clear Formats F9% Wt#, 61 I268 71 8 Bold, Italic 951 (F Formatting
41 41FTE (12 Format 8 9T | Clear Content 1% 477 ©I61 9524 f¥8 (9 Formula
qEEE F4 40 (N0 5T 7 | Clear Comments 9% WA (07 (FF 999 A9
4Ire (A6 qrE °nE |

39,3 Sum T TIZE A Sofb CITea TAE @lol T4 |

« 7afs v (e AR canga AraeTE cses ady

SUM (List), 9417 List ZC08 (T Al (A% FACE 2(A | (List FEAF0 207 HNECT0 Haawial
5% =1 (,) 92 T4 TA) |

BWiEgd : FEa I enEEn reld Fars 2 |
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ST SieG® FTTa 2T wrq

5 Example Of SUM
0 OF MACHF C12 @ F4S %A |
o =SUM (C2:C11) = a5fa fMre 7ta |
o Cl290d (G @sFa 5080 THE |

Hoame Iraerd Pasge Lapzurt Forrulen Lwba puww Vew = E o B
a5 - = B | iaxoen1) v
[alA Fi C 0 F F | & H L
i MaAX{numberl,[number2],...]
Z
3 A Last - L
4 e Bratun bh
El Sarah Duncan B4 Max
fi lustin Fart 8 in [ -
! andrad Hullis i
B Troy Johnson 63
8| fubmy Sinclair P
W den Tanaka 1]
11 e Twick kL 1

fBa: Example Of MAX

AR @ 7@ wEl FWE @ 97 Ay e Maximum S97e FH9Ee A 0w w4
1 |

" O STDELE D1 @ ANTE %A

" = MAX (C2:C7) e @5ra s 23

* (2:07 (A% 97 HIGER AW ¢@o WLTA |

" =MAX (C2:C7) @ e (g 71 7 JhiR = MAX (SAL) @ @b fateie s oe 204 |

9.0 Ffert 37
SAVERAGEWS)

= g A TR @Y G TR TR oY e A



O SPGB

" T TGS I (O O @ T I |
" —Average (C2:C7) fone wBm fars o= |
" (207 @9 GF Hef WAER G (@9 4 |

sMN@s
AfaALATE @ &L qE FWE @8 93 ARFTE Te Minimum 4L FEfE FeATfs fdfy
=9 A

" FE ATEGE D2 (F AT T |

" =MIN (C2:C7) <@l =MIN (SAL) fora «Fra fire =3

" (C2:07 nmE FERE A 500 GREIE |

59.8 SATEMHTE BIF 0 0 =Troa + 4t |

(b1 % ¢t w1 fa it <1 foraa megm Toigiom Fa@ e e omrEs e o1E

CEGIMGLF (SHFME FIETF) MH 755 FaCS X0 |

(651 Ay Frdisa FErs ga |

Insert = Chart ......... fermw ot BIE6T e (Chart Type) e Fars T0F |

Next 604 5% =037 ©H1 @e #7457 T30 71 4903 ©H61 @8 F1 9 © Data Range: 90H

et Tre 79 992 it Sfaens @ &fes e =ifF wif7 BT o2 9 Series in : W3

Row Al Column 6w e fdme Fare o4 | ©b1 @8 97 @ THEEs vl Hew

rE el T ©f w@iE @ einl Ffaw 9w bre wEm e 9gq A ware

BIETE ATAGH FA0S T4 |

@. SE9 Next> 960 8% 309 Chart Wizard-Step 3 of 4 Chart Options TTH# 903@ W=l
457 #04 STAEAE 564 Titles, Axis Gridlines, Legend. Data Lables, Data Table
Bupif fdiae =a fare 2a |

¥, Next=3GTA &% F@ 5B (F4Y 783 202 ©f Chart Wizard Step 4 of 4 Chart Location
Gt 9ty FdEe #E Finish fe aame 515 tofa gta

4, STAGEE AL4 (Format) T4 G616 Save TACS 204 |

SR B S i

B16 tefd T4 Swrzad 8
BIE, 41 32 361 « eIl (B 1994, 1995, 1996 43R 1997 (8 =5 TRAWER (CF: T+)
T TE 0 AR G fEe e Fe 9 oib tefd Fare o

Soed
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GG Teifes FeiTTa Tars o

forare ¢
o fEae wHiT tefa Fare I
Year | Crops (M.Ton)
1994 15
1995 20
1996 25
1997 12

fra: MS-Excell Data Sheet
u Inscrtmﬂt@@ﬁ T T |
" Chart... @ 3% @908 29 | M S |
| chort Wezard - Step 1 0114 - Chart Type | L -

B Stardard Tyow | Custom T

Chartt bvpe: Chart sub-type: )

o ESTN— - e =

UL

L"l'l'

@ 3 :
S

||| | R " ' '

1 i Surface

| — - |

‘ Ared
Dstered Cobumn, Comperes valley airows

O Dousghnut
cairgoes,

[ Press ana Ho to Yow Sple

[taned ] | e |[teta ] [cobmeh.]

foa: Chart Wizard Dialog Box

" Next=300 F5 Fa0s T |

TrEE " R Chart Type: @ Column €92 Chart Sub-type: ¢ Chartered
Column &5 &8 | @ «=r=a 5% 71 I2TE (@ 4204 "aF1a (7 4907
55 S 63 Next= 0607 (59 Fa08 209 |




Chart Wirard - Stap / of 4 - Chart Soure

[t B arugm el

- -

-

e

0 T T

”s e ]

L e e

=0 4 i e

S [ | PRI S ——

] | et Pl s

= 4

L]

o

el
Dta range: —Srw 1A SRS ™|
Serwes N ) s
(=) e

[ coeel | [_<pocx J{ tpez> J[ Ewwn |
fém: Chart Wizard Data Range Dialog Box

TEE Next =00 FF Fa0® 204 |

M FEE Wizard T T8 FE |

Chart Wizard - Step 3 of 4 - Chart Oplions

Thes | Axes | Grdines | Legend | Datalshels | Data Table |

Chart be:
Crops Production Crops Production
Gategory (X) axis! ﬁ
Year .
Vsl () duis: -3 ::
Crops Eal
. 5«
20
]
o

Year

[ cancel || <Back || pet> J[ Ensh |
fom: Chart Wizard Tittles Dialog Box
@A Next >q00 FF F408 44 |
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S Sifcifes T g whd

Chart Wizard - Step 4 of 4 - Chart Locahon

fba: Chart Wizard Location Dialog Box

* Finish 967 3% Fars @a | M@ = 506 tsf 2@ |

B dhaka
| khulna

O bogura

coBE888

1994 1995 1996 1997

fe: Chart Example

TioT e

ST formm Wi efw-2 = B0 4l &F | BE ©i1 Tk wdie 5ta g@e S 99,
7(ZA qf qeEd =TI T @@ @@ ArE gEiE Trme T9ge TR e & A 9
6Tz T T A & AeA7l A GEGLE ©G! (FNAA 9 T | ANF TG (A AR
Ty <5 Data table (8 01 Fesa gretets srgerae F40s 23-

- TS b Months| Profit |[Expense
*  Chart (IS fFF Fa0s 209 |

*  Chart Options....... (F0e FF Fars T4 | Sep 4.3 24

* Data Label (F147S {55 F90s 2049 | Oct 24 4.4

Nov 3.5 1.7

Dec 4.5 2.7




o3 SEsE ST

|_ Fravs mori | il b Wi T |

o o Ll = Emdt
fom: Chart Wizard Type Dialog Box

5
45

]
it
5T
3}
15 7 = Bt
o " Expansa
15 -
1 =
0.5
o

Saep 2] P Dre

4

foa: Chart Wizard Example
*  Show Value (% % 19 OK F908 T[T | BT IE9TAE (FH0 (FW AL B 7%
FAE A |

Show Lable fts1% ¥0a8 OK <47 51tba +=9 «irw (3w Fary fefes w5 @) | @9t wfq @
(= et Fefae 2m) =iP1ea |

STt

S | WY R AfififeE wieaTa arae (RAs |

3 | SR sffafEs smEEy ==m FameE e

o | Formats, Contents, Comments 3%11f g (e fermmmafe a<far s
8 | el = Fa Famefs e om@n

¢ | STEMHIE 516 3710 0@ 10 T e adar ST |

b 1 515 tefd T Twgad wie |

q | Clear F1T=4d qJ4ETad %S F<a Far |

it e e G A g
A1
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TefEtT wol Gl (GFTafe™m ¢ FF T GT6™

T SeTE (Y TR 203 W W07 IEEAeE TEiEeE aeeae’ @ weeae wae carEer
frafeT=T 200y 7INET | 203) TIEHE SLHE SREAHAE (SIE0E TEemame S = TatE | Teu
fEfEDE ~ralfErs e e A S WEAISrE e Wree s |

TefEtm SgEmE- GRmiea T TR ¢ Tene TEaand AEA W 9 WK | (AE
fafeq =Ffrem svf6 =eremE aduama Tyoumm GRfehm o or we | Ghrafehm afers
careisier Frertie amemees e sramed s «imres | crerEeEm Te crt s
fofeertrars e srest Fa0e ~Imves | FEr wErlEE T« e ey SfiE T |

fefetm 3 or- 317 e 7y e, OR o S TR T Bfgu oremm W 3fE
GBI B 4 TAE | F = (RO YHEAe, SIS TN O AfSrE e A 9w | F
CFBIEE YLd0 THA (FW = FA 97w @ (@ FouE et e e e Are
(AT e |

GRGHE & TR (BT ) FoNEEE AT Back Inner
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