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Spreadsheet Application
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Course Learning Outcomes: The student will be able to: i
CL0’3 | Use oFtios pROAMSR A AO0IE (oA for oo and profoscional ks,
_ i e e “” Teachin am‘l;,
Specifie ﬁhj“ti 5 i A - | Learning Approach :

) |
The student will be able to: Spreadsheet Packages, e.g. Excel Classroo Eﬂiﬂc —
- ' | mportance of Spreadsheet application | {4 T

¢ Identify Spreadsheet Packages. | ke Nanagerant Related P:ﬁ i ds-on i
* Explain the importance of the : . :

Spreadsheet application in data Concepts and Terminologies (e.g.,

manage.mﬂnt.

* Explain related concepts and
terminologies in the-
Spreadsheet.

* Jdentify features in the

Spreadsheet application
window.

¢ (Create and save a Workbpok.

» Construct and insert simple
formulae and functions.

* Format the worksheet using «
formatting tools. :

* Printing a woiksheet.

‘workbook)

cell(s), rows, columns, worksheet,

Features in the Spreadsheet Window
Tool Bars: formatting bar, standard bar,
formulae bar

Types of Data and Their Uses (e.g.,
number, date, text, currency), Creating
and Saving 2 Workbook, Construgting
and Inserting
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8. Spreadsheet Analysis

8.3. Introduction to Spreadsheet (C‘?i@ﬁtfv‘ ‘-"fﬁTf‘B‘f@S)

Spreadsheet?\?
Spreadsheet ZE 3G FEveRsa WA=, 91 @y, ﬂwﬂ &9, s B g, frem

ﬂ%‘mﬁ'ﬁwwmlaﬁ?mﬁ(ﬂows)ﬁﬁrm(cmms)ﬁmﬂﬁwwmﬁﬁmm
et ofG, Bome-fon, o0 o e die

—

Rows and Columns A & T e o tofa &, IR o9y At SRt 9
Cells : wY7 A (2% UFF (Row '8 Column 99 (ZAE) ‘
| Formulas and Functmns mefarrsy g o e Tae T e T
Data Analysis Tools TT5, FPres (o1 QeTi MWy Oy fAese <4t A
Sorting and Filtering | S9f ATl @ SGATEWT S (39 I 7H2& W
Multiple Sheets . T SHFMIE € AwIeiLd It TR
Eﬂﬁﬁ‘ﬁprmdsﬁmtﬁﬁﬂm .

+ Microsoft Excel (737508 GAE)
« Google Sheets (T3 & &)
e LibreOffice Calc ('St @iPf)

Microsoft Excel Google Sheets Zoho Sheet

[~ WE]

WPS Office EthérCale  Apple Numbers

Spreadsheet-47 TIET CFA
o Tiefwe o AT
o TTED =ifymt ¢ 4 e
"+ RwnedTifee
gt @ wely fareae
férest @ 1Tt e ST
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Spreadsheet-&3 4t

¢ IO @ A% oaet w9 T

o COBT e Aetar © fuerae s g7

o Bi  aifw tefd wra wuy fogite 4l Wea

o GFIET [IRFIR GFANY TG TS AT (AT CTHT)

8.3, (B! MIASTACD TG S tia oFp

CEME (Spreadsheet) STTATE I (BB WAGTITS WETF wFpeld Sfw ffﬁiml «f5 ST
Fewora Herwd, fAremel, oAy qa BB T T2 9GS 930 G | 5 9 ePgetE
(AT ZTT—

;I

B e (Data Storage):

cHERS ORe wenT o ARSI e $@ U, I WEem {E HAiewl 8 I[eiEd
T = |

s{eiT @ faet (Calculation & Analysis):

Rfeg =i ¢ Fiow =T I wibe Aifafes BT 43 e w5 I/ | A @b gt
(Trend) '8 farere w7t 31 |

. o7 BAFT (Data Presentation):

5, 21 W=, Freb GRm s vus bafie s TRemgeng SageT 6 7§ |

. 8. (WHT AT @ ™ (Sorting & Filtering):

GRS elaTeR AT (6Bt AT © R @A A s, 7 i werr e @@ TS
el A |

FEE HHTAL S |G (Easy Editing & Updating):

CPITAT ©d7 IS Bre FETE O FLHAG € TEAPI T2 T |

(BBt W 8 7&(e1 (Comparison & Forecasting):

| RS (et e oAt 91w @, ey o e o efEre &S F9 0w |
: W‘ﬂjﬁ? (Improved Efficiency):

ZC® Zite B 49 AR cHuiT g AT @ MW WEE 0 4 |

. FEAISIo® $fe (Collaboration):

e CABME (@9 Google Sheets) @dHid «wifds fe T Fare i@, ==
oment< sigw o7 |
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SU8 @iy § G e b o
8.9, M‘sﬁﬁwﬁ%‘ g9t @ AfdSHT (Detailed Explanation)

8,9,d, (F (Cell)

GRS T @b e o o ) ot 9 Twe e @I SEr wey free i
(e (BB (CPT), e, Wi, ST, Wﬁﬁmmlﬁﬁﬁmaﬁﬁmﬁﬁﬁr%
(G Al B2) |

aﬁmwmuﬁﬂaﬂmjﬂrwwr
TrigE: Al G 3% S “Rahim” B, O «ft 43t GH6 iga |

8.0.2, (FFH (Cells)

AT T & CFpT 90 1 Wde, T AT (I WAL O T2 T
f<ionT 19, ©4 OIS FeT <91 2 |

Tzt Al, A2, A3 9 feafb o7 90T A1:A3 G 10T AR |

rows-columns-and-cells < Exceli -

] | Sl iy
Home B |-"=-q#L:|,.|:|..| Formulas ﬂm Review | Wiew | Y Te

) T - - 2

i‘f‘ﬁ & ‘EI | EJ J,%ﬂ, Cnndrhnna!Fnlmﬂtlng | E EJI

L g - @anna’raﬂnhln

Paste ant #.rrgnmen‘t Numberf C'EE:- Edrtmg

i T e styles |

Cﬁp‘hqyﬂ i ' , P Styies v i A
T TN . U e

dl 3 B . ¢ | o | E | E . @8 ; M M

§ | F— | '

2 ] Columns| ~ |

3 i i o i B ‘ J
N ﬂ_ s W ' STV S SN S S N i

5 et . ! -

A | Celr| 1 |

al & " |- " W | _

LE o T T AV O B - u|

S Sheetl [ Sheetz | Sheet? | @ i [i] D
Reaty .,_ ik B -+ 0

8.9,9. @@ (Row)

CReRE SHEwed (Horizontally) 931 GRS G o1 &7 |
st it e war BFe ar (1,2,3 .. | o

43T F1-0S AR FAT T | .

TwrERel: “Row 17 W Cefiba s ifam 719 o7 |

Visit Our Website: all.talukdaracademy.com.bd


https://all.talukdaracademy.com.bd
https://all.talukdaracademy.com.bd
https://all.talukdaracademy.com.bd

Visit Our Website: all.talukdaracademy.com.bd
CREE ST Sue

8.9.8, T (Column)

CEMITE SEEeid (Vertically) el A=l GTeTts S <=1 27 |
&fSTs w1 ow wt BfFe &w (A, B, C ... Z, AA, AB ..))

GFTG T SLATLTHT (@1 AT |

Eniza: “Column A" T A TN PN 79 (4T |

8.2.¢. 7T I (Cell Address)
s T ST e, G TR T sife 27 |
BHiEEe: C5 — C S 5§ 799 (@-9F 77 | y

8.9.Y, (T (78 (Cell Range)

A SAPET (T FoRB e Gifbes oTer (e T |
GG T (A 974 G791 e (41T (T T el ot 2 |
Gwigge: ALLALO — A FATAT 1 (40P 10 4@ 74 @ |
GAEE: B2:DS — B2 (AF D5 1% 3> ARIFH GiE (1 |
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8.9.9, W(Wurksheet}
mmmwwmmmwm
ﬂw@mﬁrmwﬁﬁtﬂﬁwwwmmn

AfeT euERo WAl AW 2T (@: “Sheetl”, “Sheet2”) TST# |

| TR G StudentMarks"wFﬁﬁﬁ‘ﬂwﬁfcww mwmmﬁm'ﬁmm
gl

ThieBar

ToolBar ———> ; 4 K B 8 e @ ik i
NemeBox - F _ A
ez T W AR J. ‘ ;, =T H L., B ™ = — Column Heading
AttivaGall ey < | ’ .
£ i a E E:
_ 3] I:EII Furrrﬁ.llanlr .
. Referring il
o i i
Row Hasding = 'H H
3 .lq !
- §
3 i
0, :
1 ‘
Ja: Y
Navigation

fom: o am Fafeq Wt

B.® -b- AT (Workbook)

. WWWW@WW@

. mwﬁmmmﬁwwﬁﬁ%wm|
s Excel 3 Google Sheets FI%T WA «3fb AT |

Atz “Result.xlsx” WWWW T4 seE “ Class G"I"Class'! Teif
mwwﬁﬁwm| -

Cell — mﬁrzﬁa AT G F (935 97 |

Row — SEfie A |

Column — Tg % |

Worksheet — AT FITBA "j.'ﬁi I

Workbook — «=if5 s wigw, qnw e Gui€HE dice |
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g | PR el B 09
Lo
T, Wi et Ao @t

5, CHEHE g i F o

T, I ¢, GuG . qt T, 7
. CFEESIT A GG ST B 07

@, @t o, AT o, @7 ¥, e
o, THIHF TS G B W T?

7. GUET o, . T T, g
8. (TGRS ¢ b1 B w1 T

F. O LALI o, @t q, 98
¢. CTEME (eb! AW T F AT e

%, R <, fiF1a o, 55 g, e
b, B CefE FRTE I = Q@

%, STEE 4, OTFE A, @8 q, (G5!
9, G ST AMF-

7 v @3 bt 4 9T G A A, qolfee e T ol G
b. CUGRHE i T Tret weltE § w1 @

3. (e 4, @t o, (7 9. e
», T v T @i o e
§, = 9, + . # T @

TEaE: b My e Mme. h e huhath. e T

o, “FFER %@ (Fill in the blanks) :

3. CHERE T G TEPeE SR, T ..., R . STt e, sitfifee e TaE,
fRefeet @ Sopgfeios o 79Ee & |
e « ey

&, i (@) 938 F# (Column) 9 ceafay fma @6 ................. (& 2
Tew: o

o, C2efE TR G S e off e .............. T
a7 : endhT
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SUbr wey @ APITATT 23 b Sapt
1. Matching (FeFad) «- _
-4 (M) - ()
S, G (Cell) T, g AEt aF A o |
P @T{'Rwo)_ﬂ " 4, CHeRT I o6l GRer-s ot
©, AV (Column) o, I @ T (R, GG S @It T |
8. GUREPIB (Worksheet) | . SSRRFEI G G GFFT | |
¢. GURETE (Workbook) | 8. &b =i C2[efiB w1, Ame it SRl oe |

BRI : 39, 37, 07, 84, ¢

W.Wﬁﬂ?mﬁﬂs
Sprcadsheetif?

i e et fiiger ¥ tofd =@y
G (Cell) 12

@ (Row) F77

T (Column) F?

G G TG (FTAT |
wifes suEHE A Jr
B T (@m )

6. AR ey
5. Spreadsheet-4 Row '8 Column 97
3. G (I HEH W Spreadsheet (BETS TIES T
®, Spreadsheet-¥ AFG SN FR! =0T |
8. Spreadsheet-a Cell &7
¢. CHGfEG wifHte T (Ol TAeTIt @ wrpddf?
b, BTG ey FeaEe Freid T4 A7
Q. T 8 Rz o ceki o v TR = an
b, (BBT BgoTE G (P (@ R Tege F4 Ty
.. CEO1 At & e e et Fy
0. CHEMHTE Gy TS W#TSE T APl Sl T RFoia?
55, (BB GEHT ¢ SeIvR T i Rty Tage T
33, TERelTeE Sives A4 Fron Alewr A7
»9, T, (Cell) Fr? THizEe whe |
38, GFTH (Cells) 7 TRIZZH Wl |
s¢. @ (Row) T aR Frer= e zm7
Y, T (Column) ¥ w3e Frer fofers wy
59, G SIOg Bt Triggel whe |-
Sbr. (¥ (9 Py SAIRIETE, A7 ST |
b, GUFfRG (Worksheet) @ @I$I (Workbook) T4y #fidfr

Teshpepssr
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TG ST | 0

b. W—ﬁﬁﬁ-ﬂﬂ‘ '

s, G frpg Frpdiveg T, @R @ THT CHERTG GRE SRR AErEd T | AT T T @7
FACS el IR FCACH G 515 g weArwe Sorgree SEe |
2f2t QT BB (T (P (AFE] TIZS AR IR, (TeteT fFeiiT s Fisney

& «Ff ciierme afefite faw et coelins and | wer e fae o ase, e
e 2ot (@eF q3e 376 I M 1S @@ I | GRS 9 5106 efs T Resr @ |
2Pt G I $F0T (O e s fiva e Tame? SwmaerTs gt et

o, AT wlF “ifRFET W s CHeRE P A Feier Y $e (4, R S, B
TR BT @3 fflt e wEmr off ) CIeT GF “SE T xlsx” T TR e JEAE |
&1 Q4T (D O, (FIAG @l, (G T a3 (il euiEgE? TR T |

R ﬁ@-%ﬁiﬁﬂﬂ' :
>, Toms fer aom e A oy« R 9

. | Zoho Sheet

(E!

WPS Office EtherCale  Apple Numbers.
. W{ﬂ%’ oy :
5. Spreadsheet-97 Fy @ YIYE (e NG FLT |
2. ‘Microsoft Excel '8 Google Sheets 9 W0 &Y sfefar
0. Spreadsheet-@3 24w et e s |
8
&

@

. 936 Spreadsheet TFCACT F F AR U AT LS A7 AT 04T |
. Spreadsheet T (GO fATersrsta [« Fena srear w7
b, CHERG S (o WitTETs Feeid eFead? aAfel ege T A
A, U T @ (T RTARTe R R FreiT 28y SRIRAER T I |
br. BTG, 2T e P15 (GRer 2/ $T9 (G561 BogrImT ¢FFF WA FT |
', CRITMRE (BOT AT, T 8 99 Al F9E e Feng v @
So, (7, Gl @ PR el IR0t wear | eifefiy Targaet ote |
by, (T SIUET € G (e JIZT #f 9T P Fdies = g7
b2, GART @ GREPT PeNT BRI Tews HEe 7 SHIRATE 0T I |
5, TTELATFETF Fet (Collaborative Work) CRBHRITs eI 79T TH?
38, CHHT e TS I Frena T Twigaawg @ |
se., %fG Frimdf eur v @ e Rrad e FIeid et Ige T

Visit Our Website: all.talukdaracademy.com.bd


https://all.talukdaracademy.com.bd
https://all.talukdaracademy.com.bd
https://all.talukdaracademy.com.bd

Visit Our Website: all.talukdaracademy.com.bd
»90 wYf @ MM ﬂﬂ@ P vyt

8.¢. BRI (Toolbars)

C2T (Spreadsheet) ST TITSITS AT 7R (Toolbars) ﬁﬁﬁﬁrmirrhﬁﬁr |
T, U IS ©ol afG, Five, Fise, [Regae ¢ Sorgrem Fare gy o | P
Feiftees Geritea eyl iy (Features) T 4l &A1~

8.¢.5.9B3I%I¢ FeI4 (Standard Toolbar)

CER (@F MS Excel, Google Sheets 2971%)-« 3571e1E Goare Zeat @ue @6 o @
AfiE 97 TR @ 9T FAG/FERHTGTE! AEF | QST TG JILEATIA TGS g
WIS, ,qﬁm@fﬂﬁn'ﬂWWWWI

Rt Boak! - Microsodt Excal - O X
4 » “!l MU PAgE LEje -JG,,,!._.,._. Colm  Reew Mo eyl B N B
g‘j,i ami L fn e Hb---wjla]]i;?t'unwm gn - gm @@ gmgnng::mg,ﬁ
LR ]|E |-!r ,.ﬁ._]t: 5’"1'! ﬂ]rﬂmhm 15?’ -ﬂ.’"]if, mﬂm fm m-:- “limn'n-- Fomt | g g+ 5o Fodn
"'”"‘E'l':' o Fost *-_igement bt B o Fidisaie . Lol _i Ediing
YT BEAIE @i (3BT @ @IS (Buttons) :

o New — TgT GAFTF (Workbook) TSf 1 |

* Open — *t% TS (FIAT SHFTT (I |

o Save — IS FIZ HeFH 40 |

 Save As — WE FITT I S FAKCD FI0T FRIH |

o Print — %% &% w41 |

* Print Preview — &6 Saie ST SHoars @+ (AT ©F (74T |
. Cut — Fifee e5r @5 o |

* Copy — foifow cebt o %t |

e Pastc — I 7 T F4T (TBI S BT U |

. -Undo—rf‘ﬁﬁ'ﬂTWﬁlﬁ*ﬁWl

* Redo — +{t¥ 3if\eer Far Fier Sratw il e |

» Spell Check — I #<%T 1 |

e Find — Fif8 0651 Jcer g w4 |

e Replace — 4% “INGT (BT TG (GOT ey &lfSgoe %4 |
* Zoom — GHF[T IT I (&G T ¢TI |

o Help — CEBr G (UTF ATl Aha |

8.¢.2 FAE §FIA (Formatting Toolbar)

CHE#5 (T MS Excel A Google Sheets)-« FAbe Toaaw &N v« A=t Fotaw @4iA
GG, Il A CIENE FAASIE ATHTAR Ty STACTAR WAarar < | I, (o @<
TG T, 9 TCEANG 8 FEANTONE TGl T Farafve G 167 309 |
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el wrifaem >3

AR G ey 2By ' ABIE -
5, Font Name (¥% fi5=):
(T TBIZET 5 AL T T |

2. Font Size (5 H):
T4l T 3 (=I5 TAR G JIGS < |

o. Bold (@FS): Align Right

GEIKIEIC) :q:fg@rﬁ' AT Center | Merge and Center
l Align Left Clirrency Style Font Color

8. Italic*(i?fﬁw} Underline | | commastyle Fin Color
WWWWI"W | Bold _ Decrease Indent

€. Underline (SNISR#IE):
@R s wist oA |

Font Font Nalic Percent Style Borders
{W . : Si
b, Font Color %} - e Increase Decimal | Increase Indent

WWWWi Decrease Decimal

4. Fill Color (G FiRji® )

T (e e (Al |
. Alignment (STRTIECD):
Left Align — ferett 31 fiees amar
Center Align — Tt TRIITT AT
Right Align — T4t ©f= At an
. Merge & Center (7% W1&):
G114 (e 93 ey usfb 99 o tofd =

0, Bordérs (JEiR):
(FICETE SIS T8 R |

35, Number Formatting (=H T ):
el FEI (FATS F A ¥4 | - Cuirrency (%), Percentage (%), Date T3

- 33, Increase/Decrease Decimal (WS et fmge):
VTSI AT AT 2 AT |

39, Text Orientation (GG CaTTAL):

(BHGLF (1AM (Horizontal/Vertical/Angle) |
8.¢.9.Formula Bar (¥ 91%)

GG (@99- MS Excel, Google Sheets) «¥f6 Ao et witg @b Formula Bar F#1
o | Off TR T @R (A, B, C ...) 97 5 Boftg @R (g e e wege I
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593 I w27 8 CArICArT #gfE p ot

Name box Cell contents
Formula Bar buttons

B T A
B F oA ¢ om ]
r--. — et 1 Mo |
lfﬁbﬁmwrm-ﬁlw-J 2

i ]:[ -_G . b E F G H ) I |

e e QA b e coetam (@hl, T, AR A AT (Al S IR T |

Formula Bar-&% 51¥:
Formula Bar 'Wa’r’fa—r{fﬁﬁamﬁw 4ItF - T4

3. Name Box (W ﬁ)
I AT I |
oA {ifbw e el (@ Al, BS) 04T |
G @F W o SRR 12 Gee qhedt T
. Insert Function (fx Buttml)
CTT SCHT AT AF |

T TIGT FZLE P/ T TI5 2H |
BAa: =SUM(A1:A10), =AVERAGE(B1:B5)

®, Formula Editing Area (FF1/3755 «ffam):
BV TR T T |
ﬁ%ﬁwmﬂm(ﬂw &t A i) S (et T @9 S ARRET F=at T

Formula Bar-4¥ ¥(&:

It (BT W

f4ifow e (@tag (©BT Formula Bar-« (741 1 |

e ofF 4 )

44 Formula Bar-« wet oy ot <t o |

@T: =A1+B1

(BBt Fooitwat:

I (T0FR W04 7 fendt 91T, O Formula Bar-o it wizger =t s w0 917
T TR

fx BT % I 7T& SUM, AVERAGE, COUNT Z7ifW Srex= 7929 41 317 |
wfbw w3t Ao

T4 T TG T, T Formula Bar-9 T AR%FeNT o4l ¢ 3% T2 90 |
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CEERT SIfRTE 399

eyl

¥, Wiow Tt Ao *at

. - CRITRG wIRTPeT= (I RO iaeT Heaw, (4 @ B0 T wer 4ty
¥, T Al <, At Gerer
o, Yo7 Gordi V. Gibt GEata

3, g ST (e IR G0 (I 167 YT FA Y
F. Save ¥, Nwe
o, Print . Cut

o, =it 3ifee wat wier aw FRer S w0 i 0T I =
. Undo ¥, Redo
o, Paste ¥, Nwe

8, FACAoR {oraICaR o e Py
=, sfififes & o, e T
. (OBTCE THeI BAg~T w, 516 cefd

&. e T A G A
<, s <, faa a7 et
o, o1 e e v, fhe ©1F #A
TEe : ). Ty W0, W 8. @ T |

4. YT 4 (Fill in the blanks) :

3, FOTETE BRI vuvvecerarranas cvne. ABC 35 0T g eTEYT TefF T T
TET : New

OO 11§ L - A TElE T AT A BT g

%% : Bold

o, GTFa BFRT (@I A1, BS) e[t &y e ae s A ..., erererenes UF |
®%7 : Name Box

8, B B .ocvvvnees eveer I AT TE GTAR (IS T8 (AT A |

Bwd : Fill Color (Cell Background Color)
¢, ....... GO @ TG BAARIT (LI FEUECE (@ TGS TG G AGA IR, SO, 78, o
Topfn 2 |
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wYf @ mwaiﬁ% F@W’? g

248
. Matching (ReT@e) :
-A (v F-B (T
5. Save

3. 3% waf Sie! GG (@ (I 8T o7t

2, Print Previwe

<, SN T8 e F Tl

9. Spell Check

of, SAIEHE 9T I (2T A ol

B. Help

9, CRF (I CTT TRl fined

&. Zoom

®, T A =

TEE : Y4, 2, 98, 8, ¢

g, wfewmfrs o -
S, R Gerata
3. T
o, & IHTI?
8, T Sy
¢. “=" o% 47 a7 T
®, e oy -
5. (RGBT (Toolbars) $ «T® «F waFg By
3, BTl Geia F e ie?
©, FOITSIC GERIET FAATE ¢ &yl 25/ Reoia =T |
8. TATHoR GEAE B 9T (I TGS T Y
@, - FACH{oR, BN (A (I (RTART AT BHieivvg (T |
b, T I (Formula Bar) $ @98 OF SEEN (HRIA?
q. THA T TITC IR I (I IS a1 T2
b, (¥ 9 (Name Box) 97 (T4 T2 @ FI0& 0N
. fx 964 (Tnsert Function) ¥ Fe I4%@ 24?2
Yo, FE/FALT GfFE (Formula Editing Ares) 9 1% Fa7

v, foafefes o -
S. MS Excel-9% HITSIG Roicad 1% &4 |
Ei?«,:;" - T -, o x
_nj Hc vear Fage lwoa Formuias  Dsin Redew View [
HE v ks Teale] 2w e - B o 38 @ 1% &
| -; s p- A G- B OH EGHE B ddesergeicemes 0 F % 0wl & fﬁmme‘ﬁ;. tndr nﬁ_mru:_q_vr 3 dlea - :;:;:l;
poe A foa 0 fbprmien Piuzben Sy ol nping
s New —
¢ Open—
e Save —
s Save Ag —
e Print
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Eﬂwﬁﬁum‘a‘@*ﬂ . e

# Print Preview —
e Cut—

s+ Copy —

» Paste —

+ Undo —

¢ Redo —

e Spell Check —
» Find—

» Replace —
» Zoom —.
s Help—

3, (i}ﬁmwﬁﬁtﬁﬁﬁﬁﬂqmmﬁ% *

(i) 5fF® szt oft Grers nefiee o o

T e |
5. Torara foaf ey S-S Eeram, Ww ‘F‘IFUW-HWQWWWI
8. SBITTE QRICTE FITH (I (T IR ITecars '@ afeb e e 11 I SF WTeqIoAT I |
o. WWWWWWQWWWWWI '
8, T A TGS I IO TR T CWBT O, AT A wert «ff <l A O SHIZAR

TG T i

¢. GT9 7, @rwﬁwmf‘ﬁtﬁmmﬁwMWtwﬁwwﬂ ‘
b TIETE @ TRTHbe G A9gS I il FOa S @ ALFTONT (Gor Uiy @ Rt w0 e
9, e Brtezet A e, e FLAT T JIGS I TR ATTFT (@9 T TN |
V. CRBfS R AR W Fifwer e FonT T
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4% | w7 @ AT e3fE b st

8 b, Creejltlng and Editing Worksheet (S5 tefd 8 FRvA)

Worksheet (T I8 (TR TH0 GRS #et 1 545, GMAIGT (OB G SR Sesifye 4 |
Gt ST G TR AR AN |

Worksheet 08 1% (Microsoft Excel Wil

| @, Excel FR0STIE GTAF A |

- 4. e T2 Cofit FCO File — New — Blank Workbook 5= w2t |

) oo qals eqMB SHTa: Eﬁmmﬁﬁmﬁwﬁmm '+ (Add Sheet)
| WWWWWWWWWWRmmWWﬁmmﬁMW

. Ahs |
Wurksheet (o5 ¢ @ T
e (GBI . (PR (7 TS 0 BIZ Il 43R @0 HIAl

o ST RS + Bl 3 I AT T BT U SO e A AR <

e ﬁﬁﬁfi;rfﬂ?fﬂ"ﬁ‘ 7 P8 I Curl+C (), Cul+X (FB), Ciri+V (C4198) T2
I

| e T IUg (P ¢ (7T TR FF Delete BICAT

|+ GG 3t FAS ARRE: Homie BT (ATF Font, Alignment, Number Format T3

Wnrks he-et—'-ﬁ"ﬁlm‘ﬂ F AT

4o @ T

T Cﬂﬁf@ﬁ T cr/AfEET Feg ww 186-Fe — [nse:rt"Deleﬁe ﬁﬁlﬁw
S 31 e el | AR/ Bies — 13- — Hide .

| 3t 1 e T | SR i i AR/ TS > 7190-8% — Unhide
| R AR | A e O e A g 9 e qete/ae

fiE wfHees %% B7itT 9136 % — Move or Copy — Create a copy 57
' : Al | |
Worksheet EI%9 8 (RIF ¥4I

« - TG (40T File — Save As 0 FI209 W ¢ @~ e ot
o FIZF QRGP ALETTS xls T
o CTATGTA T34, SITE YIS 91 USB e oy st
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CRETAB T ' 399
,.-—-""“"———-_-_
' 4 |} oBe » EDUCBA B Seatch EOULA
Organize + Mew falder fE: - lﬂ ,
[T Deskiop A Name Date mudified b
2] Documents 033 Wrap Text in Excel 21-01-2023 10:00 M
& Downloads B Text Function InBxcel © o 30-00-2023 1811 M
D Music 5] Text Functipn in Excel edit codes 31012023 1817 M
&1 Pictures B Save As Shortut in Excel 16-03-2023 1616 Mo
B videos '\ 0 Piwottsbleshotet 02-02-2023 12:52 M
. ps(Cy) 83 Pivot Table:in Excel 03-02-2023 18:17 Mo
= I @ Match Function in Excel o 28-02-2023 18:26 M|
- NewVelume (D: e S T e SO L S sy P S e v
T LIRS A ; >
: r4|u;ma| Employee Data‘ll ‘ I _ mm Enter new file name
Soveastype [Excel Workbook
Authorsr DELL
O SawEThLimhrEaiE .
A Hide Falders
%, ¥ioe el Yo (oIt
). g3 ST Tolb AT RS -nr.a?
T, (& g o, AL WD
o, aifiE 7. 8 ™
2 ﬂmﬁmwmwi’rw e
T, T [ T 9 5iEe 4, 9125-F% —> Rename 4157
o, Sl A AN BB q, (e Fiey i sffaes
©, 3%, 36 @ CATBT =5 By g -
. Crl+C, Cirl+X, Crl+V 9, Alt+C, AltHX, AltHV
. Shift+C, Shift+X, Shift+V ¥, Esct+C, Esc+X, Bsc+V
Cwmmt: s, o 3, % 0, )

4. 7% %% (Fill in the blanks) :
T : (G
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2, g 5 G T fATEa BT A 7 T i e T e T
%% : Add Sheet (Insert Worksheet)
O, CFITT 7T BiTerd 0 DI T8 79 o Bi*itet cBl @il g 74 |
BT : GO
8, T I I 0T T /TN Fems T AT — o, 4159 S50 T
B9 : Hide
¢, Worksheet 125 T FIE T TMLTTE GF GHBTHT T oovoverrerrneeerennnns
Baw ¢ xls (xIsx)
s, Matching (fFreat) :
FW-A (AfFem) JA-B .(JMT) ,
3. FfE I S %, il A I 5 T @ I QW AGIAYFACT
3, S/ T 4, f%{5 By FRG-fFF — Move or Copy — Create a copy '
o. fBBE A ~fiRe of, &5 5117< 9135-BF —> Rename Fid -
8. {5 geiat q, RGP S SRy Fes —3126-FF — Unhide
¢. Aty A3 ARRET | o, /@ Fead — A8B-FE — Hide

T : 3-8, 30T, 87, 8Y, ¢—F

ﬁ.mﬂﬂ:

3. Worksheet 7
2. Excel FIZTea 6% GG (04T |

. ﬂm&tﬂ'
3. Excel- 787 Worksheet FISI(H (S FT Tr?
2. Worksheet-d (G5 affy Fa17 4 7
o, CELER @ (45 A B Py
8. Worksheet-& il I eI HAR 41 B2

b. i/eferurge ey
5, Worksheet-& sl It S5 FFICRT 8 AaRT (FAIT %S Heicg 1
. I e -
5. Microsoft Excel-9 Worksheet (S8 @ Fvwa1g 4re [{@ifae et |
3. Worksheet © (511 3, 916 '8 (*PF F917 a9 M1 oear |
®, Worksheet-9 fitoa 7 «Afiad ¢ wagm +fedem faw af st
8, Worksheet HETHel $1g GFG 7
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CefE ST LH

8.4. Types of Data in Spreadsheet and Their Uses

5. Number Data (R (T0T)
at: "Ff'“'\’\“m (Integer), SHR* (Decimal), 90 AT FLYT |
CICEIGH
747! A S (Addition, Subtraction, Multiplication, Division)
AR RTAT (Statistics)
(B5T BT ey
T 8¢, b0, ©.9¢

3. Text Data ((550/(4T (€51)
B o, v, A9y A1 qefrE TR Aifde Bt |
LICEIGE
atw, i, w1l forr
/ety Pt Cofs war
TRIZF: "Rahim", "Dhaka", "Student Name"

Format Cells

grendinmrnn
i
3

Number| Alignment Font | Border Fill

ey =

‘Category: .
[General—— [PSIRLLLIC
Number .

Currency
Accounting General format celis have no
Date

Time
Percentage
Fraction
Scientific
Text
Special
Custom
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©, Date Data (S1f34 (ebY)
I o, T, <= MME TR o =
EIEEEE
TG (Schedule) U5
&5 “fS¥8 (Project Planning)
. (BGT AT (Sorting by Date)
THIZAT: 59-obr-R03¢, 0d/o3/R038

8. Time Data (5T9% C5T)
: w1, A, Grew WM Faos
BIEEIEE
A FAZI7A (Time Management)
e AR 7y
TefEfS ar Gl MRS tofd
THIZZ: do:oo AM, d@:BE:o

¢, Currency Data (9T (©51)
F: R AT W BT A (B, v, €) |
BIECIEE
wifder fEra-feveere!
IS @ AT B
Ty fdfad (Pricing)
THIEa: 1-':&‘0-:, bido.¢o

v, Percentage Data (*ISfexf (GB1)
B I HANE Y% HIRT & 7 |
EIREEE
AT A
&% T (Growth Rate)
TwrgEd: a¢%, 2.¢%

4, Boolean /Logical Data (I €SBY)

* @l TRUE 3f FALSE 974 |
CICEIRE
*I¥ qB1E (Condition Checking)
IP Pt Qj3Ea
©WEAe: TRUE, FALSE
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abrd

bl

3. % Teafv Wiy it ¢
5. ww Al et cobia Swiemey
T, ot 4, 8¢
. do:o T, 08/58 /2036
2, A, BT e TR A (I (U5t BIReT I Y
®, AT (BGT <, 4t (Eot
o, (FHF (BT v, wifid (wht
¥, et ¥, ot
C ot .
B 5. W A e K
¥, g 7 (Fill in the blanks) :
5. ST, St A TR ALINE T oo, (%G1 |
" %% 1 AT (Number)
3. A, el o gl s ..., COBT TREF T ET |
G ¢ (G (T (Teext)
o, T, T ¢ Te7 AR SO0 PrTe T ....ccevens (BT |
%eq : Wi (Date)
8. (R FeANF %o WIEITT & TG 2T (M0 .ovvrecrcneneee (BT |
T + 10 (Percentage)
¢. *1E 51T FT T G IF-FIGT ..., (BBT TR 4T ZH |
899 : 919 (Boolean / Logical)
o, Matching (fRF@a) :
A (vlRre) FAI-B (TROT)
5. Number Data . SIfad (O5Y; D, &R ARPEL, (OO AT |
%, Text Data of, T (UBT; W g, e Mt ooft |
@, Date Data “ of, WRATT CWOT; sfersyy, sAfavTedrte, BT IR oW |
8. Time Data q. (BEG/ ot cent; A, T, ety fia oo |
&. Currency Data ®. AT CeBT; Sl T, s, Yo fdrae |

Tt « =, 3—Y, 9—F, 84, ¢—8
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) w27 8 I e b et
Y, SfewnfEed ey :

. FTRATI CWHT Y

5, (5D 519

0, T (BT 7

8. THT (B6 F?

¢, T cubt F?
&, TS &

y. WL (U6 (Number Data) 9 €< «aft st 95= 707

X, (’Fﬁfv‘%’@!‘(Text_Data}ﬁm I 2HIT TS P17

o, Siffd (BBT (Date Data) (FI (T 424 91 &7

8, ST9F (EBT (Time Data) #F qTR 4T SHIZ whe |

¢. HT BT (Currency Data) F ¢t «ft § sive wiieet?

b, *1STe (BBT (Percentage Data) F1SIT F992/T T4 277

9. a1 CEBT (Boolean / Logical Data) ¥ ¢3¢ (BIT 999297

Y. CECRLE R (BB BT g Fea “ sAffrans R w6t @

». “10:30 AM” SHIEfe (I (BB BT SEEE?

vo, “Beoo” Tnregdfl (T (BT 518y Twge?

b, FAes oy -

3. TRAIIT (BT (Number Data) (GRS ST o, e @3¢ 5T ewitr &= ajagia ot 20
GAiEIeRTE T T | i

%, (G (6T (Text Data) FSIA &l/Fe Framm, by 4 ot dnsfor o goge w1 =
ITRT AT |

©, BIf$¥ @ I (EBI (Date Data '8 Time Data) &T&8 “faage, 7wioife uae S+ Mgt tofire
FENE PAZE T O CAZAPTZ 10T |

8. WGl (BBT € *[STe* (CBl (Currency 6 Percentage) T9%® oa wiftfs faotra ¢ wre-wfew gw ffy
FAlA *rale et s |

¢. SETH (BB (Boolean / Logical) ¥ 1613 @ Figdte Freid TIZT Fa7 I O THizadmig G
0 |

. e [fey (ol B1Eer (e, GBS, wifid, Aw, W, e, IFEE) @ gmR W@
Pl ot ety =i Freia srfFTe fa T9r HAf ©f A FE |

9. 96 TATERerE (el SIS AT (951 @ T (S5 Iage I B e’ tefF T4 A |

Visit Our Website: all.talukdaracademy.com.bd


https://all.talukdaracademy.com.bd
https://all.talukdaracademy.com.bd
https://all.talukdaracademy.com.bd

Visit Our Website: Il.t’?éukdaracademy,comgbd
. - S0

8.. Formatting formula and funcﬁons, sorting,
filtering and validation

Fm;matting Formula and Functions (FCHr, T 8 Fg)

Formula €3¢ Function $1?

Formula (Ff1) : CETHE 436 A7 IFIRE CER (U6 TILT 0 Woer fver tof <= ot a1
e e

it = A1+ Bl .

Function (FI) : e Rea 5@ o wiber oM Fere 0o 7129 9 |
TRIZEH i = SUM (AL:A5)

Formula d<R Function-&¥ TIYW Formatting F
FATalbY, TR ST FEALFE AT 44T (AT T, W,%P‘f)ﬁ?m*’nﬁmﬁ?mﬁ"
AT (BT (1T P 2w @y el oo 20w Hiie |

Formula €3¢ Function <3 Swigae
@ | =SUM(AL:AS) Al (0% AS #98 TRy
T =AVERAGE(B1:BS) ‘Bl (4T BS 8 WA 1%
A T =MAX(C1:C10) C1 CUTF C10 9 T04 AL e
o T =MIN(D1:D10) | DI CuTE D10 @ weay FEfR eyt
RCIG! =IF(A1>50, "Pass", "Fail") =8 SIlee T e |

Formatting Formula Results (1% S0 941)
Number Formatting Options (MS Excel SIa)
+ Gereral : et 7t |
Number : wHifS@o7g 7edst
Currency : J719 =72 71241t (%, $, €)
Percentage : o1 e
Date/Time : IS4 @ Warg HACHG
o Text : (GG FANE AT |

Formatting S 4f :

S, T FerTegE o B I

3. Home BITE Pty Number &7 (4 *Ierad T’ f#ioa wa
©, TG At el g Hfadw i

8. Currency TS T A6@ a4 6% 36 Tt
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Sh8 w4y 8 AP ayfe b o

Formaat Cells T X
Mamber  Allgnment Fant Border Fll Pratectien
Cobagory:
Genarol Sample
Number 8
Accounting : . (&
b Decimial piaces: ‘2 =
Tima bol: [ w
Percentage AR |-— = ﬂ
Fraction Hegetive numbers: .
Sclentific 21,238.10- 00
Text
Spadal
Custom
Cuirency formats are wsed Tor genaral monetary values. Usa Accounting formats to aligh deeimal
points in a column.

[ o ][ concm |

&. Common Fc-rmatl:ing Tips

AutoFill: G&6 (T Fa AT ZFiTee it S0 &+ G st a1 1Y
Relative & Absolute References:

Relative {CF9: A1) AT =7 747 T w77 e % Fat =@
Absclute (CT5: $A$1) T8 21T S T 7w

-

* Brror Checking: &1 T4 41 %7 fWeg i &t=1 #DIV/0!, #VALUE! Zwjifv @ft et
(R
Ol
3. vifew Taaft et et :

s, TR il oot F e Swieern
F. =SUM(AL:AS). ¥, =AVERAGE(B1:B5)
T.=Al +BIl T, ‘o

X, U658 @fs a=fe ity
¥.=Al1+Bl %, = MIN(D1:D10)
o, “wtgaifT q. do:20:m00
oG G A

. ®#Zt 79 (Fill in the blanks) :

s, el «3f at yoifed enem (oo A s e e ol w9t w3 Rewes e
reeres T T |

@Eﬂ:'&lﬁm (Formula)
3. “fdfrdiae fara s a1 aioa A9 FEUE ST AL FE O ..o, T
%R ¢ T (Function)
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| | CRCRG wifarem NS
0, FACALL, TAET A SR FATET G @ AT, 1, 4wt 5w | gme e
- SR (TS TRTAB T i |
e : b, §, € (Currency)

8. A ST CTE S ST T AW O BT 98 ANF, ©IF ............... TG
B : T I (G $AS1)

¢, G T A1 N W o $arT (7 TG o7 (7, T #DIV/O!, #VALUE! 3@ eT ...
T |

% : &% AT (Error Checking)
of, Matching () : 5

F-A (vfEe) Fa-B (TGh)
3. Formula (F3et) %, T FACAG AT AT et FRfERTE (T 2 |
3. Function (SI24) o, i Roew o T wibe G6w TRE Se WE w6 |

| G : = SUM(AL:AS)
* | 0. Number (FifiRmR e | o, CHe™ 9 91 GFRe G @6 TR I i .
' (i T4 stey =1 BrEs |
8. Currency (I fiov®) | W, wfar = warm oIy ot B9 428 AT | (T = $AS1
. Absolute (ZIf GrIE) .| . FAE I BT @L, §, € 7T FA A |
T : 3, 2=, 0T, 858, ¢—Y ;
ﬁfmﬂ'ﬂ'.
S, 9Pl AT ({9 T FYAT 0T |
2, 1 Feform == emwat
@, TS T (3T FAT T @0
© 8, EWE T &9 T TFIAL E0A |

. HefES e :
3. Formula '8 Function @3 214 Si7
2. SUM T F1 10 A7
o, AR A DI * ST FATHCE AfFISA T4 TA?
8. Absolute Reférence #I7 GAIZReTE I0A |
. IF T Freig Fier a2

5. T et -
5, 4@ 2SI Formula T8/ € Formatting 14 419 e =t 1
2. Function TAETHE R4l @ flen L= et |
@, Percentage FATAIGL STATT A b TR g T AT |
8. Relative @ Absolute Reference-9% WU4S =T (dt @3 Tragivad Bwigael wid |
@. IF TIETRR TITH TEEiare A/ cwgen frait tofm Swigad we |
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R AL R il Al

8, b Creatmg and Saving a Workbook in MS Excel

Microsoft Excel-4 Workbook 2@t @36 wi8a, @it EFF 9t aSifeE Worksheet (FG) W|

Workbook-4 (BBt (84, e I AIISITS FIIVAT T T |

s, Workhonk o i

Excel 519 F4

Start Menu (TF Microsoft
Excel B % | _
Excel \STo# T FHEoI©
6. 9gT Blank Workbook
TS |

TGT Workbook 08fd ¥
Ifs g 41T Workbaok
LEC T

File — New — Blank
Workbook P8 34 |

] ) 7 K—‘
A5 i) pnkworbook
“1Al| Btank and recent BN
.
- coan | [ comel

N B

3. Workbook-4 (Bt fordt
elfSs Workbook-< STREET Worksheet 91T |
Worksheet 2011 71 (Row) @9 119 (Column) «F =¥ |

&

(AT Cell 4TS (GI9: A1, B2) |
9% Cell-%TAITS Aet, Fret, wifed, wfE Tepfer fordt T |

©. Workbook AGI# (Saving a Workbook)
e Save A i

s File — Save As-a 9 o9 |
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— New Volume (3

¥ g

CEn -

. am mans em e

3

Hg'mefhnphyumuﬂ

* Swemiyps Eectl Wodhook'
futhers: DELL

[ Save Thumibnail

' I-ﬂi}-— Enter new file name |,

Tage  Add atag

" Click here ¢

. pefG wpifEew 39
e — S—— ) -
e s
' 4
' ¥ wi b v EDUCER - P ey U ML
[}

Organite = New fokles S I 7 |
=1 Deslasp 0 Name - Date moddied [
(&) Documests 1) Wrap Test in Excel T 2021 1808 ¥
Jb Downloads €1 Text Funclioh in Excel 002023 1711 Mo
b Music E] Text Function in Excel edit codes 006200 1517 W

* 3= Plotures 6] Sawe As Shortcut In Excel 16-03+2023 116 t
B Vides ) Pivettable shartout 00002042 1253 Y
5 pems 637 Pivot Table in Excel 03-02-2023 117 M
e K31 Match Function in Exgel. 22-00-2023 13:26 M,

~ Hide Foléers _ Tock: b imm it | |

o T3S (I AAT 5 © _i'ﬁﬂﬁ‘i‘ﬁ (m Desktop, Dacumems} |
o GIZEE A S (AL: Student_Data. xlsx) |
¢ Save ¢ Eﬁﬁﬁ I '

ATTENS Save T fr@T
. wﬁmﬂcm%micﬂammﬂnw WEEFIIB—*SHVBW cm+swrwi“$r?ﬁ

HATEE 20 A |

8. Workbook-97 ﬁ'ﬁ Save Fnrmat :
Xlsx — Excel Workbook (ﬁb"ﬁ FALHG)
xls — RN Excel T30 (Excel 97-2003)
.csv — Comma Separated Values (et GFTATE )
pdf — TITTS R Car I &

8.50. Constmchng am:l Insertmg Smlple Fﬂrmu]ae and

Functmns in MS Excel

Microsoft Excel-a (G651 fa &ler $419 = *& ZA Formulae @92 Functions | e’l*ﬁw EISEIE]
7 e e i, meﬁw mﬁm‘ﬁ;ﬁmwwmﬂl
5. Formula 37
Formula 201l Ay cofd +ifafes at cifee ﬁﬁ'm T Cell Reference IR I
v = T
afef Formula Aemrm “ =" (Zg |
Formula ferdr frar:
=Celll Operator Cell2

}WW@I
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Sorbr Wy '8 CarATare g b et

Twiga:

=Al+Bl — Al 43¢ Bl O Q@5T
=A2-B2 — A2 2t% B2 fawam
=A3*B3 — &9

=A4/B4 — oo

3. Function 97
Function T Excel-4a *4R41f® (Predefined) Ricas 7 |
QSTAT JIZIT I Fe F1e F9 AT |
Function-€ J379g “=" Mg s = |

g syt Function:

SUM - (@519 (34 S48 &0
=SUM(A1:AS)
Al (GTF AS 1@ T CUAT Q@FA (AT |

AVERAGE - 1% (&9 34 &7
=AVERAGE(BI:B5)

MAX - T T (@ 919 &7
=MAX(C1:C10)

MIN - 45 T ({9 919 &0

=MIN(C1:C10)

COUNT - FO8TE (0o Fedljt Wit ©f o &5
=COUNT(D1:D20)

®. Formula 9<% Function Inserting 1% Ty
(TZ GTCaT etfeeet OIS IR f5e o |
= T Formula 512 32 (@%: =A1+B1) |
Function F4&[ +40% bIRL:
+ Formulas BITT M6 |
s Insert Function (fx) @ % =91
o GIffRRl (ATF Function (FTZ M8 ((@W: SUM, AVERAGE) |
o ST Cell Range Fierd o |

o QKGBMI
8. Bwiga™ (Student Marks Sheet)
Name Math English | Total (Formula) Averapge (Function)
Rahim | 70 | 80 =B2+C2 — 150 =AVERAGE(B2:C2) — 75
Karim | 85 - 90 =B3+C3 — 175 | =AVERAGE(B3:C3) —87.5 |
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8.5>. Formatting Wurksheet Using Formatting Tools in MS Excel

Miciosoft Excel-& Formatting Tools T2 FF Worksheet-(F 49 @ G[{ A o4 77 |
Formatting ¥eT® Font, Alignment, Border, Color, Cell Style T/ #fes @9 A4 (CETE
wIFF 8 RS FH CI |

b

Font Formatting

Bold (Ctrl+B) — (536 ({5} 74 |

Ttalic (Ctrl+T) — GHB (TG 36 |
Underline (Ctrl+U) — (GHBT 05 711 (77 |
Font Size —» foT4r 9 at (g% =1 T |

Font Color —- Cﬁﬁlﬁf e “AfF=eq |

L]

B % o Calibri -.-|1_‘i Ul e ] == _‘E}wr_apfrgn
43 Copy ; T R T g

Paste

F Format Paintar B : '} H’"E'_ i

i
J

 Mumber F]

gpboard % ggep P eI S e

Alignment Fufmatting

o Left Align — (GHD 0T HICAT |

o Center Align — (55 AT AT |

* Right Align — (GG It G |

. TaniddlefBﬁttﬂm Ahg;n — (A9 (SS9l WWWI
o Merge & Center — AT (19 TG T GHB AT S |

. Nuinber Formatting

o General — &5 90D |

o Number — WHHE ALAJZ, (T |

o Currency — Gi%l/@etg 3wifn oz (T |
o Date — SIfR QI (74T |

» Percentage — *oFdl TITT HeIET |

. Borders and Shading

» Borders — @79 7 (G Fogar A& Siwre 4U<g® 27 |
s Fill Color — CACoTE qi9sfiB® Fe SAfaas a7 |

Cell Styles
Excel-@ #4f4ifaw Cell Styles WITE (Heading, Title, Accent) |
GETATT L AT TS TACABE FAl A |
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. Conditional Formatting
RS =S st G e ~fRRsT 37|
Crzaet: I TG <40 T SR (T A1 Q0 0, O 40 T 7 & |

Brtzae (B (Student Marks with Formatting):

Name

Math

| English -

Total

Result

Rahim

70

80

150

Pass

Karim

35

40

75

Fail

90

85

175

Pass

Sumbn ‘

Format Cells o . : ? X

'Irlinnlinr © Alignmant [

SN —

Fot | gorder | FMl | Frotection |

Taxt '-!“gﬂl'l'l!l'lt T PR TS RIS PR ee. i
Horizantal: . + .
General — | Indent: ,;E. *

Left (indent) . | =1 .
Center :

¥ o -

Right {Indent)
Fill

Tustify . - ' . g i
|

Center Across Selection -
Distributed (Tndent) v
["] shrink to fit.
[] Merge calls |
Right-to-left - l
Text direction:

| | concel

. 7o Tl Qe e

3. &oie G wre T AvRde It vt e
T, A (B6T o, T

2, woe e fow® #1251 Tais (b?
. xls ¥, pdf

©. =SUM(A1;AS) FICHTA F6 H17?
T MG @@ . O (e
Temt : 5, o 0, )

. G5 TgT Workbook W, ifer if
. xlsx q, csv

of, AT AT ¥, ACAS T Ry W
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4, *[F0ES #f=f (Fill in the blanks) :
5. Excel-9 Ui T8 @it 0 I Gl &6 90, O ......... T 20 | TET : Workbook

3. Workbook-« 1 '@ T F0TTGT .. 2 vnivensenr. I BH | BBT ¢ Worksheet

0. JIITFET cef AT I AT ot 71 “=" il 9F &, O ..., N |
% : Formula

8. Excel-93 <fAdif faiiees v, 3l 2819 30T 5o 9% 31 TF, OF ...oovvninen, M
®%9 : Function

¢. O TAETE W ARSEw T 9 oW ey vnddTety e Jage e
.................... 7t =% | B9 : Conditional Formatting

4. Matchmg () _

A () FE-B (T
3. Formula 3. *difie s 74, Fre <ited 0 I & |
3, Funetion <, FaREiar cofd oA 7t ciftes T, wevmT = iy v
o, Workbook . o, et/ ce T v, ST A WAy R TR R e |
8. G g, Y e AT AR R T, Tt Q1w o g |
¢. Number 8. 36 LA, IR ARG GF A G B AW |

TR : Y—d, 4—F, 90—, 8T, ¢—5
Y, Wi o

5. Workbook $t?

8. Formula 17

. Function 7

8, Excel-a e Save Format (°TC4T |
8, TS ey
Workbook Cod Fa9 4rehate @0t |
. Workbook-4@ (GG (ATeifia ﬁﬁﬂa‘i’
. YT Workbook FRF=FTa qrolata ¥ A7
. AT Workbook FETHCAT LG AGE 7
. Workbook-wi faf&s F%s1 Tarahs AW 4T TI5S 0T |
. Formula % e it Ft o face w2 3y
. e T SRR et |

meonﬂ:ﬂﬁﬂﬁiwww Tt |
. CEEHED (S5 TaCAbe FaIT U BometE 92

5. yf*i/efirrrr ey
5. Workbook t8fit wiae, et elferat Srraacor qidit w6t |
® I e -
S, CGRHE (BB Tt e @ oo =g (Cell) T Frdfe = ot 5t ot |
%, FHF Formula (@ =A1+B1, =A3%B3) J39© 7 I, R, wel, Ot 1 Ao Sveaeivg omeal |

0, FIF/Function (CT0: SUM, AVERAGE, MAX, MIN, COUNT) I3%% 304 FS T @ f&uege
e T T = |

q’m&am-dﬁy

Visit Our Website: all.talukdaracademy.com.bd


https://all.talukdaracademy.com.bd
https://all.talukdaracademy.com.bd
https://all.talukdaracademy.com.bd

Visit Our Website: all.talukdaracademy.com.bd
353 wey g M ogfiE b awpf

8.33,516 (Chart) It AT

biG/E et oot T welie [Sgme wiet (bwm wgon) Seigem Taw 9 T «@
TIRATGTET GIRTET = (AT 7L (IR AR G G 4 T |

WWW:
o (GRTT (OOITE 2T AT (7|
o TR T (: g, 3, ) ~E 7w
o (DT feree FEw |
o TG agrer et 39 |
Fﬁfﬁmﬁﬁﬁﬁﬂﬂes}
e Column Chart/Bar Chart — =T 3 WGrefG we s (ebT o=l ¥4 27 |
» Line Chart — F5% ST A@a6T (WS 950 24 |
¢ Pie Chart — %4 T¥ [@RIT TJI9@ 2T |
* Area Charl — WIWGT AT 3 FHEY (TS 97 27 |
» Scatter Chart — 6 (SATIRTE 579 (4TS 795© 24 |

3. Chart % %2 4% (Steps to Draw a Chart in MS Excel):
i. CF (C51 & Bi6 qMiTe 2 of FTets | (T Riatwe W @ Sitwe w4 |
ii. Ribbon (ATF Insert 5719 |
iii. Charts &= (4TF *I&0d 0 =164 :
e Column Chart *
* Bar Chart
¢ Line Chart
» Pie Chart
» Area Chart
# Scatter Chart

r"'_'\‘lﬂ'ﬂvtujv};

EJ Home Insert _ Page Layout Fnrmulas Data Review  View

) E @um@ﬁ all A @ Ty &y [0 o)

PivotTable Table  Pidure Clip Shapes Smartart | I:r:hlurnn Lme Pie Bar  Area Scatter Otha
v Art - v = g * Charts

Tablez llustraticns ‘ Charts
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B LS T A |
Lo el vl ] o
. A, 8 | ¢ D E ; 6 " | | K
1 [Mome  [Moth  English ] .
2 |Rshim ] 0 100 -
3 Kordm | 85 80 i
4 | Sumon a0 - 15
5 Belim . 95 (|80
6 70 1
7 ! 640 1+
8 | 50
9 | 40 mEnglish
1 ‘ |
1] alk”
12 20 4
13| 10 - i
14 T E L |
-ﬁ_ ' Rahiny Karim Sumen Sellm , |
1? T, - T T . “rinn '.‘Ji

Chart Tools (Désign & Format) Jj9%19 FF 51 Title, Legend, Axis Label Z@5if citef bl

T |
3, BwiEEe (OBt (Student Marks Table):
Name ~ Math * English
Rahim ; 'fm RO
Karim 85, 90 -
Sumon. o 60 75
Selim | 95 88
Chart Formatting Tips _
o Chart Title : 51757 ©#ta fue<w % Fare Mraiwi qst 34T |
o Legend : BTG5 (Fiw e 97 Breer F¥ i of (7T |
o Data Labels : 5106 (OBI ACH6S N7 (4T |
El
w2
w3

s AxisTitles; X @Y WW
» Colors and Styles : “ITAMT @ WTHAT FA00 % AL |
+ Gridlines : BRY #J+ HZW FACS GAIET I |
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a8
1991] 58
1992 45
1993 76!

WEWWPW

=R

Relete
Raset to Match Style
Change Series Chart Type., 1

Sglect Data.. 2
2D Rotation.. ) E
Md Data-Lapels - “emy

sedd Trendling...

Eormat Data Series.,,

Chart Editing '8 Customization '
. % BieT# S Thart Tools — Demgu € Format BIGT e ﬂﬁ’ﬁi{ﬁll

o TG (BB QT It AW fre 56 R 4

« BT 4§39 +if3TSF SIS Change Chart Type oM T59%7 F4l |

« 3D 56, Guaid, (oo Sifie ufthens gt aums |

Change Chart Type

3 ‘Templates
lid Column

E Bar
& Area
B XY (Scatter) .
i stock

w8 Surface

@ Doughnut

22 Bubble

by

Radar

L@E‘EE’E Templates... I

i. Set u_ﬁ_:_ﬂafaul;:-éhart |
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S

¥, e Seafb 4o e :
>. 516 IS (B6! TS AZTS! FA7
%, =3 AR ¢, fogater foram o o, o . (ofr am g
R, TGN BB (A 9 fave G FEre T4y
T, e #fEeq o, T ST of, 515 facapt v, fefis
T . W 8 o

4. ¥ *F (Fill in the blanks) :
5. BIB I &1 TR (B01 A BUTF ..vvrvenins W THgre i G TG |
B : ot (foram W)
2, R TF (O 7, I, To1) “BSIT (T ..o [35e = | TwT : 5i/aw

. Bi5 (S FI0T 2T 4i5t TET (7 (OB T BB TS TR O ... T | 80 : AR
8. TILv RITAMIN, CTTere 3 J0ed TIIT (T F0O ..oceecvrecenens AT T
%4 : Tools (Design '€ Format)
. YA (Bl (I A1 W TRrs, T BIhT v ARTET TS ..o WP JRRI R |
e T}pz(ﬁfﬁWW)
o, Matching (RFae) : o
F-A (AT / -8 ()
3. Column Chart ¥, vl (eRTEIEE TE o7 TIF9 T |
%. Line Chart o, W S e (i 9Ee W |
©, Pie Chart of, TS el 9 SFET (MiiTe J9ge o |
8. Area Chart ¥, ol 7 (RIS IFO T |
&. Scatter Chart ®, F] 91 SGree we P et go w9 |
BEM : b8, 1—Y, 9T, 83!, ¢
v, S ey :
3. Chart FT?

%, Y WA SIS (IS @ 51 3Ee T
o, T TA QRIS @ 516 T97© A7
8. Pie Chart ¥?
@, CEBT CFILe 7
'8, FEipd ere
5. Excel-a B6 tof Fate oy (3 519 I95© 237
%, Pie Chart-99 &4« 45S JI7
@, BB Legend-«3 Fi6 917
8. GBI Title Per catet wwal?
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35l Wy @ A ey b A

s, ﬂwﬁmﬁwwaﬁﬁmamwmmfﬁw@mw,WGﬁﬁﬂmﬁm
TS 5 3 Si6 s WIS 5 aEa I |
& QTR B0 T Rl By @R @R 5 TS W @y

A 93l i NfefEE Rene R cxelind g | TIF orre 5 e TieT e afy
AR =R (3 W7 I | G 6 #118 515 @ T 516 9207 FLa0e |
;S G (@0 15 I I FRACE? (BB @A ORI @ G0 5D (o a7

©. FRER Wl rae ooy PEFlion SirE AT @ S TAeEE g TS GRS 5
QS (7 FTI61E BIT 7921 SCATE 3R BITh BISL6H, CRILIE '§ (FI06TS CRTe $Lale |

' /e oy
3. Microsoft Excel-@ Bib (ofq @ tﬁmﬁ‘w Wﬁrﬁwm |

&, AT o -

3. fafSq yardda oIhe 7% @ ©Itng 5T O I AT |

3. BT BIE0, (FITES Q9 (BT (AT RIS i Fat T o QT 0 |
®, & Column Chart (81§ $CF (SOIF QoIS QLT FCAT |

8, BbT fEwm3n @ ST SEOALEHINT GFY AT et |

8.59, Editihg a Worksheet in MS Excel

Worksheet 20T Excel-9 Yo 9o G@ITA AF (Row) '@ W (Column)-4F FI90H 6 (Cell)
A | Q@ FETSEICS (0! S FACH, “AREST I 4R YR @A AfFHE ZA Editing

Worksheet |

>. (T 4fF (Entering Data) |
o (R CTEE T S i, ey, wifa 9t wuer BIZe /0
« Enter bI%iteT 069 (iteT 5T A=, T Tab bi#ite] =TT (3107 AMA |

. (GBI T™MAT (Editing Data)
o G A (651 GIE Fa0T Witeq (u51 08 Pt <geT (©h1 217 A1 |
o T (G5 wiHE Afaqe Fare R | :
v T ©EE-fFE Fa0e T 944,
¢ (% 715 ¥F Formula Bar-9 9fEt F40e 29 |

©, (G5! 3, Ff6 G2 (15 (Copy, Cut, Paste)
s Copy (Clrl+C) — CTFR (5T S 34T |
o Cut (Ctrl+X) — (GBI (5 ST GIT FHAIEH |
e Paste (Cirl+V) — W8 GT0o1 (BT I | |
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c*zarsﬁ%wnfﬁww 359

| = ikl o | i— - P—

! rame,icalibﬂ m SRR

] ___ff‘rﬂ LW A8 b
T A B J_ O

1 1 .}L | cut

2 1 Ldﬂ | Copy

3 ] 16 | Paste

A l Paste §pemal

5 . o
‘ Insert

T I i DR T e ez e RS A -H

il ] S I

g | FIE“ antenls . -

g & Eormat Cells...

A0 i Column Width...
11 | Hide

A2 ynhide

8. CEGI (MY (Deleting Data) (2 -

. mmﬂmmaﬁmmnalmm@mm| :

&. % '8 T FH(WA (Editing Rows and Columns)
» Insert Row/Column —s TG S I F0 CAref =64l 314 |
o Delete Row/Column —» Fif& a7 T 0= &=t T |
» Resize — I 31 TR A (height/width) === 2t 717 |

b. Move Data (C‘Eﬁf FE)

o G B —»WWW&(MmPomwr)WWawwmﬁm
08 |

9, Undo 4<% Redo
o Undo (Ctrl+Z) — A0 et qifost =1 1
¢ Redo (Ctri+Y) — <10 Jifeet w1 Frer it Refemer =i |

8.58, Printing a Worksheet i in MS Excel

Microsoft Excel-9 Printing ST9 TAT Worksheet-4d9 CGOITE FT5ITE ‘Ei"‘m?ﬂ‘ I PDF WIS
Hegwe 7] | AFEEIE BF TS WA W (A g Giiver e wave = |

5. Printing-9% & eitefiF 4ref
@ Workshect 6 ws 618 (16 G0 44 |
File — Print @ #1% (Sl Cirl + P 519) |
G Print Preview (791 ACA, crEIGT Cofslla i wivfosr CoaT (I i Gl A |
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Print 7 X
Printer
Name: 1§ Microsoft Print to PDF v Properties...
Status: Tdle
Find Printer...

Type: Microsoft Print To PDF d y
Where: PORTPROMPT:
Comment: [] print to file
Print range Copies
@ all _ Numiber of copies: | @]
Oragets)  Fom: [ [ 1o: |
Print what , @ﬂ [4] collate
(O Selection (O Entire workbook .
(@ Active sheet(s) () Table i
[] 1gnore print areas .

Preview oK G Cancel

3. Print Setfings Options
%. Printer 45+
Connected printer tf PDF printer {5 7 |
Print Area fdae
@ W &% Tare vhe I Fes 99
wig=d Page Layout — Print Area — Set Print Area
Page Orientation
Portrait — T8 W &% 54|
Landscape — S&@iE S o6 207 |
Paper Size
YRS Ad 956 =7 |
®. Scaling Options
Pit Sheet on One Page — #[tat 46 «3 coite @b |
Fit All Columns on One Page — 39 F4 4 (o{7%r %5 209 |
Fit All Rows on One Page — 9 Hifd 4% ¢+t %0 9 |
0. Headers 93¢ Footers (A7 <=1t
Insert — Header & Footer (XT% AT, ©ife, oo s qarsf <4 i |
8. Gridlines 99%, Row/Column Headings
BIZ0 BITT Gridlines (G IE) @4 Row/Column T4 (FITS “ATHGT |
Page Layout — Sheet Options — Gridlines / Headings — Print PTe1¥ o7 |

.

9.
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Y.}
Page Setup 7 x
Fage  Margins  Header/Facter
Ptgeen: [ [
Prink titles
Bowstoropestatiop: | ¢ ||
Columns te ropeat at [eft: | o __._ _
[ grdines Comments: (None) [~] |
el R
] Row =nd column headings
Page order
@) Dawn, then over | [Eagel g
O ver, than dewn
s 1
¢. TEI® &% (Final Printing)
¥q (6 3% 1T A7 Print I0E FE w9 |
Worksheet $I5iT% & 2% 2003 91 PDF Reoma ¢T@ T |
¥, o Sealb Lo eIt :
5. G ST (EBT e ARy Tare $ w0 o7
= G o, et oAl
o, ©ieE e v, faret
3. IO TR «0wie 7
+. Crl+X ¥, Ctrl +C
. Ctrl+V g, Crl+Z
e 3. o 8, 7
9. *FUE 7 (Fill in the blanks) :
5. AT GG foret, weat, Wifd 3t wefet 5ot vl AR T o, |
Tew : (uor uff
3. (U9 T (BT BI%ef AT SO CUBT Um Trew g (OBt 0T W | WU (Wl Wi AR
TACS BIEET O T8 O oo Ofes 37T® 7 | BGF : Formula Bar
., TP FAE oY o BT 0 e, BIA0S T TG 2 Ctrl + C
8, T T FE 0T TAD ....000000 v BIACE ZH | 6 2 Cirl+ 2
¢. T27% 719 T+ Worksheet ‘GUAT TR File — vvverrrerereens 4 (0w T | ©E @ Print
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T L

Q00
. Matching (R&Fa) :
FT-A (vfFem) F-B (JHAIT) ]
>. (81 afF . TE AR/ N, J0= N A S 2T =T
2. (ST ST 2, (T e (BT B TR0 SR (85T = Frd www A O A
Wi Sfaqe w4 91 |

o, (UBT Bf/eiB/ o . (UBI 35 war ar PDF R sreset w1 |
8. AR @ TN FHWAl | 9. I T s S e, ey, Sifde A wfen Bt

@. Printing ®. Copy, Cut, Paste T98/7 1T (T (96! T+, 3i5 21 78 B o7
|
TEawiEt - v, 39, 9%, 85T, ¢—t
¥, wfewefEre o :

3: S G 4% ¢ TS (I IS AT T2
L. T WRIE G FACO (TN FAE AL FA0© 27
©, RS MW iR G s e Fiy

B, e o
3. Worksheet ¥ @3 @7 o1 2w F 7
8. (UGt of = foiw $y
©. (BB FHWAL F19 526 S F 7
8. ¥+, F0 g (*% T T 00 wivEr
¢. CHITAT T I OFeT (@ [T CHFeTTaT forer 17
b, I @ AT I, T AT R SIPT ARG ot e |
9. (e 9 (B6! Wied Sia G 7
br. Undo €<% Redo 91 /T8 SIi31? ;
B, Pﬂqﬁngﬂ'mﬁeviewﬁﬁltﬁww
So, Printing &9 Ty BTG 14T '@ WIOIITE W Frewe e w=m

. Yi/eftrme o
3, Printing- @7 elfdfI® gisr =0T <@ |
2. Undo &R Redo 92® Fd <1t Mo @ 7 S a1 elfwat i = |

& T ey - |
>, TARRPTE (e FSITT CPITAT GILT TN, Fedit a1 oot Bigst 7 (oot affy =t 7 |
2, (TOT =AW A9 FAT FAE GFT A TR A0 I AR T A% [T 6 |
©. I, FB @ (AP0 LT F0d (U6 UFEH (ATF T EIH ZHIEa Fa e Bwtaetorg oriie |
8. Sifd @ T @i, qrE et @ wieid AfRees walR s g
@. Print Settings (/% o) ST 97 C-Printo- FE64, Print Area €2, sryamErenf@
i, ST 74w, 7Tt ™6 6 3, War Headers/Footers QI a1l eIt S |
b, Targge At oate Froma GBS @G 91 T Al PDF WISRA e 40 917 |
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