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AT |

/S TR

@ FFATHR GBI AT eT G TESIfNF JIRTFIAT I FACS A,
ol-8 fify %o | «ft Fg-aifiey 8 tameritg T9Ee F4 = 1 @=: pdp-
11,ibms/36,ncrs/9290, IBM 9375.

R FToR

AR FIFATHRCE AR IEATHR T (4R Jee1e wfefzs w41 =27 | TR0 oa
(Mother Board), «=f> &g CPU, RAM, ROM, Hard Disk etc.
R VRO FFATER A0S = | v G SKCHE @ FRAEHEE =
AT TR | PO 8 SRR FAfT @ €=0ea SFCoH |

AR IO

TofE *fEET 8 oSy FITHRCS F2R FCOR AT | @ FEH1E AfS
2R AR » KR FERR | (F1F TR TSR e ©=y g T
o YfeegRiE FFTEM 20 FA 8o | CRAY 1, supers Il @ gweeta
T |

BIIACETG SRACO A
BIIRTETE STEIT A 40T W3S FPPBER, TN ANG FITo [ Fiew 27w | «fe
o o] Mefere ofyfe | it SHITEIRE R TaroTer S#RfbR EB0 5G |

Z

A<
AMIRCIICET NG FATHICR I IFR*ACE AT AR A RIS 41 = | AR
(TH5 FTHICE AWRCICCT AT NRAHACPR, A (NG € IO FE S
SRR O Y ACE | W SR W Wy *w ¢ fofve fEs, wfofie
o, f[fog 2miEs J¢ (@ Eee) Tov | FEe, WeH AR T
95/ T[5> TER*S NMRCIICGT N I& AT |
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— e i o o S

5 7 oNEes 1 =W e Wi

TVRECE IS FITS

5 94 =7 |

FPeo o

AePR/FHRe

78
N

3 T 2T | GG AAR0T IBET T I B A0 | &7 q T

AT TFIF HF 9T (%4 |

GRS

9 &Il | MREHCA AT
R I O S TG

T (@ JCES AR

P28 a1 Central Processing Unite =t

I @ACO AT | =S
JET I(H, P2

FCeIER

NGRS I |

IO AT IFCS AT

a9
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AR 9T ¢ @FE TTeTR

rew S et (Random Access Memory)

WIS I I IREHC W (RAM) =T @ G107 SHATHICRE ToAre (TIoT)
SRR NG | W (AT FCPICAECT TS I T4l AR (W @ FIACIR 0
ST SHICIPT (I T = |

JIEOE BIF] FACT ZICMEH (AF TR PIEOH FIC T IR ARG S 16T
IR I |

TLN?@%‘&IQ_\‘:

FCITF 267 ©UF TRTF( IO T (AT TFRH | FEACHIIT 7Y ©U2 U2 FCICH
TTFN I T | SR T JOCHEET T TRy W | 58 IoNT
FCTCHFTAT AYRTS I ICH F7 S |

Sl FRTHICH W=y TRF=HeR g (non-volatile) 353 RerR Tefes =@
T | ARAGT FELAT d5¢Q AT TB[CF THIRT I |

QY



TRCEHTO A 009-056

bC I

W57 @36 TG TeT |  ff FToraa o evaal SR | MGERR Ao
RO (BRIt T | ©r3 Bfeq Wi < =<9 W SIS 77 @ TFY© | §eAaioe
B0 7] STRCH W00 emf*e &7, T (e IR (o w@eag I W
A | W=l BFoPe Gaem I I oace Ghfexta [eg rias I9ed F41
qR |

I

FATHIE e TR CHFCA IICIC 8 TS 2o fozgel gafo el f[aw | F=e
FICATC @ AT ITOr© FATHICT FIE PAT AAPH] ST | ©I2 NCEHPTRD SN F&
PR CFCG A PR S-G9 HCH IOEF YO NG S5 11 2 |




AR 9T ¢ @FE TTeTR

IS ~Afafofe

T ¢ ey [Kfey wear QifFi o8 AT rge FcANes vwg S | e
IEAC 935 T35 (T2 | FATHRCE TS TSI FCI ST FAF (@ DI
TP GG ST AT AT BoS | SR FIIACEA ITCF G0 IFg7lel T1F *I0g Cofem
ARG | @N: (1 F T 5 T4 =GR @ FeIF vice = o5 {7
I ST IR (O 20T AP BlGr3 Y FFo 34 I |

fTfey @t P Tz | 768 19 FAe g Common A | o foafba
HCH ST DICASIG o & |

JIATE 2R FACS P FLHS TS A s & 2 TITS AT | IR T
JI BT FPTEIT (13 TR WH{F (AT | (I FIEFS STHA5 =1 AN
el e 20e AR | ©iR Fieaees oG e tes i oFt | S 799 eare
AT FAE, O [IfSg T AeoieicE Fieanes [(fog I 7927 F900 29 | @N:
UV G2 AT GFIEF I’ (5 G5 G FC FF 92 FACS 20O AN |

1. Function Keys : SACea 84ta F1 2tF F2 2~fe ITACE GHG FRHAT I
T | AT NS GF@, FEF Fe Ctrl, Alt @3z Shift-@3 7903 G329 F4e
=7 |

2. Typewriter Keys : SI@TET A (0F Z , 91 9 4R oo oz Toir alpha-
numeric ' | RO 03 @ARPE ETER (F@ U8 It IJIRR A1 =7 | G-l
fafeg =50 FuweEa cw@s Ctrl, Alt @R Shift F1-93 FIT 92 IEF JI2T
209 AT |

3. Cursor Keys : Cursor Keys-& Arrow Key 8 31 &3 | PR FRECR Fia
G2 PN T FIE P T | GRIG AR P’ @R M0x JRe Fg non-arrow I’ &
Iacz | @%=: Home, End, PgUp, PgDn, Insert @3z Delete.

4. Numeric Keypad : a2 St 498 Cursor IF-ad 36 30 | GRSl Sy
T Number Key TR e 363 21t | @it Sovewre foz@e 1 @ 1 Numeric
Keypad 2t Num Lock F @3 51/tsT RCICC ToTa GH{6 et #1185 Geled |
I SR BT RGeS AT | TR+ S=(0Nn) <1 A3 oI5 Numeric
Key &1 & F403 | SRR =11=610 e et wis Cursor Key =03 e 63 |

N



TRCEHTO A 009-056
ek Cursor &3 Home < Rems 92) S99 aem 2 Num Lock =i
(off) sate =3 | W=y Num Lock == q14ts 209 |

5. Shift Keys : Ctrl, Alt 43 S5 -7 7707 [eag g Frer 741 =7 |
TRIGT FIANCE PR 74 F MR |

6. Caps Lock : TFes &1« g @14R we@ Caps Lock S a1 2ipeet 715y
CAPITAL LETTER =31 Caps Lock &= «=sst Small Letter zea 1 Caps
Lock S¥/9%F @RIF &) FICACSH S TF e o1 weee | @@ Caps Lock

B1oICeT TG e #1125 GETed, Sk Caps Lock i SIRg[¥ SMCR | 2[A=13 bi#{eet #1125 5
e 719 |

7. Enter : AMReTS 2RST 130 ISR & U2 FI 929 F1 =T | GRST CFARTATT
5T TogeIt 2T 20O AF |

8. Esc : 34=e F4s 5z Dialog Box Jifes F91 &y @2 I Ga2F 341 =F
o] W8y e Cancel Button-¢ 3% 9 T© | @9 498 FINE 91 (I
PG A T4 Tl 37 w1 Dialog Box 6o 22, ©4« JIRTC (=t ESC biieet
(T6T I (I IS |

9. Spacebar : 9ot M &I g @1 AT 91 | 58 @ g @1 @wea Word-
G TR T AR G 92 I =T I = | Spacebar G broiceT a3 S
A I Y =T |

10. Tab : sTr4=ers Tab ¥ 511t IR 0.¢ 2f2e ARSI T 3T IR | THCTH Cof 7
FCe oy TR WiWE g Sfow I3 @741 9 F00 23 | 9 ¢ Tab -7 e
R GG 4 AR |

11. Backspace : #13T1 I A @7 YR (00 JI2E 41 =7 |

12. Delete : @a1te w61 Backspace-93 T & (A, 58 @1 TR AR @14l
T2 IR T 2 |

3



2R 47T ¢ @R TOSTR

13. Alt: @2 FY' & MYHers “HFIG FACSH G G2 31 =7 | @A Alt+F4 w27
F@(Shut down, Restart, Slip mood)

14. Ctrl: @3 ¢ 5 MuRers *TF6 AT & JI2 341 & | @A Ctrl+P
T A fa s 1 T |

15. Print screen Sysrq: Screenshot TR ey @2 F 5 5929 41 =7 |
16. Home: Ctrl+Home @ I ATRF O ¥P0o 56T P11 I |

17. End: Ctrl+End &% 367 7KEF G T4I0T 56 6T T |

Shift key @3 91%:

d ST BIRPR @31 foRs SR (+1F R 68 I¢ wrwead 39 DIk S | 93
Capital letter 43 3¢ 1= 5127 FACS 20 AN #1F & FCF [0S T | ©F, 930
AR A, ST [ FLCAT @ [T =7, @it o5 Type I
I e I IC A IR A2 FACAIL 91 | w92 =@ Capital letter ==
T T GE M I8 I, FIC AW 29517 512 I | 12 9T AT Tl GHfo
SR WG 99 A =, B [T @3 929 | [W9E @ @R FAGE Fhce
vrReA(shift+any alphabet key) | “RiEs 1" FAC 97 TR Se* <T FTIR
T 8 IRF I T | GO ST ST RF0 I 97 92T |

GJF PRI FRF6 Pt 99 =R

IR 707 foaqfs @i @ ficdfe, (asdfg ;lkjh qwert poiuy zxcvb /.,mn) st
Q4 FRIFG 403 IC SFeaR 3 BIel a1 R | FIAIC 93 e =187 396+, =I00F 92
e 725 “Pes VAR | GT AFERTAT FICAC G (T AR AT | I =TS
3 @t B2 TS T FTS I W e TS @ R66 FF GTo €T A T2
T, TA A ETHRIT FNFAGET 2007 | TSI I T[0T I A7 Tea Jeare
7 TG T (BT 40T L 1201 I, F L @015 FrPI0E T@0R | 99 513 @
@ I (@ FEF ALK TR & FHCE Fa0S AT |

e

FPICHICH FIE WP T G QAR NCET FIRIG ST W | Pl WS (o
= TF | G T TN (ReTT T, FEEHE (1R FIG02 AT | WO
sHRers 1it Button s | Left Button ¥k Right Button | @ 12 IiGea= SRR
@5 Scroll Wheel 21tz | azrer 6 wr8e7 e g wese e, fKeg 3
(VTN TSHT |

Vo
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\ Scroll Wheel

"Right Click" Means
You push here on

"Left Click" Means your Mouse

You push here on
yvour Mouse

AT HTTER

RS AN AT (K) @b Sieaa T To =¥ A4S | 58 [Kfog o a3
AR 20® 2T |

Pointer Shapes

Mormal Select % Vertical Fesize I

Help Select [«\}? Horizantal Resize —
Wharking I B ackaround %g Diagonal Resize 1 e
Busy Diaganal Resize 2 s
Precizion Select —|— Move ‘_1_'
Test Select I Alternate Select T

Handwriting \ Drag- make copy %
Inavailable @ Drag - make shortout %E‘

0



AR 9T ¢ @FE TTeTR

TR FI&

Move the pointer (2t&FB1F I
A TGICHF A A WA ADE TGC® AT |

Click
[T JGCH GFR (5T (RCT (ST (LTS 1% 15 |

Double-Click
TC JMGCT TS FRAE (5T (T (MG (TS 1 5) |

Drag
WS BT Biof ez 4 e <oy giee =i Drag 1 =3 |

Scroll
WF0S BICEITS e 25 e fca Scroll Wheel @RTER 03 0% (o1

To9-fs TS AE | DRSS Ctrl (BTt (TR G s 207 AT |

How to Install Windows 10?
e Windows 10 5068 Face <3 ©f [Wee i ==

O



TRCEFPTRD AT 009-305

Windows 10 Install ¥3 &= 2r/ee3r@ Requirment

ml \Vindows 10

-. System Requirements

1 Gigahertz (GHz) processor
1 Gigabyte (GB) RAM for 32-bit version
2 Gigabytes (GB) RAM for 64-bit version
16 GB available storage for 32-bit version
20 GB available storage for 64-bit version
Graphics card with DirectX 9 Compatibility
Display with at least 800x600 resolution

NIV



AASF g 8 @E TeemER
#1. DVD Rom @3 sty CD 3= F4ite =63 94 USB Connector @
Bootable Pendrive &ta= S41C® =< |

#2. CD Insert @3 »& f<&ifoe PG Restart A==gw e 3 wrew “Ft” &ty
Facs AP | CD Rom Show == #ita CD Rom ¢ fgs s« @3k Operating
System Load &3 3 @ (@I “JA” (257 T |

Press any key to boot from CD or DVD..._

08



TETEFPTRG AT 3009-3059
#3. Language s English (United States) a_gr 9t ¢ 5% 35904 |

4 Windows Setup = @ |3

Em \Windows"

Language to install: [English (United States)

AL RN PaTR IET English (United States)

Enter your language and other preferences and click "Mext" to continue.

& M6 Microsoft Corporation. All rights reserved.

#4. @37 Install Now T &% 3%+ |

24 Windows Setup

2= Windows

Install now




AP Q=T @ ([T G
#5. Accept 5T 5 34 |

#6. @¥5 Custom Install Windows only (Advanced) o=t fs s<ce 204,
JIRE ST 2T (5o STl FPONLS (A (< |

&3 ok Windows Setup
installation do you want

Upgrade: Install Windows and keep files, settin

Custom: Install Windows only (advanced)

2 Installing Windows

Y



TETEFPTRG AT 3009-3059
#7. QI Sy fEw =1, @ System Drive @R &G C Dricve o
CeTCs (1 | s Partition 1 251 System Drive Aits SIcftr Fesese Fiess
FIEeTet [ AtF @3k Partition 2 ==1 C Dricve 3t Seitafb: Peves )t
F1ZeT A | Tod Fea Windows i s Seeifie 7t Drive € Format T <ifet
304 fire =63 1 @& C Drive 4 5% 331 S{g¥ 941 00 5% 00 207 |

@ ,g&_ Windows Setup

Where do you want to install Windows?

blame Lotalsize Ereesnace June

Drive O Partition 1: System Reserved 100.0 MB 69.0 MB System
;/ Drive 0 Partition 2 45.5GB 36.3 GB Primary
y Drive O Partition 3 29.3 GB 29.3 GB Primary

£ Refresh < Delete New
£% Load driver 2 Extend

#8. Next @ 5% 3@ 77 woabe Fesowt gize 3fore ¢Te 29 @ ETe 267
™1 20 059 =9 T I FAT | @3t Username, Password and Re-enter
password TR+t =<1 00 59 Fa0e =(F |

0q



AT g7 8 @FE TeSHR
#9. @ S 7] later @ 55 3¢ |

Q i SetUp Windows

Help protect your computer and improve Windows automatically

=

Use recommended settings
Install important and recommended updates, help make Intermnet browsing safer, check
online for solutions to problems, and help Microsoft improve Windows,

Install important updates only
Only install

Ask me later
Until you decide, your computer might be vulnerable to security threats.

When you use recommended settings or install updates only, some infoermation is sent to
Microsoft. The information is not used to identify you or contact you, To turn off these settings
later, search for ‘Turn off reccmmended setting’ in Help and Suppert. Raad the prvacy statement

#10. 12 Windows & Activation Code e Active 3@ TS Ata <i23r

Skip ¥ @S AT #7weice Active IR & |
_—.-!!!:-q

S
w‘as:upm

|

®) ok o Setmp

- e Artraate Windows
Type your Windows product key

¥ i the it e oy o0 inalaling Windown on tha PO jor you e meeling o 3wt adton
you reed 13 erter o valed Windows ot b Your predact bey 190 5o n the confamon
el pou receved shher Sayrg 2 dgitl copy of Windews or on 4 bebel e the bt
Windows came i

Vou Gae fod pour Wsdoes poduct bey 09 2 abe’ rckded wih Se package it came wih
your copy of Wndons, The lsbel raght dsc be on yousr competer tmt Actmates g your
POGCt xy with pour computer

The product bey focks smalar 1 e
e poadact imy bocks Mo S JUCCC 00008 DROCL-I000LE . C000
FR00UCT HE X000 000000008 00010000

(datnes vl be wifed mtoeaiiah)

7 Aatoeabcaty actmats Windons when ['ri onkas

d

] ¥ poure seeteling Wincows. select Icdont bave & product ey, Your copy of Windows will 3¢

sutamwnrally actrsted later

e peduc ey

Ob
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#11. @< Time Zone @3 %@ +6 Dhaka P1ei@ 3@ Next 36 &5 4 |

@ ¢4 SetUp Windows

Review your time and date settings

Time zone:

[(UTC) Dublin, Edinburgh, Lisbon, Lond:
V] Autematically adjust clock for Daylight Saving Time

Date:

“ August 2014

Mo Tu We Th Fr

28 29 30 31 1
4 S 617 s
11 12 13 14 15
18 19 20 21 2
25 26 27 28 2
1 2 3 4 S

12:46:33PM |2

#12. @<5 Windows f& Prepare zes® &7 PCfo «aifss s Restart fcq |
Welcome to Windows 10 @2 w#ita fegeeel s eq 1 @3 Windows
Installation Complete =< |

Welcome to Windows 10

Nk



AR G 8 [@PRE SR

#13. Windows Installation complete zsaw 2= Windows 10 @3 T%w@
Driver pack solution, Install === @cares 72, ©tg Device management
t2e Driver wteT Update fea face =63 1 (e 3w Windows 7 =21 w3 Driver
pack solution install fwts =3 1)

CHl. GTI=AT9 (RS 5

TR,
s sTa=s =136

Office 2007 &5+ T4t

qr-y Microsoft Office 2007 Enterprise-as CD &w@ F9 |
R Setup e @ =1 == Fifere &t e Setup.exe-9
TR 5% e |

8o
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B Micrpmali {dics Enlnrpries 2007

v Enter your Product Key

Tyve pour 25-thararcte Froduct key

ADOUgN You e Tt regured 10 erder pour Fracct Xe g now, we tesormend pou B0 50 S eace of
viakdatrg pox Mcroseft OFice Licerae. P rdformosion about miere your Peaduct Koy b beaied, ok e
Ml bestton,

[ |

@31 A= Ancas (At Product Key 5127 s @&k Continue 16
s a9

& Micrssaf Oifice Enlarpeise 2007

=\
|5 /| Read the Microsoft Software License Terms

To contiwe 1o Pust acoant the berrs of this agresnant 3 voo 49 not vt 15 acoant the Miesa®t
Softwers Loeree Teevs, dose tha wirckow to cancel e nstalation.

TOCROSOFT SOFTWAAL LICTME TIRMS ~
2007 MECROSOPT CAFICE SrSTEM CESKTON APPLICATION SCF TWARE

Bebow &6 thyee 220y e sats of Licanss Tevwg, Only one a8 sopkes to pou, 0 dstanive whh
Luarves Tarvs apply 10 pou chadk the keeras desgration srrted ster on your prodet hey, new the
Product rave oo your Catleate of Ztharixiy, o on the doemioad pege £ yvou dtaned your
POt evd olre. T your decgnation b FRR, than the Retal Licerss Termes Sekoe soohy to you. ¥

Hyour desgration & CEW, then thw CEM Licerss Terrae baiow sy to you IF your deugnabion b MLE,
Khver) the Medhar ks UCerae Kt Terrs bekow apply 10 9w,

¥ you nead ansatance fndng your kaces (yDe, pheass 00 tox i (fames racresaft conolficeieuy

o deterrdne meh kares you have

1. FETAL LICTIEE TERNS

Thizse Moervie Lores e o S oeroent Detveoss Moot Corporaon [or Daked on whers o e,
00 of k5 altlales) 3 y0u. Flaxcs sead thae, Ttey 300l 1o the softvwars that sccorparsss s
Scarme tarmer, whch rcdades the reede on vhes you receved £, any. The terrw s apply to acy
ey 0ol

+ ugplerwrts,

s Itavnec-besad seevices, and

- auppert werAces

For e sollmire, oniess oer Lavres sccoupany these Loess. If 5o, theee Levre Sy
Paiucse = o ofomins ol romes pusee seoasr e upsizs gl s

| B Laoest e nmsat e apesnect! |

"I accept the terms of this agreement" Check Box-« o= o
a5 @3z Continue Button-« 5 % |

85
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8 Micrean(y (ffice Faterpeive 2007

R .
‘{;E’,, Choose the installation you want
Prasc dhocee yoor prefered trpe af Mermeft Ofics Ertorms 2007 eatalation hekow:

Click Upgrade it s
you want to -

complataly switch |
1o Office 2007

Click Customize If
CUstOmMue o want to keep
Tice 2003
instalied on your
computor

Upgrade 36T i35 3P ST SR SR A14ce bigeet Customize
J6e T35 S+ | I Upgrade o1, SR S@Pif @R (BT 50T A0S |

I Customize 8(F)-4 (T TS |

q-8 (F) : "Keep all previous versions." Radio Button-¢ &5 s+ | @a=
Installation Options Tab-« & 34 |

B Microsalt Office Enterpris= 20017

| \grace 'lr_-;ulm::pm 1 I=iocason | Uger informetien |
h I Upgrade earlier versions

Setup ros detected previous versons of Maossft Office on pour conpater

J Beoove 3 prevous varsens
Remove grly the folowing Spphasons:

L3
Not yet ! »X{

8
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qr-8 () : &AW goeres e i 3@ Run all from My Computer fe=i®
e @ Install Now 5 s 74 |

| B Microsaft Office Enterprise 2007 “ =

|gpgrade l Installation Options I File Location || User Information

Customize how Microsoft Office programs run
——

Ei = 'I Microsoft Office
& Run from My Computer ess

&ly Installed on First Use oove
= v | Microsoft Office InfoPath

¥ | Microsoft Office OneNote

~ | Migosoft Office Outiook

¥ | Microsoft Office PowerPoint
Microsoft Office Publisher

~ | Microsoft Office Visio Viewer
~ | Microsoft Office Word

v | Office Shared Features

~ | Office Tools

&)

=]

2]

®

® 2]
) (o (] (o

Microsoft Office productivity programs plus additional content and Total space required on drive: 1601 MB
tools. Space available on drive: 28633 MB

q-¢ : Installation af&fe g 2o s¢-20 NG 797 97 | ToFe 2%
AT TP |

8 Miprosett Otfice Entesprise 2007

xgu Installation Progress

Irgtaing Wcrossft Sffice Drterpnse 2007, .

qA-v : Installation feo g 2@ (7t Close 6 &5 4 |

89



AT g9 @ @fﬁasmew

Cla
e |

Mcoee® Ofte Drtopese 2007 hae bewe secoamstly mrtdbet

T AT LT e T ot e DT LB, P, WS W v

- ]

»oe Juime-

v

qr-q : g @t Office Program Launch s sww Activate Fce
<=1 773 | Default Option =% 3@ Next 6 55 394 |

Mecrosolt Difioe Activation Wizacd

Microsodt Otfie Dntesprise 2007 C!n
:

Alteation Kuard

Thoak you for extaling Mioeaft Ofios Erisrpess 2007, You rmost acteate your sxtaliston to by
natie o $he foatres, Ths wieard Wil gide pou Svough the Activaon proces.

®1wtwmw»memmwr Facoomerdad)|
L Twant o sctvaie the saftvere by pelephone

2 4tu thooss not th sctuate 3t S5 tewe, you vy 1n B softaere 24 Tece tines before sony of
e fratres becoes urwasleble. Chck Ml for mere Pfomaston,

qof-br Actlvatlon Wicc"f Close WWW |

Micrpeolt DIFioe ALt

Microsoft 0ffice Dnterprise 2007 1
ng
Acteation Noxd D

Thak you. Your copy of Mérome: Dffics Bnterprios 2007 % actiywosd,
Clogr s restr £ opwen Office prograrrs tn sredle sy unwasiahe fratures.

Vi Mot Ortion Drle m 0ot ree pendoct apdaies, Seln, snd orlne servioes.

Brisagr Sxtavers
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qo-s ¢ ReE Ok 60 f5a 27 |

Cla

Privacy Options Citd

Get online Help
Search Microsoft Office Online for Help content when I'm connected to the Internet

When you search for Help cantent, Office can download that content from Microsoft Office
Online. i

Keep your system running
[] Download a file periodically that helps determine system probiems

Office can download a file that helps track and solve crashes, hangs and system failures,
Dawnloading this file enables tools to solve majar issues with Office installation,

Make Office better

I:] Sign up for the Customer Experience Improvement Program
Office can callect anonymous statistics‘about stability problems, system confiquration, and
features you use most frequently. This information is sent'to Microsoft.to help us improve
Office,

Read our privacy statement

1P R IS EAEEY
E (G EIAC (<]
IO

AP G-

T, GIIEAE @I &S
TiE TS W13

8¢
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IBISIRRAC R

TRCEHATe SAT

(@ Quick Access Toalbar Tite Bar () Close Button
Office T R R ._.-_1‘— -’1
@m S e A e w— v  J
53 :'.. " i WA T BN | covo | ecsoe 880 wsmce ADIE cehie o aeon A Sy
B R e e T L L e D I S (e e & |
i Mad ! —— au -

Window @Un of eacer'y opened doc e

/ o 1Y Recent Dotuments
L] tew _
1 Cemputer World -
_} Gpen 1 War IF Foundaticn -
@) status bar B 3 Gftes2ul) 5
I l G 4 Course Development -
~= 5 ullash -
* Crwate New Ducsmmsis N T £ ulbash -
. Mwnu - -
+ Sawe | docs) mew WORD 2007 exsersion
Sawe As'in wnnous e formas
- Prot ]
Progere for duritration @ pint ’
Swend s Drvedl s/ Aiachrewnts

* Pubdsh in dfferent formen —y
* Close docament e

u Papam
‘:_ﬂ teng »
hs/ Puslish  »

H ;? Close

12} Word Optians || X gt Waed |

/

(D) Qe varins options w WORD: acvd ether 2007 agyd (B) Bt Werd mnd o 2007 aspbeationn
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o NICEHPTTG SIS F& T

o RIT @ FmaT

o (MM N THCIT TS iferT
o IO WO Gfer

o (O Ry Fler w11

o 5@ 4R AC A

o RToT oz Gk Afifes s = aferan
o TTmIR R FAMIMHR

o 7S JI[C FAF g fSfie &=
o RITHT & THAT SES T
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SAET-
RIS €S SRR

TRLFEE GG J?
A ITe TRl G0 ST AR (AN RGPS ¢S | Oft FHedy
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ash ash aut aut aut ave ave ave ava ava ava avi avi avi awa awa awa azu
azu azu aqu aqu aqu bag bag bag gab gab gab gai gai gal gal jar jar jar
jac jac jac apa apa apa aps apo aps apo

A ET ST PG 26 AR O (069 GO 0 518 b |

A quick brown fox jumps over the lazy dog. (92 Sentence 9 ¥ SFEFICIE
itz A to Z)

Toam Sentence «feT I a1 (A T2 FACo ARER, T e Typing
Speed Increasable FiF &T=ICS 2= M7 |

1. https://typing-speed-test.aoeu.eu/

2. https://10fastfingers.com/typing-test/english

3. https://www.livechatinc.com/typing-speed-test/#/

ST

TECEFHEG SANCE IS T4

GHG Peew (Text Selection)

L


https://typing-speed-test.aoeu.eu/
https://10fastfingers.com/typing-test/english
https://www.livechatinc.com/typing-speed-test/#/

AREPTHD SAC
VECEHPIEG G IE TR CH@ GHG PIeere @0 @Pgad 57 | SR e
: (35 THEI (ol FAR #F SIF (FIF SR* IR TR ©F 74157 FF Mee & | &
W 4o w3 aferacs ST o Fiesi® 3= = |

RICS [fegeia P w1 T | 0o fog P siafe (e ==

(TRICT AT

@A (ATF @ BT FACS I ERITT eH 2T5R e e I @rew & 3@
@ 58 1] FACS B (T 2198 WeH Ao e (=@ e |

4 Computer world is a leading IT institute of Bangladesh.

3 e <4

Computer world is a leading 1T institute of Bangladesh. Computer world is a leading I'T
instilute of Bangladesh, Computer world is a leading I'T institute of Bangladesh
Computer world is a leading IT institute of Bangladesh. Computer world is a leading IT
institute of Bangladesh, Computer world is a leading I'T institute of Bangladesh.
Computer world is a leading IT institute of Bangladesh. Computer world is a leading IT
institute of Bangladesh.

<7 P =

IEE @ Ctrl Fr oo FifeFs AT Tog oA 2o e g oet 5
A |

Computer world is a leading IT institute of Bangladesh. Computer world is a leading IT
institute of Bangladesh. Computer world is a leading IT institute of Bangladesh.
Computer world is a leading I'T institute of Bangladesh. Computer world is a leading 1T
institute of Bangladesh. Computer world is a leading IT institute of Bangladesh.

2 =] =+

ZRIT FECAT WPCS IR T SPH | G IICATS (e Shift It Geat T *I0F
TS B few P e Left Button &5 32 |

LS



NECGEHPTHG SFH 2009-205

Computer world is a Icading IT mstitute of Bangladesh. Computer world is a Icading l'/ya
institute of Bangladesh, Computer world is a leading 1T institute of Bangladesh, setfaa
Computer world is a leading IT institute of Bangladesh. Computer world is a leading IT

SeRw e 4T
FIEFS 2FATT B9 fomaa {5 et |

Computer world is a leading TT institute of Bangladesh. Computer world is a leading IT
mstitute of Bangladesh. Computer world is a leading I'T' institute of Bangladesh.
Computer world is a leading IT institute of Bangladesh.

Computer world is a leading IT institute of Bangladesh. Computer world is a leading IT
mstitute of Bangladesh. Computer world is a leading IT institute of Bangladesh.
Computer world is a leading IT institute of Bangladesh.

IS Moy @ G157 (Selection with Keyboard)

%Y s <Al

ETRIF @ G (A PG FAC0 B G IR @0 FIETE @eF Shift F oot <0
Right Arrow B9 | (7 SIT#IFR SR @RI oo ETRIF (A0F ©F AT G0 ST
Eg =R | 9od Shift FF ool T93 Arrow J 519 21 oo g e
2(J | QI A, Shift F Gt Right Arrow 5ritet $R1E O AT @3 Left
Arrow SI7itst SRR I {10 FieeTs =09 |

Computer world is a leading IT institute of Bangladesh.

shift-right arrow

Computer world 1s a leading IT institute of Bangladesh.

% o] <4

ST & FACO RS [T (I =S GG GIOT ([@T) , T AR, HEG I8
T TG TG 2T | (T (@ FIOFS FEMG FAF AN (1R *HAOF PIeTR
TR (T2 FNC AT FACS T | (@ *FA(0 PHeTs T4 TS ©IF BT A7 0T FHE

shift+-left arrow

qo



AREPTHD SAC
AT IR @ @A Ctrl+Shift oret TR 74 *It3@ AW AT o249 Right
Arrow @R oty 993« 3496 Left Arrow 515 | @i Ctrl+Shift ot T939
Arrow ¥ 5191 23 Toft =% e =3 |

Computer world is a leading IT institute of Bangladesh.
ctri+shift-rightarrow

Computer world is a leading I'T institutg of Bangladesh.
ctrl—shift-{eft arrow

T Pieg 4
ZRIT TR WFTO IR [0 APH | G FIETE (e Shift+End FF 5197 |

Corlputer world is a leading IT institute of Bangladesh. Computer world is a leading IT
institute of Bangladesh. Computer world is a leading IT institute of Bangladesh.

IO P

PR (FC@ UGB I GIIS #2 (A [ BRI ATOPR WA FT] T
LTATE 20 #A1CF | [Weoa TrizaellG o S | €11 T3 Sl «fb #7R0 toft Feares |
QI (AT YTOIS LR 2N SRHALF LTS va ARG Spraet T2 |

O
]}l. Bangladesh
2. Inc
3.Pal 1.Bangladesh
4. Bh 2-India
5. Ne 3.Pakistan
4. Bhutan

S.flepal

N\

>, @A (A PR T AT T S A |
3. JET @ Alt @ I @ 2158 Pad T4 Qe G 2158 WMo i I
(=0T e |

O



TGO AFA 009-05
o F13+ ¢ofd (Create a New File)

LIRS GG GG GLAT FA I A PG PR Gy G0 13+ Cofd JF AT |
58 FUTe FLE T FIZT (NGF YTAE F0S AN | (7 (Fq 0oa efernifs swepre
A G0 T FIZE COfd TP |

S, NECEPTRES ST A5 ¢ e New Brers o |

\),'ﬂ

‘ ~
| |7 Gpen

!H Save

|

| 1=

I Save &s >
Il

2. e foraa o «fh T B2 WP | @9 2t Blank Document Fierg
ea ferab q5ee T =+ 1 (Under Templates, you see options you can

use to create: If you are connected to the Internet, you also see
templates that are available from Microsoft Office Online.)

"= — T e |
= =T N et Tes Tukas P & gt ») | Blank decumem
| s ek vomant
| 084 Tae ‘_—-)3 Blank and recent
[l L <

\owwce -er'J e peg 8

of 71
(=)

©. TOT (I ST (T |

R



ARCFPTG A

§ A Mo
pat | Asptcrt ARBNG AaBbCe R
LYY ntegl  seasagi . Dwap

.

“ragm ot Wy | T e ]

8. WA TATGA H ©=F FH[Ae BT FIIFA(G(P OO &) FRAH TP | (TN
: G5 TP TPEID (A 27 OICS PR O TYE F4I T | 2RSS 5T ALK
AT TS A | (T CF@ Save FACST LT TN ©f Fewo 0o AN |

¢. IEC FIER FCI WCER o= SRIEr 512 FACS A |

World Information Technology Foundation €3z II¢ (A= THR (@57
3 | <A 512e % 387, 414 Muktobangla Shopping Complex (3™
Floor) FIM¢ @it TBR @3 F¢a forgd Mirpur-1, Dhaka-1216

S W, o T

%‘Jﬂ R
ST veewe 1= Doet ot Pate b P [V —re
N 5 e v 0+ AT THE S e ]| et o ASBDC AVEBEE
e LT I S N R 8 I e
- i . -
=3 )
[~ O — — —_ - - I - = )

World information Technology Foundation
387, 414 Muktobangla Shopping Complex (3" Floor
Mirpur-1, Dhaka-1216

G T e AR BIRAFS CTIGCET TR o To 20 | @1 «fo o
T |

Q9
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F13 Fw (Save a File)

Y GHIG TP FIZT (TS T T O O[F &) G0 (FTI*I P FACO = | @
: A BIRET FACHIAT TCTF G2, ((HeTF EeE, e wekr vy @
CETITRIC IR0 FACO AT | A HRAT T© (@ T G @A Pieerg Face
AT | IF & (I 0O AGAGTS (F2 | 8 @ @I (TS T4 = (12
T e A= veicd | (When you save a file, you can save it to a
folder on your hard disk drive, a network location, disk, CD, the
desktop, or another storage location. You can select a location as your
need, no bindings for that. Which location did you save, remember that

only.)

fote afeft Sepme wea @it T F1&+T 7w T+ | (Do the following in
these 2007 Microsoft Office system programs.)

S, RS ST A0 (T3 e |
3. Save ferg 3% 1 (Click the Microsoft Office Button and then click

Save or Keyboard shortcut to save the file, press Ctrl+S) wig=fG
SRR (TS FACS HIZC GG 1N e ¢Te 900 27 |

©. fea bafbe e «afh To7 Bare! wiPiE | @it File Name-«3 &iRei @ «ies
FIIA (TS FACS B (12 N 512 T« | @ :World 1T 5129 T+ | @31
Save 30 75 a4 |

q8



ARCFPTG A

' ™
9] Save As .. = [ﬂ_hj
(}@vl [E » Libraries » Documents » v I 5 | | Search Documents L l

Organize v New folder 9=z v @
Jé Templates * -
Documents library Arangeby: Folder ~
Includes: 2 locations
¢ Favorites =
I Desktop Name Date modified Type
[ Downloads [} Adobe PDF 9/3/201312:46 PM  File folder
] Recent Places [} snagit 9/3/2013 3:57 PM File folder
[J} Updater 9/3/201312:49 PM  File folder
(& Libraries &) Computer World 9/4/20131245PM  Microsoft Office ...
[ Documents 6] Worl IF Foundation 9/4/201312:45PM  Microsoft Office ...
Jl Music
= Pictures a2 i | b
File name: @rldD vl
Save as type: M)rd Document vl
Authors: WITF Tags: Add atag
Save Thumbnail
(4 Hide Folders Tools ~ ( Sawve j [ Cancel ]
" ‘:E A

8. TR FIZT AFST (TS (AR F41 O @RIF &y H12CHaT A g | 7
T (ST VNGZ AT B ST TR AP (T 2(ICE |

CANEEREED -, - N WorldIT- Microsoft Word - NS

| Home | Insert Page Layout References Mailings Review Wiew Add-Ins

[E L \‘5-’,"‘3'7 slo |'A-;4|1‘|';;T§57,i—__;‘||§§ ;’:“@ﬁ 8aBhCcDC 8aBbCeDe

=3 Cobv

T RS T I L e w0 oM /e Close BiEE w0 e
@e 363 e |

é_v.;/ Publish »

i

ootor
JICICTT MG Save I AT Fa00 Ctrl+S &7 T |

e
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F12+ fog e sR@we 41 (Save As)
GG TP COf AR 2R ATISICS EIBIE IRAAG Il {eaers T e = |
TS T TFCFOI 5% @0 FREE 3 KA T4 &) IR Sy [T el
A @ACS A | @ : Biography =1t «afl 121 Cofd 0= | G o1 [BRoT
AfFTET 41 Qe , 5 @2 TG 59 @re Toq @ TR0 AR F90S 517 |
>, TR Sro T2 |
3. ST I6CT fge e Save As F-ive e |
©. Save As Dialog Box =713 | File Name Sre=! Sticeis <G ew+q 33 |

G S @0 T e Save 6 5 T |

@J Save As Léj

Uu Y, 'j <« Local Disk (C) » Users » P » Links v I hes | I Search Links R l

Organize v New folder = » @

=
-~

G5 Microsoft Office W— Name Date modified Type

Jj Templates ) Biography.docx 1/23/2014 12:20 PM  Microsoft Office ..

{28 Desktop 12/7/2013 3:54PM  Shortcut
@B Downloads 12/7/2013 3:54PM  Shortcut

¢ Favorites
[& Libraries
14 Computer

&, Local Disk (C3)
a Office (D)

- < " 3

File nam@aphy&rrecﬁon@ v ‘

Save as type: IWord Document (*.docx) he

Authors: P Tags: Add atag

[] Save Thumbnail

‘ Hide Folders Tools (1 Save DI Cancel

ToA FIC TG Save TA |
PO TTo/RTHT T4 T3 9o I3 ©f W@ foraa J=Ey
ST @I -

S-S AW NRCFPTRFG SF GATC G AT NG (TS /TRATF | FIReA(6
ST FACS B SIRC EA - eIa1 S et T2+

R\



2RIT | TRIGFPTFL S ST GF N A Tt A AT
@WW @y
e‘lﬁﬁ?ﬂfﬁ?&?w ] e '

J Tarnat Parser

8- (AT S#FF AT G0 W‘*T@ ezmm G m—/w\zrm
4 TG @ ETH A2 @ EE0 g e | G ———

&-IE @9: Document T 9 (T I3 (@R 12 &t Document @ &
PR | G917 06T 2RCS (TR I YT EICPE CTS /ST | ISR BT
GOTCE | G (MY ICHT TIF 2047 M B 57 GO0, 3K A AGA0s 56
T APEE FIBHAD (@ TN CTS/FRTT 1 A (12 NG 1Y | T @T4= 7ed
AT (TS /T FA[ FISHAD PIEIE CF ST ICHT I AT 067 00T @ro
aﬁ‘ﬂﬁt—%ﬂﬁw mmwmm—/w\wqum%‘%ammcm|

Sl - SISET €teis FEfz Document

neiudle

Wi 1234567890
W1 Graphic Question
%] Weekly Report

T FIRAG 9o FCS b7 &
FIRABF TN 1 | A
i <% 13 o1 kol
" e Locai Diak (€3 I (TS FCF AT
Y 1R | TS TR 2 (@ FILAD ST A0S B &
S FEACCE FIeTg w0 G0o B0 f5 T |

1 i | '
File name: - GRA nte - |
teole  ~\ | ©pen |+v| Cancel |

aq
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fors fRf$® orat (Previewing a Document)

THCAD [T T A7 GI6T (I 2 S (ARIF &= NPT @A Print Preview
T G5 FAG AR | AN : (FECPEGE Preview IR &= S 60 55
3 Print 2t Print Preview Fiesig e |

D Preview and print the document
Newy
{ ) Print
— !EE Select a printer, number of copies, and
/71_7 Open other printing options before printing.

Quick Print

] Save Send the document directly to the default
- printer without making changes.

rint Preview
Preview and make chahges to pages before
rinting, k

[ word options | [ X Exitwora ||

@3 Print Preview Window €099 &3 | 575 355w 379 GHeroio (7l FToR AR

-

Al LR Y ROl G O iy e |
3
- “,‘
I IS -— - Py s



ARCGFRD S
G TS (g (AL ATE 20T TF GO NG (55 e | TTF T (56 Bl

SRHGF IC WP (AR | 9919 55 (A Close Print Previewdow &% w6
AR I |

wers &% <4t (Printing a Document)

TIHCID A5 1 G0 =G AT | TP 276 AR T ISR I =6 IR
THCABOCP AT FACO AT | O O Aol f6© =0 oy Srsieiiet frBer ey ey,
IR 6 7 1 I 2o IS N T4 2R ACE O 2T IS eeTe TS @ =0T

T | THCTH T I S S A6 596 30 Print-« 56 3591 |
= 4

D Preview and print the document
Newy

( 4 Print
b1 : :
— ~ I Select a printer, number of copies, and

/7 Open other printing options before printing.
="| Quick Print

L_{ Save 3, = Send the document directly to the default
x printer without making changes.

E:g Print Preview

. Preview and make changes to pages befare
printing,

P oo
Print Dialog Box €7 23 | @41t @@= Options Pieeig e |

fForg BT e o A foram TRty o= @@ =
Ctri+p(Print)

v = - ~
Print v
Printer
Namet @ \\AdminPC 1-PC\HP LaserJet Professional P 1102 | Eropertics |
Statug:  Tdllm | Find printer..
Type: HP LaerJat Professional £ 1102w
Where: Usn001 | Print to file
Commenti / (7] Manual duplex

Page range Copies

°¢ <> Tt mh—r nrmp. 1 )
= ,I |

Type page numbers and/or page
ranges separated by commas counting
from the start of the document or the
wection, For example, type 1, 3, 5-12
or pinl, ple2, pled—pind

Print what: | Document 2oom

[x]
Prnt All pages In range ‘ - l Pages per sheet: 1 page
Scale to paper sizel | No Scaling g

i Qptions, ., ’ Cancel |

s
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1 | Printer Name: fe%5w Device @3 91 fSit1g F0® 207 |

2 | All: S5 @3 w7 (1R T2 e ey All Piesig wece =03 |

3 | Current page: ¥R T (7120% AR @ (o801 & I =7 Current
page | S @ TP SRy S (AR(s 26 s &=y Current page
TR a0 =09 |

4 | Pages: W2 330 (2@ 2% <419 @y Pages Presi® a0 =1 |
@T: G AR THCTD @ TG do Bf (o8 W(R, [ A @ (o8&
&t T2l A0 G (AiRereteT Srge 3 e 1,3,6,9

5 | Number of copies: &f$ (i35 T % i Face 519 @ Fmifs e
3 Tt =3 |

6 | Collate: Collate Fe1g =3 a4 ©FT | (PR 41 AT @16 Sg@iar
fei% 209)

7 | Pages per sheet:9 5w 1 Page U</ ©F |

8 | Scale to paper size: ifzar S (2% AR PIEIF FACO (A |
Standard (A4).
e Pl PAAG =G (16 0K 3% e fre =eaq(3W frbra e oF ¢3ea)

WCTFEW Encrypt 3t

THCHR farel @ wwgrd [Ew | SN e SR St swged e
G FATHIE P R | AP CFCA GFE PPICOE G TS GRS BT =y
(FINCAC O §f¥ 20 A1 | MECEPRS W6t Encrypt Documnet So=i« 5=
I YT ITRGE G AP (AP @FRIR AN A |

>. ST @ TFCIBHTS TR e QRS TF THCNH Save T |
3. S G0 53 P |
©. S (7 Prepare 2t Encrypt Document-« 35 3@ |

bo



AREPTHD SAC
@\Hw-vi;_"

D Prepare the document for distribution
New =
@ Properties
— a View and edit document properties, such
/7 Open as Title, Author, and Keywords,
% Inspect Document
|! E Save Check the document for hidden metadata
» or personal information,
= Encrypt Document
H Save As b _rj;rease.the;s_ecurityvo'fweudocument‘by i
= gdding encryption.
-

Restrict Permission

Grant people access while restricting their  »
ability to edit, copy, and print,

Ensure the integrity of the document by
adding an invisible digital signature.
Send 4

Prepare. » 4 [Ty Add a Digital Signature
ES

Mark as Final

Let readers know the document is final and

—Z Publish > A make it read-only.
)

=i % Run Compatibility Checker

Check for features not supported by earlier
Close versions of Word,

[@ wWord Options l [X Exit Word l

8. Encrypt Document Sty U35 BRI I8 €7 =04 | @<t Password e
3o Password ™ Ok I 5 34 |
z Encrypt Document M\

Encrypt the contents af this file

assward:

ceres ) |

E‘Eﬂtim‘r!'ﬁ-'uu lose or Forget the password, it cannok be
recovered, It is advisable ko keep a list of passwaords and
their corresponding document names in a safe place.
(Remember that passwaords are case-sensitive,)
. ¥

ik [ Cancel ]
—

€. Confirm Password It Tgq WS CRE 7 WPRd | Reenter
Password 3t Password-fG 5@ 512+ @ Ok 3 |

bd
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Confirm Password [ ? ﬂh]

Encrypt the conkents of this File

Caution: I yvou lose or Forget the password, it cannat be
recovered. It is advisable to keep a list of passwords and
their cotresponding document names in & safe place.
(Remember that passwords are case-sensitive.)

(’ K )[ Cancel ]

e

b, IEC @F Ctrl+S @7 I FeaAbE 7T Save F | 7[eed File-
Close 32 | @319 2feI| FIZAMT ST 419 7N A== (et Password-o
TS 2(F | ATAR FIHA (AT 789 20 7 |

oopt

Password 3w s Sz Glag Prepare (2t Encrypt Document-« 5% <2 |
Encrypt Document ©RIET I3 ST | @RIt Password e 5% 363 Arreare(s
= e Ok J5ea fFs e Ctrl+S e w12=15 Save 4 |

A9

Formating and Editing

ST R ST SLGIREE SHACAGAT NRCGEOTES S GC FHCH SR O G3(5
LIFEIT TR 2R Gk (@RS AF IR 949 F FARDS 7 | Froig G STqe
TSI (O FACO 2 O (RIF &) 2BS JCACRA | @ S ST 119 oy e
I NG IOF G0 TFCACHA G T0, @I (6-TC I, GeNEATD
T TSI ARS 1 T GR FrOICT TGS NS FJe(Cq Afeers 1 A7 |

fafs §=a@ (Mini Toolbar)

GMC 2009-9 AfF TgF TRF | U FeRICH TR JIRFFEN ARE TS 2ATAGAT
FET FACO AR | ©CF FU98 FU98 U A - A8 M 20O AT | (&
@ PR T I 0T 2ACTDIET ST QEPIOIF (T TR | WS ATV [P PR

R



AZFPET G
I SRHGFA T T 1 RITT WSH UFp TAF Gl FaC© APCR s A8 AREa
20T ST |

sutonnyMl + 13 - A0 47 Ay of

BIEW-A- &

-

QLT (AT @R T0 AR, TG, DT, GFISACTD 295[W BIer 4F TRCE2 I
R | QR (@ PAMCKCE AN A EICET AGRETS (R B Py wwrgeief e |

Home T/5719 @8 Font Group @< o1& 73R 9T 441 =1

Cut, Copy ¢ Paste st

GACE P& FAR (A THCAT (OfF AR I PR (T I[AR TR ATAE = |
SR FLAEG FTRICF I3 FIF (AT O JICH FART, 5 [ PR ETRIE 92 B
G ARG = | N @ SIS Y9 FLER A1 78 | oo elfer s sepre s
G THCACT G LRACTF SIS TN 26 |

>, GG o B3 fCha Tetetl 5124 =+ | Being started in 1998 Computer
World has now become the largest IT Education and Training
Institute in Dhaka. It has the affiliation for conducting nationally
recognized Basic and Diploma courses on IT. Recently, Computer
World has extended its service including Professional Video Editing.
We also provide Diploma in Computer Science under World
Information Technology Foundation, Dhaka.

3. R @R GG = 5T #1127 PeeTs T4 @ Home 57w Clipboard
Command Group ¢t Copy-¢s &< =121 Ctrl+c (27 3 |

ot
LR F =
o |

Lasoni)
i POt R BT TRU S S S U

— Y )
19948 owputer Woeldhas sow become the largest IT Education

a1
5 oo

Helug sarted o
md I

reca

Diploma
Diaks

©. G319 AT (T IR @0 B (@ e |

b9
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Bemng started in 1998 Computer World has now become the largest IT Edacation
and Traming Institute in Dhaka_ It has the affilkation for conducting nationally
recognized Basic and Diploma courses on IT. Recently, Computer World has
exteaded its service including Profcssions] Video Editing. We also provide
Diplomsa in Computer Scicnce under World Information Technology Foundation,
Dhaka

/

8. Clipboard 2t Paste-q f&% ==31 FIEE @cF Ctrl+V @7 9 | 3
SR B TR @RI QLT S G IR TR 2R T 2CACR |

Bring dacted in 1998 Compter Werld kax now become (be leped [T Edscatum
sasdd Traitiery Bastitae i DOaka. 1 as the afliliation for cotadooting satieally
recoguized Basio and DXploans courses oo 1T Receatly, Cotnpater Workd has
exteodod i3 servioe leohuding Frotessicoal Video Editing. We alo proside
Eaploams o Comguser Sehinee soder World [nformamion Techmrlogy Foundation,
Dhaka

Compater Wookd
£y

¢. 997 92 @ERIT Cut T T JH TR &5 ERIT S Pieei| e« @R

Clipboard ¢t Cut-« 5= ==iar Ctrl+X @1 sp« | (r3w ComputerWorld
TR 9 (7R |

T s ettt et ottt .t et et e ettt ettt et

'é | i 1 ) ) i ) 1 | r|

Being started in 1998 Computer World has now become the largest IT Education
and Training Institute in Dhaka. It has the affiliation for conducting nationally
recognized Basic and Diploma courses on I'T. Recently, Computer World has
extended its service including Professional Video Editing. We also provide
Diploma in Computer Science under World Information Technology Foundation,
Dhaka

|~
Y. G IEC (AF IEFAR TOF (@A I T FPRDG Wva e 7 A0z |

@2 Clipboard 3tz Paste-« 55 ==&t Ctrl+V @1 3 | (g === Cut
1 @RI 271 50T GOTCR |

b8
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Being started in 1998 Computer World has now become the largest [T Education
and Training Institute in Dhaka. It has the affiliation for conducting nationally
recognized Basic and Diploma courses on IT. Recently, Computer World has
extended its service including Professional Video Editing. We also provide
Diploma in Computer Science under World [nformation Technology Foundation,
Dhaka.

|

Computer Warld|
B

RS 3% w4 (Alignment)

Faars Alignment *tws =i¢ =evz I w41 | @aice Alignment 5= w6
THCICH TP ©ITe, T, (TS MR Qe e Sl 507 A T |
8 FAGLET @@ Home B7itad Si&e Paragraph Command Group-«4 2t |

Page Layout References Review Wiew Add-Ins

2 home | mnsert

Mailings

o | = === =
ﬂﬁ dejCit [sutonnyM) -l -|A A'] I[=
=3 Copy ;
Pafte < Format Painter [ BiLa( U sz abejf .41 Aa'HaP—'Zv A'I =
Clipboard E} Font E] /i Paragraph

fea Align et (g |

Dachond Plams (108 4 copy of mry resare, which exhitets sy oataasve coperiens (o
sdeniirnve Masagoroond and Comgpber Operatiaes 1 bediove ooy Milinry experionce
ke e patcnl ity shverg cendidate (o o puosilion be yoer fien bevsine i1 hus wede
rec extranrds scif-dirockad yet ot the warac ime. shic 0wk well o part of 3 bigh
perfoereans tean
b B Lent Ngnimerd

Endiosad IPhase Ind 5 copy of moy reasemw, witich exhihis mry sntcssrn oparsres in

sdriistrmive Musagonas and Compator Opestioos | fleve try MATEey esperiass

b one parthauly atrong candhbare Sar @ pesithon i your i hevanss It has ade
e galrore ks sl fdirtod yor o O sane Grae, 55 b woek well s pant of o brigh
perferreas: team -

& cmter ARgrenmet

Erxlosal Meme find 2 vopy of sy cosisee, whseh onlefeds 1y coleesive gt m
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i34 Width: [1.33° = [ijj Distribute Columns]/V

Cell Size M3

Distribute Rows & Columns: @3 J& =tz 1ore (Distribute Rows &
Columns) 123 5% I TR GFT, (@ IR I S 41T |
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2 Height: 049" 3| HF Distribute Rows }
= Width: 133" 4| T Distribute Columns
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Alignment (Align, Text Direction, Cell Margins):
Baa A= i

—

HEE =
Text Cell

= = = Direction Margins

Alignment
Align: 9= F7& 0 G 0 T SIS WS THICAT SIRgIee [T | (s =00 A
T 0T TR, T2, 05, It S4_1 310 |
Ei=3 | A=
=1 = = dire. =

Alignment

irection Margins

Text Direction: «3 e 20z T I @7 SIS [WWe s g |

Cell Margins: @3 Fier 20 drorais EF-93 WU gaft AR fae e <=1 |

BlEsE A=

= = = =
e

=l =l =l pirectio

Alignment

Data (Sort, Convert to Text):

Al | =
Zv | 8=
Sort Convert

to Text

Sort: Mg @ T “FRAYT” A "SFETFIRE” ST T B CIETCS
(RPN AR & “Sort” AR 41 = | GF G FIA 21, I PIeeTs
A (T, O Sort @ fgs w41, ¢ty Ascending @k Descending 4G s«
T A, SAEPIICE 89F (e s sreics vigeet Ascending @<k &6 2t ©oita
Arerce 512 Descending Fieeig 3@ Ok J16G i S0 (el TME (RIS
BT TR |

7

Sort
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Convert to Text: TR UK <=t S e vy @1 QTS AR &5

“FTOB § GHG” T2 T 2 | —
Convert

Table-1 fo Text

Course Name Professional Office Management

Software Name Microsoft Office

Application Name MS Word MS Excel MS PowerPoint | MS Access

Duration 25 Hour 15 Hour 6 Hour 7 Hour

Internet 4 Hour

Review 3 Hour
Table-2

Diploma In ICT(4 Years)
Student’s | ns Office Graph|c Auto CAD |Web Design Htardware 3D Studio
Name Design Maintenance| Max
6 Semester | 6 Semester | 6 Semester |6 Semester| 6 Semester 6
Semester
Session

Zaman 2010 To 2014
Rifat 2013 To 2017
Ayon 2009 To 2013
Kajol 2010 To 2014
Rita 2013 To 2017

dov
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Table-3
Tabular Sheet
Assets Liabili,ties an.d
Date . Prepaid = A(::vg::;ts qullt.y Remarks
Cash Furniture Rent Payable Capital
01/05/2019 =
05/05/2019 =
08/05/2019 =
Total Taka =
Table-4
T-Shirt Order Table
Customer Name
S M L XL XXL
ABC T-Shirt House 650 250 500 50 35
Rongila T-Shirt 450 600 540 350 60
XYZ T-Shirt House 850 450 550 330 30
Checked By Store Manager
Table-5
Taka
Balance

Amount Details | Receipt No.

Admission Date
Signature

pYo)>)
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Voucher
Computer World

Muktobangla Shopping Complex, 4®Floor

Mirpur-1, Dhaka-1216.

S/N. Description Amount
1 Processor Intel Core i7 27500

2 Desktop RAM DDR4 8GB 5800

3 Mainboard Gigabyte 7000

4 Graphics Card 4GB 8000

5 Power Supply Value-Top 200W 900

6 Casing Delux ATX 1800

7 UPS Digital X 650VA 2450

8 Havit SK486 USB 2.0 Speaker 350

9 Google Chromecast 3rd Gen TV Card 4000
10 Webcam Logitech C170 AP 1600
11 Microphone Havit M80 Vertical 400
12 Pen Drive Transcend 64GB 1050
13 Internal HDD WD Blue 500GB 3600
14 Memory Card PNY 32GB MicroSDHC 600
Total amount: 65050

Money in words: Sixty five thousand fifty.
Leen Monir

Signature of the customer

ddo

Seller Signature
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House Rent Receipt

<House Rent Receipt >

Receipt No....... Date..../.... /.......

Received From............... the amount of S..cooovieiiiii

FOr PAYMENT OF.....eeececc et re et e sne s
[ (0] 1 1 O L0 J

Payment By:

W-Cash Total Amount to be Received | $ ----------------

m-Cheque No Amount Received R

H-Money Order Balance Due  —

Received
By L s ( Name)

999
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Credit/Debit Memo

Credit/Debit Memo place your logo here

Your Company Name
Address

City, Street, Zip code
Date: DD/MM/YYYY
Memo Number

B Credit [ Debit
Coming From: Going From: Invoice
Name: Name: Number:
Address: Address: Order
Phone: Phone Number: Number:
Sales
person:
Item No. Description Unit | Quantity | Total
price

Total Amount | -

Approved By

THANK YOU FOR YOUR BUSINESS!

MR
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Picture, Drawing and Word Art
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= [ raNeE [ = 4
S = e il
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Page~ Page Break v Art v
Pages || Tables | Illustrations

3. GG BRI I ST =CF | GRICT S# Pictrure-«3 Location 4o <4 |
@ A wHqR Picture-T Mycomputer-93 D: giZte I@CR | &+
Mycomputer-43 D gi2e (s FifeFs Picture-fo &= 3@ Insert a6
55 o9 |
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=T P 2iAce Logo-b% 31t ey qrefe fog sl wiczce | «1iw Crop Gees Sipes
AL THGF I (< |

foatE Resize =t

THeACs Image-G& Insert 9 7/ (1 (=16-3% (Resize) FIF ARG *0O AT |

Resize Handle 35927 33 437 =& (@ 3 30 {231 Shape-& @5-3¢ 41

|

. @ Imagef® Resize T911 A& ©IF ToI7 G g5 e |

3. Resize Hande emf¥fs =@ | @38 @Ws (=5-3@ Fa0e v @Ifveea Handle-
« 5 3@ gt 74 (oa ) |

298



Rotating/Resizing the Image

JCe AR Image I Shape-& Fe (=15/3% a1 Rotate (=T IR
2EATe 7Co 21ed | [ eee oaft g | @« Image ar Shape e e w419 o=
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Rotation handle
A

Resize line art

Resize image

foats Rotate =4t
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I @Mce Rotate 341 etare Gives i35 3 @i s+ | (3= Imagef Rotate
& (oa 1Y) | goIT O 3 AT @ T e W6 59 I Gl I T9p P
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mouse click
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2. 2RA TR 5 T | Format <ty a6 Contextual 5519 Stoi 203 | 775 F e
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ToT@a A0 T RS (Wrapping Text Around the Image)
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We cordially invite you to attend the celebration of the 16th anriversary of Computer World, which will
b held on Wednesday, November 277, 2013 ot 5:00 pm o1 Rupashi Bangls Motel | Ther will be o song
and dance ped by star and Codelwate, The detiied progiamme is as foBowy:

5:00 pen - Opuning Speech by Chalrman
5:15 pent - Speach by Branch Directors
%:30 pm - Performance by Celebrate
7:30pen - Butfet

S:00pm - Programma end

We would be hanoced by your presence at this celebeation.
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A—A@ Officer
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Daar Farzana Akhtes

We cordinlly lewite you to sttend the celebeation of the 16th sredversary of Computer World, which will
be held on Wadnasday, Novamber 279, 2013 at 5:00 pm at Rupashi Bargla Hotel . There will be a sorg
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Dear Niamwl islam

We cordially invite you to attend the celebration of tha 16th anniversary of Computer Woeld, which will

be held mW 2013 at S:00 pm at Rupashi Bangla Hated . There will be a song

Dear M. Saiful Idam

We cordially invite you to attend the celebrstion of the 16th anniversary of Computer World, wiich will
Lo held oo Wedresdey, Novemnber 27% 2013 at 5:00 pen at Rupasdé Bangla Hotal . Thare will be a song
wnd darce performance by star and Celebeate, The detailed prograenms Is oy follows:
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MD. FARUK REZA

Mailing Address: -

as8/2, (2™ Floor), Barabag, Mirpur-2, Dhaka-1216
Phone no: 01733...802
E-mail: farukreza99@gmail.com

Career Objective:

I would like to work in an organization where i can utilize my knowledge and
skills and can improve my professional skills for personal growth and resultant
organizational benefit.

Special Qualification:

#aAadvanced English Proficiency.
#Touch Typing {above 60wpm).

Employment History:

Total Year of Experience: 3 Years

1. Trainee (1 January 2016- 31 December 2016)

World Soft BD
Department: Digital Marketing

2. Admin (1 February 2017-31 January 2018)

Computer World
Company Location: Mirpur

Responsibilities:
Content Writing and Digital Media Operation
Academic Qualification:

Exam Title Major Subject Institute Result ,HF,'::; Duration
MSC Chemistry Mational University CGP;’E out | 5p16 1
- - - - CGPA: 3.38
BSC Chemistry National University out of 4 2015 4
HSC Science Dhaka College CGPA: 4.11 2011 2
out of 5
s5C Science BCIC College CGP;’E“ aut | g z

by (g
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Training Summary:

Training Date Topic Institute Location Wear Duratiomn
Digital Markating Stmgr”kdeﬁ_l'g'“' Warld Saft BD Dhaka 2019 72 haurs

Career and Application Information:

Looking For
Availabla For
Expectaed Salary

Prafaerrad lob Category :
v

Fraferrad District
Pralterrad Caur\try

Fraferred Organization H

Specialization:

Entry Lewvel Job
Full Tirme
Tk.20,000

Education, BCS,

Austria, Canada

Educational Institution,

Bank & any types of subject
aelated gowt. or non gowvt. job.
Chattograrm, Curmilla,

Cox's Bazxar, Dhaka.

Ministry of gowvt.,

B Othaer private organization.

cnline marketing
English (Languags)

M5 Word/Excal/PowearPoint/QOnenote

Teaching/Training
Mansgement

Cigital Marketing
Content Developmant

Fields of Specialication

Extra Curricular Activities:

Travelling, Exploring, Content Writing.

Language Proficiency:

Fresent Address
Parmanant Addrass

Barabag, Mirpur-2, Dhaka-1216
Uttara, WUttarkhan Molla Para

I o g o Reading Writing S peaking
Enalish High High High
Bangla High High High

Personal Details:

Fathar's MHNarmea : Maklasur Rabhrman
Mother's HNarme : Zohura Rahrman
Date of Birth P duly 21, 1995
Sandar : Mala

FMarital Status//- : Single

rlatiorality : Bangladashi
FRaligion : Islam

Currant Location Cihaka
Rl e e :

- Frasfaramyoas: O il Frafoaramoos: O
Fame DB Ramhman T Or. Xyzx Deas
Orgmrmizatiorm P HYE Foundation D IUEaT

Deasignastian
Addreass
Phaone (Cff.)
Plalbaila
Eriail
Falation

R Admin
: Mirpur

POOO0 0000
t111111111

Aborahirr e n s arn sl oo

P Acadermic

P Coardinmtar snd Fsculby
D Mirpur 10
FERRGERERERG
FEETEIIS

=y Edas@armail,com

r AScadermic

Sigraturs

0qY

Crata s

Bank
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I would like to work in an organization where I can utilize my knowledges
and skills and can improve my professional skills for personal growth and
resultant organizational benefit.
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#Advanced English Proficiency.
#Touch Typing (above 60wpm).
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Total Year of Experience: 3 Years
1. Trainee (1 January 2016- 31 December 2016)

World Soft BD
Department: Digital Marketing

2. Admin (1 February 2017-31 January 2018)
Computer World
Company Location: Mirpur
Responsibilities:
Admin of all sorts operation and management
3. Digital Marketing Executive(1 April 2018-31 March 2019)

World IT Foundation
Company Location: Mirpur

Responsibilities:
Content Writing and Digital Media Operation
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Exam Major . Pass. .
Title Subject Institute Result Year Duration
MSC Chemistry Jeational CGPA: 3outof4 | 2016 1
niversity
BSC Chemistry National CGPA: 3.38 out 2015 4
University of 4
HSC Science Dhaka College CGPA:O?.511 out 2011 2
SSC Science BCIC College CGPA: 4 out of 5 2009 2
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Looking For : Entry Level Job

Available For : Full Time

Expected Salary : Tk.20,000

Preferred Job Category : Education, BCS, Bank & any types of
subject related govt. or non govt. job.

Preferred District : Chattogram, Cumilla, Cox’s Bazar,
Dhaka.

Preferred Country : Austria, Canada

Preferred Organization : Educational Institution, Ministry of

govt., Bank & Other private organization.
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Preferred Job Category fotd Sitare 2t Tab @t F%+: Education, BCS,

Bank & any types of subject related govt. or non govt. job.

Preferred District fcs SIE€ 2t Tab Pt FF=: Chattogram, Cumilla,

Cox’s Bazar, Dhaka.

Preferred Country s Stare 2t Tab @ 3%+: Austria, Canada

Preferred Organization Types #ca Scare 2t Tab w27 w2 Educational

Institution, Ministry of govt., Bank & Other private organization.
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Reference: 01 Reference: 02
Name : ABC Rahman : Dr. Xyz Das
Organization : XYZ Foundation : IUBAT
Designation : HR & Admin : Coordinator and Faculty
Address : Mirpur : Mirpur 10
Phone (Off.) :000000000 : 66666666666
Mobile 111111111 1 77777775
Email : : xyzdas@gmail.com
Relation abcrahman@gmail.com : Academic

: Academic
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MD. FARUK REZA

Mailing Address: ==
88/2, (3" Floor), Barabag, Mirpur-2, Dhaka-1216 3

Phone no: 01733...802 y
E-mail: farukreza99@gmail.com “

Career Objective:

I would like to work in an organization where i can utilize my knowledge
and skills and can improve my professional skills for personal growth and
resultant organizational benefit.

Special Qualification:

#Advanced English Proficiency.

#Touch Typing (above 60wpm).

Employment History:

Total Year of Experience: 3 Years

4. Trainee (1 January 2016- 31 December 2016)
World Soft BD

Department: Digital Marketing

5. Admin (1 February 2017-31 January 2018)
Computer World

Company Location: Mirpur

Responsibilities:
Admin of all sorts operation and management

6. Digital Marketing Executive(1 April 2018-31 March 2019)
World IT Foundation
Company Location: Mirpur

Responsibilities:
Content Writing and Digital Media Operation

Academic Qualification:

Exam Major . Pas. .
Title Subject Institute Result Year Duration
. National .
MSC Chemistry University CGPA: 3 out of 4 2016 1
BSC | Chemistry |  National 1 ceph. 338 0utof 4 | 2015 4
University
HSC Science Dhaka CGPA: 4.11 out of 5 | 2011 2
College
SSC Science BCIC CGPA: 4 outof 5 | 2009 2
College

obq
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Training Summary:

T"g::'eng Topic Institute | Location | Year | Duration
Digitgl SEO and Digital World Soft BD Dhaka 2019 72 hours
Marketing Marketng

Career and Application Information:
: Entry Level Job

Looking For
Available For

Expected Salary
Preferred Job Category

Preferred District
Preferred Country
Preferred Organization

: Full Time

: Tk.20,000
Education, BCS, Bank & any types of

subject related govt. or non govt. job.

: Chattogram, Cumilla, Cox’s Bazar, Dhaka.

: Austria, Canada

: Educational Institution, Ministry of govt.,

Bank & Other private organization.

Specialization:

Fields of Specialization

Online marketing

English (Language)

MS Word/Excel/PowerPoint/Onenote
Teaching/Training

Management

Digital Marketing

Content Development

Extra Curricular Activities:
Travelling, Exploring, Content Writing.

Language Proficiency:

Language Reading Writing Speaking
English High High High
Bangla High High High

obbr
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Personal Details:
Father’'s Name
Mother’'s Name
Date of Birth
Gender

Marital Status//-
Nationality

Religion

Present Address
Permanent Address
Current Location

: Moklesur Rahman

: Zohura Rahman
: July 21, 1995

: Male
: Single

: Bangladeshi

: Islam

: Barabag, Mirpur-2, Dhaka-1216
: Uttara, Uttarkhan Molla Para

: Dhaka

Reference:
- Reference: 01 Reference: 02
Name : ABC Rahman : Dr. Xyz Das
Organization : XYZ Foundation : IUBAT
Designation : HR & Admin : Coordinator and Faculty
Address : Mirpur : Mirpur 10
Phone (Off.) :000000000 : 66666666666
Mobile 111111111 177777775
Email : abcrahman@gmail.com : Xyzdas@gmail.com
Relation : Academic : Academic
Signature Date:
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M

cammy254@gmail.com
Mobile No:

202-555-01.

Location:

New Youk, USA
Linkedin:
linkedin.com/in/cammy
Skype:

cm.cammy

SKILLS:

SEO

Public Speaking
Negotiation
Teamwork

Decision Making
Research & Strategy
Outbound Marketing

LANGUAGES
English

Bangla

Spanish

00000

WORKING EXPERIENCE

Business Development Manager

AirState Solutions
09/2014-06/2017 New York, USA

= Successfully managed $2-3 million Budget projects
and successfully achieved the project scheduled
goals.

= Developed and implemented new marketing and
sales plans and defined the strategy for the next 5
years.

= Reviewed constantly the customer feedback and
then suggested ways to improve the processes and
customer service levels which increased the
satisfaction rate from 81% to 95%.

Business Development Assistant

AirState Solutions
08/2012-06/2014 Chicago, USA

= Increased the customer satisfaction rate by 25% by
improving the customer service.

= Planned, supervised, and coordinated daily activity
of 3 junior business analysts.

= Improved the communication with the Marketing
department to better understand the competitive
position.

ORGANIZATIONS
American Management Association (2015-Present)
Association of Private Enterprise Education (2014-
Present)
eBusiness Association (eBA) (2013-Present)

EDUCATION
MSc in Economics and Business
Administration
The University of Prime (09/2008-06/2010)
HONOURS AND AWARDS

Excellence in Customer Partnering Award
[ES-Institute of Excellence in Sales

Yoo
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* Successfully managed $2-3 million Budget projects and successfully achieved the
project scheduled goals.

=  Developed and implemented new marketing and sales plans and defined the
strategy for the next 5 years.
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= Reviewed constantly the customer feedback and then suggested ways to improve
the processes and customer service levels which increased the satisfaction rate
from 81% to 95%.
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" Increased the customer satisfaction rate upto 25% by improving the customer
service.

o
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" Planned, supervised, and coordinated daily activity of 3 junior business analysts.

" Improved the communication with the Marketing department to better
understand the competitive position.
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“4  EXPERIENCE

Software Engineer
March 2016, Present
World Soft BD

The GUI interface provided functions to
add, clone and remove profiles from the
configuration file at runtime time.
Software Engineer

June 2015-February 2016

World IT Foundation

Played key role in designing error analysis
architecture for high availability and
supportability.

= EDUCATION
Master of Computer Science

May 2013-May 2015

Bernad University Bernad Street, NYC High
Scholl.

March 2005-March 2009

East High School madson, Wisconsin

e SKILLS AND ABILITIES
The following are my best skills which I
believe are applicable to the position I
have applied for:

1. Programming
2. Logical and Structured Thinking
3. Coding Multiple Languages

PERSONAL SKILLS

1. Ability to work by myself without the
need for constant supervision by
employees.

2. Able to work harmoniously with other

members of the team.

0V

RUMEL HAQUE
SOFTWARE ENGINEER

CAREER

A software engineering
graduate who is seeking to find
the opportunity to work in a fun
and challenging  working
environment will encourage
him to improve and learn new
and necessary skill as well as be
motivated by the company to do
his best for the sake of helping
himself and the company
advancement in the software
engineering industry.

CONTACT

e

1546523

xyz@gmail.com

(‘) Mirpur, Dhaka

INTEREST
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Cover Letter:

John J. Smith

16 East College Street
Salt Lake City, UT 84107
801.555.1234
johnjsmith@ yahoo,com

June 5. 2011

Mr. Kyle Jackson
Personnel Director
Summit Business Media
7190 Industrial Road
Florence, KY 41042

Dear Mr. Jackson:

I have the skills and potential to fill the Graphic Designer position that you advertised for on
TalentZoo .com.

I will receive my B.S, in Graphic Arts from Stevens-Henager College next month, As part of my
curriculum, | have worked with Adobe programs such as InDesign, Photoshop, and Hlustrator. |
have also acquired a strong foundation in areas such as logo, website, and advertising design.
My work as a graphic design intern has reinforced skills obtained throughout my education, as
well as provided me with an in-depth undesstanding of designing and implementing visual
communication materials,

To further support your base requirements, | would bring an enthusiastic and energetic approach
1o this position, [ take direction well, but am also capable of working independently, | am very
passionate about design and am able (o execute projects from conception to completion.

My resume is enclosed for your consideration. | know that | would be an asset to your team and
would very much appreciate the opportunity to discuss how my education, experience, and
creativity could contribute to Summit Business Media. 1 will contact you next week to confirm
receipt of my resume.

Thank you for your time and consideration,

Sincerely.

Dol §. Swith

John J. Smith
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The Chairman
World IT Foundation
Muktabangla Shopping Complex, Mirpur-1
Dhaka, Bangladesh
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L,

.
do

W2IE Enter @ % qR AT @ Sww Subject : Application for the
post of Admin Officer.

V2R Enter @ P G (141 9@ FF Dear Sir

SRIE 933 Enter @7 3T @71 9T I | 158 @74 $FF 7 =K Enter @
PR AP (R | TR TN (417 QEF AT PG SCBICH T 2IC IR HCT AT |
Enclosed Please find a copy of my resume, which exhibits my
extensive experience in administrative Management and Computer
Operations. | believe my Military experience makes me particularly
strong candidate for a position in your firm because it has made me
extremely self-directed yet at the same time, able to work well as part
of a high performance team.

SIE YRR Enter @ 3 @1 9 37 | 58 @141 99 %7 =19 Enter @
AR AP (AR | IR SR (1T SR #17 P SCOCACS AT LA BT
T |

You will also see from my resume that | am industrious, goal-
oriented, enthusiastic, and positive. | feel qualified to apply for the
position available and | am confident that | would be a valuable asset
to your estemed organization.

. KA 3339 Enter (251 03 @70 9F I | 58 @1 99 27 =K Enter @™

PR IFBIF (W2 | IR FIE (¥ QG *1 SR OGS {0 IR0 5T
I |

It would be a pleasure to meet with you to discuss this position and
my qualifications in more detail. Please feel free to call me at either
nomber listed above to arrange such a meeting.

V23| Enter @7 3363 7741 @ S+ Thank you for your consideration.

. W23 Enter @1 33 @741 9% w4 Sincerely,

3. B33 Enter @7 363 @741 9 @9 Shahina Akter
3. IR +TF I AP GIRAFC TICO0 W B TS (A |
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9/7/2013

To
The Chairman
World IT Foundation

Muktabangla Shopping Complex, Mirpur-1
Dhaka, Bangladesh

Subject : Application for the post of Admin Officer.

Dear Sir

Enclosed Please find a copy of my resume, which exhibits my extensive experience in
administrative Management and Computer Operations. Tbelieve my Military experience
makes me particularly strong candidate for a position in your firm because it has made
me gxtremele self-directed yet at the same time, able to work well as part ofa high

performanc team.

Youwill also see from my resume thatI am industrious, goal-oriented, enthusiastic, and
positive. Ifeel qualified to apply for the position availableandI am confident thatI
would be a valuable asset to your estemed organization.

It would be a pleasureto meet with you to discuss this position and my qualifications in
more detail. Please feel free to call me at either nomber listed aboveto arrangesuch a
meeting.

Thank you for your consideration.

Sincerely,

Shahina Akter
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gDear Sir

gStar‘t Point

Enclosed Please find a copy of my resume, which exhibits my extensive experience in
ddministrative Management and Computer Operations. Ibelieve my Military experience
akes me particularly strong candidate for a position in your firm because it has made
me extremely self-directed yet at the same time, able to work well as part ofa high
performance team.

Youwill also see from my resume thatI am industrious, goal-oriented, enthusiastic, and
positive. Ifeel qualified to apply for the position availableand I am confident thatI
would be a valuable asset to your esteemed organization.

It woulld bé a pleasure to meet with you to discuss this position and my qualifications in
more detail. Please feel free to call me at either number listed above to arrange such a

meeting! |
End Point

Thank you for your consideration.

Sincerely,
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Dear Sir

Enclosed Please find a copy of my resume, which exhibits my extensive experience in
administrative Management and Computer Operations. I believe my Military experience
makes me particularly strong candidate for a posifion in your firm because it has made
me extremele self-directed yet at the same time, able to work well as part of a high
performane team. A

r/
T -
.~

Youwill also see from my resume that I am industrious, goal-oriented, enthusiastic, and
positive. I feel qualified to apply for the position available and I am confident that I
would be a valuable asset fo your estemed organization. A

® l
\\
.
Y

It would be a pleasureto meet with you to discuss this position and my qualifications in
more detail. Please feel free to call me at either nomber listed above to arrange such a

meeting | A
X s

Thank you for your consideration.

Sincerely,
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makes me particularly strong candidate for a position in your firm because it kas made
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To

The Chisirmum

WarldIT Foundation

Muktahanzia Shopping Comples., Mopur-1
Dhaka, Bangladesh

Bubgect: Apphcation Sor the post of Admin Officer.

Dest Siv

Endesa] Plnse Sad a copy of my sesume, which exhibits my expsasive esperisooe i
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periocmance beos.
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Stahms Akver
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Subject : Application for the post of Admin Officer, Dear Sir,
Sincerely «=e Shahina Akter @Tetet Fieig s |

To -«
The Chairman

World IT Foundation

Multabangla Shopping Complex, Mirpur-1
Dhalkea, Bangladesh

Subject: Application for the post of Admin Officer,. < =======

Diear Sir

{“ﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂ

Frnclosed Please find a copy of my resume, which exhibits my extensive experience in
administrative Management and Computer Operations. I believe my Military experience
makes me particularly strong candidate for a position in your firm because it has madé
me extremely self-directed vet at the same time, able to work well as part of a high
performance team.

You will also see from my resume that 1 am industrious, goal-oriented, enthusiastic, and
positive. I feel qualified to apply for the position available and I am confident that I
would be a valuable asset to yvour esteemed organization.

It would be a pleasure to meet with you to discuss this position and my qualifications in
more detail. Please feel free to call me at either number listed above to arrange such 2
mesting.

Thank you for vour consideration.

Sincerely. oo

—
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To
The Chairman

World IT Foundation

Auktabangla Shopping Complex, Mirpur-1
Dhalka, Bangladesh

Subject: Application for the post of Admin Officer.

Dear Sir

Frclosed Please find a copy of my resume, which exhibits my extensive experience in
administrative Management and Computer Operations. [ believe my Military experience
makes me particularly strong candidate for a position in vour firm because it has made
me extremely self-directed yet at the same fime, able to work well as part of a high
performance team.

You will also see from my resume that I am industrious, goal-oriented, enthusiastic, and
positive. I feel qualified to apply for the position available and I am confident that I
would be a valuable asset to yvour esteemed organization.

It would be a pleasure to meet with you to discuss this position and my qualifications in
more detail Please feel free to call me at either number listed abowve to arrange such 3
meeting.

Thank vou for vour consideration.

Sincerely,

;’Shahiua Alter
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TGS TodOIT & A &R Legend T<=RIT F41 = | #T% P Chart-aq el
facs Total Admission, Fundamental @ Graphics-g= Gl Sieml el
Color gw+q Tz | @eTe 2t Legend |

=]
Admission Report2013
120
- 100
E 20
-E 60
= 40 A B Fundamental
20
ﬂ -
lan Feb Mar Apr W Graphics
Fundamental 50 40 30 60
X |
Graphics 53 40 50 41 Total
Admission
Total
. 103 20 =10 101
Admission
Month |
L A

Legend 3& F=ce feoe afeift Sepe e

. Chart-fote f&% s« 1 Ribbon-a Design, Layout, Format its feafs
Contextual Tab etoiv 23 |

3. Layout Tab & 3% |

©. Lebels Group-as Legend-« 55 3%+ | 930 goeied TRt =i |

S le)



BTG GO

las Data Rewiewy Wiew Desigh

= \ N

i) [ | [
Chart  Axis 'egend Data Data Axes  Gridlines
Title v Titles ~ Labels v Table ~ i v

None
\fﬂ_ﬂ]‘ Turn off Legend

o

—— —
D | \ Show Legend at Right [ ]
Id_rh ’ Show Legend and align
A right

== Show Legend at Top
dim | Show Llegend and top

align
Show Legend at Left
Eﬂlﬁ_ﬂ- Show Legend and align
left —

Show Legend at Bottom H
& Show Legend and align &dml

bottom

Overlay Legend at Right

Show Legend at right of
the chart without resizing

= Overlay Legend at Left
Show Legend at left of
the chart without resizing

‘ More Legend Options...

.| R | -_

>. Legend 3w s None-« 5% 3+ |

2. Chart-«3 ©its Legend 3= s<t® Show Legend at Right-« &5 <=+ |

O, O I} AT fFF BCA NN A=ewd GRER Legend IS 0 |

Chart #f?3$s sa1

g F Jar Column Chart <t e 932 | €31 I @2 Chart-5 Pie Chart-

Q@ AT 1 TS |
5. Chart-foce 55 37 |
2. Design 577 2t Change Chart Type-« f&& 3%+ |

BT
\/ Home Insert Page Layout Formulas Data Review

Vl ew

] ISE

RowyColumn Data —
Data

4|

Chart Layouts

Tl

h__]

QLY



TRCEFPTRD AT 009-305

©. Change Chart Type ity @6 TR I3 9o =(J | Gty [fey «qees

Chart IR | FHMR (A0F A= FoefE &6 FF | @@= Pie &=
T | G T SH (ATF Pie-«3 @ @ @6 Chart <457 33 Ok 328 |

Change Chart Type

= e | [ [ () 1B

lnd  Column

E Bar
A irea M

I._ X ¥ (Scatter)

EE
==
=
T EE
3
=

Line
liaf  stock —
e m
@ Surface IN W /\/ W L/*\C) [/'\/' @
@ Doughnut
Pie
92 Bubble v
wee (D) @) (@3N @5 (€
| / -~
[Manage Templates...] [§et as Default Chart ] OK l Cancel |
i e ik

8. % T« Chart-o “fies zrrs |
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TFAR-Y

Salarysheet tsfs w1

CHE AR, IOV JOOF 0K e NN (FeqF CH(@ FPATHIEA {95 (712 |
@18 AT VREFPTHO GG R HA G 7 APCA 5P AT GRS O
ST TR ARG PR AR | SR Ao GG NRIEPTRD SAC @3
I I QTSI NCIR2 QTG | €T A WA GG A SHI 516 e @R
wEIce 93 Salarysheet toft = e (e =91 | @ I MECEPTRE QU
IR e «io Salarysheet tofia afer S=Tv=T 3549 |

< = e [y e T = Kl & [ wm
3 Computer World
" Mukto Bangla Shoping Complex, Mirpur-1, Dhaka
Pressrtinformsaion | FIXED SALARY | I __Deduction . TOTAL
| ! T T | |
SiNo. | EmplyName | Designation | | . | Leave ;:‘ BASIC | HR ma | T e pung INSURANCE | Advante T

Hasa Vel Schr | 12 J
2 . L | i |

(@1 qF IATOR G oG FAPO] ARCR | Ovd [ISFEa (o IR el
vl | @reesd Basic et Tow fefg st House Rent (HR), Medical
Allowance (MA), Provident Fund (P.Fund), Insurance f&me a1 =371
2=ty foyeha e @G Sheet tofd e |

Computer World

Nukto Bangla Shoping Complex, Mirpur-1, Dhaka
| Present information FIXED SALARY | Deduction | TOTAL
: y . ‘ 132 du i i ol da f - . {
$INo, | GmplyNeme Designation | |\ o | Lesve | T* |masic| we ma | 7O | e ind | INSURANCE | Advance |  NET
1 | sl Dandced] & {2 Redrdhel Misohoul! EESatoc e | o] Eeaiodios Al orndal sl I PAYBLE
7000 |

Leave g

GIF 4T Leave ([T 4 | AroicHA Late-«u3 ©97 fofe 3ta Leave @@ 41 2J |
@1 TP Arors © e @ms Leave <31 =203 | @1 ¢(Fe@ © e asme, » facs g2fue,

QLY



WIZGEPTEL FT 2009-3055

s frace feafae 3z & e vafve 21 E7 Cell-@ 5% @ Formula Bar-« fess
Formula-fo 512#t 33 Enter @ 3 |

=IF(D7<3,0,IF(D7<6,1,IF(D7<9,2,IF(D7<12,3,IF(D7>=12,4)))))

ufe] it n

D0, 1, 1P D7, 210

/ Computer World

L1110 Teed 1, &)))

Mukto #mul Shoping Complex, Mirpur-1, Dhaka

SINo. | Emply Name
|

—J—
5 Puum n’otM-on
Late Jan

Desannlnon

| FIXED SALARY |

Deduction

[ TOTAL |

"= |

\ BASIC

MA Total

|P.Fund | msurancE

‘ AMvance | NET

| PAYBLE |

% Hafsa-a )»2 ﬁr—»{ Late E@WW Leave W | uﬂmaﬁsw Leave
faefer s &=y g ca Formula TR a@es (@2 | W18 ARG E7 Cell-g3

T e 906 (26 @s 9eT Mdta o 7ace (Fill Handle), Gt sies A=
@A WWWW—»{Wl

aw@meCellm@mﬁwm%l

~“FlOT

HOT+5,1,IF(D7+5,2,IF(DT+12,

E

Cor
Mukto Bangla St

s | Present Information

) SINo. | Emply Name  Designation Can |'aaes Tot.

£ Days

711 Hafsa. Instractee | 12§ 4 A

8 |2 PalezaTui __[Exscutive | 5 @

$ |3 Tamima lslam | Executive | 4 |

1014 Sumi Alhter | !

15 Hafiz

12 Rabeva Alkhter

Anamika Exocutive

C

(MY TSR Leave e =0 coic |

QL8

Mukto Bang
Present Informatio
Sl No. | Emply Name | Designation Late | Leave ;;
[1 Hafsa Instractor 12 4

|2 Pakiza Tuli ExecLtive 5

13 Tamima Islam |Executive 4

|4 Sumi Akhter  |Instractor 3

|5 Hafiz Instractor 2

|6 Rabeya Akhter |Executive 2

7 Anamika Executive 3 v




NRCGFAEE ACHA

Total Days ffx

e AW wo i &, q wo it seer Leave Iw =g Total Day ffa =3 |
F7 Cell-a fg= st Formula Bar-«3 fatss Formula-f fies Enter 621 35 |
=30-E7

w4 Total Day e =3 ¢tz |

L
[ | |
1
2 Com
j Mukto Bangla Sho|
3 __Presentinformation |
SINo. | Emply Name | Designation
" Ply ana Late l Leav: Tot. 8
,_b._7 e tt— e ——————————————— D —
311 Hafsa YSTacto 12 | 4 26 |
ni2 Fakiza Tuk (Rt - | 1
3 Tamema klam v g—i}—
10 .4 Sumi Akhtes |
115 Hafiz Cl 1 0
2 Rabaya Akhter | Exacutive 1 0
13 7 Anamkan Executive 3 | |

G317 qifFecE ST Fare st I Fill Handle 35929 35209 | 15F 3599 20136
Cell-@ Leave 7 zrzcm |

a B’ O 0 t I
1
2 Comj
l' Mukto Bangla Shop
5 Present Information
| No. | Empl I n | ;
SINo, | Emply Name | Designatio et | ueave Tet 8
W | Days
1 Hafsa Instractor 12 4 26
8|2 Paloza Tull Executive 5 1 24
a3 [Tamima bslam [Executive 4 1
a0l4 Sum Akhtar | instr 3 ! 28
a5 Hahiz 2 0
216 - u_| Su i
517 3 1
12 [=rd

House Rent fefx

Basic 2t House Rent ¢ 321 27 | &1 IF I8 (o7 IM Yooo GTFR WE
27 ©t9 Basic-93 AT 0% @9 24, booo GIFIE Wb = 3¢ %, Sooo IR N
2 0%, S000 B 06 20T 23 % GR SR000 BB TATH =6 ¢ % Basic-«aa
e e 29 | H7 Cell-@ @ @td Formula Bar-« ftss Formula-f& 5185 3t
BT (A A |

S\-l(e



RHPES T 2009-2055
=IF(G7<6000,G7*0%,IF(G7<8000,G7*15%,F(G7<9000,G7*20%, IF(
G7<12000,G7*22%,IF(G7>=12000,G7*25%)))))

FALT

Corpputer World

Nukic Bangla Shoping Cemplex, Mirpur-t, Dhvaks
3] [ I | Presect information |\ FIXED SALARY | [ Deducton [ TOTAL
| medy | T
WNo. | B Foame | Contpmmtion Late | Leawe Yo mt‘.\‘ L] MA o PFund | INSURANCE | Advance NET

0.
| Om i Wil

-
|

| PAYBLE |

H7 Cell-a House Rent f¢x =ztatz | @3 Fill Handle 3=z st it Cell
7= House Rent 5w sze+ |

Medical Allowance &

T aF2ecd Basic (2t Medical Allowance 6w 21 203 | €31 T1% F1A8 (@O
M vooo G T 23 ©1 Basic-9d 3% ¢ % @9 24, brooo b1 6 201 4%,
5000 GIFR N5 26 S50 %, dS000 BIBE 06 e 53 % UR S000 GIFR N Al
@ 2= d¢ % Basic-93 7% @ 71 21 | |7 Cell-g Fr% @&ed Formula Bar-4
fStea Formula-f 513% @ Enter @7 3% |
=IF(G7<6000,G7*5%,IF(G7<8000,G7*7%,IF(G7<9000,G7*10%, |F(
G7<12000,G7*12%,IF(G7>=12000,G7*15%)))))

£ [} {
Co;ﬁ uter World
Mukto Bangla Shepin -C\omu. Mrpur-1, Dhaka
[ Preset Information | =j§b~sﬂ;j§'\" T — Deduction [ ToTAL

SN b Name | Designation | Total | !
$INo, | Emply Neme | Designeion| | vy | Leave | J:‘ assie | HRN, MA O e Fued | SURANCE | Aevence Pt:‘v:LE

.........

Fill Handle 35929 <t aifs Cell et Medical Allowance ¢z sz |

QLY



NETFPTRG GCF
Total &

Basic, HR, MA @ 3ta Total &< %1 2t3 1 J7 Cell-a 5% @ed Formula
Bar-a =SUM(G7:17) 5r2=1 33 Enter 6207 4 |

7N G
A [} ( \cv G " | J ' L M
) omputer World
: Mukto Bangla g Compilex, Mirpur-1, Dhaka
1 Present Info 1 FIXED SALARY Deduction TOTAL
SINo. | Emply Nsme |Designation Tot D Total NET

Late | Leave P.Fund | INSURANCE | Advance
2 Days i . PAYBLE _
26

—
BSA01

wiee@ o Fill Handle 95927 3363 atecaa Total = 3+ | ©itaa foaflt (g |

Provident Fund &

Basic ¢t Provident Fund ¢ 541 237 | €31 9% (@99 I Yooo 51 W5 =7
03 Basic-43 F 1% @ 7(F, OF *$ TR booo GIFR 6 =& ¢%, Sooo
B 906 2651 4%, S000 BIFR W6 20T b % @3 dS000 BIAR I I (& =T
5% I P (@O (@&F @06 A1 =73 | K7 Cell-g 30f ced Formula Bar-9
ftea Formula-f 512t 3t Enter & 3 |
=IF(G7<6000,G7*2%,IF(G7<8000,G7*5%,IF(G7<9000,G7*7%,IF(G
7<12000,G7*8%,IF(G7>=12000,G7*9%)))))

N I e e e e e R X e F ST
u C ¢ [ 3 " | Jsatiacd X M

Computer World

: Mukto Bangla Shoping Com, Mirpur-1, Dhaka

Present Information FIXED SALAR' Deducton TOTAL

Tot NET

| Late | Leave Days : P Fund  INSURANCE Mv-nc-‘ PAYBLE |

L % : 3

12

4

Fill Handle 3927 363 <=5 71919 Provident Fund ¢z s+ |

QL9
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Insurance R4

€&l AP (o AW Yooo BIFR b 27 ©F Basic-9d 3 1%, rrooo B b
T 0%, Sooo GBI 6 2 8%, dS000 BIFR b 2051 ¢ % R S000 GIBE
T A QMR L% FE T (@O (@AF @0 A =6 | L7 Cell-a w0f @
Formula Bar-« f&tsa Formula-f> 5127 3t Enter @ 3% |
=IF(G7<6000,G7*2%,1F(G7<8000,G7*3%,|F(G7<9000,G 7*4%,IF(G7<12
000,G7*5%, IF(G7>=12000,G7*6%)))))

fo | SPLGTAT0GT |67 ARI00, G T* T, 7] G 7 IO, G 7 Sk 7 |G 7433003,

: GTER 101
—_— - = — = o
1
3 Comput orld
: Mukto Bangla Shoping Complex, Mirpyr-1, Dhaka
5 | \ | Presentinformation |  FIXED SALARY | ! Deduction TOTAL
BNe. [ Ewew Neme, | Cesignation| 2 i Leav J:"‘ Basic| MR | A ! To Ty INSURANCE | Advance ?ANYE‘B:.E
3 . ¥ —— —- = = -

TF P GFead Insurance 8w =mmez | Fill Handle 3527 6@ 97 19
Insurance f9<fx s+ |

Total Net Payble fefx

(G @3 wo e ot (FRW=eT) Fea Total Days-«3 31t wdt 3a Deduction
Tdie P.Fund, Insurance €32 Advance 3w fac a1 4t ©1-2 =1 Total Net
Payble |

Total Net Payble =t 2@ sy N7 Cell-« &% 3@ Formula Bar-a s
Formula-f 512+ 33 57 (27 320 |
=J7/30*F7-SUM(K7:M7)

RIS 05 m.~u\
__\\__
Computer-WoLI_d
Mukto Bangla Shoping Complex, Mrpur#4-Lhaka
[ Prosertinformation | FOEDSALARY | [~ Deduceen_ | TorAL |
SiNo. | Emphy Name | Designation | T T Teu 1 Tt

el e I3

y T — 1 =
BAsC | HR W " | P Fusd | INSURRRITE Advasce
: | Eetorrct B B RS iy o) e u
}

QLY
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Advance Az

W@ &% Advance e 2w Advance sk i Advance Amount e
wRfereia Total Net Payble Sk* (Ut 36 313 | @ =: <31 76 Sumi Akhter-
& ¢ooo BT Advance el =GR | @39 M10 @ % I @ooo ot Enter
(&3 e | =T S Total Net Payble ST ¢ooo GBIl S (91CR |

n

F 3 M
Computer World
Mukto Bangla Shoping Complex, Mirpur-1, Dhaka
X ' | _Presentinformation | FIXED SALARY

SiNo ‘EmWNune:Deslmwm Late | Leave ;:"“ 15.\5-:[ HR 1 L)
‘

Deduction .
|
P.Fusd | INSURANCE | Advance

Total |
|

G 7 Aragft e re SR (0BT P | (IS (FI WPGT N =0 AT
TGHIT 7 PP |

Electricity Bill f&fx
I S BTG R T fofe wea 3o et (e sar = 1 Client Name,

Metter No, Unit @3z Bill Amount Etesge tes Bafba e «s Worksheet
Cofd I |

I=

| B s D
Electricity Bill
Client Name | Metter No  Unit  Bill Amount

.

g3 Client Name, Metter No @ Unit & 34 |

ST



TRCEHTO A 009-056

] a | B | ¢ | D |
1 Electricity Bill

2 | Client Mame | Metter Mo Unit | Bill Amount
3 |wWorldIT PR-01253 400

4 |shdul Jabber PR-01254 320

5 |Rafiqul Islam PB-01255 155

6 |Rahrmat &li PR-01256 a0

7 |ali Bebari PR-01257 159

8 [Monowar Pathan PR-01258 400

3@ Unit 3592033 97 fofe e Bill 6 3541 203 | €31 T 200 T3 I 20
2if\s BEIG 2.¢ BT, 2¢o TEIGT B 20 © GIFT, Woo OGN (T 8.¢ , 800
ZTCET T 70 & BIAT R 8oo TSGR ©IF (@ =01 v ¢ Bl =0ea fye faet
e 203 | G2 *(097 895 fofe aca D3 Cell-a Frf @ =esa Fromula-f& 512
3@ Enter @51 5 |

=IF(C3<200,C3*2.5,IF(C3<250,C3*3,IF(C3<300,C3*4.5,IF(C3<400,
C3*6,IF(C3>=400,C3%6.5)))))

T

» (3 Lo ] = F{C3+200,C3%2,5,IF(C3+250,C3%3,IF{C3+300,C3%4.5,IF(C3<400,C3%6,IF{ C3»=400,C3°6.5))) ) )

A

Client Name
A Worla T
4 |Abdul Jabber
5 IH'I'IL]J“' am
6 \Rahmat all
7 _|Ali Bebarn

S Monowar Pathan

B ! 2 PR - —
Electricity Bill
Metter No  Unit  Bill Amount

PB-01253 “f-“:'

FB-01254 320
PB-01255 159
PB-01256 60
PB-01257 159
PB-01258 400

F

G H J

a3 D3 Cell-«7 Fill Handle-« &< 3t D8 Cell +i6e gt 363 (=08 e |

o

Q90

| A | B et D | &

1 Electricity Bill

2 | ClientName | Metter No | Unit | Bill Amount

3 |worldIT FE-01253 400 2600

4 |shdul Jabber FE-01254 320

5 |Rafiqul 1slam PB-01255 153

6 |Rahmat &li FE-01256 &0

7 |&li Bebari FE-01257 159

g [Monowar Pathan FB-01258 400




TETGFPTRG A
=% 334 e Cell wtents R[gre et ey = 33 |

4 a [ T c— D

1 Electricity Bill

2| ClientName  Metter No  Unit  Bill Amount
3 [warldIT PB-01253 400 2600
4 [Abdul Jabber PE-01254 320 1920
5 [Rafiqul Islam PB-01255 153 397.5
& |Rahmat &li PE-01256 80 200
7 |ali Bebari PB-01257 154 397.5
iMDnuwarPathan FE-01258 400 2600
Bl =

THARR *SC RS 63 AT 2ers =S e Formula fes figre e tofa
FACS AT |

Gradesheet ¢sfs (Creating a Gradesheet)

TREPTTe eI SuFRed Gradesheet ¢t w1 I | 8 @3 oy WM
Column @32 Row-4 f{feq w27 3995 Fare =3, I *Rk{eice Formula @3:
Function 572" 3t Grading e 373 | =is@m 7f6 23 tofv 63 Grade e
< | @G Grade Curve Table =ik @<ies Rfeg Grade w9 «<6eq | =0
Student-crt Name, Roll, Subject ¥ Grade Teyin w25ge Table |

&ty faese e @ Grade Curve Table tsf@ 51 915 |

] IS
1| HNumber Grade
| 3 | 0F

3 57 D-

4 60D

5 63 D+

6 66 C-

| 7 69 C

5 72 CH

9 75 B-

10| 7B

11 81 B+

E 84 A

13 87 A

14 90 Ak

29y



TRCEHTO A 009-056
ToitaR for@ 7% I | @i @2 Column-a Number @3k fastw Column-¢
Grade 37T TRCR | €3 ToF fofe I3 “Rsice Student-¢47 Grade 7w w41 =3
@k Grade Curve Table-a @19 S AR 217 A0t 0ot RGO Tole e
Grade #f¥3$ =z 1ea | Grade Curve Table tof w2 30w Assending Order
T A0S 29 | @9 Number Column-4 s o AT (BI5 RAT, S9!
ROW-CS €4 | e[t (*1¥ ROW-CS 10 IRAT bo Al A | 9oy Grade
Column-« &8 F «r 3cdioe =T A+ e =zeaez | (Reifee Assending &
Dessending)

2RI IR e 1 @R f@er 4o Student-(va o3& @G Table toft Face
24 | 053 o @G Table toft T2 |

16| FirstName | Last Name Roll Bangla | English hdath Physics | Chemistry | Botany Total Grade
iPakiza Tuli 1 &0 [ 62 63 64 65
18 [Tamima Katun 2 70 a0 a0 95 a8 a0
13 |Hassan Islarm 3 83 g0 43 58 80 95
ﬂ.&.rif Rupam 4 g6 g1 A6 59 g1 96
21 [Mahmudul - [Hasan 5 87 82 a7 &0 82 7
EAbdul fatin 3 a8 a3 43 61 a3 98
i.ﬂ.bdul Jabhar T 89 a4 49 62 a4 99
24 |Irin Parvin g 90 85 30 63 85 100

2RI &rerdis. Subject-«a @i ey w3t v i o ace =9, IR Total
Subject =t uft 1 J17 Cell widfie Pakiza-3 Total Cell-a f&= 3t Formula
Bar-9 5127 %7 =SUM(D17:117)/6 | 93F FIITE (A Enter (2p7 7 | 7%
P Total ST 932 30F & Mea o 303 T8 ot |

| 17 - e | SSUMDLTILT)E

A B L o o - i | [ K|
£
16| FirstMame | Last Name Roll Bangla | English hath Physics | Chemist
iPakiza Tuli 1 60 38 62 63 64
18 [Tamima Katun 2 70 a0 a0 95 a4
19 [Hassan Islarmn 3 85 80 45 58 80 95
ﬂ.ﬂ\rif Rupom 4 g6 g1 46 59 g1 96
21 [hahmudul - [Hasan 5 a7 82 a7 &0 82 97
EAbdul Matin 3 a8 83 43 61 a3 98
ﬂ.ﬂ\bdul Jabbar 7 g9 a4 49 62 g4 93
ﬂlrin Parwvin g ] 85 50 63 85 100

«ft =% 3t J18 Cell 2= J24 Cell * ferg sea Ctrl+V wdie Paste 3+ |
TF e Q16 7 Total 6 =z toeg |

AR



BTG GO

16 | FirstMame | Last Name Roll Bangla | English Math Physics | Chemistry | Botany | Total | Grade
EPakiza Tuli 1 &0 6l 62 63 64 65 r 2.5,
18 |Tarmirna Katun 2 70 a0 a0 95 a8 @ 83.9
13 [Hassan Islam 2 85 20 43 58 a0 95 '?3.83333
ﬂ.&rif Rupom 4 g6 g1 46 59 g1 96 '?4.83333
if\.ﬂahmudul Hasan 5 a7 g2 47 60 82 97 '?5.83333
EAbdul Iatin 3 g8 g3 43 61 a3 98 '?6.83333
Eﬂbdul Jabbar T a3 g4 49 62 24 99 '??.83333
24Irin Farvin g a0 83 50 63 85 100 '?8.83333

«3@ VLOOKUP Function 3i7e® ¥ Grade =@ %53 | K17 Cell-a 55
Formula Bar-« Gi2ef 3+ :

=VLOOKUP(J17,3A%$2:$B$14,2, TRUE) | @317 Enter &3 3« | #T% e
Grade =7 =7 |

K17 - (» Fe | SVLOOKUR(I17, 345 2:30514,2, TRUE)
& a

A B’—'L_l_g/!’—’Df| il F G| H 1 K

1| MNumber _FF__F_,_GIade

2 | F

3| 57 D-

4 60 D

9| 63 O+

B | 66 C-

7 63 /C

8| TICH

5| 73 B-

10| 78 B

11 21 B+

12| 84 A

13 874

14| 90 &t

15|

16 | FirstName | last Name Roll Bangla | English Math Physics | Chemistry | Botany

17 |Pakiza Tuli 1 &0 61 62 63 64 65 |

18 [Tamima Katun 2 70 80 a0 95 i s | 85.5
19 |Hassan Islam 3 83 80 a3 38 80 95 [ 73.83333
20 |&rif Rupam 4 86 81 46 59 81 9 [ 74.83333
21 [Mahmudul  [Hasan 5 87 82 47 &0 82 97 [ 75.83333
22 |Ahdul hatin & a8 23 43 [ 23 ag [ 76.83333
23 |Ahdul Jabhar 7 a9 a4 49 62 a4 23 '?7.83333
_24 |Irin Parvin a a0 a5 50 63 a5 100 '?8.83333

@3 K17 Cell- s sta K18 2t K24 =15 Cell @t 1% 363 Paste 4 |
% e 97 Grade T =031 ¢oltz |

99



TRCEHTO A 009-056

16 | First Name Last Name
17 |Pakiza Tuli

(18 [Tamima Katun

19 [Hassan Islarn

20 |orif Rupom

21 [Mahmudul  [Hasan

22 [Ahdul hatin

23 |Ahdul Jabbar

_24 |lrin Parvin

25|

Roll
1

=S -, R ST )

Bangla
&0
70
85
86
a7
a8
a3
90

English
61
a0
g0
g1
g2
83
a4
85

Math
62
a0
45
a6
a7
48
43
50

Physics | Chemistry | Botany

£3
95
58
39
&0
£l
62
£3

64
a8
an
a1
a2
a3
24
a5

£3
an
95
96
97
98
EE]
100

Total

£2.51

85.5
" 73.89333
" 7483333
" 75.89333
" 76.83333
" 77.83333
" 78.89333

Grade

.........

4o AN GFD THT AfGT FIe FACE | @ACH PR FIN G2 &« I T |
oA ST 2R ATOICRA TN 729 [T a1 | {alB S S Weey 2ene
WNECGFTEE I IR FC TSR ¢ PR FALI (AT AT |

>, T ST PP |

3. feea foafa o 3@ saFRHG BT 512t < |

H11 > (> £ |
2, I B . C P
1 Name Date of Birth Age
2 |Muntashir Jihad 27271983
3 |Sumaia Sumi 27371988
4 |Mostafizur Rahman 47471990
5 |Afroza akhter 2/5/1985
& |Towfika Akhter 2/6/1982
Kl

u]

9. C2 &= 55 I

Formula Bar-«4 5ig= 3=+ :
=DATEDIF(B2,TODAY(),"y")&"years,"&

DATEDIF(B2, TODAY(),"ym")&"months,"&
DATEDIF(B2,TODAY(),"'md")&"Days"
@ ot SRe* WMy I=d, W7 @R e et <2 <=1 ziee | o
T« Formula-F &2 =g B2 @t @ Date A6ta G (A0F NS
e o7 ea y frca 7w, fasi wresr ym e 97 g wsi skext md
fuca e fadfea faoasr <1 =GR | (Tearey, ey TODAY ey et
248
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NECEFPTRG QTS
e o 541 2002 | ATATETC QT G SIS 32 341 @S A1 | (@q
: €2, d2 | GTFCE (T2 GTC S (At Date 391Ce 269 1)

| =DATEDIF( B2, TODAY(),"y" )& " vears|' &DATEDIF(B2, TODAY ), "ym ") & " month|| £DATEDIF(B2, TODAY(), "md")&"Days" |

8. Formula-f5 sf3ssita @l =01 3617 @ 525 |

w i f.l =DATEGIF B2, TO0AY( ) "y )18 years, "SDATEDIF (A, TCOAW 1" ym ™ )& "mornth, "S DATEDIF (B2, TODAY L "'md )8 "Days" I

i - ] L c | o 3 F "R o
1 Name Date of Birth Age T‘/
2 | Wuntashir khad 2 'l’E!E:l':f.' years,1imanth 260ays

Sumala Sum| 2/3/1388

& Mostafitur Aahman

3 Afrora Akhrer

£  Towfika ke

% e C2 Cell-a = @ 7 77 I831w 397 e =z |
¢. Fill Handle-4 f&< 3% |

| A | e | C
1 Name Date of Birth Age
2 |Muntashir Jihad 27271983 3Dyear5,11mn:'|th,EDDay5 Fa
3 |Sumaia Sumi 273/ 1988
4 |Mostafizur Rahman 47441990
5 |Afroza skhter 2/5/1985
& |Towfika skhter 2/6/1982

b, C3 AT C6 16 Gii7 T | o7% 3w Arerdiv Cell-a wmfesreng e ¢ wrmez
TSN I3 e =g |

I 2, | B | C [
1 MName Date of Birth Age
Ehﬂuntaﬁhir_lihad 2/2/1983]30years, 11maonth, 20Days
2 |Sumaia Sumi 2/3/1988]25years, 11month, 190ays
4 |Mostafizur Rahman 4/4/1390]23years, 9month, 180ays
5 |Afroza akhter 2/5/138528years, 1lmonth, 1 7Days
6 [Towfika Akhter 276133231 years, Llmonth, 16Days
7 =

R4e



TRCEHTO A 009-056
q. «eitd Name e« i 2= Date of Birth sk & wifsrd forgd |

A | B | c I

Y Mame Date of Birth Age
2 |Muntashir Jihad 2/2/1983 30years,11month, 20Days
3 |Sumaia Sumi 2/3/1988 | 25years, 11month, 190ays
4 |Mostafizur Rahman 4/4/1990| 23years, 9month, 180ays
5 |Afroza &khter 2/5/1985 | 28years, 11month, 170ays
& |Towfika &khter 2/6/1982 | 31lyears, 11month, 160Days
7 |Farzana Lucky 271983
8 |Ullas Roy 2/8/1999
9 |Robiul Islam 2/9/2000
ﬂ Liza &khter 2/10/1991
11 [arin Akhter 2/11/199%
12 Sumon Islam 27121988
13 |Foysal Ahmed 27131988

14 [Kheya skhter | 2/14/193

1E |

b, GCHER G0 AR == GT Formula 929 36 @9 3019 F919 919 932
TSI PG (@ Toa I W Formula ETIR dRIe =7 91 | ([0x9 GHIAF
Formula 37z 3ca =R Cell-g 07 fady s@fR | Joar 999 368 94
Formula ¢ a@re 263 =11 | 8y C6 @T=[ Fill Handle-« f#s 37 @ /@
e feefer 41T QTAIe (7 7K@ i 396 |

A I B | c |
1| Mame Date of Birth Age
2 |Muntashir lihad 2/2/1983 30years, 11month, 20Days
3 |Sumaia Sumi 2/3/1988 25years, 11month, 19Days
4 |Mostafizur Rahman 4/471990 23years, 9month, 180Days
5 |&froza skhter 2,/5/1985 28years, 11lmonth, 170ays
_B |Towfika &khter 2/6/1982)31years, 1lmonth, L6Days
_ 7 |Farzana Lucky 2/7/1982)21years, 11month, 150ays
_ B |Ullas Roy 2/8/1999 L 4years, 11maonth,140ays
9 |Rohiul Islam 2/9/2000Q13years, 11month,130ays
10 |Liza &khter 27107199122y ears, 11month, 12Days
11 |Jarin Akhter 27117199815y ears, 11month, 11Days
12 |sumon Islam 27127198825y ears, 11month, 10Days
13 |Foysal Ahmed 27137198825y ears, 11month, 3Days v
14 |Kheya skhter 2/14/1989)24vears, 11month, 8Days |
15| i3

QY
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Cash Memo: f&eita teret It ores Fitr <o s a9 7=
feone 3R e | e oot = =

A B C D E F G H
Computer World
Cash Memo

1 Mukto-Bangla Shopping Complex, Mirpur-1, Dhaka-1216

‘ : S i | o Total .

'SINo Item Quantity | Unit Price| Total Price | Discount| Net Price
2 Discount
3 1[Mouse 150 400 15%
4 | 2|Keyboard 540 700 20%
5 3|Monitor 460 25000 20%
6 | 4|Fan 521 2500 5%
7 S5|AC 458 60000 7%
8 | 6|Printer 325 6000 15%
9 7|Calculator 16 700 30%
10 8|Pen 125 70 22%
11 9|Scanner 415 3000 15%
12 | 10|CC Cemera 620 1800 25%

Total Price: E3 w7e 5189 ¥=C3*D3
Total Discount: G3 = 518% FFa=E3*F3
Net Price: H3 w1t 5139 9=E3-G3

Stock Maintain: fFerg 9F6! ISR {71 AIT | o

A o @ =

A 3 L 2 E F G i 4 K 5
Computer World
; Stock Maintain
2 Purchase Product Sale Product Rest Product
~— §/N  Product Name - — - - — - - — — Stock Amount
3 Quantity | Unit Price Total Price’ Quantity | Unit Price Total Price Quantity | Unit Price | Total Price
2! 1 Hard Disk 1 T8 1500 3700 5550000 730 3700 2775000 750 3700 775000 3550000
5l 2 Ram DDR4 2000 2400 2300000 1200 2400 2880000 800 2200 1320000 4300000
£ 3 Driver 2018 500 100 50000 m 100 30000 200 100 20000 50000
7 4 Zower Supply 2500 20 2000000 1500 800 1200000 | 1000 300 300000 2000000
B 5 Coofing Fan 1500 400 600000 0 200 280000 800 a0 320000 600000
2 6 ¥eyboard 2000 500 1000000 a0 500 250000 1100 300 550000 1000000
B 7 Mouse 1000 300 300000 800 300 180000 400 300 120000 300000
11 8 |Monitor Del 185" 1500 6000 2000000 300 000 4300000 700 5000 4200000 2000000
n 9 Pendrive 32 GB 1000 800 600000 800 600 350000 400 00 220000 600000
82 10 \'GA Cabiz 500 300 150000 80 300 34000 220 300 66000 150000

299




TRCEHTO A 009-056

Purchase Product Total Price;:=C4*D4 Sale Product Total

Price:=F4*G4 Rest Product Total Price:=14*J4
SPET-q
ADVANCE: WIR(EHPIEs (IR $Fg7d I7QRE e

ofre I3 el

PEA |
4 A B C D
Computer World
Mirpur, Dhaka-1216
Future Age Calculation
1
Date Of Date Of
2 Name Birth Future Future Age
Md. Monir
47YEARS,0MONTH,0DAY
3 | Hossain 2/2/1983 2/2/2030 >0MO 0
Roksana
7YEARS,0MONTH,7DAY
4 | Yeasmin Ety 2/3/1988 2/10/2045 > 50MO !
Ukhyono Chak
2YEARS,8MONTH,25DAY
5 | Leen 5/7/1997 2/4/2030 | S2YEARS,BMONTH,25
Jannatul
YEARS,1MONTH,0DAY
6 | Ferdous 2/5/1985 3/5/2050 65 >1MO 0
7 | Aminul Islam 2/6/1995 6/2/2035 | 40YEARS,3MONTH,26DAY

D3 w1t fgs s+ | Formula Bar-a 512+ s+ facss w:
=DATEDIF(B3,C3,"Y")&"YEAR,"&
DATEDIF(B3,C3,"YM")&"MONTH,"&
DATEDIF(B3,C3,"MD")&"DAY"

R4b




TREE GTFA
Tfeewe! T
T |

P A B C D
Computer World
Mirpur, Dhaka-1216
1 Experience Calculation
2 Name Joining Date Ending Date Experience Age
3 | Leen Chak 5/6/2015 8/1/2019 | 4YEARS,2MONTH,26DAY
4 | Monir Hossain 12/5/2014 6/5/2018 | 3YEARS,6MONTH,0DAY
5 | Habibur Rahman 5/6/2004 3/4/2017 | 12YEARS,9MONTH,29DAY
6 | Abul Bashar 3/8/2012 2/7/2018 | 5YEARS,10MONTH,27DAY
7 | Aminul Islam 6/4/2013 6/9/2019 | 6YEARS,0MONTH,5DAY

D3 &t f 3%+ | Formula Bar-« 5181 wee e w1
=DATEDIF(B3,C3,"Y")&"YEAR,"&
DATEDIF(B3,C3,"YM")&"MONTH,"&
DATEDIF(B3,C3,"MD")&"DAY™"

Buyer Information:

VlIookup T« 39 37 Buyer Information &3 % |
[Note:Vlookup wies Vertical Lookup, St 5 (39 ¥ &= VIookup
7R 341 = | Vlookup & 93 €ata A6 2fee o1 IR | P 41 ([0 4y
e WM @F5TE A1 87 o @ 99 99 @ VIookup FRHT 5= 10
=7 |]

=Vlookup(lookup_value,table_array,col index _no,range_lookup)
lookup_value(I® 5] T3 03 W61 e 4o 1)

table_array(ca T (AF S5 (@7 F93 @ GRS Fieer® a2 1)
col_index_no(t5fReea T I FCHE SFe] (39 S0 & TN TR 74 1)
range_lookup(TRUE-3=ifg 2714 S+ (79 41 &5, FALSE-f3% ©27
REIERTIY)

9



TRCEHTO A 009-056

A A B | ¢ | D | E | F

Computer World

Mirpur, Dhaka-1216

) Buyer Information
by Cul\s;:?nn;er PuI;(:::se Address Email Address Phone NO :::z:iste
3 Ismail 01-07-18 | Dhaka ismail@gmail.com 01626925422 | 500000
4 Shokh 02-07-18 | Chittagong Shokh@gmail.com 01626925423 350000
5 Leen 03-07-18 | Dhaka leen@gmail.com 01626925424 | 200000
6 Noyon 04-07-18 | Chittagong noyon@gmail.com 01626925425 | 50000
7 Sayed 05-07-18 | Dhaka sayed@gmail.com 01626925426 | 100000
8 Roton 06-07-18 | Chittagong roton@gmaill.com 01626925427 | 250000
9 Karim 07-07-18 | Dhaka karim@gmail.com 01626925428 | 400000
10 Rahim 08-07-18 | Chittagong rahim@gmail.com 01626925429 | 550000
11 Kabir 09-07-18 | Dhaka kabir@gmail.com 01626925430 | 700000
12 Jabed 10-07-18 | Chittagong jabed@gmail.com 01626925431 | 850000
13
14 Culj::nn;er Pulg;rtmzse Address Email Address Phone No Tn:?jr?f
15 Sayed

Purchase B15 BTt $Pd (0L FHE0 GIR Fepey
=Vlookup(A15,5A$2:5F$10,2,FALSE)

Address C15 t1est PR @ F4=10 51 T
=VIookup(A15,5A$2:$F$10,3,FALSE)

Email Address D15 @1t 307 @ F41110 5181 e
=VIookup(A15,5A$2:$F$10,4,FALSE)

Phone No E15 T S1a e 15 5121 eee
=Vlookup(A15,$A$2:$F$10,5,FALSE)

Purchase Amount F15 GTs1 SRR @08 3115 5127 324
=Vlookup(A15,$A$2:$F$10,6,FALSE)

b0
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BTG GO

Month Wise Sales Report:

AT TN ST W7 e Tt odtes o= VIookup

T T IA [E F&fo T |

/] A B C D E F
Computer World

Mirpur, Dhaka-1216
L 2019 Sales Report
’ :':r::d Jan Feb Mar Apr May
3 T-Shirt 100000 95000 110000 185000 86000
4 Panjabi 85000 114000 75000 150000 95000
5 Pant 70000 133000 40,000 115000 104000
6 Watch 55000 152000 5000 80000 113000
7 Shoe 40000 171000 30000 45000 122000
8 Belt 25000 190000 65000 10000 131000
9 Sandel 10000 209000 90,000 25000 140000
10 Beg 50000 220000 115000 40000 149000

11

12 PIL:(:::t Jan Feb Mar Apr May
13 Sandel

Jan B13 T 3P @08 3115 BIZA S
=Vlookup(A13,5A$2:5F$10,2,FALSE)
Feb C13 w1t PR @ T30 512 T
=Vlookup(A13,5A%$2:$F$10,3,FALSE)
Mar D13 G 37 @ T35 518 P
=Vlookup(A13,$A$2:$F$10,4, FALSE)
April E13 o1ts1 3P @ F=f6 Bi e
=Vlookup(A13,5A%$2:$F$10,5,FALSE)
May F13 Tt SR e T B2 Peeey
=Vlookup(A13,5A%$2:$F$10,6,FALSE)

Wb




TEEPTRD ST 2009-2055
|- : : ;
Computer World

Mirpur, Dhaka-1216

“Income Statement”

Total Taka

Total Taka

1

2 Revenue Title Taka Expenses Title Taka

3 Service Revenue 600000 Rent Expenses 50000

4 | Sales of profit 150000 Salary Expenses 40000

5 | Purchase Discount 200000 Utility Expenses 200000
6

7

8 | Net Income

Revenue Total Taka B7 @1t i3 3@ w6110 512+ s« =SUM(B3:B5)
Expenses Total Taka D7 @1t fgs se w3110 512 S =SUM(D3:D5)
Net Income B8 ¢itet f$5 wca w11l 518+ s =B7-D7

WWWW GO BITPR (o 8 TG e F<eets

7H A | | € | D|E |F [€ |H |I |3 |[K |L [M|N
Computer World
Mirpur, Dhaka-1216

1 *“Within Over Time" Salary Sheet
: , :

SI | Employee e .| BER | MA | TA < | s | Pf

No. e Designation | Basic 1s%) | 10%) am) OoT | OTS | GP %) | (%) ID | IS
3 (101 | Lem Tostructor | 15000 : m
4| 102 | Momir | Manager 17000 ; 7
5|13 | Eny GraphicD | 16000 ; 36
6 | 104 | Jamnat Executive 15500 ' 2
7 (105 | Sved V.Editmg | 16000 ' 10

H.R)-House Rent =D3*15%

(M.A)-Medical Allowance =D3*10%

(T.A)-Travel Allowance =D3*17%  (O.T)-Over Time
(O.T.S)-Over Time Salary =D3/240*H3

(G.P)-Gross Pay =D3+E3+F3+G3+13

(Insu.)-Insurance =D3*9%

(P.F)-Provident Fund =D3*7%

(T.D)-Total Deduction =K3+L3

bR



TETGFPTRG A

(T.S)-Total Salary =J3-M3

[Notes:-sgi@ eoR BIRN (77 T CFC@: SN[ AR GOF IR (9 (7
FACOR CICHG @PRF Bl (F IS TR (15 3 07 ez o ee =37 | siwei|
@ FACS GO BIRY «F e | @ (O.T.S)-Over Time Salary
=D3/240(Hour)*H3]

Sumif, Averageif & Countif Tr=T @1t I327 3 =
e fReie el <= |

A4 A ] B | ¢ | D | E| F |G

Computer World
Mirpur, Dhaka-1216

""Sales™ Report

1
Date Client Name ASaIes Client Name Total Average | Count
5 mount
3 10-08-2018 | ABC Company % 50000 | ABC Company
4 11-08-2018 | Shipping % 65000 | 99 Co.
5 12-08-2018 | 99 Co. % 95000 | XYZ Co.
6 13-08-2018 | ABC Company | ¥ 115000
7 14-08-2018 | XYZ Co. % 137500
8 15-08-2018 | ABC Company | ¥ 160000
9 16-08-2018 | ABC Company | ¥ 182500
10 17-08-2018 | Shipping % 205000
11 | 18-08-2018 | 99 Co. % 227500
12 19-08-2018 | ABC Company 250000
13 | 20-08-2018 | 99 Co. % 272500
14 | 21-08-2018 | Shipping % 295000
15 | 22-08-2018 | Rifat Co. % 317500
16 23-08-2018 | ABC Company % 340000
17 | 24-08-2018 | Shipping % 362500
18 | 25-08-2018 | 99 Co. % 385000

= Total =SUMIF($B$3:$B$18,D3,$C$3:$C$18)(F=id =1 e
W GFR N G I AT OF e AT G/ ([T A G
SUMIF ¥ 3927 1 =7 |

= Average =AVERAGEIF($B$3:$B$18,D3,$C$3:$C$18) (Fr=i
@O W G2 TN gD I AR OF NG (@F A G
AVERAGEIF TR 7927 1 27 1)

SLAN)



AETEFPTED ST 2009-205

= Count =COUNTIF($B$3:$B$18,D3) (Fit=1® <1 (e Wy IR

Y @IS I AFE OF @6 TRAYT (@ F49 &5 COUNTIF  FrR=w
I FA 2T 1)

Hlookup FrR*s 31319 ¥ Row @ Value @9 (& 399 &=

WIWWIM

A B £ D E F G H | J
1 Product Keyboard Mouse Laptop LaptopBag Headphone Internal HDD Microphone
2 Company Apple Logitech  Dell Acer HP Samsung Sony
3 Model AP-231 LO-401 DL-804 AC-115 HP-001 SM-434 5Y-324
4 Type New Used  Used New Used Used New
5 Manufacture 2019 2017 2013 2017 2018 2018 2017
6 Price 900 300 25000 400 1050 9000 1250
7 Discount 5% 5% 15% 5% 10% 10% 12%
8 Total Price 833 285 21250 380 945 3100 1100
9 Shipping Free  Charge  Free Free Charge Charge Free
10 Stock 3 7 2 5 1 1 9
11
12
13 Product Company Model Type Manufacture Price Discount Total Price  Shipping Stock
14 Mouse Logitech LO-401 Used 2017 300 0.05 285 Charge 7
15

Total Price =B6-B6*B7 301 (21 %791 T2 &= Gl ¢ i |
Company B14 tftst ¥Pf @t TG BIRA S
=HLOOKUP(A14,$A$1:$H$10,2, FALSE)

Model C14 titst S0 e F4ef6 512 ey
=HLOOKUP(A14, $A$1:$H$10,3,FALSE)

Type D14 G IPR @0 T 5127 I
=HLOOKUP(A14, $A$1:$H$10,4,FALSE)
Manufacture Year E14 T 301 @0 TG 5187 e
=HLOOKUP(A14, $A$1:$H$10,5,FALSE)

Price F14 T 301 @0 =110 5125 F°
=HLOOKUP(A14, $A$1:$H$10,6,FALSE)

Discount G14 Ts1 SPR @ FH=110 512 S
=HLOOKUP(A14, $A$1:$H$10,7,FALSE)

Total Price H14 w1t $Pf @ed 411 5124 364

b8



BTG GO

=HLOOKUP(A14, $A$1:$H$10,8,FALSE)

Shipping 114 &= 30 @ T 5135 T4

=HLOOKUP(A14, $A$1:$H$10,9,FALSE)

Stock J14 Ts1 FPR @ T4e10 51 T

=HLOOKUP(A14, $A$1:$H$10,10,FALSE)

[Note: Hlookup =cs Horizontal Lookup, T @< ©jie] (37 9 &)
Hlookup 372 <41 = | Hlookup & «< €@ 116 Sferw <=1 I | Bieeig w41

(@GR W< (AF W (@ 31 987 O & (77 F91 & Hlookup FrR=+
BISEER )

INDEX «< ST (TS Srafe Wi« foefar <1 =20 |

B12 o7tst s et =INDEX(A2:E11,6,5)

b€

Z] A | B | C | D | E
COMPUTER WORLD

1 Mirpur, Dhaka

Product
2 No. Storage Audio/Video Network Printer
3 0132 External HDD Speaker Router D‘;:::‘T;M
4 0134 Internal HDD Headphone Access Point Card Printer
;— 0136 SSD Earphone Switch Label Printer .
6 0138 Pen Drive Voice Recorder LAN Card POS Printer .
7 0140 Memory Card Sound Card Edge Medem Barcode Printer
8 0142 Card Reader TV Card FAX Modem
9 0144 HBD Case Webcam UTP Cable
10 0146 Network Storage Radio
11 0148 Microphone
12 Barcode Printer



TRCEHTO A 009-056

oefd
/]

A | B | C | D | E
1 Education System Grade/Point Result Format By Excel
) Marks Ic';:t:; Grade Point
3 80-100 A+ 4.00
4 75-79 A 3.75
5 70-74 A- 3.50
6 65-69 B+ 3.25
7 60-64 B 3.00
8 55-59 B- 2.75
9 50-54 C+ 2.50
10 45-49 C 2.25
11 | 40-44 D 2.00
12 39-00 F 0.00
13
14 S/N Subject Marks :::tc: Grade Point
15 1 Bangla 80 A+ 4.00
16 2 English 75 A 3.75
General
17 3 Math 85 A+ 4.00
18 4 Physics 55 B- 2.75
19 5 Chemistry 45 C 2.25
20 6 Biology 70 A 2.75
Higher
» 7 mi N 75 A 3.75
22 8 Religion 85 A+ 4.00
23 9 ICT 60 B 3.00
Average
24 Gradi 336

Letter grades=IF(C15>=80, "A+", IF(C15>=75, "A", IF(C15>=70, "A-",
IF(C15>=65, "B+", IF(C15>=60, "B", IF(C15>=55, "B-", IF(C15>=50, "C+",
IF(C15>=45, "C", IF(C15>=40, "D", "F")))))))))

Grade Point=VLOOKUP(D15,5BS$3:5C$12,2,FALSE)

Average Grade=AVERAGE(E15:E23)

QY




WIRCFTRE G
Sumproduct TR @F AR GIAR &F IR T el

Z] A 8 | @ D
COMPUTER WORLD
Mirpur, Dhaka-1216
1
> Product Brand Unit Price Quantity
3 Storage Western Digital 3500 5
a Graphics Card Gigabyte 4500 3
5 Network TP-Link 1700 7
6 Printer HP 2500 4
7 Processor Intal 9000 2
8 Total Price 70800

D8 TItsT IR @0 TG 5187 d@a=Sumproduct(C3:C7,D3:D7)

Text & Mod
«Fe PiE IN-Time TE Out-Time *%e (15 F© I Tgs e ¢t @@
TR G (=T FAWI610 JIT 9 |

A A B C D E
Computer World
1 Mirpur, Dhaka-1216
Time Sheet

. . . . Hours
2 Name Designation In-Time Out-Time Worked
3 Leen Chak Instructor 9:30 AM 8:00 PM 10:30
4 Monir Hossain Instructor 3:00 PM 8:30 PM 05:30
5 Ety Instructor 10:00 AM 5:00 PM 07:00
6 Jannatul Ferdous Instructor 10:00 AM 6:00 PM 08:00
7 Ukhyono Chak Instructor 9:00 AM 8:00 PM 11:00
8 Aminul Islam Instructor 3:00 PM 9:00 PM 06:00
9 Abul Bashar Instructor 11:00 AM 6:00 PM 07:00

Hours Worked %33 3317 fSaw: E3 a1 518% %9 =TEXT(D3-C3,"HH:MM")
92t =MOD(D3-C3,1)

SUAN
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FV (Future Value)
" IR ¢ % A ¢ TR G S 0T do 000 BT F(F FIRCP AL Bl
T | O0F ¢ 29 “IF IFRS TR F© 01 (T e @i ey s ey

e G a=E a0 |
Rate (3tws 29)
nper (¥ I &)
pmt (efe o ffes wife)
A1 A B
1 | Rate 5%
2 | nper 5
3| pmt -10000
4 v680,060.83

B4 w11 T (ed w4115 518 S =FV(B1/12,B2*12,B3)
[Note: S & SRTRe, GRICT 53 (F APT? QAT SR AR AfS == TNF©
e are2T | T, 2fs T8 EAf S I I FRCE BIPT SAT AR 1]

PV (Present Value)
oAl R AT RS (ACF @ NI | I ¢ % 2 ¢ =7 40 dfs [os

0,000 B FCA Installment Wts 519 ©R=GET HRF HFICE W2 IR0 F©
BT T Teas | (10T el v &y fovessr eTifs 5= e |

Rate (3tws 29)
nper (FS I &)
pmt (afs sew e #ffasre)
A| D E
1 | Rate 5%
2 | nper 5
3 | pmt 10000
4 (¥529,907.06)

B4 w11 FR @t G 518 e =PV/(E1/12,E2*12,E3)
[Note: S+ 5 ©RTR, @RI 53 (F WPTET? SR JHR G &S IR«
Installment &= 73T 1]

bt



BTG GO

PMT =z &fs wieR fafew sifasma
A IR ¢ % TE A 5,00 ,000 G © IR & [Plecs Wt M B Al
S B2 (i e e &y fWoms w5 ra=m ae |

Rate (s T¥)
nper(Fs I==1 &)
pmt(&fe e el sifwe)
Al G H
1 | Rate 5%
2 | nper 3
3| pv 100000
4 (¥2,997.09)

B4 w1ts1 SR @0 T 512 S =PMT(H1/12,H2*12,H3)
[Note: Sriff 5 ©<TRe, AT 53 (F WFTE? G SR AR &S I THF©
Tofea 2T | WM, &fo T2 WA 32 19 FCH G GIPT &l AR ]

AT JIT92R
Y AT A=
AR

AP G-

3T, CTRIT R« S
"' .

Tife T wiEfo

D



NECEHATE WP 2009-205

Pivot Table

T A ANy R T, [T vitiEs (AF Ty @t AfeRe ¢ e
eifstane/ReAs TofF Fa1 Te Pivot Table @3 Si«resy @2 foel va 41 9181 | 2=
G J IS TIOE SR (AT J-[WE @ THIE AW I (G Cofd Faros
Pivot Table <3 &1 9= (72 | Pivot Table 3532« 0o =0 0 G{5 TIoTeaer
TSl FACS (F, K G2 TGS @9 ©oiF fSq a7 Pivot Table @3 ey w6
e (GfeT Tofd A0S A | BIR0E AR SRR G (A J-[WE & T
WISl (Giieet Aferca ares A |

2] A B C D E F G
Computer World
Mirpur, Dhaka-1216

1 Salesman Report

2 Name Region Company Item Nt;r:':er | : ?c“e Sold Amount
3 | Imran Dhaka XYZ Monitor 50 15000 750000
4 Bashar | Ctg ABC Keyboard 45 600 27000
5 | Sadik | Dhaka EGF Hard Disk 15| 1500 22500
6 | Monir | Cox'sBazar | Mitaly | Ram 65| 3000 195000
7 | Aminul Rajshahi DEF VGACable 32 | 570 18240
8 | Shohel | Noakhali Jac Mouse 60 | 150 9000
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Date/Time fadiva @2 | @tz Admission Date-a & wiffd 1t =3,
w12 Data Type-a Date/Time 4o+ <1 == |

Course Name | Text
Admission Date ? Q
L Text S
L Memo
= @
- AutoNumber
Yes/MNo B
General |Loskup OLE Object L
Field Size [255 Hyperlink B
Format | B
Input Mask Attachment B
Caption Lookup Wizard... B

8. 43 Photo «ity =iiz=is Field 3% 3941 2@, @<its Student-a 2R I& 341
77| &y Field Name-«a Photo feta Data Type-a Attachment 4o
P |

Admission Date 'Date/Time |
Photo frexd |
B Text ~
B Memo
L] Mumber
Date/Time
Currency
AutoNumber I
General (Lookup Yes/MNo -
Field Size 255
Format
Input Mask
(Caption
Default Value
Yalidation Rule

se.Course Fee, Payment € Due «Itw wiiwe foaft Field 3& 3%« | Qg
arerss Field-a7 ©oRIR B wew 2979 <41 =@, o2 Data Type e«
Currency &= 324 |

VOY
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[ =23 Admissiun\\

Field Mame | Data Type |
|Mother's Name Text
|Present Address Text
|Permanent Address Text
 |Course Name Text
|Admission Date Date/Time
_|Photo Attachment
 |Course Fee Currency
 |Payment *Currenwm“w
Due v

General [Lookup

Farmat Currency

Decimal Places Auto i
Input Mask ¥es/Mo i
Caption OLE Object i
Default Yalue ;

Validation Rule Hyperlink -
Validation Text Attachment i
Required No Lookup Wizard... i

Tndavar M

S, IR JIET @ Ctrl+S @ 367 Save w1 @32 Admission ERIF Tog
Right Click =tz Close-« f5= stz Tablef Close 3% |

B J Data Type
A _lAutoNumber
Text

| Fa@‘ Design View Text
== s | Datasheet View Text

Prg | Text
1 Pe 2] | PivotTable View Text
" |col il | PivotChart View Text
__|Admission Date Date/Time
__|Photo Attachment
_|Course Fee Currency
__|Payment Currency

V0q
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arifiwerd Table tofm wrer ¥ 1 3w fAzafdfs fazcr Table-a Data Entry
% |

grifiwerd Table-a Field 3= w7 #=8 Data Entry 41 919 | ©t3 @ #&(cq

tsfaps Table-ax ey Field fw @G Form Design <t ©i5T «fGa ser
T |

Form tefs <4:

2R a6 e Field e @G Auto Form tofs w1 foeg @z “Rasice

Jrerty Form - faces e fTaizs a1 I, o7 afesar Sieetnar 39 1| Auto

Form it 2ce Rafie afeit SR 35 |

5. Ribon s Create 51t3 fa 9 |

3. Froms Group-43 More Forms-¢ g 35t g=ieres =% 2t Form
Wizard &5+ 3 |

E"y Home '[ External Data Database Tools
: — A | e B9 = i3 PivotChart ==
EE meEEEEY &

|j Blank Form e

Table Table SharePoint Table
Templates ~  Lists~  Design

Tables

Form  Split  Multiple
Form  Items [’%Moreform

Foy

I ‘ Form Wizard -
‘@ Security Warning Certain content in the database has been di

i ‘ i Datasheet
All Access Objects v « EEEL B
Tables A :
B admission ;l Modal Dialog

[]J PivotTable

9. Form Wizard T I3 6toiq 263 | 5% S Available Fields @3
Selected Field-«a SRics o BT Arrow J167 ez | @3 Available
Fields = @« @36 w5t Field (a7 &= &2 60 56 3 | 9 91
Field fats 513t faoiw qbafbrs fFe v |

VoY
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Which fields do you want on your form?

You can choose from more than one table or query.

Tables/Queries
[Table: Admission [+]

Available Fields: Selected Fields:

Student's Name
Father's Name
Mother's Name
Present Address
Permanent Address
Course Name
Admission Date

|

8. Selected Fields-« f&ifow Field @1 ¥% 203 | €319 Next I5¢ {5 52 |

Which fields do you want on your form?

You can choose from more than one table or query.

Tables/Queries
|Table: Admission [=]

Available Fields: Selected Fields:

Present Address
Permanent Address
Course Name
Admission Date
Photo

Course Fee
Payment

¢. Q¥ tF Form-«3 Layout =&5w Face 263 | Column-93 63 3t 6 I
e Next I 5 3 |

(VIVh)
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Form Wizard

What layout would you like for your form?

T
nanaaaan

© Justified

EEI 000000
L n

lnanoa==Ic

v. Fromfs &= Style-« emf#e 203 ©f FteTg F9Co R0 | G TCAPGE
<5 Style 7wz | Office Fi=1g 3@ Next 6 53 70 |

What style would you like?

Access 2007
Apex
Aspect

Civic
Concourse
Equity

Flow
Foundry
Median
Metro

Module
None

q. Titel 33 Formfos @6 =w fa= | @@= : Admission Data | fasiz st

Open the form to view or enter information-«a= 3 5% ez Finish
60 fge e |

w80
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)

What ti ou want for your form?
([Admission Data )
e ——

That's all the information the wizard needs to aeate your
form.

Do you want to open the form or modify the form's design?

n the form to view or enter information.

(© Modify the form's design.

FEA |

A) Access Copeas

Tobles

E Adeviiion

Fotms

I3 2deession Dats
0 ll Photo
Student's Nama |
Father's Name

othur's Name

Presant Addiass

Permanect

Address

Conxs Name [Am 2] esuiee Fav Jr——

el —
e [ g

Secord M s (30ft |0 woan | Eraiies [Seaon

Form-«4 Data «af§ <4t

Form tsfs 3ta 43 s=eer Data «fg w41 77 | fafes afeifo sepwa 3@ Form-
Q ©I5T GG 3 |

08
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5. Student’s Name-@ Student-«@3 9N ot 369 1@ F4e1 I Father’s

Name Field-4 <98« F<t3 | Father’s Name-9 I[E ¥ fo0d 6@ @1
w4 | @oItd Present Address 8 Permanent Address-4 TiGT 5127 < |

[5| Admission Data

Admission Data

|

1D 1

Student's Name  |Md. Mostafizur Rahman

Father's Name Md. Ramzan Ali

Mother's Name  |Most. Monowara Begum

Present Address |Dhanmondi, Dhaka.

Permanent Durakuti, Lalmonirhat.
Address

3. o PP Course Name-«9 O3l goere =R5 7eace | o3 e wiice Course
Name-« =&t Lookup Wizard 959=® 363 Siieal 2ta2 g Course-«3 <is
GG B @R, T G FCACR | GGy G T FCH (I ©I6T F1R FeC©
2 91| @ AR 9Fes 3pees Video Editing Course-« o =tz | g&=y
o 3@ Video Editing ¢= gtme (1R | @Y gorerey #ro (2t Video
Editing =g F=ce1® =03 |

Permanent Durakuti, Lalmonirhat.
Address

Course Name

Course Fee

Admission Date | Apllication

Payment

Present Address |Dhanmondi, Dhaka. ‘
| |
| |
| |

Due

Autotad
Advance Excell

©. Admission Date-4 Date o1 =21 ©iF fnts G Calendar Sz e,
oite @ a0 Date &= %+ | (Table tofs ¥ =@ Admission Date-

@7 Data Type-a Date/Time &5= a1 =@fest Ry @it @6 Calendar
Iq2FT GTTR) |

08
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Course Name |Video Editing P

L
January, 2014 |3 ourse Fee |
Admission Date |1,.!2?f2014 Su Mo Tu We Th Fr Sa |

ayment
29 030 31 1 2 3 4

5 6 7 8 9101 Due
12 13 14 15 1a 17 18

19 21 22 23 24 25
2 5 29 30 31 1
2 4 5 6 7 8

di W A {Lofdl | kMO UK Mo Filker | [Sear

8. @31 Photo se* Student-«3 ¥ 2K Y& 3599 | @&y Photo @7 o fcse
T f5 99 | TR Fafb A6 emf¥fs =03 | @i s Attach (U) 35 g
A |

Photo

¢. Attachments Dialog Box =i | Add 3G i 3 |

Attachments

attachments (Double-click ko open)

Save Al

[ Ok, ][ Cancel ]

v. Choose File st ¢f6 Dialog Box et 263 | @21t File-9w Location
fediva @ Open 3G 5% 0o = |

089
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¥ Chooue e

= g = [
. o
A
\ Coopitt ice (D) 5" Soudents Pk « [¥3 I feawh Students Photo |
(€18 O T | E
New folder =~ M o

Qrgacize »

V5 Microvems Office Acce '

W Fapedes
& Liteanes

1% Campidter
& Leari o
Ca Offics
_13 VD BW Dewve (R0 O

b (00

Qs Network

Fiw narme: 001 g9

Attachments

Attachments (Double-click bo open)

9 012.jpg

Sawe All...

(T OK_JQ*[ Cancel ]

b, % P Form-«9 2R 3 20 |

7]
8]

1

Photo

student's Name  [Md, Mostafizur Rahman

Fathar's Name Md, Ramzan All

Mother's Name  [Most. Monowara H;ﬁunnl

Presant Addrass nimnmondl, Dhaka,

Parmanant
Address

Durakutl, Lalmonirhat,

course Name Vidao VFd'I»til'na

latnatnnea

088
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5. Course Fee-c Amount 512+ s+ | &% : Video Editing Course-«a

&=y 4ifFe Course Fee @ 20000 YT @R Payment Sres 75w &
o1« | 4f¥ 0000 BIFE KT T Soooo BT AR FCACR |

Course Fee |$2ﬂ,GDD.GD |
Payment 1510,000.00 |

Due || |

Yo. @IF Due-9 St 9[(*2 G RRferreid wE &= Due Field-&
Calculated Field-« seieg <4 |
. Ctrl+S @ 337 Filefots Save 3 |

Calculated Field 3= 1

Navigation Pan ¢zt Admission Data Form-f5s ©== S8 Right 5+ f
33 Design View 5w e |

All Access Objects v « || =8| Admissio
Tables S 7
@ Admission Adm
Forms S
Admission Data ) o
EF| open

| LayoutView

gxport >
Rer:am_e

Hide in this Group
Delete

tug :

B %<

Copy

[

Paste

6§ fe

Yiew Properties

3. Form-f5 Design View-ce amf#*s =3 |

08¢



Siidunts Hama | Stedant's Name
L]
Faes Name Fathes's Name I
FAdifars Spme .| Mother's Name !
{ il 2
4 7T rESERTESS Present Address l
Py e Addewny
Addeess |
T T T
| TR T A ™ - === = —
: > = .......::,1: T T = w6 |Cowse Fes 1
Adventinn Pute ‘ihdmt\vo«ud- ] b ]‘l‘ T J
Py
‘ [ l %___“ it S—
- Soadan. | I -
« a 1 >

39.57F TP Form-«a3 o« e e Due I630x | @319 6w we uiw fwesa Due
@Afors f5s T |

»8. Ribon-a g+ Design st Contextual 5i1ea fgs w5t uie fuess Tools
Group @& Property Sheet-a 3% 3 |

[ =wan- | L] B ‘W I»m“:]_—*l D"ﬁ; 5
@ = ante s [ ) Fage Mumbary ; " A‘ i ‘Lﬂ |
[ S eowre | " Boseanatoe | g T """ B RO DS Lﬁ S aqmex<onbon. || “1-’::1:"' i

‘ Cellirnes | Centrol I Teo)

3¢ .5TF T @R Ol s Property Sheet It mﬁi‘s‘ Task o |

i Control Souwrew | Duv____!'[_]j
Fermat Currency

Decmal Places |0

Waible Yes
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Sb. % S At Format, Data, Event, Other «xr All Sits g 5719 3cacR |
QI (e All BrRiG Bresig e |

4. 4@ Control Source-«3 ©iF Cell-¢ f&s 3t | 5127 I =[Course Fee]-
[Payment] (@c=g Course Fee 2t 7o &g v s Due Amount e
779, o8 Course Fee s Payment Field Im meam ==1 @<k Field Name
ST SR PO IF (PR ACO B(F | (R 7 Field Name-«g @eica
Field Name T4 Iz 23R GTeiq fTte 269) |

Froperty Sheet X
| selection type: Text Box

|Due E"

|Fnrmat| Data | Event I Other Al

NEH‘IEDLI N

Control Source _(=[Course[x ]l
l [Format (Currengy

IMariem=l Alarae | Aorkem

St Ctrl+S faca w1215t Save 3 |

.93 Navigation Pan-a3 Admision Data Form-«43 ©#= SSeR T 67
f&s 33 Open 39 |

20.7F 3 TS Due sy ey zmwe |

Course Fee 520,000.00
Payment $10,000.00
Due (i$1ﬂ,ﬂDD.ETD>

Currency o2 #ffg$s st 5= (v) Symbol si=cs Start 67 =t Control
Panel-¢ &% <P |

089
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’ ™ - IVIHHLWIWIVIL WV LAV Qv e
L 1]

Ilustrator

& :
Kaspersky Internet Securi
V‘ persky ty

Getting Started

Calculatar

|' Connectto a Projector

»  AllPrograms

Computer

S
|

| Control'Panel
I e

Dewvices.and Prin

Default Programs

Help and Suppott

Search programs and files

Clock, Language and Region-4a Change keyboards or other input

methods-«4 5 % |

Adjust your computer's settings

@1
Network and Internet

@W View network status and tasks

~&2, Choose homegroup and sharing options

System and Security
Review your computer's status
Back up your computer

Find and fix problems

.,/ Hardware and Sound
s “ View devices and printers
! Add a device

Programs

Uninstall a program

View by:  Category ¥

Appearance and Personalization
Change the theme

User Accounts and Family Safety

) Add or remove user accounts
@ Set up parental controls for any user

,
< 5 Change desktop background

Adjust screen resolution

‘ Clock, Lan ion

|G l— Change kevboards or othepinput metheds

Ease of Access

Let Windows suggest settings
Optimize visual display

Region and Language Dialog Box =iPtq | @< (2t Formats Giieas
Format-«43 g=eres o6 (2t Bengali (Bangladesh) fado wc Apply ¢ Ok

LA |

O8br
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] Region and Language )

@ Location I Keyboards and Languages Administrativel

Farmat:

)

iBengaIi (Bangladesh)

|Arabic (Saudi Arabia)
|Arabic (Syria)

E.ﬂ\rabic (Tunizia)

|Arabic (ULAE)

E.ﬂ\rabic Mermen)

| Armenian (Armenia)
EAssamese (India)

| Azeri (Cyrillic, Azerbaijan)
|&zeri {Latin, Azerhaijan)
Bashkir {(Russia)

Bazque (Basque)
Belarysian (Bel

|
4
——

»

=S |

Baosnian (Latin, Bosnia and Herzegowvina)
Breton (France)
Bulgarian (Bulgaria)

5. 77% I QT TR Sign-«F Bt BIFE o GoTeR |

Course Fee 120,000.00 |

Payment %5 10,000.00 |

Due % 10,000.00 |
W

oA ©IoT TS Al

. Navigation Pan c2t& Admission Data Form-f67 T#= ©iRet fgs e |
Form- &to9 203 | @@ Form-«3 f5ts New record 35t s 3 |

Record: M 4 [1cfl | b M Fﬂ W% Mo Filter | [Search

Sl

s |

3. GFR SR T2 ST ©oT 5122 T |

085
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Admission Data

18] 7|7r;aw] Photo

Student’s Nama
Father's Name |
Mother's Name

Prosent Address |

Course Name | B ,
! - Course Fee
ent

[n(q TELE

ﬂw%gmﬁﬂfﬁx%%f

Query ¥t

Query =T PR BbT (At [WE 3F ©ioT ew*q 3598l | Query-«d =iy e
ez witT MM *SipiE g =1 =1 1 Query Rfeg «atae =0© At | @ -
Select Query, Paramitter Query, Action Query =k SQL Query gy |
AP AG THICAS (7T Fe FE CF@ Query IR TAE =0 ACH | 411 A
e (oo wibaE(s (e ¥y Name, Course, Admission Date ez et
[ (FF 4 MDA | R SRR ©IHT (AF WM s 7 e oitt emtm afeme
R Query | 7 os afefl sepme e |

. Admission Data Form-fG frsig§ =l =g Create Tab &t Query
Wizard 315ew 5 328 |

O¢o



RCFTFo q o R009-05®
b Pl Oy Datanaip 1001
T &E [ & ﬁﬂﬂ!g:':'.'?."'. el P ﬂ =2

Tobbe Tobe hweherd Toee fun nl u lur u-- Pageat ; " uu
T Y™ B Ve Poews * Gy [+ T cm.t,. ., o
kit | v el | L [' onw

..1' Wuae

L o uwy nnu- whany
P e B iy ¢
~'1|u-wt?--l LAl
it o e rwatiba g aaey

.0 Santaty Watnieg  Cartmr corbert 00 Antebe b been S0 seed Opteorm

L e | = el o

P |

Mew Query

Find Duplicates Query Wizard
Find Unmatched Query wizard

This wizard creates a select query
from the fields you pick.

o. Simple Query Wizard si7c3 | @3 Available Fields ¢2¢& Student’s
Name e 3@ o« weea Add 360 &6 I+ | @oitq Course Name
w2 Admission Date-& Add @ Next 35w & 2 |

&
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g

Simple Query Wizard

Which fields do you wantin your query?

You can choose from more than one table or query.

Tables/Queries

[Table: Admission [=]

Available Fields: Selected Fields:

1D ~ f
Father's Name D
Mother's Name
Present Address
Per t Address

) Student's Name

Photo.FileData
Photo.FileFlags -

N\
[ cancel ][ <mex ([ nmet> |} enisn

8. «3 Finis 36 {3 32 |

Simple Query Wizard T

What title do you want for your query?
e

(Admission Query )
—_—

That's all the information the wizard needs to ceate your
query.

Do you want to open the query or modify the query's design?

@pen the query to view information.
(@) Modify the query design.

[ cancel ][ <Bak | wmext> [ Ensh

¢. &% 3%« Name, Course Name @3z Admission Date 7t 5T emf*fe
gz | Ctrl+S @ 3ta Save < |

OeR
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All Access Objects v/ «|| 3 Admission uery\ e
Tables 25 (Student's Name)  ~ (‘ Course Name > |GAdmission Date 2>
B3 admission | [Md. Mostafizur Rahman | Video Editing 27-01-14
Queries 2 || _|Farzana Sarkar Graphics 20-01-14
=31 Admission Query | {Sumiaya Sumi Apllication 21-01-14
Forms A || [Sajal Ahmed Apllication 07-01-14
Admission Data | |Towfika Akhter Apllication 16-01-14
_|Jashmat Ali Apllication 13-01-14
| Nurnobi Islam Advance Excell 15-01-14
Kajal Nurnobi Apllication 16-01-14

* |

Report toff Tt
s> Database-« fifegeid Data Afesre A4te | @8 Database (tF @@=
Data efetawe e &6 wieia e« G Report 3= =1 Data Table
(TF TR &% T FF [CAT (o I AP FWAOE ST I IW | IS
«ed Report zoe #ie | @< : Daily Report, Summery Report, Report with
Graphics and Chart, Report with Form @<= Report with Level |
Report tof FaCe NIba GrATel Sepee T2
. Task Pane 2ts @ 319 @G Table Bieei® e | @=: Admission

Query Faig =6 |
3. @3 Create Tab-«3 Reports Group-«<3 Report Button-« f5 e |

)
-l Har Creaste |  Esternal Data Database Teoll Fomeat Arrange
_ -~ -

j m P ESES D@, 8RR
— il T ClBlaen Form N6 L] Bunk fuport. =S *7 —
Table we SharePoirs Form Split Ny Foarm an oy Que Mg

Terepiates Lists = [ mv Fofm ~ Itens %"‘ are * Desig Q spont Waar ’[: o | W ad De |qu .
Tabletr Reporty Othes

3. o% 9 Admission Query-43 @G Report tofd =@ |

[Dpree—r——.

= s o 7T a0
;ﬂ Admission Query F:.u 2
Deterts Namae Course Nate Atrrtaorn Dete
M) VAL R e Yo tartmg raLas
Fasane Sehat Craphes 001-14

Aptlcatiar Lari4

Sl Ahvmect Aplicatian 03aL- e

Towfika Skhtes Apticatiae WO 1e

atwrat Al Aplhcamon ot e

Nt okt lan Adverxe el Do

el Farmcin Apthcatiae BaL1s
Page 10i1
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8. ¥3F Query Report Sty Save < |

RIS CofF T4l

Table, From, Report-& = Form-a Command J1Ga= S=RIC JRE gr#ie
FANHL JIBCAG I = | (@ +Itdq ¢ofq 741 Table, Form ¢ Report frew «f6
FRCAG Cofd 91 | e ¥hifgs Table, Form ¢ Report feeiis ez J=2owae
Tofd I QTS AT |

5. (OIS THONIE’ Gl S |

3. Create Tab 2t Form Design I 3% 3 |

't | | |

J Home External Data Database Tools Datasheet
i — e T A an

| 5% e o o m — ﬂ&] PivotChart
EEH M &= =

Y EBlank Form

| Table Table SharePoint Table Form  Split Multiple

| Templates~  Lists~  Design | Form  Items ‘&5 More Forms

Tables E J Forms

©. From1 siest @G Form =i

= Forml\
[W][ e s 4 B BT B G M0 1 g2
|| # Detail
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8. AR YRRIRFTOIT I35 G FEbCAG (O F99 | AT ST ALHANCER T
widfie (zeltd @it Title @R Logo I& %9 |

¢. Design Bricga Controls a¢ (2t Title-« 35 34 |

@ Arrange

= width ~ | ’@ q
T Shyle v [#] Pade Numbers

-uf_:" Colar - E)Date and Time
Gridlines |

aFIC”II"IES

Y. Form-9 @& Text I3 PR | Q3T G5 G35 blasl F2° |

=] Formi '\
|:||-|-1-|-2-|-3-|-4-|-5-|-s-

_J ¥ FOI’ Jtl

Computer World

||| # Detail

«JF BIBCHCR et @it Logo & 7 | Design Bricza Controls a#f (At
Logo-cs i 52 |
F @ Home Creats Daemal Oaty Database Toch Arange
— 1A n T] == wiae - ,-- ~INEJ Tae [ j M2
j . fdas| o . 2 Styhe * =M |5 Page Mumbe rr Aa Lexe] OEMSE
Vew |[BZET|(IEWM] (S Conaionw || Ghdtines oy ) ﬁ> 3 Dats wnd T T el et [!3 ,_n e i

v. Insert Tab Dialog Box €t &3 | 921t LOgOo-7 Tt b e |

oee
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E Insert Picture

@OQ’M" » Office D3 » Wa 1191’.) - [ 43 |1 Searcn wir tago Al

Quganize » New folder

W Favorites

=~ 0 ©®
2 Meroroft Office Acce Name Cate modihed Type
& Pendrve VU4 1253 PM  File folder

&8 Wit 12772013 158 P
Computer World Logo [Convertedipng 1PN P PNG imags
8 Lonres

File fulder

1™ Computar
& Local Disk (C)
cn Office (0

- Remaoable Ok (£)
Qi Network

[ i

- <

File mame: Computer Wortd Logoe [Converted).peg - ['Snrh':: Fles {*/amnf® emf* ok '1

Tools v< lft} ! ) Cancel J

®. Form-a< Header-« Title-«< 5t Logoft 3% =4 |

2| Forml '

# Detail

so. Form-f5t Save w=ce Ctrl+S @1 3%+ | Save As Dialog Box €toi =03 |

From Name =z Switch Board SIS &ce &t 340 |

Save As ? LX)

Form Name:
quitch Boar@ ’

[ OK )[ Cancel ]

5. @917 5% A6 I& F49 | Design Bricas Controls Group
o 397 |

oY

N\

(At Button-¢
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= 03 J.}-Select]
= 3 },\‘Use-ControIWizardsYJ

£ - B} Stacivex Controls

Arrange
s
=

Grldlmes
& Color~

_Gridlines

B itte
1) Page Numbers
Logo
- @Date and Time

Text
Box

Controls

3. G W& ﬂmﬂ“ﬁw Form-«3 Soi e aet s 2 |

5heetl.l Funnl\\
|E|| - B BRI

J # Form Header

||| € petai

se.Command Button Wizard stow =3 | 3w Admission Form-5 ate
0 & 930 Action e 99 | Categories 2t Form Operations @3k
Actions 2@ Open Form &= 3@ Next I 55 394 |

-

Command Button Wizard

What action do you want to happen when the button is
pressed?

Different actions are available for each category.

Categories: Actions:
Record Navigation I Apply Form Filter
| Record-Operatio e Farn
Print Current Form
Refresh Form Data
Cancel [ < Back Next > Finish ]
l ] (( DI

8. @31 7o @ Wizard srd, @aie @t Admission Data FB1erg 363 Next
?rﬁs‘mf?asw |

0eq
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-

Command Button Wizard

What form would you like the command button to open?

| ) e

-/

se. Open the form and show all the records F1=i€ sta Next 6 {355 32 |

Command Button Wizard

Do you want the button to find spedfic information to display in
the form?

For example, the button can open a form and display the data
for a spedific employee or customer.

(©) Open the form and find spedific data to display.

e S e
@goien the form and show all the records.

»u. Text-a 5% w2 forgd Admission | @3 Next 6 fFe w0 |

Slg 2
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Command Button Wizard

Do you want text or a picture on the button?

If you choose Text, you can type the text to display. If you
choose Picture, you can dick Browse to find a picture to display.

[l show Al Pictures

[ Cancel ][ <Back GL_NEXt>£\“D[ Finish ]
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Command Button Wizard

What action do you want to happen when the button is
pressed?

Different actions are available for each cateqgory.

Categories:

Record Navigation
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Command Button Wizard

What action do you want to happen when the button is
pressed?

Different actions are available for each category.
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e 5 3 |

Google

Verify your phone number

For your security, Google wants to make sure it's
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Step 2 Step 3
Ondine Yeerests Add Prolie P

Are your friends already on Facebook?
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See More
J i “
Jeredes Lopez Jstin Sheter o0 Jow Shidex
17,764,504 Lhes £7,311,793 Lk 29,125,767 Lhas 13,746,465 Libes
o ke o ke luﬁl*e] .Qlﬂzl

3= J#1F Profile Picture Add 9% &5 @b (oie7 €t 203 | Picture
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Upload a Photo
Fram yourr_&I .Eputer

OR

Take a Photo
With your webcam

4 Back SRl Save & Continue
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arafat hossain|

bl Arafat Hossain S
F‘_ Arafat Hossain
¢ Choukosh - Pixelart BD - 2 mutual friends

V. Arafat Hossain
3 University of Dhaka,Dept of Public Administration - Notre Dame College - 1 mutual friend
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i Arafat Hossain
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http://brtc.teletalk.com.bd @2 FrST 512t TP« @z Enter w21 39 |
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l‘a Bangladesh Road Transport Corporation (BR'TC)
-v

i~
e W

Click here
Online and SMS based Pucruitment System
E-» Advartisemant(Click hare to downlond)
@p”(:ﬂ|l()ll rorm{Click harae to apply Online)

For any inconvenience, plexaes send smail to v - e b

-
2018 Oangladesh Road Transport Carparation (ARTC). All Rights Regerved. Powered by {3 Ger " ’
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Bangladesh Road Transport Corporation (BRTC)

Photo /

Applicant’s Namae"

Admit Card

Fathar's Nama™

Mother's Name"

Date of Birth 3 Dny[ Selact

v ] Manth [ Swuluct v] vour[ Salact

Gander: Male Famale

Nationallvy 1 [_ uanqtaé._aihl V] Haligion :Ii‘riacl one '_]
MNational 1D T Yesu No

Pasuport 10 t Yau No

Birth Registration ! Yeou No

Maritnl Status” Murriued

Quota™

Care of ’ ]
Village/Town/ ‘

Road/House/Flat y
District [ Select One ']

P.S./Upazila ’ Select One ,]

Post Office [ ]
Post Code [ ]

Mobile Number™

Confirm Mobile™

7
:}« Please Retype Mobile Number.

Care of [ ]
Village/Town/ l J
Road/House/Flat A
Home District [ Select One ']

B3 Hpazia [ Select One ']

Post Office [ ]
Post Code [ ]

lease mention a Mobile Number of any operator. Relevant
formation will be sent by SMS to that number,

Email

l

Academic Qualifications:

Examinmtion

L
Hoard l 2=
Rotl Mo [ |
Rasult [ setect 3
Groun/Sublect Suluct One M|

Pasning Yesr [ Salect one

Examination l_!\olo-,l one :_I

Subject/Dagrea | @elect one

=
2

Univarsity/nstitute [ Sulect One

Examinution

WHaard 'AJ
Rall Mo 1 -
Musult | 'H_llu_-l: "_l
Group/Bubiect [ matuct ane |

Paxsing Year [ Salect One

Result | setact one

[

| Salect one

Panning Yanr

wlect

Course Duration
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is“""wp'9"' [ Salect One ;;] Panalng Yanr l Select Ono 'J

\

University/institute [ sotect one - | Course Duration | setect one v

H. Arw you wkdlled In operating '
Computur?

Validation Code” y ‘“”#ﬂ

Yot No

RPIT |

4

ST L TR ¢ —
Validation Code f& Enter the Code 3t 5127 F%= «ak 5w Blank 36 W=
3@ Next RIS f55 2w | @fiew o5 @ =9 ¢ I/ 1g& 67 Submit the
Application « 5% Fta St Al 57 P |

Applcation Praviaew

Name of the rost o Avcounts Assletant orade-z
Applicant's Name 1 WVIEHYONG CHAK

Father's Name 3 HLATHOWAI G¥O EMAK

Mother's Name H FIANMAWIL CHAK

Date of Birth : OE/07/4907 (21 Yenrn & Mantha 28 Daye)
Sundur 3 Malw

Nationallty 2 Bangindesh

National 1o ' 1282310964

Passport 1O 1 N

Rirth Registration H /A

Pallglon H Buddhism

Marital Status $ Single

Quote | Ethnie Minority

Photo & Signature:

Photo must be 300 X 300 pixel {width X height) and file size not more than 100 K& and Signature must be 300 X 80 pixel (width X
height) and file size not more than 50 ¥&. Colour Photo is a must. Black & White, Monochrome or Grayscale phote or any image other
than photo will not be’ accepted, This application is capable to detect image with Facis! Recognition. Please avoid to upload
unacceptable photo. Applicants may test their photo/signature for suitability through the Photo/Signature Validator

Upload Photo v || Choose File | 35128983 _106071850205805_1188172062141710336_n.jpa ]
Upload Signature ¢ || Choose File | 200_80.jpg ]

If require any changes, Click here to edit the application!!

Submit the Application |
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Online Application Procedure for Non Government Job:
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TIGITT BIPRCS AT FACS HIRET G @36 Account TofF FCe =(F | G¥
=& bdjobs.com @ et Account 3o =3 Sl (MRF |

qro4-3: 2T Jroes e Www.bdjobs.com ¥ W6 Jioe w97 @R TR (AT

Tes Create Account @ 55 sta My Bdjobs w2t Create Account ¢ fgs
39 |

vl i . @ \
ot Nus - o

bdjobs, samn (=]
Cousent b W1 e SassiaseIa

Find the right job

# DROWSE CATUCOMY
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-

WIS (AT Need Help?

gref-o: Name Field @ s=&@ Full Name 518 3t3 Gender Select ¥ | S«
TP R BT Facs viv of Select your skill from following list et f&iva
09 23 | oo Email Address Field @ Email @s: Mobile number Field
q 3y fefes «a Mobile number 5 512t %« | Password Field «3 33 gfote
@8 Password 73319 512+ S+ | S+ | Agree to the bdjobs.com Terms
of Use. «= Subscribe to bdjobs newsletter «2 w2 T fGwI1< e Create
account ¢ &% %4 |

e oco ©
/ ru:na-.» . o /’ : - Neod Helpr
A P |
/8 S5 mippertObEohn coo I

Already Registerod?
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g0 F @0 Do 0
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bdjobs.aom

LARGEST JO8 SITE I8 MANGLADESH

Compiets tThe process 2y chickmg Me dek below
4
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9

You can get emadl notification for different services by selecting any ar all of the follawing options

o 0o joi Notification

gri-v:  @qies Personal, Education/Training, Employment, Other
Information, Photograph % sRete ©27 Af0F O 7 FACe T | =TT
Personal tat= Edit @ i35 3% |

890¢



NECEPTIG T 2050-05s 8 AT ATIAT

N o

/-/C> YA,

V)

q7-q: G319 @ option & AT * 6 (AT SR G 2= F<1 JGOETE |
SR IMOF ©IF 27 (*ITT Save 4 |
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e Professional  Certificate  Summary ©itg Add Professional
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cademic Summar

§

.g

=

fessionat Certification Ssummary

5
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Keyboard Shortcut Command

Shortcut Description

Ctrl+A All Select

Ctrl+C Copy

Ctrl+X Cut

Ctrl+V Paste

Ctrl+S File Save

Ctrl+O File Open

Ctrl+Z Undo

Ctrl+Y Redo

Ctrl+F2 Print Preview

Ctrl+P Print

Ctrl+W Window/Document Close
Ctrl+F Within Document Find Word
Ctrl+H Replace Word In Document
Ctrl+M New Slide(PowerPoint)
Ctrl+N New Document/Worksheet/Presentation/Database
Ctrl+Home Go to first page/slide
Ctrl+End Go to last page/slide

Alt+Tab Minimize

Ctrl+Enter Create blank page in ms word.
Ctrl+Backspace | Remove blank page in ms word
F5 Slide Show (PowerPoint)
Alt+F4 Computer Shut Down

Ctrl+B Bold Text

F7 Spelling Check (MS Word)
Ctrl+R Align Text Right

Ctrl+L Align Text Left

Ctrl+E Center

Ctrl+J Justify

Alt+Enter Excel Next Line
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