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2gRGce & - Computer is a set of electro machanical device, which
can sense electrical signal and logic. It can process this electrical signal
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1 Mili Second (ms) = 10~ second or 1/1000 second

1 Micro Second (mics) = 10 second or 1/1000000 second

1 Nano Second (ns) = 10” second or 1/1000000000 second

1 Pico Second (ps) = 10" second or 1/1000000000000 second
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01. Analog Computer 02. Digital Computer 03. Hybrid Computer

01. Analog Computer :
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02. Digital Computer :
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¢ feore FT @ TI7© A AT |
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01. Super Computer 02. Main-Frame Computer 03. Mini Computer
04. Micro Computer




01. Super Computer :

ofs @FrE e @It [ e T Ao SR T T I@ HFIET
FFHTHRE 0T P IR | @3 FPEHR Ao e, sifs Fe ofs 7wy s
TR | 92 FPEBE ACRES TF© el INTR_% | O3 FPACHF Igerifod @, e
COe P, T ARG, TRIBH el SR F&rorT Tejifv Fee j72® 1 | (N3
CARY-1, CRAY X-MP, CYBER-205 295 J=/15 SCo1taa Snigae |

02. Main-Frame Computer :

T3 ¢ [T FEATHIT TCAFT TF© € AFIH @ N FRATHAE 967 2T (3TN
FCOR | 43 FTHIET A GFIEF SAGETE™ 8 T BifS e AL I 9Fe AN
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03. Mini Computer :
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01. Desktop Computer 02. Laptop Computer 03. Palmtop Computer.

01. Desktop Computer :
Q GITIT FHTHIT YT (T A GRETT o7 o I IR 9T I AF | ©i
QUTHAICE (GHOA BPICOI FeT 20 A |

02. Laptop Computer :
& LI FACHT AFIE (Z6 G2 (FIET ST JIoAT FF IIQF T T AF 0
QLI FATORCE FHHA0A FOACOR @1l 2 A | @ LHEFT FPTOR (UCS SCARO!

JTEER TS |



03. Palmtop Computer :
@ LRI FACHE RIS O TR (A (IR Tl Y 0 OIS AMGHA SO
T ACE | @ QR FHCHF S AT (=B | @ G FCOF (LTS SAR6!

PO WO |
eGSR ifeg s Afafofes-

qfBa, Wew, F-@MS, fobr, wrew, Fefran, SEfran, Hf3E, 370 fTerz-
oG fTeies Toiifn FITHIRR w@wf $AWIF | Practically (AT (TS #I1TF |
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WIZCFTFE €S blegaeis- Start>Program>Microsoft Word click. @3 Word ¢
(AcF (19 7eqe- File>Close or File>Exit or (Alt+F4)
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FIOTED ST Te-
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A J ==, H=3 =% fTCs “AE T SR AT % 51370 S0 A @ J =17,
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J=3 Y=57 T=% K=w
Shift+] =« Shift +Y == Shift +T =79 Shift +K =<
o= U=w E=v L=m
Shift +O =49 Shift +U == Shift +E=7 Shift +L =«
Q=g Shift +1 = «s Shift +B =« B=9
R=+ W=3g N=%x \=¢
Shift +R =% V=1 I=% Shift +Q = ¢
H=3 Shift +V == P=v Shift +\ =3
Shift +H=1® Shift +M == Shift +P =7 Shift +7 =
M=3 Shift tN =% Shift +W =3
Shift+F = G.Shift+S=% G.Shift+X = & S=
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G.Shift +D =% G.Shift+C = @ D=f Shift +X =7
Shift +S =% X=e Shift +D =Y
A :<
7=, G =Link Shift+I G Y= 52T (%) BGShift+L=sr=1
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Shift+Z =7 JGShift+N=~3r" () Shift+I G U = a1&7 (&) NGH = =9 (%)
Shift+G = | Sh+N G Sh+B=%%(%) IA =777 (%) JGK =& ()
GG =, BGKZ=s& (¥) RLGM= “ (%) TGT = 582 (3)
Shift +A =~ IGM=337%@ (=) NGH= =18+ (%) Shift+NGM = &=
&)

(5.8) S0 THCTD (oA T4, T 312 ARTS, WF I FfosTTaes-
OFT> THFCIT Codl FAls-

MRCGEPTFG ST -9 A T T G SAAT LIS 51 79 I A QTG
Ffm s™ms 3@ File click >Save click> File name 93 93 W@ (& <% #1080 (@13
Habib, fece sr@i@e Save click >or/Enter.

5 BI8eT oAfqaes-
ASH A FI-CAC AT F0 B2 2fqes 47 I @3 ASA 7@ Format menu
>Font click >Font &3 =t 31 @il Arrow Key &R 212w ¥© ¥ 0&/P1ee1g ¢ ok.
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FTEIET SIS FA0e FACC IW FLEAT (N INEG G I ©iRee e A Esc
BIITeT IS ST I T | FAIT TeH 741 IIoe F40e A |




ArEAE Shortcut Key Board 39 AR 8-

New (Ctrl+N) = 98 Il T97 THCIB @ o5 |
Save (Ctrl+S) = THCNB (TS I 37T 47 |
Open (Ctrl+O) = ST (AT AT ST 1 |
Close (Ctrl+W) = ©ECI5 3% I S 41 |
Undo (Ctrl+Z) = 3= AN Tl I THCAT SISHAS (e ST |
Redo (Ctrl+Y) = (= TSN TR A CICIG SICHAT (R HFE A N A< S_EB
e e |
Cut (Ctrl+X) = THCIT 9 @ 9 S5 Fe 771 [Fifae g ei/efogiem < |
Copy (Ctrl+C) = THCTT U7 (I ¥ 22 735 F41 I/ I FAF FANS |
Paste (Ctrl+V) = 30 Il 7 FATCE I IR & (18 IS Mo 70T |
Bold (Ctrl+B) = wi® I fafwg w1 frestg e Bold Fe e Bold T <116 =0 |
Italic (Ctrl+]) = ToRIR (I W2 St F1ee18 ¢ Jralic % Wi Jtalic =61 |
Underline (Ctrl+U) = w3 i g st f1esig wea Underline 50 fee
Underline 2J |
Double Underline (Ctrl+Sh+D) = T (319 W2 wiex {1cs13 ¢ Double
Underline & ftet Double Underline (< |
Align Left (Ctrl+L)= 1% 3 (A0 (=71 &= 3900 2 Align Left T fte 263 |
Align Center (Ctrl+E) = SRl Tt (=11 &= 330% 2 Align Center 33 fite 203 |
Align Right (Ctrl+R) = ©IF 5 (2t o121 2F 790w 26 Align Right 391 it 2@ |
Justify (Ctrl+]) = ©FCICHF 92 AT 1T 71 Fce 2t Justify e s 267 |
Print (Ctrl+P) = SIS QIR G IIATC FATG W &6 T4 I | q&y FACH IR
e forBrafs AT et (R TS A |
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O, G, SAITG-2009 '8 FACAR FETET |

(.5) FRA G, @fes o, BT o, IFAT Gy womie Aol /wrdifarets
Mouse &R %1231 Keyboard Command &Rl & (3 S#=Fefer [Kfey awmez
Fler 41 A A= AT Practically T @CS A1tS |

(R.R) TG 7, BT o, Bk o Affofs/wiifaer-
Mouse @ 1231 Keyboard Command &R 8% (3 Si7Refer feg awmea
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(2.9) (FTF teRq, Save As TR I3 “AfA0fS, THrrs Feawe, @S |

TR Codl ¢-

Mouse == Desktop @< Right Button Click & New>Folder Click %t
ffog T (e todt T4 I | Practically (I (TS A1 |
Save As:

Save As (R I FIRER ARRCS fog T T toar F41; @W=g Rakib Fa
2B Shafiq 7T Cod 1 | @ &y 2t49 FIZAAG 6099 7 o717 File Click>Save As
Click>4as SRl 797 WP | T& SR T 7[0S O FIRCT SRS 9o T (I
TN o0 I2e codt 41 A | @3- Rakib Ftwd #if7&ce Shafiq forte 23 | @em-

File name: Shafiq fercd Save Click.

THCD HFe3-

THCAD MTH FE00 THCN5 Save I IR F1851@F Hard disk-9 ©iGT a1 o2y
FFH ACF | Q&) THCIoive der (19 99 2[- File Click>Save Click> @36 Save
As TR I PTE SRIE e @ (FIF a1 7 Fiee Todl I TP oo
ALTF FAT AR | @N93- Hanif

File name: Hanif 1cd Save Click or Enter

fes- THEB G (FIT TG ALHG, A, [earew Toyif Fa & @fefe Fare
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(2.8) ¢TI FIIF AT ARBRS, AfTTST 9= 2AFTSTE (AAls-
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feTge ©f SRR Aoy foicd ANTe FF AT T ACS R0 | SRR AANGAE (AT A A7 |
APTSIAITE (T ST oTIE ©f * (35F) oz eI |

Password to Open heskoteokokok
TRIF 29 €F3 2T ST A feg
Password to Modify oskokok koK
799 Ok> Save clik or Enter.
ANETE AAfTTS3-

TGS (TSI ¢S T 27 5% 7 e APTewrs s« 31 a7 |

A ST TAEATS-
RITT TN IS T2 SToF TP+ @3 Bkarim, SR> ARTSAC TR e
QBT W | T3- S7SC FHIF 5208V | Practically (RIGT (TS 1T |

(.6) JFA FIZE toqq, FTAIFTSIR TR 7% F41 |

‘ Q@ &«qy  Tools click> Options click> Save click> ‘ v ‘ Always create backup copy ‘
120 5% Mte 2@ | Practically MTCaT @CS I1CH |

(R.Y) TIBHHE FPITEHR HI2W, TSN, (AT NS ~Af77e |
Pape size- @ &7 File click>Page setup click> Paper click> &% T© (79
W Feerg S @+ Customize, Letter size, Legal size, A4 size.
Orientation:- Portrait (7-=f¥) or Landscape (SMeI-SfT) (11K RCS ITCH |
Margins: Top=0.5", Left=1", Right=0.6", Bottom=0.5" &tarew sz |
Practically (3ItsT (o #I1tF |

(.9) Froms s Peee=w, forS e 351 RS, o 3 vt |
Printer 3- RITIEE F& TR IS QHIET | S 20 FACHIER L RIBRG
ATFST T AT ABCS ZT | AT [y (@r=iaia &G sreat 1w, Canon,
Lexmark, Epson, 2%yl | @&y File click>Print click> @3 &% riet 197
9PTCR | Practically (RITHT (TS #I1ta |

O Selection : A2 S Freas T &6 T et wga & G 2% 203 |

O All All FTC e G0 TR ToufeT (e AR FqeT (ot &% 23 |

O Current Page  ®g¥I@ berwle (&b {2l 203 |

O Pages T2 corer forG =03 Te- 3,¢,9,5%,5¢ Tonfin | |
Practically (43It (TS AT |

(R.b) B (A QAL % o +ifa e |

O Current Page  B&« (9% 2% 20T |
File click>Print click> 3 &% o« sifdae s T7 |




(R.5) I, F5 8 (2B 9T FIF, TEH [IRT I B I FA°A3-

Copy (Ctrl+C) = TRCIT QT (FIF ¥ gIR whe] B 1 I T Gy At e
¢TI A1 B SHG FIeeTg S Siveia S dre ey (12 w3 (Ctrl+V) e 3o 76 |

Cut (Ctrl+X)= TICI0 @3 &9 WMe @ a1 [we siexGs Frems F@ oke[ F16
UG M (A2 I WP I AfOTI719 7F |

Paste (Ctrl+V) = Fi6 1 I FNECE IFT I & (218 IS ce 27 |

Mouse R TFIF RIS PIeTs 67 9 FNIe Wi (012 3w e G & 21 |

(2.50) BTFRIER ~AffofS/g2R e AR, Fox awda a1 [P e, T I,
BeIRI [ 4, B9 (RS2 e, BN GF(6 BoT I 1 Y 1 |

Boraice “(Efos-

gewy  View click>Toolbars click>Standard click, Formatting click,
Drawing click 3t goyift Geraizat ema S it Wk 57 1 Click ¢ BoaeT Siea
3T o 1 faeide oy <1 AW | Practically (T (A0S 217 |
BRI PIENRGS- @ R FICE 5 @ I TS el AR |

a&5-Tools click>Customize click>Commands click S8 e ==T (BT
ATEIT AGHID [er W23 6 I 1 e 41 I | Practically (RITT @ce
AT |

(R.5) Fareaw #fffe/m3e b <fifvls, Teatw awds vt foeat i, +iwide, o
| S8 (2.50) GF G FIBARE @ 7T Sepiael T @R Practically st
QT A |

(R.9%) F-@I€ IR T GF FOIFAY, GF JIIST, TG T N =% (A&, Ta06 G
SEREIE

- IR I GF FoFal-

T I F19 o7 ey e @7t [iwe wieips frees 3 oo ) (Cul+C) IS
T (Ctrl+V) T Wte 71 |
G TEEe-

B IET I T A0 WM @7 T e S Bieets s Siaek (Ctrl+X)
FAC M@ (Ctrl+V) BT BH I8 T(J |
FIZT GF Y *7 (LTeTls-

(I BLIGT T A G LTI TFNT (Ol FAF AT qW TS A5 AT 27T (A
(F *T G0 FANCST AR ARTST T4 A ALIE I AACH 2 S FI2® IS
AR Fe Face 27 | 9&« Edit click>Find click 931 @30 TREs 37 S0E ©F
T 9 @ Find what @9 9t3 Dog fitd @32 Replace with @3 wtq Cow foiey
Replace All click ¥+ | Sarzgerwsis- Dog @3 #if7ace Cow aAfeg=9 703 |
TI3-

Find what T =i *91e e b ©f 713" @98 Dog
Replace with | *IMIepe *=fbq “IfH10s a1 A& Fec b @+ Cow
Practically (3Tl (e #I1tS |




Find & Replace TS AR X TH (GF I *9 Y& ([ T AT | @ &) SATIR
e e e =01 |

(2.59) BT F9E IR (IS (-G GHH F41 |

(.9 AP FF)
(o (T-STD PTB=Ife-
geey File click> Page setup click> Layout click>
Page
Vertical Alignment | Bottom
Top
Center
Justified

Bottom 4 f&F @ ok T (IEBa b (AE FIH AIB FAE AL FIS I AN (S
Toram e eote A | Ww Top Pied @ ok I IPAT TAW SR A |
Practically (3Tl (IC© #I1tS |

(2.58) Toqi7 Feidw w41, Baaie « 51 §% 9 Y& F¥41 |
(S8 .50 GF A SePrel F2ee)

(R.5¢) TZEE-2004 AR 9R @F 77 FEFIRST |

TN e Aoy opftaa T3ree JItaive TeoT “lew @us S3ee-R0049,
TITE-2050,830@E-Servar, $30oE-XP, T3ree-Vista o7 | T3res @7 FEFIRST
STICE SIS Tl (TS AT |

T2 (3- (T (TF FIPITST TACE A FAT (@ACS AT |

Yo
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Cfe @o i Bfasa 3-

(9.5) Spelling & Grammar TR ICFF ARG, I A61Zs-

BCAG! INT Wm T G CRIfeR 9T ST OF AR FG FACS TF | GG =
ARG TICIOH GO I SeE> F7 59| W/ Tools click>Spelling and
Grammar click 936 SR I WP, SR IHoa Not in Dictionary: 93 €630 e
0 T ACE, @92 Suggestions U 9 €& AN Bt w8 Change @ 359 ace
RJ | Practically (it (TS AT |

(9.%) TR AR T4, (S FIEROIF J9J1W o1 T4, (G Codt T4 |
QTG o Fls-

Tools click>Language click> Set Language click> English click> ok.
(S FICIROI Velels-

Tools click> Word Count click 3918 (6 FICIR0R i S0 =% 91 S ¢ofer
3T MG TR ©f (MRS |
(Gfe Codts-

Table click>Insert>Table click T FAT FeAN 8 FAG @ WaFF ©f 10 ok.
T3- oG FeA 972 dofb @ |

(et T 2He-

Y T o A0 06| L

v
)
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YIIT-8
GTHETT QI qR STTAE |

(8.5) What is Microsoft Excel (NZTHHE6 G0 52)3-

Microsoft excel R SARFE NEGFEFS FATTHN Foa e @i Afafes
foTR-R=IeR @i 9t e | aftts Spread Sheet Analysis GlaNe I&1 20X ACH |
a3 TR e @ibe TevR Sfere @ Fgs AL el TR | 4t S (@RIeRe
O35 w2 | @t Sy orfta = AtF @w=1s- Excel-54, Excel-2000, Excel-XP 371 |

(8.%) FICFE O, G, GTHATT FTANETT3-
NZCEPTRG QT TG T @il 8 @I (@G Practically 592 S
TS A |

(8.9) GG, TR ©Irot #Afxfofes-
Menu Bar, Standard Bar, Formatting Bar, Drawing Bar, Vertical Scroll Bar,
Horizontal Scroll Bar, Status Bar ge5it Practically (1T (A0 A1 |

(8.8) Work book &2

GICIER ToeeAs [Jfeg (@bl Afgaf e ww ofase s a9 IS T 27 o
SRATS IRIET & OG0T ATHA T4 AW | AQFS (TLTCAGE Fiee A1 SARF el 27 |
GG SAFIF AR STFANG O AN Afde | @fbre AR 13¢T eTFANG T 17 |

Work Sheet &2
AR CLTAG GF @ T IS I 2 OIF STPAG @0 27 | 3% PR @1, 7, 8
G O AT AFC | are eyl FAN 8 Leeoy I ©F FAHF M 92 db,99,354F @

e afde |

Spread sheet ?

ToYTRG O G *tHd N ZCE O ATST A NS OIS (AT | 9 Wewy i
M qF2 Sy IS G AT (AR (R0 (=0 ATOIBIE IR T SS9 A7 e
HNOCF CTLTA 6T | FRHET CLCHAD [ioq O Aol F1 T |

(8.¢) ATHC T O HeyAere{s-
Mouse @3 Left & Right 367 «3 FTet 37°i& &1 @ Practically ™3It @S A1 |

(8.%) GT&T, I, T, SAFAG Prergeacs-
Mouse @32 Shift 97K 37 Cell, Column, Row, Worksheet f1te1 Fate =37 |
Practically (43It (TS AT |

(8.9) I OFd JIIRIA3-

GTHCER (T ¥ AN IS FACS BI TN (18 SHp S/ sApuafaan Fieerg Face 23
SRER>REw e e Heeg Fre 29 932 I F6 SutonnyM Fteg F9e =21 |
W J==, H=] %9 (141 T O JIET S F1 TS |

[raTeT FIRTC e T “Iafs IR FACS J(R | G e Fa1 “Iafs
2ol (Ctrl+Alt+B) @31 5191t 2(J 1]

53



Microsoft Excel =I5 & & Sier 57w ime w41 e
Y. e AR S v, el @ fqoese |
3. T ACEE oz W il =T e s/t |
©. AR TR @ ot |
8. fafeg «at=a oiF 31 are ¢4 |
¢. Salary f&7R, Electricity Bill ¢4t |
b, T FeeTe 8 RMRATEIRR 91 Teeet/Result Sheet todt Twsif |

A, G, GFCTeT @ ArI=03-
TS LN FICATC AR GFCT T @ T T Ts-
Start>Program>Microsoft Excel click/Enter.

(8.Y) AN G, GFC (AT (T L&A T2
File>Close>File>Exit.
OR, (Alt+F)>X.

(8.5) FFoItT T SqIFTT ot Tl 2 POl TSN SIS (o a1 T2

File >New ¢4 > Wiy @36 New R I9 @4l AR ©F°7> Blank
workbook select F@ T&H 7@ 5 a1 ok. WA IIEE I (Ctrl+N) vte = J |
BFOEPT SAHYF W 938 (G | Practically (el QTS i1t |

(8.50) o+ I &K 2t Salary Sheet To<t 3

BRSPS
A B C D E F
1 Name Designation | Basic House Rent Medical Total Salary
45% Allowance
2 XY Officer 12000 5400 700 18100
3 XL Assistant 5400 700
4 SS MLSS 4100 700
5
6
s
House Rent

D293 967 I @ = C2*45% fecd Enter

Total Salary
F2@3 903 Fh117 @ = (C2+D2+E2) Enter
S @it PTCETT W1Se @il 6 e (BT S ey (N5 Salary (9 FC® (1 |

(8.55) Result Sheet tSSt Fts-

Ss3-

80-100 7 TATT 5 ATH @R A", 70-79 T TATH 4 ATT5 @32 A, 60-69 7€ ToT 3.5
AT G2 A-, 50-59 99 T 3 2B R B, 40-49 79 0ol 2 A@® @R C, 33-39
TR TACT 1 AT 93z D, 0-32 %< 2iteT 0 7S a2 F.

00



TAET *teq oY fofe 7 (@ fofes @@t Mo todr 19 fFas-

T P
A B C D E
1 Ban-I Ban-II Sub-Total GP GG
85 80 = =if( =if(
F G H I J
1 Eng-I Eng-I1 Sub-Total GP GG
75 80 = =if( =if(
K L M N O
1 Math Sub-Total GP GG Total Mark
2 95 = =if( =if( =
P Q R S
1 Total GP GPA General Result Final Result
2 = = =If(Q2>=5,"A+", if(Q2>=4,"A”, =If(OR( E2="F",
If(Q2>=3.5,"A-“1f(Q2>=3,"B”, 12="F” N2="F")),
If(Q2>=2,"C”, If(Q2>=1,"d", ”F”,R2)Enter
1f(Q2<1,7f?))))))) Enter.

ae-

Sub Total = C2 ¥3 97 I @C¥ =(a2+b2) Enter.

GP (Grade Point) @@ ¥R &5 D2 U7 97 IPF @04 if I 727 6@ Sub Total
A THES AT oG 0 9@ AT FA0© R0 | TNV

=1f(C2>=160,“5", if(C2>=140,4", if(C2>=120,3.5", if(C2>=100,“3",
if(C2>=80,42”, if(C2>=66,17, if(C2<66,“0™))))))) Enter.

RS-

GG (General Grade) & 419 & E2 @9 98 P @ if 9% 929 68 Sub
Total 9t T9C T fofe 01 I]@ T F9C0 =S |

SIf(C2>=160,A+", if(C2>=140,“A”, if(C2>=120,“A-", if(C2>=100,“B”,
If(C2>=80,C”, if(C2>=66,“D”, if(C2<66,F”))))))) Enter.

[73473- U2 M_CECEd 0@ S5 Point & A+ @3 S bro X 3=3Y0 4TS (T €2
G ACECST TF(E bro 400 2UA |]

Total Mark 3@ Face 201 02 @3 963 I @02 Sub Total @T3R @ F4Ce 2J |
=(C2+H2+L2) Enter.
Total GP &% F9te 203 P2 @3 903 P19 @0 GP @R @ F90 21 |
=(D2+12+M2) Enter.
GPA @@ 39t 20 Q2 ¥ 903 IR @Cd Total GP TR @oiwes (@ 330 [aw o
ey o1 F6te T |
=(P2)/5 Enter.
General Result 133 39 20 R2 @3 963 I @04 GPA 93 99 403 5 AWD (7T A+,
4 ATTT (T A, TGRAOITT weeeeeeereeeeeeeeeeeeeeeeeeeeeeeeeeeeeeens S ATACHT N (T 9F
fore))))))) e @

o8



Final Result 3% F40® T(& S2 @3 97 FP1F @03 GG 998 = F 4@ F& 400 A |
Practically (43It (AC® AT |

** Conditional Formatting:- (*fSTare ¢ TR0 FAC® Z(J)

AT 0-9 TIET (AT (AR ST a1 a6 ofze Fa1 |

TR Yo-Us TIEF VKT (2T SIACE et a0 ofzre Far |

T bro-Yoo FHCAF K CATACR SIMACE & A Bz w41 | ©iw#i@ Auto Format ==t
FIe 900 T | Practically (T (@TS A1t |

ki fFOICq Tod FIZeT (TS 1 HeFHe FT T?
File>Save @ f&F 39031 M7 @36 Save As SRIE I (R I ST TR I3
File Name €3 963 (@ (&9 W o708 @w=1g- abe &t ok/Enter.

% fFelg Page Setup 41 T2
Paper Size = File>Page Setup>Paper Sized 3% F90® 2 ©I77 “ewse
Letter/Legal/A4 TR 4157 3¢ fte =3 |

Margine=Top=1",Left=0.5",Right=0.5",Bottom=1"(gtarem e it~ fice 207)
Practically (4TSI (IS “I1tS |

grEAE Shortcut Keyboard 3% 79% 8-

New (Ctrl+N) =8 3 997 TEHCI5 G % |
Save (Ctrl+S) = SR GT© Al AL 41 |
Open (Ctrl+O) = SIS (AT 1 ST 4T |
Close (Ctrl+W) = S0rs % 1 Fier 341 |
Undo (Ctrl+Z) = 3t IS To11 A THCAB SISHAP (e ST |
Redo (Ctrl+Y) = 0= ST o741 I CHCAD OIHHAT (AR NI A
RINEICASE R DRl
Cut (Ctrl+X) = T @F T S F16 P 7= WEifTe e Iea/afogiom =i |
Copy (Ctrl+C) = TREID G (I X TR e Bl I T T PG |
Paste (Ctrl+V) = Ji5 I I FNGEF FRET IR & (48 FAT Mo 27 |
Bold (Ctrl+B) = =¥ (319 Mg sigxi fiee1g e Bold ¥37® frte =3 |
Italic (Ctrl+]) = to1e= (I Mg wsiexl fB1ee1g e [talic e e =67 |
Underline (Ctrl+U) = t=1e1= (@1 e siex fBree1g ca Underline e e =69 |
Double Underline (Ctrl+Sh+D)=t1= &/« w8 we= 11 3¢ Double Underline
AT Mo 7(T |
Align Left (Ctrl+L)= 3% s (2t (o1l &3 a0 20T Align Left Fe face 269 |
Align Center (Ctrl+E) = SRRIS (03 <741 ¥3F e 76 Align Center $31€ te 207 |

N(q



Align Right (Ctrl+R) = ©F i (tF 14T @ F9ce =0T Align Right 3% fits 203 |
Justify (Ctrl+]) = SFCICHF 72 A0 @RI 7 Fa0e 20 Justify e e 23 |

Print (Ctrl+P) = TICI0 AR G FICRAIC FAG ST AT 711 FAe ez &6 w4
T | T FEATHIET AN rorafs Afdwera et (R Aere 70| |

(8.5%) 1R (Count) 741 3-
QOIS WA, R, 2160w, Jo, @, [, o, wdd To7iv A ARIET
Tt e <1 T A FNCT (ITAT 20ACR | (T8 8.0 TP )

(8.59) STFAG @ TiGT QffFads-
TIHT UG T T QA SN @6 PeTs 36 fWre 2@ wigeiw Data Menu >
Form> ¥(3 T©itT @fg +a1 919 | (T8

T BFe-
A B C D E F

Name Father’s name | Mother’s Address Age Monthly

Income

M.A.Rahim Abdul Jabbar Jomila Kurigram 40 20000
Khatun Sodor
Abdul Hamid
(8.58) T RN G ATABIA FIISAs-

QIICAT T B SR (BT G 2159 JIed F1 I AIREE AT @S 2410 |

(8.5¢) G (ACF G AN JIEH3-
AT AT FIATE BT FTAT (ACF G AR FAST ! AN |
Practically Ta3ItsT (IS #I1tF |

(8.5Y) ©IBT =, R TS ©I5T T wiefls-
5T F1esg 36 Delete b1#ite12 302 e | Undo (Ctrl+Z) SIS AR Y07 e
ToTRT 1 TPHCATD SICHAP (FAR ST 4 |

(8.59) GTHTE FiZe (7, «fEs G, &€ g, 3T Gy @7 ~iffofes-
File,Edit,View,Insert Menu Tejift Practically TaTtaT (ACS 7T |

(8.5b) T FACIG (N, BoToT (N, ©IBT (Y, TR (Ve «F Afifofws-
Format,Tools,Data,Help Menu Practically Taaitar (ICe A1t |

(8.5) ©ibT FHIST3-
TIoT B1eeTs T IR FNG JAIT A 7T FI6 FNE T ToT e F4t 7 |
Practically Ta3ItsT (IS #I1tS |

(8.%0) AT FeeFSs3-
e o@ Qs S georeaer, s, N, oween, g, @, [, o, wde g7
FIE T FAT T @TH98

N



fifeifoF 7T A AR TEFe @3-

Average = Average (Al:al2) and press Enter.
Maximum = Max (Al:al5) and press Enter.
Minimum = Min (Al:al5) and press Enter.

Count = Count (B2:B10) and press Enter.
MOD = MOD (10,3) and press Enter fteT Sroie< 1 #imeam A0S |
Sum = Sum (a10:d10) and press Enter.
Subtract = Subtract (a5-b5) and press Enter.
Multiply = Multiply (a3*b3) and press Enter.
Division = Division (a6/b6) and press Enter.
Total = Sub (B2:H2) and press Enter.
(8.25) ATHCE WfANIRETs-
qCHCT Maximize F4 Practically (aItal (ATe A |
(8.3 ffAmizwms-

QI Minimize F1 Practically (Tl (@C® AT |
(8.29) 99« (Count) @R J& (MOD) ¢-
Count = Count (B2:B10) and press Enter.
MOD = MOD (10,3) and press Enter fteT Soieea 1“3t F0q |
Practically (3Tl (o #I1tS |
(8.28) AT (XTI 8 FOIF 3-

e AT PR FNE @ View Menu f&F F@>Header & Footer @ f&e>
(RER FOICAR & 1 A | Practically (TAITAT @TS A |

(8.3¢) At T ~ifaae At fog AT B16 Todt Faels-
ASH #ITTTIF QT SAFAG PIeTs > MO 126 A6+ (5¢*f Rename select I
@ I I fored 315 e w41 7 | Practically (Rt QTs #A1CA |

29



SLIIH-¢
SR AR, e BT o 8 3-3e Afffes-

(€.3) -3 93 AAfFS, q"s-

-2 9 7w Electronic Mail 3 RPes ©F | SNWE (MO*F AL AGa2
B3 WHCE AT B-(VEF IR G | 2-(ZH R ISHF F0 A FOSd 8 F LCH
ST SAMIF-WIT SN | B-CR0E AR (@I 927 A Hido@ifn swe-eme Face 2@
TS ATHAZ 2-(V3S G AFCS T | @993 bkarim@yahoo.com 930 3-(I3eT QTG |
3- (N3 AR & 05. User ID oX. Password FeIta 4729 3408 2T |

E-mail & Rfeg gqcas Software W9ze '@ AEF @%=3- Outlook express,
Eudora, Netscape mail, Inernet mail, Pagasas Mail, Yahoo mail, MSN, Hotmail
2517 | Practically (4Gl (TS 71 |

IR Jrefere @7 Tere [Rfeg «aeaq Ao s I9%e W AE @8 Internet
Explorar, Mozila Fairfox, Opera, Google Ty | Practically (It (TS 21 |

3-(N2e GG foafb Sext 2t @eg unicos@dhaka.net
unicos ¢ User 1D, @dhaka.net 2t domain name (domain name X¢1 ISP @3
fafdfs w2 ISP 2w FBMRET GRS afedis @wws- BTCL, BOL)

Domain name (TOICH) @ SR 76 = Ac- 7=A3 WBGAR fers w1 s
Afer™ Ao | @Ie- @dhaka.net @3 2= =i (@dhaka == BOL @3 SR@aPR
ey 9% A7 26T W3R .net 2T T ARGATHT FferR sffbfoger wel | =7 . (dot)
G 2639 St o1 = Top Level Domain.

Top Level Domain @ SIS0 Srraels-

B9 (FTCSST (OIC | TOIC AIMSH 9 epfe | Twrzae

net 56T AT dhaka.net

.com AT AfSoT agnionline.com
.org ERICIElCRT beebd.org

8oV TOICI I bangladesh.gov
Aint ORI un.int

.edu GG buet.edu

.mil ffeiorar usarmy.mil

AR (FF (FIF 2-(3 GIGER 07 (TS (I 2ItF G0 AL ACF, I A0
G (P A G COITN | @8 florabg@btcl.net.bd G florabg =T «io ffce

@i ASwE S A User 1D 2eig [eavy @92 btel.net e S3@dts Jrefg
Afafbfe «az bd =T AT |

b



FEF0 IIMG (T SHIRFT3-

JIfG eI TAR

.au G

.bd I

us NS (FSAE)
.ca Flrer

Jp Gl

.dk TN

pk AlfEBI

.de e (Deutschland)
.my SreTCR T

.Sg Gk

E-mail Account Tod 91 faae-

AU THRCAG O FA© R ORe>Address Bar @ BiRA e =
www.Yahoo.com 4 Enter 391 Yahoo t9&s Ritd T T | S&#F Sign Up
click T90s1 43 @fGBR T MEFW (& ST LI>CRR TS TG fTRAGA 7t
IR S T-(N3F GIFGD (odl FACo T | @T¥3 www.bkarim@yahoo.com @56 3-G3e
AT |

E-mail S59=9 19 forzs-
1 Step:- eRTT THRTAG FIA0ee &5 BTCL-97 AR S5 20 =0 WAl
Mobile TCTT 9T AR FITTF O S |
SI74-
2" Step:- Desktop tt< Internet Explorer Double click 4t 27 |
SIe-
3" Step:- Address Bar @ www.yahoo.com &t Enter #te 224 |
OIIAS-
4™ Step:- Sign In click 9t 2 @2 Yahoo ID & Password F1t® 2(J |
S7S-
5™ Step:- E-mail Check F9C® 2 WA “NIAIT & (N3 WZFC 55 SO (A R G5
S FA A 0T 96 T (Al T | Z-02 (5F 399 & Check Mail @ (T2 219119
@y Compose -9 3% 390 23 | (In Box @ 35 3@ (2 53 41 AMR)

| Check Mail | Compose |

T3S 2T & -
Compose -4 % 0T 43 TR 37 9P | To @3 9@ Lrod e foree 2@
@as www.nkarim@yahoo.com SR @ TIA A TICIG  AOTS BN (12 FIIAD

Attachment 3T SR TGN THCIT 5l I AT Send @ 2-2a Send w40
qI |

o®



(€.2) THREGS ARl |

Internet 20w TN =fGTa AT @P1RAY Computer G KT NS Il @I
737! | Inter 20 W@ @32 Net T & iR @eeg R gt =feen feform <t
FATHR (ACF FACHIE (AL ORI TBIACAG | NS &A1 A (F, O (I AT
A wEFe Computer @9 Global Network @& Internet JCeT |

TR 3SR A T W I @ ARPANET SIS &6 W40 @
6T IR R ACACR | W G ST TR G0 T TSPy HeFF I
ARPA (Advanced Research Project Agency) €3 WegR &4iF e foel WifFT AT
IR IR G ey T ofE TeRT b | dseq At GTfere AR e &9y
i Tomz grom Fa afsfar fomme e goaE 2 wiegl o7 I | 9% AR [esrarar
ftea ey Std Eied & (@ ARPANET €38 (odt 03 @92 &N [RAe0d 76
S[ETCFE TTICED |

TENE [Ty THRES 2R TAGE @ {27 | THRES 0R IIF(0 IO o
HeAIfR PIBT ©iF FETHITaR Iy FIRCH TAF THRCIG BIRE o7 ¢ | wzpee
(FIETNG NI T AT IFA FAPICGT O, SNAa T 9L NG AT @ MG Sy
THRAS G S |

(€.©) TBIRCTGS IS 3-

FIATHR (AF IO R[Sy T @I T 8 o2 AWiF-emEe 0%
THRACIOT DG | ST 2R YA TR & A SATN CTAT GmiwIar Q@i
T LI | (XT3 3-(NZS AWH-2WIe, Tofoe, erare Jrofer Tenfn |

(¢.8) TTIFCAHS AT ¢-

TG LT ST AIT-&WI, O ZA, F#rFITFa SHRC0, I<e7-JifIey
TR0, NA-SEs!, [eame, [eered goitd, Tamg AIRQIE 390w (Flq 2 BREHD
T[RRI R QA= |

(€.¢) THRH [Fo 37 T4 2Ws-
TEH BT AT FI-@TC T IS FIABE [CHA-FIET WL IR % 300 T |

(€.Y) STTS LT IRI-

SIS AT IS GO (6 TR GFIAEI TICAD | O9F OISO TS qIFIF
*{B1 AP | fefb 281 Seml SeTmT FIReeT Codl Fea RIZAR foieaa T SRiews e (aal
T | S (CF (FF 20RO Arod g7 419 &« (FTP=File Transfer Protocol)
FTP (@i G92R I SIS AR(C A& @ M W OFF TS GISHIZE 2O
ARSI FTRCO bl FCF PR S Siz@er T A |

T3 AW 2[@ AT Nfem nall, Fet, eerer, RfRmpieTcad «I9rFe Fereel (7, I
e gfepieT It e [ifeg s 7ot wier A (7ll, SFREIER (i TR0 ST
I ST Il SIS F1, N1 i, fefs ot 3t ficamy geyifir |

20



(€.9) Gt FfGr i farsaeits-

IRPTH @R TBIRCTGT G2 LA Ol (1 Tt AA1ta- o). Teema TifFs
O TFLEWIT THFS | FTH @2 THRCAG TPHT LGy A GiReryfoe aals
Practically Ta3ITT (e AT |

(@.b) BT S G HIZF T - HIEF AT 8-

BT -3 «IET User create ¥ &= Few-o+ (Sign up) I9TF I
2R FET (OF FACO TF AR 2-(N2e AMIF-2WIHF & -2 (Sign in) IR
FACS T @I Sign out FC BN 2-TNRE ST (FIE I (T (I I-TAZST 8T BT 3
IR I 2-02e M eWiF Fa0o A | (g3 €.d DL DA T4 (AR )
Practically Ta3ItsT (IC© #I1tS |

QD



