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MACN
(ergonomics)

BS of (gesture)

If you use the
phone a lot,
use a headset
1o avoid
cradiing the
phone on your
shoulder.

Select a chair that
supports your
back in a relaxed,
upright position
with a slight arch.
‘You may need a
lumbar roll (or a
rolied towel) at
your waist.

Position monitor at eye level,
directly In front of your body,
about an arm'’s length from

Keep hard-copy your eyes (at least 18").

documents at eye

level by using a

document hoider. Tiit the monitor or

S —— adjust lighting to

avoid glare.

:;a)x-) :lnme ‘:m Use a keyboard and/or
elbows close to mouse that is designed to
the body and be ergonomically correct.
forearms paraliel Keep the mouse close to
to the floor. Keep the keyboard (or on the
wrists straight, keyboard, using an elevated
supported by a mouse pad) to minimize
foam pad or chair reaching.

armrests.

Keep upper legs parallel to
the fioor with feet fiat. Use

a footrest if your feet don't

reach the floor.
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.R.9.LibreOffice Calc
LibreOffice Calc
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?.2.8. OpenOffice.org
OpenOffice.org (OpenOffice 000
) Apache

OpenOffice.org Calc

R.2.¢. Google Sheets
Google Sheets ,
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OpenOffice.org'“

Microsoft Excel @32 LibreOffice Calc-

Google Google
Workspace
Google Sheets E
Google Sheets
2.2.%. Numbers
Numbers ApplelInc.  macOS i0S
iWork -
Numbers -
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5. LauncePad
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(Avira)
(Bitdefender)

(Avast)

(AVG)
(Kaspersky)

(Eset)

(Microsoft Windows Defender)
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Calc,

Google Sheets

ala | ="
0 L = =2
P & -
aste. 2
ste ¢ |B I U 2 Cell Styles ~ Filter ~ Select ~
Clipboard 1 Styles Editing ~

H Clipboard Section m
File PE==Ca inset  Pagelayou ormulas  Data  Revis
1

1

Alignment Section |l Alignment Section
View Develan~- T el me what you want to do...

Microsoft Excel, LibreOffice

£ Share

£ | Style sedﬁlmignment sﬁkl Editing Sem ol

Insert Function

| Vertical Scrollbar I

;? Worksheet
2|
23
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Page Layout
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Horizontal Scrollbar

Zooming
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Sheetl | Insert New Sheet
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File
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A~ | Bookl - Excel

Quick Access

Home

Toolbar Layout Formu
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File

Home Insert Page Layout Formulas Data Review

3 H < Bookl - Excel

Tab
Insert | [Page Layout| Formulas
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L[ Copy ~
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2

Excel

. 3 H S Bookl - Excel

Workbook Views
File Home Inse Page Layout

7 ] @ 5

Normal|Page Break Page Custom ¢

Preview Layout Views
Workbook Views
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(Hide)
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100%
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Zoom
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£ Search
View Horizontal Alignment
= | 2 25, Wrap Text

i

!
]

Merge & Center ~

Alignment N

S}




P Search

jiew | Vertical Alignment l

== [;] L 25 Wrap Text
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HOME  INSERT  DATA  VIEW
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E X Cut Calibri » 11 -«

Paste Bacopy B I U D [+ O A4

Clipboard Font

Arial, Calibri, Times New Roman, «32 Verdana.

9.9,

Home Insert Page Layout Formulas Data Review

fﬁ A Cut Calibri ol" JAx ==H ¥
[ copy ~
Paste Iu-~ &b A === =
v <¥ Format Painter = — = = =
Bgrders

Clipboard [}

Bottom Border

Al
4] Top Border
1] +1 Left Border
2 |Apples | $100 | $130 |@ | ¥ Right Border
3 |Bananas $120 $112
2 |1 s118 $110 #+1 No Border
5 |Oranges  $115 5125 ﬁau Borders @
: S s | Outside Borders
8 Thick Outside Borders
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AutoSave H I‘) v (N M~ s
Home Insert Page Theme Colors )
H EEEENEE
fﬁ & Cut Calibri =
C -
Paste EB opy B I | =
- @ Format Painter 1 I I -
Clipboard [F I I I l I I
Al > f  Standard Colors
[ § | EEEER
A B E
| I No Fill
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More Colors...

0.¢.

Power Pivot TEAM Q Tell me what you want to do

‘el Protect and Share Workbook

Show/Hide Comment | T TN |
T = h i EZ Allow Users to Edit Ranges

(' Show All Comments
Protect Protect Share :
Sheet Workbook Workbook [# Track Changes -

ext
5 Show Ink

nents Changes
Protect Structure and Windows ? X
Protect workbook fo

G H " ' M | N
1 1 ] structure =
Windows
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|
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Excel
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v (1)  General
123 No specific format
(5]
, 1 2 Number
K 5 Currency
n n [o
=]  Accounting
’ y y k u Short Date
Long Date
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@ Time

' ' (@) Percentage
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11 Fraction
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.] 02 Scientific

More Number Formats...

(Date)

NG

(=]

A 5na
ng



8.b.

[Calculation_ 3 AutoSum %Y p
S Fin~
Note Insest Delete Format Sort & Find &
- - - &derr e~ Select
cells Editing
o P Q R s T u

A A Date - ‘}; ¥ | Normal Bad Good Neutral
EdMerge&Center ~  $ = % » | %3 $§  Conditional Formatas m Explanatory ... [input
prmatting = Table -
o Alignment i Number - Styles
g ®
F G ) K L M N
Date format
Basic Salary House Rent City Dearness Feanx it

Allowance Allowance [Number | Alignmg Font  Border Fill
Rakib 20,000.00 10000 3600 2400|  36,000.001 ssturday, january 12, 2015 | | e i cute
Babul | 12,000.00 6000 2160 1440]  21,600.00%] sunday, January 13,2019 soturdy Jonury 12,23
sultana | 90,000.00 45000 16200 10800| 162,000.000 wondey sy s | 5
Rony 8,500.00 4250 1530 1020]  15,300.00% ruesday, snuary1s, o1 | Percerizoe
Milon 8,000.00 4000 1440 960| _14,400.00% |saentic
Faruk_ | 20,000.00 10000 3600 2400 36,000.00%, [soca
Ratan | 15,000.00 7500 2700 1800|  27,000.00%| e
Rehana | 7,900.00 4345 1422 948|  14,615.00%|
Persia__| 18,000.00 9000, 3240 2160 32,400.00%
Habib 9,200.00 4600 1656 1104] _ 16,560.00%

Protection
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\ HOUR, MINUTE, SECOND

8.4. (Perentage)

(Perentage)

8.br.
(Special)
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an asterisk (') respy
operating system.

date and time date values. Date formats that begin with
ond to changes in regional date and time settings that are specified for the
terisk are not perating sy: o

O Tl

TIME

12- 24-

(Special)
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View Help
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Excel Alignment
ority
H J
National
Skills
Develop
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Keview view Heip
= = E] D~ ab, Wrap Text |.Gener;
v | E E E|SE #E [EMerge&Center V] $ ~
5 Alignmg Merge & Center
E Merge Across
G H % Merge Cells
E Unmerge Cells g |
| |
National Skills Development Authority
€.9.

29



€.8.

Review View Help

V= == 2% wrap Text \Gen
v = = = e 5= [ Merge & Center v] ¢
& Alignme E Merge & Center

E Merge Across

E Merge Cells

@ Unmerge Cells

| |
National Skills Development Authority
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, , (Rectangle),

SmartArt
Excel
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(%):

(Date and Time):
. +! Ty *) /l n

- =]
s h druE BRe4 O
" N Msps_pivotChar Line Column Win/  Slicer Timeline | Link | T Symbols
v v Map' Loss of
|3 & Tous Sparkiines ilters Links 2
? X
@
to display: CA\Users\engrb\Documents\NSOA docx ScreenTig—
Look in: 3 ) Documents ¥ % ‘:f; —
1 Custom Office Templates Sgokmark..
Cyrrent Folder My Data Sources
Place in This My Music
{ Document 9 My Pictures
9 | Browsed Pages 3 My Videos
Cancel

NP



REVIEW FORMULAS

HOME  INSERT  PAGE LAYOUT

L+| =" D‘E E mVim Side by Side EE
-3 Synchronous Scrolling
Normal Page Break Page Custom New Arrange 2, : = Switck
Preview Layout Views Window All Unhide ' EI9) Reset Window Position ' window
Workbook Views . I e ra
, Keep rows and columns visible while the rest of
A3 Al [ I« produc the worksheet scrolls (based on current selection
—— Freeze Top Row
A B [j Keep the top row visible while scrolling through
1 productname Merge Cells for Excel Dup the rest of the worksheet.
2 date 1/30/2014 Freeze First Column
3 Keep the first column visible while scrollin
2 I'prOdUCt Koy [mmx.xxxx EMC throﬁ;gh the rest of the worksheet. ’
4 firstname Mary Sam
5 |lastname Smith Brown
6 | i ! 3
7 Select the row below the last row
8 | | you want to freeze.
9

Xls or .xlIsx

Save As
This Pc

® 6 p v

AutoSave (8 off) B 9 G-~ = My Workbook.xlsx - Saved Kayla Claypoal

File Home Insert Draw Page Layout Formulas Data Review View Help £ Tell me 155

6}; Calibri -l | == = ﬁE; General - | [ Conditional Formatting - = jo.
> - CAT  =EE=E=E 2 - F t as Table -
& B I U AN | === H-% 2 ormat as fable Cells | Editing
- N e d A =32 - 0 -0 [ Cell Styles - - -
Clipboard Font P Alignment P Number P Styles S

Vo



C)

£ Home

[3 New

B Open

2

Share

Export

Publish

Close

a

My Workbook.xlsx - Excel

Save As
©

Recent

OneDrive - CustomGuide
kayla@customguide.com

Sites - CustomGuide
kayla@customguid.com

1 ThisPC e

Add a Place

Browse

Kayla Claypool 2 O X
= OneDrive - CustomGuide
| My Workbook |
| Bxcel Warkbook [“ds) -] ‘ % save ‘
Mare options...
Mame T Date modified
D Attachments 11/27/2017 9:33 AM

D Documents
Bon Voyage Excu...

5/31/2018 9:21 AM

12/20/2018 11:12 AM

Account A
I [
New Workbook.xlsx - Excel Kayla Claypool 7 - O x
Save As
= Documents
New @ Recent
| New Workbook
(a OneDrive - C_ustomede o
kayla@customguide.com
Excel Macro-Enabled Workbook (" xlsm)
Info Excel Binary Workbook (*.xlsb)
@ Sites - CustomGuide Excel 87-2003 Workbook (*xls) d
Save kayla@customguide.com CSV UTF-8 (Comma delimited) (*.csv)
ML Data (*.xml) (AL
Save As 2 :_Q This PC Single File Web Page (*.mht, *.mhtml)
Web Page (" htm, *html) AM
Print + Excel Template (*.xit)
@ Add a Place Excel Macro-Enabled Template (*.xltm)
Share o Excel 97-2003 Template (*xt)
Text (Tab delimited) (*.bd)
[ Browse Unicode Text ()
e ML Spreadsheet 2003 (*.ml)
Microsoft Excel 5.0/95 Workbook (*xls)
EEEEH CSV (Comma delimited) (*.csv) |
Formatted Text (Space delimited) (*.prn)
Close Text (Macintosh) (*.txt)
IText (MS-DOS) (*.bdt)
" CSV [(Macintosh) (*.csv)
count CSV (MS-DOS) (*.csv) v -
][]

0
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Method of preparation / procedure (FH-&f®)

. (PPE)
Q.
9.
8.
¢.
N
q.
br.
A B C D E F G H J
1
2 Excel Data Entry Practice Exercises PDF
3
4 Date Item Price |Unit| Amount | Discount | Net Amount |Sales Tax | Total
5 28-Oct-2022 Pencil $0.27 | 26
& 28-Oct-2022 Gel Pen [$1.40 | 6
7 28-0ct-2022 Eraser $1.12 | 13
3 28-Oct-2022 Marker $0.77 | 25
g 28-0ct-2022 | Calculator | 57.39 | 30
10 28-Oct-2022 | Highlighter | $1.02 | 5
1 28-Oct-2022 Stapler $5.59 | 6
12 28-Oct-2022 | Sticky Notes | $0.47 | 16
13 28-Oct-2022 | Notebook |$3.03 | 26
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Eal
Required Personal Protective Equipment (PPE) (2itaremi f#if#(3)

TP we | AN R | 9T sAfasel

0d i3 (TG g™ -- o S
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09 SR\ ENGTIE] -- o d

Required Tools Equipment; &CaTS1E T8, Qe

TP w | AN e | 9 At

0d BIRgiEoE] - fors >
0 e - (STl >
[o}V} TSH -- o™ >
o8 DI - o™ >
ot T TF6 ST - o5 >

(olte



- (Learning Outcome):

(Content):

Q9.

Arithmetic

.55, + (Addition)
3.2, - (Subtraction)
S0, * (Multiplication)
R.5.8. [/ (Division)

.. Logical
RS, AND
2. OR
220, NOT

2.9. Relation
.05, =(Equal)
R9.R. < (Less Than)
0.9, > (Greater Than)
2.9.8. <= (Less Than Equal)
R.9.¢. >=(Greater Than Equal)
0.4, <> (Not Equal)

©s.  SUM

v,  SUMIF

w0,  SUMIFS

v8. MAX

v.¢. MIN

v.v. AVERAGE

va.  AVERAGEA

ov. RANK

0.5, IF (Nested If)

w50, Count

0.3, CountA

052, CountlF

0.5, VLookup

©.58. Concatenate

8.5. List

8.x. Text Length

8.9. Date

8.8. Time

8.c. Custom

8.Y. Number

Y
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(Learning Materials):
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Resources / Special instructions
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(=)
+1 Ty *) /) | |
,"=A1+B1" Al B1- |
, $A$1), (A, ( ,$A1 A$1)

SUM, AVERAGE, IF, COUNT, CONCATENATE, VLOOKUP

AND, OR, NOT, IF,

0



U FIZ© [AfOF AT FRHAT 8 ©IF I (Use different function in excel) ¢
SO FRHAT (Autosum function) © SIF IR 3

SCHPN FRAFG MECEFEIFE GCHER G0 [D-2F TR | AT [foq GF @7 Syees @0 F119
Gy SO TR [T B[ 2 |

@ (Figure) 3

=SUM(G2:k2) S |

375 |_J = I

sk x == v 8 T Bx [ | T
=] YA EE=E = P i ud.m h"i"" & Clear~
t i iy Press & hold left
=SUM(G2:K2) button of mouse
D E F G H 1 J K L M N
65 85 82 70 73|08
60 55 70 60 les =
Move
55 30 65 50 67 down
58 50 75 40 80 -
65 70 60 35 73 -
63 55 55 60 65
70 78 as 76 55
80 65 85 70 65
85 80 82 68| 60
45 55 60 70| 65
o o
eSS 14 8

S | 9 WU G O Toig SfE ARTS 209 |
3 | G OIS o O3 ©oF 5 909 27 |
O | GO FIATS (ATF THE (2 FACS (A |

80



T IAIE SO 3

TS 2 | (AT A0S ZCF CRTRTEIR WA (I G T 77 A |

@ (Figure) 3

Click here

Font Alignment Number
Automatically ac
will appear after

=SUM(L2:L11) Max

JICEF 41 ¢

> | 2Ry U ¢ @ IR ArdTe T3 |

R | GFNT ORI TR 897 T a0 201 |

© | O RS EFT FIeT® =0 GR WG ICNGHITeT T Cof =03 |
8 | GFT JCAS (ATF T (2T FACS T(A |

Formulas  Data  Review  View  Developer

- EewepTet Number - [F‘E Q‘ E;‘a gm Ex E

B KA === =24 3 AutoSum - A
_ = R [ Fin~
OAI= = = EfMergeaicener = § < 9%+ |G 43 Condonal Formatas Gl | Insent Delete Format (. %
i) Alignment i Number & Styles Cells Editing
SUM(G2:K2)
3 F | 6 H | | J K | L M N o
65 85 82 70
60 55 70 60 Automatically
Calculated
55 30| 65 50
58 50 75 40
65 70! 60 35
63 55 55 60
70 78 45 76
80 65 85 70
85 80 82 68
45 55 60 70

8



RSy = @ ©i5T e A @ w4 s

AP A WA ST TN G G (ATF e 0 A ([F IR TG = | O WGP (I
A AR A | ACHCE IR AN G A1 Cof S TG = | WA N F00 =0 A (=)
BFAE M e = | @Fo=F AW e 22w 391 () @3 foeq ey oem auat o a1 ()
ferate =71 1 =sum(Al, B5, C9)

@ (Figure)

page Layout  Formulas ata i o.
2 A \- rap Text eneral
u / e o 29 | Condi Format as
Formatting - Table~ S
Font ofmeRt & Number Styles

|| =sum(He,H8,j11,L6)

D E F G H J K L M N

|Tota||=SUM(H6,H8,J11,L6)|

FICGF 417 8
> | 2Ry AU o7 @ IR ArdTe T3 |
3| 9FAF (=) TFAE AR M 2w I () o7 Te Suiegt w31 () e foee =7 |
© | GFF O A6 (2 FACO A |
SUMIF
SUMIF

=SUMIF(range, criteria, [sum_range]))

£3 v fr  =SUMIF(A2:A11,"mangos",B2:B11)

A B C D E F
) Fruits __ Stock |
2 Oranges 100
3 [ Apples 120 Total stock of mangos 450 l
4 | Bananas %0 Fa - Jr  =SUMIF(A1:A8,">"&E4)
5 mangos 250
6| . B C D E F
; | =SUMI F( ]
8 _' SUMIF(range, criteria, [sum_range])
9 guavas 180 3 15 -
10 = Bananas 300 4 | 24 Greater than | 20 225
11 Apples 80 5 10 Less than 40 | 40 127
12 6 65

83



SUMIFS Function:

SUMIF

=SUMIFS(sum_range, criteria_rangel, criterial, [criteria_range2, criteria2], ...)

[x EI = 3 v s EMT1024.xisx - Excel 2hm = ER
HOME  INSERT  PAGELAYOUT  FORMULAS  Data  REVIEW  VIEW  DEVELOPER  POWERPIVOT Girvin, Michael ~ | ]

SUMPROD... * X S | =SUMIFS(SES11:SE$19,5A$11:54519,5A2,$D511:5D$19,C51) v

A B C D E F G H I J K L M :

1 Arnount | N N Accessories Boarding

2 |Fido 97.3|=SUMIFS(SES11:5E519,5A511:5A519,5A2,5D$11:5D519,C51)

3 Fluffy Q| | SUMIFSisum_range. crteria_rangel, criterial, [critena_range?, criteriaZ], [criteria_range3, criteniadl, ) satyre and Dynamic Ranges

4 Gigi 0 0 0 0 2 .xlIs and .xIsx Dynamic Ranges

5 Thomas 0 0 0 0 3 SUMIF to add with 1 condition

6 (Wawa 0 0 0 0 4 Mixed Cell References to speed up formula creation time.

7 |Mandy 535.1 43.1 172 320

8 May Won 0 0 0 0

9

10 LJA Da(e B Invoice Number | Category B Amount B

11 Mandy 7/23/2013 10590|Food $36.80

12 |Mandy 7/23/2013 10590|Accessories $22.00

13 Mandy 7/23/2013 10590|Accessories $150.00

14 |Mandy 7/23/2013 10590|Boarding $320.00

15 Mandy 7/23/2013 10590|Food $6.30

16 |Fido 7/23/2013 10591|Food $17.80

17 Fido 7/23/2013 10591|Accessories $25.00

18 |Fido 7/23/2013 10591 |Accessories $32.50

19 Fido 7/23/2013 10591|Accessories $22.00 o

20

21 ]

1024 ® .

o=

I FRIF G JIRK (Use of MAX Function) 8
T FIRHCTR ML AT FOPLCE e (ACF A SIS (@9 Face 217 | 9064 fora sy wie

G I ARTCAT R0ACR |

Formulas  Data

Page Layout

Signin 3 Share

3 Autosum ~ p
y For e | = t& Find &
u a & Clear~ i
Clipboard “ Font Aignment Number styes cene aiting
K5 - X v % | =MAX(KS:K14) !
A (] Maximum » aQ
1
2
3
e S/N Name Bangla English Mathematics Physics Computer Average Naximum Minimum Grade
5 Absent
o 308,80} | mumbert.fnumberz) )
7 308.75
8 314.71
) Absent 316.67;

331.40;

339.75

345.00;

335.00:

295.00:
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IS 44 8
Y) OFENTE PG Fa0o 207 |
Q) W FRHACE ToF 5 Fa0o 207 |
©) GFR AT (AF GBF (@ FAO A |

@ (Figure) 3

rie N e P
i ngz‘wv o Wop Tt Number E B E IR e
P o 27 - = RN & » (8| et o e o oo 5L, e
Cipbosrd 5 Font - Aignment 6 Nmbe 6 Soes cns Editng ~
s £ | =max(ks14) b v
( A s =
1
2
3
. Grade  Grade
5
6
7
8
9 Absent
10
n
12
13
"

= FR=T @7 FIT (Use of MIN Function)

T TR TN SN AP OFf (TS TR St (@7 Face AT | [ evx forg e
Syl (I AR ATNS (AT REACE |

Total Average MaxYum Minimum Grade Grade GPA

1 st Ll )

TS 49 8
>, ST WM O IR Ao =1 |
3. G (=) TR AR e MIN ferte =03 |
O, IR O] TR SHICYA G ([ oTI0S =0T |
8. JICAMC (A GO I (2T FACS T(A |

88



ome
= e e e 3
ol o Condtions formatss ol | et D
S ry- e BeA- 2 ERERE S - % W a ol Formit e
 Feemat antes M K Comter Fomaing: Taber St - - -
Genams % rom . prese— © e w s 2
7 [ — .
A ® < ] 3 3 s H ' Minimum L ) N o 3

S/N Name Bangla English Mathematics Physics Computer Total Grade  Grade

8¢




fafSq @ it SpTeIta® (37 41 (Calculate Average from different cell location) 8

fifeq oF tiie=a @3 Tt W weiter @@ 4 (Calculate average from different cell
location)

AR AR AR GCF Ao 937 [foq G @7 ©ibT N qortse (37 A9 e =7 | GUHE 20y
BFA AEA T GoIe TR 700 =7 | SIRAT ARG GFT G SO S0 G 67 A7 GIf6 w1
T o7t =7 | GUFE GOIES @7 27 SR 2T JHAT M0 B FACS A GR G GF ST T
CTIT (1 R0 L AL (417 FACS 2 |

@ (Figure) s

JITCEF 4 8

S)  SCOT AN e GHIfE A wge
fage wigfon Fret 3 Toa i e =03 |
Q) AT WE O G OIS (I PACS
(T @ (T IR TS (F |

©) O TP TOCT! TP G (A
GOIFS FRHAAD PG F00 21 |

8) GO TJAE AR R (IR oS
TR B 2(F |

@) T TOIIS FIH G LA JHAF 0L G I T T #I0e GBI (2437 F00 2J |

reIEE] F1AF (AVARAGEA Function) 8
T T CICER GOITAS (3R FACO 20 @ GLsT FPR AT JF | SCOPAN S T 21T (g farger

Fpred Pt @7 TR 59 01 oo G(U GCIS BICOT AT | (T (AF AVERAGEA S0

eI a0 = | U771 TFAE 1L 7= (18 AVERAGEA FI*H(5 55 204 | 9399 AVERAGEA T
OF AT IR WL GT T GG ST 0L GBI (2 F00 (A |

@ (Figure) 8

AVERAGEA Function

/N Name Bangla English Mathematics Physics Computer Total Average 'Maximum Minimum Grade Grade GPA
=AVERAGEA(E5:15)
60 55, 70| 60! 65[ 310]| e

303.13;

308.29;
309.17]
322.40
328.50
330.00;
342.50;
45 55, 60, 70, 65| 295 | 295.00

Absent

342.50 | 295.00

©eND N e w N -

=
s

T%zr (Figure) 8
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Total Average Maximum Minimum ~Grade ~Grade ~GPA

TRF TR G FIRE (Use of RANK function) 8

RSP TR G NN ©Ffe] @R RSP Al ~Aferia e 1 T | RSP FIRT FACS A AT I
(=) 2T e F7E TR G forite =11 @397 orad TR RT3 TN PR 0o = | RS
IMLFTS 12 Ol I AR | TR T ¢ e =e |

@ (Figure) 3

S/N NAME BANGLA ENGUSH MATHETICS PHYSICS COMPUTER TOTAL AVERACE MAXIMUM w'NIMUM  RANK GRADE  Grade

FICEq 4 8
S, ATy B ¢ @ IR IR =1 |
3. RS FIE () IFF ML CRIETR ST @3 @ e s =3 |
©. F4 FIHF FF (2PT IR AT CRITER A €T (@G TF &1 I 0o 2J |

@ (Figure) 3

Slegeacemer < | $- %+ | tom. Eamms

cioboxe ] Fent 3 Annmers 5 tumser tatng %

TOTAL AVERAGE MAXIMUM MINIMUM  RANK GRADE  Grade

Absent

84



IR ferifer (Rank Descending) 8

RSP FEEIGR SR G MG ST I S AL R O AR SIS AR o, gg
Bogifa Afemita G165 Facs i1 | [eoe fora 1E & ferifor sef » Gt w41 =R |

@ (Figure) 3

RANK - Decending
order

Rank

deceendinn

65 85|Absent 70 73| 293| 58.60) 5:51$14,0)
60 55 70 60 65| 310| 62.00) 3
55 30, 65 50 67| 267| 53.40 9
58 50, 75 40 80| 303 | 60.60, 5
65 70|Absent 35 73| 243| 4860, 10
63 55 55 60 6s| 298] seeo| -4° | 4860 6
70 78 as 76 55| 324| 64.80 2
20 65 85 70 65| 305| 61.00 4
85 80, 82 85 75| 407 | 81.40 1
45 55 60) 70, 65| 295| 59.00, %

PICSS 49 8
>, 2T e G @ IR 4TS =0T |
2. TR B0 () IHNG NG CRLTER ST @ (@ e e =9 |
©

. FA TN (T T WG GRS HCGH O (@8 TP 515 ICF W0® T |
8. forfor oM @F Ty SHICEH @& O3 2Itd 1 e o 513 F40© 29 |

8



IRF IR (Rank Ascending) 8

RS OISR T G TG AT AT S 2 GR O AT I Ao sy, ogr
Foyiv AAfeity 16 Fees A1 | eoa form RS (¢ SR wrefa 9 ¢FF F41 2R |

@ (Figure) 3

% Cut : T - 2 AutoSum * A p

E u t ;(Iw t & Find &
< ¥ It Select ~
ipboard 3 , Rank cets €ating ~
Acrandinn
Sum x v k& Y.
A (] c ) K(number, ef, order]) K L M N o 3
1 30 Descending
5 o Rank numbes o f rlerence were s et sorted n sscending ordes °
3
o u °
a MINIMUI™T  RANK GRADE  Grade GPA
s Absent
6
7
8
9 Absent
10
1
12
13

JICSE 49 8
S, A (NS GF @ FP TS 2(J |
3. RS B () IRAT N CRLTETR A @7 (@@ o fors =209

©. F4 TN I (2 T NGCT ETSTER TGH GF (@@ T 516 BT 0o 2T |
8. SHICAMG oI OF T SITGT (@& T #ItT I 7 > 513 00 T |

85



IF Function €9 J_IAT 8

e T oy =087 T fofe w0 o] FIERRTs Face = | CIHE 41 AR |F SIS 921
3 AfF | @ TR AT € @B (ATF (TG ({9 FACO |F FoH 929 F900 27 |

IF Function IRF I I (a1 8

YT ACHT @ (AT 9T (9 0o |F o < 41 = | fooe org enfik srewe ¢ @6
(ATH (TG (T IR (AT AR |

@ (Figure)

g ) € f 6 H ! ) 3 M N o ° a
1

2

3 y Ending Appril 26

4 Id No |[Name [Hours |Rate gml

s 2578[Anis 40| 15|FIF(G5<=40.G5*HS.IF(G5>40,G5*H5+200)) |
6 1258|Rafiq 48[ 15.25]
9532|Asad 44| 14.35
8 7852|Mizan 24| 13.75]
9 3258|Nasir 36{ 13.25]

10 6589|Palas 42 15|
n 1235|Roman 43 14
2

3 Conditions:

» If any employee works 40 hours or less, then payment will be
simply hours multiplied by rate.

» If any employee works more than 40 hours, then payment will be
%6 multiplied by rate.He also get extra 200 Tk.

[ msccoweanwy o

S, A St @ @ ST AT =9 |

Payroll:Week Ending Appril 26
Id No [Name |Hours [Rate |Payment SSCE R e W@ EF @ AT m

2578|Anis 40| 15 600 forte 203 |

1258|Rafiq 48| 15.25 932 9. N GBI BIACS (A |

9532|Asad 441 14.35 831.4

7852|Mizan 241 13.75 330

3258|Nasir 36| 13.25 477

6589|Palas 42 15 830

1235|Roman 43 14 802

¢o



e s Sy 48

YIS GTIET @ FJETRA (ATF BT ({9 A0S |F S 5929 1 27 | 057 i@ 55y (@7 F909 &=
V20T PG Trea 20ACR | 06 @ et (A 57 (@9 07 (AT 200 |

@ (Figure) s

P I:Week Ending Appril 26
Id No Name Total Sala|Tax

2578|Anis 8500 =IF(F6>=12000,150,IF(F6>=8000,100,IF(F6<8000,

1 i 58000)))

9532(Asad 125
s 7852|Mizan 12500,
10 3258|Nasir 6500
" 6589|Palas 10000,
2 1235[Rumon 13
n % .
" Conditions:
1 @ If Salary greater than or equal to 12000 then Tax = 150
0 o @ If Salary greater than or equal to 8000 then Tax =100 ©

I @ If Salary less than 8000 then Tax =0
va
19
2

JICE 4 8
>, RN ST G @ FPR Ar4Te 21 |
Q. G o G AT BF qF MG T 7408 =0T |
©. IR GBI BI7ICS =(F |

@ (Figure) s

roll:Week Endi

IdNo __ [Name _[Total sald[Tax
2578|Anis 8504/100
1258[Rafiq 5804/0
9532|Asad 12540
7852|Mizan 12504/150
3258|Nasir ;s)gj.[o
6589|Palas 1 100
1 13004(150

Conditions:

@ If Salary greater than or equal to 12000 then Tax = 150
@ If Salary greater than or equal to 8000 then Tax = 100
@ If Salary less than 8000 then Tax =0

TIOIF (HC (AT (AT ATD ([§F A1 8

TIOIR (AT (AT (AT D (T FACO A S0 O] IO P FACo =7 | AR TOR0T (4T I &y T
PG FIRT FACO 2 | T IGHF G NN TR o0 =0 20T SFART AR ez T foracs 27 |
GIF FGRIIET (55, FG*I § REAR Offe] 8 Ff*F TPl 1EAR Sffe] PACO = |

& (Figure)

@



Salary sheetuds - Excel

Formulas  Data  Review Devel

Insert  Page Layout View

e

X
o [ o ol
Cipboord Font Avrment T syes cos eating -
sum » x v fe AU‘,d,lF(CS:"A",SJS,IF(CE:"A-",3,5,\F158:"B'”.SYZS,IF(CB:”B",}.IF{CE:“B-",Z75.IF(C&:“Cv",Z,S,\F(CS:"C',2ZS,IF[LE:I -
J2IF(C8="F",0)))))))
A B8 C D E F G H 1 J B
- _Bangladesh University of Business & Technology
ol CSE 19" Intake (Evening)
; IDNo[Name  [Resul{GPA | | |
8 I 1|Anis |z=le(‘S="A+",4,IF(C8="A",3_75,IF(CS="A-",3.5,IF(('8="B+",3.25,
o 2|plabon AJIF(C8="B",3,IF(C8="B-",2.75,IF(C8="C+",2.5,IF(C8="C",2.25,IF(
1 3|Sujon AJC8="D",2,IF(C8="F",0)))))))))
5 4|saif B’
- 5|chandon B IF(logical_test, [value_f_true], [value_if_false])
13| 6[Raju B Conditions |Result
18 7|Roman o Result=A"* 4 Conditions
15 8|Rakib (e Result=A 3.75
0 9|Parsia D Result=A" 3.5
w  10|Pata F Result= B* 3.25
18 Result=B 3
1 Result=B 2.75
20 Result=C* 25
21 Result=C 2.25
2 Result=D 2
2 Result=F 0
= | Sheet2 | heets | Sheets | Sheets | Sheets | Sheet7 | Sheets | 1 — ol
Edit = m|om m

q 3

2T M55 1T @ FPTF TS 2(J |

G 57 FC*T SR TF O TG T 710 70T |
GI21F GO BI9ICS 7T |

@



ARCET G T (AT O (AT ([T 41 8

ARCET G TF (ATF (AT 2ITTD (IF FACS T do B IS (16 A0 27 | AR ARET A M (AE
EBR (AT (I FACO T 2T I(OH HIRF IACO 2 | 3T PG GF MG T #TI0S =T 220
T AR M0 2 o700 =7 | G971 #f&rmyiet (535, Pl § REAR Ojie] S Fo* Foh] RS ©Ffe]
PICO =7 |

TR Pt @ TF e @7 324 8

@ (Figure) s

Salary sheetaxdsx - Excel

Inset  Pagelayout  Formulas a Review iew  Developer

3 3 = o
‘ z e PICET 9 8
i Formula using IF T fitional Format as 4T sota Finda
> ; . 2 Format= | & Fiter~ Select~
Cipboard Font et Number styes cets ating A0S, g E{ ﬁﬁ; @7 @
sum - x v f I =IF(19>=80,"A%", IF(19=75,"A", IF(19>=70,"A-", IF(19>=65,"B+", IF(19>=60,"B", IF(19>=55, "B-", IF(19>=50,"C+",IF(19>=45,"C", IF(19>=40,  ~ P
"D",IF(19<40,"F")))))))))) W a QIC\‘D icq |

NAME BANGLA ENGLISH MATHETICS

PHYSICS COMPUTER TOTAL _

1 85 | =IF(195=80,"A+ °
c 55 62.00|",IF(195=75,"A", 3T T T T
3 = — - 7l 267 | 53.4d|IF(19>=70,"A-",
s e N i [ I foite =07 |
5 [ae% @ vo% @Fm | A ss—||__273| s54.6d|IF(19>=60,"B",
6 R T R 5% 298 | 59.6d|'F(19>=55,"B-", ©. GF9F GO BIHCS
7 % (4T A0% <7 T B ose 324 64.80 IF(19>=50,"C+",
8 [vo% % @G | B 00 305 | e1.0d|F19>=45"C", EIGH
9 €% @ Yo% 97 s B Q.92 407 81.40 IF(19>=40,"D",
10 | ¢o% w= ¢e% = fors (o ueo 295 59.00 IF(19<40,"F"))))))
1] [8¢% cat® ¢o% 97 facs c 3¢ M)
2“’ 80% (4T® 8¢% 97 U5 D .00
22| 80% 92 FTs F 0.00
:i Mark distribution [ =tfez «r=w (absent) | Absent | Absent
25| for letter grade
26
27

TN ARCED @ TRETE AP O T0R (AT @ SPRETS ([F F4T 8

MRCET G A (A (AT AT ([ FAF IR (P AQCEE @ AW (P IBCCT SHRETE ACF ©LT
IR (ATOS SHRETD (I FACO = | FIUHE 2T I I AL 9% (AND) == &1 (OR) S
IR FACO 2 | IF IO G ALY FLAN 700 =0T QT I A2 ey 27 foreee =1 | @799
FEHIET (55, FS* § S Of] '@ G Tl RS Sffe] IACS 2 |

@ (Figure) 3

3
vl e o € ’ s " ' ) x L " N o ’

:

3

‘ - - Below 40 AT Frmian = =

s 65|  85|Absent | 70 3| 58.60] Absent 4

o 60 55, 60 65| 310786200, B 8

y 55 70 50| 50 67| 292| 5B 3

& 58 3 75! 40 80, 283 56.6! F 2

s 65 70}Absent 50 73| 258 | 51.6QL Absent 1

" o 63 55 55 65| 298| 5 B- By sie0 6

W 70 78 as| 76 324 |, As80 B 9

™ s 20 65 8s| 70 Absent 1LOO| F 7

N 5 85 80 82 85 75T AOTT B1.40] A+ 10

M 10 a5 55 60| 70 65| 205| s9.00] B 5

"

(¢qV]



@ (Figure) 3

JICEF 44 8

=IF((OR(D5="Absent" E5="Absent",F5="Absent",G5="Absent",H{5="Absent"))," Absent", (IF((OR{D5<40, 5<40, F 5<40,G5<40,H5<40)),
“F*,(IF5>=80,"A+",IF(15>=75,"A" IF(5>=70,"A-" IF[15>=65,"B+" IF(15>=60,"B" IF(15>=55,"B-", IF15>=50,"C+",IF(/5>=45,"C",IF(15>=40,
"D",IF(15<40,"F*)))))))))

e060] B

2 L] 8140 | 5160
63| 55 55| 60 65| 208 59.60] B-
70 78 45 76 55| 324 64.80 B
0] 65 8| 70 65| 305| 6100 F
85| 80 82| 85 75| 407| 8ia0] A+
45| 55 s 70 65| 295| 59.00 8-

>, 2RI [T OF @ IR Ar4Te =1 |
Q. OF AT PG AL EF G AT T 77400 =(F |
9. @I GBI B0 J |

JIIOT FRHF 97 JI=F (Use of COUNT Function) 8

FEH FIE AT LTI ST (I G CHEAE [0S (@ A2C6N AT OFfe] FOLTE Y O (9 FACS
A

@ (Figure) 3

'
2

i T = 3
4 [ 1] COUNT WA
s 2|Bonani 13-Dec-18|RAM

P 3|p di| 14-Dec-18|Hard disk

: a[Firmgare | 15-Dec-18[Pendrive.

[} 5|Mirpur 16-Dec-18|Motherboard

s 6/Bonani 17-Dec-18|Processor

0 | _7|Dhanmondi | 18-Dec-18/Monitor

" 8|Firmgare 19-Dec-18 RAM

2 9|Mirpur 20-Dec-18|Hard disk

n _l_O_Fanani Zl~Dec-§+Pendrive

"

IS 44 8
>, oy WD G @ SRR @TY EFAR T BIRA F400 TR |
3. R BICT TG G2 FCO A |
9. QI CTIRTAND CRISTEIS RIS PACS 2CF | CRTNET SR () O 04 710 =03 |

@8



8. JIEC (A GBI (&N IO 2T |

Review

E5 Wrap Text General - [Pé {w']‘ [;—‘ 2 Autosum - oy p

z [ Filt
e R A
Alignment 1] Number i Styles cou“t Numb." Editing ”
G H 1 J K L M N o P Q [
]

1 1

2|Bonani 13-Dec-18RAM

3|Dhanmondi | 14-Dec-18|Hard disk

4|Firmgare 15-Dec-18|Pendrive

SIMirnur 16-Nec-18IMotherhoard

(({(q



FICTY FRHAT G PRI (Use of COUNTA Function) 8

FET ¥ (COUNTA Function) FT* @ < SIET (@1 IS0 CRGHAD WS (I W20 A Sffe]
FOYCE WY ©f (FF IS 21 |

@ (Figure) s

foda
@ Stact
COUNTA
" - X ¢ L& OUNTA[HA:4 Function
vl 1o | €| ¥ls " ! ) x L W W o | ¢ | a

[s/N[Branch of saldProducts ___[COUNT|COUNTAJCOUNTIF|COUNTIES
1 =COUNTA(H4:J4
2|Bonani 13-Dec-18|RAM S, e
3|bh di| 14-Dec-18|Hard disk
4|Firmgare 15-Dec-18|Pendrive
5
6
7

Mirpur 16-Dec-: board
Bonani 17-Dec-18|Processor
Dhanmondi | 18-Dec- i

8|Firmgare 19-Dec-18|RAM
9|Mirpur 20-Dec-18|Hard disk
i 21-Dec-18|Pendrive

Salary sheetaxisx - Excel

Review  View  Developer  Q Tell me what you want to do...
o o e

i ==MElg. | m E F | &= B > AutoSum ~
C A = & E¢ Wrap Text General F@ 0,4 27| & Eon @ =1

. === == ElMege&Center + $ - % 3 | %8 % Conditional Formatas Cell  Insert Delete Format
4 9 7" Formatting~ Table~ Styles~ ~ &Clear~

7] Alignment ] Number ] Styles Cells Edit

G H ! J K L M N

COUNTA [COUNTIF |COUNTIFS
3

2|Bonani 13-Dec-18|RAM
3|Dhanmondi | 14-Dec-18|Hard disk
4|Firmgare 15-Dec-18|Pendrive

IS 44 8

> | AT CHALTENE PIeIs 0o (S |

3 | GFF T @ (COUNTA) FR*AG 71ite =1 |
© | IS (AF TR (A FACS (A |

(4}



JFICH IF TR T IR (Use of COUNTIF Function) 8

FEH TF FIHF G TG ST (@ G0 CREANE WU (FIF ARG Il SFfF] FOIK AR ©f &F
FAce A7 | 067 fora 18T 3T T T O JI2F AR 2R |

@ (Figure)

2

3

“

s 2|Bonani 13-Dec-18 RAM 2200

0 |__3|Dhanmondi| 14-Dec-18/Hard disk 3500 o
7 4|Firmgare 15-Dec-18 Pendrive 550

s 5|Mirpur 16-Dec-18 4500

s 6|Bonani 17-Dec-18 | Processor 7500

10 7/Di i| 18-Dec-18|Monitor 6200

n 8|Firmgare 19-Dec-18 RAM 1800

” 9|Mirpur 20-Dec-18|Hard disk 5500

B 21-Dec-18 Pendrive 750

" 11|Mirpur 22-Dec-18 Monitor 6700

1 12|Bonani 23-Dec-18 Pendrive 750 AR e

1 | 13|Mirpur 24-Dec-18 Monitor 7500) 1 L "

JITE 417 3

> | AT EFRTAND PG Fa00 =J |

3 | GF9F T @ (COUNTIF) Fi*afs forts =3 |
© | DS (AF TR (A FACS TA |

eetaxsy - Excel

ayout  Formuls  Data iew ant to do

8 - A A General SINN B B %= r:n?( i EAVKOSum
Conditonsl Formatas Cell | Insert Deete Format | 20"
Helo-A-|= . §$-0% s <9 Condtionsl Formatas Cell Insert Delete Formal
= g Formatting~ Table~ Styles~  ~ - - & Clear~

Font [ i nt w Number o Styles Cells Ed
3 F G H J [3 Result M N

S/N |Branch Date of sal¢Products Price |COUNT |COUNTA |[COMNTIF [COUNTIFS
@- 1 3 3

2|Bonani 13-Dec-18|RAM 2200
3|Dhanmondi | 14-Dec-18|Hard disk 3500
4|Firmgare 15-Dec-18|Pendrive 550

2 Mirpur 16-Dec-18|Motherboard | 4500
6/Bonani 17-Dec-18|Processor 7500
7|Dhanmondi | 18-Dec-18|Monitor 6200
8|Firmgare 19-Dec-18|RAM 1800

3 Mirpur 20-Dec-18|Hard disk 5500
10|Bonani 21-Dec-18|Pendrive 750!

FISD ST FRHF GF JIF (Use of COUNTIFS Function) $

FGT T FIHT G ML SR (FF G CHTAN AT SN AT e FOAR ST ©F (&
F0e Al | 79063 fora SITT 291 T @3 IR (AT ZCACR |

(@]



co
2 RAM e p——
3] i ﬁ&-ﬂaMIsk 350 ,;‘MM“ : . e
4iFirmgare 15-Dec-18|Pendrive =59 cor \ @
5iMirpur 16-Dec-18|Motherboard | 450 Range Gacry TRl + (Mepur’ Bonuer; Dannonar; Fi.
i 17-Dec-18|Processor 754 o B = aper
7:Dh i{ 18-Dec-18|Monitor — 620 ot
8Firmgare | 19 RAM 184 anoe =
_9‘ Mirpur 20-Dec-18/Hard disk 550
i 21-Dec-18/Pendrive 79 Fomuiaresat e 3 @
e snma ntan =
[ | | I |
| | | | ]

A[.'W ;EZ::’Y = Calibri i A A = (9 Wrap Text General . LR‘JI IJ“ [‘;.‘4 E;‘;f‘
Paste N omatpainter | B 1 W~ |B [ &4~ =53 [ Merge & Center - | $ - 9% » |8 8 &::d.'l‘;::[ F‘;'.':;:_“ S‘;ﬂ_ e
Clipboard ® Font n Alignment ® Number r. Styles
Ls S
4 8 G [} E F 6 | H | J K
:
3
4 1
5 2|Bonani 13-Dec-18|RAM 2200
6 3|Dhanmondi | 14-Dec-18|Hard disk 3500
7 4|Firmgare 15-Dec-18|Pendrive 550
8 5|Mirpur 16-Dec-18|Motherboard | 4500
e 6[Bonani 17-Dec-18|Processor 7500
10 7|Dhanmondi | 18-Dec-18|Monitor 6200
1 8|Firmgare 19-Dec-18|RAM 1800
12 9|Mirpur 20-Dec-18|Hard disk 5500
13 10|Bonani 21-Dec-18|Pendrive 750
14 11(Mirpur 22-Dec-18|Monitor 6700
15 12|Bonani 23-Dec-18|Pendrive 750

v

e L

®

g 8
AT GTARTEAICS PR FACS A |
G2 FIST @ (COUNTIFS) FI*6 forite 27 |

T FIGT @ (COUNTIFS) FI¥T T TICTo ST (T I U1 & o140 203 |

IIET (ATF G (@F T I

(44



O FRAF G9 FIRE (Use of AND Function) 8

O T G FIYCE PO G 218 (I (FE6 § X | TR GG PG G @ T G0 TorT ZCoT
(&6 TepT (False) SPTCH |

@ (Figure) 3

Salary sheet.xs - Excel

Pagelayout  Formulas  Data  Review  View  Developer what you want to do.

B I U y s % 3 = 2 ) < t& Find &

Clipboard Font Alignment Number Styles Cells Editing ~

=AND(C5>=40,05>=40,E5>=40) Formula

) E

3 \ Student Table

AND
+ S/N |Name |English [Bangla |Comp i

;[ 1|raju 50 80 60| =AND(C5b=40,D5>=40,E5>=40)
- 2 ROman 40 85 50 -Hl["\l\ozi’(:ll (logical2], [logical3], [logicald], ...)

;. 3|Rajkib 300 39 35| FALSE

. 4lodhora] 60] 85 80 TRUE

s 5lpata 70 30 60| FALSE

@ (Figure) 3

Salary sheet.xlsx - Excel X
Formulas Data Review  View Developer Q Tell me what you want to do Signin £ Share

| — L e e 0

. ¥ L-B-0-A- E==8= 8- 3% 88 Beasye- EiFormat~ & - Fier- Select~

A 8 C ) 3 f G | H | 1| =

:

3 Student Table

AND OR NOT

+ S/N [Name |English |Bangla [Computer| Function |Function Function

s 1|Raju 50 80 60| TRUE
5| 2[Roman 40 85 50/ TRUE

; 3|Rajkib 30 39 35[FALSE
«  4|odhora 60 85 80/ TRUE
s 5|Pata 70 30 60| FALSE
v 6
1 7 || Below4o

(&)



O TR @9 FJIRS (Use of OR Function) 8
@ (Figure) 3
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Insert Formulas

Page Layout

Dota  Review  View  Developer

it & Find &

v | ® - : < er - Select~
Copbosrd 15 Font Avgnmnt Number styes cens Editing S
Below 40

| A B C D E F H 1 J ki~
:
3 | Student Table

AND OR T

+ S/N |Name |English |Bangla |Computer| Function |Function Function
s 1]Raju 50 80 60| TRUE |=OR(C5>=40,D5>=40,E5>=40)
6 2|Roman 40 85 50| TRUE T L e TogaalL )
7 3| Rakib 30 39 35| FALSE FALSE
8 4|0dhora 60 85 80| TRUE TRUE
9 5|Pata 70 30 60| FALSE TRUE

Formulas

Data

Salory

Review

Developer

—— Emet - Z- Ay O
Y Calibri n A A P — Y
s [ [ e Ersiee s (1) > sf«& Find &
T v-'8 A Biformat- | € - pier~ Sects
Clipboard Font “ Nigrument 5 Nusbe cets aing A
H18 ba s ~
| A B C D G H 1 J k-
1
24
A st
OR NOT
+ S/N |[Name |English |Ban / Computer Function Function
s 1|Raju 50 0 60 TRUE\ TRUE
s 2|Roman 20| / 85 50/ TRUE W\ TRUE
7 3|Rakib 30 39 35| FALSE FALSE
s 4|0dhora 60 85 80| TRUE TRUE
s 5|Pata 70 30 60| FALSE TRUE
10 6 \\
n 7
12 8
3 9 rBeIow 40
Jd 10

Yo




G FRAT GF P (Use of NOT Function)

@ (Figure) 3

Insett  Page Layout

Formulas

Salary sheetdsx - Excel

Data  Review

View  Developer

a

X

Signin £ Share

, e
B u 5 Find &
< Select
Clipboard 1 Font Alignment Number Styles Cells Editing ~
SUM - X « f || =NOT(ES>=40) Formula =
<
A B c [ E F G H | ) K~
:
3 \ Student Table
AND OR NOT
+ S/N |Name |English [Bangla |Computer| Function |Function i
s| 1[Rraju 50 8q 60| TRUE | TRUE [=NOT(E5>=40)
6 2|Roman 40 85 20| FALSE TRUE TRUE
7 3|Rakib 30 39 35| FALSE FALSE TRUE
s 4|Odhora 60 85 80| TRUE TRUE | FALSE
9 5|Pata 70 30 60| FALSE TRUE FALSE
=

Salary sheet.xsx - Excel

Formulas Review View

Page Layout Developer Q Tell me what you want to do.

2 Calbit ™ AN P T |fenem . EiConditional Formatting = E=insert ~ 3 - Ay
U g = (39 Format as Table - Frodete - [0 2
Pa.m B I u-|B- Q-4 EEB-|$-% |83 (7 Celi Styles - EiFormat~ &~ :;&-E
Clipboard 1 Font Alignment () Number o Styles Cells Editir
Hi4 . b 2
| A B C D E H 1
1
2]
3 | Student Table
/(ND OR NOT
+ S/N |[Name |English|Bangla |Computer//Function |Function Fuhction
5 1|Raju 50 80 60| TRUE TRUE FALSE
6 2|Roman 40 85 20| FALSE TRUE TRUE
7 3|Rakib 30 39 35| FALSE FALSE TRUE
8 4|0dhora 60 85 80| TRUE TRUE FALSE
9 5|Pata 70 30 60| FALSE TRUE FALSE
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IF Function

?7?

LR



, "=A1+B1" Al B1-
o.
SUM,
AVERAGE, IF

8. SCHRTN FIHAD MECEFPTES GCHER G5 [5-2 FR*F | AT [foq (7T 9 OfFs
QT G & PN FRH HIRS el T |
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Method of preparation / procedure (FH-&f®)

S. (PPE)
Q.
9.
8.
¢.
v,
q.
br.
Electricity Bill
Previous | Current Unit Electricity| Sector Bill Average
sl. Name Area
Unit Unit Consumed | Charge | Charge | Amount |(Sector2)
1|Amir Sectorl 6015 6065
2|Karim Sector? 80 450
3[Rahim |Sector3 5000 5090
4|Rakib Sector2 3105 3201
5|Mizan [Sector3 3511 3516
6[Kabir Sector? 20005 20378

L8




AT NG CHTHD P0G IR A UGB 961 AES F2ee |
QA ATAEAIT *OqZ3
o.
R. Myspreadsheet
o,
8.
Conditions for Consumed unit calculation:
Unit consumed = current unit - previous unit.
Conditions for calculating the “Electricity Charge”:
First 100 units charged as 10 taka per unit,
Second 100 units charged as 13 taka per unit,
Rest of above units charged as 15 taka per unit.
Conditions for calculating the “Area Charge”:
Consumer of “Sector1” will pay 300 Taka as Sector Charge
Consumer of “Sector2” will pay 500 Taka as Sector Charge
Consumer of “Sector3” will pay 600 Taka as Sector Charge
Bill Amount = Electricity charge + Sector Charge.
Calculate the Average value of Amount for consumer of “Sector2” area.

Required Personal protective Equipment (PPE) (2@ea f2if3)

G q2 | CHRIREe | 9 A
0d 3 (AIEF g™ - o™
o AR AT -- cetret
09 Qe GaF - fors

Required Tools Equipment; &GTe1R Tg2ifs/ Saeis

G q2 | 9 bR | 9 =it
03 FPATHR - forT
o @ - ool
09 [TH - for

\lte
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- (Learning Outcome):

(Contect):
o.
.
9.
8.
8.5.  Textto Column
8.2. Remove Duplicate
8.9. Consolidate
8.8. Group / Ungroup
8.¢. Table
8.v. Pivot Table
8.4. Hyperlink
c.
¢.s.  Column
¢.x. Line
¢.o. Pie
¢.8. Bar

A ® 6 pr v

(Assessment Criteria):

(Conditions):

L e R ®Ge LY

(Learning Materials):

Lq



do.
oM.

1



(Learning Activity)

Learning Activities

( )

Resources / Special instructions

( )

b




o.

.

9.

8.

¢.

] ] 1

F2 v| i . fe =SORT(A2:A17)

A B C D E| F G H | J
|l Region Sales Rep Product Units m Sales Rep m
2 |East Tom Apple 6,380 |East Amy Apple
3 West Fred Grape 5,619 |East Amy Apple
4 North  Amy Pear 4,565 |East Fred Apple
5 South Sal Banana 5,323 |East Fred Apple
6 |East Fritz Apple 4,394 |North Fritz Banana
7 |West Sravan Grape 7,195 [North Fritz Banana
& North  Xi Pear 5,231 |North Hector Banana
9 'South Hector Banana 2,427 |North Hector Banana
10 |East Tom Banana 4,213 [South Sal Grape
11 West Fred Pear 3,239 |[South Sal Grape
12 North  Amy Grape 6,420 |[South Sravan Grape

qo0




Home Insert

Page Layout Formulas

B F [ Show Queries ’T 2] Connections
.,
! e =] From Table ® [:z] Properties
Set External  New Refresh
Data ~ Query ~ [ Recent Sources All~ Edit Links
Get & Transform Connactiane
4| A 8 c
E13 N F 2 Product Name -|Type -|Month
4 SortAteZ
E N = | o S 21 sont A
2 |Product Name - IType - IMontl' Sort by Color v —
3 iPhone obile pri % I
4 /iPhone 13 Pro Mobile  |April —_
5 |iPhone 13 Pro Mobile [April Lonid e P —
6 |iPhone 13 Mobile |April arch Al
7 |MacBook Pro 16" Laptop  [May st
8 |MacBook Pro 14" Laptop |May : :’x; “3:°u4
L 0 o
9 'MacBook Pro 16" Laptop May ¥ MacBook Pro 16°
10 'MacBook Pro 14" Laptop [May
cance
File Home Insert Page Layout Formulas Data Review View Help
o= E=] - -
19 B Get Add-ins D]? ﬁ E‘]E] I
PivotTable Recommended T I My Add-ins ~ [ Recornmended i ; !
PivotTables o My Charts @~ -
Tables Add-ins Charts
Recommended PivotTables
e
Sum of Science by Maths
A | E | c 1 D | E Beowlabals ~ |Sum of Science
3 |Row Labelﬂ Max of Science Row Labels E| Avg b i
4 |50 70 50 . i
5 |60 80 60 . .
6 68 84 68 » s
775 70 75 — =
8 |78 77 78 78
9 |30 85 80 30

O



o o= ===
%) 02 B
PivotTable Recommended Table
PivotTables

Tables

Create PivotTable ? >

Choose the data that you want to analyze
@ Select atable or range
Table/Range: |Sheetl!SAS1:SF5214 2.5

O Use an external data source

Fossen s ar:

a i

Connection name:
Use this workbook's Data Model

Choose where you want the PivotTable report to be placed

(®) Mew Worksheet
l:::l Existing Worksheet

Laocation: Fhz

Choose whether you want to analyze multiple tables

|:| Add this data to the Data Model

A

_Q



PivotTable Fields - %

Choose fields to add to report: g -
Search 2
Order 1D -
| Product
Category
| Amount
Date
| Country -

Drag fields between areas below:

T Filters Il Celumns
Country i
= Rows = Values
Product - Sum of Amou... *
Defer Layout Update
A , B . C
1 |Country (All) h
2 -
3 |Row Labels ~ Sum of Amount
4 Apple 191257
3 |Banana 3402595
b |Beans 57281
7 |Broccoli 142439
8 |Carrots 136945
S |Mango 57079
10 | Orange 104438
11 |Grand Total 1029734
12

Conditional Formatting:
(Threshold)

FGHTIFT FACA0R G FIF (Use of Conditional formatting) 8

Q9



FCHAT FACNTR NRCGETEE GCHT 97 s @GPl o | FC*eT TR G NG ST Gt
G TIoT ST oy e« sqast ey @ o stiemr sace 11fa | fora Sfe=arE waefbe @7 e
(MRITCAT 2R | 5T@ A ST S000 «F 9T IR SITHRCE SEMT - 0 (FRICT 20A0R | QT
21T (T Pl S (AP (AT Wil SIoI{D =9 T JCACR |

@ (Figure) s

D R D op Q
e AN E=E - Eweplet - [El [£% | Normal Bad Good Neutral Calculation |
Conditional 2 » s o oo
HeAr === E Merge &l i Conditional Format os [T Explanatory... [Input | unked ce Note
B EiMege&Cl formatting S| — ppet——
Font u Alignment ™ Tumber

| HighigheCels Rukes > B} i

f Sultana

————— Y R I
| Data Bars » " Between...
@ ;:f Color Scales » 7_— Equal To...
- FE= jconSets » »fab:: Text that Contains... I
- : B NewRule Fed A Date Occurring...
1 |Rakib 20,000 10000|  30,000.0 73 cieo ruies , | EE S 19
2 |Babul 12,000 6000 18,000.0 ©Z1 Manage Rules. 1| Duplicate Values.. 56
3 Sultana 9,000 4500 13,500.00% Monday, January 14 More Rules.. 56
4 |Rony 8,500 4250 12,750.00% Tuesday, January 15, 2019
5 |Milon 8,000 4000 12,000.00%| wedn
6 |Faruk 20,000 10000  30,000.00%| Th. Ot
7 |Ratan 15,000 7500 22,500.00% || Format cells that are GREATER THAN: ‘
8 |Rehana 7,900 4345 12,245.00%|  sat| 15009 55| with | Light Red Fill with Dark Red Text |+ | |
9 |Persia 18,000 9000 27,000.00% st G
10 [Habib 9,200 4600 13,800.005|  wm( ok Cancel

IS 471 8
S, R TSN BN 6 g Face 267 |
Q. GFF I FACNOL A2 (ACF (A0 W T Peig Face 207 |
9, T T (A ARG JG*A(G PO (A |

8. 9T S 5 (2 FACS A |

q8



ST FIACNMBR GF FI=F (Use of Conditional formatting) 8

FCHAT FACLR NRIGFOTHE ACHT GF O GG S | FIGHT TNV 7 ALTT ST G
9T TIBT e o e srardt ffeg e e stiemr Face #ifs | fora SfexmeET Facfbe 3 9Ee
(AT 20T | 5T AMead SRR S000 @ 6 IR SIHACE M R e (FRICAT 2030 | @2
AR5 (T P A2 (ATF TP Wi 20 RS Pl 2K |

@ (Figure) s

T

View Developer Q Tell me what you want to do...

Data

Formulas

— -  [E¢WrapText L ,J Normal Bad Good
™ - === == BM &c Conditiqnal onditional orn:;t as Explanatory W
(=3 ,A, === |=2= |k erge enter formattlng b | Tabie- € at . LU ok
‘ont ] Alignment pp—
I:Ejj Highlight Cells Rules » | ,>:‘ Greater Than...
20000 = -

A
o | & | F G H _ | o) I°"/B°®"°‘ " RS e

51 Data Bars . . Between... @

E Color Scales * | | T Equal To...

Icon Sets ’ t Text that Contains...
S/N Name Basic Salary House Rent Total = =5aE I
New Rule... =2 ate Occurring...
1 |Rakib 20,000 10000  30,000.0 & clesrfue: , | B ADueOccurming- |
2 Babul 12,000 6000 18,000.0 & ManageRules... ; Duplicate Values... 56
3 |Sultana 00 4500 13,500.00t| Monday, January 14 4o pyes.. 56
4 |Rony ] 4250 12,750.00t| Tuesday, January 15, 2019
5 Milon | Lodbohoh 4000 1 Less Than ? X
6 |Faruk 20,000 10000 3| Format celis that are LESS THAN:
7 _|Ratan i 15,000 7500 2/ [12000 |5 with |Light Red Fill with Dark Red Text |
8 |Rehana | 7,900 4345 1
9 |Persia 18,000 9000] 2 —
10 |Habib ! 4600 13,800.00%| Monday, January 21, 2019

IICGI 4 3

>, A LA FARD P P00 T(A |

Q. GFF I FACNDL AT (ACF EPT Wi A0 PeTs P00 201 |
O, Tod TR (AF ATAG FG*(T TS 2 |
8

GIF SCF 5 T2 FACS A |

i1 FACAMR (Conditional formatting) - REET (Between) 8
FGHAET FAADR - KGR ¢

e



FGHAT FACAR G Ao R0 o1 K002 RGP | G8 ST @7 NI G216 TR TSt
IRATGTECE (ARITCT T |

5@ booo (ATF 32000 GF THITST FRAJT STECH (AT ZCACE |
@ (Figure) s

e —

Data i View Developer Q Tell me what you want to do...

e Layout Formulas

’0‘7‘ - %WrapText

= | Merge & Centd

Font ] Alignment

Greater Than...

D E | F G H | Iop/Botto@s » Less Than... .
Data Bars » E Between... @
[g] Color Scales » L—é Equal To...

Text that Contains...

(6)

S/N Name  Basic Salary House Rent Total e I
& & NewRule.. F A Date Occurring...

1 Rakib 10000 30,000.0 [@ ClearRules » ] 19
2 Babul 6000 18,000.0 [E] ManageRules... D Duplicate Values... 56
3 |Sultana 4500 13,500.00%| Monday, January 14 . pyles.. 56
4 Rony 4250 12.750.00t| Tuesdav. January 15. 2019
5 |Milon 4000 | getween Between ? %
6 |Faruk 10000 | format celis that am@EN‘
7 |Ratan ‘ 7500 /000 %] and [1200d = |wnn Light Red Fill with Dark Red Text |~
8 |Rehana 7,900 4345
9 |Persia 18,000 9000 P
10 |Habib 19,200 4600]  13,800.00%|  won[ g ol @

FICEE 471 3
S, AT GTETTER PIes 300 204 |
Q. T I FGHTE FAAGR A (ATF TR0 (6 F6T A (TS 2(F |
©. @3 2 [RGET o= Freeig F90e =01 |
8. T SECTITS TG IR FICS 7(F |
¢. AT CFT O3 IR 278 F90o 2(J |

R\



FfE=IE (Conditional formatting) - 5 (Top) ¢

QT TR TG IR So B MR AT SIS ZISNEs Fa1 I | 1R SPRET OFF] (ACF KM+ So &
IR ST B (ARIF &) IR (G 5= 41 = | 067 ot o< &t ©IbT (/T Ao ©fey
T So TG TIBITS (AITAT JCR |

@ (Figure) s

araieat D Bijoy Classic RN |

e Layout Formulas Data Review View Developer Q Tell me what you want to do...
-6 <A A | == 8- %Wrap I;‘J Normal Bad Gooc
u- . H- Ay === E3E EMergesiCenter - $ - % 2 @ C°“diﬁf’"a' ‘:'r"sla‘a L Explanatory ... |Inpul
« | Table
Font [P Alignment ] Number 71 [% Highlight Cells Rules » Styles
fe || 20000 =
D | E F B H I Iopmommm ’" Topil0ems—
= > RS i E Data Bars @ » W@ Top 10 %...

1 |Rakib 20,000 10000 30,000.0 119
2 Babul ‘\ .0 6000 18,000.0 Color Scales » Bottom 10 Items... 256
3 |Sultana 9,000 4500  13,500.0 Icon Sets » Bottom 10 %.. 256
4 |Rony 4250 12,7500 . - T
5 |Milon 4000|  12,000.0 i ., ks i 9 e
6 |Faruk | 10000|  30,000.0 (5 Wianage Rules.. ) peowhverge.. 356
7 Ratan - bl 7500 22,500.001‘. Friday, January 18 T 056
8 Rehana 7,900 4345 12,245.00% Saturday, January 19, 2019_
9 |Persia 9000 27,000.00% Sunday, January 20, 2019
10 |Habib 4600 13,800.00% Top 10 ltems ? X
11 |Rakib 5893.33 17,680.00% Format cells that rank in the TOP:
12 |Babul 3 5804.85 17,414.55% 0 3] with |Light Red Fill with Dark Red Text |~
13 |Sultana 5716.36 17,149.09%
14 |Rony 5627.88| 16,883.64% cance
15 |Milon K 5539.39 16,618.18%
16 |Faruk 5450.91 16,352.73%
17 |Ratan 10,725 5362.42 16,087.27%
18 |Rehana 10,548 5273.94 15,821.82%
19 |Persia 10,371 5185.45 15,556.36%
20 [|Habib 10194 5096.97 15.290.91%

JICEE 471 3

SATT CTTEACS PIeTS 0o A |

GF 217 G FACAGL A2 (ACF 5/IBT e I (@0 (A |
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Find and Replace

Excel "Find and Replace'

"Find and Replace"

" Find and Replace"

"Find and Replace"

: "Find and Replace"

"Find and Replace"

elp

General v m @ @ B nsent ~ z-~ Z?

= $ - % 9 VN Conditional Formatas Cell 3Z Detete ~ [~ Sort & |
: Formatting v Table v Styles~  [i] Format v & ~ Fierf

~ Number ~ Styles Cells p
G Replace
| ) K L M N 0 Pl - Goto
Go To Special..
Eltctﬂdty Bill Formylas
Comments
o Ihwbusl Current l Unit Iﬂochk!vl Sector I 8ill |Avon¢| .
| pu— ey
Sector 2

:Sectov L2 ® Genedal » m @ @ B et ~ v ,Z.v p

z
ISector = = m. g .9 9 gy Condtionsl Formatas Cel e ~ E' Son& Find &

formatting ~  Table ~  Styles ~ g} Format = v Filter ~ Select~
Sector - v ) Forma
T"jrment 3 Sourber 3 Lytes Colts tdeng
Sector
Sector . '
G H | ) K L M N o P Q R
F
Find and Replace ? x
sL Name Are
fng Reglace
1| Amir Secto Fod whee poer ~———=
2|Karim _ |Secte
Secte
[Secte  wepe: St ) Match gase
Secte Sewch By Rows Match entire coll (grterty
_Se_ﬂ Look e Formutes Oggom
Ind Brevout thert Coe

v

: " Find and Replace"



"Goto" :

IIGOtOII

® eneral - E ' '~} L-p & insent ~ Y v Ac
= ; «0 .00 EJ JE/’J L/ BZ Delete v B-

\
\

=3 S o . Conditional Formatas Cell
- 0 Formatting ~ Table ~ Styles v hij Format ~ &~ F
r Numbe ~ tybe .
H J K L M N O f
1
Go To Specia Text
—
Formylas * & Cen|
Go To ? X
— — Comments
Go o DE
Name A $1$9 a br2 Conditional Formatting
- o Sl Name —
nir Sec . 4 Constants |
i nir
L LL Sec 1 Ab - S = Data Yalidation
thim  |Sec 2|Karim |S
skib_ [Sec 3|Rahim _|S B Select Qbjects
izan |Sec 4|Rakib IS Il (N Selection Pane
. . me B i
ibir Sec S|Mizan 16 || l‘
6| Kabir ®
- | Authority
Special ox Cancel
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Salary sheet.dsx - Excel

Layout Formulas Data Review  View Developer Q Tell me what you want to do.

-16 - A A Condidoral Bad Good Neutral [catcutation ]
onditional e
| EHe | DA formatting el - RS urkedce Hote
Font -". Alignment
EL;IJ Greater Than...
I Sultana L
() E F G vg"“‘”@ [ v | ™ | w o ]
,[ 7; Data Bars 4 "' Between...
@ {E— Color Scales » ! Equal To...
l i=1 Jeon Sets » | [P Text that Contains...

- il NewRule. 3= A Date Occurring... I
1 |Rakib 20,000 10000  30,000.0 5 cies: ke , | E@8 19
2 |Babul 12,000 6000 18,000.0 ©1 Msnage Rules.. FE1] puplicate Values.. 36
3  |Sultana 9,000 4500 13,500.00% Monday, January 14 1o Rules.. 56
4 |Rony 8,500 4250 12,750.00% Tuesday, January 15, 2019
5 |Milon 8,000 4000 12,000.00%| wedn
6 |Faruk 20,000 10000 30,000.00%| T CresterThan
7 |Ratan 15,000 7500 22,500.00% || Format cells that are GREATER THAN:
8 |Rehana 7,900 4345|  12,245.00%|  satf 15509 [E| with [Light Red Fill with Dark Red Text |v| |
9 |Persia 18,000 9000 27,000.00% st/ o L=
10 |Habib 9,200 4600  13,800.00%|  wm( ok | [ cance

IS 471 8
S, A AEENT T G s Face 209 |
Q. GO PG FACAGR A2 (ACF (@OF W 7o Feeig Fa00 2017 |
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bo



ST FIACNMBR GF FI=F (Use of Conditional formatting) 8

FCHAT FACLR NRIGFOTHE ACHT GF O GG S | FIGHT TNV 7 ALTT ST G
9T TIBT e o e srardt ffeg e e stiemr Face #ifs | fora SfexmeET Facfbe 3 9Ee
(AT 20T | 5T AMevad SRR S000 EF 6 IR SITHACE M e fota (I 2030R | @2
Z[ZeA1RT O T S (e Less than (<) Se+fs 53z w41 200 |

@ (Figure) s
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View Developer Q Tell me what you want to do...

Data Review

Formulas

Bad Good

Ml Explanatory ... |Input

-2 Greater Than...
>

{E¢ Wrap Text

-

il

Conditional

=3xE B Merge & Center formatting |

font 5} Alignment

|- HighightCels Rules »

5038
B | e | ¢ s H _ i Efio I°"’8"®"“ fm ||
E Data Bars » | M=M Between.. @

:J Color Scales » | 7 Equal To...

ol |

|

Icon Sets v | F 'T}' Text that Contains...
S/N Name  Basic Salary House Rent Total = I
Bl NewRule.. ~—— A Date Occurring...
1 Rakib 20'000 10000 301000-0 D Clear Rules > ""E h 19
2 Babul 12,000 6000 18,000.0 [E] Manage Rules... * Duplicate Values... 56
3 |[Sultana Q{ 4500 13,500.00t| Monday, January 18 1o e Rues... 56
4 |Rony 4250  12,750.00%|  Tuesday, January 15, 2013
5 [Milon | 8,000 4000 1 LessThan ? X
6 |Faruk 20,000 10000 3/ rormat cels that are LESS THAN:
7 _|Ratan 7500]  2|/12009 [5] with [Light Red Fill with Dark Red Text ||
8 |Rehana 4345| 1
9 |Persia 9000 2 S
10 |Habib 4600 13,800.00%| Monday, January 21, 2019
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PG FACBR (Conditional formatting) - R (Between) 8

FIGHART FACADR G Ao AT (0 o1 J0OR [AEEA | AR o GF TG FRIG IR NI
TRANGTHACE (AR T |

5@ booo (ATF S2000 GF THIST TR STEF (AT ZCACE |
@ (Figure)
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e Layout Formulas Data Review View Developer Q Tell me what you want to do...

16 < A A E== & EWapTet cilcich J Normal Bad Good
IC ere = =
1+ #H DA === &3 E]Merge & Centd ¢ o Ce J| Explanatory... |Input
matting ~ able v
Font ] Alignment [ Number
\_- Highlight Cells Rules » Greater Than
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o | e | ¢ |DOEREE 0w | .I""'B"""@‘ | H s Lot
=1
5

r-.l— Data Bars

LE;] Color Scales »
o lcon Sets » Text that Contains...

v

S/N  Name Basic Salary House Rent Total T I
1 |Rakib 10000]  30,000.0 = . o et L
2 Babul 6000 18,000.0 B ManageRules... D Duplicate Values... 56
3 Sultana 4500 13,500.00t| Monday, January 14. Mo Ries. 56
4 |Rony 4250 12.750.00t| Tuesdav. Januarv 15. 2_319_

5 |Milon 4000 | getween Between ? x
6 |Faruk ‘ 10000 | format celis that are@EN‘ '

7 |Ratan ‘ 5,00C 7500 | s000 B and | 12000 = |wm1 Light Red Fill with Dark Red Text |+
8 |Rehana 7,900 4345

9 |Persia 9000 ==
10 [Habib | 4600]  13,800.00%] Monm ®
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FfE=IE (Conditional formatting) - 5 (Top) ¢

QT TR TG IR So B MR AT SIS ZISNEs Fa1 I | 1R SPRET OFF] (ACF KM+ So &
IR ST B (ARIF &) IR (G 5= 41 = | 067 ot o< &t ©IbT (/T Ao ©fey
T So TG TIBITS (AITAT JCR |

@ (Figure) s
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e Layout Formulas Data Review View Developer Q Tell me what you want to do...
-6 <A A | == 8- %Wrap I;‘J Normal Bad Gooc
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« | Table
Font [P Alignment ] Number 71 [% Highlight Cells Rules » Styles
fe || 20000 =
D | E F B H I Iopmommm ’" Topil0ems—
= > RS i E Data Bars @ » W@ Top 10 %...

1 |Rakib 20,000 10000 30,000.0 119
2 Babul ‘\ .0 6000 18,000.0 Color Scales » Bottom 10 Items... 256
3 |Sultana 9,000 4500  13,500.0 Icon Sets » Bottom 10 %.. 256
4 |Rony 4250 12,7500 . - T
5 |Milon 4000|  12,000.0 i ., ks i 9 e
6 |Faruk | 10000|  30,000.0 (5 Wianage Rules.. ) peowhverge.. 356
7 Ratan - bl 7500 22,500.001‘. Friday, January 18 T 056
8 Rehana 7,900 4345 12,245.00% Saturday, January 19, 2019_
9 |Persia 9000 27,000.00% Sunday, January 20, 2019
10 |Habib 4600 13,800.00% Top 10 ltems ? X
11 |Rakib 5893.33 17,680.00% Format cells that rank in the TOP:
12 |Babul 3 5804.85 17,414.55% 0 3] with |Light Red Fill with Dark Red Text |~
13 |Sultana 5716.36 17,149.09%
14 |Rony 5627.88| 16,883.64% cance
15 |Milon K 5539.39 16,618.18%
16 |Faruk 5450.91 16,352.73%
17 |Ratan 10,725 5362.42 16,087.27%
18 |Rehana 10,548 5273.94 15,821.82%
19 |Persia 10,371 5185.45 15,556.36%
20 [|Habib 10194 5096.97 15.290.91%
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FfE*E IBW (Conditional formatting) - 52 (Bottom) $
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@ (Figure) s
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Page Layout Formulas Data i View Developer Q Tell me what you want to do...
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Font ] Alignment ] Number @ [_——\ o Styles
~ Highlight Cells Rules »
£ | 20000
c b I £ H | | Top/Bottom Rules  » Top 10 Items...
S/N Name  Basic Salary House Rent Total E Dieatiars @ i o l
1 |Rakib 10000 30,000.0 19
2 |Babul 6000 18,000.0 (=] Clorseales ’ Lusiibiiaiss N
3 |sultana 4500|  13,500.0 =] consets . sattom 10 (3 s
4 Rcfny 4250 12,750.0 = N, m —
5 |Milon 4000 12,000.0 5 (peorputes 119
6 |Faruk 10000 30,000.0 [ Manage Rules... L‘._|- Below Ruersge:: 256
v
7 |Ratan 7500 22,500.00% Friday, January 18 R 256
8 |Rehana 4345 12,245.00% Saturday, January 19, 2019
9 Persia 9000 27,000.001‘; Sunday, January 20, 2019
10 |[Habib 4600 13,800.00% Monda cao
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11 |Rakib 5893.33 17,680.00% o
12 |Babul 5804.85 17,414.55% @ '
Foplat cell k in the BOTTOM:
13 |Sultana 5716.36 17,149.09%
with | Light Red Fill with Dark Red Text
14 |Rony 5627.88 16,883.64%
15 |Milon 5539.39| 16,618.18% o ok || Ccance
16 |(Faruk 5450.91 16,352.73% - 5
Click ok
17 |Ratan 5362.42 16,087.27%
18 |Rehana 5273.94 15,821.82%
19 |Persia 5185.45 15,556.36%
20 |Habib 5096.97 15,290.91%
21 |Rakib 5008.48 15,025.45%
272 |Rahul AQ20 NN 14 760 NN
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G ¢ AR e PR DT G5 0T (ST BTE | & Fo1T BITS SINAT ATATSHH FIGH TG T
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xlsx - Excel
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S || 20000
D E F G H 1
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' | DataBars
1 |Rakib 20,000 10000 30,000.0 s 1723004419
2 |Babul 6000]  18,000.0 [/ oS 1557003056
3 |Sultana 4500 13,500.0 L ] 1conSets » 2019 1913382056
4 |Rony 4250| 12,750.0= = 19
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7 |Ratan 7500 22,500.00%] frigay,san
8 |Rehana New Formatting Rule ? X
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11 |Rakib = Format only cells that contain Create
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= Format only unique or duplicate values
14 Rony = Use a formula to determine which cells to format

15 |Milon
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[ i3] o |
Value: |(Lowest value) @ (Highest value) EE]
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N
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@ (Figure) 3
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3 |Sultana 9,000 4500 13,500.0 Icon Sets » 2019 1913382056

4 |Rony 8,500 4250| 12,7500 . , .. @ 2019

5 |Milon 8,000 4000 12,000.07 Conroe e

6 |Faruk 20,000 10000 30,000.0 7 Manage Rules... Clear Rules from Entire Sheet

7 |Ratan 15,000 7500 22,500.00% Friday, January 18

8 |Rehana 7,900 4345 12,245.00% Saturday, January 19,

9 |Persia 18,000 9000 27,000.00% Sunday, January 20, 2019
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16 |Faruk 10,902 5450.91 16,352.73%

17 |Ratan 10,725 5362.42 16,087.27%

18 |Rehana 10,548 5273.94 15,821.82%

19 |Persia 10,371 5185.45 15,556.36%

20 |Habib 10,194 5096.97 15,290.91%

21 |Rakib 10,017 5008.48 15,025.45%
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TFET @ BI6 CofF FAT (Create chart in Excel) 8

LI (I O ARyt RTTErs FACS =0T ST @I Sl 713 515 IR ¢ QP | @ femto
(TR IR JCR IR, GO, A IRYT, TG (W AN O ST IFE AN GG 516 MY
W4T A | o €@ 516 I @ =115 (Column) , =118 (Line) , *I12 515 (Pie), I 515 (Bar),
«f=T 515 (Area), XY &6 (XY Scatter), GBI (Stock) , A (Surface) , e (Rader) , Gt
(Treemap), =&RG (Sunbrust), REGM@N (Histogram), I/ 9% 23%F (Box & Whisker),
SBET (Waterfall) @3k 331 (Combo) T3 |

059 @ T TIDT (A 516 ZPIG IR Aafs (Al =R | @ g =71 8 @@ o1 [Ries o
FA BIG T NLICT (TR ZCACE |

@ (Figure) s

Inses 2 Review  View  Developer  Q Tell me what you want to do.

g B EH (D@ O P o @ B » T BMERE RS @ BED 4 O TQ
PivotTable Recommended Table  Pictures Online Shapes SmartArt Screenshot g py add-ins - Bing People | Recommended PivotChart 3D Line Column Win/ Slicer Timeline Hyperink Test Header WordArt Signature Object Equation Symbol
PivotTables Pictures - Maps Graph Charts ) Map ~ Loss Box &Footer ~ Line - -

wwwwwwwww justrations Add-ins Charts ’ Tours Sparklines Links Symbols
~ s [Gorere ] &
A B C D E F G H | J K L M N o P Q
7
8 Revenue Projected for 6 months | nsert i X
9
1 @
12 Blue Mugs 10,000 10,000 10,000 10,000 10,000 10,000[ 60,000
13 Red Mugs 1,000 2,000 4,000 8,000 16,000 32,000i| 63,000
14 . 5 2 3 g A 3 12,300
15 Gross Sales 9,900 10,800 12,600 16,200 23,400 37,800 110,700
16
17 EXPENSES
18 Salaries 10,000 10,000 10,000 10,000 10,000 10,000 60,000
19 Office rent 1,000 1,000 1,000 1,000 1,000 1,000 6,000
20 Telephone, aircon, utilities 1,500 1,500 1,500 1,500 1,500 1,500 9,000
21 Miscellaneous 2,000 2,000 2,000 2,000 2,000 2,000 12,000
22 Total Expenses 14,500 14,500 14,500 14,500 14,500 14,500 87,000
23
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25
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27
28
29
30

[ 44 8

2RIT T B (ACH ATAGAT TIHLS PTG P 2(A |

GFIT ST OIIF €T BIG A2 IF T2 fFs Fa0o 27 |

. ST S BI6 BA0S! ST T(A |

G (AP ARSI 55 & Pieeig S et 6 (@ F900 &0J |
S TG BIG16 SToAT 20 |

X 6 r Y

bq



1R BI5 IFAG T (Insert pie chart) 8
faeoa for@ AR 516 210 a1 &l (it =03 |
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Click here
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Keyboard 60
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BIb @ OFe] FRCIATE FAT 8 ©IGT T3+ CofF FT (Add value and create data level)
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To ©2rel (2tF Add Data level G Fieeig Face =7 | =iel fGenas 6719 2t Chart Element
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e for@ 515 @ ©IGT @1t Add FT (ARG ZCICE |
@ (Figure) 3
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«feG bt ¢1cz= (Edit data lebel)
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T Gfeh TIHT oML T FACO T | GTTF(G BIoCE P A9 79 fTees 5719 (AF «feh Uit
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@ (Figure)
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