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Hybrid

.- Cray-1, Cyber-205

: UNIVAC 1100/11, IBM 6120, NCR N8370, IBM

4341.
: PDP 11, NOV A3, IBM S/34, IBM S/36.

Apple 64, IBM PC, TRS 80



() ( ) Bit Binary Bi
Digit t Bit
Bit

Bit, Byte, KB, MB, GB

8 Bit = 1 Byte

1024 Byte = 1 Kilobyte(KB) [1 Byte = 1 Character]
1024 Kilobyte = 1 Megabyte (MB)

1024 Megabyte = 1 Gigabyte (GB)

1024 Gigabyte = 1 Terabyte (TB)
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CPU

Computer
. Input Device.

.Central Processing Unit (CPU).

. Output Device.
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H®0-

Docl - Word

Table Taols

Fle  Home Inset Design  Llayout  References  Mailings

Header Row First Calumn
[T TotalRow [ Last Column
Banded Rows || Banded Columns

Review View Help Layout QTeHmewhatyouwanttodo

el Q| ——=

. % F]t == _ﬁ_
S 2 _ Shading | Border 7 Barders| Border

v Styles om PenColor |+ Ipainter
Table Style Options Table Styles Borders Iy

Page Setup
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BANBEIS

Government of the People’s Republic of Bangladesh
Ministry of Education

Bangladesh Secretariat, Dhaka.

BANBEIS/PL-6/Dev.Support Credit/2019/

Subject: Minutes

Dear Sir,

Bank’s Programmatic Educa G

informiation and necessary aétj

Enclosure:

y Sincerely Yours,

7,
P //% Dl TN, )
i,
i, System Analyst
/(///' & 7162653
W,
% Merge field |
split | split
splt | split
CC: B4
1. P.S. to the Secondary, Ministry of Education, Bangladesh Secretariat, Dhaka

2 P.O. to Chief (Planning), Ministry of Education, Bangladesh Secretariat, Dhaka

Practical MS Word
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BANBEIS

H,SO,4 . (a+b)*=a’+2ab+b?

Rampant under-invoicing in import of goods from China and India is
affecting the domestic manufacturing sector, entrepreneurs said. They said
the declared prices of imported goods such as glass, tyre, tube and many
others are much lower than their actual value and export prices. For
example, the export price of a 26-inch cycle tyre is $2.3, but the item is
being imported at 81 cents only.
tube is being valued at 41 cents at import level though its expoy /fmce is $1.20-$1.30.
AThe situation is graver for imports of glass and glassware A kllogram of glass is

imported at 80 cents only though the price in international l/ﬁ rkets | .5. Industry
insiders said some.. % /// ///

\

’/,
Donald Trump yesterday Clinton for her years i,, '@bury t—he divjsions and
said he would bind the public  service.Ridiny “ that"é’ﬁﬁgmadc the
nation's deep wounds and wave of euphoria hlS 18- 6’ b presidential
be a president "for all supporters  at “, carypalgﬁ/fs{) toxic
Americans," as he praised party in his e cit ?
his defeated rival Hillar New Yor sough
' y fﬁ% &%,

/ 4
///-

.m:wﬁamﬁ@wﬁﬂeﬁwamw -
ALA@ VAT (3T AfAF9aT Fa7 W= 96 965

AR BFAT 8 TIF & TOE woo FIIG Ao Fa]

¢ 8 FHGTeaR fRaaeme| oy sFame fefie

: : .mmwemmmﬁww:oﬁ:wm
mﬁwﬁmawwwwnmﬁﬂa\wmrﬁw

FE OIRT PAFHG S a3 sWfsa fofie e s swam TRA G@BT a3
w&f@wﬁmu—mwcwmvwwwﬁ(@mm|

WW#WEWWWWW%WWWWW
TS TG S|
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Government of the People’s Republic of Bangladesh
Bangladesh Bureau of Educational Information & Statistics (BANBEIS)

Picture

Ministry of Education
1 Zahir Raihan Road,Polashi-Nilkhet, Dhaka-1205

IC'l;Trainin for Teachers
(2" Batch Evening Shift)

Duration : 11/11/2020 to 24/11/2020 (12 days)

F/Year 1 2020-2021

Centre :  BKITCE Computer Lab,
BANBEIS,Ministry of Education

Registration Form

1 | Name

Index: [ NID:

9]

Designation(WithSubject)

3 | Workingplace/Institution

|

Upozila/Thana Upazila/Thana: District: EIIN:

4 | Present address
House no./Village
Road no./Post Office
Thana/Upazila
District
e-mail

N

Permanent address
House no./Village
Road no./Post Office
Thana/Upazila
District

6 | Date of 1™ Joining in : Date Of Birth:
service Blood Group :

7 | Academic qualification | : | Board/University | Divisin/GPA | Group/Subject

Year

(i) SSC//Dakhil

(i) HSC/Alim/Diploma

(iii) BA(pass)/Fazil

(iv) Hon's(Subject)

(V) Master's Degreee/Kamil

(vi)B.Ed/m.Ed/Others

computer (If any)

8 | Previous training on : | (aBANBEIS (b) TTC (¢) BTEB(d)NAYEM (e)YouthDev.(f)Other

9 | Date & Time of joining in
this training course

10 | Mobile : | Self. : | Head

Email :

I'1 | Put () if you have | U Laptop [J Notebook [ Desktop [ Tablet 0 Smartphone

Signature
Date
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. Layout Tab Layout Ribbon

H ©- Docl - Word

File Home  Inset  Design References  Mailings  Review  View

Fﬁﬁlﬂ o = Breaks - Indent 3pacing
s DED i

. o . :[Line Numbers= | 3= Left |0" . IE Before: |0 pt .
Margins Orientation Size Columns . = -
= o o + bt Hyphenation - =€ Right: |0 . |#= After |0 pt .
Page Setup M Paragraph M4
. Page Setup Margins, Orientaiton Size- drop-down

Box - 1 Margins setup

Box - 2 Page Orientation select o e L0 L B e
(Portrait or Landscape) E o I T B [ =
Box - 3 Paper size select = pmmms
A4 Legal [ e o i
O e = B
Layout tab- Page setup More
Page Setup Margins, Paper LayoutTab

page setup
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Page Setup T X Page Setup T

Margins Paper Layout Margins Faper
Margins Section
Top: 1 = Bottom: 1 3 Section start: Mew page ~
Left: 1" = Right: 1" 2 Suppress endnotes
Gutter: o 2 Gutter position: Left ~ Headers and footers
Orientation [] pifferent odd and even
I:l Different first page
Ij Header: |0.5° 3
From edge:
Footer: |05 3
Portrait Landscape
Page
Pages
Vertical alignment: | Top ~
Multiple pages: Maormal ~
Preview Preview
Applyto: |Whole document | Applyto: | Whaole document |~ Line Mumbers... Borders...

Set As Default Ferad Set As Default Cancel

Page Setup ? X - : Margins tab

Margins Layout

Paper size:
Letter ~
Width: |8.5° 3

Heght: |17 : — : Paper tab Default

Paper source

First page: Other pages: A4 Or Letter
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— :Layouttab
Header, Footer

Applyto: | Whole document |~ Print Options... Line numbers Page
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. File tab
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Print
o e[

Print
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Printer
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*’0 Ready
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= Collated
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Feedback
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Print
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. Printer select

. Settings All pages
, current page

( )

(., -) Custom
Print- Pages
( )
Print

Document Al

D e

D Print Current Page
Just this page

@ _)j Custom Prnr:t .
Type specific pages, sections or ranges

Document Info

Document Info
List of properties, such as file name, author and title
Y

1ok o f Mecheem

v Print Markup
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Account
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- World Wide Web

(WWW)-
World Wide Web (WWW)
: URL World Wide Web ( Web)
Webpage Website
World Wide
Web (WWW) Hyperlink Webpage

Google Chrome, Mozilla FireFox, Opera, Safari, UC Browser
Webpage URL (Uniform Resource Locator)
Hyperlink
85



Page
URL IP Address
IP Address
Hyper Text Transfer
Protocol (HTTP) :
Hyper Text Markup Language (HTML)

HTML, Cascading Style Sheets (CSS)

Hyperlink
World Wide Web ( Web) Spider Web
Web

(.jpg, .gif, .png, outline)

URL www.google.com

Enter

¢o



/ ( seed

germination, human heart, water cycle, v

)

Save Image As ( ‘1 )
. Save As
( 2 )
. Save
Outline ( ),
Keywords
‘outline ‘.png ‘.gif;
- banladesh monogram png,
Solar System.png png
. ( ) =Bird .gif

Man animated, car animated, reflection

S )
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: Image , :

Image

google

G download image of tiger - Googl X +

¢« >cC

GO gle download image of tiger

Q Al @lmages B News [ Videos { Maps : More

About 297.000,000 results (0.45 seconds)
£ Images for download image of tiger

bengal

white tiger siberian tiger lion animal unsplash

Enter

8 google.com/search?q=download+image+of+ tiger&rlz=1C1CHBD_enBD895BD895&0q = download+image+of+ tiger&aqs =chrome..69i57j0

X §& Q

Settings  Tools

(&



Images for download images of tiger

A

Tiger Pictures | Downlo.. 350+ Bengal Tiger Pictures [HD . Free tiger pictures to download | Angry .. Tiger wallpapers hd free download .. Tiger free stock photos do... 134,763 Tiger Photos -
unsplash.com unsplash.com in.pinterest.com in.pinterest.com all-free-download. com dreamstime.com

o

Download 3d tiger Wallpaper download HD ... 134,763 Tiger Photos - Free & R. Tiger free stock photos dow. Tiger Pictures | Downlo... Tiger Png Image Down. White tiger picture free stock photos ...
in i a :

nintarastanm  Arasmotimansns - allfraaAmunlnad ane inenlach aam fraannnimn anm allfraaAmumlnad anen

Free tiger pictures to download | Angry ...
in.pinterest.com

Pinterest

5 downloa... 134,763 Tiger Photos - Free & .
dreamstime.com Free tiger pictures to download | Angry tiger, Tiger picture...

B e W RSN
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Save image as

Open link in new tab
Open link in new window

Open link in incognito window

Sawve link as...

Copy link address

Open image in new tab
Save image as...

Copy image

Copy image address

1440=900 8
Search Google forimage

Download with Eagleget
Pinterest
Inspect Ctrl +Shift+|

Free tiger pictures to download | Angry tiger, Tiger picture...

be subject to copyright. Learn More




Enter

https://www.omicronlab.com/avro-keyboard.html

Awro Keyboard - Unicode and &1 X +

& c @ omicronlab.com/avro-keyboard.htm|

ﬁ Avro Keyboard iAvro ibus-avro Bangla Fonts Others Help & Support Developers
1 s fo % 1 s d! F files

Avro Keyboard and
Bangla Spell Checker!

The last Bangla i u'll ever need!

AVFO Keyboa rd @ Fully Unicode Compliant

AWARD WINNING BANGLA SOFTWARE
FOR WINDOWS (®) Efficient & Customizable

@ Built-in Bangla Spell Checker
@ Phonetic, Touch & Mouse based typing

@ Optional ANSI mode & Fonts
where Unicode is not supported (fike Photoshop)

(e


https://www.omicronlab.com/avro-keyboard.html

Download Avro Keyboard Now!

Carammarly

. Free English Writing Tool

w

Avro Keyboard wags born in the 26th March, 2003 {The Independence Day of Bangladesh), bringing & new era in Banala computing. [t's flexible, goraeous, featura rich, totally

customizable, user friendly and already has a lot of typing automation tools that you have never imagined!

€ € Avro Keyboard, simply the Best Bangla Typing Software, breaks all old records, wipes out obstacles, rewrites history and
recreates tradition!

The aim ofthis project is to add all popular Bangla typing methods from Bangladesh and India in a single interface. Current release supports English to Bangla Phonetic typing

support for home users, Mouse Based Bangla typing support for newbies and for professionals Traditional Keyboard Layout hased Bangla typing support. Keyboard layouts
those are added with the current release are -

Download Avro Keyboard

® X

F,_"ﬁ."’-.

8o

8

FASTER THAN
YOUR BANK

Move your money where
you want, when you want

OPEN A FREE ACCOUNT

Version: 5.6.0
Compatible with: Windows 10, 8.1, 8, Xp (both 32bit and 64hit editions)
Release notes: See here

(¢\)



Zetup - Swro Keyboard

welcome to the Avro Kevyvboard
Setup Wizard
This will install Awvro Kevboard 5.6.0 on wour computer,

It is recommended that wou close all okher applications before
conkinuing.

Click Mext ko conkinue, or Cancel to exit Setup,

Next

(]



Setup - Awro Keyboard

License Agreement

Please read the Following imparkant information before continuing,

Please read the Following License Agreement. You must accept the terms of this
agreement before continuing with the installation,

MOZILLA PUBELIC LICEMSE s
Wersion 1.1

1, Definitions,

1.0.1, "Commercial Use" means distribution or otherwise making the
Covered Code available to a third party.

1.1, "Contributor means each entity that creates or contributes to
— @I accepk the agreement

{1 do not accept the agreement

< Back Cancel

| accept the agreement

Setup - &vro Keyboard

Select Start Menu Folder

Where should Setup place the program's shorkcuts?

L

Setup will create the program's shortcuks in Ehe Following Start Menu Folder.

To continue, click Mext. IF wou would like to select a different Folder, click Browse.,

Browse.,..

Next

(4



Next

Setup - Mwro Keyboard -

Select Additional Tasks
Which additional tasks should be performed?

Select the additional tasks you would like Setup to perform while installing Avro
kevhoard, then click Mext,

Cther options
Automatically check For update every week (anonymous)

< Back Cancel

Install

(&)



Setup - Awro Keyboard - bt

Ready to Install @

Setup is now ready to begin installing Awvro Kevboard on wour computer,

Click Install ko continue with the installation, or click Back, if you wank bo review or
change any setkings.

Destination location:
CAProgram Files (36048 vro Kevboard

Start Menu folder;
Avro Kevboard

Additional tasks:
Other options
Automatically check For update every week (anonymaous)

= Back Install Cancel

Finish Install

Setup - Awro Keyboard

Completing the Avro Keyboard
Setup Wizard

Setup has finished installing Avro Keyvboard on wour computer,
The application may be launched by selecting the installed
icans.

Click Finish to exit Setup,

Yo



Nikosh

Enter

https://www.omicronlab.com/bangla-fonts.html

Bengali Fonts - Bangla Fonts - Fro X +

&« C & omicronlab.com/bangla-fonts.html

@ crammay DOWNLOAD
sammay  Make The Right Impression

Kalpurush
Fent Preview Fent Description Dewnload Fent
Fontdesigned by - Md. Tanbin Islam Sivam
Developed Under Avro Free Bangla Font Project.
aT"\ﬂT P 4 ) Download Bangla Font

Source: OmicronLab

I almiirnich ANIKSI

Nikosh Download
Bangla Font

Nikosh

Font Preview Font Description Deownload Fent

Font Source: Mikosh
EIEG! Download Bangla Font

L


https://www.omicronlab.com/bangla-fonts.html

Install Install

£ Mikosh (OpenType) - O

Print Install

Font name: Mikosh
Version: Version 001,000
OpenType Layout, TrueType Outlines

abcdefghijklmnopgrstuvwxyz ABCDEFGHIJKLMNOPQRSTUVWXYZ
1234567890.:,;" " (17) +-#/=

12 The quick brown fox jumps over the lazy dog. 1234567890

1w The quick brown fox jumps over the lazy dog. 1234567890
»+ The quick brown fox jumps over the lazy dog. 1234567890

. T'he quick brown fox jumps over the lazy
. The quick brown fox jumps ovt

. The quick brown fox jun

L



Quick Access Toolbar

- Quick Access Toolbar- Drop Down

Key Board Layout Avro Phonetic (English
to Bangla) English English
F12 Key English
English
e Text Box Text box Bornona

Home ribbon Fonts Command Group Font drop down

button

- , Solaimanlipi, :

SutonnyOMJ  Mukti.
True Type  (SutonnyM)) ( )

LY



Avro Phonetic (English to Bangla)

(http:/mvww.omicronlab.com/forum)

fixed Keyboard Layout

E Avro Phonetic :: L;yout Viewer

—|»|o

| (Capital), ee

u, 00

e U1

(Trasliteration)

Avro Phonetic (Eanglish to Bangla)

rri (all small)

e

Ol (all capital)

O (capital)

OU(all capital)

L8



| U(Capital) |

- (1)
Capital/Block letter

Capital/Block letter
(1)

(7)) -
a rri (small)
| e
I (capital), ee Ol (capital)
u, 0o O(capital)
U (capital) OU(capital)
(7 )
(7 )
C 7 )
onek
omor
, ()
amar amar
iti iti
Igol.eegol kl,kee
ujan, oojan bujhi,boojhi
Unocollish dUr
rriju grriho
emon keno
Olrabat kOl
OtoprOto OtoprOto
OUpodeshik bOU

Slte



/
— —

(7 )
@ 1] - “eki” i
Accent Key
Accent Key
o Accent
‘a Key
N
N
) ( ) Accent Key
(7 )
0 Accent |
“a Key

LY



k kh g gh ng C ch ] jh NG
T Th D Dh N t th d dh n

P phf | h bhyv |m

z r I

sh,S |sh S h

R Rh V.Y ng N ]
* capital/Block letter
* “r (Reference: : )

“Y” 113 ” [13 (yahoo)”
( )« “Y” (capital)
* / la” 113 7 13
(Samia)” [13 7

* kN “t” Accent Key Htll

Accent Key —pf

L]



¢ 7 -

- - “W” : (bishwo),
(udwayl) “w” “b” -
(ambia/ambiya), (balb)

- - “y” ; (bybohar)
(byakti)
* ,“ ” “y” -
(bybohar), (niyom)
“z” (capital) - ,
(@aZDmin),
(@aZromeTik)
- “p : (prosonno), (pray),
(protidin)
- - “m” ; (padma)
“rr” . (orrko), (arrtonad),
(orrthohin)
() Full stop “.”
() Dollar “$”

L



() ()

stop “.” Accent Key
: Number pad
() “
¢ ()
Accent Key

/' (punctuation mark)
- %0

A 8; geerwa [ goradf et

() Full

Accent
Key

Accent
Key

OO0/ +

%4 | Okkhor = | Brahmon
@ | Onto == | Lokkhmi
faes | Biggo =< | Sombol

Y




* Accent key

Accent

Accent key
Glob Aglano Aglano
Oktopas Ekta Ekta
Accent key
Auto Correct , Install
Auto Correct
Auto Correct
(Auto Correct)

90




“brb”

(amra)”

-mriyoman)

“amra”

“Software”

“Software”

(Chat)

“amra”

(Enamul Hok Choudhari)”

(enam)”

O



_l l:l DDDDDDDDDD wa Spell checker... Ctrl+F7
Color | Color I:“:“il l:“:“i":l E
| ] EnEEks

Colors

Output as Unicode (Recommended)

Cutput as ANSI (Are you sure?)

Unicode to Bijoy text converter
Keybeoard Layout Editor: Build custom layouts

Skin Designer : Design your own skin

Avro Mouse : Click 'n Type!

~"  Show Preview Window

-~
=
=
Layout Viewer : Show active keyboard layout...
3

Avro Phonetic Options
Dictionary mode is default in suggestion Fixed Keyboard Layout Options L4

#®  Character mode is default in suggestion ﬂr Options...

Classic phonetic (no suggestion)
"  lUse Tab for browsing suggestions

"  Remember my choice among suggestions

~  Use Vertical Line/Pipe key (|} to type Dot ()
Type Jo+Mukta with Shift+)

~  Enable Auto Correct
Edit/Import Aute Correct entries...

a Customize Avro Keyboard... —

@ Avro Phonetic Settings... Help
- General (Mote: It any autocorrect entry is found, suggestion list wil
still show up)
- Interface
-~ Global Hotkeys Use Tab key to browse through suggestions just like Down Arrow key.
-~ Locale/Lang B g (Quick Tip: If you use Tab key for other purposes like moving
- Awvro Phonetic betwesn cells in a spreadshest program orina table orin a
- Avro Mouse database application and still want to enable this option, you can
- Fixed Layouts press Esc key first to close preview window.)
- Global output
[+] Remember my cheice when multiple hints are available.
Auto correct options
Enable Aubo-correction EditfImport Auto correct entries. ..

R



Auto Correct Entries for A... —

Replace: : With:

Preview

A 1 AddjUpdate

Replace: With &
#:-5 #:-5
#-0 #-0
§) §)
& (8]
:l :l
*) *)
1) )
qll 11l A
£ >
(] show on top Total entries : 2473

soe

(Caret)

Paste . |
- ~ Format Painter L e e

Clipboard ]

Q9



(Positioning)

( ) ,
, (Drag)
Insert  Design  Layo
D Mikosh |14
Pajte ¥ Farmat Painter e D=
Clipboard My
L i o o0 0 E '
vvvvvvvvvv
/
kk gn
kT gny, gnz
kt agw
ktr gm
kw agy.gZ
km gr
ky, kz gl
kr
Kl ghn
kkh, kx ghy,ghz

q8




kkhw, kxn ghr

kkhn, kxn

kkhm,kxm nk,Ngk

kkhy, kxy, kkhz, kxz nky, Ngky, nkz, Ngkz

ks Ngkkh, Ngkx
Ngkh

khy, khz L Ngg

khr L3 Nggy, Nggz
Nggh

gn Ngghy, Ngghz

gdh Ngghr

Ngm Tw
Tm

cC Ty, Tz

cch Tr

cchw

cchr DD

cnG Dy, Dz

Cy,cz Dr

] Dhy, Dhz

jjw Dr

jih

gg, jInG NT

jw Nth

iz ND

jr NDy, NDz
NDr

nc, NGc NDh

nch, NGch NN

nj, NGj Nw

njh, NGjh Nm
Ny, Nz

TT

tt dhn

ttw dhw

tth dhm

q¢e




tn dhy,dhz

tw dhr

tth

tmy, tmZ nT

ty,tz NnTh

tr nD

thw nt

thy, thz ntw

thr nty, ntz
ntr

dg nth

dgh nd

dd ndy, ndz

ddw ndr

ddh ndw

dw ndr

dv, dbh ndh

dm ndhy, ndhz

dy,dz ndhr

dr nn

nm nw

ny,nz vy, vz, bhy, bhz

ns vr, bhr
vl, bhl
mth

pT mn

pt mp

pn mpr

pp mf, mph

Py, Pz mb, mw

pr mv, mbh

pl mvr, mbhr

ps mm
my, mz

fr, phr mr

pl, phl ml

bj zy, zZ

v




bd

bdh rrk, rrkh, rrg...
bb rrky, rrkz, rrkhy, rrkhz...
by, bz
br Ik
bl Ig
IT shTy, ShTz
ID shTr
Idh shTh
Ip shThy, shThz
Ib, lw shN
v, Ibh shp
Im shpr
ly,lz shph, sht
I shw
shm
shc, sc
shch, sch sk
sht, st skr
shn, sn sT
shw,sw sTr
shm, sm skh
shy, shz, sy, sz st
shr, sr stw
shl, sl sty, stz
shk sth
shkr sthy, sthz
shT sn
sf, sph sp
SwW
sm
Sy, sz
Sr
sl
skl
hN
hn

aq




hw

hm

hy, hz

hr

hl

hrri

http://mwwww.omicronlab.com/forum
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AB,C..AA, AB..BABBBC...IV

Start > Scroll > Excel

Life at a glance Play and explore

See all your mail in one place

0 e2o =

And more...

=
Microsof “dge ate? (00 A

-~ Xbox Co:

Weather

OneNote for.

Start Button

m . 9

(column)
(row)

Office

Excel

@



Ie Bin ArcView

All Apps Documents Web More =

Best match

' Excel 2016
X
[== x 3

Search the web

Excel 2016
£ excel - see web results App

7 Open

Recent

B RAJSHAHI INST.xls
MAX_SCHOOL_TEACHER_NO_BED.xlsx
LIST_INST_SECONDARY_MADRASHA xls
DSHE_Project NASS19_MADRAHA3.xIs
Query1.xlsx

fin_tech.xlsx

£ excell

Start Screen

2 - &
Excel Search for online templates o) MEZAN
Suggested searches:  Business  Personal  Plannersand Trackers  Lists  Budgets  Charts  Calendars Swatch sccount
Recent \
Older
having Tegardin in upazil A = L
avi n a.XIsx |
Md. Mezanur Rahaman's One! Documents & :] Get started with Make your firkt
2 ake y
Biddnada purShanaz abdul manan.xisx 3 Take a tour Formulas PivotTable
Md. Mezanur Rahaman's Gnel 4
DESIGxsx 5
e 2 -* -f‘ -E
Z
SQUI Tesordein o Blank workbook Welcome to Excel Formula tutorial PivatTable tutoriof

Md. Mezanur Rahamas neDrive » Pictures » Docu...

Book1.xisx
Md, Mezanur Rahamas
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New workbook

Start Screen

ol Menu Access

Contr:
(Click here.)

Blank workbook

Quick Access Toolbar

(can be customized)

(Edited)

Title Bar
Ribbon Display Options

Ribbon Category/Tab

Bookl - Excel = (==}
File Control Formulas | Data | Review | Wiew | Add-ins | Team Tell me... Reichena.. 53 Share
EJ‘(;, Calibri -l -] = = General - Condltlonal Formatting = o FI-E :]d
- B I U - " oA - - » =] - ormula
i — % {; A A > :1;D m% % Format as Table Cells | Editing ! S
ibbom - A 2~ “@s W # Cell Styles ~ - -
(context = =
sensitive) Clipboard = Font = Alignment = Mumber = Styles \/ ~
Worksheet | Al - S M——— Insert Function Button hd
frame | Category Groups
A B | c | D | E | F | G | H | 1 | J | K -
ﬁ AN Dialog Box
2 ® Name Box Launcher
£ Column Headings
a
Select All 5 Aetive Cell Formulh Bac
Button 6
; — Row Headings
o |
10 |
Worksheet ares 11 | -
(workspace )T+ Lo
13
14 | Scroll Bars
— Sheet Tab Insert Worksheet Button
15 (Shift + F11) )
16 | WView Buttons
17 | -
Sheetl =+ 4 o - »
_Ready i g = L ot 100%
Status Bar Normal Viear Page Break Preview Slider

Page LayoutView

MS Excel interface
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Title Bar —

Maximize/Restore Minimize

Practice.xlsx - Excel

Quick Access Toolbar -

Add

Close,

Save, Undo and Redo

Customize Quick Access Toolbar

IE_—

M ew

Open

Sawve

Email

Cuick Print

Print Preview and Print
Spelling

Undo

Redo

Sort Ascending

Sort Descending
Touch/Meouse Mode
PMore Commands...

Show Below the Ribbon

Backstage View —

Ribbon-

Backstage View

Printing, Sharing, Option

Saving,

File tab
Opening,

b3



Practicexlsx - Excel

©

Info

New R
Practice
Open Documents
Save Protect Workbook Properties -
} Control what types of changes people can make to this workbook. Size 7.46KB
Protect
et e Title Add a title
Tags Add atag
Print
Categories Add a category
Share
,ﬁ Inspect Workbook Related Dates
h - Before publishing this file, be aware that it contains: X
gz Clhe(k[or Document properties, author's name and absolute path Lemil etz e RN
SsuEs Content that peaple with disabilities find difficult ta read Created Today, 10:07 PM
Publish
Last Printed
Cl
ose ’_Ij Manage Workbook Related People
Q Check in, check out, and recover unsaved changes. Auth
Manage Uity
] There are no unsaved changes. MEZAN
Account Workbook ~
Add an author
Options Last Modified By
Bl View Opti MEZAN
rowser View Qptions
[ Pick what users can see when this workbook is viewed on the Web.
Browser View Related Documents
Options

pen File Location

Show All Properties

Backstage View

Ribbon tab- Home,
Insert, Design, Page Layout, Formulas, Data, Review, View Help
tab : Tab

Iset  Pagelayout Fomulss Dtz Review  View  NuancePDF

& Xt L |:|ﬂ D = mx = ZAuto\Sum * A
Calbr General . D ER e @ Y
PPE@COW ' I G d | F pt Cell IErt DEIet Fomat MHH‘ Szrt&F‘d&
aste BT EMeebiCenter + § - % o+ 43 0 Condtona Fomatas Cel Inset Deee Fomna ot & Fin
o ¥ fomatPinis g ’ Fomatting™ Table™ Sylesw < ¢ - L ity St
(lipboard I Font i Alignment fi Number fi Styles Cells Editing A

Tell Me Option-
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o Clear F e

Il

ﬂ Get Help on "clear”
i J'E.'F Smart Loockup on "clear” m

Ribbon Display Options- hide Ribbon, ShowTabs
and Command Ribbon Tab

------ Auto-hide Ribbon

Hide the Ribbon. Click at the top
of the applicaticn to show it.

Fr—:.——: Show Tabs
Show Ribben tabs enly. Click a

tab to show the commmands.

Show Ribbon tabs and
commands all the time.

— . -

E Show Tabs and Commands

Command Group - Ribbon Tab-

File Insert Page Layout Farmulas

a -
% CUt CE|I|EIFI - 'I‘I - A“ -A"'
FI E‘@ Cgp}r - I
e - | e - -
- ¥ Format Painter B I U i ) A
Clipboard P Font M

Groups l 7

Show Tabs

b8



Name Box —

cell-

Al

Insert Function Option —

Formula Bar —

v * Insert Function

c i Search for a function:

dlick Gal

Or select a category: | Most Recently Used

Select a function:

SUM

AVERAGE
IF
HYPERLIME
COUNT
MAAX

5IM

Type a brief description of what you want to do and then

SUM (numberi,number2,...)
Adds all the numbers in a range of cells.

Help on this function

OK

Cancel

=F2+52

(] E

Formula bar I

b



Cell - Cell Cell

intersection. cell
Rows — Row Group of Cells Worksheet-
Worksheet- 1,2,3,4,5,6.......
Row
Column — Column Group of Cells Worksheet-
Worksheet- ABCD,EF...
_Letter Column
Worsheets — Excel- Workbooks Workbooks
Workseet- Sheetl, Sheet2, Sheet3... Tab-
Sheet Sheet- Sheet Add +
sheet- Sheet

Copy, Rename, Delete

In=ert...
I:';{ Delete
Bename
Mowe or Copy...
-:';T_l Wiew Code
2  Protect Sheet...
Tab Colar 3

Hide

Select All Sheests
Salary Sheets | =neets | o)

by



Counter — Cell- ,  Average

25 573
65 654
85 2145
45 5?3_[
4
WI—' Average: 521,875 Count 8 Sum: 4175
Worksheet View Options — Worksheet View Normal,
. £ ]
Page Layout ® Page Break Preview
Zoom Control — % + - Zoom

- I + 100e

Vertical and Horizontal Scroll bar —
Scroll

578

AT =moman

2145

l i bq

6E &6




: : Cell Reference Cell
Reference
Operator - Arithmetic,
Comparison, Text Concatenation, And Reference
Operators
Arithmetic Operators
- , b Arithmetic
Operators
Arithmetic operator | Meaning Example
+ (plus sign) Addition =3+3
-(Minus sign) Subtraction Negation |=3-1
* (asterisk) Multiplication =1
/ (forward slash) Division =3/3
% (percent sign) Percent =205
~(Caret) Exponentiation =312

b



Text Concatenation Operator

Text Strings

Ampersand (&)

Text operator

Meaning

Example

&(@ampersand)

Connects,

text value.

or

concatenates, two values
to produce one continuous

=("North"&"wind")

Northwind

Comparison Operators

Comparison Meaning Example
operator

= (equal sign) Equal to =Al-B1
>(greater than | Greater than =A1>B1
sign)

<(less than sign) Less than =Al1<B1
>= (greater than | Greater than or equal =Al1>=B1
or equal to sign)

<= (less than or | Lessthan or equalto =Al<=B1
equal to sign)

<>(not equal to | Notequalto

sign)

b




Reference Operators

Cell
Reference Meaning Example
operator
. (colon) Range operator, which | =B5:B15
produces one reference
to all the cells between
two references,
including the two
references.
, (comma) Union operator, which |=SUM(B5:B15,D5:D15)
combines multiple
references into one
reference.
(space) Intersection  operator, | =B7:D7 C6:C8
which produces on
reference to cells
common to the two
references.
. . Cell References
(  -=3+7 =7*6),

>0



W e

Cell Addresses (  -=A2+B2, D5*E5)

Cell Reference. Cell Reference ,
Cell Reference-
Value
A B A B A B
5 1 5 1 6
2 2 2 2 2
=A1+A2 3 7 3 8
4 4
A3- Al A2- Al A2
: A3- enter A3
- Al- , A3

Equals Sign (=)

Cell- , Cell
/ Enter

Edit : Cell- F2 Key Press Formula

Bar- Edit Mode

»



SUM - x « N «suM(ja1:01)
, A B - D SUMnumber 1, [number2), ...) 3
[ 10 20 30 40| =SUM(A1:01)
2 )
‘! s e
(Addition)
- 1 E1 Cell =Al1+B1+C1+D1
SUM v (2 X v [f| =A1+B1+C14D1
@E’:oczﬂ
"« TR YO O S O N Y N ro—-
A | 4 — ) L 4 I
5 10 20 30} 40/=A1+B1+C1+D1
2
,,3 -
- 1ElCell =SUM(A1:D1)
SUM v (3 X « fe| =SUM(A1:D1)
@Eh:ou
ma | 8 | ¢ | o | E | F
S 10 20 30 40|=SUM(A1:D1)
G|
3
Value -
Column Row- Cell Vvalue- , Cell
Address Cell Address

o



E1 v =SUM(A1:D1)

(Subtraction)

:=B2-C2

suv -Qxv A D2 O e
—
&) Bookl &) Bookt
A | 8 | ¢ | b | P.a | 8 | c | o |
1 | 1 !
2| 350 200 =B2-C2 2l 350 200 150
3| el
L7 N N 1 =l

9



(Multiplication)

:=B3*C3

suM - (0 X v fo B3 D3 k| =833
A B C D E A C D
1 1
2 2
3] 200 60/-B3*C3 3] 0 6o 1200
4 4
(Division)
. =B3/C3
SUM (0 X« | =p3/c3 D3 fe | =3/C3
A B C D E A c D E
1 1
2 2
3 [ 10] 20|=83/c3 | El 40 w2
A 4

8



. . % (Percent)

D3
=B3*C3

. Home Riboon Tab-
Number

%

(Average)

.E2 Equal Sign (=)

Functions
AVERAGE (

)

. Cell Range
(C3:D3) ,
- Average (C3:D3)

( - )

Insert

Page Layout

Formulas Data

A A S
Paste i s - » - A
Clipboard Number Alignmer "
0.002 100.00 |  20%]

Insert Formulas Data Review View

Page Layout

Help

Clipboard = Font Alignment
] | i | X « [f || =AVERAGE(C2:D2)
A | B | c ‘ D E F | G | H
1 |Roll Name Bangla 1st Bangla 2nd Average
2| 1Reza | 70 75|=AVERAGE(C2:D2)|
3| 2 Rabeya 67 79
4| 3 Rahim 59 81
5_
6,
7,
84

1



. Enter

E2

Insert Page Layout Formulas Data Review Vie

E‘ - 2 Wrap

.n\.D g; i ‘ ’TimesNewRomavlm ,‘ 2o

Pajte = B I U~ H-A- | == €= 3= | B Merg
Clipboard = Font = Alignment
= d * Cell-
A | B | C J D E F |
1 |Roll Name Bangla 1st Bangla 2nd Average
2, 1 Reza 70 75 125
3 2 Rabeya 67 79| _|
4 | 3 Rahim 59 81
S -
6*
Cell- E2

Fill Handle-
( -)

Cell-

oY



Il

“D[(_‘% ITimesNewRoma']M 'IA A El;_l ~ ‘E'

Paste BIU- H-O-A-| === |€%|E
Clipboard 1= Font ] Alignmen
E2 v fc | =AVERAGE(C2:D2)
A | B . C : D E F
1 |Roll Name Bangla 1st Bangla 2nd Average
2 1 Reza 70 75 72 1
3| 2 Rabeya 67 79
4 | 3 Rahim 59 81
5
(Maximum)
Cel I- M aXi m u m File Home Insert Page Layout Formulas Data Review View Help Q
3 ab
Egy ~ ‘
F = B I U A
. C7 Equal Sign (=) Clipboard = Font Alignment
( ) SUM - X v Kk =max
A | B c D £ F G H
- 1 |Roll Name Bangla 1st Bangla 2nd Average
' FunCtlonS MAX 2| 1Reza 70 75 72.5
( - ) 3| 2 Rabeya 67 79 73
4 | 3 Rahim 59 81 70
5
. Ce” Range 6 Maximum |=mag |
(E2: D5) 1 ;7 Returns the largest valueina ¢
9 B maxiFs
Max (E2D5) 10, Bomax
. Enter

9




Home Insert Page Layout Formulas Data Review Vie
% A F Ng = — 2O

. A A — = oy E -
B -
SE B I U > - A = = = | € 3= | &l Mer
Clipboard ~| Font ~ Alignment
E2 - : > v I =max(E2:E4
i A B | C | D , E | F |
1 |Roll Name Bangla 1st Bangla 2nd Average
2 1 Reza 70 75 72.5
3 2 Rabeya 67 79 73
4 3 Rahim 59 81_ 70_
2
6 Maximum =max(E2:E4|
7 | MAX(nur;berL [numbe
2
( - ) File Home Insert Page Layout Formulas Data Review
.T__bl gs | | Calibri [ ~]A A = EE] - 2b
B -
Paste B I U- . HA- |l === =3 Hm
Clipboard ~ Font ~ Alignment
E7 w2 fe
)| A | B , (e , D ‘ E F ‘
|Roll Name Bangla 1st Bangla 2nd Average
| 1 Reza 70 75 F2.5
2 Rabeya 67 79 73
3 Rahim 59 81 70

|

Maximum 73

T—

WSO (U A (W N -
! [ |

ob



(Minimum)

cell- Minimum sm I x v £| o
1 _Rl;ll Nam: Banglca_lst Banng_an A\'eiage : ; :
2| 1Reza 70 75 725
- 3 2 Rabeya 67 79 73
.C7 Equal sign (:) 4] 3Rahin}; 59 81 70
f t_ : Maximum 73
m unctions- 7
s| Minimum |=min|
drop-down s o
1) @wminies
MIN- ( - ) = e
cell range (E2:D5) = A
Min(E2:D5) ( - )
. Enter
B 1 § U
Clipboard = Font Alignment
E2 > > v I =min(E2:E4
| A | B \ C ‘ D E F
1 ' Roll Name Bangla 1st Bangla 2nd Average
= - == . = -
Zi| 1 Reza 70 75 72.5
3 | 2 Rabeya 67 79 73
4 3 Rahim 59 81_ 70_
5 —
6 Maximum 73
7 —_—— .
8 Minimum ‘=min(E2:E4|
9 MlN(nun:berL [number2], ...)
10
11

oo



H8 ~

| A | B
‘Roll Name
1 Reza

2 Rabeya
3 Rahim

W0~ v b W N -

. Bracket or Parentheses

. Exponential

. Multiplication and Division

. Addition and Subtraction

PEMDAS, or Please Excuse My Dear Aunt Shabnam BEDMAS

Jx
» C _ D A E _
Bangla 1st Bangla 2nd Average
70 75 72.5
67 79 73
59 81 70
Minimum 70

Yoo



Using the Order of Operations
Parentheses 10+ (6-2)/2"M2*%4-1

Exponents 10+3/2"2%4-1
Multiplication 10+3“’*4 1
Division 10+0.75*4

Addition LL) +3-1
Subtraction 13-1 12

80-100 A+ 50
70-79 A 4.0
60-69 A- 35
50-59 B 3
40-39 C 2
33-39 D 1

0-32 F 0]

d0d



Data Sheet

( -31 ) Marks.xlsx

Al Data Sheet
: Roll, Name, B1... Row

A § CRg £ | Fi 6| M - IR O N G e R p q i $ 1 U Y U
ol ame (81311812 8230.6[82 8 pvep | 4 £1.6[e.P[ 2 [ 62 [ APttt P| Tl Tt P| Tt v GPA
2| 1A Manan | 45 o | 8| 78 67

5 2 [SafaAfrin |56 | | o | |6 18 |

¢ 3 |Mehjabeen |30 5| B B gl |

4 |Sufia Akter |65 B | 65 | 5 |l | |
§ SR Islam |69 0 | 1| 16 81 | |
1 615uan 50 M AE 6| |

B1 = Bangla 1st Paper, B2 = Bangla 2nd Paper
E1 = English 1st Paper, E2 = English 2nd Paper
G = Grade, P = Point, M =Marks, Avg = Average

Letter Grade (D2 ):
=IF(C2>=80,"A+"IF(C2>=70,"A"IF(C2>=60,"A"IF(C2>=50,"B"IF(C2>=
40,"C"I F(C2>=33,"D"IF(C2<33,"F")))))))

Formula copy Paste
.D2 Formula (Ctrl+C)
. D7

Sox



D2 Fill Handle D7

D2 G2 G7, K2 K7, N2 N7 R2
R7

Grade Point Calculation (E2 )
=lF(C2>=80,"5.00"I1F(C2>=70,"4.00",IF(C2>=60,"3.50",IF(C2>=50,"3.0
0",IF(C2 >=40, "2.00",IF(C2>=33,"1.00",IF(C2<33,"0"))))

Formula Copy Paste

.E2 Formula (Ctri+C)
.E7
E2 Fill Handle E7
(- )
E2 H2 H7,L2 L7,02 07 S2 S7

Bangla English Point Calculation
(12 )
=(E2+H2)/2
‘12 cell- Formula 17
(P2 )
«=(L2+02)/2
P2 cell- Formula P7
Total Marks Calculation

T2 1 =C2+F2+J2+M2+Q2

o



*T2 cell- Formula T7
Total Point Calculation (U2 )
=E2+H2+L2+02+S2

U2 U7
Total Average Point Calculation (V2 )
=12+P2+S2
V2 V7
GPA Calculation (W2 )
=V2/3 (
)
‘W2 W7

Y
()

!_m
2 1|A Mannan |45

3 2 (Sajia Afrin |56
+ 3 [Mehjabeen |30
5 4 |Sufia Akter |65
6 5[RIslm |69
7 6|L.Sultan |50

@ |F|F .| oo |

08



. . Cell Formatting Conditional Formatting

Insert

Page Layout

i

. Row
Column-
Fill
Color Row -
Column Cell ety
Home tab- Font Clipboard
Fill Color
. F F
? Conditional Formatting

Conditional Formatting Apply

Conditional Formatting Apply

A B c D £
; B1/B1_G|B1_P
2| 1 |A. Mannan | 45 C 2.00
3 | 2 |Sajia Afrin 56 B 3.00
42| 3 [Mehjabeen | 30 F (o]
s | 4 |Sufia Akter | 65| A- |3.50
: | 5 |R. Islam 69| A- |3.50
Home tab Ribbon- > | 6 [1. sultan so| B |3.00

Styles
Conditional Formatting-

doe



H ©- 5 Marksxdsx - Excel

File Insert Page Layout Formulas Data Review View Help o Tell me what you want to do

General

Alignment

Conditional Formatting Drop-
Down New Rule ' ?= >
Conditional Formatas C
Formatting ~ Table ~ Stylz
New Formatting Rule e o
T‘Ll_. Top/Bottom Rules » i
« Select a Rule type (2/67 Format E »
only cell that contain g B | s * B
- Edit the Rule Description | | Cotorseates ofi
Format only cells with: d {
' lcon Sets ’
— Specific Text
— containing o Nas ~
-F

you



Formatting Rule

Select a Rule Type:

= Format all cells based on their values

= Format only cells that contain

= Format only top or bottom ranked values

= Format only values that are above of below average
= Format only unique or duplicate values

= Use 3 formula to determine which cells to format

Edit the Rule Description:

Format only cells with:
Specific Text v containing v P L3 ) Format
r -~ Cells
Preview:: No Format Set Format...
—— Bold
oK Cancel
A B C D
; RelliName | 81 [B1_G]!
2| 1|A.Mannan |45]| C e
3 | 2 |Sajia Afrin [S56| B =
4| 3 |Mehjabeen 30| F
s | 4 |Sufia Akter | 65| A-
5| 5 |R. Islam 69| A-
7| 6 |I. Sultan 50| B
8

Conditional Formatting-

Format Painter

Formatting-

Rule

Format
Font style:

Color: red OK

OK

.....

Rule
Home Tab Ribbon-

apply
Clipboard

Conditional

1st, 2nd, 3rd ...

do9q



. » Data Validation

Data Validation
‘-5 ‘100 ‘130 ,
Data Validation
Cell
. Data Tab Ribbon Data Tools Data Validation
= DT Y B e Yoo
ot Soue m ::..‘“ oy Yo Advanced .-.:,..:., » Date Valitation + Mlanage Dats Modet
Wiarm Cannehiang Lo A P _‘ hm_
o o -t (] . . M e
Vi €2 |26 ;
-~ | 350 } B0 | A+ |500| 78| A |400] 67 A
+ [500] 67 | A- |350] 67| A- |3S0] 350] 18 F
2.00 X 89 | A+ [500]| 87 | A+ |S500]| | 87 | As -
100 Je6s | A- |[3solas| € |2.00] | 34 B @ Soarmn
+ |500 a28] 27 | F 0O |76]| A |4a00| 87 As %.00
(300 300] 65 | A- |3s0| 34| D |r100] 66 A 3.50

T =
What # Fow
Anahoan + W

Porecant

17.5
14

dob



. Data Validation

L3 T =
Settings  Input Message  Error Alert Settings  Input Message  Error Alert
Validation criteria £ show error alert after inwaiid data is entered
All
oo When user enters invaid data, show this error alert
Whale number «| B ignorce plank
Sryle Titte
Data: Stop - invahd Data
Detween ~
| Error message
! Ahmmum Please input only Oto 100,
o * ‘
NManmum: Q
e *
i
| =] o G Conces

Setting tab-a Allow: Whole
number, Data: between,
Minimum: 0, 478 Maximum: 100

80 | A+ |5.00] 78
101 | st Dues

-
-

0 Peace input sty Cte 10C 4
-

L ] o= = ¥

L et Tl B B T | 36

. Error Alert Tab- Show error
alert...ss & , Style:
Stop, Title: Invalid Data, Error
message: Please input only O to
100 O to 50

. OK

- ( : )
, Print Area .
, MS Excel Print Worksheet

d0d




Primt

—

Adjust to: 100%

%-
70%
. OK
. Preview
Printer Print

Orientation: Landscape, Scaling:

e
Print Area Setup
. File Tab
. Print
. Print Pane
. Page Setup
Page Setup

Margins  MeadesFoates  Sheet

na
- adiuat te S el
e BAGe vt b, ran
Faser i as
Pt Guatity 600 e
Fust Bage num.

Mo




Exercise

CALCULATE SUM,COUNT,AVERAGE,MINIMUM,MAXIMUM,AVERAGE USING FUNCTION

NAME BENGALI ENGLISH MATH

Conditions: i) If basic pay<6000 then house rent will be 60%
If basic pay <10000 then house rent will be 55%
If basic pay >=10000 then house rent will be 50%

ii) Provident fund=12% of the basic pay
Formula for Calculation of House Rent:
=IF(B3<6000,B3*60%,IF(B3<10000,83*55%,B3*50% [Enter]

Provident Fund=B3*12% [Enter]
Net Salary=Total Salary-Provident Fund [Enter]

SUM COUNT | MINIMUM | MAXIMUM | AVERAGE
ZAMAL 80 82 81
HELAL 70 85 92
MOTIN 60 75 78
DOLY 70 76 79
MIZAN 90 87 92
Salary Sheet
Name Basic salary | House rent | Medical Education Total | Provident | Net salary
allowance | Allowance | salary fund
Kamal 14320 700 200
Ashif 9850 700! 200
Jalil 5870 700 200
Rina 12965 700 200
Sima 5600 700! 200
Hamid 9250 700 200,

999



Result Sheet

Bangla English Math 4" C gt

Mark GP Mark GP Mark GP Subject | Subject [Total GP| GPA Grade
54 32 59 85

60 44 88 47

76 82 74 56 :

87 76 94 65

88 55 66 74

67 44 80 49

(GP formula) =IF(A3<33,0,IF(A3<40,1,IF(A3<50,2,IF(A3<60,3, IF(A3<70,3.5, IF(A3<80,4,5))))))
(Total GP formuta) =IF(OR(B3=0,D3=0,F3=0),"F",IF(H3<2,SUM(B3,D3,F3), SUM(B3,D3,F3,H3-2)))

(for GPA) =IF(13="F","F",IF(13/3>5,5,13/3))
(for grade)=IF(13="F","Fail",IF(13>=5," A+",IF(13>=4," A" IF(13>=3.5,"A-" IF(J3>=3,"B" IF(13>=2,"C" IF(13>=1,"D")))))})

CREATE A PIE CHART AND SHOW LEVEL AND PERCENTAGE FOR THE FOLLOWING DATA

ITEM EXPORT

JUTE 350000
WHEAT 300000

TEA 150000
SUGAR 250000

Page 2
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Youtube Enter

BB YouTubse > =3
< —> & & youtube.com
2Z Apps B httpy/ Sfvwww.oyoutub... S = AsS= &= Bangl
= @3 YouTube =° Search
= o Entertainment Films Car
Home
s
— T=r=sT Suw<rreTs
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Trending =TS = =T =T==1 (Online) w0 o
e fReras ey

Subscriptions

= i
Library SrigcoTs S af=s o= 1
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o 1.2K views - 4 weeks ago
History
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0 TR FOEAMER T X+

< C @ youtube.com/watch?v=0CS9l_x3nt8
31 Apps @B http//wwwyoutub.. @ SUMAX @ Bangladesh Rural D.. & Gmail @ YouTube @ Maps @ BANBEIS
= E3YouTube*’ Search

\3 ey sy =
ot o 5% res e
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o
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» » o) 000/1376

#banbaies202( “a‘:aes_a_ urvey_2020 #banbaiesJorip2020

SRR [FOIR TRKRG G ©7 4G (M | BANBAIES E-Survey 2020 Online | ICT
CORNER

1,217 views * Oct 16, 2020 ifp25 o & SHARE = SAVE

"ss' Enter
e.g www.ssyoutube.com/watch?v=0CS9I_x3nt8

Online Video Downloader

http://youtube.com/watch?v=0CS9l_x3nt8

By using our service you accept our Terms of Service and Privacy Polic)
How to download?
0 ot SEeteTE (o _ _
W amofae e Cw frwy e (5 AT ""l Feg Q,\I'.Ni{“"\)r&‘ g BT ﬁ@fﬁ
& Prer wf@? (Online) w020
w5 =lprer

S 2 A SARE J% Download [V EVFIRY
FARE e o T

: “Download” Save

298


http://www.ssyoutube.com/watch?v=oCS9l_x3nt8

- IWisoft Free Video Converter Free
Studio Manager Windows Movie
Maker, Camtasia, Ulead Video Studio, Corel Video Studio,
IWisoft Free Video Converter

, , , ()

- . iIWisoft Free Video Converter

1: iWisoft Free Video Converter Start program

o L \w.
Video' Converter

W
by M~'a

Getting Started

1. Click * B" to import video file
2. Click ® B‘ to crop and adjust video

3. Click ™ =ers. " t0 S€t the output options

4, Click ™ @‘ " to convert video file

——r—p——
hh~%ﬂdwwhm(‘.d) . Settings Apply to o 7
Outget @ Erjviden / | Find Target Marge ko com file \W‘
\_—J

N



H.264/MPEG-4 AVC Video (* mp4)

%, Iisoft Viden Canvorter

Profile, HD Video> HD

=" e

W e > |y tooesen oo 5| I
% Divit HD Yideo foemat. e ~
P, & Comanon Video | .
ol 1 HD Xvid Video (*avi)
0 Comenmn Ao ’ q; ¥vid HD Video Foemat. deo Convbrq.mer
% Pod 4 . HD AVI Videa (*.avi)
B #hoos » % AVI (Audo Video Interlesve) with HD Standards.
EAVLD" ==
E avi_to] 1/ feple TV ’ = HD H264/MPEG— AVC Video (*-mp4). —
H #r_azen B robie Phoee » % MD MPEG-4 Video (*.mp4) 5 :‘
H Flower B3| MPEG-4 Wideo with 1O Rtandards, A e P
Blvss_m. ° » 200K » . HOMOV . Cps! f’.‘"” o
B Video(*.mov) >
H hazon| ™ potatie Mkieds Device B ‘b Apcle's QuuckTima Video wath HO Standar ds. .
Yo oo
gxw 2 Wi and DS » 1. HD MPEG2-TS Video (*.ts)
B e » % MPEG-2 Transpoet Straanm HD Video foemat,
H kev.an| @ Flashvdeo > = HD MPEG-2 Video (*.mpg) 3
Ricd e vinons: p | | MPEG-2 Video with D andds. |
PR ok 1 HD V0B Video (*.vob)
& » .b ¥OB Video with HD Standards.
A3 Profies | 2
1. HD ASF video (*.asf)
Frofile: gw-mmmcm
Output >
Video -

NY



Video
Add

" TWisoft Free Video Converter =

File (F)  Edit (E}  Help (H) Vist Homepage

Vldeo Converter

by iWisoft

Source Original Length | Trimmed Length | Estimated Size | Output format

H Meena- Health In Your H... 00:03:57 00:03:57 237.1MB

Preview:Meena- Health In You...

. B
= = e mid (k) O B
* Move bo Top + Move Up & Move Down & Mowe ko Bokkom b =
profle: | BB HD H.264/MPEG-4 AVC Video (*.mp4) ~ Settings Apply to all e

| A
Output : ) Find Target [] Merge into one file W |

"*% Video Edit - Meena- Health In Your Hands (Bangla)....

Original Preview Window Output Preview

[ » H T T = T H 1 H Ny J| & ||| Reset | o) === 00:01:07/00:03:57

"Crop | Effect Trim Logo Text

Zoom: Keep original hA Left: |0 - Top: | O % Cropped area size: 1280 |5 | X | 720 Reset

4

Help OK Cancel




Original Preview
Crop :
Original Preview Output Preview
OK

Effect Effect

Output Preview

é ’ &
(1 T O T 5 . O 0 O T 00 3 == W) === 00:01:42/00:03:57

—ﬂ@mm Logo Text an

Effect: Gary v
No effect

4

Gamma: s 1.0 |3 Brightness: esp— 0

4

Contrast: ssss==p,r— 0 = Saturation: ss==pr— 0 Apply!
Emboss
Negative
Help Old film Cancel

Trim

" LI T = T s T ) H < HRES?L] o) === 00:02:06/00:03:57

Set start ime: | 00:00:59 oK. Setend time: | 00:01:48 oK. Selected length: | 00:00:48 Reset

Help [ oK l Cancel

b



- Browse

Open Dialog box Open
Output Preview

deo Edit - videoplayback.mp4

Original Preview Output Preview

\' 11 || =t H 1> H A H i H Ng || &+ || Reset | o) ===l 00:00:48/00:01:32

Crop Effect Trim Text
Transparency: W |o /
Browse: | C:\Users\Mizan\Pictures\60Seond_in_| ...
Horizontal Space: sgr—————— | 154 Apply to All Reset

Setimage size: | 269 |+ px X | 178 |+ |px

CRAR AR g

Vertical Space: qQr——— | 14

Help OK Cancel

Text
Style Font Name, Color

Crop, Effect, Trim, Logo, Text Apply to
All OK OK/Yes
video
Output Find Target start video
converting window

00O



“c\ Wisoft Free Video Converter a

File (F}  Edit(E) Help (H) Vist Homepage

= : oy : A
¢ Dolete ¥ Oear v Edit Video'Converter
: ah byiWsofl

Source Original Length | Trimmed Length = Estimated Size | Output format. Preview:Meena- Health In You...

Eﬂ [Meena-Health In Your H... 00:03:57 00:00:38 .mp4

/

Bl ») O &

& Move toTop 1 MaveLp & MoveDown | | & Moveto Battom
profie: ([ HD H. 264/MPEG-4 AVC Video (.mp4) - Settings Apply to al
Output: | E:\Videos iq, Find Target | [] Merge into one file "\
*¥ Converting =
Creating File
[1/1] Meena- Health In Your Hands (Bangla)_1.mp4 /
[ 26%:
[ 26%
Converted length of the current file: 00:00:10 f 00:00:38

Elapsed time: 00:00:1% [ Remaining time: 00:00:48

Shut down computer when conversion completed

+|Open output folder when conversion completed

Pause Stop

| Open output folder when conversion completed CO nve rti ng
Trim

0



‘iWisoft Free Video Converter

:1iWisoft Free Video Converter Start program

‘) Wisoft Free Video Converter =

File (F)  Edit{E) Help (H) isit Homepage

m Delete B¥ Cear v Edi Video Con\{yeﬁer

Source Original Length | Trimmed Length | Estimated Size | Output format Preview:videoplayback.mo4
E videoplayback. mp4 00:01:32 00:01:32
H Meena- Health In Your H... 00:03:57 00:03:57 237.1MB

P

e mjitjo) O &

* Move o Top + Move Up 4 Move Down 4 Move to Bottom

profile: | [GE] HD H.264/MPEG-4 AVC Videa (*.mp4) - Settings Apply to all e
\
Output: | Dt\mina2 || | FindTarget Merge into one file | ‘

71 eroe it ome e Output Find Target
Start
Run

o9



Contextual Menu- New
Folder
Enter key

2. ( |/ / )

Veiner
L

w. Contextual Menu-

@ Mucrowh Access Dotatase
* Bamep image

3 Cemtact

8 Mucrosen Wordk Decument

&

R



v

We speak Gmail

Blank Presentation-

A -

Recent Presentation

a2
a~
A w
A w
Rl
2
a
A «
a2
a
B
A

B — Windows 10-

: -> New -> Microsoft PowerPoint
Presentation -> Rename (Type presentation name) -> Enter (

)

9RO



Presentation Gallery (Start -> All Apps ->
PowerPoint) Gallery Template

Blank Presentation

PowerPoint o

l Dowwew Bw|:

Home Insert Design Transitions Animations Slide Show Revi

e | [ tayout~ Calibri Light (Headinc ~ 80 ~ A A %o

Cop N— “*] Reset )
ew AV . & || P -
¥ Format Painter ~ gjige~ [ Section~ B I U § abe S~ Aa A

lipboard M Slides Font M

o8



A. File Menu
and Backstage
View File
caraco spa faca \ (B
New, Open, ®

Save, Share, -
Print, Options Click to add title

) M. Wagic Mossmin
WA "
Protect Presentation Propertirs
(1ol sehat hypmes OF Changees emsgbe «ar mabe 1 s g0 S
Iactem
N
Inspect Presentation
Betime 3 s Do boer avwas i That # containg
Mty A mthin 3 e
pcope weith (R st wiw esabide 0 el
Related Dates
Lot Mt Pt Tesdwy, & 4% R4
Manaqge Presentation
wateet Todirg. 401 P04
' a vt change
VPt
felated People
Austhes
M. Wazi Hossain

B. Quick Access Toolbar (QAT): Ribbon-47 talus ag customizable
toolbar so

C. Ribbon: Home, Insert, Design, Layout Ribbon-
Option Command Group

RE



D. Slides Pane: PowerPoint Interface- Slides Pane

thumbnails  Slides Pane- Pane-
E. Slide Area: Active Slide Display Slide Area-
Shadow Area- : Slide Show
F. Task Pane: Options

G. status Bar: : , : )

H. Notes Pane: ,

I. View Buttons: Status Bar-
Normal, Slide Sorter, Reading View 47 Slide Show

J. Mini Toolbar:

RV



Normal View:

HA-MIM IT

ONE OF THE EEST
COMPUTER LEARNING CENTRE
DN TANGAIL

= Shide ™ gjide
Click to add notes Normal Sorter  gpow

‘Slide 10f 4 | "Concourse™ | English (United States) |

Slide Sorter View:

HA-MIM IT

HA-MIMIT P =T G IR I |
MSHE K6 2009 Jr5=T
TEaETE - T

Slide Sorter |

oA



Slide Show View:

HA-MIM IT

ONEOF THE BEST
COMPUTER LEARNINGCENTRE
IN TANGAIL

Arrows:

E .
Menu lcon:
Pen Icon:

b



!§| Arrow

#” Ballpoint Pen

&~ EeltTip Pen

2” Highlighter
Ink Color >

// 2 X

=% | Erase =

Arrow Options >

Notes Page View: View
Presentation Views

Note Page View

. View , Presentation Views
Notes Page
@\B&W 7
R ; Home : Insert C_)esign Animations Slide Show R

E ' '@ = i 'il Ruler

P ] Gridlines
Mormal| Slide MNotes Slide Slide Handout Notes

Sorter Page Show | Master Master Master | || Message Bar
Presentation Views Show/Hide
« Presentation Views Notes Page
——— Home Insert Design Animations Slide Show Review [ view |
Si—=1| [E5] Stide Sorter Stide Master i Ruler & : =
lg:' Handout Master | Gridlines | -
MNormal - Zoom Fit to Color/g
S5 Slide Showw MNotes PMaster rMessage Bar AT s a el coar
Presentation Views Show/Hide Zoom ]

- E3 s = o = s S

22 ——— e

" — il et
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Print, Quick Print Print Preview
— u ="y 5 ) =

Preview and print the document

Print

Select a printer, number of copies, and

Open other printing options before printing.

Quick Print

Send the presentation directly to the
default printer without making changes.

Save

PN Print Preview
Save As > i \_-—-g Preview and make changes to pages before
printing.

Print >

[ Print (Cirl =P}
Prepare >

Send >

Publish >

Close

Google Drive »

| 27 PowerPoint Options J [X Exit PowerPoint ]

Yoo



Print Preview

. Print Print Preview

Preview and print thhe document

= =] Print
Select a printer, number of copies, and
COSpen other printing options before printing.

i — Quick Print
1=, Send the presentation directiy to the

Save : 2 <
default printer without making changes.
> Print Preview
Save 4s > | .. Preview and make changes to pages before
printing.

Prepare ~
Send -
Publish >
Close

Soogle Drive >

| 23 PowerPoint Options } lx Exit PowerPoint

—
T ‘;\\ = = 4] 5 HA-MIM IT.pptx [Preview] - Microsoft PowerPoint = O >

- Print Preview 2

= oD > ; 5% &

= igsly | Printwhat = »{ g
Print Options Slides - Orientation Zoom Fit to & Previous Page Close Print
~ Window = - Preview
Print Page Setup Zoom Preview

HA-MIM I

COMPUTERLEARNING CENTRE
IN TANGAIL

e

Print: Page 1 of 4 English (United States)
= =

NN



Print

. Print Print

Print ? >
Printer
Name: | 5& Canon iP2700 series Properties
SiEs : - Find Printer...
Type: Canon iP2700 series
Where: uUsBo0O1
Comment: []Print to file
Print range Copies
@ all () Current slide Selection Number of copies:

Custom Show: 1 =
() slides: 3 3
Enter slide numbers and/or slide ranges. For example, 1 2 1 2
1,3,5-12
Collate
Print what: Handouts
Slides SHes oer-pade 5 CiCz]
Color fgrayscale: Horizontal Vertica =
Color
[] Scale to fit paper Print hidden slides
[]Frame slides [I:] High guality
Print comments and ink markup
Preview I OK I Cancel

SO



Name:

Properties:

Print range:

Print what:

Copies:

Color/Grayscale:

Handouts:

Slides, handouts, notes pages

outline

MUV



* & Animation Pane

review MNone Appear Fade Fly In Float In Split Wipe Shape =

Freview Animation Advanced Animation

- Blink

Motion Paths: Emphasis
Motion Paths :
Arcs Turns Shapes Loops Custom
Path ,

( | | | )

. Animation ribbon tab- Animation Drop-down arrow
Advanced Animation Add Animation

** Animation 2017 Drop-down arrow Add Animation
- More Entrance Effects
- More Emphasis Effects
- More Exit Effects
- More Motion Paths

208



blank slide

. Insert -> Shapes

: AC Enternce -> Wipe
Effect Option Direction From top.
AB Enternce -> Wipe
Effect Option Direction From Left.
A B C enternace effect
Enternce -> Wipe
Effect Option Direction From Bottom
Emphasis - > Blink Effect Option Timing Repeat:

Until end of slide.
Exit -> Fade.

20¢



Effect Option-
Fly

In
Effect Add Options - Animation

Animation Ribbon Tab-4 Effect Options -

Start: | On Click - Feorder Animation
L) Duration: |SAuto -

T
I.-"T_"'\-\.
L

Delay: R

Animation P..

Play From

1 Title 1 > -

NI



Remove Animation

. Delete
Reorder the animation

.Animation tab- Timing Reorder Animaiton- opsica
Move Earlier afat Move Later

Animation Pane

Animation Pane- Modify, Remove,
Reorder Effect Option-

. Animations tab Animation Pane
Animation pane Pane-

?

Start On Click, Start With Previous, Start After Previous
Effect Options, Timing

Remove

209



Motion Path Effect

Motion Path

Motion Path Effect

Anmmation

Add Motion Path

Basic
- 4 Point Star ¥ 5 Point Star
ﬁl & Point Star {3 8 Point Star
{:} Circle G’: Crescent Moon
> Diamond I Equal Triangle
£ Football ) Heart
{") Hexagen {7 Octagon
= Parallelogram G Pentagon
[\_\ Right Triangle ] square
& Teardrop £\ Trapezoid
Lines Curves
wr Arc Down { Arc Left
3 ArcRight « Arc Up
T Bounce Left “m, Bounce Right
(o) Curvy Left () Curvy Right
= Decaying Wave +\+ Diagonal Down Right
+/’+ Diagonal Up Right I Down
S Funnel »lp Heartheat

Preview Effect

[ ok | cancel

2OV



Motion Path

butterfly animated gif
blank slide :

Animation tab
Animation Pallas got 216more drop-down
Mothon Paths- Custom Path
draw
Play

png
blank
shapes- rectangle shape A Right Triangle

Animation tab

Animation

More Motion Paths-

Change Motion Path Preview Effect
Left Path

Play

Motion Path- effects

20



. blank slide

o - Basic shapes Donut

+ shapestyle 3D rotation Perspective Contrasting Right

- Paste Picture

° *
. Bring to Front Send to Back
. Motion Path Left , path
(. )
Effect Option Trigger
attribute

Father of Nation, Prime Minister President

)80



Blank Slide

Father of Nation, Prime Minister President

Format tab

Animation tab Fade Add
| Animation Effect
. Animation tab cace Advanced Animation partag gat Celce
Animation Pane Bopp
Animation Pane

. Animation Pane- |

. Animation Pane- drop-down

. Drop-down Effect | Options-

.Fade Effect After animation

Hide on Next Mouse Click

. Timing tab

. Timing tab Triggers

. Start effect on click of: drop-down
Father of Nation Father of Nation-

98



‘Blank Slide’ (Home -> New Slide -> Blank)
(Insert -> Pictures -> Choose Location ->
Select
Image -> Open)
Format ribbon tab
.‘Format’ - Background, Color Adjust, Styles,

Arrange |Size

Resize Pointer

Rotated Pointer

: Image Crop

.‘Format ribbon tab- ‘Size ‘Crop
Crop Handles
Crop Handles

o8



Crop

.‘Format ribbon tab- ‘Size' pallas ger orica ‘Crop' Drop-
down menu ‘Crop to Shape'-
- | Shape
: Image Resize
: A Share
.‘Format ribbon tab- Size' Format Picture Expand

Format Picture Pane

. Lock aspect ratio
. Size Height Width-

: Image Positioning
Aligning,

Ordering, Grouping and Rotating
: Image Aligning
Aligning

2. Format ribbon tab- Arrange Align
. Align Middle, Dstribute Horizontally, Align to Slide

: Image Ordering

289



Reordering

. Format ribbon tab- Order Objects Arrange

. Arrange Bring to front

: Arrange Bring to |
front

: Arrange Send to
back

Suzon Das ('?-_! il

! Tell me what you want to do

L Text Fill = -] .1 Bring Forward - | [o Align~= _ “”’”’ﬁ—‘l

L Text Outline - [ Send Backward = [&  Align Left

Alt
(2 Text Effects ~ Tewt Eh Selection Pane & Align Center ]

= | Accessibility Arrange | S| Align Right & -

it Align Top P~ b
Align Middle

=

=
—
s

Align Bottom

Distribute Herizontally
Distribute Vertically

S 1=

Align to Slide

°88



: Image Adjust Styles
Powerpoint

Format ribbon tab- Adjust Picture Styles

/ Format ribbon- Adjust

Corrections, Color, Artistic effects

Format ribbon- Picture styles

Format ribbon- Adjust Picture styles

Background remove
Powerpoint
Remove background
Blank slide-

Format ribbon tab-

Handle Pointer
Thumbnil-

. Background removal ribbon Close

Discard All Changes-

Format ribbon tab

Remove background

Keep Changes

‘.'
L

=i H -
g;l Color E"g Change Picture ~ — — F—— p— -
: [Z5] Artistic Effects ~
Remowve  Corrections 2] Reset Picture - == — E—
Background - I=[ Compress Pictures e
Adjust Picture Styl
1
E g
2
Qe

8¢



Keyboard- Print Screen key ;

Insert ribbon-

Images Screenshot
Desktop Opened
, / /
Blank Slide
. Insert ribbon tab- Images Screenshot

. Available Windows-

Presentation1 - PowerPoint

Design Transitions Animations Slide Show

Mew Table Pictures |Screenshot| Photo Shapes lcons
Slide ~ - - - Alburm - - f"m-"lc:u::helsv
Slides Tables Avrailable Windows
q
= =
[~ CTECa—
2

e
- =4 screen Clipping

= EEE IQ' [ @ <> j'cg)' @ I= [ | H Get Add-ir

Smart&rt Chart > My Sdd-in

15

y s
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Planning (TPACK, Model content, Poster work,
Presentation) Individual content development (according to plan),
Presentation.

Technological
Pedagogical Content
Knowledge
(TPACK)

Technological
Knowl%e ‘
(TK)

Pedagogical
Knowledge
(PK)

Technological

Pedagogical

Knowledge
(TPK)

Technological
Content
Knowledge

Pedagogical
Content
Knowledge

Contexts

: TPACK

o84









(the point is learning not
teaching)

Technology to
promote more
effective
learning

(Promote
blended
learning not
wholly ICT)

integrated within
mainstream delivery
& Q/A Process

The Cone of Learning

After 2 weeks,
we tend t© remember ..
* 10% of what we READ

Hearing .« 20% of what we HEAR

Words AN

\ + 30% of what we SEE

N

* 50% of what
we SEE & HEAR

Participating in a Discussion * 70% of what
Giving a Talk we SAY

* 90% of what
we SAY & DO

Source: Edgar Dale (1969)

deo
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Kahoot

Kahoot! is a tool for using technology to administer quizzes,
discussions or surveys. It is a game based classroom response
system played by the whole class in real time. Multiple-choice
questions are projected on the screen. Students answer the
questions with their smartphone, tablet or computer.

Following step shows to access Kahoot on Internet.

1. Open any web browser, then write “Kahoot” and press enter.

GO gle kahoot L Q

Al =) Images @ Videos ] Books E News ¢ More Settings Tools

About 5 420 000 results (0 73 seconds)

Kahoot! | Learning Games | Make Learning Awesome!e
https://kahoot.com ~

Make learmning awesomel! Kahoot! brings engagement and fun to more than 1 billion players
every vear at school, at work, and at home. Sign up for free!

How to play Kahoot! - Schools - Blog - Ways to play

Play Kahoot! - Enter game PIN hereles
https://kahoot.it ~

Join a game of kahoot here. Kahoot! is a free game-based learning platform that makes it fun to
learn — any subject, in any language, on any device, for all ages!

2. Click on first link

Kahoot! [dschoolv Edworkv @ Home v Enter game PIN signup-ivsfree! [EELLL

Fioes

Make learning

awesome!

Kahoot! brings engagement and fun to more than 1 billion
players every year at school, at work, and at home

Watch video >

Kahoot! at
school

Learn more

Kahoot! at
work

Learn more

y/ Kahoot! at
home

Learn more

2CR



Kahoot mobile Apps:

Kahoot! is a game-based learning platform, used as educational
technology iIn schools and other educational institutions. Its
learning games, "Kahoots", are multiple-choice quizzes that allow
user generation and can be accessed via a web browser or the
Kahoot app.

1. From any smart phone, go to play store and search with “Kahoot”

Kahoot!

aaaaaaaaaaaaaaaaaaaaaaa

Padlet

Padlet is an application to create an online bulletin board that you
can use to display information for any topic. Easily create an
account and build a new board. You can add images, links, videos,
and more.

p(qV)



Padlet

134

Offers in-app purchases

his app is compatible

[E] Add to wishlist

Do your Style

best work Choose a premade template or
% go bold with a blank slate

with Padlet

Wallwisher inc. Productivity * K kK

W
(&)
a
©
Jo

with all of your devices

Invite Post

Invite collaborators to add Add photos, doci
content, comment, like and links, video, and

make edits in real-time. the text come ali

Felix Savth s |

© sesa €©) rixeoavies H

oe8



Google Service
Google - Gmail, Google Docs,
Google form, Google Drive, Google Maps

Gmail
- - Google, Yahoo, msn, Hotmail
Google Google-
Google- - Gmail, Drive, Classroom, Play,

Android System Backup & Sync, Map, Calendar, Photos
/
(Google Chrome/Mozila Firefox)
www.gmail.com . Enter

. Gmail.com- - gmail

Create an account-

G Google X

— C 0 www.gmailcom

Q www.gmail.com

B www.gmail.com
0 www.gmail.com/a
0 www.gmail.com/ma

2 www.gmail.com new account open

e



M Gmai

Take aovantage
of Gmail

Google Meet Now join the video mesting with up to 100
people in Gmailwith 8 ive captions and screen sharing.

Google
/ Signin

Continue to Gmail

Forgot your email id?

[ Email 1D or phone number

Not your computer? Then use guest mode to sign in
personally.Learn more

Create an account m

Bengali ~ Help Privacy Point

Create your Google Account

Google

Continue to Gmail

MName

Create your Google Account

[1

] Surname

Username

Password

symbols

[ sShow passwaord

Sign-in instead

“Wou can use letters, numbers and flower stops

Make sure

Use at least 8 characters, combining letters, numbers and

gmail.com

© o

An account. You can use all
Google services.

Next

. Username

First Name, Last Name, Username

N(g\)



Mame Surname

rMd Mezanur Rahaman

Username

[ cosmicsun gmail.com

@ somecne else is using the username. Try another one.

Available: rahamanmdmezanur9 cosmicsun035

mdmezanurrahamand &

Username Next

Usermame

mezan.officer gmail.com
You can use letters, numbers and flower stops

Password Wake sure

Use at least 8 characters, combining letters, numbers and
symbols

[[] Show password

Sign-in instead m

9. Verifying

Verify your phone number

Google wants to confirm your identity for your own
safety. Google will send you an B-digit verification
code text message. Normal rates apply

Fhone number

B - [ 0191105297

. Next

°eq



6

0 NiQ T .l 68% i 8:17 AM

< Google DELETE

Thursday, December 24, 2020

Q G-920119 7= W+ Google
T OEESET &l BB

12. Google verification
Verify

Google
Verify your phone number

Google wants to confirm your identity for yvour own
safety. Google will send you an 8-digit verification
code text message. Norma/l rates apply

HE 01911-035297

Enter the werification code

| G- 920119 ]

Return

Gmail- Welcome

Google
Welcome to Google

@ mezan.officer@gmail.com

Phone number (optional)

m - 1911035297

we will use your number to protect your account. The rest will
not see your number.

Account Retrieval Email Address (Optional) rrreall =]

el use it to keep your account secure L

Day Months Years Your personal information is safe
Your birthday and secure

Gender identity -

We want to know why this information

Gender

o



Google

Welcome to Google

@ mezan.officer@gmail.com

Phone number (optional)

o 01911035297

We will use your number to protect your account. The rest will
not see your number.

Account Retrieval Email Address (Opticnal)

cosmicsun@gmail.com P

We'll use it to keep your account secure

Day Maorths Years
06 June - 1966 Your personal information is safe
Your birthday and secure

Gender identity
Men -

We want to know why this information

Google
Get a lot more using your
number

If you wish, you can add your phone number to the
account for use across all Google services
Learn more

For example, your number will be used to

perform these tasks
F .

[k Receiving video calls and messages

Your personal information is safe

(&  vou will find everything relevant to Google
and secure

services, including advertising

More options

Return

Yes | agree

Nl (g
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Download Version 5.4.2 (58740.1105)

zoom cloud meetings

°0aR


https://zoom.us/download

B GooglePlay  searcn KES

EE Apps Categories v Home Top charts New releases

My apps
Shop
. Z0OOM Cloud Meetings
’ Games zoom.us Business * ok Kk 389915 &
Kids € Everyone
Editors’ Choice
Thisapp is you

Account

Payment methods
Play Points New

My subscriptions One app for meetings,

Redeem phone, and chat
Buy gift card
My wishlist

My Play activity

Parent Guide

‘Join a meeting’

B Zoom Cloud Meetings — ad

200Mm

Sign In

Version: 4.6.9 (19

Q9



‘Enter meeting ID or personal link’

D Zoom

Mew My

-
mo

Scheg

chedule meeting

Schedule Meeting

Topic
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Start: |Men April 6 2020 ~ | |03:00 PM
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o Generate Automatically ) Perscnal Meeting ID 214-706-5932

Password
002709
Video
Host: | On o Off Participants: | On o Off
Audio
() Telephone () Computer Audio © Telephone and Computer Audia
Dial in from  Edit
Calendar
) Outlock o Google Calendar ") Other Calendars

Advanced Options -

‘Schedule’ :
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Google Apps
Meet

‘schedule’
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WHITH d&: Control Panel, Task Manager, Device Manager, Trouble shooting
Virus Scan. Bijoy to Unicode and Unicode to Bijoy conversion

Control Panel

Control Panel is a hub for all settings of windows operation system.

Type Control Panel in the search bar. Control Panel option will appear IClick
here and Control Panel will be open.

Documents Emai Web More Feedback

Control Panel
App

(TI 4

Control Panel
B8] Settings > Ao

@ Audio Controls >
1 XAMPP Control Panel > = Open
Run >
Windows Administrative Tools > Racent
= Fonts

Search the web

Ll

2 Devices and Printers
L contr - See web results >

Ll

i Uninstall a program
Settings (7+)

5

System
Documents (1+)

Network and Sharing Center

5]

Speech Recognition

=4 View devices and printers

£ contr|

Figure: Opening Control Panel
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Control Panel - O X

<« v 4 » Control Panel v @ | Search Control Panel Fel
Adjust your computer's settings Viewby: Category =
System and Security User Accounts
Review your computer's status ) Change account type

Save backup copies of your files with File History
Backup and Restore (Windows 7)

: Appearance and Personalization
\ (. Network and Internet
View network status and tasks Clock and Region
-: /

Hardware and Sound
View devices and printers
Add a device

Change date, time, or number formats

Ease of Access
Let Windows suggest settings
Optimize visual display

GRS

Programs
[‘]’ Uninstall a program

Figure: Control Panel

Click view by from the top of the right side. Different arrangement of the options
will be found. This will help to find out expected settings options as there are so
many options.

All Control Panel ltems - O
« v » Control Panel » All Control Panel ltems ~ @ | Search Control Panel -]
Adjust your computer’s settings Viewby: Large icons ¥

%ﬂ (32-bit) TZI Administrative Tools @ Audio Controls l&“' AutoPlay &

by Backup and Restore _& . . . E,‘ = .
{__y (Windows 7) ‘@ BitLocker Drive Encryption |l Color Management @ Credential Manager
Date and Time @ Default Programs ._3‘_ Device Manager .?# Devices and Printers
@ case of Access Center File Explorer Options & File History Flash Player (32-bit)
A Fonts w’%, Indexing Options |F Infrared Intel® Graphics Settings
‘ Internet Options é Java (32-bit) <. Keyboard d ;Aga';g()w_;,;rfi%ﬁ Outlook
N Network and Sharing Oracle WebDb Listener o
«» Mouse ,'.P' Conter D (32-bit) i@‘ Phone and Modem
\fj Power Options fi“ Programs and Features @ Recovery ‘E’ Region
| RemoteApp and Desktop ﬂr . . L
> o)
% Connections Security and Maintenance ) Sound @7 Speech Recognition
& Starane Snarec Q Sunr Center B cuctem |?-| Tackhar and Navinatinn b
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All Contrel Panel Items

&~ v » Control Panel » All Control Panel ltems

Adjust your computer’s settings

B (32-bit)

[ AutoPlay

g_l Color Management

% Default Programs

@ Ease of Access Center
Flash Player (32-bit)

ﬁ Infrared

[£] Java (32-bit)

Q Mouse

Pheone and Modem
Recovery

P Security and Maintenance
£ Storage Spaces
Taskbarand MNavigation
E Windows Defender Firewall

AdministrativeTools

@ Backup and Restore (Windows 7)

Credential Manager

ﬂ Device Manager

=l File Explorer Options

A Fonts

3 Intel® Graphics Settings
Keyboard

5E Metwork and Sharing Center
& Power Options

ﬂ Regicn

iﬂ. Sound

@ Sync Center
Tru:-ubleshc-oting
:“EiWindowsTo Go

v O Search Control Panel

View by:  Small icons *

@Audio Controls
% BitLocker Drive Encryption

“Y Date and Time

e Devices and Printers

4 File History

8 Indexing Options

Internet Options

J.J Mail (Microsoft Outlook 2016) (32-bit)
D QOracle WebDb Listener (32-bit)

r:'i Programs and Features

@ Remotefpp and Desktop Connections
@ Speech Recognition

& system

% User Accounts

[ Work Folders

Figure: Control Panel
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Important features of Control Panel

=

Device manager
Network sharing

Speech recognition
Troubleshooting

Colour management
Device and printers
Fonts

Keyboard, mouse

. User management
10.Task bar

11.Sound, Power option

12. Date Time change
13.Add or Remove program
14.Windows Defender
15.Network setting and sharing etc.

©ENDUEWN

All these options are found here together and necessary changes can be made.

Device Manager

Device Manager helps to manage Operating System, Driver Software update,
Application software Install and uninstall.

To enter device manager, Right click on “This PC” then to manage.

Yo



Open
Open folder location

Pin to Quick access

Manage

Unpin from Start

Map network drive...

Disconnect network drive...

Restore previous versions

Send to

Cut

Copy

Create shortcut

Delete

Rename

Properties

From window click on “Manage”. After clicking Manage it shows Device manager
window.

A Computer Managernent
File Action ‘“Wiew Help
4= = | 7 = H |5

& Computer Management Local| | ~ & DESKTOP-4HGFDCE 1
~ i} Systern Tools 4 Audio inputs and outputs

(D) Task Scheduler Batteries

2] EventViewer Biometric devices
& Shared Folders Bluetooth

#& Local Users and Groups Carmeras

() Performance Computer

B Device Manager Disk drives

~ &2 storage
= Disk Managernent
iy Services and Spplications

Display adapters

Firrrare

Human Interface Dewvices
IDE ATA/ATAP] controllers
Keyboards

Mernony technology devices
Mice and other painting dewvices
Manitors

Metwork adapters

Print queues

Printers

iRl fecug

Processars

Security devices

Sensars

Software compaonents

Software dewvices

Sound, video and game controllers
Storage controllers

@
=
=
o
[
m|m

[

[l
L
o
=

Systern dewvices
§ Universal Serial Bus contrallers

For example, to update video driver- click on “Display Driver”. It shows video
driver.

Right click on Video driver, then “Update Driver”

obd



A& Computer Managerment — [m] =
File Action Miew Help
e anm I Hm 2 kX

A Computer Management {Local [ ~ 8 DESKTOP-4HGFDCZ Actions
~ b system Tools i Audic inputs and sutputs Device Manager N
(D) Task Scheduler 35 Batteries
Event Wiewer 5| Biometric devices More Actions 4
3i] Shared Folders 3 Bluetoath
#5 Local Users and Groups @ Carneras
(&) Performance @ Computer
% Device Manager = Disk drives
~ 22 Storage ~ O Display adapters
&= Disk Management O InteliR 1IN Granhic < A30
Sy Servicesan d Applications B Firrmar Update driver
G Hurna Disable device
“® IDE AT Uninstall device
E= Keybo
00 Mero Scan for hardware changes
@ ice 2 Properties
[ Monit:

57 Metwork adapters
= Print queues

=0 Printers

1 Processors

7 Security devices

B Software components

B Software devices

§] Sound, video and game controllers
S Storage controllers

Fm Systern devices

§ Universal Serial Bus contrallers

< >

Launches the Update Driver Wizard for the selected device,

After clicking “Update driver” then to click “Search Automatically for Updated
Driver Software”, it will take 10-15 minute to update the driver.

Task Manager

Usually task manager used to manage any task running on operating system, turn on/off
to any task in operating system as well.

To go Task manager, you have to go following directory:
C:\Windows\system32 [for 32 bit windows]
C:\Windows\system64 [for 64 bit windows]

It will show an application naming with “Taskmgr”.

Double click the file will open up task manager window.
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172 Task Manager

File  Options  Wiew

Processes  Performance App history  Startup  Users Details  Services

Mame Status

&5 WMI Provider Host
Service Host: Windows Manage...
17 Task Manager
[®=] Desktop Window Manager
Service Host: Connected Device...
[#5] Local Security Authority Process...
> Il Microsoft Word (32 bit) (2)
81 System interrupts
Service Host: Diagnaostic Palicy ..
[85] Client Server Runtime Process
€ Google Chrome (21)
[8Z] HP Laseret Service (32 bit)

= Spooler SubSystem App

Fewrer details

w

71%
CPU

61.9%
4.3%
2.3%
0.9%
0.8%
0.1%
0.1%
0.1%
0.1%

0%
0%
0%
0%

0%

61%

Memory
1.0MEB
11.0MB
16.3 MB
245MB
33.2MB
5.1 MB
3.8MB
647.5 MB
0MB
16.5 MB
1.0MEB
426.0 MB
4.6 MB

2.3 MB

At the top of the window there are 7 number of tab.

0%
Disk

0 MB/s
0 MB/s
0 MB/s
0 MB/s
0 MB/s
0.1 MB/s
0 MB/s
0 MB/s
0 MB/s
0 MB/s
0 MB/s
0.1 MB/s
0.1 MB/s

0 MB/s

0%
Metwork

0 Mbps
0 Mbps
0 Mbps
0 Mbps
0 Mbps
0 Mbps
0 Mbps
0 Mbps
0 Mbps
0 Mbps
0 Mbps
0 Mbps
0 Mbps

0 Mbps

GPU engine

GPUO-3D

GPUO-3D

End task

>

L

1. “Process” tab used to show application running on operating system. Click on “End

Task” will stop the tasks.

2. “Performance” tab show blank space of Process, RAM, load of GPU etc.

3.“App History”Shows history of application software.

4.“Startup”’tab shows number of application software that opens with when operating

system turning on. To stop any application, right click on mouse then click on “disable”.

5.“Details” tab shows details of processor of sub-processor.

6. “Services” tab shows all installed service of windows. Any services can be enabled and

disabled from here.
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Basic ICT Training for Teachers

Course Duration: ......... TO cevenenenen.
Day Session Topic
09.00-11.00 - Online Registration, Evaluation of Pre-test.
o Tea Break
1 day Tea Break ] ] ] ]
(11.00-11.15) -ICT Basics and its Components (Computer Devices Connection
and Cabling), Start Menu, Startup and Shut down, Task Bar,
11.15-1.15 Desktop and File/ Folder Create.
09.00-11.00 -Introduction to MS Word, Introducing Menu Bar Options (Select,
Copy, Move, Delete, Cut and Paste, Save, alignment etc.)
nd Tea Break Formatting Document.
2 day (11.00-11.15) | Tea Break
- Formatting Paragraph (Line spacing & Indenting) Insert Table and
11.15-1.15 Formating.
09.00-11.00 - Insert Picture, Word Art, Create Header/Footer,Page
Numbering,Footnote and Printing.
31 day Tea Break Tea Break
(11.00-11.15) -Internet, Web browser, Using search engine Download Image, Avro
11.15-1.15 Keyboard, Nikosh Font Download and installation.
-Introduction to Avro Keyboard Layout, Avro Phonetics,
09.00-11.00 Exercise: Type a Paragraph of your own institution using Avro
Phonetics.
4% day Tea Break Tea Break
11.00-11.15
( ) -Introduction to MS Excel (Cell, Row & column, Worksheet,
11.15-1.15 Workbook, Editing & Saving, Insert, delete row& column, wrap
R text, merge cell).
09.00-11.00 -Conditional Formula (Sum if, count if etc.), Data Filtering.
Tea Break Tea Break
5t day ( 168 0 lr Tal 5) -Formatting values in MS-Excel
YT Using of Functions SUM, AVG, MAX, MIN, COUNT, ROUND etc.
11.15-1.15 Exercise: Salary Sheet .
09.00-11.00 -Formatting Worksheet and Chart, review of excel
Exercise- Creating Result Sheet.
Tea Break
6 day Tea Break

(11.00-11.15)

11.15-1.15

Introduction to MS Power Point (New Slide), Layout, Changing the
slide design, Formatting.

00




Day Session Topic
-Insert an image, Shape, smart art, text box, word art, rotation,
09.00-11.00 animation slides (Emphasis, motion path) & Slide transition, Print
Setup.
7 day Tea Break Tea Break
(11.00-11.15) Download Video from YouTube (Without any Software) and edit
11.15-1.15 video with any free video editing tool.
09.00-11.00 -Planning (TPACK, Model content, Poster work, Presentation).
81 day Tea Break Tea Break
(11.00-11.15) Insert Video to the PowerPoint Presentation. Create a group Content
11.15-1.15 Using Power point.
09.00-11.00 Individual content development (according to plan),
Presentation.
Tea Break
gth 4 Tea Break
4 (11.00-11.15) . .
Edit Individual content according to plan, Feedback and
11.15-1.15 Presentation.
09.00-11.00 Creation of e-mail id. Send E-mail (With Attachment) and Receive
(attachment Download and save).
Tea Break
th Tea Break
10%day |11 00-11.15)
-Google Services (Google Map Navigation. Calendar, Google
11.15-1.15 translator, Google Drive, Google Docs).
09.00-11.00 Google Form creation. How make question and taken exam with
google form.
Tea Break
th
1™ day (11.00-11.15) Tea Break
How to take class using Zoom and Google meet with DeskTop and
11.15-1.15 Mobile.
Cont. How to take class using Zoom and Google meet with
09.00-11.00 DeskTop and Mobile.
Tea Break
1ot g Tea Break
ay (11.00-11.15) -Internet Browsing, Visit important Govt. sites-
(www.bangladesh.gov.bd, www.shed.gov.bd, www.tmed.gov.bd,
11.15-1.15 www.dshe.gov.bd, www.banbeis.gov.bd, www.teachers.gov.bd,
www.muktopaath.gov.bd) File Compression (Zip and Extract).
09.00-11.00 -Control Panel, Task Manager, Device Manager, Trouble shooting
13t da Virus Scan. Bijoy to Unicode and Unicode to Bijoy conversion.
Y Tea Break

(11.00-11.15)

Tea Break

0




Day Session Topic
11.15-1.15 -Digital Bangladesh(Vision 2021, SDG-4) and Values and Ethics.
09.00-11.00 -Examination (Theory), Examination (Practical)-Post Test.
14% day Tea Break Tea Break
(11.00-11.15)
11.15-1.15 -Educational Apps: Kahoot, padlet, MMC Apps.
09.00-11.00 Review the Course, visit www.banbeis.gov.bd (BANBEIS Survey
Form, Data and Reports, Library Service, Documentation, Institute
15% day Tea Break Search).

(11.00-11.15)

11.15-1.15

Tea Break

Closing Session.
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