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Kw¤úDUvi Kx? 

Kw¤úDUvi Ggb GK ai‡bi hš¿, hv Z_¨MÖnY K‡i Ges wewfbœ cÖwµqvi gva¨‡g Zv we‡kølY I 

Dc¯’vcb K‡i| Kw¤úDUvi ïay hvwš¿Kfv‡e, A_©vr †Kv‡bviKg eyw×gËv e¨wZ‡i‡K MvwYwZK 

wnmve Ki‡Z mÿg| Computer kãwU wMÖK kã Compute †_‡K G‡m‡Q| Compute 

k‡ãi A_© MYbv Kiv| Computer k‡ãi A_© MYbvKvix hš¿| wKš‘ eZ©gv‡b Computer 

ïay MYbvi g‡a¨B mxgve× bq| N‡ii KvR †_‡K ïiæ K‡i e¨emvq, weÁvb,wPwKrmv, wbg©vY 

BZ¨vw` †¶‡Î Gi Acwimxg e¨envi jÿYxq| m‡e©vcwi †hvMv‡hvM †¶‡Î GwU G‡b‡Q weivU 

cwieZ©b| GK K_vq Kw¤úDUvi cÖvq me KvR Ki‡Z m¶g| Kw¤úDUv‡ii Kv‡Ri MwZ wnmve 

Kiv nq b¨v‡bv‡m‡K‡Û| 

 

Kw¤úDUv‡ii mswÿß BwZnvm 

gvby‡li cÖ‡qvRb †_‡KB bZzb wKQzi m„wó| Avi GB cÖ‡qvR‡bi ZvwM‡`B cÖvq Pvi nvRvi eQi 

Av‡M MYbv Kivi Rb¨ GKwU hš¿ ˆZwi nq, hvi bvg wQj A¨vevKvm| GwUB nj c„w_exi cÖ_g 

MYbvKvix hš¿| g~jZ eZ©gvb Kw¤úDUv‡ii iƒc‡iLv ˆZwi K‡ib weªwUk MwYZwe` Pvj©m 

e¨v‡eR| 1822 mv‡j wZwb jMvwi`gmn MvwYwZK wnmve-wbKvk AwaK mnR Kivi j‡¶¨ 

GKwU hš¿ ˆZwi Kivi cwiKíbv nv‡Z †bb| hš¿wUi bvg wQj wWdv‡iÝ BwÄb (Difference 

Engine)| Zvi GB hš¿wU wKQy mgm¨vi Kvi‡Y ˆZwi Kiv m¤¢e nqwb| GiI A‡bK c‡i 

1833 mv‡j wZwb Av‡Mi me MYbvKvix h‡š¿i ¯§„wZfvÐv‡ii cÖ‡qvRbxZv Abyfe K‡ib| GRb¨ 

wZwb GKwU hš¿ ˆZwii wPšÍv K‡ib, hvi bvg †`b ÔA¨vbvjwUK¨vj †gwkbÕ| GwUi KvR wZwb 

†kl Ki‡Z cv‡ibwb| Zvi GB †gwk‡bi wWRvB‡bi Ici wfwË K‡iB AvR‡Ki GB 

Kw¤úDUvi ˆZwi Kiv n‡q‡Q| GRb¨B Zv‡K Kw¤úDUv‡ii Avw`wcZv ev RbK ejv nq| Zvi 

c‡i †jwW A¨vWv AvMv÷v, d«v¼ eÛBDbmn A‡b‡K AviI GwM‡q wb‡q hvb Pvj©m e¨v‡e‡Ri 

KvR‡K| 

 

1887 mv‡j W. nig¨vb n‡jwi_ hy³iv‡óªi Av`gïgvwii Kv‡R e¨env‡ii Rb¨ B‡jK‡Uªv 

†gKvwbK¨vj e¨e ’̄vq cvÂKv‡W©i mgš^‡q GKwU hš¿ Avwe®‹vi K‡ib| Gi Øviv `ªæZ 

Av`gïgvwii KvR Kiv †hZ| 1896 mv‡j wZwb G hš¿ ˆZwii Rb¨ Ôn‡jwi_ †Uey‡jwUs †gwkbÕ 

bv‡g GKwU †Kv¤úvwb cÖwZôv K‡ib| cieZ©x‡Z AviI K‡qKwU †Kv¤úvwb cÖwZwôZ nq| Avi 

GB †Kv¤úvwb¸‡jvi mgš^‡q ˆZwi nj weL¨vZ cÖwZôvb B›Uvib¨vkbvj weR‡bm †gwkb 

K‡c©v‡ikb (IBM)| 

 

hy³iv‡óªi nvf©vW© wek¦we`¨vj‡qi MwY‡Zi Aa¨vcK nvIqvW© GBP AvB‡Kb mn IB‡Mi PviRb 

cÖ‡Kvkjxi mn‡hvwMZvq ˆZwi Kiv nq cÖ_g ¯^qswµq mvaviY B‡jK‡Uªv‡gKvwbK¨vj wWwRUvj 

Kw¤úDUvi Mark-1, 1944 mv‡j| GwU wQj cÖvq ˆ`‡N© 51 dzU, D”PZvq 8 dzU| G‡Z 7 



 

 

j¶vwaK hš¿cvwZi Rb¨ cÖvq 500 gvBj j¤^v Zvi e¨envi Kiv n‡qwQj| Gi IRb wQj 5 

Ub| GwU Pvjy wQj 15 eQi| eZ©gv‡b GwU nvf©vW © wek¦we`¨vj‡qi weÁvb Rv`yN‡i Av‡Q| 

 

Kw¤úDUvi wm‡÷g Kx? 

wm‡÷g nj KZ¸‡jv Bw›U‡MÖ‡UW Dcv`v‡bi mw¤§wjZ cÖqvm, hv wKQy mvaviY D‡Ïk¨ mva‡bi 

Rb¨ KvR K‡i| Kw¤úDUvi wm‡÷‡gi Dcv`vb¸‡jv wbgœiƒc :01. nvW©Iq¨vi, 02. 

mdUIq¨vi, 03. wnDg¨vbIq¨vi ev e¨enviKvix, 04. WvUv/Bbdi‡gkb| 

 

nvW©Iq¨vi Kx? 

Kw¤úDUv‡ii evwn¨K AvK…wZm¤úbœ me hš¿, hš¿vsk I wWfvBm‡K nvW©Iq¨vi e‡j| 

Kw¤úDUv‡ii nvW©Iq¨vi‡K cÖv_wgKfv‡e wZbfv‡M fvM Kiv hvq|  

K) BbcyU hš¿cvwZ : Kx‡evW©, gvDm, wW¯‹, ¯‹¨vbvi, KvW© wiWvi, wWwRUvj K¨v‡giv BZ¨vw`|  

L) wm‡÷g BDwbU : nvW©wW¯‹, gv`vi‡evW©, GwRwc KvW© BZ¨vw`| 

M) AvDUcyU hš¿cvwZ : gwbUi, wcÖ›Uvi, wW¯‹, †nqvi w¯úKvi BZ¨vw`| 

 

mdU&Iq¨vi Kx? 

mgm¨v mgvavb ev Kvh©m¤úv`‡bi D‡Ï‡k¨ Kw¤úDUv‡ii fvlvq avivevwnKfv‡e mvRv‡bv 

wb‡`©kgvjv‡K †cÖvMÖvg e‡j| †cÖvMÖvg ev †cÖvMÖvg mgwó hv Kw¤úDUv‡ii nvW©Iq¨vi I 

e¨enviKvixi g‡a¨ m¤úK© m„wói gva¨‡g nvW©Iq¨vi‡K Kvh©¶g K‡i, Zv‡KB mdU&Iq¨vi e‡j| 

Kw¤úDUv‡ii mdU&Iq¨vi‡K cÖavbZ ỳB fv‡M fvM Kiv hvq| h_v : K) wm‡÷g mdU&Iq¨vi, 

L) A¨vwcø‡Kkb mdU&Iq¨vi| 

 

K) wm‡÷g mdU&Iq¨vi : wm‡÷g mdU&Iq¨vi Kw¤úDUv‡ii wewfbœ BDwb‡Ui g‡a¨ Kv‡Ri 

mgš^q i¶v K‡i e¨envwiK †cÖvMÖvg wbe©v‡ni Rb¨ Kw¤úDUv‡ii mvg_ ©¨‡K mv_©Kfv‡e wb‡qvwRZ 

iv‡L| †hgb Windows GK ai‡bi wm‡÷g mdU&Iq¨vi| 

 

L) A¨vwcø‡Kkb mdU&Iq¨vi : e¨envwiK mgm¨v mgvavb ev WvUv cÖwµqvKi‡Yi Rb¨ e¨eüZ 

†cÖvMÖvg‡K A¨vwcø‡Kkb mdU&Iq¨vi e‡j| e¨envwiK mgm¨v mgvav‡bi Rb¨ A‡bK iKg ˆZwi 

†cÖvMÖvg evwYwR¨K cY¨ wn‡m‡e cvIqv hvq, hv‡K mvaviYZ c¨v‡KR †cÖvMÖvg ejv nq| 

gvB‡µvmdU& Awdm GK ai‡bi A¨vwcø‡Kkb mdU&Iq¨vi| 

 

wnDg¨vbIq¨vi ev e¨enviKvix (Humanware) 
WvUv msMÖn, †cÖvMÖvg ev WvUv msi¶Y I cix¶v Kiv, Kw¤úDUvi Pvjv‡bv Z_v †cÖvMÖvg †jLv, 

wm‡÷g¸‡jv wWRvBb I †iKW© wjwce× Kiv Ges msi¶Y, mdU&Iq¨vi I nvW©Iq¨v‡ii g‡a¨  



 

 

wØZxqZ, DB‡ÛvR evU‡b        /        wK¬K Kiæb, Zvici All Programs G wK¬K 

Kiæb, Zvici Microsoft Office G wK¬K Kiæb, Zvici Microsoft Office Word 

G wK¬K Kiæb| Gevi †`Lyb Avcbvi mvg‡b GKUv †cBR P‡j G‡m‡Q| Kx‡ev‡W© Gevi 

Avcbvi AvOzj ¸‡jv wb‡¤œi QwewUi gZ K‡i emvb| 

 

Z…ZxqZ, wb‡¤œi QwewU‡Z nv‡Zi AvOzj †hfv‡e emv‡bv Av‡Q GUv‡K ejv nq Base 

Position. 

 
 

 

 

 

 

 

 

 

 

 

Kx‡ev‡W© AvOzj emv‡bvi c‡i gwbU‡ii w`‡K ZvKvb, Gevi nv‡Zi evg cvk †_‡K UvBc Kiv 

ïiæ Kiæb, Ges UvBc Kivi mv‡_ mv‡_ gy‡L gy‡L ejyb asdfg Ges space w`‡q  nv‡Zi 

Wvb evk †_‡K UvBc Ki‡Z Ki‡Z ejyb lkjh Ges space w`b, Gfv‡eB GB ‡jmbwU 

cwic~Y© bv nIqv ch©šÍ Ki‡Z _vKzb| GB †jmbwU gyL ’̄ n‡q †M‡j wb‡¤œi kã ¸‡jv Kx‡evW© bv 

†`‡L UvBc Kivi †Póv Kiæb| †hgb: glad; shall; kaka; dada; dhaka; hall; half; 

ajkal; ‡h‡nZz Avgv‡`i Z…Zxq †jmb KgwcøU ‡m‡nZz Gevi Avgiv PZz_© av‡c GwM‡q hve|  

 

PZz_©Z,  Avevi Kx‡ev‡W©i †eR cwRk‡b nvZ ivLyb Ges nv‡Zi evg cvk †_‡K AvOzj ¸‡jv 

GKUv GKUv K‡i Dc‡ii †jm‡b DwV‡q UvBc Kiæb Ges UvBc Kivi mgq AvOzj ¸‡jv 

Dc‡i DVv‡eb| †hgb: q UvBc K‡i Avevi ‡eR cwRk‡b wdwi‡q G‡b cieZ©x AvOzjUv 

Avevi Dc‡i DVv‡Z n‡e, Gfv‡eB ch©vqµ‡g ejyb Ges UvBc Kiæb qwert Ges space 

w`‡q  nv‡Zi Wvb cvk †_‡K AvOzj ¸‡jv GKUv GKUv K‡i Dc‡ii †jm‡b DwV‡q UvBc 

Kiæb Ges UvBc Kivi mgq AvOzj ¸‡jv Dc‡i DVv‡eb| †hgb: p UvBc K‡i Avevi ‡eR 

cwRk‡b wdwi‡q G‡b cieZ©x AvOzjUv Avevi DVv‡Z n‡e, Gfv‡eB ch©vqµ‡g ejyb Ges 

UvBc Kiæb poiuy Ges space w`b, Gfv‡eB GB ‡jmbwU cwic~Y© bv nIqv ch©šÍ Ki‡Z 

_vKzb| GB †jmbwU gyL¯’ n‡q †M‡j wb‡¤œi kã ¸‡jv Kx‡evW© bv †`‡L UvBc Kivi †Póv  



 

 

Dc‡i mvRv‡Z PvB‡j Descending wm‡j± K‡i Ok evU‡b wK¬K Ki‡j †`Lv hv‡e 

avivevwnKfv‡e P‡j G‡m‡Q|   

 

 

 

Convert to Text: ‡Uwe‡ji eW©vi ¸‡jv‡K DwV‡q w`‡q ïay †jLv ¸‡jv‡K ivLvi Rb¨ 

ÒKbfvU© Uz †U·UÓ e¨envi Kiv nq| 
 

Table-1  

 

Course Name Professional Office Management 

Software Name Microsoft Office 

Application Name MS Word MS Excel MS  PowerPoint MS Access 

Duration 25 Hour 15 Hour 6 Hour 7 Hour 

Internet 4 Hour 

Review 3 Hour 

Table-2 

 

Student’s 
Name 

Diploma In ICT(4 Years) 

MS Office 
Graphic 
Design 

Auto CAD Web Design 
Hardware 

Maintenance 
3D Studio 

Max 

6 Semester 6 Semester 6 Semester 6 Semester 6 Semester 
6 

Semester 

Session 



 

 

Credit/Debit Memo 

 
Credit/Debit Memo place your logo here 

Your Company Name 

Address 

City, Street, Zip code 

Date: DD/MM/YYYY 

Memo Number 

    Credit     Debit 

 

Coming From: 

Name: 

Address: 

Phone: 

Going From: 

Name: 

Address: 

Phone Number: 

Invoice 

Number: 

Order 

Number: 

Sales 

person: 
 

Item No. Description Unit 

price 

Quantity Total 

     

     

     

     

     

     

     

     

Total Amount 

$-------------

- 
 

Approved By 

 

THANK YOU FOR YOUR BUSINESS!  



 

 

 

 

  



 

 

Social 
Media

Facebook

Youtube

Twiter

Google+

Whatsapp

Mail

Tense

Present Past Future

Chrysanthemum Desert Tulips Koala

This Funnel

this?

is
What

SmartArt Gi KvR n‡”Q, cÖKvi‡f`¸‡jv †kÖwbweb¨vm K‡i ‡jLv| 

 

 

 

 

 
  SmartArt 

Task 



 

 

 EXPERIENCE 
 
Software Engineer 
March 2016, Present 
World Soft BD 

The GUI interface provided functions to 
add, clone and remove profiles from the 
configuration file at runtime time. 
Software Engineer 
June 2015-February 2016 
World IT Foundation 
Played key role in designing error analysis 
architecture for high availability and 
supportability. 

 
EDUCATION 

Master of Computer Science 

May 2013-May 2015 
Bernad University Bernad Street, NYC 
High Scholl. 
March 2005-March 2009 
East High School madson, Wisconsin 

 
SKILLS AND ABILITIES 

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

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

 
PERSONAL SKILLS 

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

2. Able to work harmoniously with other 
members of the team. 

 

 

 

 

 

 

RUMEL HAQUE 
SOFTWARE ENGINEER 

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

CONTACT 
  

1546523 

 xyz@gmail.com 

 Mirpur, Dhaka 

INTEREST 

 



 

 

e¨ÄbeY© 

e¨ÄbeY© ‡jLvi wbqg 

 

e¨ÄbeY© ‡jLvi wbqg 

K j c r 
L Shift+j d Shift+r 
M o e h 

N Shift+o f Shift+h 

O q g m 

P y h w 

Q shift+y i v 

R u j Shift+v 

S Shift+u k Shift+m 

T Shift+i l Shift+n 

U t m n 

V Shift+t n i 

W e ÿ j+g+Shift+n 

X Shift+e o p 

Y Shift+b p Shift+p 

Z k q Shift+w 

_ Shift+k r \ 

` l t Shift+\ 

a Shift+l s Shift+q 

b b u Shift+7 

hy³vÿi 

GKwU e¨Äb e‡Y©i mv‡_ Ab¨ GKwU e¨ÄbeY© hy³ Ki‡Z n‡j ỳB e‡Y©i gv‡S nmšÍ( & ) w`‡Z 

n‡e|  

hy³vÿi MVb ‡jLvi wbqg hy³eY© 

µ K +   ª j + z eµ, Pµ, µwgK 

ÿ K + l j+g+Shift+n wkÿv, Aÿi 

¼ O + K q+g+j Kj¼, cvj¼ 

Á R + T u+g+shift+i Ávb, weÁvb, AÁvb 

Ä T + R shift+i+g+u BwÄwbqvi, MÄ 

Ã T + Q shift+i+g+shift+y evÃbv 



 

 

2. cÖksmv cÎ/mvwU©wd‡KU D‡Ëvjb cÖm‡½ GKLvbv Av‡e`b cÎ| 

ZvwiL: 02/04/2019 

eivei, 

gnvcwiPvjK, 

Kw¤úDUvi Iqvì©, XvKv| 

 

welq: cÖksmv cÎ/mvwU©wd‡KU D‡Ëvjb cÖm‡½| 

 

Rbve, 

mwebq wb‡e`b GB †h, Avwg Avcbvi cÖwZôv‡bi GKRb wbqwgZ cÖwkÿYv_x©| AvMvgx 20Ryb 

2019 Bs Zvwi‡L Avgvi we‡kl Kv‡Ri Rb¨ mvwU©wd‡KU `iKvi| ZvB mvwU©wd‡KU †P‡q 

Avcbvi wbKU AvKzj Av‡e`b KiwQ|  

AZGe webxZ wb‡e`b GB †h, Avgv‡K D³ wel‡qi Dci my-we‡ePbv K‡i mvwU©wd‡KU cÖ`vb 

Ki‡j Avcbvi wbKU wPiK…ZÁ _vKe| 

wb‡e`K,  

 

Aveyj evkvi 

Kw¤úDUvi Iqvì©, XvKv|   

 

  



 

 

Abykxjb-1 

gvB‡µvmd&U G‡·j cwiwPwZ (Introducing Microsoft Excel) 

 

Avgv‡`i ˆ`bw›`b Rxe‡b cÖ‡Z¨KwU gvby‡liB wbfz ©j wnmve Rvbv cÖ‡qvRb| †hgb : e¨emvwqK 

Avq I e¨q,wewfbœ †ÿ‡Î ev‡RU BZ¨vw` ˆZwi Kivi Rb¨ wnmve Rvbv cÖ‡qvRb| Ggb GKUv 

mgq wQj hLb me wnmveB KvMR Ges nv‡Z Ki‡Z nZ| †m †ÿ‡Î fzj nIqvi m¤¢vebvUvI 

A‡bK †ewk| wKš‘ cÖhyw³ gvbyl‡K mewKQzB mnR K‡i w`‡q‡Q| GLb Avi nv‡Z wKsev 

KvM‡R †Kvb wnmve Kivi cÖ‡qvRb nq bv| Microsoft Excel e¨envi K‡i GKB m‡½ 

†jLv Ges wnmve ỳ‡UvB Kiv hvq| G‡Z K‡i †hgb mgq mvkÖq nq, †mB m‡½ wnmv‡ei †ÿ‡Î 

wbfz©j djvdj cvIqv hvq| 

 

Avcwb hLb gvB‡µvmd&U IqvW© 2007 ïiæ Ki‡eb wZbwU Worksheet mn GKwU 

Workbook I‡cb n‡e| cÖ‡qvR‡b Worksheet evov‡bv wKsev Kgv‡bv hv‡e| Delete 

Kiv QvovI †Kvb Worksheet-†K Hide Ges Unhide Kiv hv‡e| G Qvov 

Worksheet-†K Kwc K‡i Ab¨ †Kvb Workbook-G †bIqv hv‡e| 

 

gvB‡µvmd&U G‡·j Kx? 

gvB‡µvmd&U G‡·j gvB‡µvmd&U K‡c©v‡ik‡bi ˆZwi †¯úªWwkU we‡kølYx †cÖvMÖvg| GB †cÖvMÖvg 

gvB‡µvmd &U Awdm my¨‡Ui m‡½B weZiY Kiv nq| gvB‡µvmd&U G‡·j e¨envi K‡i 

MvwYwZK, cwimsL¨vb, jwRKmn wewfbœ ai‡bi wnmve e¨envi Kiv hvq| Gi me©‡kl fvm©b 

nj G‡·j 2019, hv gvB‡µvmd&U Awdm 2019-Gi m‡½ evRv‡i G‡m‡Q| 

 

 

 

gvB‡µvmd&U G‡·‡ji dvBj‡K IqvK©eyK ejv nq| dvB‡ji †h As‡k KvR Kiv nq Zv‡K 

Kvh©‡ÿÎ (Worksheet) e‡j| KZ¸‡jv Worksheet wb‡q G‡KKwU Workbook ˆZwi   



 

 

Abykxjb-4 

Formula wb‡q KvR Kiv 

 

Formula 
Avgiv Rvwb †Kvb MvwYwZK K¨vjKz‡jk‡bi †ÿ‡Î dgy ©jv ev m~Î Rvbv Avek¨K| KviY †Kvb 

m~Î ev dg©yjv e¨ZxZ MvwYwZK K¨vjKz‡jkb Kiv m¤¢e bq| ZvB gvB‡µvmd&U G‡·‡j †Kvb 

MvwYwZK ev jwRK¨vj AvDUcyU cvIqvi Rb¨ wKQz dg©yjv cÖ‡qvM Ki‡Z nq| gvB‡µvmd&U 

G‡·‡j dgy©jv cÖ‡qvM K‡i †h ‡Kvb RwUj MvwYwZK mgvavb cvIqv m¤¢e| G ch©v‡q wKQz 

¸iæZ¡c~Y© dgy©jv wb‡q Av‡jvPbv Kiv nj| 

 

†hvM Kiv 

mvaviYZ ỳwU msL¨vi †hvMdj †ei Kivi Rb¨ cÖ_‡g =(Equal) wj‡L †hB ỳwU msL¨v ev 

Cell †hvM Kiv cÖ‡qvRb †mB `ywU Cell Address wj‡L gvSLv‡b + mvBb w`‡q Enter 

†cÖm Ki‡jB †hvMdj †ei n‡q hv‡e| †hgb : =(A1+B1),wKš‘ GKB m‡½ GKvwaK c` ev 

†mj †hvM Kivi †ÿ‡Î cÖ_‡g †hB Cell-G DËi †ei Kiv `iKvi †mB †m‡j Kvm©i ivLyb| 

Gevi Kx‡evW© †_‡K UvBc Kiæb =(Equal)| Gevi cÖ_g eÜbx w`‡q †hLvb †_‡K †hvM Kiv 

cÖ‡qvRb Zvi cÖ_g Cell Address wjLyb Ges Kx‡evW© †_‡K (:) mvBb w`‡q †k‡li Cell 

Address wj‡L eªv‡KU †K¬vR K‡i B›Uvi w`b| aiv hvK A1 †mj †_‡K F1 Cell ch©šÍ 

†hvMdj †ei Kiv `iKvi| †m †ÿ‡Î Kvw•ÿZ †mj †hgb : G1 Cell-G Kvm©i †i‡L UvBc 

Kiæb =sum(A1:F1)| Gevi Kx‡evW© †_‡K Enter †cÖm Kiæb| jÿ Kiæb Avcbvi 

Kvw•ÿZ †m‡j DËi P‡j G‡m‡Q| wb‡Pi wPÎwU †`Lyb| 

 

 

 

Gevi m¤ú~Y© cÖwµqvwU wb‡R wb‡R PP©v Kib| 

 

we‡qvM Kiv 

gvB‡µvmd&U G‡·‡j Lye mn‡RB †h ‡Kvb ivwk‡K AwZ Aí mg‡q we‡qvM Kiv hvq| G †ÿ‡Î 

†hv‡Mi gZ ỳB‡qi AwaK msL¨v wb‡q KvR Kiv hvq bv| †hgb: Dc‡ii wPÎwU jÿ Kiæb| 

GLv‡b A †_‡K ïiæ K‡i F ch©šÍ cÖ‡Z¨KwU Cell GKB m‡½ †hvM Kiv n‡q‡Q| wKš‘ 

  



 

 

Abykxjb-5 

Chart ev MÖvd wb‡q KvR Kiv 

PvU© ev MÖvd m¤ú‡K© we Í̄vwiZ Av‡jvPbvi Av‡M G m¤ú‡K© wKQz K_v ejv cÖ‡qvRb| ¯‹zj Rxe‡b 

exRMwY‡Zi wkÿ‡Ki Kv‡Q wbðqB MÖvd KvM‡R X-Aÿ Ges Y-A‡ÿ wewfbœ gvb A¼b Øviv 

MÖvd ˆZwi wk‡L‡Qb| wi‡cvU©, wnmve we‡kølY, „̀k¨gvb wKsev Zzjbvg~jK djvdj †`Lv‡bvi 

†ÿ‡Î Chart ev MÖvd GKwU ¸iæZ¡c~Y© welq| K_v nj wi‡cv‡U©i Z_¨‡K mnRfv‡e Dc ’̄vcb 

Kivi †ÿ‡Î MÖvd e¨envi Kiv n‡q _v‡K| MÖvd wewfbœ ai‡bi n‡Zcv‡i| gvB‡µvmd&U G‡·j 

e¨envi K‡i Lye mn‡RB B‡”QgZ MÖvd ˆZwi Kiv hvq|  

 

 

 

 

 

 

 

 

 

GLb GKwU e¨envwiK cÖwµqvi gva¨‡g PvU© ev MÖv‡di wewfbœ welq avivevwnKfv‡e Av‡jvPbv 

Kie| cÖ_‡g GKwU Chart ˆZwi Kiv hvK| 

Chart ˆZwi Kiv 

aiv hvK GKwU †Kv¤úvwbi K‡qK gv‡mi wnmve‡K PvU© ev MÖvd AvKv‡i cÖKvk Kie| 

1. Av‡Mi Kiv GKwU WvUv‡eR I‡cb Kiæb A_ev wb‡Pi gZ GKwU WvUv‡eR ˆZwi Kiæb| 

 

Abykxjb-6 



 

 

gvB‡µvmd&U G‡·‡ji ¸iæZ¡c~Y© e¨envwiK cÖ‡R±mg~n 

Salarysheet ˆZwi Kiv 

Av‡MB e‡jwQ, eZ©gvb hy‡Mi m‡½ wb‡R‡K gvwb‡q †bIqvi †ÿ‡Î Kw¤úDUv‡ii weKí †bB| 

†mB m‡½ gvB‡µvmd&U IqvW© Ges G‡·j Rvbv bv _vK‡j PvKwi wKsev e¨emvwqK †ÿ‡Î 

Ab¨‡`i Zzjbvq A‡bKUv wcwQ‡q _vK‡eb| Avgv‡`i ˆ`bw›`b Rxe‡b gvB‡µvmd&U IqvW© 

Ges G‡·j Rvbv cÖ‡Z¨KwU gvby‡liB cÖ‡qvRb| aiv hvK Avcwb GKwU cÖwZôv‡b PvKwi K‡ib 

Ges Avcbv‡K GKwU Salarysheet ˆZwi Kivi KvR †`Iqv nj| G ch©v‡q gvB‡µvmd&U 

G‡·j e¨envi K‡i GKwU Salarysheet ˆZwii cÖwµqv Av‡jvPbv Kie|  

 

 

 

aiv hvK Kw¤úDUvi Iqv‡ì© mvZRb Kg©KZ©v i‡q‡Qb| Zv‡`i wewfbœR‡bi †eZb Ges fvZv 

Avjv`v| cÖ‡Z¨‡Ki Basic †eZ‡bi Dci wfwË K‡i House Rent (HR), Medical 

Allowance (MA), Provident Fund (P.Fund), Insurance wba©viY Kiv nq| 

cÖ_‡g wb‡Pi gZ GKwU Sheet ˆZwi Kiæb| 

 

 

 

Leave wbY©q 

Gevi cÖ_‡g Leave †ei Kiæb| cÖ‡Z¨‡Ki Late-Gi Dci wfwË K‡i Leave †ei Kiv 

n‡e| aiv hvK cÖ‡Z¨K 3 w`‡b GKw`b Leave aiv n‡e| †m †ÿ‡Î 3 w`‡b GKw`b, 6  

 

jÿ Kiæb evwK Cell ¸‡jv‡Z we ỳ¨r wej wbY©q n‡q hv‡e| 



 

 

Cash Memo: wKfv‡e ‡µZv ev †fv³vi Kv‡Q cY¨ wewµ Kivi ci 

wnmve eywS‡q w`‡eb| wb‡¤œ Zz‡j aiv nj: 
 

 

 

 

 

 

 

 

 

 

Total Price: E3 ‡m‡j UvBc Kiæb=C3*D3 

Total Discount: G3 ‡m‡j UvBc Kiæb=E3*F3 

Net Price: H3 ‡m‡j UvBc Kiæb=E3-G3 

Stock Maintain: wKfv‡e GKUv †MvWvD‡bi wnmve ivL‡eb| Zv 

wb‡¤œ Zz‡j aiv nj: 

  

 

 

 

 

 

 
  



 

 

wb‡¤œi QKwU e¨envi K‡i Avq-e¨q wnmve wbY©q Kiæbt 

 A 
B C 

D 

1 

Computer World 
Mirpur, Dhaka-1216 

“Income Statement” 

2 Revenue Title Taka Expenses Title Taka 

3 Service Revenue 600000 Rent Expenses 50000 

4 Sales of profit 150000 Salary Expenses 40000 

5 Purchase Discount 200000 Utility Expenses 200000 

6     

7 Total Taka  Total Taka  

8 Net Income    

Revenue Total Taka B7 †m‡j wK¬K K‡i dg~©jvwU UvBc Kiæb =SUM(B3:B5) 

Expenses Total Taka D7 †m‡j wK¬K K‡i dg~©jvwU UvBc Kiæb =SUM(D3:D5) 

Net Income B8 †m‡j wK¬K K‡i dg~©jvwU UvBc Kiæb =B7-D7 

wb‡¤œi QKwU e¨envi K‡i Ifvi UvBgmn †eZb I gRywi wbY©q Kiæbt 

 
 

 

 

 

 

 

 

 

 

 

 

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

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

(T.A)-Travel Allowance =D3*17%     (O.T)-Over Time 

(O.T.S)-Over Time Salary =D3/240*H3  

(G.P)-Gross Pay =D3+E3+F3+G3+I3 

(Insu.)-Insurance =D3*9%     

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

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



 

 

 

Pivot Table 
Avgiv A‡bK mgq wPšÍv Kwi, wKfv‡e WvUv‡eR †_‡K Drcbœ GKwU MwZkxj I mswÿß 

cÖwZ‡e`b/wi‡c©vU ‰Zwi Kiv hvq? Pivot Table Gi gva¨‡g GB wPšÍv `yi Kiv m¤¢e| cybivq 

GK ev GKvwaK WvUvi fvÛvi †_‡K my-wbw`©ó †Kvb WvUv‡K Avjv`v K‡i †Uwej ˆZwi Ki‡ZI 

Pivot Table Gi †Kvb Zzjbv †bB| Pivot Table e¨envi Ki‡Z n‡j cÖ_‡g GKwU 

WvUv‡eR ‰Zwi Ki‡Z n‡e, Avi GB WvUv‡eR Gi Dci wbf©i K‡i Pivot Table Gi 

gva¨‡g GKwU m¤ú~Y© †Uwej ‰Zwi Ki‡Z cvwi| PvB‡j cÖ‡qvRb Abyhvqx †mLvb †_‡K my-wbw`©ó 

†Kvb WvUv‡K Avjv`vfv‡e †Uwe‡j mvwR‡q ivL‡Z cvwi|  

 

Dc‡iv³ Qwe‡Z Avgiv wKQz WvUv‡eR †`L‡Z cvw”Q, GLb GB WvUv‡eR †_‡K Avgiv Pivot 

Table Gi gva¨‡g wewfbœ ai‡bi †Uwej ˆZwi Ki‡Z wkL‡ev| GQvovI GKB WvUv‡eR †_‡K 

wKfv‡e Ab¨vb¨ Salesman Gi bvg ¸‡jv Avjv`vfv‡e †Uwe‡j Lye mn‡RB mvRv‡bv hvq GB 

KvRI Avgiv wkL‡ev| 

Pivot Table ‰Zwi Kivi Rb¨ †h WvUv‡eRwU ˆZwi Kiv n‡q‡Q †mB WvUv‡eRwU bvgmn 

m¤ú~Y© wm‡j± Kiæb|  



 

cvIqvic‡q›U cwiwPwZ 

gvB‡µvmd&U cvIqvic‡q›U e¨vcKfv‡e Kw¤úDUvi ø̄vBW †kv, 35 mm dig¨vUmn wewfbœ 

dig¨v‡Ui †ckv`vwi gv‡bi Dc ’̄vcbv ˆZwii Rb¨ e¨envi nq| cÖ‡qvR‡b A‡bK mgq 

Speaker’s Notes, Audience Hand-outs BZ¨vw` e¨envi Kiv n‡q _v‡K| 

Speaker Note nj †cÖ‡R‡›Uk‡bi cÖ‡Z¨KwU ¯øvBW m¤ú‡K© we¯ÍvwiZ welq¸‡jv 

Presenter-Gi Kv‡Q ivLv Ges †cÖ‡R‡›Ukb PjvKv‡j Zv †_‡K eY©bv Kiv| Ab¨w`‡K 

Audience Hand-outs nj †cÖ‡R‡›Uk‡bi Av‡M Audience-†`i †cÖ‡R‡›Ukb m¤ú‡K© 

cÖv_wgK aviYv ˆZwii Rb¨ †h †bvU †`Iqv nq ZvB| 

 

cvIqvic‡q›U ïiæ Kiv (Starting Microsoft PowerPoint) 
wbwðZ n‡q wbb gvB‡µvmd&U PowerPoint mwVKfv‡e Bb÷j Kiv Av‡Q wK bv| 

mwVKfv‡e PowerPoint Bb÷j Kiv _vK‡j wb‡Pi avc¸‡jv AbymiY K‡i gvB‡µvmd&U 

PowerPoint ïiæ Kiæb| 

 

1. Start Button-G wK¬K K‡i All Programs-G wK¬K Kiæb| 

2. Gevi Sub-menu †_‡K Microsoft Office Ges Microsoft Office 

PowerPoint 2007-G wK¬K Kiæb| 

 

wUcm 

GQvov AviI `ªæZ I‡cb Kivi Rb¨ Desktop-G PowerPoint-Gi AvBKb hy³ K‡i ivLv 

hvq| cieZ©x‡Z ïay AvBK‡b Wvej wK¬K Ki‡jB PowerPoint Pvjy n‡e| Dc‡ii 

avc¸‡jvi me©‡kl avcwU‡Z G‡m Right Click>Send to>Desktop (Create 

Shortcut) KgvÛ w`b|  

 



 

 

†hb Audience-†`i †jLv co‡Z †Kvb mgm¨v bv nq| Theme cwieZ©b Kivi Av‡M 

Aek¨B Zv welqe ‘̄i m‡½ wgj †i‡L Kiv DwPZ| 

1. Gevi Ctrl+S †cÖm K‡i Presentation-wU cybivq Save Kiæb| 

GKBfv‡e evwK Slide ¸‡jv wb‡R ˆZwi Kiæb| 

 

Duplicate Slide ˆZwi Kiv 

†cÖ‡R‡›Ukb ˆZwi Kivi †ÿ‡Î KLbI GKB ai‡bi GKvwaK ø̄vBW ˆZwi Kivi cÖ‡qvRb n‡Z 

cv‡i| Lye mn‡RB Duplicate Slide Command e¨envi K‡i Duplicate Slide 

ˆZwi Kiv hvq| †hgb : 

1. Presentation-wUi Thumbnail As‡k Right Click K‡i Duplicate Slides-G 

wK¬K Kiæb| 

 

 
 

2. jÿ Kiæb ûeû bZzb GKwU Slide ˆZwi n‡q‡Q| Gevi cÖ‡qvRbxq Z_¨ Edit Kiæb| 

 

. 

 

 

 

 

 

 

 

Guids, Gridlines and Rulers e¨envi 

hLb GKwU Slide ˆZwi Kiv nq ZLb Placeholder ¸‡jv Default Positions-G 

_v‡K| wKš‘ wKQz mgq Placeholder, Picture BZ¨vw` gyf Kivi cÖ‡qvRb n‡Z cv‡i| †m 

†ÿ‡Î Layout wKsev gvc wVK †i‡L Slide Design Kivi †ÿ‡Î Rulers Ges Guides 

e¨envi Kiv n‡q _v‡K| 



 

 

Data 
GKwU Table-Gi Row Ges Column-G †hme Z_¨ Input Kiv nq Zv-B WvUv| 

 

Field 
†Uwe‡ji Dcv`b¸‡jv‡K Field ejv nq| †hgb : First Name, Last Name, 

Address, Phone Number BZ¨vw`| 

 

Table 
A¨v‡·‡m g~jZ †Uwej wb‡q KvR Kiv nq| A¨v‡·‡mi wewfbœ Data GB Table-G msiwÿZ 

_v‡K| Gme Table-†K GK‡Î WvUv‡eR ejv nq| 

 

Form 
Table-G Lye mn‡R WvUv BbcyU Kivi Rb¨ Form e¨envi Kiv nq| Access-G wb‡Ri 

B‡”QgZ Form ˆZwi Kiv hvq| 

 

Query 
Table-G msiwÿZ WvUv¸‡jv‡K wfD, wdëvi, MYbv, kU© Ges hvPvB A_©vr AmsL¨ WvUv 

†_‡K cÖ‡qvRb Abyhvqx WvUv‡K L uy‡R †ei Ki‡Z Query Kiv nq| 

 

Report 
Table ev Query †_‡K wcÖ›U Kivi Rb¨ wb‡Ri Pvwn`v †gvZv‡eK wi‡cvU© ˆZwi Kiv hvq| 

 

Macro 
†hme KvR evievi Kivi cÖ‡qvRb n‡q _v‡K †m KvR¸‡jv Macro-i gva¨‡g Record K‡i 

ivLv nq| cieZx©‡Z ïay GKwU Kgv‡Ûi gva¨‡g KvR¸‡jv Kiv hvq| 

 

Modules 
Visual Basic w`‡q †cÖvMÖvg ˆZwi Kivi Rb¨ Module e¨envi Kiv nq| 

 

Tabel ˆZwi Kiv: 

1. Getting Started As‡ki Blank Database wm‡j± K‡i Wvb As‡ki File Name 

As‡k wjLyb Computer World| Gevi Create evU‡b wK¬K Kiæb| 



 

 

myBP‡evW© ˆZwi Kiv 

Table, From, Report-†K GKwU Form-G Command evU‡bi mvnv‡h¨ ms‡hvM ¯’vcb 

Kiv‡KB myBP‡evW© ejv nq| †hgb c~‡e©i ˆZwi Kiv Table, Form I Report w`‡q GKwU 

myBP‡evW© ˆZwi Kie| cÖ‡qvR‡b GKvwaK Table, Form I Report wi‡cvU© w`‡q myBP‡evW© 

‰Zwi Kiv †h‡Z cv‡i| 

1. ˆZwiK…Z WvUv‡eRwU I‡cb Kiæb| 

2. Create Tab †_‡K Form Design evU‡b wK¬K Kiæb| 

 

 
3. From1 bv‡g GKwU Form Avm‡e| 

 
Abykxjb-3 



 

 

PvKzwi †LuvRvi mnR Dcvq 

AbjvB‡b PvKzwi †LuvRvi mnR Dcvq 

 miKvwi ev †emiKvwi †h †Kvb PvKzwi 

Avgv‡`i PvKywi cÖv_©x eÜziv hLb †Zvgiv  AbjvBb wfwËK miKvwi ev †emiKvwi PvKzwii 

Application ev `iLv¯Í Ki‡Z PvI ZLbB ‡Zvgiv †Kvb bv †Kvb Kw¤úDUv‡ii †`vKvb ev 

eÜz-evÜ‡ei `vi ’̄ nI, †hLv‡b A_© `Ûxi mg~n m¤¢ebv i‡q‡Q| ZvB G‡mv Avgviv GB 

hy‡Mvc‡hvMx PvKzwii Av‡e`‡bi cÖwµqvwU Aby¯^iY Kwi| G‡mv Avgiv wbf©~jfv‡e Av‡e`b Kwi 

Ges A_© `wÛ †_‡K gyw³ cvB| PvKzwi cÖv_©x eÜz‡`i Rb¨ GUvB Avgv‡`i Kvgbv| 

AbjvB‡b PvKzwi †LuvRvi wjsK mg~n: 

Avcwb wK PvKwi LyuR‡Qb? DËi hw` nu¨v nq, Pjyb wb‡Pi wjsK ¸‡jv eªvDR KwiÑ 

1. www.bdjobs.com 

2. www.chakri.com 

3. www.hotjobs.com 

4. www.jobweb.com 

5. www.monster.com 

6. www.job-hunt.org 

7. www.jobbankusa.com 

8. www.nationjob.com 

9. www.jobware.org 

10. www.ajb.org 

11. www.directjobs.com 

12. www.job.org 

13. www.usajobs-opm.gov 

14. www.jobsmart.com 

15. www.overseasjobs.com 

16. www.jobcenter.com 

17. www.statejobs.com 

18. www.overseasdigest.com 

19. www.jobsinjapan.com 

20. www.japanijobsguide.com 

21. www.japan-jobs.com 

22. www.jobitaly.it 

23. www.jobline.it 

24. www.bestjob.it 

25. www.minlavoro.it 

26. www.jobsearch.gov.au 

27. www.jobnet.com.au 

28. www.mycareer.com.au 

29. www.canadajobs.com 

30. www.plusjobs.ca 

31. www.jobs.gc.ca 

32. www.actijob.com 

33. www.canjobs.com 

34. www.jobs.ac.uk 

35. www.topjobs.co.uk 

36. www.jobs.guardian.co.uk 

37. www.ukjobsguide.co.uk 

38. www.bbc.co.uk/jobs 

39. www.gojobsite.co.uk 

40. www.jobline.se 

41. www.jobs-society.se 

42. www.americaninsweden.com 
43. www.careers.org 

44. www.jobs-in-europe.net 

45. www.adminet.com 

46. www.singaporejobsonline.com 

47. www.jobs.comsg 
48. www.jobstreet.com.sg 

49. www.jobcyclone.com 
50. www.jylice.co.kr 
51. www.korjob.com 
52. www.southkoreajobs.com 
53. www.bestkoreajobs.com 
54. www.saudijobs.com 

55. www.jobvertise.com 
56. www.saudirec.com 
57. www.ijive.com 

 

http://www.bdjobs.com/
http://www.chakri.com/
http://www.hotjobs.com/
http://www.jobweb.com/
http://www.monster.com/
http://www.job-hunt.org/
http://www.jobbankusa.com/
http://www.nationjob.com/
http://www.jobware.org/
http://www.ajb.org/
http://www.directjobs.com/
http://www.job.org/
http://www.usajobs-opm.gov/
http://www.jobsmart.com/
http://www.overseasjobs.com/
http://www.jobcenter.com/
http://www.statejobs.com/
http://www.overseasdigest.com/
http://www.jobsinjapan.com/
http://www.japanijobsguide.com/
http://www.japan-jobs.com/
http://www.jobitaly.it/
http://www.jobline.it/
http://www.bestjob.it/
http://www.minlavoro.it/
http://www.jobsearch.gov.au/
http://www.jobnet.com.au/
http://www.mycareer.com.au/
http://www.canadajobs.com/
http://www.plusjobs.ca/
http://www.jobs.gc.ca/
http://www.actijob.com/
http://www.canjobs.com/
http://www.jobs.ac.uk/
http://www.topjobs.co.uk/
http://www.jobs.guardian.co.uk/
http://www.ukjobsguide.co.uk/
http://www.bbc.co.uk/jobs
http://www.gojobsite.co.uk/
http://www.jobline.se/
http://www.jobs-society.se/
http://www.americaninsweden.com/
http://www.careers.org/
http://www.jobs-in-europe.net/
http://www.adminet.com/
http://www.singaporejobsonline.com/
http://www.jobs.comsg/
http://www.jobstreet.com.sg/
http://www.jobcyclone.com/
http://www.jylice.co.kr/
http://www.korjob.com/
http://www.southkoreajobs.com/
http://www.bestkoreajobs.com/
http://www.saudijobs.com/
http://www.jobvertise.com/
http://www.saudirec.com/
http://www.ijive.com/

