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MICROSOFT EXCEL 
EXCEL Kx ? 

wek¦weL¨vZ gvB‡µvmdU K‡cv©‡ikb KZ…K ˆZixK…Z Awdm A¨vwcø‡Kkb †cÖvMÖvg| Excel k‡ãi AwfavwbK A_© n‡jv †kªôZi 
nIqv| G †cÖvMÖv‡gi mvnv‡h¨ RwUj MvwYwZK MYbv, Z_¨ e¨e ’̄vcbv Ges Z_¨‡K AvKl©bxq K‡i Dc¯’vcbvq wbLyuZ fv‡e PvU© ev 
MÖvd ˆZix BZ¨v`x QvovI A‡bK RwUj KvR‡K AwZ mn‡R mgvavY Kiv hvq| †m Kvi‡Y GwU Ab¨vb¨ †cÖvMÖvg †_‡K †kªôZi|  
G‡·‡ji  mywekvj c„ôvwU Kjvg I mvwi wfwËK †m‡j wef³ nIqvq G‡Z wewfbœ Z_¨ mwbœ‡ewkZ K‡i Z_¨ we‡kølY Kiv hvq e‡j 
G‡K †¯úªWkxU A¨vbvjvBwmm †cÖvMÖvgI ejv nq| 
IqvK© kxU (Worksheet: 
Excel Gi †h mywekvj As‡k KvR Kiv nq Zv‡K IqvK©kxU (Worksheet) ejv nq| GKwU LvZvq †hgb wewfbœ 
c„ôvq wewfbœ KvR Kiv ev wjLv hvq †Zgwb wfbœ wfbœ IqvK©kxU Ly‡j Zv‡Z KvR Kiv hvq|  
Iqv©KeyK (Workbook): 
K‡qKwU Iqv©Kkx‡Ui mgš‡̂q GKwU IqvK©eyK ‰Zix nq| G IqvK©eyK‡K †¯úWkxU dvBj ejv nq| Ges GKwU 
dvBj wn‡m‡e msiÿY Kiv hvq|  
†mj (Cell): 
G‡·‡ji Iqv©KkxU n‡”Q mvwi I Kjvg wfwËK | GLv‡b mvwi ( Row) Ges Kjv‡gi mgš‡̂q †mj MwVZ nq| 
cÖ_‡g Kjvg Zvici mvwii ( Row)  bvg cvkvcvwk wj‡L †m‡ji bvgKiY Kiv nq| †hgb: A1,B2,C3 
BZ¨vw`| Microsoft Excel G KvR ïiæ Kivi c~‡e© Aem¨q Aem¨q †KvbUv †Kvb †mj Gi bvg Zv Rvb‡Z n‡e| 
 

wb‡gœ ewb©Z m~Î  cÖ‡qvM K‡i Microsoft Excel G MvwYwZK djvdj †ei Ki‡Z nq| 
Total (†hvM ) †ei KiY: 

=Sum(A1:D1) 
(we‡qvM) †ei KiY: 

=(A1-D7) 
(¸Y) †ei KiY: 
=(B1*B2) 

(fvM) †ei KiY: 
=(C1/C2) 

cv‡m©›U †ei nIqvi wbqg: 
=(C1.C2) 

Maximum (me‡P‡q 
eo gvb) †ei KiY: 
=Max(C2:H2) 

Minimum (me‡P‡q 
‡QvU gvb) †ei KiY: 
=Min (C2:H2) 

Average (Mo) †ei 
KiY: 

Average(C2:H2) 

b¤^i Gi Dci wfwË K‡i gšÍe¨ KiY: 
=IF(A1>=33, "Pass","Fail") 

 
Excel G GK Unit †_‡K Ab¨ Unit G KbfvU© KiY 

Weight & Mass From_Unit_To_Unit Weight & Mass From_Unit_To_Unit 

Gram "g" Hour "hr" 

Pound "lbm" Minute "mn" 

Meter "m" Second "sec" 

Inch "in" Watt "w" 

Foot "ft" Horsepower "h" 

Yard "yd" Degree Celcius "c" 

Year "yr" Degree Fahrenheit "f" 

Day "day" Liter "l" or "lt" 
 
Dc‡ii m~Î  ¸jv fvjfv‡e jÿ K‡i‡Qb †Zv ? GBevi Avgiv CONVERT Kivi Rb¨ cÖ‡qvRbxq m~Î wU †`‡L wb‡ev| 
=CONVERT(number, from_unit_to_unit) 
A_©vr cÖ_‡g =CONVERT(wjL‡Z n‡e Zvici number A_©vr †h msL¨v‡K KbfvU© Ki‡Z PvB †mB msL¨v, Zvici GB 
msL¨vwU †Kvb GK‡K †`qv Av‡Q †mwU, Zvici †Kvb GK‡K cwieZ©b Ki‡Z PvB †mwU wjL‡Z n‡e, me©‡k‡l cÖ_g eÜbx †kl 
Kiæb, Avi Enter Press Kiæb, e¨vm n‡q †M‡jv KbfvU©| D`vniY miƒc= 
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Avgiv 2000 MÖvg= Kq cvDÛ nq Zv Rvb‡Z Pvw”Q, GRb¨ Avgiv m~Î  wn‡m‡e wjL‡ev =CONVERT(2000,"g","lbm") GUv wjLv 
n‡q †M‡j B›Uvi Pvc w`‡ev, Zvn‡jB †iRvë †`L‡Z cv‡eb, 2000 MÖv‡g = 4.409 cvDÛ cÖvq| 
 

Gevi 1 Meter = KZ dzU nq Zv Avgiv †ei Ki‡ev, †hgb m~Î  wjwL =CONVERT(1,"m","ft") GUv wjLv n‡q †M‡j B›Uvi Pvc 
w`‡ev, Zvn‡jB †iRvë †`L‡Z cv‡eb, 1 Meter = 3.28084 dzU| 
 

Gevi 1 Feet = KZ Inches nq Zv Avgiv †ei Ki‡ev, †hgb m~Î  wjwL =CONVERT(1,"ft","in") GUv wjLv n‡q †M‡j B›Uvi Pvc 
w`‡ev, Zvn‡jB †iRvë †`L‡Z cv‡eb, 1 Feet = 12 inches| 
 

Gevi 3 w`b = KZ N›Uv nq Zv Avgiv †ei Ki‡ev, †hgb m~Î  wjwL =CONVERT(3,"day","hr") GUv wjLv n‡q †M‡j B›Uvi Pvc 
w`‡ev, Zvn‡jB †iRvë †`L‡Z cv‡eb, 3 w`b = 72 N›Uv nq | 
 

wKfv‡e 2 wU †mj Gi wjLv‡K GK‡Î  1 †mj G Ki‡eb| 
First Name Last Name Full Name 
Asikur  Rahman =A3&" "&B3 

 

Dc‡ii NiwU jÿ Kiæb, Avgiv GB First Name Ges Last Name †K †Rvov jvwM‡q GK‡Î Full Name ‰Zix Ki‡ev| GRb¨ mwVK ’̄v‡b 
wK¬K K‡i mgvb= wPý w`b| Zvici †hnZz Avgiv First Name ivL‡Z PvB ZvB Asikur wjLvi Dci wK¬K Kiæb. Zvici & wPý w`b, Zvici 
Inverted Comma w`e I Zvi wfZ‡i GKwU blank space w`e| Avev‡iv & wPý w`e, Ges Rahman wjLvi Dci wK¬K Ki‡ev| †hgb 
=A3&" "&B3 Gevi B›Uvi Pvcyb, †`Lyb First Name Ges Last Name †K †Rvov jvwM‡q GK‡Î Full Name ‡`Lv‡Q|  
GLb aiv hvK Avgiv Full Name Kjv‡gi me myay bvg ¸jv Kwc Ki‡Z PvB Ab¨ Kv‡Ri Rb¨, Zvn‡j mvavib fv‡e Full Name KjvgwU 
wm‡j± K‡i Kwc K‡i ‡c÷ Ki‡j Avgiv m¤úyb© bvg bv †c‡q myay  dvKv Ni cv‡ev, Avgiv hw` myay Full Name Kjv‡gi wjLv ¸jvB Kwc 
Ki‡Z PvB Zvn‡j Full Name KjvgwU wm‡j± Kwi, Zvici Kwc (Ctrl+ c) Pvwc, Ges ‡c÷ Kivi Rb¨ Home Ack‡bi Paste evU‡bi 
wb‡Pi G¨v‡iv‡Z wK¬K K‡i Paste Special hvevi ci Values wUK †`evi ci OK  Pvc w`B| Zvn‡jB Avgiv †`L‡Z cv‡ev †h dvKv Ni bv 
G‡m m¤úyb© wjLv Kwc n‡q †M‡Q| 

Result Sheet ‰Zix KiY: 

Roll 
Subject  BANGLA ENGLISH MATH 

Total 
Total 
GPA 

Total 
Grade 

Merit 
 List Name  Marks Grade Point Marks Grade Point Marks Grade Point 

1 Asad 75   82   99       
2 Bokul  65     65     65     

 
      

3 Wahab  85     85     85     
 

      
4 Kawsar 72     62     62     

 
      

5 Enamul 55     55     55            
6 Mahfuj 45     45     45     

 
      

7 Asad 69     69     69     
 

      
8 Bokul  35     35     85     

 
      

9 Wahab  45     45     45            
10 Kawsar 86     86     86     

 
      

GLv‡b BANGLA, ENGLISH, MATH Gi gZ Av‡iv 3 Uv mve‡R± †ewk ‡hvM Ki‡Z n‡e, †gvU 6 Uv mve‡R± †hvM Ki‡Z n‡e| 
†hgb Av‡iv 3 Uv mve‡R± n‡jv (SCIENCE, BA O BI, ISLAM) Gi ci wb‡Pi m~Î ¸wj UvBc Kwi| 

b¤^i wfwËK Grade †ei Kivi Formulat (GwK m~Î  Kwc ‡c÷ Ki‡ev) 
=IF(C3>=80,"A+",IF(C3>=70,"A",IF(C3>=60,"A-",IF(C3>=50,"B",IF(C3>=40,"C",IF(C3>=33,"D","F")))))) 

b¤^i wfwËK GPA (Point) †ei Kivi Formulat (GwK m~Î Kwc ‡c÷ Ki‡ev) 
=IF(C3>=80,"5",IF(C3>=70,"4",IF(C3>=60,"3.5",IF(C3>=50,"3",IF(C3>=40,"2",IF(C3>=33,"1","0")))))) 

Total †ei Kivi Formulat 
=C3+F3+I3+L3+O3+R3 

Total GPA (Point) †ei Kivi Formulat 
=(E3+H3+K3+N3+Q3+T3)/6 

(Point wfwËK) Total Grade †ei Kivi Formulat 
=IF(V3>=5,"A+",IF(V3>=4,"A",IF(V3>=3.5,"A-",IF(V3>=3,"B",IF(V3>=2,"C",IF(V3>=1,"D","F")))))) 

1g cÎ + 2q cÎ wfwËK Grade †ei Kivi Formulat 
=IF(C3+D3>=160,"A+",IF(C3+D3>=140,"A",IF(C3+D3>=120,"A-",IF(C3+D3>=100,"B",IF(C3+D3>=80,"C",IF(C3+D3>=66,"D","F")))))) 
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1g cÎ + 2q cÎ wfwËK Point †ei Kivi Formulat 
=IF(C3+D3>=160,"5",IF(C3+D3>=140,"4",IF(C3+D3>=120,"3.5",IF(C3+D3>=100,"3",IF(C3+D3>=80,"2",IF(C3+D3>=66,"1","0")))))) 

†gav¯’vb †ei Kivi Formulat 
=RANK(U3,U3:U12) m~Î wU †jLvi cicwi 2q Ges 3q †m‡ji ỳB cv‡k 2wU Wjvi $ wPý w`‡Z n‡e| h_v =RANK(U3,$U$3:$U$12) 

GKR‡bi †iRvë †ei Kivi †ÿ‡Î 

Subject Marks Grade Point Total 
GPA 

Bangla 85   

 

English 58   
Math 40   
Phys 39   
Champ 80   
Biology 63   
Islam 54   
Computer 65   
Agree 33   
Elect 75   

Grade †ei Kivi Formulat 
=IF(B2>=80,"A+",IF(B2>=70,"A",IF(B2>=60,"A-",IF(B2>=50,"B",IF(B2>=40,"C",IF(B2>=33,"D","F")))))) 

Point †ei Kivi Formulat 
=IF(B2>=80,"5",IF(B2>=70,"4",IF(B2>=60,"3.5",IF(B2>=50,"3",IF(B2>=40,"2",IF(B2>=33,"1","0")))))) 

Total Grade †ei Kivi Formulat 
=((D2+D3+D4+D5+D6+D7+D8+D9+D10+D11)-2)/9 

GLv‡b me mve‡R†±i c‡q›U¸jv GKmv‡_ ‡hvM K‡iwQ GLv‡b -2 n‡jv †UvUvj c‡q›U ¸jv ‡_‡K ‡dvi mve‡R± Gi Rb¨ 2 we‡qvM 
K‡iwQ| Gici †UvUvj c‡q›U †_‡K hZUv mve‡R± wQj ( ‡dvi mve‡R± ev‡`) ZZ `¦viv fvM K‡iwQ 

 

gvbe›Ub 
80-100 A+ 5.00 
70-79 A 4.00 
60-69 A- 3.50 
50-59 B 3.00 
40-49 C 2.00 
33-39 D 1.00 
00-32 F 0.00 

 

Salary Sheet ‰Zix KiY: 
 

House Rent Basic Gi 50% Ki‡Z n‡e| 
Medical Allowance 500 Ki‡Z n‡e| 

Travel Allowance  wUwdb fvZv 100 UvKv 
Daily Allowance  hvZvqvZ fvZv 100 UvKv 

Provident Fund Basic Gi 10% KZ©b Ki‡Z n‡e| 

Emp 
code Name Designation Basic House Rent Medical T.A D.A P.F 

Total 
Amount 

101 Mahfuz MD 7800 =D2*50% 500 100 100 =D2*10%  
102 Asad Manager 6800       
103 Bokul Asst. Mngr 5800       
104 Wahab Sr. Exe. Officer 4400       
105 Kawsar Jr Officer 3800       
106 Enamul Pion 3000       
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Provident Fund Basic Gi 10% KZ©b Ki‡Z n‡e| =D2*10% 

Total Amount Gi m~Î: 
=Sum(D2:H2,-I2) Enter Pvcyb 

we ỳ¨r wej Electric Bill ‰Zix KiY: 
1 †_‡K 300 BDwbU ch©šÍ cÖwZ BDwbU 2.50 UvKv wn‡m‡e LiP n‡e| 

301†_‡K 500 BDwbU ch©šÍ cÖwZ BDwbU 3.50 UvKv wn‡m‡e LiP n‡e| 
501†_‡K 700 BDwbU ch©šÍ cÖwZ BDwbU 4.50 UvKv wn‡m‡e LiP n‡e| 

Gi Dc‡i n‡j cÖwZ BDwbU 5.50 UvKv wn‡me LiP n‡e| 
METER NO NAME UNIT AMOUNT 

101 MASUD 120  
102 MAMUN 100  
103 BOKUL 210  
104 ASAD 350  

 

Amount Gi wb‡P Kvm©i ivLv 
Formula UvBc Kiv 

=IF(C2<=300,C2*2.50, IF(C2<=500,C2*3.50, IF(C2<=700,C2*4.50,C2*5.50))) 
 

Sales Report ‰Zix KiY 

Item Quantity Price Total Price Discount Total 
Discount 

Net Price 

Monitor 12 7500  10%   
Hard disk 15 3500  10%   
Pen Drive 120 700  5%   

Mouse 25 250  5%   
Printer 45 12000  15%   

 
Total Price Gi N‡i Kvmv©i ivLv dig~jv UvBc Kiv †hgb: =(B2*C2) 

     Total Discount Gi N‡i Kvmv©i ivLv dig~jv UvBc Kiv †hgb: =(D2*E2) 
                   Net Price Gi N‡i Kvmv©i ivLv dig~jv UvBc Kiv †hgb: =(D2-F2) 
 
Monthly Payment(PMT Function) 
Suppose,you take loan of 100,000 TK for 7% interest and 5 years how much money 
will you have to pay every month? 
Interest Rate 7% 
Year 5 
Loan 1000,000 
Monthly Payment  
 

Put the cell pointer at B4 cell: 
Formula Type 
=PMT (B1/12,B2*12,-B3)Enter. 
 



w` ivBU wK¬K -- Kw¤úDUvi I  eûfvlx kU©n¨vÛ cÖwk¶Y 

 
 Suppose,you deposit 100 TK every month in Bank the Bank gives you 8% Interest.
After 5 years how much amount the Bank will pay?
 

Interest rate  
Year 
Monthly Payment Amount 
Total Bank Amount 

Put the cell pointer at B4 cell 
Formula  Type 
=FV(B1/12,B2*12,B3) Enter. 

 
Subtotal Gi KvR: g‡b Kiæb, Avcwb GKwU 
GKwU Spreadsheet G Av‡Q| GLb Avcbv
Ki‡Z| Avcwb wK Ki‡eb, GB wi‡cvU© †_‡Z GKUv GKUv K
GwU A‡bK mgq m‡cÿ e¨cvi| GB ai‡bi wi
GLb Avgiv †h D`vniYwU †`L‡ev †mwU nj Avcbvi Kv
Av‡Q, GLb Avgiv GB Salary Sheet †_‡
Salary eve` KZ UvKv LiP nq, †Kvb 
Salary withdraw K‡i BZ¨vw`| GRb¨ Avgvi 
Ki‡ev| Dc‡ii kx‡U †`Lyb wewfbœ e¨w³i bvg, c`ex 
Av‡Q| wKš‘ fvjfv‡e mvRv‡bv †bB| Avi Subtotal 
wfwË‡Z Subtotal  Ki‡ev †mB wdìUv Short 
cÖ_‡gB Avgiv m¤úyb© Kjvg wm‡j± Kwi| Zvici 
wK¬K K‡i Expand the selection G wUK w`
Sorting Ki‡j GwK Designation Gi e¨w³iv 
Ki‡e| Gevi Subtotal ‡ei Kivi Rb¨ m¤úyY© 
Data Menu ‡_‡K Subtotal wK¬K Kwi, G
Wvb cv‡ki Qwei gZ| me©‡kl Ok Kwi, GLb Avgiv 
†`Lv‡”Q Ges cÖwZ Designation Gi †jvK
†`Lv‡”Q, Avevi me©‡kl H †Kv¤úvbxi †gvU †
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 FV Function (Total Payment). 
Suppose,you deposit 100 TK every month in Bank the Bank gives you 8% Interest.
After 5 years how much amount the Bank will pay? 

8% 
5 
100 
 

 

 
Subtotal †ei Kivi wbqg 

 
 
 
 
 
 
 
 
 
 
 
 

b Kiæb, Avcwb GKwU †Kv¤úvbx‡Z PvKwi K‡ib, GLb Avcbvi Kv‡Q cÖwZ 
Q| GLb Avcbv‡K nqZ ejv nj, †h †Kvb †Rjvq KZ UvKv Sales 

Z GKUv GKUv K‡i WvUv Kwc K‡i wi‡cvU© cÖ¯‘yZ Ki‡eb, n¨vu Gfv
bi wi‡cvU© Avcwb Subtotal Gi gva¨‡g Lye mn‡RB cȪ ‘

mwU nj Avcbvi Kv‡Q Salary Sheet Gi Z_¨ 
†_‡K Rvb‡Z Pvw”Q †h, Avgvi †Kv¤úvwb‡Z 

Kvb Designation Gi †jv‡Kiv KZUvKv 
i BZ¨vw`| GRb¨ Avgvi Subtotal Function  e¨envi 

i bvg, c`ex I †eZ‡bi cwigvY †`qv 
Subtotal  †ei Kivi Av‡M †h wd‡ìi 

Short K‡i wb‡Z nq| Short Kivi Rb¨ 
Zvici Data ‡gby †_‡K       icon G 

G wUK w`‡q Short G wK¬K Kwi|      †_‡K 
Gi e¨w³iv cvkvcvwk mgvbfv‡e Ae¯’vb 

ei Kivi Rb¨ m¤úyY© WvUv¸‡jv wm‡j± Kwi, Zvici 
wK¬K Kwi, Gevi GLv‡b wKQz cwieZ©b Ki‡Z n‡e 

, GLb Avgiv †`L‡Z cv‡ev cÖwZ Designation Gi 
jvK‡`i †eZb †hvM K‡i H Designation Gi †jv
†eZ‡bi cwigvb I Grand Total I †`Lv‡”Q| 

www.Facebook.Com/Trcraj.bd 

Suppose,you deposit 100 TK every month in Bank the Bank gives you 8% Interest. 

Q cÖwZ †Rjvi Sales  Gi Z_¨ 
Sales n‡q‡Q Zvi GKwU wi‡cvU© ˆZix 

eb, n¨vu Gfv‡e Ki‡j n‡e, wKš‘ 
B cȪ ‘Z Ki‡Z cv‡ib|  

Gi †jvK‡`i Avjv`v Avjv`v K‡i 
jv‡Kiv †gvU KZ †eZb cvq Zv 
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Data Validation Gi e¨envi K‡i fz‡ji m¤¢vebv Kwg‡q Avbyb| 
Avgiv hLb Excel Worksheet Gi †m‡j Kx‡evW© †_‡K Data entry Kwi ZLb A‡bK fzj n‡Z cv‡i| GB Aa¨v‡q Data 
Validation Gi gva¨‡g wbw`©ó †i‡Ä wK ai‡bi †WUv Gw›Uª Kiv n‡e Ges Gw›Uª wjwgwU wbw ©̀ó K‡i †`Iqv hvq ‡mB wel‡q 
Av‡jvPbv Kie| wjwg‡Ui evB‡i †Kvb Data entry Ki‡j Avcbv‡K Message Box mZK© Ki‡e| Gevi GKwU D`vnvib †`Lv 
hvK, GKwU Salary Field Gi me©”P †eZb 20000 UvKv Ges me©wb¤œ †eZb 5000 UvKv| 
cÖ_‡g Avgiv †hB Field ev Kjv‡g Data Validation GiKvR Ki‡Z PvB Zv m¤úyb© wm‡j± Kwi, Gevi Data Menu ‡_‡K 
Data Validation G wK¬K Kwi, Data Validation G wK¬K Kivi ci GKwU window Avm‡e, GLv‡b Allow Gi N‡i wK¬K 
K‡i Decimal wm‡j± Ki‡ev, Data Gi N‡i Between select wm‡j± Ki‡ev, Gevi Minimum Gi N‡i Avgv‡`i me©wb¤œ  
Salary 5000 wm‡j± Ki‡ev, Ges Maximum Gi N‡i Avgv‡`i me©”P Salary 20000 wm‡j± Ki‡ev, Gevi ok Pvwc| 
 

Conditional Formatting Gi e¨vwmK e¨envi 
aiæb GKwU wkÿv cÖwZôv‡bi Kg©KZ©v-Kg©Pvix‡`i nwRiv kxU ˆZix K‡i‡Qb AvcwbG‡·‡j Gi gva¨‡g| G nvwRiv kxUwU cÖwZw`b B‡gBj Gi 
gva¨‡g cÖwZôv‡bi †Pqvig¨v‡bi Kv‡Q cvVv‡Z nq Avcbv‡K| Awdm UvBg n‡”Q 9.00 Uv †_‡K 5.00 ch©šÍ| GLb Avwc Pv‡”Qb hviv †`ix 
K‡i Awd‡m Avm‡e ev Av‡M P‡j hv‡e Zv`‡i mg‡qi †P·Uv jvj Kvjv‡ii n‡e| G KvRwU Avgiv AwZ mn‡e Ri‡Z cvi‡ev Conditional 
Formatting Gi gva¨‡g Zvn‡j Avi evi evi U‡·Uv wm‡j± K‡i Kvjvi cwieZ©b Ki‡Z n‡e bv| Zvn‡j Pjyb †`wL wKfv‡e Kiv hvq:- 
cÖ_‡g wb‡Pi gZ K‡i GKwU WvUv‡eR ‰Zix Kwi:- 

 
 

Number Formatting Kib:  b¤̂‡ii cv‡m `kwgK Gi ci `yBUv ïb¨ †`evi Rb¨ In Ges Out Gi mKj †mj ¸jv wm‡j± Kiæb, 
Zvici Home Ackb †_‡K Generel Gi cwie‡Z© number K‡iw`b| 
Conditional Formatting Kib:  GLb Avgiv Avgv`‡i gyj KvR Kie Aa©vr †m¸‡jv‡Z KwÛkb `w‡q `we †h In UvBg hw` 9.00 †_‡K 
†ewk nq Zvn‡j Av‡Uv‡gwUKwj †hb jvj Kvjv‡ii n‡q hvq| Avi Out UvBg hw` 5.00 Kg nh Zvn‡j I †hb jvj Kvjv‡ii n‡q hvq, 
Ab¨_vq evwK¸jv me bigvj _vK‡e| 
avc 1: cÖ_‡g In UvBgGi me †mj¸jv‡K wm‡j± Kiæb, Zvici Home Ackb †_‡K Conditional Formatting> Highlight Cell 
Rules> Greater Than G wK¬K Kiæb| GLb  Format Cell That are GREATER THAN: এ 9.00 টvBপ Kiæb, Ges With 
এi hvqMvq Red Text wm‡j± K‡i I‡K Pvcyb| 
avc 2: wVK GwK wbq‡g Out  UvBgGi me †mj¸jv‡K wm‡j± Kiæb, Zvici Home Ackb †_‡K Conditional Formatting> 
Highlight Cell Rules> Less Than G wK¬K Kiæb| GLb  Format Cell That are LESS THAN: এ  5.00 টvBপ Kiæb, Ges 
With এi hvqMvq Red Text wm‡j± K‡i I‡K Pvcyb| 
GLb Avcwb WvUv UvBc K‡i †`Lyyb, hviv †`ix K‡i G‡m‡Q ev Av‡M P‡j †M‡Q Zv‡`i †U·U Kvjvi jvj n‡q †M‡Q| 

G‡·‡j Chart ‰Zix KiY 

 
2015 2016 2017 2018 

Rajshahi 20 25 30 23 
Natore 17 20 26 33 
Chapai 11 26 22 15 

m¤úyb© WvUv wm‡j± Kwi, Zvici Insert Tab G wK¬K Kwi, Zvici Chart Ackb †_‡K Column  (PvB‡j ‡h †Kvb Chart) wm‡j± 
Kwi| Zvn‡jB Dc‡ii WvUv Abyhvqx Avgv‡`i  PvU© ˆZix n‡q hv‡e| PvU© Gi gva¨‡g Avgiv Dc‡ii WvUv ¸jv G‡K Ac‡ii mv‡_ 
compare Ki‡Z cvi‡ev| 
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Conditional Formatting e¨envi K‡i Av‡iv wbf©yj fv‡e WvUv Entry KiY 
A‡bK mgq †`Lv hvq †h, nqZ Avgiv Entry Ki‡Z Pvw”Q 1 jÿ, †mLv‡b †`Lv ‡Mj fzj K‡i GKUv ïb¨ †ekx n‡q 10 jÿ n‡q wM‡q‡Q| 
G¸jv †Zv Avi cyivcywi wVK Kiv m¤¢e bv, Z‡e Avgiv PvB‡j  Conditional Formatting e¨envi K‡i wb‡Ri fy‡ji cwigvY Kwg‡q 
Avb‡Z cvwi| cÖ_‡g wb‡Pi gZ K‡i GKwU kxU cȪ ‘Z Kwi| 

Serial Name Recived Amount 
1 Asikur Rahman 

 2 Tanbir Ahmed 
 3 Mainul Haque 
 4 Zakir Hossian  
 5 Kamrul Hasan 
 6 Saidul Arman 
 7 Atikul Islam 
 8 Ariful Islam 
 9 Abdul Halim 
 10 Masud Rana 
  

awi Avgiv †h msL¨v¸‡jv Entry w`‡ev G¸jv 100000 †_‡K 700000 Gi wfZ‡i| cÖ_‡g Recived Amount Gi me †mj ¸jv wm‡j± 
Kwi, Gevi Home menu  †_‡K Conditional Formatting G wK¬K Kwi, Zvici New Rule G wK¬K Kwi, Gevi GLv‡b ‘New 
Formatting Rule’ Gi hvBMvq Format Only cells that contain G wK¬K Kwi, Ges Format only cells with: Gi cÖ_g N‡i 
100000 Ges Zvi c‡ii N‡i 700000 wjwL, Zvici  Format G wK¬K K‡i Font Ack‡b wK¬K K‡i Color Gi hvqMvq meyR is wm‡j± 
K‡i OK Pvwc, Avev‡iv  OK Pvwc | Gevi 100000-700000 Gi wfZ‡i I evwn‡i wKQy msL¨v Gw›Uª Ki‡j Zv meyR AvKv‡i †`Lv‡e| 
 

Excel Character Code, Text Function Gi e¨envi 
Data Count  =COUNT(A1:C4) Count only “o”  Character =COUNTIF(E7:AI7,"h") 

Blank Data Count  =COUNTBLANK(A1:C4) Proper Text  =PROPER(A1) 

4th Large Text  =LARGE(A1:C4,4) Character Count  =LEN(A1) 

Count only “a” Character =COUNTIF(A7:A27,"a") Repitation Text  =REPT(A1,2) 

Count only “p”  Character =COUNTIF(E7:AI7,"p") UPPERCASE Text  =UPPER(A1) 

Count only “o”  Character =COUNTIF(E7:AI7,"o") LOWERCASE Text  =LOWER(A1) 
 
 

Av‡iv we¯ÍvwiZ Z‡_¨i Rb¨ ev †h †Kvb mvnv‡h¨i Rb¨ wfwRU Kiyb Avgv‡`i †dmeyK †cR 
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