
G

‡·j †Ue‡ji wKQz cÖ‡qvRbxq †KŠkj, hv `¶ G‡·j 

e¨enviKvixiv K‡i _v‡Kb| G‡·j †Uej GKwU weiw³Ki 

bvg e‡U, wKš‘ Av‡jvwPZ †KŠkj¸‡jv Rvbv _vK‡j G‡·j †Uej 

wb‡q mn‡RB †ckv`vwi‡Z¡i mv‡_ KvR Ki‡Z cvi‡eb| 

1| †Uej ˆZwi Kiv

gvÎ K‡qK †m‡KÛ mg‡qB GKwU G‡·j †Uej ̂ Zwi Kiv hvq| 

GRb¨ cÖ_‡g †Ue‡ji dvuKv †iv¸‡jv gy‡Q †djyb Ges cÖ‡Z¨KwU 

Kjv‡gi GKwU †nwWs †bg Av‡Q wKbv Zv wbwðZ Kiæb| AZtci 

wb‡Pi g‡Zv KgvÛ cÖ‡qvM Kiæb|

cÖ‡qvRbxq Z‡_¨i †h‡Kv‡bv †m‡j †mj c‡q›Uvi ’̄vcb Kiæb|

wK‡ev‡W©i Ctrl + T Pvcyb|

Gev‡i cÖ̀ wk©Z WvqvjM e‡·i Ok wK¬K Kiæb|

j¶ Kiæb, Avcbvi Z_¨mg~n †Ue‡j iƒcvšÍi n‡q‡Q|

2| mivmwi †Uej †bwf‡MU Kiv

†Uej ˆZwi Kivi ci ¯q̂swµqfv‡e †UejwU Table1 w`‡q 

bvgKiY n‡q _v‡K| hw` GKvwaK †Uej ˆZwi K‡i _v‡Kb Z‡e 

†m‡¶‡Î Table2, Table3 BZ¨vw` bv‡g kbv³ nq| Name Box-

Gi WªcWvDb wK¬K K‡i cÖ‡qvRbxq †UejwU wm‡j± Ki‡j Lye 

mn‡RB †bwf‡MU Kiv hvq| †UejwU IqvK©ey‡Ki †h‡Kv‡bv U¨v‡eB 

_vKzK bv †Kb, Zv †bwf‡MU Ki‡Z cvi‡eb|

3| †Ue‡ji †¯úkvj 

kU©KvU Kx

cÖ‡qvRbxq Z_¨‡K 

hLb G‡·j †Ue‡j 

iƒcvšÍi K‡ib, ZLb 

G‡·j †Ue‡ji 

cÖ‡qvRbxq kU©KvU 

Kx¸‡jv m¤ú‡K© AeMZ 

nIqv LyeB Riæwi| 

D`vniY¯îƒc, wK‡ev‡W©i 

Shift + space †P‡c †iv 

Ges Control + space 
†P‡c Kjvg wm‡j± Ki‡Z cvi‡eb| G kU©KvU KgvÛmg~n e¨envi 

K‡i ª̀æZ KvR mgvav Ki‡Z cvi‡eb|

4| WvUv Wª̈ vM A¨vÛ Wªc

†Ue‡ji WvUv wiG‡iÄ Kivi Rb¨ Wª̈ vM A¨vÛ Wªc c×wZwU LyeB 

Kvh©Ki| cÖ_‡g †Ue‡ji †iv A_ev Kjvg wm‡j± Kiæb| Gici 

gvDm w`‡q Wª̈ vM K‡i bZzb ’̄v‡b wbb|

5| †Ue‡ji †nWvi cÖ`wk©Z _vKv

wecyj Z_¨ m¤̂wjZ †Uej wb‡q KvR Kivi mgq ¯Œwjs K‡i 

wb‡P †M‡j mvaviYZ †nwWsmg~n cÖ̀ wk©Z _v‡K bv| wKš‘ Avcwb 

hLb Zv †Ue‡j iƒcvšÍi Ki‡eb ZLb †Ue‡ji †nwWs Kjvg †nwWs 

w`‡q cÖwZ ’̄vwcZ n‡e|
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gyn¤§` Av‡bvqvi †nv‡mb dwKi

wjW KbmvjU¨v›U, †UªBwbs evsjv

gvB‡µvmdU G‡·j

†¯úªWwk‡Ui `y`©všÍ K‡qKwU wUc



6| †Uej ¯q̂swµqfv‡e G·cvÛ nIqv

hLb †Ue‡j bZzb †iv ev Kjvg hy³ Kiv nq, ZLb ̄ q̂swµqfv‡eB 

IB †iv ev Kjvg †Ue‡ji AšÍfz©³ n‡q hvq| GKBfv‡e †iv ev 

Kjvg gy‡Q †dj‡jI †Uej ¯q̂swµqfv‡e Avc‡WU n‡q _v‡K|

7| dg©yjv QvovB †UvUvj f¨vjy †ei Kiv

cÖ‡Z¨KwU †UejB GKwU Ackbvj †UvUvj †iv cÖ̀ k©b Ki‡Z 

cv‡i| †Ue‡ji †h‡Kv‡bv †m‡j †mj c‡q›Uvi †i‡L wK‡ev‡W©i 

Control + Shift +T Pvcyb| j¶ Kiæb †UvUvj †iv cÖ̀ wk©Z 

n‡”Q| Avcwb hLb †Ue‡j wdëvwis Ki‡eb ZLb GB †hvMdj 

¯q̂swµqfv‡e cwiewZ©Z n‡e| 

8| †Ue‡ji bvg cwieZ©b Kiv

G‡·‡ji Z_¨mg~n‡K hLbB †Ue‡j iƒcvšÍi Ki‡eb ZLbB Zv 

¯q̂swµqfv‡e †Ue‡ji bvg Table1, Table2, Table3 BZ¨vw` n‡q 

_v‡K| †h‡Kv‡bv mgq †Ue‡ji GB bvg cwieZ©b Kiv hvq| GRb¨ 

wbgœiƒc c`‡¶c MÖnY Kiæb|

†Ue‡ji †h‡Kv‡bv †m‡j †mj c‡q›Uvi ivLyb|

AZtci Table Tools U¨v‡ei Properties c¨v‡b‡ji Table 

Name : wb‡Pi N‡i †Ue‡ji bvg gy‡Q w`‡q bZzb bvg UvBc 

K‡i G›Uvi Pvcyb|

9| ¯q̂swµqfv‡e †Ue‡ji dgy©jv wdj nIqv

G‡·j †Ue‡ji GwU GKwU PgrKvi wdPvi| †Ue‡ji †Kv‡bv 

wd‡ì ev Kjv‡g †Kv‡bv dg©yjv Gw›Uª Ki‡j cieZ©x‡Z IB dg©yjv 

Kwc Ges †c÷ Kivi cÖ‡qvRb †bB| ̄ q̂swµqfv‡eB cieZ©x †iv‡Z 

Kwc n‡q _v‡K| wb‡Pi D`vniY¸‡jv j¶ Kiæb|

10| ¯q̂swµqfv‡e †Ue‡ji dg©yjv cwieZ©b nIqv

Dc‡ii D`vni‡Y Travelling Kjv‡g dgy©jv hy³ Kiv n‡q‡Q| 

G‡¶‡Î U¨v· †ewm‡Ki 21 kZvsk a‡i K¨vjKz‡jkb Kiv n‡q‡Q| 

wKš‘ GLb Zv cwieZ©b K‡i 25 kZvsk Ki‡Z n‡e| GRb¨ U¨v· 

Kjv‡gi †h‡Kv‡bv GKwU dgy©jv cwieZ©b K‡i G›Uvi Pvcyb| j¶ 

Kiæb me dg©yjvB 25 kZvs‡k cwieZ©b n‡q‡Q|

11| Human-readable dg©yjvi e¨envi

G‡·j †Uej †¯úkvj dgy©jv wmb‡U· e¨env‡ii w`‡q †Ue‡ji 

†Kv‡bv cvU©‡K bvg w`‡q †idvi Ki‡Z cv‡i| G wdPvi‡K 

ÒStructured ReferencesÓ ejv nq| aiæb, Table1 bv‡gi †Ue‡ji 

Total Salary bv‡gi Kjv‡gi †hvMdj †ei Ki‡e| 

L2 †m‡j Total Salary wjLyb|

M2 †m‡j =SUM(Table1[Total Salary]) UvBc K‡i G›Uvi 

Pvcyb|

†`Lyb M2 †m‡j Total Salary Kjv‡gi †hvMdj cÖ̀ wk©Z 

n‡”Q|

12| dgy©jv‡Z mnR WvqbvwgK †i‡Äi e¨envi

†Ue‡ji Av‡iKwU we‡kl myweav n‡jv hLbB †Kv‡bv bZzb WvUv 

BbcyU Kiv ZLb WvUv‡K ¯q̂swµqfv‡e Zvi WvqbvwgK †i‡Äi 

g‡a¨ hy³ K‡i †bq| Kv‡Ri myweavi Rb¨ dgy©jvi †fZi GBme 

WvqbvwgK †iÄ mn‡RB e¨envi Kiv hvq| wb‡Pi D`vniYwU j¶ 

Kiæb|

wP‡Îi Abyiƒc IqvK©wkU ˆZwi Kiæb Ges wbgœiƒc c`‡¶c 

wbb|

L3 †m‡j Employee No UvBc Kiæb Ges M3 †m‡j 

=ROWS(Table1) UvBc K‡i G›Uvi Pvcyb|

djvdj wn‡m‡e †Ue‡ji †gvU Employee No ev †iK‡W©i 

msL¨v †`Lv‡e|
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L4 †m‡j Max Salary Ges M4 †m‡j =MAX(Table1[Total 
Salary]) UvBc K‡i G›Uvi Pvcyb|

djvdj wn‡m‡e †Ue‡ji Total Salary Kjv‡gi m‡e©v”P f¨vjy 

cÖ̀ wk©Z n‡e|

L5 †m‡j Min Salary Ges M5 †m‡j =MIN(Table1[Total 
Salary]) UvBc K‡i G›Uvi Pvcyb|

djvdj wn‡m‡e †Ue‡ji Total Salary Kjv‡gi me©wbgœ f¨vjy 

cÖ̀ wk©Z n‡e|

13| GK wK¬‡KB †Ue‡ji dig¨vU cwieZ©b Kiv

G‡·‡j me †UejB wWdë Ae ’̄vq GKwU ÷vBj cÖ‡qvM Kiv 

_v‡K| wKš‘ Avcwb B‡”Q Ki‡j †h‡Kv‡bv mgq Zv cwieZ©b Ki‡Z 

cvi‡eb| ÷vBj cwieZ©‡bi Rb¨ wb‡gœi avc AbymiY Kiæb|

†Ue‡ji †h‡Kv‡bv †m‡j †mj c‡q›Uvi ¯’vcb Kiæb|
wie‡bi Design U¨ve wK¬K K‡i Table Style c¨v‡b‡ji 

†h‡Kv‡bv ÷vB‡ji Ici wK¬K Kiæb|

†`Lyb KZ mn‡RB †UejwU bZzb ÷vB‡j dig¨vU n‡q‡Q|

14| †Ue‡j cÖ‡qvM Kiv me dig¨vU gy‡Q †djv

G‡·‡j †Ue‡ji dig¨vU A‡bK mgq cÖ‡qvRb bvI n‡Z cv‡i| 

†m‡¶‡Î Design U¨ve wK¬K K‡i Table Style c¨v‡b‡ji cÖ_g 

÷vBjwU (hv None wn‡m‡e _v‡K) wbe©vPb Kiæb| Z‡e G‡·j 

†Uej †_‡K bigvj †i‡Ä KbfvU© Kivi c~e© ch©šÍ †Ue‡ji me 

dig¨vwUs gy‡Q †dj‡Z cvi‡eb|

15| †Ue‡ji †jvKvj dig¨vwUs IfviivBW Kiv

Avcwb hLb G‡·j †Ue‡j †Kv‡bv ÷vBj cÖ‡qvM Ki‡eb, ZLb 

Zv wWdë Ae ’̄vq msiw¶Z _v‡K| wKš‘ Avcwb Zv weKífv‡e 

IfviivBW Ki‡Z cv‡ib| GRb¨ †h‡Kv‡bv ÷vB‡ji Ici gvD‡mi 

ivBU evUb wK¬K Kiæb Ges ÒApply and Clear formattingÓ

wbe©vPb Kiæb|

16| †Ue‡ji ÷vBj wWdë Kiv

G‡·‡j †Ue‡ji Rb¨ GKwU wWdë ÷vBj wba©viY K‡i wb‡Z 

cv‡ib| Avcbvi Kv‡i›U IqvK©ey‡Ki Rb¨ †Ue‡ji ÷vBj wWdë 

Kivi Rb¨ wbgœiƒc c`‡¶c wbb|

Design U¨ve wK¬K K‡i Table Style c¨v‡b‡ji †h ÷vBjwU‡K 

wWdë Ki‡Z Pvb Zvi Ici gvD‡mi ivBU evUb Kiæb Ges 

ÒSet as DefaultÓ wbe©vPb Kiæb|

Gev‡i Kv‡i›U IqvK©ey‡K †Kv‡bv †Uej ˆZwi Ki‡j Zv wWdë 

÷vB‡j ˆZwi n‡e|

17| wcfU †Ue‡j [Pivot Table] †Uej e¨envi Kiv

Pivot Table m¤ú‡K© wbðq Avcbvi aviYv i‡q‡Q| Avi 

wcfU †Ue‡j G‡·j †Uej e¨envi Ki‡j A‡bK myweav †c‡Z 

cv‡ib| G‡¶‡Î G‡·j †Ue‡ji WvUv cwieZ©b Ki‡j wcfU 

†Ue‡ji WvUv ¯̂qswµqfv‡e Avc‡WU n‡e|

18| WvqbvwgK Pv‡U© †Ue‡ji e¨envi

Dynamic Chart ˆZwii †¶‡Î †Ue‡ji e¨envi LyeB djcÖ̀ | 

†Ue‡j bZzb WvUv ms‡hvRb Ki‡j Zv ̄ q̂swµqfv‡e Pv‡U© cwiewZ©Z 

n‡e|
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19| †Ue‡j ¯øvBmvi [Slicer] hy³ Kiv

hw`I G‡·j †Ue‡j wWdë Ae¯’vq wdëvwis K‡›Uªv‡ji myweav 

i‡q‡Q| wKš‘ Kv‡Ri myweavi Rb¨ †Ue‡j Slicer hy³ Ki‡Z 

cv‡ib|

cÖ‡qvRbxq †Ue‡j †mj c‡q›Uvi ¯’vcb Kiæb|

Design U¨ve wK¬K K‡i Tools c¨v‡b‡ji Insert Slicer KgvÛ 

wK¬K Kiæb|

cÖ̀ wk©Z WvqvjM e· †_‡K †h Kjv‡gi Ici ø̄vBmvi ˆZwi 

Ki‡Z n‡e Zv wbe©vPb Kiæb| G‡¶‡Î GKvwaK KjvgI wm‡j± 

Ki‡Z cv‡ib| †hgb, Avcwb Pv‡”Qb Product wd‡ìi Ici 

¯øvBmvi ̂ Zwi Ki‡Z| G‡¶‡Î cÖ̀ wk©Z WvqvjM e‡·i Product 
wdìwU wm‡j± K‡i Ok wK¬K Kiæb|

j¶ Kiæb, wb‡Pi wP‡Îi g‡Zv ¯øvBmvi ˆZwi n‡q‡Q| GLv‡b 

wK¬K K‡iI Avcbvi WvUvi wdëvwis Ki‡Z cvi‡eb|

20| †Uej‡K †i‡Ä cwiYZ Kiv

cÖ‡qvRbxq Z_¨ G‡·j †Ue‡j iƒcvšÍi Kivi ci hw` Avevi 

†Uej‡K mvaviY †i‡Ä cwiYZ Ki‡Z Pvb †m‡¶‡Î wbgœiƒc 

c`‡¶c wbb|

†h †UejwU KbfvU© Ki‡Z Pvb †m †Ue‡ji †h‡Kv‡bv †m‡j †mj 

c‡q›Uvi ivLyb|

Design U¨ve wK¬K K‡i Tools c¨v‡b‡ji Convert to Range 
KgvÛ wK¬K Kiæb| 

cÖ̀ wk©Z WvqvjM e‡·i Yes wK¬K Kiæb|

j¶ Kiæb, †UejwU mvaviY †i‡Ä iƒcvšÍi n‡q‡Q|

†bvU : G‡·j †Ue‡ji ÷vBj dig¨vU hw` cwieZ©b Ki‡Z Pvb 

Z‡e Zv †Uej KbfvU© Kivi c~‡e©B K‡i wbb| KviY †Uej KbfvU© 

n‡q †M‡j c‡i GK wK¬‡KB ÷vBj cwieZ©b Ki‡Z cvi‡eb bv 

wdWe¨vK : anowar@trainingbangla.com
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