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®) IR STy : To enhance participants managerial ability
to apply different Advanced office
Application tools of Microsoft Office.

(@) A : | Ms. Word

e Introduction to the advanced text editing

e Elements of design: organizing and
structuring a document

e Elements of design : document and page
layouts

e Inserting and managing graphic objects and
text objects

e Mail merge tool, notes and references

e Proofing tools and sharing options

e Macro (basic elements) and the options for
saving and printing




MS Excel

Sort, Filter and advanced Filter

Data Validation and Nested Dropdown list
Charts

Pivot Table

Functions (Math)

Functions (Text and String)

Functions (Lookup)

Functions (Logical and Statistical)

Macros

MS Power Point
e Slide Masers and Templates
[}

Graphical

Objects
e Charts and Diagrams
e Multimedia and Animation
e Enhancing Productivity

) Sl EI RS | 2rere Af¥iwendi wey B T FEATHE JRRIE
Moo fNafae @M %
TGRS Emres= Hiees
FoeTR fofes FFHTEHR ik
AfST T AT @ETIER WIGHIET S 8 FAF5 I FIRA1R
A IR O I8 At
Q) ARHNR AT | ¢ | ¢ @A
() SRIfe/ERIcRE | | @R SRt @32 AHeEE |
) THENTET 1 | 90> TERT 0%
oifae
(30) T aAfea | ATErFaR IR IARE TR LA SR EIC AN @7 F90 |
(5d) @10t @PRIES : TEHIATS FATOIE TN o ATEIF 033 SIfFY RFEH o¢:o00
SIfFe @ Iy B SO sifseEt 8 THn N {eit F3e 2@
(5) @ A e @07 AT T@ATT/MIYSMIIAT (A @F A 9T FHNFO! THATHS G

fAONE ™ ORI T 0= (@ FFF ARG oy ey fAargmw= i I @ ol

TN GifFA @9, TIEG

HARAGACST, (NHI28 05¢e:-89¢R (3-(72: zbegum1972@gmail.com) @3 MR
PITM FR @ACS AE| AfOVH F$F TS @ GH3af*S 7 e@HILEH AR FEs

wlewty s @ PR 20 “Advanced Office Application (374
Batch)” @eR 6w 7 @ @fErg«w 3 559 3@ Submit <31 3@ SEy @ IS
FAFSIMA AR TR @RI R IEHAAA FHFSIW T e 2 o1
(9 T G AR AT 28




e FAFOR AN 8 A9 | FFEF B | (13 @9 799 | 3-(03a

TS 2 GHafAfe @s ew=enes (www.napd.gov.bd) @ Online Registration

form #5933 AR @]

( 38) TENIF A2 FHE GwafifE 2o o @ eeweia oI 2@ Al S IEHAA-2 polw

I [@Ee Q@I

IBSERE

s) FifaT AfbameR (1)

R) @I ARG/ G/ IR ReE
ATIBITR /IR AT/ ALT

AN AT B IR (3Te) /A AN /Mg

©) eI SRR (31Fe)

8) (STl 2T (71FeT)

@) (ST T FAPOT (P (SFaT)

L) @ ARe RITe (ST (37359 (o)

q) THAARIBITE, I TR ARAY (375 (&)
b) (ST FATSIG, (@l S @ ol (e
i)

S) SoATEE AR SIfFAiw, Ie=iTer

S0) FAFS! (FFeT), @4

d) (@&l ATy G (P (&)

3Y) Sofraat AR o, el

50) THAATIBITS, I T SN (FeT (&)
38) (el fRTB Fe(Fo! (AT (e)

S¢) (SreT Ol SfFAI (e (STl

Sb) (& PR FAFST (TS (&)

y9) wfefae @ 2% (et @ wnizfh)

T 9799 R0.09.0000,00.,0%.005.3%.3/5(9)

MY eR9S @ I @R T T=:
3) TRIAIBIRT BT AfFAR (Sfefte nifiw), Teref{vae-93 ned
IS (g1afifY)

o~ ~

t/ {, Mol

©O-r-3033
eI G EIRE
Afrse 8 @t Afipes
FIF: 03- L0
FIH: +bb0oAHLICLSE
:instructor2@napd.gov.bd

oif Y ST
0o W 033

, SO sfsFaT @ Sa A

R) i ® 7F1R, wfelie T2AREe6-A 197, QIO AP 8 A GHICSN (97af+if)

O



©) AMFY AR, ARFFS G, T AfFTET 8 I QIS (994afAfS)

©O--0%%
@Y Sifesr @O
AATRNGTCTS



