
 

 

G‡·j dvB‡j wmGj QKmg~n c~i‡Yi 

 

wb‡`©wkKv 

 

 

 

 

FY †kªYxweb¨vm wefvM, we‡Kwe, cÖavb Kvh©vjq, XvKv| 
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Change of System Date 

cÖ_‡g kvLvi ‡h mKj Kw¤úDUv‡i FY †kÖYxweb¨vm msµvšÍ KvR Kiv n‡e †mB mKj Kw¤úDUv‡i Date mwVK Av‡Q wKbv Zv hvPvB K‡i wb‡Z 

n‡e| mwVK bv _vK‡j Kw¤úDUv‡ii Current Date wVK K‡i wb‡Z n‡e| AZtci wb‡¤œvv³fv‡e Kw¤úDUv‡ii System Date Gi 
Setting cwieZ©b Ki‡Z n‡e|  

Windows 7 (Operating System) Gi †¶‡Î t 

1| cÖ_‡g wb‡Pi wP‡Îi Gi g‡Zv Start>Control Panel wK¬K Ki‡Z n‡e  

 

 

 

 

 

 

 

 

1. cÖ_‡g Start Button G wK¬K 

Ki‡Z n‡e 

2. AZtci Control Panel G 

wK¬K Ki‡Z n‡e 
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2| Contronl Panel wK¬K Ki‡j wb‡Pi wP‡Îi g‡Zv GKwU Window Open n‡e| wP‡Î cÖ̀ wk©Z ¯’v‡b wK¬K Ki‡Z n‡e| 

 

3| Gici wb‡Pi wP‡Îi g‡Zv "Regional and Language Option" Window Open n‡e| Zvici Arrow wPý wb‡ ©̀wkZ ¯’v‡b wK¬K 

Ki‡Z n‡e| 

 

04| wb‡Pi wP‡Î G cÖ̀ wk©Z  Drop Down List n‡Z "English (United Kingdom)" Select Ki‡Z n‡e|  

 

 

 

 

 

 

 

Regional and Language 
Options G wK¬K Ki‡Z n‡e 

Arrow wPý wb‡ ©̀wkZ ’̄v‡b wK¬K 

Ki‡Z n‡e 
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05| Gici Short date: n‡Z dd/MM/yy Select Ki‡Z n‡e| AZtci OK evU‡b wK¬K Ki‡Z n‡e|  

CL Sheets:  

B-‡gB‡ji Attachment †_‡K CL_DEC18 bvgK dvBjwU WvDb‡jvW (Download) Ki‡Z n‡e| D³ dvBjwU Microsoft Office 
2007 I D”PZi fvm©‡b e¨envi Kiv hv‡e| ‡Kvbµ‡gB Microsoft Office 2007 Gi wb¤œZi fvm©‡b dvBjwU e¨envi Kiv hv‡e bv|  

‡h mKj kvLv MS Office 2007 e¨envi K‡ib ‡m mKj kvLv‡K dvBjwU Open Kivi ci wb‡¤œi wP‡Îi b¨vq Zxi wPwýZ ’̄v‡b wK¬K Ki‡Z 

n‡e |  

 

 

 

 

 

 

 

 

English(United Kingdom)  
G wK¬K Ki‡Z n‡e 
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AZtci wb‡¤œi wP‡Îi b¨vq “Enable this Content” Select K‡i OK evU‡b wK¬K Ki‡Z n‡e|  
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hw` Dc‡ii wbq‡g Macro Eanable Kiv bv hvq Zvn‡j wb‡Pi wP‡Îi g‡Zv K‡i Macro Eanable Ki‡Z n‡e| 

 

 

 

 

 

 

 

 

 

 

 

1. “Office Button” G wK¬K Ki‡Z n‡e| 

2. Excel Option Button G wK¬K Ki‡Z n‡e| 



C:\Users\user\Desktop\Excel_Guidelines_Dec_2018.doc 

 

 

 

 

 

 

 

 

 

 

 

3. Trust Center Tab G wK¬K Ki‡Z n‡e| 

4. Trust Center Setting G wK¬K Ki‡Z n‡e| 
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6. Enable all macros wm‡j± Ki‡Z 

5. Trust Center Tab wm‡j± Ki‡Z n‡e| 

7. “OK” Button G wK¬K Ki‡Z n‡e| 
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‡h mKj kvLv MS Office 2010 fvm©b e¨envi K‡ib ‡m mKj kvLv‡K dvBjwU Open Kivi mgq wb‡¤œi wP‡Îi b¨vq Zxi wPwýZ ’̄v‡b wK¬K 

Ki‡Z n‡e |  

 

hw` Dc‡ii wbq‡g Macro Eanable Kiv bv hvq Zvn‡j wb‡Pi wP‡Îi g‡Zv K‡i Macro Eanable Ki‡Z n‡e|  

 

1. “File” Menu ‡Z wK¬K Ki‡Z n‡e| 

2. “Option” G wK¬K Ki‡Z n‡e| 
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3. Trust Center Tab G wK¬K Ki‡Z n‡e| 

4. Trust Center Setting G wK¬K Ki‡Z n‡e| 
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6. Enable all macros wm‡j± Ki‡Z n‡e| 

5. Trust Center Tab wm‡j± Ki‡Z n‡e| 

7. “OK” Button G wK¬K Ki‡Z n‡e| 
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dvBjwU Open Ki‡j bx‡Pi Qwei g‡Zv †gvU 01wU (GKwU) kxU (Sheet) CL1 ‡`Lv hv‡e|  

 

AZtci kvLvi bvg is wPwýZ ’̄v‡b wjL‡Z n‡e| kvLvi bvg Aek¨B English Alphabet G wjL‡Z n‡e| evsjv‡`k e¨vsK KZ…©K cÖ̀ Ë 

kvLvi †KvW “Stamp of Branch Serial No.” Gi Wvbcv‡ki Cell (G3) †Z wjL‡Z n‡e| GLv‡b g‡b ivL‡Z n‡e †h, †KvWwU Aek¨B 

“31” w`‡q ïiæ n‡e Ges 6(Qq) Digit Gi n‡e| D`vniYt LPO Gi evsjv‡`k e¨vsK KZ©„K cª̀ Ë †KvW “310357”| mwVKfv‡e kvLvi bvg 

Ges “Stamp of Branch Serial No.” bv wjL‡j CL2, CL3, CL4, CL_STAC I CL_MC kxU mg~n cÖ̀ wk©Z n‡e bv| mwVK fv‡e me 

Ni c~iY Kivi ci Excel dvBjwU wb‡¤œi wP‡Îi g‡Zv †`Lv hv‡e|  
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dvBjwU ‡Kvbfv‡eB “Save As” Kiv hv‡e bv|  “Save As” wK¬K Ki‡j wb‡¤œi wP‡Îi b¨vq GKwU wPÎ cÖ̀ wk©Z n‡e| 

               

 kxU †Lvjvi Rb¨ cÖwZwU kx‡Ui bv‡gi Dci wK¬K Ki‡Z n‡e| GK kxU †_‡K Ab¨ kx‡U hvIqvi Rb¨I KvswLZ kx‡Ui bv‡gi Dci wK¬K 

(Mouse Click) Ki‡Z n‡e| bx‡Pi Qwe‡Z CL2 kxU †Lvjv Av‡Q| GLb CL3 kx‡U hvIqvi Rb¨ bx‡Pi Qwe‡Z CL3 bv‡gi Dci wK¬K 

Ki‡Z n‡e (wb‡¤œi wPÎ †`Lyb)|  

 

CL3 kx‡U hvIqvi Rb¨ 

GLv‡b wK¬K Ki‡Z n‡e|  
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CL2, CL3, CL4, CL5_STAC I CL5_MC kx‡U †h mKj Kjvg mg~n WvUv Gw›Uª I ms‡kvab Kiv hv‡e Zv wb‡¤œi Q‡K Dc ’̄vcb Kiv 

n‡jv| 

µt 

bs 

Kjv‡gi bvg 

CL2 G 

Kjvg bs 

CL3 G 

Kjvg bs 

CL4 G 

Kjvg bs 

CL5_S
TAC G 

Kjvg bs 

CL5_M
C G 

Kjvg bs 

Field Type D`vniY 

1 Name of borrower and NID/ 
Lona Identification No. and NID 2 2 2 2 2 Text 

M/s Sunrise 
Enterprise 
2135214521452 

2 Nature of Loans and 
Advance/Nature of facilities 3 3 3 ----- ----- Dropdown 

 

3 Loan Identification No. 4 4 4 ----- ----- Text 1801000682 or 25(7) 
or 25/7 

4 Date of sanction 5(a) 5(a) 5(a) 3(a) 3(a) Date 25/03/1998 or 
25/03/98 

5 Date of Last Renewal 5(b) ----- ----- ----- ----- Date 25/03/2015 or 
25/03/15 

6 No. of Renewal 5(c) ----- ----- ----- ----- Number 1, 2, 3 so on 

7 Date of last rescheduling 5(d) 5(b) 5(b) 3(b) 3(b) Date 15/02/2012 or 
15/02/12 

8 No. of rescheduling 5(e) 5(c) 5(c) 3)c) 3)c) Number 1, 2 or 3 

9 Amount Sanctioned/ Amount 
Disbursed/ Principal Amount 6(a) 6(a) 6(a) 4(a) 4(a) Number 5000000.00 

10 Amount Renewed 6(b) ----- ----- ---- ---- Number 5000000.00 

11 Amount Rescheduled/ 
Rescheduled Amount 6(c) 6(b) 6(b) 4(b) 4(b) Number 5000000.00 

12 Balance Outstanding as of 
reference date 7 7 7 6(a) 6(a) Number 5002500.00 

13 Size ---- ----- 8 ----- ----- Number 50000.00 

14 Frequency      (in  months) ---- ----- 9 ----- ----- Dropdown 

 

15 
Date of Expiry/Claim Date/Due 
Date/Date of first Repayment 
Due 

8 8 10 5 5 Date 25/03/2016 or 
25/03/16 

16 Amount Paid since 
sanctioning/ last rescheduling ----- ----- 12 ----- ----- Number 250250.00 

17 Total 23 23 28 14 14 Number 50000.00 

18 Value of eligible collateral              
(to nearest taka) 24 24 29 15 15 Number 45000000 

19 Remarks 29 29 34 ----- ----- Text  

†Uwej: ‡WUv BbcyU Kjvg 
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CL1 e¨ZxZ cÖwZwU kx‡UB Delete Rows, Data Checking, Calculate I Data Input evUb ‡`Lv hv‡e| ïaygvÎ Data Input evUbwU 

Active (mwµq) Ae¯’vq cÖ̀ wk©Z n‡e| wb‡¤œ D³ evUb mg~‡ni e¨envi eb©bv Kiv n‡jv| 

 

 

Data Input evUb 

Data Input evUb G wK¬K Ki‡j wb‡¤œi wP‡Îi b¨vq GKwU Form Open n‡e| GLv‡b 2wU Dcv‡q WvUv BbcyU Kiv hv‡e| mivmwi  

30/06/2018 m~Î ZvwiL wfwËK CL weeiYx n‡Z WvUv msMÖn Ki‡Z n‡j “Collect Data From Excel File of 30/06/2018.” G wK¬K 

Ki‡Z n‡e| G‡ÿ‡Î g‡b ivL‡Z n‡e, †h dvBj n‡Z WvUv msMÖn Ki‡Z n‡e ‡m dvBjwUi bvg I Path Gi †Kv_vI WU (.) ivLv hv‡e bv| 

D`vnibt ÒD:\43th CL 30062017\CL 30062017\GlobalCL_30062017\0201”| Dc‡ii D`vni‡bi dvBj Ges †dvìvi Gi 

bv‡g †Kv_vI (.) e¨envi Kiv nq wb| Manual WvUv Gw›Uª Ki‡Z n‡j “Data Entry” G wK¬K Ki‡Z n‡e| GLv‡b D‡jøL¨ †h, Manual 
WvUv Gw›Uª Kivi Rb¨ Ó‡Uwej: WvUv BbcyU KjvgÓ G ewY©Z Kjvg¸‡jv‡ZB WvUv BbcyU Ges ms‡kvab Kiv hv‡e|  

Data Input evUb|  

CL3 kx‡U hvIqvi Rb¨ 

GLv‡b wK¬K Ki‡Z n‡e|  
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30/06/2018 m~Î ZvwiL wfwËK CL weeiYx n‡Z WvUv msMÖn Kivi Rb¨ “Collect Data from Excel File of 30/06/2018.” G wK¬K 

Ki‡jB wb‡¤œi wP‡Îi b¨vq “Select Your Source File” bvgK GKwU “Dialog Box” cÖ̀ wk©Z n‡e|  

 

D³ “Dialog Box” n‡Z mswkøó kvLvi 30/06/2018 m~Î ZvwiL wfwËK CL weeiYxi Excel dvBjwU Select (Dc‡ii wP‡Îi b¨vq) K‡i 

OK evUb wK¬K Ki‡Z n‡e| WvUv m¤ú~Y©iƒ‡c ’̄vbvšÍ‡ii ci wb‡¤œi wP‡Îi b¨vq GKwU “Confirmation Message” cÖ̀ wk©Z n‡e|  
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AZtci “OK” evU‡b wK¬K Ki‡j “Delete Row” I “Data Checking” evUbØq Active (mwµq) n‡e Ges wb‡¤œi wP‡Îi b¨vq kx‡U 

cÖ̀ wk©Z n‡e|  

 

Zvici 31/12/2018 m~Î Zvwi‡L †h mKj FY wnmve Av`v‡qi gva¨‡g B‡Zvg‡a¨ eÜ n‡q wM‡q‡Q Zv “Delete Row” evU‡bi gva¨‡g 

Delete Ki‡Z n‡e Ges bZyb FY wnmve Gw›Uª w`‡Z n‡j kx‡Ui †k‡l Gw›Uª w`‡Z n‡e|  

‡h mKj FY wnmve “Writ Petition”  Gi Kvi‡Y ‡kÖYxK…Z wn‡m‡e cÖ̀ k©b Kiv hv‡e bv ‡m mKj FY wnmv‡ei “Remarks” Kjv‡g Aek¨B 

“Writ”  kãwU wjL‡Z n‡e| G‡ÿ‡Î g‡b ivL‡Z n‡e †h mKj kvLvi  FY MÖnxZv‡`i AbyK~‡j cÖ̀ Ë FY †Ljvwc wn‡m‡e cÖ̀ k©b Kiv hv‡e bv 

g‡g© gnvgvb¨ nvB‡Kv‡U©i ’̄wMZv‡`k i‡q‡Q ïaygvÎ †m mKj kvLvi †ÿ‡ÎB “Remarks” Kjv‡g “Writ” kãwU wjL‡Z n‡e| Ab¨ †h †Kvb 

ai‡bi gvgjvi †ÿ‡Î “Remarks” Kjv‡g “Writ” kãwU wjLv hv‡e bv|  

Gici “Data Checking” evU‡b wK¬K Ki‡Z n‡e| CL2 I  CL3 kx‡U †Kvb Reschedule FY wnmve _vK‡j mswkøó FY wnmv‡ei Row 
¸‡jv meyR (Green) is Øviv wPwýZ _vK‡e Ges D³ Row Gi Kjvg bs “H” G Mouse Pointer ‡bqv n‡j GKwU Message cÖ̀ wk©Z 
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n‡e| Message Gi wb‡ ©̀kbv Abyhvqx mswkøó Fb wnmve mg~n CL4 G Gw›Uª w`‡Z n‡e A_ev AÎ wefv‡Mi 07/05/2017 Zvwi‡Li cÎ bs 

cÖKv/wmGj-3(Ask-1)/2016-2017/1160(1250) Gi wb‡ ©̀kbv AbymiY Ki‡Z n‡e| GQvovI, †Kvb Cell G fyj _vK‡j mswkøó Cell wU 

Kgjv (Orange) is Øviv c~Y© _vK‡e Ges Cell Gi Top Right Corner G jvj (Red) is‡qi GKwU Zxi wPý cÖ̀ wk©Z n‡e| GQvovI D³ 

kx‡U KqwU fyj Av‡Q Zv GKwU Message Box G cÖ̀ wk©Z n‡e (wPÎ †`Lyb)|  

 

D³ jvj (Red) is‡qi Zxi G Mouse Pointer ‡bqv n‡j GKwU Message cÖ̀ wk©Z n‡e (wb‡¤œi wPÎ †`Lyb)| Message G cÖ̀ wk©Z 

wb‡ ©̀kbv Abyhvqx fzj m‡s‡kvab Ki‡Z n‡e|  

 

fzj ms‡kvab Kivi ci “Data Checking” evU‡b cybivq wK¬K Ki‡Z n‡e| hw` †Kvb fzj cvIqv bv hvq, Zvn‡j wb‡¤œi 

wP‡Îi b¨vq GKwU Message Box cÖ̀ wkZ n‡e|  

Green Color 

Orange Color 

Message Box 
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AZtci “OK” evU‡b wK¬K Ki‡j “Calculate” evUb Active (mwµq) n‡e Ges wb‡¤œi wP‡Îi b¨vq cÖ̀ wk©Z n‡e| 

 

AZtci “Calculate” evUb G wK¬K Ki‡j “Writ Calculation” mn hveZxq Calculation m¤úbœ n‡e Ges wb‡¤œi wP‡Îi gZ GKwU 
Confirmation Message cÖ̀ wk©Z n‡e| 
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“Data Input” evUbwU cwiewZ©Z n‡q “Edit” bvgK evUbwU Active (mwµq) n‡e Ges wb‡¤œi wP‡Îi b¨vq cÖ̀ wk©Z n‡e|  

 

mewKQz m¤úbœ Kivi ciI †Kvb ms‡kva‡bi cÖ‡qvRb n‡j “Edit” evUbwU wK¬K Ki‡Z n‡e Ges wK¬K Ki‡j “Delete Row” I “Data 
Checking” evUbØq (mwµq) n‡e Ges wb‡¤œi wP‡Îi b¨vq cÖ̀ wk©Z n‡e| GLv‡b D‡jøL¨ †h, “Edit” evUbwU wK¬K Ki‡j “Total Row” wU 

“Delete” n‡q hv‡e| AZtci mKj cÖKvi ms‡kva‡bi ci c~‡e©i b¨vq “Data Checking” evUbwU wK¬K Ki‡Z n‡e| †Kvb fzj bv _vK‡j  

“Calculate” evUb mwµq n‡e Ges wK¬K Ki‡Z n‡e| 
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Dc‡i ewY©Z cÖwµqvwU CL2, CL3, CL4, CL5_STAC I CL5_MC mKj kx‡U cÖ‡qvM Ki‡Z n‡e| G‡ÿ‡Î WvUv †hfv‡eB msMÖn 

(Collect Data from Excel File of 31/12/16.) A_ev WvUv BbcyU (Data Entry) Kiv nDK bv †Kb, GKwU c~Y©v½ CL weeiYx cȪ ‘Z 

n‡e| CL2, CL3, CL4, CL5_STAC I CL5_MC G WvUv BbcyU, msMÖn, WvUv †PwKs, WvUv K¨vjKz‡jkb Ges WvUv ms‡kva‡bi ci CL1 
Tab G wK¬K Ki‡Z n‡e Ges wb‡¤œi wP‡Îi b¨vq cÖ̀ wkZ n‡e| AZtci is Øviv wPwýZ ’̄v‡b cv‡k ewY©Z wk‡ivbvg Abyhvqx Z_¨ Øviv c~Y© Ki‡Z 

n‡e|  

 

Kjvg “B” Gi Row bs 34 G m~Î Zvwi‡L kvLvi Kg©Pvix FY w¯’wZi cwigvY wjL‡Z n‡e| D³ Cell G Kg©Pvix FY w ’̄wZi cwigvY ‡jLv bv 

n‡j Row 33 I 35 Gi mKj Cell G †Kvb Z_¨ cÖ̀ wk©Z n‡e bv| D‡jøL¨ †h, is wPwýZ Cell G †WUv Input Kivi ci D³ Cell Gi is 

¯v̂fvweK n‡q hv‡e Ges Row 33 I 35 Gi mKj Cell G Z_¨ cÖ̀ wk©Z n‡e| |   

c~e©eZ©x c„ôvmg~‡n ewY©Z wbqgvbyhvqx me kxU c~iY Kivi ci ‡mf K‡i dvBj †_‡K †ei n‡q Avm‡Z n‡e| Gici †h †dvìv‡i dvBjwU 

msiw¶Z Av‡Q †m †dvìv‡i wM‡q dvB‡ji bv‡gi Dci gvDm c‡q›Uvi †i‡L gvD‡mi Wvb evUb wK¬K Ki‡j bx‡Pi evg cv‡ki Qwei gZ 

Ackbmg~n Avm‡e| GLvb ‡_‡K Rename AckbwU‡Z wK¬K K‡i dvBjwUi bvg cwieZ©b K‡i bx‡Pi evg cv‡ki Qwei gZ we‡Kwe cÖ̀ Ë 

kvLvi †KvW b¤î dvB‡ji bvg wn‡m‡e w`‡Z n‡e| D`vnib¯îƒc, cwUqv kvLvi Branch Code “3001”| G‡¶‡Î cwUqv kvLvi  

“CL_DEC18” dvBjwUi bvg cwieZ©b K‡i “3001” w`‡Z n‡e| 



C:\Users\user\Desktop\Excel_Guidelines_Dec_2018.doc 

 

 

 

 

 

me‡k‡l dvBjwU B-‡gB‡j Attach K‡i dgmlcd@krishibank.org.bd GB wVKvbvq †cÖiY Ki‡Z n‡e|       

 

 

 

  

                     

1. Rename AckbwU‡Z wK¬K 

Ki‡Z n‡e 

2. dvB‡ji bvg wn‡m‡e GBLv‡b 
Branch Code wjL‡Z n‡e 


