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MS. Word 2016 KeyBoard Short Cuts
Sr.No \ Short Cuts
1 Win + R Open Run Box, Type Winword and Enter for
Open MS. Word
2 Control + N New
3 Control +S Save
4 Control + O Open
5 Control + F4 close
6 Control + P Print
7 Control + A Select All
8 Control +C Copy
9 Control +V Paste
10 Control + X Cut
11 Control +Z Undo
12 Control + | Italic
13 Control + U Under Line
14 Control + B Bold
15 Control + L Left
16 Control +R Right
17 Control + E Center
18 Control +J Justify
19 Control + ] Increase Font
20 Control + [ Decrease Font
21 Control + Space bar Remove Formatting
22 Control + F Find
23 Control +H Replace
24 Control + G Goto
25 Control + Page up Goto Previous Page
26 Control + Page down | Goto Next Page
27 Control + Enter Insert Page break
28 Control + Home Goto first Page
29 Control + End Goto Last page
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Short Cuts
30 Control + D open Font Box
31 Control + Shift + C Copy Formatting
32 Control + Shift +V Past Formatting
33 Control + Shift + > Increase Font size
34 Control + Shift + < Decrease Font Size
35 Control + M Insert Indent
36 Control + Shift + M Remove Indent
37 Control +1 Single Line Spacing
38 Control +2 Double Line Spacing
39 Control + 3 1.5 Line Spacing
40 Alt + Control +1 Apply Heading 1
41 Alt + Control +2 Apply Heading 2
42 Alt + Control +3 Apply Heading 3
43 Alt + Control + C Insert Copy right Symbol
44 Alt + Control + R Insert Registered Symbol
45 Alt + Tab Switch Other program
46 Control + F6 Switch Other word open files
47 Alt Press Alt key for show all tabs and commands
keys
48 F7 Spelling and grammar check
49 F4 Repeat Function
50 F5 Goto
51 F8 Extend Selection
52 F12 Save As
53 F10 Show Key tip
54 Shift + F3 Change Case
55 Shift + 10 Show short cut menu
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The Computer Land

L o) L T 2 S—

Ref No: Date:
Name:
Address:
Sr. NO Description Qty Price | Total
Total
Advance
Balance
Sign:

Thank you for Your Business!
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WEEK OF SEPTEMBER 14, 2019

Monday Tuesday
NAME NUMBER NAME NUMBER
8:00 | Client name here 425.501.0155 8:00
9:00 9:00
10:00 10:00
11:00 11:00
12:00 12:00
1:00 1:00
2:00 2:00
3:00 3:00
4:00 4:00
5:00 5:00
Wednesday Thursday
NAME NUMBER NAME NUMBER
8:00 8:00
9:00 9:00
10:00 10:00
11:00 11:00
12:00 12:00
1:00 1:00
2:00 2:00
3:00 3:00
4:00 4:00
5:00 5:00
Friday Saturday/Sunday
NAME NUMBER NAME NUMBER
8:00 8:00
9:00 9:00
10:00 10:00
11:00 11:00
12:00 12:00
1:00 1:00
2:00 2:00
3:00 3:00
4:00 4:00
5:00 5:00
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Attendance Sheet

Week 1 Week 2 Week3 Week 4

Name | Rollno o T T F s M [T[WI[|T]F[s | M[TIW[TIF[s I mM[T|w]T

Aliraza 456 P A A P L
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All Raza

Objective:
| am enthusiastic and enjoy working in a busy environment. If I am given a chance, | shell
prove a good and hardworking member of your faculty. My personal details are as under.

Father’s name : Ejaz Ahmed

Phone no : +92-300-123450

Date of birthday : 06-06-1993

Domicile : Rahim Yar Khan (Punjab)
Nationality X Pakistani

Religious : Islam

Address : Sadig Town Stree # 04 Gulmerg Road

Rahim yar khan

Academic Qualification :

Degree Board/University Year Marks
B.A Islamia University Bahawal Pur 2013 515/800
F.A BISE.Bahwal Pur Board 2011 678/1100
Metric BISE.Bahwal Pur Board 2009 725/850

Computer Skill :

Office management :
Office 2003/2010, MS Word, MS Excel, MS Power point, In page, Typing, Printing,
Scanning, Installation, Internet.

ClUlcullvimavitae

Experience:

Teaching Experience of 1 year In Rahim Yar Khan Secondary School.

Hobbies.

[ ]

» Computer Operating.
» Islamic Book Reading.

Languages:
» Urdu
» English
» Punjabi

Reference :

Reference will be furnished on demand
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The quick brown fox jumps over the lazy dog.
The quick brown fox jumps over the lazy dog.
The quick brown fox jumps over the lazy dog.
The quick brown fox jumps over the lazy dog.
The quick brown fox jumps over the lazy dog.
The quick brown fox jumps over the lazy dog.
The quick brown fox jumps over the lazy dog.
The quick brown fox jumps over the lazy dog.
The quick brown fox jumps over the lazy dog.
The quick brown fox jumps over the lazy dog.
The quick brown fox jumps over the lazy dog.
The quick brown fox jumps over the lazy dog.
The quick brown fox jumps over the lazy dog.
The quick brown fox jumps over the lazy dog.
The quick brown fox jumps over the lazy dog.
The quick brown fox jumps over the lazy dog.

The quick brown fox jumps over the lazy dog.
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COMPANY NAME
Employment Application

Last Name

Street Address

City

Phone

Date Available
Position Applied for
Are you a citizen of the United States? YES
Have you ever worked for this company? YES

Have you ever been convicted of a felony?  YES

High School

From To Did you graduate?
College

From To Did you graduate?
Other

From To Did you graduate?

Please list three professional references.

Full Name
Company
Address
Full Name
Company
Address
Full Name
Company

Address

\

Jinnah Park Street No.9 Rahim Yar Khan

First

State

Falcon Computer Academy. Contact US: 0300-9788321

M.1. Date
Apartment/Unit #

ZIP

E-mail Address

Social Security No.

NO
NO

NO

Address
YES
Address
YES
Address

YES

Desired Salary

If no, are you authorized to work in the U.S.? | YES

If so, when?

If yes, explain

NO Degree

NO Degree

NO Degree
Relationship
Phone
Relationship
Phone
Relationship
Phone
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[Company Name]
Employee Name:

[Address 1 ]
[Address 2 ] Supervisor Name:
[City, State ZIP ]
[Phone] Week Of:
Tue 11/26 0.00
Wed 11/27 8.00 0.43 8.43
Thu 11/28 8.00 4.00 12.00
Fri 11/29 0.00
Sat 11/30 0.00
Sun 12/1 0.00
Mon 12/2 0.00
Total Hrs 16.00 443 0.00 0.00 0.00 0.00 0.00 20.43
Rate/Hrs 50.00 | 75.00 50.0 |50.00 50.00 0.00 0.00
0
Total Pay: 800.00 332.25 0.00 0.00 0.00 0.00 0.00 1132.25
Total Hours Reported 20.43
Total Pay 1132.25
Employee Signature Date
Supervisor Signature Date
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All leclures In UNB

Main Features
* Microsoit oifice 2016 Training
) % 16 GB USB with Password Protected
% 145 Video Lectures in urdu

Lectures De|ivere: * All Relevant Software -
Kewal Vijay * With Urdu Notes %
Falcon Computer Academy

0300-9788321
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