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INTRODUCTION TO MICROSOFT OFFICE
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MICROSOFT WORD BASICS
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MICROSOFT POWERPOINT BASICS

Slide Creation
Themes and Layouts

Insert Images and Shapes
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OFFICE PRACTICAL PROJECTS

Letter Writing
Resume Design

Invoice Making

N AT IR HEEN

Data Sheets

& www.haitsofttech.net (O  0333-6666535 / 0336-4500717

6 Bohar Stop Near MCB Bank 66 JB Dhandra Faisalabad
4

ir -



H.AITSOFT

|\

%27 BASIC COMPUTER & MICROSOFT OFFICE
INTRODUCTION

INTERNET & OFFICE INTEGRATION

Email Writing
Attachments

Online Documents
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ADVANCED PRODUCTIVITY TOOLS

Shortcuts Keys
Printing Settings

Templates
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& www.haitsofttech.net (O  0333-6666535 / 0336-4500717

6 Bohar Stop Near MCB Bank 66 JB Dhandra Faisalabad
4

ir -



H.AITSOFT

%4 BASIC COMPUTER & MICROSOFT OFFICE
INTRODUCTION

FINAL PROJECT & ASSESSMENT

Complete Practical Project
Test Preparation

Final Assignment
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