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Basic Knowledge of Computer

Mornitor, Keyboard, Mouse System Unit

(CPU- Central Processing Unit) 

Starting Window 

System Box 

Taskbar Window Logo Click 

Start Menu Shut Down Buttom Click 

Mouse 

Mouse Left Click, Right Click, Double Click, Drag-

ging Scoll Buttom Left Click 

My Computer 

Computer Storage Device 

Partation C:\ Software Programme

Install D:\ Data 
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Desktop Background 

Right Click on Desktop

- Click - Personalize

- Click - Desktop Background

-

Click - Save Change

Screen Saver 

Right Click on Desktop

- Click - Personalize

- Click - Screen Saver

Screen Saver Box 3D

Text 

Click - Setting

- Custom Text Box 

Click OK

- Wait Box 

Click - OK

Folder / Subfolder 

C:\, D:\, Desktop Right Click 

Click - New

- Click - Folder

- Folder 

Press -  Enter
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Copy / Paste Copy 

Copy File Folder Right Click 

Click - Copy (Short Cut - Ctrl + C)

Right Click

Click - Paste (Short Cut - Ctrl + V)

Deleting 

File Folder Click 

Press - Delete

- Press - Enter
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Microsoft Office Word 2007





Microsoft Office Word 2007 

Click - Start Menu

- Click - All Program

- Click - Microsoft Office

- Click - Microsoft Office Word 2007

Title Bar Menu Bar

Working Space

Status Bar

Scoll Bar

View

Minimize
Restore Close

Ruler

Page Layout

Page Setup 

- Margin  

Click - Page Layout

- Click - Margin

- Click - Custom Margin

- Top, Bottom, Left, Right

Portrait 

Landscape
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A4, Legal

- Click - Paper

- Paper Size Box 

Click - OK

Font, Font Size 

Click - Home

Font Box Font 

Win Researcher, Time New Romen

Size Box Font Size 

Size - 16, Size - 12

Selection 

Bold

Italic

Font Font Size 

Bold Italic Underline 
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Underline

Left Position

Center Position

Right Position

Justify Position

Line Spacing

Saving File 

Click - Office Buttom

- Click - Save Press - Ctrl + S

Save Box Save Box 

My document (or) C (or) D (or) Any Folder)

File Name Box 

Click - Save

File Name

Open File 

Click - Office Buttom

- Click - Open Press - Ctrl + O

Open Box Open Box Click

Click - Open
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Header, Footer  

Click - Insert Menu

- Click - Header (or) Footer

Click 

Font, Size 

Header, Footer Double Click 

Header, Footer Header, Footer Double Click

Page Number  

Click - Insert Menu

- Click - Page Number

- Click - Top of Page (or) Buttom of Page

Click Font, Size 

Page Number Double Click 

Bullet & Numbering  

Click - Home Menu

- Click - Bullet Buttom (or) Numbering Buttom

Click 

Bullet Buttom Numbering Buttom
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Column  

Click - Page Layout Menu

- Click - Columns

Click 
Columns

My Computer (Adding Picture)

- Click - Insert Menu

- Click - Picture

Insert Picture Box Click 

Click - Insert
Picture
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Drawing Table 

- Click - Insert Menu

- Click - Table

Table Box Row, Column 

Click - Insert Table

Insert Table Box Row, Column 

Click - OK 

Row Column Rular 

Merge Cell (Cell 

- Cell Selection 

Selection Cell Right Click 

Click - Merge Cell

9



Row, Column Line 

Click - Design

- Click - Eraser

- Click 

Inserting Row, Column (Row, Column 

- Cell Right Click 

Click - Insert

- Row Insert Row above (or) Insert Row below 

Column Insert Column to the left (or) Insert Column to the Right

Row, Column Scale 

- Row (or) Column 

Cell Selection 

Click - Layout

- Row Hight Box Column Width

Box 
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Spelling Check 

- Underline Selection 

Selection Right Click 

Click Ignore Click

-
Selection 
Home Menu Click 
Colour Colour Box Click 

More Colour 

11



CURRICULUM  VITAE

Name : Mg Ba

N.R.C No : 7/ Pa Ta Na (Naing) 100220

Father's Name : U Mya

Mother's Name : Daw Hla

Date of Birth : 2.8.1982

Place of Birth : Yangon

Marital Status : Single

Sex : Male

Nationality : Myanmar

Religion : Buddhist

Education Qualification : B.Sc (Maths)

Other Qualification : - Basic Computer Course

- Basic Spoken English

Working Experience : Nil

Address : No.(5), Thumingalar Rd, (5) Ward,

South Okkalapa Tsp, Yangon.

Contact Phone : 09 420058710, 09 799585433

E-mail : mgba82@gmail.com

-----------------------------

Signature
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Max Myanmar

Profile 
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Microsoft Office Excel 2007





Microsoft Office Excel 2007 

Click - Start Menu

- Click - All Program

- Click - Microsoft Office

- Click - Microsoft Office Excel 2007

Page Setup 

- Margin  

Click - Page Layout

- Click - Margin

- Click - Custom Margin

- Top, Bottom, Left,

Right 

Title Bar Menu Bar

Working Space

Minimize
Restore Close

Status Bar

Scoll Bar

View

Page Layout

Row

Column

Cell
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Page Box Orientation 

Portrait Landscape

Paper Size Box A4 (or) Legal 

Click - OK

- Cell Arrow Key 

Cell Alt + Enter 

Cell Manual Select Cell Mouse Drag 

Shift + Arrow Key 

Font, Size, Bold, Italic, Underline, Alignment 

Microsoft Word 

Win Researcher Size (16)

(Time New Roman)  Size (13)
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Row Height (or) Column Width 
- Work Sheet Select All (Ctrl + A) 

Row (Headings) (1, 2, 3.....) Right

Click 

Click - Row Height
-

- Work Sheet Select All (Ctrl + A) 

Column (Headings) (A, B, C.....) Right
Click 

Click - Column Width 

Select All Column Heading Line
A, B, C, D A 

Row Column Headings Line 

   Mouse 

Cell Merge & Center
Cell Selection 

Click - Home Menu
- Click - Merge & Center
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Row/ Column  Deleting (or) Inserting Row/ Column
Row (or) Column Headings 

Click 

Right Click - Row Headings (or) Column Headings

Click - Delete

Click - Insert

Bordering  
Cell Selection 

Click - Home Menu

- Click - All Border

Border 
Selection Cell 
Right Click 

Click - Format Cells

- Click - Border
- Style Box Line 

Border 
Click 
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Auto Numbering  
Row Column 

Cell Click 

Cell 

Ctrl + Mouse Drag 

Auto Ctrl Mouse Drag 

Auto Sum  
Cell Selection 

Click - Home Menu

- Click - Auto Sum

Ctrl Click 
* 

Ctrl Click 

Enter 
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Colouring Cell (or) Font 
Cell Selection 

Cell Home Menu Fill Colour Box 

Home Menu Font Colour Box 

Copy 
Data Selection 

Press - Ctrl + C

- Cell Selection 

Press - Ctrl + V Press - Enter

Ctrl + V Enter 

Inserting (or) Deleting (or) Rename Sheet 
Sheet Sheet Insert Worksheet Click 

Sheet Right Click Insert 

Sheet Sheet Right Click 
Click - Delete

Sheet Right Click 

Click - Rename
-

Press - Enter

Worksheet Preview Press - Ctrl + F2 
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C47
Sr No Particular Quantity Unit Rate Amount

1 7.052 Single Wire 60 Yd 700 42000

2 12 Gage GI Wire 1 No 1500

3 String Insulator 1 No 700 700

4 Cable Tie 50 No 3 150

5 Labour Charges 1 No 30000

Total 74350

C1
1 7.052 Single Wire 70 Yd 700 49000

2 12 Gage GI Wire No 1500

3 String Insulator 1 No 700 700

4 Cable Tie 70 No 3 210

5 Labour Charges 1 No 30000

Total 81410

Meter Installation, 66 South Dagon Tsp.
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cefYrSef;ajcpm&if; trSef&aiG

c GJa0csxm;aiG

1 omref&aiG - -

2 ajriSm;c&aiG 28ç 06378 2353476 ( - ) 452902

3 wHqdyfacgif;bkd;&aiG - - -

pkpkaygif; 28ç 06378 2353476 ( - ) 452902

ajr,m½kH;cGJ (6)\ 2015-16 ckESpf? (1-4-2015)rS (31-3-2016) b@ma&;ESpftwGuf
&okH;rSe f;ajc aiGpm&if; (&op-6)

pOf aiGpm&if;acgif;pOf
( + ) ykd&aiG

( - ) avsmf&aiG

No Date Truck No From To Bags Rate Amount Sr.No

1 10-Feb-16 9B/1596 Sule SPT 500 270 135000

2 10-Feb-16 3C/3829 Sule BYN 550 270 148500

3 11-Feb-16 8F/7818 Sule Htaukkyaunt 600 350 210000

4 11-Feb-16 3B/4315 Sule Htaukkyaunt 600 350 210000

5 11-Feb-16 8E/1249 Sule Htaukkyaunt 600 350 210000

6 11-Feb-16 8E/1249 Sule S/Dagon 600 270 162000

7 12-Feb-16 3C/3829 Sule SPT 550 270 148500

8 12-Feb-16 3C/3829 Sule BYN 600 270 162000

9 13-Feb-16 8E/1249 Sule SPT 600 270 162000

10 13-Feb-16 3C/3829 Sule SPT 550 270 148500

5750 1696500Total

Date : 18.2.2016
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Microsoft Office Power Point 2007





Microsoft Office Power Point 2007 

Click - Start Menu

- Click - All Program

- Click - Microsoft Office

- Click - Microsoft Office Power Point 2007

Title Bar Menu Bar

Status Bar

View

Minimize
Restore Close

Ruler

Page Layout

Slide

Font, Size, Bold, Italic, Underline, Alignment 
Microsoft Word, Excel  

Layout Click to add title Cursor 

Click to add title Mouse 

Drag 
Frame Insert Menu Text Box Click 

Slide Mouse Drag Frame 

Frame 
Frame Click Delete 
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New Slide/ Deleting Slide Slide 

Slide Home Menu New Slide Click 
Slide Right Click New Slide Click 

Slide Slide Click Press - Delete

Slide Background 
Slide Background Design Menu 

Background Design Click 

Slide Animation Slide 

Slide Animation Animations Menu 

Click 
Transition Speed Box (Slow, Medium, Fast) 

Slide Animation Apply to All Click 

Transition Style
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My Computer  
Slide My Computer Insert Menu

Picture Click 

Picture Box Click 

Click - Insert

(Animation) 
Animation Frame Click 

Animations Menu Custom Animation Click 

Custom Animation Box 
Click - Add Effect

- Click - (Entrance, Emphasis, Exit, Motion Path) 

Click 
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Adobe Pagemaker 7.0





Adobe Pagemaker 7.0 

Click - Start Menu

- Click - All Program

- Click - Adobe

- Click - Adobe Pagemaker 7.0
Minimize

Maximize Close

Title Bar
Menu Bar
Tool Bar
Tool Box

Control Pallete

Tools (or) Tool Box

 Tools 
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A.(Pointer tool) Text objects and graphics 

B. (Rotating tool)

C. (Line tool)

D. (Rectangle tool)

E. (Ellipse tool)

F. (Polygon tool)

G. (Hand tool)

H. (Text tool)

I. (Cropping tool)

J. (Constrained line tool)

K. (Frame tools)

L. (Zoom tool)

Top Margin

Work Area
Left Margin Right Margin

Bottom Margin

Horizontal Scoll Bar

Vertical
 Scoll Bar

Paste
Board

Horizontal
Ruler

Vertical
Ruler

Tool Box

Master
Page
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 Work Area

Margins

 Rulers Vertical Ruler Horizontal Ruler

Pasteboard objects

Master Page Master page Icon  Header & Footer objects

 Scroll Bar

Click - File
- Click - New Press - Ctrl + N (Shortcut)

Document Set up Box Document Set up Box 

A4, Legal or etc., Margin

Click - OK

Double Size 

Margin 

Text Tool 
Left Margin Right Margin Mouse Drag Text Frame 

Cursor 
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Font, Size, Leading 
Font, Size, Leading 

Selection 

Control Pallete Ctrl + '

Shortcut Key Style 
Selection 

Bold Ctrl + Shift + B
Italic Ctrl + Shift + I
Underline Ctrl + Shift + U
Left Alignment Ctrl + Shift + L
Right Alignment Ctrl + Shift + R
Center Alignment Ctrl + Shift + C
Increasing Size Ctrl + Shift + >
Decreasing Size Ctrl + Shift + <
Justify Ctrl + Shift + J
Increasing Page Ctrl + Shift + Alt + G
File Open Ctrl + O
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Font 
Font 

Leading 



File Save Ctrl + S
Viewing Page Ctrl +  (-) or Ctrl + (+)
Moving View Alt Mouse

Copy Ctrl + C
Paste Ctrl + V
Ruler Ctrl + R

Margin Orientation 
Ctrl + Shift + P

Superscript (1st) Ctrl + Shift + \
Subscript (H2O) Ctrl + \

Selection

Colour Box Press - Ctrl + J
Colour Box 

Click 

Column 
Click - Layout

- Click - Column Guides   Press - Alt + L ,   C

Number of Columns Box Column 
Space Between Columns Box Column 

Click - OK
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Line Tool, Rectangle Tool, Ellipse Tool, Polygon Tool 

Click - Element
- Click - Stroke

Line 

Click- Custom Tool Box Line Tool Double
Click 

- Stroke Style  Line 

Stroke Weight  Line 
Click - OK

Line 

Tool Box Polygon Tool Double Click 
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Alt Key 


