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1. a. Whatis acomputer? Explain briefly. (20 marks)
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c. Briefly explain following terms with respect to the features of operating systems.
(40 marks)
1. User interfaces
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d. Explain the difference between Operating System Software and Application Software?

(20 Marks)
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2. a. Briefly explain the followings in terms of text & paragraph formatting in MS Word?
(50 marks)
i. Mail Merge ®
ii. Styles
iii. Drop Caps 5
iv. Proofing Tools
............................................................................................................................ 6
v. Sections
b. What are the advantages of changing measurements units? (20 marks)
&
c. Name five different types of objects that can be inserted into a word document. (10 marks) :
d. Briefly explain the importance of AutoCorrect options used in MS Word (20 Marks)
(]
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3. a. Whatis "Fill Handler" in Excel? (10 Marks)
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e. Briefly discuss the importance of using Slide Master in a PowerPoint presentation.
(15 marks)
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