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I. Fill in the blanks : (5 × 2 = 10)
1. RAM stands for ______.
2. What is the  short-cut key combination to

open a menu ______
3. To display gridlines in paint brush, the zoom

level  should be greater  than ______
percentage.

Turn  over

2. Write the steps to do the following :
(a) Transferring data from one application to

another application.
(b) Appending the current time and date to the

end of the document, every time when you
open the document in Note Pad.

3. Write the step-by-step procedures to do the
followings in paint :
(a) To stretch or skew an item.
(b) To change the size of a picture.

4. Write the procedures to create a Macro in
Microsoft Word.

5. Write a note on the following (Power Point) :
(a) Inserting Movies and Sounds in a Slide.
(b) Inserting Chats in a Slide.
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___
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II.
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1.

A 
pri

nte
r p

rod
uce

s t
he 

sof
t c
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n c
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.
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III.
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 sh
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1.
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the
 ste

ps 
to s

wit
ch-

off
  th

e co
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r.

2.
Wr

ite 
the

 dif
fer

enc
e b
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3.
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cat
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4.
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e d
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d c
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o ch
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e p
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a p
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N �
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IV.
An

swe
r a

ny 
TH

RE
E q
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tio

ns.
All

 qu
est

ion
s c

arr
y e

qua
l m

ark
s.

1.
Wr

ite 
not
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on 

the
 fo

llow
ing

 :
(a)

Inp
ut 

De
vic

es.
(b)

Ou
tpu

t D
evi

ces
.

(c)
Sto

rag
e D

evi
ces

.
(d)

RA
M.

(e)
RO

M.
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