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SR. PAGE
PRACTICAL
NO. NO.
1. Create a Word Document and write all the steps to be taken. 1
5 What are the steps to insert an image from the hard disk 5
" | drive in the writer document?
3 What are the steps to apply any filter on an image and 5
' explain any 4 graphic filters?
4. What are the steps to cropping an image? 2
5. What are the steps to show the drawing toolbar? 2
6. What do you understand the terms? 3
7. What are the steps to create a template using wizard? 3
8. What are the steps to insert table of contents feature? 3
9. What do you mean by mail merge? 3
10 What do you mean by data consolidation? Give an example 4
" | with steps.
1 What do you mean by subtotals? Give an example with 4
" | steps.
12 What do you mean by Goal seek? Give an example with 5
" | steps.
13. | What do you mean by solver? Give an example with steps. 5
14. | What are the steps to rename a worksheet? 5
15. | What are the steps to compare the worksheet? 6
16. | What do you mean by Macro? Give an example with steps. 6
17 Define: Primary Key, Composite Primary Key 8
" | and Foreign Key
18. [ Differentiate DDL and DML commands 11
19. [ Create the tables 11
20. | List some of the IT workplace hazards. 12
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