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INDEX

SR. PAGE
PRACTICAL
NO. NO.

1 Create a Word Document and write all the steps to 1
' done

5 What are the steps to insert an image from the hard 5
' disk drive in 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 4
" | example 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 5

steps.




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 6
" | steps.
Define: Primary Key , Composite Primary Key
17. 8
and Foreign Key
18. Differentiate DDL and DML commands 9
19. Create the tables 11
20. What do you mean by Blog? Write any 3-website name. 18
| would like to express my special thanks of

gratitude to my teacher Mr. Sumit Sadana as well
as our principal Mrs. Vinny Malhotra who gave me
the golden opportunity to do this wonderful
project on the topic IT 402, which also helped me in
doing a lot of research and | came to know about
so many new things | am really thankful to them.
Secondly, | would also like to thank my parents and
friends who helped me a lot in finalizing this

practical file within the limited time frame.




(Name of student)

CERTIFICATE

This is to certify that
of class/sec

- roll no. has

successfully completed the practical file to my
satisfaction and submitted the same during the
academic year 2022-2023. The practical file is the
result of his/her efforts & endeavours.



(Signature of the teacher)



BIBLIOGRAPHY

1. https://allaboutcomputersonly.blogspot.com/
2. https://www.google.co.in/
3. https://cbseacademic.nic.in/web material/Curriculum21/publication/sec

ondary/Employability Skills10.pdf

4. https://ncert.nic.in/vocational.php?jhdel=0-4



https://allaboutcomputersonly.blogspot.com/
https://www.google.co.in/
https://cbseacademic.nic.in/web_material/Curriculum21/publication/secondary/Employability_Skills10.pdf
https://cbseacademic.nic.in/web_material/Curriculum21/publication/secondary/Employability_Skills10.pdf
https://ncert.nic.in/vocational.php?jhde1=0-4

