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1. Whatis MS Word ? Describe various features of MS Word.

2. Describe Paragraph Formatting with various options.

3. Explain Print options with the help of proper diagram and options available.
4. Describe the process to create Number and Bulleted list.

5. What is Page Layout? Describe its main options.

6. What is Mail Merge? Describe steps to perform Mail Merge.

7. Explain the process to .draw a table in MS Word.

8. Describe the process to insert Word Art and Clip Art in MS Word.

9. Explain
a. Header & Footer b. Find & Replace
c. Foot Note & End Note d. Drop Cap
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