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Questions:  

No.  CONCEPT IN BRIEF: Word Processing 

1.  

a) What is word processing? 

b) State five interface of word processing software. 

 

 CONCEPT IN BRIEF: Word Processing 

2.   

a) What is a toolbar? 

b) State the five checklist that has to be made when composing a letter. 

 

 CONCEPT IN BRIEF: Word Processing 

3.   

a) List and explain the two basic layout style in common use of letters. 

b) Define the following terms: 

I. Fax message 

II. Form letter (mail merge) 

III. Internal memoranda. 

 


