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Questions:
No. CONCEPT IN BRIEF: Word Processing
1. a) Define Word Processing?
b) List and explain the three advantages of Word Processor.
CONCEPT IN BRIEF: Word Processing
2. a) What is a cursor?
b) State the two ways of moving the cursor.
c) State another name for Enter key.
CONCEPT IN BRIEF: Word Processing
3. a) State the function of the following keys:

) Backspace key
i) Shift key

iii) Caps Lock key
iv) Delete key

V) Tab key

b) Define Ergonomics?
c) Listand discuss the five steps for accuracy and speed in typing.
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