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Section – A (2 × 5  = 10) 

1. What is Mail Merge? Which two documents is required for Mail Merge? 
2. Why do we use Print Preview? 
3. Write the use of spell check? In which menu spell check is found? 
4. What is Auto correct feature in word processor? 
5. Why do we use Find and Replace option? 

 
Section - B (5 × 2 = 10) 

6. What is the use of Table in writer? Write steps to create table in writer. 

7. Write steps for the following:- 

(i)   To print a document 

(ii)  to insert column in table. 

*** 


