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INSTRUCTIONS TO LEARNERS
i.  Answer all questions.
SECTION A: THEORY (80 MARKS)
1. A student is preparing a research report for the Science Club.
(a) Outline four steps to insert an automatic Table of Contents in a word processor. (4 marks)

I.

ii.

1ii.

iv.

(b) Explain the purpose of the following advanced features: (5 marks)

i. Mail Merge:

ii. Track Changes:

iii. Hyperlink:

(c) Define the following word processing terms: (4 marks)

i. Character Formatting:

ii. Page Layout:

(d) List three editing tools in a word processor used to correct errors. (3 marks)

I.

ii.

1ii.
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