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MAHARASHTRA STATE BOARD OF VOCATIONAL EDUCATION EXAMINATIONS, MUMBAI
Examination—dJuly, 2017
CERTIFICATE COURSE IN COMPUTER DATA ENTRY OPERATOR
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MS-WORD AND INTERNET (PRACTICAL-II)

Marks
1. Type an Application letter, for the post of “ Computer Operator ”, 60
in MS-Word and do the following :—
(a) Set the first line indent as 1.
(b) dJustify the paragraph.
(¢) Find the word “ Operator ” and replace it with “ Programmer ”.
(d) Insert the header as “ Application Letter ”.
(e) Include suitable enclosers.

2. Create your own account on Gmail and Write the process of sending 20
and receiving E-mail.

3. Oral. 10
4. Term Work. 10




