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A B C D) ‘ E F G H
3 Discount Rate 5%
Rano Accessories
Total Price
before
5 ltem No |Qty Description Unit Price Discount |Discount Selling Price
6 D01 3|Mouse Rs. 1,425.00| Rs.4,275.00) Rs.213.75| Rs.4,061.25
7 D02 2|Head Phone Rs. 3,600.00 Rs.7,200.00/ Rs.360.00| Rs.6,840.00
8 D03 3|Key Board Rs. 2,700.00( Rs.8,100.00 Rs.405.00| Rs.7,695.00
9 D04 1/Monitor - LCD Rs. 14,000.00| Rs. 14,000.00| Rs. 700.00| Rs. 13,300.00
10 D05 1|/Speaker Rs. 2,950.00| Rs.2,950.00 Rs.147.50| Rs.2,802.50
11 D06 2|Pen Drive 64 GB Rs. 2,100.00 Rs.4,200.00) Rs.210.00| Rs.3,990.00
12
13 Amount of the Bill Rs. 38,688.75
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Margins are B
tough to figure
out!
What you will leamn ar practice: LI
+ Setting Margins F |
« Changing font size j % ‘
« Changing alignment oy e \
: o ya
« Using bold print 8 = . C
+ Typing a paragraph with word wrap \ji -

+ Spell checking
+ Copy and paste

DIRECTIONS:
/ 1. Open a Word document. Click on FILE- PAGE SET-UP. Change the margins to the
following: top and bottom = 2 inches, left and right = 2 inches. Click on OK.
Change the font to Lucida Console, size 14 paint, and type your name.
Change your name to bold print.
Center your name horizontally between the margins. (CENTER ALIGN)
Press the ENTER key once. Take OFF bold print.
Type Activity 3. Press the ENTER key twice.
Change the font to Times New Roman, size 12 point.
Change to LEFT ALIGN.
Type the paragraph below, with errors included, using word wrap (Do not hit enter at
end of line). The computer may automatically correct some of your errors. That's
ok. Hit ENTER when you are all done with the paragraph.
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