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3. Windows basic

a. Change background image

b. Open document containing text typed for question no. 2 and save it
with other name

4. MS-word

a. Apply 1.5 line spacing for all text
b. Insert your name on left side of page and roll number on right side
of page as header.
c. Set page margins as follow:
a. Top: 2" Bottom: 1" Left: 1.5" Right: 1.25"
d. Insert page number as footer with centre alignment.

5.MS-Powerpoint

a.Prepare master slide as Menchhayayem Rural Mun

6. MS-excel

a. Find sum of total area of Tehrathum and calculate percentage of

Mencheyayem
Local level of Area in Square km. percentage

Tehrathum
Menchheyayem 70
Chathar 134
Myanglung 100
Laligurans 90
Athrai 110
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