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8 A travel agent is preparing a presentation.
Tick two boxes to show how to add text to a slide.

Tick two boxes

Tnsert a graphic

Click in a text box and type on the keyboard

Copy text and paste it in a text box

Use the Save As dialogue box

Print the presentation 2 marks)

9 Tick two boxes to show which of the following are true

Tick two boxes

‘When you send an e-mail. the Subject ficld should be blank

Junk e-mail is sent to only one e-mail address

When you send an c-mail, you have fo put an c-mail address in the
To ficld

‘When you send an e-mail. the To field should be blank

You can attach a spreadsheet to an e-mail

2 marks)

10 A home computer user is worried about security threats,
Write one label next to each description to identify how the security threat could be reduced.
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