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FONT - CHANGE CASE 
										  
[image: ]What it does : To change selected text to UPPERCASE, lowercase or other capitalisations 
[image: ]How to do it :  Highlight text, click Home tab    		
[image: ]   click Change Case button	
                             click option required 
       		      
 
 		      

Try it out. Change the second sentence – ‘A complete set ….. program’ to UPPERCASE


Software consists of programs that can be run on a computer system. A complete set of instructions to complete a given task is called a program. Computer programs are usually written in a special language. Each of these languages has been designed to perform different types of tasks. Some will be able to solve commercial type problems and others will be able to solve mathematical type problems.
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