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Ans. You must enter all the labels and amounts as stated. For the Sale Amount (SA), Discount
Amount (D) and Amount to be Paid (FP), you may use the following formulae:
SA = S * P 
DA= D * SA 
FP = SA – DA 
The total amount to be paid is the sum of all the FPs.

Ques.Q4.Create a worksheet containing the billing information of a
company as given in the following Table:  
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Ques.Q5. Use MS Outlook or any other email software to perform the
following tasks: a) Make a weekly meeting schedule for a group meeting with
four of your friends about the agenda – “Importance of Practical in BCA”.
This weekly meeting should be scheduled for 4 consecutive weeks.
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Ques.(b) Write an email to your friends (at least 5) inviting them to a prayer
meeting. Make your Signature and add it to the e- mail message. 
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(c) Create a vacation/ holiday message that should be sent to all the emails
received by you in a vacation week (say 20th September to 27th
September). 
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1. Open mail client. 
2. Go to Settings and open automatic replies. 
3. Choose date and time. 
4. Type in message and save it. 

1. Outlook automatically delete emails, to go settings > view all outlook settings >
email > rules > add new rule. 
2. Fill ‘new rule’ details. 
3. After fill detail save it. 
4. done.
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(c) Create a vacation/ holiday message that should be sent to all the emails
received by you in a vacation week (say 20th September to 27th
September). 

(d) Suppose a person is sending across many e-mails which you want to
delete automatically. Configure your mail account to achieve this
functionality in your mailbox.
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