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Topic Break Down

Topic No. of Questions

Topic 1, Alpine Ski houseCase Study 3

Topic 2, Fabrikam WellsCase Study 4

Topic 3, Safety RulesCase Study 1

Topic 4, Donation ResponseCase study 1

Topic 5, Chemistry LabCase study 5

Topic 6, Lab SafetyCase study 1

Topic 7, Team BuildingCase study 4

Topic 8, Adventure WorksCase study 4

Topic 9, Convention FlyerCase study 2

Total 25
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QUESTION NO: 1 - (SIMULATION)

CORRECT TEXT 

Configure the Hyphenation settings to hyphenate the document automatically. Configure line numbering to lestait at the top 
of each page.

ANSWER: Seethestepsbelow

Explanation:

: 

✑ On the Tools menu, click Hyphenation.

✑ Select the Automatically hyphenate document check box.

✑ In the Hyphenation zone box, enter the amount of space to leave between the end of the last word in a line and the right 
margin.

QUESTION NO: 2 - (SIMULATION)

CORRECT TEXT 

You are creating a newsletter tor Adventure Works Cycles to promote an outdoor adventure club. Change the style of all 
content that is formatted with the Emphasis style to the Intense Emphasis style.

ANSWER: Seethestepsbelow:

Explanation:

: 

From the Design tab, click the More drop-down arrow in the Document Formatting group. 

Choose the desired style set from the drop-down menu. 

The selected style set will be applied to your entire document. 

Exhibit. 
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QUESTION NO: 3 - (SIMULATION)

CORRECT TEXT 

Create a mail merge recipient list that contains one entry with the first name "Paula" and the last name "Bento". Save the list 
in the default folder as "Snowboarders*. Leave the field structure of the recipient list intact.
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ANSWER: Seethestepsbelow.

Explanation:

: 

✑ Click the Mailings tab.

✑ Click the Start Mail Merge button.

✑ Select Step-by-Step Mail Merge Wizard.

The Mail Merge pane appears on the right, ready to walk you through the mail merge. 

✑ Select a type of document to create.

✑ Click Next: Starting document.

QUESTION NO: 4 - (SIMULATION)

CORRECT TEXT 

You are creating a newsletter tor Adventure Works Cycles to promote an outdoor adventure club. Change the style of all 
content that is formatted with the Emphasis style to the Intense Emphasis style.

ANSWER: Seethestepsbelow:

Explanation:

: 

From the Design tab, click the More drop-down arrow in the Document Formatting group. 

Choose the desired style set from the drop-down menu. 

The selected style set will be applied to your entire document. 

Exhibit. 
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QUESTION NO: 5 - (SIMULATION)

CORRECT TEXT 

This project has only one task.

Configure the document to force the tracking of changes. Require the entry of the password '789'' to stop tracking changes.
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ANSWER: Seethestepsbelow.

Explanation:

: 

✑ On the Review tab, go to Tracking and select Track Changes.Track Changes in the Tracking panel
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