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Topic Break Down

Topic No. of 
Questions

Topic 1, WoodGrove Bank 5

Topic 2, Contoso Pharmaceuticals 6

Topic 3, River Cruises 5

Topic 4, Tailspin ToysDinosaurs 6

Topic 5, Perfect MuffinsFourth Coffee uses muffin recipes that were created for our exclusive 
use by the Culinary School at Bellows College. The recipe ingredients differ, but all the muffins 
are produced by using the same method.

6

Topic 6, Southridge Video 5

Topic 7, City Power & Light 2

Total 35
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QUESTION NO: 1 - (SIMULATION)

You work for Tailspin Toys. You are creating an internal product announcement and training document.

In the file properties , add ‘’animals’’ as a category.

ANSWER: See Explanation Below For Answer

Explanation:

: 

✑ Click the File tab.

✑ Click Info.

✑ Click Properties at the top of the page, and then select Advanced Properties.

✑ Click the Custom tab.

✑ Click OK.
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QUESTION NO: 2 - (SIMULATION)

In the ‘’Basic dinosaur facts’’ section, apply the Pencil Sketch artistic effect to the fossil picture.

ANSWER: See Explanation Below For Answer

Explanation:

: 

1. Select the picture. 

2. Select Picture Tools > Format and select Artistic Effects. 

3. Hover over the options to preview them and select the one you want. 

QUESTION NO: 3 - (SIMULATION)

In the ‘’Favorite dinosaurs’’ section, in the blank paragraph at the end of the page, use the
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3D Model feature to insert the Triceratops from the 3D objects folder.

Position the model in Line with Text.

ANSWER: See Explanation Below For Answer

Explanation:

: 

On the Insert tab, in the Illustrations group, click 3D Models > From a File. 

Insert A 3D Model 

Navigate to where your 3D object is, select it and click Insert. Once inserted and still selected, you will see some handles 
with which to manipulate the object. 

3D Handles 

These handles look like the usual ones that allow you to resize and rotate an object. However, if you hover your mouse 
roughly over the centre of the object, you should see the cursor change shape to indicate that you can rotate the model in 
3D space. Like this: 
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Rotate 3D Model 

Once you have rotated the model, the 3D rotate handle will appear in the centre of the object and using this will make it 
easier to rotate the object. 

While the object is selected, you will see the 3D Model Tools contextual tab displayed in the ribbon. 

QUESTION NO: 4 - (SIMULATION)

In the ‘’Event Package’’ section, insert a footnote to the right of the heading. Enter the footnote text ‘’Includes digital files.’’

ANSWER: See Explanation Below For Answer

Explanation:

: 

✑ Click where you want to reference to the footnote or endnote.

✑ On the References tab, select Insert Footnote or Insert Endnote.

✑ Enter what you want in the footnote or endnote.

✑ Return to your place in the document by double-clicking the number or symbol at the beginning of the note.
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QUESTION NO: 5 - (SIMULATION)
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In the ‘’Top Sellers’’ section, continue the numbering of the list at the top of the second column, so the list items are 
numbered from 1 through 6.

ANSWER: See Explanation Below For Answer

Explanation:

: 

Select the second column and insert number 
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