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QUESTION NO: 1 - (SIMULATION)

CORRECT TEXT

At the bottom of the page, insert a Date Picker control to the right of the text ‘Date”.

ANSWER: Seethestepsbelow.

Explanation:

c® In the Word Options dialog box, please (1) click Customize Ribbon in the left bar,
(2) check Developer in the right box, and (3) click the OK button. ...
c® Click Developer > Date Picker Content Control . ...

c® Then the Date Picker is inserted into the document.

QUESTION NO: 2 - (SIMULATION)

CORRECT TEXT

You are creating a broachure for potential clients of VanArshdel, Ltd.

In the “Team Building” section, set the proofing language for the word “expeditions” to

French (France).

ANSWER: Seethestepsbelow.

Explanation:

1. Select the Home tab in the ribbon.

. Select the dialog box launcher in the Styles group.

. Select the Options button in the Styles task pane.

. Select All styles in the Select styles to show drop-down menu in the Style Pane Optionsdialog box.

. Select the OK button to close the Style Pane Options dialog box.

o o0 b~ owWwDN

. Scroll to Comment Text in the Styles task pane; hold your cursor over Comment Text toreveal the options arrow.

7. Select the options arrow and then select Modify from the drop-down menu.
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8. Select the Format button in the Modify Style dialog box.
9. Select Language in the drop-down menu.
10. Select English (or another preferred language) in the Mark selected text as drop-downmenu in the Language dialog box.

11. Uncheck Do not check spelling or grammar to ensure that Word will include yourcomments in spelling and grammar
checks.

12. Select the OK button to close the Language dialog box.
13. Select the OK button to close the Modify Style dialog box.

14. Save, close, and then reopen the document to activate your new comment reviewsettings.

QUESTION NO: 3 - (SIMULATION)

CORRECT TEXT
Save the design elements in the documents as a custom theme named “LabTheme”.

Save the theme file in the default location.

ANSWER: Seethestepsbelow.

Explanation:

c® Click File > Open.

= Double-click This PC. (In Word 2013, double-click Computer).

o Browse to the Custom Office Templates folder that's under My Documents.
c® Click your template, and click Open.

> Make the changes you want, then save and close the template.

QUESTION NO: 4 - (SIMULATION)

CORRECT TEXT
This project has only one task.

Combine the current document with the DonaitionLetter2 document from the Documents folder. Show the changes in the
original document.

Do not accept or reject the tracked changes.

Note: Use Donationletter as the original document and DonationLelter2 as the revised document.
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ANSWER: Seethestepshbelow.

Explanation:

If you have to combine separate Microsoft Word documents, you can copy and paste them together if they're short, or merge
them if they're long.

c» Select the Insert tab.

AutoSave (@ off) )~ O —

File Home Insert Design Layout

A0SR

Cover Blank Page Table Pictures Shapes |
Page~ Page Break v > b

Pages Tables

Screenshot of the Insert tab

c® Select Object, and then select Text from File from the drop-down menu.

A g /q [ Signature Line ~ l_

. @ Date & Time .
Text Quick WordArt ' Equatior
Box ¥ Parts ~ v E Object ~ -

Text B8] Object...
Text from File...

Screenshot of the Text from File option.

c® Select the files to be merged into the current document. Press and hold Ctrl to select more than one document.

Exhibit.
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BELLOWS COLLEGE

CEPARTMENT OF CrpnasT®Y

Lab Safety Rules

Always practice proper safety pr el
Flammable and inflammable mean the same Hving!

CLOTHING ACCIDENT
= |f you breok womathing, youw bury it
+ Wedr koo coaf or apron + Repeot ary acchdent (spill brack, alc ) 1o e netruchon
= 'Weor soloty glomses Frrnadiataly
= Wedor close-toed shoss |no sondals of Bp lopsj . En 2
; . o the localion ond proper ue of fire exdinguishoens
= Weor ditposable gloves, I necesary and oihes solety nwlpeﬁcrup:w -
= Tie back kong har
INJURIES

FOOD AND DRINK

= Rapor ory inkry (cul, bum, aic.] to the nebuckor

= Mo food or dink in the lab Frmacialely

o ; A )
* Do reot hoste. sat. ar drink anything yau find in ihe fats & Knovy iha localion ond prope: use of the eyeadsh stalion
= Use propar lechnique before smeling ory chemilcal ancd frl i 1
= Wash your hionds Betose and aftar aach kb aelivity of

dpearlmisr

CLEANUP
SAFETY = [Diapoe of wonte moterdal propay
® Meaver dispose of chamicals in the sink of frain

= Listen coneluly Io imfuchions ond follow Fham
= Leam and falow all safaty and smengency procscines

O Checlkdng Ihls box indicales | have read ond underiiand hese kab saofely noles,

1 Chacking this box indlcates my digital signoture. -~

fame: et end ar
Diate

QUESTION NO: 5 - (SIMULATION)

CORRECT TEXT

in the ' Index section, update the index to include all marked index entries in the document.

ANSWER: Seethestepsbelow.

Explanation:

To update the index, click the index, and then press F9. Or click Update Index in the Index group on the References tab.

Exhibit.
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| 123 College Averue

Bellows College  Seattle. WA 98765
i 205-5550111
| waww.bellowscollege.com
Deor [Tile)] [Last Name],

Of behal! of Ihe Service Cormenunity al Beliows College, 'we would ke 10 Ihani you for
1 your generous denallon ol [Donoticn)].

! Our mission ot Bellows Cadege, to create leaders who are commited o serving their
communilies, guides our senice program. Bellows Colege helps our shudents learn
about problems locing ther communilfies. both locally and wordwide. and then
empowers ihem lo foke he lead in soling those probéems.

Each year, tha inceming

Ffm cmm 2 1 never knew how lucky | was unii | sow
2, Iy probims girs rudging fx klomelers (o gel waler

ond chooses o for their fomilies, Each wayl Every dayl

charitabie organization With the new well in the vilage. hese

to wark with. This year, girks will finally be able o go to school.

:ﬂ“‘:""“ chase 1o work in a school | heliped bulal” ~ Frestman
Peticiao Doyle

Fabrkom Welks for Alrlca

Figve r{c:m Fabwlkam Wells for Alrica provides clean md&s‘lm Wwaler solrces
Fkra ot formuni Africon communities. The orgonization was founded In 2006,
Since tnen. it has instollea |3 weilis ana irainea 25 visogers 1o manian

and repalr waler pumps,

Bellows College students ravelled fo Aldco for o semaster 1o leam
about the need for clean water, how 1o bulld wels, ond how to frain
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viliogers. Students ciso hod the opporiunity to help bulld schools with
Egbrdkom Schooks for Afrco,

Frashmaon Mete Goklspe chonged his major to Chal
Enginearing after his frip. “it's really hard o buld a
‘well. You mink It will be eosy: you just dig ahale in
tha ground! But H's not esasy. | had na idea how
much technology was needed. just fo mokes a safe
welll"

Your coniribution makeas it posible for us 10 suppor
our students as they lsam the value of supporting
ofhers, This year, your confribution helped pay for

students’ arfare ond lodging.

Thari you ance again for halping moke our visian a succass. If vou have any guestions
about our vslon, please contoct Dean Sam Abokous ot deon@belowscaollegs.com,

Som Aboious
Deon of 5envice, Bellows College

PELLOWS COLLEGE
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