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Increase your living space

There are several ways inwhich you can increase your living space. Feople miss
the opportunity to maximise unused space in their house, letting things
accumulate in the main living areas such as the kitchen and sitting room. As a

result, the house appears very cluttered. Many peopls think the answer to thisis a
costly and, often, unnecessary extension.
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Sawve this document as a Web Page.

Mote: Do not change the default file name or location.

File=»Save as Web Page=>save.
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Strategy Planning for Learners in an e-world
Success Factors

The main secret of our success in this area is the provision of a range of excellent world-class

products that are aggressively priced. Combine this with a high level of ongaing customer
support, which we have abways believed to be an essential part of any dealings with the public,
and we have a firmat that should be capable of replicating in many other markets.

Future Strategy

To stay ahead of the competition we must at least maintain the current level of research and

developrment, as innovation will be one of the key aspects in the expansion of an already highly
successful series of products.

Staff Issues

It is essential that we do not lose experienced staff and | am delighted to report that moral has

|:||3|EIIEI1I I

|Page 1 Sec 1 i1 far 1 n1 Colt Ea) il Ean) = 127

[ T R N S A I R

H D fw | A

»

i#f Start ”J IRepnrt.d... Mizzion Sta..l

Switch to the other open document Mission Statement,

Click on the Mission Statement from the task bar
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muccess Factors

The main secret of our success in this area is the provision of a range of excellent world-class
praducts that are aggressively priced. Combine this with a high level of ongoing custamer support,

which we have always believed to be an essential part of any dealings with the public, and we have
a farmat that should be capable of replicating in many other markets.
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Future Strategy

To stay ahead of the competition we must at least maintain the current level of research and
develapment, as innovation will be one of the key aspects in the expansion of an already highly
successful series of products.

The workforce continues to be one of our greatest assets, for without their dedication to the
production of quality materials that deliver on time and within budget, our targets could not be met.

=

Staff lssues
It iz essential that we do not lose experienced staff and | am delighted to report that moral has -
never heen higher. £
@
Maintaining stability in the workforce: ¥
=|e|a|z]] | b
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Use Microsoft Word Help to access information on Format Painter.
Help — Microsoft word help — write the sentence format
painter — click search
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[To stay ahead of the competition we must at least maintain the current level of research and
development, as innovation will be one of the key aspects in the expansion of an already highly
successful series of products.

The workforce continues to be one of our greatest assets, for without their dedication to the
production of quality materials that deliver an time and within budget, our targets could not be met.

Staff lssues
It is es=ential that we do not lose experienced staff and | am delighted to repart that maral has
never been higher.

Maintaining stability in the workforce:

Salary scales that match or exceed the market level.
Ongoing staff training and development.

Excellent internal communications,

A good working environment.

A good management team.
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Change the view maode for this document to Print Layout View.

D e | A

View — select print layout
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To stay ahead of the competition we must at least maintain the current level of research and

development, as innovation will be one of the key aspects in the expansion of an already highly
successful series of products.

Staff Issues
It i essential that we do not lose experienced staff and | am delighted to report that moral has
never been higher, I

Maintaining stability in the warkfarce:

=alary scales that match or exceed the market level,
Ongoaing staff training and development.

Excellent internal communications.

A good working environment.

A good management team. hd
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Remove the Standard toolbar from the Microsoft Word application window.

Right click on any place in the toolbar — uncheck the
standard
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Team Roles:
Boh Hanks

Script writer, instructional designer, editing course content

Shari Patel
Script writer, writing course content

Maria Benotti
Script writer, writing course content

Fred Stein
Dacurentation, procedures, maintenance of house style guide etc

Tammy Ling
Subject matter expent

Hector Cabbazon
Subject matter expert
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Thi
Insert the trademark symbeol at the insertion point.

Insert —» symbol— select the tm symbol —click insert — close
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The main secret of our success in this area is the provision of a range of excellent world-class

products that are aggressively priced. Our products provide quality at minimal cast. Cambine this
with & high level of ongoing customer suppart, which we have always believed to be an essential

part of any dealings with the public, and we have a format that should be capable of replication in
many other markets.

%l

Select ONLY the 2nd sentence Our products... in the above text.

Select the sentence Our products provide quality at minimal
cost.
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As the team'is so central to our success, we must strive for the best PREEIEworking
ervironment so that a minimum level of staff turnover is maintained.

i | (1
m |21

In the best scenario this should be done without increasing costs.
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Cut the selected word possible and paste it between the words best and scenario.

Click cut from the standard toolbar — put the cursor after the
word best — click paste from the standard toolbar
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Success Factors

The main secret of our success in this area is the provision of a range of excellent world-class
products that are aggressively priced. Combine this with a high level of ongaoing customer support,
which we hawe always believed to be an essential part of any dealings with the public, and we have
a format that should be capable of replicating in many other markets.
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Future Strategy

To stay ahead of the competition we must at least maintain the current level of research and
development, as innovation will bi one of the key aspects in the expansion of an already highly
successful series of products. I

The workforce continues to be one of our greatest assets, for without their dedication to the
production of gquality materials that deliver on time and within budget, our targets could not be met.

Staff lssues
It is essential that we do not lose experienced staff and | am delighted to report that moral has
newer been higher.

L = |

MWaintaining stability in the workforce:
EEEERN| .
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Use the Find and Replace dialog box to find the next instance of the word area in
this document.

Edit — find — type area in the find what box — find next
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PLEASE NOTE THE FOLLOWING:

The minutes that you have been keeping of the committee meetings pravide an essential and
valuable record. Howewver, | feel that an improvernent could be made as to how these are currently
presented.

Often during meetings actions are allocated to specific committee members but because of the
detailed way that you report the proceedings, which results in an excellent document, it is all to
easy for these to be overlooked and even completely forgotten about.

If you could copy all of these actions and list them separately on a sheet at the end of the full
minutes this would help to focus all of us on carrying them out before the following meeting.

WWe should then make the first tem of the Agenda for each meeting signing off on these actions or
carrying forward any that have not been carried out.

As you are fully occupied with your present role would it help if Bob were able to take on some of
the organisational load for future meetings, such as booking the venue, organising accommodation
and ardering the refreshments? | only suggest this because | know that you always end up with
the major part of these tasks and while it is commendable that you carry them out with amazing
efficiency it does seem unfair that the entire burden should constantly fall on your shoulders.
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Use the Change Case dialog box to change the selected text to Sentence case.

Format — change case — check the sentence case — ok
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(Question 11)
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Ref. Committee Meeting Minutes:

The minutes that you have been keeping of the committee meetings pravide an essential and
valuable record. However, | feel that an improverment could be made as to how these are currently
presented.

Cften during meetings actions are allocated to specific committee members but because of the
detailed way that you report the proceedings, which results in an excellent document, it 1s all to
easy for these to be overlooked and even completely forgotten about.

If you could copy all of these actions and list them separately on a sheet at the end of the full
minutes this would help t¥f focus all of us on carrying them out before the following meeting.

YWe should then make the first itern of the Agenda for each meeting signing off on these actions or
carrying forward any that have not been carried out.

Flease note the following:

The minutes that you have been keeping of the committee meetings pravide an essential and
valuable record. However, | feel that an improverment could be made as to how these are currently
presented.

"

b
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You wish to copy the format of the selected words Ref. Committee Meeting Minutes: and then

apply that format to the words Please note the following:
Click the toolbar button that would enable you to carry out this task.

Click on the format painter tool from the standard toolbar
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FLEASE MOTE
The minutes that you have been keeping of the committee meetings provide an essential and

presented. Often during meetings actions are allocated to specific committee members but
because of the detailed way that you report the proceedings, which results in an excellent
document, it is all to easy for these to be overlooked and even completely forgotten about. If you
could copy all of these actions and list them separately on a sheet at the end of the full minutes
this would help to focus all of us on carrying therm out before the following meeting. We should
then make the first item of the Agenda for each meeting signing off on these actions or carrying
forward any that have not been u:arr]:ed out|

—

| Page 1 Sec 1 11 |aE 1"

Create a new paragraph between the heading and the main hody text in

this document.

Click the SUBMIT button when you have finished.

Put the cursor after please note — press enter from the
keyboard — click submit

valuable record. However, | feel that an improvernent could be made as to how these are currently
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The main secret of chir success in this area is the pravision of a range of excellent world-class b
products that are aggressively priced. Combine this with a high level of ongoing customer

support, which we have always believed to be an essential part of any dealings with the public,

and we have a format that should be capable of replication in many other markets.

w

To stay ahead of the competition we must at least maintain the current level of research and
dewvelopment, as innovation will be one of the key aspects in the expansion of an already highly
successful series of products.

The workforce continues to be one of our greatest assets, for without their dedication to the
production of quality materials that deliver on time and within budget, our targets could not be
met.
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Apply a Left Indent of 17 to this paragraph.

Format — paragraph — in the indentation section —in before
text use the arrows to navigate to the 1"
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Success Factors:

The main secret of our success in this area is the provision of a range of excellent world-class
products that are aggressively priced. Combine this with a high level of ongoing customer support,
which we have always believed to be an essential part of any dealings with the public, and we have
a format that should be capable of replicating in many other markets.
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To stay ahead of the competition we rmust at least maintain the current level of research and

development, as innovation will be one of the key aspects in the expansion of an already highly
successful series of products.

The warkforce continues to be one of our greatest assets, for without their dedication to the
production of quality materials that deliver on time and within budget, our targets could not be met.
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Make spacing above this paragraph 12 points.

Format — paragraph — in the spacing — use the arrows to 12
pt

Word Exams

release 1.1 15 of 35 By Talal  March 2007




ICDL
Word Exams (v4)
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Staff lssues
It is essential that we do not lose experienced staff and | am delighted to report that moral has

never been higher.

Factors contributing to stability in the workforce:
Salary scales that match or exceed the market level.
Ongoing staff training and developrment.

Excellent internal communications.

A good warking environrment.

A good management team.

|Humman resources repont Dec. 2001,

As the 'team’ Is so central to our success, we must strive for the best possible warking
enviranment so that a minimum level of staff turnaver is maintained.
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Add a decimal tab stop at4” on the ruler.

Format — tabs — in the tab stop position write 4” —select
decimal from alignment— click the set button — click ok
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To stay ahead of the competition we must at least maintain the current level of research and
development, as innovation will be one of the key aspects in the expansion of an already highly
successful series of products.

|
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The warkforce continues to be one of our greatest assets, for without their dedication to the
production of quality materials that deliver on time and within budget, our targets could not be met.

Staff Issues
It is essential that we do not lose E}{Trienced staff and | arn delighted to report that moral has

never been higher.
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Make the selected list into a default bulleted list.

Click on the bullets tool in the formatting tool bar
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Success Factors:

The main secret of our success in this area is the provision of a range of excellent world-class
products that are aggressively priced. Combine this with a high level of ongoing customer support,
which we have aways believed to be an essential part of any dealings with the public, and we have
a format that should be capable of replicating in many other markets.
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Staff Issues
It is essential that we do not lose experienced staff and | am delighted to report that maoral has
newer been higher.

Factors contributing to stability in the workfarce:

1. Salary scales that match or exceed the market level.
2. Ongoing staff training and development.

3. Excellent internal communications,

4. A good warking environment.

A good management tearn.
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Add a line break (soft carriage return) at the insertion point.

Press enter from the keyboard
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The main secret of our success in this area is the provision of a range of excellent world-class
products that are aggressively priced. Combine this with a high level of ongoing customer support,
which we have always believed to be an essential part of any dealings with the public, and we have
a format that should be capable of replication in many other markets.

(TNNE

To stay ahead of the competition we must at least maintain the current level of research and
development, as innovation will be ane of the key aspects in the expansion of an already highly
successful series of products.

The workforce continues to be one of our greatest assets, for without their dedication to the
production of gquality materials that deliver on time and within budget, our targets could not be met.
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Modify the top margin of this decument to 17,

File — page setup — in the top margin enter 1”
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(Question 19)
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The warkforce continues to be one of our greatest assets, for without their dedication to the
production of quality materials that deliver on time and within budget, our targets could not be met.

-

Staff Issues
It is essential that we do not lose experienced staff and | am delighted to report that moral has
never been higher,

We do follow industry recommended best practice here:
Salary scales that match or exceed the market level.
Ongoing staff training and development.

Excellent internal communiciations.

A good warking environment.

A good management tearn.

Huran resources report Dec. 2001.

As the 'team’ is such a key factor in our success we rmust strive for the best possible working
erwiranrment so that a minirmum level of staff turnover is maintained.
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Insert a manual page break at the insertion point in the document.

Press ctrl + enter from the keyboard
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Eile Edit Wiew Insert Format Tools Table window Help il|
e B0
B 7 U === ; A

|E
JDEF;E|§@.W|QEE,®|G-“.
|

MHarmal + Al = 10 =
. 2 . '

Its massive remains have been restored as much as possible. The Abbot of
Jerpount refused to put into effect the Statutes of Eillcenny and was heawily fined,
to no avall In 1540 this centre of ciwilisation was suppressed, its precincts, lands
and waters bestowed on the Butlers of Crmond.

Enocktopher I
B 4.5 km beyond Jerpomnt Abbey 15 another willage associated with a different great
Order of the medieval chirch. The Earl of Crmond, James Butler, made a
foundation here for the Carmelite Order of Friars m 1356, Although suppressed
by 1540, the Carmelites continued to replace and appomt friars to serve the area
until they were finally expelledin Cromurell”
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Change the text in the Header to Guide to Kilkenny County.

Click the SUBMIT button when you have finished.

View — header and footer — delete the word city and write the
word county
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(Question 21)
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Success Factors

The main secret of our success in this area is the provision of a range of excellent
World-classjprnducts that are aggressively priced. Combine this with a high level of
ongoing custorer support, which we have always believed to be an essential part of
any dealings with the public, and we have a format that should be capable of
replicating in many ather markets.

) Future Strategy

- To stay ahead of the competition we must at least maintain the current level of
research and developrment, as innovation will be one of the key aspects in the
expansion of an already highly successful series of products.

The warkforce continues to be one of our greatest assets, for without their dedication
) to the production of quality materials that deliver on tire and within budget, our
- targets could not be met.
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Insert a current date field in the top left header of this doecument.
Use the default option for the date format.

MNote: Do not type the date.

Insert=>date&time=>» insert
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- Incoming Dutgoing Total

= Mlan 215 54 =] 122

= Tues 2rd 122 74 1956

- WWed 23 a5 E 184

E Thurs 24t |67 g5 152

E Fri Z5th 244 94 338

- Fri 250 244 94 335

] Sat 25t 42 =] 410
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Select the entire table.

Note: Do not use click-and-drag for this exercise.

Click on thes} symbol
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Human resources reposgmam s
+ Tables and Borders

i1 Ervitormet

A5 the ‘team’ is so centr _{F Q| —_— r i|- Py .
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Incoming Cutgoing Total
Maon 215 54 B3 127
Tues 22M 122 74 196
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Thurs 240 E7 g5
Fri 25th
Fri 258 244 94
Sat 25N 42 JE8 410
3
=
¥
El=EE RN 3
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Delete the selected row and all of its contents.

Note: Do not deselect the selected cells or reselect any other cells.

Table — delete — rows
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(Question 24)

| File Edit Wiew Insert Format Tools Table Mindow Help x|
DR ESRY iR d| v QEFEOF= 4|8 T 0 - 0.
| Normal 1B Y1Dv|31g||5§§§§=—5+;§+;§‘vgv_
[] ’; 1 : 2 o3 fge - B s - G S
1 B
It is essential the —& Q‘ — W £|' Sy repart that

rnoral has never | M~ EH%' HI FH|'E 1% | sl 2| =
. |FPoor] Good | Good

= Salary scales that match or exceed the market level
- Dngoing staff training and development v
= Excellent internal communications v
- A good working environment v
- A good management team v
- As the 'team' is so central to our success, we must strive for the best possible working
ervironment so that a minimurm level of staff turnover is maintained. w

2 4
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Modify the border style of the selected cells to double lines.

Format=>border shading=>border tab=>»select double line
from style=»ok
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(Question 25)

iz Document1 - Microsoft Word =]
JEiIe Edit Wiew Insert Format Tools Table window Help ﬂ

i
i
That

1

IDEEH SRV 2Rt o-« @QFOR=S BT 0wz -3,
| Nomal + iidl -n-le rol==== == DA,
EE---:---1---| IR B R

. |---4---|---5---|---a§
Corne to the Zoo,

Bring the whole familyl Fun for all ages.

Come see the new garilla habitat, full of trees, bush, and even a pond. VWith our new heating and
cooling systems, the animals can enjoy their new environment all year long.

Ask about our free pony rides for children under 12, and horse back riding for peaple of all ages.

-
+
L]
¥
|:||3|EI|:'|1I I 3
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A graphic file named giraffe.jpg is stored in the current My Pictures folder on
the hard disk of this computer.

Insert this image into the document at the flashing insertion point.

Insert— picture— from file — select giraffe. Jpg — insert
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(Question 26)

JEiIe Edit Wiew Insert Format Tools Table ‘window Help

D2d GRY | iR - @

[ Nomal BT -0-B 1 U=
z o R B

Eﬁ'i'

Please Note The Following

The minutes that you have been keeping of the committee meetings provide an essential and
valuable record. Howewer, | feel that an improverment could be made as to how these are
currently presented.

Often during meetings aftions are allocated to specific committee members but because of the
detailed way that you report the proceedings, which results in an excellent document, it is all to
easy for these to be overlooked and even completely forgotten about.

If you could copy all of these actions and list them separately on a sheet at the end of the full
minutes this would help to focus all of us on carrying them out before the following meeting.
YWe should then make the first item of the Agenda for each meeting signing off on these actions
or carrying foreeard any that have not been carried out.

|:||3|EIIEI1I I

oD | A

b
| Page 1 Sec 1 11 |ae 1" ln 1 Col 1 28 i Bl E el e
= | StBItHJ IRepurt.d... Cammittee...l

Copy the selected image from Report and paste it inte Committee, which is already open.

Note: Drag and drop is not available in this exercise.

Click the copy tool from the standard toolbar — from the task
bar click the committee file — click on the paste tool from the
standard toolbar
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(Question 27)

JEiIe Edit View Insert Format Tools Table ‘Window Help ll|
DEEH SRy iR v @B =BT o0 203,

il |
| 1

[

JNDrmaI ~  Aial v1Dv|B I EHEE ,§£§|'é"v
EEIII I I B 4 1

Human resources report Dec. 2001 ﬂ

As the 'team’ is so central to our success, we must strive for the best possible working
environment so that a minimurm level of staff turnover is maintained.

w

[~ pickwre
wn OO Gt ol FEHEYC 3

H || A
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Delete the selected graphic on screen,

Click delete from the keyboard
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(Question 28)

FIRETHAME COMPANY ADDRESE
Arra Ciotheshores IR

Mari
May 3, 1933 Hertert
Dear i BT
Ve ame delghied to be able S0 ofer you our
rew imaroved range of produds for the
Summer eange 1555, As always ouf poods _'E_ _I: :Esssz _,:_ aErT A
are guaranieed 1o ba of the highest stardands = =
with the very lafest in Bchnology use o )
develop these new Ines o =
& patalogue i enoiosed with an order farm in Core
e back. Fherse Sendin DUr oroers 2 S00n
as possible as it & Koy that derrand will far C
aunr
oubsing supply Whene goods ane availabie ¥
deliery s guaranieedwihindd hours Ireland
Woir Sinoenel) our Sinceredy Ineiand
Ireland

Frances Robirzon, MO Frances Robirsan, MD

Data Document Main Document Form Letter

The first page is the form letter
The second page is the main document
The third page is the data document
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(Question 29)

i3 New Products.doc - Microsoft Word M=l
JEiIe Edit Yiew Insert Faormat Tools Table ‘Window Help ﬂ

]D@E|§@.l‘?|g{jgw®f\n-n- %D@gg.@‘@q 0 -3,
Bru=s T

J Insert Merge Field - ‘ Insert wiord Field - <§g3é}| (L I | ‘ 1 L | |

EE---|---1---|---2---|---3---|---

aTitlew «Firstl ames «Lasth ames
alob Titlex

adddressls

b ddressn

wCitys «PostalCodes
aWotkPhonen

JNDrmaI + Timez MewFRoman = 10 =

Thursday, 20 May 2002

Dear,

This letter is to atnoance out up coming range of new and innovative products that are being
introduced for the autumn period of 2002, The details of our new selection of goods can be found in
the enclosed full colour catalogue. There is an order form included at the back of the catalogue and
items ordered can he guarantesd delivery within 42 hours of us receiving the order.

-
To make ordeting even speedier we have also introduced our new online ordering serwice. Simply a
enter the product codes and quantity of items needed into the online form and delivery is guaranteed o
¥
I:IEIEII:'|1I I 4
IPace 1 Sec 1 11 lae 1 ln1 ol 1 REE Rk e Hevh G

Merge this Main Document with its Data Source to create a new merge document,

Click on the merge (start mail merge) button=>select new
document from merge to: *merge
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(Question 30)

JEiIe Edit Miew Insert Format Tools Table ‘indow Help
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The lyllgiigg that you have been keeping of the committee meetings provide an essential and
valuable record. However, | feel that an improvernent could be made as to how these are currently
presented.

Often during meetings actions are allocated to specific committee members but because of the
detailed way thafyou report the proceedings, which results in an excellent document, it is all to
easy for these to be overlooked and even completely forgotten about.

If you could copy all of these actions and list them separately on a sheet at the end of the full
minutes this would help to focus all of us on carrying them out before the following mesting.

We should then make the first item of the Agenda for each meeting signing off an these actions or
carrying forward any that have not been carried out.

D | A

EEREERN .
|Page 1 Ser | 1 [ac 1 ni ol i =l il 2 =l el = i

Use Microsoft Word's Spell Check facility to correct the spelling of the selected word
in the above document.

Mote: The correct spelling of the word is minutes.

R.click on the selected word=>»select minutes
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(Question 31)

Filz | Edit Wiew Insert Format Tools Table ‘Window Help ﬂ|

|
0BE ERY s2aF - @B
j =

Marmal = Arial = 10 =
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B U =
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Hurman resources report Dec. 2001

As the team' is so central to our success, we must strive for the best possible warking
environment so that a minimurm level of staff turnover is maintained.

Team building should be the focus for all management. The effort put into this area would be fully
repaid within a shaort timescale and compared to the alternatives of hiring large numbers of new
personnel and retraining them, is a significantly less daunting task.

Cther offices warldwide run exciting and varied programs and we should implement some of these
here. Wihy not organise a group seminar where all Hurman Resource managers could exchange
ideas and benefit from each other's experiences.

Social events can greatly contribute to the Team spirit and should be encouraged throughout the
organisation. The more that we can bring people together as a family' the more chance we hawe of
them feeling that this group is where they want to see their future.

S| A

|:||3|EII:‘|1I I 3
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Print 5 copies of the current page of this document.

Note: This is a simulation - you do not need to have a printer attached to your computer.

File=»print=>select from page range current page=>then
type 5 in copies=ok
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(Question 32)

JEiIe Edit Yiew Insert Format Tools Table ‘Window Help

il Report.doc - Microsoft Word =]
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The main secret of our success in this area is the provision of a range of excellent warld-class
products that are aggressively priced. Combine this with a high level of ongoing customer support,
which we have always believed to be an essential part of any dealings with the public, and we have
a format that should be capable of replicating in many other markets.

Future Strategy

To stay ahead of the competition we must at least maintain the current level of research and
development, as innovation will be one of the key aspects in the expansion of an already highly
successful series of products.

The workforce continues to be one of our greatest assets, for without their dedication to the
production of quality materials that deliver on tirme and within budget, our targets could not be met.

Staft Issues

It is essential that we do not lose experienced staff and | am delighted to report that moral has
never been higher.

Waintaining stability in the warkforce:
El=EE RN

[Page 1 Sec 1 1 [at 1 ln 1 Cald [REE Rk

H D e

3
=2 ) el -

Use the correct toolbar option to change the style of the selected text from Normal to
Heading 2.

i3l Report.doc - Microsoft Word M =]
JEiIe Edit Wiew Insert Format Tools Table Window Help 5'!
NEeHeRY | e v -~ | eBOR=S @I 0 -0,

| T | - .w.pruE==E=sEEeEEO-A-
= " =9 a
LHeadlng1 14pt'2."'f'"3.'"f"".‘"'f"'s."'f"'aﬂ

: =9
| Heading 2 12pt M in this area is the provision of a range of excellent world-class

- = | priced. Cambine this with a high level of ongaing custamer suppart,
Heading 3 12p [ to be an essential part of any dealings with the public, and we have
=ql® of replicating in many other markets.
Mormal 10 pt
Default Paragraph Font ipgt an we must at least maintain the current level of research and

| be one of the key aspects in the expansion of an already highly

successful series of products.

The warkforce continues to be one of our greatest assets, for without their dedication to the
production of quality materials that deliver on time and within budget, our targets could nat be met.

Staff lssues
It is essential that we do not lose experienced staff and | am delighted to report that moral has -
never been higher. +
o
haintaining stability in the woarkforce: ]
EEEEEN »
| Page 1 Sec 1 11 [ae 1" Ini ol i [rEC] ek BT [y ] eg [ /:’;]
Use the correct toolbar option to change the style of the selected text from Normal to |
Heading 2.
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(Question 33)

JEiIe Edit View Insert Format Tools Table ‘Window Help ﬂ!
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Ref Committee Meeting Minutes:
The minutes that you have been keeping of the committee meetings provide an essential and
valuable record. Howewer, | feel that an improvement could be made as to how these are currently

presented.

[r

Often during meetings actions are allocated to specific committee members but because of the
detailed way that you report the proceedings, which results in an excellent docurment, it is all to
easy for these to be overlooked and even completely forgotten about.

narately on a sheet at the end of the full
; all of us on carrying them out befare the following meeting.

If you could copy
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| Change the line spacing for the selected text to 1.5 lines.
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The minutes that you have been kee
valuable record. However, | feel that | Spadng
presented. Before: opt z Line spacing: af:
Often during meetings actions are a After: Jop = kel =] iE] =
detailed way that you report the prog | Preview
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-- Preview Not Available --
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minutes this
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| Change the line spacing for the selected text to 1.5 lines.
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1. Create a new column to the left of selected column
Table menu=insert=>column to the left

2. Change the default user name for this application to Tom

Tool=>»option=>user information=>type Tom=>o0k

3. Which two of the following statements about proofreading
are true?
Carrying out a spell check means you don’t have to
proofread a document.
Print preview lets you see how text and graphics will look
when printed.

4. Insert first Name merge field after the word Dear in this
letter.

Click on the insert merge field in the mail merge

bar=»select the first Name field.

5. Use the formatting option that would make the selected text
look like this: 50 ° C
Format menu=>font=»check superscript=>ok.

6. Display the non-printing point on this document
Click on the show\hide buttons on the stander bar
7. Change the selected row height to be 2,5 “
Table menu=>table properties=2row=>type 2,5”
8. Automatic hyphenate this document
Tools=>Language=>Automatically hyphenate document.
9. Change this selected paragraph to be coordinator on the two
sides
Format=>»paragraph=>Aliment=>select justify=>»ok
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