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NEW QUESTION: 1

In the 'Our Team" section, select the first instance of 'Team Builder and record a macro named
"Role" that applies bold and italic formatting of the selected text. Then stop recording. Store the
macro in the current document.

Answer:

See the steps below.

Explanation:

Select the View tab, then click Macros > Record Macro.

Macro names must begin with a letter and use either letters or numerals. You cannot use
spaces, non-alphanumeric characters, or periods.

Macro names can be 80 characters maximum

Macro names cannot conflict with the program's reserved commands or keywords such as
Print, Save, Copy, Paste.

Descriptions are just notes that summarize the macro's function.

NEW QUESTION: 2

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.

Answer:

See the steps below.

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.
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Select the files to be merged into the current document. Press and hold Ctrl to select more than
one document.
Topic 5, Chemistry Lab
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NEW QUESTION: 3
This project has only one task.



Select the "Bellows College' and 'Department of Chemistry" paragraphs. Save the selected text
as a Quick Part named Chemistry header. Save the Quick Part in the Bellows template, in a
custom category named 'Departments".

Answer:

See the steps below.

Explanation:

Select the phrase, sentence, or other portion of your document that you want to save to the
gallery.

On the Insert tab, in the Text group, click Quick Parts, and then click Save Selection to Quick
Part Gallery, change the name and add a description if you like, and click OK.

Note: To save a selection as AutoText, on the Insert tab, in the Text group, click Quick Parts >
AutoText > Save Selection to AutoText Gallery.

Topic 4, Donation Response

Exhibit.
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NEW QUESTION: 4

Save the design elements in the documents as a custom theme named "LabTheme".
Save the theme file in the default location.

Answer:

See the steps below.

Explanation:

Click File > Open.

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

Browse to the Custom Office Templates folder that's under My Documents.

Click your template, and click Open.



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

NEW QUESTION: 5

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.

Answer:

See the steps below.

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.

NEW QUESTION: 6

Create a character style named "Warning" that applies the Arial Black font and Color Dark Red
(from the Standard Color palette).

Save the style in this documents only.

Answer:

See the steps below.

Explanation:

On the Page Layout tab in Excel or the Design tab in Word, click Colors, and then click
Customize Colors.

Click the button next to the theme color you want to change (for example, Accent 1 or
Hyperlink), and then pick a color under Theme Colors.
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To create your own color, click More Colors, and then pick a color on the Standard tab, or enter
numbers or select a color on the Custom tab.

In the Sample pane, preview the changes that you made.

Repeat this for all the colors you want to change.

In the Name box, type a name for the new theme colors, and click Save.

NEW QUESTION: 7

At the bottom of the page, insert a Date Picker control to the right of the text '‘Date".
Answer:

Seethestepsbelow

Explanation:

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. ...

Click Developer > Date Picker Content Control . ...

Then the Date Picker is inserted into the document.

NEW QUESTION: 8

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:

See the steps below.

Explanation:

1. Select the Home tab in the ribbon.

2. Select the dialog box launcher in the Styles group.



3. Select the Options button in the Styles task pane.

4. Select All styles in the Select styles to show drop-down menu in the Style Pane Options
dialog box.

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

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

7. Select the options arrow and then select Modify from the drop-down menu.

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-down
menu in the Language dialog box.

11. Uncheck Do not check spelling or grammar to ensure that Word will include your comments
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 review settings.
Topic 8, Adventure Works

Exhibit.

& Works Gyl

uFirsl_Momes aLost_Name
wACdressy
Clityn, aSiales ol O



m Adyenture Works Cycles

1 |

Ovutdoor Adventure Club ~ Simple, Healthy Living




=" Microsoft
Goals

The prmary goal of the club k to promote an acfive ouldeor lileshde Ihrough parlicipalion
ond education.

The club Is erganized for educational ond experential purposes, including the following:

To promote health and weliness through an active, ouldoor lifestyle,
To leam about different regions and cullures,

Ta wam aboul the ervirormant.

To understand how nalural conditions impact frips.

To prepore for irips 1o the forest and mountains,

_.,-'—.-‘

Our trips and educational oclivities are focuted on non-moltorized, nuldmnig-a%m
Activiies include: R O

m‘g o I*.I"
Hiring f . Y
Herveback riding \ W
Rafting el ¥
Canceing y _ W,
Cross Counlry SKing 2 " H
Snowshosling 5 O

';'."1\,_ .
thb-rshlp S WY

&7,
4 fitnads levels. Memben con choose the activilles in

Wl

& months £125
1 ysor 5199
Litetime $009

Memberhip fees iInclude educailongl courses and ransportalion to events within o 100-
mile radius of Adventure Works Cycles. They do not include alrfore and accommodations
for trips beyond 100 miles.

P

My My adven ture-works.com




Activities

We hove planned octivitles every month. If the weather becomes a factor, oclivities wil be
rescheduled lor the [olowing week.

Upcoming activifies inciude:

Month Acfivity

January Croas-counitry S Trip
Fabruary Mourilgintop Snowihoe and Bice Tour
Environmant Awaraness Training

March
Microsd oin Hiké and Blke

ountry Bike Touwr

June Mounigin Hike and Bike

Juty Europeon Bike Tour

August Rough Rapids Kayok and White-Wolet Rafi Trp
Seplember Remole Hke ond Canoe Weekend Tow

Oclober Horsebock Riding of Conlgso Sulles

November Deep Woods Canos, Hike. Bike and Raft Weekend
Decembar Fitness and Heaith Tralning

Contact Information

For mare iInformation or fo jain euf club, visl! us online or in panon,

Adtventure Works Cycles
123 Rallway Road

San Jose, Calilomia 1 2345
[989) 5010156

annettehil@wenwv.adventure-works.com

hilp:/ meww.adveniure-works.com/join

s A achvenTurE-works.oom

NEW QUESTION: 9

Edit the 'Club' macro to change the macro name to "Footer".
Answer:

See the steps below.

Explanation:



Click on the new button to select it (or Ctrl+Click, if a macro has been assigned to the button).
Click in the Name Box, at the left of the Formula Bar.

Type a new name, to replace the existing butto name.

Press Enter, to complete the name change.
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