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Question: 1 
     
You are creating a newsletter for Alpine Ski House. 
Copy only the Title style from the AlpineStyle template in the Documents folder into the current 
document Overwrite the existing style to change the appearance of the document title. 
Note: Copy the style the template to the document. Do not attach the template to the documents. 
 

Answer: See the steps below.     
 
Explanation: 
Click the Home tab. 
Open the Styles pane. 
Click the Manage Styles button. 
Click Import/Export. 
Select a style. 
Click the Copy button. 
The style is copied to the selected template or document. 
Click Close. 
 

Question: 2 
   
in the ' Index section, update the index to include all marked index entries in the document. 
 

Answer: See the steps below.     
 
Explanation: 
To update the index, click the index, and then press F9. Or click Update Index in the Index group on 
the References tab. 
 

Question: 3 
   
in the document footer configure the FileName field to display the file path in front of the file name. 
Note: Modify the field property. Do not add another field. 
 

Answer: See the steps below.     
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Explanation: 
Open Microsoft Word. 
Click the "Insert" tab. 
From the "Header & Footer" group, click [Header] or [Footer]. 
From the drop-down menu, choose a Header or Footer style. 
Return to the "Insert" tab.  
From the "Text" group, click [Quick Parts] > Select "Field..." 
Under "Field names," select "FileName." 
In the "Field properties" section, select a format. 
In the "Field options" section, check "Add path to filename." The file name will now appear in the 
header or footer. 
 

Question: 4 
   
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. 
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