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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.

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.

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.

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.

Topic 2, Fabrikam Wells

Case Study
Exhibit.
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123 College Avenue

Bellows College Sedttle, WA FH765
206-555-0111

waw bellowscaollege.cam
Dear [Title] [Last Name],

Of behall of 1he Service Commuonily al Bellows College, we would Bee fo fhank you far
your generous donation of [Donation].

Our mission at Bellows Collage., fo create leaders who are committed fo serving their
communilie:, guides our service program., Bellows Colege helps our studenls learm
about problems facing ther communities, both locally and worlcheide, ond then
empawers them to take the lead in solving those prakbems.

Each year, the incoming
Frashiman closs explores
communily protderms
and chooses o
charitatsle organization

Ul rrever knew how lucky | was unii | sow
gins fredging six kilameters o gel waler
for their families, Eachn wayl Every dayl

; With fthe new well in the village, hese

m“‘;“ﬂ? T“': ‘*’e':"k girks will linally be able 1o go fo school.

Mna” FENBEE Tower in @ schaol | helped buldl ~ Freshman
Paiicia Coyie

Fabrkam Wells far Afdca

:nu_'_e ! Bay Fobrikam Wells for Alrica provides claan ond L%ﬂmmla WlEl SOURCes
SIS EEE o rural Aflcon communities, The orgonlzation was foundsd In 2006,
- Since Then, it hos instaiiea 13 weis onag mainea 25 vilagers 7o mainion
and repair waler pumpgs,

Ballows College students travelled fo Alica lor o sermaester 1o keam

about the need for clean water, how o bulld wels, and how to frain
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villagers. Students clso had the oppartunity to help bulld schoagls with
Eabrkom Schools for Afdca,

Freshman Mete Goldape changed his maor fo Chil
Engineering after his frig, “It's reclly hard to build a
weell. You think I wedll e easy: you just dig a haole in
the ground! But it's not easy. | had no Idea how
much technology was neaded. Just o make a safe
wealll"

Your coniribution makes it possiile for ug 1o suppaon
our students as thay leam the value of supporting
others. This year, your contibution helped pay for

shedents’ arfare and lodging.

Thark you once agaln for halping make our vidon a success. f you have any guastions
about our vilon, please contoct Dean Som Abokgus of dean@belicwscallega.com.

sam Aboirous

Dean of Service, Belows College

BELLOWS COLLEGE a
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