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1. Topic 1, Alpine Ski house

Case Study
Exhibit.

You're invited!

Dear [first name],

Alpine Skl House is plegsed to Invite you to our 107 annual Sk and Snowboard
Comventien! This year's convention is our largest yel, with over |00 exhibitors, including
monufocturer refresentatives, resort (epresentatives, and local shofy owners,

£
The three-day show features seminars, lessons, fittings, and guest appearances by
professional skders and snowboarders!

Dates and times

 Friday, October 10 400 pm—10:00 pm
Saturday. October 11 10:00 am—10:00 pim
Sunday, October 12 12;00 prm-5:00 pm
AL
Location

Contoso Suites and Convention Center
Address: |23 Main Street
‘Wehsite: www.contpsosuites. com

Directions and Parking

Directions

Take Highway 10 to Convention Center Dirive,
Turn east on Cormvention Center Diive,

Turn north on Main Street,

Public Transportation I
Tuake the Metro Conventlon Une to Convention Stotlon, directly across from the Contoso
Suites Convention Center,

Parking
Free parking ts avallable in the Convention Center parking lot.
Additional parking is avalable of Fabrikarm Residences, located at 456 Main Street.
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Tickets

o
One-day Ticket Two-day Ticket Weekly Pass
Adults: $25 Aduits: 45 Adults: $60

Children [ages 4-12): 5  Children (ages 4-12): §7  Children {ages 4-12): $10

Sales
Our exhibitors are offering special discounts just for the convention!

Skis with bindings $650 5195
Ski boots 3450 $180
Snowboards with bindings 540 $270
Snowboards without bindings a0 5164
Snowboard boots 5190 $57
Poles 565 $46
Ski bog $110 $33
Snowboard hag $200 $100
Goggles 5200 $40
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Exhibitors
Local retall shops offering excellent value

Manufacturer representatives showicasing thelr newest gear
Resorts and vacation destination representatives helpng you plin your next getaway

A ski lift

Entertainment

Karaoke

Dfs from local radio stations

20-foot-tall rack-climbing wall

Education e
Seminars

First aid training

Expert boot fiting

Rock dimbing and bouldering

Ski and snowboard lessons for children

Food and Beverages

Four local food vendors

Three smoothle and beverage vendors [a
Eight food trucks outside, in the Convention Center parking lot
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CORRECT TEXT

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:

c® Click the Mailings tab.

c® Click the Start Mail Merge button.

c» Select Step-by-Step Mail Merge Wizard.

The Mail Merge pane appears on the right, ready to walk you through the mail merge.

c» Select a type of document to create.

c® Click Next: Starting document.

2.CORRECT TEXT

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:

< Click the Home tab.

c» Open the Styles pane.

c® Click the Manage Styles button.

c® Click Import/Export.

c® Select a style.

c® Click the Copy button.

< Click Close.

3.CORRECT TEXT

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:

c® Open Microsoft Word.

c® Click the "Insert" tab.

c» From the "Header & Footer" group, click [Header] or [Footer].

c» From the drop-down menu, choose a Header or Footer style.

o Return to the "Insert" tab.

c» From the "Text" group, click [Quick Parts] > Select "Field..."
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c® Under "Field names," select "FileName."

c® In the "Field properties" section, select a format.

c® In the "Field options" section, check "Add path to flename." The file name will now appear in the
header or footer.

4.CORRECT TEXT

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

Answer:

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

5. Topic 2, Fabrikam Wells

Case Study
Exhibit.

123 Callage Avenue

Bellows College Seatile, WA 98745
26-5550111
www.bellowscaollege.com

Deor [Title] [Last Marme],

Of behall o Ihe Service Commuonily al Bellows College, we would Be fo thark you Tor
your generous donation of [Danation].

O mission at Bellows Colege, fo create leaders who are committed fo senving ther
cormrunifies, guides our service programi, Bellows Colege helps our stodenls learn
aboul problemy locing ther communities, balh locally and worldwide, and then
empawers Iham 1o fake tha lsad in soling those proksiams,

Each vear, tha incaming
Freshiman closs esplores
cCommunily problams
and chooses o
charitoble orgonization
o wiork with. This year,
students chose to work
with

Fabrikam Wells tar Allca

" e ke hiow lecky | was unil | sow
qirts nedging six kilometes fo gel walar
for thelr famillesz, Each wayl Every dayl
Wilt fhe riew well in the wilage. hese
girs wAll firioty e able lo 9o lo school.
n a school | helped buldl" = Freshman
Pertricia Doyie

;::-.\_-r ! Boy Egbrikam Wells tar Alrica provides clean and &51mumle WS SOUNCES
e i
S R far rural Affican communities, The organization was founded In 2006,

@ SiINCe Tnen, i nos nstaiiea 13 weils ona reined 25 vilagers To mamian

L :
ard fepoir waler pumgs,

Bellows College students travelled 1o Aldca for o semester o leam
about the need for clean water, how 1o baulld webs, and how to frain
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Frezhman hete Goldene changed his majer to Cha
Enginaering afier his frig, "it's reclly hard fo buld o

| well. You think Itwilll e easy: you [ust diga hols in
tha ground! But i's nat easy. | hod no idea hiow
much technalogy was needed. just to moke o safe
welll”

willogers, Students aiso had the oppartunity fo help bulld schogls with
Fabrlkam Schook for Afrlca,

| vour centribution makes If posible tor us 10 susper
our students as thay leam tha valus of supparting
others. This yaar, your contibution helped pay for

students' arfare and ladging.

Thank you ance again for helping moke our vislon a success. f yoeu hawve any questions
about aur vislon, plecase cantoct Dean Som Abokous of dean@bellowscollage.conm,

Sam Abokous
Dean of service, Bellows College

CORRECT TEXT

Save the styles in the document as a style set named Wells".
Save the style set file in the default location.

Answer:

c» Select the whole document.

< Then click “Home”.

c» Next, click “Change Styles”.

c» On the drop-down menu, choose “Style Set” option.

< Click “Save as Quick Style Set”

> Now, the “Save as Quick Style Set” window will pop up. Type the file name in text box.
c® Click “Save”
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