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NO.1 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.
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Adventure Works Cycles

Qutdoor Adventure Club ~ Simple, Healthy Living
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Goals

Tha primary gaal of tha club i to promofe an active sultdoar lifeshyia through padicipabian
ond aducafion.

The cluk 5 ergorized for educational and expadential purposes, including the followedng:

= [o gromcte health and weeliness theough an active, ouldoor ifeshyle,
¢ [o=am about different regions ard cullures,

s To leom oboul the ervyimanmani

s Ta understand hoyw nafural condifiens impact frips,

= Ta srepare tor idps to the farest and mounialns,

St frips and educallonal activities ore focused an ror-moledzed, culdoar recrealion.

Sctivibias imclueda:

= Biking

- -ﬂ-;ing

& Hemabock dding
s Royaking

» REaffing

= Canoaing
e Cross Counbry Sdlng
e Snowshaosing

Membership

Activilies are apan 1o ol ages and lilness levels. Member can choose the acthilies in
which they wont to podicipofe,

The fallowing toble descrizes the cument membeship cobfons,

3 monithd 575
& micnibs 5125
1 yaar 152
Litedirme  EgEss

Mernkership fees include educallonal courses and transgoortation to events within a 100-
mille radius of Adveniuee Warks Cycles, They do nob Include airfere and cocommodation:
for frips bayond 100 miles.
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Activities
e have plannad octivilles every rranth. i e wealher becomes o fackos, aclivifies oWl be

rescheduled lar the olowing week.

Lipcarming achvilies inciude:

Month Acfivity

Jamuany Croas-country Sk Tig

Fabruan Mourlaniop snavshaa and Bike Tour

fdarch Ervvironmiant Awaranisss Troining

Aol Mourtoin Hike and Blke

My Cross Counbry Bike Talr

Jumie Mouritain Hks ard Gike

dudy Eurcipaon Blke Tour

Augusl Roughn Bopids Kogak and White-Waler Baft Tip

Sepiermiear

Female Hke and Canoe WWeakend lour

Celabar Homesbock Kiding af Contoso Sulfes
Movamizer Desp Woods Canos, Hike. Bike and Roft Waskand
Cecamosar Fliness cnd Heatth Tralnlng

Contact Information

Far mare inlarmalion or 1o jain cur club, @8 us online ar in paron,

Achventure Works Oyvcles
|23 Egllway Rood

San Jose, Californig 12345
[FEP) 010154

anrettehlll@wieaan adventurs-wWorks Com

Pl f foeerwe acdvenilurs-ssonks, com,Sjoin

NO.2 You are creating a newsletter tor Adventure Works Cycles to promote an outdoor adventure
club. Change the style of all content that is formatted with the Emphasis style to the Intense
Emphasis style.

Answer: Seethestepsbelow
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Explanation:

From the Design tab, click the More drop-down arrow in the Document Formatting group.
Choose the desired style set from the drop-down menu.

The selected style set will be applied to your entire document.

NO.3 Connect to the MailingList mail merge data source in the Documents folder. Preview the merge
results for record 1.

Answer: see the explanation below.

Explanation:

in the Data Connection Wizard to complete the data connection to the merge document.
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