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QUESTION 1

You work for Contoso Pharmaceuticals. You are creating a report that describes a new medicine. 

Check the document for accessibility issues.Correctthe table-related issue reporting in the inspection results by using
the first recommended action. 

Do not fix other reporting issues. 

A. See the Solution below. 

B. PlaceHolder 

C. PlaceHolder 

D. PlaceHolder 

Correct Answer: A 

Select File > Info. 

Select the Check for Issues button. 

 

QUESTION 2

In the ‘’Geologic eras’’ section, sort the table data by ‘’Geologic period’’ (Ascending) and then by ‘’Dinosaur’’
(Asending). 

A. See the Solution below. 

B. PlaceHolder 

C. PlaceHolder 

D. PlaceHolder 

Correct Answer: A 

Select a cell within the data. 

Select Home > Sort and Filter. Or, select Data > Sort. 

Select an option: Sort A to Z - sorts the selected column in an ascending order. Sort Z to A - sorts the selected column
in a descending order. 

 

QUESTION 3

In the "Checking Accounts\\' section, in the dark blue text box, insert the text "Anytime Account Access". 

A. See the Solution below. 
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B. PlaceHolder 

C. PlaceHolder 

D. PlaceHolder 

Correct Answer: A 

Go to Insert > Text Box. 

Click in your “Checking Accounts” section you\\'d like to insert the text “Anytime Account Access”. 

 

QUESTION 4

In the ‘’Kids love dinosaurs’’ section, copy the formatting of the first paragraph and apply it to the second paragraph. 

A. See the Solution below. 

B. PlaceHolder 

C. PlaceHolder 

D. PlaceHolder 

Correct Answer: A 

 

On the Home tab, in the Clipboard group, click Copy Formatting. Select the paragraph(s) 

where you want to replace the formatting. On the Home tab, in the Clipboard group, click Paste, or use the keyboard
shortcut Ctrl+V. 

 

QUESTION 5

Use a Word feature to replace all instances of " Woodgrove Basic" with Woodgrove Plus": 

A. See the Solution below. 

B. PlaceHolder 

C. PlaceHolder 

D. PlaceHolder 

Correct Answer: A 

Go to Home > Replace or press Ctrl+H. 

Enter the word “Woodgrove Basic” and Replace with “Woodgrove Plus” 
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