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QUESTION 1

This project has only one task. 

Select the "Bellows College\\' and \\'Department of Chemistry" paragraphs. Save the selected text as a Quick Part
named Chemistry header. Save the Quick Part in the Bellows template, in a custom category named \\'Departments’\\'. 

A. See the steps below. 

B. PlaceHolder 

C. PlaceHolder 

D. PlaceHolder 

Correct Answer: A 

Select the phrase, sentence, or other portion of your document that you want to save to the gallery. 

On the Insert tab, in the Text group, click Quick Parts, and then click Save 

Selection to Quick Part Gallery, change the name and add a description if you like, and click OK. 

Note: To save a selection as AutoText, on the Insert tab, in the Text group, click Quick 

Parts > AutoText > Save Selection to AutoText Gallery. 

 

QUESTION 2

Mark an index entry for the "ABOUT US\\' heading immediately after the text. 

A. See the steps below. 

B. PlaceHolder 

C. PlaceHolder 

D. PlaceHolder 

Correct Answer: A 

These steps show you how to mark words or phrases for your index, but you can also Mark index entries for text that
spans a range of pages. 

Select the text you’d like to use as an index entry, or just click where you want to insert the entry. 

On the References tab, in the Index group, click Mark Entry.Mark entry 

You can edit the text in the Mark Index Entry dialog box.Mark Index Entry dialog box 

Click Mark to mark the index entry. To mark this text everywhere it shows up in the document, click Mark All. 

To mark additional index entries, select the text, click in the Mark Index Entry dialog box, and then repeat steps 3 and
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4. 

 

QUESTION 3

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

A. See the steps below. 

B. PlaceHolder 

C. PlaceHolder 

D. PlaceHolder 

Correct Answer: A 

 

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

 

QUESTION 4

You are creating lab safety documentation for Bellows College. Enable only digitally signed macros in the document. 

A. See the steps below 

B. PlaceHolder 

C. PlaceHolder 

D. PlaceHolder 

Correct Answer: A 

Click the File tab. 

In the Security Warning area, click Enable Content. 

Select Advanced Options. 

In the Microsoft Office Security Options dialog box, click Enable content for this session for each macro. 

Click OK. 

 

QUESTION 5

Edit the \\'Club\\' macro to change the macro name to "Footer". 

A. See the steps below. 
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B. PlaceHolder 

C. PlaceHolder 

D. PlaceHolder 

Correct Answer: A 

Click on the new button to select it (or Ctrl+Click, if a macro has been assigned to the button). 

Click in the Name Box, at the left of the Formula Bar. 

Type a new name, to replace the existing butto name. 

Press Enter, to complete the name change. 
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