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QUESTION 1

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 2

In the " Description” section, use the 3D Models feature to insert the PillPack model from the 3D objects folder into the
blank paragraph. Position the model in Line with Text.

A. See the Solution below.

B. PlaceHolder

C. PlaceHolder

D. PlaceHolder

Correct Answer: A

On the Insert tab, in the lllustrations group, click 3D Models > From a File.

Navigate to where your 3D object is, select it and click Insert.
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QUESTION 3

In the " Description" section, Insert a new placeholder citation with the name "Manufacturingl" at the end of the second
paragraph after the heading.

A. See the Solution below.
B. PlaceHolder
C. PlaceHolder
D. PlaceHolder

Correct Answer: A

To add a citation placeholder in Word, place your cursor at the point in your document where you want to insert the
citation placeholder. Then click the “References” tab in the Ribbon. Then click the “Insert Citation” drop-down button
in

the “Citations and Bibliography”

QUESTION 4

In the "Making moments last foreverl” section, convert the five paragraphs starting with “Corporate events” to a
bulleted list.

A. See the Solution below.
B. PlaceHolder

C. PlaceHolder

D. PlaceHolder

Correct Answer: A

Select the text you want to change into a list. Go to Home> Bullets or Home> Numbering.

QUESTION 5

In the "Banking Fees" section, convert the tab-delimited text to a two-column table. Accept the default AutoFit behavior.
A. See the Solution below.

B. PlaceHolder

C. PlaceHolder

D. PlaceHolder

Correct Answer: A
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Click the Insert tab and click Table in the Table section. Select Convert Text to Table from the drop-down menu.
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B  Quick Tables

Convert Text to Takle

Split a single column of text into
multiple columns.

& For example, you can separate a
column of full rames into separate
first and last name cclumns.

You can choose howto split it up:

fiwed wirdth nr zplit at pach cnmma,
period, or other character,

ﬁ Tell me mare

On the Convert Text to Table dialog box, the Number of columns should already be set to 2 if you have only one tab
between each item on each line. The Number of rows is automatically calculated.
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Table size
Number of columns:
Number of rows:
AutoFit behavior
() Fixed column width: Auto
i®iAutoFit to contents:
() AutoFit to window
Separate text at

() paragraphs () Commas
®) Tabs O Other: &
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