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QUESTION 1

Set the text control options so that a page break does not appear between the heading Which path should
I choose for MCSE?, and the subhheading, I want to combine MCDBA and MCSE. Which path should I

choose and what can Certkiller provide?.
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Certkiller FAQ

f am interested in certification. What should | do? | don't want to
spend too mich money.

The most cost-effective way to obtain certifications 13 to study at home. The problem 1sto
get the best and most accurate information. We would suggest that vou for each
certification use the following:

o One SmdyGuide including Concepts and Labs. Certlller prowide StudyGuides for
some exams: 70-210, 70-215, 70-216, 70-217, 70-218, T0-270, T0-228, 70-229,
CCHA. They are priced at, 155

s Questions and Answers with explanations. After studying this product you will be
ready to pass the test. The Questions and Answers are priced at between 39% and

395

First you use the Study Guide to get background and the praciical knowledge, and then
vou uge the Questions and Answers to get more detailed information and certification
specific knowledge.

f am new to certifications. Which path should | take and what
can Certkiller provide for me?
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Here iz ane suggested path. =l
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Answer:

Step 1: Scroll downwards until you see the heading Which path should I choose for MCSE?

Step 2: Select the text from this until the end of the paragraph preceeding the subheading I want to combine
MCDBA and MCSE. Which path should I choose and what can Certkiller provide?

Note: You can click the beginning of the Heading, press shift, and click at the end of the paragraph.

Step 3: Select the Format menu.
Step 4: Select the Paragraph command.
Step 5: Select the Line and Page Breaks tab.
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Indents and Spacing | Line and Page Breaks '

Pagination
v widow/2rphan control Kee_pwﬂ:hne
[ Keep lines together " Page break before

[ Suppress line numbers
[ Don't hyphenate

Preview

i FiSdm he Popm md

Tabs... | { Ok I) Cancel

Step 6: Select Keep with next.
Step 7: Click OK.

QUESTION 2

Complete the following tasks:

(1) Add the footnote at the end of the first paragraph under the heading "I am interested in certification.
What should I do? I don't want to spend too much money." with the text Many consumers find these
"cookies" distasteful.

(2) Then, italicize the word cookies in the footnote.
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Certkiller FAQ

f ant interested in certification. What should | do? | don't want to
spend too miich money.

The most cost-effective way to obtain certifications 15 to study at home. The problem 1sto

get the best and most accurate information. We would suggest that you foreach
certification use the following:

e One StudyGuide including Concepts and Labs. Certhaller provide StudvGuides for
some exams: J0-210, 70-215, 70-216, 70-217, 70-218, 70-270, 70-228, T0-229,
CCHA They are priced at, 155

+  Questions and Answers with explanations. After studying this prodoct you will be
ready to pass the test. The Questions and Answers are priced at between 39% and
598,

First vou use the Study Guide to get background and the praciical knowledge, and then
vou use the Questions and Answers to get more detailed information and certification
specific knowledge.

{ ant new to certifications. Which path should | take and what
can Certkiller provide for me?

Here iz one suggested path. =
*
@
1. &+ Hardware. L
Sz == 4 | i
Page 1 sec 1 11 At 16" Lnz Coltl REC TRE EXT OVR Engish(s  |EGK A
Answer:

Step 1: Click at the end at the end of the 1st paragraph.
Step 2: Select the Insert menu.

GO DIRECTLY TO STEP 4.

Step 4: Select the Footnote command.
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@} Format  Tools  Table  Window  Help
; Break... SR IR~ (=

Page Numbers..,

e ———
Date and Time. .. rage
AutoTexk 2
Field. ..
f o e first paragraph under t}
f S zreed too mch meney.” witl
41d <omment
lljijﬁrence _nggtngte, o _::]:}
1= web Compons Capkian, .. —
Picture [ Cross-reference. ..
2:: Diagram... Index and Tables. ..

Step 5: Click the Insert button.

Footnote and Endnote | 2 %]

Lacation
0 § IBottom of page j
" Endnotes! IEnd of document j
COTVErE |
Farmat
Murmber Format: Il, s P j

Custarn mark, I Symbal, .. |
Skart at: I 1 E‘

Mumbering: ICDntinuous j

Apply changes
Apply changesto:  [whole document v |

)] Insert I} Cancel I Apply |

Step 6: Enter the text: Many consumers find these "cookies" distasteful.

Footnotes |F'.II Fooknotes j Chose )
! W any consumers find these “coodies™ distastefil.

Step 7: Click in word cookies and click the Italic button.

- (@B
Step 8: Click the Close button.

QUESTION 3
Using Microsoft Graph 2000 Chart add a column chart at the end of the memo. Use the default data, but
replace the data labels East, West, and North with the following: Tapes, Books ,and CDs.
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i3 Memorandum - Microsoft Word 10| x|
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Memorandum - Certkiller Sales report

To:  Certlaller Sales Fepresentatives
From: Certlailler
Date: 12/23/2002

RE: Annual sales

Below 15 a summary of Certliller annual sales.
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Answer:

Step 1: Click at the end of the document.

Step 2: Select the Insert menu.

Step 3: Select the Object command.

Step 4: Select Microsoft Graph Chart.

object 20 x|
Creake New | Create from File |

Ohject tvpe:
Adobe Acrobat Document j

Bitmap Image

Calendar Control 10,0

CAResDenialTree Class

Media Clip

Microsoft Excel Chart [~ Display as icon

Result

v Irserts a new Microsoft Graph Chart object into
Em wour document,

£ oK I ) Cancel

Step 5: Click the OK button.
Step 6:
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ad 3 15 (‘)él/
A B C D E =
1st Otr Z2nd Ot 3rd Otr 4th Otr
1 _afdiTapes 20.4 274 90 20.4
2 afl|Books 30.6 38.6 .6 b6
3 afjChs 45.9 46.9 45 43.9
4 =
4| | vl

Step 7: In the Datasheet window replace East, West, and North with Tapes, Books and CDs respectively.
Step 8: Close the Datasheet window.

End Result (may vary):
il Memorandum - Microsoft Word L Y m] 9
- File Edit Mjew Insert  Formak  Tools  Table ‘Window  Help Type a question For help = |22
DEEHa8 RV i+ BRY o-o- @D T 100% R

vE:

EE...|...1...|...2...|...3...|...4...|...5. |...dj

RE:

Annual sales

EBelow is a summary of Certliller annual sales.

108
i | E
B8 : OTapes
Ll 1 mEBooks
20 2 oChs
' i
1st 2nd 3rd dth LI
Gtr Otr Ofr Ofr +
| @
F
=]z = = 4 | i
Page 1 Sec 1 11 AE 3.9 Lo 15 Cal 2 REC TRE E¥T OVE Englishius  CE Y
QUESTION 4

Embed the graphic named Activates from the Clip Art Gallery above the title Certkiller FAQ.
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Certkiller FAQ

fam interested in certification. What shouid I do?  don't want to
spend too much money.

|The most cost-effective way to obtain certifications is to study at home. The problem is to
get the best and most accurate infermation We would suggest that vou for each
certification use the following:

o One StudyGuide including Concepts and Labs. Certhiller prowide Study Guides for
some exams: 70-210, 70-215, 70-216, 70-217, 70-218, 70-270, 70-228, 70-229,
CCITA. They are priced at 155,
s Cestions and Answers with explanations After studying this product you will be
ready to pass the test. The Questions and Answers are priced at between 39% and
598, =
First you use the Study Guide to getbackground and the practical knowledge, and then =]
vou uze the Ouestions and Answers to get more detailed information and cetification ¥

Elz == 4] | i3
Page 1 Gec 1 1/z &35 ln7 ot REC TRE EXT OWR English(U.s C3 4
Answer:

Step 1: Click above the Certkiller FAQ header.
Step 2: Click Insert menu.
Step 3: Select the Picture command.

Steg 4: Click the CliBArt Command.
,.(: Insert ormat  Tools  Table  Window  Help

/ Break. .. L <F |0~ ou - %@D@

= Page Mumnbers. .

2 I R S
Date and Time...
Swmbal. ..
Reference 3
Object... Erorm File. ..
g % Hyperlink, ., Cerl+k a' From Scanner or Camera,.,
fesweuTrn E-Cl OTPCET <2z  Drganization Chart
W mch momney. c{'} Mew Drawing
@ futoshapes
ist-effective way to obtair W viovaar:. o

and most accurate inform 3
: Chart
.use the following:
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Step 5: Use the search function of Clip Art to locate the Activates graphic.
Step 6: Insert the Activates graphic.
Step 7: Close ClipArt.

QUESTION 5

This document contains two paragraphs formatted with the Heading 1 style. Create a new style named
MyStyle that contains the following formats.

a. Font - Tohoma, 12 point bold, dark red in color

b. Shading 15% gray

Apply the style to both paragraphs formatted as Heading1. Then, change the style so the font color is
dark blue.

iali Certkiller FAQ - Microsoft Word - o ] 4|

Fil=  Edit  Wiew Insert Format  Tools  Table  window  Help Type a question for Felp = X
NeEa8 S8Ry 2R - | BO|E]wew -2 26 -7
= g Wed R R mefl BUR BUW e BUA I RTE EOH SO0 Do O RONSESY ROY W wNsER B g _j

[
Certkiller -FAQY|

" Fam-imterested-in-certification.-What-should-Fdo?-+don't-want-to-
spend-too-much-money.q|

The most-cost-effective-wayto-obtain-certific ations-1s-to-study-at-homs - The-problem-1s-to-
get-the-best-and-me st-accurate-information. “We-would- suggest-that-vowfor-each:
certification-use-the-following g

e+ One-StudyGuide-including-Concepts-and-Labs. Certliller -provide-Study Guides-for-
some-exams:-70-210-70-215 -70-216 -70-217 -70-218 70-270,-70-228 -70-229 -
CCHA They-are-priced-at™ 155 4

o » Ciestions-and- Answers-with-explanations. - After studying-thisproduct-youwil-be-
readyto-passthe-test.-The-Questions-and- Answers- are-priced-at-between 395 -and-

5959

Firstrourusether studypGudeto getback groundrand-thepracticalk nowledge sand-then
youruse-the-Questions-and- A nswers-to- get-more-detailed-information-and-certification
Cﬁﬂf‘l‘ﬁf‘- i tIJ’1=Aﬂ'= 'T

Sz = = « ]

Page 1 Set 1 12 A 11" Lnl Coll REC TRK EXT OVR Enalsh{U.s EG3K 4

Answer:

Step 1: Click the Format menu.

Step 2: Select the Style and Formatting command.

(Note: steps may vary a little. The following procedure works in Word XP)
Step 3: Click the New Style button.

I @ & Skyles and Formatting ~ X

Formatting of selected text

Mormal

| Select All | {:New Skyle |

Pick formatting to apply
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Step 4: Enter MyStyle in the Name: field.

2| x|
Properties
Marne: L MyStyle
Style type: |Paragra|:uh j
Style based an; | 1 Hormal ﬂ
Stwle For Following paragraph: | 1 MyStyle j
Farmatting
[ Times Mew Roman EAREE: j| B 7 U |£ 2
= == — B e s e =
_—_—
Fonk...
L— — —> |L Toxt Sampk Toxt fampk Toxtfanpk Taxt
I ToxtSamph Toxt fampk Toxt Samph Tuxt
Baragrapfi... Y I:xrs-amlih I:xrs-aml)h ::nmph I::n:r
vk Ioxt
Tabs...
Border...
Language...
Frame..,
Mumbering...
Shortcut kew. .. ™ Automaticaly update
Format = oK | Cancel |

Step 5: Click the Format button and select the Font command.
Step 6: Select Font Tahoma, Font Style Bold, Size 12, and Dark red Font color. Click OK.
Font 2 x|

| Character Spacing | Text Effects I

Font: Faont style: Size:

ITahu:uma IEh:uIcI I 12
EINe B
a
10
Ttalic
s -
color: Underling style: Underline color:
I - none) LI I Autormatic j
Effects
[~ strikethrough [~ shadow [~ Small caps
™ Double strikethrough [ cutline I~ allcaps
[~ superscript [ Emboss [~ Hidden
[~ subscript [~ Engrave
Preview

Tahoma

This is a TrueType font. This Font will be used on both printer and screen.,

Defaulk, | ( Ok _/r Cancel |

Step 7: CLICK ON FORMAT AGAIN THEN BORDER THEN SHADING THEN CHOOSE 5TH BOX ON
ROW ONE IN THE COLOR DIALOGUE BOX WHICH IS 15% GRAY SHADING
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Step 8: Select the option Add to template. Click OK.

Newstyle 21|
Properties
Mame; IMySter
Skyle bype: IParagraph j
Sbyle based on; I 1l Heading 1 LI
Skyle Far Fallowing paragraph: I 1l MyStyle LI
Farmatking
|Tahu:urna j |12 j | ’? Ir u |i -
=== = |- e

Sam ph Text Samphe Text Sam phe Téext Sam ple Text Sam phe Téext
Sam phe Text Samphe Text Sam phe Text Sam ple Text Sam phe Text
Sam phe Text Samphe Text Sam ple Text Sam ple Text Sam ple Text
Sam phe Text Samphe Text Sam phe Text Sam ple Text Sam ple Test
Sam phe Text

Heading 1 + Fonk: Tahoma, 12 pt, Font color: Red

[ Automatically update

Format = | { Ik I:l Cancel |

Step 9: Click in the paragraph with style Heading 1 ( Certkiller FAQ).
Step 10: Select the Style MyStyle

File Edit Wew Insert Format  Tools Table Window Help Type a guestio
D& HE|& <2 o o - t’@)s-lﬂfuéiv
Z@"'!"'}"'!"'?"'!"ClearPonnattmg
-TI Elack, Before: Spt, After: 5 pt
o Heading 1 1
q Heading 2 1
Heading 3 1
“Certkiller-| FAQY| _
Huypetlink a
tanrinterested-in-certification, MyStyle o?
spend-too-much-money.q| _
Matmal 1

Stgp 11: Scroll down to the next Héadingl paragraph and click in it.
Step 12: Select the Style MyStyle

QUESTION 6
Below the heading Certkiller FAQ, embed the range A1:B12 from the open Excel worksheet.
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i Certkiller FAQ - Microsoft Word i O] x|
File Edit Wiew Insert Format  Tools Table Window  Help Type a question for help = 3¢
- B <t o~ we% - ®  Headngz  + 14 = g = A. »
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Certkiller FAQ

{ am interested in certification. What should  do? idon't want to
spend too fmiich money.

The most cost-effective way to obtain certifications is to study at home. The problem is to
get the best and mo st accurate information "We would suggest that you for each
certification use the following:

o One ztudvGuide including Concepts and Labs. Certlaller prowide StudvyGuides for
some exams: 70-210, 70-215, 70-216, 70-217, 70-218, 70-270, 70-228, 70-229,
CCHA They are priced at 155

«  COuestiens and Answers with explanations. After studying this product you will be %!
ready to pass the test. The Questions and Answers are priced at between 39§ and @
595 3
=z o = 4] | i3
Page 1 Ser 1 12 At 3.4 Lln7 o 11 REC TRE EXT OWR Engishiu.s E3¥ 4

I DON'T UNDERSTAND THIS QUESTION BUT I THINK THE WANT A BLANK EXCEL
WORKSHEET

Answer:

Step 1: Click in the paragraph below the heading Certkiller FAQ

Step 2: CHOOSE INSERT-OBJECT---MICROSOFT EXCEL WORKSHEET
Step 3: Click in the cell Al.
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E3 Microsoft Excel -Certkiller Components Estimate ™ =100 x|
@ File Edt ‘Miew Insert Format Tools Data  Window  Help L
& - arial v14v1g E = AL 2
A1 - F#e Cetkiller Components Estimate

B 5 [ ¢ [ o TeET F [ & [

CertkillerComponents Estimate

Item Costlmit Urits  Subtolal Tax Total
Crank 175.99 2 35198 21| 37310
BB 28.99 12 24783 $347 .88
HS 5.99 3 17.97 17 97

Tax Rata % b738 95|

:Emmwmmh|m‘m—x

12 [Certkiller: wwew Certkiller.com
13
14
15
16
17 =
M 4 r K[\Sheetl {Sheetz / Sheets / 141 | LlJJ
Feady o
Step 4: Press the Shift key and click in the cell B12 (the range A1:B12 is selected).
E3 Microsoft Excel -CertKiller Components Estimate _ = | EI|5|

@ File Edt Mjew Imsert  Format  Tools  Data Window  Help - & X

] > - arial -14 - [B]7 U = AL ”

A1 - f Cenkiller Components Estimate
A | B G n el CF e i

CertkillerCoinponents Estimate

— (] L 0 [No
Crank 175.99 235198 21 §37310
BB 25599 12, 24788 ¥347 .88
HS 599 3 17.597 17897

b738.95)

Gjammwmmh|m|m—x

Certkiller: W.Certk'iller.cnm

13
14
15
16

17 b
M 4 » [iSheetl / Sheet? / Sheets / 14 | L|J_‘

Ready o
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Step 5: Select the Copy command from the Edit menu.
Step 6: Click on the Word icon in the Taskbar.
Step 7: Select the Paste command from the Edit menu.

End Result (may vary):

iulj Certkiller FAQ - Microsoft Word _(of x|

File Edit  Miew Insert  Format  Tools  Table  Window  Help x
0= & < o - 9 100% - ®  Headrgz - g
Lg"'l"'l"'l"'2'"I"'3"'I"'4"-I-
Certkiller FAQ

Certkiller
Components
' Estimate

il
¥

4

LI

Item | Cosiinit
Crank | 17599 |
| BB | 28.99 |
| HS | 5.99 |

| Tax Ratc E%%

| certkiller: |www.Certkiller cam |
=
f am interested in certification. What shoulid { do? I ¢,

spend too much money. ¥
Ela ez | 2

Page 1 Sec 1 1/2 At 5.9" Ln 20 Col 1 REC TRE EAT O¥R

QUESTION 7
Add the comment i.e, banking information to the third bullet in the first paragraph, Online Test Engine

at www. Certkiller .com.
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L'._EiCertkiller FAQ - Microsoft Word = ||:I|£|
File Edit View Insert Formak  Tools  Table  ‘Window  Help =
B [& |<F o - | 9 w00 - ?  Mormal+Black - 7 O = ?
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{ am interested in certification. What should I do? | ¢
spend too miich money.

The most cost-effective way to obtain certifications i to study at home.
getthe best and most accurate information. We would suggest that you
cettification use the following:

e« One StudyOuide mcluding Concepts and Labs. Certhiller provid
some exams: 70-210, 70-215, 70-216, 70-217, 70-218, 70-270, "
CCITA,. They are priced at 155,

o Cestions and Answers with explanations. After studying this pr
ready to pass the test. The Questions and Answers are priced att
59%.

o  Online Test Engine at wwnw Certkiller. com

=l
First you use the Study Guide to get background and the practical know £
you use the Questions and Answers to get more detailed information an. ®

B v Py e e i
Bl=REE-: 4i i 1
Page 1 Sec 1 112 ak 4.4" Lm 11 Col 43 REC  TRE  ERT €4%WR Q
Answer:

Step 1: Click in the paragraph Online Test Engine at www. Certkiller .com

Step 2: Select the Insert menu.

Step 3: Select the Comment command.

Step 4: Enter some text such as: i.e. Banking Information

Note: No further steps need to be taken. You might close the Comment Window if you like.

QUESTION 8

Apply two newspaper columns to the entire document below the title Certkiller FAQ, and balance the
column length.
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ii§ Certkiller FAQ - Microsoft Word =10 =|
File Edit ‘ew Insert Format Tools Table Window  Help Type a question far help =
O -|iE <t - w0 - ? - Noemnal -1z - B T U|E|A- =

El- LW B e N O T e e e T [ '_g
- Certkiller FAQ

I How to become certified?

The most cost-effective way to obtain certifications is to study at home. The problem is to
get the best and most accurate information We would suggest that you for each
certification use the following:

o One StudyGuide including Concepts and Labs. Certlaller provide StudvGuides for
: some exatms: 70-210, 70-215, 70-216, 70-217, 70-218, T0-270,70-228, 70-229,
" CCNA. They are priced at 155, |
«  Cuestions and Answers with explanations. After studying this product you will be +
ready to pass the test. The Questions and Answers are priced atbetween 398 and e}
¥

4 o

: 59%.

= s[g]= 4 | ]

Page 1 Sec 1 12 At 48"  Ln 13 Col 38 REC TRE EXT ©VR Engishil.s 3% Y
Answer:

Step 1: Click to the left in the How to become certified paragraph (to the left of H in the word How).

Step 2: Select the Format menu.

Step 3: Select the Columns command.

Step 4: Select two columns, make sure Equal column width is selection, Change the Apply to: setting to This
point forward. Click the OK button.
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rPresets e -

= (=) |

Cne Two  Three
Mumber of columns: I Line bebween
~tidth and spacing Preview

Col #: Width: Spacing:

[ 1 [ersr Hos = ‘

= B 3 3

| | = =

Equal colurmn width :
I

apply to; Ths point forward - I skart new column

uide includ . Certldiller prowide Study

End Result (may vary):

ol
File Edit Yew Insert Format Tools Table ‘Window Help Type a guestion for help =X
DS EI[& < a0 1w - » Headngz - 14 - [B|Z|U = A- 2

Dﬁ TR T R S T '.ZI

Cel'tklller FAQ
: . { am new to certifications.
o) Howlobecome certifiedy Which path should | take and
I The most cost-effective way to obtain what Cgﬂ Certkiller pmwde
i certifications 12 to study at home. The for me:
: problem 1z to get the best and most .
= accurate information. We would suggest Here is one suggested path.
- that vou for each certification use the
following: 1. A+ Hardware.
: +  One StudyGuide including We have a Questions and Answers with
= Concepts and Labe. Certhiller explanations. It 1z uzed as a final
5 provide StudyGuides for some preparation for the exam. A StudyGuide
: exams: 70-210, 70-215, 70-216, will be available soon
- 70-217,70-218, 70-270, 70-228,
i 70-229, CCMA. They are priced 2 A+ 03 #
- at 15§ %
= e Questions and Answers with Wehave Q&4 with explanations. & @
explanations. After studying this ShudyGuide will be available soon. =
= zE])= 4 | 1|
Pags 1 Sec 2 11 A28 lnS  Col1 REC TRK ET OYR Engish(U.s (3 Y

This is corret

QUESTION 9
Turn on the Track Changes While Editing action, both in the screen, and in the printed document. Then,
delete the bulleted list.
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File Edit Wiew Insert Formak  Tools  Table  Window  Help Tvpe a question for help =0

D=l g@_"&gnvqumn% = » Headngz - 14 - [B|Z|U = A- z
Certklller FAQ

~  Howto certified? J

The most cost-effective wav to obtain certifications 15 to study at home. The problem 15 to
getthe best and mo st accurate information. We would suggest that you for each
certification use the followiag:

«  One studyGuide including Concepts and Lass. Certhiller provide StudyGuides for

) gotne exams: 70-210, 70-215, 70-216, 70-217, 70-218, 70-270, 70-228, 70-229,

T CCHA. They are priced at 15§

+  Cuestions and Answers with explanations. After studying this product you will be
ready to pass the tes; The Questions and Answers are priced at between 298 and

59%.
¢  Ouline Test Engiue al www Cerkiller.com

First vou use the Study Guide to get background and the practical knowledge, and then &

youuse the Questions and Answers to get more detailed information and cetification -
i crarific namrlad e £
= e[E]= ﬂ | =
Page 1 Sec 1 1z atz8  LnSs ol REC TRE EYT OWR Englshtl.s CGK y

Answer:

Step 1: Select the Tools menu

Step 2: Select the Track Changes command. And check all 3 boxes
Note: Please, verify with the Track changes dialogue box.

Step 3: Select the bulleted list.

Step 4: Press the delete button.
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End Result (may vary): _
- Fil=  Edt Wiew Insert Format  Tools  Table  Window  Help Twpe & queskion For =2
NEeldeag aly Bt vo-o- BB T 00 =3 2 Nomal L1z LB 7 oU|=E|ANEE
- Final Showing Markup = Show = | 49 & &p - 0 + | (3 - ' = .

e e — =

" Certkiller FAQ
~  How to certified?

The most cost-effective way to obtain certifications iz to study at home. The problem iz to
get the best and most accurate information. We would sugsest that vou for each
certification use the following:
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; wou use the Questions and Answers to get more detailed information and certification
= specific knowledge.

{ am new to certifications. Which path should | take and what

-{ Deleted: =#=Cne StudyGuide
inchiding Concepts and Labs. Certkiller
provide Studyioaides for soeme ecams:
0210, 0-21 5, 70214, 0217, 0215,
V00, N0-28, 7028, CCHA, They am
priced at 153 1

=#=Cnestions ad Aneaers with

N : explanativns . & fler stodymg this prioduct
can Certkl."er prOVIdE fO.r mE? o will be ready to pass the test. The
Chiestions and Ansarers ae priced at
. betereen 3FE and 595

T Here iz one suggested path. =#=(mline Test Engie o

) ananar Certlilley comf]
TR |
Page 1 Sec 1 11 At 41" Ln9 ol 1 REC TRE ExT OWR Engish(U.s O

«o»ll

QUESTION 10

Insert a Table of Contents immediately following the title Certkiller FAQ, configured to display 3 heading

levels.
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File Edit View Imsert Format  Tools  Table  Window  Relp Type a question fr

>

-

I:._EiCertkiller FAQ - Microsoft Word 1 1 i r J
e S
J&_l. hd
—_—

Dl &SE < o 1 2 ? - MNormal 12 - | B I O |=
- Final Showing Markup = Shaw = g B OB~ ik v | (g v | 2 B

= '1'2'3'4'5'3
8 [T
Certkiller FAQ

How to become certified?

The most cost-effective way to obtain certifications 15 to study at home. The problem is t
getthe best and most accurate information. We would suggest that you for each
certification use the following:

o One studyCuide including Concepts and Lass. Certlaller provide Study Guides fo
some exams: 70-210, 70-215, 70-216, 70-217, 70-218, 70-270, 70-228, 70-229,
CCMNA. They are priced at 155 -

o Ouestions aad Answers with explanations. After studying this product veuwill b3
ready to pace the tect. The Cuestinns and Ancwere are priced at hetween 39% and 4

59%. E
Sz == 4] | |
Page 1 Sec | 112 AL 4" Lm & Col 31 REC TRE EXT OVR Englishil.s [E3K A

Answer:

Step 1: Click in the paragraph below the heading Certkiller FAQ.

Step 2: Select the Insert menu.

Step 3: select Index and Tables. (not reference go directly to the Index and Tables)

Edit  Wiew [{Insert § Format  Tools  Table  Window  Help

E Ifl'j & Page Mumbers. .. Bie e EE mmuq

N >} Zymbl. S Ficertkilerimoustord 2000
Ld_omment %o - i - o] B
o ol - 1 -
_— Reference k Footnaote. . E
— " ] n
- Picture » Caption, ..
Object... ross-teference. .,
Ohject C f
% Hypetlink...  Crel+k IC:Englex and Tahles. .. :j

w
W
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Step 4: Select the Table of Contents bar. Make sure Show levels: is set to 3. Click OK.

able of Eigures I Table of Authorities I

Weh Preview
__________________________________ 1 ﬂ Heading 1 ﬂ
M 2 3 Heading 2
.................................. 3 =ubtitle
......................... 5 Heading 3
~| ~|
W Show page numbers ¥ Use hypetlinks instead of page numbers
v Right align page numbers
Tab leader: | ....... - |
General
Faormats: |Fr|:|m template vl Show I_evels:@
Show Cutlining Toolbar | Cptions, .. | Modify, ., |

£ (0.4 I) Cancel I

QUESTION 11
Modity the document for use as a form. Add the following drop-down list controls with these options.

Position Executive,
Manager, and
Computer
Operator

Gender Female, Male
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Protect the form.
LTE. Certkiller CentKiller - Microsoft Word I = ||:||5|
lools  lable  Wwindow  delp Type a questlon for help = X

- hHle  Edit Yew lnsert  Format
= Times Mzw Roman - 12 = B 7 O ;éE Dvﬁvt’

O M 2 :nomal _
SRR TR TR R T R R
Certkiller Certkiller, Inc.
Employee Satisfaction Survey
323002
1. What 15 your posttion? —
2. What 15 your gender? %I
@
F
=[@la = 4] | ]
Page Sec ak Ln Col REC TRE EXT oVR Englishiu.s 123 A
Answer:

Step 1: Click to the right of the text What is your position?
Step 2: Select the View menu, select the Toolbars command, and select Forms.

Actualtests.com - The Power of Knowing




Eiewh-usert Format  Tools  Table Window Help

(e

Ed  ‘Wea Layout

[E] prirt Layout

AR x|
v | [T] Fikertkilefmousiie

o Sy S ] -

-| c\_"}_,.lzll:._ars..

D Header and Fooker

Formatking

Skandard

MOS-W2E

1 Zocm. .. AukboText
I aor ul[liIlL IO U CDntrDI TDD":'D):
n] Executive, |0 Database
Manager, and{ Drawing
Computer i(.:;_Forms _._::\[
Operator: e
1o Female,- haleoo
Mail Merge
tthe-form.y Cutlining
Reviewing

idit Wiew  Insert FDrmat
4

Tables and Borders

I B B

Task Pane

Yisual Basic

Web

Web Tools
Word Count

Wordart

r:q Customize, ..

The Forms toolbar aﬁ Eears.
ab| ¥ | 2 O
Step 3: Click the Drop-Down Form Field.

Drop-Doven Form Fielu:l|
The field appears.

2302

1. What is your position? |
2 WWhat 15 your gender?

Step 4: Click Form Field Options.

Farm Field Options
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Step 5: In the Drop-Down item: field type Execute. Click the Add button.
Drop-down £em: Items in drop-down lisk:
Uexecutivel 0 = _I
+

m Move
*
Remove | _|

Run macro an
ENEEy: ExIE:

! = £l

Field setkings

Bookrmark: |Dru:upc|u:uwn1

[ Drop-down enabled

[T Calculste on exit

fdd Help Text... | (4 | Cancel |

Step 6: Repeat this procedure for Manager, and Computer Manager,
Step 7: Click the OK button.

Drop-down ikem: Items n drop-down lisk:
| Executive d
Manager + |
Ard B | Computer Operator
Remave | Ll

Rur macra on
Enkry: Exit:

| 1) E

Field settings

Baookmak: |Dr|:||:|d0wn1

¥ Drop-down enabled

[ Calcdlate on exit

Add Help Text. ., | '1 ol } Cancel |

Step 8: Click to the right of the text What is your gender?
Step 9: Repeat steps 4-7, but enter the texts Female and Male instead.
Step 10: Click the Protect Form button.

Sf2302

1. What 15 your postion? Executive Protact Form
o What is vour gender? |
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End Result (may vary):

Sf23f02

1 What is vour postion? Executive
2. “What iz yvour gender? @ale !I

QUESTION 12
Below the heading Certkiller FAQ, paste a link to range A1:B12 in the Open Excel worksheet.

i3l Certkiller FAQ - Microsoft Word —|1Ooj x|
" File Edit Wew Insert Format  Tools  Table  Window  Help Type a question for help = X
Ol A =<t | wes - ? - Headngz - 14 v:g = A 2
EE- CE S T AR Pt Pt e S AR Bt Bt T S, B R e O Fe R e T Pty S e U PR e - i T vl ] -_ﬂ

Certkiller FAQ

{ am imterested in certification. What should | do? | don't want to
spend too nuch money.

The most cost-effective way to obtain certifications 15 to study at home. The problem is to
get the best and most accurate information We would suggest that you for each
certification use the following:

o One studvGuide including Concepts and Labs, Certkiller provide StudvGuides for
some exams: F0-210, 70-215, 70-216, 70-217, 70-218, 70-270, 70-228, T0-229,
CCIA They are priced at 155
+  Questiens and Answers with explanatiens. After studying this preduct you will be ?
@
¥

ready to pass the test. The Questions and Answers are priced at between 395 and

59E.
Sz = = 4] | |
Page 1 Sec 1 1jz At 34" Ln7  Col 11 REC TRE ENT oWR Englishius 0% 7
Answer:

This question and # 6 is screw-up

Step 1: Click in the paragraph below the heading Certkiller FAQ
Step 2:. INSERT-OBJECT---MICROSOFT EXCEL WORKSHEET
Step 3: Click in the cell Al.
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Fd Microsoft Excel -Certkiller Components Estimate i = |I:I|5|
@ File  Edt Wiew Insert Format Tools Data  Window  Help -8 X
B 2 and 714v1g E=E=|_-A- 2
Al - i Cetkiller Cornponents Estimate
b & | o [ o el F | & | &
1 [CertkillerComponents Estimate
2
er ltem Costlnit Units  Subtotal Tax Total
4 |[Crank 175.99 2 251980 21 37310
5 |BB 28.89 12 34788 §347 .88
6 [HS 599 3 17.97 517 .97
7
& |Tax Rata 5% $730 95|
=]
10
11
12 |Certkiller: www Certkiller.corm
i
14 1.
15
16
17 3
M4 4 r H[ySheetl { Sheetz / Shests 7 14l | LlJJ
Ready: o

Step 4: Press the Shift key and click in the cell B12 (the range -Al :B12 is selected).

Paste Special

Microsoft Excel Worksheet
SheetilRIC1:IRIZCZ

As!

Source:

Microsaoft Excel Worksheet Object
Farmatted Text (RTF)
Unformatked Text

Pickture

Bitmap

Y'ord Hyperlink,

esult
Inserts the contents of the Clipboard as HTML

_,,@ Format.

Paste Link creates a shorbout to the source File,
Changes ko the source file will be reflected in your
document,

Step 5: Select the Copy command from the Edit menu.
Step 6: Click on the Word icon in the Taskbar.
Step 7: Select the Paste Specialcommand from the Edi

o
Cancel |

[ Display as icon

2]

t menu.

Step 8: Select Paste link:. And choose Microsoft Excel Worksheet Click the OK button.
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Paste Special 5 21 x|

Source;  Microsoft Excel Worksheet —————
SheetlIR1CLR1ZCZ 1

As!

- Cancel |

Microsaft Excel Worksheet Object =

Formatked Text (RTF)
Unformatted Text
Pickure

i Paste:

Bitrmap
Wiord Hyperlink

[™ Display as ican

esult
Inserts the contents of the Clipboard as HTML

_,@ Faormat.

Paste Link creates a shorkcut ko the source file,
Changes ko the source file will be reflected in your
document,

End Result (may vary):
=T
=

File Edit Miew Insert  Format  Tools  Table ‘Window  Help

=& =F v T o0% - * - Headirg 2 - g =

»
Lg---|---1---|---2---|---3---|---4---|--g

Certkiller FAQ
Certkiller
Components

' Estimate
Item | Costiinit
Crank | 175,95

| BE _ 28.99 |

' HS _ 559 |

| Taon Rate E%

'Certkiller: 'www.Cer‘[killer.cnm

=l
f am interested in certification. What should { do? I ¢
spend too nich money. ¥
=]z 2= 4] | i
Page 1 Sec 1 112 Ak 5.9" Lm 20 Col 1 REC TRk EAT OVR S

QUESTION 13

Complete the following task:

(1) Create a version of this document with the comment Version 2 with commands.

(2) Then confirm creation of the new version by displaying the version information and close the dialog
box when finished.

Actualtests.com - The Power of Knowing




MOS-W2E

igli Certkiller FAQ - Microsoft Word _|of x|
- FEle Edit Miew Insert Format  Tools  Table  Window Help x

N a8l ¢ v- 10 v L [El=|A- 2
EE'1'2'3'4£]
i
Certkiller FAQ
How to become certified?

The tmost cost-effective way to obtain cettifications iz to study at ho
get the best and most accurate information. We would suggest that s
certification use the following:

-

e One StudvyGuide including Concepts and Labs. Certkiller pr-:—I

seme exams: F0-210, 70-215, 70-216, 70-217, 70-218, ?0-2';
CCMA They are priced at 155, .
Elﬁ B = <| | ﬂ
Page 1 Sec 1 11z AL 3 Ln & Zd 1 REC TRE ExXT v
Answer:

Step 1: Click the File menu.
Step 2: Select the Versions command.
Step 3: Click the Save Now button.

¥ersions in Certkiller FAQ 2 x|

MEW verslons

™ automatically save a version cn close

Existing versions
Date end Lime Saved by Comments

e
CIEER | Delets | Wiew Comments...l dose |

Step 4: Enter the text Version 2 with commands. Click the OK button.
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Date and time:  1/24/2003 2:54 AM
Saved by; Admin

Caomments on version:
ersion 2 with commands

m Cancel |

Step 5: Select the Versions command from the File menu.
Step 6: Click the Close button.

Yersions in Certkiller FAQ 2 x|

MNEW WErsions

[ Automatically save a version o close

Existing versions
Date znd time Saved by Camments

Admin Yersion 2 with commands

OpEn | Delete | Vieww Comnrnents. ..

This is correct

QUESTION 14
Merge the Certkiller old FAQ file and the main document to a new document.
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ialj Certkiller FAQ - Microsoft Word Drop-Diown Farm ,:ie|,:|| =10l x|
=

File Edit Mjew Insert  Farmat  Tools  Table  ‘Window  Help
DEEESR|C - 170 2iu - El=lAa- 2
_ smmrexsxsmmreRs

EEEN EREN T IO
i
Certkiller FAQ
How to become certified?

The tost cost-effective way to obtain certifications 13 to study at ho
get the best and most accurate information. We would suggest that s
certification use the following:

e Ome StudyCuide including Concepts and Labs. Certleiller prc;l
somne exams: 70-210, 70-215,70-216,70-217, 70-218, 70-2 :
CCITA. They are priced at 155

o

¥
=]z 2 = ¢ | |
Page 1 Sec 1 2 AL 3 ln5 Cdi REC TRE EXT | ¢

Answer:
Step 1: Select the Tools menu.
Step 2: Select the Compare and Merge Documents command.
Step 3: Select Certkiller old FAQ document.
Step 4: Select the Merge into new document command.

Loak in: |:,ﬂ daocs j = - @ e * Taools ~

) Mernarandurm
14| Centkiller FAQ
Histary Certiller old FAG

Certkiller Testing

Favorites

=

s File name: =1 Legal blackline Mer I,_ p
-1 s S Merge
My Mebwork I J

; Iv Eind Farmatting
Places Files of type! [all word Documents =] Merge

(]
i

i

Merge into current document

i::jerge into new d'cncurnent;:lé
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Step 5: Click the Continue with Merge button.

The dacuments being merged have one or more conflicking Formatting
changes, Word can only store one set of changes in the final, merged
document, Before continuing with the document merge, choose which set
of changes to keep,
keep formatting changes From:

% {Carrent docurment (FE e belleRmousy, . | C ertller FAD, doc):

" Target document (FC erteille . . \C erkiller ld FAC, dac)

‘t:_Cnntinue with Merge_::jl Cancel

QUESTION 15
Set options so that a page number does not appear on the title page.

il Certkiller FAQ- Microsoft Word _ ol x|
File Edit iew Insert Format  Tools  Table  Window Help =

[

s
4
¥

DEE &R < - 1 05

[ RN KRR KRRRERRE
Certkiller (www.Certkiller.com) FAQ

iz u E] :
T4

5l

How to become certified?

The most cost-effective way to obtain certifications 13 to study at ho
get the best and meost accurate information. We would suggest that s
certification use the following:

e«  One StudyCude including Concepts and Labs, Certlaller prcfl
sotne examms: 70-210, 70-215, 70-216,70-217, 70-218, 70-2

@
CCIA They are priced at 155 .

[=]m &=« | i3
Page 1 Sec 1 1z At 25 In4 cdz8  REC TRK EXT [

Answer:

Step 1: Select the Insert menu.

Step 2: Select the Page numbers command.

Step 3: Clear the Show number on first page option.

Position: Preview
IBDttum of page (Fooker) j

Alignment:

|Rigt: |
@ﬁhuw number an Firsk page:

Format. .. | ol 4 Cancel

Step 4: Click the OK button.

!
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QUESTION 16
Using the Mail Merge Helper, prepare this document as a mail merge document for form letters.

iif Certkiller FAQ - Microsoft Word =10l x|
- File Edit \Miew Insert Format Tools  Table  ‘Window  Help =
DEE SR S o- 10 >ruEElAa-
e e e s e e
5 [
T Certkiller (www.Certkiller.com)
~  To
4 hd|
From: ”
=]
I ¥
= m[E]= 4] | i
Page 1 Sec 1 1z At 35  Ln7  Cd4 REC TRE| BT | oz
Answer:

Step 1: Select the Tools menu.
Step 2: Select the Letters and Mailings command and the Mail Merge Wizard subcommand.

ialj Certkiller FAQ - Microsoft Word ] =
File Edit Wiew Insert Format 4 Tools £ Table Window Help
W - E % @' =t ey - “f/'-‘ Spelling and Grammar. .. F7
II' ﬂ w e B ST i E Language 4
- ' ' ' Fix Broken Text...
-- word Count, ..
: :@ AutoSummarize. ..
" Certkiller (www.( ~*=*
: igr Track Changes Ckrl+-Shift+E
r-\, To: Compare and Merge Documents. .
: Protect Document. .,
5 Cnline Collaboration 3
3 @ail IMerge WizarE:._:) H:::Lgtﬁrs and Mailﬂlﬁ::}' »
Show Mail Merge Toolbar Tools on the 'W;elg. s -

T
|58

[=] Envelopes and Labels...

Macro 3

Templates and Add-Ins...

Letter Wizard. ..

AutoCorrect Cplions. .

Cuskomize. ..

opkions. ..

Step 3: Make sure Letters is selected, and then click Next.

Actualtests.com - The Power of Knowing




MOS-W2E

il Certkiller FAG - Microsoft Word i =101 %]

- File Edit Yew Insert Format Tools Table Window Help x
Dedalk|d - 10 »ir g|E=E|A- 2
Elﬁ-.-|.--1--.|--.23-¢¢-MailMerge * X

Select document type

From: What bype of document are you

i warking on?

- J

: 0 E-mail messages
 Envelopes

7 Labels
 Direckary

Letters

FAQ Send letters bo a group of people.
fou can personalize the letter that
each person receives,

How to become certifie

The most cost-effective way B0 ¢ | Cick et to contiriie,
get the best and most accurate it »| grep 1 of 6

certification use the following: #
g o 3 Starking document
¥

- Tie Stpdnride inelnd;
aEl=d 3

Page 1 Sec 1 12 At 3.5" lm 7 Col 4 REC ||TRE:VEAT || o2

Step 4: Etc.

QUESTION 17
Bookmark the header Certkiller (www. Certkiller .com) FAQ. Name the bookmark Certkiller .
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iglj Certkiller FAQ- Microsolt Word =l 3
File Edit ‘ew Insert Format Tools Table window  Help Tyae a question for help = 2

NEsdy gRY (S| o-a- BT ws -0 2 7ruo[EEA-2

EE---.---l---u---z-- T R S B - A ﬂ

Certkiller (www.Cerikiller.com) FAQ

How to become certified?

The most cost-effective way to obtain certifications is to study at home. The problemist
getthe best and most accurate information. We would suggest that you for each
certification use the following:

s One JtudyCuide including Concepts and Labs. Certkiller previde ZtudyGuides fo
some exams: 70-210, 70-213, 70-216, 70-217,70-218, 70-270, 70-228, 70-229,
CCHA They are priced at 155

o Questions and Answers with explanations. &fter studying th:s product you will be
ready to pass the test. The Questions and Answers are priced at between 388 and -

595 +
o Online Test Engine at werw Certkiller.com @
¥
Elzo=4] | |
Page 1 Sec 1 12 AL 36" Ln7  Col 30 REC TRK EXT OWR Engish(us OF 4

Answer:

Step 1: Select the header Certkiller (www. Certkiller .com) FAQ
Step 2: Select the Insert menu.

Step 3: Select the Bookmark command.

Step 4: Enter Certkiller .

Bookmark name:

fCeriiler
=
=

Sorkby: % Hame Location
[ Hidden bookmarks

add elete | Go 1o I

Cancel |

Step 5: Click the Add command.

QUESTION 18
Complete the following tasks:
(1) Modity the Certkiller FormatMacro macro so that it uses Dark Red as the font color.

Actualtests.com - The Power of Knowing




MOS-W2E

(2) Then, run the macro to change the text in the 3 bullets in the first paragraph to dark red text.
idlj Certkiller FAQ - Microsoft Word ) o ]

File Edit Wiew Insert Format Tools  Table Window  Help X
NEHE®EY BB v-o- Hq 0w -3 2A-2
@'1'2'3'4'53
[

Certkiller (www.Certkiller.com FAQ)

How to become certified?

The most cost-effective way to obtain certifications is to study at home The p
getthe best and most accurate information We would suggest that vou for eac
certification use the following:

«  One StudyGuide including Concepts and Labs. Certlaller prowide Stud
some exams: 70-210, 70-215, 70-216, 70-217, 70-218, 70-270, 70-22¢
CCMA They are priced at 15§

o Cuestions and Answers with explanations. After studying thiz product
ready to pass the test. The Questions and Answers are priced at betwee
59%.

o Online Test Engine at wwnw Certkiller. com

«0»'1_

First you use the Study Guide to get background and the practical knowledge,

a1 ee the Mmiectinne and & nemrere to met mmere detailed infarmation and certi
Bl-l=8= 1i | 3

Page 1 Sec 1 1/2 Ak 5.8" Ln 16 ol 47 REC TREK ExT OMR English 4

Answer:

Step 1: Select the Tools menu.

Step 2: Select the Macro command.
Step 3: Select the Macros subcommand.
Step 4: Make sure the Certkiller FormatMacro is select. Click the Edit button.

Macro name:

Run

Step Inko |

Create |
Delete |
;I Organizer.., |

Macros in: I.C\.II active templates and documents j Cancel |

Description:
Macro recorded 17242003 by Admin
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Language:

Letters and Mailings

Tools on the Web, ..

¥ spefing and Grammar,.. F7 LY @ » -

4 @a_cro;. i .0.It+F8_j

1g:

Customize, .. @ PRecord Mew Macro,.,
Cptions. . Security. .,
bt
W
(IE TR OTTIATIO, We WOl SUE E Yisual Basic Editor Alk+F11

@ Microsoft Script Editor Alk+Shift+F11

The Microsoft Visual Basic Windows appears.

Z@ Microsoft Yisual Basic - Normal -10] x|
- File Edit Miew Insert Format Debug Run  Tools  Add-Ins  window Help Type a quastion For help -

WMa- H L ERd o |y ek BEY 2 2 s

Project - Normal Ed
I=1 J
E@ Mormal -

¢ [0 Microsoft Word Objsr
-5 Modules

R & NewMacros
+-#4 Project (Corrections ¢

il B Deniock FEAN vascinn -
4 I i

Properties - NewMacros

Illi

1%

|NewMacrns Module

L]

#Alphabetic | Categorized I

WY EIEN] MewMacros

-

= ————— |
L Normal - NewMacros (Code) ] |
|(General) j ICerlIiiIIerFurmatMacru j
Sub  CertkillerFormatMacro () =
: izl

' CertkilletFormatMacro Macro

! Macro recorded 1/24/2003 by Admin
1
With ListGalleries (wdBulletGallery) .ListTemplates)

JHunberFormat = ChrW(61656)
.TrailingCharacter = wdTrailingTab
MNunberZtyle = wdlistWNunber3tyleBullst
NumberPosition = InchesToPoints(0.25)
JAligrmment = wdlistLevellilignleft
.TextPosition = InchesToPoints(0.5)
.TabPosition = InchesToFoints (0.5)
.ResetOnHigher = 0O
LStarcht = 1

With .Font
LBold = wdlUndefined
dcalic = wdlndefined
AtrikeThrough = wdlndefined
.Bubscript = wdlndefined

==l | »

Step 5: Scroll down and find the line that defines the color of the bulleted list.
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=10l x|

- Fle Edit View Insert Format  Debug  RBun Tools  Add-Ins  Window  Help Type a question for help
wWa-B fERRA 0y o m BEHD O e cen &
Project - Normal e |

EIIE.

“%- Mormal -

=101 x|

MewMacros (Code)

I(General}

gl MewMacros ;I

j ICertkilla'Fnrma‘tMacrn

i

lﬁ Project {Corrections ¢
' % Project (FAQ version :J
- ﬁ Project {Purchase for

El ‘ﬁ Project { Certkiller FAL
m L e hlj_l

i

Properties - NewMacros

;I

|NewMacrns Madule

Alphabetic |Categ0rized I

ListGalleries (wdBulletGallery) .ListTemplates (6) N
Jelection.FRange.ListFormat. ApplylListTemplate List
wdEBulletGallery) .ListTemplates (6) , ContinuePr
wdlistipplyToSelection, DefaultlListEehawvior:=
With 3election.Font

MNawe = "Trebuchet M3T
.Bize = 12

.Bold = True

.Italic = False

.MnderlineColor wmdColorintomatic

HEENEN] Meswrdacros .3trikeThrough = False
JoublestrikeThrough = False
.Dutline = False
.Emho=ss = False
. Shadow = False
.Hidden = False
.3mallCaps = False
JAllCaps = False
.Color = @idColorLightElue
.Engrawve = False =
== | 17

Step 6: Change this line to:
.Color = wdColorDarkRed
Step 7: Select the File menu. Select the Save Normal command.

Microsoft Word i x|

I E The file Mormal already exists, Do wou want to replace the existing file?

Cancel |

Step 8: Click the Yes button.
Step 9: Select the File menu. Select the Close and Return to Microsoft Word command.

Zg Microsoft Yisual Basic - Normal

Edit

Views Insert Format Debug  Rur

[H savemormal Ctr+5
Irnport File... Chrl+M

[ Expart File. .. Ctri+E
Rerncwe Mewhacros. ..

I[ &b print... ChrHP

[‘ Cﬂ—h:-s%;r-ud Return b Micru'softw_url:izl_li-l-z::'{

Step 10: Select the three paragraphs in the bulleted list.

Step 11: Select the Tools menu.

Step 12: Select the Macro command.

Step 13: Select the Macros subcommand.

Step 14: Make sure that the Certkiller FormatMacro is selected.
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Macro name:

LetkillerFormatiacro

Step Inkto |
Edit |

Create |
Delete |
ﬂ Organizer.. ., |

Macros in: |.¢\II active templates and documents j Cancel |

Description:
Macro recorded 1/24/2003 by Admin

Step 15: Click the Run button.

End Result (may vary):
il Certkiller FAQ - Microsoft Word [ = |
" File Edit Wiew Insert Format  Tools  Table  Window  Help X
DEEdS8 S8V 2R v-o- BT e -3 2:A-2
R R R R R P T
[

Certkiller (www.Certkiller.com FAQ)
How to become certified?

The most cost-effective way to obtain certifics#ions 1s to study at home. The p
get the best and most accurate information We would suggest that vou for eac
certification use the following:

» 0One StudyGuide including Concepts and Labs. Certkiller prov
StudyGuides for some exams: 70-210, 70-215, 70-216, 70-2
218, 70-270, 70-228, 70-229, CCNA. They are priced at 1568

= Questions and Answers with explanations. After studying thi
vou will be ready to pass the test. The Questions and Answe
priced at between 395 and 59%. ]

» Online Test Engine at www.Certkiller.com. &
L]
. . . F
Thiant rraan anam dlm Than der (Thanit A bn ok bm sl ueaanan 5 PRGN B PP Ry Sty [y [y PRy, pesiy
BEEERN) Ja
Page 1 Sec 1 1)z at 3.3 Lné6 ol 48 REC TRK EXT OVR Endlsh

QUESTION 19
Order this list of terms alphabetical.
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i3l Certkiller Employees - Microsoft Word -0l =|
File Edit ‘“iew Insertk Format  Tools  Table  ‘Window  Help

NEEHS8| &Y | oo B g w0 -3 2{B]A
5

E@---|---1---|---2---|---3---|---4---|---

X
L
=

[

Certkiller (www.Certkiller.com) Employees

Bill Jack safd dsa fdsadsahik dsahjkfdsaffdsak dsf dssgfdadijgfdsa safd dse
deahiletdsaffdeail def desafdadiafdaa safd dsa fdeadeahik deahikfdeattdaail ds
dssotdadiotdsa safd dsa fdsadsahil dsahilkfdsaffdsajle dst dsspfdadiofdsa

Wittgenstein, Neil safd dsa fdsadsahik deahjkfdzaffdeajl dst dsgafdadiafdsa
tdzadsahik dsahikfdsatfdsajl dsf dsspfdadjafdsa safd dsa fdsadsahik dsahilcfd:
dst dsegofdadiofdea safd dsa fdsadzahik dsahikidzaffdzale dsf degafdadiofdsza

Brown, Sam_safd dsa fdsadsahjle dsahikfdsaffdsajlk dsf dssofdadiofdsa safd d
tdsadsahik dsahjkfdsatfdsagl dsf desafdadiofdea safd dsa fdsadsahik dsahijlctd:
daf dssgfdadigtdsa safd dsa fdsadsahik dsahikfdsaffdsagk dsf dssgfdadisfdsa -]

+
=]
¥
[E]e == 4] | i
Page 1 Sec | 111 A 4.3 Lni3 Col 1 REC TRK EAT OWR Enghsh 2
Answer:

Step 1: Select the list of Employees (click to the left of Bill, Jack. Shift-click at the end of the list).
Step 2: Select the Table menu.

Step 3: Select the Sort command.

Step 4: Make sure that Sort by: Paragraphs, Ascending, and No Header row are selected.

Note: This should be the default options so no changes should be required.

Sork Text ed |
Sark by
= % fAscending
Tvpe: IT t I@
o “ Descending
Then by
e & pscending
Type: B %
I LI (B3 ITUXI j {" Descending
Then by
= & ascending
I ;I Tiwss ITcxt j " Descending
Ity lisk has
" Header row
Cptions. .. ":f. ik I:’ Cancel |

Step 5: Click the OK button.
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End Result (may vary):
L'-_EiCEﬂkiller Emplovees - Microsoft Word = Iniﬁj
File Edt “iew Insert Format  Tools  Table  Window  Help =
i i HE - Hr » 3
NE2EaSY &% | < v-oo- BT 1w00% -2 2B A-7
I? T T T T T T T T - T T ST ST ST ST S T S T U -

Certkiller (www.Certkiller.com) Employees

. d
£
@
=z
Sz = = 4] | i
Page 1 Sec 1 11 Ak 3 lm & Caol 1 REC TRE EXT OMR English o
QUESTION 20

Protect the comments in this document (without a password). To test the protection, delete the comment.
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iafj Certkiller Enployees - Microsoft Word . -0 x|

File Edit ‘iew Insert Format Tools Table  Window  Help

DE2E Sy | <P -0« B 100 -3 2B |£-A
EE---|---1---|---2---|---3---|--- £

Certkiller (www.Certkiller.com) Employees

4o

Brown, Sam. I dsa fdzadsahik dsahjkfdzattdsaik daf dssgfdadigfdsa safd daa i
dsahjlcfdsaffdsagk dsf dssgidadigfdsa safd dsa fdsadsalylke dsahijkfdsaftdsak ds
dasgfdadigfdsa safd dsa fdsadsahk dsahjcfdsaffdsajle dsf dssgfdadigfdsza

| Bill | Jack safd dsa fdsadsahik dsahjkfdsaffdsajk dsf dssgfdadijgfdsa safd ds:
dsahjlcfdsaffdsak dsf dssgidadigfdsa safd dsa fdsadsahjle dsahjlfdsaftdsajl ds
dasgtdadigfidsa safd dsa fdsadsahik dsahjkfdsattdsai daf dzsgfdadigfdsa

Wittgenstein, Neil safd dsa fdsadsahik dsahjkfdsaffdsajl dsf dssgfdadigfdsa
fdsadsahik dsahikfdsaffdsajk dsf dssgfdadjgfdsa safd dsa fdsadsahjke dsahjlefdi ™
daf dasgtdadjgfdsa safd dsa fdsadsahik deahijkfdzaffdsagk daf dssgfdadiofdsa

@
¥

ELGERIN 2]

Page 1 Sec 1 111 Ab 28" Lm5 ol 1 REC TRE E=T ©OWR  English o

Answer:

Step 1: Select the Tools menu.

Step 2: Select the Protect document command.
Step 3: Select Comments. Click OK.

Protect Document e |

Protect document Far

Sechions. . |

Password {optional):

T
- O ___' Cancel |

Step 4: Right-click on the first comment (yellow). Try to delete it.

QUESTION 21
Using the Mail Merge Helper, create a Word Data Source consisting of the following recipient
information.

First name Last name Addressl  City
Patricia Adams 25 Ring St. Columbia
Joseph McGregor 43 High St. Hollywood
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i3l Certkiller FAQ - Microsoft Word | o =]
" File Edit Wiew Insert Format  Tools  Table  Window  Help *
DEE SR - 170 2irufElElA-2
Elﬁ B R R T E R R B S,
¥ _I
- Certkiller (www.Certkiller.com)
~  To:
) =
From: .
& @
r:_‘ T
= nE]= 4] | |
Page 1 Sec 1 1z ak 35" Ln 7 Cd 4 REC TRK EXT g
Answer:

Step 1: Select the Tools menu.
Step 2: Select the Letters and Mailings command and the Mail Merge Wizard subcommand.

i Certkiller FAQ - Microsoft Word 121
- File Edit  Yiew Insert Format 4 Tools B Table  ‘Window  Help
B E % @. = - "\?}' Speling and Grammar.. . F7
El ﬂ o mEn fed n o mEA P Language b
- ' ' ' Fix Broken Text...
-- \Ward Count. ..
5 :‘f__-?| AutoSurirmarize. . .
% . Speech
: Certkiller M Z¢ Track Changes Chtl+Shift+E
r-\, TD: Compare and Merge Documents. ..
: Prokect Document. ..
it Opline Collaboration 3
- J
: @ail Merge Wizar@ ”::Le_tﬁrs and MailﬂgE::}' ’
,._.1 Show Mail Meroe Toolbar Tools on the Wweb, ..
=F‘ =] Envelopes and Labels. .. Macra »
— Letter Wizard. .. Templates and Add-Ins...
= AutoCorrect Options..,
Cuskamize, .,
Options. ..

Step 3: Make sure Letters is selected, and then click Next.
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=10l x|

- File Edit Miew Insert Format Tools  Table ‘wWindow  Help =
DEE SR < -1 2 *»ruE=|a-2
Eﬂ...|...1...|...2g¢¢MailMerge T X

L'-_EiCertkiller FAQ - Microsoft Word

Select document type

From: What type of document are vou

i working on?

: I

: ¢ E-mail messages
i Envelopes

7 Labels

0 Directary

Letkers
FAQ Send letters to & group of people,
‘You can personalize the letker that
i each person receives,
- How to become certifie
o .
: The most cost-effective way to_- T U
) get the best and most accurate it>| Step1of6
= certification use the following: #
. = o 3 Starting document
o - Tire “tpAdoimnida inelads *
=sE=d 7 3
Page 1 Sec 1 12 AL 3.5" Ln 7 Cal 4 REC TRE. EXT v

Step 4: Make sure Use the current document is select. Click on Next.
4@ & Mail Merge * X

Select starting document

How dio wou wank ko sek up your
letters?

_—I_'_'—\_‘_\—
® |lse the current document

i Skark From a template
i Skart From existing docurment

Use the current document

Start From the document shawn
here and use the Mail Merge wizard
ko add recipient information.

Step 2 of 6

g Mext: Select recipients

48 Previous: Select docurent bvpe

Step 3:
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4 & Mail Merge -

Select recipients

i IUse an existing list

i Select From Qutlook contacks

& Type anew lisk

Type a new list

Type the names and addresses of
recipients.

Step 3of 6

g Mext: Write wour letker

4@ Previous: Starting document

MOS-W2E

Step 4: Select Type a new list. Click Create.

Step 5:

~Enter Address information

Title |

Firsk Nameﬂﬁaﬁ@__j>

Last Mame d\#ld_a‘nij)

Carnpany Name I

Address Line 1(E5_Ring 5t-_:>

Address Line 2 I

e |

=

T Entry Delete Entry | Find Enkry ... | Filter and Sart. .. | Custanize. .. I

~Wiew Entries

Yigw Entry Number First I Previous |1 Mesxt | Lask: |

Tokal entries in list 1

Close |

Step 6: Enter the second recipient and click the Close button.
Step 7: Enter a file name and click the OK button.
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Save Address List i e |

Save in: ||'_'£‘| Iy Data Sources j - @ P [ ] - Tools =

@

Hiskory

My Documents

Desktop
* ]
Favarites
=
= Fil , A
ile name: ertkiller data| =l Save
Tl Mebwark
Places Save as bype; IMicrosoFt OFfice Address Lists j Cancel

Step 8: Click the OK button.

Mail Merge Recipients i |

To sork the list, click the appropriate column heading,  To narrow down the recipients displaved by a
specific criteria, such as by city, dick the arrow next to the column heading.  Use the check boxes or
buttons ko add or remove recipients fram the mail merge,

List of recipients:

M

| »| Lastmame | = Firsthame [ = Tite | = cCompanymame | *| Address Line
Adams Patricia 25 Ring 5t.
Mciaregar Joseph 43 High 5t.
1| | 3
Select All | Clear all | Refresh |

Eind... | ; Yalidake | «I

Step 9: Finish the Mail Merge Wizard.

QUESTION 22

Complete the following task:

(1) Select the text in first bullet in the first paragraph, Products, and create a macro to change the font to
Arial 12 point, Italic, Dark Blue color. Name the macro Certkiller BulletFormat, and save it to the current
document.

(2) Then, apply the macro to the text in each remaining bullet in the document.
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il Certkiller FAQ - Microsoft Word _ ol x|

- File  Edit  iew Insert Format  Tools  Table  Window  Help Twpe a question for help = (3¢
el &V B vo-o- q 10w - (2]

EE---|---1---|---2---|---3---|---4---|---5---|-§

Why choose www Certkiller com

* = Marmal -
=

Products are current. We make fequent updates and are always ahead.
Test Engine soon to be released

Feedback offered on purchased products (feedback@Centkiller.com Yy,
EBetter customer support. We prowide fast and accurate support.

Security problem, can’t download
Here 1z one possible way. Mavbe you will have to look for other security settings as -
From Internet Explorer:

o Zelect Tools menu

o Zelect Internet Options

w
o Click the Security Tab TI
Internet Options el s @
= m = i g 172 s .| ¥
[E]e = = 4] | |
Page 1 Sec 1 1/z2 Ak 1" Ln 1 Col 1 REC TRE EXT OWR English{U.5 S
Answer:

Step 1: Double-click in the word Products to select it.
Step 2: Select the Tools menu.
Step 3: Select the Macro command.

i AN P
Tools |/Table  Window  Help Type & question far help (= 2] 2 2 1y
Y speling and Grammar... F7 M o0 - T T Y
by Langusge v —
Prokect Docurnent. . . I I : :
a Letters and Mailings 3
Tools on the Web... change
Macro T T— AlL+Fa
Customize. .. Record Mew Macra, ..
) _ Lo & o |
Options, ., Security. ..
H ¥
£ visual Basic Editar Alt+F11
&% Microsoft Script Editor - Ale+Shift+F11

Step 4: Select the Record New Macro subcommand.

Step 5: In the Macro Name: field enter Certkiller BulletFormat. Click the OK button.
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Record Macro 2=

Macro name:

-terﬂ-:]'IIElBuIIetFuTitD
= e

Assign macro fo

gfa Toolbars @| keyboard

Skore macra in:
IP.II Docurnents (Mormal, dok) j

Descripkion:
Macro recorded 1242003 by Admin

f oK I]' Cancel |

Step 6: Select the Format menu.
Step 7: Click the Font command.
Step 8: Select Font Ariel, Font style Italic, Size 12, and Font color Dark Blue. Click OK.
Font 2| x|

Font | Character Spacing | Text Effects I

Font: Font style: Size:
| aial {ttalic e
=
Arial Black, 9
Comic Sans M5 10
Courier
-
Font calor: Lnderline style: Linderline colar;
‘niong) j | Antomatic j
Efferls
[ Strikethraugh [ shadow [ small caps
[ Dodble strikethraugh [ outline [ all caps
[ Superscript [ Emboss [~ Hidden
[~ Subscript [ Engrave
Preview
Products
This is a TrueType Font, This Font will be used on both pricker and screen,

Defaulk, | m Cancel |

Step 9: Select the Tools menu, the Macro command, and the Stop Recording subcommand.
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Tools F‘Tgble Window  Heb Type a question for help [+ 71 x|

¥ speling and Grammar... F7? q 100% - i
L?an.;uaqe r T —
Protect Docurnent. .. I I I I 3

N Lellers and Mailings 3

Tods on the Web. ..

! @F _:Zj} p Macros,, AlE+FS
Customize. .. Stop Recording
: Fm_StopRecrdng >

Qphions. .. Security.,.

¥

#  visual Basic Editor Alt+F1L

@8 Microsoft Scripk Editar Alk+Shitt+F11
Step 10: Go through the document and for each bulleted once at a time:

Step 11: Select the bulleted list.

Step 12: Select the Tools menu, select the Macro command, select the Macros subcommand.
Step 13: Make sure that Certkiller BulletFormat is selected, and click the Run button.

Macros 20 x|

Macro name:
Certkiller BuilletFormatiis
CertkillzrBulletF ormst

CertkillerFormathtacra Step Into |
Edit |

Create I
Delete |
;I arganizer, .. |

Macros in: IAII active templates and documents j Cancel I

Description:
Macro recorded 1/24/2003 by Admn

Run

QUESTION 23
Complete the following task:

(1) Insert the graphic named Certkiller .bmp from the Clip Art Gallery at 50% of its original size left of the
second list of bulleted items.

(2) Then, change the text alignment options to Square, and wrap to the largest only.

Actualtests.com - The Power of Knowing




MOS-W2E

| Certkiller FAQ s - Microsoft Word 4 1Ol =|

File Edit Miew Insert  Formatb  Tools  Table  Window  Help Twpe a guestion for help (= X
DEES8 Sa%Y i BRT «w-oo- B g 100% - BEg 2

EE---|---1---|---2---|---3---|---4---|- 5---|-§

Why choose www Certkiller cam
® Products are current. We make frequent updates and are alway
ahead.
® Test Engine soon to be released
® Feedback offered on purchased products
(feedbackic ekillerc omy .
® Better customer support. We provide fast and accurate support

I
Security problem, can’t download

Here iz one poszsible way. Maybe vou will have to look for other security settings as -
From Internet Explorer:

o Zelect Tools menu %I
® Select Internet Options @
o Click the Security Tah 3
Elo @3 | 3
Page 1 Sec 1 1z ap 2ot lm 11 ol 1 REC TRE EXT OVRE English{U.s A

Answer (incomplete - try this out yourself to get the 100% correct procedure):
Step 1: Select the Insert menu, select the Picture command, select the Clip Art subcommand.

Insert D:grmat Tools  Table window  Help
B Page Mumbers. .. 5@ 5 B o N EE
1id  Comment o ——
Reference 3 ' d
ST T
Ohject... Erom File...
Bookmark... P AukoShapes
WL Hyperlink... e+ 4[ Worddrt,
5 W
W
® Feedoack offer Ml Chart E
#Fandhanl e - ¥

Step 2: Find the picture Certkiller .bmp and insert it.

Step 3: Resize the picture.

Step 4: Click on the picture to select it.

Step 5: Select the Format menu, select the Picture command.

Note: Possibly the Object command. It is the command that is last in the menu.
Step 6: Select the Layout tab, select Wrapping style Square. Click the OK button.
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Format Picture | e |
Colors and Linesl Size: Picture | Text anl Weh |
‘\Wrapping style
In line with text Sguare Tight Behind text  In Eronk of text
Horizontal aligniment

" Left " Center " Right {* Other
Advanced. ., |

L (0.4 I}' Cancel I

Step 7: Place the picture to the left of the bulleted list.
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