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Question  1/36 Toom Text |

Create a new document using the template file remplate.dotxin the C:|\Working fites\ M3 folder and
save it to C:|Working files\ M3 folder using the filename Resume.docx
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Statement of Account

This is a documentissuedby a supplierto its customer. It lists
transactions over a given period, normaily monthly. It will include
details of invoices, payments received and any credits approved
with @ resultantbalance payable by the customer
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Question  1/36 oo Text

Save the memorandum.docy document to the C:|Working files\M3 folder using filename Visit
Furope.docx
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My History

Expenence life in the middle ages, or become a me for a day. Feel your heart beat
faster as you watch the knights jousting in Norway, you don't just look at history
vou live it!

Events and activities of the program include

Activities

< Visits of archacological sites

< Livingin Longhouses

< Info session on My History in Scandinavia

< Info session on History in Burope, Greenland and North America
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Question  1/36 oo Text

Save the file My History.docx in rich text format as My History.rtfto the C:|Working files\ M3
folder.
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Swccess Factors

The main secret of our sucCcess n this ares i the provision of & range of sxcellent warld-class
products that sce aggressmely priced Combine this with & begh level of ongoing customer support,
whath we have shvays balioved to be an essential pant of any dealings with the pubhc, and we have
& farmat that shouldd be capable of replicating in many other markets

Future Strategy

To stay ahead of the compettion we must at least masian the current level of research and
development, as innovation will be one of the key aspects in the expanson of an akeady highly
successiul senes of products

The workforce continues 1o be one of owr greatest assets, for without their dedication to the
production of gualty matenals that delver on time and wathin budget, owr targets coudd not be met

Staff Issues
i s essential that we do not lose expenenced stafl and | am delighted 10 report that moral has
never been higher

Maintaining stability in the workforce
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Question  1/36 oo Text |

Set the C:|Working filesI M3 as the defaultlocation for the Word-Processing application.
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[T stay shead of the competition we must st least maintan the current vel of ressarch and
developrnent . as innovation will be one of the key sspects m the expansion of an already bighly
successfid senes of products

The workforce continues 16 be one of our grestes! assets, for without thes dedication 1o the
production of quality matenals that deliver on time and within budget, our targets could not be met

Staf Issues
It is essential that we do not lose expenenced stafl and | am delghted to report that moral has

never been hagher

Mamtaining stabdity in the workforce

Salary scales that match or exceed the market lovel
Ongong sta® trasning and development

Excellent internal communic ations

A good working environment

A good management team
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Question  1/36 oo Text

Use the Word processing application Help function to find information about Mai Merge.
(Do pot close the Help window).
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Swccess Factors

The main secret of our sucCcess n this ares i the provision of & range of sxcellent warld-class
products that sce aggressmely priced Combine this with & begh level of ongoing customer support,
whath we have shvays balioved to be an essential pant of any dealings with the pubhc, and we have
& farmat that shouldd be capable of replicating in many other markets

Future Strategy

To stay ahead of the compettion we must at least masian the current level of research and
development, as innovation will be one of the key aspects in the expanson of an akeady highly
successiul senes of products

The workforce continues 1o be one of owr greatest assets, for without their dedication to the
production of gualty matenals that delver on time and wathin budget, owr targets coudd not be met

Staff Issues
i s essential that we do not lose expenenced stafl and | am delighted 10 report that moral has
never been higher

Maintaining stability in the workforce
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Question  1/36 oo Text

Change the defaultuser name for this application Lee Warstein.
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ITo stay ahoad of the Competitan we must at least maintan the cusrent level of research and
developmaent . as innovation will be one of the key aspects in the expansion of an already Paghly
succasalid sanes of products

The workforce contimuss 10 be one of 0w grestes! assets, for without thes dedicaton 10 the
production of quality matenasls that deliver on time and within budge?, our targets could not be met

Staf lssues
It ix sxsential that we do not lose expenenced siafl and | am delghted to report that mora! has
never been hagher

Mamtaining stabdity i the workforce

Salary scales that match or excesd the market level
Ongoing sta® traming and development

Excellsnt internal communications

A good warking smvronment

A good management team
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Zoom the minutes.doc documentto 90% .
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My History

Expenence life in the middle ages, or become a me for a day. Feel your heart beat
faster as you watch the knights jousting in Norway, you don't just look at history
vou live it!

Events and activities of the program include

Activities

< Visits of archacological sites

< Livingin Longhouses

< Info session on My History in Scandinavia

< Info session on History in Burope, Greenland and North America
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Question  1/36 oo Text

Hide the ruler barin the Minutes.docdocument.
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[T stay shead of the competition we must st least maintan the current vel of ressarch and
developrnent . as innovation will be one of the key sspects m the expansion of an already bighly
successfid senes of products

The workforce continues 16 be one of our grestes! assets, for without thes dedication 1o the
production of quality matenals that deliver on time and within budget, our targets could not be met

Staf Issues
It is essential that we do not lose expenenced stafl and | am delghted to report that moral has
never been hagher

Mamtaining stabdity in the workforce

Salary scales that match or exceed the market lovel
Ongong sta® trasning and development

Excellent internal communic ations

A good working environment

A good management team
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Switch to the opened document Mission Statement.doc.
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ITo stay ahoad of the Competitan we must at least maintan the cusrent level of research and
developmaent . as innovation will be one of the key aspects in the expansion of an already Paghly
succasalid sanes of products

The workforce contimuss 10 be one of 0w grestes! assets, for without thes dedicaton 10 the
production of quality matenasls that deliver on time and within budge?, our targets could not be met

Staf lssues
It ix sxsential that we do not lose expenenced siafl and | am delghted to report that mora! has
never been hagher

Mamtaining stabdity i the workforce

Salary scales that match or excesd the market level
Ongoing sta® traming and development

Excellsnt internal communications

A good warking smvronment

A good management team
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Changethe view modein the Minutes.docdocument to Draftview.
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Hill Walking

This is the practice of walking in hilty or meuntainous land. Hill walking can
last from just an hour to many days depending on how difficult the walk will be
and the distance 1o be covered. There are many factors 1o take into account
before embarking on a hill walking trip

PLANNING

Successful hill walking depends on careful planning and understanding about
the trail 1o be taken. Proper ordinance survey maps shouid be used along with
an understanding of how to read the maps. Possible obstacles that may affect
the walk such as steep elevation or loose terrain should be highlighted on the
map. There should be an accurate estimate made as to how long the walk
should last taking into account, weather, distance, possible obstacles and
avallable daylight. The planned route along with the expected time to return
should also be given to someone who s not taking part on the walk.

Weather

This s one of the most important considerations to take Into account

before hill waking. Depending on where the walk is to take place, the weather
can change. several imes on the same day. Temperature change, rain, wind,
snow, fog are all possible factors 1o be taken intc account when planning the
pace and timing for hill walking. Because of this it is important to obtain
accurate weather forecasts and any extra weather information needed for the
area for which hill walking Is planned
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J

Selectthe paragraph beginning with the text This is one....in the test32.docx.
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Hill Walking

This is the practice of walking in hilty or meuntainous land. Hill walking can
last from just an hour to many days depending on how difficult the walk will be
and the distance 1o be covered. There are many factors 1o take into account
before embarking on a hill walking trip

PLANNING

Successful hill walking depends on careful planning and understanding about
the trail 1o be taken. Proper ordinance survey maps shouid be used along with
an understanding of how to read the maps. Possible obstacles that may affect
the walk such as steep elevation or loose terrain should be highlighted on the
map. There should be an accurate estimate made as to how long the walk
should last taking into account. weather, distance, possible obstacles and
avallable daylight. The planned route along with the expected time to return
should also be given to someone who is not taking part on the walk.

Weather

This is one of the most important considerations to take Into account

before hill waking. Depending on where the walk is to take place, the weather
can change. several imes on the same day. Temperature change, rain, wind,
snow, fog are all possible factors 1o be taken intc account when planning the
pace and timing for hill walking. Because of this it is important to obtain
accurate weather forecasts and any extra weather information needed for the
area for which hill walking Is planned
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Type the following text into this document:
We mustimprove our product range.
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Hill Walking

This is the practice of walking in hilty or meuntainous land. Hill walking can
last from just an hour to many days depending on how difficult the walk will be
and the distance 1o be covered. There are many factors 1o take into account
before embarking on a hill walking trip

PLANNING

Successful hill walking depends on careful planning and understanding about
the trail 1o be taken. Proper ordinance survey maps shouid be used along with
an understanding of how to read the maps. Possible obstacles that may affect
the walk such as steep elevation or loose terrain should be highlighted on the
map. There should be an accurate estimate made as to how long the walk
should last taking into account, weather, distance, possible obstacles and
avallable daylight. The planned route along with the expected time to return
should also be given to someone who s not taking part on the walk.

Weather

This s one of the most important considerations to take Into account

before hill waking. Depending on where the walk is to take place, the weather
can change. several imes on the same day. Temperature change, rain, wind,
snow, fog are all possible factors 1o be taken intc account when planning the
pace and timing for hill walking. Because of this it is important to obtain
accurate weather forecasts and any extra weather information needed for the
area for which hill walking Is planned
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Enter the text 7t shouldn’t contain just predications at the end of the sentencein the
paragraph beginning This is one of the most important... in the fest32.docdocument.
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Hill Walking

This is the practice of walking in hilty or meuntainous land. Hill walking can
last from just an hour to many days depending on how difficult the walk will be
and the distance 1o be covered. There are many factors 1o take into account
before embarking on a hill walking trip

PLANNING

Successful hill walking depends on careful planning and understanding about
the trail 1o be taken. Proper ordinance survey maps shouid be used along with
an understanding of how to read the maps. Possible obstacles that may affect
the walk such as steep elevation or loose terrain should be highlighted on the
map. There should be an accurate estimate made as to how long the walk
should last taking into account, weather, distance, possible obstacles and
avallable daylight. The planned route along with the expected time to return
should also be given to someone who s not taking part on the walk.

Weather

This s one of the most important considerations to take Into account

before hill waking. Depending on where the walk is to take place, the weather
can change. several imes on the same day. Temperature change, rain, wind,
snow, fog are all possible factors 1o be taken intc account when planning the
pace and timing for hill walking. Because of this it is important to obtain
accurate weather forecasts and any extra weather information needed for the
area for which hill walking Is planned
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Edit the text Jand Hillwalkingin the first paragraph beginning This is the practice...in
the fest32.docxydocument to read the text This sport .
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Hill Walking

This is the practice of walking in hilty or meuntainous land. Hill walking can
last from just an hour to many days depending on how difficult the walk will be
and the distance 1o be covered. There are many factors 1o take into account
before embarking on a hill walking trip

PLANNING

Successful hill walking depends on careful planning and understanding about
the trail 1o be taken. Proper ordinance survey maps shouid be used along with
an understanding of how to read the maps. Possible obstacles that may affect
the walk such as steep elevation or loose terrain should be highlighted on the
map. There should be an accurate estimate made as to how long the walk
should last taking into account, weather, distance, possible obstacles and
avallable daylight. The planned route along with the expected time to return
should also be given to someone who s not taking part on the walk.

Weather

This s one of the most important considerations to take Into account

before hill waking. Depending on where the walk is to take place, the weather
can change. several imes on the same day. Temperature change, rain, wind,
snow, fog are all possible factors 1o be taken intc account when planning the
pace and timing for hill walking. Because of this it is important to obtain
accurate weather forecasts and any extra weather information needed for the
area for which hill walking Is planned

. Equipment X ! . X )
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Question  1/36 Zooes Text

Delete the word Jand in the first paragraph beginning This is the practice... in the
test32.docxdocument.
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Badminton

The idea of using a shuttle In a game dates back to China in the 5 century BC,
where players had to keep a shuttle off the ground using their feet. Five hundred
years later a game named Battledore and Shuttiecock was played in China,
Japan, India and Greece. The Battledore was a paddle used to hit the
shuttiecock between players. By the 16" century this game was poputar among
children in Eurcpe and England. Eadminton became popular with adults in
England around the 1870's and is thought to have developed from the Indian
game called Poona, which introduced a net to Battiedore and Shuttl ck. Poona
was popular with the British military in India and then brought back to England.

It was adopted and refined by the Duke of Beaufort and renamed after his estate

Badminton. The game is played by two or four players using small light rackets
A small ball made of cork to which feathers or a plastic tall Is attached Is volieyed
across a net between the players. Today. Badminton is an Olympic sport played

In many parts of the world,

As with afl games Badrmirton has rudes and regulations.  The followng activities are not
acceptable n Badminton and are considered faults

When the shuttle lands outside the Badminton court,
. Mnhan tha chittla naccac Linrlar Ar thranh tha nat
Mege b ath  Une d | W BE | LD Angamgasy | 23 2@ 2 W an )

Question  1/36 loom Text |

Change the font color of the heading Badmintonin the game.docxdocument to a color of
your choice.
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Badminton

The idea of using a shuttle In a game dates back to China in the 5 century BC,
where players had to keep a shuttle off the ground using their feet. Five hundred
years later a game named Battledore and Shuttiecock was played in China,
Japan, India and Greece. The Battledore was a paddle used to hit the
shuttiecock between players. By the 16" century this game was poputar among
children in Eurcpe and England. Eadminton became popular with adults in
England around the 1870's and is thought to have developed from the Indian
game called Poona, which introduced a net to Battiedore and Shuttl ck. Poona
was popular with the British military in India and then brought back to England.

It was adopted and refined by the Duke of Beaufort and renamed after his estate

Badminton. The game is played by two or four players using small light rackets
A small ball made of cork to which feathers or a plastic tall Is attached Is volieyed
across a net between the players. Today. Badminton is an Olympic sport played

In many parts of the world,

As with afl games Badrmirton has rudes and regulations.  The followng activities are not
acceptable n Badminton and are considered faults

When the shuttle lands outside the Badminton court,
. Mnhan tha chittla naccac Linrlar Ar thranh tha nat
Mege b ath  Une d | W BE | LD Angamgasy | 23 2@ 2 W an )

Question  1/36 loom Text |

Change the color of the paragraph beginning with the text The fdea of using... to a color
of your choice in the game.docxdocument.
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Badminton, The game is played by two or four players using small light rackets
A small ball made of cork to which feathers or a plastic tall is attached Is volieyed
across a net between the players, Today. Badminton is an Olympic sport played

In many parts of the world

Ax with sl games Badrmenton has rdes and regulstiors. The followng activitins are not
aoceptable n Badmenton and are considered faults

VWhen the shuttle lands cutside the Badminton court,

When the shuttle passes under or through the net.

When the shuttle touches a player,

When a player distracts an opponent,

When the shyttle is hit twice In succession by the same player with two strokes,
When the shuttle is caught In the net during a service.

When a player touches the net with a racket,

A New Scoring System
The Rally Point Scoring System or the Badminton 21 Points Scoring System,

was intreduced in the Thomas/ Uber Cup in 2006 and these rules have been
adopted internationally
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Question  1/36 loom Text |

Change the font type of the paragraph beginning As with all....inthe game.docx -
documentto fimes New Roman font. -
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Badminton, The game is played by two or four players using small light rackets
A small ball made of cork to which feathers or a plastic tall is attached Is volieyed
across a net between the players, Today. Badminton is an Olympic sport played

In many parts of the world

Ax with sl games Badrmenton has rdes and regulstiors. The followng activitins are not
aoceptable n Badmenton and are considered faults

VWhen the shuttle lands cutside the Badminton court,

When the shuttle passes under or through the net.

When the shuttle touches a player,

When a player distracts an opponent,

When the shyttle is hit twice In succession by the same player with two strokes,
When the shuttle is caught In the net during a service.

When a player touches the net with a racket,

A New Scoring System
The Rally Point Scoring System or the Badminton 21 Points Scoring System,

was intreduced in the Thomas/ Uber Cup in 2006 and these rules have been
adopted internationally
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Question  1/36 loom Text |

Change the font size of the paragraph beginning As with all... in the game.docx
documentto 14.
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Hill Walking

This is the practice of walking in hilty or meuntainous land. Hill walking can
last from just an hour to many days depending on how difficult the walk will be
and the distance 1o be covered. There are many factors 1o take into account
before embarking on a hill walking trip

PLANNING

Successful hill walking depends on careful planning and understanding about
the trail 1o be taken. Proper ordinance survey maps shouid be used along with
an understanding of how to read the maps. Possible obstacles that may affect
the walk such as steep elevation or loose terrain should be highlighted on the
map. There should be an accurate estimate made as to how long the walk
should last taking into account, weather, distance, possible obstacles and
avallable daylight. The planned route along with the expected time to return
should also be given to someone who s not taking part on the walk.

Weather

This s one of the most important considerations to take Into account

before hill waking. Depending on where the walk is to take place, the weather
can change. several imes on the same day. Temperature change, rain, wind,
snow, fog are all possible factors 1o be taken intc account when planning the
pace and timing for hill walking. Because of this it is important to obtain
accurate weather forecasts and any extra weather information needed for the
area for which hill walking Is planned
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Question  1/36 loom Text |

Make the word considerationsin the paragraph beginning This is one... in the
test32.docxdocument underline.
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Badminton

The idea of using a shuttle In a game dates back to China in the 5 century BC,
where players had to keep a shuttle off the ground using their feet. Five hundred
years later a game named Battledore and Shuttiecock was played in China,
Japan, India and Greece. The Battledore was a paddle used to hit the
shuttiecock between players. By the 16" century this game was poputar among
children in Eurcpe and England. Eadminton became popular with adults in
England around the 1870's and is thought to have developed from the Indian
game called Poona, which introduced a net to Battiedore and Shuttl ck. Poona
was popular with the British military in India and then brought back to England.

It was adopted and refined by the Duke of Beaufort and renamed after his estate

Badminton. The game is played by two or four players using small light rackets
A small ball made of cork to which feathers or a plastic tall Is attached Is volieyed
across a net between the players. Today. Badminton is an Olympic sport played

In many parts of the world,

As with afl games Badrmirton has rudes and regulations.  The followng activities are not
acceptable n Badminton and are considered faults

When the shuttle lands outside the Badminton court,
. Mnhan tha chittla naccac Linrlar Ar thranh tha nat
Mege b ath  Une d | W BE | LD Angamgasy | 23 2@ 2 W an )

Question  1/36 loom Text |

make the words Duke of Beaufortin the paragraph beginning It was adopted. . in the
game.docxdocument Bold .
s V| i o Tune Remaining 00:45:00 o i () indfaam €3
s @ _ W

day o It was adopted < s Y 5 44 8 Duke of Beaufort ilalsl J2a

Aday)

S Tl 2l 0N B84 e J oY) sl L& Duke of Beaufort lalsl) aaaly 28
Home <ussill @I jLA e B wija

AN 110 Sl ALy ol ladl ) L jd (0S8 pgaall 0 BRI Y g by
g paall (i




YY A g

- Mcronct Woed =
o Dessiogel - @

M ro
Wi AT amscel | AaBbCel | AaBbCel A B

o Reviaer

Evghasi | ¥ Mormal wrong ¢ Chenge

Badminton

The idea of using a shuttle in a game dates back 1o Chena in the Sth century BC,
where players had 1o keep a shutthe off the ground using el feet. Five hundred
years later & game named Batledore and Shutlecock was played in China
Japan, India and Greece The Batledore was a paddie used 10 hit the
shutllecock Detween players By the 16 century this game was popular among
children in Europe and England  Badminion became popaular with adults in
England around the 1870's and is thought toa have developed from the Indian
game called Poona, which introduced a net to Battiedore and Shutecock Poona
was popular with the Bntish mildary in india and then brough back to England

It was adopled and refined by the Duke of Beaulorn and renamed after his estale
Badmenton The game is played by two of four players using small bohl rackets.
A small ball made of cork 10 which feathers of 8 pIastic tal s altached is volleyed
across a net between the players Today, Badmenton 1s an Olympic sport played

In many parts of the world

As with ab games Badmenton has ndes and reguiations The folowing activities are not
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Question  1/36 Zooe Text |
Apply superscriptio the letters thafier the number 5in the paragraph beginning The
idea of using...inthe game.docxdocument.
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Badminton, The game is played by two or four players using small light rackets
A small ball made of cork to which feathers or a plastic tall is attached Is volieyed
across a net between the players, Today. Badminton is an Olympic sport played

In many parts of the world

Ax with sl games Badrmenton has rdes and regulstiors. The followng activitins are not
aoceptable n Badmenton and are considered faults

VWhen the shuttle lands cutside the Badminton court,

When the shuttle passes under or through the net.

When the shuttle touches a player,

When a player distracts an opponent,

When the shyttle is hit twice In succession by the same player with two strokes,
When the shuttle is caught In the net during a service.

When a player touches the net with a racket,

A New Scoring System
The Rally Point Scoring System or the Badminton 21 Points Scoring System,

was intreduced in the Thomas/ Uber Cup in 2006 and these rules have been
adopted internationally
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Question  1/36 loom Text |

Use the appropriate tool to change the case of the text 4 New Scoring System... in the
game.docxdocument to Sentence case.
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Question  1/36 oo Text

Use the appropriate tool to automatically undo the last change made to the
Document2.docxdocument.
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Badminton

The idea of using a shuttie in a game dates back to China in the 5th century BC
where players hadto keap a shuttle off the ground using their feat Five hundred
years later a game named Battledore and Shutllecock was played in China
Japan, India and Greece The Bamledore was a paddie used (o hit the
shuttlecock between players |By the 16% cantury this game was popular among
children in Europe and England Badmenton became popular with adults in
England around the 1870's and s thought to have developed from the Indian
game called Poona, which introduced a net to Battiedore and Shutecock Poona
was popular with the Batsh military an India and then brought back to England

It was adopled and refined by the Duke of Beaulon and rensmed after his estale
Badmenton The game is played by two of four players using small bohl rackets.

A small ball made of cork 10 which feathers of 8 pIastic tal s altached is volleyed
across a net between the players Today, Badmenton 1s an Olympic sport played

In many parts of the world

As with ab games Badmenton has ndes and reguiations The folowing activities are not
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Question  1/36
Left align the paragraph beginning The idea of using ... in the game.docxdocument.
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Question  1/36
Align the selected text so both edges are straight.

Note: Do not make any other changes to the text
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Question  1/36
Change this selected paragraph to be coordinator on the two sides .
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Badminton, The game is played by two or four players using small light rackets
A small ball made of cork to which feathers or a plastic tall is attached Is volieyed
across a net between the players, Today. Badminton is an Olympic sport played

in many parts of the worid

Ax with sl games Badrmenton has rdes and regulstiors. The followng activitins are not
aoceptable n Badmenton and are considered faults

When the shuttle lands cutside the Badminton court,

When the shuttle passes under or through the net.

When the shuttle touches a player.

When a player distracts an opponent,

When the shyttle is hit twice In succession by the same player with two strokes,
When the shuttle is caught In the net during a service.

When a player touches the net with a racket,

A New Scoring System
The Rally Point Scoring System or the Badminton 21 Points Scoring System,

was intreduced in the Thomas/ Uber Cup in 2006 and these rules have been
adopted internationally
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Question  1/36 loom Text |

Apply bullets to the text near the bottom of the page from When the shuttle lands. .. to
When a player touchesin the agmletter.docxdocument.
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Equipment
There are many types of equipment availabie for hill walking. The following
are some of the essentials that shouid be part of every Hill Walker's pack.
Compass
Day Pack
Flash light
Whistle
Fleeces
Gaiters
GPS
Rope
Sleeping Bag (long trips)
Tent (long trips)
Walking Boots
Waterproof Jacket
Phone
Food
Water

Summer Months for Hill Walking_
Months Temperature (Celsius)
June
July
August
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Question  1/36 loom Text |

Apply automatic numbering to the list of points from Compassto Water in the
agmletter.docx document.
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3rd January 2009

To the members of the Pegasus Badmenton Association This is a call for the
Annual General Meeting, which 15 1o be heldd on Monday the 12t of January
2000 at 6 pm 0 Oldpark House

Agenda|
Election of the wreasurer and secretary
Presentabon of the annual sccounts
Club Captain’s repornt
Presentabon of the budgets for 2000
Election of the board
Elecnon of the audior
Neéw Dadrminion cour proposats

Yours truly
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Question  1/36 Zoows Text |

Remove the bullets from the Agendalist from Election of the....1o New
badminton courtin the agmletter.docxdocument.
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Badminton

The idea of using a shuttle In a game dates back to China in the 5 century BC,
where players had to keep a shuttle off the ground using their feet. Five hundred
years later a game named Battledore and Shuttiecock was played in China,
Japan, India and Greece. The Battledore was a paddle used to hit the
shuttiecock between players. By the 16" century this game was poputar among
children in Eurcpe and England. Eadminton became popular with adults in
England around the 1870's and is thought to have developed from the Indian
game called Poona, which introduced a net to Battiedore and Shuttl ck. Poona
was popular with the British military in India and then brought back to England.

It was adopted and refined by the Duke of Beaufort and renamed after his estate

Badminton. The game is played by two or four players using small light rackets
A small ball made of cork to which feathers or a plastic tall Is attached Is volieyed
across a net between the players. Today. Badminton is an Olympic sport played

In many parts of the world,

As with afl games Badrmirton has rudes and regulations.  The followng activities are not

acceptable n Badminton and are considered faults

When the shuttle lands outside the Badminton court,
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Question  1/36 loom Text |

Create a mew paragraph at the beginning of the sentence Badminton became popular in
the paragraph beginning with The idea of... in the game.docxdocument -
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Badminton

The idea of using a shuttle In a game dates back to China in the 5 century BC,
where players had to keep a shuttle off the ground using their feet. Five hundred
years later a game named Battledore and Shuttiecock was played in China,
Japan, India and Greece. The Battledore was a paddle used to hit the
shuttiecock between players. By the 16" century this game was poputar among
children in Eurcpe and England. Eadminton became popular with adults in
England around the 1870's and is thought to have developed from the Indian
game called Poona, which introduced a net to Battiedore and Shuttl ck. Poona
was popular with the British military in India and then brought back to England.

It was adopted and refined by the Duke of Beaufort and renamed after his estate

Badminton. The game is played by two or four players using small light rackets
A small ball made of cork to which feathers or a plastic tall Is attached Is volieyed
across a net between the players. Today. Badminton is an Olympic sport played

In many parts of the world,

As with afl games Badrmirton has rudes and regulations.  The followng activities are not
acceptable n Badminton and are considered faults

When the shuttle lands outside the Badminton court,
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Insert a page breakbefore the paragraph beginning with As with all..... In the
game.docxdocument.
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Hill Walking

This is the practice of walking in hilly or mountainous land. Hill walking can
last from just an hour to many days depending on how difficultthe walk will be
and the distance to be covered. There are many factors to take into account
before embarking on a hill walking trip.

PLANNING

Successful hill walking depends on careful planning and understanding about
the trail to be taken. Proper ordinance survey maps should be used along with
an understanding of how to read the maps. Possible obstacles that may affect
the walk such as steep elevation or loose terrain should be highlighted on the
map. There should be an accurate estimate made as to how long the walk
should last taking into account, weather, distance, possible obstacles and
available daylight. The planned route along with the expectedtime to retum
should also be given to someone who is not taking part on the wak.

Weather

This is one of the most important considerations to take into accountbefore

hill walking. Depending on where the walk is to take place, the weathercan

change, severaltimes on the same day. Temperature change, rain, wind,

snow, fog are all possible factors to be taken into accountwhen planning the

pace and timing for hill walking. Because of this it is importantto obtain

accurate weather forecasts and any extra weather information needed for the

1 1 area for which hill walking is planned.
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Create a soft linebreak after the word accountin the paragraph beginning This is one.. ..
in the rest32.docxdocument
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Hill Walking

This is the practice of walking in hilty or meuntainous land. Hill walking can
last from just an hour to many days depending on how difficult the walk will be
and the distance 1o be covered. There are many factors 1o take into account
before embarking on a hill walking trip

PLANNING

Successful hill walking depends on careful planning and understanding about
the trail 1o be taken. Proper ordinance survey maps shouid be used along with
an understanding of how to read the maps. Possible obstacles that may affect
the walk such as steep elevation or loose terrain should be highlighted on the
map. There should be an accurate estimate made as to how long the walk
should last taking into account, weather, distance, possible obstacles and
avallable daylight. The planned route along with the expected time to return
should also be given to someone who s not taking part on the walk.

Weather

This s one of the most important considerations to take Into account

before hill waking. Depending on where the walk is to take place, the weather
can change. several imes on the same day. Temperature change, rain, wind,
snow, fog are all possible factors 1o be taken intc account when planning the
pace and timing for hill walking. Because of this it is important to obtain
accurate weather forecasts and any extra weather information needed for the
area for which hill walking Is planned
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Delete the soft linebreak after the word accountin the paragraph beginning This is one. . ..
in the rest32.docxdocument
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Badminton
The idea of using a shuttle In a game dates back 1o Chana in the 5" century BC
where players had 10 keep a shuttie off the ground using thesr feet Five hundred
years later a game named Battledore and Shuttlecock was played in China
Japan, ndia and Greece The Batledore was a paddie used 1o hit the
shuttiecock between players. 8y the 167 century this game was popular among
cheldren in Europe and England Badminton became popular with adults in
England around the 1870's and is thought 1o have developed from the Indian
game called Poona, which inroduced a net 1o Battledore and Shutlecock Poona
was poputar with the Bntish miltary in india and then brought back to England

The Rally Pont Sconng System of the Badminton 21 Pomnts Scoring System,
was introducad in the Thomas/ Uber Cup i 2006 and these rules have been

sdopted intemationally
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Merge the paragraph The idea of .. with the paragraph The Rally Point.....in the
game.docxdocument.
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Success Factors

The man secret of our success in thes ares is the prowsson of & range of excellent world-class
products that are aggressavely priced Combine this with & high level of ongoing customer support
which we have always babeved (o be an essantaal pant of any dealings with the public, and we hww
» format that should be capable of rephcating m many other markets

Future Strategy

To stay ahead of the competition we must of least maintan the currert level of re rch and
development, a8 mnovetion will be one of the Key sspects in 1the expansion of an already Pughly
succesahd senes of products

The workforce continues 10 be 0ne Of Our Greatest assels, Tor without thes dode ation to the
production of quality matenals that deliver on time and within budget, our targets could not be met

Staff issues
It 15 essential that we do not lose expenenced staff and | am delghted to report that moral has
never been higher

Maintaining stabidty = the workforce
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in many parns of the world

As with al games Badmeton has nfes and reguations The following activtins are not
wccuptable in Badmeton and we conssdered fmita

When the shuttie lands outside the Badmnton court

Whaen the shutiie passes undar of threugh the nat

When the shuttie touches a player

When a player distracts an opponent

When the shutiie 15 hit twice in succession by the same player with two strokes
When the shulie 1S caughlm the nel dunng & senvice,

When a player touches the net with a racket

A New Scoring System

Fhe Ralty Pont Sconng System or the Badmunton 21 Pounits Sconng System,
was introduced in the Thomas! Uber Cup in 2006 and these rules have been
adopted intemationally
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Apply a 1.5 pt box border and a shadingcolor of your choice to the paragraph beginning -
with The Rally Point...in the game.docxdocument. -
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Badminton

The idea of using a shuttle In a game dates back to China in the 5 century BC,
where players had to keep a shuttle off the ground using their feet. Five hundred
years later a game named Battledore and Shuttiecock was played in China,
Japan, India and Greece. The Battledore was a paddle used to hit the
shuttiecock between players. By the 16" century this game was poputar among
children in Eurcpe and England. Eadminton became popular with adults in
England around the 1870's and is thought to have developed from the Indian
game called Poona, which introduced a net to Battiedore and Shuttl ck. Poona
was popular with the British military in India and then brought back to England.

It was adopted and refined by the Duke of Beaufort and renamed after his estate

Badminton. The game is played by two or four players using small light rackets
A small ball made of cork to which feathers or a plastic tall Is attached Is volieyed
across a net between the players. Today. Badminton is an Olympic sport played

In many parts of the world,

As with ol games Badrmyrton has rudes and regulations  The followng activities are not

acceptable n Badminton and are considered faults

When the shuttle lands outside the Badminton court,
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Question 1/36 ZosmText |
Indentthe paragraph beginning with It was adopted... by 1.02 cm or 0.4 inch from the -
left margin n the game.docxdocument. .
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Badminton

The idea of using a shuttle In a game dates back to China in the 5 century BC,
where players had to keep a shuttle off the ground using their feet. Five hundred
years later a game named Battledore and Shuttiecock was played in China,
Japan, India and Greece. The Battledore was a paddle used to hit the
shuttiecock between players. By the 16" century this game was poputar among
children in Eurcpe and England. Eadminton became popular with adults in
England around the 1870's and is thought to have developed from the Indian
game called Poona, which introduced a net to Battiedore and Shuttl ck. Poona
was popular with the British military in India and then brought back to England.

It was adopted and refined by the Duke of Beaufort and renamed after his estate

Badminton. The game is played by two or four players using small light rackets
A small ball made of cork to which feathers or a plastic tall Is attached Is volieyed
across a net between the players. Today. Badminton is an Olympic sport played

In many parts of the world,

As with afl games Badrmirton has rudes and regulations.  The followng activities are not

acceptable n Badminton and are considered faults

When the shuttle lands outside the Badminton court,
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Question  1/36 loom Text |

Change the line spacing for the paragraph beginning It was adopted... to single line
spacing in the game.docxdocument
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Badminton, The game is played by two or four players using small light rackets
A small ball made of cork to which feathers or a plastic tall is attached Is volieyed
across a net between the players, Today. Badminton is an Olympic sport played

in many parts of the worid

Ax with sl games Badrmenton has rdes and regulstiors. The followng activitins are not
aoceptable n Badmenton and are considered faults

When the shuttle lands cutside the Badminton court,

When the shuttle passes under or through the net.

When the shuttle touches a player.

When a player distracts an opponent,

When the shyttle is hit twice In succession by the same player with two strokes,
When the shuttle is caught In the net during a service.

When a player touches the net with a racket,

A New Scoring System
The Rally Point Scoring System or the Badminton 21 Points Scoring System,

was intreduced in the Thomas/ Uber Cup in 2006 and these rules have been
adopted internationally
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The Retum key on the keyboard has been used to put space between the text A New Scoring System and the paragraph -

beginning The Rally Point... below it. Remove the paragraph mark and change the paragraph spacing below (after) the text A #

New Scoring System to 6 pt mstead. -
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Hill Walking

This is the practice of walking in hilty or meuntainous land. Hill walking can
last from just an hour to many days depending on how difficult the walk will be
and the distance 1o be covered. There are many factors 1o take into account
before embarking on a hill walking trip

PLANNING

Successful hill walking depends on careful planning and understanding about
the trail 1o be taken. Proper ordinance survey maps shouid be used along with
an understanding of how to read the maps. Possible obstacles that may affect
the walk such as steep elevation or loose terrain should be highlighted on the
map. There should be an accurate estimate made as to how long the walk
should last taking into account, weather, distance, possible obstacles and
avallable daylight. The planned route along with the expected time to return
should also be given to someone who s not taking part on the walk.

Weather

This s one of the most important considerations to take Into account

before hill waking. Depending on where the walk is to take place, the weather
can change. several imes on the same day. Temperature change, rain, wind,
snow, fog are all possible factors 1o be taken intc account when planning the
pace and timing for hill walking. Because of this it is important to obtain
accurate weather forecasts and any extra weather information needed for the
area for which hill walking Is planned
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Question  1/36 Zooe Text ||
Set and apply Right tabof 1.1 cmor 0.4 inchto the title PLANNING....in the game.docx  *
document -
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Equipment
There are many types of equipment availabie for hill walking. The following
are some of the essentials that shouid be part of every Hill Walker's pack.
Compass
Day Pack
Flash light
Whistle
Fleeces
Gaiters
GPS
Rope
Sleeping Bag (long trips)
Tent (long trips)
Walking Boots
Waterproof Jacket
Phone
Food
Water

Summer Months for Hill Walking_
Months Temperature (Celsius)
June
July
August
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The heading Summer Months for Hill Walking was aligned using the spacebar, Remove the spacing and set and
apply a left aligned tab of 7 jachto the beading Summer Months for Hill Walking and save.,
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Equipment
There are many types of equipment availabie for hill walking. The following
are some of the essentials that shouid be part of every Hill Walker's pack.
Compass
Day Pack
Flash light
Whistle
Fleeces
Gaiters
GPS
Rope
Sleeping Bag (long trips)
Tent (long trips)
Walking Boots
Waterproof Jacket
Phone
Food
Water

Summer Months for Hill Walking_
Months Temperature (Celsius)
June
July
August
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Apply the paragraph style subhead to the title Equipmentabove paragraph beginning
There are many types....in the game.docxdocument.
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Swccess Factors

The main secret of our sucCcess n this ares i the provision of & range of sxcellent warld-class
products that aee aggressvely priced Combine this with & begh level of ongoing customer suppont,
whath we have shvays balioved to be an essential pant of any dealings with the pubhc, and we have
& farmat that shouldd be capable of replicating in many other markets

Future Strategy

To stay ahead of the compettion we must at least masian the current level of research and
development, as innovation will be one of the key aspects in the expanson of an akeady highly
successiul senes of products

The workforce continues 1o be one of owr greatest assets, for without their dedication to the
production of gualty matenals that delver on time and wathin budget, owr targets coudd not be met

Staff Issues
i s essential that we do not lose expenenced stafl and | am delighted 10 report that moral has
never been higher

Maintaining stability in the workforce

Megelafl | Wodné | 3 Enghh i) LRG3 =W 300w
Question  1/36 Zoom Text | |

Use the appropriate tool to automatically find the text areain the Minutes.doc
document. (Do not close the find window)
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Swccess Factors

The main secret of our sucCcess n this ares i the provision of & range of sxcellent warld-class
products that sce aggressmely priced Combine this with & begh level of ongoing customer support,
whath we have shvays balioved to be an essential pant of any dealings with the pubhc, and we have
& farmat that shouldd be capable of replicating in many other markets

Future Strategy

To stay ahead of the compettion we must at least masian the current level of research and
development, as innovation will be one of the key aspects in the expanson of an akeady highly
successiul senes of products

The workforce continues 1o be one of owr greatest assets, for without their dedication to the
production of gualty matenals that delver on time and wathin budget, owr targets coudd not be met

Staff Issues
i s essential that we do not lose expenenced stafl and | am delighted 10 report that moral has
never been higher

Maintaining stability in the workforce
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Question  1/36 oo Text

Use the appropriate tool to replace the word we with the word youin the Minutes.doc -
document. (Do not close the find and replace window) -
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Hill Walking

This is the practice of walking in hilty or meuntainous land. Hill walking can
last from just an hour to many days depending on how difficult the walk will be
and the distance 1o be covered. There are many factors 1o take into account
before embarking on a hill walking trip

PLANNING

Successful hill walking depends on careful planning and understanding about
the trail 1o be taken. Proper ordinance survey maps shouid be used along with
an understanding of how to read the maps. Possible obstacles that may affect
the walk such as steep elevation or loose terrain should be highlighted on the
map. There should be an accurate estimate made as to how long the walk
should last taking into account, weather, distance, possible obstacles and
avallable daylight. The planned route along with the expected time to return
should also be given to someone who s not taking part on the walk.

Weather

This s one of the most important considerations to take Into account

before hill waking. Depending on where the walk is to take place, the weather
can change. several imes on the same day. Temperature change, rain, wind,
snow, fog are all possible factors 1o be taken intc account when planning the
pace and timing for hill walking. Because of this it is important to obtain
accurate weather forecasts and any extra weather information needed for the
area for which hill walking Is planned
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Question  1/36 loom Text |

Insert the symbeol ® after the text Temperature in the paragraph beginning This is one. ...
in the fest32.docxdocument .
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Equipment

There are many types of equipment available for hill walking. The following
are some of the essentials that shouid be part of every Hill Walker's pack
Compass

Day Pack

Flash light

Whistle

Fleeces

Gaiters

GPS

Rope

Sleeping Bag (long trips)

Tent (long trips)

Walking Boots

Waterproof Jacket

Phone

Food

Water

Summer Months for Hill Walkin.
Months Temperature (Celsius)
June
July
August
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Question  1/36 loom Text |
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Remove the paragraph that is beginning with There are many.. and put it below the table
in the fest32.docxdocument
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To the members of the Pegasus Badmenton Association This is a call for the
Annual General Meeting, which 15 1o be heldd on Monday the 12t of January
2000 at 6 pm 0 Oldpark House

Agenda|
Election of the wreasurer and secretary
Presentabon of the annual sccounts
Club Captain’s repornt
Presentabon of the budgets for 2000
Election of the board
Elecnon of the audior
Neéw Dadrminion cour proposats

Yours truly
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Question  1/36 Zoom Text ||

Copy the list of Agenda from the agmletter.docxdocument and place it in the My
History.docxdocument after the heading Calendar.
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Hill Walking

This is the practice of walking in hilty or meuntainous land. Hill walking can
last from just an hour to many days depending on how difficult the walk will be
and the distance 1o be covered. There are many factors 1o take into account
before embarking on a hill walking trip

PLANNING

Successful hill walking depends on careful planning and understanding about
the trail 1o be taken. Proper ordinance survey maps shouid be used along with
an understanding of how to read the maps. Possible obstacles that may affect
the walk such as steep elevation or loose terrain should be highlighted on the
map. There should be an accurate estimate made as to how long the walk
should last taking into account, weather, distance, possible obstacles and
avallable daylight. The planned route along with the expected time to return
should also be given to someone who s not taking part on the walk.

Weather

This s one of the most important considerations to take Into account

before hill waking. Depending on where the walk is to take place, the weather
can change. several imes on the same day. Temperature change, rain, wind,
snow, fog are all possible factors 1o be taken intc account when planning the
pace and timing for hill walking. Because of this it is important to obtain
accurate weather forecasts and any extra weather information needed for the
area for which hill walking Is planned
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Question  1/36 loom Text |

Copy the paragraph beginning This is practice.. at the top of the fest32.docxdocument to the line
below the paragraph beginning 7o the member of the Pegasusin the agmletter.docxdocument
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Increase your living space

There are several ways in which you Can Increase your hving space People miss
the opportunity to mamise unused space in their house, letting things
accumuiate in the main iving areas such as the kitchen and sitting room As a
result, the house appears very cluttered Many people think the answer to this I1s
an costly and, oftén, umecassary extension
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Question  1/36 Zoom Text ||

Insert image file giraffefrom Pictures folderdirectly below the paragraph beginning There *
are several ways in the game.docxdocument N
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The Battledore was a padde used o hit the shuttlecock between players By the
167 century this game was popular among chédren in Europe and England
Badmenton became popular with adults in England around the 1870's and is
thought o have developed from the Indian game called Poona, which introduced
& nel o Batledore and Shutlecock Poona was popular with the Braush mulitary in
Incha and then brought back to England

Badrenton became popular with aduits in England around the 1870's and s
thought 10 have developed from the Indian game called Poona, which introduced
& net 1o Battledore and Shuttlecock Poona was popular with the Brtish military in
Inda and then browught back to England
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Question  1/36 loom Text |

Insert the image file badminton.jpgfrom the Pictures folder into the top of page 2 in the
game.docxdocument .
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The Sajtledore was a pacddie used o hit the shutllecock between players By tho
16" century this game was popular among cheldren in Europe and England
Badrenion became popular with adufts in England around the 1870's and is
thought 1o have developed from the indian game called Poona, which introduced
& nat o Baledore and Shutlecock Poona was popular with the British military in
Incka and then brought back 0 Englana

Badmenion became popular with adults in England around the 16870's and is
thought 1o have developed from the Indian game called Poona, which introduced
& net o Batledore and Shutthecock Poona was popular with the British military in
Incha and then brought back © England
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Select theimage at the Top of page 2in the game.docxdocument.
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The Sajtledore was a pacddie used o hit the shutllecock between players By tho
16" century this game was popular among cheldren in Europe and England
Badrenion became popular with adufts in England around the 1870's and is
thought 1o have developed from the indian game called Poona, which introduced
& nat o Baledore and Shutlecock Poona was popular with the British military in
Incka and then brought back 0 Englana

Badmenion became popular with adults in England around the 16870's and is
thought 1o have developed from the Indian game called Poona, which introduced
& net o Batledore and Shutthecock Poona was popular with the British military in
Incha and then brought back © England
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Question  1/36 oo Text

Resizethe image at the Top Leftof page 2in the game.docxdocumentso that it is 2.99cm -
or 1.2 inchin the Heightand 3.31 cmor 1.3 inchin the Width. .
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The Sajtledore was a pacddie used o hit the shutllecock between players By tho
16" century this game was popular among cheldren in Europe and England
Badrenion became popular with adufts in England around the 1870's and is
thought 1o have developed from the indian game called Poona, which introduced
& nat o Baledore and Shutlecock Poona was popular with the British military in
Incka and then brought back 0 Englana

Badmenion became popular with adults in England around the 16870's and is
thought 1o have developed from the Indian game called Poona, which introduced
& net o Batledore and Shutthecock Poona was popular with the British military in
Incha and then brought back © England
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Delete picture that is in the top right of page 2 of this document.
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Success Factoes

The maen secrel of Our SUCCESS in thes aron is the provesson of & range of excellent world-class
products that are aggresswely prced. Combine this with & high level of 0ngoing customer suppodt,
which we have always bedeved 10 be an essentsal part of any dealings with the publc, and we have
® format that should be capable of rephcatng m many other markets

Future Strategy

To stay ahead of the competition we must at least maintain the cument level of research and
development, as minovation will be one of the key aspects in the expansion of an already hghly
successhd senes of products

The workforce contirues 10 be one of our Gredtest assets, Sor without thes dedication to the
production of quality matensis thet deliver on time and within budge!, our targets could not be met

Staf Issues
1t 15 essential that we do not lose expetienced s1aff and | am delghted to repon that morsl has
never been higher

Maintaining stabilty n the workforce
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Question  1/36 oo Text

Insert the text The Universein the header of the game.docxdocument.
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Success Factoes

The maen secrel of Our SUCCESS in thes aron is the provesson of & range of excellent world-class
products that are aggresswely prced. Combine this with & high level of 0ngoing customer suppodt,
which we have always bedeved 10 be an essentsal part of any dealings with the publc, and we have
® format that should be capable of rephcatng m many other markets

Future Strategy

To stay ahead of the competition we must at least maintain the cument level of research and
development, as minovation will be one of the key aspects in the expansion of an already hghly
successhd senes of products

The workforce contirues 10 be one of our Gredtest assets, Sor without thes dedication to the
production of quality matensis thet deliver on time and within budge!, our targets could not be met

Staf Issues
1t 15 essential that we do not lose expetienced s1aff and | am delghted to repon that morsl has
never been higher

Maintaining stabilty n the workforce
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Question  1/36 oo Text

Insert the datein a form of your choice in the header of the game.docxdocument.
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Success Factoes

The maen secrel of Our SUCCESS in thes aron is the provesson of & range of excellent world-class
products that are aggresswely prced. Combine this with & high level of 0ngoing customer suppodt,
which we have always bedeved 10 be an essentsal part of any dealings with the publc, and we have
® format that should be capable of rephcatng m many other markets

Future Strategy

To stay ahead of the competition we must at least maintain the cument level of research and
development, as minovation will be one of the key aspects in the expansion of an already hghly
successhd senes of products

The workforce contirues 10 be one of our Gredtest assets, Sor without thes dedication to the
production of quality matensis thet deliver on time and within budge!, our targets could not be met

Staf Issues
1t 15 essential that we do not lose expetienced s1aff and | am delghted to repon that morsl has
never been higher

Maintaining stabilty n the workforce
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Question  1/36 oo Text

Insert a page number in the left bottom of all pages in the document.
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The Sajtledore was a pacddie used o hit the shutllecock between players By tho
16" century this game was popular among cheldren in Europe and England
Badrenion became popular with adufts in England around the 1870's and is
thought 1o have developed from the indian game called Poona, which introduced
& nat o Baledore and Shutlecock Poona was popular with the British military in
Incka and then brought back 0 Englana

Badmenion became popular with adults in England around the 16870's and is
thought 1o have developed from the Indian game called Poona, which introduced
& net o Batledore and Shutthecock Poona was popular with the British military in
Incha and then brought back © England
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Question  1/36 oo Text

Inserta 4 columns, 2 rows blank table after the second paragraph beginning with Badminton-
became popular....n the game.docxdocument. -

eV | - ) Tume Remaining 00:45:00 e ) fnd e 3
2 (W

Al Calall cpa AL 3 881 Jau) Glia g 3aas] € Cpa Jgda Il AB
Ly

2 o hidl 4da g Insert (oamall gl 3 eia,.um\ 388N Ji) L glalls Jarual
. agle d) &5 Baas) a ) g sedaS AN UBIAY e L83 (i 338 g table

B 1105 S Al al lad); Lo Sy S8 sgaal) (o AT Y i
G raadl G




T ady ) g

T -
- @
T samccoe AaBbC | Asmecene | ’9\ :‘;‘d_'

Evphasi  Toessingt | Thomel | Chenge 5
(LN <+ Selec

e L3 I i : 3 Ty
Whistie

Fleeces

Gaiters

GPS

Rope

Sleeping Bag (long trips)
Tent (long trips)

Walking Boots
Waterproof Jacket
Phone

Food

Water

=.. Summer Months for Hill Walking
Months Temperature (Celsius)
June 20

July 2
August 3

5
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Select the entire table.
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Whistie
Fleeces
Gaiters
GPS
Rope
Sleeping Bag (long trips)
Tent (long trips)
Walking Boots
Waterproof Jacket
Phone
Food
Water

+« Summer Months for Hill Walki
Months Temperature (Celsius)
20

June P
July 25
August 30
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Zoom Text | )
Selectthe cell inthe first columnof the second row of the Summer Monthtable in the
test32.docxdocument.
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Whistie
Fleeces
Gaiters
GPS
Rope
Sleeping Bag (long trips)
Tent (long trips)
Walking Boots
Waterproof Jacket
Phone
Food
Water

+« Summer Months for Hill Walki
Months Temperature (Celsius)

June 20
July 25
August 30
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Add #wo blank rows at the end of the of the Summer Monthtable in the test32.docx
document.
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Fleeces

Gaiters

GPS

Rope

Sleeping Bag (long trips)
Tent(long trips)
Walking Boots
Waterproof Jacket
Phone

Food

Water

Summer Months for Hill Walking
Months Temperature (Celsius)
June 1)

July 25
| August 30
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Question  1/36 oo Text

Delete the fwo rows at the end of the of the Summer Monthtable in the test32.docx
document.
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There are many types of equipment availabie for hill walking. The following
are some of the essentials that shouid be part of every Hill Walker's pack.

Compass

Day Pack

Flash light
Whistle

Fleaces

Gaiters

GPS

Rope

Sleeping Bag (long trips)
Tent (long trips)
Walking Boots
Waterproof Jacket
Phone

Food

Water

Summer Months for Hill Walking_
Months Temperature (Celsius)
June
July
August
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Complete the second columnin the table at the bottom of the
Board Agenda.docxydocument with the following:
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There are many types of equipment availabie for hill walking. The following
are some of the essentials that shouid be part of every Hill Walker's pack.
Compass

Day Pack

Flash light

Whistle

Fleeces

Gaiters

GPS

Rope

Sleeping Bag (long trips)

Tent (long trips)

Walking Boots

Waterproof Jacket

Phone

Food

Water

Summer Months for Hill Walking_
Months Temperature (Celsius)
June
July
August
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Question  1/36 oo Text
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Change the fine width of all all berdersofthe table in the Board Agenda.docxydocumentto 1 pt.
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Gaiters

GPS

Rope

Sleeping Bag (long trips)
Tent (long trips)
Walking Boots
Waterproof Jacket
Phone

Food

Water

+ Summer Months for Hill Walking_
Months Temperature (Celsius)
June
July
August
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Question  1/36 Zooe Text ||

Change the color of all the borders of the table in the fest32.docxdocument to a color
of your choice.
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There are many types of equipment availabie for hill walking. The following
are some of the essentials that shouid be part of every Hill Walker's pack.
Compass

Day Pack

Flash light

Whistle

Fleeces

Gaiters

GPS

Rope

Sleeping Bag (long trips)

Tent (long trips)

Walking Boots

Waterproof Jacket

Phone

Food

Water

Summer Months for Hill Walking_
Months Temperature (Celsius)
June
July
August
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Question  1/36 oo Text

Apply a shadingof your choice to the first row of the table in the Board Agenda.docx -
document ;
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Salacry scales that match or exceed the market level
Ongoing s1aff tramng and development

Excellent imtemal communications

A good working environment

A good management team

As the team’ i1s 50 central to our success, we must strve for the best possible working
erronmend 50 that & mmimum level of staff tumover is maintained
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Question  1/36 oo Text

Change the height of the first row of the table in the Board Agenda.docxdocument to
exactly § ecmor 2.5 inch.
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Team Roles:
Bob Hanks
Script wrter, instructional designer, edding course content

Shari Patel
Script wiiter, writing course content

Maria Benoui
Script writer, wiling course content

Fred Stein
Documentation, proc edures, maintenance of hous e style gude etc

Tammy Ling
Subject matter expen

Hector Cabbazon
Subject matter expernt
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Question  1/36 oo Text

Change the paper size of the Minutes.doc document to A4,
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Team Roles:
Bob Hanks
Script wrter, instructional designer, edding course content

Shari Patel
Script wiiter, writing course content

Maria Benoui
Script writer, wiling course content

Fred Stein
Documentation, proc edures, maintenance of hous e style gude etc

Tammy Ling
Subject matter expen

Hector Cabbazon
Subject matter expernt
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Question  1/36 oo Text

Change the Top and Bottom marginsin the Minutes.doc documentto 2 inch.
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Team Roles:
Bob Hanks
Script wrter, instructional designer, edding course content

Shari Patel
Script wiiter, writing course content

Maria Benoui
Script writer, wiling course content

Fred Stein
Documentation, proc edures, maintenance of hous e style gude etc

Tammy Ling
Subject matter expen

Hector Cabbazon
Subject matter expernt

Pege i afl | WardnG | (% Engish S) B34 3 m 100w
Question  1/36 oo Text

Change the Page Orientationof the Minutes.doc documentto Landscape.

iR V | i o Tune Remaining 00:45:00 o i () fnd e 3
2 ol (W

Landscape el dadial) il g sy a8

Aay)

baally g Orientation <Y 541 4da g Page layout "A«ud\ < gl u&: b
Landscape ¥ agie a1 (& ally Gualdd) ¢ il gl dde

JJJJSS\M?SMUQJJM&‘JW‘&@Y@*Q
s raal) G




VY aby e

AsBbCcly | AsBbCclx  AaBbC A\

Poarread Ho Speo HMeadng L

The mam secret of our success o this sres 15 the provision of » range of excellent products that
are aggressvely priced Combane this with & high lovel of ongoing customer suppon, which we have
always believed 10 be an essential part of any dealings with the public, and we have & format that
should be capable of replicating m many other markets, To stay shead of the competition we mus!
ot least maintsin the current level of resedech and dewslopment, as mnovation will be one of the key
aspects » the expansion of an alveady highly successiul series of products

The workforce contmues 10 be one of our grested! stsels, for without they dedcation 10 the
production of qualdy matesiale that deliver on hime and within budget, our Targets could not be met
H s essential that we do not lose .-povIQrod stoff and | am delighted to report that marsl has
never boen higher

As the team’ in such a key factor in our success we must strive for the best possible working
srvironment 40 that & menurmum level of staff turnover is mased sined
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Question  1/36 oo Text

Apply automatic hyphenationto the Minutes.docdocument.

ars Y (%] Time Remaining  00:45:00 ) fndiram
el =

Al dilall 8 4,585 hyphenation gkl a8

ERENY)

Laiaa & 50 A ) lgS B g AN Juagl) 4k d hyphenation o ualy)
S il 2 g8 138 Jaad g (Al AL il o BT Sl g JaiSS al Al () oS
le ksl 9 hyphenation »¥) 4ie JUdd s Page layout awall cu sl
Automatic »¥) Lgia JUAS Ci LA Sas jedas

AN 11 g 5K AShg Al bkl La ¢ Aﬁcd o AT Y s L
UJ -~ -~ J .J -~ - w 1 -~ -~
g o)




V¥ by ) g

Bowrs Agenda - Miciowsft Word e e
oo - Q

d v i i =) = e el AT | agnccnd | assbocx AaBLC: A\ i
B I U o ox x . - - E M L ’ "Narmet | ThoSpec.. Meadngl |, Chengr L
Siytes *olec

Pom

Tho REEERRthat you have bees <oopirg of the commitiee Mastngs prowde an essental and
valuable recond | owever, | feel “hat an sacoverient could be mace as 10 how these e care Wiy
presev>d

Often Gurng Meetingt $CH0NE dre MICCHed 10 SPeCAc COMM Ilee Mamars Lt becaves of it e
dlatadad way that yeer repaet tha pracsndirge, wiich ras @ in aa serslient docrmmeat @ i Ml 10
wasy or these 10 Je overlocked and sren Sompletal; Soigettsn abaut
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Question  1/36 oo Text

Use spell checker tool to correct the spelling of the word mirutes in this document. -

Note: the correct spelling is minutes. -
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CA T | aasbcco | AsBboo: Asbit
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My History

Expenence life in the middle ages, or become a me for a day. Feel your heart beat
faster as you watch the knights jousting in Norway, you don't just look at history
vou live it!

Events and activities of the progrem include

Activities

< Visits of archacological sites

< Livingin Longhouses

< Info gesion on My History in Scandinavia

< Info session on History in Burope, Greenland and North America

|
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Question  1/36 oo Text

Use a spell-checkprogram and make change if necessary. Proper names or place names are -
not included in this spell checking and may be ignored.
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EERER Cistercian Abbey hies sbout 15 km 1o the southwest of Thomastown acrass the old stone
bndge. Jerpoint was founded in 1158 and was a glory of Chaistendom. s massive remans have
been restoned a8 much as possible. The Abbot of Jerpost refused 10 put into effect the Statutes
of Kilkenny and was heawly fmed, 10 no avail In 1540 this centre of cmlisation was suppressed,
s peacincts, lands and waters bostowed on the Butlers of Ormond

K

Enockiogher

4 5 km beyond Jerpoint Abbey 5 another vilage associated with & diffseant grest Order of the
medevsl church. The Ead of Ormond, James Butler, made a foundatson heve for the Carmelite
Oeder of Frases i 1356 Although suppew d by 1540, the Casmelites continued 1o replace and
appoint fiars to serve the area until they e finally expefled in Cromwell’'s wake in 1654
Nonstheless, the convert called St Savour's was in being as recerdly 48 1737 The tower and
doorway of St Sawour's stil stand but some of the fnary rermnants have been included in a more
recend residence The Carmeltes have & house snd church in the wilage
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Question  1/36

Add the highlighted word to the custom dictionary.
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Tausedey, 20 May 200

Dex,

Thus letter 33 to snounce our up cameng tange of new and mnovalive peoducts that are beng
wilroducrd for the wilvean penod of 2002 The detwls of cursaw selecioon of goode <an be found
the encloesd fall colous catalogue These ie s erder form included st the Back of the catalogue snd
£ams crdared can ba puasrantesd dakvery witha 48 hore of ue recarnng the ocder

To maice ordemng even speedier we have also mtzoduced our new cnlme ordenng service, Sumply
enter the produet codes and quantity of 2ems needed 2010 e online forss wnd debivery is guarasteed

1
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Question  1/36 oo Text

Mail Merge: Openthe file called agmletter.docxfrom your Documents. Use the document
as the form letter for a mail merge. "
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EFirst_Names «Last_Namen
«Address»,
«City»
3rd January 2009

To the members of the Pegasus Badminton Association This is a call for the
Annual General Meeting. which is to be held on Monday the 12th of January
2009 st 6 p.m. in Oldpark House.

Agenda

Election of the treasurer and secretary

Presentation of the annual accounts

Ciub Captain's report

Presentation of the budgets for 2009

Election of the board

Election of the auditor

New badminton court proposals
Mgelath  Uned | Weess s | oD teanoasy | 3 2@ 2 W N -
Question  1/36 Zoom Text ||

Select the file addrist.docxfrom your Document as the data source to be merged with the
agmletter.docx form letter
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«First_Namen»
«Addressx,
«City»
3rd January 2009

To the members of the Pegasus Badminton Association This is a call for the
Annual General Meeting. which is to be held on Monday the 12th of January
2009 st 6 p.m. in Oldpark House.

Agenda

Election of the treasurer and secretary

Presentation of the annual accounts

Ciub Captain's report

Presentation of the budgets for 2009

Election of the board

Election of the auditor

New badminton court proposals
Mge lath  Uned | Weess ™y | OD teaenoasy 3 2@ 2 W N -
Question  1/36 Zooe Text ||

Replace the existing name and address lines with the appropriate address blockin the
mail merge main document agm/etter.docx.
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sgriatterdaca - Microsalt Ward

«First_Names «Last_Namen
«Address»,
«City»
3rd January 2009

To the members of the Pegasus Badminton Association This is a call for the
Annual General Meeting. which is to be held on Monday the 12th of January
2009 st 6 p.m. in Oldpark House.

Agenda
Election of the treasurer and secretary
Presentation of the annual accounts
Ciub Captain's report
Presentation of the budgets for 2009
Election of the board
Election of the auditor
: New badminton court proposals
Mgelatlh  Uned | Weess s | D feaniasg | 3 2@ 2 W N -
Question  1/36 Zoom Text ||

Merge the address list data source file with the letter to create a mail-merged document showing all the [
addressees. Save the mail merge document as merge.docrto your candidate drive. "

eV | - ) Tume Remaining 00:45:00 e ) fnd e 3
2 (W

aaly Cilal) Jada) alic oy glind) AB1S | jgdie cililid) jaas pa Aad) iladll mas Jany b
merge.docx

Ly

Edit individual 4« i) s Finish & merge ¥ o bl o8
Cusil) o idally b Al aay g a]] Lgda 80 8 psha 33U ll 7l gl 9 document
merge.docx auly Cilall Bda) g Save as m¥) 4de Jid) g File (camall

JJM\M‘ASMUQJJM&‘JM‘&&Y@%Q
s raal) G




Mt Joe Malone
CoutseSoft Ltd

Eton House

10 Fitasiliam Squate
Archway

London

N10 3HQ

Ms Julia Smith

Oniine Traning Solutions
Synge Square

17 Synge Street
Chimn ok

London

w1scQ

A ady ) g

FullName
M Joe Malone
M Jka Smah

Address!
Bon Mouse
Synge Square

Addressd

Fechway
Chiswick

Postal Code
N1 IHQ
Wa2 1Te

Data Source

Main Document

Merge Document

Question  1/36

Drag each of the labels to the appropriate graphic representation.
Click on a label to restore it to its original position.
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Data Source Main Document Form Letter

Question  1/36

Drag each of the labels to the appropriate graphic representation.
Click on a label to restore it to its original position.
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[J Simply use return key to create the spacing.

[0 Use the paragraph spacing command.

[0 Use auto format tool within the word processing

application.

[ Insert a page break before each paragraph.

Question  1/36 Zooe Text | )

Which one of the following is the most appropriate to use when creating space before or
after paragraphs. figures, or tables?
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Hill Walking

This is the practice of walking in hilly or mountainous land. Hill walkking can
last from just an hour to many days depending on how difficult the walk will be
and the distance to be covered. There are many factors to take into account
before embarking on a hill walking trip.

PLANNING

Successful hill walking depends on careful planning and understanding about
the trail to be taken. Proper ordinance survey maps should be used along with
an understanding of how to read the maps. Possible obstacles thatmay affect
the walk such as steep elevation or lcose terrain should be highlighted on the
map. There should be an accurate estimate made as to how long the walk
should last taking into account, weather, distance, possible obstacles and
available daylight. The planned route along with the expectedtime to retum
should also be given to someone who is not taking part on the walk.

Weather

This is one of the most important considerations to take intc account

. hafarm hill walkina Nansnding anwhars the walk ie ta take niace the weather
Pege b ath  Uned | Weean 308 | 5 Aopengasg | 23 V2@ 2 W s -

Question  1/36 Looe Text

Print one copy of the Aill walking.docxdocument to default printer.

iR V | o Tune Remaining 00:45:00
> Sl W

Al i@y daglal) o el Calal) ¢pe Baa) g dduid aokal

Aday)

Ay Al 230 33a o5 Print Y 540 4da g File camall cugil) o Jilly 2
Print ¥ e kil g3aaly

159l ASloy al ad) ) Lia 98 A88c(J ggaall (o AT Y (s
g raal) Cy




Ag (‘EJJ\M’

et Vage Lapenit Metaipnies

Cumamoon - 11 - A . - v T | assbccne | asbccx  AaBLC
I T e Ry 2 . . Tharmet | Tho Spec., Meadng !t

Success Factors

The man secret of our success in thes ares is the prowsson of & range of excellent world-class
products that are aggressavely priced Combine this with & high level of ongoing customer support
which we have always bakeved 1o be an essentesl part of any dealings with the public, and we hawwe
» format that should be capable of rephcating m many other markets

Future Strategy

To stay ahead of the competition we must of least maintan the currert level of re rch and
development, a8 mnovetion will be one of the Key sspects in 1the expansion of an already Pughly
succesahd senes of products

The workforce continues 10 be 0ne Of Our Greatest assels, Tor without thes dode ation to the
production of quality matenals that deliver on time and within budget, our targets could not be met

Staff Issues
It 15 essential that we do not lose expenenced staff and | am dedghted 1o report that moral has
never been higher

Maintaining stabidty o the workforce
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Success Factors

The man secret of our success in thes ares is the prowsson of & range of excellent world-class
products that are aggressavely priced Combine this with & high level of ongoing customer support
which we have always bakeved 1o be an essentesl part of any dealings with the public, and we hawwe
» format that should be capable of rephcating m many other markets

Future Strategy

To stay ahead of the competition we must of least maintan the curtert level of research and
development, a8 mnovetion will be one of the Key sspects in 1the expansion of an already Pughly
succesahd senes of products

The workforce continues 10 be 0ne Of Our Greatest assels, Tor without thes dode ation to the
production of quality matenals that deliver on time and within budget, our targets could not be met

Staff Issues
It 15 essential that we do not lose expenenced staff and | am dedghted 1o report that moral has
never been higher
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Success Factors

The man secret of our success in thes ares is the prowsson of & range of excellent world-class
products that are aggressavely priced Combine this with & high level of ongoing customer support
which we have always bakeved 1o be an essentesl part of any dealings with the public, and we hawwe
» format that should be capable of rephcating m many other markets

Future Strategy

To stay ahead of the competition we must of least maintan the curtert level of research and
development, a8 mnovetion will be one of the Key sspects in 1the expansion of an already Pughly
succesahd senes of products

The workforce continues 10 be 0ne Of Our Greatest assels, Tor without thes dode ation to the
production of quality matenals that deliver on time and within budget, our targets could not be met

Staff Issues
It 15 essential that we do not lose expenenced staff and | am dedghted 1o report that moral has
never been higher
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