Microsoft

Microsoft Word (Word and Word 2019)
QUESTION & ANSWERS



QUESTION 1

This project has only one task.

You have been assigned the task of keeping meeting, notes for your company's Board of Directors.
Save a copy of the document as a Word 2019 template named 'Notes' that is compatible with the
latest Word features and does not support macros. Save the template file in the default location.

A. Open the Word document that you want to inspect for hidden data and personal information.Click
theFiletab, clickSave As, and then type a name in theFile namebox to save a copy of your original
document.In the copy of your original document, click theFiletab, and then clickinfo.ClickCheck for
Issues, and then clickinspect Document.In theDocument Inspectordialog box, select the check boxes
to choose the types of hidden content that you want to be inspected.Clickinspect.Review the results
of the inspection in theDocument Inspectordialog box.ClickRemove Allnext to the inspection results
for the types of hidden content that you want to remove from your document.

Correct Answer: A

QUESTION 2

In the "Basic dinosaur facts" section, apply the Pencil Sketch artistic effect to the fossil picture.

A. 1. Select the picture.2. SelectPicture Tools>Formatand selectArtistic Effects.3. Hover over the
options to preview them and select the one you want.Topic 5, Perfect MuffinsFourth Coffee uses
muffin recipes that were created for our exclusive use by the Culinary School at Bellows College.
The recipe ingredients differ, but all the muffins are produced by using the same method.

Serving

Top Scllors

Each day we Daks the sbe most popular mathin varsoes based on the past Quarter’s sales) and
ane specialty maflin, the "muffin of the weelc” The current best sellors we:

1. Bloeberry streusel midfing I Agple bran muffing
2. Apple muffins 2. Zucchaw chocolate chip muffins
1. Savory bacon cheddar corn mufng 1. Whole grain banana mutfing



Processes

Weighing

Fourth Coffes sells over 100 mufions per day to studemts
and faculry at Bellows College. Many of our customers
buy a muffin and a cup of coffee each day before
antending class. Our customers expect our products w
be delicows and consistent avery day.

To emsure consstency, dbways use the scale 1o weigh
the ingredsents for our muffin recipes,

Poue the wet wgredients into the dey ingredients. Mo
gently with 3 Brge spoon untl the dry ingredeents are

mosthy moistened, The mixture wil be lumpy, and you
will see streaks of dry flour in the mixture, This is OK,
The lumps will smooth out during bakang,

If you overmax the batter, the baked muffins will be
dease and tough.

Insert paper Sners into «ach muffin cud in the mu#in
trays. ¥ you forget 10 do this, the muflins will stick o
the sides of the muffin cups and wall beeak when you try
Lo resnove thern after balong.

Use the 716 ladle to portion the muffn mixture into the
muffin trays, The 216 ladle contains 2.5 ounces (75 ml)
of muffin moure

Preheat the oven 1o 150 *F (175 *C).

Bake the mufiins for 30-35 minutes. When the muffins
are done balong, the tops shoukd be goklen brows, To
confirm that the muffing are baked through, et »
toothguck nto the center of 4 muffe If the toothpick is
chean when you remove i, the muffins sre done,

Cool the mauffins in the mufiin tray for 1520 minutes,

¥ you remave the muffing from the tray 100 sarly, the
e will Gl apurt

¥ you cool the mufins in the tray for too long, the
bottoms of the muffins will become sopgy.

The mutin tray will still be hot! Protect your hands
with hot pads or a dry towel when you remove the
rmuffes Fom the muflin tray.

Run 2 small knife or spatuka around the sides of the
mufin cups to loosen them from the muffin tray. Invert
the mulfin tray and pop the muffins out Tap gently on
the bortom of each muffia cup # necessary.

s — " Otfar to rehaat muthing for customers. Heat tor /

seconds i the mcrowave and serve on 2 plate.

Correct Answer: A



QUESTION 3

In the "Overview" section, apply the Soft Round bevel shape effect to the SmartArt graphic. (Be sure to
select the entire SmartArt graphic.)

A. To create a new line of bulleted text in the Text pane, press Enter. To indent a line in the Text
pane, select the line that you want to indent, and then underSmartArt Tools, on theDesigntab,
clickDemote. To negatively indent a line, clickPromote. You can also press Tab to indent or

Shift+Tab to negatively indent from within the Text pane.If you don't see theSmartArt
ToolsorDesigntabs, double-click the SmartArt graphic.

Correct Answer: A



