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Part: A

1: Save this document as a Web Page.

Note: Do not change the default file name' or location.
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Increase your living space

SnIﬂ

There are several ways inwhich you can increase your living space, People miss
the: opportunity to maximise unused space in their house, letting things
accumulate in the main living areas such as the kitchen and sitting room. As a

result, the house dppears very cluttered. Man«,r pemple think the answer to this is a
costly and, often, unnecessary extension.
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File->save as web page->save.

Correct Answers:

2: Switch to the other open document Mission Statement.
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Strategy Planning for Learners in an e-world
Success Factors

The main secrel of our success in this area is the provision of a range of excellent world-class

products that are aggressively priced. Combine this with a high level of ongoing customer
support, which we have ahways believed to be an essential part of any dealings with the public,
and we have 3 filmm that should be capable of replicating in many other markets.

Future Strateqy

To stay ahead of the cornpatition we must at least maintain the curent level of research and
development, a5 innoyvation will be one of the key aspects in the expansion of an already highly
successiul series of products:

Staff Issues

-
T
1t is essential that we do not lose experienced staff and | am delighted to report that moral has s
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Click on the Mission Statement from the task bar

Correct Answers:

3: Use Microsoft Word Help to access information on Format Painter.
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Success Factors

The main secret of our success in this area is the provision of a range of excellent world-class
products that are aggressively priced. Combine this with a high level of ongoing customer support,
which we have always believed to be an essential part of any dealings with the public, and we have
a format that should be capable of replicating in many other markets.

Future Strategy

To stay ahead of the competition we must at least maintain the current level of research and
development, as innovation will be one of the key aspects in the expansion of an already highly
successful series of products.

The workforce continues to be one of our greatest assets, for without their dedication to the
production of quality materials that deliver on time and within budget, our targets could not be met,

Staff Issues
It is essential that we do not lose experienced staff and | am delighted to repart that moral has
newver heen higher.

Maintaining stability in the workforce:
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Help -> Microsoft word help -> write the sentence format painter -> click search
Correct Answers:

4: Change the view mode for this document to Print Layout View.
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[T stay ahead of the competition we must at least maintain the current level of research and
development, as innovation will be one of the key aspects in the expansion of an already highly
successful series of products.

The waorkforce continues to be one of our greatest assets, for without their dedication to the
production of quality matenials that deliver on time and within budget, our targets could not be met.

Staff lssues
It is essential that we do not lose experienced staff and | am delighted to report that moral has
never been higher.

Maintaining stability in the workforce:

Salary scales that match or exceed the market level.
Ongoing staff training and development.

Excellent internal communications,

A good working emvironment,

A good management team.
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View -> select print layout
Correct Answers:

5: Remove the Standard toolbar from the Microsoft Word application window.
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Future Strateqgy

To stay ahead of the competition we must at least maintain the current level of research and
development, as innavation will be one of the key aspects in the expansion of an already highly
successful series of products,

Staff lssues
It iz essential that we do not lose experienced staff and | arm delighted to report that maral has

never been higher. I

Maintaining stability in the workforce;

Salary scales that match er exceed the market level.
Ongoing staff training and development.

Excellent internal communications.

A good working environment,

A good management team.
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Right click on any place in the toolbar -> uncheck the standard

Correct Answers:



