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Question: 1

In the inbox locate the "Flyer Template" message. Save the message to the Documents folder as a
text file. Use default file name.

A. See below for solution.Tap to select the message, go to File — Save As and select “Text Only” in
Save As type
> _

s

Answer: A

Question: 2

Mark the "Flyer Template" message as Do not forward between today and tomorrow. Do not set a
reminder.
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A. See below for solution.

Start Can ba,:‘r nmsﬂmwmﬁmm m,aﬂ Orily ﬂs;ue information can be used. I:h*mauar you
date 20"or "Sometime snis.rt"l"-'iﬂ’f:-r.sa!‘ty iju:;m H'-Elp can use values “today” and "tomorrow,” which
sct&m.ieﬂnw f value is not in a recognizable format  Project reserves for automatically scheduled
for time. tazks.
Finish Car.h‘ea date or text information, such as. "Jan30or ﬂr;ly daﬁnﬁmntatpnmhetm Howewver, y-en.:
date . 'Spma:masmn "Not usad by Project to Help schedule the mnmmﬂwwm wtnch
ij—,h_ct, Project resarves for a@gma'ttaw sc!rmum
tasks.
Answer: A

Question: 3

Configure Outlook to set the default font for new email messages to Purple 14-point Candara.

A. See below for solution.GO to File — Options — Mail — Stationary and fonts — personal stationary tab
— New email messages
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Answer: A
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