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Unit O: Integrating Office 2013 Programs
Concepts Review

	Screen Labeling
	Matching Items
	Multiple Choice

	1. Address Block button
	7. e
	12.d

	2. Screen clip
	8.b
	13.a

	3. Merge fields
	9.d
	14.c

	4. Record number
	10.a
	15.b

	5. Finish & Merge button
	11.c
	

	6. Next Record button
	
	


 Skills Review
The completed solution files are shown here. 

Note to instructors: When you open linked files that were create on other machines, and see the message “This document contains links that may refer to other files. Do you want to update this document with the data from the linked files?”, you will need to click “No” to open the file without linking to the source file. Office lets you view linked data but does not let you update links between files linked using another machine. 

Filename: O-Theater Techs.pptx
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Filename: O-Theater Tech Services.docx
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Filename: O-Theater Techs Approval Ratings.xlsx
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Independent Challenges

Because students may tackle the independent challenges in different ways, it is important to stress that for some Independent Challenges there is not just one correct solution. 

Independent Challenge 1 

The solution files are shown here.
Filename: O-ChildPlay Presentation.pptx
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Filename: ChildPlay Letter.docx:

Page 1

[image: image5.jpg]ChildPlay
(o17) 51234

e o 1t s iy o e oo oGP i i
e s ot i e 1 et A

Eoitio A —

T ——————





Filename: ChildPlay Letter.docx:

Page 2
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Filename: O-ChildPlay Data.xslx:
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Filename: O-ChildPlay Merged Letters.docx: 

This document has eight pages, two for each of the four recipients. The figures below show the letter for the first recipient.
Page 1
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Independent Challenge 2

The solution files are shown here.

Filename: O-Bakery Loan Letter.docx:
[image: image10.jpg]YR

YerBakery

ey g s o o Y 643t o i,

St el ' it

SALES COMPARISON

o e s o s s 1 s Do . O ot






Filename: O-Bakery Sales Comparison.xlsx:
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Filename: O-Bakery Loan List.accdb
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Filename: O-Bakery Menu.pptx:
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Independent Challenge 3 

Student content and formatting will differ. One possible set of solutions is shown below.
Filename: O-Fun Run Presentation.pptx:
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Filename: O-Fun Run Financials.xlsx:

[image: image15.jpg]A B c D E F G H ! J K
1
2 013 201 o015
3 lincome 5000 15000 20,000
4 Equipment 1,200 1900 3,000
5 |rafficcont 350 750] 1,300
6 [Security 0 80 1200
7 |Netincome 7150 11550 14500
H Costs
B
10
u e S—
2
13 -
14
15
1
i
1
1
2

2





Filename: O-Fun Run Confirmation Letter
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Filename: O-Fun Run Registrations
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Independent Challenge 4: Explore
Student content and formatting will differ. One possible set of solutions is shown below.
Filename: O-My Letter.docx:
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Filename: O-My Database.accdb
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Filename: O-My Export
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Filename: O-My Email text
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Filename: O-My Electronic Messages
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Visual Workshop
The solution file is shown here. Drive information shown in Slide 3 will differ, based on students’ computer contents.
Filename: O-Computer Talk.pptx
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�Not sure why the page numbers are off here…


�I just fixed numbering manually.  –Marj 
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