Customizable Assessment

Web Integration: Posting an Online Resume


Assessment: Create a Document Using a Wizard

In this exercise, you will create a fax cover sheet using a wizard. You will use a fill effect and save the file.
1. Open the Letters and Faxes template dialog box.

2. Select the Fax Wizard.

3. Complete the wizard using the following information:
· Document to Fax – Just a cover sheet with a note
· Fax software – I want to print my document so I can send it from a separate fax machine.
· Recipients – Minda Sciencia
Fax Number: 480-431-4322
· Cover Sheet – Professional
· Sender -
Ruth Blessings
SOM Enterprises, Inc.
P. O. Box 1212
Gilbert, AZ 85233
Phone: 480-558-1212
Fax: 480-558-1213
4. Type the following comment:
I trust this finds you well.  This is to confirm our appointment for Thursday, February 19th, at 10:15 AM at company headquarters.

Best regards,

Ruth Blessings

5. Insert the fill effect texture called Bouquet.
6. Save the file as Fax Cover Sheet then close it.
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