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Tutorial C6 Entering Your Personal Information                                                                               (13 points)
1. Publisher gives you the option of including your business ____________________ information within your publications.
2. This is helpful to you if you are creating any documents for a _____________ environment.

3. Below, circle where you would access the business information drop down box.

4. This is where you can ________________ a new business contact.

5. Select create ____________________.

6. What information can be added into the business information dialog box? (List 3)

7. You can even attach a _____________ if you wish.

8. The final step is to give your business information set a _______________________.

9. What tab must you go to in order to insert your business information?

10. Can you choose to only add certain field of business information in, such as only the name and address?

11. If you want to use a template, your business information is _________________________ inserted into your publication.
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