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Microsoft Word

1. Mo tap tin 01 _TrackChanges. Docx va thuc hién thao tac tao va md khoa Track Changes v&i méat
khau la ABC123.
Hwéng dan :
MG file, bat TrackChange, chon thé Review, ddnh ddu checkbox Allow Only ..., chon
TrackChange va ddt mat khdu

2. M& tap tin 02_Sales Figures 2011.docx va thuc hién yéu cau sau:

e T chdi tat ca nhirng thay déi trong tai liéu chi véi mét thao tac duy nhat.

Hudéng dan :
MG file, chon thé Review, chon Reject, chon Reject all change in Document, sau daé luwu file

3. M0 tap tin 03 Haunted Tours Reference.docx va thuc hién céc yéu ciu sau:
a. MG& Header & ché @6 hiéu chinh (Edit mode)
b. Hiéu chinh tiéu dé thanh Haunted Advanture Tours 2016.
Hudéng dan : Md file, mouse phdi tai Header, chon Edit Header. Stra lai Header theo mdu, chon Close
Hearder and Footer

4. MG& tap tin 04 TA Corporate Profile.docx va thuc hién céc yéu ciu sau:
T doan Tolano.....for participation
a. Thiét Iép Space After Paragraph
b. Thiét Idp Space Before thanh 12 pt.
Hudéng dan : Md file, chon khéi doan, chon céng cu Line and Paragraph Spacing, chon Add Space After
paragraph. Chon lgi céng cu Line and Paragraph Spacing, chon Line Space Options, tai Before
tdng lén 12pt

5. Md& tap tin 05 TEC Employee List.docx va thuc hién cdc yéu cau sau:

a. Bdnh sé'trang & dau trang theo méu Plain Number 3
b. Thay déi dang sé trang thanh Page X of Y
Hudéng dan : M& file, chon thé Insert, chon céng cu Page Number/Top of Page, chon méu Plain Number
3. Sau d6 chon khéi sé trang, chon cng cu Current Position, chon muc Page X of Y, chon méu
Bold Number (Page 1 of 1), chon céng cu Close Header and Footer.

6. M& tap tin 06 _TA Corporate Profile.docx va thuc hién céc yéu cau sau:

a. Chuyén trang thanh Landscape
b. Sdp xép cdc doan c6 ddu dédu dong tir they have.... environmental impact theo thir tw
tdng dan.
c. SAp xép cdc doan cd ddu ddu dong tir Rock or Ice....Cycling theo thi tv gidm dan
Hudéng dan :
M@ file, chon thé Page Layout,chon céng cu Orientation/Landscape. Chon khéi cdc doan cén sdp
xép, chon thé Home, céng cu Sort trong Paragraph, chon Ascending/OK. Tuong tu cho céu c.
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7. M@ tailiéu 07_Newsletter SO1.docx va thyc hién céc yéu cau sau:
a. Chuyén déi don vj trén thudc do thanh Inches.
b. Thiét lap viing Style Area Pane vdi d6 réng la 1.5 Inch.
Hudéng dan :
MG file, chon thé File/Options/Advanced, chon muc Display dé thay déi sang Inch. Sau dé vao lai
muc Display, thay déi Style Area Pane (ngay duéi muc inch) thanh 1.5”. Chon ché dé Niew/Draft

8. M& tap tin 08 Haunted Tours Reference.docx va st dung email trong Word dé giri tap tin dudi

dang .docx dinh kém vé dia chi taylor@tolano.com vdéi ndi dung:

Dear Mr.Taylor,
I'd like to send you the Haunted Tours Reference.
Best regards,
Hudng dan : M& file, chon thé File/Save & Send, chon c6ng cu Send as Attachment. Sau dé nhép dia chi
mail va ni dung va chon nut Send.

9. M& tap tin 09 Haunted Tours Reference.docx va st dung email trong Word dé gri tap tin dudi

dang .PDF dinh kém vé dia chi chi taylor@tolano.com vd&indidung :

Dear Mr. Taylor,
I'd like to send you the Haunted Tours Reference.
Best regards,
Huéng dan :
MG file, chon thé File/Save & Send, chon céng cu Send as PDF. Sau dé nhdp dia chi mail va néi
dung va chon nut Send.

10. M& tap tin 10 _Tolano New Event Brochure.docx va cho hién thi tat ca cac Paragraph Mark.

Hudéng dan :
M@ file, chon thé Home, chon céng cu Show/Hide

11. Mé& tép tin 11 Sales Figures 2011.docx va thuc hién cac thao tac sau:

a. Chuyén cdc dong vin badn text tir Popular Tours dén dong cudi cting cla cdt dir liéu 2008
thanh béng Table.

b. Thuec hién Merge cell dong 1 va dong 2 & tét cd cdc cét tiéu dé.

c. Chinh Align Center & tdt cd cdc 6 vira Merge

. Chén 1 dong mdi vao bdng vdi vj tri trén dong Haunted Sites

Huéng dan :
MG¢ file, chon khéi, chon thé Insert/Table/Conver Text to Table/OK. Sau dé chon khéi tirng cép 6
cta 2 dong, chon Merge Cells. Sau dé chon khéi dong mdi trén, chon céng cu canh gilva 6 Align
Center. Sau dé ddt con tré tai dong Haunted Sites, chon céng cu Insert Above

12. Mé& tép tin 12_Sales Figures 2011.docx va thuc hién cac thao tac sau:
a. Chuyén cdc dong vidn bdn text tir Popular Tours dén dong cubi cuing cta cét di¥ liéu 2008
thanh béng Table.
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b. Thuec hién Merge cdc cell dong 1 tir 2011 d€ 2008 thanh mét cell duy nhét va nhdp vdn
bén vdi néi dung "Over Years"

Thuc hién Split cell cho c6t Popular Tours thanh 2 cét véi Uncheck cells before split
Merge dong 1 va 2 cho méi c¢ét 1 va 2

O cét mdi thir 2 thém vao tiéu dé "Number of Days", 4,5,4,3,5,4, 4

Canh 18 cdc tiéu dé thanh Align Center

- 0 o o

Hudéng dan :
MG file, chon khéi, chon thé Insert/Table/Conver Text to Table/OK. Sau dé chon khéi cdc 6 dong
1, chon Merge Cells, g6 ndi dung. Sau dé chon khéi dong 1 Popular Tours, chon céng cu Split
cells, bé ddu check Merge cell before split, OK. Sau dé chon dong 1,2 cda cét 1,2, chon Merge
Cells. Sau dé nhdp di¥ liéu cho cét 2, chon khéi Table, chon AutoFit/Autofit Content. Sau dé ddt
con tré tai 6 tiéu dé, chon céng cu canh giita 6 Align Center.

13. M& tap tin 13 Sales Figures 2011.docx va thuc hién cac thao tac sau:
a. Xoa cét thir hai Number of Days cta bdng

b. Hiéu chinh dé réng cta cét theo AutoFit Window
c. Chuyén béang thanh vin ban text vdi phdn cdch (separate) Ia Tab
Huéng dan :
M¢ file,ddt con tré cét 2, chon LayOut/Delete/Delete Column. Sau d6 chon khéi Table, chon
AutoFit/Autofit Windows. Sau dé chon Conver to Text, chon Tabs, OK

14. M& tap tin 14 TA Employee List.docx va thuc hiéc cac thao tac sau:

a. Apdung Heading 1 style cho cdc tiéu dé New York, Cape Town, Toronto, London, Tokyo
va Sydney.
b. Thiét Iap ndi dung vin ban tir New York ... acolby@tolano.com thdanh 2 c¢ét vdi Line

between.
Huéng dan :
M¢ file, chon khéi cdc tiéu dé, chon style Heading 1. Sau d6 chon khéi tir New York, chon Page
LayOut/Column/More Column, chon 2 cét, ddnh déu Line Between.
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