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Microsoft Excel

1. M& tap tin 01 _Inventory to Sort.xlsx va luu tap tin theo yéu ciu sau:
a. Excel 97-2003 Workbook.
b. Lwu duwdi dang CSV (Comma Delimited).
Hudéng dan :
MG file, chon thé File/Save & Send/Excel 97-2003 Workbook, chon ntt Save As. Sau dé chon thé
File/Save & Send/CSV (Comma Delimited), chon nut Save As/OK/Yes

2. M& tap tin 02_Tour Prices.xlsx va thuc hién cdc yéu ciu sau trén trang tinh 2011-New:

a. Tai 6 C4 (Tour) thém New Comment v3i ndi dung Including Discount

b. Sao chép Comment nay sang 6 E4 (Hotel).
Huéng dan :
M¢ file, chon 6 C4, chon théReview/New Comment, gb néi dung. Sau dé chon 6 C4,mouse phdi
chon Copy, chon 6 E4, chon Home/Paste/Paste Special, chon Comment/OK

3. Mé& tap tin 03 Balance Sheet.xlsx va str dung email trong Excel dé gli tap tin dudi dang .XPS dinh

kém vé dia chi acolby@tolano.com

Hwéng dan :
MG¢ file, chon thé File/Save & Send, chon Sand as XPS, g6 dia chi mail, chon Send

4. Mé tap tin 04 Tour Prices.xlsx va thwc hién cdc yéu cau sau trén trang tinh 2011-New:
a. Apdung dinh dang Currency S English (US) cho cdc cét Tour, Flight, Hotel, Misc, Total Cost.
b. Binh lai @6 réng cdc cét theo chiéu dai ndi dung AutoFit Column Width

c. Tinh téng Total Cost cho cdc cét Tour, Flight, Hotel, Misc va Total Cost.
Huéng dan :
Mé file, chon khéi cdc cét, chon nhém Number/Currency, tai Symbol chon S English (US). Sau dé
chon Format/Autofit Column Width. Sau dé, ddt con tré tai 6 G5, chon AutoSum, sao chép céng
thirc xubng.

5. M& tap tin 05_TEC Employee List.xlsx va thuc hién cac yéu cau sau:
a. Dinh dang cung mét lic do réng cdc cét theo do dai ndi dung.
b. Ap dung dinh dang Format as Table Table Style Medium 5 cho béng di¥ liéu
Huéng dan :
M6 file, chon khéi tai tiéu dé cdc cét, chon Format/Autofit Column Width. Sau dé chonkhéi viing
dir liéu, chon Format as Table, chon mdu Table Style Medium 5

6. M& tap tin 06 Personal Movie Inventory List.xlsx va thuc hién cac yéu cau sau:

a. Merge cdc 6 trong viing A1:C1
b. Canh Ié Midle va Center cho cdc 6 tiéu dé cua bang di¥ liéu
Hudéng dan :



file:///D:/___IC3%20GS4/Trac%20Nghiem/Module%2002/Thuchanh_Modul02/Dulieu_ThucHanh/Excel/01_Inventory%20to%20Sort.xlsx
file:///D:/___IC3%20GS4/Trac%20Nghiem/Module%2002/Thuchanh_Modul02/Dulieu_ThucHanh/Excel/02_Tour%20Prices.xlsx
file:///D:/___IC3%20GS4/Trac%20Nghiem/Module%2002/Thuchanh_Modul02/Dulieu_ThucHanh/Excel/03_Balance%20Sheet.xlsx
mailto:acolby@tolano.com
file:///D:/___IC3%20GS4/Trac%20Nghiem/Module%2002/Thuchanh_Modul02/Dulieu_ThucHanh/Excel/04_Tour%20Prices.xlsx
file:///D:/___IC3%20GS4/Trac%20Nghiem/Module%2002/Thuchanh_Modul02/Dulieu_ThucHanh/Excel/05_TEC%20Employee%20List.xlsx
file:///D:/___IC3%20GS4/Trac%20Nghiem/Module%2002/Thuchanh_Modul02/Dulieu_ThucHanh/Excel/06_Personal%20Movie%20Inventory%20List.xlsx

Hdan_Thwc hanh_Module02_Excel Update 6/9/2018 15:29:25

MG file, chon khéi tir A1:C1, click Merge & Center. Sau dé chon cdc é tiéu dé,chon canh gitra
docva ngang.

7. Mé& tap tin 07_Flights.xIsx va thiét 1ap ché d6 in Uncollated vao tap tin cé tén 13 Printed-Flights.
Huéng dan : Mé file, chon thé File/Print, tai muc Collated (1,2,3 1,2,3) déi thanh Uncollated (1,1,1
2,2,2), tai Printer, chon Print to File, chon nut Print, ddt tén Printed-Flights, OK

8. M& tap tin 08 Flights.xlsx va thuc hién thao tac sau:
e Thiét 1ap tuy chon cho phép in dong tiéu dé va cot dau tién cla trang tinh ra moi trang in.

Huéng dan :
MG file, chon thé Page layOut/Print Titles, tai Row... chon dong 1, tai Column... chon cét A, OK.
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