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Microsoft PowerPoint

1. M& tap tin 01 Exploring Seatle.pptx va thuc hién céc thao tac sau;
a. Hién thj Slide Master.
b. Thiét 1ap Header and Footer v&i yéu cau:

Date and Time Fixed

Header: Study for Testing IC3 GS4
- Page number

- Footer: Key Applications

c. Ap dung céc thiét 1ap cho tat ca

Hudéng dan :
M¢ file, chon thé View/Slide Master. Sau dé chon thé Insert/Header & Footer/thé Slide, ddnh
ddu Date and Tim/ chon Fixed, ddnh déu Slide Number, ddnh déu Footer/qd Key Applications,
ddnh déu Don’t show in title slide, chon Apply to All.
Sau dé chon thé Insert/Header & Footer/thé Notes and Handouts, ddnh dédu Date and Tim/ chon
Fixed, ddnh ddu Header/qgé Study for Testing IC3 GS4, ddnh ddu Footer/gd Key Applications,
chon Apply to All.
Sau dé chon thé Slide Master, chon Close Master View.

2. M tap tin 02_Introducing Camel Tour.pptx va thyc hién yéu cau sau:
a. Tao Slides from Outline tir tdp tin Food Network Shows.txt
b. Tao Slides from Outline tir tap tin How We Choose Advantures.docx
Hwéng dan :
M6 file,chon silde 3, chon thé Home/New Slide/Slide from Outline/chon tdp tin txt.
Sau dé chon thé Home/New Slide/Slide from Outline/chon tép tin docx

3. M@ tap tin 03_Run-of-River Power Plan.pptx s dung Ribbon dé dp dung Sound Chime cho t4t ca cac

slide.

Huéng dan :
M¢ file, chon thé Transition/Sound/Chime, chon Apply to All

4. M& tap tin 04 _Tolano New Employee Orientation.pptx va thuc hién cac yéu cau sau:
a. Cheén Picture TA Logo dudi dong Tolano Incorporated trong Slide 1
b. Ap dung Picture Styles Rounded Diagonal Corner, White cho Picture
c. Ap dung hiéu tng Animation Emphasis Spin cho Picture

Huéng dan :
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M6 file, chon thé Insert/Picture/chon hinh. Sau dd tai Picture style, chon Style Rounded Diagonal
Corner, White. Sau dé chon thé Animation, chon hiéu ting Spin (hiéu trng mau vang)

5. Mé& tap tin 05_Alaska Hiking Tours.pptx va thuc hién cdc yéu cau sau:

a. Bd dnh trong Slide 3
b. Thay dnh trong Slide 7 béng dnh Wadi-Tinya va dp dung Picturte Style Reflected
Rounded Rectangle. Chinh kich thudc dnh béng 50% kich thudc ban déu véi Lock aspect
ratio va Relative to original picture size
c. Thém dnh TA Logo vao Slide 13 va ddt dudi néi dung cdc dong vén ban.
Hudéng dan :
M6 file, chon slide 3, chon dnh, nhdn phim Delete.
Sau dé chon slide 7, chon dnh, chon Format/Change Picture/chon dnh/chon nut Insert, tai Picture
style, chon Style Reflected Rounded Rectangle, chon biéu tugng Size/ddnh déu Lock... va
Relative..., stra gid tri Height la 50, chon nut Close.
Sau dé chon slide 13, chon thé Insert/Picture/chon dnh, doi xuéng dudi.

6. M& tap tin 06_Tolano New Employee Orientation.pptx va thyc hién cdc yéu cau sau:
a. Trong Slide 4, dp dung Animation Fly In, From Top-Left Effect Options
b. Ap dung Sequence Level One by One Effect Options
Huéng dan :
MG file, chon slide 4, chon thé Animation, chon hiéu trng Fly In, chon céng cu Effect
Options/From Top-Lefft.
Sau dé, chon céng cu Effect Options/chon Level Ono by One

7. M& tap tin 07_Green Soles 2013 Getting There is Half the Fun.pptx va thuc hién cac yéu cau sau:

a. Trong Slide 1, dp dung Spin Emphasis Animation cho hinh Green Soles.
b. Thém Grow/Shrink Emphasis Animation cho hinh Green Soles.
c. St dung Animation Pane dé hiéu chinh Grow/Shrink Size thanh 200%
Huéng dan :
MG file, chon slide 1, chon dnh, chon thé Animation, chon hiéu trng Spin
Sau dé, chon chon céng cu Add Animation, chon hiéu trng Grow/Shrink
Sau dé, bat Animation Pane/Effect option/thay déi size lad 200%

8. M@ tap tin 08 Introducing Camel Tour.pptx va thyc hién cac yéu cau sau:
a. Thay d6i Layout cua Slide 3 thanh Two Content Layout.
b. Binh dang van ban trong c6t dau tién Times New Roman, 26, Red Accent 2.

c. Thém anh Map of Taba vao Place Holder thir hai va dp dung Drop Shadow
Rectangle Picture Styles
Hudéng dan :
M@ file, chon slide 3, chon thé Home/LayOut/Two Content
Sau dé, chon cét déu tién, chon font Times New Roman, 26, mau Red Accent 2
Sau dé, chon biéu twong Picture trong cét 2, chon hinh, chon Styles Drop Shadow Rectengle.
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9. M@ tap tin 09 _Introducing Camel Tours.pptx va thwc hién cac thao tac sau:
a. Thém mét slide mai dwdi slide 3
b. Thém hai hinh camel train.jpg va camel.jpg vao slide mdi (theo chiéu ngang: camel

trai.jpg bén trdi va camels.jpg bén phai)
c. Sdp xép sao cho tdm cua hai hinh ciing ném trén dwdng ném ngang
Hwéng dan :
M file, chon slide 3,chon New Slide
Sau dé, chon thé Insert/ Picture, chon hinh, diéu chinh hinh ndm trdi, phdi.
Sau dé, chon 2 hinh, chon céng cu Align/Align Middle

10.M& tép tin 10 Introducing Camel Tours.pptx va thuc hién cac thao tac sau:
a. Trong slide 4 hdy cho é@n hinh camels.jpg (hinh ding bén phdi)
b. Chinh kich thwdc cia hinh camel train.jpg vdi chiéu réng la 4 inches vdi lock aspect ratio

va Relative to original picture size.
Huéng dan :
M@ file, chon slide 4, chon hinh phdi, chon thé Format/Selection Pane, tdt Picture 4
Sau dé, chon hinh trdi, chon thé Format/biéu twong Size, ddnh ddu Lock... va Relative..., chon
muc Hight, chinh 4

11.M& tép tin 11 _Introducing Camel Tours.pptx va thyc hién cac theo tac theo yéu cau sau:
a. Hiéu chinh Comment thu 3 véi ndi dung This comment is just for trial test.
b. B6é Comment thi 6
c. Antét cé cdc Comment & tét cd cdc silde
Huéng dan :
M@ file, chon slide 1, chon thé Review/Next (3 Ian), stra ndi dung
Sau do, Next chon comment thu 6, chon Delete
Sau dé, tdt cong cu Show Markup
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Microsoft Access

1. M& tap tin 01 _Tolano Inc.accdb va thyc hién céc yéu cau sau:

a. MG¢ Customers_by_Country Report
b. Thuwc hién Print Preview
c. Thuec hién ché dé Zoom Two Pages
Pap an: Answer KA 025
M¢ file, mouse phdi tai report Customers_by_Country /Open
Sau dé, chon View/Print Preview
Sau dé, chon céng cu Two Pages

2. Mé& tap tin 02_Tolano Inc.accdb va thyc hién céc yéu cau sau:

a. MG¢ tdp tin Customers_by_Country Report
b. Chuyén Customers_by_Country Report vé dang Design View
c. Thay dé6i dinh dang cua truwong Country thanh in dén Bold va mau chi¥ (Font Color) I
Red Standard Color
d. Chuyén vé dang Print Preview
Dap an: Answer KA 026
M¢ file, mouse phdi tai report Customers_by_Country /Open. Sau dé, chon View/Design View
Sau dé, chon field Country, thé Format, chon in ddm va mau do. Sau do, chon View/Print Preview

3. M@ tap tin 03 Tolano Inc.accdb va thuc hién cac yéu cau sau:
a. Mo Customer List Report dudi dang Layout View
b. Dinhdang cac tiéu dé cot thanh in ddm va gach chan (Bold va Underline)
c. Chuyén vé dang Print Preview
Dap an: Answer KA 027
MG file, mouse phdi tai report CustomersList /LayOut View
Sau dé, chon tiéu dé cdc cét, chon thé Format, chon in dém, gach dudi
Sau dé, chon thé Design/View/Print Preview

4. Mé& tap tin 04 Tolano Inc.accdb va thyc hién cic yéu ciu sau:
a. M3 tap tin Customers_by_Country Report dudi dang Design View
Thiét Idp Auto Order Tad Order cho Section Detail

b
c. Apdung Angles themes cho Report
d. Lwu lgi cdc thay déi
e. Chuyén sang ché dé Print Preview
Pap an: Answer KA 028
M6 file, mouse phdi tai report Customers_by_Country /Design View
Sau dé, chon céng cu Tab Order/Detail/Auto Order
Sau dao, chon céng cu Theme, chon theme Angles
Sau dé, mouse phdi tai tén report, chon Save
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Sau ddé, View/Print Preview

5. Mé& tap tin 05_Tolano Inc.accdb va thuc hién cac yéu cau sau:
a. MoG& Table Customers_TA
b. Thiét lap lap dit liéu véi Country bao gém gid trj USA, State bao gém cdc gid tri WA va
CA.
Pap an: Answer KA 029
MG file, mouse phdi tai table Customers_TA /Open
Sau dé, chon cét Country/bé chon Select All, chon 6 USA, chon cét State/bé chon Select All, chon
6 CAva WA

6. M& tap tin 06_Tolano Inc.accdb va thuc hién cac yéu cau sau:
a. Mo3& Customerlist Queries dudi dang Design View
b. Thiét lap diéu kién loc cho trwdrng Country vdi cdc gid tri UK va USA
c. SAp xép thir tw cdc gid tri truong Country theo thi tw gidm dén (Descending)
d

Run Query
Dap an: Answer KA 030
Mg file, mouse phdi tai query CustomerlList/Design View
Sau do, tai field Country, muc Criteria go USA, tai or gé UK
Sau dé, tai muc Sort chon Descending
Sau dé, chon céng cu Run

7. M@ tap tin 07 Tolano Inc.accdb va thyc hién cac yéu cau sau:
a. MG¢ Customerlist Queries dudi dang Design View
b. An cét Address, City, State va Zip Code
c. Sdp xép thr tw Query theo thir tu téing dan (Ascending) cta Firstname va giém dén

(Descending) cua Lastname
d. Run Query
Dép an: Answer KA 031
MG file, mouse phdi tai query CustomerlList/Design View
Sau dé, bé déu check tai field Address, City, State va Zip code,
Sau dé, tai muc Sort field Firstname chon Ascending, field Lastname chon Descending
Sau daé, chon céng cu Run

8. M& tap tin 08 Tolano Inc.accdb va thuc hién cac yéu cau sau:
a. M3& Customers_TA Form dudi ché dé Layout View
b. Dinh dang cdc ving First Nam va Last Name v&i mau nén la Maroon 2

c. Chuyén vé ché dé Form View
Pap an: Answer KA 032
M6 file, mouse phdi tai form Customer_TA/LayOut View
Sau dé, chon field FirstNam va LastName, chon thé Format, chon mau nén
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Sau dé, chon thé Design/View/Form View

9. Mé& tap tin 09_Tolano Inc.accdb va thuc hién cac yéu cau sau:
a. MG3& Employee-by-Office dudi dang Report
b. Thém Query Office-List vao vung Relation ship
c. Chuyén cét Office vé vj tri thi 3 (sau cét Fist Name)
d. Thém truong Zip Code vao cdu tric Query ndm giira 2 cét Office va Position
e. Run Query
Pap an: Answer KA 033
MG file, mouse phdi tai form Employee-by-Office /Design View
Sau dé, chon céng cu Show Table/Queries/chon Office-List
Sau dé, chon cét Office, drag mouse di chuyén vé vi tri tht 3
Sau do, Drag mouse field Zip Code vao truoc cét Position
Sau dé, chon céng cu Run

10.M& tép tin 10 _Tolano Inc. accdb va thyc hién cac thao téc sau:
a. MG¢ bang Office
e Thém mdt mau tin mdi vdi ndi dung:
Office - HCM City
Address - 538 CMTS8 Str., Ward 5, Dist. 10, HCMC.
City > HCMC
Zip Code - 70000
Phone 1: (84-8) 3990 5888
b. Lwu cdc thay déi trong Table
Dap an: Answer KA 043
M6 file, mouse phdi tai table Office /Open
Sau dé, chon biéu tugng New (tai bé di chuyén), bat déu thém di¥ liéu tir field Office
Sau dé,mouse phdi tai tén bdng, chon Save
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