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I. Cac tinh nang i'ng dung chung

1. Trong tép tin 01.docx, st dung email trong Word dé gui tép tin dudi dang docx dinh kém vé dia chi
taylor@tolano.com: 2

Huéng dan : Md file, chon thé File/Save & Send, chon cdng cu Send as Attachment. Sau do nhép dia chi mail
va chon nut Send.

2. Trong tap tin 02.docx, sir dung email trong Word @& qui tap tin dudi dang PDF vé dia chi
taylor@tolano.com: 3
Hudng dan :
Mo file, chon thé File/Save & Send, chon cong cu Send as PDF. Sau do nhap dia chi mail va chon nut
Send.

3. Trong tap tin 03.xIsx va st dung email trong Excel dé guri tap tin dudi dang .XPS dinh kém vé dia chi
acolby@tolano.com
Hudéng dan :

Mo file, chon thé File/Save & Send, chon Send as XPS, gob dia chi mail, chon Send
II. Winword

4, Cho hién thi Show Paragraph Mark.

5. Thuc hién in tai liéu thanh 7 ban khéng sdp xép Uncollated, s dung may in tén __.
Hudng dan : ... chon ndt Print

6. Thuc hién yéu cau sau:
*TU doan Tolano.....for participation: Thiét Iap Space Before thanh 12 pt.

7. Thuc hiéc céc thao téc In chit ddm, chit cd gach dudi, d6i mau chir (Font color) Ia mau Red, déi ¢ chit
(Font size) la 16 cho doan van ban da dudc highlight.

8. Thutc hién cac thao tac sau:
a. Hién thi ludi trong bang (View Gridlines)
b. Thuc hién tron 6 (Merge cell) dong 1 va dong 2 theo tirng c6t.
c. Chon dong Ice Climbing, chén thém 1 dong mdi vao vi tri giita dong Ice Climbing va dong
Whale Watching.

9. Thuc hién cac thao tac sau:
a. Thuc hién tach 6 (Split cell) cho 6 Popular Tours thanh 2 c6t
b. Canh [€ 2 6 vira dugc tach thanh canh gilra (Align Center)

a. Thuc hién thao tac Xda cot dau tién trong bang

10. Thuc hién cac yéu cau sau:
a. Danh s6 trang & dau trang ndm bén phia phai theo miu Plain Number 3
Huwéng dan : Md file, chon thé Insert. chon céng cu Page Number/Top of Page, chon mau Plain Number 3.
Chon Close Header and Footer.

11. Thuc hién cac yéu cau sau:
a. MG Header & ché do hiéu chinh: Insert Header ->Edit Header
b. Hiéu chinh tiéu dé thanh Haunted Advanture Tours 2016.
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Huéng dan : thé file, thé Insert-> Header, Edit Header. Sua ndi dung Header theo mau, chon Close Hearder
and Footer.

12. Thuc hién cac yéu cau ddi hudéng trang trong van ban thanh Landscape

II1I. Excel

13. Thuc hién cac yéu cau sau:
a. Tai 6 __, thuc hién phép trir cho dif liéu trong 6 __ tr 6
b. Thuc hién ngat xuéng dong trong 6 C1
c. Luu tép tin vao thu muc Documents v@i tén Excel_13.xlIsx

14. Thuc hién cac yéu cau sau:
a. Dinh lai do rong cac cot theo chiéu dai néi dung AutoFit Column Width.
b. Tai 6 D4 (Tour) thém Comment mdi véi n6i dung Including Discount

15. Thuc hién cac yéu cau sau trén trang tinh 2011-New:
a. Ap dung dinh dang Currency cho cac cot Tour, Flight, Hotel, Misc, Total Cost.
b. Dinh lai d6 rong cot Travel Item la 22.00
c. Tai 6 G16, tinh téng viing G5:G15 bang AutoSum.

16. Thuc hién cac yéu cau sau:
a. Merge cac 6 trong vung A1:C1
b. Canh |é Middle Align va Center cho cac 6 vira trén

IV. PowerPoint

17. Thuc hién cac thao tac sau:
a. Thém mét slide mdi dudi slide 3 véi ki€u bé cuc Title and Content.

b. Thém hinh camel.jpg vao slide mdi.
18. Thuc hién cac yéu cau sau:
a. Dbinh dang tiéu dé Introduction trong Slide 3 c6 chir d@m va nghiéng
b. Xda anh trong slide 3
19. Thuc hién cac yéu cau sau:
a. Trong Slide 4, ap dung Animation Fly In, From Top-Left Effect Options cho tiéu dé
Management Team
b. Hiéu chinh Comment th(r 3 vdi n6i dung This comment is just for trial test.
20. Thuc hién cac yéu cau sau:
a. Trong Slide 1, ap dung Spin Emphasis Animation cho hinh Green Soles.
b. Thém chuyén dong Grow/Shrink Emphasis Animation cho hinh Green Soles.
C. Xoa slide cudi

21. Thuc hién thao tac: Hién thi Slide Master ma khéng hién thi Handout Master va Notes Master.

22. S dung Ribbon dé ap dung &m thanh Sound Chime cho t4t ca céc slide.
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V. Access

23. Thut hién cac yéu cau sau:
a. Mg Table Customers_TA
b. Thiét Iap di liéu tai cot Country bao gom gia tri USA, cot State bao gom cac gia tri WA va CA
(thiét 1ap diéu kién loc).
Hudng dan :
MG file, mouse phai tai table Customers_TA /Open
Sau do, chon cot Country/bo chon Select All, chon 6 USA, chon cot State/bo chon Select All, chon 6 CA
va WA.

24. Thuc hién cac yéu cau sau:
a. M3 Queries CustomerList dudi dang Design View
b. An cot Address, City, State va Zip Code
C. Run Query
Hudng dan :
Mo file, mouse phai tai query CustomerList/Design View
Bo déu check tai field Address, City, State va Zip code.

Chon céng cu Run.

25. Thuc hién cac yéu cau sau:
a. Md& Report Customers_by_Country & ché do Print Preview
b. Tiép tuc thay déi layout: Landscape (gidy ngang), 2 cdt (Column) va in no.
Huéng dan :
Ma file, mouse phai tai report Customers_by_Country /Open
Chon View/Print Preview ...

26. Mg tap tin 06.accdb va thuc hién cac yéu cau sau:
a. Md& Customers_by_Country Report  dang Design View
b. Thay d6i dinh dang clia trudng Country thanh in dadm (Bold) va mau chi (Font Color) la Red
Standard Color
c. Chuyén vé dang Print Preview
Hu'éng dan :
Ma file, mouse phai tai report Customers_by_Country /Open. Sau do, chon Viewy/Design View
Sau do, chon field Country, thé Format, chon in dam va mau do. Sau dod, chon View/Print Preview

27. Mg tap tin 07.accdb va thuc hién cac yéu cau sau:
a. Md& Customer List Report dudi dang Layout View
b. Dinh dang cac tiéu dé c6t thanh in dam va gach chan (Bold va Underline)
c. Chuyén vé dang Print Preview
Huéng dan :
Mo file, mouse phai tai report CustomersList /LayOut View
Chon tiéu dé cac cot, chon thé Format, chon in dam, gach dudi
Sau do, chon thé Designy/View,/Print Preview




