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Microsoft Word

1. MG tap tin 01.docx, cho hién thij tat c& cac Paragraph Mark.
Hudng dan :
Mg file, chon thé Home, chon céng cu Show/Hide

2. M4 tép tin 02.docx, st dung email trong Word dé gui tap tin dudi dang docx dinh kém vé dia chi
taylor@tolano.com vdi ndi dung:
Dear Mr. Taylor,
Id like to send you the Haunted Tours Reference.
Best regards,

Hudng dan : Md file, chon thé File/Save & Send, chon Send as Attachment. Sau dé nhép dia chi mail,
nhap ndi dung va chon nut Send.

3. M& tép tin 03.docx, st dung email trong Word dé gui tap tin dudi dang PDF dinh kém vé dia chi
taylor@tolano.com vdi n6i dung :
Dear Mr. Taylor,
Id like to send you the Haunted Tours Reference.
Best regards,

Huéng dan :

Ma file, chon thé File/Save & Send, chon Send as PDF. Sau do nhdp dia chi mail, nhap ndi dung va
chon nut Send.

4. MG tap tin 04.docx, thuc hién in tai liéu thanh 5 ban, sif dung may in mdc dinh.
Hudng dan :
Mo file, chon thé File/Print, muc Copies chon 5. Chon nut Print,

5. MG& tap tin 05.docx va thuc hién cac yéu cau sau:
*TU doan Tolano.....for participation:
a. Thiét 1ap Space Before thanh 12 pt.
b. Thay d6i khoang cach gitra cic dong trong doan la 6pt.
*Cudi cung, diéu chinh thut [€ cho dong dau tién cua doan thur 1, 2, 3 (First Line Indent) la 0.5”
(1.27 cm)
Huéng dan : Md file, chon khéi doan, chon céng cu Line and Paragraph Spacing, chon Line Spacing
Options...:
=> muc Spacing, tai Before tang Ién 12pt.
=> muc Line spacing chon Exactly 13 6.
Cudi cung: Chon cdc doan van ban thu' 1,2,3, ma hop thoai nhom Paragraph, muc
Indentation, tai Special, chon First Line la 0.5.

6. MG tap tin 06.docx, thuc hiéc cac thao tac sau:
a. Ap dung Heading 1 style cho cac tiéu dé New York, Cape Town, Toronto, London, Tokyo
va Sydney.



mailto:taylor@tolano.com
mailto:taylor@tolano.com

Hdan_Thwc hanh_Module02_Word Update 8/31/2018 11:18:14

b. Thiét Iap ndi dung van ban tir New York ... acolby@tolano.com thanh 2 c6t cé dudng
phan cach gilra cac cot (Line between).
Hudng dan :
Moa file, chon khéi cdc tiéu dé, chon style Heading 1. Sau do chon khdi tu’ New York, chon Page
LayOut/Column/More Column, chon 2 cdt, danh déu Line Between.

7. MG tap tin 07.docx, thuc hién cac thao tac sau:
a. Chuyén cac dong van ban-text tir Popular Tours dén dong cubi cling clia cdt dir liéu 2008
thanh bang-Table.
Thuc hién tron 6 (Merge cell) dong 1 va dong 2 & tat ca cac cot.
Chinh dinh dang canh gitra (Align Center) tat ca cac 6 vira tron
Chen 1 dong mdi vao bang vdi vi tri trén dong Haunted Sites.

Qoo

Huéng dan :
Ma file, chon khdi, chon thé Insert/Table/Conver Text to Table/OK. Chon khdi tung cap 6 cua 2
dong, chon Merge Cells. Chon khbi dong mdi tron, chon céng cu canh giiia 6 Align Center. Sau
do dat con tro tai dong Haunted Sites, chon céng cu Insert Above.

8. Mg tap tin 08.docx va thuc hién cac thao tac sau:
a. Chuyén cac dong van ban text tir Popular Tours dén dong cudi cling cla cdt dir liéu
2008 thanh bang Table.
b. Thuc hién tron 6 tai dong 1 tir cot 2011 dén 2008 thanh mot 6 duy nhat va nhap van ban
vGi ndi dung "Over Years"
c. Thuc hién tach 6 (Split cell) cho cét Popular Tours thanh 2 c6t nhung khong chon
Merge cells before split
Merge dong 1 va 2 cho cOt 1 va 2
O cot méi thir 2 thém vao tiéu dé "Number of Days", 4,5, 4, 3, 5, 4, 4
. Canh [é cac tiéu dé thanh Align Center
Huéng dan :
Ma file, chon khdi, chon thé Insert/Table/Conver Text to Table/OK. Sau do chon khoi cac 6 dong
1, chon Merge Cells, gé ndi dung. Sau do chon khoi dong 1 Popular Tours, chon cong cu Split
cells, bo déu check Merge cell before split, OK. Sau do chon dong 1,2 cua cot 1,2, chon Merge
Cells. Sau do nhdp dir liéu cho cét 2, chon khobi Table, chon AutoFit/Autofit Content. Sau do dat
con tro tai 6 tiéu dé, chon coéng cu canh giiia 6 Align Center.

"o Q

9. MG tap tin 09.docx va thuc hién cac thao tac sau:
a. Xoda cot thir hai Number of Days cua bang
b. Hiéu chinh d6 rong cua c6t theo AutoFit Window
c. Chuyén bang thanh van ban-text véi ddu phan cach (separate text) 1a ddu Tab
Huéng dan :
Mo file, dat con tro cot 2, chon LayOut/Delete/Delete Column. Sau do chon khéi Table, chon
AutoFit/Autofit Window. Sau do chon Convert to Text, chon Tabs, OK

10. M@ tap tin 10.docx va thuc hién cac yéu cau sau:
a. Danh sb trang & dau trang theo mau Plain Number 3
b. Thay d6i dang s6 trang thanh Page X of Y
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Hudng dan : Md file, chon thé Insert, chon céng cu Page Number/Top of Page, chon mau Plain
Number 3. Sau do chon khdi s6 trang, chon cong cu Current Position, chon muc Page X of Y,
chon mau Bold Number (Page 1 of 1), chon céng cu Close Header and Footer.

11. M@ tap tin 11.docx, thuc hién cac yéu cau sau:
a. M@ Header & ché do hiéu chinh (Edit mode)
b. Hiéu chinh tiéu dé thanh Haunted Advanture Tours 2016.
Huéng dan : MG file, mouse phéi tai Header, chon Edit Header. Suia lai Header theo méu, chon Close
Hearder and Footer tool.

12. M@ tap tin 12.docx, thuc hién cac yéu cau sau:
a. Thay ddi hudng trang trong van ban thanh Landscape.

Hudng dan :

Ma file, chon thé Page Layout,chon céng cu Orientation/Landscape.
13. M@ tap tin 13.docx, thuc hién thao tac khda bao vé van ban loai Track Changes véi méat khau ABC123.
Hudng dan :

Mo file, chon thé Review, Restrict Editing.

Muc s6'2: danh déu checkbox M Allow Only ...., chon Tracked Changes.

Muc s6°3: nut Yes, Start Enforcing Protection, nhdp mét khdu =>OK.

14. M@ tap tin 14.docx va thuc hién yéu cau sau:

e Tl chdi tat ca thay d6i trong tai liéu chi vSi mot thao tac duy nhét.
Hudng dan :

Md file, chon thé Review, chon Reject, chon Reject all change in Document, sau do luu file
15. M4 tai liéu 15.docx va thuc hién cac yéu cau sau:

a. Chuyén déi dan vi trén thudc do thanh Inches.

Hu'éng dan :

Md file, chon thé File/Options/Advanced, chon muc Display:

->Show measurements in units of: chon Inches.

Word Options { # i:hJ

Display
Language
[ Advanced | Show this number of Recent Documents: 25 —| =
= Show measurements in units of: Inches E‘

Customize Ribbon
Style area pane width in Draft and Outline views: |1.3"

Quick Access Toolbar =)
- || 4 1} 3

o] [mcamein)




