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Microsoft Excel

1. M tap tin 01_Inventory to Sort.xIsx va luu tap tin theo yéu cau sau:
a. Excel 97-2003 Workbook.
b. Luu dudi dang CSV (Comma Delimited).
Huwéng dan :
Mo file, chon the File/Save As/Save As Type: Excel 97-2003 Workbook, chon nat
Save As.
Sau do chon thé File/Save As/ Save As Type: CSV (Comma Delimited), chon nat
Save As/OK/Yes

2. Mo tap tin 02_Tour Prices.xlsx va thyuc hién c4c yéu cau sau trén trang tinh 2011-New:
a. Tai 6 C4 (Tour) thém Comment mai vai ngi dung Including Discount
b. Sao chép Comment nay sang 6 E4 (Hotel).
Huéng dan :
Mo file, chon 6 C4, chon the Review/New Comment, gb ngi dung.
Sau do chon 6 C4, mouse phai chon Copy, chon 6 E4, chon Home/Paste/Paste

Special, chon .Comment/OK

3. M& tap tin 03_Balance Sheet.xIsx va sir dung email trong Excel dé gui tap tin dudi
dang .XPS dinh kém vé dia chi acolby@tolano.com
Huoéng dan :
Mo file, chon thé File/Save & Send, chon Send as XPS, gé dia chi email, chon nat
Send.

4. M¢ tap tin 04_Tour Prices.xIsx va thuc hién cac yéu cau sau:
a. Ap dung dinh dang Currency $ English (US) cho cac cét Tour, Flight, Hotel,
Misc.
b. Binh lai dé rong cot B_Column Width la 15
c. Sur dung AutoSum dé tinh tong cho céac cét Tour, Flight, Hotel, Misc.
. Cai dat cbng thic tai cac 6 C17, C18, C19.
Huéng dan :
Mo file, chon khai cac cét, chon nhém Number/Currency.
Chon bién cot B, vao Home, nhom Cells, Format/Column Width...
Tiép do, dat con tro tai 6 C16, chon AutoSum, Enter.
Cudi cting, dung ham tinh toan theo yéu cau.
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5. Mo tap tin 05 TEC Employee List.xIsx va thuc hién cac yéu cau sau:
a. Binh dang cung mét liic do rong Cac cot theo do dai ngi dung_AutoFit
Column Width.
b. Ap dung dinh dang Format as Table kiéu Table Style Medium 5 cho bdng
dir liéu
Huéng dan :
Mg file, nhan <Ctrl+A> chon toan bg bang tinh, vao Home, nhém Cells, chon
Format/Autofit Column Width.
Sau dé chon khai viing di lidu, chon Format as Table, chon mdu Table Style
Medium 5

6. Ma tap tin 06_Personal Movie Inventory List.xIsx va thuc hién cac yéu cau sau:
a. Merge cac 6 trong vung A1:C1
b. Canh Ié Align Center cho cdc 6 tiéu dé cua bang dir li¢u
Huwéng dan :
Mo file, chon khéi tir A1:C1, click vao biéu rrongMerge & Center, chon Merge
Cells.
Chon khéi cdc 6 tiéu dé ciia bang diz liéu, nhdm Alignment, chon Center.

7. M¢ tap tin 07_Flights.xlsx va thiét 1ap ché do in Uncollated vao tap tin c6 tén 1a
Printed-Flights.
Huwong dan : Mg file, chon the 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, dat tén
Printed-Flights, OK

8. Mo tap tin 08_Flights.xlIsx va thuc hién thao tac sau:
e Thiét 1ap tly chon cho phép in dong tiéu dé va cot dau tién cua trang tinh ra
mai trang in.
Huwéng dan :
Mo file, chon theé Page Layout/nhdm Page Setup, chon Print Titles, tai Row...
chon dong 1, tai Column... chon cét A, OK.
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