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Bai 2: Con hay dién tén goi twong rng vao 6 chir

5
000 Lo

00

% 0 s6 1: bat hwong gidy doc/ngang

%¢ 0 s6 2: Chia cot bao

% 0 s6 3: Ngit doan, ngit trang

% 0 56 4: Ditkho gidy A3, A4, A5

% 0 s6 5: Cha dé cna tai liéu

% 0 56 6: Pat phong cach cho trang van ban

% 056 7: batle gidy cho trang vian ban

% 050 8: Tén thé chira cac chirc ndng: Vién trang, mau nén cho trang

% 056 9: Tén thé chita cac chitc ning: Chia cdt béo, dit khé gidy A4
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. “B&i3: Con hay chon thie ti cic buwdc thue hién yéu ciu sau?
'Ch'a-nfg?e" the pagé orientation of this document to Portrait.
i -~ A -

2. ,Ch_angé the theme of this document to Integral.
N - . -

3. Add the watermark DRAFT 1 to all pages in the document.
N - . -

4. Replace all instances of the term snowboarder with skier.
N - . -

5. Configure Autocorrect to replace lb. with pound.
N - . -

6. Apply a 6 pt spacing before all paragraphs within this document.. - e
B - . - '

7. In the last sentence, apply a turquoise highlight to the term free.
N - . -

8. Change the margins beneath the Section Break to Wide. Do not change.

the margins above the Section Break.

I - . -
9. Apply the Heading 1 style to the text Five Steps: located above the
numbered list.

N - N -

10. Configure Word to not print in the background.

N -~ . -
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‘Bai 4: Con hdy noi cédc chirc nang twong trng hinh anh?
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Bai 5 — Con hay chon dap an diung

R¥ Apply the Back & White (Numbered) style to the document?
Home -> Style Sets -> Back & White (Numbered)
Desgin -> Style Sets -> Back & White (Numbered)
File -> Style Sets -> Back & White (Numbered)
Design -> Back & White (Numbered) -> Style Sets

& Apply a box border to the document with a width of 4 pts and
a color of Green?
Ap dung dinh dang chu @@ tai liéu mau Green
Pat dudng vién trang van ban dé day 4pts va mau vién Green
Thém hinh md va dinh dang chif Green cho tai liéu
X06a bo ap dung dudng vién trang cho tai liéu do day 4pts

*Add the text 7én HS — Ldp... watermark to the Background document
Desgin -> Watermark File -> Option -> Watermark

Home -> Info -> Watermark Design -> Info -> Watermark

B Apply the Green as the background color of the Page?
Desgin -> Watermark->Green Desgin -> Themes -> Green

Desgin -> Page Color -> Green Desgin -> Style Sets -> Green

B Change the Subject property of the document to Desktop Support
Home -> Info -> Properties File -> Info -> Properties

File -> Option -> Properties Home->Info->Option -> Properties

& Display the paragraph marks on the document

==K
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ﬁ Change the bullets of the first list to a solid circle to match the

other list?

M — — A —
Iﬂ" = ¥ 2= d =

N— % — i-

“ Insert a Continuous Section Break on page 2 just before the
heading Affordable Pricing?
Desgin -> Break -> Continuous = Home -> Break -> Continuous

File -> Break -> Continuous Layout -> Break -> Continuous

L Simultaneously replace all text, c/imbing with crawling.
Ctrl + C Ctrl + V Ctrl + F Ctrl + H

ﬂCreate 2 columns using the text Fishing Derby a Success ... local
fish enhancement?
Desgin ->Columns->Two Layout ->Columns ->Two

Home->Columns->Two File->Columns->Two

“ Remove all formatting from the endnote As per ... 101-12-37(b)

¥ | X Bz | fe

*Remove all of the Document Properties and Personal
Information from the flyer?

Desgin -> Info -> Inspect Document File -> Info -> Inspect Document

Layout -> Info -> Inspect Document Home -> Info -> Inspect Document

ﬂ Increase the font size of the document one level?

Alla |l z4|9
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*Con dich .yéu cau sau? Apply a Shadow border to the
document with a width of 3 pts and a color of Blue
Ap dung dinh dang toan bai van ban c& chif 3pts va mau chir la mau Blue
X6a bo ap dung dudng vién trang cho tai liéu dé day 3pts va mau dudng vién Blue
Thém hinh md& va dinh dang chir Green cho tai liéu
Ap dung dudng vién trang cho tai liéu dd day 3pts va mau dudng vién Blue

B¥Add the text "Greenfield" watermark to the Background

document . Con thu'c hién yéu cau trén?

Home -> Watermark -> Custom Watermark -> Greenfield

Design -> Watermark -> Custom Watermark -> Greenfield

File -> Option -> Watermark -> Custom Watermark ->Greenfield

Design -> Info -> Watermark -> Custom Watermark -> Greenfield

*Change the list that begins with “1.Market performance...”,

modify the list to start numbering at"91”. Dich yéu causau?
Panh s6 tu dong bt dau bang 1

Thay ddi danh sach déanh s6 tu dong tir 1 sira ddi bat dau bang 91

Thay d6i danh sach danh sd tu dong tur 91stra déi bat dau bang 1

Thay ddi danh sach danh s6 tu ddng tir 99

*Display the paragraph marks on the document
K| 249

*Modify Save options, Save AutoRecover information every 3

minutes. Thao tac yéu cau va dich yéu cau?

File --> Info --> Save; Stra doi tly chon luu bai c 3 phut tu déng luu
File --> Save; Sira ddi tly chon luu bai e 3 phit tu dong luu

File --> Option --> Save; Stra doi tly chon luu bai cif 3 phit tu dong luu
File --> Option --> Info; Stra d6i tuy chon luu bai cf 3 phit tu déng luu
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LS Set the line spacing of the list to double?

—Th === "|":1|r ':H;'

= === 7| &2

B Change the Status property of the document to Draft?
Desgin -> Info -> Properties File -> Info -> Properties
Layout -> Info -> Properties Home -> Info -> Properties

ﬁSave the document in the .pdf file format with the name Camp Flyer?
File -> Export View -> Export
File -> Option File -> Info

ﬁApply a Text Effect Gradient Fill Gray Format to the heading
" Overview "”. Thuc hién yéu cau sau?
Chon van ban Overview --> Thé Format--> Text Effect
Chon van ban Overview--> Thé File --> Text Effect
Chon van ban Overview --> Thé Home --> Text Effect
Chon van ban Overview --> Thé Design --> Text Effect

* Decrease the list level of the text Date: Next Saturday ... Cost: $15?
=
=0 4|l

“Create 2 columns using the text "Fishing Derby a Success ... local fish

il
i

enhancement”. Make the columns 2.85" (7.24 cm) wide.
Chon van ban -> Layout -> Columns -> More Columns -> chon 2 cot; do rong cot.
Chon van ban -> Design -> Columns -> More Columns -> chon 2 c6t; do rong cot.
Chon van ban -> Home-> Columns -> More Columns -> chon 2 cot; dd rong cot.

Chon van ban -> Insert -> Columns -> More Columns -> chon 2 c6t; d6 rong cot.
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