Bai 1: Con hay kéo cac chirc nang va tha vao thé twong trng
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Bullets, Bold, Style, Replace, Find)
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Bai 4: Con hay chon t6 hop phim twong &ng?

Sao chép van ban

Di chuyén van ban
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Dan van ban tir bd nhé dém
ra vi tri hién tai

Tim ki@m van ban
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Thay thé van ban

Lwu bai voi tén khac
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Lwu bai véi tén hién tai
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SﬁThm tac nao dé dat thudc tinh cho tép (Properties)?

Bai 5 - Con hay chon dap an diung

File = Info - Properties File > Option - Properties
Home - Properties View - Properties
k ﬁThao tac File > Option dung dé?
bat thudc tinh Thiét 1ap tuy chon
Luu bai MG File

ﬁ Biéu tu'gng tuong (rng véi chirc nang Font style: Italic
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ﬁﬂé’ tim ki€m cum tir nao dé ban nhan té hgp phim?

Ctrl + C Ctrl + V Cul ¢ F Ctrl + H
ﬁf§l§)é’ thay thé tat ca cac tir GF thanh Greenfield School ban nha
té hgp phim?
Ctrl + C Ctrl + V Ctrl + F Ctrl + H

f'E?Chlfl‘c nang Format Painter (Sao chép dinh dang) {rng véi biéu
tugng nao?
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Biéu tu'gng ('ng vdi yéu cau sau: Remove formatting from
text, "Windows, Linux, and Macintosh operating systems”.
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i§\" nghia cua thao tac: Chon van ban - Home - Bullets

y Sao chép Tao liét ké Panh s6 thr tu MG be
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Biéu tu'gng cia chirc ning Numbering?
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ﬁ? Biéu tugng (rng vdi yéu cau sau: Apply a yellow highlight to the
heading Pre — requisites

B B g-‘-_-‘éb- aly

ﬁ Biéu tu'dng ('ng vdi yéu ciu: Set the line spacing to 1.5 line for th
ntire document.
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ﬁf§S.alu khi luu tép Word c6 phan md rong la?
XIsx pptx .docx .pas

W

usLIVEWOR




g o3

Con hay dich cau sau: Apply a style the text “Life is a progre
with the Heading 1 style.

Dat style Heading 1 cho van ban “Life is a progress”
Ap dung tly chon cho vé&n ban “Life is a progress”
Binh dang chil nghiéng cho van ban “Life is a progress”

Dat thudc tinh cho van ban “Life is a progress”
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f'}:(Exu:pt:)rt file to PDF in with name: W3B.pdf
File -> Export View -> Export

File -> Option File -> Info

ﬁbénh dau la phién ban cudi cting con thuc hién
File --> Info --> Protect Document -> Mark as Final
File --> Option --> Protect Document -> Mark as Final

Home -> Option --> Protect Document -> Mark as Final

Home --> Option --> Mark as Final
Sjkc:cm hdy dich cau sau: Modify Style Heading 1 with Font size: 1\%
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Chinh stra style Heading 1 vé&i ¢@ chir 16

Chinh stra toan b6 bai vdi ¢@ chir 16
Dinh dang c¢& chir 16 cho van ban
Thay déi c& chit 16
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Format the entire document to increase the font size b
unit

Dinh dang toan bod bai: tang cG chif Ién 1 don vi
Binh dang toan bd bai: giam c& chir I1én 1 don vi
Binh dang toan bd bai: tang c@ chir 1én 1.5 dan vi
Dinh dang toan bod bai: tang cG chir Ién 100 dadn vi
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ﬁf§Th::m tac nao thuc hién yéu cau sau: Modify Style Hea
1 with Font size: 16

Nhan chudt phai vao Heading 1 -> Modify
Nhan chudt trai vao Heading 1 -> Modify

Nhan dup chudt vao Heading 1 -> Modify
File -> Style -> Heading 1 -> Modify
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