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ply the style “Shaded” to the whole document.

. Apply the Gold, Accent 3, Lighter 80% as the backimund color of the Page.

3. In the “Test 5” section, start the lists numbered at “20”

4. Apply a theme to a document with Jon.

5. The heading “Good Luck”, apply the Fill: Dark Red, Accent color 1;
Shadow effect to the text.

6. Add a 3pt Blue Box page border to the whole document

7. In the “MOS 2019” section, text to a bulleted list. Use the symbol
from the Webdings font and character code “66".

8. Add the text Tén HS - Lép watermark to th

¢ Backiround document

9. In the "Greenfield" section, copy the formatting of first paragraph

and apply it to the second paragraih.

v

10. Apply the Heading 1 style to the paragraph after the "Smile" headi
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Con hay chon dap an d’(g

*’I In the file properties, add "Beautifu/”as Tags.?
File > Info - Properties File - Option > Properties
Home - Properties View - Properties

ﬁ Replace the bullets for the text "7he dity... one” with the graphic

Examb.png
==

ﬁ Modify the Word Options to not print in background
File > Info - Properties File = Option
Home - Options View - Properties

Use the Go To feature to navigate to the Sites bookmark and delete
both the heading and paragraph starting at where to find...?

Ctrl + C Ctrl + G Ctrl + F Ctrl + H

Check the document for accessibility issues. For the first picture that
is missing alternative text, add the text Exam 5?

File -> Protect -> Check issues Accessibility
File -> Info -> Option -> Check issues Accessibility
File -> Info -> Check for issues -> Check Accessibility

File -> Option -> Check for issues -> Check Accessibility

In the “‘MOS 2019" section, Apply the text effect Small Capﬂhe Two
paragraph? &
~ Ctrl + D Ctrl + V Ctrl + F &m +9
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Add the text 7én HS — Ldp... watermark to the Background
document

Design -> Watermark -> Custom...-> Text: Tén HS — Lép
Home -> Watermark -> Custom...-> Text: Tén HS — L&p
Design -> Watermark -> Text: Tén HS — L&p

File -> Watermark -> Custom...-> Text: Tén HS — L3p

Below the "WHICH”heading, format the paragraphs as the numbered
list that has a parenthesis after the number
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ﬁ Increase the bulleted list of the "VietNam Airlines”item by one level.
Home -> Bullets -> Change List Level
File -> Bullets -> Change List Level
Design -> Bullets -> Change List Level

Home -> Numbering -> Change List Level

ﬁ In the "Happy Shool” section, change the line spacing of the last two
paragraph to exactly 24 pt.
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Apply the style Minimalist to the whole document? w
__ Desgin > Page Border Desgin = Themes o @

¢ Desgin = Style Set Desgin - Page Color
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sﬁ“\'\—{Cl:m hay dich cau sau: Apply a style the text “Life is a
progress " with the Heading 1 style.

Ap dung tly chon cho vdn ban “Life is a progress”
bat style Heading 1 cho van ban “Life is a progress”
Dinh dang chir nghiéng cho van ban “Life is a progress”

Dat thudc tinh cho van ban “Life is a progress”

Bénh dau la phién ban cudi cung con thuc hién
File --> Option --> Protect Document -> Mark as Final
File --> Info --> Protect Document -> Mark as Final
Home -> Option --> Protect Document -> Mark as Final

Home --> Option --> Mark as Final

ﬁCon hay dich cau sau: Modify Style Heading 1 with Font size: 16
Dinh dang ¢ chir 16 cho van ban
Chinh sira style Heading 1 vai ¢ chir 16
Chinh stra toan b0 bai vdi cd chir 16
Thay déi ¢& chi 16

Add a 3pt Dark Red, Accent 1 Box page border to the whole
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