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Con hay chon cac dap an ding?
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BAI 2 - THE FILE
Con hay kéo cdc chirc nang va tha ung voi y nghia cua chiing?

Lwu bai véi Thiét lap Lwu bai véi
M& bai mai tén hién tai tuy chon tén mai

Dat mat khau Thu6c tinh N M¢é bai
mé tép & d3 Iru

Pat mat khau Ki€m tra kha Xoa bo thong
chinh stra tép nang tiép can tin ca nhan




BAI 3 - SAP XEP THAO TAC

1) Save the document into the Test folder in the .pdf file format with the
name Mos.

2) Replace the bullets for the text “How are... "with the graphic Hot.png.

3) In the file properties, add “Course” as Tags.

4) Remove all of the Document Properties and Personal Information of the

document. Leave all other hidden properties.

5) Copy the formatting header “Contact” and apply it to the text “Desktop”

6) Modify Save options, Save AutoRecover information every 1 minutes.

7) Limit edting in this document. Allow only this type of editing in the
document Tracked changes, Password: “2”
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BAI 4 - CHON PAP AN PUNG

Thao tac nao dé dat thudc tinh cho tép (Properties)?
File > Info - Properties Home - Properties
File = Option = Properties View = Properties
Thao tac File > Option ding dé?

Pat thudc tinh M& File

Luu bai Thiét 1ap tuy chon

Biéu tugng tuong (rng véi chirc ndng Font style: Italic

B | I|| U)abe

Pé tim kiém cum tir nao dé ban nhan té hgp phim?

Ctrl + C Ctrl + F

Ctrl +V Ctrl + H

Pé thay thé tat ca cac tir GF thanh Greenfield School ban nhan
to hop phim?

Ctrl + C Ctrl + F

Ctrl + V Ctrl + H
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Chirc nang Format Painter (Sao chép dinh dang) rng véi biéu

tuong nao?
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Biéu tu'dng 'ng vdi yéu cau sau: Remove formatting from the
text, "Windows, Linux, and Macintosh operating systems”.
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Y nghia ctia thao tac: Chon vén ban - Home - Bullets

Sao chép

Tao liét ké

Biéu tugng cua chirc ning Numbering?

MG bai

< 4

B —
B
-—

1_
d— o

Panh s6 th(r tu

Biéu tu'gng ('ng vdi yéu ciu sau: Apply a yellow highlight to the

heading Pre — requisites
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Biéu tu'dgng (rng vdi yéu cau: Set the line spacing to 1.5 line for the

entire document.
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