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Bai 2: Con hdy néi ddp dn diing?

Modify the whole document so
the left and right margins are ﬁﬁ?
1.27 (3.048cm).

entire document that is a solid
line, 1 > pt wide.

pply a Box border around the Tﬁ?

Insert a Continuous Section{
Break before the heading Sﬁ?
Affordable Pricing. <

Simultaneously replace all
text, climbing with crawling.

below the Bicycle Advantages heading
with the graphic Bike Rider.png

e '

Apply the Basic (Elegant) style

Replace the bullets for all of the points $
set the document é

' .

%
w
w

Apply the Strong font style to the
four list items Vision, Reliability,
Adaptability, and Family.

e i

Change the bullets of the first list <
to a solid circle to match the i{?
other list. <

””"}

Display the paragraph marks Sﬁ?
on the document.

T Y

Cheén ‘dci'u ngat doan trude
tiéu de Affordable Pricing.

Thay thé tdt cd cdc ligt ké nim bén
diwrci tiéu de Bicyele Advantages
thanh anh Bike Rider.png

Hiéu chinh lé trang van ban
voi lé Trdi va phai la 1.27

Dat phong cach van ban la
Basic (Elegant)

van ban voi kiéu dwong thiang va
do day vien la 1 V2 pt

Thay thé tat ca van ban
climbing thanh crawling

Thay doi liét ké cua cot dau tién
thanh cham tron dé giong voi
cot khdc.

Hién thi ddu ngﬁ;r doan
cho tép van ban.

Dat kiéu Strong cho 4 dé e
Vision, Reliability, Family and
Adaptability
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Bai 4: Con hay chon thir tw thuc hién cdac buoc?

1. Apply a yellow highlight to the heading Pre-requisites

-7 ke

ol
©
2. Apply the Gallery theme to the document.

of

o

3. Change the Subject property of the document to Desktop Support.




4, Display the paragraph marks on the document.

o@D
o@D

5. Add an Automatic Table 2 table of contents on the second page
replacing the text "<Insert Table of Contents Here>"

o@D
o

6. Change the numbered list below the heading "What is Regular
Maintenance" to numbers 1 through 5.

QD
oGl
o
o

7. Change the style of the list text General Appearance, Trunk, and Crown to
Heading 3.




8. Inserta Column Break just before the last bullet item,
Branches should not grow in clusters ...

Ll

o
9. Save the documentin the .pdf file format with the name Camp Flyer.
oL

©

10. Configure Word to replace future typed abbreviations, UT with Utah.




Bai 5: Con hay chon dap an dung

o 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

o Apply a box border to the document with a width of 4 pts and
a color of Green?

Ap dung dinh dang chdi d@ tai liéu mau Green
Dbat dudng vién trang van ban do day 4pts va mau vién Green
Thém hinh md va dinh dang chi Green cho tai liéu

X06a bo ap dung dudng vién trang cho tai liéu do day 4pts

O Add the text 7én HS - 10A... watermark to the Background document

Desgin -> Watermark File -> Option -> Watermark

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

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

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

o Change the Subject property of the document to |

Home -> Info -> Properties File -> Info -> F

File -> Option -> Properties



ODisplay the paragraph marks on the document

=K

o 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

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

o Create 2 columns using the text Fishing Derby a Success ... local
fish enhancement?

Desgin ->Columns->Two Layout ->Columns ->Two

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

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

¥ | X | B | %

oRemt::aw-: all of the Document Properties and Personal
Information from the flyer?

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

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




o‘Increase the font size of the document one level?

Alla| 2l] 9

o Change the bullets of the first list to a solid circle to match
the other list?

L— g —

2 — v

111
4
L
|
4
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o Set the line spacing of the list to 1.0?

= =|=[iz-|| &

o Decrease the list level of the text Date: Next Saturday ...
Cost: $15?

i
i

21| 9T

c Change the Status property of the document to Draft?
Desgin -> Info -> Properties File -> Info -> Properties

Layout -> Info -> Properties Home -> Info -> Properties

o Save the document in the .pdf file format with the name Camp Flyer?
File -> Export View -> Export

File -> Option File -> Ir




