BAI TAP 02B
Bai tap bam theo Bai 2: Cheén va dinh dang van ban, doan van va section (tiét 11-22) cua
phdn phéi chwong trinh MOS Word 10.

Yéu cau: Hoc sinh tao thu muc Lop HoTen tai 6 Z:\ dé luu bai tap. S6 tiét tvong tmg
trong phan phdi chuong trinh dugc ghi & cudi mdi cau.

1. M¢ tép Data Baithuchanh 02B.docx. Chen ky tu dac bi¢t (Symbol) hinh ng6i sao [
vao ngay sau dong tiéu dé& “Cau lac bd Tin hoc”. (Tiét 11)

2. Dung Find and Replace, bat tiy chon Match case dé thay tat ca cac tir “CLB” thanh
“Cau lac bo™. (Tiét 12)

3. Binh dang dong tiéu dé: font Cambria, ¢& chir 20, mau Blue, Accent 1, hiéu ung chir
Shadow; dung Format Painter chép dinh dang d6 cho hai tiéu dé “Cac nhom chuyén
mon” va “Lich sinh hoat”. (Tiét 13)

4. Can déu hai bén (Justify) cho tit ca doan noi dung; thut dong dau (First line) 1 cm;
gian dong (Line spacing) 1.15; khoang cach sau doan (Spacing After) 6 pt. (Tiét 14)

5. Tao mot Character Style tén TenCLB (ch@t ddm, mau Orange, Accent 2) va ap dung
cho tt ca cac cum tir “Céu lac bd Tin hoc”. (Tiét 17)

6. Tao mot Paragraph Style tén MucNho dua trén Heading 2 (font Calibri, c¢& 13, mau
Blue, Accent 1, cach trén 12 pt) rdi 4p dung cho ba tiéu dé trong bai. (Tiét 18)

7. Dung Clear All Formatting cho doan cudi cung cta vin ban, sau d6 dinh dang lai
doan nay theo kiéu Normal. (Tiét 19)

8. Chia phén “Cac nhom chuyén mon” thanh 2 cot, c6 duong ké gitia hai cot (Line
between); chén Column Break dé doan “Nhom Vin phong” bat dau ¢ dau cot thir hai.
(Tiét 20)

9. Chén Page Break ngay truéc tiéu dé “Lich sinh hoat” dé phan nay bat dau ¢ mot
trang mai. (Tiét 20)

10. Chén Section Break (Next Page) ngay trudc tidu dé “Dang ky tham gia”; dit riéng
cho section nay huéng gidy Landscape va 1¢ trang kiéu Narrow. (Tiét 21)

11. Chén sb trang & cudi trang va cho sO trang cua section cudi bat dau lai tir 1 (Format
Page Numbers — Start at 1). (Tiét 21)

12. Luu vin ban voi tén Baithuchanh 02B.docx, xuat ban thanh Baithuchanh 02B.pdf
va ddi chiéu véi Baithuchanh 02B Result.pdf. (Tiét 22)

Tép di kém: Data_Baithuchanh_02B.docx (van bdn goc), Baithuchanh_02B_Result.pdf
(két qua mau).
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