BAI TAP 06B
Bai tdp bam theo Bai 6: Céng tdc trén tai liéu (tiét 51-54) ciia phdan phoi chuong 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. Mo t&p Data Baithuchanh 06B.docx. Chén Comment tai cum tir “4 hoc sinh can cb
ging thém” voi ndi dung: “Bo sung tén va mon can hd trg.” (Tiée 51)

2. Chén Comment th hai tai cum “bdn nhém hoc tap” vo1 ndi dung: “Ghi rd nhoém
trudng tirng nhém.” (Tiét 51)

3. Tra 10i (Reply) Comment thir nhat véi ndi dung: “Di bo sung trong phu lyc.” rdi
danh dau Resolve cho Comment nay; x6a (Delete) Comment tht hai. (Tié 51)

4. Bat Track Changes; d6i tén nguoi dung trong Word thanh Lop HoTen cta em trudc
khi chinh stra. (Tiét 52)

5. Vi Track Changes dang bat, stra “15 phat” thanh “20 phut”, thém cau “Ldop cir ban
Nguyén Minh Anh phy trach theo ddi nhom hoc tap.” vao cudi myc 3 va xéa cau noi vé
budi tham quan bao tang. (Tiét 52)

6. Lan luot xem tai liéu & cac ché do Simple Markup, All Markup, No Markup va
Original; mé& Reviewing Pane dé xem danh sach thay dbi. (Tié 52)

7. Dung Next/Previous trong nhdm Changes dé duyét ting thay d6i: chip nhan
(Accept) hai thay doi dau, tir chdi (Reject) thay d6i con lai. (Tiét 53)

8. Dung Compare — Combine dé so sanh ban gbc Data_Baithuchanh 06B.docx voi
ban em vua stra va quan sat bang liét ké khac biét. (Tiét 53)

9. Dung Restrict Editing — Allow only this type of editing: Tracked changes va dat
mat khau khoa Track Changes 1a 123456, sau d6 mo khoa lai. (Tiét 54)

10. Luu van ban véi tén Baithuchanh 06B.docx, xuat ban thanh Baithuchanh 06B.pdf
va d6i chiéu véi Baithuchanh 06B_Result.pdf. (Tiét 54)

Tép di kém: Data Baithuchanh_06B.docx (van ban goc), Baithuchanh 06B_Result.pdf
(két qua mau).
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