BO MON TIN HOC CO SO BAI THUC HANH TIN HOC CO SO

HUONG DAN THU'C HANH TIN HQC CO SO

BUOI 3
I. LY THUYET:
1. Thié’t Iap trang in imi [ DY ' Breaks ¥
. p g @ lfj [ Line Numbers ~
VaO Tab Layout 9 Page Setup Margins Orientation Size Columns Va- _
+ v = = bc Hyphenation ~
- Margins: Thiét ldp Ié gidy Page Setup &

- Orientation: Thiét Igp hwéng in
- Size: Kich thuoc cua kho giay

- Breaks: Lwa chon cdc kiéu ngdt (ngdt trang, ngdt cét bdo, ...)

Click vao nit ™ & goc duédi phai cia phin Page Setup. Cac thiét lap co

ban trong tab Margin trong bang thoai nay nhu sau: ....... » x
. K A o A N , . ,. Margins Paper Layout
- Margin: Thiét 1ap can 1€ trén, dudi, trai, Margins
14 . Top: 2em + Bottom: 2em
phai (Margin) va thiét lap hudng in. Wt e 3 men Zan
Gutter: 0cm = Gutter position: Left v

- Multiple Pages:

Eg‘ _
El

+ Normal: Ché d¢ in binh thuong. gy Lanwj
+ Mirro Margins: Ché d6 in 2 mit. e Z
+ 2 Pages per sheet: In 2 trang trén mot -
mat =
+ Book fold: In theo dang gap sach. —
2. Pinh dang Font chir ST e

% Dung Tab Home

Dong thtr nhat tir trai qua phai:
, TimesNewRo~{14 ~+| A" A Aa~ A
- Lua chon kiéu chir.
B I U-~abex, x* A-3%.A-
- Luwa chon c¢& chir.
Font

- Tang ¢ chir.

- Giam c¢0 chr.

- Thay do6i chit thuong chit hoa, click vao dau tam giac ban s& c6 céac su
lrra chon nhu sau:
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+ Sentence case: Viét hoa chir cai dau tién Ges 5

— 3

WN -

ciia mdi cau trong doan vin ban dugc chon. 8=
+ lowercase: Doi tat ca doan van ban da . Sentence case,
lya chon thanh chir in thuong.
lowercase
+ . AR LA 5 - 5 -
) UI‘JPER(EA';SE. Doi tat ca doan van ban UPPERCASE
da chon thanh chir in hoa.
o > . Capitalize Each Word
+ Capitalize Each Word: Viét hoa tat ca
tOGGLE cASE

cac chit cai dau tién cua doan vin ban duoc
chon.

+ tOGGLE cASE: Viét thuong tit ca cac chit cai dau tién va viét hoa
cac chir cai con lai trong mdi cau cta doan vin ban dugc chon.

- Clear Fomatting: Xo6a bo dinh dang. Dong thtr hai tir trai qua phai:
Dinh dang chir in dam (B).
Dinh dang chir in nghiéng (1).

- Pinh dang chir gach chan (U): Click chon biéu twong tam gidc tro
Xuéng (hinh bén) chung ta c6 cac su lua chon kiéu gach chan va chon kiéu mau
gach chan cho doan van ban dugc chon. Ngoai ra Click vao dong More

Underlines... s& hién thi thém bang thoai Font cho ban ¢4 thém lua chon.
- Binh dang gach ngang chi.
- Pinh dang chi s6 dudi (x2) va chi sb trén (XZ)
- Pinh dang kiéu chir nghé thuat.
- Text HightLight Color: T6é mau nén cho doan vin ban dugc chon
- Font Color: T6 mau chir cho doan van ban duoc chon.

s Dung hop thoai
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Click vao nat "= ¢ goc dudi phai cua Font ? X
phan Font (Ctrl+D)
Font: Font style: Size:
- Skikethrough: K¢ ngans-chit +-dongké e | s

Italic |10

Advanced

The Last Soundtrack |
. Y - |the Poison | go:g i 1;
. i old Italic |
- Double skikethrough: k¢ ngang-ehi P —
Font color: Underline style:

2 déﬂ_g_ké Automatic v (none) v

Effects
, 2 |:| Strikethrough |:| Small caps
- 1 . 1 A A |:] Double strikethrough D All caps
Superscript: Chi s0 trén (x°) Eec 5 o
|:| Subscript
Preview

- Subscript: Chi s6 dudi (x2)

Times New Roman

This is a TrueType font. This font will be used on both printer and screen.

- Small caps: Poan vin ban s& duoc chuyén
Sang Chﬁ in hoa nhé hon. Set As Default Text Effects... Cancel
- All caps: Poan van ban dugc chon chuyén sang chir IN HOA.

- Hidden: Poan van ban dugc chon s€ an di

Font ? X

. Font  Advanced
+ Tab Advanced:
Scale: 100% v
Spacing: | Normal ~| By

- Scale: Co gian chir theo lya chon %. e

[ kerning for fonts: 3 Paints and above

- Spacing ... by: Kéo gidn chir néu chon

Ligatures: None

Number spacing: | Default

Expanded, co chit néu chon Condenset.

<< <]«

Stylistic sets: Default
[J Use Contextual Alternates

Preview

- Position: dinh vi tri cho 1én trén néu chon [ e ———

|

This is a TrueType font. This font will be used on both printer and screen.

Raised. Pinh vi tri xuéng dudi néu chon Lowered.
. , . . Set As Default | | Text Effects... Cancel
Nhan Ok d€ hoan thanh, néu nhan Set As Default thi cdc dinh dang nay
s& ap dung cho tit ca cac van ban vé sau.
3. Pinh dang doan van ban. (Paragraph)
s Dung thanh cong cu:
Céc chirc nang dong thtr nhét tir trai qua phai:
- Bullets: Chen ky tu dac biét mot cach tu

dong vao dau dong caa mdi dong dau tién trong
Paragraph M

doan van ban.
- Numbering: Banh sb tht tu mot cach tu dong vao dau dong cua mdi

dong dau tién trong doan vin ban bang cac ky tu sb 1, 2, ... cac ky tu A, B,

C,... hodc cacsé lama I, IL, 1I1,... hay cac ky twa, b, c ... hay 1.1, 2.1, 3.1,...

3
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- Multilevel list: Tao danh sach danh s thir tw phan cap.

- Decrease Indent: Thut 1& trai ctia doan vin ban vé phia bén trai.

- Increase Indent: Thut 1& trai ctia vin ban vé phia bén phai.

- Sort: Sép xép theo thir tu tir A dén Z.

- Show/Hide: Hién 4n céc ky tu an.

- Align Left (Ctrl+L): Can doan van ban dugc chon theo 18 trai.

- Align Center (Ctrl+E): Can doan véan ban dugc chon vao giira.

- Align Right (Ctrl+R): Céan doan van ban duogc

chon theo 1& phai.

- Align Justify (Ctrl+]): Can déu hai bén doan vin ban dugc chon.

- Line and Paragraph Spacing: Gian dong theo nhiéu su lya chon.

- Shading: T6 mau nén doan van ban dugc chon.

- Border: Tao khung vién cho doan van ban dugc chon.

% Dung hép thoai Paragraph
Click chon ntit "# g6c dudi phai cua Paragraph.
e Indentation:
- Left: Khoang cach cach 1é trai
- Right: Khoang cach cach 1& phai
e Special:

- First line: Dat 1& trai cho cho c4c dong dau
tién cua cac doan van ban duogc chon.

- Hanging: Pit 1é trai cho c4c dong vian ban
con lai cua cac doan van ban dugc chon
con dong dau tién van duoc giit nguyén.

e Spacing:
- Before: Khoang cach doan van ban dang chon

cach doan van ban trudc

Paragraph ? X

{Indents and Spacing | Line and Page Breaks
General
Alignment: Centered v

Outline level: |Body Text 3 Collapsed by default

Indentation
Left: om £ Special: By:
Right: Om £ (none) v
[ Mirror indents
Spacing
Before: 6 pt % Line spacing: At

After: 6pt % Multiple vl 1.2

D Don't add space between paragraphs of the same style

Preview

Tabs... Set As Default Cancel

- After: Khoang cach doan van ban dang chon cach doan van ban sau

e Line Spacing: Khoang cach gilra cac dong trong doan

4. Tao Bullets And Numbering
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4.1 Tao bullets
B1: Chon vin ban mudn dinh dang danh sach.

B2: Trén tab Home, chon miii tén xuéng bén canh 1énh Bullets. Danh sach kiéu

bullet s& xudt hién.

1 Paragraph F

Di chuyén tré chudt qua cac kiéu bullet. Sau d6, chon kiéu bullet muén st dung.
4.2 Tao Numbering

B1: Chon vin ban ban mudn dinh dang.

B2: Trong tab Home, kich miii tén xudng ctia 1énh Numbering. Danh sach kiéu

sO s€ xuat hién. Di chuyén tro chuot qua tung ki€u s6. Chon kiéu mudn dung

References Mailings Review View Tell me what
AT v | A = v|i=lehio. €32 4
A A Aa ; — 53— % i- _ = ;l ﬂ AaBb
B-Y-A-E=== 1= 0-H- 1 Noi
I Paragraph I

Lwu y: Dé thay ddi kiéu cp danh sach, chon danh sach phu hop sau dé

kich Multilevel List trén thanh céng cu.

Tell me what you want to d

= AaBbCcDc  AaBbC
A~ BE== e
Current List

o

-

o
List Librs 1)
a

None (a)
L

< Change List Level »
Define New Multilevel List...
Define New List Style...
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I1. BAI TAP THUC HANH

Bai 1: Soan thao van ban va dinh dang Font chir theo viin ban sau.

PHUONG PHAP HQOC TAP O PAI HQOC

Tim ki€m - s® dyng tdi 1iguw

Tai liéu, sach v&, khéi lwong kién thirc can tiép thu &
bac Pai hoc (PH) rat dd s6. Théong thwong, & budi hoc
m& dau clda mdédn hoc, thdy c6 sé gi¢i thiéu cac quyén
sach can dung, cac quyén tham khao cho hoc phan. Ban
khéng can mua tat ca nhirng quyén sach, nhung nén hop
nhém va chia nhau mua mua day dd cac sach ma thay cé
néu ra.

LAP NHOM HQC TAP

C6 mot nhdm ban cung nhau hoc va hod tror nhau trong hoc tap, sinh hoat doi
séng sinh vién (SV) la di -Nhom hoc tap sé
gip nhau cting 6n bai khi thi, cing nhau mua tai liéu. Hoc ciing nhau c6 thé
tang su hung thua khi [én |op.

Cée viin @8 khde
Nhicu SV van than phién cich day DPH & Vict Nam vin con mang

- Khdng thé phi nhin nhung thuc

té, dd co nhitng chuong trinh, hdi nhém, cdu lc bo (CLB) tai cdc
trudng duge Bp ra d& SV trau doi va rén luyén nhitng ky ning cia
minh- O cdc trudng khdi kinh t& - xd hoi c6 CLB Doanh nghiép tré,
CLB Sinh vién ngién ciru khoa hoc,...

Vi vay, hoc 6 BH, SV can chii dong di tim va bd xung kién thirc cho minh. Nhin
lai, chia khoa thanh cdng ¢ bac PH khong ¢ d¢au xa, nd nam trong chinh ban
than nguoi SV, chinh 1a cach hoc chu dong, thai do séng tich cuc, lanh manh va
trach nhiém véi ban than minh.

“+ Huéng din:

i =y
: T ) [ Line Numbers ~
Margins Orientation Size Columns

v v = ¢ b& Hyphenation ~

Budérc 1: Chon Tab Layout - Page Setup C

1. Thiét lap 1é va kho gidy cho trang vin ban.
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Buéc 2: Click vao nit ™ & goc dudi phai ctia phan Page Setup. Thiét 1ap cac

thong sb co ban trong tab Margin:

+ Tab Margins:

- Margin: Thiét ldp 1é gidy:
+ Top: 2cm
+ Bottom: 2cm
+ Left: 3cm
+ Right: 2cm

- Orientation: Thiét Idp huéng in ciia khé

gidy

& Tab Paper: Thiét lap kho gidy A4
Budce 3: Chgn OK
2. Soan thao ndi1 dung van ban
3. Thay d6i dinh dang Font chir
Buéc 1: Chon van ban can thay doi
Budce 2: Vao Home - Chon Font (Ctrl+D)
+ Tab Font: Thay d6i font chit, ¢& chi,...
+ Tab Advanced: Thay doi khoang cach, ti 1€,

Vi tri cua van ban

Buoc 3: Chon Ok.

B I U ~abe x, X°

Page Setup ?

Margins  Paper  Layout

Margins
Top: 2m % Bottom: 2em
Left: 3em o Right: 2¢cm
Gutter: 0cm % Gutter position: | Left

Portrait  Landscape
Pages

Multiple pages: Normal v

Preview

Apply to: | This section v

et as et e

TimesNewRo ~{14 <~/ A" A Aa~

A~ A -

Font

Automatic v

Effects

[ strikethrough [ small caps
[ Double strikethrough [J All caps
[ superscript [ Hidden
[ subscript

Previe W

Times New Roman ‘

This is a TrueType font. This font will be used on both printer and screen.

SetAsDefault | | Text Effects... Cancel

A

P
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Bai 2. Soan thdo viin ban va dinh dang miu dwéi day:
GIOI THIEU VMWARE WORKSTATION
VMWare Workstation la gi?

VMWare Workstation 1a mot chuong trinh tién ich gitip cho ban cu thé:

Chay nhiéu hé diéu hanh dong thoi cung mét lic trén cac 'méay ao' khéac

nhau chi v61 1 PC binh thuong.

Chay cac 'may ao' trong cac ctra so riéng biét, giup cho ban c6 thé dé dang

chuyén d6i qua lai giita cac hé diéu hanh dang chay déng thoi.

Néu mdy ban d6 cai san 2 hé diéu hanh (hodc nhiéu hon) trén céc partition
khac nhau (dé dual boot) ban c6 thé chay dong thoi cac hé diéu hanh d6 cing mot
lic.

Cai dit thém cac hé diéu hanh (dé chay trén 'mdy 40') ma khong can phai
thay d6i cau tric partition cua dia cing.

Chia s¢ file va img dung gifta cdc 'may 4o0' va 'may chu'.

Chay céc ung dung khéach-chu, va cac irng dung Web gilta cac 'may ao' va
'may chu'.

Vesion mdi nhit ciia VMWare Workstation (bdn chinh thirc) cho dén
thoi diém téi viét bai nay la 2.0.4 (version 3.0 dang & giai doan beta). Ngoai
phién ban Workstation danh cho PC thong thuong, VMWare cling c0 thém 2

phién ban danh cho server. Cac ban c6 thé xem thém chi tiét ¢ trang cia VM Ware

(http://www.vmware.com/).
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Bai 3. Soan thio viin ban va dinh dang theo bai miu sau.

CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phic

THONG BAO

(Vé viéc tong vé sinh toan truong)

Pé ky niém Ngay Moi truong thé gidi 5/6, Poan trudng Pai hoc Nguyén
Tréi t6 chirc phat dong budi tong vé sinh toan truong nham gin gitr moi trudng
xanh — sach — dep.

No6i dung cong viéc: Lam co, phat quang bui ram, thu don rac thai, cham
soc cay xanh trong khubn vién nha truong.

- Thoi gian tién hanh: tiv 7 gio' sang thir 2 ngay 03 thdng 06 nim 2019
- Doi twong tham gia: toan thé sinh vién cdc khéa 10,11.

Ké hoach cu thé: Cac chi doan nhan phan cong cong viéc va dung cu lao
lao dong cu thé tai van phong Poan trudng.

Nha trudng dé nghi toan thé hoc sinh c6 mit ding gid va dong du, tham gia
lao dong tich cuc dé phong trao duoc thanh cong tét dep.

Ha Noi, ngay 31 thang 05 nam 2019
TM BAN GIAM HIEU
CHU TICH CONG POAN TRUONG

Da ky

NGUYEN DUY LONG
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Bai 4 : Soan thao va dinh dang doan van ban sau:
HOQC NHIEU THU TIENG NHO MAY TiNH

Transparent Language Company

Transparent Language, mot cong ty chuyén vé phan ctng day ngoai
ngit da cong bd mot san pham phan cing c6 thé day nhanh 51 thir tiéng cho
nhimg nguoi thudng di du lich hay cong tic ¢ cac nude. Pay 1a con sb ky
luc cua Transparent Language, vugt xa san pham cung loai cua héng
Learning Company (san pham nay c6 thé day duogc 31 thu tiéng).

San pham cua Transparent Language c6 thé day cac thir tiéng thong dung
nhu Anh, Hoa, Tay Ban Nha, Phap, Duec, Y, Nhat. Ngoai ra san phdm nay
c6 thé day duoc hau hét cac thir tiéng khac trén thé gidi, trong d6 c6 ca tiéng
Viét, Do Thai, Hin-di, La-tinh,...

Transparent Language da tung ra san pham nay véi gia chi ¢6 29,95YP nhung

phan cimg nay lai gitip nguoi dung nam rat nhanh cac kién thtrc cin ban vé mot
ngodn ngit. Cac chu dé day hoc cua phan cung ciing rat phong phu va gan giii véi
cudc song hang ngdy. Nguoi dung Click chudt vao cac cAu trén man hinh 1a tiéng
s& phat ra, ddng thoi man hinh ciing hién thi phan bién dich, y nghia, tir vung va
cac lién két dan t6i cac chu gidi vé ngir phap. Ngoai ra, san pham phan cting nay

cua Transparent Language cling cho phép nguoi dung 1ap mot danh muc cac tu

hay sir dung hoic céc tir khé dé tra nhanh va cho phép thu tiéng ctia hoc vién dé
ddi chiéu.
+ Huwong din:
1. Pinh dang theo cic thong so trong Paragraph: Home > Paragraph
-Poan 1: & Alignment: Justified.
- Indentation: Left, Right: 1 cm;
- Special: First line, By: 1.27cm
- Spacing: Before: 0 pt; After: 6 pt
-DPoan 2: & Alignment: Justified.
- Indentation: Left: 1 cm, Right: 0 cm;

- Special: None

10
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Spacing: Before: 0 pt; After: 6 pt

-bPoan 3: & Alignment: Justified.

Indentation: Left: 0 cm, Right: 0 cm;
Special: None
Spacing: Before: 6 pt; After: 6 pt

Line Special: 1.5 line

2. Dung chirc ning sao chép dinh dang (Format Painter) dé dinh dang cho

cac chir

Transparent Language

3. Tim nhiing tir cirng va thay thé bang tir mém.

4. Lwu bai da dinh dang

11
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Bai 5. Soan thao va dinh dang van ban sau:

CAC TAI NGUYEN CUA INTERNET

Muc dich cua phan nay la dua cho ban mét khai niém chinh xéc vé nhiing
gi Internet cung cap cho ban. Néu ban nhin trén cac tiéu dé & muc luc ¢ sau cuon

sach nay, ban s& thdy mdi cai dua trén mot hodc nhiéu nhiing tai nguyén nay.
THU PIEN TU (ELECTRONIC MAIL)

Véi tu cach mot nguoi dung Internet, ban c6 thé giri va nhan céc thong diép
t&i bat ky ai trén Internet. Hon nira, ban c6 thé 1am nhu thé véi cac hé théng thu

tin khac - nhu CompuServe hay MCI Mail - ¢ két ndi voi Internet.

Tuy nhién, thu tin khong don gian chi 14 nhiing théng diép ca nhan. Bat ky
thir gi c6 thé chta trong mot file van ban déu c6 thé duge giri: file ngudn chuong

trinh, quang cao, tap chi dién tir...

Khi ban can giri mot file nhi phan khong thé trinh bay nhu mot van ban
thong thudng - nhu trinh bién dich (compiled computer programs) hay anh do hoa
- ¢6 rat nhiéu cong cu dé ma hoa dir liéu vao trong vin ban. Tai phia bén kia,

nguoi nhan giai ma dir liéu van ban mét cach don gian ra dang ban dau cua no.

Vi vay, ban c6 thé gui thuc su bat ky kiéu dir 1iéu nao t6i bat ky ai. Hé
théng thu dién tur Internet ban than n6 1a mét truc chinh (va la dong luc ban dﬁu)

cho mang may tinh.

+ Huwong din:
1: Thiét lap 1é va kho gidy cho trang vin ban. Layout = Chon Page setup
2: Soan thao ndi dung van ban
3: Thay d6i dinh dang doan vin ban
Vao Home - Chon Paragraph. Pinh dang cac doan van ban vdi khoang
cach 1& va khoang cach doan Befor, after 14 6pt, khoang cach dong 1.5 line.
4: Luu bai

12
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Bai 6. Soan thdo va dinh dang vin bdn sau:

CONG HOA XA HOQI CHU NGHIA VIET NAM
Doc 1ap — Tw do — Hanh phuc

THONG BAO
Vé viéc ndp va bao vé ludn van khéa 23 (2017-2019)

I. NOP LUAN VAN & TOM TAT LUAN VAN:
- Han n§p va noi nQp:thir Sau ngay 14/8/2019 tai Van phong Khoa
- S0 lwong: 05 luan vin ban ctng + 05 tom tit ban cing
- Yéu cau: Luan van duoc trinh bay theo ding yéu cau vé ndi dung va hinh

thire da duoc hoc & mén Phuong phap luan nghién ctru khoa hoc; duoc in trén
kho gidy A4, mét mat, duoc dong bia mém.

II. BQ HO SO XIN BAO VE (theo miu trén website va ndp cing véi luan vin):

1) bon xip bao vé luan van cua hoc vién.

2) Giay dé nghi cho phép hoc vién bao v¢ luan van cua CBHD.

3) Ly lich khoa hoc cuia hoc vién (c6 xac nhan cua co quan).

4) Phiéu dang ky t6t nghiép.

5) Thong tin vé luan van thac si: giti mét file word vé dia chi email:

luanvan.htc@gmail.com. , ’

6) Ban sao cong chimg Bang t6t nghiép dai hoc, Giay khai sinh

7) Bién lai chiing minh da nOp Lé phi bdo vé, Lé phi gia han (néu c0).
I11. KE HOACH BAO VE LUAN VAN:

- Yé~u chu: Sa}u khi ndp luadn van va hoan thién cac yéu cau, hoc vién phai
chuan bi san sang dé€ bao vé luan van theo lich cia Khoa.

- K& hoach bao luin vin: tir ngay 14/8/2019 dén ngay 15/12/2019. Hoc
vién s€ dugc thong bao trude 07 ngay ve thoi gian va dia dieém bao v¢. Danh sach
hoc vién, thot gian va dia diém bao v¢ cling dugc dang tai trén website.

IV.NOQP LUU CHIEU: Cham nhét 1a 15 ngay sau khi bio v¢ ludn vin, hoc vién
phai chinh stra ludn vin theo yéu cau ciia Hoi dong, va nop:

- 01 ban Bao c4o chinh stra luan van c6 xac nhan caia CBHD

- 01 file word ghi ludn van hoan chinh, gii vao dia chi email:
luanvan.htc@gmail.com

- 03 lu@n van dong bia ctng, 03 tém tdt luan van va 01 dia CD luan vin

Pé nghi cac hoc vién thue hién nghiém tic thong bao nay.

Ha Noi, ngay 29 thang 5 nam 2019
TRUONG KHOA
TS. Nguyén Manh Hung
13
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Bai 7. Soan thdo va dinh dang vin bdn sau:

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc 1ap — Tuw do — Hanh phuc

Séd:  /GT

GIAY GIOI THIEU
TRUONG PAI HOC TRUNG VUONG

Kinh givi: - Ban giam ddc ngin hang Cong thwong Pong Pa
- Phong nhén sy ngan hang Cong thwong Pong Pa

Trén trong gi6i thi(u: NGUYEN DANH HOA
Chtrc vu: Sinh vién lop A4
Pon vi: Khoa tiéng Anh - Truong Pai hoc Trung Vwong
Puoc cir dén: Ngan hang Cong thwong Pong Pa - 106, Nguyén Lwong Bing,
Ha Noi
Vé viéc: Xin thue tap.
Pé nghi Quy co quan hét strc giup dd.
(Truwong Pai hoc Trung Vuwong, Vinh Phuc, Ha Noi)

Ha N¢i, ngay... thang ... nam 20...
XAC NHAN CUA KHOA T/L. HIEU TRUONG

(Paky)

14
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Bai 8: Dung chirc ning Bullets and Numbering, Border and Shading dé
dinh dang doan vian ban sau:

Y PEP LOI HAY

% Céch duy nhdt dé c6 ban bé 1a chinh bdn than minh phdi 1a mét ngueoi ban

— Emerson

% Ban 06 yéu doi khdng? Vdy ding phung phi thei gian vi chdt liéu cua cudc

song dwoc 1am bang thoi gian — Franklin.

< Thoi gian khdng do lwong bdang ndm thang ma bang nhimng gi ching

ta lam dwoc (H.Cason)

< Hay suy nghi tdt ca nhitng gi ban n6i nhung dirng n6i tdt ca nhitng gi ban
nghi — Delarme

+ Huwong din:

1.Thiét 1ap 1& va khé gidy cho trang van ban. Layout - Chon Page setup
2. Soan thao ndi dung van ban

3. Binh dang Bullets and Numbering: Home = Bullets

4. Pinh dang doan van ban: Vao Design-> Chon Page Borders.

+ Chon Borders:

- Setting: chon Box

- Style: Chon kiéu vién

I
=
Bl e
5[

uuuuuuu

+ Chon Shading: Chon mau nén. |
+ Chon Ok ==
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BO MON TIN HOC CO SO BAI THUC HANH TIN HOC CO SO

Bai 9: Dung chirc niing Bullets and Numbering va Border and Shading dé
soan cac doan sau:

CHUONG TRINH PAO TAO VAN PHONG

MICROSOFT WORD: Soan thao van ban.
MICROSOFT EXCEL: Lap bang tinh, quan 1y dir liéu.
MICROSOFT POWERPOINT: Thiét ké va trinh dién.
MICROSOFT ACCESS I: Quan tri co s& dit liéu.

TYPING: Soan thao van ban nhanh 10 ngon.

KE TOAN MAY: Sir dung phan mém ké toan.

N o o bk~ w0 DR

BO TIN HOC VAN PHONG: Word + Excel + Typing.

CHUONG TRINH PAO TAO PO HQA

\ % COREL DRAW: Che ban dién tur

«» ADOBE PHOTOSHOP: Xir Iy anh nghé thuat

© % QUARKXPRESS: Ché ban, lén trang bao, tap chi
© % AUTOCAD: V& k§ thuit

..............................................

////////////////////////////////////////////////////////////////////////////////////////////

CHUONG TRINH PAO TAO LAP TRINH

TURBO PASCAL |, Il: Lap trinh co s¢ va nang cao.
TURBO C, C++: Lép trinh ciu trac, giai thuat co ban.
VISUAL FOXPRO: Quan tri CSDL.

VISUAL BASIC: Lap trinh quan tr1 CSDL.

FOXPRO I, II: Quan tri CSDL.

P P+ P e P

MICROSOFT ACCESS II: Lap trinh quan tri CSDL.
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BO MON TIN HOC CO SO BAI THUC HANH TIN HOC CO SO

Bai 10: Dung chirc nang Bullets and Numbering trinh bay doan van ban sau:

I. PINH DANG POAN VAN

Mot doan van (paragraph) gém mot hodc nhiéu dong duogc két thuc bang
phim Enter.

1. Cac dang trinh bay doan vin bdn

First line
Hanging Indent
Left Indent
Right Indent

e o T

2. Dinh dang doan van phirc tap:
Pé dinh dang doan van phtc tap hon, sir dung 1énh Home/Paragraph:
v" Muc Alignment
v" Muc Indentation
v" Muc Special
v" Muc Spacing
v" Muc Line Spacing

Il. TRINH BAY POAN VAN BAN DANG LIET KE

1. DUNg c&c biéu twong trén thanh formatting
2. Dung menu lénh

> Lop Bulleted
» Lop Numbering

+ Huwong din:

1.Thiét 1ap 1& va kho gidy cho trang van ban. Layout > Chon Page setup
2. Soan thao ndi dung van ban

3. Pinh dang Bullets and Numbering: Home - Bullets; Numbering
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BO MON TIN HOC CO SO BAI THUC HANH TIN HOC CO SO

Bai 11: Dung chirc niing Multilevel list dé soan thao ndi dung vin ban sau.

MOT SO GIAI PHAP CHIEN LUQC KINH DOANH DICH VU VIEN
THONG INTERNET CUA TAP POAN BUU CHIiNH VIEN THONG VIET
NAM NHAM THICH UNG VOI SU CANH TRANH VA HQI NHAP
1. Quan diém va muc tiéu chién lwgc
1.1. Quan diém chién lwgc
1.2.  Muc tiéu chién luwgc
2. Dinh hwéng chién lwge kinh doanh dich vu vién théng cia Tap doan
BCVT Viét Nam dén 2020
2.1. Dinh hwong giai doan 2010 - 2015
2.1.1.Dinh huong kinh doanh dich vu vién thong
2.1.2.Dinh huong kinh doanh dich vu vo tuyén noi thi
2.2. Dinh hwong giai doan 2016 — 2020
2.2.1.Phat trién thué bao, san lwong
2.2.2.Dinh huwong phat trien dich vu
2.2.3.Dinh hwdng phat trién thi trirong
2.2.4.Dinh hudng vé gid cudce
3. Mot so giai phap thuc hién trong dinh huéng chién lwgc kinh doanh dich
vu Vién thong Internet ciia VNPT nham thich &ng véi su canh tranh va
hoi nhap
3.1. Gidi phdp 1: vé diu tw phdt trién, khai thdc mang lwéi
3.2. Gidi phap 2: gid cwoc
3.3. Gidi phdp 3: vé san pham dich vu
3.4. Gidi phdp 4: vé t6 chirc quan Iy
3.5. Gidi phdp 5: vé nguon nhén luc
3.6. Cidc nguon tai tro cho chién lwoc kinh doanh
Ha Noi, ngay...thang...nam 20...
Ngwoi xay dung gidi phap
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BO MON TIN HOC CO SO BAI THUC HANH TIN HOC CO SO

Bai 12: Dung chirc niing Multilevel list dé soan thao ndi dung vin ban sau.

NHUNG LOI KHUYEN CHUAN BI CHO KY THI

L]

(Insert/Symbol/Webdings)
1. On bai c6 chién lwoc
1.1. Nghién ctru cac dé thi cii va tap tra 101 cac cau hoi.
1.2. On mot cach hiéu qua - tap trung 1 chinh
1.3. On thuong xuyén, phan ra timg khoang thoi gian
1.4. Pé ra muc dich nhiém vu 1o rang cho mdi ky 6n
2. Gitr gin strc khoe
2.1. Duy tri tap thé duc déu din (insert/symbol/Webdings)
2.2. C6 du thoit gian nghi ngot
2.3. An va ngu day du
2.4. Nén nghi giai lao trong khi hoc.
3. Giilr dau 6c thoai mai dé di thi
3.1. Tu dong vién
3.2. Bot lo lang va ban khodn
3.3. Phai suy nghi thuc té, thira nhan nhugc diém ctia minh
3.4. Phai ty tin
4. Nhé& giup d& va ho tro
4.1. Trinh bay ro rang va chia sé cam nghi cua minh vé1 nguodi khac
4.2. Nhan su giap do cua ban be va gia dinh
4.3. Chu dong tim kiém su giup d&
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BO MON TIN HOC CO SO BAI THUC HANH TIN HOC CO SO

Bai 13: Soan thao van ban sau:

TRUONG PH KHXH&NV TP. HCM
KHOA THU VIEN - THONG TIN HQC

Tp. Ho6 Chi Minh, ngay 21 théng 7 nam 2019

THU MOI THAM GIA CUQC THI THIET KE LOGO
KHOA THU VIEN — THONG TIN HQC

Hudng dén 18 ky niém 30 nim thanh 1ap Khoa, Khoa Thu vién — Thoéng tin
hoc, truong Dai hoc Khoa hoc Xa bcf)i va Nhan van Tp. H6 Chi Miph to chirc cudc
thi thiét k& logo cho Khoa. Ban T6 chirc cudc thi kinh moi cac the hé giang vién,
sinh vién, hoc vién cua Khoa va cac t6 chire, ca nhan c6 quan tam tham gia cugce
thi theo thé 1€ sau day.
1. Déi tuwong

- Cac thé hé giang vién, sinh vién, hoc vién cua Khoa Thu vién — Thong tin
hoc, truong PH KHXH&NV TP. HCM va cac t6 churc, ca nhan c6 quan tam

- Thanh vién Ban Tb chtic va Ban Giam khao khong dugc tham gia cudc
thi

2. Yéu cau déi véi logo

- Logo phai thé hién duoc tim nhin, s ménh, muc tiéu va y nghia cua Khoa
Thu vién — Thong tin hoc, truong PH KHXH&NV, Dai hoc Quoc gia Tp. HO Chi
Minh.

- Mau sc, duong net, b cuc, y nghia phai dat dugc nhiing yéu cau vé thiét
ké logo nhu tinh biéu tuong, tinh thAm my, su doc déo, an tuong, d& ghi nho.

- Thuén loi cho viée in an, phong to, thu nho, dip ndi, gia cong duoc bang
moi chat li€u.

- Tac quyén thudc vé nguoi du thi, ngudi du thi khong duoc sao chép ¥
tudng nguoi khac.
3. Ho so du thi:

- Mbi bai duy thi phai the hién 01 mAu thiét ké 16n va 02 mau thiét ké nho
trong cung mdt kho gidy A4 (21cm x 29.7cm) nén trang, khong dong ké.

- Pinh kém mau thiét ké 1 ban tém tat y tudng sang tac mau logo.
Moi thong tin chi tiét vé cudc thi, dién thoai:083.8293828 (143); Email:
buihaphuong81l@hcmussh.edu.vn

Tran trong.
BAN TO CHUC
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