Bai tip thuc hanh Microsoft Word

BAI TAP MICROSOFT WORD

Chwong 1: Lam quen véi Microsoft Word

Bai 1: Tim hiéu vé Microsoft

a) Khoi dong Microsoft Word: Quan sit, di chuyén qua cdc tab trén thanh Ribbon -> kich
vao Office Button va chon Word Options -> d€ thiét 1ap mét s6 thong s6 nhu: don vi do,
hién thi khung, dat mac dinh luu tai liéu ¢ dinh dang Word 97-2003, ....

b) Tao mét t€p mdi, khong can soan thao ndi dung hay
o Ghi van ban voéi tén “Vidu_1": theo dinh dang Word 97-2003
o Strdung hdp thoai “Save As” luu file nay sang dinh dang Word 2007 (docx)

¢) Quan sat va thir thay d6i cdc cdch hién thi, di chuyén tai liéu
Chwong 2: Soan thao va trinh bay théng tin

Bai 2: Luyén tap xtr ly font chiv

Microsoft Word 12 mét chwong trinh ndm trong bd phidn mém van phong MS Office cia
Microsoft xtr 1y van ban, ngoai cac chirc nang gilip nguodi st dung gd nhanh va ding mét véan ban,
n6 con cho phép chiing ta dé dang cheén céc ky tu dic biét vio vin ban nhu “ © ® [ & < VB
&= @ e ©% & #“ lam cho vin ban phong phi hon.

Ngudi soan thao ¢ thé nhap vin ban ¢ dang chir thudng hodc CHU IN dé roi sau d6 c6 thé
d6i sang mot kiéu chir thich hop. Cac 1énh thuong ding trong van ban c6 thé trinh bay nhanh
nho biéu tuong B (Bold) dé tao chir dam, I (Italic) dé tao chir nghiéng, U (Underline) dé tao ra
chir gach duéi, hay két hop cd ba.

Ngoai ra con c6 cédc tuy chon khac cau ky hon phai vao Home/Font dé trinh bay. Vi du, ¢
myc Underhne style co nhleu lua chon Words Onlv chi gach dudi cho tung chu mot Gach

1énh Superscript V& subeript 21UP chiing ta tao du:oc mot biéu thirc don glan co dang nhu: alX + b1Y

0, tir cdch g6 chir thudng c6 thé ddi sang dang CHU IN hoic CHU CO KICH THUGC NHO
HQNNnho vao 1énh ALL CAPS hoic SMALL CAPS. Khoang céch giita céc ky tu c6 thé thay
doi dé dang nho dung céc I¢nh trong Spacing:

Normal Trung tam tin hoc
Expanded Trung tam tin hoc
Condensed Trung tam tin hoc

Cic font chir tiéng Viét thuong duoc ding trong vin ban:
Times New Roman, Normal, Italic, Bold, Bold Italic
Arial, Normal, ltalic, Bold, Bold ltalic
Verdana, Normal, Italic, Bold, Bold Italic
Tahoma, Normal, Italic, Bold, Bold Italic
Courier New,Normal,Italic, Bold, Bold Italic
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Bai 3: Tim kiém va thay thé
a) Tim kiém cdc tir “Microsoft” trong doan van ban da soan ¢ Bai 1
b) Thay thé tir “Microsoft” bang “MS”

Bai 4: Thwe hanh dinh dang doan van ban Paragraph
Nhdp va dinh dang cdc doan van ban bai tho nhw sau:

Qué huang la chum khé ngot
Cho con treo hai moi ngay
Qué hirong la con diéu biét
Tuéi tho con thd trén dong
Qué hwong la cau tre nhé
Me vé nén la nghiéng che
Qué hudng moi ngudi chi mot
Nhu la chi mot me thoi

Bai 5: Dung chirc nang Bullets and Numbering

Diing chitc nang Bullets and Numbering dé trinh bay cdc doan vin ban sau:

I. Cac thao tac cin ban
1. Khéi dong Microsoft Word va céc thanh phan ctia man hinh
2. Cé4ch st dung cic thanh cong cu (ToolBars)
3. Céch st dung cac thuc don doc, ngang (Menu)
I1. Pinh dang van ban
1. Pinh dang ky ty bang Format/ Font
2. DPinh dang doan van ban béng Format/ Paragraph
Mot doan vin (paragraph) gdm mot hodc nhiéu dong dugc két thic bang phim Enter.
a) Cdc dang trinh bay dogn vin
« First line
+ Hanging Indent
« Left Indent
b) Dinh dang doan vin don gidin
¢) Dinh dang doan van phic tap
- Muc Alignment
- Muc Indentation

- Muc Special

3. Pién sb hoic céc ky tu dac biét & dau doan béng Format/ Bullets and Numbering
1. Dung cdc biéu twong trén thanh formatting
2. Dung menu lénh
e Lop Bulleted
e L&p Numbering
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Bai 6: Dung chirc ning Bullets and Numbering két hop véi Border and Shading
Diing chirc nang Bullets and Numbering va véi Border and Shading dé soan cic doan sau:
Cac bai hat thiéu nhi hay nhat thé ky 22
Ai yéu bac HO6 Chi Minh hon ching em nhi ddng - Phong Nha

Bac Hd ngudi cho em tat ca - Hoang Long, Hoang Lan
Ban tay me - Bui PlInh Thao, Ta Hitu Yén
Bui Phin - Vii Hoang, Lé Vin Loc

Ca ngoi t6 qudc - Hoang Van

Chiéc den 6ng sao - Pham Tuyén

Cho con - Pham Trong Cﬁu, Tuén Diing

® NN kR D=

Dan ddng ca mia ha - Minh Chau, Nguyén Minh Nguyén

Tuc ngir Viét Nam
% Hoc di doi véi hanh
% Hoc déu, biét d6
% Gan muc thi den, gan den thi sing

-+ Giau doi ban, sang doi vo

CA DAO CHON LOC

F Ai oi ché Iy hoc trd

©~ Dai lung ton vai an no lai nAm
®~ Hay nam thoi c6 vong dao

&~ Dai lung thoi ¢6 do chao nha vua
¢~ Hay an thoi ¢6 gao kho

¥~ Viéc gi ma chang an no lai nam
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Bai 7: Str dung Border and Shading dé dinh dang trang van ban

Str dung churc nang Border and Shading dé dinh dang cho trang van ban c¢6 dudng vién va chir
nén (MICROSOFT OFFICE) nhu sau:
"""""‘E‘“:1“2".‘5'“.“"Eﬁ“"‘."""'E‘"f'“:i‘"":"“"2".‘"E'“:.:“"'Ei“ﬂ"'r"'

BAI TAP MICROSOFT WORD

Luu y: Pinh dang trang twong tw nhw dinh dang mot doan van ban
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Bai 8: Sir dung Multilevel List soan thao tai liéu nhw sau:

a) Y€éu cau bia cua tai li¢u gom nhirng thong tin sau:

BOQ GIAO DUC VA PAO TAO
TRUONG PAI HQC XUAT SAC
TAI LIEU THAM KHAO TIN HQC VAN PHONG
Ha Néi, nim 2011

b) Soan thao ndi dung véi yéu cau: Nhitng phan trong bai dé “...” hay g 2-3 dong ndi dung dé
minh hoa.

PHAN I: HE PIEU HANH WINDOWS

1. Céc khai niém co bin vé may tinh
1.1. May tinh
1.1.1 Khai niém

1.1.2  Céc loai may tinh ca nhan thong dung

1.2. Phan mém ciia mdy tinh

1.2.1 Phan mém hé théng
1.2.2  Phan mém vin phong

1.2.3 Phan mém tng dung

1.3. Phan ciing ciia mdy tinh
2. Windows Explorer

2.1. Khoi dong Windows Explorer

2.2. Tao mét thw muc con mdoi

2.3. Lua chon tép va thu muc
3. Bai tap ung dung

PHAN Il : MICROSOFT WORD

1. Cac thao tac can ban
1.1. Khéi dgng Microsoft Word va cdc thanh phén ciia man hinh
1.2. Cdch sw dung cdc thanh cong cu (ToolBars)

2. Dinh dang van ban
2.1. Dinh dang ky tw bang Format/ Font

2.2. Dinh dang doan vin bin bang Format/ Paragraph
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Bai 9: Sir dung Style va Bullets, Numbering soan thao tai liéu nhw sau:
Yéu cau:

- Bai gdm ¢6 3 phan (bia, muc lyc, ni dung); Tao bia twong tw bai 8, vdi tiéu dé chinh Ia “Lanh
dao va quan 1y su thay doi ¢ truong pho thong”.

- Soan thao ndi dung véi yéu cau: Nhitng phan trong bai dé “...” hay g 2-3 dong ndi dung dé
minh hoa; Soan thao xong hay tao muc luc ty dong cho tai li¢u. Khong soan dwong vién nhw
duoi day.

1. LANH DPAO VA QUAN LY SU THAY POI

Thay d01 la qué trinh van dong do anh huong, tic dong qua lai cua sy vat, hién tuong, cua
cic yéu to bén trong va bén ngoai; thay doi 12 thudc tinh chung cua bat ki sy vat hién
tugng nao

1.1. Thay déi la gi?
1.1.1. Thay doi (Change)
1.1.2. Thay dbi bao gdm ca su bién ddi vé sb luong, chét luong va co ciu
1.1.3. Thay ddi duoc hiéu & cdc muc do khdc nhau
1.2. Sw cén thiét phai linh dao va quén 1y sy thay ddi ¢ trwomg phé thong
a) Yéu cau thay d6i
b) Mong mudn thay d6i
c) Do6n nhan sy thay doi
1.3. Lanh dao va quan Iy sy thay ddi trwong pho thong
i. Thay dbi tir bén trong

ii. Thay ddi tir bén ngoai

iii. Phan loai su thay doi
2. HOACH PINH SU THAY POI O TRUONG PHO THONG

Du bdo ¢6 nhiém vu tim ra hudéng hoat dong va phat trién ctia nha truong trén co s& nam
viing dudng 16i phat trién kinh té - xa héi - gido duc cua Pang va Nha nudc, cia dia phuong,
hiéu biét thi Dy bdo (s6 lugng, chat lugng, co cau) hoc sinh.

1) Du béo su thay ddi
2) Xic dinh cac muc tiéu thay doi

3) Xac dinh nhu ciu thay déi

3. TO CHUC THUC HIEN SU THAY POI O TRUONG PHO THONG

1. Cac bwdc thuce hién

2. Lua chon, sir dung cdn bd phit hop thuc hién sy thay déi
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Bai 10: Str dung style soan thao tiéu luan gom cé: bia, muc luc, néi dung:

a) Bia nhu sau:

1 — BO GIAO DUC VA DAO TAO
P e Hoc vién Quan 1y gio dyc
.j
| — Hoc vién: Pham D3 Tran Thanh D
s Z;'.:mf,.:m?;im P oc vien am D6 Tran Thanh Dat
Hiing din: GSTSKH Neuyén Tiéa $F Mon hoc:  Quan Iy nha truong
CONG TAC QUAN LY _ Huéng din: GS.TSKH Nguyén Tién Sy
TRUGNG DAL HOC XUAT SAC
THUC TRANG VA GI}“’\MX
\\
CONG TACQUAN LY
TRUONG PAI HOC XUAT SAC
THUC TRANG VA GIAI PHAP

13 2

b) N6i dung nhu sau ( nhitng chd “...” xudng dong va gd 2-3 dong ndi dung dé minh hoa):

Phin 1: Mé diu
1.1. Nha truong la gi? (...)
1.2. Quan 1y nha truong 1a gi? (...)

1.3. Gi6i thiéu vé Truong Pai hoc Xuit Sic (...)

Phin 2: Noi dung
2.1. Thuec trang
2.1.1. Thyc trang vé xay dung & thuc thi ché dinh gido duc va dao tao (...)
2.1.2. Thyc trang vé bd may td chirc va doi ngii nhan lyc (...)
2.1.3. Thuc trang vé quan 1y co s¢ vat chét va thiét bi
2.2. Giai phap
2.2.1.Vé xay dung & thuc thi ché dinh gido duc va dao tao
2.2.2. V& bd mdy to chirc va d6i ngii nhéan luc

2.2.3. Vé quan 1y co s vat chat va thiét bi

Phin 3: Két ludn

Hon 50 nim xAdy dung va phat trién Truong Pai hoc Xuat Sic di phan déu thuc hién tot
nhiém vy ma Pang va Nha nudc giao phd, 1a mdt truong dai hoc hang dau ¢ Viét Nam ve
dao tao cac nganh nghe, cung cap luc lugng nhan cong chat lugng cao cho xa hoi ...
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Bai 11: Str dung style soan thao cudn nhirng diéu can biét

Yéu cau: Lay dir liéu tir cong thong tin dao tao ciia nha truong
- Hoan thién cudn “Nhiing di€u sinh vién chinh quy can biét” cé cdc muc tur 1-4 nhu dudi day:

1. Gi6i thiéu vé truong
2. Huéng dan quy trinh dao tao
2.1. Chuong 1: Nhitng quy dinh chung
2.2. Chuong 2: Té chirc dao tao
2.3. Chuong 3: Kiém tra va thi hoc phan
2.4. Chuong 4: Xét va cong nhan t6t nghiép
2.4.1. Thuc tap cudi khoa
2.4.2. Cham db 4n, khéa luan
2.4.3. Piéu kién tot nghiép
2.4.4. Cip bang tt nghiép
3. Khung chuong trinh ctr nhan ngoai ngit (dinh hudng nghiép vu phién dich)

4. Khung chuong trinh ctr nhan (dinh hudng nghiép vu giang day)

- Nhap va dinh dang day du dit liéu theo cdc muc yéu cau trén.
- Str dung style d€ soan thao, tao muc luc ty dong. Trinh bay dep, tao bia cudn séch.

BQ GLAO DUC VA BAD TAD
TRIFFNG BAI HOC XUAT SAC

NHUNG BIEU SINH VIEN
CHINH QUY CAN BIET

Ha N&i, nam 2041

Phuing Van Bong, Truong Pai hoc Ha Noéi Trang 8/31



Bai tip thuc hanh Microsoft Word

Bai 12: Str dung tab dé soan thao van ban sau:

BO GIAO DUC VADPAOTAO CQNG HOA XA HQI CHU NGHIA VIET NAM
TRUONG PH XUAT SAC Doc lap - Tw do - Hanh phiic

GIAY CHUNG NHAN

HIEU TRUONG TRUONG PAI HQC XUAT SAC

CHUNG NHAN

AN/ CRE 2 ettt et ettt ettt e bt et e a e a et e e a b e bt e bt e nte bt et e enteeaeenteenes
SInh DAY wevviiiiiiiieeiieeeeeeeeeee INOT SINN e
M SO SINN VIBN ..o snesnaneens
Dang hoc DOC K/ NOC PRAN  .......veeeeeeeeeeee oo
Tai 1OP: weeeeieeeeeeeeee e Khoa e
| (Sl F: Yo 1 7: o SRR OSSR PPN
Gidy nay dung dé:

Lam vé xe bus [J Xin viéc lam [] Vay vén NH O Khac [
(Gidy nay cé gid tri dén ngay ............. thdang ............ nam .......... )

Ha Ngi, ngay......... thdang......... nam.........
TRUONG KHOA TL. HIEU TRUONG
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Bai 13: Str dung Tab dé soan thao vin ban sau:

BO GIAO DUC VADPAOTAO CQNG HOA XA HQI CHU NGHIA VIET NAM
TRUONG PH XUAT SAC Doc lap - Tw do - Hanh phiic

PON XIN BAO LUU KET QUA HQC TAP

Kinh giri: - Thay Hiéu truéng
Dong kinh guwi: - Ban chi nhiém Khoa CNTT

- Phong DPao tao
<) 10 T I USSP
SINh DAY evvveiieeieeceeee e Noi sinh
Tal 1OP: weeeeieieieeee e Khoa
| (Sl E Yo 7: Yo T OO
VL LY 0 o ettt et e ettt e ettt e et e bt e ettt et e e et e e et e e eateas
Em xin dugc bao luu két qUA hOC AP L e, QN o

Em cam doan viéc bao luu két qua hoc tap va tam ngimg hoc tap 12 hoan toan chinh dang, va gt
kem theo don nay cac giay to sau day d€ minh ching:

Em cam két s& thuc hién day di cdc quy dinh ctua Nha truong vé ché d6 bao luu va nhap hoc
ding thoi han cho phép.

Kinh dé nghi dugc giai quyét.
Em xin chan thanh cam on.

Ha Noi, ngay......... thdang......... nam .........

NGUOI LAM PON
Y KIEN CUA BCN KHOA Y KIEN CUA PHONG PAO TAO
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Bai 14: Stir dung Tab dé soan thao van ban sau:

BO GIAO DUC VADPAOTAO CQNG HOA XA HQI CHU NGHIA VIET NAM
TRUONG PH XUAT SAC Doc lap - Tw do - Hanh phiic

PON XIN HQOC NGANH DPAI HOC THU 2

Kinh giri: - Thay Hiéu truéng
Dong kinh guwi: - Ban chi nhiém Khoa CNTT
- Phong DPao tao

TN BN LA e
M SO SINN VIBII oottt ettt e e e e e ee et e e e e e e e e e taraaeeaeeeeeeennrraaeeeaaeeeans
Hi¢n nay 1a sinh vién 10p @ ...ccceevvvvvveennnenne Khoa: .....ccoovveeiieeiieeieeee, Khoéa:.....cccoeeuvveennenn.

Thi tuyén sinh vao Truong Dai hoc Xuat SAC bAng KNbi .........o..ovvovveeeeeeeeeeeeeeeeeeeeeseee e

Diém trung binh chung cua nam hoc VIra qUa @ .....c.cooiiiiiiiniiiieece e

Sau khi d3 nghién ctru k¥ théng bdo cia Nha truong vé viée hoc ciing lic hai chuong trinh, em

Em xin cam doan chép hanh diy di moi quy dinh ctia Bo Gido duc & Dao tao va ctia Nha
truong vé viéc hoc cung lic hai chuong trinh va xin hoan toan ty chiu trach nhi¢m vé quyét dinh
cua minh.

Em xin trdn trong cdm on.

Ha Noi, ngay thang  nam 200...
Nguoi lam don
(Ky va viét ro ho tén)

Y kién ciia BCN khoa Y kién ciia ciia phong Pao tao
(Noi dang hoc chwong trinh thir nhat)
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Bai 15: Str dung chirc nang Insert comment va Track changes dé soan doan van
ban nhw hinh sau:

a) Soan doan van ban nhu sau:

PHAN I: MICROSOFT WORD
(23 tiét)

1. Cac thao tac can ban 2 tiét
1.1. Khéi dong Microsoft Word va céc thanh phan ciia man hinh
1.2. Céch stir dung céc thanh cong cu ( ToolBars)
1.3. Céch khoi dong Vietkey, cich ddnh tiéng Viét
1.4. Bai tap tmg dung 3 tiét
2. Cac cong cu phu trg
2.1. Tim kiém va thay thé
2.2. Cai dit ché do AutoCorrect, AutoText
2.3. Tao nhanh mot vin ban theo mau Template
3. Tron vin ban 2 tiét
3.1. Tao tép dit liéu ngudn
3.2. Tao van ban chinh

3.3. Céac budc tron: Str dung thuc don va thanh cong cu Mail merge

b) Str dung chirc nang Insert comment va Track changes
- Tao 2 comment cho 2 muc tuong tng 1,2 nhu hinh vé
- Thay cum “ctia man hinh” thanh “chinh ctia Word”
- Thém Menubars sau ToolBars. Thay “Vietkey” thanh “bd gd tiéng Viét”, “huéng dan”
- Stra muc 2.3 thanh “Tao muc luc ty dong”
- Thém “van ban” vao sau “Cac budc tron”
- Thay “3” thanh “2” va “2” thanh “3” tiét nhu hinh dudi

|-2-|-1-|-§-|-1-|-2-|-3-|-4-|-5-|-5-|-?-\-8-|-9-|-10-|-11-|-12-|-13-|-14-|-15-|-15-é-1?-|-18-l-19

[ T

PHAN I: MICROSOFT WORD
(23 tiér)

1. [Cac thao ticcinbdy 2t
1.1. Khéi ddng Microsoft Word va cic thinh phin efia-man hinhchinh ciia Word

1.2. Cach si¥ dung cac thanh ¢éng cu ( ToolBarsMenu bars)

1.3. Cich khéi déng Vietleewb gf tidng Viét, hwing din cich dnh tiéng Viét

1.14. Bai tip tng dung 22 tiét

2. [Cic cbng cu phmtrgg
2.1. Tim kiém va thay thé

2.2. Cai dat ché d6 AutoCorrect, AutoText

230 Iaaﬂhama—mé{%:én—bén—mee—miu—kmp%a&eTao muc luc ty déng

3. Tron vin ban 23 tidt

3.1. Tao tép dit lidu nguén

3.2. Tao van ban chinh

| 3.3. Cacbwde trn vin ban: S dung thue don va thanh céng cu Mail merge
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Chwong 3: Trinh bay thong tin trong c6t va bang

Bai 16: Str dung Columns va Drop Cap dé soan thao doan vian ban nhw sau:

am quoc son ha

Nam qudc son ha Nam dé

cu,
Tiét nhién dinh phan tai Thién thu.
Nhu ha nghich 16 lai xAm pham,
Nhit ding hanh khan thu bai hu.
ong ndi nwéc Nam
Song ndi nudc Nam vua
Nam 0,
Ranh ranh dinh phan tai
sach Troi.
Cé sao 1l gidc sang xam pham,
Chung bay s€ bi danh toi boi.

Phién 4m Han - Viét:
am quéc son ha
Nam quéc son ha Nam
dé cu
Hoang Thién di dinh tai Thién thu
Nhu ha Bic 16 lai x4Am pham
Bach nhan Thién hanh ph4 tric du
Ban dich tho:
Song nii nwéc Nam
Song ndi nudc Nam, vua Nam ngu
Séch Troi dinh phan o non sdng
C6 sao gidc Bic sang xdm pham
Ching bay s€ bi danh toi boi.

ran Bach Bﬁng nam 938 1a mot trdn danh gitra quan dan Viét Nam - thoi dé goi 1a Tinh Hai
quin va chua c6 qudc hiéu chinh thirc - do Ngd Quyén lanh dao v6i quan Nam Hén trén sdng
Bach Ping. Két qua, quan dan Viét Nam gianh thing loi. Pay 1a mot tran danh quan trong
trong lich st Viét Nam. N6 ddnh dau cho viéc chdm dit hon 1000 nam Béc thudc clia Viét
Nam. Tran Bach Pang nim 938 ¢6 ¥ nghia quan trong dbi v6i Viét Nam vi né da gitp chdm
dut 1000 nam Bdc thudc trong lich sur Viét Nam, md ra mot thoi ky doc 1ap tu chu cho Viét
Nam. Chién thing Bach Ding c6 thé coi 12 trdn chung két toan thang cua dan toc Viét.

Toan hoc

Day 1a mén hoc duy nhat
khong c6 su bo ich. Céc
ban s€ dugchoc 1 +1=2,
diéu ma mot vai nam sau
nguoitalaindilail +1 =
10 va néi cho ban biét h¢
nhi phan la gi. Nguoi ta
cling day ban vi phan, tich
phan va nhiéu thir quan
trong khac nhung néi
chung, ban van phai diing
dén mdy tinh bo tdi khi di
cho.

Vit ly

Mo6n hoc nghién cuu su
rung cua tdo va céc loai
qua khéc. Ban cling c6
duoc hoc céch tinh gio tau
chay va khi nao hai con
tau gdp nhau néu chay trén

cung mot ... duong ray.
Nguoi hoc vat ly xong
thuong it di tréng tdo hodc
di tau hoa.

Hoa hoc

Mo6n hoc phai ghi nhé
nhirng cau tra 161 ding va
nhirng bai thi nghiém. D6
mot 1o nay vao lo kia, lac
hodc khudy, nhiéu lic phai
dun 18n, roi cudi cung dd
tat ca ra vuon, d6 1a thi
nghiém.

Sinh hoc

Mon hoc nghién ctru rudi
giém va mot s6 vat nudi
trong nha khéc. Tuy nhién
néu ta hoi mot ngudi 16n
rang "lam sao dé c6 em
bé" thé nao ta ciing duoc
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cau tra 101 "c6 con co
mang em bé dén va dat 1én
ctra sO cho cac ba me".

Dia ly

Mon nay day ban cach
xem ban d6 va ban phai
chi ra chau My trén ban
dd thé gidi. Pay c6 18 1a
mon moéi mé nhit vi trude
khi Christopher Columbus
chua tim ra chau My, chic
chua ai phai hoc mon nay
ca.

Lich sir

Cic thay gido s& bat ban

nhd xem ai da lat 36 mot
ong vua nao do.
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Bai 17: Xtr ly di¥ liéu trong bang biéu

< A A Bit | TCBB o,
_ Ma mon Tén mon hgc bugc | theo HK DVHT | So tiet
E ENG 101 | K¥ ning tiéng I X 20 400
2 |viE 101 | Nhung nguyénly cua chu X 75 112
= nghia Méc - Lénin
VIE 107 | Tin hoc dai cuong X 4 60
ENG 102 | K§ ning tiéng II X 20 400
‘; VIE 103 | Tu twéng H6 Chi Minh X 7.5 112
5 VIE 107 | Tin hoc dai cuong X 4 60
S | BECO302 | Kinh té vi mo X 5 75
FIN 301 | Quan tri tai chinh X 5 75
STT Thoi gian Tuén lam viéc thir
Néi dung T1|T2|T3|T4|T5|T6|T7|T8|T9
1 | X4y dung dé cuong nghién ciru
2 | Thu thap tai liéu nghién ctlru
3 | Lva chon phuong phédp nghién ctu
4 | Xay dyng phiéu hoi

Bai 18: Soan mau KQHT va tinh diém trung binh céng vao nhirng 6 ? sau day:

BO GIAO DUC VA PAO TAO CONG HOA XA HOI CHU NGHIA VIET NAM

TRUONG PH XUAT SAC DPjc 1ap - Tw do - Hanh phiic
Sb: 468/QD-DHXS Ha Noi, ngay 29 thdng 06 nam 2010
KET QUA HOC TAP

HIEU TRUONG TRUONG PAI HOC XUAT SAC CHUNG NHAN

Ho va tén: Lé Diém Piao Méng Mo

Ngay thang nam sinh: 12/01/1988 H¢ dao tao: Chinh quy
Noi sinh : Ha N6i Nganh dao tao: CNTT
Mén hoc cc Piém1 | Piém2 | Piém3 TBC
1. Cong nghé phan mém 7.3 8 9.1 8.5 ?
2. Lap trinh huéng ddi twong 8.5 8 8.4 6.3 ?
3. Thuit toan va lap trinh 8.8 8 8.7 7.2 ?
4. Hé thong thong minh 8.5 8 8 9.5 ?
Két qua thi cudi khoa Mang: 8 Bai tap lon: 7.5 Cong nghé phin mém: 8.5

Két qua khoa luAn TN  Piém trung binh toan khoa: 7.71
Truwéng khoa

Phung Van Bong, Truong Pai hoc Ha Noi

Xép loai : Kha
T/L Hiéu trwéng

Trang 14/31
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Bai 19: Bang biéu va cong thirc, sap xép

a) Gia su ta c6 bang so li¢u sau:

TT | Ho tén Lwong Phu cip Thuyec linh
1 | Nguyén Quang 120000 500000 ?
2 | Tran Manh 170000 350000 ?
3 | Nguyén Pic 90000 200000 ?
4 | Nguyén Xuan 80000 100000 ?
5 | Nguyén Thi 70000 100000 ?
Téng cong ? ? ?

b) Bang diém tong két 16p THCS

Diing ham tinh tong SUM ctia Word dé dién gid tri vao cic 6 c6 dau ?

TT | Ho dém Tén PTB HK1 PTB HK2 | PTB ci nim
1 | Nguyén Quang Anh 55 8.5 ?
2 | Trin Manh Hoa 7.0 3.5 ?
3 | Nguyén DPuc Binh 6.5 6.5 ?
4 | Nguyén Xuan Thing 9.0 7.5 ?
5 | Nguyén Thi Mo 10 4.0 ?
Diém trung binh cd lép ? ? ?

Phuing Van Bong, Truong Pai hoc Ha Noi

Diing ham tinh tong Average ctia Word dé dién gi4 tri vao cdc 6 ¢6 dau ?
Sap xép dir li€u trong bang trén theo thur tu vu tién Tén, Ho dém

Trang 15/31
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Bai 20: Soan thao mau phiéu thu thap thong tin nhw sau (t6ng hop ky nang).

~ BQ GIAO DYC VA DAO TAO
DY AN PHAT TRIEN GIAO VIEN TIEU HOC

PHIEU THU THAP THONG TIN GIAO VIEN TIEU HOC

Xin Ong/ Ba vui long cung cép nhiing thong tin va ghi cac cau tra 10 bang viéc danh dau (x)
va0 vao nhirng 6 hodc dién chit vao nhitng chd thich hop. Xin chan thanh cam on Ong/Ba.

l. SO YEU
1. HO 18101 GIAO VIBI: oo eeeeeeeeneeseees 2. Gi6i tinh: Nam ] N [

Ma sé giao vién: | ‘ ‘ ‘

3. Nam sinh ST 4.Dan toc : Kinh [ Dan toc khac [

5. Ong/ Ba tham gia cOng tdc ngAnh gid0 dUC fF NAM & ........ovueveeeeeeeeeeeeeeeeeeeeeeee e,
6. Ong/ Ba tham gia day tiéu NOC t DA ......ov.oveeeeeeeeeeeeeeee e,
7. Ong/ Ba thudc loai gido vién: Bién ché I Hop déng [

8. Trudng Tiéu NOC dANG CONG LAC: ...v.vveveeeeeeceeeeeeeeeeeeeeeeeeeee e eeee e eeee e seeeae s seseae e saenaes s seenene.
9. XA/PRUONG: ...c..eeiiiiiiiiieeeeeee e QUAN/HUYEN: ..ottt e

10. Truong 6ng/ba day thudc khu vuc dia ban nao dudi day?

Ving ndi, Néng thén [ Thi xa, Thi trdn [] Thanh phé [] Viing sau viing xa L]

Il. THONG TIN CHUYEN MON CUA GIAO VIEN

1. Ong/ Ba dang va s& tham gia cac khoa dio tao nao?
Pang tham gia Sé tham gia

a) Nang trinh do dé dat chuén THSP
b) Néng trinh d6 tir THSP 1én CDSP
¢) Lién thong tir trinh d6 THSP 1én CDSP

2. Ong/ Ba di hoan thanh cac mddun bdi dudng nio cia Dw 4n?

A Két qua boi duéng | S& tham
Tén mo dun Yéu

Trung | Kha | Giéi gia
binh

MBDI1: Day 16p 1 theo chuong trinh tiéu hoc méi

MBD2: Day 16p 2 theo chuong trinh tiéu hoc méi

MBD3: Day 16p 3 theo chuong trinh tiéu hoc méi

Phuing Van Bong, Truong Pai hoc Ha Noi Trang 16/31
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Bai 21: Soan thao mau van ban sau.

BO GIAO DUC VA PAOTAO CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG PAI HQC HA NOI Péoc lap - Tw do - Hanh phiic

GIAY CHUNG NHAN KET QUA HQC TAP

HIEU TRUONG TRUONG PAI HOC HA NOI
CHUNG NHAN
ANN/ CREE oo

Anh 3x4 Sinh NEAY: w.ovvoveveeeieeeenn, NOI SINN <o

MA SO SINN VIEN: ceiiiiiiieeeeeeeeeeee ettt e e ettt e e e e e e etesaareeeseeeeans

Tai IOP: oo Khoa: ..ooiiie e
Diém trung binh: .......cccoveevvieeeanne. Hanh Kiém: .....o.ccooveveerreennn XEpP 1015 v,

Piém trung binh chung ctia nAm hoc 2009-2012: .......ovuiviveeveeeeeeeeeeeeeeee e

Ha Noi, ngay — thdang 9 nam 2012
TRUONG KHOA TL. HIEU TRUONG

Phuing Van Bong, Truong Pai hoc Ha Noi Trang 17/31
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Bai 22: Soan thao mau van ban sau.

TRUONG DAI HOC TIN HOC QUOC TE
TRUNG TAM TIN HQC NGOAI NGU

Anh 3x4

$6: 00123/CCTH
Ngay vao so: .........

CHUNG CHI TIN HOC UNG DUNG

CONG HOA XA HOI CHU NGHIA VIET NAM
Dc lap — Tw do — Hanh phiic

CHUNG CHI
TIN HQC UNG DUNG
Hoten: oo
SInh DAY .c.oeiiiiiii e
Tai: e, Hoc 10p: oo

Khéa thi ngay: 01/12/2020

Xép loai:

Ha Noi, ngay ... thdang ... nam 2012
GIAM BOC

Phuing Van Bong, Truong Pai hoc Ha Noi

Trang 18/31
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Bai 23: Soan thao mau van ban sau.

TEN CUC THUE................ Mau s6: 02GTTT3/001
HOA DON BAN HANG
Ky hiéu: 03AA/11P
S6: 0000001
Lién 1: Luu
Ngay......... thang......... nam 20.....
PoON VI DAN RANG ...oiiniiiiceeee e e e e e e e et eaaeeenaeas
S DI 1 o) oV TSRO PP RRRRT
Di8N thOQ:....veoveoveeeeciee e S6 21 KNOAN. .....eooeeveeeeceeee e
HO t€n nZUOT MUA NANG.....eeiiiiiiiiiie ettt e st e st e e e e
SO T2 KNOAN. ......oo oot
STT Tén hang hoa, dich vu Pon vi tinh | S lugng | Don gid Thanh tién
1 2 3 4 5 6=4x5
Cong tién ban hang héa, dich vu:......cccooiniiiinnin,
SO HHEN VB DANG CHT ...ttt s e sees e eeseeeseeneees
Nguoi mua hang Nguoi ban hang
(KY, ghi ro ho, tén) (KY, déng ddu, ghi ré ho, tén)

Luu y: Can kiém tra, doi chiéu khi ldp, giao, nhdn hod don.

Phuing Van Bong, Truong Pai hoc Ha Noi Trang 19/31
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Bai 24: Soan thao mau van ban sau.

CONG HOA XA HOI CHU NGHIA VIET NAM Miu: TBOZ/AC

Péc lap - Tu do - Hanh phic (Ban hanh kém theo
Théng tw s6 153/2010/TT-
BTC cuia Bé Tai chinh)

THONG BAO PHAT HANH HOA PON
(Danh cho Cuc thue)

L CUC TUE: ..ot
2. DA ChI LU SO ..ottt e sttt e st e e st e st e e s e e bee e
3. S0 @IBI thOAR: ...t

4. Cac loai hoa don dwgc phat hanh:

STT | Tén | MAu | Ky hi¢u S6 T | Pén | Ngay | Doanh nghi¢p | Hep dong

loai SO lwgng | so SO bat in dat in
hoa dau ~ J4 <
don SD Tén MST S0 | Ngay
0TAA/11P
Noi nhgn: , ngay......... thdng......... nam.........
- Cdc doanh nghiép; CUC TRUONG
- Luu VT; TCHC. (KY, dong dau, ghi ré ho tén)

Phuing Van Bong, Truong Pai hoc Ha Noi Trang 20/31
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Bai 25: Soan thao mau van ban sau.

Name: ....cceevveeinnnnnn Class: coceeeiiiiinnnnnnnnnnnns Points: c.ccovviiiiiiiiennnnn -
EXERCISE 4

Ex1: Circle A, B, C or D to odd one out: (5 pts) Iffﬂffﬂﬁﬂﬂ

1. A. walk B. borrow C. went D. teach

2. A. chemist B. physics C. history D. maths

Ex2: Choose the best answer A, B, C or D, then write — it — up to complete the sentence:
(10 pts)

1. Look! The birds ..........ccovveveirerinns in the sky.
A. were flying B. flies C. are flying D. fly
2.1had ..o pear and ..............c..... orange after dinner.
A.a/a B. a/ an C.the/ a D. the/ an
3. My mother prepares ........cccccceuveeneen. sandwiches and ........................ milk for our breakfast.
A a/ X B. X/ an C. the/ a D. X/ X
4. The children .........ccccccveee. turns to play games on the computer last Sunday.
A. took B. was taking C. takes D. is taking
T there any flowers in the garden? — Yes, there are some.
A.ls B. Are C. Was D. Were

Ex3: Match the questions in column A with the right answers in column B: (10 pts)

A B

1. Where are you from? a. Vietnamese

2. What does your father do? b. Thailand.

3. What did you do yesterday? c¢. I helped my mother clean the house.

4. When does the course begin? d. I go to school by bus.

5. What is your nationality? e. Next week.

6. How do you go to school? f. To the language center.

7. What are you doing now? g. He is a teacher.

8. What do you like best? h. I am listening to music.

9. What will you do tomorrow? i. I like doing Maths exercises.

10. Where are you going now? k. I will visit my grandfather.
1o, 20 e C J 4e e Y
6. oo Y2 8. e 9 e 10, e

Ex4. Put in the following forms of be (am, are, is) into the gaps.

Do not use short/contracted forms.
1) My mother I:I in the kitchen.
2) The pupils I:I not at school today.

3) Maria's grandmotherl:l from Brazil.

41 I:I a football fan.
5 It I:I Sunday today.

Phuing Van Bong, Truong Pai hoc Ha Noi Trang 21/31
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Chwong 4: D6 hoa, ky tw dic biét

Bai 26: Bai tap thwc hanh sir dung WordArt va ClipArt

Nam quéc son ha
Nam qudc son ha Nam dé cu
Hoang Thién di dinh tai Thién thu
Nhur ha Bic 16 lai xAm pham
Bach nhan Thién hanh ph4 tric du

VUI XUAN CO THUONG
AN CHOI LANH MANH

Phiuing Van Bong, Truong Dai hoc Ha Noi Trang 22/31
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Bai 27: Thiét ké bai hwéng dan cac thanh phan chinh cia MS Word nhw sau
Microsoft Office Button

Tab |— Quick Access Toolbar

Title bar Group Ribbon
(=™ Hi2 - & .:] Docurmentl - Microsaft Word - g X
i | Home | Imsert Page Layout References HMailings Review View @
z f calbAEay) i '_|M (=-i=-|EE @ | 4aBbCeDe | 4aBbceDe AaBbCi AaBbCc - gz::;a;
Prste Ij\n I U - abeox, 3 Aac|[- A-|::|7§|§ === |&- | | tnomal |THoSpaci. Headingl Heading2 - che e
[ Clipboard & Font i | Paragraph ‘ Styles | Editing
=
Pagerlof1 | Wordsio | I = = jaoe
Status bar Dialog Box Launcher View toolbar
Bai 28: Vé so d6 sau
BAN GIAM HIEU
(BOARD OF HEADMASTER)
A PHONG PHONG B PHONG
TO CHUC - HANH CHINH PAO TAO TO CHUC - HANH CHINH
PERSONEL - ADMINISTRATION PERSONEL - ADMINISTRATION
OFFICE TRAINNING OFFICE OFFICE

XUGNG DPIEU KHAC

CAU LAC BO TRUNG TAM ORGAN
SCULPTURE FACTORY CLUB

KEYBOARD CENTER

Phiuing Van Bong, Truong Dai hoc Ha Noi Trang 23/31
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Bai 29: Vé cac hinh sau

ADVERTISEMENT

TRADING FOR LEASE FOR SALE

BUSINESS FORMS
MFT.CO.

112 Ng Thi Minh Khai St.
Dist.3, Ho Chi Minh City
Fax: (848) 8225133
Tel: 8225851
e ah

=+ Computer forms with
1 to 5 ply NCR
carbonless

7  Business forms
printing

ROOM FOR RENT

Add: 327 Le Van Sy St.
Ward 2, Tan Binh Dist.
(2km from the Airport)

s  Well-equipped room.
Include air-con., water
heater, IDD, phone, fax

1985 BMW 3181

2doors, dark green, in
good condition

Price: 9,400 USD

K

Pls. Contact:

Mr.F.Nonnenmacher

Phuing Van Bong, Truong Pai hoc Ha Noi
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Bai 30: Vé cac so do sau

Data Collection System
For Education System Level

Phiuing Van Bong, Truong Dai hoc Ha Noi

Both Aggregated and Non-
Aggregated Data Model
DOET Data central
Advantages:
1. Easytocollect data
DOET DOETDB
T &
— Disadvantages:
1. Non-aggregated data
BOET BOET 2. Use much time tointegrated
data (about 30,000 school)
3. Poor consistent of DB
4, Difficulttoshare DB
5. etc
School

Trang 25/31
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Chwong 5: Hoan tat tai liéu

Bai 31: Dung chirc nang Header and Footer va Page numbers dé dinh dang cho
van ban nhw hinh sau:

Header:, Bai tap thuc hé,nh Micro§0ft Word 2003
Binh s6 trang: Trang s6/ Tong s6
Noi dung: khong bat budc phai nhu hinh minh hoa

Bai tdp thwc hanh Microsoft Word 2003

BAI TAP MICROSOFT WORD

Bai 1: Luyén tap xur ly font chir

Microsoft Word 13 mét chwong trinh nim trong bé phin mém vin phong MS Office cia
Microsoft xi¥ I¥ vin ban, ngodi cic chitc ning giip nguwdi st dung gé nhanh vi ding mét vin
ban, né con cho phép ching ta dé ding chén cic ki tw dic bidt viovin binnhe “©@ @ 8 X
TH e s = @% 4 3" lam cho vin ban phong phi hon.

Ngwdi soan thao co thé nhédp vin ban & dang chit thwdng hoic CHU IN &2 rdi sau d6 cé
thé ddi sang mat kiéu chit thich hop. Cdc 1énh thuedémg ding trong van ban co thé trinh bay

nhanh nh& bleu_ tzong (B (Bold) &é tao chir dim, £ (ltalic) &8 tao chir nghiéng,
U (Underline) dé tao ra chit gach dwdi, hay két hop cd ba.

Ngozu ra con co cdc lenh khic cdu kv hom phai vao menu dé trinh bav nhuw: ‘\-Vords Onlv chi

mat biéu thite don gian cé dang nhw X2+ blY* =0, tlr cich gd ch.u thuémg co thé abi sa.ng
dang CHU IN hoic CHU CO KICH THUGC NI_-ID HGN n.llcr vio lénh ALL CAPS hoic
SMALL CAPS. Khoang cich gifta cic k¥ tw c6 thé thay dai dé dang nhé ding cdc lénh trong

Bai 2: Thwc hanh dinh dang doan van ban Paragraph
Nhéap va dinh dang cac doan véan ban bai the nhir sau:

Qué hwong 13 chiim khé ngot
Cho con tréo hdi méi ngay
Qué hrong ld deong di hoc
Con vé rop béng co bay.

Qué lurong ld con didu bidt
Tubi tho con thd trén déng
Qué hiweong la con do nho
Em dém khua muede ven séng.

Qué huong li ciu tre nho
Mg veé non la nghieng che
Qué hwong la dém tring to

Trang 1/18

Bai 32: Tao muc luc tw dong

Tao muc luc ty dong cho céc bai tap vé Style tai Chuong 2.
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Chwong 6: Trén van ban (Mail Merge)

Bai 33: Dung chirc ning trdon van ban dé in gidy bao nhap hoc cho sinh vién

a) Soan danh séch sinh vién triing tuyén nhu sau va Iuu vao file ¢6 tén “DSTrungTuyen”

Hoten GT | NS SBD | KV | Toan | Ly Hoa Tong | Nganh

Tran Ngoc Anh | Nit | 30/09/92 | A26 | 2NT 8.00 6.75 8.50 | 24 404 - Tai chinh

Pham Ngoc Bich | Nor | 28/10/92 | A152 | 1 7.00 6.75 4.50 | 19 401 - K& toan
NguyénLinh Chi | Nit | 06/04/91 | A181 | 1 6.00 7.75 6.50 | 21.5 | 104 - Khoa hoc mdy tinh

Nguyén Chién Nam | 12/08/92 | A205 | 2NT 7.00 7.00 525120 404 - Tai chinh

Nguyén Chinh Nam | 27/09/91 | A213 | 2NT 6.50 7.00 7.00 | 21 400 - Quan tri Kinh doanh

Nguyén Chung Nit | 04/11/91 | A216 | 2 6.00 4.50 6.50 | 18 404 - Tai chinh

Nguyén Chuong | Nam | 22/07/92 | A222 | 2NT 7.50 7.75 6.50 | 22 404 - Tai chinh

Doan Cao Cuong | Nam | 01/01/93 | A243 | 2 7.50 5.50 5.75 | 19.5 | 104 - Khoa hoc mdy tinh
Dao Vin Dinh Nam | 06/04/92 | A258 | 2 6.75 3.75 3.75 | 15.5 | 401 - Ké todn

D6 Thuy Duong | Nit 15/03/92 | A330 | 2NT 6.00 7.25 6.25 | 20.5 | 400 - Quan tri Kinh doanh
Hoang Thi Giang | Nit 11/05/91 | A389 | 1 7.25 8.75 9.00 | 25 104 - Khoa hoc mdy tinh

Lé Hong Héo Nt | 08/05/88 | A473 | 2NT 6.00 7.50 7.00 | 21.5 | 104 - Khoa hgoc mdy tinh

b) Soan mau nhu sau va thuc hién tron Giéy bdo nhap hoc tu dong cho céc hoc sinh trén.

BO GIAO DUC VA DAO TAO CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG DAI HQC XUAT SAC Doc lap - Tu do - Hanh phiic

Ha Ngi, ngay 10 thang 8 nam 2011

GIAY BAO NHAP HQC
TRUONG PAI HQC XUAT SAC THONG BAO

Ho va tén: Sinh ngay: S6 bao danh:
Khu vye: Nganh:
Két qua: Todn:  diém Ly: diém Héa:  diém

Tong cong:  diem

Pat diém tring tuyén vao Trudng. Moi anh/chi dén lam thu tuc nhap hoc theo lich sau déy:
Khi dén Truong, anh/chi can mang theo 01 tiii hd so nhap hoc gom:
Giay bdo nhép hoc nay
Thé dy thi dai hoc
HO so tring tuyén theo mau ctia B Gido dyc va Pao tao
Giay chimg nhan tot nghiép tam thoi
Ban sao cong chimg hoc ba THPT
Tét ca sinh vién déu phai dong hoc phi
a.  Hoc phi ca nam 1.500.000 &
b. Tién kham strc khoé nhép hoc: 40.000 @/thi sinh.
c. Phi phét hanh thé sinh vién: 25.000 d/ thi sinh.

RN

Ghi chii: Cdc gidy to ¢ muc 4, 5,6 Nha trueong kiém tra ban chinh va chi thu bén sao cong chimg.

HIEU TRUONG
Dii ky
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Bai 34: Dung chirc nang trdn van ban dé in gidy quyét dinh lvong

a) Soan danh sach can by dugc nang luong va luu vao file c6 tén “DSNanglLuong”

STT | Ho tén Tén ngach Ma ngach | Tir hé s6 | Tirngay | Lén HS | Tén don vi
1 Pao Thi Mai Chuyén vién 1003 3.99 01/10/11 4.32 Phong Hanh chinh
2 | Ng6 Van Nhu | Chuyén vién chinh 1002 3.99 11/12/11 4.32 Phong Hanh chinh
3 Nguyén Huong | Chuyén vién cao cap 1001 5.08 14/10/11 542 Phong QLCL
4 Qudc Khénh Chuyén vién 1003 4.98 21/09/11 4.98 Phong Khoa hoc
5 Pham Thanh Chuyén vién chinh 1002 5.08 12/11/11 542 Phong Quan tri
6 | Trin Thuy K¥ su 6033 3.33 11/10/11 3.33 Phong Tai chinh
7 Nguyén Huong | Chuyén vién 1003 3.66 11/10/11 3.99 Phong Thiét bi
8 L& Dung Chuyén vién 1003 4.65 12/10/11 4.98 Phong Kinh doanh

b) Soan mau nhu sau va thuc hién trén QP nang luong tu dong cho cic can bg trén.

BOQ GIAO DUC VA PAO TAO

TRUONG PH XUAT SAC DPoc 1ap - Ty do - Hanh phiic
S6: 1234/TCCB-QBNL Ha N¢i, ngay 31 thdng 12 nam 2011

CONG HOA XA HQI CHU NGHIA VIET NAM

QUYET PINH CUA HIEU TRUONG
V/v nang bac luong cho cdn by ndm 2011

HIEU TRUONG
- Can ctr Nghi dinh s6 25/CP ngay 23/05/1993 ctia Chinh pht ban hanh tam thoi ché d¢ tién luong
cua Cong churc, vién chire hanh chinh, sy nghiép;

- Can Thong tu 50 04/1999/TT-TCCP ngay 20/03/1999 cua Ban T chire Céan by Chinh phu,
hudéng dan thuc hién Nghi dinh s6 95/1998/ND-CP cua Chinh phu v€ tuyén dung, st dung va
quan ly cong chuc;

- Theo d nghi ciia Ong/Ba Truéng phong TCCB.

QUYET PINH
Piéu 1: Nang bac lwong cho Ong (Ba):
Pon vi :
Ngach : Mi sb:
T hé sd :

Lén hé sb: ké tir ngay

Diéu 2: Ong (Ba) c6 tén ¢ diéu 1 chiu trdch nhiém thi hanh quyét dinh nay.

HIEU TRUONG
Noi nhan:
- Nhu diéu 2.
-Luu VT, TCCB
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Bai 35: Dung chirc ndng tron van ban dé in gidy moi

a) Soan danh sach 16p nhu sau va luu vao file c6 tén “DSLop”

STT | Ho vatén Noi cong tac Dién thoai Email
1 | Mai Hoa Trung cép kinh té tai chinh | 09326 572 | dtnha.TY 12@abc.com.vn
2 | L& Thu Ha Cao déng Su pham 12537 493 | hanhanabc12 @abc.com.vn
3 | Nguyén Ha Dy én Dai hoc II 09268266 | ntnhanabc12@abc.com.vn
4 | Nguyén Ha Du an Dai hoc 11 09499962 | ntynhiabc12@abc.com.vn
5 | Vii Thiy Ha | THPT Hong Bang 0904 5170 | vthnhiabc12@abc.com.vn
6 | Vii ThuHang | THPT Hung Yén 095471 8 | ktnuongabc12@abc.com.vn
7 | Vi bBinh Hanh | CTy CP CN Tin hoc 0975 2250 | ntphongabc12@abc.com.vn
8 Pham Lan Phong GD&DT Binh Giang | 0933 5981 | dvphucabc12@abe.com.vn
9 | Dao Oanh THCS Thanh Ha, Ha Nam | 0906 0821 | btphuongabc12@abc.com.vn
10 | Luong Oanh | THPT B, Phu Ly, Ha Nam | 0906 5868 | dcphuongabc12@abc.com.vn

b) Soan mau nhu sau va thuc hién trén Giéy bdo nhép hoc ty dong cho cic hoc sinh trén.

Noi cong téc: .....

BQ GIAO DUC VA PAO TAO
TRUONG PAI HQC XUAT SAC

CONG HOA XA HOI CHU NGHIA VIET NAM

Poc lap - Tu do - Hanh phiic

GIAY MOI

Kinh gti : Ong/Ba ....

Ong/Bé: .... S6 dién thoai: ... Email: ....

Thtra 1énh Hi¢u truong Truong Pai hoc Xuét Sic

Ha Noi, ngay 10 thdng 8 nam 2011

Kinh moi Ong/ba ... dén dy hop vé van dé viéc chudn bj t6 chtrc 1000 nam thanh 13p truong.
Thoi gian : 26/03/2050
Dia diém : Hoi truong

Dé nghj 6ng/ba ... ¢6 mit day du, ding gid va nhd déng gép cho nha trudng.

Noi nhgn: 'TL.HIEU TRUONG
- Nhu trén; TRUONG PHONG TONG HQP
- Luu VTHC.

(Ky tén, déng dau)
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Bai tap thwe hanh Microsoft Word 2003

Mot s6 meo vit trong MS Word

Khi dang thao tdc Word ban thudng gip nhiéu 13i vé font, mat nhiéu thoi gian dé copy tai liéu
tir trén mang vé, 16 thong tin luu trong file, dinh dang “nhay lung tung”... Dudi day l1a nhiing
tinh hudng thudng gip khi ding Word ma ngudi str dung nén tham khao (Chi tiét xem tai liéu
Meo vit trong MS Word hodc nguoi sir dung tu tim kiém trén internet)

0 0 Nk w D=
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V& mot dudng thing

M4y tinh c6 san trong Word

Status Bar c6 gi cho ban? Panh chit ma cit mat dan cdc chit bén phai thi tai 1am sao
Tuy bién AutoText

Truy cap nhanh dén céc vin ban thuong st dung

Mudn mé vin ban duoc sir dung 1an cudi ciing thi 1am sao cho nhanh

St dung 1énh Paste Special

Sép xép lai cdc doan nhanh chéng

Xo04 thong tin ¢4 nhan

. Pinh dang nhanh chéng- Biéu tuong cdi choi son thi ding 1am sao?
. Thém nhiéu Iya chon hon

. Xubng dong khong tao chi muc

. Cac Smart Tags

. Tt mdy tinh sau may phiit 12 tuy ¢ ban. Vay lam thé nao?
. Ddi chit thuong thanh chir hoa va nguoc lai

. Mudn mé nhiéu file cing mét thao téc

. Quay trd lai diém xur 1y cudi ciing

. Chuyén trang nhanh trong word

. Churc nang zoom in/out voi chudt ¢ chirc ndng 1at trang

. Chita 16i cach trong word.

. Copy van ban va anh nhanh tir mang vao word.

. Bdo mat thong tin trong Word.

. Format chit trong AutoCorrect

. Phim tit dé gach chan

. Format toan van ban

. Tao 1ap template yéu thich

. Phim Tét trong MICROSOFT WORD

. Huéng dan chuyén d6i font chit
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Bai tap thwe hanh Microsoft Word 2003

ON TAP

Phan 1: Lam quen v&i MS Word

1. Thanh cong cu va hé théng menu; Céc thao tic véi tép

2. Céch hién thi, di chuyén tai liéu
Phan 2: Soan thao va trinh bay théng tin
3. Soan thao vin ban, tim kiém, thay thé
4. Bullets, Numbering, Multilevel List, Style
5. Cé4ch st dung Tab; Track Changes va Comments
Phan 3: Trinh bay théng tin trong cét va bang
6. Chia cot dir liéu
7. St dung Tab dé trinh bay dit lidu dang bang don gian
8. Bang: tao, chinh stra, dinh dang, sap xép
Phan 4: D6 hoa va ky tw dic biét
9. Biét cich cheén, sira anh, chit nghé thuét

10. V& so do; Chen ky tu dic biét

Phan 5: Hoan tat tai liéu

11. Biét cach céch thiét lap Header, Footer; Tao muc luc tu dong

Phan 6: Mail Merge

12. Cac budc va cach thuc hién tron van ban

Phuing Van Bong, Truong Pai hoc Ha Noi

Trang 31/31



