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

HUONG DAN THU'C HANH TIN HQC CO SO

BUOI 6

I. LY THUYET.
1. Tron thw - Mail Merge
» Cdc khai ni¢m

e Tron thu

Trong thyc té, d6i khi chiing ta cAn phai in vin ban goi cho nhiéu nguoi chang
han nhu thu moi, phiéu béo diém, gidy chimg nhan, bang tét nghiép. ..

Thay vi phai gd nhimg thong tin ctia timg nguoi vao ndi dung cia timg gidy chimg nhan
(tt d& nham 14n), ta c6 c6 thé ding cong cu Mail Merge dé giai quyét van dé trén mot cach
nhanh chdng.

« Tap tin data source

Mot file chira dir liéu ngudn thuong duoc trinh bay dudi dang bang biéu don
gian nhu table, sheet (ctia Excel, Access) bao dam du s6 c¢ot, hang va noi dung trong
cac 0.

« Téap tin main document

Mot file van ban mau da duoc trinh bay hoan chinh

» Thao tdc tron

Budc 1. Tao tap tin chinh trong Word

Buwéc 2. Tao tap tin ngudn dit lidu véi cac cot co tén twong tng (cha ¥ 1a tén cot
khong nén viét ddu tiéng viét)

Bude 3. Trén tap tin chinh trong Word.

Tab Mailings=> Chon Start Mail Merge—> chon Step by Step Mail Merge
Wizard.
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Insert Page Layout References Mailings Review View

|
| ="
|Start Mail|  Select : Highlig ! 55 Greeting Merge
|/Merge = |Reciptents > Reciplent List | Merge Fields Blacl Line =] Mpdate Label
Letters Write & Insert Fields Preview Resu

E-mail Messages '2I3|4|5.

Enyelopes..,

Labels.. NHH XYZ

Directory

Normal Word Document ur, Q.1, TP.HCM

28 0L L DD

Step by Step Mail Merge Wizard.,, /3344 Ngay 30 thang 10 ndm 2009

THU MOI

Trinh Wizard s€ md ra mot ctra s6 bén phai tai liu.

Mail Merge v X

Select document type

what type of document are you
working on?

() Lekkers

) E-mail messages
() Envelopes

() Labels

) Direckory

Letters

Send letkers to a group of
people, You can personalize the
letter that each person receives,

Click Mext ko continue,

Step 1 of 6

& Mext: Starting document

Pé thyc hién Merge mail cin phai qua 6 budc, bang cach chon nhitng tiy chon phu
hop roi nhan Next ¢ dudi ciing ctia hop thoai, néu muén quay lai thi nhan vao Previous.

-Trong muc Select document type da chon san Letters. Chon Next qua budc 2

Mail Merge v X

Select starting document

Howe do ywou weank bo set up wour
letters?

(%) Use the current document
() Start from a template

() Stark From existing document

Use the current document

Start from the document shown
here and use the Mail Merge
wizard to add recipient
infarmation,

Step 2 of 6
% Mext: Select recipisnts

4 Previous: Select document bype

- Trong muc Select sartting document da chon sin Use the current document. Chon

Next qua budc 3
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IMaiI Merge v X

Select recipients
(&) Use an existing list

() select from Outlook contacts
) Type a new list

Use an existing list

Use names and addresses from a
file or & database,

Browse. ..

4-/ Select recipient Iistfile:l

Step 3 of 6

& Mext: Write vour letter

4@ Previous: Starting document

-

Trong muyc Select recipients nhan niit Browse. Chon va m file danh sach d luu.

Mdail Maege Feciplanis

Thizis the st of recpients that will by used n mergs. iiss the ppfones belosl b aad o or chargs pour et Uss e
chagkbooss b add nf revdres recipents biom the marge, Yhen s b b ey, ciok 050
Dt 5 cmac & | DEC w | HOTEM w | PHA| w|H] o [BACH | THP
1: ¥ Fari réar Cail I L
Dy, shee o Eh HELE Mo (13 155 22 Thiy Wl Wing
DGk, i & g g i P M 1575 mLEL TP
DoriSach. s ¥ Org Fhirs B T M 17m 4% |3 Thusing 16 TP HC
Dardadh, shice ~E Higurylins Thaly il i ista EE LE Thish Tde TR MG
DardhSach, wea w g 13 héa Binkh Hewe 1564 6 L ThaTE Edbrik
ok, s & omd 1A Hed Mg Wil L] 1573 TT Trde g Dy This
Daardach, she: = by L ik Lt My et B g e O ™
DG, shie e ] Ha Ui Bgoe Hb T ] 0 Hg Wi Wil
CawhGach, wki o B Hiodieg L2 Tuong [ & ] 56 Pameur TP
L ¥
D Saare Pefine teciment ki
Dentiach. s Bl ot

" e

i Eived duphopfee

7] P reiis. .

:l- Sbclaln adcoun...,

O hop thoai Mail Merge Recipents, ta co thé loai bo hoic trich loc nhitng hang khong

mudn tao thu mdi. Nhan OK. Nhan Next qua budc 4.

Mail Merge * X

Write your letter

IF you hawve not already done so,
wirite wour letter now,

To add recipient information to
wour letker, click a location in the
document, and then click one of
the items below,

5] Address block...

|5 Greeting line...

iﬁ Eleckronic postage...
j’i More items.. .

‘hen you have finished writing
wour letter, click Mext, Then you
can preview and personalize each
recipient's lekter,

Step 4 of 6

= Mext: Preview your letters

A Previous: Select recipients

Trong muc Write your letter, nhin chon More items...
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Insert Merge Field
-Insert:
) Address Fields (%) Database Fields
Fields:

[Match Fields. .. ] [ Insert

] [ Cancel

bat con tro text ¢ vi tri xac dinh trong van ban mau, noi can chén dir li¢u vao, lan luot

chen céc field vao. Nhan Next sang budc 5, & bude nay nhan vao nat >> dé xem trudc cac thu
moi ti€p theo

Nhén nat Next sang budc thit 6.

Forge
g Primk,
23 Coit imcheenbual bettmn...
i g 1 st e
Stop bol B

Pl Fleije
Prewiew poir lebbers
S 1w rorged kebes &
prerieme Fevs, To pvasias
arother leiter, tick ana of the
[T B
|| PEOSE] |

#7] Find a mogesnt,

Pake Changes

22!

Fiou cun aeh chenge your
e

= Eot roglank kst

I Frchuce B recipsent ]
ey poma Furew ksl
e vius ke, cho
fhast. Then g can prink the
nerged belern o ol e

bedhiees bo el pesi el
N

wep 5ol i
& Pk Corphitn the rerge

& Pemvipus Wiile pour bsiben

- al Merge

Cpmplete Bhe merge

M Mege & ety b0 produos:
your mitirs

T perspnadas your ledhers, ok
“Fuid briraadund Leiters.™ Thid vl
pe & Ty decument meths o
msrged iEthers, To make dhanges
i il Uhe labtatrd, sty Dancki b
thn ongnal dooment

& Pravaro Pravie s baitan
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Chon Print... néu mudn in cac thu moi truc tiép ra may in, chon Edit indidual letters

néu muon xem trudc cac thu moi trong van ban.

Merge records

©al
() Current record
O Erom: To:
[ Ok l I Cancel J

Trong hop thoai Merge to New Document co thé chon tao ra toan bd cac thu mai co
trong danh sach hodc chi chon tao thu moi cho mot ) nguoi.

Chon Ok dé két thic.

2. Cach s dung Style trong Word

< Ap dung mét Style cho vin ban
Budc 1. Chon vin ban ban mudn dinh dang hodc dit con tro chuot ¢ dau dong.
Budc 2. Trong nhom Styles trén tab Home, hiy nhap vao mili tén tha xudng More.
nadbeene| asbecdr AZBhC sszbcer AQB

Budc 3. Chon Style ma ban muon tir trinh don tha xudng.
AsBbccDc | Aadbeede AaBhCr Asiboer A B
T i ] 6 Spatmg =sding Headhmg 2 "-L.
AaBbCCDy  AoBbCo AalbCcDy
AaBbColh

BaBbiCeDy



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

Budc 4. Vin ban sé& xuét hién theo Style da chon.

< Ap dung mét b style

Budc 1. Tab Design, vao miii tén More tha xudng trong nhém Document
Formatting.

Animal Rescue - Word

Layout References Mailings Review View

| Titke TLE e Titke Tile —_

A e ‘ _
T P b onn 1 Homail it -
Themes [rrm s e - S E— Wil HEALIREG | et et |:_|
bl T e - === |=

Dowument Formatting

Buéc 2. Chon b6 Style ban muén ti trinh don tha xubng.

— == L
: ! Titie TTTLE " o
P e === === ; =

Budc 3. B6 Style da chon sé dwoc ap dung cho toan bo tai liéu.

% Tao mjt Style méi

Buéc 1. Nhip vao miii tén & goc dudi cing bén phai ciia nhom Styles.

. & Fimd =
AaBbhCcD AaBhicDd .":"u:'iHh' Hd [ = 8 Replace
e HEpa
THermal  MNoSpacing | Heading 1 | Heading it U Select =
; Editing -

Styhes [AIT «Cnal = Shift -&,_I

al Rescue __ [ e

Budc 2. Khung Styles s& xuat hién. Chon niit New Style.
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Chear &4

[

Vo ppoeg o
[[1mesding » =

Handng 7

Tide

Sutrtitie

Subie Empham
Emphasn
inEprrue Bwghwiiy a4
Mrorg

Epsirin

Inkenie Cuesks

Subtin Bl eidnls

inbenibe Refime

Bosll Tl

Lurt Parageaah L
Fagis
Lo 1 L

Budc 3. Mot hdp thoai sé& xuét hién. Nhap tén cho Style, chon dinh dang van ban
mong muon va sau do nhap vao OK.

Ceeae MEw Syle Inam Fromailing ]
Faislie

amr P SpiT

Style troe Faiugtaah

Syl e ar 3 Hesdmg b

dlpe i Yeboerng pragamts 1 Hiw e
Turrattng

Segoe LN Epmign o || M4 B 1 U

A M\'b':«.dl:ll_' from Your Director

Fart: Sagea U Smuhgh, 26 pl. Bod, Past colar Accent 3, St Ssos i v St gabirg
[T L

£ aaebe the it gaery (] Sptomutcsily uatite
Wi Crg i Lok goriomest | Himw dacumania bezed an 86 lorsils

Pgrmirl - oF Taras
L - e

Buéc 4. Style méi s& dugc ap dung cho van ban dang duge chon. N6 ciing s& xuat
hién trong nhom Styles.
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3. Tao muc luc tu dong

> Panh diu muc luc

% Sir dung cdc Heading Styles dwoc cdi sin

Lua chon ndi dung mudn dinh dang thanh Heading.
Chon tab Home.
Trong nhom Styles, Chon Heading 1 (hodc chon heading tuy y).

acgbcee AgBb€ AaBbCc | aaBbccDe = %33

Emphasis |THeading2 7 Heading3 | Thormal |2 Cthfl‘”g'f
yles =

Styles

Dé ddanh déiu cdc muc:

Lua chon ndi dung ban muén tao Heading.
Chon tab References.

Chon Add Text trong nhom Table of Contents.

Chon Level muén ap dung cho noi dung da chon.

j.. add Text = Apl Uiy Insert Endnote
V| Da Mot Show in Table of Contents Ptnote =
Contents = Level 1l
ol Level 2
Level 3

» Tao muc luc tw dong

s Dé tao muc luc tw dong:

Dt con trd vao tai liéu noi mudn dat muc luc tu dong
Chon Tab References

Chon nut Table of Contents, Chon vao Insert Table of Contents va dinh dang muc

luc theo céch riéng cia minh.

5 | Add Text -
=i Update Table

Table of
Cantents =

2] Insert Table of Contents..,
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Table of Contents

Prink Presiew Web Preview
Heading 1. cienecee s 1 |68 Heading 1 had
HEadiNG 2 ovvreeescssenereeesseseeens 3 Heading 2
Heading 2o ieereeerceseeeniens 5 Heading 3
4 A

Show page numbers Use hyperlinks instead of page numbers
Right align page numbers
Tab leader: | ....... W |
General

Formats: From template e

Show levels: |3 F

[thions... ][ Modify. .. ]

[ Ok, ][ Cancel ]

» Cap nhit Table of contents

Click vao tab References va sau d6 chon Update Table trong nhom Table of

Contents.

m Home Insert Page Layout References

Y [EwAddText - [y Insert Endnote
== ¥ update Table AB Next Footnote =
Table of Insert s
Contents ~ Foutnote = 2NOW NOTeS C
Table of Contents Footnotes i

Khi cdp nhat bang muc luc ban s€ dugc hdi rang ban muon cap nhat toan by muc luc

hay chi muon diéu chinh s6 trang.

Update Table of Contents E'E'

Ward is updating the kable of contents, Select one of
the Following options:

(%) ipdate page numbers only
) Update entire table

[ Ok l[ Cancel ]

Chon diéu chinh s6 trang néu thém ndi dung 1am tang sd trang trong tai liéu ma khong

thém tiéu dé nao maéi, con néu ban thém hodc thay doi noi dung ti€u dé thi nén chon Update

entire table.

Click Update Table.
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4. Nén bio vé vin ban - Watermark
* Chon tab Design = Chon Watermark trong nhom Page Background
+Kich chon Watermark ban mudn hoic Chon Custom Watermark va tao mot hinh
mo riéng.

« Pé bo mot hinh mo, thyuc hién cic bude nhu trén nhung chon Remove Watermark.

4 Mem ban v¢ vam bis - Watermark
* Chon b Design - Chon 'Walsrmark Yons ehim Page B kgrons:

R chen Wiserriark Ton e Taoke Chon Ciostein Woatirmark vl o mdi hs

= Eié b mét hivh mé, fhee hign cie bode shir wén shrmg chon Remeve W |
|

5. Tao Header and Footer cho van ban

Vao Tab Insert, nhém Header & Footer, nhan chudt vao nat Header hay Footer.

5 Heagay = A | A Quick Parti = (8 Sigmaturs Line *  JT Eguatian *
- ] Worasd = (Bl Date & Tme {1 symbed =

i Pobtes =

Blank

Biprk (Three Cpdumm)

Alphadiet
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- Mot menu x6 xuéng v6i cac Header, Footer mau cho ban chon.
- Nhap ndi dung cho Header hay Footer.
_ Nhap xong nhan dup chudt vao ving ndi dung cia trang, lap tirc Header/ Footer s&
dugc ap dung cho toan bd trang cua tai licu.
6. Panh s trang tw djng trong vin ban
> Chén s6 trang vao viin ban
e Chon Insert->Chon Page Number.
e Trong menu xuit hién, chon Top of Page hoic Bottom of Page dé danh sb

trang tu dong

m Home Insert | Pagelayout  Referenices Mailings Review  View

&) Cover Page = . ¢ EE =5 e L 1 & Hyperiink T . >
BA B | 4 -] \F —| = 1 _J A

- - u JJ !_l i:_E: ﬁ iﬂ"' :

|] Blank Page A& Bookmark A Footer = Jﬂ
= Table Picture Clip Shapes SmartArt Chart 5Screenshot S — ey —. Text ;s
r— Page Break - Art - - i) Cross-reference [#] Page Mumber=|| goy» 25
fatjes gaties ffastations Links B TIopof Page
i st .
||':|| ' |;_;: et D gimple 4« [#] Bottom of Page
- Plain Number 1 £ ,ﬁ Page Margins k
#]  Current Position b
- i _Eﬁ" Format Page Mumbers..,
3:.‘ Remove Page Humbers

= Plain Number 2

> Xoéa s6 trang & trang dau tién cia tai liéu

- Nhén chudt vao bat ky ving nio cia tai liéu

- Chon Layout > Page Setup

- Nhan chudt vao thé Layout trong hdp thoai, bén dudi Headers and footers, danh diu

chon véo Different first page. Nhan OK.
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II. BAI TAP THUC HANH

Bai 1: Dung Mail Merge dé tron vin ban sau:

1. Tao tép vdbi tén csdl.docx luu bang dir li¢u sau:

Ho ten Co _Quan Dia_chi
Pham Thi Van Anh Cong ty c¢b phan & thuong mai Thanh Long | Ha Noi
Phan Thanh Tung Cong ty TNHH Hung Thinh Pa Ning
Nguyén Vin Hanh Cong ty TNHH céng nghé Pham Minh Thanh Hoa
Tran Duy Linh Trung tAm phat trién cong nghé ASIA Ha Noi
Lé Thi Nu Cong ty TNHH thuong mai Birc Nghia Tp. HCM
Nguyén Thi Thanh Hoa Cong ty phan mém ADHN Pa Nang
bang Cao Tung Cong ty may tinh Cao Tung Quang Ninh
Hoang Duc Quang Vién nghién ciru & phat trién khoa hoc Ha Noi

2. Mau vin ban: . . N
CONG HOA XA HOI CHU NGHIA VIET NAM
DPoc l1ap — Tw do — Hanh phuc

Cong ty Cong nghé tin hoc Bic Ha Tran trong kinh moi

Ong (ba):

Don vi:

Dia chi:

T6i dy budi 18 ra mat san pham may tinh c4 nhan thuong hiéu Viét nam cia
chung t6i!

Vao luc 8 gio 30 phut ngay ..... thang ..... nam 2019

Tqi tru sé chinh so 81 phé Mai Dich - Cau Gidy - Ha N§i.

Su c6 mat ctia Quy vi 14 niém vinh dy va 13 sy ¢d vii 16n cho chiing t6i trong
su nghi¢p phat trién may tinh Vi¢t Nam!

Xin chdn thanh cam on!
Ha Noi, ngay .... thang .... nam 2019.
T/M CONG TY
GIAM BOC
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4+ Huoéng din:

1. Soan thdo mau van ban 1 luu thanh csdl.docx
2. Soan thao mau vin ban 2 lwu thanh giaymoi.docx

3. Mo van ban giaymoi.docx va thuc hién cdac budc:

B1: Vao Maillings—> Chon Start Mail Merge—> Chon Step by Step Mail Merge

Wizard...

OB eE- -

Relerence

Inzart Dresiggn Layrut

= &=

Startfdail  Seinct
Mg = Feciprenis « 7

E-mzal Messames

I e R

|i]  Step-try-Shep Mail Merge Wizsrd,.. Hirfme ¢

B2: Xuit hién ctra s6 Mail Merge: Thuc hi¢n lan luot 6 bude trong ctra $0:

+ Ta budc 1: Chon Next chuyén budc 2
+ Tai budc 2: Chon Next chuyén budc 3
+ Tai budc 3: Chon Brown dé mé file danh sach
Xong chon Next chuyén budc 4
+ Tai buoc 4:
- Dit con tro tai vi tri can chén
- Chon More Items..., Chon tén truong can chén
- Chon Insert, chon Close.
- Lap lai cho céc vi tri con lai.
- Chon Next chuyén budc 5
+ Tai budc 5: Kiém tra cac vi tri chén va dinh dang
Chon Next chuyén buéc 6
+ Tai budc 6: Chon Edit indidual letters dé tron
Xuét hién hdp thoai va chon mdt sé hodc tit ca dé tron

Chon Ok.

Mail Merge e

S5elect document type

What type of document are
you working on?

e Letters
E-mail messages
Envelopes
Labels
Directory

Letters

Send letters to a group of
people, You can personalize
the letter that each person
receives.

Click Mext to continue.

S5tep lof 6
= Mext: Starting document
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Bai 2: Dung Mail Merge dé tron van ban sau:
1. Soan thao van ban sau va luu voi tén Giaymoi.docx

CONG TY PAIDUONG  CONG HOA XA HQI CHU NGHIA VIET NAM
NHA HANG ISUSHI Poc 1ap - Tw do - Hanh phuc
_______ K mmmmmem S
Ha Noi, ngay 10 thang 05 nam 2019

THU MO1 BV O

Kinh moi: Ong(ba) .....cccooovvieiiiiiiiiieeeeeeeeeee e
Chircdanh:......cccvvvveeiiiiiiii e

han dip khai truong nha hang Isushi, ban Giam déc nha hang Isushi t6 chirc
mo tiéc khai trrong nha hang va tri an quy khach hang. Thay mat ban Giam

dbc nha hang Isushi, toi xin tran trong kinh moi quy 6ng(ba) téi tham du
1€ khai truong va du tiéc cung chung toi.

< Thoi gian: 18"30 ngay 14 thang 05 nam 2019

% DPia diém: Phong Tiéc - Nha hang Isushi
Tang 02, thap A, tdoa nha N04 Hoang Pao Thuy- Ha Noi

Rt hén hanh dwoc don tiép!

Noi nhin: GIAM BOC
- (ba ky)
1 Nhu kinh moi
(1 Luu van thu Lé Hai Dong
2. Soan thao danh sach khach moi va luu voi tén danhsach.docx

Ho_Ten Chuc_danh Dia_chi
Nguyén Nhu Trang Giam ddc 244 Tran Pht , Hai Phong
Tran Minh Thanh Trudng phong 245 Lé Duan, Hai Phong
Lé Hai Nguyén Ph6 giam doc | 64 Pa Nang, Hai Phong
Nguyén Minh Phuong Giam ddc 240 Lac long, Hai Phong
Pham Minh Hai Pho phong 168 Minh Khai, Hai Phong
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Bai 3: Dung Mail Merge dé tron vin ban sau:

1. Tao bang diém: Tinh tong diém va lwu lai véi tén danh sach. docx

Ho va tén Phong Toan Van NN Tong
Nguyén Ngoc Anh 01 9 7 8 ?
Ng6 Thuy Anh 01 9 9 9 ?
Vi Nhu An 02 10 7 6 ?
Hoang Ngoc Duong 02 7 6 8 ?
Nguyén Thanh Hai 03 8 8 8 ?
Nguyén Hitu Giang 03 7 7 6 ?
Lé Thanh Trung 04 5 5 5 ?
Mai Ngoc Tung 04 7 7 7 ?

2. M& tép méi va soan thao phiéu bao diém theo miu.
BO GD & PT HA NOI

TRUONG PAI HOC NGUYEN TRAI

CONG HOA XA HOI CHU NGHIA VIET NAM

Doc lap - Tu do - Hanh phuc

PHIEU BAO DIEM

KY THI TUYEN SINH NAM HOC 2018 - 2019

Thi STNN: Lo
Phong thi:.....cooovvveiiiieee, dat két qua trong ky thi tuyén sinh
Pai hoc ndm hoc 2018 — 2019 t6 chirc ngay 5 thang 7 nim 2018.
DR 11 |
DI Y ) |
D\
O TOng ditm: .ueeeeecrerecrerencrennennene

Pugc cong nhan dd vao trudng va nhap hoc theo dung thoi gian trén gidy
thong bdo nhap hoc.

HIEU TRUONG

NGO QUANH HUNG
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4 Yéu chu:
1. Tron 2 van ban trén vo1i nhau va luu van ban da tron voi tén KetQuaTron.docx
2. Chén sb trang vin ban KetQuaTron
4+ Huoéng din:
1. Tron vin ban: Thuc hién nhu huéng dan & bai 1

2. Chén s trang:
Budc 1: Mo file van ban KetQuaTron.docx
Budc 2: Vao Insert - Page Numer—>Chon vi tri can chén s trang tu

dong.

L Trm 2 win Tém tnén v ohoo ol e s
KetunTron docx

1 Chin s iramg vim bim KetQuaTron

& Hmimg dan:
A R T



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

Bai 4: Tao trang sau dung Watermark

TRUONG PAI HQC HA NOI
KHOA CONG NGHE THONG TIN
BO

TAI LIEU HUONG DAN THUC HANH
TIN HQC CO SO

HA NOI 2019
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Bai 5: Tao muc luc tw dong

Mo file TAO MUC LUC TU DONG
Dinh dang kiéu style cho cac dé muc
Panh s6 trang cho trang van ban
Tao Header, Footer cho tai li€u

Dnm A W N =

Tao muc luc tu dong theo mau sau:

MUC LUC
CHITONG 1: TONG QUANVEMAY TINE . oo 1

1. Thang tin
AT R T S |
4 Way tinh dign teva ich s phatmidn. .
CHUTONG I HE BIETT HANE MS WINDOWS e
1. igd thidu hé Jisu hamh Windews ...
1. Khkdd ding va thear khoi hé Jidu hinh Windows. ... .o
3. Gizo difn WInSOWs ..o
4, Cac khal nigm oo s tronE WIRASWs .o

L

S Chen by chwomg trmb .

L

&, Cach khid ding v thoat chrons trich #ns SURE
CHUOMNG 3: MICROSOFT OFFICE WORD 2000 oo
L. Flhdd @0mE MS-TEE e 1

w R

1. Cactharh phin oda ok w8 DA viEC o 1
3, Thoat Kned RIE-TOrE. e eneeen 1T
CHUONG 4 MICROSOFTEMCEL 2000 ... .13
1. GI0I THIEU BANG TINH MICROSOFT EXNCEL .. 18
2. Lam wigs v bamg timh workshast. e 20
CHIIONG 5. MICROSOFT POWERPOINT ..o 20
1. Cach khii ddng Powepoimt 200003 e 26
2. Tao mot ik I8 B00 .o 20
3 Trnk didmn 8lda ...
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BAI TAP TONG HQP
Bai 1:
DU LICH NUOC NGOAI
ULICHN NGO
ac chuong trinh du lich sau gidy phut thu gian nhe nhang vui
duge t6 chtc thuong xuyén tuot ...
hap dan. *» Maday anh hodc Camera s¢ luu lai
w Qui khéach s& c¢6 dip di du lich khip nhiing hinh anh ky niém cua ban,
moi mién, moi ving trén thé gidi gia dinh nhimg chuyén di du lich
x Nhimg dia danh n6i tiéng, canh dep cua Mékong Tourist.
thién nhién tuyét voi, cung nhing

o1 cac ban dung chin nghi ngoi sau nhitng chang duong sé 1a cac khach
san tiéu chudn qudc té, luén 1am hai 10ng cac ban. Nha hang sang trong,
lich su noi tiéng trong ngh¢ thuat am thuc s& 1a noi phuc vu nhitng mon
an noi tiéng, mang huong vi doc déo cia moi mién trén thé gidi.

STT PIA PIEM DU LICH PON GIA
1 Trung Quoc tham thdan nhdn 29 ngay 5.390.000d
2 Trung Quéc du lich 8 ngdy 14.390.000d
3 Singapore du lich 5 ngay 8.800.000d
4 Singapore du lich & mua sam 9.240.000d
5 Dai Loan du lich 10 ngay 15.240.000d
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Bai 2:

dc Kinh 1a thu
Bd() cia nudc
Cong Hoa
Nhéan Dan Trung Hoa
va la mot trong bon
thanh phé tryc thudc
trung wong cua Trung
Quéc. Bic Kinh 1a mot
trong nhiing thu do co
xua va 16n nhat cua
Trung Hoa, con co tén
tiéng anh khac 1a
Beijing.
Bic Kinh la
thanh phé 16n tht hai

cia Trung Qudc, sau
Thuong Hai. La trung
tam chinh v6i hé thong
giao thong cuc ki hién
dai, bao gém cac hé
théng duong sat, dudng
cao tbc va tau dién
ngam. Bac Kinh con 13
mot mat xich quan
trong trong hé théng
hang khong qudc té.
Bic Kinh dugc
biét dén nhu 1a thu d6
vé chinh tri, vin hoa va
gido duc cua Cong Hoa

nhan dan Trung Hoa.
Trong khi Thuong Hai
va Héng Kong vuot trdi
vé mit kinh té.

)

Lwong khach

Doanh thu tir du lich

8,5 triéu

1,2 ti USD

8,8 triéu

1,5 USD

9,1 triéu

2,2t USD
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Bai 3:

CONG TY TNHH CONG NGHE TIN HOC BAC HA

Bac Ha Informatics Technology Company Limited
Add: 81 pho Mai Dich — Ha N¢i. Tel: 04.7642341. Email: angelco@hn.vnn.vn

PHIEU XUAT HANG - KIEM BAO HANH

SO /KD
Ngay.... thang.... nam 2019
KNACK RANG: ..ttt e e e e aae e s beeeabee s
Pia Chi: oo PT/Fax:....ccccovvvvnnnnnnnnn.
Phuong thirc thanh todn: ...........cccvveeiiiiiiciie e, Ty gl
TT TEN HANG SO LUQNG | PON GIA Tgﬁgﬂ }fﬁ\?}l
1
2
3
4
5
TONG CONG
Tong s6 tién thanh tOAN: ............ocveeeeeeerreeeereeerean, (viét bang chit)......cccovveeune...
Thanh toAn truGC: ....eeeeeeeeeeeeeeeeeeeeeeeeeeeee, CON NO: .evvvevieeveiiiiiiiiiaaas
DIEU KIEN BAO HANH

0 Cdc thiét bi dwoc bio hanh theo tiéu chudn cia nha san xudt, phai con nguyén tem ciia
céng ty, tem khéng bi rdach hodc tdy xéa, phdi ¢é phléu bao hanh.

O Khéng bao hanh cdc thiét bi loz khéng do nha san xudt: thién tai, roi vo, chay, né; do sir
dung sai dién ap, qud cong sudt, chdp,...; 16i do cai d‘atphan mém mién phi, virus, cdc phu
kién tiéu hao do qud trinh sir dung: muec in, dau kim, pin ..

THU KHO NGUO1 GIAO NGUOI LAP PHIEU KHACH HANG
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Bai 4:

NGUYEN NHAN MAY TINH BI TREO

0t may tinh hoat dong ban bi mét dién dot ngdt, nhung &
khong 6n dinh, hay treo, nhitng 1an mé méy sau do, ban ngai
thuong do nguyén nhan cho doi 1au, nhung thudong chu dong
cac linh kién ctia may tinh khong bam phim nao d6 dé két thuc sém qua
déng bd (khong duogc lua chon k¥ trinh stra 16i cia Windows, va dén
cang khi lap may). Ban mot luc nao d6 thi

nén nho mot nguo1 biét cac 101 tich tu

ky vé k¥ thuat kiém tra khong “chira
lai RAM va bang mach

chinh. Ciing c6 luc do

chay” ndi nira,
gay ra tinh trang
phan mém Windows hoat dong cua

cai dat trén may bi 16i. may that thudng

N - ]
e

Chang han, mdy nha

DAT MUA TAP CHI <
THE GIOI VI TiNH — PC WORLD |

HAY PIEN VAO PHIEU SAU:
» Ho va tén nguoi dat
» Lam viéc tai don vi
» Dia chi nhan tap chi

» bién thoai lién lac
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Bai 5:

HO nvr cOC

6 Nui Cée 1a

hd nhan tao,

chin ngang
dong séng Cong, nam
trén dia phan huyén
Dai T, o trén cao lung
ching ntGi. H6 dugc
khéi cong xay dung
nam 1993, hoan thanh
co ban nam 1994. H6
g6m mot dap chinh dai
480m va 6 dap phu.

Dién tich mat ho
khoang 25km? Trén
mat ho rong ménh
mong co téi hon 89
hon dao, long hd siu
trung binh 35m, dung

tich nuéc hd khoang
175 tr m’.

H6 Nui Cée 1a
danh thing, 14 noi nghi
mat dep. Hi¢n nay hé
thong nha nghi va bén
tim d3 duoc quy
hoach va xay dung
tuong dbi tot, phuc vu
khéch du lich dén tham
quan nghi ngoi, vui
choti giai tri.

> DOANH THU TU DU LICH THAI NGUYEN &
s LUQT KHACH
NAM — - DOANH THU (USD)
QUOC TE | TRONG NUOC
2012 25000 120000 18 triéu
2013 29000 150000 20 triéu
2014 32000 180000 25 triéu
2015 35000 200000 30 triéu




