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Truong THPT Thadiecn vem a <6 trang o4 Baiitaps thuehanh <. Mén-nghé: Finhoewin phong — Khéi 11

PHAN BAI TAP WINDOWS
Bai 1:
1. Tao cay thu muc sau luu trén 0 dia V:\
V:\
SOCAP
CCA ccB ccc
[ | [ | |

| THeB | | ve1 | | vp2 | |Acc1| [Acc2 | [Acc3| | MANGCB | | MANGNC |
2. Tim kiém trong cac b dia lam viéc 2 tdo tin co phﬁn mo rong la “ICO” , sau do chép vao thu muc

~

THCB.

Tim kiém trong cac b dia lam viéc 2 tap tin co phﬁn mo rong la “COM?”, sau do chép vao thu muc
VPL1.

Tao tap tin TRALOLTXT tai thu muc SOCAP c6 ndi dung tra 161 cau hdi sau: Cho biét thudc tinh
cua mot tap tin va néu y nghia cua cac thudc tinh do.

Tao tép tin LUUTRU.TXT tai thu muc CCA c6 ngi dung cho biét cach tao mot shortcut trong
Windows Explore.

Sao chép ndi ndi dung tap tin LUUTRU.TXT vao cudi tap tin TRALOLTXT va luu tai thu muc
SOCAP véi tén moi la NOIFILE.DOC.

Sao chép toan b cac tép tin trong thu muc THCB sang thu muc CCA, sau dé dobi phén tén mo rong
thanh .BAK.

bat thugc tinh chi doc cho céc tap tin co kiéu “TXT” trong cdy thu muc vira tao.

Nén nhanh thu muc CCA thanh tap tin NENCCA.ZIP (hoic NENCCA.RAR) Iuu tai thu muc
SOCAP.

GHI CAC BUOC THUC HIEN
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Truong THPT Thubaccri xem au ¢ <6 trang o2 Baiitapsthuehanh <t Ménenghe: Finhoewin phong — Khéi 11
Bai 2:

1. Tao cay thu muc sau luu trén b dia V:\

V:\

|
[ SANXUAT | | TONGHOP
|

I | [
[ NHANSU [ wonG | [ TRucTiep |

2. Tim kiém trén cic 6 dia hé thong nhitng tap tin va sao chép theo yéu cau:
a) 2taptin kiéu “msg” vo1 dung luong t6i da 150KB, sau do chép vao thu muc NHANSU
b) 2 tap tin kiéu “ini”, sau d6 chép vao thu muc QUANTRI

3. Tao tap tin tai thu muc LUONG:
a) PHUCHOL.TXT véi ndi dung cho biét thao tac phuc hoi cac ddi tuong tir Recycle Bin.
b) THOIGIAN.TXT véi ndi dung cho biét thao tac hiéu chinh dong hd cua hé thdng.

4. Thuyc hién thao tic sao chép tat ca cac tap tin hién c6 (06 tap tin) vao thu muc SANXUAT sau do
thay d6i phdn mé rong thanh BAK (tén chinh khong d6i)

5. bat thudc tinh cho cac tép tin:
a) Chi doc (read only) cho cac tap tin trong thu muc LUONG
b) An (hidden) cho céc tap tin trong thu muc QUANTRI

6. Sao chép ndi dung cua hai tap tin trong thu muc LUONG tao thanh tap tin TONGHOP.TXT dat tai
thu muc GIANTIEP

7. Nén toan bd nhanh thu muc QUANTRI thanh tap tin NENTM.ZIP (hoac NENTM.RAR) dat tai thu
muc TONGHOP

GHI CAC BUOC THUC HIEN
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Bai 3:

1. Tao ciy thu muc sau luu trén 6 dia V:\

V:\

| |
| PHAPLUAT | THEGIOI XAHOI
I [

[ |
VU_AN DIEUTRA NHADAT CHINHTRI

2. Tim va sao chép:
a) 2 tap tin kiéu TXT, dugc tao ra sau ngay 15/02/1990 vao thu muc VU AN
b) 2 tap tin kiéu INI véi phan tén dai hon 2 ky ty vao thu muc XAHOI

3. Trong thu muc DIEUTRA, tao tap tin FONT.TXT c6 ndi dung tra 161 cau hoi sau:
—  Cho biét thao tac dé thém font chit méi vao hé thong trong hé diéu hanh Windows

4. Trong thu muc PHAPLUAT, tao tap tin RECYCLEBIN.TXT c6 ndi dung tra 101 cau hoi sau:
— Cho biét thao ¥ nghia cua Recycle Bin trong hé diéu hanh Windows

5. Tao tap tin GHEP.TXT trong thu muc THEGIOI c6 ndi dung 1a ndi dung cua 2 tap tin FONT.TXT
(dugc tao ¢ cau 3) va RECYCLEBIN.TXT (dugc tao ¢ cau 4)

6. Sao chép cac tap tin trong thu muc XAHOI vao thu muc CHINHTRI, sau d6 d6i phan mé rong cua 1
tap tin bat ky trong thu myc CHINHTRI thanh TXT

7. Nén thu myc CHINHTRI thanh tép tin CHINHTRLZIP (hodac CHINHTRIL.RAR) va luu vao thu muc
goc.

8. Dait thudc tinh 4n cho tap tin nén CHINHTRI.ZIP (hoic CHINHTRI.RAR) ¢6 trong thu muc gbc.

GHI CAC BUOC THUC HIEN
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CAU HOI ON TAP PHAN WINDOWS

Cau 1: Pé c6 thé quan sat thoi gian trong hic lam viéc, ta cé6 thé mé hop thoai Taskbar Properties va chon:

® Always on top Auto hide © Small icon in start menu ® Show clock
Cau 2: Deé xoa tap tin trong Windows Exploer ta vao:
® Delete, File ® Edit, Delete © File, Delete File © File, Delete

Cau 3: Regional and Language Option ciia Control Panel qui wéc kiéu ngay thang 13 dd/mm/yy, thi khi nhiap
20/11/2010, ta dwgc:

® 11/20/10 10/20/11 © 10/11/20 © 20/11/10
Cau 4: Trong Windows XP, dé thay d6i ngay gio hé thong ta vao
® Start, Setting, Control Panel, Change Start, Setting, Control Panel, Date/Time
© Start, Setting, Control Panel, International ® Ba cu trén déu sai
Cau 5: Trong My Computer phat bleu nao SAI vé& cac mit Iénh trén thanh cong cu:
® Nt 1énh BACK dé vé ctra so trude ® Nt Search dé tim kiém file va folder
© Nut 1énh Folder dé mé cira s6 thu muc trén dia ® Nuat Up d¢é mé thu myc dang chon

Cau 6: Dé thay do6i ngay gio hé thdng may tinh dang sir dung ta cé thé dung:
® Chuong trinh Date/Time Trong ctra s6 Windows Explorer
Chuong trinh Date/Time trong cira s6 My Computer
© Start > Programs — Date/Time
©® Chuong trinh Date/Time Trong cira s6 Control Panel

Céau 7: Trong Windows Exploer nit 1énh x dung dé:

® Xoba mot tap tin Pong cira s6 chuong trinh
© Thay dbi thudc tinh cua tap tin ® M& mot chuong trinh tng dung
Céau 8: Trong Control Panel vao Regional ... / Time v6i muc dich
® Khac ba myc dich trén Thay dbi kiéu hién thi gio
© Thay dbi gio hé thong © Thay dbi cach hién thi ngay
Cau 9: Pé khoi dong Windows Explorer trong mai truong Windows, ta cé thé sir dung:
@® Start, run, gd Explorer Right mouse tai nut Start, chon Explorer
© Cau (A) va cau (B) dang ® Cau (A) va cau (B) sai
Cau 10: Trong Windows Exploer, dé dbi tén mot thu muc di danh diu ta vao:
® File / Rename File / Delete Directory © File / Delete © Ba cau trén déu sai
Cau 11: Trong Windows Exploer, dé tao mét thu muc méi ta vao
® File, chon New, Folder File, chon Create Dir
© File, chon New, Directory ® Ba ciu trén déu sai
Cau 12: Mudn x6a mdt chwong trinh trong Windows, ta ding chwong trinh nao hay thao tic nao sau day:
® Add / Remove Programs X6a biéu tuong trén man hinh Desktop
© Add/ Remove Hardware ® Cac ciu trén déu sai
Cau 13: Trong khi 1am viéc véi Windows, néu ta nhan Ctrl — Esc thi:
® Thoat khoi méi truong Windows Kich hoat Start Menu
© Dong cira s6 dang 1am viée ® Chuyén 1am viéc sang cira sd ké tiép
Cau 14: Pé sip xép vi tri cac biéu twong trén Desktop, chon:
® Arrange lcons Active Desktop © Properties ©® Refresh
Cau 15: Mubn x6a mét chwong trinh trong Windows, ta ding chwong trinh nio hay thao tac nio sau diy:
® AvaB sai Add / Remove Programs
© Add/ Remove Hard ® Xoa biéu twong trén man hinh Desktop

Céu 16: Khi x6a mot Folder ma bén trong c6 cac Folder con va cac file thi:
® Chi ¢6 cac file bi x6a, cac folder con khong bi x6a
Chi c6 cac folder con bi x0a, cac file khong bi x6a
© Cac folder con va cac file bi x6a theo
©® Céc folder con va cac file khong bi x6a theo
Cau 17: Trong Windows Exploer dé doi tén mgt thu muc da danh dau ta vao

® File, chon Rename Edit, chon Rename

© File, chon Newname ® Ba cau trén déu sai
Cau 18: Trong Windows, xem t6 chirc cac tép, thu muc trén dia ta dung:

® Word, Excel Windows Explorer

© My Computer hay Windows Explorer ©® My Computer
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Cau 19: Mubdn chay mjt chwong trinh trong Windows ta cé thé:
® Vao Windows Explorer, Click vao tén chuong trinh va Enter
Vao cira s6 My Conputer va Double Click tén chuong trinh
© Click Start, Click Run va gd dudong dan dén tén chuong trinh d6 va Enter
© Cac cach trén déu dung.
Cau 20: Pé cai thém phong chir vao hé thong ta chon trinh tw nao dé thye hién.
® Start — Settings — Control Panel — Fonts
Start — Control Panel — Fonts — Install New Font
© Settings — Control Panel — Install New Font
© Settings — Fonts — Install New Font trong Window
Cau 21: Trong Windows, tim file folder ta thuc hién:

® Mo My Computer, nhay Edit, Find Start, Search, gd véo tén file folder can tim
© Mé My Computer, nhay File, Open ® Start, Run gb vao tén file folder can tim
Cau 22: Dé cai djt may in ta vao
® Setting / fax Setting / Document © Setting / Printers® Mot cong cu khac 3 cach trén

Cau 23: Trong Windows Exploer, mudn x6a mdt thu muc di danh déu ta vao

® File, chon Delete Directory ...® File, chon Move ... © File, chon Create Dir ~ ® Ba ciu trén déu sai
Cau 24: Trong Windows Exploer, dé di chuyén mdt tip tin ta vao

® Edit/ Cut File / New / Folder © Ba cau trén déu sai © File/ Move
Cau 25: Pé sao chép mot Shortcut trén Desktop:

® Click nat phai chudt tai Shortcut va chon Rename Click nut phai chudt tai Shortcut va chon Paste

© Click nat phai chudt tai Shortcut va chon Delete ® Click nut phai chu6t tai Shortcut va chon Copy
Cau 26: Dé sip xép cac Icon trén Desktop mot cach tw dong ta chon Iénh:

® Auto Arrange — Sort Icons Sort Icons — Arrange Auto

© Arrange Icons — Auto Arrange ® Line Up Icon — Auto Icon
Cau 27: Trong Control Panel, chon Add / Remove Programs cé cong dung gi ?

® Khac 3 cong dung trén Thém font chit m&i

© Tao biéu tugng chuong trinh ©® Cai dat thém hoac bo chuong trinh ing dung

Cau 28: Trong Windows Exploer dé thay déi thudc tinh mot tap tin d chon ta vao
® Edit, chon Rename File, chon Properties © File, chon Attribute ® Ba ciu trén déu sai
Cau 29: Trong Windows, dé chgn cac thw muc lién tuc ta chon:

® Nhan giir Ctrl + click chon lan luot Nhan giir Shift + click chon Ian luot
© Cau (A) va cau (B) dang ® Cau (A) va cau (B) sai

Cau 30: Trong Windows Exploer, dé chon dong thoi tit ci cac tap tin va thu muc, ta bAm t6 hop phim nao ?
® CTRL+T CTRL+A © CTRL+S ® CTRL+B

Cau 31: Trong Windows Explorer, mudn thé hién cac dbi tweng cé thudc tinh 4n trong cira sé thw muc ta dung
menu:

® View, Show/Hidden Tool, Folder Option © View, Folder® Tool, Show/Hiddenware
Cau 32: Trong Windows Exploer, dé chon dong thoi nhiéu tap tin khong ké nhau, khi Click chudt vao tén cac
tap tin dé chon ta nhén giir phim

® TAB SHIFT © ALT ©® CTRL
Céau 33: Khi x6a tip tin/ thw muc, néu ta nhén t6 hgp phim Shift — Delete, thi tap tin/ thuw muc bi x6a sé:

® Pugc dua vao trong Recycle Bin va ¢ thé phuc hdi lai duoc.

Mit di hoan toan va khong thé phuc héi lai duoc.

© Tét ca déu sai. ® Tit ca déu dang.
Cau 34: Trong Desktop ciia Windows, dé tao biéu twgng chwong trinh, ta nhip chudt phai, vao:

® Properties New / Folder © New / Shortcut ©® Menu khac
Cau 35: Trong Window Exploer dé doi tén tap tin, ta vao:

® Folder - Rename Edit — Rename File © Rename — File © File —Rename
Cau 36: Trong Windows Explorer muén ddi tén mdt thw muc ta dung 1énh hay phim néng nao sau day:

® Click vao tén thu muc va dung 1énh Edit Rename Click vao thu muc va nhan F2

© Céc ciu A va B déu ding ® Cac cau A va B déu sai
Céau 37: Pé tao thu muc con méi trong Windws Explorer, ta chon 1énh:

® File, Properties, Folder File, New, Folder © File, New, Shortcut ®© File, Create Directory
Cau 38: Trong Windows Explorer, dé tim tip tin hay thw muc, ta vao:

® File, chon FolderFile Folder, Find © Clear ® Ba cau trén déu sai
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Truong THPT Thubiée

PINH DANG KY TU

Bang t6 hop phim tat thuong gap

“ Baitap:thuehanh < Ménenghé: Finhocvan phong — Khéi 11

PHAN SOAN THAO VAN BAN

Lénh Phim tit Nut 1énh Cong dung

Font Ctrl + Shift + F VNI-Helve «| | Chon Font chit

Font size Ctrl + Shift + P 12 - Chon kich thuéc Font
Bold Ctrl+B B In dam

Italic Ctrl +1 z In nghiéng

Underline Ctrl+U o Gach dudi ki tu
Superscript Ctrl + Shift + = Chi sb trén (vd: X?)
Subscript Ctrl += Chi s6 dudi (vd: H,0)
Small caps Ctrl + Shift + K Chir hoa nhd

Color Chon mau ki tu

Bai tip 1: Nhip vao doan van ban sau khong dinh dang:

Chung ta c6 thé nhap van ban ¢ dang chit thudng hodc chir in dé rdi sau d6 doi sang mot kiéu chir thich hop
sau khi thuc hién mdt thao tac rat don gian. Sau khi chon doan van ban can doi ki€u, ta chi can nhan t6 hop
phim shift+f3 (hodc vao menu Format r6i chon muc Change Case...)

Cac Iénh thuong dung trong van ban c6 thé trinh bay nhanh nhd mét biéu tuong 1énh (Nt 1énh) nhu Bold dé
tao chir dam, Italic dé tao chir nghiéng, Underline tao ra chir gach dudi hay két hop ca ba.

Ngoai ra con ¢6 cic 1énh cau ky hon danh phai vao menu Format — Font (CTRL+D) d¢ trinh bay nhu dung
Underline dé gach dudi ndi dung: gach duéi cho timg tir mot, gach dudi hai nét, gach dudi bang dau cham,
gach dudi bang nét lwon song, Strikethrough tao ra chir gach giita, Double Strikethrough tao ra chit gach
gilta nét doi, cac 1énh Superscript va Subscript gitip chung ta tao dugc mot biéu thirc don gian c6 dang nhu
alx2+b1y2=0 hoac H20O, céc 1énh Shadow, Outline, Emboss, Engrave 1a mdt cai tién tr Word 97 tr& di, van
tir cach gd chir thuong c6 thé doi sang chit in hodc chir in c6 kich thudc nhé hon nhd vao 1énh all caps hoic
small caps.

Céc 1énh trong 16p Character Spacing ¢ tac dung diéu chinh chi tiét cho doan vin ban vé mat khoang cach
va vi tri.

Khoang cach gitta cac ky tu c6 thé thay d6i dé dang nho ding céc 1énh trong 16p Spacing (Format — Font
— Character Spacing):

Normal: Truong THPT Thu Buc

Expanded (2pt): Truong THPT Thu Buc

Condensed (1pt): Truong THPT Thu Dirc

Va mot doan vin ban c6 thé dugc dua 1én cao hodc chuyén xudng thap nhd cac 1énh trong 16p Position
(Format — Font — Character Spacing).
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Sau khi nhip xong, dinh dang nhw hinh bén dwéi:

Chiing ta c6 thé nhap vin ban ¢ dang chit thudng hoic CHU IN dé rdi sau d6 doi sang mot kiéu chi
thich hop sau khi thyc hi€én mét thao tac rat don gidn. Sau khi chon doan van ban can doi ki€u, ta chi can
nhan t6 hop phim SHIFT+F3 (hodc vao menu Format ro6i chon muc Change Case...)

Cac lénh thuong dung trong van ban co6 thé trinh bay nhanh nho mot biéu tuong 1énh (Nat 1énh) nhu
Bold dé tao chir dam, ltalic dé tao chit nghiéng, Underline tao ra chit gach dudi hay két hop cd ba.

Ngoai ra con co cac lenh céu ky horn danh phai vao menu Format - Font (CTR L+D) dé trlnh bay

dau cham, 1ban nét luon son SH’-Héeth#ethtao raehﬂ—gaeh—gfwa Qeabk%#ﬂe%h#ea@htao ra

: . CAc lénh SUPETSCriPt \3 subscript giUp chiing ta tao duge mot biéu the don gian c6 dang
nhu alx +b1y2 0 hoac H,0, céc 1énh Shadow, QOutline, EMm0OSS;, '—H'Jr iva 1a mot cai tién tr Word 97 tré di,
van tir cach gd chir thudng c6 thé doi sang CHU' IN hodc CHU IN CO KiCH THUGC NHO HON nhd vao 1énh ALL
CAPS hodc SMALL CAPS.

Cac 1énh trong 16p Character Spacing c6 tac dung diéu chinh chi tiét cho doan vin ban vé mat
khoang cach va vi tri.

Khoéang cach giira cac ky tu c¢6 thé thay d6i d& dang nhd ding cac 1énh trong 16p Spacing (Format
— Font — Character Spacing):
Normal: Truong THPT Thu Buc
Expanded (2pt): Truong THPT Thu DPac
Condensed (1pt): Truong THPT Tha Puc

< 1o 6 thé dwge dua 1€ cao
Va mot doan VAn ban €0 the THE hodC¢ chuvén < & - ¢ cac 1énh trong 16p
yen xuong thap phe

Position (Format — Font — Character Spacing).

GHI CAC BUOC THUC HIEN

Font: Font style: Size:

Times Mew Roman Regular 11

Sylfzen .| =TI - | |8 -
Symbol Italic 9

Tahoma Bold 10
Tempus Sans ITC Bold Italic 11| i
X 12

Font color: Lnderline style: IUnderline color;
Automatic |E| (none) |E| Automatic
Effects
[ strikethrough [] shadow [7] small caps
[ Double strikethrough [ | Qutline [T all caps
[] superscript [] Emboss [ Hidden
[] Subscript ] Engrave

Ghu cht churc nang tung nut
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PINH DANG POAN VAN BAN

Bang t6 hop phim tit thudng gip

Lénh Phim tit Nut 1énh Cong dung

Alignment, Left Ctrl+L = Canh trai

Alignment, Center Ctrl+E = Canh gitra

Alignment, Right Ctrl +R = Canh phai

Alignment, Justified Ctrl +J N— Canh déu hai bién

Decreases indent Ctrl+ M = Pay bién trai vao mdc ding ké

Increases indent Ctrl + Shift + M iE Kéo bién trai ra mdc ding trudc
Ctrl +Q X6a bo tit ca dinh dang

Bai tap 2: Nhap va dinh dang 3 doan tho sau:

Canh trai
Qué huong 1a chum khé ngot
Cho con tréo hai mdi ngay
Qué huong la duong di hoc
Con vé rgp buém vang bay
Canh gitra
Pau 1ong hai a t6 nga
Thuy Kiéu la chi, em la Thuy Van
Mai cbt cach tuyét tinh than
Mdi ngudi mot vé mudi phan ven mudi
Canh phai
Bay gio em di c6 chong
Nhu chim vao 16ng nhu ¢4 can ciu
Cé can cdu biét dau ma g&
Chim vao 10ng biét thud nao ra

Bai tap 3: Nhap doan van ban sau:

Thuy di¢n Ham Thuan va Pa Mi cach nhau 10 km ¢ thuong ngudn song La Nga. Hb chita Hdm Thuan véi
dung tich 696 triéu m®, Pa Mi véi 141 triéu m®, s& bd sung thém nguén nudce cho cong trinh thuy dién Tri
An va cai tao moi s1nh, moi trudng cho ca khu vie Nam Tdy Nguyén va dia diu mién Péng Nam bo.

Sao chép thanh 6 doan va dinh dang nhw_bén dwéi

> Canh déu 2 bién
Thuy dién Ham Thuan va Pa Mi cach nhau 10 km 0 thuong ngudn song La Nga. Hb chira Ham Thuan véi
dung tich 696 triéu m*, Pa Mi véi 141 triéu m°, s& bd sung thém ngudn nudc cho cong trinh thuy dién Tri
An va cai tao moi smh, moi truong cho ca khu Vuc Nam Tay Nguyén va dia diu mién Déng Nam bo.

> Canh déu hai bién va chinh khoang cach dong (1.5 line):
Thuy dién Ham Thuan va Da Mi cach nhau 10 km & thuong ngudn séng La Nga. HO chira Ham Thuén véi

dung tich 696 triéu m®, Pa Mi v6i 141 triéu m>, s& bd sung thém ngudn nudc cho cong trinh thuy dién Tri

An va cai tao moi sinh, mdi truong cho ca khu vuc Nam Tay Nguyén va dia dau mién BDong Nam bo.
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> Canh déu hai bién va chinh khoang cach dong (Double):
Thily dién Ham Thuén va DPa Mi cach nhau 10 km ¢ thuong ngudn séng La Nga. H chira Ham Thuén véi

dung tich 696 triéu m®, Pa Mi v6i 141 triéu m>, s& bd sung thém ngudn nudc cho cong trinh thuy dién Tri
An va ci tao moi sinh, méi truong cho ca khu vie Nam Ty Nguyén va dia diu mién DPong Nam b.

> Canh déu hai bién va chinh First Line 1& 155 cm:
Thay dién Ham Thuan va Pa Mi céach nhau lO km & thuong ngudn song La Nga. Hb chira Him Thuén
v6i dung tich 696 triéu m®, Pa Mi vé6i 141 triéu m®, s& bd sung thém ngudn nudc cho cong trinh thuy dién
Tri An va cai tao moi smh, moi truong cho ca khu Vuc Nam Tay Nguyén va dia dau mién Pong Nam bo.

> Canh déu hai bién va chinh Hanging 1 2 cm:

Thity dién Ham Thuan va Pa Mi cach nhau 10 km & thuong ngudn song La Nga. H6 chita Him Thuan véi
dung tich 696 triéu m?, Pa Mi véi 141 triéu m®, s& bd sung thém ngudn nudc cho cong trinh thiy
dién Tri An va cai tao moi sinh, moi trudng cho ca khu vuc Nam Tay Nguyén va dia dau mién
bong Nam bJ.

> Canh déu hai bién, canh 1€ trai 2 cm, 1 phai 3 cm két hop véi First line 1 cm
Thity dién Ham Thuan va Pa Mi cach nhau 10 km & thuong ngudn song
La Nga. H6 chira Him Thuan véi dung tich 696 triéu m®, Pa Mi véi 141 triéu
m°, s& bd sung thém ngudn nudc cho cong trinh thay dién Tri An va cai tao
moi sinh, mdi trudng cho ca khu vuc Nam Tay Nguyén va dia dau mién Pong
Nam bg.

GHI CAC BUOC THUC HIEN

Indents and Spacing | Line and Page Breaks

General

Alignment: Left Izl
Outline level: |Body Text Izl

Indentation
Left: Oon = Spedial: By:
Right: Oon = {(none) IEI =

[ Mirrar indents

Spacing
Before: Opt = Line spacing: Af:
After: 0pt = 1.5 lines |E| =

Ghi chu chtric nang tirng nat
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CHIA COT VA PINH DANG DROPCAP

Bai tip 4:
> Chia 2 ¢4t bing nhau
huy dién Ham Thuan va thuy di¢n Ba Mi
cach nhau 10 km & thuong ngudn song La
Nga. HO6 chira Ham Thuan voi dung tich
696 triéu m®, Pa Mi v6i 141 triéu m®, s& bd sung

> Chia 2 cot khong bing nhau
T hay dién  Ham
Thuan va thuy dién

Pa Mi cich nhau 10 km &

thém nguon nudc cho cong trinh thuy dién Tri An
va cdi tao moi sinh, moi trudong cho cd khu vuc
Nam Tay Nguyén va dia dau mién Pong Nam bd.

HO chira Ham Thuén voi dung tich 696 tri¢u mg, Pa Mi véi 141 triéu
m?, s& bd sung thém ngudn nudc cho cong trinh thiy dién Tri An va
cai tao moi sinh, moi truong cho ca khu vuc Nam Tay Nguyén va dia

thuong ngudn séng La Nga.

> Chia 3 c¢ft bing nhau

T huy dién Ham Thuén

va thuy dién Pa Mi
thuong ngudn séng La Nga.

cach nhau 10 km &

> Chia 4 cft bing nhau

dau mién Pong Nam bg.

H6 chira Him Thuén véi dung
tich 696 triéu m®, Pa Mi véi
141 triéu m3, s& bo sung thém
ngudon nudc cho cong trinh

thuy dién Tri An va cai tao
modi sinh, méi truong cho ca
khu vuc Nam Tay Nguyén va
dja dau mién Pong Nam bb.

thuong nguép song
La Nga. HO6 chua

hay dién Ham
Thuén va thuy
dién Pba Mi

Ham Thuan véi dung

Mi v6i 141 triéu m®,
s€ bo sung thém

An va cai tao moi
sinh, moéi trudng cho

nguon nudce cho cong ca khu vyc Nam Tay

cach nhau 10 km & tich 696 triéu m3, ba trinh thuy dién Tri Nguyén va dia dau
mién Dong Nam bd.
GHI CAC BUOC THUC HIEN
Presets
Position
one Two Left Right
Mumber of columns: |1 = Line betweer Mone Cropped In margin
Width and spacing Preview Options
Col # Width: Spadng: Font:
L 18.5 am Times Mew R.oman Izl
Lines to drop: 3 =
Distance from text: |0cm =
Ghi chu chtic nang ting nut
Nguwoi soan: Nguyén Hai Dang Trang 10



Truong THPT ThuDaecr xem duoc mét 7 Baitapsthuehanh = Mén:nghé: Finhocvan phong — Khéi 11

THIET LAP VA SU DUNG VI TRi DUNG TAB (TAB STOP):

CoO 5 loai TAB: Tab tréi , Tab giira , Tab phai , Tab thap phan , Bar[.!
Vdl:

Canh trai Canh gilra Canh phai Canhthap phan
1 1 1 1.1
12 12 12 12.12
123 123 123 1234123
1234 1234 1234 1.1234
Vvd2:
Iu L 1 ! 3 PCL AL 4 B T & -
ClettTan >
DAHI—I sﬁajal‘é THI
Ho lét Tén |Todn| Ly | Hod BTE1 BTE2
Trén Nhit Lé 7 7 g 73 7.3333
Vin Thai Hé 8 9 9 8.7 86667
Thai Hing Vin 5 5 6 5.3 5.3333
L&ém Ch Hod 7 | 4 | s 5.7 56667 1

Bai tap 5: Nhap va dinh dang nhw hinh bén dwéi:

DANHSACH CAC MON HOC
Mén Sé tiét/tuan _ Giao vién
Microsoft Word XP 3 Nguyen Hai Ding
Microsoft Excep XP 3 Tong Phuc Higp
MS PowerPoint XP 3 Bui Bao Son
]

PINH TAB STOP BANG MENU LENH:

Bai tip 5: Dung chirc ning dinh dang TAB STOP:

DANH SACH CACMON HOC
Mén Sé tiét/tudn _ Gido vién
Microsoft Word XP...._............... £ I Nguyen Hai Dang
Microsoft ExcepXP..__ ... S Tong Phuc Hiép
MS PowerPoint XP .. e S Bui Bao Son
]

Nguwdi soan: Nguyén Hai Pang Trang 11



Truong THPT ThuDaecr xem duoc mét + Baitapsthuehanh =-Mén-nghé: Finhocwvin phong — Khdi 11

Bai tap 6: Dung chirc nang dinh dang TAB STOP:

LUQNG MAY BAN PUGC

Nha sin xuit Quy 1 Thi phin Quy 2 Thi phin Migc ting
Compaq .....ooooen...... 1254000............... 9.6 973000 9.4 29%
Apple 104000 ... 8.0 830000 8.2 22%
IBM oo 1025000 ... 79 84000 8.1 22%
Packard Bell ... 690000 ... 53 500000 48 38%

GHI CAC BUOC THU'C HIEN
Céch lam, chon menu Format, Tabs... hay Format, Paragraph, Tabs...

[ e -5 e |

Tab stop position: Default tab stops:
8 m 1,27 cm =
2cm
8 am 1 “| Tab stops to be deared:
15 cmi

Alignmen
i I:EFLZ'—’E:- Center (7 Right
© De ) Bar

Leader
© Ng—b-é-; ....... R

1
)4 =

TH}get || cear || cearan |
5 H ok || cancel |

L J

Bai tap 6: Dung chirc nang dinh dang TAB STOP vira hoc: (Ghi chu: vi tri cac Tab stop 1a tuy y)

Cang Sai Gon TP.HCM CONG HOA XA HOI CHU NGHIA VIET NAM
38443322 DPoc 1ap — Tu do — Hanh phuc
S6:... —000——

HOA PON CANG PHIi

TP. HO Chi Minh, Ngay......... thang.......... nam 2010

TEN TAU e Qudc tich: .....o.ooovvveeeeeeeeee,
Trong tai thue: ... Trong tai nguyen: ..o,
Ngay den:......cccoovvviiiiiiii e Noi dau: ..o,
. Ngay diz......ooooiiiii, Hinh thire thanh toan: ...
Tong so ti€n (VIEt BANG CATE)........oocoviiiiiii e

TRUONG TAU NGUOI THU TIEN GIAM POC CANG

(Ky va ghi 16 ho tén) (Ky va ghi 13 ho tén) (Ky va ghi 10 ho tén)
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Bai tapsthuehanh = Mén-nghé: Finhocvan phong — Khéi 11

CHEN KY TU HINH

Bai tap 7: Insert / Symbol, Font chon “Wingdings”

Symbaol

Symbaols

Spedal Characters

wKET QUA DU TUYENCs
© L& B4 Khanh Trinh
® Dong Thi Bich Thuy ©
© Ding Hong Phudc
® Than Trong Phuc M
® Nguyén Trong %}

Font: |'Wingdings

Dﬁ}(

=]

e ald & | &

Bai tap 8: Insert / Symbol, Font chon Symbol

> Tiéu chuan xép loai: Symbol

Hong : C6 it nhat mot mén < 5

Trung binh : Cac mdn >5, cé mon < 7 Zymbols | Spedal Characters

Kha :Cacmoén<7,comdn<8 Font: |Symbol =

Gioi :Cacmbn>8,co mon <9 | ‘v’\#\ﬂ\ﬂ&\ ‘ “
Xuatsic  :Cécmodn>9 : 0 3] (
Bai tap 9:

3¢ Thuyc hanh thao tac in chi s6 trén (SuperScript: CTRL+ SHIFT va =), in chi sé duéi (SubScript:
CTRL va =)

®Giai phuong trinh: (x+3)%+ X* + 6x = (3-X)? + (X-9)?

@Tinh: S=X; + Xo + X3+ Xa + ... + X, VI X1=2, X,=4, X3=6, X,=8, X,=80

PINH DANG KY TU HINH

Bai tip 10: ‘ o ]
CAN TUYEN CAC VI TRI SAU

1.  TRQ LY CHU TICH HQI PONG QUAN TRI
. Tubi trén 35. C6 tam nhin chién luoc, ning dong.
. C6 it nhat 3 ndm kinh nghiém lanh dao hodc quén 1y.
o Tc"'):c nghiép Pai hoc chuyén nganh Quan tri Kinh Doanh. Thong thao Anh van. Str dung duoc cac
phan mém vi tinh thong dung.

2.  TRUONG PHONG HANH CHANH - NHAN SU
° Tt nghiép Pai hoc. Anh vidn tbi thiéu bé’mg B.
o Trén 30 tudi, c6 kinh nghiém trong cong tdc Hanh chanh — Quan tri Nhan su tai Cong ty san xuat
Cong nghiép

3. CHUYENVIEN VI TiNH
o Tét nghiép Pai hoc chuyén nganh Tin hoc. C6 kinh nghiém vé thiét ké, tao mau bang vi tinh va
1ap trinh quan ly trén mang.
. C6 kha nang giao tiép va nghién ctru cac tai liéu chuyén mén bang tiéng Anh.
° Nang dong, c6 kha nang lam vi¢c doc lap.

Nguwoi soan: Nguyén Hai Dang Trang 13



Truong THPT Thaien xem duoc mét 6 rang 74 Baiitaps thuehanh < Mén-nghé: Finhoewin phong — Khéi 11
GHI CAC BUOC THUC HIEN

Ghi chu chtic nang ting nut

Bullet character

Bulleted l Murnbered ] Outling Muribered l List Styles ]

- o . o ’:* = o L ‘ *
Mone . e -
. . Font... | Character... | Pickure... |

Eullet position

+ & > v Indent at: ||:|.25“ —

Text position
' o+ > ¥ Tab space after:

|D.5-" — Indent at: ||:|_5" —

Nurber Farmat

-
¥
<,

Bulleted | Ml | Cwtline Mumbered l Lisk Skyles |l El:ll'lt...
1. 1 I
Number style:
Mone 2 4 g Il; 2,3, ... '] Start at: |1 =
3. )] .

Mumber position

A ) N i |Left ~|  Aligned at: [o.s =]

B b b. i Text position
c. &) e i, Tab space after:

o.s" =] Indent at: ||15" =]

Ghi chu chtric nang ting nut

PINH DANG BANG

Bai tap 11: Tao bang TBK nhu hinh bén dudi, nhap ndi dung TKB ctia 16p minh dang hoc.

THOT KHOA BIEU LOP: ........

Tike NG | Th hai Thit ba Thir tw Thir nim Thir séu Thir biy
1
> 2
B | 3
4
1
2 2
S| 3
4
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Truong THPT Thaien xem duoc mét 6 rang 74 Baiitaps thuehanh < Mén-nghé: Finhoewin phong — Khéi 11

Bai tap 12:

TRO CHOI O CHU
1 O
) o
3 3 ”4
4 ) o e
O Y a &
5 VT S
—— _‘ 3
6 S o5 ¢
> = ]
7 (@)
S5 = =
8 S S
9 <[
5 O
10 Q
. .
o8 Hang ngang: , o g,
1. Chim nay song ¢ gan nudc, mo dai, hay nhao Xxuong nudc dé bat ca 0%
2. Loai chim nay 16ng mau nau vang, trén mi mat c6 vanh 16ng trang, hot cuc hay =3
3. Mot loai chin} duoc nhac dén trong bai hat “Nhac riung” ;
4. Loai chim bi€u twong cho su diing manh 7 @
5. Pay la loai chim 16n ndi tieng la mat tinh, thuong hay luon lau trén cao dé tim »

moi dudi dat

6. Nguoi ta van thudng so sanh nhanh nhu chim ......

7. Tén cua loai chim nay nghia la bé, hinh dang nhu chim sé, mo den & to.

8. Nguoi ban duong, “tin hiéu tét lanh” cta nhitng ngudi di bién, d6 1a loai chim. ..
9. Loai chim nay khoét hic hay tim mdi déu bam ding vao véch cay.

10. Tén loai chim nay gén lién vai chuyén “Tam Cam”

Sunp 1eb ueq o1 " ION eH ‘eH Bue
¥ 0s ‘. Bug) uITON,, QA 106 1Yo

2]
03y} Jeyu wos oA 106 eA 1yd Q
0 180 %9 Aeu £ nyo g 116 uBg IO

GHI CAC BUOC THUC HIEN

Ghi chu chtic nang ting nut

Tables and Borders

Nguwdi soan: Nguyén Hai Pang Trang 15




Truong THPT ThaBDibecn - tsbt Bai tapsthuehanh = Mén-nghé: Finhocvan phong — Khéi 11

PONG KHUNG VAN BAN

Bai tip 13: Nhap doan van ban sau

THANH PHO DA LAT

Puoc vi nhu mot Tiéu Paris, Pa Lat tirng mong mo va nén tho nhd céi lanh cao nguyén ban dém, swong mu
budi s6m va nhitng dai rieng thdng bao quanh thanh phd. Khong gian nay tuy vay da phan nao bi mat di cai
chat Phép trong cac kién trlc biét thy thiéu cham soc hay bi sira d6i khong phii hop. Du lich tuy 1a mot thé
manh song ciing 14 yéu té lam thay d6i Pa Lat theo hudng d6 thi héa.

Bai tip 14: Copy thanh 5 doan giéng hét nhau va dinh dang nhw hinh bén duéi

THANH PHO DA LAT

Puoc vi nhu mot Tiéu Paris, Pa Lat ting mong mo va nén tho nhd céi lanh cao nguyén ban dém, swong mu
budi sém va nhiing dai rimng thdng bao quanh thanh phé. Khdng gian nay tuy vay da phan nao bi mat di cai
chat Phép trong cac kién trlc biét thy thiéu cham soc hay bi sira d6i khong phii hop. Du lich tuy 1a mot thé
manh song ciing 12 yéu t6 1am thay d6i DPa Lat theo hudng db thi hoa.

[THANH PHO DA LAT]

Buge vi nhu mot Tiéu Paris, Pa Lat tirng mong mo va nén tho nho cai lanh cao nguyén ban dém, swong mu
buoi sém va nhitng dai rieng théng bao quanh thanh pho. Khéng gian nay tuy vay da phan nao bi mat di cai

chat Phap trong céc kién tric bigt thy thiéu cham soc hay bj sira doi khong phii hop. Du lich tuy 1a mot thé
manh song ciing la yéu to lam thay d6i Pa Lat theo hudng d6 thi hda.

| THANH PHO PA LAT |

rDuqc vi nhu mét Tiéu Paris, Pa Lat trng mong mo va nén tho nho céi lanh cao nguyén ban dém, swong mu

budi som va nhiing dai ring thong bao quanh thanh phé. Khong gian nay tuy vy da phan nao bi mét di cai |
I chét Phap trong céc kién trac biét thy thiéu chim soc hay bi sira ddi khéng pha hop. Du lich tuy 12 mot thé
Lmanh song ciing 1a yéu t 1am thay d6i Da Lat theo hudng d6 thi hoa.

[THANH PHO DA LAT]

\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\

. Puoc vi nhu mot Tiéu Paris, Pa Lat tirng mong mo va nén tho nhd céi lanh cao nguyén ban dém, swong mu
> budi som va nhiing dai ring thong bao quanh thanh phé. Khang gian ndy tuy vay da phan nao bi mat di cai
. chat Phap trong cac kién tric biét thy thiéu cham soc hay bi sira d6i khong phi hop. Du lich tuy 1a mot thé

* manh song ciing 13 yéu té 1am thay doi Pa Lat theo huéng d6 thi hoa.

THANH PHO

Pugc vi nhu mot Tiéu Paris, tirng mong mo va nén tho nho céi lanh cao nguyén ban dém, swong mu
budi sém va nhiing dai rimg thong bao quanh thanh pho. Khong gian nay tuy vy da phan nao bi mét di cai
chat Phap trong céc kién truc biét thy thiéu cham s6c hay bi stra d6i khéng phu hgp. Du lich tuy Ia mét thé
manh song ciing 1a yéu té 1am thay doi theo hudng do6 thi hoa.
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GHI CAC BUGC THU'C HIEN

Ghi chu chtric nang tirng nat

Borders | Page Border | Shading
Setting: Style: Preview
- Click on diagram below ar use
Mone = buttons to apply borders
P 1N [ R —
Shadow .
j color: |
D
I | - |
Width:
g CQStCIITI a2 pt
ke Apply to:
Paraagraph
Paragraph >

BAI TAP TONG HQP

Bai tip 1: Chon kho gidy A4 dung, 18 left, right, top, bottom =2cm
Yéu cau: Dung Iénh dong khung va cai Tab stop

TONG DOQI LP&SC DIEN THOAI CONG HOA XA HOI CHU NGHIA VIET NAM
DOI BIEN THOAI BINH THANH BOC LAP - TU DO — HANH PHUC

PHIEU BAO TRi BAO DUONG PUONG DAY THUE BAO, TRUNG KE

KhAch hang: .......ceveviiiiiiiiiiiiiiiiiiiees
Piachii e
SO FIEN thO@i: ..eveeeeeeeeeeeeeeee e
Hién trang thiét bi dau cubi thué bao:

O bién thoai 0 May chinh

O Fax 0 Modem tbc do thap

Cac loai thiét bi khac

Doi trwdng Té trwédng Nhan vién thwe hién Dai dién khach hang

Nguwdi soan: Nguyén Hai Pang Trang 17



Truong THPT ThaPDie Bai tapsthuehanh = Mén-nghé: Finhocvan phong — Khéi 11

Bai tip 2: Chon khé gidy A4 dung, 18 left, right, top, bottom =2cm
Yéu cau: Dung Iénh dong khung va cai Tab stop

PHIEU THAM GIA PONG GOP Y KIEN

[ (O 2= 0 (=] o RSP PTRPPPR
SiNhN@M &L, O Nam O N

Nghé& nghiép : ...ccoooveveeeeene, O N6itrog OCNVC [OBubdnban [OKhéc
Diachi i, PUONG & s
Phwong/Xa @ ..., QUAN/HUYEN : ..
TR/TINh ¢, 1 11T o TR I o Uo Y= T

Noi Nhan: Doanh Nghiép Bét Thwe Pham Cao Céap TAIKY
435 (4/114 so ci) Quc}c 16 13, Hiép Binh Phudc
Quan Tha Bdc. TP HO chi Minh

Bai tap 3: Chon kho gidy A4 ding, 1¢ left, right, top, bottom =2cm
Yéu cau: Dung bang (Insert/Table), chén hinh

Thei gian
nhan cudc goi

Thei gian

Loai thé >
: s dung

THE CAO 15 Ry

MOBICARD
CO RAT
NHIEU

MENH GIA

100.000 dong

10 ngay

200.000 dong

25 ngay

15 ngay

300.000 déng

45 ngay

15 ngay

500.000 déng

90 ngay

15 ngay
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Bai tip 4: Chon khé gidy A4 dung, 18 left, right, top, bottom =2cm
Yéu cau: Dung bang (Insert/Table), chén ky tu hinh

DIEN BIEN GIA VANG VA USD QUA MQT SO MOC THO'I GIAN GAN bAY

Ti lé tang

Vang
Bon vi tinh
Bong/chi

thoi diém
trurée

giam so voi

USD
Bon vi tinh
bong /USD

Ti Ié tang giam so
v0i thoi diém
truoc

11-09-2001 (») |  493.000

15.0005

Dau nam 2002 513.000

15.100

Dau nam 2003 644.000

15.406

Thang 10-2003 738.000

15.647

Tt 11-09-2001
dén 10-2003

(>) Ngay xay ra vu tan cong vao tda nha Trung Tam Thwong Mai Thé Gidi, khéi dau
cho qua trinh bat &n cta vang

Tudi Tré 04-11-2003

Bai tap 5: Chon kho gidy A4 ding, 1¢ left, right, top, bottom =2cm
Yéu cau: Dung bang (Insert/Table), chén ky tw hinh

Cac phim

MOT SO PHiM DUNG TRONG TABLE

Chirc nang

Cac phim

Chirc nang

Tab

Dén 6 ké tiép

Shift- Tab

Pén 0 trude do

&

Lui vé mot ky tu

=

Tién t6i mot ky tu

i)

Lén hang trén

4

Xudng hang dudi

Chon toan b bang

Ctrl-Tab

Chen mot ky tu Tab

0
X
O
ad
o
=

Chén mdt paragraph mai

F9

Tinh lai cong thurc
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