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Bai tap tin hoc van phong




Bai tap Tin hoc Van phong Trung tam Tin hoc

PHAN WINDOWS

BAI TAP WINDOWS 1
(Noi dung: qudn ly desktop)

1. Sép xép lai cac Folder va ShortCut trén desktop theo cac cach khac
nhau (R_Click 1én desktop = Sort by = Chon cach sip xép).

2. Diéu chinh cac thong sé cho man hinh (R Click 1én desktop =
Screen resolution).

3. Piéu chinh Background, thay dbi kiéu man hinh nén cta desktop
(R_Click 1én Desktop = Personalize).

4. Piéu chinh Screen Saver:

- Chon céac loai Screen saver khac nhau.
- Cho hién dong chir xuét hién 1én man hinh 14 ho tén cta ban.

5. Trén man hinh Desktop thém céac tién ich déng hd (Clock), lich
(Calendar). (R_Click 1én Desktop = Gadgets).

6. Diéu chinh moi truong lam viéc, diéu chinh ngay, thang, nam cho hé
théng ding véi ngay thang nim hién hanh (Start > Control panel >
Date and Time, quan sat két qua & ddng hd goc phai taskbar).

7. Thao tac trén thanh taskbar (R_Click 1én taskbar = Properties):

- Thiét lap cac biéu tugng (icon) trén thanh taskbar c¢6 kich thudc nho
(Small icons).

- Thiét 13p thanh taskbar tu dong an (Auto-hide the taskbar).

- Lan luot di chuyén thanh taskbar dén cdc canh ciia man hinh
(Top, Right, Left, Buttom).

- Thiét 1ap xuat hién chic nang Run va Network trén Start Menu.

- B chiic ning hién thi dang nhém cua cac chwong trinh dudi
thanh taskbar.

- Cb dinh, khong cho di chuyén taskbar (Lock the taskbar).

- Hi¢u chinh chic nang Power button action la Restart,
Shutdown...
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BAI TAP WINDOWS 2

(No6i dung: qudn Iy desktop: thao tc trén cdc civa sé

My Computer, Recycle Bin)

1. Mo My Computer: thuc hi¢n cac thao tac sau:

a.
b.
C.

d.

Thu nhé cira s6 My Computer (click nat minimize)

Phong to cira s6 My Computer (click nit maximize)

Phuc hdi ctra s6 My Computer nhu kich thudc cua cira s6
luc méi mo (click nut Restore)

Thay dbi kich thudc cta cira s6 tuy ¥ (Pua chudt vao bién
ctia ctra s6 khi con tro co dang mili tén 2 chiéu, Drag
chudt dé thay ddi kich thudc. Dong cira s6 My Computer.

2. Mo cira s6 Recycle bin: thuc hién céc thao tac sau:

a.
b.

Thu nho ctra s6 Recycle bin.

Chon mot shortcut trén desktop (VD: Word), nhan phim
delete dé xoa.

Phong to cira s Recycle bin quan sat shortcut vira bi x6a
c6 xuat hién trong Recycle bin khong?

Click phai trén shortcut vira bi x6a trong Recycle bin chon
Restore.

Thu nhé ctra sé Recycle bin quan sat trén desktop,
shortcut vira bi x6a da dugc phuc hdi chua?

3. Phuc hdi cira s6 Recycle bin va mé thém cira s6 My Computer,
thuc hién cac thao tac sau:

a.

b.

Thay d6i kich thudc ctia hai cira s6 sau cho c6 thé quan sat
d6ng thoi hai cira s6 trén desktop.

Dung t6 hop phim Alt + Tab dé di chuyén tir cira s6 nay
sang ctra sO kia.

4. Mo thém ctra s6 chuong trinh Paint, thyc hién cac thao tac sau:

a.

b.

Dung t6 hgp phim Alt +Tab chon My Computer lam ctra
s0 hién hanh.

Dung t6 hop phim Win + Home dé thhu nho tit ca cac cira
s& trlr cira s6 hién hanh.

Dung phim Win + Phim mili tén trai (Phai) dé di chuyén
ctra s6 hién hanh sang nita man hinh trai (phai).

5. Dong tat ca cac cira s6 bang cach click phai chudt vao biéu tuong
cua chuong trinh trén thanh Taskbar, chon close Window.

-
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BAI TAP WINDOWS 3
(Noi dung: Windows Explorer — Cdc thao tdac trén thu muc)

) |, BAITAP3
1. Khoi dong Windows Explorer va tao cau tric || DOHOA
thu muc (Folder) nhu hinh bén. ju 305
. A 1 2 aaes , AUTOCAD
2. Chon céc thu muc (Folder) dé né trd thanh thu muc : COREL
l i
(Folder) hi¢n hanh va quan sat ngi dung cua no. |, LAPTRINH
3. Chon thu muc THCB, sau d6 thuc hién cac 1énh boC
, COBOL
\ f o A LA n s n i
va quan sat cac thé hi¢n cta cac thu muc trén | PASCAL
ctra s0 Windows Explorer: View - Extra Large |/ CHAPTER1
Icons/Large Icons/Medium Icons/Small |- CHAPTERZ
, THCE
. N I
Icons/List/Details/Tiles/Content. | DOS
4. Thyc hién thao tic sap xép cac thu muc va quan b NC
sat trinh ty cac thu muc trong cira s6 Windows I+ VIRUS
|, WINDOWS
Explorer: View = Sort by = Name/Size/Type/ J) MSPAINT
Date modified theo kiéu ting dan, giam dan. l» WORDPAD
, THVP
. ., , A
5. Xem thong tin cua cic thu muc DOHOA, || ACCESS
LAPTRINH bang cach chon thu muc can xem |, EXCEL
|, WORD

va thyuc hién 1énh File - Properties.

6. Gan thudc tinh an (Hidden) cho thu muc THVP, thudc tinh chi doc
(Read Only) cho thy muc THCB bang cach chon thu muc va thuc
hién 1énh File > Properties >Read Only/Hidden.

7. Thuc hién Iénh Tools - Folder Options dé hién thi lai thu muc
THVP da bi an.

8. Thuc hién lai Iénh File = Properties dé x6a bo cac thudce tinh da cai dit cho
thu muc THVP va THCB.
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9. D01 tén cac thu muc sau:

CHAPTER1->CHUONGI1, CHAPTER2->CHUONG?2.
MSPAINT->VEHINH, WORDPAD->SOANTHAO
3DS - 3DSTUDIO.

10. Tao thém 1 thu muc c¢6 tén SAOCHEP trong thu muc BAITAP3.

11. Chép thu muc THVP, THCB vao SAOCHEP.

12. Chép ndi dung cuia PASCAL va COBOL vao C.

13. Xo6a thu muc THVP va THCB trong thy muc BAITAP3.

14. Tao thém thu muc GRAPHICS trong BAITAP3, sau do di chuyén

ndi dung cua thuy myc DOHOA vao GRAPHICS.
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10.

BAI TAP WINDOWS 4

(Noi dung: Windows Explorer - Shortcut - chirc ndang
tim kiém tdp tin)

. Khoi dong Windows Explorer va tao cAu tric |, BAITAP4

thu muc nhu hinh bén. I BAITAP
Dime chitc nine tim kidm dé fim 2 tho & |/ FOXPRO
ung chirc nang tim kiém dé tim 2 tap tin || MSPAINT
CALC.EXE va WORDPAD.EXE, sau d6 chép || PASCAL
vao thu myc MSPAINT. . WORDPAD
) LUU

Dung chire niang tim kiém dé tim cac tap tin co
phan mé rong 1a . TXT, chép 5 vao thu muc WORDPAD.

Tim chuc nang Indexing Options, khdi dong Indexing Options va tao
chi myc tim kiém 13 thu muc Windows trong 6 dia C (C:\Windows).
Tim cac tap tin ma trong phan tén c¢6 2 ky tur 1a “s”.

Sép xép céac tap tin trong thu muc WORDPAD theo kich thudc ting
dan, chon cach hién thi Details dé xem céc thong tin: loai tap tin, kich
thude, ngay gio tao...

Trén desktop, tao 1 shortcut dé khdi dong chuwong trinh Unikey (hoic
Vietkey2000) c6 tén GOTIENGVIET.

. Trén desktop, tao 1 shortcut dé khoi dong chuong trinh WORDPAD

c6 tén SOANTHAO.

Sao chép 2 shortcut vira tao ¢ trén vao thu muc LUU. Sau do6 thu
khéi dong 2 shortcut nay tir thy muc LUU, quan sat va nhan xét.

Xoa 2 shortcut ¢ trong thuy muc LUU (khong dung Shift + Delete),

sau d6 vao Recycle Bin phuc hoi lai.
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1.

BAI TAP WINDOWS 5
(Noi dung: Wordpad - soan thdo va lwu tdp tin)

Dung Windows Explorer tao cu triic thu muc || BAITAPS

nhu hinh bén. 7 L/ BTWIN

Khéi dong chuong trinh WORDPAD dé soan || FOLDER
ndi dung sau ddy va luu vao thw muc )\ SHORTCUT

VANBAN voi tén TAPBUT. RTF. |. BTWORD

TAP BUT | VANBAN

Mot nam troi qua that nhanh, thé 1a lgi
gia thém mot tuéi. Ngdy xwa, t6i it khi nghi dén tudi tic nhung
tir khi nghe thang em sdp ldp gia dinh, roi ¢é ban sdp c6 em
bé, ra dwong nhiéu dira tré goi bang ¢d, xung con va cam thdy
mét moi voi nhitng cugc vui on do, ndo nhiét...Lic d6 t6i méi
chot thdy nhitng nép nhan trén girong mdt cia minh ...

Moi nguoi déu hy vong mot nam moi sé mang lai hanh
phuc cho minh va nguoi than, nhung riéng toi thi lai mong
muén dieng c¢é ndm méi va diéu do thi khéng bao gio xay ra...
Tao mét shortcut dé m& tap tin TAPBUT trén desktop.
Dung chuong trinh WORDPAD dé mé tip tin TAPBUT.RTF tir
shortcut vira tao ¢ trén, nhap thém ndi dung sau vao va luu lai véi tén
DANHNGON.RTF trong thu muc VANBAN.

DANH NGON

o Khong gi dep hon sy that

o Thanh kién la cha dé ciia s dot nat

e B¢ Iong lam dep con cong, hoc vin lam dep con nguoi

o Cho noi cong viéc nay kho, co kho moi nén nguoi
Copy 2 tap tin TAPBUT.RTF va DANHNGON.RTF vao thu muc
BTWIN, sau d6 d6i tén tap tin TAPBUT.RTF = TB.DOC;
DANHNGON.RTF - DN.DOC.

6. Di chuyén thu muc VANBAN vao thu muc BAITAPS.
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BAI TAP WINDOWS 6
(Noi dung: Wordpad - soan thdo va lwu tdp tin)

1. Dung Windows Explorer tao cdu tric Iy HowaTen_Thisinh

thu muc nhu hinh bén. I Do Hoa

2. Khoi dong chuong trinh I LapTrinh
WORDPAD.EXE dé soan ndi dung sau = [ Tin Hoc ¥an Phang
day va luu vao thu muc WinDows vai 3D Excel
tén QUEHUONG.DOC (DD winDows

Qué huwong la chium khé ngot 2 Winword

Cho con tréo hai mdi ngay
Qué hwong la dwong di hoc
Con v&, rop buém vang bay.
Qué hirong la con diéu biéc
Tuéi tho con tha trén dong
Qué hwong la con do nho
Em dém khua nuée ven song
Qué huong 13 ciu tre nho

Me v€ ndn 14 nghiéng che

Qué huong la dém trang to

Hoa cau rung trang ngoai thém

Qué hwong mdi nguwoi chi mot
Nhuw la chi mot Me thoi

Qué hwong néu ai khong nho
Sé khéng I6n noi thanh nguwoi

3. Dung chuong trinh WORDPAD dé mé lai tap tin trén, thém vao cubi
van ban voi ndi dung: Suu tam. Sau d6 luu thanh mot tap tin khac c6
tén 1a ho tén cua ban, trong thu muc Winword.

4. Copy tap tin vura tao dugc ¢ cau 3 vao thu muc Tin Hoc Van Phong.
Sau d6 ddi tén tap tin ndy thanh Saoluu.doc.

5. Di chuyén tap tin QUEHUONG.DOC ra thu muc HoVaTen ThiSinh.
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BAI TAP WINDOWS 7
(Noi dung: Ms Paint)

1. Tao shortcut cho chuong trinh MS Paint trén desktop.

2. Khoi dong chuong trinh MS Paint tir shortcut trén dé thuc hién cac
hinh vé sau, lvu véi tén TAPVE.BMP:

[war >
<

=
-
7<

Cloud callout

HORROR FILMS

Start

¢

\PTEL )
&:\:ﬂ_ﬁ{/l

Yietnam flag
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3. Vao control panel, thuc hién chirc ning PrintScreen dé sao chép cac
hinh sau vao MS paint, luu thanh tap tin c6 tén HINH.BMP.

4. V@& cac hinh sau trong Ms Paint, sau d6 luu thanh tap tin c6 tén

HINHMOILBMP.
u] [mi \
= 2HD 4” =
FORMATED'

WIN 98
Bon Co Gonk : .

H20H! —

Zdn Pham (ia Pepuila Viit am

O U U
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BAI TAP TONG HQP
1. Khoi dong Windows Explorer va tao cdu B 3 BAITHIMAL
tric thu myc nhu hinh bén. = ) THIwWIN
2. Tao mdt shortcut khoi dong chuong trinh [E] BACKLP
WORDPAD.EXE vo61 tén SOANTHAO [E:] GAMES
trén desktop. Sau d6 copy shortcut nay vao D YAMBAN
thr myc VANBAN. i

3. Tao shortcut khéi dong chuong trinh Unikey (hoac Vietkey2000) voi
téen GOTIENGVIET trong thu muc VANBAN.

4. Khoi dong shortcut SOANTHAO dé soan thao noi dung van ban sau
va luu vao thu muc VANBAN véi tén ST.

Nhitng ngdy mira bdo dam dé ngay xiea t6i nhé
lai. Me téi ciing thirong vé sém hon thirong 1é. Mira
bdo doi véi nguwoi budn thing ban bung la hoa, la é
am. Ba vé nhém bép lira, nhin xudng méng lung mua
trén séng chdng néi 16i nao. Mdi dét, nha xiéu, bép
chiéu dam bac, nhung trén trang gidy ciia thang con
trai 18 tuéi khi dy la tho tinh cho mét ai do.

Nha nghéo, dita con van dwoc dén truong,
thinh thodng lai cau nhau vi khéng c6 mot chiéc xe
tik té dé cho ban gdi di choi...

5. Dung chuong trinh WORDPAD dé m¢ lai tép tin ST trén, soan thém tiéu
dé 1a TAN MAN CUOI TUAN va luu méi (save as) vao thu muc
BACKUP véi tén SOANTHAO.RTF.

6. Chép ndi dung cia VANBAN va GAMES vao BACKUP.

P4
S

7. Tim cac tap tin ma trong phan tén ¢ ky tw “s” va phan mé rong .JPG,
sau do6 chép vao thu muc VANBAN.
8. Poi tén thu muc BACKUP thanh SAOLUU.

9. Di chuyén cay thu muc trén ra desktop.
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10.

DE THAM KHAO 1
(Thei gans 45 phot)

S dung Windews Explorer d% tao ciu triic ciy thy = @ CHUNGCHIA

muc nhir hinh bén trong thir mue gbc & dfa Do\ (1d) @ M3EXCEL

Tim 3 tip tin cé phin m& réng 13 TTF, chép 3 tip tin . EEWFg?JI?'S

nay vao the muc FONTS. San dé, tim 2 tip tin cé @ PARAGRAPH
bof te el 2 13 °0° v céd phin md réng 13 JPG, chép 'ﬁ PICTURE

2 tép tin ndy vio thy muc PICTURE.  (1d) - slsmta

Tao mit Shortout trong thy muc MEPAINT &8 khé {# CONTROLPANEL
déng chiwong trinh 1S Paint, va dit t6n Shortout nay W MEPAINT

@ WINDCOWSENPLORE
la CHUQMNGTRINHVE (14)

Ehdt ding chirong trinh M3 Paint ti Shortout wiva tac & trén va
v hinh cdilo hoa nhir miu ke bén, sau d6 e vio thy muc
PICTURE wéi ténlohoa bmp. (1d)

Tao thfm mdt thy mue c¢d En [a BACKUP, tha mue nay cé cting
cép wéi the muc MS EXCEL.(1d)

Zao chép thit cd cac tap tin va Shortout trong the myc FOINTE, MS PATNT vao the
muc BACKITE (14)

Ini chuyén thir mue PICTURE vio trong thy muc BACKUP, va déi tén thy muc
BACEUP thanh thy muc LUUDUPHONG (14d)

Erat thudc tinh chi doc (Read only) & thudc tinh n (Hidden) cho the muc

LUUDUFHONG . (14)
Ehén déng chureng trinh soan thio vin ban WORDEAD, wi nhip 081 dung nhw phia

dirda, sau 44 lru vaoe thy mee MSWORD vé tEn chucnang. rtf (1d)

Save | (55 vdo chite ndng cha [fnh Save)

Save As (g0 vde chie ndng cia ldnk Save Az)

Size of CHUINTG CHIA. (55 vdo Hoh thude thiee clie thie mgge CHUNGTHIL)
Ehés déng Control Panel, s dung phim chi¥e ning Print Screen 88 sao chép che

hinh sau vho Microsoft Pant, lru thinh tip tin Ieonbmp trong thay muc
CONTROLPANEL. (14)

! Display “”— Folder Options A Fonts

Ghi chi: Tdp fin chiromg trink cfia Microsoft Paine 1 MSPAINT. EXE
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PE THAM KHAO 2
(Thoi gian 45 phut)

1. Tao cau triic thu myc nhu hinh bén trong

thu muc gbe 6 dia D:\ (1d). = % Local Disk (D)
2. Déi tén thu muc KHCB thanh ho tén ctia T g:saa

sinh vién (1d). = @
3. Dung chire ning tim kiém, tim va chép 2 = Dien

tap tin c6 cac ky tu cudi 1a “er”, phan mo B?ﬂ?uang

rong la .jpg vao thu muc HOA (1d).

4. Trong thu muc TOAN, tao shortcut cho chuong trinh Calc.exe vdi
tén la MAYTINH (1d).

5. Dung shortcut vira tao ¢ cau 4 dé khoi dong Calc.exe, tinh 999° sau
d6 dung Wordpad luu két qua vao thu muc TOAN véi tén tap tin 1a
KETQUA. N¢i dung nhu sau: (1d)

Két qua cau 5 1a: 999°= ...

6. Dung chuong trinh WORDPAD dé m¢ lai tap tin KETQUA & trén,
nhap thém tiéu dé 1a LAM QUEN VOI CALCULATOR, luu tép tin
voi tén CALCULATOR trong thu muc TOAN (1d).

7. Tao thém thu muc ANH cung cép véi thu muc TOAN, di chuyén cac
tap tin trong thu muc HOA vao thu muc ANH (1d).

8. Tao thém thu muc VE cung cip vé6i thu muc TOAN, dung chuong
trinh MsPaint, hdy v€ co Vi¢t Nam. Luu tip tin voi tén
covietnam.bmp, luu vao thu muc VE (1d).

9. Dung chuong trinh MsPaint dé sao chép cac hinh sau trong Control
Panel. Luu tp tin véi tén 1a PRINTSCREEN.bmp trong thu muc VE (1d):

<Z» Keyboard _? Maouse RJ User Accounts

10. "Copy cay thu myc vura tao ra desktop (1d)
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DE THAM KHAO 3
(Thoti gian 45 phut)

1. Tao cay thu muyc sau trén thu myc gbc dia D:\ (1d)
2. Trong thu muc CNPM, tao shortcut cho

. N . ) HoVATEN_ S
chuong trinh EXCEL, tén shortcut la

= 1] TRUCNGCNS

BANGTINH. dd) = 1) KHOACNTT
3. Tim céc tap tin c6 phan mo rong la .doc va L) CHPM
chép 2 tap tin vao thu muc MANGMT. (1d) o MANGMT
4. Copy shortcut BANGTINH d3 tao ¢ cau 2 1] KHOADIEN
vio thu muc TRUONGCN4 va déi tén shortcut Q] KHOAROA
ndy thanh EXCEL (1d) i KHOAKINHTE
5. Dung MS Paint v& hinh bén. Luu tén tap tin la "
TRAITIM.bmp trong thu muc MANGMT (1d). ! LOVE YoU ]
6. Sao chép thu muc MANGMT vao TRUONGCN4 va /
d6i tén thanh NETWORK (1d). N

7. Di chuyén thu muc CNPM ra thu muc TRUONGCN4 (1d)

8. Tao mot shortcut khoi dong cho chuong trinh Wordpad trong thu
muc TRUONGCN4, tén shortcut la SOANTHAO. (1d)M¢& Wordpad,
soan thao ndi dung bén dudi, luu vao thuy muc TRUONGCN4 véi tén
Muathu (1d)

Hing néim cik vao cudi thu, ld ngoai dwong rung nhiéu va trén
khong co nhitng dam mdy bang bac, long toi lai nao nirc nhitng ky
niém hoang mang ciia buoi twu truwong.

Téi khong thé nao quén dwoc nhiing cim gidc trong sdng dy
ndy né trong long téi nhw mdy canh hoa twoi mim cwoi giita biu
troi quang dang. Nhitng y twéng dy téi chwa lan nao ghi lén gidy,
vi hoi dy toi khong biét ghi va ngay nay téi khéng nhé hét. Nhung
méi lan thdy mdy em nhé rut ré nip dwéi non me lin diu tién dén
truong, long toi lai twng birng ron ra...

9. Mb¢ lai tap tin Muathu da soan thdo ¢ trén, thém vao cudi doan van
c6 ndi dung 1a ho va tén cua ban: Thanh Tinh. Luu vao thu muc
TRUONGCN4 véi tén Muathu 10. (1d)
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PHAN WINWORD

BAI TAP WINWORD 1
(06 dung: trinh bay font)

Trinh Bay fFont Chir
Winword 1a mot chuong trinh xtr Iy van ban manh, ngoai céac chuc
nang gitp ngudi su dung gd nhanh va ding mot van ban, n6 con cho phép
chung ta dé dang chén cac ky tu dic biét vao vin ban nhu “ © ® 2 X
BE &= e ©% & @A “ lam cho van ban phong pha hon.
Chung ta c6 thé nhap vin ban & dang chit thuong hoic CHU IN
dé rdi sau do co thé ddi sang mot kiéu chir thich hop. Cac 1énh thudng

dung trong van ban c6 thé trinh bay nhanh nhd biéu tugng ‘B (Bold) dé
tao chir dam, £ ([talic) dé tao chit nghiéng, U (Underline) dé tao ra chir
gach dudi, hay két hop cd ba.

Ngoai ra con ¢6 cac 1énh khac cu ky hon phai vao menu dé trinh
bay nhu Words Only ch1 gach du:ci cho tung chu: mot Double dé gach

ehu’—g&eh—gﬂa cac lénh SUPerseript 5  Suberip glup chung ta tao duo’c mot
biéu thirc don gian c6 dang nhu a;X> + b;Y” = 0, tir cach g6 chir thuong
c6 thé doi sang dang CHU IN hoic CHU CO KICH THUOC NHO HON
nho vao Iénh ALL CAPS hoac SMALL CAPS. Khoang céch gitra cac ky
ti 6 thé thay doi d& dang nho dung cac 1énh trong Spacing:

Normal Trung tam tin hoc

Expanded Trung tdm tin hoc

Condensed  Trungtdmtinhoc
Céc font chit tiéng Viét thuong dugc dung trong vin ban:

Times New Roman, Normal, Italic, Bold, Bold Italic

Avrial, Normal, Italic, Bold, Bold Italic

Verdana, Normal, Italic, Bold, Bold Italic

Tahoma, Normal, Italic, Bold, Bold Italic

CASTELLAR, BOLD, BOLD ITALIC

Monotype Corsiva, Italic, Bold Italic

Courier New,Normal,Italic, Bold, Bold Italic

Benguiat BK BT, Normal, Italic, Bold, Bold Italic

Sciipt MT Beld, Newnmal, Jtalic, Beld, Beld JtalichALGERIAN,

NORMAL, ITALIC, BOLD, BOLD ITALIC
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BAI TAP WINWORD 2
( Wic dung: Tnink biy Paragraph)

Yéu ciu 1: Nhép ndi dung vin ban sau. Sau d6 sao chép thém 3 doan
nira. Ding chtc ning canh 1& doan vin ban (left, center, right, justify) dé
lan lugt dinh dang doan van ban va quan sat két qua hién thi.

Me yéu con nén me pl/\éi héi xem con Sél«p di dau, vdi ai, khi ndo vé.

Me yéu con nén me mudn con tiét kiém tién d€ mua mét chide xe

dap di hoc cho div cha me thita sikc mua cho con. Me yéu con nén

me im lang va dé€ con tu khdm phé ra v‘c\ing ngudi ban than nhét cia
con kl/\éng +8+t ..

Yéu chu 2: Nhéap noi dung vin ban sau. Sau d6 sao chép thanh 4 doan.

Dung cac chuc nang : First Line Indent, Hanging Indent, Left Indent,

Right Indent dé 1an luot dinh dang cho cac doan van ban va quan sat két

qua hién thi.

Khong mot ngon nga nao td xict duge sie mank, o2 dep, su hao
gang va adiuﬂ ngﬁia&a ﬁnﬁln;.f:hnﬁln; ££6n9 rao ndng bhi con ngw&izun ig, tinh
mg cang mgmﬁ hon khi con nquot gue nga va tiin n/ﬁ&ng goang ou elda tign tai vat chat,
tinh me tda ank quang cia long twung thank oo han, nhu nhing vi sao tien bau tusi..
(Churc nang First Line Indent)

_r](go“rzg mot ngon ngit nao ta xiet cfu."o’a sifa mgmg, vé d‘,sp, s hao gang va edi wy ng/ﬁi
cla tinh mg. Tinh mg khong nao ning khi con ngust wn sg, tinh
me cang manh hon khi con ngusi gue nga va tien nhing hoang ou
cla Hen tai vat chat, tinh me tda dnh quang ala [’o‘ng trung thank
06 han, nhu nhiing vi sao tén bau toi.. (Chitc ndng Hanging

Indent)
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Bai tap Tin hoc Van phong Trung tam Tin hoc

Khong mot ngon nga nao té xict duge sie mank, o dep, su hao
hing va edi uy nghi cla tinh me. Tink me khong nao ming khi con
nquot wun sg, tinh me cang manh hon khi con ngust gue nga va
tren nhiing hoang vu ela tién tai vat chat, tink me tda ank quang
clia [ong twung thank oo han, nhu nhing vi sao tien bau troi.
(Chtrc nang Left Indent)
Khong mot ngon ngi nao ta xiet duge sie manh, o2 dep, su
hao hung va cdi uy nght cia tinh me. Tink me khong nao
niing khi con nqui wn sg, tinh me cang manh hon khi con
nqudi que nga va tien nhiing hoang vu ela tién tai vat chat,
tinh me t3a dnh quang cia long twung thank oo han, nhu
nhing vi sao tren bau twor.. (Chire ndng Right Indent)
Khong mot ngon nga nao
ta xigt Ja‘p’c siba mgmﬁ, vé J;/z, su hao Eang va
cdi uy nghi cia tinh mg. Tink me khong nao
ning khi con nqusi wun sg, tinh mg cang manh
hon khi con ngust gue nga va tren nhing hoang
ou ela tién tai vat chat, tinh ms t3a dnh quang
elia long twung thanh oo han, nhu nhing vi sao
tren bau toi (Két hop cac chirc ning
Left, Right Indent va First line Indent)
Yéu ciu 3: Thuc hién 1énh Format—>Paragraph, dinh dang
spacing(before, after) vdi khoang cach 1a 6pt cho cac doan van ban trén.

Dinh dang line spacing cho doan vin ban cudi cing 1a 1.5 lines va doan

vin ban dau tién c6 multiline-at 1.3. Quan sat két qua hién thi.
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BAI TAP WINWORD 3
(Noi dung: Bullets and Numbering, Border and Shading)

1. Dung chirc ning Bullets and Numbering, Border and Shading dé dinh

dang doan van ban sau:
Y PEP LOI HAY

% Cdch duy nhdt dé c6 ban bé la chinh ban than minh phai la mét
nguoi ban - Emerson

% Ban cé yéu doi khong? Viy dirng phung phi thoi gian vi chat liéu
ciia cude song dwoe lam bang thoi gian — Franklin.

% Thoi gian khong do lwong bang nam thdng ma bang nhitng gi chiing
ta lam dwoc (H.Cason)

< Hay suy nghi tat ca nhitng gi ban néi nhung dirng ndi tat ca nhing
gi ban nght - Delarme

2. Diing chirc ning Bullets and Numbering d¢ trinh bay doan vin bén sau:

I. PINH DANG POAN VAN
Mot doan vian (paragraph) gdm mot hodc nhidu dong duoc két
thac bang phim Enter.
1. Cac dang trinh bay doan vin
a. First line
b. Hanging Indent
c. Left Indent
d. Right Indent
2. Dinh dang doan van don gian
3. Dinh dang doan van phirc tap:
Pé dinh dang doan van phuac tap hon, su dung I1énh
Format/Paragraph:
» Muc Alignment
» Muc Indentation
» Muc Special
» Muc Spacing
» Muc Line Spacing
II. TRINH BAY POAN VAN BAN DANG LIET KK
1. Ditng cdc biéu twong trén thanh formatting
2. Dung menu lénh
» Loép Bulleted
» Lop Numbering
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BAI TAP WINWORD 4
(Noi dung: Tab két hop véi Bullet and Numbering,

WordArt, ClipArt)

Tén ca khiic Tadc gid Ca si thé hi¢n
1. Ly e MG v Pham Dink C’/iudng .................................... Kitu Nga
2. Hnh cho Em mia xuan ... Nouyén Hien ..o Elvis Phuong
3. Nhac khic tinh xudn ... T T NN
4. Bon vdng chidu xuan............. Trin Thign Thank ......vcevvvssvesssrrsisens Duy Quang
5. Pan do mia xuAR..eossseorsrsssenn. Phan The M ...ooovvverssrversiserssisrersine Thiy Vi
R T . TTE Vi ereeereresesecesessisensssesssssissssssasennns q;.[hn
7. Xuan ﬂgp MGE oveniieririiiiiisirciisisnienns Van fpﬂyng ............................... gmmﬂ WVinh Think
8. Mua xuanr cia Mg ...ouu........ Tink Lam NGan ....ooveevsvreessisrersireens Vi Khank
9. Ca khic mitng xuan .....oocovevssvrvere. TKhtic Lan veeeeeeeveeenerrrrisserseriisennsenns Kizu Nga
10. Lot ddu nam cho con....vennnn.. dVguy.En /% 7S %uy Khanh
|
o
1 ,‘_h.l W

Co bé oi! Anh nhé em

Nhu con nit nhé ca-rem vay ma!
Nhu con dé tréng di xa

M6t hém béng nhé qué nha gay choi
Con dé thi gay mét hoi %{

Con anh gay hét mét i con i.
Tiéng gay bo 1lén 15 & )

Lam cho em nhét mét
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tu Do - Hanh Phuc
(G249
PON XIN NHAP HQC
CHUONG TRINH PAO TAO
BAC ST MAY TiNH THU'C HANH

Kinh giri: Trung tam dao tao Cong Nghé Thong Tin XYZ

|5 [0 IRTZ: 18 1<) o L NaAM(NT): coreeesraressseresssasessssssssssssssansses
S6 CMND: ..uceerrennns NEAY CAP: werrereernsereene NOT CAP: werreerersernsernsensessnsenees
Ngay sinh: .oeeeecseeeenes Nguyén quan (theo CMND): u.ccecceressnnscsssnssssanssssaneses
D18 Chi LIEN 18C: eeeeeeereeeecrrrssnnneeeeeeecccssrsasaseeeecccsssssssasassssaccssssssssssssssssssssssnsanans
Lién hé: ’
Dié¢n thoai ban (c6 ma Tinh/Thanh pho): ...ccceervrcsicsserssnncssenssneesanns
Dién thoai di AONE: ceeeeressrercssrnrcssrnressrercsssnsssssnssssssssssssssssasssssasssssassses
25 34 B R
Dja diém du dinh s& dang k¥ hoc (Tén chi NhANh): weueeceeeeereesenseresesesnserene
CONG VIEC NICN NAY: evueeessaresssaresssaresssancssasessssssssssssssssssssssssssssssssssssssssssssassses
Trinh do hoc vén: ‘ .
0O Chua c6 bang 0O Bang PTTH
O Bang cao dang O Bang Dai Hoc
TEN tIUTONE: cevvererseressreressrerssrsssssaneses Chuyeén nganh: .....ceeeeessseccssanecsanees

Sau khi tim hiéu va nghién ctru k§ chuong trinh dao tao cua truong, toi
xin dugc dang ky tham gia khoa dao tao Bac ST May Tinh Thuc Hanh:
O Chuyén khoa PC 0 CK Mang va Bao mat.
O Chuyén khoa stra chira dién tir O CT cir nhan CNTT
T6i c6 nguyén vong theo hoc khéa Bac si May Tinh Thyuc Hanh. Néu
duogc nha truong chip nhén, t6i xin cam doan:
- Nghiém chinh chap hanh ndi quy, quy ché dao tao ciia nha
truong de ra.
- Tham gia hoc tip va ndp hoc phi day du.
................. Ngay........ Thang......Nam .......
Nguoi dang ky (ky,ghi r6 ho tén)
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