Bai tap thuc hanh Tin dai cuong

BAI THUC HANH HPH WINDOWS

Chu dé:

- Thuc hanh cac thao tac trén Explorer
- Tao thu muc, sao chép, di chuyén, doi tén... tdp tin, thu muc

Cau 1: Hay mé cira s6 Windows Explorer bing nhiéu cach?
Cau 2: Hay thuc hién mét s6 cac thao tac co ban sau:

a. Phong to, thu nho, di chuyén cira so, truot qua lai, 1én xudng dé xem hét ndi dung bén
trong ctra so.

b. DPong mé cac 6 dia, thu muc, chuyén vé thu muc cép cao hon, trd lai thao tac trudc do
Quan sat thu myc, tap tin & cac ché do Large Icons, Small Icons, List, Detail, as Web
page.

Sép Xép cac thu muc va tap tin theo tén, kich thudc, kiéu, ngay tao.
Xem kich thuéc cua 6 dia, thu muc, tap tin.
Hay ghi vao déy kich thudc cua 6 dia C:

> Kich phai chuot tai biéu twong 6 dia C, roi chon Properties.
f. Tht chay mot tng dung nao do tir Windows Explorer.
> Hay kich dip chudt tai biéu tirong file (*.exe, *.com cia img dung)
Céu 3: Hay tao mdt cay thu muc nhu sau tai thu muc géc cia 6 dia D

= L3 Your Name <Your Name> 1a tén cta cac anh chi, hiy dung cira sb
=1 |2 Khoi choi 2
& Choi 1 Explorer dé tao. , 9
) Chai 2 »  Kich phdi chugt tai vung trong o cua so bén phdi
Jé‘ﬁhﬂm cua ung dung, chon New\Folder\gé vao tén cia cdac anh
= al (3 »
S Lat chi (chang han téen NHUNG) thay cho New Folder (tén
hlaz mac dinh). Sau do kich dup chuot tai Folder tén cua minh
=l |2 Khoi mam 2 ) 1 N .
E5) Copy of Mam 3 (NHUNG) dé mo ra, tiép tuc tao nhu”ng FOIFIEF con bén
) Marn 1 trong no (Khoi choi). Cu lap lai nhu thé cho den khi xong.
) Mam 2
) Mam 3
=l | ) khoi kre
] Tre 1
) Tre 2
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Cau 4: Hay tao cdy thu muc o cau triic nhu sau

= I3 Giao duc > Tao cay thu muc nay giong bai trén.
|2 Mam non
=l |2 Tieu hoc
|20 Khoilop 1
=l ) Trung hoc C5
I=) Khoilop &
= |3 Trung hoc PT
| Khoilop 10

Cau 5: Hay lan luot sao chép nhanh cdy thu muc Khoi mam, Khoi choi, Khoi la va Khoi tre
sang thu myc Mam non.
Cau 6: Hay d6i tén thu muc Trung hoc CS thanh THCS va Trung hoc PT thanh THPT.
Cau 7: Hay tim tap tin c6 phdn md rong 1a *. AVI hodc *.BMP sao chép chung vao thu muyc
THCS.
Céu 8: Hay dat thudc tinh chi doc, an cho cac tap tin vira sao chép vao thu myc THCS. Sau d6
quan sat su hién di¢n cua cac thu myc nay trong thu muc trén.

> Néu khong nhin thdy hdy vao menu Folder\Folder Option\chon thé View, roi bo hat

“ddu” vao muc Show all file (hién tdt ca cdc lodgi file).

Folder Options E]@

General | Wiew Filz Types || Offline Files

Folder views
‘Y'ou can apply the wview [zuch as Detailz or Tiles] that

ypou are uging for this folder ta all folders.

[ Apply to All Folders ] [ Reset All Folders

Advanced settings:

I Files and Folders A
Automatically search for network folders and printers
Dizplay file size information in folder tips
Dizplay simple falder view in Explorer's Folders list
[] Display the contents of system folders
Dizplay the full path in the address bar
[ Display the full path in the title bar
[ Do not cache thumbnails
I Hidden files and folders

() Do nat show hidden files and falders
(& Show hidden files and folders
Hide extenzionz far knaven file types ¥

Festore Defauls

[ Ok ] [ Cancel ]

Cau 9: Hay di chuyén (cut) cac tap tin * BMP ¢ trong thu muc THCS sang thu myc THPT

»  Hay quan sat sy hién dién cua cac file nay roi thir thue hién dong tac Undo dé xem két
qua.

»  Hay thuc hién thao tac sao chép cac tdp tin * BMP ¢ trong thu muc THCS sang thw
muc THPT.

> Hay x04 tdt cd cdc tdp tin * BMP ¢ thw muc THCS. Quan sat Recycle Bin va phuc hoi
lai néu muon.

> Hay thir doi tén vai tdp tin * BMP réi ghi nhdn xét vao day:
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»  Hay kich dup chuot vao cac tap tin *. BMP, roi thir sira chita va lwu lai. Sau dé ghi nhan
xét vao day:
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MS WORD

Bai S6 1

Luyén cdc ky ndng g6 van ban tiéng Viét: Anh/ chi gd vao vian ban sau voi font
Tmes MewRoman = va kich thuée la 1~ va luu véi tén BAIL.DOC:

Chuwong trinh  sogn thdo van ban MS-Word 1a mét phin mém thugc bo
Chuwong trinh MicroSoft Office noi tiéng ciia hdng Microsoft. Pdy 1a mét bo churong trinh soan
thdo true quan, hay con goi 1a WYSIWYG (What You See Is What You Get), ¢ giao dién dep va dé
sir dung. MS-Word ¢6 nhiéu tinh nang manh mé, dirge coi nhir mot céng Cu chuyén nghiép trong
cong nghé ché ban, tir cac hinh thite don gidn dén cdc hinh thirc phirc tap va cé cdc tinh ndng
Sau:

Dinh dang van ban theo nhiéu Font chit, mau sdc, kiéu chi khdc nhau.

Cdc chitc nang Auto Correct, Auto Text va Auto Format gitip nguoi sir dung tang toc do
nhap van ban va dinh dang van ban.

Tao ldp va hiéu chinh cdc loai bang biéu dé dang va nhanh chéng.

Tao duoc cac logi van ban co nhitng hiéu ung dac biét: hinh anh, am thanh, cac kiéu

chit nghé thudt,...
< HUONG DAN :

< Dé gd tiéng Anh: nhip chudt trai vao VietKey hodc Unikey chuyén sang E | hoac E
Hoic gb 2 1an ky ty déu, vi du: dé gd chit Soft ban gd vao nhu sau: Sofft

< Dé gd tiéng Viét: nhip chudt trai vao VietKey hodc Unikey chuyén sang W | hoac v

Bai S6 2
Luyén ky ndng g6 van ban véi nhiéu logi font: Anh/ chi gd vao vin ban va luu tén BAI2.DOC
DPong Pang c6 phd Ky Lira, Dung font Times New Roman
1 Co6 nang T6 Thi c6 chua Tam Thanh. size=13
Ai 1én x1r lang cung anh Dung font VNUMBRELA
2 Tiéc céng bac me sinh thanh ra em size=14
Tay cam bau rugu, nim nem, Dung bang font .VnTime
3 Mai vui, quén hét 10i em dan do size=15
Tay cam bau rugu, nim nem, Dung bang font .VnTimeH
4 Mai vui, quén hét 10i em dan do size=16
Tay cam bau rugu, nim nem, Dung bang font VNI-Helve
5 Mai vui, quén hét 16i em din do size=17
«» HUONG DAN :
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% Cau 1: chon TimesMewRoman = 13~ (kich thudc: gd vao 13), bang ma: Unicode

% Cau 2: chon “Mumbrela v 14 = (kich thudc: chon 14), bang ma: Vietware X
% Cau 3: chon -'mTme ™ 12 7 (kich thudc: gd vao 15), bang ma: TCVN3
¢ Cau 4: chon -¥nTimeH ~ 16 = (kich thudc: chon 16), bang ma: TCVN3 khong can
bat dén CAPS LOCK.
% Cau 5: chon 'MItele * 17 = (kich thuéc: gd vao 17), bang ma: VNI-Windows
Bai S6 3

Luyén cac ky nang co ban : khoi dong va thoat, mo file, luu file, tao moi file & go van ban.
1. Khoi dong Word va mo mot file méi
2. Luu file véi tén BAI3.DOC trén 6 dia C:\
3. G0 doan van ban sau vao tap tin vira tao:
Qué Huong
Nhac Si: Gidp Van Thach, Tho Loi: bd Trung Quan
Muc 1:

Qué huong la gi hé me
Ma ¢6 giao day phai yéu
Qué huong la gi hé me
Ai di xa ciing nhé nhiéu

Qué huong 13 chum khé ngot
Cho con tréo hai mdi ngay
Qué huong la duong di hoc
Con vé rop buém vang bay

Qué huong 14 con diéu biéc

Tuoi tho con tha trén dong

Qué huong 1a con do nho
Em dém khua nudc ven séng

DK:

Qué huong 1a cau tre nho
Me vé nén 14 ngiéng che
Qué huong la dém trang to
Hoa cau rung trang ngoai thém

Muc 2:

4. Sao chép phan (tho) - 12 cau tho dau vé sau Muyc 2
5. Di chuyén phan DK - vé dudi cac ndi dung cau 4.

5
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6. Tim cau Muc thay thé bang Poan
7. Luu file va thoat khé1i MS Word

< HUONG DAN:
< Luu file:

B1: Chon menu File -> Save hoic bAm Ctrl+S hodc chon biéu tuong fi":
B2 Chon muc Save in 1a 6 dia C: va File name la: BAI3.DOC
B3: Chon nut Save
< Tao AutoText cho Qué Huong bang cach gd gh: Chon menu
File/Options/Proofing/AutoCorrect option.
G0 Qué huong vao Replace va gh vao With.

Sau d6 gd gh va bam déu cach.

% Sao chép:

B1: Chon vin ban -> bim Ctrl+C

B2: Dua con tré vin ban dén vi tri can chép -> bam Ctrl+V
% Di chuyén:

B1: Chon van ban -> bAm Ctrl+X

B2: Dua con tré vin ban dén vi tri can di chuyén dén -> bdm Ctrl+V
< Tim va thay thé:

B1: Boi den tir Muc

B2: Bim Ctrl+H

B3: god vao Replace with: Poan

B4: Chon Replace all
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Bai S6 4

Luyén kj nang dinh dang font chit, kiéu chiz: va luu véi tén BAI4.DOC
TRINH BAY FONT CHU

Céc 1énh thuong dung trong van ban cé thé trinh bay nhanh bang biéu twong lénh nhu
Bold dé tao chir dam, italic dé tao chit nghiéng, underline dé tao chit gach dudi hay két hop cd
ba biéu tugng trén.

Ngoai ra con ¢ cac 1énh khac cau ky hon danh phai vao menu 1énh dé trinh bay nhu:
gach dudi cho timg tr mét, double dé gach nét doéi, co thé tuy chon trong Effects:
Strikethrough dé tao ra chir—sacheiia, cac 1énh SUPesCiPt i3 gpeeripe dé gitip chung ta c6 thé tao ra
mot biéu thic don gidn c6 dang nhu: A1X?+B1Y?=0, mot doan vin ban dugc go béng chir
thudng ta c6 thé chuyén sang CHU IN 16n bang ALL CAPS hoic tao ra CHU HOA BE bang
SMALL CAPS.

MOt cai tién caa Word 1am cho vin bang dugc sinh dong hon doé 1a céc 1énh dugc trinh
bay trong 16p Animation: Blingking Background. Las vegas Lingts. Marching Black Ants.
Marching Red Ants. Shimmer. Sparle Text.

Yéu ciu:
-Str dung format -> font -> chon trang Text Effects dé tao cac hiéu ung nhip
nhay,...:(Sparkle Text)

Bai S6 5

Luyén kj ndang dinh dang font chir, kiéu chi va luu vé6i tén BAI5S.DOC

PAY THON Vi DA
Han Mac Tw

Sao anh khong vé choi thon vi
Nhin nang hang cau nang maoi lén
Vieon ai muot qua xanh nhu ngoc

Ld triic che ngang mdt chir dién

GIO THEO LOI GIO MAY DUONG MAY
DONG NUGC BUON THIU HOA BAP LAY
THUYEN AI DAU BEN SONG TRANG PO
CO CHO TRANG VE KIP TOI NAY
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M khdach  ong xa khdch omg xa
Ao em tring qiia nhin khong ra
O dys ng khdi mo nhdn dnh

7
° A 7

Ai biét tinh ai co dm a

Y<éu cau:
1. Hay gd bai tho trén va luu voi tén file v6i tén BAIS.DOC trén 6 dia C:\ v6i font Times new
roman, size 13. G4 van ban binh thuong khong c6 dinh dang.

2. Thyc hién dinh dang theo yéu cau sau:

-Tiéu dé bai tho véi Font chit VNrenfrew, size 26, in dam, c6 bong mo, mau do
-Tén tac gia vdi Font chir YMhelvetica, size 15, in nghiéng

-Doan 1 v6i Font chir ¥Mrenfrew, Size 12.5, in ddm nghiéng

-Poan 2 véi Font WMbanakaok. mau xanh, Size 14, chir hoa 16n (all cap), gach chdn

-Doan 3 v6i Font times new roman, size 18, in nghiéng, 14y nét outline

4, Chuyén dén cudi file van ban va copy 3 doan trén thanh 3 doan mai, thuc hién
-B6 dinh dang ctia 3 doan vira copy (font VNtimes new roman, size 12)

-Dinh dang doan 4 theo upper case (dung change case)

-Dinh dang doan 5 theo title case (dung change case)

-Dinh dang doan 6 theo toggle case (dung change case)

O HUONG DAN :

-Binh dang font chir: chon menu Format->Font: Font color: chon mau chi, All caps :
chit hoa 16n, Outline: 14y nét chit , Underline style: kiéu gach chan
-Bo dinh dang vin ban: bAm Ctrl+Q
-Binh dang upper case, title case, toggle case: chon menu Format-> Change case
Bai S6 6

Luyén ky néing dinh dang font chit, kiéu chir
1. M& bai thuc hanh sé 5 va lwu lai véi tén file BA16.DOC
2. Tiéu dé bai tho canh giita, tén tac gia canh phdi
3. Dinh dang lai cac doan tho con lai véfont font VNtimes new roman, size 12
4. Sir dung hdp thoai paragraph dé canh 1é cho doan 1, 2, 3:
-Poan 1, 2, 3 canh bién trai
-Dinh dang doan 1 thut 1é trdi 2cm, doan 2 thut lé trai 4cm, doan 3 thut 1é trdi 6cm
S dung thanh thuée (ruler) dé canh 1é cho doan 4, 5, 6:
-Doan 4, 5, 6 canh bién phdi
-Dinh dang doan 1 thut lé phai 14cm, doan 2 thut 1é trdi 12¢m, doan 3 thut 1é trdi 10cm
6. Pat khoang cach gitra cac dong doan 4, 5, 6 la 1.5

o

8



Bai tap thuc hanh Tin dai cuong

< HUONG DAN :
1.Dé luu lai véi tén file khac: chon menu File-> Save as
2. Canh giita: bam Ctrl+E, canh phai: bAm Ctrl+R
3. B6i cac doan 1, 2, 3, 4, 5, 6 va chon menu Format -> font (Ctrl+D) : chon cac muc

sau

-Font : VNtimes new roman, size 12; Font color: chon Automatic; Font style: chon
regular; Underline style : chon none , Outline : b6 chon, All caps : bo chon

4. -Canh bién trai: Bdi den 3 doan diu, chon menu Format->Paragraph-> trong muc
Alignment : chon Left

- Boi den timg doan: thyt 18 trai: chon menu Format->Paragraph trong muc ldentation -
> Left ->gd vao 2, 4, 6

5. -Canh bién trai: Boi den doan 4, 5, 6 chon menu Format->Paragraph-> trong muc
Alignment : chon Right

- Boi den timg doan: thyt 18 trai: chon menu Format->Paragraph trong muc ldentation -
> Right -> g6 vao 14, 12, 10

Line spacing: Ak

6.B6i den doan 4, 5, 6 -> chon menu Format->Paragraph -> ij !

=
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Bai S6 7

Sir dung Tab, canh 1é: Anh/chi soan vin ban v4i font TmeshewRoman = “gize 13 v3 lyu tén
BAI7.DOC:

SO GD & BT TP DA NANG Cong Hoa Xa Hoi Chii Nghia Viét Nam
TT TIN HOC & NGHIEP VU DA NANG CTT Doc lap - Tu do - Hanh phuc
---000--- ---000---

GIAY CHUNG NHAN

CRUNG NNAN oo s
Sinh ngay
Noi sinh
Khoa
XEPI0AE oo
La hoc vién da dat ching chi..................... , theo quyét dinh s6
cia S6 GD & DT TP ba Nang.

Pa nang, ngay .... thang .... nim 2006
GDb TRUNG TAM
O HUONG DAN :

-Dit Tab cho 3 dong dau tién nhu sau:

q-l-pl-z-|-3-|-J_4-|-5-|-5-1-?-1-3-1-9-1-10-|-11-|-12-|_;_13-|-14-|-15-|-15-|-1:

S GD & DT TP DA NANG } Céng Heoa X Ha Chi Nghia Viér Nam
TT TIN HOC & [NGHIEP VU DA NANG CTT Pée Lip - Tido - Hagh phue
--000--- --000---

+B4am t6 hop phim CTRLAE dé canh gitta cho dong “GIAY CHUNG NHAN”
+Canh khoang cach trén dudi doan 12: chon menu Format-> Paragraph: thiét 1ap Before
va After=12

-bat Tab cho cac dong dudi nhu sau:

R L L T T T o O T B - S SR
CHEOG DBED fereeeeeeeeeee ettt et ssees b s s s s s
Sinh ngdv

4 | g | 5
t)a pang, ngay .. thang... pam ZUUD
-Dit Tab cho 2 dong cudi cung nhu sau: GB TRUNG TAM
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Bai S6 8

Sur dung Bullet and Numbering:

Anh/chi soan van ban nhu sau va luu véi tén BAI8.DOC nhu sau:
MOT SO THE LOAI DAN CA TIEU BIEU

Hat trong quan

Hat xam

Hat quan ho Bic Ninh

Hét gheo Phu Tho

Hat vi Nghé — Tinh

Hat dam Ngh¢ Tinh

Hat dan chai

RS A A

TUC NGU

> An qua nh¢ ké trong ciy

> CO cdng mai sit ¢ ngay nén kim
» Chi ngd em nang

> Gén muc thi den gin dén thi sang

© HUGNG DAN :
-Tao number: chon menu Home va Numbering
-Tao Bullets: chon menu Home — Bullets

Bai S6 9

Dinh dang Drop Cap: Anh/chi soan van ban sau va luu file c6 tén BAI9.DOC :

m la con gai x Thanh,

Em di ganh nudc rira banh con voi.
Mudn coi 1én nti ma coi,

Coi ba Triéu Au, cudi voi danh céng.

rong dam gi dep bang sen,

L4 xanh bong trang, lai chen nhi vang.
Nhi vang bong tring 14 xanh,

Gan bun ma chang héi tanh mui bun.

11



Bai tap thuc hanh Tin dai cuong

ué huwong la cau tre nho

Me vé nén la nghiéng che
Qué huong la dém trang to

Hoa cau rung trang ngoai thém.

» HUONG DAN DINH DANG:
-G0 toan bo bai tho dinh dang véi font | Times Mew Roman =

-Poan 2 thut 18 trai 4 cm: st dung Left Indent trén ruler bar

-Poan 2 thut 18 trai 8 cm: sir dung Left Indent trén ruler bar

S

-Binh dang Drop Cap cho doan 1, 2 1a Drapped  va doan 3 1a  Inmargin

12
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Bai S6 10

Chia cot van ban: Anh/chi soan van ban nhu sau va luu véi tén BAI10.DOC nhu sau:

N ha van hoa lon Viét Nam thoi Hau Lé, thuo nho co tén la Danh Phuong, sau doi la Qui
Pén, t Dodn Hiu, hiéu Qué Puong. Qué lang Duyén Ha, phi Tién Hung, tran Son
Nam (nay thuoc tinh Thdi Binh).
udt than trong mét gia dinh khoa bang lau doi, than phu la Lé Phii Thir lam quan triéu
Lé. Thud nhé éng néi tiéng thong minh, c6 tri nhé phi thuong dwoc ngueoi dwong thoi

xem la than dong.

Nam Qui Hoi 1743 @6 giai Nguyén, nam Nham thin 1752 d6
nhit giap nhi danh Tién si (Bang nhén). Tir thi Huong dén thi Hoi
déu dd dau ca.

» HUONG DAN :
-Gd tiéu dé bang fon
-Gd toan bo van ban khong dinh dang bang font TmesMewRoman =/ gjze 13
-Chon dong déu tién “Lé quy don”: size 16, in ddm
» Canh gitra (Ctrl+E)
> Thiét lap Shading nhu sau: Fill - chon Gray 45%, Apply to -> Text
-Dong 2: Thiét 1ap Border nhu sau: Format-> Borders and shading->Border
» Setting ->Box
» Style -> ----, Color ->Xanh, Width -> 2
» Apply to -> Text
-Poan 3 c¢6t: Chon van ban:
> Thiét 1ap Format->Font-> Color-> xanh
> Thiét 1ap Format-> Borders and shading->Shading nhu sau: Fill - chon
Yellow, Apply to -> Paragraph, Style-> 15%
» Phan thanh 3 ¢t bao: chon menu Format->Column->Presets=Three
-Doan cudi:
> Chon menu Format -> Paragraph ->thiét 1ap First line=0.5¢", After=12,
Before=12, left indent=1", right indent=1", khoang cach giira cac dong = 1.5
> Thiét lap Border: Format-> Borders and shading->Border-> Setting ->Box,
Width -> 2, Apply to -> Paragraph

t Tirnes Mew Roman -
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Bai S6 11

Chen Header /Footer va dinh dang trang in: Anh/chi tao file méi tén BAI11.DOC thuc hién
cac yéu cau nhu sau:
1. Cheén file BAI9.DOC, BAI10.DOC, BAI11.DOC : Mai file trén 1 trang khac nhau
2. M¢ van ban va dinh dang Top=2,5cm, Left=2cm, Bottom=2,5 cm, Right=1 cm,
Header=1,25cm , Footer=1,25cm, Paper: size A4, Hudng gidy: Portrait
Xem trude: Menu File-> Print Preview, dong lai Close
Tao header:x= Thuc hanh tao header van ban
Tao footer: = Thuc hanh tao footer van ban
Dinh dang danh sb trang: goc dudi ngoai cling bén phaicua trang gidy in

N o Ok o

Tao 2 section trén cung 1 van ban va tao 2 Header, footer khac nhau trén cung mot
van ban (trén 2 section khac nhau cua van ban)

Header 1: w.Tiéu dé 1: Header mot

Header 2: w Tiéu dé 2: Header hai

Footer 1: = Chan trang 1: Footer mot

Footer 2: = Chan trang 2: Footer hai

< HUONG DAN :

1. Tao file mé&i BAI12.DOC va thyc hién chon menu Insert -> File -> Chon file BAI9.DOC,
BAI10.DOC, BAI11.DOC

| Paper | Layouk I

Margins

Top: |2.5 om E‘ Btk |2.5 cm E‘
Left: |2 o E‘ Right: |1 om 5‘
Gutker: IU cm E‘ Gutter position; ILeFt |

Orientation
. 9 t, Paper size! Header: [1.25 cr =

(4] @ o oot E

Paortrait Landscape I":"q' j Foater: |1 25 Cm E

4. Tao header & Footer: chon menu View — Header and Footer -> g6 vao cac noi dung (su

4

dung cdc phim miii tén 1,4 dé chuyén qua lai gitta header & footer)
JHeader . et bttt ”’n/
= Thuc hdnh tao header van bdn | Thue hanh tgo footer van ba &
6. Chon menu Insert -> Page Numbers -> Chon Alignment 1a Right
=

Position: Preview
IBottDm of page {Footer) j

Alignment:
T - |

[v show number on first page

Format. .. |

% 1|

Cancel

14
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Nhap dap vao footer va go vao chit “Trang” bén canh s trang

7. Tao 2 section khac nhau: Pat con trd vin ban vao dau ndi dung cua file BAI11.DOC ->

chon

menu Insert -> Break -> Next Page
Chu ¥: & thanh trang thai muyc section s& 1a 2: phan céc trang trén s& thudc vé section 1 va
cac trang sau thudc vé section 2
-Dé tao cac header va footer khac nhau cho céc section nay:

B1: Tao header va footer cua section 1

B2: Nhip dép vao header va footer cua section 2 va chon bo muc Link to
previous

Header and Footer

Insert AutaText ~ A8 & o |0 £ & 5, | dose

Link ko Previous

B3: GO ndi dung cho header va footer cia section 2 khac véi section 1
(C6 thé sir dung phirong phép ndy dé dinh dang page setup khéc nhau)

Bai S6 12

Suwr dung MS Equation: Anh/chi soan van ban nhu sau va luu voi tén BAI12.DOC nhu sau:
& Cau 1. Nhap cac phuong trinh toan hoc va cong thirc hoa hoc sau:

1.
2.
3.

H2SO4 + Ca(OH), = CaSO4 + 2H20
AX3+BX2+CX+D=0
A= B2 - 4*A*C

& Cac ki hiéu toan hoc thuong sir dung: Z, Q, ¥, o, B, 6, €, ¢, v,,n, 0, m, &
&5 Cau 2: Cheén céc cong thurc toan hoc sau:

2a
x[ols[n +1]= | X[0} n=0
0, n=0
< HUGNG DAN :

>0K

- Chi s6 dudi : boi den vin ban -> bam Ctrl+=

- Chi s6 trén : bdi den viin ban -> bam Ctrl+Shift+=

-2, 0, %, 0, B, 9, ¢ 6, v,,m, 0, T, § : chon menu Insert->Symbol -> chon font : Symbol

- Chén cong thirc toan hoc : Chon menu Insert — Object ->Microsoft Equation 3.0 -

Bai

SH 13
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Bai tap thuc hanh Tin dai cuong

Sir dung Drawing va group cdc doi twong : Anh/chi soan vin ban nhu sau
va luu véi tén BAI13.DOC nhu sau:

—— I ———

SO PO LUAN CHUYEN
CHUNG TU

Chirng TUr GGc

| |

TS Ké Chi Tiét Tai Khoan I

S8 Quy S8,Thé K&
J Toan Chi Tiét

Ching TU Ghi S&

\ 4

SG CAI |( Bang Téng
— Hgp Chi Tiét

1 -

Bao Cao K€ Toan
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Bai tap thuc hanh Tin dai cuong

Bai S6 14 Tao va dinh dang bang: Anh/chi soan vin ban nhu sau va luu véi tén
Al14.DOC nhu sau:

TINH HINH HOP DONG QUY 1 NAM 2006

: _ LUU LUONG )
STT | SOHDb MA KH GHI CHU
CHI THU
1 HDO001 LOTUS 1500 400 26.67%
2 HDO002 MICROSOFT 0 780
3 HDO003 IBM 1690 1,500 88.76%
Khoéng thiy ¢6 may lam nén.
& ‘
i An qua nhé keé trong cay.
)
< ,
E C6 cong mai sat cd ngay nén kim.
STT FETIEU Usb | vND DOANH SO
NAM usSD VND
1 2004 100,000 | 2,000,000,000 | 150,000 1,000,000,000
2 2005 200,000 | 4,000,000,000 | 170,000 4,500,000,000

< HUONG DAN :
-Gop 2 6 thanh 1 6: Chon 2 6 ->Table — Merge Cells

-Dong tiéu dé bang: Chon shading la Gray-

30% 5I
. , ) . . ) z Orienkation—————— Previewm——————— .
-Duwong chéo cua o6 trén bang: nhap chuot

vao 6 tao duwong chéo -> Format -> Borders and
shading -> Chon trang Borders

e  Muc Apply to: Chon Cell

Text
=l

The quick brawn
fox jumps over
the lazy dog

e  Muc Preview: Chon nut "»

Apply to:

-Dong “ Loi hay y dep”:
Gop 3 dong thanh I dong
Chon shading la Gray-30%
Chon menu Format -> Text Direction
-> Chon huong van ban -> Ok

Cancel
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Bai tap thuc hanh Tin dai cuong

Bai Sb 15

Vé do thi, biéu do: Anh/chi soan van ban nhu sau va luu véi tén BAI15.DOC nhu sau:

Quan Nam 2002 Nam 2003 Nam 2004
Hai chau 205123 208281 211414
Thanh khé 157868 159272 160559
Son tra 107199 109978 112613
Ngii hanh son 47878 49180 50531
Lién chiéu 68886 70441 72780
Hoa vang 154260 155287 156652

250000

200000 - O Hai chau

B Thanh khé

150000

O Son tra

100000 [0 Ngia hanh son

50000 - B Lién chiéu

0- O Hoa vang

Nam 2002 Nam 2003 Nam 2004

< HUONG DAN :

-Biéu do 1: béi den toan bo bang 1 va chon menu Insert — Picture — Chart

-Biéu d6 2:  BI: Béi den todn b bang 1 va chon menu Insert — Picture — Chart
B2: Nhdp diip vao biéu dé vira vé -> Nhdp vdo viing biéu do
B3: Chon menu Chart -> Chart type

Muc Standard type: Chon Pie E
Chart Sub-type: Chon
B4: Chon menu Chart-> Chart Option
Muc Chart title go vao: Ban do dan so Quan Hai Chau
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Bai tap thuc hanh Tin dai cuong

Bai Sé 16

Sur dung Mail Merge: Anh/chi soan van ban nhu sau va luu véi tén BAI16.DOC nhu sau:
Cau 1: Tao danh sach sau :

MA_KH TEN_KH SO_CU | SO_MaOl TIEU_THU THANH_TIEN
TNO001 LE THANH TUNG 435 395 50 32500
TNO002 NHA MAY CAO SU | 25415 | 26102 | 678 446550
CQ005 TRAN CONG DU 15243 | 17214 | 1671 1281150
TNO003 VUONG TIEN THU | 1524 | 1641 117 115700
CQ003 DH DA NANG 5214 | 5392 178 115700

Cau 2: str dung Mail Merge dé tao miu gidy bao sau, nhiing truong in ddm 1a trudng duogc

chen

Cong Ty Dién Luc Khu Vuc 111
654 Ngii Hanh Son

Cong Hoa Xa H6i Cha Nhia Viét Nam
Ddc Lap - Ty Do - Hanh Phuc

---0000--- @ oG
GIAY BAO NAP TIEN DIEN
Thang 09/2006
Tén Khach Hang Ma Sé:

Xin quy khach vui 1ong thanh toan tién tiéu thu thang 09.2006 véi chi tiét cu thé sau:

S6 cii

S6 Méi

S6 KW Tiéu Thu

Thanh Tién

Vay xin quy khach thanh toan s tién trén tai phong kinh doanh cua Cong ty -654 Ngo
Quyén - Pa Nang vao gid hanh chinh.

Sau thoi gian 10 ngay tir ngdy nhan gidy bao, quy khach khong thanh toan, chung toi s&
tam thoi ngung phuc vu.

Pa nang, ngay 01 thang 04 nam 2006
Giam Déc
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Bai tap thuc hanh Tin dai cuong

< HUONG DAN:
Bl: Tao dit liéu nguén (Data Source): chi chira bang (Table) Iluu voi tén
KHACH_HANG.DOC.
B2: Tao tai liéu chinh (Main Document): G& ndi dung vin ban nhu trong mau, cha y chira

tréng nhimg vi tri in dam & trén dé chén cac trudng trong danh sach thu moi.

B3: Thuc hién tron thu: Tai tai liéu chinh ta thuc hién cac thao tac sau:

- Vao thanh trinh don Mailings\Start Mail Merge, hop thoai Mail Merge xuit hién

- Tai ving Main Document, kich chon Create \ Form Letters \ chon Active Window

- Tai vung Data Source, kich chon Data Source \ Open Data Source va tiép tuc chon dén
tap tin KHACH_HANG.DOC da luu trudce do.

B4: Insert Merge Field: chén mot truong tir danh sach cac truong

B35: Tao két qua bang cach chon Ll

Bai S6 17

Swr dung Mail Merge: Anh/chi soan van ban nhu sau va luu vai tén BAIL7.DOC nhu sau:
Cau 1: Tao danh sach sau:

SBD | HOLOT TEN PHAI | NOI SINH XP WORD | PP DTB
Al NGUYEN THE NAM NAM | NGHE AN 9 9 9 9

A2 NGUYEN THI HA | DUONG NU | HA TINH 10 10 10 10
A3 DANG THI Al LY NU | QUANG NAM | 10 10 10 10
Ad NGUYEN THI THU NU PA NANG 8 8 8 8
A5 DUONG VAN TAM NAM | QUANG NAM | 9 10 10 9.7
A6 VUGONG THI THUY NU | QUANG BINH | 7 8 8 7.7

Cau 2: Hay st dung chtc ning Mail Merge dé tao miu gidy béo sau, nhimg truong in dam 1a
cac truong dugc cheén

Sé GD & PT Pa Ning Cong Hoa Xa H¢i Chi Nghia Viét Nam
KHOA CNTT Poc Lap Tu Do Hanh Phiic
W 1% L)

GIAY BAO DIEM

Kinh giri thi sinh: NGUYEN THE NAM SBDb: Al
Phai: Nam Noi sinh: NGHE AN
Thi sinh di tham gia cudc thi “Chting Chi Vin Phong” do Trung tim to
chire
.......... [+eseerense/2006 v6i s6 di€m nhwr sau:

H¢ diéu hanh Windows | 9
XP
MS Word 2000 9
MS Power Point 2000 9
Pi¢m trung binh 9

Vay thi sinh di dat chirng chi viin phong loai: GIOI
Pa Ning, ngay thang nam 2006

TRUONG KHOA




Bai tap thuc hanh Tin dai cuong

» HUONG DAN :
Bl: Tao dit litu ngudn (Data Source): chi chira bang (Table) luu v6i tén
DANHSACH.DOC.
B2: Tao tai liéu chinh (Main Document): G& ndi dung vin ban nhu trong mau, cha y chira

tréng nhing vi tri in dam & trén dé chén cac trudong trong danh sach thu moi.

B3: Thuc hién tron thu: Tai tai liéu chinh ta thuc hién cac thao tac sau:

- Vao thanh trinh don Tools \ Mail Merge, hop thoai Mail Merge xuat hién

- Tai ving Main Document, kich chon Create \ Form Letters \ chon Active Window

- Tai vung Data Source, kich chon Data Source \ Open Data Source va tiép tuc chon dén
tap tin DANHSACH.DOC da luu trude do.

B4: Insert Merge Field: chén mot truong tir danh sach cac truong

B5: Tao két qua bang cach chon %

< Chu y: Pé chén thong tin loai cho thi sinh ta thuc hién nhu sau: Kich chon Insert Word
Field \ If ...Then ...Else...xudt hién hop thoai sau: chon cac diéu kién va nhap dir liéu
vao nhu hinh bén:

Insert Word Field: IF HE|

IF
Figld name: Comparisan: Compate ko

HE =] |Equalta EARE
Insett this ket

GIOI

el |

Dtherwise insert this kexk:

KHA

el |

Ik Cancel
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Bai tap thuc hanh Tin dai cuong

Bai S6 18 BAI TAP TONG HQP

Cau 1: Trinh bay viin ban theo miu sau:
CONG HOA XA HOI CHU NGHIA VIET NAM
Doc 1ap — Tu do — Hanh phuc
<zt 2 2 20
QUYET PINH
(V/v khen thuéng sinh vién)
% Cin cr quyét dinh khen thudng va xir phat sinh vién
% Can cir két qua hoc tap va rén luyén truong DPH Dan 1ap Duy Tan quyét dinh:
» Piéu 1: Khen thuong sinh vién da co thanh tich Xuat sic trong hoat dong & hoc tap
nam hoc 2002 — 2003 (c6 danh séch kém theo).
= Pibu 2: Cac sinh vién, tha trudéng cac don vi ¢ sinh vién dugc khen thudng va
phong Ké hoach — Tai chinh ¢6 nhiém vy thi hanh quyét dinh nay.
HD khen thudéng va ky luat
Chi tich HD

DANH SACH SINH VIEN PUOC KHEN THUGONG

STT | Hovatén Pon vi bat loai Murc khen thuong
Xuatsic |Giéi | B.Khen | Tién

1 Lé Nam Giang CNTT X X 300.000
2 Hoang Phuong Thao | CNTT X X 300.000
3 Nguyén Nam TCKT X 200.000
4 Nguyén Thi Ny XD X 200.000
5 Ngo6 Minh buc NN X 200.000
6 Nguyén Tuin QTKD X 200.000

Cau 2: Tao van ban ¢6 ngi dung nhu sau:

/ CONGTYVINA  CONG HOA XA HOI CHU NGHIA VIET NAMN

Chi nhanh Da Nflng Poc lap — Tw do — Hanh phic
C.2.0.8.¢:9) (C.2.8.8.¢:9)
BANG BAO GIA CAC SAN PHAM
STT TEN HANG bVT PON GIA (USD)
1o, Xe Hon Da Dream............. ChiéC .covvveeiiiin. 1235.67
2t Tu lanh Sanyo...........c........ (o | SR 120.824
K B Tivi 14.S0NY ..o, (07| F SR 250.745
v ................... DPAu Video HIFI................. Clllevovvererereeeeeenn, 150.8 /
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Bai tap thuc hanh Tin dai cuong

Cau 3: Soan thiao van béan sau:

ot hat nho bé sé

tr6 thanh cay.

Cay sinh ra
nhiéu hat hon. Nhitng hat
nay lai tré thanh cay, cay
lai sinh ra hat. Va cir nhu
thé...Vay c6 bao nhiéu
cay trong mét hat? Khong
€6 cay trong hat.

trong mot hat

Pap hat ra, ta s& chang tim
thdy mot cay nao. Hat chi
mang mam sbng cua cay,
nhitng gi tiém an s& trd
thanh cay. Va cay chi xuat
hién khi hat duwoc nubi
dudng du nudc va cac
khoang chat.
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