Bai tap thuc hanh Word Nang Cao

BAI TAP THU'C HANH
MICROSOFT WORD NANG CAO

w Muc dich: On tép lai cac chtrc nang dinh dang trén MicroSoft Word.
= Noi dung: Soan thao ndi dung van ban dugc dinh dang theo mau sau:

BAI 1.
CHUONG 1: NOI DUNG CHUONG 1

1.1. Tiéu dé noi dung 1.1
a. Noi dung phén a
b. Noi dung phan b
1.2. Tiéu dé noi dung 1.2
a. Noi dung phén a
b. N6i dung phan b
1.3. Tiéu dé noi dung 1.3
a. Noi dung phan a
b. Noi dung phan b
CHUONG 2: NOI DUNG CHUONG 2
2.1. Tiéu dé noi dung 2.1
a. Noi dung phan a
b. Noi dung phan b
2.2. Tiéu dé noi dung 2.2
a. Noi dung phan a
b. Noi dung phan b
2.3. Tiéu dé noi dung 2.3
a. Noi dung phan a
b. Noi dung phan b
CHUONG 3: NOI DUNG CHUONG 3
3.1. Tiéu dé noi dung 3.1
a. Noi dung phan a
b. Noi dung phan b
3.2. Tiéu d& noi dung 3.2
a. Noi dung phan a
b. Noi dung phan b
3.3. Tiéu d& noi dung 3.3
a. Noi dung phan a
b. Noi dung phan b
TAI LIEU THAM KHAO
& Tai liéu tham khao 1
& Tai liéu tham khéo 2
& Tai liéu tham khao 3
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Bai tap thuc hanh Word Nang Cao

0 Yéu chu:

1.

binh dang Page A4, left= 3cm, right=top=bottom=2cm, Font Times New Roman,
Size 13, Before=0, Paragraph: After=0, Line Spacing = 1.5 Line
Str dung churc nang References, Add Text, Table of Contents dé tao muc luc cho ndi
dung trén
Chuyén noi dung sang trang 2 va chén muc vao trang dau tién ctia ndi dung vin ban
Chuyén noi dung chuong 1, chuong 2, chuong 3, Tai liéu tham khao sang trang
m&i(mdi ndi dung nam tai 1 trang khac nhau)
Cép nhat lai sb trang cho cac ndi dung trén phén muc luc
Thém nod1 dung chuong 4 vao ndi dung soan thao:
CHUONG 4: NOI DUNG CHUONG 4
4.1. Tiéu dé ndi dung 3.1
c. Noi dung phan a
d. Noi dung phan b
4.2. Tiéu dé noi dung 3.2
c. Noi dung phan a
d. Noi dung phan b
4.3. Tiéu dé ndi dung 3.3
c. Noi dung phan a
d. Noi dung phan b
Chuyén ndi dung Chuong 4 sang 1 trang mai, cap nhat chuong 4 vao muc luc.
Pénh s6 trang tir chuong 1 dén chuong 4 tai pham Footer, thém noi dung “Ho Va
Tén” nguodi soan thdo vao phén Footer, dinh dang ph?m ho va tén nam bén trai, sd
trang nam bén phai.
Str dung Shapes vé& cac dudng thang vao phan Header va Footer, dinh dang cac

duong thang sao cho phu hop véi ndi dung.
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BAI 2:
CHUONG I: NOI DUNG CHUONG 11

1. Tiéu dé ndi dung 1
1.1. Noi dung phén 1.1
1.2. Noi dung phan 1.2
2. Tiéu dé ndi dung 1
2.1.N6i dung phan 2.1
a. Khai niém
b. DPinh nghia
2.2.Noi dung phan 2.2
CHUONG II: NOI DUNG CHUONG II
1. Tiéu dé ndi dung 2
1.1.Noi dung phan 1.1
a. Khai niém
b. Dinh nghia
1.2.Noi dung phan 1.2
2. Tiéu dé ndi dung 2
2.1.N6i dung phan 2.1
2.2.Noi dung phan 2.2
CHUONG III: NOI DUNG CHUONG III
1. Tiéu dé noi dung 3
1.1. Noi dung phén 1.1
1.2.Noi dung phan 1.2
2. Tiéu dé ndi dung 3
2.1.Noi dung phan 2.1
2.2.N6i dung phan 2.1
a. Khai niém
b. Dinh nghia
TAI LIEU THAM KHAO
& Tai liéu tham khao 1
& Tai liéu tham khéo 2

& Tai liéu tham khao 3
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Bai tap thuc hanh Word Nang Cao

0 Yéu cau:

1.

binh dang Page A4, left= 3cm, right=top=bottom=2cm, Font Times New Roman,
Size 13, Before=0, Paragraph: After=0, Line Spacing = 1.5 Line
Str dung chirc nang References, Add Text, Table of Contents dé tao muc luc cho ndi
dung trén
Chuyén noi dung sang trang 2 va chén muc véo trang dau tién ctia noi dung van ban
Chuyén n6i dung chuong 1, chuong 2, chuong 3, Tai liéu tham khao sang trang
m&i(mdi ndi dung nam tai 1 trang khac nhau)
Cép nhat lai sb trang cho cac ndi dung trén phén muc luc
Thém ndi dung chuong 4 vao ndi dung soan thdo:
CHUONG IV: NOI DUNG CHUONG IV
1. Tiéu dé noi dung 3.1
1.1. Noi dung phén 1.1
1.2. Noi dung phéan 1.2
2. Tiéu dé noi dung 3.2
2.1. Noi dung phan 2.1
a. Khai niém
b. Pinh nghia

2.2. Noi dung phan 2.2
Chuyén ndi dung Chuong 4 sang 1 trang mai, cap nhat chuong 4 vao muc luc.
Paénh s trang tir chuong | dén chuwong IV tai pham Footer, thém noi dung “Ho Va
Tén” nguodi soan thdo vao phr:in Footer, dinh dang phﬁn ho va tén nam bén trai, sb
trang nam bén phai.
Str dung Shapes vé cac dudng thang vao phan Header va Footer, dinh dang cac

duong thang sao cho phu hop voi ndi dung.
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BAI 3:

1. Tao file Danh_Sach.docx voi ndi dung theo ding mau dinh dang sau, st dung chirc
nang Table, Numbering cho cdt so thtr ty, dinh dang Page A4, Font Time New
Roman, Size 13

STT | HOVATEN NGAY SINH TINH/ TP DIEN THOAI
l Nguy2n Vin Son 02/01/1985 P4 Nang 0905123456
2 Tran Khanh Toan 03/04/1983 Quang Binh 0903456123
3 Trrong Van Minh 07/09/1984 Quang Nam 0917223223
4 Pham Cong Diing 09/11/1986 Quang Ngai 0913757575

2. Tao file Phieu_Dang_ky.docx vdi ndi dung van ban dinh dang Page A4, Font Time
New Roman, Size 13. Str dung cac k¥ thuat soan thao: Table, Border, Text Direction,
Tab Center ...

o PHIEU PANG KY UNG TUYEN

6 - Ho va tén

3 ; Ngay sinh

4 i | Tinb/ TP

1; 7. | So dién thoai

A

4 -

B E Da Nang, ngay ~ thang  nam 2019
S & NGUOI UNG TUYEN

<8 (Ky tén va ghi ré ho tén)

3. Su dung chuc nang Mailling dé dién thong tin cua thi sinh vao phiéu ding ky 1 ung tuyén
gom: Ho va tén, Ngay sinh, Tinh/TP, S6 dién thoai, thong tin duoc lay tir File
Danh_Séach.docx. (1.0 diém)
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BAI 4:

1. Tao file Danh_Sach.docx voi ndi dung theo ding mau dinh dang sau, st dung chirc
nang Table, Shading, Numbering cho ¢t so tht tu, dinh dang Page A4, Font Time
New Roman, Size 13

Tén 2 A -2 s | Yéucau
TT | Khich S it e EMail | (59 | B qpaghen | TERMEE | ooy
= : vomz | gia i
. Dudng 3/2 15
ch’“g 5 | 11, Pheome Mo 090500 | PhUtIng01
1 huplﬁm“m Che, TP Séng 11aq | @emailco | 100 | 20000 | 2000000 | 200000 | 2200.000
puu tung Céng, Thai m
may s6 1 Neuyén
_ . Puong 3/2 t8
Cc’g“g 2| 11, Phutng Mo | g5y, | phutung02
2 huplﬁm"m Cheé, TP Séng 345 | @zmailco | 200 | 20.000 | 4.000.000 | 400.000 | 4.400.000
piu tung Céng, Thai m
may s& 2 Neuyén
- ] Budng 3/2 td
ch’“g 5| 12, Phutng M | g0og; | phutungo3
3 hupiﬁm“n Ché, TP Séng so0g | @ezmailco | 300 | 20.000 | 6.000.000 | 600.000 | 6.600.000
P .z g Céng, Thai m
may s6 3 Neuvén

2. Tao file Phieu_Xuat_Kho.docx véi nodi dung theo diing mau sau, dinh dang Page A4,
Font Time New Roman, Size 12. str dung cac k¥ thuat soan thao: Tab, Table, Shape,
Table,...

PHIEU XUAT KHO BAN HANG
Ngav 28 thang 02 ndm 2018
Tén khach hang: Céng ty cb phin phu ting may s6 1 $6: BN111
Dia chi: Duémg 3/2 t6 10, Phuémg Mé Ché, TP Séng Cong, Thai Nguyén  Loaitién: VND
S6 dién thoai: 0905001144 E-Mail:  phutung(l@gmail com
Danh muc hing héa chi tiét nhiy sau:
STT | Mahang Tén hang Bg;lh“ Mﬂigﬁy Séluong | Dongia | Thinhtién
1 | TADA30 | Chittiy dduCP30 | Kg Chudn QT 100 20.000 2.000.000
Céng thanh tién: 2.000.000
Thué sudt Gia tri Gia ting: | 10% Tién thué GTGT: 200.000
Yéu ciu thanh toan: 2.200.000

Pa Nang, Ngay  thang  ndm 2018
NGUOI XUAT KHO
(EY vé ghi v& ko tén)

3. Sir dung chiic ning Mailling dé dién’théng tin xuit kho béan hang vao
Phieu_Xuat_Kho.docx céc thong tin dugc lay tir File Danh_Sach.docx.
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BAI 5:

1. Tao file Danh_Sach.docx voi ndi dung theo ding mau dinh dang sau, st dung chirc
nang Table, Shading, Numbering cho ¢t so tht tu, dinh dang Page A4, Font Time

New Roman, Size 13

. 2R S50 £ .
Nowoi de 3 So Thanh . ! 2
su| s | vov | | 1 | Wl | T i
todn pha " Gach | Ximing 2 ong
]Ilﬂ]lg
E Cong ty .
g | NewyenVan | memon | B0 1 500 | 500 | 14.000.000 | 40.000.000 | 54.000.000
Anh Dioanh
Thr
=z . Cong tv p
o | NeuyenTh MTV Ke 300 400 | 21.000.000 | 32.000.000 | 53.000.000
Anh Pao P : Toan
Thong Nhat
A Céng tv .
3 Tran Van | o chau | S 400 | 300 | 28.000.000 | 24.000.000 | 52.000.000
Toan i Dioanh

2. Tao file Giay_thanh_toan.docx véi noi dung theo ding mau sau, dinh dang Page A4,
Font Time New Roman, Size 12. sir dung cac k¥ thuat soan thao: Tab, Table, Shape,
Table,...

Mau s6: 05-TT
(Ban hanh theo Quyét dinh sé: 48/2006/0P-BTC
Ngdy 14/0/2008 exia B truwong BTC)

CONG TY TNHH PHUONG DONG
PHONG KINH DOANH

GIAY PE NGHI THANH TOAN

Nguyén Vin Anh
B6 Phin

Ho vé tén nowdi d€ nghi thanh todn
Don vi Céng tv MTV Anh T

Kinh Doanh

Thanh Tién
14.000.000
40.000.000
54.000.000

Pon Gia
70.000
20.000

Stt N6i Dung Thanh Todn
Xi Mang

Gach

Téng Céng:

Ngwiri duyét
(KY, ho tén)

K¢ toan trirémg
(KY, ho tén)

Ngwiri dé nghi thanh toin
(KY, ho tén)

3. Sir dung chirc nang Mailling dé dién thong tin vao File Giay_thanh_toan.docx cac
théng tin duoc lay tir File Danh_Séch.docx.
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BAI 6
1. Tao file Danh_Sach.docx véi ndi dung theo ding mau dinh dang sau, Thi sinh sir dung

chirc nang Table, Shading, Numbering cho cot s6 thu tu, dinh dang Page A4, Font Time
New Roman, Size 13

Seiie fcoipoanh Ténviet | Gism déc Pia chi Pién thoai Email
nghiép tat - - ;
1 Cong tv MTV CT Hoa Nguyén Thi | 47 L& B4 Trinh, 0905001 144 hoaphuongi@gmai
Héa Phuong Phurong Hanh Pa Ning lcom
5 Coéng ty TNHH CT An Hoang Vin 52 Phan Chiu 0905334455 annhan(@gmail co
An Nhin Nhan Thién Trinh, Pa Ning m
3 Cong ty TNHH CT An Treong Tén 74 Pham Vin 0905667788 anphuoc@gmail.c
An Phirde Phwcc Thudn Nghi, Da Ng.ug om

2. Tao file Phieu_Dang_Kky.docx véi ndi dung van ban dinh dang Page A4, Font Time New
Roman, Size 13. Thi sinh sir dung cac k¥ thuat soan thao: Tab, Table, Symbol, Shape,

WordArt,. ..

CONG HOA XA HOI CHU NGHIA VIET NAM

TRUONG PAI HQC DUY TAN
Poc lap - Tw do - Hanh phie

TRUNG TAM TIN HQC DUY TAN
- 0236.650970 - 0905001144

PHIEU PANG KY TAP CHI TIN HOC

Tén doanh nghiép:
Tén viét tat: Giam déc:
Pia chi(nhdn béo):
BPhén thoai: Emanl:
S ding k5 (th 50 cuén O Chuyénlinl O Hoac12ky O
O Teng TanE Y UES 100 cudn O Chuyénlin1 O Hoac 12k O
nim — danh diu x) - —
200 cudn O Chuyénlan1 0O Hodc12ky O

NGUOI DANG KY
(KY: vei ghi #6 ho va témn)

3. St dung chirc ning Mailling dé dién thong tin vao Phieu_Dang_ky.docx duoc lay tir File
Danh_Sach.docx.
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