Bai tap Word GV: Phan Tan bong

Bai tap 1

Chii dé: e/l%gi/i/ lhé vin tin — Fink Aa‘{y /(m/ chit, chon /{(7 le dive biel

1. MG mét clia sé van badn mdi. Sau dé tao van ban sau va luu vao A:\ vdi
tén COEM1.DOC (Hudng dan: nhdp thé van ban vdéi font VNI-Time 11 —
canh 1é trai)

CO EM

Cé em ton tai trén doi

Cho anh con dugc c6 nguoi dé yéu,

Thé thoi, thoi thé ciing nhiéu

Em oi! Quan quit mai chiéu dugc dau

Nhiing gi cao dep tham sau

Anh cho em hét, long dau con gi

Chi con cai béng anh di,

Cai gan cai rudt tinh si khoét roi

C6 em trén coi doi nay

La con hanh phdc vui vay cho anh

Em di! Khde manh tét lanh

Am ém, vui dep, cho anh khdi buén.

2. Tao thém mét clia s6 van ban mdi, nhdp ndi dung sau va luu I1én dia A:\ vdi tén

GIONGNOI.DOC

GIONG NOI
Em ngdi riu rit & sau xe

Em noéi, 10ng anh mai 1dng nghe
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Bai tap Word GV: Phan Tan bong

Thinh thodng ti€ng cudi em lai di€m

D&i vui khi dugc c6 em ké

Oi! Giong sao ma rat mén thuong
Em nhu gi€ng mét dén soi guong
Du ai t6t ti€ng nhu ca hat

Ciing ching bing em giong néi thudng...

3. Déng 4t c4 céac clia s6 van ban lai.

4. Mé file THO1.DOC trén & dia mang sau dé luu lai vao A:\ vdi tén mdi la
THOXD1.DOC

5. MG file THO2.DOC trén & dia mang sau do luu lai vao A:\ vdi tén mdi la
THOXD2.DOC

6. Chinh stta THOXD2.DOC sao cho giéng vdi ndi dung va cach trinh bay
clia GIONGNOI.DOC

7. Tao van ban mdéi cé tén XUANDIEU.DOC cé ndi dung duoc ghép tu ndi
dung cua hai tdp tin THO1.DOC va THO2.DOC

(Hudéng dan: - Tao cla s6 van ban mdi va vao [menu]inferst/File dé chén

vao 2 file yéu cau)
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Bai tap 2

Cha dé: Nhap thé vian ban — Trinh bay font chi, chén ky tu dic biét (tiép theo)

1. Tao file A:\PARA1.DOC vdéi ndi dung sau:

Paragraph la gi? La mot doan van ban dugc két thic bang phim ENTER,
dé chon mot paragraph ta double click vao viing chon nam bén tréi cla
paragraph.

Chtic nang Paragraph trong menu Format cung cap chiic nang dinh dang
paragraph cho van bdn. Vi du nhu doan van ban sau:

MICROSOFT WORD FOR WINDOWS

Word la cdch néi ngdn gon cla t Wordprocessor (phan mém x@ Iy van
bdn). Soan thdo van ban la cong viéc chiém vi tri quan trong trong s6
nhiing cong viéc cGa ngudi ngdi may tinh trong van phong. Lam viéc vdi
Word dé dang, tién lgi hon nhiéu so véi soan thdo van ban bang may danh
cha.

Ngoai viec cho phép ching ta chiia cac 16i sai, cho canh I& bang lénh
nhanh chéng va chinh xac. Word con c6 cac chic nang tao cac dang

van ban nhu Column, Table,... hodac dua cédc dang hinh anh vao trong

van ban.

2. Tao file A:\PARA2.DOC vdi ndi dung sau:

Trinh bay Paragraph

V6i cac lénh trinh bay cla paragraph, Word sé tao ra dugc nhiéu mau
trinh bay da dang: Alignment Left, Indentation véi Left [a 0.5”, Right la

1.5”.
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Bai tap Word GV: Phan Tan bong

Vi cac lénh trinh bay cla paragraph, Word sé tao ra dugc nhiéu mau
trinh bay da dang: Alignment Center, Indentation véi Left la 2”7, Right la
0.5”, Spacing dung Before la 12pt,

c6 dung Shift Enter dé xudng hang.

VGi cac lénh trinh bay cla paragraph, Word sé tao ra dugc nhiéu mau
trinh bay da dang: Alignment Right, Indentation véi Left la 1.5”, Right la
0.5”, Spacing dung Before la 6pt.

VGi cac l1énh trinh bay cla paragraph, Word sé tao ra dugc nhiéu mau
trinh bay da dang: Alignment Justify, Indentation véi Left la 0.5”, Right la
1”, Special la First Line 0.5”, Spacing dung Before la 6pt, Line Spacing
dung 1.5 lines.

VGi cac lénh trinh bay cla paragraph, Word sé tao ra dugc nhiéu mau
trinh bay da dang: Alignment Justify, Indentation véi Left 1a 1”7, Right 1a O,

Special [a Hanging 0.5”, Spacing duing Before la 6pt.

3.M& tap tin FONT.DOC trén dia mang va trinh bay nhu sau:

Menu Format gdbm c6 cac chdic nang giap dinh dang cac thanh phan cla
van ban.

Chtic nang Font trong menu Format cung cap khd nang dinh dang ky tu
cho van ban. Trong hop hoi thoai clia chidc nidng gom nhiéu lua chon
nhu: Bold — tao ch@ dam, /talic — tao chi nghiéng, strikethreugh — tao
chi c6 dusnggach-don-6-githa, deublestrikethrough — tao chli c6 dusne
gach—dbéi—&—pifa, tao cac dang chd Shadow, Outline, Engrave...;

Underline la muc dung dé€ chon dang gach dudi nhu: Single, Double,
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biét, vai *P P va (it cho phép tao céc dang sd mi, chi s§ nhu:
ax’+bx+c=0, H,0,x,=a,+1, ...

Ti 1& (scale), khodng cédch giita cdc ky ty (spacing) c6 thé thay ddi nhd
Character Spacing.

Scale 90% - Scale 150% - Scale 200%%0

Spacing dang Nomal — Spacing dang Expand — Spacing dang Condense.
Ngoai chuc nang Font trong menu Format, trong menu nay con ¢6 chirc nang
Change Case — gitip chuyén ty dong cich thitc vi€t hoa cta chudi ky ty —
g6m Sentence case, lowercase, UPERCASE, Tile Case, tOGGLE cASE.

Vi chiic ndng [menu] Insert/ Symbol ta cé thé chén céc ky ty ddc biét nhu:

Mo taoevaXao KO HA

Bai tap 3
Chii dé: FSrinks éa‘/y é@a/my/m/z/a - Svink AW #/olm,(y, nén...
1. M& file PARA1.DOC va trinh bay theo mau, sau dé luu lén

dia A:
MICROSOFT WORD FOR WINDOWS

Word la cdch n6i ngdn gon cla t&t Wordprocessor (phan mém x{ ly
van bdn). Soan thdo van bdn 1a cong viéc chiém vi tri quan trong
trong s6 nhiing cong viéc clia ngudi ngdi may tinh trong van phong.
Lam viéc v6i Word dé dang, tién Igi hon nhiéu so véi soan thdo

van ban bang may danh cha.

Ngoai viéc cho phép ching ta chiia cac 16i sai, cho

canh |& bdng lénh nhanh chéng va chinh xdc.
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Word con c6 cac chlc nang tao cac dang van
ban nhu Column Table,... hodc dua cac dang

hinh anh vao trong van ban.

2. Mé file PARA2.DOC va trinh bay theo mau, sau dé luu Ién dia A:

@Trinky bay Paragraph &

VGi cac lénh trinh bay cla paragraph, Word sé tao ra dugc nhiéu

mau trinh bay da dang: Alignment Left, Indentation véi Left 1a 0.5”,

Right 12 1.5”.

Véi cac lénh trinh bay clia paragraph, Word sé
tao ra dugc nhiéu mau trinh bay da dang:
Alignment Center, Indentation véi Left [a 27,
Right 1a 0.5”, Spacing dung Before la 12pt,

c6 dung Shift Enter dé xuéng hang.

Véi cac lénh trinh bay cta paragraph, Word sé
tao ra dugc nhiéu mau trinh bay da dang:
Alignment Right, Indentation véi Left [a 1.5”,

Right [a 0.5”, Spacing dung Before la 6pt.

Vé6i cac lénh trinh bay cda paragraph, Word sé
tao ra dugc nhiéu mau trinh bay da dang: Alignment
Justify, Indentation véi Left la 0.5”, Right la 17, Special
la First Line 0.5”, Spacing dung Before la 6pt, Line

Spacing dung 1.5 lines.

http://hocdohoa.info

Trang 6



Bai tap Word GV: Phan Tan bong

Vé6i cac Iénh trinh bay cda paragraph, Word sé tao ra dugc
nhiéu mau trinh bay da dang: Alignment Justify,
Indentation véi Left [a 1”7, Right la 0, Special la Hanging

0.5”, Spacing dung Before |a 6pt.

3. St dung Numbering va Bullet d€ thuc hién dién tu déng cac ky tu
dau méi paragraph
*» Thuc don hai sdn dac biét

1. SUp mang tay cua

2. Cua 10t lan bot

3. C4 chién s6t chua ngot

4. Ga quay da gion
Bai tap 4
Cha dé: Trinh bay Tab, Numbering, Bullet,...
Ghi chd: Tir bai nay vé sau hoc vién lam bai xong nhd luu file vai
tén tay y.

1.Tao phan trang tri sau:

HANG XUAT NHAP

Tén hang  S6 lugng Pon vi Noi xuat/ nhap
(O T T4, chiéc .....Cang Sai Gon
Xa phong.......... 17 cieeeieeen, tan ...Cang Hai Phong
DAu diesel ........ 40.iiiiiiaannnn tan ......Cang Can Tho
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Microsoft Windows Microsoft Word for Windows

Version 97 Version 97

BAO CAO TRANG THIET BI CHO PHONG MAY 2001

Stt Tén thiét bi Masé  So lugng Gia (USD)

1 Mady tinh Pentium .....P5--------------—- 33 51,720.9
2 Mady vi tinh 486....... DX4 ----mmmme--- 175 189,954.05
3 May in.....ccceeeeeeeennnn. LQ - - 20 2,9520

2. Tao thu moi sau

THAN MOI
Ban: e
Cuu sinh vién khéa .....c.ccvvveinninl.
Dén du budi tiéc Mirng Giang Sinh

Vao lic ngay 24 thang 12 nam 2000

Thay mat ban bé I6p ci

3. St dung Tab va OutlineNumbered d€ trinh bay phan sau:
1. CAC MON CO BAN

a) Hoéa dai cuong ..........cccc.......

b) Vat ly dai cuong ..................

c) Tin hoc dai cuong................
2. CAC MON CHUYEN NGANH

a) Tritué nhan tao.......... CNTT
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GV: Phan Tan Pong

b) Cong nghé pham mémCNPM

c) Cosd di liéu

d) Mang mdy tinh ..........

Bai tap 5

Cha dé: Trinh bay Table

Nhép va trang tri cac bang sau

Gia ngoai té tai Ngan hang Thuong Mai

c
Tén % =
ngoai té Tien mat |  Chuyén
khodn
usD 12291 12292 12293
DM 6917 6924 7076
JPY 94 94.4 94.74

Bang hé so phu cap s6 ndm cong tac

S6 nam cong tac

-
o
g 153|456 |7—>8
"""" A |10 | 12 | 15
B 9 11 13
C 9 10 12
D 8 9 11
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Danh sach cac hoc vién xuat sic

biém
© Ho va tén © BTC | Word | Excel | Acces | Tong
B sl
Nguyé&n Thi Bich.... Tién | 10 9.5 9 9
Lé Xuln................. Minh 10 10 9 9.5
Tran Minh .............. Huy 10 9 9.5 9

Bai tap 6
Cha dé: Trinh bay Column

1. M& file Column.doc trén 6 dia mang va trinh bay theo mau sau:

KHOE RE
Nhanh chéng, gon gang va ré huéng dan tha tuc can thiét. Chi
tién, do6 la dic diém cua chiéc trong mot gio, mdy sé gidi quyét
may ly di Quick Court dang mot vu, viéc hét stc cong bdng
dugc thié nghiém tai Arizona va hgp ly. Bdng la chuyén cla
(My). May cé giong néi dugc xG My, yéu toc do va chia tay
lap trinh san va m6t man hinh cting toc do!

THUYEN VA BIEN

Chi c6 thuyén mdi hi€u bién ménh mong nhudng nao. Chi c6 bién
md&i biét thuyén di dau vé dau...

Nhiing ngay khong gip nhau Bién bac dau song vo
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Bai tap Word

GV: Phan Tan Bong

Nhiing ngay khong gdp nhau
Long thuyén dau ran v&

Néu t gia thuyén roi

TUI KIN

Thg may héi 6ng khach dat

may 4o veston:

- Ong ¢6 vg chua, thua dng?

- Roi!

- Vay 6ng c6 muon toi may -
thém mot tai kin vao trong

ao khong?

Bién chi con séng gi6
Né&u phai cach xa em

Anh chi con bao t6

HOP DUNG PAU

O Scotland, moét cd vo tré gian

chdong va noi:

- Em chén s6ng véi anh 1dm roi,
nay, nhan cuéi cla anh day!

- Tot thoi! Thé hop dung dau rdi?

PUQC TRA LUCONG

CO BAO NHIEU

© Chi vg phung phiu néi vdi
chdng:

© Anh chang dién vién trong
kich t6 tinh v&i ngudi yéu that
ndng nhiét. Con anh, ching
bao gid néi n6i véi em mot cau
nhu thé.

© Nhung em biét ring anh khac
vé6i anh ta. Anh ta lam nhu vay

la dugc tra luong, con anh...

© Hiy néi véi anh biét, em yéu —
mdt ngudi chong tré hdi vg minh
— ¢O0 bao nhi€u nguGi dan Ong
tru6c anh da d€n v6i em?

© Im lang.

© “Nang da gidn rdi” — dng chdng
nghi. Sau m6t gid chang hai:

© Em con gidn a?

© Khong, em con dang d€m.
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Bai tap Word GV: Phan Tan bong
Bai tap 7

Clui dé: Tvink éa‘{y %M@y n
Yéu c4u: Pat khé gidy A4, Top=Left=Bottom=1", Right=0.75

Trinh bay trang van ban that géng trang nay

1. MG file Mtbcon.doc, chén céac hinh dé trang tri vdn ban sau:

MAT TRCI BE CON

Ngoai kia c6 c6 bé nhin qua khe nghe ti€ng dan clia tdi. Ngoai kia c6

h

(@)
N

bé tréo cAy me mit xoe tron ling nghe. Pan t6i hdt cAu gi ma sao c6 bé
cudi ngd ghé. Pan to6i hat cAu gi ma sao chi bé ngdi md mang. Hanh phiic

von don so, doi tdi dau c6 ngd, tirng dém c6 bé chd nhu chd tirng gidc mo.

Ngay xua cling nhu bé tudi con tho téi vin thudng trom nghe. Nha bén c6
anh linh r&i xa qué hay choi dan rat khuya. Pan anh da cho t6i dong song
mang cdnh budm khat vong. Tudi thd d3 di qua, gid day hat bén em, titng

dém t6i van chd nhitng mit trdi bé con.

2. Nhdp van ban va trinh bay nhu phan sau:

hitng cong thitc d6 1én chd nao ta nhin

=

s

hi€u nha

=
—

Tro: Thua thiy ... Em ghi 1én mit ban L

Tic ngtice L Ry plang dick thi
Thay: Mudn hoc bai dé nhd ta phai ghi Hai may riu gip nhau:

A: bi coi phim khong?
B: LIKE IS AFTERNOON!
A: Cai gi?

e B B B e N N g g g R R N R N N N N N N

dugc khong Thiy? B: THICH THI CHIEU!
L: 2! A: A! NO TABLE!

Trang 13
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Bai tap Word

GV: Phan Tan Pong

B: Sao?

PHIM

% Va Thuong D€ da
tao ra dan ba

¢ Xa nha

% Nhirng dda tré ban

bao

Tin sach: Sdch bdn chay

A: Tic 13 “MIEN BAN”

AV () AN G ks

VIDEO
+ DPau la sy that

¢ Trén ca nhiém vu

CD-CASSETTE

¢ Hay cung hat

% Chum CD gidng
sinh

* Hinh béng em

Stt Tén sach

1. |Truyén ngin nit

Tén tac gia -NXB

mai

2. | N&u con c6 ngay | Sidney Sheldon .................

3. | Thanh phé toi yéu
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Bai tap 8
Chii dé: Dot long hinth — NWord Aol

MGé file Column.doc va trinh bay nhu sau:

KHOE RE
Nhanh chéng, gon gang va ré tién, hinh huéng din thd tuc cin thi€t. Chi
d6 13 dic di€m cla chi€c mdy ly di trong mdt gid, may sé gidi quyét mot
Quick Court dang dugc thit nghiém vu, viéc hét sifc cong bing va hdp 1y.
tai Arizona (My). Mdy c6 giong bPing 1a chuyén cla xi M§, yéu toc
néi dudc 14p trinh sdn va mot man do va chia tay ciing t6c do!

Thuyén v3 Bién

Chi ¢6 thuyén mdi hi€u bién ménh mdng nhudng nio. Chi cé bi€n méi bist

thuyén di dau vé dau...

Nhitng ngay khong gdp nhau Né&u tir gia thuyén roi
Bién bac diu séng vd Bién chi con séng gi6
Nhitng ngay khong gdp nhau N€&u phdi cdch xa em
Long thuyén dau ran v3 Anh chi con bdo t6
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GV: Phan Tan Pong

TUI KIN

Thg may héi 6ng khach dat may do

veston:

: Onﬁﬁ@%a@ﬁ

- Vay dng ¢ mudn tdi may thém

maot tai kin vao trong 40 khong?

HOP PUNG PAU

J Scotland, mot ¢6 vo tré gian chdng

@?néi: QO
&]@Q@’nw@ﬁm rdi, nay,

nhan cuéi clia anh day!

- T&t thoi! The hop dung dau rdi?

PUQC TRA LUCONG

© Chi vg¢ phung phiu néi véi
chong:

© Anh chang dién vién trong kich
té tinh vdi ngudi yéu that nong
nhiét. Con anh, ching bao gid
néi ndi véi

o , N

em m()/t cau 74‘ '/Cd”
nhu thé.

© Nhung em biét ring anh khic

v61 anh ta. Anh ta lam nhu vay

l1a dugc tra luwong, con anh...

CO BAO NHIEU

© Hay ndi véi anh

A géde bi€t, em yéu -
mdt ngudi chdng tré hdi vo minh —
c6 bao nhi€u ngudi dan O6ng trudc
anh da dé€n véi em?

© Im lang.

© “Nang da gian ro6i” — ong chong
nghi. Sau m6t gid chang hai:

© Em con gidn a?

© Khong, em con dang dé€m.
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Bai tap 9
Chii dé: Dai ligng tint — Piclwie
MG file Picture.doc trén 6 dia mang chén cdc hinh d€ cé van ban

trinh bay nhu sau:

MAT TROI BE CON

' Ngoai kia c¢6 c6 bé nhin qua khe nghe ti€ng dan cilia t6i. Ngoai

Ny kia ¢6 chi bé tréo cAdy me mit xoe tron ling nghe.

)
‘ ban t61 hat ciu gi ma sao cd bé cudi ngd ghé. Pan to1

hdt cAu gi ma sao chi bé ngdi mo mang. Hanh phiic von don sd,

ddi t6i dau c6 ngd, tirng dém c6 bé chd nhu chd tirng gidc mo.

Ngay xua ciing nhu bé tudi con tho téi vin thudng trom nghe. Nha bén cé
anh linh rdi xa qué hay choi dan rd't khuya. Pan anh di cho tdi dong song
mang cinh buém khét vong. Tudi tho da di qua, gid day hat bén em, tiing

dém t6i van chd nhitng mit trdi bé con.

© Vi cuiv ©

V¢ ngliiep £

Thay: Mudn hoc bai dé nhé ta phai ghi

nhitng cong thic d6 1&én chd nao ta nhin

nhi€u nhat.

Tro: Thua thiy ... Em ghi 1én mit ban L

dugc khéngQ\\,Y Q\, Q\,
{ 2 2

L: 21! \ \ \

Ry pliang dick thi

Hai may rau gdp nhau:

A: Bi coi phim khong?

B: LIKE IS AFTERNOON!

TP

CHIEU! !
(i

A: Cai gi?
B: THICH THI
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A: A! NO TABLE! A: Tic 13 “MIEN BAN”
B: Sao?

AV () AN G H ks

PHIM VIDEO
z, (7
% Va Thugng P& di tao ra +» Dau la su that (< S‘IL.:T )\'
dan ba % Trén cd nhiém —)
CD-CASSETTE
+ Xa nha vu
+ Hay cung hat
% Nhitng Y Cune
. s Chum CD
dda  é //(9/&
‘\z/ gidng sinh
ban bdo
¢ Hinh bong em

Tin sach: Sdch bdn chay
1. Truyén ngin nit (Nhiéu tic gid — NXB Phu Ni)
2. NE&u cdn c6 ngay mai (Sidney Sheldon — NXB Vin Nghé)

3. Thanh phd tdi yéu (Nhiéu tic gid — NXB Tré)

(HD: Tén cac file hinh Baloon3, Guitar, Angle7, Cdrom1, Boombox,
Books1)
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Bai tap 10

Chii dé: Dot ligng finty — Jexlbox — Qé(//l(gwﬁ

SU dung text box dé c¢é trang trinh bay nhu sau:

; DANCE ON LITTLE GIRL g

Pance, dance on little girl. In the arms

of someone new, as you dance, as
you twirl. My heart dance with you.
Yance, dance on little girl, but tell me
what I’ve done wrong. Why should he
hold you tight? While they’re playing
our playing our song?
¥ I am watching you. Oh no, no, it can
not be. While I’'m wishing, hoping it for
me. Dance, dance on little girl. Tell me
why did we part? Dance, dance on
little girl. Dance out of my heart.
I’m look at you, there you go go go. Oh

yes, you know that you wrong...
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9
©® SO SANH TINH NANG BOARD MACH PO HQA AGP
Cic board Chip db hoa Loai Video RAM
ATI Xpert@WOork .......ceeeveeveeenennnnennn. ATI 3D Range Pro ----------------- SGRAM
Diamond Viper V330 ......ccccevvvnunnnneenn. Nvidia Riva 128 ----------------—- SGRAM
Matrox Milenium II AGP............... Matrox MGA-2164WA --------——————- VRAM
J
—/

Chiing chi A (Vin phong)

I 0

PPoint

Bai Tap Lam Thém
Trang 20
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Bai tap Word GV: Phan Tan bong

Mau 1:

Table Of Contents

Transmittal MemoO - 1
List of INuStration---------==mmmmmm oo 2
AD SO~ o oo 5
Introduction -------mm oo 6
Desktop Publishing Defined -------=======mmmmmmmm oo 7
Appendixes:

Appendix A. CompuCom System Price Quote ------------------- 26

Appendix B. Micro Services, INC. Price Quote ----------------- 30

Appendix C. Everex Computer Specifications ------------------- 34
Mau 2

Company Employee List

Administration:

Handy, Christopher----------------------- 2544

Moore, Peter ---------=-mmmmmmemeeee 2722

Norman, Ralph-----------mmmmmmemee- 2779

Peterson, Barrie----------——————cecemeee 2888
Advertising:

Lacy, Nancy ---------------=-mmoememeeeem - 2673

Ryan, Clifton ---------=-=-=--emmmemeee oo 2789
Cafeteria:

Edwards, Bessie ----------=-mmmmmmeme- 2561
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Bai tap Word

Bo6 Gido Duc va bao Tao Cong Hoa Xa Hoi Chd Nghia Viét Nam
Truong PH KHTN TP.HCM Bbdc Lap - Tu Do - Hanh Phic
50 W R

PHIE U BAO PIEM
Ho tén thi sinh: S6 bio danh:
Ngay sinh: Noi sinh:
Khu vuc:
Pi€m mon 1: Pi€m mén 2: Pi€m mén 3:

MJdi sinh vién c6 tén trén dén tai trudng PH KHTN d€ 1am thd tuc nhap hoc.

Bai tap 3a: Bai tip vé dinh dang Tab-Stop

MAY IN KIM STENU HANG EPSON®

VAN HANH LIEN TUC PANG TIN CAY

% Ly do chirh

Vi 820 ban nén mua may in 5 cho mirh 7

Ly do thi 1: Gid thanh, chi phi vdn hanh thdp nhdt : Chi cAn 1 hop ru-bing muc

ban s& ¢6 30.000 trang in vdi chi phi mdi trang dudi 10 dong VN

Ly do tht 2: C6 do bén cao dit vdn hanh lién tuc : Khong hé hu hdng trong

nhiéu nim st dung cho du phdi in v6i 1 ndi dit liéu va bang tinh.
Ban c6 thé yén tAim vSi mdy in Epson

Ly do thi 3: Chuyén ding cho mdy in nhiéu lién : Gidi phdp duy nhit cho viéc

in 4n céc loai héa don lién carbon, don dit hang , don nhian hang

va ¢6 th€ in ban chinh vGi 5 ban sao carbon
Trang 22




Bai tap Word GV: Phan Tan bong

Ly do thit 4: In duoc trén gidy kéo dai lién tuc : Lya chon duy nhit cho phép

ngudi st dung in dudc gidy lién tuc

Ly do thit 5: In duoc trén moi loai gidy : Tem nhin, gidy in r5i, gidy lién tuc va

bi€u mau lién tuc .Uu di€m nay khong thé cé dugc & mdy in Laser.

Hay lién hé véi cac dai 1y chinh thic cia EPSON.
# Tai Ha Noi:
54 123 Ph6 Hang Pao, Quin P&ng Pa, Ha Noi.
>4 345 Ph6 Hang Biin, Quan Hoan Ki€m, Ha Noi
# Tai TpHCM:
54 227 Nguy&n Vin C¥, Quan 5, TpHCM.
54 333 Nguy&n Chi Thanh, Quén 10, TpCHM.
><1 100 Hoang Hoa Tham, Quan Tan Binh, TpHCM.

Bai tap 3c : Bullets va Numbering

DANH SACH HOC SINH

S
1 | Nguyén Anh | Duy 8/5/70 | An Giang
2 | Duong Thién 5/5/74 TP.HCM
Quang
3 | Lé Van Hoa 10/10/65 Sai Gon

4 | Ngo Ti€n Trung 12/12/60 Sai Gon
5 | Nguyén Hoa 2/8/78 Bén Tre

Thuc hién viéc sip x€p danh sich theo tén .

Trang 23



Bai tap Word GV: Phan Tan bong

A A e R N 2 N A BN N e A R
Thém c6t di€m vao danh sach va mdt dong vao cudi bang . Nhap diém

N A 2y * A N ’ [ 7 A A ~
vao c6t mdi thém va tinh di€ém TB cda cd danh siach trong 6 cudi cung clia

bang.
Maiu 2: Weekly Time Sheet
Name of Employee-------------------- For week ending-----------
Department---------------------oooooo—- Exemptions ----------------
Day of | Morning | Afternoon | Overtime For Office Use Only
week | IN [ OU | IN | OU | IN | OU Regular Orvertime
T T T Hours Hours
Sun
Mon
Tue
Wed
Thu
Fri
Sat
Totals

No employee is permitted to work overtime without authorization! This time

must be fillesd out and signed by the employee

Authorization: Employee:
Customer: Customer Number

Sales man
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Bai tap Word

Reason for Credit: Terms
Quantil We Credit your Account as Unit Price Amount
y Follows
2
i
MDSE RECT CREDIT APPROVED | CONDITION &
BY BY REMARKS

Warranty Registration Card

Please help us help you by filling in the information below and returning
this card to Prometheus . Besides registering you warranty , you 'll also provide

a way for us to let you know about exciting new updates and offers .

PLEASE PRINT
Name :
Company:
Address :
City : State: __ Zip:_____
Phone: Fax:
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Bai tap Word

Product Information

Which modem did you

purchase ?

MACINTOSH

O Ultima Home
Office

O Home Office

O ProModem 144e

Q ProModem 24e

O Mini

WINDOW/DOS

O Ultima Home
Office

0 Home Office

Q ProModem 144i

Q ProModem 144e

Q ProModem 24e

Serial number :

POWERBOOK

O Ultima Home
Office

O ProModem 1441

Maxfax software version

number :

Purchasing Information

Dealer Name :

Date of purchase:

Dealer Address :

City and State:

( If street address is unknow, please supply city and state information )

* Lam cdc bai tip 1 — 4 cudi chuong 8 _ Tai liéu tham khdo “ Gido

trinhWindows-Word-Excel”, trang 188.
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Bai tap Word
Bai tap 5: Bai tip vé Tab Stop , Bullet va Table

TAN MAN

GV: Phan Tan Bong

Nhirng ngay muwa bao
dim dé ngay xua tdi
nhd lai. Me tdi cling
vé sém hon thudng
16. Mua biao ddi véi
ngudi budn thing béan

bung 13 hoa, 12 & 4m.

B vé nhém Iira bé&p, nhin xuéng moéng lung. Mua
trén song ching néi 13i ndo. M4i dot, nha xiéu,
bép chiéu dam bac, nhung trén trang gidy cda
thiing con trai 18 tudi khi 4y 14 tho tinh cho mot ai
d6. Nha nghéo dia con van dudc dén trudng, thinh

thodng vAn con cau nhau vi khong c6 mot chi€c xe

A

td¢ t€ d chd

ban gidi di  chai

TAP BUT

Chuyén cach day dazhon
muoi nam. Ngay 2y, ngay
du tign o1 13m “uc 18n
Wit sdng Gigng Ién rién
tay Nghé An di bubn be gd
duong dai.

Lan déu vio ring sdu,
nguoi dua duong cho toi la
Vi Van Sudi, ngudi dén toc
Thai xt Mon Son - Luc Da.
Trong cubc lubn ring, voi

. /a v .
tdi, Subi 13 cubn ti dién

s0ng vé rimg. Arh thudc
tén tung loai con tring,
théo mbc va véi Subi -
ring 13 cubc sbng, 13 mau
thit cha anh. ..

T6i va Subi mé com ném
ra an. LOi b duong ring
méet 14, hai chiing toi chi an
hét phagn nia mo com.
Theo thoi quen, toi dinh
hat phé\m com con lai ra

ring. Subi giging 18y. Toi la

Bm rhin anh gbi ghém lai
phé\m com an chua hét, By
day ring cot chat va
treo en bén dudi méi u
Arh knong quén bbc mot
ném mubi bd vao bng nia
va bb lai hon da nam bay
que dém.

Thay tdi ngac nhign, subi
gidi thich:

Lan déu tién di ning cu

khong hiéu 3 phai. P2y 12
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Bai tap Word

GV: Phan Tan Bong

tap quén clia rhitng nguo'

o ~ < A 4,
quanh nam song gan bo voi
ring. M6t nm com thira,
v3i ba hbt mubi dbi lic

daciu dugc ca mang

nguoi trong khilac rimg doi
khat...

Bao nhi€u ndm qua, to1
khong thé nao quén 13i

ctia Sudi va 4n tugng

riéng cho nhitng ngudi
“ban rirng” van theo toi

mai mai...

vé mdt nét dep danh

Bai tip 4a : Column, DropCap

TRIEN LAM HOI CHQ Pay 1a hoi chg dinh ky hang nim
THUONG MAI dugc t6 chidc tai TP.HS Chi Minh. Hoi

MUA HE 03 chg 1an nay dién ra trong vong 10
ngay t0¢ 04 - 13 thang 4 ndm 2003 tap

trung vao cdc lanh vuc:

e Kim khi di€én miy

e Xe gin mdy

TAI TRO CHINH e Thong tin li€n lac

e Vitliéu xay dung trang tri ni
that

e D) ding sinh hoat gia dinh

e Ciécloai h6a m§ pham

e Cong nghiép thyc pham

e Vii sgi may mic

e Nudc giai khac

e Cac mdthang khic ..v..v..

Tri€n Lim Ho6i Chg Thuong Mai Mua
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Bai tap Word GV: Phan Tan bong

He ‘03 dién ra tai Trung TaAm Trién
Lim & Hoi Chd Qudc T€ TP.HCM

vdi nhitng ti€én nghi hién dai s€ mang

Dia chi: 446
Hoang Van
Thu, Q.TB
Dién thoai:
8451088

lai cho quy vi cdc c¢d hoi kinh doanh

tot

¢ Hé thong mdy lanh hoan hdo

¢ Vi tri thuin Igi va sach sé

¢ Chuong trinh quang cdo hoi chg rat
rong rai

¢ Ciéc chuong trinh ca nhac dic sic

L%L %7% L%o/L e,//ZfiZ'

Bai tap 6b : Table, Drawing (Textbox, ...), WordArt
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Bai tap Word

GV: Phan Tan Bong

AL AURT DA G RAR
tn%r 2 I:ﬁrtmng\%lsﬁﬁ RGhEL

intel
inside
Chi ¢6 bo vi xtt 1y 5t mdi sdng tao trong sdn xuat
lam cho mdt mdy vi tinh Eg&%‘}g{l bd vi x@ 1y, va bd vi xi 1y

hoat dong t6t. Cho nén khi
ban chon mdy vi tinh, hay dam bao

ring cdi ban chon c6 bd vi xit ly

Intel dugc tim thdy trong
hiu hét cic mdy vi tinh trén khip

thé& gidi.Ban hiy tim dé€n bi€u tugng

Intel Pentium bén trong. Intel ludn bén ngoai clia Intel
din diu th& gidi vé tinh ning dong,
So sanh cac dac tinh
Thoi Toc do Toc do Cache
, ’ Cache
CPU gian dua | hién tai c6thé | MMX | sdcap
doi
ra (MHz) (MHz) (K)
(
Pentium 3/93 100-200 - Q 16
Pentium ®
1/97 150-200 233 o 32
MMX
(
Pentium II 4/97 233-266 300 o 32
® Co6 Q Khong
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Bai tap Word

GV: Phan Tan Bong

TUONG LAI GAN

Intel Deschutes. Sé&
dugc dua ra vao cudi
nim nay, day Ila
phién ban nhanh hon
cia Pentium II. Chip
Deschutes st dung
quy trinh sdn xudt
mdi, c6 thé ting toc
dd xung nhip cao hon

nira.

Ngoai kha ndng chay
§ toc do 400MHz,
Deschutes c6 nhitng
vu th€ khdc. Do kich
thuéc nhd, CPU loai
nay c6 thé dugc st

dung nhiéu trong

mdy tinh xdch tay
Con ti€p theo sau
Deschutes? B6 1a mot
s6 thi€t k&€ dang dugc
thuc hi€én vd6i nhitng
tén ma Katmai,

Willamette va Mer
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Bai tap Word GV: Phan Tan bong

Bai tip 7a : S& dung Mail Merge
1. St dung miu 3 — bai tip 3a (Phi€u bao di€m ) 14 vin ban chinh

2. Tao tap tin danh sich thi sinh tring tuyén (theo mAu sau) 1a tap tin dit

liéu
Piém | Piém | Piém
S6 bao Khu
Stt | Ho va tén Ngay sinh | Noi sinh moén | mén | mon
danh vuc
1 2 3
Nguyén Vin ;
1. CTAO00001 | 13/12/1987 | B€n Tre 3 8 7 8.5
A
Bui Thién DPong
2. CTAO00015 8/5/1986 1 5.5 6.5 8
An Nai
Lé Quang Quang
3. CTAO00070 | 10/10/1988 2 9 5.5 6.5
Binh Ngai
R Tay
4.| Tran Thi Chi | CTA00150 | 25/4/1987 | 6.5 7.5 8
Nguyén
Lam Binh Qui
5. CTA00250 | 3/12/1988 3 5.5 8.5 7.5
Chén Nhon
Nguyén Vin Péng
6. CTAO00350 | 18/11/1987 2 7.5 9 5.5
Diing Thép
Tran Lé béng
7.0 CTAO00560 | 15/5/1988 3 6 8 7
Hong Di Nai
Huynh Thuy Tay
8. CTAO01005 | 17/11/1988 1 5.5 6.5 7.5
Mai nguyén
bing Tién ;
9. CTB09786 | 10/8/1987 | Bén Tre 2 6 8 7.5
Vinh
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Bai tap Word GV: Phan Tan bong

3. Tron vdn ban thanh tap tin mgi.
4. Ty tao miu THIEP MOI SINH NHAT va st dung chifc ning Mail

Merge d€ tao giti thiép mdi cho cic ban.
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