Bai tdp thuc hanh Word co ban

Cau 1: Nhap va dinh dang giéng nhu van ban sau va luu vao dia voi tén BTTH1.docx (Thoi
gian sogn thdo 10 Phut)

Cac chirc nang cua MicroSoft Word

.....................................................................................................

cong ty phan mém Microsoft. Phin mém cho phép ngudi ding lam viéc véi van ban tho

A o~ 1 - L] ¥ 1
"

(text), cac hiéu Gagnhw phéns ehid mau sie—elne véihinh dnh dd hoa (graphics) va nhiéu
hiéu tng da phwong tién khac (multimedia) nhwr am thanh, video khién cho viéc soan thao
van ban dwoc thuan tién hon.
Ngodi ra ciing €6 cic cong cu nhw kiém tra chinh ta, ngit phap ciia nhidu ngén ngir khac
nhau dé& hé tro ngudi st dung... Ban ciing cé thé cé sit dung Word dé tao ra cdctrang
Web sinh dong va noi bt cho Word Wide Web hay Intranet cu bo.
Vi Word 1a mét phin ciia [EIOSOIMNOINEE. do d6 né co thé chia sé dit liéu véi Microsoft
Excel, Microsoft PowerPoint, Microsoft Access, Microsoft Outlook.
Hién nay, ¢ nwéc ta da so cdc vin bin diing trong giao dich, cdc dn phdm vin héa, tap
chi, gido trinh... déu sit dung Word 2016 dé soan théo va in dn

Cau 2: Nhap va dinh dang giéng nhu vin ban sau va luu vao dia véi tén BTTH2.docx

GIAN PON

Néu c6 thé dimg than chi s6 phan
Gat ndi budn viréng ban gié cudn di
Poi ngan lam yéu thuwong con chwa da
Sao ban long cho nhitng phut séan si
Néu c6 thé hay tha 1ong minh nhé
Sc”}ug vi tha manh mé giita cudc doi
Bo&i van biét cho di 13 con mai
Tu bang 1ong tAm sé duoc thanh thoi
Néu c6 thé tha hén nrong theo gi6
Biét bé buéng minh s& ¢ that nhiéu
Nhitng niém vui hanh phiic dii bé nho
Cudc ddi nay thanh than biét bao nhidu
Néu c6 thé gitt cho minh nhitng phut
Khé khang tréi khong chiit &m a0
Gitta chg doi lang ru binh yén ngu
Tha muén phién theo canh gié lao xao ...

Yéu cau: Pinh dang bai tho theo yéu ciu sau:
- Binh dang tiéu dé bai tho: chon Font: “Tahoma”, Size: 26, chit ddm
- Khé tho 1: chon Font: “Times New Roman”, Size: 18, chit dam, gach dudi mot duong
- Khé tho 2: chon Font: “Arial”, Size: 18, chit nghiéng, gach du6i hai dudng
- Khé tho 3: chon Font: “Calibri”, Size: 18, chir ddm nghiéng, gach dudi ting tir
ThS. Duong Truwong Quoc Khanh 1



Bai tdp thuc hanh Word co ban
- Khé tho 4: chon Font: “Verdana”, Size: 18, chit ddm nghiéng, chit hoa nho (Small Caps)
- Sao chép khé tho dau tién vao cubi bai tho
- Di chuyén kho tho 4 1én trudc khd tho 2
Cau 3: Nhap va dinh dang giéng nhu vin ban sau va luu vao dia v6i tén BTTH3.docx

HOC 51 THU TIENG NHO MAY TiNH

Transparent Language Company

Transparent Language, moét cong ty chuyén vé phan cimg day ngoai ngir di cong bd mot san
pham phin cimg c6 thé day nhanh 51 thir tiéng cho nhitng ngudi thudng di du lich hay céng tic &
cac nude. Pay 14 con sé ky luc ciia Transparent Language, virgt xa san phim cling loai ctia hing
Learning Company (san phim nay c6 thé day duoc 31 thir tiéng).

thong dung nhu Anh, Hoa, Ty Ban Nha, Phap, Dirc, Y, Nhat. S
Ngoai ra san phim nay c6 the day dugc hau hét cac thir tiéng
khac trén thé gidi, trong d6 c6 ca tiéng Viét, Do Thai, Hin-di, La-tinh,...

San phim cua Transparent Language co thé day cac thi tiéng

clg nay lai gitip nguoi dung ném rat nhanh céac kién thic cén ban vé mot ngdn ngir.

Cac chu dé day hoc cua phan cirng ciling rat phong phti va gan glii voi cude song hang
ngay. Nguoi dung Click chudt vao cac cau trén man hinh la tiéng s& phat ra, dong thoi man
hinh ciing hién thi phén bién dich, ¥ nghla tir vng va céc lién két dan t6i cac cha giai vé
ngir phap Ngoai ra, san phim phan cing nay cua Transparent Language cung cho phép
ngudi dung 18p mét danh muyc céc tir hay str dung hoic céc tir khé dé tra nhanh va cho phép
thu tiéng cuia hoc vién dé ddi chiéu.

Tramparent Language da tung ra san phim nay véi gia chi c6 29, 95USD nhung phan

Cau 4: Nhap va dinh dang giéng nhu vin ban sau va luu vao dia vi tén BTTH4.docx
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Bai tdp thuc hanh Word co ban

CONG TY TNHH TAN PAI THE GIOI

him tao diéu kién thufin 161 cho viéc gao dich véi céc khiach hang thudng xuyén cua Céng ty, Phong
Quan tri xin giri dén céc don vi true thude Cong ty bang tin thi trudong nhu sau:

& Bang gia ngoai té

Tinh Mua Ban
T[ly Ho Chi Minh 2,130,000 2,190,000
AN TR ettt e e e e e e s e s s rre e aeeeeeseeesann 2,130,000 2,190,000

© Bang gi4 vang

Tinh Mua Ban
Tp HO Chi Minh. ..o, 2,160,000 2,122,000
CAN THO e 2,160,000 2,122,000
Ching khoan - Cac ma giao dich manh

Mi CK Gia KL Khéi lugng Thay d6i

STB 36.0 e 8,562,350 ----m-emaa--(.9 (-2.44%)

SSI 64.5. s 7,450,550 ----------—-+3.0 (+4.88%)

Tp.HCM, ngay....thang....nam 2016
TRUONG PHONG

Cau 5: Cau 5. Soan thao ndi dung dung sau:

TRUONG PAIHQC DUY TAN CONG HOA XA HOI CHU NGHIA VIET NAM
TRUNG TAM TIN HQC DUY TAN Dic lip - Ty do - Hanh phiic

PON PANG KY DU THI CAP CHUNG CHi UNG DUNG CONG NGHE THONG TIN
Kinh giri: Trudmg Pai hoe Duy Tén - Trung Tam Tin Hoe Duy Tén

Can ctr Quy dinh vé t6 chitc thi va cap chimg chi tmg dung CNTT ban hanh theo Théng ne
lién tich s6 17/2016/TTLT-BGDPT-BTTTT ngay 21 thang 6 nam 2016 cita B6 truong Bj
Gido dyc va Bdo tao va B¢ trieong Bg Thong tin va ﬂ'uyé‘n théng;

Anha x6 TN 01 187 vt .. Gigi tinh: .

Ngay sinh: . S5 CMND:

Ngay cap .. Noi cap . Hoc ]crp

S dién thoai: . . E-Mail: .

Toi diing ky du thi cip chung chi img dung CNTT: Co ban

- Tén md dun du thi (néu thi néng cao):..

Tai Hoi dong thi: Truwéng Pgi hoc Duy Tén - Tnmg Tiam Tin Hoc Duy Tén

Toi cam két thue hién ding céc quy dinh vé td chire thi va cép chimg chi tmg dung CNTT.

Da Ning, ngay..... thng ... 0@m ...

X Ngudi Pang Ky Dy Thi
Anh4x6

(Ky va ghi ré ho tén)

ThS. Duong Truwong Quoc Khanh 3



Bai tdp thuc hanh Word co ban

Cau 6: Str dung chirc ning Numbering. Soan thao ndi dung theo mau dir liéu sau:
Mau 1:

1. NHAP MON QUAN TRI NHAN SU'
1.1. QUAN TRI NHAN SU LA Gi?
1.2. CO CAU TO CHUC CUA BO PHAN NHAN SU
2. PHAN TICH CONG VIEC
2.1. PHAN TICH CONG VIEC
2.2. QUI TRINH PHAN TICH CONG VIEC
3. LAP KE HOACH NHAN SU
3.1. HOACH DINH NGUON NHAN LUC
3.2. PHAN TICH CAC YEU TO TAC DONG DEN HOACH DINH NHAN SU

Mau 2:

CHUGNG I: NHAP MON QUAN TRI NHAN SU
1. QUAN TRI NHAN SU LA GI?
1.1. Khai niém
1.2. Muc dich — Muc tiéu
2. CHIEN LUGC KINH DOANH VA QTNS
2.1. Déi v6i doanh nghiép nho
2.2. D61 v6i doanh nghiép 16n
CHUONG II: PHAN TiCH CONG VIEC
1. PHAN TICH CONG VIEC
1.1. Khai niém
1.2. Tam quan trong cua phén tich céng viée
2. QUI TRINH PHAN TICH CONG VIEC
2.1. So d6 qui trinh phan tich céng viée
2.2, Cac phwong phap sir dung trong phén tich cong viée
CHUONG III: LAP KE HOACH NHAN SU
1. HOACH BPINH NGUON NHAN LUC
1.1. Khai niém
1.2. Muc dich
2. PHAN TICH CAC YEU TO TAC DONG PEN HOACH DINH NHAN SU
2.1. Yéu to vimo
2.2. Yéu to vimod

Cau 7: Str dung chirc nang Bullet Library, soan thao ndi dung dung

ThS. Duong Truwong Quoc Khanh 4



Bai tdp thuc hanh Word co ban

ETI_JC NGU VIET NAM/

<+ Hoc d1 d61 voi hanh
++ Hoc dau, biét do
<+ Gan muec thi den, gin dén thi sang

. i- -
<+ Giau d61 ban, sang do1 v

‘CADAO CHON LOQC }

Al o1 ché 14y hoc tro

Da1 lung ton vai dn no lai nam
Hay nam théi ¢6 vong dao

Da1 lung thot co ao chao nha vua

Hay an thot co gao kho

99 9 9 9 9

Viéc gi ma chang an no lai ndm

Cau 8: Su dung Tab, Tab Laeder, Symbol, Shapes soan thao ndi dung sau:

ThS. Duong Truwong Quoc Khanh 5



Bai tdp thuc hanh Word co ban

TRUONG PAI HOC DUY TAN CONG HOA XA HOI CHU NGHIA VIET NAM
TRUNG TAM TIN HQC DUY TAN Dic lip — Tw do — Hanh phiic

PHIEU PANG KY NHAP HOC
Chirng chi Ung dung CNTT Co bin va Ning cao

M3 ho sor
Ho va tén : ) (Gid tinh
Ngay smh ; Mo sinh
Phia chi lién lac
' S6 dién thoai - E-Mail

Thong tin dianh cho sinh vien dang theo hoc tai Truwimg Pai hoc Duy Tan:
Lép dang theo hoc : M3 s6 sinh vién

Ping kv hoc suat:

[ BUOIL THOI GLAN | SUAT HOC N
. 0 Thir 2 - Thir 4 0 Thir 6 - Chu nhat
Sang | 07h00-10000 | 5 1y 3 g s O Thir 7 - Chi nhit
- | O Thir2- Thir4 O Thir 6 - Cha nhit
Chicw | 1300016015 ' 3y 3 The S O Thie 7 - Chu nht
o .. | OThir2-Thi4 0 Thir 6 - Chu nhat
o Tor | TTRAS-208 o g3 The 5 O Thir 7 - Cha nhit
= Njplinh3ix4:
Anh 3 x 4 Anh 3 x 4
=  Nay To1 xin nhip hoc vao lop va to1 cam doan sé& khong mit a1 hoc phi sau ki
da ding kv nhap hoc.
Ba Nang, ngay thing Rém
NGUOI LAM DON

ThS. Duong Truwong Quoc Khanh 6



Bai tdp thuc hanh Word co ban

Cau 9: St dung chtrc nang Drop Cap, Colunm, Shapes dé soan thao noi dung sau:

A m thee Trung
AHUa dwoc coi la
am thyc mang

d4m nét Phwong Dong.
+Pén v6i thé gidi Am
thye Trung Hoa 1 dén
véi nhitng mon &n
truyen thong tr moi
mién d4t nuede cia ho.

MOi mot vung mién lai
mang trong minh mdt
nén vin héa A4m thue
v6i nhimg nét dic sic

riéng.
T
=0

#Cling chinh béi véy,
khéng chi nguoi Trung
Quoc mi ngay ca
nhitng thye khach mréc
ngoai khi dat chén lén
dat mrée niy ludn danh
thoi gian dé dwoc trai
nghiém nhing dic san
ving min.

Cau 10: St dung Tab Left, Numbering, Symbol. Soan thdo ndi dung vin ban theo mau sau:

Mau 1:
Ho va tén et e et —eateeateatete et e et e e aaate et eereeenennaan Gioi tinh: O Nam O Nir
Ngay sinh e NOTSINR: et
SO chirng minh : ..o NEAY CAP: e
Noi cap et ettt a et saeanaa SO dien thoal: «...eeeeeeeeeeeeeeeeee e,
1 11 USROS
Thong tin ngwo1 than:
2 et ete— et et eteatebeat et ebes st b se et eae b e ke s b easatest st ebes st se et ba s beta et eaa s eae s saan
et — bt et aeee——ae bt eesabaeeaba—eeaheeaarareeiabeseeabsaenreeeenreeebnee
Mau 2:

ThS. Duong Truwong Quoc Khanh



Bai tdp thuc hanh Word co ban

BO GIAO DUC VA PAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG DH XUAT SAC Poc lap - Tw do - Hanh phiic

GIAY CHUNG NHAN

HIEU TRUONG TRUONG DAL HQC XUAT SAC
CHUNG NHAN
Sinh mgay @ s INOT SIN s
IVIE SO SEIIL WEBTL T 1o oo e e e et e e e e e ea e 2222 e et e e e e e e e s
Tai lop: i Khoa
| [ o T = Lo T
Gidy nay ding dé:

Lam vé xe bus [ Xin viéc lam [ Vay von NH [ Khice [

(Giay nay co gid tri dén ngay ............. thdng ............o¢ndm ............)

Ha Noi, ngery......... thdng......... ndm .........
TRUONG KHOA TL. HIEU TRUONG

Céu 11: St dung Tab, Tab Leader, Shapes, First Line, Symbol, dong khung van ban, vé khung
doi cho vién khung, dé thyc hién soan thao mau noi dung sau:
Mau 1:
Maiu Gidy Ching nhin sikc khée
(Ban hanh kém theo Théng tuw 56 13/2007/TT-BYT ngay 21/11/2007 ciia Bé truéng Y té)
BOYTE CONG HOA XA HOI CHU NGHIA VIET NAM
SO Y B Déc 14p — Tw do — Hanh phic

Pon vi: P

Gidi tinh: Nam O N O Sinh ngay/thang/nam: ....... { e /e
S& CMND hoic ho chiéu: .... cap ngay ....... L F e tais .
HO Khau thirdng trT: .oeeeeeeceeeeeeeeeeeee e eee e e eae e s e eaeeaaens

CRO O BB FALT oottt e et e e e e e e e e e e e e e eene e eenaae e
Poi teong : 1. Hoc sinh, sinh vién O 2. Nguoi lao dong O3
Loai hinh kham sirc khée: 1. Khi lam hoé so dw tuyén O 2. Khi tuyén dung O 3. Theo yéu cau O

Ly do kham sttc khoe (ghi cu thé nganh, nghé, cong viéc ... sé theo hoc hodic lam viéc):

ThS. Duong Truwong Quoc Khanh 8



Bai tdp thuc hanh Word co ban
Mau 2:

CONG HOA XA HOI CHU NGHIA VIET NAM
Dic lip = Tir do — Hanh phic

PHIEU PANG KY HQC PAI HQC
CHUONG TRINH CIT NHAN PAI HQOC TRUC TUYEN

Kinh giri- Hai ddng Tuyén sinh Tridmg Dai hoc Duy Tin

T B0 JA (VIS CMF I ROG): oo
Nodysinh: .....oo.oooomiiiiiiieniinn, Giéd tinh: Nam [] /Mix[]
Nk sinh (R €an FRATENR PRI oo eeeeeeee e eee e ee e meeeemeeee e eee e
Dan the: e O B0 e
T o )
Hi khiiu thwimg trii (ohi day di):
(56 b, PRSCTEIRD. oo een e
(OuaniEhyén): (T Thanh phak:
Cor quan eBng e (A 08T .
(BN CHE CEPGIERY ettt e ettt et e e e ememees e ettt
Dia chi lién h:
(86 AR, PRICTEILAI. oot eeee e eeeeeee e eet e eemeeeemeeeemmeeeeeeeneseres e
(UGN oo A TERTRARR PRI e
Bién thoal (AT FTENMZE e PO U e men e
Bién thoai di dimg: oA e
Cic vin bing a3 cé: (c6 ban sao hode bin phote céng chimg kém theo)
[ Bing THPT [] Trumz cip [] Bai hoc
] Bé tie vin hia [] Cao ding [] sau dai hoe

Qua tim hidu dwge biét Tridmg Dai hoe Duy Tén dao tao chuwemg trinh Cir nhin Dai hoe Trye
tuyén B tir T3 tram @3t a0 eeeeeecccccccsiaeeeessscsssssassessssnsrsessssssnneersesssssnnna Nay, Tai cd
nguyén vong ding ky theo hoe nginh:
] Eé todn [] Quin trj kinh doanh
[] Céng neha théng tin [] Tai chinh ngén hing
[ Xay dvmg Dén dung & Céng Nghiép [] Lugt kinh té
[ Ngénngir Anh
Niu ifrgre xét duydt vao hoe 156 xin cam doan:
1- Thyre hign diy di cie quy dinh vé d4o tao tir xa cila Trémg Bai hoe Duy Tin va quy ché die tao
tir xa cia BG Giao duc va Brio tao. . )
2- Trong qua trinh hoc, néu hé sa, vin bing bi phat hién cé gian db, t61 xin chiu hoan todn trich
nhiém triede phap ludt, fr nguyén xin thet hoce khing ddi trd 1€ phi, hoe phi 43 dong.
3- T thu mj:p thén gian hoe tip theo ké hoach chung efa Hoc vién, tuan tha s sﬁp xép vé thid glan
v dia diém hoc tip cia Cor sér ddo tao.

ceeneeey NEAY ... thang _...nam 2013
NGUGI LAM DON
(EY va ghi ré ho tén)

ThS. Duong Truwong Quoc Khanh 9
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Cau 12: Soan thao CV xin viéc theo mau sau:

y
3
y

Nguyan Hoang Anh
Gidh tinh: N
01/01/1995

MUC TIEU N r‘Fl‘M l[

| |
—

Van dyng nhing kign thirc va
kinh nghim c6 duge vé cing
vige kE todn dé lm viée va ong
hién cha doanh nghlép,

Tim tox, hoc hoi, trau dol kién
thirc va ky nang xi Iy tropg cong
vide 0% trd thanh mdt k& todn
chuyén nghiép.

HOC VAN
D3l hoo CV365
TU NGAY wcssesisisnsias = NGAY

Chuyen nganh: K& Todn
Tot nghidp loal Kha

ThS. Duwong Trwong Quéc Khdnh

0123456789

Nguyén Hoang Anh
NHAN VIEN KE TOAN

Test123@gmail.com

S6 1 dudng Cau Gidy, Ha Noi

KINH NGHIEM LAM VIEC
Céng ty Cd phin CV365
TU01/01/2016 dén 30/12/2017

K& toan téng hop

« Quén 1y Thu - Chi, 180g hap, bdo cdo quy tidn mat

« K& todn tién luong va bdo hiém

« K&todn thanh todn va giao dich ngdn hang

» Kiém tra, 1éng hap chimg tirké todn

« Hach104n c&c nghiép vy kinh 1€ phat sinh

« Téng hap, theo ddi cong ng. phii thy, phi trd

+ Lép béo cho thi chinh, bdo cho qudn tri theo quy 6 thang. nam va c4c bio co gidi
trinh chi tiét

» Ké khai thué hang quy, bao co sirdyng hoa don. .,

« Nop thu@ theo dung quy dinh vao ngan séch nha nudc...

« Giditrinh $6 liéu, cung c&p M 5o, $6 liéu cho co quan thui, kiém todn, bao hiém khi

€o yéu cau
Cong ty CV365
TU01/01/2016 ¢&n 30/12/2017

Nhan vién ké toan

« Tong hop chimg tir k& todn tir cic cla hang trong hé thang cla hing cda cong ty
+ DGl chitu 6 lidu, cdng ng gira tang céng ty va céc clra hang

« Thue hién cdc cang viée khidc duwe giao tir Phd phong tai chinh - KE toan

CHUNG CHi SO THICH
IELTS 6.0 « Docsach
Chimg chi bdi dutng K& Tedn Trudng « Dulich

« Xem phim

10



Mau 1:

Bai tdp thuc hanh Word co ban

Céu 13: Str dung chire nang Tab Left, Tab Right, Tab Center, Tab Leader, Text Direction,

WordArt, Numbering soan thao ndi dung sau:

Témg Ty Tan Dgi T[ﬁlé Gﬁﬁ

Mau 2:

Z

a9
% Lién doanh Vén diu tu Dia diém 3
E 1, VINaStar .eeeeeeeeessneee 50.000.000 Séng Bé Q
S 2. Mercedes Benz..... 70.000.000 TP.H6 ChiMinh %
2 3 VN-SUZUKD o 9.957.000 DongNai %
B 4. Ford VN .cocoerersnssnssn 102.700.000 HiiDuong T
S 5. Toyota AUtO .o 89.600.000 TP.Hb ChiMinh  #
0 g,

TRUONG PAI HQC DUY TAN
TRUNG TAM TIN HQC DUY TAN

& 0236.650970 - 0905001144

PHIEU PANG KY TAP CHI TIN HOC

Poc lap - Tw do - Hanh phue

CONG HOA XA HOI CHU NGHIA VIET NAM

(KY va ghi 8 ho va tén)

Tén doanh nghiép:
Tén viét tit: Gidm dbc:
Pia chi(nhan béo):
Puén thoai: Email:
- P 50cuén O Chuyénlan1l O Hoic 12ky O
6 lirgng dang ky (theo i~ o e — 1 Chuyénlan1 O Hoic 12k O
nam — danh diu x) - —
200cuén O Chuyénlinl O Hoic 12y O
NGUOI DPANG KY

Céu 14: St dung SmartArt soan thao ndi dung sau

Mau 1:

ThS. Duong Truwong Quoc Khanh
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Bai tdp thyc hanh Word co ban

Mau 2:

Mau 3:

’ Qua trinh hoc \

Tign tipkynang .

danh gid hanh ky
kiy nang nang
\J‘ip dung/
ki nang

ThS. Duwong Trwong Quéc Khdnh 12



Bai tdp thuc hanh Word co ban

Céu 15: Str dung chirc nang Shapes, Group soan thao ndi dung sau:

Mau 1:

Mau 2:

Mau 3:

Pé nbéi PC qua Hub

ThS. Duong Truwong Quoc Khanh

CHUNG TU KE TOAN
SO BANG TONG HQP SO THE
QUY CHUNG TU KE TOAN KE TOAN
- CUNG LOAI CHI TIET
v h 4 l
| " AN R — » BANG
L e > NHAT KY - SO CAI TONG
ﬂ' T
BAO CAO TAI CHINH <«
| TRUNG TAM TIN HOC DUY TAN || &
= =
= &
7z,
= Word 2016 (€
et
Q
S &
z| Excel2016 |
A &)
o . Z
g£| Power Point |S
= -
= =)
= 2016 5
10Base T 10Base T
Standard Patch Cable CrossOver Cable
Qrange/White
1 = g = 1 1
ange
> < Qrang . 5 7 —
Gree/White
3 = » 3 3
Blue
4 * . 4 4 & .
Blue/White /\
5 = > 5 5 = >
Green
6 - > 6 6 — >
Brown/White
7o > 7 T = >
Brown
§ = » 8 g5 = >
So' @6 bAm cip thang So' @6 bam cap chép

Pé néi PC qua PC

13



Bai tdp thuc hanh Word co ban

Céu 16: Str dung chirc nang Table soan thao va dinh dang ndi dung sau:

a. Soan thao ndi dung sau:

St Ho vi tén ’ Liwong - Phu cip - Thg’rc lanh ciia CB-CNV
s ¢ H¢ so | Miurc lwong | Phu cap Thyc lanh
% 1 | Nguyén Vin Anh 5.08 1200000 600000 6,696,000.00
‘8 E 2 Lé‘Thi Binh 3.66 3000000 330000 11,310,000.00
o= 3 | Tran Viet (?héu 3.66 2500000 500000 9,650,000.00
.'g <| 4 |Nguyén Tran Diing | 2.67 4000000 700000 11,380,000.00
S © 5 [Lé Thanh Em 3.99 3000000 80000 12,050,000.00
Z 6 Thé} Phuong Tung 5.08 3000000 500000 15,740,000.00
= Tong cong:

b. Soan thao ndi dung sau:

UBND THANH PHO DA NANG
TRUNG TAM XUC TIEN VIEC LAM

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap — T do — Hanh phiic

NGUOI GHI DANH
(Ky va ghi 16 ho tén)

Ho va tén Gi61 tinh : ONam ONw
Ngay sinh Noi sinh
S6 CMND Ngay cap
Noi cap S6 dién thoai &
Da Ning, ngay  thdng  ndm 2020

C. Soan thdo ndi dung sau:

ThS. Duong Truwong Quoc Khanh
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Bai tdp thuc hanh Word co ban

'CONG TY TNHH TM PHUONG

XA HOI CHU NGHIA VIET NAM
PHONG KINH DOANH POC LAP — TU DO — HANH PHUC
(< P=g S
GIAY MO1I
Cong ty TNHH TM Phuong Poéng xin tran trong kinh mdai

Quy khach hang : Duong Ngoc Bao Tran |
Ngay sinh : 12/02/1989
Nai sinh : Quang Nam

) Vao lic 07h30 ngay 02 thang 09 ndm 2011, dén tai dia diém 237 Phan Chau Trinh
dé tham dy chuong trinh phat thudng danh cho quy khach hang may man tring thudng
phan qua gia tri 5.000.000 dong.

B3 Néng, ngéy ... thang ... ndm 2011
GIAM POC

Nguyén Van Hai

d. Soan thao ndi dung sau:

PHIEU XUAT KHO BAN HANG
Ngdy 28 thang 02 néim 2018
Tén khach hang: Céng ty cb phin phu ting may s6 1 $6: BN111
Dia chi: Dubmg 3/2 16 10, Phutng Mé Ché, TP Séng Cong, Thii Nguyén  Loaitién: VND
$6 dign thoai: 0905001144 E-Mail: phutung01@gmail com
Danh muc hiang héa chi tiét nhie sau:
STT | M hing Tén hang D Schon:|| Dompia | Thanhiten
tinh cach g
1 | TADA30 | Chittiy diuCP30 | Kg Chuin QT 100 20.000 2.000.000

Cong thanh tién: 2.000.000
Thué sudt Gia tri Gia tang: | 10% Tién thué GTGT: 200.000

Yéu ciu thanh toan: 2.200.000

Dd Ning, Ngdy  thing  ndm 2018
NGUOI XUAT KHO
(EY vé ghi r8 ho tén)

Céau 17: Str dung Equation soan thao ndi dung sau:
Mau 1:

= (D 0o <1

Mau 2:
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Bai tdp thuc hanh Word co ban
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Mau 3:
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Mau 4:
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2
lim | 2x z ‘:/2x+3yz 2x + 3y
—b + Vb2 — 4ac -
Céau 18: Soan thao va dinh dang ndi dung sau:

CHUONG TRINHBANGTINH LA 6"

Trong thyc t&€ nhiéu thong tin c6 th& dugc biéu dign dudi dang bang a& tién cho viéc
theo ddi, so sanh, sap x&p, tinh toan....

r dung bang dgiém tit ¢a cadc mdn hoc, thay tinh todn phd bién( tinh tSng, tinh trung binh

5 giao cb th& dé dang theo ddi, phan loai <png, xac dinh gid tri |Idn nhat, nhd nhat,...), vé

ké't qua hoc tap cua timg hec sinh. Nhin vao cac biéu d6 minh hga cho c3c sO ligu tuong img

E-bang di€ém, em <6 thé biét ngay dugc két 13 nhu ciu thudng gip trong thuc t&. Nhd cac

qua hoc t3p cla em cling nhur cia cic ban trong 18p. churong trinh bang tinh, ngudi ta cé thé dé dang

1. Gia & diém tSng k&t mén hoc thuc higén ¢ic oSng vigc d& trén may
dugc tnh theo nguyén tic 1a tinh dién tr.

di€ém trung binh ala cic diém - 3. Chuong trinh bang tinh 13

= —— —— ) _»“'—"‘ 2

ki€m tra miéng, kiém tra 15 phan mém duce thigt k& dé giap ghi
phat , ki€m tra 1 tiSt va thi 1gi va trinh bay thdong tin dudi dang
hoc ky. ﬁ / bang, thuc hién cac tinh todn cung
2. Nhur vdy, ngoadi trinh bay . - - > nhu xdy dung cic biéu dd biéu
théng tin truc quan, o8 dong M ay tl n h ba ng dién trifc quan cic S35 lidu.

va d& sa sanh, nhu c3u thyuc hién cic

sTT | Ho va Tén | Piém trung binh
1 L& Thl Hoal An 7.5
2 L& Thai Anh 8.0
3 |/ Pham Nhu Anh 7.5
a 'V0 Viét Anh | 9.0

Céu 19: Str dung WordArt, Column, Picture, Shapes, Group soan thao ndi dung sau:

ThS. Duong Truwong Quoc Khanh 16



Bai tdp thuc hanh Word co ban
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Chuyén muc dinh dirdng va sikc khie, bio tiép thi & gia dinh

Co thé hoat déng t6t nhiv cac dudng
chit va vitamin mi chiing ta hdpthn i
cac thue phim hang neay Nhua cidu va
lidu hrong tuy vao hia tudi va thé trang
cia timg ngwi_ Tuy nhién, cd nhitng
didu chang ta com =ai 1im khi s dung

vitanan., Co thé oo

- thé dw trid vitamin.
@) Witamin dhooc
= chialam hai loai- Hoa

tan trong

mrdc(Vitamin C_ Bl B2, Bo. PP, B12.
. 3.Lozi hoa tan trong nuedc duge thoat
fa ngodl cung ol nwrdc. Chiing tiém

|]|| Théng tin > >

vy
P
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hao rit nhanh, nhit 13 vitaminVi vay,
cin bé sung vitamine tir rau, trii cay
chua. Vitamin téng hop khiéng tit bing
vitamin mgnhién Cac witamin trong
thire phim tir nhién thutng & dang 11én
két, khién co thé cho hip thu t5t. Ching
han lozai acide folhic trong gan ba chi
hip thu 10% gqua oo thé Cac nha
nghién ciku cho biét, khéng xco di ¥ng
nac xay ra khi co thé ding vitamin
tdnghop_ Tir 46, nhitng ngwrii b di ¥ng
vl cam, chanh, bwd o thé diung
polivitamin cé ham hrong vitamine C
cao dé thay thé

c anh dudng |
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| Bio tiép thiva Gia dinh |
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