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Bai 2:

BAI TAP THUC HANH TIN HQOC PAI CUONG
PHAN 1: WINDOWS

: Gidi thiéu hé diéu hanh

Bat may tinh.

Tré chudt vao cac biéu twong: My Computer, My Network Places, Recycle Bin, My
Documents.

Click chudt vao nut Start = chon Programs = = chon Caculator. Thyuc hién vai phép tinh
va dong chuong trinh.

Chon ché d6 standby.

Cac thao tac co ban

Di chuyén cac biéu tugng My Computer, My Network Places, Recycle Bin, My Documents ra
giita man hinh. (néu khong di chuyen dugc thi b chirc nang sip xép tu dong).

ok wnE

11.

12.

Chon chirc nang sap x&p theo tén. Nhan xét.

Chon chtic nang sip xép theo kiéu. Nhan xét.

Copy biéu tugng WORD va d6i tén 14 “Van Ban Cua Toi”.

X6a biéu tugng Van Ban Cua Toi.

Phuc hdi lai biéu tugng vira xoa.

Xem thudc tinh biéu twong Van Ban Cua Toi. Chi y cac thong sd nhu: ngay thang tao, kich
thuéde ...

Lan luot di chuyén thanh Taskbar dén 4 vi tri trén man hinh. Tra vé vi tri mic nhién. (néu
khong di chuyén dugc thi xir Iy nhu thé nao?)

Thay dbi kich thudc Taskbar chiém 5 dong man hinh. (néu khong thay d6i duoc thi xur ly
nhu thé nao?)

Bat chtrc nang Auto Hide cho thanh Taskbar, nhan xét.

.Lan luot thay ddi cac thudc tinh cia Taskbar nhu: Show the Clock, Hide Inactive, Start

Menu, Classic Start Menu. (dung chtrc nang Apply dé xem két qua).

MG cira sO My Documents, lan luot chon cac chirc nang: phong to tdi da, thu nho tdi da,
hoan nguyén, dong.

M¢ cura s6 My Computer, di chuyén ctra s6 dén cac vi tri trén man hinh. Phong to hodc thu
nho ctra s6 theo yéu cau.

Bai 3: Folder va shortcut

1.
2.

3.
4

o1 ;

o

Tao cay thu myc trén man hinh Desktop nhu hinh bén. CHUONG TRINH TIN HOC
boi tén thu muc CCA la LEVEL A, doi tén thu muc CCB L CCA

la LEVEL B. - WINDOWS
Tao thém thu muc tén PP 1a con thuy muc LEVEL A. - WORD

Copy thu muc PP qua thu myc LEVEL B. — EXCEL

bo6i tén thu muc PP (trong thu muc LEVEL B) la . CCB

POWERPOINT. . ACCESS 1
X6a thu muc EXCEL. . ACCESS 2

Xem thuoc tinh thy muc CHUONG TRINH TIN HOC.

(cha ¥ cac thong s6 nhu ngay thang, kich thudc.

Phuc hdi thu muc EXCEL vira x6a.

Tao biéu twong trén man hinh Desktop tén MAY TINH véi dudng dan la:
C\WINDOWS\SYSTEM32\CALC.EXE



10. Doi tén biéu tugng MAY TINH 1a MTDT.
11. Xo6a biéu tuong MTDT. Phuc hoi laj biéu twong MTDT.
12. Xem céc thong so thudc tinh cia biéu tuong MTDT.

Bai 4: Explore va Mycomputer
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Bai 5
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Mo ctra s6 Explore.

Chon Folder System32 Iam vi¢c. (xem ndi dung thu myc system32)
Thuc hi¢n cac thao tac chon cach khoang, chon lién tiép.

Xem dung lugng dia C. Cho biét dia E c6 tong cong bao nhiéu GB.
Xem cAu hinh may.

: Thay d6i cu hinh (Control Panel)

M¢ cira s6 Date and Time, xem thir ngay 01/01/2010 1a thir méy trong tuan.

Xem thtr sinh nhat ctia ban nim nay vao thir may?

Diéu chinh ngay gid clia may diing voi thuc té.

M¢ chtrc nang quan 1y man hinh, diéu chinh d6 phan giai man hinh 14 1024 x 768, d6 trung
thuc mau 32bit.

Tra vé lai man hinh 800 x 600 va 16bit.

Chon chtrc nang hién thi man hinh bao vé 1a tén cta ban. (chon font va mau phu hop)
Chuyén chirc nang st dung chudt bang tay trai — phai.

Lua chon cac chirc ning quan 1y ban phim (mo tng word dé kiém tra két qua)

Gan am thanh thich hop cho céc sy kién trong windows.

Bai 6: Céc chirc nang khac

1.
2.

Thuc hién tim file tén calc.exe trén dia C, cho biét file niy nam & dia chi nao.
Tim tat ca cac file am thanh c6 trén dia C va E (file &m thanh c6 dang *.wmv hodc *.wma
hodc *.mp3

Bai 7: Mail — Chat — Internet va Virus



PHAN 2: MICROSOFT WORD

Bai 1: Gi6i thiéu word
1. Tao 1 thu muc voi ho tén cta ban trén dia D hoac E.
2. Khoéi dong word. Nhap doan van ban nhu sau:

Nguyén Trai, sinh & Thing Long trong gia dinh 6ng ngoai 1a quan Pai d6 Tran Nguyén DPdn.
Cha 6ng 12 Nguy&n Ung Long, hiéu Uc Trai (tdc 12 Nguy&n Phi Khanh). Me ong 12 Tridn Thi
Thdi, con gdi Trin Nguyén Dan.

Luu ndi dung trén vai tén baitaplchuongl trén dia C.
bong chuong trinh word.

M¢ chuong trinh word, m¢ file baitaplchuongl trén dia C.
Luu lai voi tén Nguyen Trai trong thu muc cua ban.
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Bai 2: Nhap va diéu chinh vin ban
Nhép va hi€u chinh doan van ban sau (Iuu lai véi tén bai tap 2 chuong 2 trong thu muyc cta
ban trén dia E)

Qué huong la chim khé ngot
Cho con tréo hdi méi ngay
Qué huong la duong di hoc
Con vé rgp bong co bay.
Qué hudng la cAu tre nhé
Me vé nén la nghiéng che
Qué huong la dém tring to
Hoa cau rung tring ngoai thém.

TUC NGU
An quéd nhé ké trong cay
C6 cong mai sdt c6 ngdy nén kim
Chi ngd em nang
Gan muc thi den gan den thi sang

CA DAO
DPong Ping c6 phd Ky Lira,
C6 nang T6 Thi c¢6 chua Tam Thanh.
Ai lén xtt Lang cung anh,
Ti€c cong bac me sinh thanh ra em




Bai 3: Dinh dang van ban
1. Tao doan van ban nhu sau (luu véi tén BAI3_1 CHUONG?2)

> An qua nhé ké trong ciy
> C6 cOng mai sit c6 ngay nén kim
» Chi nga em nang

» Gan muc thi den gin dén thi sdng

CA DAO

Dong Ping c6 pho Ky Lira,

C6 nang T6 Thi c6 chua Tam Thanh.
Al lén xtr Lang cung anh,

Ti€c cong bic me sinh thanh ra em
Tay cam bau rugu, nim nem,

Madng vui, quén hét 16i em din do

0o 0 0o 0 O

MOT SO THE LOAI DAN CA TIEU BIEU
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Hat trOng quan

Hat x4m

Hét quan ho Bic Ninh
Hat gheo Phua Tho
Hat vi Nghé — Tinh
Héat ddm Nghé Tinh
Hat dan chai

Ca Hué

DAn ca mién nam trung bod
: 10. Dan ca nam bd

: 11. Hitru em

: 12. Hat vui choi

el




2. Tao doan van ban nhu sau (luu véi tén BAI3_ 2 CHUONG2)

CA DAO DAN CA

Ai cheo ghe bi qua song

Nghia vg tinh chéng ning lim ai oi
Thuyén vé c6 nhé bén khong

Bé&n thi mot da khing khing ddi thuyén
Con duyén budn cdy bdn hong

HE&t duyén budng mit cho chdng nhit so

€< € € € ¢ ¢
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C6 cdng mai sic c6 ngay nén kim
Khong thay d6 may lam nén

BAN BIET G ? &~
CD-ROM la gi?
D-Rom la viét tit cla
Compact Disk Read Only
Memory. Bén than cua loai
dia nay 1a doc dit liéu ma khong thé ghi.
CD-Rom, xuAt hién vao dau thip nién 80
cia th€ ky nay CD-Rom cang ngdy cang
phat trién nhu vii bdo. Stc chita cia CD-
Rom
Mot CD-Rom ¢6 dung lugng 650 dén
680 Méga Byte, biing hon 150 dia mém 360

CD - ROM
=

KB, c6 thé chia dudgc 300.000 trang danh
mdy hodc 5000 biic 4nh mau tuyét dep. N&u
coi dia CR-Rom 13 mdt quyén sich chita
toan chir mot trang/phit lién tuc 12
ti€ng/ngay.

Su chuin hon bit ky dia nhac CD
ciing c¢6 thé nghe dugc trén 6 CD-Rom, bat
ky & C nao ciing c¢6 thé doc trén CD-Rom.
TAt nhién 1a CR-Rom dirng qud cia, vdy cdc
dinh dang CD méi khong dugc hd trg CD.

ha van hoa

I6n Viét Nam

thoi Hau Lé, thud nhd cé
tén la Danh Phuong, sau
d6i 1a Qui Pon, ty Dodn
Hau, hiéu Qué Dudng.
Qué lang Duyén Ha, phu
Tién Hng, trdin Son Nam
(nay thudc ting Thdi Binh).
Ong xué't than trong

mot gia dinh khoa bang lau
dsi, thin phuy 1a Lé Phd
Thi 1am quan triéu Lé.

LE QUY PON

(Binh ngo 1726 - Giap thin 1784)

Thud nhd ong ndi ti€ng
thong minh, c6 tri nhé phi
thudng dudgc ngudi dudng
thdi xem 13 than dong.

Nim Qui Hgi 1743
dd gidi nguyén, nim Nham
thin 1752 db nhat gidp nhi
danh ti€n si (Bdng nhin).
T thi Huong dén thi Hoi
déu dd dau ca.

Lé Qui B6n 1a mot
hoc gid uyén béc, da dang
va sung man nhit clia vin

hoéa Viét Nam. Gi6i nghién
citu th&€ giéi (Phdp) xem
ong 13 nha bic hoc vé linh
vuc vian hda cia nudc ta.
Cong trinh truGc tdc va
sdng tic clia 6ng gdm mot
thu tich d6 s6 vé nhiéu bd
mon: lich su, dia li, vin
hoc, ngdn ngit hoc, triét
hoc...



3. Tao doan van ban nhu sau (Iuu voi tén BAI3_3 CHUONG?2)

LICH TRUC NGAY CHAN
Lich truc Tha 2 Thi 4 Thi 6
7h-9h Thinh Phlng Hanh
9h-12h Duy
12h-15h Thu Tuyén Hiép
15h-17h Hicu
PIEM THI
DPiém thi . 0
TT Ho va té T6 i€
S 0 va tén Todn Van ong di€ém
01 | Tran Vo6 Trung Hi€u 10 9 19
02 | Huynh Thién Thu 8 10 18
03 | Nguyé&n Thanh Diing 9 10 19
TUC NGU VIET NAM
S C6 chi thi nén
<
4
~
<E-
> L .
D Chi ngda em ndng
@)
Z
O
D‘ Z N
= Ubng nudc nhd ngudn
Stt Tén thié't bi S.Luong DPon gia Thué& Thanh tién
% o 01 | Pdu Video da hé Sharp 3.159.450 315.945 3.475.395
= % 02 | PAu VCD (JVC - 205) 1.874.250 187.425 2.061.675
\E‘: 5 03 | Tivi 14 inchi5 1 3.159.450 315.945 3.475.395
o 04 | Mdy cassette 6.640.200 664.020 7.304.220
05 | Mauy in HP — 1200 6.640.200 | 664.200 7.304.220




4. Tao doan van ban nhu sau (Iuu voi tén BAI3_4 CHUONG?2)

N guyén Trai (1380 - 1442) 1a Anh hing
dan toc, nha tu tudng, nha thd, nha vin
héa vi dai trong lich st Viét Nam. Nam
1406, giic Minh xam lugc Pai
Viét, ddnh bai nha Hd, 4p biic
mudn dan, bit cha Nguyén
Trii dua vé Trung Qudc. Ng )
nudc, thi nha, ong da tim d&n véi ‘\
phong trao khdi nghia Lam Son ctia

Lé Loi va trd thanh nha t6 chdc soan thio
va thuc thi nhitng quy€t sdch ding ddn, dua
cudc khang chi€n dén thing 1gi hoan toan.

au chién thing Pién Bién Phi - Pién
Bién Phii di tr§ thanh ti€ng goi quen
thudc va yéu mén clia nhitng ngudi
dan thudc dia dang mudn gidi phéng dat
nuSc. Céc chi€n si An-gié-ri di sdng tao ra
dong tir di€n-bi€n-phu-€ (di€n biéen fuer) ti

nhifng ngay con trén nai O-rét. BPOng tu do
duge hiéu 1a ddnh cho ké dich khong con

\

u6i triéu L&, cd ldc vinh hoa tot dinh
lam quan t61 chitc Gidn nghi dai phu tri

tam quan su hay khi lui v& & 4n, tim long

trung v6i nuée, véi dan van ludn ngdi sdng.
Bi bon gian thin him hai, phai chiu hoa
"tru di tam toc", mii dén nim 1464 dng
mdi dudgc vua Lé Thanh Tdéng minh

( oan. Nguyén Trdi d€ lai nhiéu tic
phdm ndi ti€ng nhu: Du dia chi, Qudc
a

m thi tdp.. va dic biét bai “Binh Ngd

dai cdo” dugc ngudi ddi sau ca ngdi la dng

"thién cd hiing vin".

0
manh gidp nhu nuéc Viét Nam da danh thuc
dan Phdp & Bién Bién Pha.
Lam nén chi€n thing Dién Bién Phi Ia
quan va din ta v6i "56 ngay dém ngli ham,
mua dim, com Vit - m4u trdon bun non..." 1a

nhitng con dudng hién ra, 1a nhitng con voi
thép leo 1én dinh nii cao ...

5. Tao doan van ban nhu sau (Iuu voi tén BAI3_5 CHUONG?2)



@ C6 cOng mai sic c6 ngay nén kim
@ Khong thay d6 may 1am nén

@ Gan muc thi den gan dén thi sing
& Ba th khong bao gio trg lai: Loi da
ndi, tén dd bdn va nhitng ngay di qua.

VAN BE iz NG f PHUGNG PHAP
HOM NAY VWWS SU DUNG

Y2K

A

CADAQO
DANH NGON
ovavo

NOON HNVT

Phép tht thit nhat: hép thi thit hai:

Khdi dong mdy tinh theo ch& do DOS. khd&i dong may theo ch&€ do DOS.

Dung 1énh Date va Time chinh chinh lai Dung 1énh Date chinh lai ngay thing nim
ngay thing ndm nhu sau: nhu sau:

¢ Date 12-31-1999 ¢ Date 1-1-2000

< Time 23:59 ¢ Tétmdy tinh

¢ Titmdy ¢ Sau vai phidt bat lai xem ngay thang
Sau 5 phat bat lai va dung lai lI€nh Date hién tai

xem ngay thdng hién tai.

L Mit hang o A s PR
STT Ho va tén T . > S6 lugng | Tiénlanh | Ky nhan
M3 sd Don gia
01 Trin Vin A B00O1 250 100
02 Nguyén thi Anh B002 100 80
03 Giang Hao Co D001 200 90
04 Tran Khanh A002 300 50
Téng cong

Cau 2: Pit tiéu dé dau trang 1a ho tén cua ban.

Cau 3: Dit tiéu dé cudi trang la ngay thang hién tai.

Cau 4: Pinh dang trang in theo yéu cau sau: Gidy A4. Lé trén: 1,5cm. Lé duéi: 2cm. Lé trai 2cm
Céu 5: In van ban ra may in.



6. Tao doan van ban nhu sau (luu véi tén BAI3_6 CHUONG2)

Tao co sé dit liéu theo mdu sau :

Ho va tén Chic vu Cong ty
Tran Qui Thinh Phé giam doc Cong ty TNHH SSDG
Tran Tuin Quy Giam déoc Cong ty TNHH Song Thinh
Nguyé&n Thi Ngoc Hanh | Truéng phong kinh doanh | Cong ty TNHH Tan Tién
Tran Xuong Phung Trudng phong tong hgp | Cong ty TNHH Quang Minh
Ng6é Tuin Duy Trg ly gidm doc Cong ty TNHH Pai Thing

bit tén la DuLieu.doc

Tao miu thu mdi nhu sau, st dung cong cu Mail Merge nhing file DuLieu.doc vao va xuitra
man hinh 5 thy md&i khdc nhau danh cho 5 d6i tugng néi trén.

THU MOT

Cong ty TNHH SSDG, trdn trong kinh moi

Ong / Ba
Chuc vu
Cong ty

: << Ho va tén >>
: << Chic vu >>
: << Cong ty >>

DPén tham dy tiéc mirng khai truong cong ty ching toi

Vao luc
Tai

: 80g30 ngay 12/12/20048
: Nha hang New World

A A A N M 'k . N /3 7 A N
Su hién dién clia 6ng ba dem lai ni€m vinh hanh cho toan thé can bo va

nhin vién ching toi.

Ngay 02 thang 12 nam 2008
GIAM BOC

Tran Qui Thinh




