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THISINHLUU Y

1. Thi sinh hay tao mot thu muc tai vi trf do can bo coi thi chi dinh vor tén thu muc la:
SO_BAO_DANH_HOQ TEN_KHONG_DAU_DPE_X. Thidu:0123_ NGUYEN_VAN_A _DE_20
2. Thyc hién viée sao chép dé thi nay va dir liéu kém theo (néu c6) vao thr muc di tao.
3. Thi sinh luu trir cac bai thi MS-Word, MS-Excel va MS-PowerPoint vao thu muc noi trén.
4. Thi sinh thye hién dung theo yéu ciu cua trang nay sé dugc cong thém diém 0.5d.
Nguoc lai, thi sinh sé bi trr diém 0.54.
5. Dé thi nay co 5 trang. Pugc bat dau tir trang 56 2.



I. MS-WORD
Dung MS Word soan thao, dinh dang nhw doan van sau:

Dua vao dif liu cho san (tap tin DuLieu_MS_Word.docx) dinh dang v&n ban vdi cac yéu ciu
sau:

a. Tao Style dé dinh dang v&n ban nhu hinh mau

b. Tao phan chudng theo cdp dé muc cao nhat

c. Tao tiéu dé dau trang theo chuong va danh sb trang hién hanh trén téng sé trang

11 thé trang 1)1

MICROSOFT WORD

1. Gidi thigu

Mecrosoft Word 2007 1a mét phin mém trong bé Micresoft Office 2007, ding soan thao,
(¥ Iy vin ban, Word 2007 cho phép dd ding luu v3n ban thanh dinh dang HTML dé dé ding
chia s& gqua mang va xuit ban trén Web. Word 2007 két hgp vdi cdc phan mém khac trong bd
Microsoft Office 2007 nhur Excel 2007, Cutlook 2007, PowerPoint 2007.. gidp céng vidc van
phing trd nén dan gian va hedu qud han.

1.1 Khdai déng Word

Mogud dung of thé khdn 36ng Word bang mét trong cac cach sau:
= Chek Start\Programs\Microsoft Office\Microsoft Office Word 2007.

o Click v&o bsfu tudng Word E trén desktop,

1.2 Glao dién

Cac thanh ph3n trong giao dién cda Word 2007
a Office Button:
rit nhin 98 md menu cia Power Point v nhidmg lEnh cd ban 38 tao mdi, md, déng, luu, n 3n
tai héu Word.
b Quick Access Toolbar:
Mgt mhim nhd cdc nit ding d& truy c3p nhanh Jd&n cdc Enh ma ngudi ding thudng hay sir
dung. M3c dinh cd cdc nit lnh Save, Undo, Redo.




I1. MS-EXCEL
Dung MS Excel tao cic bang tinh, thwe hién tinh toin theo yéu chu.

VAN CHUYEN HANG
STT | Mash PMHT:: - va;r::i;én Si:;‘f;“g Gid cude | Phibbe xép | Thanh tidn
1 [o1cma 10
2 |o1cMaA 5
3 |0ZNTR 20
4 |03NTR 10
5 |oicmaA 20
6 |02ZNTR 50
7 |03HNO 3
§ |03HNO 5

CMA | CaMau | 1000000

NTR | Nhatrang | 800000 | 650000 | 1500000
HNO | HaNgi | 2000000 | 1800000 | 3000000
Mo ta:

- 2 ky tw ddu cua Ma S6 1a Ma phuong tién
- 3 k¥ tu cudi cuia Ma s6 1a Ma tinh




Yéu cau:

l.
2.
&

Phuong tién: dya vao Ma phuong tién tra trong Bang 1.

Tuyén véan chuyén: dwa vao Ma tinh tra trong Bang 2

Gia cude: dua vao Ma tinh va Ma phuong tién tra trong Bang 2 dé lay gia tri hop
ly.

Phi boc xép: S6 luong tan*Gia cude* Ty 18 phi.

Trong do6 Ty 1€ phi dwa vao Ma phuong tién tra trong Bang 1.

. Thanh tién: Sb lugng tin*Gia cude+Phi bic xép.

Néu hang hoa van chuyén di Ha Noi bang may bay thi Thanh tién giam 2%.
Sap xép bang tinh theo Ma sb tiang dan, giam dan theo S6 lugng.



1. MS-POWERPOINT
Diing MS POWERPOINT thiét ké cic Slide theo yéu ciu.

Trac nghiém Trac nghiém
Uére chung Iém nhit cia 12 va 18 la: Udc chung Igm nhat coa 12 va 18 la:
al b6 c¢8 d3 a1 BB c8 a3
B&i chung nho nhat cla 12 va 18 |a: BGi chung nhé nhat cla 12 va 18 la:
a.18 b.24 36 d.12 a.18 b.2a [ d.12
Ciuhdl  Cicdipan Dip dn ding Chuhdd  Cicddpan Dipdnding
a. Khi click vao “cau hoi” thi s& xuat hién cac cau hoi
b. Click vio “céc dap 4n” thi s& xuat hién diy ddp ana—b—c—d

. Khi click “Pap an dung” thi thuc thi hiéu tmg t6 nén mau xanh cho dép

an ding nhu hinh bén phai



