WINDOWS .
1. Hay tao cay thu muc sau trén nén Desktop

Ho va tén hoc vién

A 4

A 4 A 4 \ 4

Windows MS Word MS

2. Tim nhitng tap tin c6 tén *.doc; copy 3 tap tin trong sb cac tap tin vira tim dwgc
vao thu muc Windows (1d)

MS WORD

- Thiét 1ap don vi do trong Word Options 1a cm.

- Thyc hién noi dung 2 files van ban theo c4c yéu cau sau:
- Tao File DANHSACHNGUON.docx vai ndi dung nhu sau:

STT HQ VA TEN NGAY SINH TEN NGANH MA NGANH
1 CAO HOANG VU 20/12/1994 KE TOAN 52340101
HUYNH TAN PHAT 12/10/1993 CONG NGHE THONG TIN 52480101
3 DUONG VAN HAI 05/05/1993 XAY DUNG 52610101

-Tao File c6 tén MaSinhVién HoTén.docx véi yéu cau va noi dung nhu sau: (3d)

- Thiét 1ap kho gidy A4, canh 1¢ left=3cm, right=2.5cm, top=2cm, bottom=2cm
- binh dang ndi dung véan ban Font Time New Roman, Size 13, canh déu l¢ trai, phai
- Noi dung van ban thiét 1ap gian cach dong single; Gian cach doan: Before 6pt, After Opt

BO GIAO DUC & PAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG PAI HQC DUY TAN Poc lap — Tu do — Hanh phc
S6: 1234/TB-DPHDT Pa Ning, ngay 16 thang 05 nam 2015
THONG BAO

Vv nhdp hoc lién thong

Truong Pai hoc Duy Tan thong bao cho:

Ho va tén: CAO HOANG VU .......ccooovvvvierecieinn, Ngay sinh: 20/12/1994
D3 triing tuyén lién thong 1én dai hoc vao Truong Pai hoc Duy tan
Tén nganh: KE TOAN ..........cooovvvivivirneeeeeeensnanns M4 nganh: 52340101

Moi Anh (Chi) trong thoi gian tir ngay 20/06/2015 dén ngay 30/06/2015 tai co so 182
Nguyén Vin Linh, TP Pa Néng dé 1am thu tuc nhap hoc.
> Ho so nhap hoc gom:
1. Ban photo bang tot nghiép Trung cp hodc Cao dang
2. Ban sao gidy khai sinh
3. Gidy cat chuyén sinh hoat Poan, Pang néu c6
> Hoc phi hoc ky dau: 6500000 (sdu triéu ndm tram ngan dong chdn)

Moi thac mac xin lién hé so dién thoai: 0511.650.403
HIEU TRUONG

Yéucau: - 1.Soan thao va dinh dang vin ban



- 2. DUNng chire nang Maillings dé dién cac thong tin (Ho va tén, Ngay sinh,
Tén nganh, M3 nganh) cho vian ban, lay di liéu tir File DANHSACHNGUON

MS POWERPOINT
Thiét ké 2 Slide vé6i noi dung nhu sau:

Slide 1

= Powerpoint 1a phan mém hd tre cho viéc thuyét trinh

= C6 giao dién than thién va dé sir dung
Slide 2 >

Slide 2
Ung dung thuyét trinh trong hoc tap
e Thao luan bai tip nhom
e Seminar
e Bio cdo dd &n moén hoc
e Bé&o c4o tot nghiép

~ -

% Y&u cau chung
1- Thiét ké 2 Slide v&i 2 miu Themes khac nhau
2- Tao hiéu Gmg dong cho tat ca cac d6i tuong trén slide 1, slide 2 (dat & ché do
trinh chiéu tu dong cho cac dbi twong
3- Tao lién két tur slide 1 dén slide 2
4- Thiét 1ap Transition va trinh dién ty dong cho cac slide
5- Thiét 1ap vong lap cho tat ca cac slide



