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TRUNG TAM TIN HQC SAO VIET QS 093 11 44 858

BAITAP 1

(N¢i dung: Sao chép noi dung va trinh bay font — paragraph)

Co tinh yéu nao hon tinh yéu cua Cha va Me

Khi dén mua bao hiéu Vu L.an, con lai ngo ngan boi hdi nghi vé me. “Iie” 14 tiéng goi
ma tir khi 4u tho con bap be, va theo ca cudc doi con, con van goi nhung ching may ai hiéu dugc
¥ nghia thiéng liéng, chiéu sadu va bén bd cua tiéng goi d6. Phai ching trong trai tim ciia moi
chung ta, me gan giii va quen thudc.... va me chinh 13 d6i mat sang, 13 bo vai, 13 giong n6i 4m
ap, 1a com #n, 40 mic, me ciing 14 qué huong, 1 bén bd cho doi con vé sau mdi khé khan, vap
nga hay la khi con thanh dat, vinh danh....

Suét cd cuge doi, tam than gay cua me chi biét song, hy sinh cho hanh phiic ciia con, vi
con ma me chiu bao vat vd gian nan va cay dang nghiét ngd. Trong giéng t6 me bdo boc doi
con, me la anh sang soi diwong, Me vo hinh trong méi budc chan con, dé con khong bi lac gira
dém dai tam t6i. Nhiéu liic con nhir roi xuong ho sdu tuyét Vong truéc nhing cam bay nghiét
ngd cua cude doi. Me ludn la nguoi c6 mat bén con dit diu, an i, dong vién, chdp cho con doi
canh cua niém tin va hy vong dé con c6 nghi luc vieon 1én doi mdt va tranh ddu cho Sw Song vinh
hang.

“Long me bao la nhw bién Thdi Binh” — Vang! Bién Thai Binh ménh méng nudc thi tinh

thuong yéu ctia me danh cho con ciing dat dao nhu thé.
Véi tinh yéu thuong, su hy sinh vo bo bén d6 ¢6 1& chi nhiing
ai 1am cha, 1am me méi ¢o thé thau hiéu 1 cach tron ven ndi ding
cay co cuc hay su théng khd doan truong caa me cha. Co gido Hong
Van khi cham con ciing da cong nhan: “C6 con méi hiéu 1ong cha
me” — Va bao ngudi me khac khi lam me méi hiéu duoc.

Dong thoi gian cu tr6i, con cua cha me ngay cang 1on khon va chung
con ciing dan dan phai xa cha me. Tudi thanh xuan twoi tin hon nhién cua
chung con dugc ddp d6i bang nhiing nép nhan trén gd ma gia nua kiét s, tiéu
tuy cta cha me. Su khon 16n cua ching con 1a ndi cay ding, gian nan vat va
ctia cha me, vi so con minh thua ching kém ban ma cha me phai lao tam kho

tri, budn tao ban tan khong ngai gian

Chuyén Pao Tao Tin Hoc Thwe Hanh
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BAI TAP 2

(NO6i dung: Sao chép ndi dung va su dung Bullets and Numbering, Border and Shading)

1. Dung chuc nang Bullets and Numbering, Border and Shading dé dinh dang doan van ban
Sau.
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* Hay lam moi thir hét minh dé sau nay nhin lai, ta khong phai hoi han vi da chua lam het
sic. Tat ca déu duoc bat dau tir con s6 khong. Trudc khi biét mot dicu gi do, tat ca
-~ ching ta déu chua biét vé né.
4 Trong mot con ngudi ludn cd nhitng mat doi 1ap: ta 1am nhiéu thir thanh thién lim, ma
cling 1am nhiéu thir khung khiép va ghé tom lim. Séng tét cho minh ciing 13 mot cach
dé giup dd cho x4 hoi.
~ 4 Khi thuong yéu nguoi khéc, ban sé trao thém stc manh cho ho. Cé nhiing vét thu’O‘ng
~ trong qua khir duoc lanh lai nho vao tinh thuong cuia moi nguoi.
£ Co nhirng su im lang rat dang so vi d6i khi, im ling 13 sy gian di tinh vi nhat. Su glan
dir dan dén cing thang lam ting nguy co mac bénh cao huyét ap, tim mach. o
4 So hai 1a ddu hiéu cua viéc chua du kién thie dé hiéu o ban chét cua van dé. Kinh - N
nghlem séng c6 duoc tir nhitng 1an dbi pho véi hoan canh. Bai thé, hay lan xa that nhiéu,
roi ta sé c6 kinh nghiém.
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2. Dung chire ning Bullets and Numbering dé trinh bay doan vin ban sau:

1) BO DPINH DANG (style)

1) Khai niém

2) Thao tac trén Style

I1) TAP TIN MAU (TEMPLATE)

1) Khai niém

2) Tao tap tin mau méi
a) Tao mot trang van ban mai chira nhitng thong tin chung va dinh dang
b) Luu trang vin ban c6 phin mé rong .dot

I11) PINH DANG FONT CHU
1) Font size
2) Font Color
3) Text effects
a) Outline
b) Shadow
¢) No Shadow
d) Glow
e) Reflection

IV) PINH DANG POAN VAN
1) Bullet and Numbering
2) Border and Shading

Chuyén Pao Tao Tin Hoc Thwe Hanh
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BAI TAP 3

(Noi dung: Tab két hop véi Bullet and Numbering, WordArt )

TRUNG TAM TIN HQC SAO VIET CONG HOA XA HOQI CHU NGHIA VIET NAM
Péc lap - Tw do - Hanh phic

GlAY GIO1 THIEU

___&)(z___
Trung tam Tin hoc Sao Viét giai thi¢u:

FNinh vIEh e ERes R e i B B S SAVEE S B e e e B B
Hien Gan ool oD s cs s B i b bl o S e ST b el i s 5B vt i M Pt S T
o kha thirerie i tal .o Sl dams Son Slisil g B e e SR S S e
DA thire AP T8l s |t et B s Sos B i e st B s s Pl e oot
Thoi gian tr ngay:.....ccoecveveveiivienne, B nogye st T S g T L 2

Kinh d& nghi qiy co quan gitp da.

Bién Hoa, ngay thdang .....nam 2023
Giam doc

\ Ho va tén Khoa Lép Piém TB
(T RV T1Y 2 () O —— o] V) [ —— o0 | K. V— 8.7
2. Tran Hoang Nguyén ----------------- Co Khi-----=-==-smeoeeaen- CbCK3B------------=------ 8.5
3. Pham Ngoc Nhung ------------------- MayTT --------m-mmmmommem- TCMT32D ------------------ 8.3
4. Hoang Trung B40--------------------- Co Khij----==-nemmeeeeaene- CbCK6A--------------—--- 8.25
5. Tran M§ TAm -----------=nnnnnnnnnnn-- (0 V] [ SRR (04 ) 5 K7 SR EER—— 8.0
6. Hoang Minh --------------=mmmmmmee Cong Ngh¢------------------ CDOT11 --------------—---- 8.0
7. Tran Minh NgoC ------==------==m---—- TCNH - (0] D)\ /- [ —— 7.8
8. Tran Nguyén Phiic-------------------- (O ——— (1G] D) 1 10— 9.0
9. Hoang Kim Ngan --------------------- K& T0an ----m-nn=n-mmmmnnn- 13DHKTO1 ----------------- 8.0
10. L& Nga ------==mmmmmmmmmmmmmmeeeeeeeeee Ngoai Nt -----=======----- 13DTAOQL - 8.5

Chuyén Pao Tao Tin Hoc Thwe Hanh
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BAI TAP 4
( Noi dung: WordArt, Shape, Text Box )

Vu lan vé con cai lén nguc

Bong hdng vang bao hiéu

Théang bay mua ngau hay

1
A

Cua nhitng dra con nhé v

Mét nén huong them ndng nan lang 18

Nbi long con giri ga nhﬁ'ang

Du bao nam du cé v6 thuong

Cong sinh dudng van 1a cong 16n nhat

Doi bién Thoai Q.Binh Thanh

Hién trang thiét bi dau cudi thué bao:
O bién thoai
O Fax

Tong Poi SC & LPPién Thoai CONG HOA XA HOQI CHU NGHIA VIET NAM
boc lap — Ty do — Hanh phuc

#0006 0006
PHIEU BAO TRi BAO DUONG PUONG DAY THUE BAO, TRUNG KK
ICBAEMENAD @R o N e S R LI oo N o\ S el O R o N oo Lo Vo
T L R e e, LT A N e e e

SO BICRItNOAIS o . e A, o o e i o

O May tinh
O Modem
Cat Barthictbikhae. 5. 4 Mol U e yes

Chuyén Pao Tao Tin Hoc Thwe Hanh
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BAI TAP 5
CONG HOA XA HQI CHU NGHIA VIET NAM

Poc 1ap - Tw do - Hanh phuc
----- 000 -----

PHIEU PANG KY DU HOQC

Kinh giti: TRUNG TAM TIN HQC SAO VIET

NS R 1o ) B ST

Sau khi nghién cru cac hinh thtrc va noi dung dao tao caa Trung tim. Can ctr vao diéu Kién va
kha nang hoc tap cua ban than. T6i xin d€ nghi Trung tam thu nhan t6i du hoc.

1) TR 1 o SRS USTROPS
7 I I 2 To o T o RSP SRRR
3)  LOP oC KNal QIANE NEAY: ..ot

Téi xin chdp hanh moi quy ché hoc tap cua trung tim dé ra.

TP. Hé Chi Minh, Ngay ...... thdng ...... néim 2023
Nguoi dang ky

(Ky va ghi ro ho tén)

Chuyén Pao Tao Tin Hoc Thwe Hanh



TRUNG TAM TIN HQC SAO VIET QS 093 11 44 858
BAI TAP 6

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

SO YEU LY LICH
HOO VA M o
Ngay:...ooooonee Théng............. NAM SINNI .o
3D YN0l 1) B 11T 1 PP SORTR
Dién thoai:......ccceoveveeeeeean. SO CIMIND: ettt e e,
Dan TOC ...oovvevviiiiiiiiiiiee, TON GIAO ...
Ho tén Cha: ......cccovvveveenenn, Sinh nam .......c.cccevvennen, NGh& NGNIEP ...
INOT COME LACT ..ttt etttk s ek etk e e Rt e e R e e b et e R et an e e et e e s e e nnr e e e s e e nnneennr e e
Ho tén Me: ..ccovvvveeeeeeiiiie, Sinh nam ...................... NGh& NGNIEP ...
DAL 7o) s T - TR PO PR PR
Ho tén vo hoic chong: .......... Sinh NAM .o.ovvevveecennne, NGhE NGNIBP ...cveeeveeeeeeee e,
Noi cong tac: ......... R
Ho tén cac con: Tuoi, lam gi?, & dau?
Ho va tén Tuoi Nghé nghiép Noi & hién tai Quan hé
TP. Hé Chi Minh, Ngay ...... thdng ...... néim 2023

Nguoi lam don
(Ky va ghi ro ho tén)

XAC NHAN CUA CHINH QUYEN PIA PHUONG
(Hoac co quan chui quan)

Chuyén Pao Tao Tin Hoc Thwe Hanh



TRUNG TAM TIN HQC SAO VIET QS 093 11 44 858

BAI TAP 7

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

BIEN BAN
V/v: Doi chiéu cdng n¢ va thanh ly hep dong
So: 99/HD-MB-PTTS
Hom nay ngay 13 thang 11 nam 2019, dai di¢n hai bén la:

BEN A: CONG TY PINACO

Pia chi: 333 Lé Vian Sy, Quan 3, TP. H6 Chi Minh
Dién thoai: (028) 8888 899

BEN B: CONG TY TNHH LOLO

Dia chi: 132 Luong Thé Vinh, P. Thanh Xuan Bic, Quan Thanh Xuan, TP. Ha Noi
Dién thoai: (024) 8555 321

Hai bén tién hanh d6i chiéu chimg tir va thanh 1y hop dong S6 99/HD-MB-PTTS ngay 26
thang 11 nam 2019 gom cac dieu khoan sau:

Piéu 1: Dya vao Piéu 1 cia hop dong, Bén A di giao cho Bén B gom:

1. Puong Bién HOA.......covvevvveeeanns LI 11 O 200.50 ......ociiririnnns 100,000.00
2. Bot ngot Ajinomoto....................... TAN oo, 25.20 ..o, 80,000.00
3. Botngot A-ONe.......c.cccvveererevennne. TaN o, 120.50 ..o, 221,000.00
R 7 Y R G T 652.50 .....veerrerreinens 543,000.00

Tong cong: 944,000.00

Diéu 2: Bén B da thanh to4n tién hang cho Bén A:
1. Phiéuthu 452 . ...cccoevrrrernnneen. 29/10/2019.......oiiiiieieee 150,000.00 USD
2. Phiéuthu455.....cccccovvrrrennene, 30/10/2019.....ceiiiiiiie e 180,000.00 USD

PIEU 3: Can doi cong no giira hai Bén

1. Tinh dén ngay 12/11/2019, Bén A con no lai Bén B sd tién 5,000.00 USD. Bén A s& hoan
lai cho Bén B ngay sau khi van ban dugc hai bén ky.

2. Sau khi bén A thanh toan xong, hgp dong dugc thanh 1y.

PAI DIEN BEN A DAl DIEN BEN B

Chuyén Pao Tao Tin Hoc Thwe Hanh



TRUNG TAM TIN HQC SAO VIET QS 093 11 44 858

BAI TAP 8

(Sao chép nodi dung dé hoan thanh nhu mau)

a) Tao bang biéu:

Stt |Ong/Ba| Hova tén SI'I‘;' 1;?]‘;‘ Dia chi Thanh phé
1 Ong Lé Hiru Thin Nam 1965 | 77 Tran Hung Pao, Quan 1 TP. HCM
2 Ong Pham Dinh Nam 1966 | 17 Ly Thuong Kiét, Quan 5 Di An
3 Ba Tran Kim Binh N 1975 | 89 Lé Quy Pon, Quan 1 Thu buc
4 Ong | Lé Vin Pinh Nam | 1970 | 66 Ly Thai T6, Quan 3 Bién Hoa
5 Ba | Ly Thi Miu Nit | 1968 | 111 Lo Puc Thuan An
6 Ong | ChauKy Nam | 1969 | 14 Lé Dai Hanh, Quan 10 Ha Noi
7 Ong | Vii Xuan Dau Nam | 1973 | 34 Nguyén Du, Quan1 Pa Ning

b) Danh sach hoc vién cia TRUNG TAM TIN HQC SAO VIET:

Thong tin lién lac 3
ot Ho va tén S6 dién thoai T len})fa chi nhlglrgJagoc SIHEL]
¢) Mot so tat phim dung trong Table:
Cac phim Chirc nang Cac phim Chirc nang
Tab Dén 6 ké tiép Shift - Dén 6 trude do
Alt - A A AR A A LA A A
Home Dén 6 dau tién phia trén Alt- End | Pén 6 cuoi cung trén
Alt-PgUp | Dén 6 dau tién trén cot Alt - PgDn | Bén 6 cubi cung trén cot
- Lui vé mot ky tu » Tién téi mot ky tu
1 Lén hang trén ¥ Xubng hang dudi
Alt - F5 | Chon toan bd bang Ctrl - Tab | Chén mét ky tu Tab
Enter Chén mot Paragraph F9 Tinh lai cong thuc

Chuyén Pao Tao Tin Hoc Thwe Hanh



TRUNG TAM TIN HQC SAO VIET QS 093 11 44 858

BAITAP9 ~
(Sao chép nodi dung va st dung hinh anh c6 san dé hoan thanh nhu mau)

TRUNG TAM PAO TAO
TIN HQC SAO VIET

V61 hon 15 nam thanh 1ap va phat
trién. Chang t6i di xay dung duoc
d6i ngili nong cbt hon 100 nhan sy
chat lwong cao trong céc linh vuc vé
e Cong ngh¢ thong tin. Cong ty Gido

cHoYEn NEHIER S TAN TAM - HEEEEEE Duc Sao Viét tu hao 1a don vi hang
Chuyén Bao Tao Tin Hoc Thyt Hanh Cho: \ f— > dau trong linh vye tur van va dao tao
1 HOC SINH, SINHVEN. NGUOI M1 BAT DAU 4. CHUNG CHi CNTT CO BAN, NANG CAO tin hQC, thlét ké phén mém, thlét ké
5 i o2 TR c.o ot website, Quang cdo - Marketing
online. Hon 50.000+ khach hang da
tin tudng va sir dung cac dich vu cua ching t6i lién tuc trong nhiéu nim qua. Tin hoc Sao Viét
hién nay 1a ddi tac dao tao quan trong cua nhiéu cong ty va td chirc gido duc tai TP.HCM, Ha
Noi, Pong Nai, Binh Duong, va cac tinh thanh trén khap ca nudc.

TRUNG TAM TIN'HOC

Cac khoéa hoc tai Tin hoc Sao Viét:

1. Tin hoc van phong
a. Word
b. Excel
c. May Tinh
d. PowerPoint
2. V& k§ thuat
a. AutoCAD 2D
b. SolidWorks
c. SketchUP
d. 3ds Max, Solidworks...
Ké Toéan
Tin hoc qudc t¢ MOS, 1C3
D6 hoa Photoshop - Al — Corel

Quang cao Google - FaceBook — SEO.

i @

Chuyén Pao Tao Tin Hoc Thwe Hanh
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BAI TAP 10

(Sao chép nodi dung va sir dung hinh anh ¢6 sdn dé hoan thanh nhu mau)

CONG TY TNHH GIAO DUC TIN HQC SAO VIET
Tru sé chinh: P. Tan Mai, Tp. Bién Hoa, T. Pong Nai
093 11 44 858 (® blogdaytinhoc.com
>4 trungtamtinhocsaoviet@gmail.com

BANG BAO GIA DICH VU PAO TAO DOANH NGHIEP

Kinh giri: Cong Ty TNHH Seong Ji Sai Gon

Chung t61 xin tran trong bao gia dich vu dao tao khéa hoc Tin hoc van phong co ban nhu sau:

STT Ni dung khéa hoc PVT llgg’;; ?{',’;g;‘ T':;‘;‘Ige“
1 | K§ nang st dung may tinh co ban Buoi 1| 1,500,000 1,500,000
2 | K¥ ning soan thao vin ban Buoi 3| 1,500,000 4,500,000
3 | Ky nang trinh chiéu PowerPoint Buoi 3| 1,500,000 4,500,000
4 K¥ nang sir dung bang tinh Excel Bubi 8| 1,500,000 12,000,000
TONG CONG 15 22,500,000

(Bang chiv. Hai muwoi hai triéu nam trim ngan dong chdin.|.)

Ghi chu:
# Pon gia chua bao gdm thué VAT
# Béo gia co hiéu lyc trong vong 14 ngay ké tir ngay ban hanh.

Moi chi tiét vui long xin lién hé:

Hotline: 093 11 44 858 Email: trungtamtinhocsaoviet@gmail.com

Tran trong kinh chao!

TP. H6 Chi Minh, ngay 04 thang 03 nam 2023
CONG TY TNHH GIAO DUC TIN HQC SAO VIET

Chuyén Pao Tao Tin Hoc Thwe Hanh
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TRUNG TAM TIN HQC SAO VIET QS 093 11 44 858

BAITAP11 )
(St dung Shapes théng thudng dé vé so do to chire cong ty theo mau)

Yéu cau: Sau khi vé xong, diing chirc ning Group dé nhoém toan bd Shapes vé 1 khoi

PGD kinh doanh PGD tai chinh

NV telesale
NV ban ha >
KT kho == KT tong hop

Chuyén Pao Tao Tin Hoc Thwe Hanh



CAC KHOA HOC KHAC TAI
TRUNG TAM TIN HOC SAO VIET

Ky nang sU dung may tinh

Ky thuat vién tin hoc

Tin hoc van phong Word - Excel - PowerPoint
Tin hoc quéc té MOS

Tin hoc quéc té IC3 GS5

Thiét ké do hoa Al - Photoshop - Corel

Vé ky thuat AutoCAD 2D - 3D, Sketchup, Vray,...
Tin hoc lap trinh

K& toan thuc hanh téng hop

Tiéng Hoa cho ngugdi Viét

QUET MA QR
PE BIET THEM THONG TIN CHUC BAN HOC TAP TOT!
www.blogdaytinhoc.com . g .




