BAI TAP THWC HANH MICROSOFT WORD CO BAN
BAI TAP 1: Soan thao va dinh dang viin ban nhirng bai tho sau
THO XUAN DIEU: ‘
Chiéu

H&m nay, tr&i nhe [én cao,
To6i budn khéng hiéu vi sao téi budn...

L4 hong roi lang ngd thuon,
Swong trinh roi kin tir ngudn yéu thwong.

Ph4t pho hén cta béng huwong, ‘
Trong hoi phiéu bat con vwong mau hong.

Nghe chirng gié nhé qua séng,
E bén lau lach thuyén khéng vang bo.

Khéng gian nhw c6 day to,
Bwo&c di sé dat, ddng ho sé tiéu.

Em ém chiéu ngan ngo chiéu,
Long khéng sao ca, hiu hiu khé budn...
Xuén Diéu

THO XUAN QUYNH:
Bai tay em

Gia tai em chi c6 ban tay, ,
Em trao tang cho anh tr ngay ay.

Nhirng ndm thang cung nhau anh chi thay,
Qua khtr dai la mai toc em den.

Vui, budn trong tiéng noi, nu cudi em,
Qua gwong mat anh hiéu diéeu lo lang.

Hé Xudn Hwong



BAI TAP 2: Soan thao mau Phiéu ding ky dw hoc sau

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc l1ap - Tw do - Hanh phuc
----- 000 -----

PHIEU PANG KY DU HQC
Kinh giri:

B3I 0 B TP PP PR UPTOPROPRTPPTO
Sinh NEAY: .oovveriiiiii NEUYEN QUAN .ottt
ChUC VU VA QON VI CONG LAC: 1oiuviiiiiiiieeieitieie ettt ettt e e e et et eeteesbeesaesteesseessesseesseessesssenseessesseensens

SRt L oL T 07 (o) AT

Sau khi nghién ctu cac hinh thire va ndi dung dao tao cua Trung tdm. Can ctr vao diéu Kién va kha
nang hoc tap cua ban than. Téi xin dé nghi Trung tdm thu nhan t6i du hoc.

) T 1 1 oSSR
7 TR T {10 - o SOOI
3)  LOP hoC KNAT QIANG NZAY: ..cvvieiiiieiieie ettt ettt e e b e se et e e neesaeesaesaeens

T6i xin chap hanh moi quy ché hoc tap cua trung tam dé ra.

TP. Ho Chi Minh, Ngay ...... thang ...... nam 20... ... ...
Nguoi ding ky

(Ky va ghi ro ho tén)



BAI TAP 3: Soan thao miu So yéu ly lich sau

CONG HOA XA HQI CHU NGHIA VIET NAM
Pgc lap - Tw do - Hanh phic

----- 000 -----
SO YEU LY LICH

Ngay: covvevenens Théang ......... LN

Dia chi hién tai:

DieN thai: vvvvvevvveseivvvssiissnnns SO CMND: woeeseseseseseesseesesseesessssosesssssesses s sessessesseon
DANTOC .ovvvvvvvrcrsvecnnreressns TOM RO 1rvvvvvsvvvrssesssssesssssessssss s s

Ho t€n Cha: oo, Sinh ndm ........cccccveiinnene NGNE NGRIED v
H(_) 16111 (S Sinh nam ........ccccceeevunneen. NGNE NGRIED v
Ho tén vo hoac chéng: ............. Sinh nam ........ccccceeevnneen. NGHE NGRIED s

Ho tén cac con: Tudi, lam gi ? ¢ dau ?

........................... , Ngay ...... thang ...... nam 20... ... ...
Nguoi lam don

(Ky va ghi ro ho tén)

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

........................... , Ngay ...... thang ...... nam 20... ... ...



BAI TAP 4: Soan thao miu Bién ban sau

CONG HOA XA HQI CHU NGHIA VIET NAM
Péc 1ap - Tw do - Hanh phuc
---000---

BIEN BAN
V/v: Doi chiéu cong 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
Dia chi: 333 Lé Vian S¥, Quan 3, TP. H6 Chi Minh
Dién thoai: (028) 8388 899
Nguoi dai dién:LE ANH - Pho Giam déc

BEN B: CONG TY TNHH LOLO
Dia chi: 132 Luong Thé Vinh, P. Thanh Xuan Bac, Quan Thanh Xuan, TP. Ha Noi
bién thoai: (024) 8555 321
Nguoi dai dien:  PHAN EM - Giam déc

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

Piéu 1: Dwa vao Piéu 1 ciia hop dong, Bén A di giao cho Bén B gom:

Stt Tén hang PVT S6 lwgng Thanh tién

1. buong Bién Hoa ............... Tén ................... 200.50 ..o 100,000.00

2. Bot ngot Ajinomoto .......... L ——— 25.20 i 80,000.00

3. Bot ngot A-One ................ Tan o, 120.50 .o 221,000.00

4. G0 i (0 652.50 ..o 543,000.00

TONG CONG: ..t 944,000.00

Pidu 2: Bén B di thanh to4n tién hang cho Bén A:

1.Phiéu thu 452 .......coovveerenen. 29/10/2019 ..o 150,000.00 USD
2.Phiéu thu 455 ........ccc.ccevnen.. 30/10/2019 ... 180,000.00 USD
3.Phiéu thu 463 ......c..cccoevvence. 02/11/2019 ..o 210,000.00 USD

PIEU 3: Can ddi cong ng giira hai Bén

1. Tinh dén ngay 12/11/2019, Bén A con no lai Bén B s6 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, hop dong duoc thanh 1y.
Bién ban duoc lap thanh 04 (bdn) ban c6 gia trj nhu nhau, mdi Bén giir 02 (hai) ban.

PAI DIEN BEN A PAI DIEN BEN B



BAI TAP 5: Soan thao miu vin ban sau

BAN XI MANG POOC LANG BEN SUN PHAT CAO
Pchs40

Tru sé tiéu thu va gi6i thiéu san pham:
168 Pwong Nguyén Chi Thanh, Quin Pong Pa, TP. Ha Noi
Pién thoai: (024) 8582 217, (024) 8582 218.

e Cuong do chiu nén sau 28 ngay (40 N / mmz).
e Ham | uong khoang C3A, 5% va [2C3A + C4AF] <25%.

e DO no Sun phat sau 14 ngay khong 16n hon 0,04%.
e  C6 chira Bari trong thanh phan khoang Clanhke.

e  San pham dugc chira trong vo bao PP co 16p glay 16t Kraft, in hai
mau xanh - dé, nhan hiéu con rong xanh truyén théng.

e Dung trong xay du’ng cac cong trinh trong moi tru:0'ng nuoc man,
nudce lo, ving dat nhiém chua phen, céc cong trinh ngdm dudi
nudéc, ven bién, hai dao, hai cang, cau cong, ..



BAI TAP 6: Soan thao mau viin ban sau

Tap chi giao tan tay ban, s& tiét kiém duoc 9600 ddéng va cude phi buu dién. Ban chi

viéc dién vao phiéu ding ky sau day:

Ho va tén (Name):

Tén cong ty (Company):

bia chi (Address):

S6 dién thoai (Phone number):

S5

TIN HOC VOI POl SONG

PC World

TAP CHI VE CONG NGHE
THONG TIN VIET NAM,
PUQC SU'HO TRQ CUA IDG.

\

\>,

Gia 50,500 ddéng cho 12 s
bao bao gdm ca cudc phi
buu dién, duoc ap dung
trong ca nudc Viét nam. Ban
doc thudc cac tinh ngoai Ha
Noi va thanh phé HO Chi
minh ¢6 nhu cau guri bao
dam qua buu dién dong thém
2,000 dong cho mot sé.

CAC DU AN PAU TU TRONG NAM 2019

CUA NGANH CONG NGHIEP XE HOI

LIEN DOANH VON PAU TU (VND) PIA PIEM
VINASEAT ..o 45,000,000.00 ....oovviiieirie s Binh Duong
MEICEAES ....ovvverrrvvvvveresseesssssieresseees 65,000,000.00 .....ccccvveriiieiiciecreee e TP. HO Chi Minh
Daihatsu VN-INdo .......ccoocoovevvriiennrinnn. 31,000,000.00 ...cocvevereriririreeeeee e TP. Ha Noi
VN-SUZUKI vvvvoveereeeeesee s 20,352,000.00 .....ccoeeevvivieeeeene, TP. Bién Hoa - Bdng Nai
FOrAVN ..o, 112,700,000.00 ....coorerrrererereiseee s Hai Duong
(0111 7711 183,346,2554.00 ......ccvvvveeeeieeeen TP. Bién Hoa - Bng Nai
TOYOtA AULO ..oovvvverivererisereerssnniens 79,600,000.00 .....covvriiriiiieiereee e Vinh Phu

SUZU VN oo 70,000,000.00

TP. HO Chi Minh



BAI TAP 7: Soan thao mau viin ban sau

MICROSOFT CHINH THUC PHAT HANH OFFICE 2019

Microsoft vira chinh thic
phat hanh phién ban Office
2019 cho may tinh Windows
v6i nhidu cai tién dang gia,
dic biét phai ké dén tinh
ning diéu khién bing giong
né6i (Word), xuit video 4K
(PowerPoint). Ngay bay gio
hiy cung tim hiéu céc tai vé
ciing nhw cai dat Microsoft
Office 2019 nhé!

TIN HOC
CO BAN

e

MICROSOFT OFFICE 2019 CO Gi MOI?

Office 2019 mang cjén rat nhidu cai tién so v6i phién

ban trudc do, chi ti€t nhu sau:

e Thém tinh ning v& ty do bang but chi.

e Thém mot sé dang biéu dd mai trong Word va Excel.

e Nang cip tinh ning dam may.

e Thém tinh nang dua md hinh nhan vat 3D vao
PowerPoint.

° Hé tro giao dién ban dém Black Theme, tinh nang
diéu khién bang giong no6i (Word).

TIN HOC
TRINH
PO A

\ J
TIN HOC
VAN PHONG
TIN HQC
NGHE PHO
THONG
TIN HOC
TRINH
PO B



https://www.thegioididong.com/tin-tuc/moi-ban-tai-ve-microsoft-office-2019-phien-ban-moi-nhat-1120585

BAI TAP 8: Soan thao miu vin ban sau

CACH MANG CONG NGHIEP 4.0

Ciach mang Cong nghiép
4.0 13 gi?

Cudc cach mang cong nghi¢p
dau tién trén thé gioi dién ra
vao thé ky 18, khi nhiing
nguoi cong nhan st dung hoi
nudc va may moc trong san
xuit dé thay cho stc nguoi.
Sau d6 la dién ra doi, duoc s
dung trong day chuyén san
XUit va cac mo hinh san xuit
quy mo 16n, 1a khéi ngudn caa
cudoc cach mang tht 2. Vao
nhitng nam 1970 1a khi may
tinh ra doi, diéu nay tao ra mot
loat sy thay ddi trong cach con
nguoi Xt 1y thong tin, tu dong
hoa biang robot, ddy chinh la
cudc cach mang thir 3.

Hién tai, chung ta dang tham
gia vao cudc cach mang cong
nghiép lan thir 4, hay con goi
la Cach mang Cong nghiép

4.0 (Industry 4.0). Cudc cach
Mang nay tao ra moi truong
ma may tinh, ty dong hoa va
con nguoi S€ lam viéc cung
nhau theo nhiing cach thirc
hoan toan mai. Tai day, robot
va cac loai may moc s€ dugc
két ndi vao nhitng hé thong
may tinh, nhitng hé thong nay
s& str dung cac thudt toan dé
diéu khién ma khong can su
can thiép cia con nguoi.

Cugc Cach mang Cong
nghi¢p 4.0 s& dién ra nhw
thé nao?

CMCN 4.0 s& dién ra trén 3
linh vuc chinh gdm Céng nghé
sinh hoc, Ky thuat s va Vat
ly. Trong d6, nhitng yéu tb cbt
16i cua Ky thuat sb s& 1a: Tri
tué nhan tao (Al), Van vat két
ndi - Internet of Things

(IoT) va di liéu lon (Big
Data).

Trong linh vuc cong nghé
sinh hoc, CMCN 4.0 tap
trung nghién ctru dé tao ra
nhitng dot pha trong nong
nghiép, thuy san, y duoc, ché
bién thuc pham, bao vé méi
truong, nang lugng hoa tai
tao, hoa hoc va vat liéu, cung
linh vuc vat 1y véi robot thé
hé méi, may in 3D, xe tu lai,
cac vat ligu méi va cong nghé
nano.

Hién tai, CMCN 4.0 dang dién
ra tai cac nudc phat trién nhu
M, chau Au, mot phan chau
A. Bén canh nhitng co hoi
mai, trong quéa trinh thuc
hién CMCN 4.0, cac qubc gia
cling phai d6i mat voi khong
it nhitng rao can.



BAI TAP 9: Soan thao mau viin ban sau

HAPPY XMAS (WAR IS OVER)

Musician: John Winston Lennon / Yoko Ono

o this is Christmas. And what have

you done. Another year over. And
a new one just begun.

And so this is Christmas. | hope you
have fun. The near and the dear
one. The old and the young. A very
Merry Christmas. And a happy new
year. Let's hope it's a good one
Without any fear.

And so this is Christmas. For weak and for strong. For rich and the poor ones. The

world is so wrong. And so _happx Christmas. For black and for white. For yellow and
red one. Let's stop all the fight. A very Merry Christmas. And

a happy new year. Let's hope it's a good one. Without any fear.

And so this is Christmas. And what have we done. Another year over. A new one just

begun. And so happy Christmas. We hope you have fun. The near and the dear
one. The old and the young. A very Merry Christmas. And a

happy new year. Let's hope it's a good one. Without any fear.

War is over, if you want it. War is over now. La,.. la,... ah,... ah,... Happy Christmas
(Happy Christmas), Happy Christmas (Happy Christmas).


https://www.google.com.vn/search?biw=1232&bih=575&ei=g8xLXZHIK8PZhwOz5pL4Aw&q=L%E1%BB%9Di+b%C3%A0i+h%C3%A1t+Happy+Christmas+%28War+Is+Over%29&oq=L%E1%BB%9Di+b%C3%A0i+h%C3%A1t+Happy+Christmas+%28War+Is+Over%29&gs_l=psy-ab.3...4915.8802..9619...6.0..1.103.1527.17j1......0....1..gws-wiz.......35i304i39j0i7i30i19j0i13i30i19j33i10.2KEpOW-N8v0&ved=&uact=5

BAI TAP 10: Soan th4o va dinh dang cach bang biéu sau

a) Tao bang biéu:

stt | Gng/Ba | Ho vatén ﬁ:ﬁ;‘ ':I‘:]rﬂ Dia chi Thanh phé
1 Ong Lé Hiru Thin Nam | 1965 |77 Tran Hwng Pao, Quan1 |TP. HCM
2 Ong Pham Dinh Nam | 1966 |17 Ly Thwong Kiét, Quan 5 Viing Tau
3 Ba Tran Kim Binh | N 1975 |89 Lé Quy Boén, Quan 1 TP. HCM
4 C)ng Lé Van Binh Nam 1970 |66 Ly Thai T6, Quan 3 Bién Hoa
5 Ba Ly Thi Mau NGz | 1968 |111 Lo Puc Viing Tau
6 Ong Chau Ky Nam | 1969 |14 Lé Pai Hanh, Quan 10 TP. HCM
7 Ong Vi Xuan Dau | Nam | 1973 |34 Nguyén Du, Quan 1 TP. HCM
b) Danh sach hgc vién cua :
Stt | Hovatén : Thong tin lién Iac Nedy 1 Ghi cha
' S6 dién thoai Pia chi nhap hec
c) Mot so tat phim ding trong Table:
Cac phim Chdrc nang Cac phim Chdrc nang
Tab DPén 6 ké tiép Shift - Tab | Dén 6 trwdc do
Alt - Home | Dén 6 d4u tién phia trén Alt - End |Dén 6 cudi cuing trén
Alt-PgUp | Dén 6 dau tién trén cot Alt - PgDn | Dén 6 cubi cung trén cot
- Lui vé mot ky tw » Tién t&i mot ky tw
1+ Lén hang trén 2 2 Xubng hang dudi
Alt - F5 | Chon toan b bang Ctrl - Tab | Chén mét ky tw Tab
Enter Chén mét Paragraph F9 Tinh lai cdng thire




BAI TAP 11: Soan thao miu Phiéu nhap kho sau

POoN Vil

Mau s6 01 - VT
(Ban hanh theo Thong tw s6 133/2016/TT-BTC
ngay 26/8/2016 ctia Bo Tai chinh)

PHIEU NHAP KHO

Ngay ...... thang ...... nam.......... N o S
SO CO: e
Theo s hop dong ...... ngay ...... thang ...... ndm ......... 1T S
Nhép tal khO ..................................... dia diém
AL . Ma S6 lweng .. | Thanh
St Lontangiiod s6 |PVT [Theo chtrng tie | Thwe nhap Bongia | “an
(A) (B) (C) | (D) (1) (2) (3) (4)
TONG CONG:
TONG SO i8N (VIBEDANG CRE): oo s
6 CHNG 1 GOC KBM tEO: oo
........................ Ngay ......thang ...... ném ...........
Ngwoi 1ap phiéu Ngwei giao hang Thua kho Ké toan trwéng
(Ky, ho tén) (Ky, ho tén) (Ky, ho tén) (Hodc bé phén ¢é nhu céu nhap)

(Ky, ho tén)



https://sec-warehouse.vn/mau-bang-ke-xuat-nhap-ton-hang-hoa.html

BAI TAP 12: Soan thao miu viin ban sau

TIN HQC
SAO VIET

vin phong chi trong
6 Buoi.

theo

nhu cau caa doanh
nghiép / hoc vién ca
nhan theo.

Gido vién tan tinh
tap trung giang day
nhu cau thiet thuc
cua hoc vién.

Thoi gian va dia
diem dao tao linh
dong.

Cap giay chitng nhan
sau khi hoan thanh
khoa hoc.

DPang ky hoc tin hoc van phong cap téc tai nha

Pang Ky Hoc Tin Hoc Van Phong Cép Téc. Thanh thao
cac ky nang tin hoc co’ ban va néng cao trong vong 5
t&i 8 budi hoc. Thwe hanh 1 kém 1, gitp ngudi hoc tién
bd rat nhanh. K§ nang sir dung may tinh ,K§ nang soan
thdo van ban hanh chinh, Ky nang bang tinh ké toan
hanh chinh.

Hoc tin hoc van phong tlr co’ ban tai nha - Pang ky
hoc ngay

Phwong phap hoc Tin Hoc Van Phong hiéu qua, giup
hoc vién thanh thao ky nang THVP trong thoi gian
ngan. Chieng chi Ung dung CNTT Néng cao mang dén
loi thé canh tranh |&n trén thi trwd'ng viéc lam.

L6 trinh hoc tin hoc cor ban - Thanh thao Word, Excel,

ky nang may tinh
90% céac nha quan ly giéi trén Thé gidi dung Excel dé
quan tri. 85% ngwdi My dwoc hdi cho rang ki nang TIN
HOC VAN PHONG la ki nang bét buéc & cong sé.
NHUNG phan I&n nguoi Viét Nam khédng cdm nhan
dwoc sy khac biét cia WORD - EXCEL - POWER
POINT vi chi dung dwgc 10% cdng dung ctia nhung
phan mém nay.

Tai liéu tw luyén thi MOS 2013 - Cap nhat méi nhat
2019

Tong hop tai liéu tw hoc luyén thi MOS 2013 méi nhat.
B0 tai liéu ty hoc nay bam sat véi dé thi chuan tai lIG
Viét Nam.

Tin hoc van phong trng dung Word, Excel, Ké toan
cho ngw®i di lam
. Van
Phong Chuyén Nghiép. M& L&p Thudng Xuyén, Bang
Ky Hoc Ngay.

Trung tam tin hoc uy tin - Dao tao vi tinh van phong
cho ngw®i di lam
Trung tdm Tin Hoc & Tp.HCM, chuyén dao tao THVP,
tin hoc cho ngwoi di lam, xt&r ly di¥ liéu va bang tinh
chuyén nghiép. Giao vién kinh nghiém, néi dung day tin
hoc bam sat theo cong viéc thuc té.



https://blogdaytinhoc.com/dang-ky-hoc-tin-hoc-van-phong-cap-toc-tai-nha-tp-hcm-65
https://blogdaytinhoc.com/hoc-tin-hoc-van-phong-tu-co-ban-tai-nha-dang-ky-hoc-ngay-63
https://blogdaytinhoc.com/hoc-tin-hoc-van-phong-tu-co-ban-tai-nha-dang-ky-hoc-ngay-63
https://blogdaytinhoc.com/lo-trinh-hoc-tin-hoc-co-ban-thanh-thao-word-excel-ky-nang-may-tinh-59
https://blogdaytinhoc.com/lo-trinh-hoc-tin-hoc-co-ban-thanh-thao-word-excel-ky-nang-may-tinh-59
https://blogdaytinhoc.com/tai-lieu-tu-luyen-thi-mos-2013-cap-nhat-moi-nhat-2019-58
https://blogdaytinhoc.com/tai-lieu-tu-luyen-thi-mos-2013-cap-nhat-moi-nhat-2019-58
https://blogdaytinhoc.com/tin-hoc-van-phong-ung-dung-word-excel-ke-toan-cho-nguoi-di-lam-52
https://blogdaytinhoc.com/tin-hoc-van-phong-ung-dung-word-excel-ke-toan-cho-nguoi-di-lam-52
https://blogdaytinhoc.com/trung-tam-tin-hoc-uy-tin-tai-tp-hcm-dao-tao-vi-tinh-van-phong-cho-nguoi-di-lam-51
https://blogdaytinhoc.com/trung-tam-tin-hoc-uy-tin-tai-tp-hcm-dao-tao-vi-tinh-van-phong-cho-nguoi-di-lam-51

