BAI TAP 01B - QUAN LY TAI LIEU TRONG WORD
Bai tdp bam theo Bai 1: Qudn Iy tdi liéu trong Word Microsoft (tiét 1-10) ciia phdn phoi
chirong trinh MOS Word 10 — dé cwong MO-110.

Yéu cau: Hoc sinh tao thu muc Lop HoTen tai 6 Z:\ dé luu bai tap. S6 tiét tvong tmg
trong phan phdi chuong trinh dugc ghi & cudi mdi cau.

1. M6 tép Data Baithuchanh 01B.docx. Thiét l4p trang: khé gidy A4, hudéng gidy
Portrait, 18 trang Top 2 cm, Bottom 2 cm, Left 3 cm, Right 2 cm. (Tiét 4)

2. Dung Find (Ctrl+F) tim cum tir “gian hang” va cho biét cum tir ndy xuét hién bao
nhiéu 1an; sau d6 dung Replace (Ctrl+H) thay tit ca cac tir “HS” trong vin ban thanh
“hoc sinh™. (Tiét 2)

3. Dung Go To (Ctrl+G) dé di chuyén nhanh dén trang 2, rdi dung Navigation Pane dé
di chuyén dén muc “Piéu kién sir dung:”. (Tié2)

4. Tao Bookmark tén GianHang tai dong “CAC GIAN HANG KHAC”; chén
Hyperlink cho cum tir “TAI DAY lién két dén Bookmark GianHang vira tao. (Tiét 3)
5. Bat hién thi ky hiéu dinh dang (nut § — Show/Hide), quan sat ddu két thic doan; 4n
(Hidden) dong “Théng tin thém” rdi cho hién thi lai van ban an. (Tiét 3)

6. Ap dung chii dé (Themes) kiéu Retrospect va b dinh dang (Style Set) kiéu Lines
(Simple) cho tai li€u. (Tiét 5)

7. Pit mau nén trang (Page Color) 1 Blue, Accent 1, Lighter 80%; vién trang (Page
Borders) kiéu Box, nét doi, mau Blue, Accent 1; chén Watermark dang chir véi ndi
dung “BAN NHAP”. (Tiét 5

8. Chén Header c6 ndi dung “Truong THPT Nguyén Khuyén”, Footer c6 ndi dung
“Ngay hoi doc sach” va sb trang (Page Number) dit ¢ cudi trang, canh giira. (Tiét 6)

9. Chén ndi dung tép GianHang.docx vao cudi vin ban bang 1énh Insert — Object —
Text from File. (Tiét 2)

10. Khai bao thugc tinh tai liéu (Document Properties): Title 1a “Ngay hoi doc sach”,
Author 1a Lop_HoTen cua em, Keywords 1a “ngay hoi, doc sach, thu vien”. (Tiét 7)

11. Dung Inspect Document dé kiém tra va loai bo thong tin ¢4 nhan (Document
Properties and Personal Information) khoi tai li€u. (Tiét 9)

12. Dung Check Accessibility, thém Alternative Text cho bang “CAC GIAN HANG
KHAC” véi ndi dung “Bang gia vé cac gian hang”. (Tiét 9)

13. Dung Check Compatibility dé kiém tra mirc do twong thich cua tai liéu véi Word
97-2003 va ghi lai sb 16i dugc béo. (Tiét 10)



14. Vao Print, xem trudc khi in; chon in 2 trang trén mét td gidy (2 Pages Per Sheet) va
chi in trang 1 (khong can in ra gidy that). (Tiéts)

15. Luu van ban voi tén Baithuchanh 01B.docx, sau d6 xuat ban thanh tép
Baithuchanh 01B.pdf va ddi chiéu voi Baithuchanh 01B_Result.pdf. (Tiét 7)

Tép di kém: Data_Baithuchanh 01B.docx (van ban géc), GianHang.docx (bdang chén
thém), Baithuchanh 01B_Result.pdf (két qud mauw).

bé cuwong MO-110:
https://learn.microsoft.com/en-us/credentials/certifications/exams/mo-110/



