BAI TAP 03B
Bai tdp bam theo Bai 3: Qudn Iy bang va danh sdch (tiét 23-36) ciia phin phoi chwong trinh
MOS Word 10.

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. M¢ tép Data_Baithuchanh 03B.docx. O cubi vin ban, tao mot bang mai gdm 3 cot
va 4 hang, nhap tiéu dé cot 1an luot 1a Giai, Lop, Phan thudng. (Tiét 23)

2. Chon khdi dir liéu 7 dong & muc “Dit liéu can chuyén thanh bang” va dung Convert
Text to Table v&i ddu phan cach 1a ddu chdm phay dé tao bang diém. (Tiét 24)

3. Chén thém mot cot Tong diém vao bén phai bang diém va thém mot hang cho 16p
10A3 véi cac gia tri 15; 15; 15; 15. (Tiét 25)

4. GoOp cac 6 cta hang dau tién phia trén bang diém va nhap tiéu d¢ “BANG TONG
HGQP BDIEM HQOI THAO”; sau d6 dung Split Table dé tach hai hang cudi thanh mot
bang riéng rdi hoan tac (Ctrl+Z). (Tiét 26)

5. bat Cell Margins ctia bang 1a 0,1 cm cho moi phia; can dir li¢u cac cot diém theo
kiéu Center, cot Lop theo kiéu Align Left. (Tiét 27)

6. Sip xép (Sort) bang diém theo cot Bong da giam dan; bat Repeat Header Rows dé
hang tiéu dé lap lai khi bang sang trang. (Tiét 28)

7. Ap dung Table Style kiéu Grid Table 4 — Accent 1 cho bang diém; d6i mau dudng
vién ngoai thanh Blue, Accent 1, 6 day 1,5 pt. (Tiét 33)

8. Chuyén ba dong “Khdi 107, “Khéi 117, “Khdi 127 va cac dong 16p thanh danh sach
c6 ky hiéu (Bullets) vdi ky hi€u hinh vudng =. (Tiét 34)

9. Chuyén danh sach trén thanh danh sach nhiéu cip (Multilevel List): cap 1 1a cac
khoi, cép 2 1a cac 16p; danh ) cép 1 theo kiéu I, IL, III va cép 2 theo kiéu 1, 2, 3. (Tiét 35)
10. Cho danh sach & muc “Ghi cha ctia ban t6 chirc” bat dau lai sé thir tu tir 1 (Restart

at 1). (Tiét 35)

11. Luu van ban voi tén Baithuchanh 03B.docx, xuat ban thanh Baithuchanh 03B.pdf
va d6i chiéu voi Baithuchanh_03B_Result.pdf. (Tiét 36)

Tép di kém: Data_Baithuchanh_03B.docx (van bdn goc), Baithuchanh_03B_Result.pdf
(két qua mau).
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