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TUAN 1

v
CHAT LUQNG - AN T'ONG - THAN THIEN

Yéu ciu: Sinh vién tao thu muc T1_HoTen MSSV tai 6 E:\ dé luu bai tap.

Thao tac voi Desktop.

1. Hay sap xép cac biéu tuong trén desktop theo tén (name).
2. Hay thay ddi anh nén ctia man hinh desktop thanh anh bt ky.
3. Tim chuong trinh Notepad, Wordpad, Paint va tao shortcut' ¢ho tirng chuong trinh
nay trén nén desktop.
4. Lam rong Recycle Bin.
II.  Thao tac véi Taskbar.
7. Thay d6i vi tri thanh tac vu (Taskbar) san
8. Thiét 1ap thudc tinh ty dong an cho tha
9. Hay tim chuong trinh Microsoft Word, Excel, Power Point va gin chiing 1én
thanh tac vu (Taskbar).
10. Chay cac chuong trinh Mi€p6soft Word, Excel, Power Point tir biéu tuong trén
thanh tac vu (Taskbar)
11. Sap xép cira sO cac chwong trinh ing dung dang mo theo kiéu xép ngéi (Cascade
windows).
12. Sap xép clra s ¢
13. Chon hi
14. Pong
I11.  Internet
15. Bang nhap tai khoan facebook cua ban, like va share 1 trang facebook ma ban thich.
Chup anh giao di¢n man hinh hién tai va luu thanh tép tin voi tén la <MSSV-
Hoten>.docx trong thu muc T1_HoTen_MSSV.
16. Bang nhap dia chi email sinh vién cta ban, luu tap tin <MSSV-Hoten>.docx &
cau 15 1én google drive cua ban.
IV.  Thao tac voi Windows Explorer.
17. Mé ctra s6 Windows Explorer.
18. Sép xép cac thu muc, tap tin trong 6 E:\ theo Kich thudc (size) giam dan.
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19. Xem céc thu myc, tip tin trong 6 E:\ theo ché do xem chi tiét (Details).
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20. Hién thi cira s6 xem trudce (Preview Pane) trong Windows Explorer.
21. Hién thi ctra so chi tiét (Details Pane) trong Windows Explorer.

22. Xem va ghi lai cac thong tin vé may tinh vao tap tin CauHinh.rtf trong thu muc
bai tap.

23. Xem thuge tinh o dia C :\, kiém tra dung luong dia, dung luong di sir dung va dung
lurong con trong, ghi ti€p thong tin vao tap tin CauHinh.rtf.

24. Pong va luu tap tin CauHinh.rtf vao thu muc T1_HoTen_MSSV.

25. Hiy tao mot cdy thu muc nhu sau tai 6 E:\
T1_HoTen_MSSV

MOS 1

Wind6

d 2016

MOS 2

Power Point 2016

7§Z Excel 2016

ca cac tap tin c6 phan mo rong 1a DOCX. Sao chép

26. Trong 6 dia hé thong, ti

nc Windows

cac tap tin ¢6 phan mo rong 1a RTF, sao chép 1 tap

29. Trong 6\dia C h§ théng, hay tim cac tap tin c6 phan mo rong 1a JPG, sao chép 1
tap tin hu mac Tuanl.

30. Thiét 1ap dé an di phan mé rong cia tap tin.

31. Hay dat thudc tinh an, chi doc cho thu muc MOS 2.

32. Thiét 1ap dé khong xem duoc cac thu muc/tap tin 4n trong Windows Explorer.
33. Poi tén thu muc MOS 1 thanh tén méi Cosotinhocl.

34. B6 thudc tinh an, chi doc cho thu muc MOS 2.

35. Xoa thu muc MOS 2.
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36. Vao thung rac (Recycle Bin) tim va phuc héi lai thu muc MOS 2.

v
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37. Béi tén thu muc MOS 2 thanh tén méi Cosotinhoc?2.

V. Thao tac véi Control Panel.

38. Thiét 1ap dinh dang s6 sao cho du thap phan 1a dau phdy (,), ddu nhom sb 1a ddu
cham (.), s6 chit sé sau dau thap phén 13 3, ddu phan cach cac thanh phén trong
cong thirc excel 1a ddu chdm phay (}).

39. Cai dat thém font chit trong thu muc Font Thu Phap nam tfong thu muc bai tap
vao may.

40. Cai dat chuong trinh VLC media player tir ta
chép nhan tat ca thiét 1ap mac dinh trong quatrink ‘

két thuc cai dat.

tall.exe tai tir Elearning,
ng m¢ chuong trinh khi

41. Chay chuong trinh VLC media player tir shortcut trén desktop, tat chuong trinh.

42. Chay chuong trinh VLC media player tir menu Start. M¢ va xem clip.mp4 trong
thu muc bai tap bang VLC

43. GO bo chuong trinh VL

edia playér’ Sau khi xem xong, tat chuong trinh.

dia player khoi may tinh.

VI. Céac phin mém co
44. Tao mdt tap tin mai trong Word'2016, chon font chit VNI-Script, c¢& chir 32.
Chon bo ma V tadows frong Unikey. Nhap ndi dung sau va luu lai thanh
tap tin Baitho.d u muc Tuanl:

ubc son ha Nam dé cw
t nhién phan dinh tai thién thw
Nhwhanghichlblaixampham?

7 Nhirddnghanhkhan thi baihuw!
45. Thay doi font chir thanh .VNTime, c& chir 18. Chon b ma TCVN3 (ABC) trong

Unikey. Nhap tiép noi dung sau va luu tap tin véi tén ThoThuphap.docx tai thu
muc Tuanl.

Dich tho
SéngnuinwdcNam,vuaNama,
Ranhranhphéndinhtaisachtroi
Cosaoliigiac sangxampham

Chang bay sé bj danh toi boi
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46. M6 chuong trinh Paint, vé cac hinh sau, luu thanh tap tin TapVe.png trong thu

muc Tuanl.

47. Nhan nat Prt Scr (Print Screen) dé chup anh man hinh Desktop, sau d6 dan hinh
chup man hinh vao tap tin trong chuong trinh Paint, luu tap tin voi tén Desktop.tif
trong thu muc Tuanl.

48. Nén thu myc T1_HoTen_MSSV va ndp 1én hé thdng elearning:
cait.tdtu.edu.vn/elearning.
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