TRUONG CAO DANG KINH TE DOI NGOAI
BO MON KHOA HQC CO BAN

PE CUONG ON TAP TIN HOC PAU VAO HE CAO PANG

. Hinh thirc kiém tra: thuc hanh
. Thoi gian: 60 phut
. No¢i dung:

Bai 1. Soan thao viin ban véi Microsoft Word
1.1. Cac thao tac co ban véi Microsoft Word
1.1.1. M6 chuong trinh Word
1.1.2. Déng chuong trinh Word
1.2. Céc thao tac co ban véi tap tin Microsoft Word
1.2.1. Tao tap tin mai
1.2.2. Mé tap tin sén c6
1.2.3. Luu tap tin (luu thong thuong va luu véi tén khac)
1.2.4. In tap tin
1.3. Pinh dang véan bin
1.3.1. Pinh dang font
- Kilu chix (font), ¢& chit (font size), mau chit (font color), font style
(in dam, in nghiéng, gach dudi)
- Hiéu ung (effects): strikethrough,

subscript

L, superscript
>

- Chuyén d6i kiéu chit hoa thudng (change case): Sentence case,

lowercase, UPPERCASE, Capitalize Each Word, tOOGLE Case
1.3.2. Binh dang doan vin ban (paragraph)

- L& ctia doan vin ban (indentation): 18 trai (left indent), 1& phai (right
indent), 1 cho dong du tién (first line indent), 1& cho cac dong con
lai (hanging indent).

- Canh chinh doan vin ban (alignment): canh trai (align left), canh
phai (align right), canh giita (center), canh déu (justify). .
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- Ké khung cho doan van ban (borders): dap dung cho dang text va

cho dang paragraph.

- T6 nén cho doan vin ban (shading): 4p dung cho dang text va va

cho dang paragraph.

- Chia doan van ban thanh nhiéu cot.

1.3.3. Lam viéc véi cac dbi tugng ddc bict trong vin ban

1.3.3.1. Ky ty ddc biét

Céc ky tu dic biét (symbol): &, (3, &, X, <, ...)

Chen céc ky tu dédc biét vao vdn ban

1.3.3.2. Cong thirc toan hoc

Codng thirc todn hoc (equation)

Chen cdng thirc toan hoc vao van ban

1.3.3.3. Ky tu 1én déu dong

Ky tu & ddu doan van ban duge dinh dang 16n hon céc ky
tu con lai trong doan van ban dugc goi la Drop Cap.

Tao Drop Cap

DPinh dang vi tri ctia Drop Cap: khong cé Drop Cap (none),
véan ban trong doan bao quanh Drop Cap (dropped), vin
ban trong doan dugc canh 1& bén trai (in margin)

Céc tuy chon (options): font chit cho Drop Cap, d) cao cua
Drop Cap theo dong (lines to drop), khodng cach ctia Drop

Cap so véi van ban (distance from text).

1.3.3.4. Céc ddi tuong dd hoa

Céac ddi twong dd hoa thuong dung: pictures, shapes,
wordart, chart

Chén d6i twong d6 hoa

Hiéu chinh cac dbi tuong dd hoa:

+ Kich thudc (size)

+ Céc kiéu (styles): t6 mau (fills), hidu ung (effects)

+ Vi tri trong vdn ban (position)
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1.3.3.5. Céc ky tu dic biét hodc con s & ddu mdi dong ctia vin ban
- Céac ky tu ddc biét hodic con s6 & du mdi dong clia van ban
(bullets and numbering) dugc s dung dé tao vin ban dang
danh sach hodc dang li¢t ké.
- Tao vin ban dang danh séach.
- Cac dinh dang:
+ Céc ky tu ddc biét ddu mdi dong (define bullets)
+ Céc con sb diu mdi dong (define new number format)
+ Danh sach phén cip (multilevel list)
1.3.4. Bang (table)
- Tao bang gdm m dong va n ct
- Chén thém 6/ dong / cot
- Xo6a 6/dong/ cot
- Hiéu chinh: do rong cta cdt va do cao ctia dong
- Gop nhiéu 6 thanh mot 6 (merge cells)
- Téach mot 6 thanh nhiéu 6 (split cell)
- Ké khung
- Tonén
1.3.5. PBinh dang Tab
1.3.5.1. Str dung céc loai tab dé tao diém dimg cho con trd van ban
- Céc loai tab: tab trai (left tab), tab phai (right tab), tab gitta
(center tab), tab thp phén (decimal tab) va bar tab.
- Tab leader.
1.3.5.2. St dung tab trong bang
1.3.6. Tao header / footer cho tai liu nhiéu trang
% Tiéu dé cho du trang / chan trang: header / footer
1.3.6.1. Chén header / footer
1.3.6.2. Dinh dang header / footer
- Gibng nhau cho tAt ca cac trang cla tai liéu.
- Khac nhau gitta trang chin va trang 1€.

- Khéac nhau gifta cac chuong trong tai ligu.
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1.3.7. Dinh dang trang in
- Thiét 1ap 1& cho trang in (margins): 1& trdi (left margin), 1& phai
(right margin), 1& trén (top margin), 1& dudi (bottom margin), 1& cho
header / footer.
- Thiét 1ap hudng gidy (orientation): doc (portrait) va ngang
(landscape).
- Chon kich c& trang gidy (paper size).
1.3.8. Tao muc luc
- Tao styles (heading)

- Cheén myc lyc ty dong

Bai 2. Lam viéc véi bang tinh Microsoft Excel
2.1. Cac thao tiac co ban véi Excel
2.1.1. M¢& chuong trinh Excel
2.1.2. Bong chuong trinh Excel
2.2. Cac thao tic co ban véi tap tin Excel
2.2.1. Tao tap tin méi
2.2.2. M& tap tin sin ¢
2.2.3. Luu tap tin (luu thong thuong va luu véi tén khac)
2.2.4. In tap tin
2.3. Cac thao tac véi Sheet
2.3.1. Thém sheet
2.3.2. Ddi tén sheet
2.3.3. Sao chép / di chuyén sheet
2.4. Céc kiéu dir liéu trong Excel
Noi dung nay duoc thé hién trong thao tdc nhdp li¢u va sir dung céc ham tinh
toan.
2.4.1. Kiéu sb
2.4.2. Kiéu ngay thang (1a mot dang s)
2.4.3. Kiéu chudi
2.4.4. Kiéu logic
2.4.5. Kiéu cong thirc
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2.5. Pinh dang bang tinh
2.5.1. Pinh dang hién thi cho dit liéu:
general, number, currency, accounting, date, time, percentage,
fraction, scientific, text, special va custom.
2.5.2. Canh chinh dit liéu trong 6 (twong ty nhu lam viéc vdi Microsoft Word)
2.5.3. Pinh dang font (twong tu nhu lam viéc vdi Microsoft Word)
2.5.4. K¢ khung (twong ty nhu lam vi€c véi Microsoft Word)
2.5.5. T6 nén (twong ty nhu lam viée véi Microsoft Word)
2.5.6. Bao vé€ bang tinh: khoa bang tinh (locked) va che cong thitc (hidden).
2.6. Tinh twong d6i ciia dia chi 6
Noi dung nay duogc thé hién trong thao tac sao chép cong thitc cho nhiéu 6.
2.6.1. Pia chi twong d6i
2.6.2. bia chi tuyét d6i
2.6.3. Dia chi hdn hop
2.7. Viét cong thirc tinh toin
Cac ham co ban trong Excel:
2.7.1. Nhém ham xir 1y s6
abs, sqrt, int, mod, average, min, max, sum, rank, round, trunc, count,
counta, countblank, sumproduct
2.7.2. Nhém ham xtr ly chudi
lower, upper, proper, len, trim, left, right, mid, find, search, substitute,
replace, concatenate
2.7.3. Nhém ham logic va diéu kién
not, and, or, if, sumif, sumifs, countif, countifs, averageif, averageifs
2.7.4. Nhém ham do tim
hlookup, vlookup, index, match
2.7.5. Nhém ham chuyén dbi kiéu
value, text
2.7.6. Nhom ham co s& dit liéu

dsum, dmin, dmax, daverage, dcount, dcounta
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2.8. Ciac thao tac voi dir liéu
2.8.1. Sép xép dit liéu (sort)
2.8.2. Trich loc dit liéu (filter)

Bai 3. Trinh chiéu véi Microsoft PowerPoint

3.1. Cac thao tac co ban véi chwong trinh PowerPoint (PP)
3.1.1. M¢& chuong trinh PP
3.1.2. BDéng chuong trinh PP

3.2. Ciac thao tac co ban véi tap tin PP
3.2.1. Tao tap tin md&i
3.2.2. M tap tin sin c6
3.2.3. Luu tap tin
3.2.4. In tap tin PP
3.2.5. Thém, x0a, stra slide

3.3. Cic thao tic v6i trang trinh chiéu trong PP (slide)
3.3.1. Kich c& slide (slide size)
3.3.2. B6 tri (bb cuc) ndi dung trong 1 slide (layout)
3.3.3. Pinh dang slide bing Themes va Slide Master

3.4. Sir dung hiéu wng trong slide
3.4.1. 4 nhém animations (Entrance, Emphasis, Exit, Motion Path)
3.4.2. Th tu thyc hi€n animation (On click, With Previous, After Previous)
3.4.3. Lya chon hi¢u tng cho animation (Effect Options)
3.4.4. Thoi gian thuc hién ctia animation
3.4.5. Hiéu ung chuyén slide (Transitions)

3.5. Chén cac doi twong vio vao slide
3.5.1. Chén hinh (anh, hinh v€&, hinh minh hoa, ...)
3.5.2. Chen bang
3.5.3. Chen audio / video

4. Chu tric dé thi:
4.1. Tong diém toan bai thi: 30 diém
4.2.Piéu ki¢n dat ky thi tin hoc diu vao: Piém bai thi >= 15 diém
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4.3.Sinh vién dwoc sit dung tai li¢u gidy

4.4. Thang diém chi tiét:

4.4.1. Bai 1:
- Tbng diém: 10 diém

- Thang diém cu thé:

Phan Noi dung Thang diém Ghi cha
1 Nhép ndi dung van ban 1
2 | Dinh dang font 1
3 | Pinh dang doan van ban 0.5-1
4 | Lya chon mot trong hai ndi dung sau: 1
- Dinh dang bang (table)
- Dinh dang tab
5 | Lam viéc voi cac dbi twong dd hoa| 1-1.5
(pictures, shapes, wordart, chart):
- Cheén ddi twong dd hoa vao vin
ban.
- Hiéu chinh déi twong dd hoa.
6 | Dinh dang védn ban dang danh sach 0-1
7 | Binh dang Drop Cap 0-1 . ,
, Cac phan tir 6 dén 9 s€ duogc
8 Chen cac doi tuong; 0-1 lua chon dé dat thang diém
- Cac ky tu déc biét (symbol) -
- Cong thuc toan hoc (equation)
9 | Dinh dang trang in 0-1
10 |- Dinh dang styles 2 Day la noi dung nang cao dé
- Tao muc luc cho tai liéu phan loai sinh vién.
- Dinh dang header / footer
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4.4.2. Bai 2:

- Tbng diém: 10 diém

- Luu y: Doi véi cdc cot viét cong thire, sO ligu ddp dn dwoc thé hién trén dé

thi. Sinh vién cé thé sir dung so liéu dé kiem tra két qua ciia cong thirc hodc

lam cdce cdu tiép theo trong truong hop khong viét dwgc cong thirc c6 lién

quan.

- Thang diém cu thé:

Phin

Noi dung

Thang diém

Ghi chu

Nhap dit li€u va dinh dang bang tinh

13

Cong thuec:

- Cbng thirc don gian (ham xir 1y s8, ham
xtt 1y chudi, ham ngay gid, ham chuyén
d6i kiéu).

- Cong thic ¢6 chira ham if (c6 két hop cac
ham don gian).

- Cbng thirc ¢ chira ham do tim (co két
hop cac ham don gian, ham if).

- Cong thirc ¢6 10ng cac ham

5-6

Cac cau hoi co cap
do tir d& deén kho de

phén loai sinh vién.

Cac ham thong ké dit liu: sumif, sumifs,
countif, countifs, averageif, averageifs,
dsum, dmax, dmin, dcount, dcounta,

daverage.

Lua chon mot trong hai ndi dung sau:
- Sapxép

- Trich loc dit li€u

L5—2
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4.4.3. Bai 3:
- Tbng diém: 10 diém

- Thang diém cu thé:

Phan Noi dung Thang diém Ghi chu

1 Tao tép tin PowerPoint (PP), nhap 1

ndi dung vao slide.

Dinh dang bao gff)m font chit,

5 binh dang tap tin PP theo dung A b cuc (layout), mau, hinh nén
yéu cau. (background), vi tri cac place
holder.
S¢  dung  hoat canh
3 Str dung hiéu img 3 o
(animation).
, Chén va dinh dang ddi tugng
4 Chen céc doi tugng trong PP 2

dugc hd tro trong PP.

5. Ngay phé duyét: 024 / a”/ L61%

6. Chp phé duyst KT.HIEU TRUGNG

HQHIEU TRUGNG

Trudng Bo mon Khoa hoe Coban /0% Bag giam hi¢u
7/ TRUGNG N\ 2N
P CAOD Fx"l E
[ ~e i
40%’(_/ o KINH TE@zt "
| i > \DOINGOAY 2
X A :\\‘\\ N A A
Nguyen Xuan Phuong ~—=Phan Thanh Nguyén
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