TRUONG PAI HOC HONG bUC CONG HOA XA HQI CHU NGHIA VIET NAM
TRUNG TAM CNTT HONG DUC Poc lap — Tw do — Hanh phiic

. DPE CUONG ON TAP ]
KY THI CAP CHUNG CHI CNTT CO BAN

A. PHAN SOAN THAO VAN WORD

I. NOI DUNG ON TAP

1.
2.
3.

10.

11.
12.

Khai niém vin ban, quy cach soan thao vin ban tiéng Viét

Mot s6 mau van ban hanh chinh

Céc chtre ning chinh cia mot phan mém xur 1y vin ban Microsoft Word 2007 (thém/ bét cac menu,

an/ hién cong cu, thay doi cac thiét 1ap, thay dbi kich thudc ctra sd, thay ddi ché d6 hién thi,...)

Céc thao tac vdi tép van ban: tao t&p madi, md tép da cé trén dia, luu trix tép tin (voi cac dinh dang

khac nhau: .doc, .docx, rtf, pdf, txt,...)

Céc thao tac co ban trén khdi van ban: chon (bdi den), sao chép, di chuyén, xo04, tim kiém va thay

thé, huy két qua vira lam (undo), 14y lai két qua vira 1am (redo), sao chép dinh dang,...

T chie va dinh dang van ban:

a) Dinh dang ky tu (Text): font chit, cd chit, mau chi, cac kiéu hién thi khac nhau (dam, nghiéng,
gach dudi), chi s6 trén, chi s6 dudi,. ..

b) Pinh dang cho doan vin ban (Paragraph): i dau doan, can 18, d rong ciia dong, khoang cach
giita cac doan, mau nén, tao dudng vién, ky tu dau doan (Bullets and Numbering), chit roi (Drop
cap), dinh vi Tabs,...

¢) Pinh dang trang in (Page): khd gidy, hudng gidy (ngang - landscape, doc - portrait), chia cot
bao (Columns), 1¢ trang (trén, dudi, trai, phai), ngat trang,. ..

Chén dbi tugng vao van ban va thao tac trén cac ddi tuong do: ky tu dac biét, hinh anh, khung chtr,

chir nghé thuat, sb trang, tidu dé dau trang (header), tiéu d& cudi trang (footer), chii thich tai chan

trang (footnote), chu thich tai cudi bai (endnote), ngét trang, duong ké, hinh co ban, cong thirc todn
hoc, biéu do,....

Bang biéu: chén bang, x6a bang, xoa cot, xoa dong, thém cot, thém dong, tach 0, tron 6, tich bang,

chon (6, dong, cot, toan bd bang), dinh dang bang (thay d6i chiéu cao dong, do rong cot, duong

vién, mau sic), sap xép dit liéu trong bang, tinh toan trong bang,..

In van ban: xem van ban trude khi in, in mot sd trang, in toan bd van ban, in trang chan, in trang 1€,

in 1 ban, in nhiéu ban, ...

Mot s6 k¥ thuat: hiéu tng diéu chinh ty dong (autocorrect), bat/tit ché do kiém tra 151, xir 1y 16i khi

sao chép va dan (smart cut and paste).

Mot sb phim tit thong dung khi thao tac véi van ban.

Thiét 1ap cac ché d bao v¢ van ban.

II. HUONG DAN ON TAP

1.

Phin trac nghi¢m

Cau 1: Trong cac phan mém sau d4u 1a phan mém c6 thé ding dé soan thao vin ban?

A. Microsoft Word, Microsoft Paint, OpenOffice Writer
B. Microsoft Word, Microsoft Paint, Microsoft Excel



Céu 2:

Céu 3:

Cau 4:

Céau 5:

Céu 6:

Cau 7:

C. Microsoft Word, LibreOffice Writer, Microsoft Excel

D. Microsoft Word, LibreOffice Writer, OpenOffice Writer

Trong Word dé hién thi hop thoai thay thé van ban, ta 4n t6 hop phim:
A.Ctrl +S

B.Ctrl + F
C. Shift+R

D.Ctrl + H

Trong Word dé c6 thé danh chi s dudi, vi du nhu H20, cin 4n td hop phim nao?
A. Ctrl + =

B. Ctrl + Shift + =

C.Ctrl + Alt + =

D. Shift + =

Trong Word dé cin 1& déu hai bén cho doan vian ban dé chon ta an t6 hop phim nao sau day?
A.Ctrl+R

B. Shift + L

C.Ctrl +1J

D.Ctrl + E

Trong Word 2007 dé ngat ¢t van ban, ta kich chon:

A. Page Layout — Break — Page

B. Page Layout — Break — Column
C. Home — Break — Page
D. Home — Break — Column

Trong Word 2007, dé chén vao vin ban nhitng ky tu dic biét (EJ&D<,.. ), ta kich chon:
A. Insert — Auto Text

B. Insert — Equation
C. Insert - Symbol

D. Insert - Word

Trong Word 2007 dé dan khoang cach giita cic doan vian bén, ta chon Page Layout, trong nhom

Paragraph chon:

Céu 8:

Cau 9:

A. Indents and Spacing — Spasing

B. Indents and Spacing — Line Spasing
C. Line and Page Breaks — Spasing

D. Line and Page Breaks — Line Spasing

Trong Word 2007 dé chon hudng in ngang ta lira chon:

A. Page Layout — Page Setup — Thé Margins — Portrait

B. Page Layout — Page Setup — Thé Margins — Landscape
C. Page Layout — Page Setup — Thé Paper — Landscape
D. Page Layout — Page Setup — Thé Paper — Portrait

Muc Save AutoRecover information every dé xac 1ap:

A. Thoi gian dé Iuu file tu dong

B. Thoi gian dé mé file ty dong

C. Thoi gian dé dong file ty dong



D. Thoi gian dé luu file dudi dinh dang mdt tén khac
Cau 10: bé thay ddi thu muc luu van ban mic dinh ta thuc hién:

A. Office /Save/Default file location

B. Office /Options/Save/Auto Recover file location

C. Office/Options/Save/Default file location

D. Office /Save/Defaunt file location
Pap an: 1D 2D 3A 4C 5B 6C 7A 8B 9A 10C

2. Phin thwc hanh

CAU 1: 1. Khéi dong chuong trinh Microsoft Word 2007, soan thdo van ban c6 ndi dung sau, luu 1én dia
voi tén tép 1a QUYET DINH vao thu muc riéng 1a s6 bao danh cua anh/chi.
2. Pinh dang theo mau; gidn dong kiéu Multiple 1.3, gidn doan trén 2pt; chon c& gidy A4, huéng gidy dung,
dit 1& trén 2cm, 1& dudi 2cm, 18 trai 3cm, 1& phai 2.5¢m.

UY BAN NHAN DAN CONG HOA XA HOQI CHU NGHIA VIET NAM
TINH THANH HOA Doc lap - Tw do - Hanh phuc
S6: 38/QD-UBND

Thanh Hoa, ngay 03 thang 01 nam 2018

‘ ‘ _ ‘ QU){ET PINH _ 7 , 7
VE VIEC BAN HANH KE HOACH HANH DPONG THUC HIEN NGHI QUYET CUA CHINH PHU,
NGHI QUYET CUA TINH UY, HDND TINH VE NHIEM VU PHAT TRIEN KINH TE - XA HOI
NAM 2018

UY BAN NHAN DAN TINH THANH HOA

Can cir Lugt Té chire chinh quyén dia phirong ngay 19/6/2015;

Can cir Nghi quyét s6 01/NQ-CP ngay 01 thang 01 nim 2018 ciia Chinh phii vé nhitng nhiém vy, gidi
phap chu yéu chi dao diéu hanh thuc hién ké hoach phat trién kinh té - xa héi va du todn ngdn sach nha
nwoc nam 2018;

Can cir Nghi quyét sé 08-NQ/TU ngay 04 thang 12 nam 2017 ciia Ban Chdp hanh Pdang bé tinh vé
phuwong hudng, nhiem vu nam 2018;

Can cir Nghi quyét s6 74/NQ-HPND ngay 07 thang 12 nam 2017 ciia Hgi dong nhdn ddn tinh Thanh
Hbéa vé ké hoach phat trién kinh té - xd hoi nam 2018;

Xét dé nghi ciia Chanh Vin phong Uy ban nhan dén tinh Thanh Hoa,

QUYET PINH:
Piéu 1. Ban hanh kém theo Quyét dinh nay Ké hoach hanh dong thuc hién nghi quyét ctia Chinh ph, nghi
quyét cta Tinh iy, HDND tinh vé nhiém vu phét trién kinh té - xa hoi nam 2018.
Pidu 2. Quyét dinh nay c6 higu Iyc thi hanh ké tir ngay ky.
Chanh Vin phong UBND tinh, Giam dbc cac so, Trudng cac ban, nganh cép tinh, Chi tich UBND cac
huyén, thi xa, thanh phé va Thu trudng cac co quan, don vi lién quan chiu trdch nhi€m thi hanh Quyét dinh
nay./.

™. UY BAN NHAN DAN
CHU TICH


https://thuvienphapluat.vn/van-ban/thuong-mai/nghi-quyet-01-nq-cp-2018-giai-phap-chu-yeu-thuc-hien-ke-hoach-phat-trien-kinh-te-xa-hoi-371009.aspx

Nguyén Pinh Xing

CAU 2: 1. Khoi dong chuong trinh Microsoft Word 2007, soan thdo van ban c6 ndi dung sau, luu lén dia
v6i tén t€p 1a HOP DONG vao thu muc riéng 1a tén ctia anh/chi.

2. Binh dang theo méu; gidn dong kiéu Multiple 1.2, gidn doan trén 3pt; chon c& gidy A4, hudng gidy ding,

dat 18 trén 2cm, 18 dudi 2cm, 18 trai 3cm, 18 phai 2cm.

CONG HOA XA HQI CHU NGHIA VIET NAM
Déc 1ap - Tu do - Hanh phic

HOP PONG MUA BAN HANG HOA
S6  /20....../.HPMB

Can cwr Bé Ludt Dan sy dwoc Quéc hoi nude Cong hoa xa hdi chu nghia Viét Nam thong qua ngay
14 thang 6 nam 2005,
Can cir nhu cdu va kha nang ciia hai bén,
Hom nay, ngay 15 thang 06 nam 2018, tai Cong ty TNHH Minh Phong, chiing téi gom cé:
BEN MUA: Truéong Mam non Mt troi
Dia chi: S615, duong Lé Loi - TP. Thanh Hoa. bién thoai: 037.850.510
Dai dién boi:  ba Lé Thanh Mai Chtrc vu: Hiéu trudng
Ma 6 thué: ......oooeeeieeeiiiee e,
Tai khoan s&: .....ooovveiveeeiinn... taingdn hang ...l
Sau day goi tat 1a Bén A
BEN BAN: Céng ty TNHH Minh Phong
Pia chi: S615, duong Lé Lai - TP. Thanh Hoa. bién thoai: 037.911.110
Dai dién boi: ong Pd Ba Chi Chtrc vu: Giam dbc Cong ty
Ma 6 thué: ......ooeeeiieeeiiiee e
Tai khoan s&: .....ooovveivueeiinn... taingan hang ...,
Sau déy goi tat 1a Bén B
Hai bén A va B théng nhit thod thudn néi dung Hop dong nhw sau:
Piéu 1: Pi twong va gia ca
Don vi tinh: 1000 dong

A s , Pon So Pon gia Thanh tién
STT Tén hang hoa vi lrong (VND) (VND)
1
2
Cong tién hang Bang chit:
Thué GTGT (....%)
Tong tién thanh toan

Gia ca trén chua bao gdm thué Gia trj gia ting.

Hang hoa do Bén Ban cung cip phai dam bao ding chét luong (C6 Gidy ching nhin hang hoa cung
cép dat tiéu chuan chét lugng cia co quan Nha nude cd tham quyén)
Diéu 2: ...



Hop dong dugc 1ap thanh 02 ban c6 gia tri phap 1y nhu nhau mdi bén giir 01 ban./.
Dai di¢n bén A Dai di¢n bén B
(Ky, ghi ré ho tén) (Ky, ghi ro ho tén)

CAU 3: 1. Khoi dong chuong trinh Microsoft Word, soan thao va dinh dang van ban ¢6 ndi dung sau, luu
1én dia voi tén tép 1a CHUNG CHI vao thu muc riéng c6 tén la THICC.

CONG HOA XA HQI CHU NGHIA VIET NAM
Déc 1ap- Tu do- Hanh phic
--------------- FOICR-----=-=-m--

CHUNG CHI TIN HQC 6\7\>

™
Ir' Nganh: Tin hoc Ngay thi: 15/06/2018
Trinh do: B ] ]
Ho tén: Lé Thi Anh Tuyét
Anh 3 x 4 Ngzjaly.sinh: 10/05/1989
Noi sinh: TP Thanh Héa, tinh Thanh Hoéa
Thanh Héa, ngay 15 thang 07 nam 2018

Giam doc trung tim

\

Tran Quang Minh

B. PHAN BANG TiNH EXCEL
I. N¢i dung 6n tap
1. Kién thirc co ban vé bang tinh:
- Hiéu khai niém va cong dung ctia bang tinh, ndm dugc cac budc dé xay dung va img dung bang tinh thong
thuong. Nhap va dinh dang dir liéu, nhap cong thirc vao bang tinh va tinh toan trén dit liéu bang cach ap
dung céac phép tinh, biéu thirc, ham; biéu dién truc quan dir liéu dudi dang biéu do; biét mot sé tng dung
cao cap nhu phan tich dir liéu, dy bao; in va phan phdi cic bang tinh.
- Biét mot sb phan mém bang tinh khac nhau nhu LibreOffice Calc, OpenOffice Calc, Microsoft Excel.
2. Sir dung phian mém bang tinh Excel.
2. 1. Co ban vé excel.
- Biét cac cach md, dong bang tinh excel truc tiép va gian tiép. Hiéu duoc man hinh 1am viéc, biét an, hién
cac thanh cong cu va thoat khdi excel.
- Biét chinh sira cac thiét dat dé mé va luu bang tinh nhu chon thu muc méc dinh, tén t€p mac dinh, dinh
dang mac dinh. Str dung dugc chirc nang trg gitip ctia Excel.
- Biét mo, dong mot bang tinh c6 san. Biét mo nhiéu bang tinh va sap xép cac cira s6 dé lam viéc dong thoi.
Biét sir dung cong cu phong to, thu nhé khi xem mét bang tinh.
- Biét tao bang tinh m¢i theo mau cho trude. Biét cac kiéu tép dung dé luu bang tinh. Biét cach luu bang
tinh vao thu muc véi tén cii hodc doi sang tén khac, bang mot kiéu tép khac.
- Biét cach chuyén tir bang tinh dang mé nay sang bang tinh dang mé khac
- Hiéu va thao tac ddi véi 6, dong, cot va vung dit liéu trong excel.
- Biét nhap, hiéu chinh va xo6a dit liéu 6. Hiéu va phan biét cac loai dia chi cta 6. Biét cach chon mot 6,
nhiéu 6 lién k&, nhiéu 6 khong lién k&, toan bg trang tinh.
- Biét chon hang (nhiéu hang), cot (nhiéu cot), chén hang, chén cot va xoa hang, x6a cot. Biét thay doi chiéu
rong cOt, chiéu cao dong. Biét cach an/hién, c¢b dinh (freeze)/thoi cd dinh (unfreeze) tiéu dé dong, cdt.
- Biét cac kiéu dit liéu, cach nhap va dinh dang dir liéu, nhap chudi s6 tu dong trong Excel.
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- Biét cach tim 6 theo ndi dung. Biét cach thay thé noi dung 6 trong trang tinh. Biét cach sip xép céc o theo
mot s6 tiéu chi: thir ty ting giam cua sd, thir ty cia chit cai trong tir dién. Sao chép, di chuyén ndi dung cua
0 trong trang tinh, tir trang tinh nay sang trang tinh khac, tir bang tinh nay sang bang tinh khac.
- Biét cach thém mot trang tinh méi, dong, x6a, dat tén, sira tén trang tinh.
2.2. Biéu thirc va ham trong excel.
a) Bdi vai biéu thirc s6 hoc
- Biét khai niém biéu thtrc (expression) va (mg dung cua biéu thirc. Hiéu va biét cach dung cac dia chi
tuong d6i, tuyét ddi cua 6 trong biéu thirc.
- Biét tao biéu thirc s6 hoc don gian bang cach sir dung cac phép tinh sé hoc.
- Hiéu céc 13i gap phai khi st dung biéu thire (Vi du: #NAME?, #DIV/0!, #REF!).
b. Déi v6i ham trong excel.
- Hiéu y nghia, ct phap va biét cach str dung cic ham thong dung trong Excel:
Nhom ham xir Iy van ban va chudi (Left, Right, Mid, Value,....), Nhém ham Logic (And, Or, If, not...),
Nhom ham ngay thang va thoi gian (Today, Day, Month, Year, Weekday, Now, Date, Time...), Nhém
ham toan hoc (Round, int, mod, Sum, Sumif, Sumproduct,....), Nhém ham théng ké (Cac ham:
AVERAGE, COUNT, COUNTA, COUNTIF, RANK, MAX, MIN) va Nhom ham tim kiém va tham chiéu
trong bang(VLOOKUP, HLOOKUP, INDEX....),
3. Biéu do
4.1. Tao biéu d6
- Biét cach tao cac loai biéu dd khac nhau tir dit liéu bang tinh, cach chon mot biéu db va cach thay do6i
loai biéu do.
4.2. Hiéu chinh biéu do
- Biét chinh sira, cat, dan, di chuyén, x6a biéu dd, di chuyén tiéu de, ghi chu cho biéu dd.
- Biét cach thém, di chuyén nhan dir li¢u thay ddi mau nén, mau phu dé cho biéu dd.
- Biét cach thay d6i kich ¢& phong chir, mau cua tiéu dé biéu do, truc biéu dd, chii giai biéu d6. Biét cach
thay doi kich thudc biéu do.
4. Pinh dang trang va in 4n
4.1. Pinh dang trang tinh.
- Biét cach thay doi 18: trén, dudi, trai, phai. Biét cach thay doi hudng trang: doc, ngang;
- Biét cach hiéu chinh noi dung ctia phan header, footer ctia trang tinh.
- Biét cach thém va x6a céac truong: sb trang, ngay, thang, gid, tén tép, tén trang tinh vao trong dau trang,
chén trang.
4.2. Kiém tra va in
- Biét cach kiém tra va sira 18i phép tinh, 13i van ban va xem trang bang tinh trudc khi in.
- Biét cach hién/an duong ké 6 ludi, d& muc dong, cot khi in.
- Biét ap dung viéc in tiéu dé dong tw dong trén moi trang cla trang bang tinh dugc in.
- Biét cach chon sb lugng ban sao cua trang tinh, toan bg bang tinh, biéu d6
duoc chon khi in ra. Biét cach in mot day 6 duogc chon, biéu dd trong trang tinh; in toan b trang tinh.
4.3. Phan phdi trang tinh
- Biét cach luu trang tinh, bang tinh dudi céac kiéu tép khac nhau nhu .pdf hoac dinh dang ctia cac phién ban
khéac.
- Biét cach dat mat khau dé kiém soét truy nhap tép trang tinh, bang tinh.
- Biét cach dinh kém trang tinh theo thu dién tur.
- Biét cach luu trang tinh trén mang (ghi vao cac 6 mang, cac thu muc truc tuyén).
I1. Mot s6 vi du co ban
1. Ly thuyét.
Chon phuwong an ban cho la dung
Caul. Trong bang tinh Excel 2007, t6 hgp phim nao ding dé chén thém mot sheet méi?
A. Ctrl + F11; B. Ctrl + F1; C. Shift + F11; D. Ctrl + Shift + F1
Cau2. Trong bang tinh Excel cong thirc tham chiéu dir liéu tir Sheet khac c6 dang:
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A. 'Tén Sheet tham chiéu'! Dia chi 6 tham chiéu

B. bia chi 6 tham chiéu!'Tén Sheet tham chiéu’

C. 'Tén Sheet tham chiéu'#bia chi 6 tham chiéu

D. 'Tén Sheet tham chiéu'&Dia chi 6 tham chiéu

Cau3. Trong MS Excel 2007, mt trong cac cach View sau khong dwoc hd tro khi dang thao tac trén
Workbook:

A. Sheet View;  B. Normal View; C. Print Preview; D. Custom View

CAu4. Chire niing cia mdt phan mém xir ly bang tinh 1a gi?

A. T4 chuc, phan tich va luu tri dit liéu thong qua cac bang biéu

B. Cap nhat, t6 chtrc va luu trit dit liéu thdng qua cac biéu thirc tinh toan

C. Cap nhat, phan tich va luu trir dir liéu théng qua cac biéu thic tinh toan

D. T4 chuc, phan tich va xt ly dit liéu thong qua cac bang biéu

Cau5. Phan mém nao duwéi diy khong phai 1a phan mém bang tinh?

A. Balsamiq; B. Microsoft Excel, C. Corel Quattro Pro; D. Numbers

Cau6. Trong Microsoft Excel 2007, ¢ thé 4n thanh cong cu Ribbon biang cach nhan té hop phim:

A. Crtl + F1; B. Alt + F1; C. Ctrl + F4; D. Alt+F4

Cau7. Pau 1a mét mot kiéu dir liéu caa excel

A. A005; B. 50C; C. #3C; D. $5C

Cau 8. Pé chén thém Sheet trong Excel ta dirng tai vi tri cac Sheet kich chudt phai va chon
A. Insert\Work Sheet; B. ReName; C. Delete D. Move or copy

Cau 9. Trong MS Excel 2007, dé chon nguyén 1 hang ta dung t6 hop phim nao?

A. Shift+Space; B. Ctrl+L; C. Ctrl+Space; D. Alt+Space

Céau 10. Pé tinh tong cac 6 tir A1 dén A7, cong thirc nao duwéi diy la ding
A. =SUM(AL):SUM(AT) B. =SUM(A1- A7)
C. =SUM(AL:AT) D. =SUM(A1);SUM(A7)
Caull. Trong MS Excel 2007, khi 1ap cong thirc tai & A3 clia Sheet 1 nhwng mudén tham chiéu dén
dir liéu vao 6 B3 trong Sheet2 va nhan véi 1000 thi cong thire dung la:
A. Sheet2!B3*1000; B. Sheet1!B3*1000;  C. B3!Sheet2*1000; D. B3*1000
Céul2. Trong bang tinh Excel 2007, tai 6 A2 c6 san gia tri 0 (s6 khong); Tai 6 B2 g6 vao cong thirc
=5/A2 thi nhan dwgc két qua:
A. #DIV/O!; B. 5; C. #VALUE!; D.0

Caul3. Trong bing tinh Excel 2007, Khi nhéip cong thirc tinh trong Excel, néu khong tham chiéu
dwoc sé ¢6 thongbao:

A. Ldi #REF; B. Loi #NA; C. Loi #NUM ; D Loi #VALUE

Céaul4. Trong MS Excel 2007, hgp thoai nao dwgc sir dung de tuy chinh dinh dang so thap phan?
A. HOp thoai Format Cells; B. Hop thoai Font;

C. Hop thoai Number; D. Hop thoai Page Setup

Cau15. Trong Excel 2007, dé thém tiéu dé cho biéu dd trong tab Chart Tools, ta chon:

A.Layout ->Chart Title; B. Layout ->Axis Titles;

C. Design -> Chart Title; D. Format -> Chart Title

Caul6. Pé aat mat khau cho Excel 2007, ta thuc hién:
A. Office button -> Prepare ->Encrypt Document

B. Data -> Prepare ->Encrypt Document

C. Home -> Prepare ->Encrypt Document

D. File -> Save -> Prepare ->Encrypt Document

Caul7. Trong bang tinh Excel, ham nao dung dé tim kiém theo ct:
A.Vlookup; B. Month; C. Left; D. Len



Cau 18. Trong bang tinh MS Excel, him nio sau diy cho phép dém cac 6 ¢6 dir liéu.

A. COUNTA,; B. SUMIF; C. COUTIF; D. D. SUM
Cau 19: Ham Left(“Micrsoft Excel”,3) cho két qua:

A. Mic B.Cel; C. Sof D. Micr

Cau 20: Hham ROUND(21.79,1) cho két qua :

A. 218 B. 21.7; C.21 D. 22

2. Thuc hanh

Céau 1: 1) Mé chuong trinh xir 1y bang tinh Excel, tao t&p c6 tén 1a TKKQTSN.xIsx, v6i ky tu cudi N 1a s6 bao
danh cua thi sinh duy thi, luu tép vira tao vao thu myc da tao ¢ cau 1.

THONG KE KET QUA THI TUYEN SINH 7 7
biem Chuan: 22

STT| SBD Ho I6t Tén |Toan| Ly | Hoa | Piem | Tong | Ket
wu tién diém qua
KV1A0l | Ng6 Kim Loan 8 6
KV2A02 | HaThanh  Tuan 5 6 5
KV3C04 |LéTrung  Tuan 7 8 7
KV1A02 | L& Thi Lan 8 9 9
KV2A04 | B3 Thi Mai 2 3 3
KV1BO05 | Tran Quc  Huy 2 3 5
Bang 1 , .
] 2.Tinh diém uu tién dya theo bang 1 va 3 ky tu dau cua SBD.
Khu | Diém 3. Tinh Téng diém = tong diém 3 mon Toan, Ly, Hoa va diém uu tién.
vuc | wu tién 4. Chén thém cot vi thtr trude cot két qua. Can ctr cot tong diém dién dir liéu
KV1 0.5 cho cot vi thu.
E&g I é 5. Pién dir liéu cho cot két qua biét: néu thi sinh ¢ tong diém > diém chuan

thi "Dau" nguoc lai thi "Truot".

6. Cho biét s6 sinh vién dau, s6 thi sinh truot.

7. Loc ra dia chi méi danh sach cac thi sinh dau.

8. Cho biét c6 bao nhiéu thi sinh c6 tong diém >=20.

9. Tinh diém thi cao nhét, thap nhit.

10. V& biéu db thé hién ty 1& dau, truot cta cac thi sinh.

11. Sép xép dir liéu theo tén, néu trung tén thi sip xép theo ho 16t.
Cau2: 1) Mo chuong trinh xur 1y bang tinh Excel, tao tép co ten la CHNSN.XISX, vo1 Ky tu cudr N 1a so6
bao danh cua thi sinh du thi, luu tép vira tao vao thu muc da tao ¢ cau 1.

CUA HANG NONG SAN MQC CHAU

~ X . S6 Loai Pon | Thanh
Stt Ma HD Ngay HD Tén SP lwong(kg) | hang Gia(d) | tidn(d)
1 | GNO0123K1 21/05/2015 1500
2 | DN0123K3 21/05/2015 2250
3 | GN0225K1 21/05/2015 2500
4 | GNO126K1 24/05/2015 6000
5 | bX0128K2 24/05/2015 2150
6 | GN0223K1 25/05/2015 1500
7 | BX0123K3 25/05/2015 1250
8 | GN0223K2 28/05/2015 1500
9 | DN0123K3 29/05/2015 1250
Bang 1: Tén hang - don gia
Ma SP Tén SP Don giad 1 Don gia 2
DN Dtra nudc 12000 12500
GN Gao 18000 19000



| DX | Pau xanh | 30000 | 32000 |

Luwu y: Pon vi 1a: Dura (Qua); Gao va bau xanh (Kg).

2) Dién Loai hang dya vao ky tu thir 4 cia Ma HP.

3) Dién Tén SP dua vao 2 ky tu dau cua cia Ma HP don va Bang 1.

4) Dién Pon gia dua vao Tén SP va Bang 1. Biét loai hang] thi don gial; loai hang 2 thi don gi4 2.
5) C6t Thanh tién = sé lwong*Pon gia

6) Tong hop thanh tién theo tén san pham

7) Loc ra dia chi m&i mit hang 13 gao c6 sé luong>2000kg.

8) Dung 1énh subtolal tinh téng sb (kg) cua timg loa san pham.

9) V& biéu do thé hién doanh sb cta timg loa san pham

Cau3: 1) Mo chuong trinh xir 1y bang tinh Excel, tao tép co tén 1a BDSN.xlsx, v6i ky tu cudi N 1a s6 bao
danh cua thi sinh du thi', Iuu ‘Eép vira tao vao thu muc da tao o céy 1.
BAO CAO KINH DOANH BAT DPONG SAN THANG 12/2017

. X s Tén \ £ A Pon gia Thanh
Stt Ngay Ma hang BDS Nha cung cap | SO luong U S[%) i&n(USD)
1 02/12/2016 | BT1-DA 100
2 06/12/2016 | PL1-VI 200
3 10/12/2016 | BT2- VI 50
4 11/12/2016 | PL2-DA 200
5 19/12/2016 | PL2-DA 45
Béng 1- bang tham chiéu
M3 hang Tén BDS DA’ _ VI
Nha cung cap bong A | Vingroup
BT Biét thu 500000 75000
PL Phan 16 50000 45000

Chii thich: 2 ky dau ciia Md hang thé hién tén Bat déng san, 2 ky tw cudi cho biét nha cung cdp.

2) Dya vao cot Ma hang dé dién dir liéu cho cot tén hang; néu 2 ky tu dau cta cot ma hang 1a BT thi dién
1a Biét thy; 2 ky tu dau cua cot Ma hang 1a PL thi dién 1a Phan 1.

3) Dya vao 2 ky tu cudi ctia cot ma hang va bang 1 dé dién Nha cung cap.

4) Thanh tién = S6 luong*Pon gia; don gia cin ctr vao Bang 1.

C. PHAN TRINH CHIEU POWER POINT + INTERNET
I. Muc tiéu

- Str dyng trinh chiéu co ban (Ma TU05)
- St dung may tinh co ban (Ma [U02)

- Su dung Internet co ban (Ma IU06)

- Hiéu biét vé CNTT co ban (Ma IUO1)
I1. Noi dung

1. Tao thw muc hoic tép tin. Tai noi cin tao thw muc/tép tin
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) Graphics Properties... WinRAR archive
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2. Céach chup man hinh
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Music

m

Games

Computer

q:{. Snipping Tool
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=4 Windows Explorer
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=l WordPad
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= | Untitled - Paint = O X
View o
| PV = DDIIII! III‘IL.J ¢
’ ==a
Shapes Size Color | Color — »' SIS — Edit Open
v v . 2 | | [ . ||| colors  Paint 3D
Shapes Colors
~
Pa
Clipboard
Paste (Ctrl+V)
Paste the contents of the
Clipboard.
£ ThuThuatPhanMem vn
3 1} 10 819 x 460px 100% (=

3. Giao di¢n trung tAm diéu khién Ribbon ciia MS Powerpoint

o) d ) ¥

Insert Design Animations Slide Show

— . i~ Calibri Headings) - 44 - i - §= - 2=-|/IA-
' _j:J B 7 U de &5 iZEi=W-|
Paste New

side~» AT ATANY EFIANR T

Fomt » Paragraph

Ribbon bao gdm mét s tab vai chirc nang cu thé nhu sau:
Insert: Pay la noi ngudi str dung ¢ thé thém vao trén slide tir table, hinh anh, biéu do, doan text, &m thanh,
header va footer.
Design: La noi dinh dang cho slide c6 hinh thiic dep hon, bao gdm céch thiét ké théng tin nén, font chir va
cach sip xép mau sic.
Animations: Day Ia tab tao nén hiéu tng cho bai thuyét trinh. Ngudi st dung c6 thé dé dang dung nhiéu
hiéu ng trén tab nay.
Slide Show: Khi bat dau thuyét trinh thi chac chan rang nguoi st dung phai st dung tab nay. Ngoai ra nd
con chic nang thu lai bai twong thuat trong sudt bai thuyét trinh, bén canh chirc nang chuan bi bai thuyét
trinh.
Review: Tab nay cho phép kiém tra chinh ta dam bao an toan cho bai thuyét trinh.
View: Tab nay cho phép xem lai bai thuyét trinh va sip xép lai bai thuyét trinh trén cira so.

4. Tao méi slide trinh chiéu

11



Click to add title * Clck o st

\ !
[ Cliek to add subtitle

! )
.

6. Nhap ndi dung van ban vao slide
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7. Tao ghi chu (notes)
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Adventure Works
2008 Sales Proposal
LINDA MARTIN I
SENIOR VICE PRESIDENT
WORLDWIDE SALES
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1. Bai tap
Cau 1. Xay dwng 1 bai trinh chiéu nhw sau

Gi&i thiéu

« Phan mé dau

BO CUC MOT BAI THUYET — Cén dat duoc muc dich
TRINH « Phan chinh
— Puwa giai phap, y kién
PGs. Ho va Tén « Phan két

— Tém tat cac ndi dung da dwoc trinh bay

Trich tr Tu sach Khoa hoc VLOS

1

Phan mé dau Phan chinh

= Thu hut sy chu y ciia ngudi nghe « Phan chinh véi cac néi dung

— St dung mé — VAn dé can giai quyét, yéu cau céng viéc
— M6t cau hoi

— Y twdng va giai phap
— Mét I1&i hira _cSiin ol it diy SR e
— Tham chi lam moi ngwdi phai hoat ddng. — Loi ich khi &p dung giai phap
* Tém lwoc cac ndi dung lién quan — Chuwong trinh hanh déng/cac viéc lam cu
— Da dwoc trinh bay thé

— Puoc da sb ngudi nghe biét ro

Phan két

Toém tat

Két luan cudi ciing

—Liéu con diéu gi ban muén nguoi nghe ) _
ghi nh&? Cam on sw chu y ctia Qui vi
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Vi du: str dung mot doan trich dan khi Vi du: Ching minh mét vl i

gioi thiéu
« Viduy, ta cé thé phat biéu trich dan nhirng bap . ﬂl‘gﬁ%&? chirng minh s sinh vién theo nganh trong mét s

cap vé thiét ké Website sau: e | e [Lowa [Lwe | W

“Viéc (rng dung trong gido duc tai VN o] 3% -
da cé nhiéu tién ng vai ndm qua. Gio el n n % o
day, céng déng 'dang bat dau tham = = = =l = =
gia tao website & huc vu cho céng
tac giang day cua .day, nhiéu bat cap
ctia cac website, blog d6-ca€ gigo vién tao ra J
dén thé hién r6. Vay nhirng bat cap do 1a gi?”

J 7 s

Cau 2. Xay dung bai trinh chiéu nhw miu sau

GIOT THIEU VE BAN THAN

6101 THIEUVE BANiTHA [l I

3. Két qud hoc td
4. Binh huwdng hoc tap/nghién ciru

S —

* Ho va tén: Nguyén Thanh Huong

* Ngay sinh:20/06/1999

* Gioi tinh: N&r

* Qué quan: Péng Tién - Péng Son
- Thanh Hoa

KET QUAHOQCTAP
——

A
- = Piém Diém Piém | Piémhoc
Tin hoc 8.5 7.5 8.0 B.0

1
2 Todn cao cip 7.5 7.5 75 75
3 Pocvidt1 9.0 8.0 8.5 8.5
4 Nghe néi 4 6.0 8.0 8.0 75
et e , HEEHE | |- , i«

IV. Mt s6 cau héi tw 6n tap
I. Module sir dung trinh chiéu co ban (Ma IU05)
1. Biét khai niém bai thuyét trinh. Biét cic nhan t6 anh huéng dén chét lwong thuyét trinh va mot sb chi
din dé tao nén mot bai thuyét trinh t4t.
2. Biét cac bude chinh trong tao va thuc hién bai thuyét trinh: Xac dinh muc tiéu thuyét trinh; thiét ké, bién
tap noi dung cac trang cia bai thuyét trinh; luu va phan phat (publish) ndi dung bai thuyét trinh; thuc hién
viéc thuyét trinh bing mot céng cu trinh chiéu.
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3. Biét mot s6 phan mém trinh chiéu nhu LibreOffice Impress, OpenOffice Impress, Microsoft Powerpoint.
4. Biét cac chtrc nang chinh ctia mot phin mém trinh chiéu cu thé.

5. Biét cac cach mé mot phin mém trinh chiéu: mé tryc tiép phan mém, mo gian tiép théng qua viéc mo
mot tép thuyét trinh duge x4y dung boi phan mém d6. Biét cach dong phan mém.

6. Nhan biét man hinh 1am viéc cua phﬁn mém va céc thanh phén ctia n6. Biét cach hién/an thanh cong cu,
thanh ruy-bang trén man hinh.

7. Biét sir dung chirc ning tro gitip, chirc ning huéng dan thue hién theo bude co sin (wizard).

8. Biét cac cach md, dong bai thuyét trinh hién c6. Biét cach chon md bai thuyét trinh theo yéu ciu nhur
theo tén nguoi dung, theo thu muc mac dinh.

9. Biét cach tao mot bai thuyét trinh méi dya trén mau (template) mic dinh. Biét cac kiéu tép dung dé luu
bai thuyét trinh.

10. Biét cac cach hién thi (view) bai thuyét trinh khac nhau. Biét cach chuyén tir cach hién thi nay sang
cach hién thi khéc.

11. Biét cac cach luu bai thuyét trinh vao thu muc (giit tén cii, ddi sang tén khac, ddi kiéu tép khac).

12. Biét cach mé nhiéu bai thuyét trinh dong thoi va chuyén tir bai thuyét trinh nay sang bai thuyét trinh
khac.

13. Hiéu khai niém trang thuyét trinh (slide) va vai tro ctia né trong bai thuyét trinh.

14. Biét cac khai niém di kém trang thuyét trinh: Tiéu dé (title), b6 cuc (layout), mau thiét ké sin (design
template), chu dé (theme), hiéu ing dong (animation).

15. Hiéu khai niém bd cuc va biét cac bd cuc chuan d6i voi trang thuyét trinh. Biét chon kiéu bd cuc trang
thuyét trinh (dung kiéu dang c6 hodc chon kiéu khac). Biét cach thém mot trang thuyét trinh méi véi bd
cuc cu thé.

I1. Module sir dung may tinh co’ ban (Ma 1U02)

1. Biét trinh ty théng thuong céc cong viée can thuc hién khi sir dung may tinh: M& may va dang nhap vao
hé théng, st dung céc cong cu cua hé diéu hanh dé chuén bi mai truong lam viéc, quan ly dir li€u, chay cac
phén mém ung dung can thiét, luu lai hodc dua cac két qua cong viéc ra ngoai, va két thuc lam viéc, tat
may.

2. Biét su can thiét phai thao tac dung cach trong cac trudng hop mo/tit may, mo/tit hé diéu hanh, mo/dong
chuong trinh ing dung, tit mot tmg dung bi treo (non-responding).

3. Biét mot s6 quy tdc an toan co ban, ti thiéu khi thao tac véi may moc, thiét bi: An toan dién, an toan
chay nd, va cac luu ¥ an toan lao dong khac.

4. Biét cac cach khoi dong (md) may. Biét sir dung tén ngudi dung va mat khau dé diang nhip may tinh
(dang nhap hé thong) mot cach an toan. Biét cac cach dé khoi dong lai may.

5. Biét cac ché do tat may tinh thong thuong. Biét hau qua cta viéc mat dién khi dang lam viéc hodc tat
may dot ngot.

6. Biét cach gd ban phim dung cach. Biét cac phim chirc ning va phim tit thuong dung. Biét cach kich hoat
va tit ban phim ao.

7. Biét chirc ning va cach ding cac phim ciia chudt: phim trai, phim phai, phim (con lan) giita. Biét cach
dung bang cham (touchpad).

8. Hiéu vai trd cia man hinh 1am viéc (desktop). Nhan biét duoc céc thanh phan dau tién ctia man hinh lam
viéc nhu biéu tugng (icon), thanh nhiém vu (taskbar), thanh cong cu (toolbar).

9. Biét cach thay ddi cAu hinh man hinh 1am viéc cua may tinh, cach lya chon ngén ngit cia ban phim (vi
du: tiéng Anh, tiéng Viét).
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10. Biét cach thay d6i hinh nén, thay d6i giao dién, cai dit, g& bé mot phan mém tng dung.

11. Biét cach xem thong tin hé thdng cua may tinh. Biét cach sir dung chirc ning trg gitip c6 san.

12. Hiéu khai niém biéu twong (icon) va chirc ning cia n6. Nhan biét cac biéu tuong thong dung: tép, thu

muc, phén mém ung dung, may in, b dia, thung réc, biéu tugng “duong tat” (shortcut).

13. Biét cach lua chon va di chuyén biéu tuong. Biét cach dung biéu tuong dé mo mot teép tin, mot thu muc,

mot phan mém ung dung. Biét cach x6a va khoi phuc biéu tuong.

14. Hiéu khai niém ctra s6 (window) va chtrc nang ctia nd6. Nhan biét dugc cac thanh phan sau ddy ctia mot

ctra s6: thanh tiéu dé, thanh chon chirc ning (menu), thanh cong cu (toolbar), thanh thé hién trang thai

(status bar), thanh cudén man hinh (scroll bar), va cong dung ctia ching.

15. Biét cach mé mot ctra s6 mai, kich hoat mot cua sd hién co. Biét cach thu hep, m¢ rong, phuc hoi, thay

dbi kich thude, di chuyén, dong mot ctra s6. Biét cach di chuyén tir ctra s6 ndy sang cira s6 khac.

I11. Module sir dung Internet co' ban (Ma IU06)

1. Hiéu thuét ngir Internet.

2. Biét cac tmg dung chinh cua Internet: truyén thong - lién lac, chuyén tép, tra clru va cung cp thong tin,

lam viéc va kinh doanh truc tuyén.

3. Hiéu khai niém dich vy Internet va vai trd cta nha cung cap dich vu Internet (ISP)

4. Hiéu thuét ngtt World Wide Web va web. Hiéu céac khai niém: dia chi cua mot tai nguyén trén Internet

(URL - Uniform Resource Locator), cdu tric va cac thanh phan cta no; siéu lién két (hyperlink).

5. Hiéu cac khai niém trang thong tin dién tir (website), trang web (webpage), trang chu (homepage).

6. Hiéu khai niém va chirc ning cia trinh duyét web (browser) va biét tén mot s trinh duyét web hay ding

nhu Mozilla Firefox, Chromium, Internet Explorer, Opera.

7. Biét khai niém bo (may) tim kiém (search engine) va biét tén mot s6 bo tim kiém phd bién.

8. Biét v& mot so rai ro khi tham gia vao cong dong 4o va hoat dong truc tuyén nhu vo ¥ tiét 16 thong tin ca

nhéan, bi quéy rﬁy, bi loi dung.

9. Hiéu khai niém va vai trd ctia viéc mat ma hoa (encryption) ddi voi mot sé ndi dung khi truyén di trén

Internet.

10. Hiéu khai niém va vai tro cta tuong ltra (firewall), biét cach bao vé cac mang bfmg dinh danh truy nhép

(tén nguoi dung va mat khau).

11. Nhan biét mot website duoc bao mat (Vi du: giao thirc https, k¥ hiéu “khoa”).

12. Biét vé cac lwa chon dé kiém soat viéc sir dung Internet (Vi du: ddi véi tré em): giam sat, han ché duyét

web, gi6i han cac tro choi méy tinh, han ché thoi gian stir dung may tinh.

13. Biét cach mo, dong mot trinh duyét web. Biét cach sir dung chirc ning trg gitip cta trinh duyét.

14. Biét cach nhap mot dia chi web (URL) vao thanh dia chi va chuyén t&i dia chi web do.

15. Biét cach hién thi trang web trong ctra s6 méi, tab méi.

IV. Module hiéu biét vé CNTT co ban (M IU01)

1. Trinh bay khai niém may vi tinh, may tinh c4 nhan. Phan biét may dé ban, may xach tay, mdy tinh bang.

2. Phan biét thiét bi di dong cam tay nhu dién thoai di dong, dién thoai thong minh (smartphone), may tinh

bang (tablet) va cong dung cua chung.

3. Phan cimg may tinh 1a gi. Phan biét thiét bi trung tim va thiét bi ngoai vi. Biét cac thiét bi ngoai vi chinh:

Thiét bi luu trit, thiét bi xuat/nhap, thiét bi mang va truyén thong. Biét cac thiét bi ngoai vi duoc ndi véi

thiét bi trung tim qua céc cong.

4. Biét cac thanh phan co ban ctia may tinh dién tir: Bo xir Iy trung tim (CPU), bo nhd trong. Biét cac don

vi do tc do cua b xir 1y trung tdm. Phan biét bo nhd dong (RAM) va bd nhé chi doc (ROM). Biét cac don
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vi do dung lugng bd nh¢ trong nhu KB, MB, GB. Biét don vi do téc do truy cap cua bd nh¢ trong nhu Hz,
MHz, GHz.

5. Biét cac loai phuong tién luu trir chinh: Pia ctng trong, dia cling ngoai, cac loai dia quang (CD, DVD),
thé nhé, 6 nhd di dong. Biét cac don vi do dung lugng luu trit nhu bit, byte, KB, MB, GB, TB. Biét cac
don vi do téc d6 quay cta cua 6 cing (rpm - rounds per minute) va do tbc do ghi/doc cuia phuong tién luu
trit (bps - bits per second). Biét khai niém luu trit trén mang, luu trit tép tin truc tuyén.

6. Biét cac thiét bj nhap thong dung va cach ndi chiing vao may tinh: Ban phim, chudt, bi lin (trackball),
bang cham (touchpad), but cham (stylus), man hinh cam tng, can diéu khién (joystick), may ghi hinh truc
tiép (webcam), mdy anh ky thuat sd, mi-crd (micro), may quét anh (scanner).

7. Biét mot s6 thiét bi xut thong dung va cach ndi chiing vao may tinh: Man hinh, man hinh cam tng, may
in, loa, tai nghe.

8. Biét cac cong thong dung: Cong nbi tiép, cong song song, céng ndi tiép van ning (USB), cong mang.

9. Hiéu khai niém phén mém va vai trd cla phﬁn mém. Phan biét hai loai phﬁn mém chinh: phén mém hé
théng (Vi du: hé diéu hanh) va phan mém tng dung.

10. Hiéu chtrc ning cta hé diéu hanh, biét tén ctia mot s6 hé diéu hanh thong dung (vi du: Ubuntu, Linux,
Windows, Mac OS).

11. Biét chtrc nang ctia mot s phan mém ung dung thong dung: Xt Iy van ban, bang tinh, hé quan tri co
s& dir liéu, trinh chiéu, thu dién t, trinh duyét web, bién tip anh, tro choi may tinh va mot ) phﬁn mém
khéac.

12. Hiéu khai quét cach thirc va qua trinh tao ra phan mém.

13. Biét khai niém phan mém ngudn ma, phan biét dugc phan mém thuong mai va phan mém ngudn mg.
Biét tén va chirc ning ciia mot s6 phan mém ngudén mo thong dung xtr 1y vin ban, bang tinh, trinh chiéu,
thu dién tr, trinh duyét web, bién tap anh.

14. Biét khai niém hiéu nang cua may tinh: tbc do bo xur 1y trung tdm ( vi du: MHz, GHz), dung lugng
RAM, toc dd 6 clirng, vai tro cua bd xur ly dd hoa.

15. Hiéu anh hudng cua viéc chay nhiéu tmg dung dong thoi dén hiéu ning ctia may va tac dung cta giai
phap dong bot cac timg dung do.
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