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: i\@A’U TR;J@!})E THI (thang diém 100):
| Caw;\L ,(40 diém): K§ ning xtr Iy van ban dién tr (phan mém MS
\’Word)
e (Cau 2 (40 diém): K§ ning quan tri bang tinh (phdn mém MS Excel)
e Cau 3 (20 diém): K§ ning soan thao trinh chiéu (phin mém MS
PowerPoint)
2. NOI DUNG ON TAP:
e K¢¥ nang xit ly vin ban dién t&
- Céc k¥ ning soan thao vin ban tiéng Viét, gd van ban kiéu telex, sira
chita va dinh dang van ban;
- Pinh dang trang in, dat ti€u dé dau va cudi trang, chu thich
(footnote);
- Céc thao tac xir 1y file don gian (luu file méi, d6i tén file, ...);
- Bang biéu (table): Tao, hiéu chinh, trinh bay va trang tri bang biéu;
- Cot chir (column): Dang c6t chit don gian, hi€u chinh cdt chir van

ban;
- Hinh v&: Chén va hi€u chinh hinh vé, cac dang chit my thuét
(WordArt).

e K¥ niang quan tri bang tinh

- Nhaép va chinh stra dit liéu;

- Trinh bay bang tinh, hiéu chinh tham sé cta trang in;

- Dinh dang dit liéu, dinh dang bang tinh;

- Thiét 14p cbng thirc don gian;

- Mot s6 ham thuong dung: Sum, Max, Min, Average, Count, Counta,
CountBlank, Countif, Sumif;, Round, Int, Mod; Left, Right, Mid,
Value, Len, Trim; If, And, Or; Vlookup, Hlookup; Date, Day,
Month, Year.

' o K¥ ning soan thao trinh chiéu

- Céch tao slide, dinh dang va trinh dién slide, sir dung slide mau.

- Str dung céc cach b tri trang (page layout);

- Céc dbi tugng trén slide: Van ban, bang biéu, db thi, so d6 t6 chirc,
chit m¥ thuét va hinh anh, céc déi tuong tir thanh cong cu vé dd hoa

(Drawing);
- In an slide: Thiét 14p trang in, Header va Footer, luya chon ndi dung
in.

3. HINH THUC THI:
- Thi truc tiép trén may tinh
- Thoi gian lam bai: 30 phat
- Sir dung phdn mém Microsoft office 2007, mdy tinh cai sn bo g
tiéng Viét.




