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PE CUONG ON TAP CHUAN PAU RA TIN HQC NOI BOQ
FIN TTOC UNG DUNG CONGNGHE THONG TIN CO BAN

(Chi dp dung doi VvGi hinh thirc thi truc tuyén
trong giai doan tw thang 11/2021 doi voi khoa xét tot nghiép thang 12/2021)

XU¥ LY VAN BAN CO BAN — WORD

St dung phadn mém xtr Iy vin ban Microsoft Word

Pinh dang van ban trén Microsoft Word

Cheén cong thuc toan hoc (Equation), Symbol, ...

Thao tac v&i bang

Thao tac vé6i cac doi twong van ban: Text box, WordArt, Drop Cap,...

Thao tac vé6i cac doi tuong dd hoa: Picture, Shape, SmartArt, Chart, ScreenShot, ...
Piém dirng Tab

SU DUNG BANG TINH CO BAN — EXCEL

St dung phdn mém bang tinh Microsoft Excel
Thao tac d6i véi 6 tinh
Thao tac trén trang tinh
Biéu thirc va ham
o Nhom ham toan hoc: ABS, SQRT, POWER, INT, MOD, SUM, SUMPRODUCT, ROUND,
SUMIF, SUMIFS
o Nhom ham xu ly chudi: LEFT, RIGHT, MID, LEN, VALUE, UPPER, LOWER, PROPER,
CONCATENATE
o Nhom ham luan ly: AND, OR, NOT, IF
o Nhom ham thoi gian: TODAY, NOW, DATE, DAY, MONTH, YEAR, WEEKDAY, TIME,
HOUR, MINUTE, SECOND
o Nhém ham thdng ké: COUNT, COUNTA, COUNTBLANK, COUNTIF, COUNTIFS, RANK,
MAX, MIN, AVERAGE, AVERAGEIF, AVERAGEIFS
o Nhém ham do tim va tham chiéu: VLOOKUP, HLOOKUP, MATCH, INDEX
Dinh dang 6, mot day 6
Biéu do
Phan tich to chirc dit liéu
o Sap xép
o Trich loc

SU' DUNG TRINH CHIEU CO BAN — POWERPOINT

St dung phan mém trinh chiéu Microsoft PowerPoint.

- Xay dung ndi dung bai thuyét trinh.
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- Biéudd, so dd t6 chirc trong trang thuyét trinh.
- Pua cic d6i twong dd hoa vao trong trang thuyét trinh.

KIEM TRA & DANH GIA

- Hinh thtrc: Bai thi thuc hanh véi thoi lugng 90 phit
- Dbia diém: Online

- Noi dung:
o Microsoft Word: 40% ~ 4.0d 40%
(Bao gbém cac ndi dung bét budc (in ddm) va mot trong cac ndi dung con lai)
= Thiét lip bd cuc trang, nhap liéu 5%
* Font & Paragraph & Symbol 5%
* Border & Shading 5%
* Bullet & Numbering 5%
* Column & Drop Cap 5%
= Table 5%
= Tab Stop 5%
» Picture 5%
=  Shape 5%
*  SmartArt 5%
» Chart 5%
= ScreenShot 5%
= Textbox 5%
= WordArt 5%
o Microsoft Excel: 40% ~ 4.0d (8 — 10 cau hoi) 40%
* Nhap li€u, dinh dang co ban 5%
= Ap dung cong thirc va ham 25%
= Phan tich t6 chire dit liéu (Sap xép va trich loc) 5%
= Biéu d6 (Trinh bay dit liéu truc quan) 5%
o Microsoft PowerPoint: 20% ~ 2.0d 20%
=  Xay dung (hai) slide theo yéu cau. 20%

- Tiéu chi chAm bai:
o Word:
* Nhap li€u tir 50% nodi dung trd 1€n: 0.5d
= Thyc hién diing, day du, chinh x4c dinh dang nhu dé yéu cau thi dat 100% diém.
= Thyc hién dang, chinh xdc nhung chua day du thi dat 50% diém
o Excel:
*  Thuyc hién chinh xac yéu cau cau hoi s& dat 100% diém cua cau hoi.
= Thuyc hién chinh x4c 50% yéu cau cau hoi s& dat 50% diém cau hoi dbi véi cau
hoi tir 0.5d tré 1én.
o PowerPoint:
= (62 slide day du ndi dung nhu minh hoa thi dat 100% diém
= (6 2 slide nhung trinh bay chwa day du ndi dung (tir 50% trd 1én) thi dat 50%
diém
=  Xay dung chinh x4c theo yéu cau thiét ké slide thi dat 100% diém cua cau hoi,
dat tir 50% tré 1én thi dat 50% diém cua cau hoi.
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