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PE CUONG KHAO SAT TIN HQC
DANH CHO KHOI KHONG CHUYEN TIN TOAN TRUONG
AP DUNG CHUAN UNG DUNG KY NANG CONG NGHE THONG TIN
NAM HQC 2019-2020

Muc dich yéu cau

Khao sat tin hoc dau ra s€ gitp nha Truong cung cap dén xa hdi nhirng tan cir nhan

va k¥ su dap ung day du cc k¥ ning tin hoc ing dung nhu sau:

Thuc hién thanh thao céc thao tac co ban trén Hé diéu hanh Window (Tao,
x6a, doi tén, copy .v.v... file va thu muc; chinh va dinh dang ngdy, gid hé
théng,...).

Soan thdo van ban thanh thao va chuyén nghiép.

Phaén tich, tinh toan va thong ké dit liéu bang tinh theo cac nghiép vu thuc té.

Nam rd quy cach va ki thuat soan thao ndi dung trinh chiéu, béo céo.

. Tém tat ndi dung hoc phan

1.

Noi dung khao sét tin hoc dau ra bao gdm céc van dé sau:
Soan thio vin ban trén phan mém Microsoft Word, bao gom cac ky niing:
- Thiét 1ap mdi truong giao dién
- M6 méi va luu trit van ban
- Thuc hién cac dinh dang: font, indent, paragraph, tab, column, drop cap, table,
picture, shapes va equation.
- Dinh dang in an.
- Chia sé va duy tri tai li¢u.
- Kiém duyét tai liu.
- Tham chiéu va siéu lién két.
- Tron thu.
Soan théo va tinh toan bang tinh trén phin mém Microsoft Excel, bao gom
cac ky nang:
- Thiét 1ap mdi truong giao dién
- M6& méi va luu trit bang tinh.
- Céc khai niém: kiéu dit liéu, dia chi, ham, cong thtrc.
- Ham tinh toan: sd, chudi, thoi gian, logic, diéu kién, tim kiém va co s& dit liéu.
- Céc thao tac: sip xép, loc, thdng ké va biéu dién db thi.
- Dinh dang bang tinh va dinh dang in an.
- Bdao mat va chia sé bang tinh.

- Quan ly ghi chu.



- Pinh dang c6 diéu kién.
3. Soan thio va tao hiéu tng trinh chiéu trén phan mém Microsoft Powerpoint,
bao gom cac ky ning:
- Thiét 1ap mdi truong giao dién.
- Mo méi va luu trit ban chiéu.
- Quan 1y tap trinh chiéu.
- Soan thao ndi dung ban chiéu.
- Thiét lap giao dién va tao hiéu tng ban chiéu
- Quan ly ghi chu.
- Bao mat file.
- Xuét ban trinh chiéu.
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V1. Ngi dung chi tiét hoc phan
PHAN I: MICROSOFT WORD
Chwong 1: MOi trirong lam viéc
1.1. Ché d6 xem van ban (View — DocumentView/Show)
1.2. Céac thiét 1ap co ban (File — Option/Save/Advanced)
1.2.1. Pudng dan luu trit (Save)
1.2.2. Pon vi thudc (Advanced)
1.3. Thiét 1ap kiéu chir (Home — Font)
Chwong 2: M0t so thao tic co ban
2.1. Tao van ban mdi (File — New)
2.1.1. Vin ban tréng (Blank)
2.1.2. Vin ban tir mau (Templates)
2.2. Luu trlr van ban (File — Save/Save as)
2.2.1. Luu mdi van ban
2.2.2. Thiét lap mat khau luu trir (Tools — General Options)
2.3. M6 van ban
2.4. Mot so thao tac co ban
2.4.1. Chon chir, chon dong (Shift Select)
2.4.2. Sao chép va di chuyén ndi dung (Copy/Move/Paste)
2.4.3. Thiét 1ap trinh go tiéng Viét Unikey/VietKey
Chuong 3: Dinh dang ndi dung van ban
3.1.Kiéu chit, canh 1&, canh dong (Home — Paragraph/Font, Ruler — Indent)
3.2. Chia cdt (Page Layout — Columns)

3.3. Chir to dau doan vin (Insert — Drop Cap)
3.4.Ky tu va sé dau dong (Home — Bullets/Numbering)



3.5. Thudc Tab (Home — Paragraph — Tab)
3.6. Bang biéu (Insert — Table — Merge/Cell alignment/Border/Shading/Auto fix)
3.7. Hinh anh (Insert — Picture —Wrap/Caption/ Formats)
3.8. Hinh khéi (Insert — Shapes — Text/Wrap/Group/ Formats)
3.9. Cong thire toan hoc (Insert — Equation — New/Built-in)
Chuong 4: B cuc trang va in 4n
4.1. Tiéu dé trang (Insert — Header/Footer)
4.2.B6 cuc trang (Page Layout - Margins/Orientation/Size/Background/Title/Scale)
4.3. Thyc hién in 4n (File — Print)
Chuong 5: Chia sé va duy tri tai liéu
5.1. Bdo mat tai li€u
5.2. Quan ly cac phién ban tai liéu
5.3. Chia sé tai1 liéu
Chuwong 6: Kiém duyét tai liéu
6.1. Tuy chon kiém tra chinh ta va ngit phap
6.2. C4u hinh ty dong stra 16i (Autocorrect)
6.3. Chén va tuy chinh ghi chu (Comments)
Chwong 7: Tham chiéu va siéu lién két
7.1. Str dung Hyperlink
7.2. Tao chu thich chan trang
7.3. Tao muc luc tu dong (Table of contents)
Chuong 8: Tron thw
8.1. Thiét 1ap tron thu
8.2. Thuc thi tron thu
PHAN II: MICROSOFT EXCEL
Chwong 1: MO0i trwong lam viéc
1.1. Giao dién chuong trinh
1.2. M6 méi va luu trir bang tinh
1.3. C4c kiéu dit ligu
1.4. Cac thao tac co ban trén bang tinh
1.5. Khai ni¢m ham, cong thirc
1.6. Pia chi twong ddi, tuyét dbi
Chuong 2: Céac ham tinh toan
2.1. Ham xu 1y s (number)
2.1.1. Ham max, min
2.1.2. Ham count, counta, sum, average, rank, round
2.1.3. Ham countif, sumif
2.2.Ham xur Iy chudi (text)
2.2.1. Ham left
2.2.2. Ham right
2.2.3. Ham mid
2.3. Ham thoi gian (date, Time)
2.3.1. Ham now, date, Hour, Minute, Second
2.3.2. Ham year, month, day
2.4. Ham xt ly logic
2.4.1. Ham And
2.4.2. Ham Or



2.4.3. Ham Not
2.5. Ham diéu kién If
2.5.1. Ham if don
2.5.2. Ham if 16ng nhau
2.6. Ham tim kiém
2.6.1. Ham vlookup, hlookup
2.6.2. Ham index
2.6.3. Ham match
Chwong 3: Loc dir liéu
3.1. Loc tu dong (Data — Filter)
3.1.1. Chon dit liéu tryc tiép (Select)
3.1.2. Chon dit liéu theo diéu kién (Number/Text Filters — Custom AutoFilters)
3.2. Loc nang cao (Data — Advanced)
3.2.1. Bang diéu kién
3.2.2. Hop thoai loc nang cao (Advanced Filter)
Chwong 4: Sip xép va biéu dién do thi
4.1. Sap xép tu dong (Sort A to Z, Sort Z to A)
4.2. Sap xép tury chon (Custom Sort)
4.3.Biéu dién d6 thi (Insert — Charts)
4.5.1. Chen d6 thi
4.5.2. Pinh dang cc thanh phan
Chuong 5: PDinh dang va in 4n
5.1. Pinh dang bang tinh (Format Cells)
5.1.1. Pinh dang Number
5.1.2. Pinh dang Alignment
5.1.3. Dinh dang Font
5.1.4. DPinh dang Border
5.1.5. DPinh dang Fill
5.2.In 4n
5.2.1. Dinh dang in 4n (Page Layout -
Margins/Orientation/Size/Background/Title/Scale)
5.2.2. Thuc hién in 4n (File — Print)
Chwong 6: T6 chirc bang tinh
6.1. C4 nhan héa moi truong lam vige
6.2. Khéi tao dir liéu
6.3. Lam viéc v6i lién két
6.4. Chia s€ bang tinh
6.5. Quan ly cac chu thich
6.6. Dinh dang c6 diéu kién
PHAN III: MICROSOFT POWERPOINT
Chwong 1: MO0i trwong lam viéc
1.1. Giao dién
1.2. Mé méi va luu trit ban chiéu
Chuwong 2: Soan thio ndi dung ban chiéu
2.1. Quan ly tap Slide trén Slide Bar
2.2. Soan thao ndi dung trén Slide
2.2.1. Phan tiéu dé



2.2.2. Phan ndi dung
2.2.3. Phan Shapes va Picture chén thém
2.3.Cheén siéu lién két (Insert - Hyperlink/Action)
Chuong 3: Thiét 1ap hi¢u wng ban chiéu
3.1.Kiéu Slide (Design)
3.2.Kiéu lat trang (Transitions)
3.3. Hi¢u ting ndi dung (Animations)
3.3.1. Hiéu tng xuit hién (Entrace)
3.3.2. Hiéu tng ndi bat (Emphasis)
3.3.3. Hiéu tng bién mat (Exit)
3.3.4. Hiéu tng diéu hudéng (Motion Path)
3.3.5. Phuong phap trinh chiéu (Mouse/Timer)
Chuwong 4: T chitc va bién tip trinh chiéu

4.1.
4.2.
4.3.
44.
4.5.
4.6.
4.7.
4.8.

4.9.

Diéu chinh khung nhin

Céu hinh thanh c6ng cu Quick Access Toolbar
Céu hinh va tiy chon File

Xay dung va chinh stra allum anh

Chinh sura ndi dung Video va Audio

Quan 1y ghi chu

Ap dung cong cy Proofing

Bé4o mat file

Ap dung cong cy hd trg bai trinh chiéu

4.10. Cai dat bai trinh chiéu
4.11. Ghi hinh lai bai trinh chiéu

Pa Nang, ngay 17 thang 02 nam 2020
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