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PHUONG THUC VA NQI DUNG KIEM TRA TRINH PO TIN
HQC THEO CHUAN PAU RA

Thuc hién quy dinh ctia B6 Gido duc va Pao tao vé chuin du ra, Hiéu trudng truong

Dai hoc Kién tric Da Ning quyét dinh sinh vién tdt nghiép dai hoc va cao dang hé chinh

quy trong nam hoc 2011-2012 phai dat trinh d6 B v& Tin hoc va quy dinh phwong thirc, noi

dung kiém tra trinh do Tin hoc nhu sau:

A. Phuong thirc kiém tra:

- Sinh vién du kiém tra n6i dung Tin hoc & 2 ndi dung: Ly thuyét va Thuc hanh.

- Sinh vién lam phén kiém tra ly thuyét (45 phut) va thuc hanh (90 phut) tai phong thuc

hanh Tin hoc cua truong theo lich kiém tra cia Phong Pao tao.

B. N§i dung kiém tra:
PHAN WORD

Bai 1:

Soan thio vin ban

Tao tép tin van ban

Céc 1énh soan thao

Céc lénh vé tap tin

Nhap ki tu dédc biét

Déi kiéu chit hoa va chit thuong
Dinh dang Drop Cap

Thay ddi kiéu chit

: Pinh dang doan vin ban
Céc khai niém cin ban
binh dang Alignment
Dinh dang Indentation
Dinh dang Spacing

Dinh dang Bullets

Dinh dang Numbering
Dinh dang Borders

DPong khung trang vin ban

: Trinh bay trang in

Dinh dang trang in
Header — Footer
In van ban

: Béng biéu — Table

Tao bang biéu
Hiéu chinh bang biéu q
Trinh bay va trang tri bang biéu

: Cot chir - Column
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2/ Pinh dang bang tinh:
e  Dbi font.
Khung vién, 6 — Border
T6 nén 6 — Pattern
Canh vi tri dit liéu trong & — Aligment.
Pinh dang dit liéu kiéu sb
Sao chép dinh dang.
Dit liéu kiéu ngay
Chuong IV. QUAN LY DANG SACH
1/ Khai niém danh sach ( List )
2/ S#p xép danh sach.
Sép xép theo mot khoa
S#p xép theo nhiéu khoa
3/ Loc va tim kiém trén danh sach
Loc tu dong — Auto Filter
Loc nang cao — Advanced Filter
Chuong V. IN BANG TiNH
Quy trinh in bang tinh
Chuong V1. BIEU PO
1/ Tao biéu d6 bang chirc nang Chart Wizart
2/ Hiéu chinh biéu do.
Chuong VII. CAC HAM THUONG DUNG TRONG EXCEL
Sum, Max, Min, Average, Count, Counta, CountBlank, CountIf, Sumif
Round, Int, Mod
Left, Right, Mid, Value, Len, Trim
If, And, Or
Vlookup, Hlookup, Match, Index.
Date, Today, Day, Month, Year.
Dsum, Dcount, Dmax, Dmin, Daverage
\ PE CUGNG HQC PHAN POWERPOINT
| Bai 1. Gi6i thi¢u
1. Téng quan vé PowerPoint
2. Céc thanh phan trén man hinh PowerPoint
° normal view: outline, slide, slide sorter view, slide show
° menu, thanh céng cu
3. Tao mot trinh dién
e bang AutoContent Wizard
e sir dung mAu thiét ké ( template )
o blank
4. Ghi xubng dia v6i cac dang khac nhau: presentation, webpage, PowerPoint show
5. Thuc thi mét trinh dién
Bai II. Lam viéc v6i vidn ban
1. Nhap van ban vao tex placeholder
2. Sir dung textbox
3. Sir dung hop thoai font
4. St dung thanh cong cu Formatting
5. Sir dung bullet
Bai I1L. Pinh dang Slide va trinh dién
1. Thay dbi thiét ké cho mét slide hay toan b trinh dién:
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