éu ciu:
> Tén cac tép dit theo nguyén tic S6 bdo danh _Hp va Tén khong ddu va luu
vao D:\SV.

<

Phan I (3 diém): MS WORD

Ciu 1 (3 diém): Dung MS Word soan thdo vin ban theo mau sau:

THONG TIN CHUNG TRUNG TAM TIN HQC HQC VIEN VIET NAM
< Ngay thanh Iap: 03-6-2016

<

Dia chi: Phong 305-307, Nha A1 cén bd, Hoc vién Néng nghiép Vi€t Nam, Thi
tran Trau Quy, Huyén Gia Lam, TP. Ha Noi

Dién thoai: (04) 66628620

Email: vitc@vnua.edu.vn Website: http://vitc.edu.vn

Facebook: www.facebook.com/vitc.vnua

Céac khoa dao tao: Chimng chi qudc té IC3, MOS; Ung dung CNTT (theo Thong
tu 03); Tin hoc van phong; Tin hoc ung dung trong Ké toan ...

Yéu cau: Thiét ap dinh dang nhu sau:

1.

LR W R

7.

Font: Times New Roman; Size: 13pt; Phén tiéu dé dugc té dam.

Paragraph: Spacing After: 0 pt; Spacing Before: 6 pt; Line spacing: Single;
Margin: Top: 2.5cm, Left: 3.5 cm, Bottom: 2.0 cm, Right: 2 cm, Gutter: 0 cm.
Thiét 14p gidy in cho vin ban 12 A4.

Ap dung kiéu danh séch liét ké cho céc dong ban ban sau phan Ngay thanh lap,...,
Cadc khoa dao tao '

Thém chu thich (comment) tai muc Dia chi véi ndi dung cha thich 1a Co thé tra
trén Google maps

Chén sé trang vao cudi trang vin ban theo mau Plain Number3

Phén I (4 diém): MS EXCEL
Cau 1 (1 diém):

a.

Ding MS Excel md 1 tp tin (Blank wordbook), trong sheet]l nhdp vao bang tinh sau
BANG TiNH TIEN HANG

Ma hang | Tén hang Loai Thing | Don gia | S6 lugng :Tha‘mh tién
K01 I L 30
B02 I 2 50
S02 2 ! 70
B03 3 3 60
D04 2 2 30
Tdng tién :
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BANG PHU

Ky tw ddu ciia Mi hang | Tén hang | Don gid 1
B Binh 75000
|D Duong 35000

K Keo 25000
B B Stra 450000

b. DAi tén sheet] thanh “Tién hang”, sau do luu tép nay vao thu muc D:\SV va dit tén
theo nguyén tic S bdo danh_ Ho va Tén khong dau (0.25d)

Ciu 2 (1 diém):
Dang ham phu hop dién vao ¢ot Tén hang theo nguyén tac ghi trong Béing phu.
Dung ham pht hop dién vao cot Don gid theo nguyén tic ghi trong Bang phu:
Tinh Thanh tién theo c¢dng thirc: Thanh tién=Pon gia * SO luong
d. Dung ham pha hop dé tinh Téng tién cho cOt Thanh tién
Ciu 3 (1 diém):

e TP

a. V& do thi dang 3D-Pie bidu thi ty 16 %

S6 lugng cac Ma mat hang
b. Dinh dang lai d5 thj v&i Chart Layou

tla Layoutl, Chart Style Ia Style 2.
Ciu 4 (1 diém): Sip xép bang dir liéu trén theo chidy tang

v A X >y . X ~ A
nhau thi sap xép $é lwong theo chiéu giam din (yéu cau ¢
khéc dé sap xép).

dan cua Thang, néu thang bing
opy bang dir liéu trén sang vi tri
Phan 3 (3 diém): Ding MS PowerPoint md tép trinh chiéu Natural.pptx, luu trinh chidy lai
vao thu muc D:\SV véi tén méi theo nguyén tac $6 bdo danh _Ho va Tén viés lién, khong
dau va thuc hién cac yéu cdu sau:
l. Ap dung hiéu tng Doors (trong
2 Ap dung
3. Ap dung
tiép.

nhém Exciting) cho tit ca céc slide.

hiéu ‘mg Random Bars (trong nhém Entrance) cho tigu d2 ciia Slide |,

hiéu img am thanh Chime mai khj ngudi thuyét trinh chuyén sang slide ké
4. Dinh dang mau cho hinh “con éch” trén slide 3 thanh Saturation: 100%

Slide 2 thanh dang Filled Square Bullets
6. Chon Slide 2. Thay déi View cta bai trin
thém dong: Criteria for Gardening.

5. Chuyén déi bullets trong

h chiéu thanh Notes Page. Bén dusi Slide 2
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