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PHAN 2:

TOM TAT LY THUYET

Module Ky nang 1:

HIEU BIET VE CONG NGHE THONG TIN CO BAN

1. KIEN THU'C CO BAN VE MAY TiNH VA MANG MAY TiNH

1.1Phan cirng:

Khai niém may vi tinh

May tinh 1a mot thiét bi dién ti tién tién c6 kha nang nhan cac dir liéu dau vao, xtr
ly cac dir liéu nay dudi sy diéu khién ciia chuong trinh, sau d6 cho ra két qua va c6
kha nang luu trir dé c6 thé sir dung nhiéu lan.

May Tinh ca nhan (PC: Personal Computer)

May tinh ca nhan (PC) 13 may tinh dugc thiét ké cho mot ngudi st dung. May tinh
ca nhan c6 thé dugc phan thanh hai loai chinh: may tinh dé trén va may tinh xach
tay (2dm c6 may Laptop, may tinh bang)

Dién thoai di dong

1a thiét bi vién thong lién lac c6 thé st dung trong khdng gian rong, phu thudc vao

noi pht song cuia nha cung cap dich vu.

Dién thoai thong minh (smartphone)

La dién thoai tich hop mot nén tang hé diéu hanh di dong véi nhiéu tinh ning hd
tro tién tién vé dién toan va két ndi dua trén nén tang co ban cua dién thoai di dong
thong thuong.

Phan biét thiét bi trung tAm va thiét bi ngoai vi

Thiét bi trung tAm 13 nhirng thiét bi duoc dit bén trong thung may (CPU, bo nhd
ram, bo mach chu, 6 dia cing, 6 dia quang, card do hoa , card 4m thanh , card
mang, b nguén,. ..)

Thiét bi ngoai vi 1a nhitng thiét bi ma ban c6 thé gan vao thung may tinh (man

hinh , chudt, ban phim, loa, may in,...)

Cic thiét bi ngoai vi chinh dwgc ndi véi thiét bi trung tAm qua cic cong


https://vi.wikipedia.org/wiki/Vi%E1%BB%85n_th%C3%B4ng
https://vi.wikipedia.org/wiki/Kh%C3%B4ng_gian
https://vi.wikipedia.org/w/index.php?title=Nh%C3%A0_cung_c%E1%BA%A5p_d%E1%BB%8Bch_v%E1%BB%A5&action=edit&redlink=1
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Thiét bi luu trit: dung dé luu trix 1au dai, v6i dung luong 16n dit liéu va chuong
trinh nhu usb, & cung di dong, dia CD rom, DVD rom,....
Thiét bi nhap: 14 thiét bi vao cho phép ban dua thong tin vao may tinh nhu ban
phim, chudt, micro, may quét anh (may scan), webcams, may anh k¥ thuat
50....
Thiét bi xuat: 1a thiét bj ra cho phép ban ldy thong tin ra tir may tinh nhu may
in, man hinh, may chiéu, loa....
Thiét bi mang truyén thong: usb wifi, ddy mang, modem.
Bo xwr li trung tdm (CPU):
X 1y moi thong tin trong mdy tinh, CPU duoc chia lam 3 phan: Bo
diéu khién (CU), Bo sé hoc - logic (ALU) va Céc thanh ghi
(Registers)
Bo nhe trong: con goi la bo chinh (primary memory)
B6 nhé gom cac phan tir goi 1a 6 nhd, mdi & nhé ¢6 thé luu trit duoc
mot mau thong tin. Pon vi do dung luong bo nhé

Bit .o don vi co ban cia b nhd c6 2 gia tri 1 hoac 0
Byte............ don vi xu li dit liéu hién hanh (1 byte= 8

bits)

Kilo byte .......cccoeienee. 1 KB =1024 bytes

Mega byte .................... 1 MB =1024 KB =1.084.576 bytes.

Giga byte.........cccvevnee. 1 GB =1024 MB = 1.073.741.824

bytes.

Terabyte ... 1TB =1024 GB.

Vé vat Ii cu tao: Bo nhé 1a nhitng thanh RAM trén d6 chua
nhiéu chip nhé, va chip ROM lip bén trén mainboard cua may
tinh. C6 2 loai : RAM (Random Access Memory) va ROM
(Read Only Memory)

PAC PIEM CUA RAM :
— L& bd nhé c6 thé doc va ghi dit liéu, chuong trinh tam thoi khi may tinh
con hoat dong.
—  Di liéu trong RAM dugc nudi bang
ngudn dién (pin).
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— Dir liéu s& bi mat di khi tat may. (hoic bi mat
dién dot ngot)

ROM (Read Only memory) goi la bo nhé chi doc

vi né céac dic diém sau:

—  Khong thé ghi thém dit liéu 1én ROM

duoc.

— Dt liéu trong ROM thuong duge ghi vao

mot 1an duy nhit, khong xda dugc.

—  ROM thudng dung dé luu cac chwong trinh diéu khién phan ctng cua

nha san xuét.

— Dir liéu s& khong bi mat di khi tit may.
Pia cirng trong : 1a ving luu trit dit liéu 16n chinh trong may tinh. O cang duoc
sir dung dé luu trir hé diéu hanh, cac chuong trinh Gng dung (chuong trinh xi
ly word, game ...) va dir liu. O cang trong hién nay c6 2 loai chinh 1a: HDD
(Hard Disk Drive) va SSD (Solid State Drive).

Dia cirng ngoai:
cling dugc ding  dé
luu trlr 1au dai véi dung

lwong 16n dit liéu va chuong trinh . Bao gém dia cimg, dia mém, dia CD ROM,
DVD ROM, USB Flash drive (dia ctng di dong)...Nhung téc do truy xuét di liéu

s€ cham hon so v&i dia cing trong
Q (

USB Flash drive : o cung di dong bia CD ROM

O cimg di dong
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Luru trir trwe tuyén (luu trir trén mang) 1a dich vy luu trir cho phép ngudi ding
truy cép vao dit liéu cia minh tir bat cir ddu thong qua web.

Nhitng dich vu luu trir phd bién nhat hién nay nhu: Dropbox, google Drive,
Mediafile, ......

M@t sé thiét bi chinh thuc hién viée nhap dir liéu vao may tinh (Thiét bi nhap)
Chudt : La thiét bi ngoai vi ciia may tinh dung dé diéu khién va lam viéc voi may
tinh, chudt may tinh c6 hai loai chinh 1a chudt bi (co hoc) va chudt quang. Kiéu
giao tiép thong dung hién nay 1a giao tiép qua cong PS/2 hoic qua cong USB.

Ban phim (Keyboard): van la cach phé bién nhat dé nhap théng tin vao may
tinh, vé hinh dang, ban phim 1a sy sap dat cac nit hay phim. Giao tiép cta ban
phim két ndi v6i bo mach chu thong qua cong PS/2, USB hoic khong day.

Qua cau danh dau (Trackballs): Qua cau danh dau 13 mot su thay thé cho
chudt va thich hop véi nhitng nha thiét ké d6 hoa. Qua cau danh dau thuong

diéu khién rat tot cac muc chuyén dong trén man hinh. Néu ban str dung
chudt co thé ban s& mat nhiéu thoi gian hon.
Touch Pad: Mt touch pad 1a mot thiét bi 16i vao va dap ung véi ap suat

dugc su dung két hop v61 mot cay but dac biét ching co thé dugc su dung

bdi cac hoa si dd hoa dé tao cac anh minh hoa

Bat quang dién: Bat quang dién duoc st dung dé cho phép ngudi st dung chi
dén ving trén mot man hinh va thuong dugc sir dung dé chon thuce don

Cin diéu khién: C6 nhiéu trd choi yéu cau mot can diéu khién dé choi game. C6
rat nhiéu loai khac nhau, dap tng phuc tap hon dé di chuyén theo 3 chiéu. Giong
nhu c6 Mot s6 nut ¢6 thé dit cu hinh.

MaAy quét anh (Scanner): La thiét bi c6 kha ning quét anh dé dua vao dia cling
may tinh dudi dang file anh, gitip viéc luu trit hodc gui file di noi khac dé dang,
ngoai ra ngudi st dung ¢ thé ding cic phan mém khac dé chinh sta file cho dep
hon, vv...

Webcam (WC - Web Camera: La thiét bi ghi hinh dugc két ndi v6i may tinh dé
truyén tryc tiép hinh anh 1én mot website ndo d6 hay dén mot may tinh khac thong
qua mang Internet. Vé co ban, webcam giéng nhu may anh k¥ thuat s6 nhung

khac & cho cac churc nang chinh ctia n6 do phan mém cai dat trén may tinh diéu

khién va xtr 1y.


http://vi.wikipedia.org/wiki/Thi%E1%BA%BFt_b%E1%BB%8B_ngo%E1%BA%A1i_vi
http://vi.wikipedia.org/wiki/M%C3%A1y_t%C3%ADnh
http://vi.wikipedia.org/wiki/M%C3%A1y_t%C3%ADnh
http://vi.wikipedia.org/w/index.php?title=N%C3%BAt_(%C4%91i%E1%BB%81u_khi%E1%BB%83n)&action=edit&redlink=1
http://vi.wikipedia.org/wiki/M%C3%A1y_vi_t%C3%ADnh
http://vi.wikipedia.org/wiki/Website
http://vi.wikipedia.org/wiki/Internet
http://vi.wikipedia.org/wiki/M%C3%A1y_ch%E1%BB%A5p_%E1%BA%A3nh_s%E1%BB%91
http://vi.wikipedia.org/wiki/Ph%E1%BA%A7n_m%E1%BB%81m
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Céc thiét bj ra thong thwong dé hién thi két qua xir Iy cia may tinh (Thiét bi

xuﬁt)

Man hinh (Monitor): La thiét bi dién tir gin lién véi may tinh dung dé hién thj va
giao tiép gitra ngudi str dung v6i may tinh.

May in (Printer): 1a thiét bi dung dé thé hién ra cac chit liéu khac nhau cac noi
dung dugc soan thao hoac thiét ké san. May in thuong chia lam 3 loai: May in
laser, may in kim va may in phun.

Loa va tai nghe: 1a thiét bi giup chung ta cam nhan dugc Am thanh mot cach gian
tiép nhitng thanh phim am nhac chét lugng phat ra tir may tinh

May chiéu (Projector): La thiét bi dung dé chuyén d6i dit liéu hinh anh tr may
tinh hay nguodn video cho sang hinh anh sang, rong trén mot nén xa thuong la
tuong hay phong nén. May chiéu phuc vy viéc trinh chiéu, thuyét trinh, hd tro cho
viéc giai tri man anh rong nhu xem phim, xem béng d4, vv...Cung lac hd trg cho

nhiéu nguoi cung xem.

Ciac cong thong dung:

Cong ndi ti€p: Cong ndi tiép 12 mot 6 cam nhiéu chan duge dit ¢ phia sau may
tinh cho phép ban két ndi cac thiét bi v6i may tinh nhu modem, chudt,... chung
thuong duoc goi la COM1 hoac COM2.

Cong song song : Cong song song la mot 6 cam nhiéu chan dugc dat ¢ phia sau
may tinh cho phép ban két ndi cac thiét bi véi may tinh nhu may in, ching
thuong dugc dat 1a LPT1 hoiac LPT2.

Cong USB (Universal Serial Bus): Cong USB & phia sau, cho phép ban cim
cac thiét bi duoc thiét ké cho USB. Céc thiét bi nay c6 thé 1a may quét hay
camera sb.

1.2 PHAN MEM:

Khai niém phan mém va vai trd ciia phan mém

La mdt tdp hop cac cau Iénh duogc viét béng modt hodc nhiéu ngdn ngit lap

trinh theo mat trat tw xac dinh nhim tr dong thuc hién mot sé nhiém vy, chirc
ning hodc giai quyét mot van dé cu thé nao do.

Phin mém hé thong.

La phian mém gitip d& hé thong may tinh hoat dong, tich hop, diéu khién va quan
ly cAc phan ctng riéng biét ciia hé thong may tinh. Vi du: Hé diéu hanh danh cho
may tinh c4 nhan nhu Microsoft Windows 7, Microsoft Windows 10, h¢ diéu hanh

ma nguon mo Ubuntu vv...


http://vi.wikipedia.org/wiki/Thi%E1%BA%BFt_b%E1%BB%8B_%C4%91i%E1%BB%87n_t%E1%BB%AD
http://vi.wikipedia.org/wiki/M%C3%A1y_t%C3%ADnh
http://vi.wikipedia.org/w/index.php?title=Ch%E1%BA%A5t_li%E1%BB%87u_in&action=edit&redlink=1
http://vi.wikipedia.org/wiki/M%C3%A1y_vi_t%C3%ADnh
http://vi.wikipedia.org/wiki/M%C3%A1y_vi_t%C3%ADnh
http://vi.wikipedia.org/wiki/Video
http://vi.wikipedia.org/wiki/C%C3%A2u_l%E1%BB%87nh
http://vi.wikipedia.org/wiki/Ng%C3%B4n_ng%E1%BB%AF_l%E1%BA%ADp_tr%C3%ACnh
http://vi.wikipedia.org/wiki/Ng%C3%B4n_ng%E1%BB%AF_l%E1%BA%ADp_tr%C3%ACnh
http://vi.wikipedia.org/wiki/Ph%E1%BA%A7n_m%E1%BB%81m
http://vi.wikipedia.org/wiki/H%E1%BB%87_th%E1%BB%91ng_m%C3%A1y_t%C3%ADnh
http://vi.wikipedia.org/wiki/Ph%E1%BA%A7n_c%E1%BB%A9ng
http://vi.wikipedia.org/wiki/H%E1%BB%87_th%E1%BB%91ng_m%C3%A1y_t%C3%ADnh
http://vi.wikipedia.org/wiki/H%E1%BB%87_%C4%91i%E1%BB%81u_h%C3%A0nh
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Phian mém tng dung.

La chuong trinh giip cho may tinh thuc hi¢n truc tiép mot cong viéc nao do6 ma
ngudi dung mudn thuc hién.

H¢é diéu hanh

Cic chirc ning chinh cia hé diéu hanh va mét s6 hé diéu hanh thong
dung

Hé diéu hanh 13 phan mém chay trén may tinh, ding dé diéu hanh, quan 1y cac
thiét bi phan cing va cac tai nguyén trén may tinh. Hé diéu hanh déng vai tro

trung gian trong giao tiép giita ngudi str dung va phin cig may tinh, cung cip

moi trudng cho phép ngudi sir dung phat trién va thyc hién cac tng dung mét cach
dé dang.

C6 mdt sd hé diéu hanh khéac nhau duoc st dung rong rai hién nay nhu: Windows
7, Windows 8, Windows 10, Ubuntu, UNIX va Linux ciing la cac hé diéu hanh c6
thé chay trén PC. C4c loai may tinh khac nhu nhitng may duoc san xuét boi Apple
c6 h¢ diéu hanh Mac OS.

Mt s6 phan mém ing dung thong dung

Mot s6 phan mém thong dung va nhiing tmg dung ctia chung

B¢ xir ly van ban (Word processing)

Chuong trinh xtr Iy van ban (nhu Microsoft Word) cho phép ban tao ra cac buc thu
hodc cac vin ban mot cach dé dang .

Bang tinh (Spreadsheets)

Chuong trinh bang tinh (nhu Microsoft Excel) cho phép ban tinh todn thu nhap,
chi tiéu ciia mot cong ty va tir d6 tinh toan cin ddi.

Trinh dién (Presentation)

Chuong trinh trinh dién (Nhu Microsoft PowerPoint) cho phép ban nén cac bai
giang dién tir, quang cao san pham, trinh bay cac bio cdo chuyén dé,.....

Co sé dir liéu (Databases)

Chuong trinh database (co s¢ dir li¢u) (nhu Microsoft Access) cho phép ban bién
soan thong tin va sau d6 tim dé 13y thong tin 6 khi ban mudn.

Web browsing

Céac mg dung nay cho phép ban hién thi va tuong tic véi World Wide
Web (WWW). Nhu: Microsoft Internet Explorer, Firefox

Thiét ké web (Web authoring)

Céc tng dung nay cho phép tit ca moi ngudi thiét ké mot trang web mot cach dé

dang


http://vi.wikipedia.org/wiki/Ph%E1%BA%A7n_m%E1%BB%81m
http://vi.wikipedia.org/wiki/M%C3%A1y_t%C3%ADnh
http://vi.wikipedia.org/w/index.php?title=Thi%E1%BA%BFt_b%E1%BB%8B_ph%E1%BA%A7n_c%E1%BB%A9ng&action=edit&redlink=1
http://vi.wikipedia.org/wiki/M%C3%A1y_t%C3%ADnh
http://vi.wikipedia.org/w/index.php?title=Ng%C6%B0%E1%BB%9Di_s%E1%BB%AD_d%E1%BB%A5ng&action=edit&redlink=1
http://vi.wikipedia.org/wiki/Ph%E1%BA%A7n_c%E1%BB%A9ng_m%C3%A1y_t%C3%ADnh
http://vi.wikipedia.org/wiki/M%C3%B4i_tr%C6%B0%E1%BB%9Dng
http://vi.wikipedia.org/wiki/%E1%BB%A8ng_d%E1%BB%A5ng
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Microsoft FrontPage, acromedia Dreamweaver.

Bién tap anh (Photo editor)

Chuong trinh Photoshop cho phép ban chinh stra va xtr Iy cac burc anh theo y
mudn ctia minh mét cach hoan hao va chuyén nghiép.

Thuw dién tir (Email)

Két ndi lién tuc va lam viéc hiéu qua hon v41 mot ché do xem 1 rang, théng nhét
vé email, lich, danh ba va cac tép cua ban.

Phin mém ngudn mé

Khai niém phan mém ngudn mé

Phan mém ngudn mé 13 nhitng phan mém duoc cung cap dudi ca dang mi va
ngudn, khong chi 1a mién phi vé gia mua ma chu yéu 1a mién phi vé ban quyén:
ngudi ding c6 quyén stra do6i, cai tién, phat trién, nang cap theo mot s6 nguyén tic
chung qui dinh trong gidy phép phian mém ngudn ma.

Phin mém thwong mai

La phan mém thudc ban quyén cua tac gia hodc nha san xuit, chi dugc cung cap &
dang ma nhi phéan, nguoi dung phai mua va khong c6 quyén phan phdi lai.

Mot s6 phan mém ngudn mé thong dung

OpenOffice, Mozilla Thunderbird, Trinh duyét Firefox

1.3 MANG MAY TiNH VA TRUYEN THONG

Khai niém, vai tro ciia cic mang may tinh.

Mang may tinh la gi?

Mang may tinh 1a tdp hop cac may tinh duoc két ndi voi nhau theo mot phuong
thirc ndo d6 thong qua cic phuong tién truyén din tao thanh mot hé théng cho
phép nguoi dung chia sé tai nguyén nhu dir liéu, phan mém, may in ...

Vai tro cua cac mang may tinh

Dung chung dir li¢u.

Dung chung cac thiét bi phﬁn cung nhu may in, bd nhd, cac 6 dfa,...

Dung chung cac phan mém.

Trao ddi thong tin.

Thé nao 1a LAN?

Mang Lan Ia viét tit cua (Local Area Network) 1a mang duoc thiét 1ap dé lien két
cac may tinh trong mot khu vuc nhé nhu mot van phong, mdt toa nha, mot truong
hoc.

Thé nao 1a WAN?
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WAN (Wide Area Network) 14 mang duoc thiét 1ap dé lién két cic may tinh cua
hai hay nhiéu khu vuc khac nhau nhu gitta cac thanh phd hay cac tinh.

Thé nao la client/server?

Thuat nglr nay chi loai mang mdy tinh ma trung tam ctia mang 1a server(may chu)
va c6 nhiéu client (may tram), server thuong 1a cac may tinh manh con client thi
thudng 12 may tinh khong manh lam.

Phuong tién truyén thong, bing théng, cac phwong tién truyén din

Phuong tién truyén thong (media)

Phuong tién truyén thong 13 str dung nhirg phuong tién c6 sin trong thién nhién,
nhitng céng cu nhan tao dé dién ta va chuyén tai nhiing thong tin, thong diép tir
ban than dén nguoi khac hay tir noi nay sang noi khac. Co rat nhiéu phuong tién
truyén thong: truyén hinh va radio, bao chi, ban hang online, trang web, Internet.
bac biét truyén thong mang xa hoi (Facebook, Twitter, Yahoo,...)

Bang thong (bandwidth)

La s6 luong dir liéu dugc chuyén tir noi ndy toi noi khac trong mot thoi diém nhat
dinh, thdng thuong don vi do s€ 1a Mbps hay la Gbps.

Cac phwong tién truyén din

Co6 day nhu:

Cap xoin ddi : gdbm nhiéu cip diy dong xoan lai véi nhau nham chbng phat xa
nhiéu dién tir.

Do dai t6i da < 100 m (néu cap cang dai , tin hiéu cang yéu)

Téc d6 truyén toi da 100 Mb/s

Cap dong truc(coaxial):

Do dai t6i da <500m ddi véi loai day cap day.

Do dai t6i da <185m ddi véi day cap mong .

Téc d6 truyén t6i da 10Mb/s

Cap quang: 1a mot loai cap lam bang thuy tinh hodc nhua, sir dung 4anh sang dé
truyén tin hiéu. Truyén dit liéu qua cap quang it bi nhidu, tdc d6 cao va truyén xa
hon

Téc d6 truyén > = 1000 Mb/s

Do dai c6 thé hang trim Km

Khong day

Vi du: song v tuyén, song radio, birc xa hong ngoai, truyén thong qua vé tinh. ..
Khai niém mang Internet, intranet, extranet.
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Mang ndi b (Intranet): 1 mang dung trong ndi bd to chuc, Thong thuong, chi
nhiing ai dugc cho phép méi dugc quyén truy cdp mang ndi bd nay. Mang ndi bd
thuong duoc sit dung dé luu thong tin, chia sé file, cung cap thong tin dung chung
cho toan t6 chirc nhu chinh sach, thong béo...
Mang mé rong (Extranet): 13 mang ndi bd nhung cho phép mot sb ddi tuwong
ngoai t chire truy cap véi nhiéu mirc d6 phan quyén khac nhau.
Internet: 12 mang toan cau; 1a mang ciia cac mang duoc lién két véi nhau. Bt
ctr khi ndo mudn, ban c6 thé tim kiém khong tin trén hau hét cac tai liéu.
Khai niém tai cic ndi dung tir mang xuong (download) va tii cic ndi dung lén
mang (upload).
Download (tii xudng) 13 tai bat ky noi dung nao tir trén mang vé may tinh cia ta
Upload (tai Ién) thi nguoc lai, day 12 qua trinh ta chuyén mot ndi dung tir may
tinh cua ta 1én mang internet
Phan biét giira cac “dich vu két ndi Internet”
Két ndi dial-up: Toc do dudng truyén Internet cta loai két ndi nay rat thap. Dé sir
dung két ndi nay, ban can ¢6 mot modem dial-up va duong day dién thoai. Sau do
quay s6 két ndi cia nha cung cép dich vu Internet. Khi dang két ndi, dién thoai ban
nha xem nhu ban. Hién nay dich vu nay khong con duoc trién khai nira.
Két ndi ADSL (cap dong): Pay 1a hinh thirc két ndi Internet duong truyén toc do
cao, nhanh gip nhiéu 1an so véi két ndi dial-up.. Bé dung két ndi nay, ban phai cé:
modem ADSL, card mang LAN, doan day nbi tir card mang dén modem va duong
day két ndi Internet..
Két ndi FTTH (cap quang): day la cong nghé két ndi vién thong hién dai trén thé
gidi voi duong truyén dan hoan toan bang cap quang tir nha cung cap dich vu téi
tan dia diém cua khach hang. Toc d6 c6 thé gap 200 lan so véi cong nghé ADSL.
Két ndi khong day: Két ndi nay phd bién rong trong khoang 3 niam trg lai day,
thudng c6 & cac diém truy cap Internet khong day nhu quéan cafe, khach san ... Két
nbi ndy thuong dung cho may tinh xach tay. Mudn dung két ndi nay, may tinh cta
ban phai c6 card mang khong ddy va ding ky dich vu cta nha cung cép Internet,
hoic két ndi thong qua may chu cua quan cafe, khach san,... hodc két nbi qua dién
thoai di dong.
2. CAC UNG DUNG CUA CONG NGHE THONG TIN - TRUYEN THONG
(CNTT-TT)
H¢ thong quan tri kinh doanh
H¢é thong diit vé may bay
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Bio hiém

Nghiép vu ngan hang truc tuyén

Mot s6 (rng dung clia may tinh trong chinh phii:

Théng ké dan sb

bang ky phuong tién giao thong

Thong ké thu nhap

Hé théng dao tao tir xa: E-learning 1a thuat ngtt dugc str dung dé miéu ta viéc
hoc qua Internet.

Tele-working: Lam viéc tir xa 1a mdt thuat ngir chi nhirng nguoi lam viée ¢ nha
két ndi voi cac t6 chitc qua mang may tinh, truyén thong qua thu dién tir hay dién
thoai

Hoi nghi trwc tuyén- 12 giai phap hd tro nhiéu nguoi ¢ nhitng dia diém, vi tri dia
1y khac nhau c6 thé cung tham gia mgt cudc hop tir xa; ma & do, ho co thé nghe,
n6i, nhin thay nhau nhu dang ¢ chung mét phong hop

3 AN TOAN LAO PONG

Piéu chinh tw thé khi ngoi trén ghé

Piéu chinh chiéu cao cta ban va ghé sao cho canh tay tao thanh gbc vudng
tai khuyu tay khi danh may va d6i chan dé chiu nhat

GAc nhin ciia mit thich hop

Duy tri khoang cach gitta mat v6i man hinh khoang 50 — 60 cm.

Diéu chinh d6 sang man hinh vira phai khi ngdi lam viéc 1au trude may tinh.

Chiéu cao ctia man hinh cling nén dugc diéu chinh béng hoac théip hon mat mot
chat.

Ngoai ra, khdng nén ti d¢ long ban tay cua minh vao ban phim. Luc gitt chudt
cling khong can phai dung nhiéu luc va nén ding ca ban tay dé& cam va di chuyén
chudt

4. PHAN MEM POC HAI (MALWARE)

Malware (phin mém ddc hai) vé co ban 1a bit ky loai phan mém nao c6 y dinh
lam hai vao mdy tinh (thu thap thong tin, truy cap dir li€éu nhay cam...) Malware
bao gdm virus, trojan, rootkit, worm, keylogger, spyware, adware, v.v...

5 CAC VAN PE AN TOAN THONG TIN CO BAN KHI LAM VIEC VOI
MAY TINH

Nén c6 mat khau dé bao vé dir liéu trong may tinh khi roi noi 1am viéc. Mat khau
nén co it nhat 1a 8 ky tw va co ca chit va s6. Ban nén thuong xuyén thay doi mat
khau;
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Khong dé 1o (che déu) hd so ca nhan, han ché g thong tin ca nhan, canh giac voi
nguoi la, canh giac voi thu gia mao.

Nén cai mot chuong trinh diét virus Ién may tinh. No can dugc cap nhat thuong
Xuyeén
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Module Ky nang 2:

SU DUNG MAY TiNH CO BAN

1. HE PIEU HANH WINDOWS
HE PIEU HANH

Hé diéu hanh 1a mot hé thong cac chuong trinh (phdn mém hé thong) diéu khién
quan 1i moi hoat dong ctia may tinh, tao giao tiép giita nguoi st dung va may tinh,
Hién nay c6 nhiéu loai hé diéu hanh nhung Micoft Windows 13 thong dung nhat.
Céc chirc nang chinh cua hé diéu hanh:

*  Quan li b x1r li trung tdm va bd nhd.

« Quan li va diéu khién céc thiét bi ngoai vi.

* Quan li tap tin trén dia.

« Diéu khién viéc thyc thi chuong trinh.

THU MUC VA FILE (TAP TIN)

FILE La tap hop cac thong tin c6 lién quan dén nhau va dugc luu trén cac thiét bi
nhd bang mot tén riéng. Mbi file phai co tén dé hé diéu hanh truy xuat (tim kiém
va nhan dang).

Hé diéu hanh DOS quan li théng tin thong qua tén tap tin.

Tén tap tin dugc chia lam 2 phan, gdm <tén chinh>.[<Phdn m& rong>].

Hé diéu hanh Windows cho phép tén tap tin dai dén 256 ki ty va cho phép dung ki
tu trang (thanh dai) khi dat tén tap tin.

Phan loai tip tin

Nguoi ta thuong dua vao dudi file dé phan loai file:

PUOI FILE (phian mé rong file) LOAI FILE

*.txt, *.og, *.rtf, *.0ni oo, File van ban (doc dugc)
FLCOM, *LBXE vt File chuong trinh kha thi
*.dOC, .0t File cia phan mém winword
*pg, *.bmp, *.wmf, *.png, *.tif, *.png............... File hinh anh, d6 hoa

KOO e File ctia phan mém db hoa
Coreldraw
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KPS e e File cia phan mém xu 1i anh
Photoshop
KA et File cia phan mém db hoa
[llustrator
*dbf, *mdb e File co so dir liéu
S oo OSSPSR File biéu tuong
FLZIP, FXA e File nén
PO File nén tich hop Font
* html, *.htm, *.mht, *.mhtml................oorrnnn. File Web,
*.avi, *.mov,*.mpg, *.mpeg, *.wmv, *.mp4, *.flv  File phim video clip
*.wav, *.mid, *.mp3, *.wma, *.wma.................. File 4m thanh, am nhac
FSWE, .01 File anh dong
M File tam cua file rng dung do
windows tao
* ppt, *.pptX, *.pps, *.pPSX, *.POt ..ccvvverrerrrennnn, File trinh chiéu phan mém
Powerpoint

O dia

La thiét bi ma mdy tinh dung dé doc va ghi (lru trir) théng tin 1én dia tir

Tén cta 6 dia thudong 1a cac chit ci. O dia mém thudng 1a A:, tén 6 dia cimg 1a C:,
D:, 6 dia di dong (Flash disk) c6 thé c6 tén D, E:, ...

Khi may tinh dang lam viéc truc tiép véi 6 dia nao thi 6 dia d6 duoc goi 1a 6 dia
hién hanh.

Thu muc (Folder)

Dé dé dang quan 1i cac tap tin trén dia, hé diéu hanh DOS va Windows cho phép
phan ving trén dia thanh timg nhém goi 1 thu muyc dé luu cac tap tin cung loai.
Hé diéu hanh Windows goi thu muyc 1a Folder.

Mot thu muc lai ¢ thé chira cac thu muc con khéc tao thanh cay thu muyc.

M&i mot thu muc c6 mot tén, quy tic dit tén thu muc ciing giéng nhu dit tén tap
tin, nhung thudng khong c6 phan mé rong.

MJi 6 dia ¢c6 mot thu muc goi la thu muc géc. Thu muc géc ki hiéu 1a dau \

Mot thu muc khong chira tap tin hodc thu muc con nao goi la thu muc rong.

Mot thu muc cép dudi (dugc chira trong) mot thu muc nao d6 goi la thu muc con.

Thu muc chtra n6é dugc goi 1a thu myc cha cua thu muc do.
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Céch t6 chire thu muc phan cap cha, con trong DOS tao thanh nhitng cdy thu muc.

Phuc hdi file, biéu twong da 16 x6a

Recycle Bin (Thung rac): Pay la 1 biéu twong trén man hinh desktop ciing 1a mot

folder dac bi€t (thu muc) c6 tac dung luu trit tam thoi céc file, cac Shortcut do ta

x0a trén dia cung dé c6 thé phuc hoi lai (khi 16 x6a nham) trong 1 thoi gian nhat

dinh.

« Mubdn phuc héi lai tén file (file), Shortcut khi x6a nham : M& (click doi)
Recycle bin, click phai 1én tén file hodc Shortcut can phuc hoi, chon Restore.

« Mudn x06a luén file, Shortcut (khong thé phuc hoi) trong Recycle bin: Mo
Recycle Bin, click phai 1én tén File hay Short cut, chon Delete.

«  Mudn x6a tat ca céc file dang luu trit trong Recycle bin: Mé Recycle bin, chon
Empty Recycle bin.

Ghi chu:

« Néu khi nguoi dung 4an phim Shift va ra lénh x6a file hay thu muc trén dia
cung thi khong thé phuc hoi cac file da xo6a trong Recycle bin

2. CONTROL PANEL & MQT SO CHUC NANG THONG DUNG
Control Panel (bang diéu khién): giup ngudi dung dé thay doi toan bo cac tinh
nang lién quan dén hé thong may tinh theo nhu cau ctia nguoi st dung
Date/Time
Pay la tinh nang dung dé dat ngay gio hé thong trong may
Mouse Thay d6i tinh ning cua con chudt.
Region and Languages:

Thay d6i cau hinh hé thong may tinh vé ngén ngir va dinh dang hién thi ngay theo
ma vung quoc gia (ngay/thang/nam hay thang-ngay-nam).

Program and Features

G bo hay bd sung tinh ning ctia phdn mém tng dung cai dit trén may tinh

3.Dich vu lwu trit va chia sé tai liéu trwe tuyén cia Chrome: Google drive
(Cloud Computing)

B1: Khéi dong trinh duyét web Chrome > click chgn t&rng dung > click chgn
Gmail.
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B2: Truy cép vao tai khoan gmail cua ban

B3: O goc phai hodc trai trén cua cira sd gmail > Click 9 hinh vudng nhé (bén trai
hinh céi chuéng)

B4: Click chon Drive

Tao thw muc trén kho Drive truc tuyén

B1: chon Drive cua t61 (My Drive)

B2: click Tao (Create) hodc ddu +

B3: Go vao tén thu muc

Upload (tai 1&n) 1 hoiic nhiéu file tir dia cirng 1én 1 thw muc trén Google drive
B1: click chon thu myc luu file trén google drive

B2: M& Windows Explorer (Phim Windows + E) > click d6i tén TM chua file can
upload > click doi thanh tiéu dé ctra s6 Windows Explorer dé thu nho ctra so
windows Explorer > click tén file kéo ra ctra s6 man hinh Drive r6i nha chudt

Poi tén file hay thuw muc trén Drive

B1: click phai tén thu muc hay file

B2: chon d6i tén (Rename)

B3: Nhap tén méi > OK

Xoa file hay thu muc trén Drive

B1: click phai tén thu muc hay file

B2: chon X6a (Delete)

Di chuyén file hay thu muc trén Drive qua thu muc khac

B1: click phai thu myc hay file can di chuyén

B2: chon di chuyén toi

B3: Click chon thu muc dén

B4: Chon di chuyén

X6a, di chuyén, dbi tén, download file, thw muc

B1: Click d6i tén 1 thu muyc > s& hién ra cac file hay thu myc con & cira s6 phai
B2: click tén file hodc 4n + giit phim CTRL rdi click chon nhiéu file > thyc hién
thao tac x6a hay di chuyén bang céch click cac nlt x6a (thung rac)/nit di chuyén
hodc click nut tac vu khac nat 3 cham diang (more) dé chon I¢nh doéi tén hay di

chuyén dén hay tai xudng (download)...
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4.QUAN Li THU MUC & FILE VOI TRINH TIEN ICH FILE EXLORER
FILEs Explorer: giup ching ta quan li dugc File va Folder
CAC THAO TAC VOI FOLDER VA FILE

Mé mot Folder hay file: chon 1 trong 3 cach sau:
C1 : Click doi tén Folder.

C2 : Click phai tén Folder > click Open.

C3 : Click trai chon tén Folder, go phim ENTER.

Tao Folder:
Duyét cy Folder, tim va md Folder cha ciia Folder can tao.

Click nit Folder trén menu bar (hoic click phai bén ving trong & cira so
phai/new/folder). Khi Windows hién ra hop Im , 26 tén Folder cén tao,
g0 <ENTER>.

Xoéa folder hoac file: chon 1 trong 2 céach sau:

Duyét cay Folder, tim va chon Folder (file) can x6a. Roi gd phim Delete ( Hodc
click nat Delete trén Toolbar ).

Click phai chuét 1én Folder (hay file), chon < Delete >

Poi tén folder hoic File: chon 1 trong 3 cach sau:

Click phai 1én Folder, chon Rename, g0 tén moéi, <ENTER>.

Sao chép folder hoac file:

Duyét cay Folder, tim va Click chudt chon Folder can chép.

GO CTRL + C (Copy)

Duyét cay Folder, tim va click chon Folder dich, go CTRL+V ( Paste).

Di chuyén folder hoic file dén folder dich
Duy¢t cay Folder, tim va click chon Folder can di chuyén.

g0 CTRL + X (Cut).

Duyét cay Folder, tim va click chon Folder dich, go CTRL+V ( Paste)..
Xem thong tin folder hoac file trén dia

Click phai Ién tén Folder hay File = Click chon Properties.
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Céc thao tac véi file trong cira sé explorer
Céc thao tac sao chép, di chuyén, x0a tuong ty nhu thao tac vaoi folder (thu muc).

Pé chon nhiéu file lién tiép nhau: Click chuét 1én file thu 1, roi An SHIFT va
Click chudt 1én file cui rdi nha chuot.

Dé chon nhiéu file khong lién tiép: An Phim CTRL trong khi Click chudt 1an luot
1én tén céc file mudn chon.

Chon tt ca cac file trong 1 Folder: M& Folder, céc file s& ra & cira s6 phai. Click
chudt vao khoang trang & ctra sO phai, gd CTRL + A

Xem, gan thudc tinh cho 1 File: Click phai tén file, chon Properties, click chuot
vao 0 vudng M Read only: Chi doc, khong cho thay d6i ndi dung file

M Hidden : Dau tén file khong hién ra trong ctra s6 ndi dung thu muc.

Cac thao tac voi dia

Dinh Dang Dbia (Format) USB: Click phai chuét 1én biéu tuong dia vi du dia USB,
chon Format. Click chudt muc Start. Sau 1 khoang thoi gian vai phut, khi hi¢n ra
1 hop thoai, chon Close.

Xem thong tin va dung hrong dia: Click phai chudt 1én biéu twong dia & cira s6
trai, click chon properties.

5. NEN FILE/GIAI NEN FILE

NEN FILE

Céach 1: Pé tao file nén, click chuot phai 1én mdt khu vuc tréng bat ki trén man
hinh desktop hoidc cira s6 Windows Explorer, sau d6 chon New > Compressed
(zipped) Folder.

Céch 2: chon tit ca cac file hodc thu myc ban mudn nén trén cira s6 Explorer
hoac Desktop, click chudt phai va chon Send to > Compressed (zipped) folder.
GIAI NEN FILE

click chu¢t phai 1én file .zip va chon Extract All.

6.DA PHUONG TIEN (MULTIMEDIA)

Pa phuong tién 12 mediavandi dungma s dung két hop nhiing dang noi
dung khac nhau. Thuat ngt nay dugc st dung twong phan vdi media ma né chi sur
dung dang truyén théng 13 in 4n hodc vin ban viét tay. Multimedia bao gdm to
hop van bdn, audio, hinh dnh, hoat hinh, video, va nhitng noi dung mang
tinh fwong tac.
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Multimedia thuong dugc ghi lai va chay, hién thi hay truy nhap béi nhiing thiét bi
xu 1y ndi dung thong tin, nhu may tinh, dién thoai di dong. Ngoai ra multimedia
con miéu ta cac thiét bi dung dé luu trir va xir Iy ndi dung thong tin. Multimedia
phan biét thanh media cb dinh trong my thuat; gdbm ca 4m thanh trong pham vi
rong hon. Thuadt nglr "giau media" la tuwong tu vai multimedia tuong
tac. Hypermedia c6 thé xem 1a mot img dung dic biét cia multimedia.
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Module Ky nang 3:

XU LY VAN BAN CO BAN

GIOI THIEU MICROSOFT
Word 12 mét tng dung soan thao vin ban hang dau trén thé giéi (ndm trong bd
Microsoft Office) cia hang Microsoft. Ban co thé st dung Word dé soan thao vin
ban vo6i cac tinh ndng manh nhu: soan thao van ban Tiéng Viét, dinh dang nhiéu

Font chit, tao cac bang biéu, Mail Merge, két hop van ban véi cac hinh anh dd hoa,

am thanh hay cac d6i twong multimedia va ban c6 thé xuét cac tai liéu nay trén
giéy, hoac dua lén World Wide Web,...
BANG TOM TAT CAC LENH THONG DUNG TRONG MICROSOFT

WORD 2016
Menu nhom Lénh / nit c.cu Cong dung Phim tat
QUiCk ACCesS Undo Huy bo thao thac vira chon (khoi | Ctrl+Z
phuc trang thai trude do
Toolbar Redo Thuyc hién lai thao tac 3 Undo Ctrl+Y
New E Tao van ban madi Ctrl+N
Open M¢ van ban ra Ctrl+O
Eile Save |E Luu vao dia Ctrl+S
Save As Luu vao dia voi tén khac / vi tri
khéc
Print In Ctrl+P
Copy B | | Sao chép Ctrl+C
Cut %] | Di chuyén Ctrl+X
Clipboard | Paste Dan Ctrl+V
Format Sao chép dinh dang
Home Painter
Font Thay d6i font chir Ctrl+shift+F
Font size Thay d6i kich co chir Ctrl+shift+P
Font Bold E| In dam Ctrl+B
Italic Nghiéng Ctrl+l
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Underline @ Gach chan Ctrl+U
Superscript Chi s trén Ctrl+shift++
Subscript Chi s6 dudi Ctrl+ =
Increase Tang kich c¢ chir Ctrl+ ]
Font size
Decrease Giam kich co chir Ctrl+ [
Font size
Change Thay doi dang hién thi chit hoa
Case [chit thuong
(Sentence case, Upper case,.....)
Font A -] | Thay d6i mau chir
Color
Left =] Canh trai Ctrl+L
Center [=] | Canh gitra Ctrl+E
Right [=] | Canh phai Ctrl+R
Justify Canh deu 2 bién Ctrl+]
Line and 1= Khoang cach dong
paragraph
Spacing
Paragraph | Bullets Tao ky hiéu dau dong
Home Numbering Tao s6 dau dong
Increase Tang khoang cach 1&
Indent
Increase Giam khoang céch 1¢
Indent
Shading 7 -| | Chon mau nén
Borders [ -|| Tao duong vién
Find @ Tim tir Ctrl+F
Editin i
J Replace a | | Thay thé tir Ctrl+H
Insert Tables Insert table Tao bang biéu
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Picture

Chén hinh vao van ban (file hinh da

P
] duoc chép trude do)
Online o] Chen hinh Online
Picture =4
Illustration | Shape —— | Cheén c4c hinh vé&
%y
SmartArt Chén biéu do, so do to chiic,...
Chart [14] | Chen do thi
Screenshot Chuyp man hinh
Header & | Header Chén tiéu dé dau trang
Footer Footer Chén tiéu dé chan trang
Page number Panh so trang
Textbox Chén hgp chtra van ban
Text WordArt Chén vin ban nghé thuat
Insert Dropcap Tao ky tu roi qua nhiéu dong
Symbol Equation Tao céac ky hi€u toan hoc
Symbol o1 | Chén ky tu dac biét
. Page Chon mau cho véan ban
Design '
g Page color @
Background | Page D Tao duong vié, dudng vién trang,
Borders mau nén, kiéu nén
Margin E Chon khoang céach 1& (trén, dudi,
trai, phai,...)
Orientation E Chon hudng in
Layout | Pagesetup | Size B Chon kich cé gidy in
Column i Chia van ban thanh nhiéu cot
Breaks ! Ngét (trang, cOt,...)
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View | Show Ruler An / hién thuéc (ngang /doc)
Gridline An hién 6 lui
Zoom Zoom Phong to / thu nho van ban

24




Trwong Pai hoc Sai Gon - Trung tam Céng nghé Thong tin

Module Ky nang 4:

SU DUNG BANG TINH CO BAN

4.1 GIOI THIEU MICROSOFT EXCEL 2016
Microsoft Excel 1a mQt chuong trinh xtr Iy bang tinh, gitip thyc hién ciac cong viéc

nhu:
% Luu trix dir liéu
+¢ Tinh toan, trich loc va phan tich dir liéu
% V& do thi...

4.2 BANG TiNH EXCEL

- Mot tap tin bang tinh Excel (workbook) gom nhiéu phiéu (worksheets), cac
sheet ¢ thé co tén riéng.

- Mot sheet 12 1 bang gom 16,384 cdt (column) duoc ki hiéu A, B, C,..Z, AA,
BB,...XDF va 1,048,576 dong. Puogc ki hiéu 1, 2, 3....1,048,576.

- Khu vuc giao nhau gitra 1 c6t va 1 hang duoc goi la 1 6 (cell). Trong Excel 6

duoc dung dé luu trit dit liéu va ciing 1a don vi co s& dé xu 1y bang tinh.

- Dia chi 6 dugc ky hi€u boi tén c)t va dong tuong Gng
Vidu: O Al 1a phan giao ctia cot A va dong 1, 6 C5 13 phan giao ctia cot C
va dong 5.

- Tép hop nhiéu 6 lién tiép tao thanh hinh chit nhat goi 1a ving (range), dia chi
vung duoc ky hiéu boi dia chi 6 phia trén bén trai dén 6 phia dudi bén phai
cua vung.

- Néu mudn biéu dién 6, ving & sheet khac thi phai ghi tén sheet ¢ phia trudc
tén 6, vung.

Vi du: Sheet 2!A45, Sheet 31C1:C12

43 MOQT SO HAM THONG DUNG TRONG EXCEL

4.3.1. Ham =IF(diéu kién, b.thirc 1, b.thirc 2)

Néu diéu kién dtng thi két qua 1a gia tri cta b.thic 1, néu khong thi két qua 14 gia
tri cia b.thire 2.

Vi du: Cho bang tinh:
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A | B | ¢ | D |
1 |Vi du: cho bang tinh
2 |Ho tén P .toan B.van BTB
3 | Xuan 7 4
4 Ha 9 8
5 |Thu 4 3
6 |Pbéng 6 4

=IF(B3>=5,trén TB”,”dw6i TB”) —— “trén TB”
=IF(B3="Thu”,1,0) —» 0

4.3.2. Ham chudi ky tw

=LEFT(bt.chudi,N): 1y N ky tu tinh tir bén trai

=RIGHT (bt.chudi,N): 1ay N k¥ tu tinh tir bén phai
=MID(bt.chu6i,N1,N2): 14y N2 ky tur tinh tir vi tri N1
=VALUE(bt.chudi s6): cho ra con s cta bt.chudi sd

Vi du: 6 C5 chtra chudi “THSG2012”

= Left(C5,3) — >  “THS”
= Right(C5,5) s “G20127
= MID(C5,3,2 , “3G”

= VALUE(Right(C5,,2))— 12

=L EN(bt.chudi): cho ra d6 dai chudi

=LEN(C5) — 8

=TRIM(bt.chudi): loai bo tit ca nhitng khoang trong khong can thiét ra khoi
bt.chuoi, chi dé lai mot khoang tréng gitta cac tir.

4.3.3.Ham vé sb

=SQRT(bt.sd): Cho két qua 13 gia tri cin bac 2 cia bt.sd

Vidu: SQRT(36) —>6 SQRT(100) —10

=ABS(bt.sd): Cho két qua 1a gid tri tuyét ddi cta bt.sd

Vi du: ABS(-5) -5 ABS(3) —»3
=INT(bt.s$): Cho két qua 1a phan sb nguyén cua bt.sb
Vi du: =INT(6.7) -6 =INT(15/2) —>7

=MOD(bt.s6,N):Cho két qua 12 phan s6 du cta phép chia bt.sé cho N
Vi du: =MOD(15,2) -1 =MOD(20,3) —>2

=ROUND(bt.s4,N): Lam tron sd.

Néu N > 0, lam tron dén N s6 1é thap phan.

Néu N= 0, 1am tron dén phan nguyén

Néu N=- 1, lam tron dén hang chuc
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Néu N=- 2, lam tron dén hang tram

Néu N= - 3, lam tron dén hang ngan

Vi du: 6 B3 chura gié tri: 1648917.276
=ROUND(B3,2) —1648917.28
=ROUND(B3,1) —1648917.3
=ROUND(B3,0) @ —1648917
=ROUND(B3,-1) —1648920
=ROUND(B3,-2) —1648900
=ROUND(B3,-3) —1649000
=RANK(X,vung, thir ty): Cho ra thir bac cua tri X trong vung
Thu tu:

0: X 16n nhét thi kép qua nho nhat

1: X 16n nhat thi két qua 16n nhat

Vi du: Cho bang tinh thi cong thiic xép hang 1a:

A B
1 |TénHs |PTB Xép hang
2 |Xuan 6.7| =RANK(B2,$B$2:$B$50) — > 3
3 |Ha 8.2
4 |Thu 5.3
5 |béng 7.4

4.3.4.Ham do tim

=Vlookup (X,bang do, N, loai)

Do tim tri do X tai cot 1 ciia bang do, néu tim thay thi 14y gid tri tai cot thir N cia
bang do

Loai = 0 (do chinh xdac)

Loai = 1 (do gan dung)

Vi du 1: cho bang tinh:

AlB|C D =Vlookup(“L2”,A1:D4,2,0) —> 3
1L1 | 1] 5] 100
2 |L2 | 3110 200| —yjookup(“L4”,A1:D4,4,0) S 400
3|3 | 5/15] 300
414 | 7/20] 400 .
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=Vllokup(“L41”,A1:D4,3,0) - #N/A
Vi du 2: cho bang tinh:
A B C D

1 |MASV TENSV MAKHOA |DIEM CHUAN
2 AVO1 XUAN

3 VAO02 HA

4 |VA03 THU

5 |SU04 DONG

6

7 B1:PIEM CHUAN

8 |MAKHOA [PIEM CHUAN

9 |av 19

10 |VA 18

11 |SU 16

1. Dién Ma Khoa la 2 ky tw dau cot MASV—> =Left(A2,2)

2. bién Piém chuan can cr vao MAKHOA va bang 1 (B1)
S

=Vlookup(C2,$A%$9:$B$11,2,0)

Vi du 3: cho bang tinh:

A B c
1 MASV _ |TENSV DIEM CHUAN
2 [AVO1  [XUAN

3 VAOZ _ |HA

4 VA03 THU
5 SU04 PONG
6

7 B1:PIEM CHUAN

8 MAKHOA [PIEM CHUAN
9 AV 19
10 VA 18
11 SU 16

Ghi chi: Khong co6 ¢6t Ma khoa nhu vi du 2
Hay viét cong thirc dién Diém chuan cin cir vao MAKHOA (2 ky ty du cot
MASV) va bang 1 (B1)

— =Vlookup(Left(A2,2),$A$9:$B%$11,2,0)

=Hlookup(X,bang do, N, loai)
DO tim tri do X tai hang 1 ctia bang do, néu tim thy thi ldy gid tri tai hang thi N cua
bang do
Loai = 0 (do chinh x4c)
Loai = 1 (do gan dung)
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Ghi chl: do gan dung (loai = 1): do dén 6 cé gia tri Ién nhét trong ving ma
<=x (vuing do phéi xép téng dan)

Vi du: cho bang tinh:

AlB|lc| p | =Hlookup(“‘L1",A1:D4,3,0) —> L3
1 |L1 11 5 100 =Hlookup(100,A1:D4,3,0) — 300
2 |L2 | 3/10| 200

313 | 515/ 300 =Hlookup(90,A1:D4,30) —»  #N/A

4 |L4 | 7]20] 400| _piookup(90,A1:D4,31) ____, 15

=MATCH(X, vung, [ loai])
Cho ra vi tri cia tri X trong vung
[Loai]:

1 hodc bé trong: ham Match s& tim gia tri 16n nhét trong Vung tim kiém
nhung nho hon hodc bang gia tri dang dugc tim kiém. Cha y: ving tim
kiém can duoc sap xép theo chiéu tang dan

0: ham Match s& tim chinh xac gia tri can tim trong viing va tra lai vi tri ddu
tién ma no tim thay

-1: ham Match sé& tim gid tri nho nhét trong ving tim kiém nhung lon hon
hoac bang gia tri dang dugc tim kiém. Chu y: vung tim kiém can dugc sap

xép theo thi tw giam din

Vi du: Cho bang tinh:

A B C D

1 1 10 100 1000
2

= Match(100, A1:D1,0) —— 3
= Match(75, AL:D1,0) ——>  #N/A

= Match(75, AL:D1,1) ——> 2
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=INDEX(BANG, M, N)

Cho ra gia tri tai 6 giao gitra dong M va cot N ciia bang

Vi du: Cho bang tinh:

A B C D
1 1 10 100 1000
2 2 20 200 2000
=INDEX(A1:D2,1.3) ——— 100
=INDEX(A1:D2,2.2) —— 20

4.3.5. Ham Logic
Ham = Not (biéu thirc Logic): Phu dinh biéu thtc logic
Vi du = Not (5>3): False

Ham = And (btl1,btl2,...): cho két qua 1a TRUE néu tat ca biéu thirc logic thanh
phan 1a TRUE, con lai cho két qua 1a FALSE

Vi du = And (5>3, 1<2,4=3): False

Ham = OR (btl1,btl2,...): cho két qua 1a TRUE néu c6 it nhat mot biéu thirc logic
thanh phan 1a TRUE, con lai cho két qua 1a FALSE

Vidu= And (5>3, 1<2,4=3):True

4.3.6. Ham thong ké
=COUNT(ving): dém sd 6 c6 gia tri s6 (hoic ngdy) trong ving
=COUNTA(vUNQ): dém s6 6 khic rdng trong ving
=COUNTIF(viing,”diéu kién”): dém sd 6 thoa diéu kién trong ving

=SUMIF(vung tim,”diéu kién”, viing tinh): Tinh tong theo diéu kién

Do trong ving tim, néu thoa diéu kién thi 1dy 6 twong tng trong ving tinh dé tinh

téng

Vi du: cho bang tinh:

A B C D
1 tén [Dvi |[T1 |T2
2 Xx |Hec |10 [100
3 Yy [Tv |15 |120
4 Xy |Tv [12 |140

=Count(D1:D1)
=CountA(D1:E2

~Countif(B1:B4,”Tv”) —— 2
—Sumtif(B2:B4,”Tv”,D2:D4)

260

-

—_—
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4.3.7. Ham Ngay
=Today(): cho ra ngay hién hanh cta hé thong.
=Now(): cho ra ngay, gio hién hanh cta hé thng.
=Year(bt ngay): cho ra nam cua bt ngay.
=Month(bt ngay): cho ra thang cta bt ngay.
=Day(bt ngay): cho ra ngay cua bt ngay.
=Weekday(bt ngay): cho ra th trong tuin cua bt ngay.
4.4 XEP THU TU VA TRiCH LQC DU LIEU
4.4.1. Xép thir tu:
La sép xép lai di li¢u theo thur tu tang dan hoic giam dan can clr vao mot cot nao
dé dung lam khoa.
Cac budc thuc hién:
- Panh du ving mubn duogc sip xép
- DATA/SORT
Céul. Sort by: Chon tén cot dung lam khoa
Cau 2. Order: chon thu ty (ting dan / giam dan)
Cau3.  Mudn chon thém khoa phu thi nhdn nat Add Lavel
Cau 4. Then by: Chon tén khoa phu
Cau5. OK
4.4.2. Loc dir li¢u:
La loc ra cdc dit liéu théa diéu kign
Cac budc thuc hién:
- Panh dau ving dit liéu ngudn, ké ca dong tiéu dé
- DATA/FILTER
e Chon nit mui tén chi xubng tai

e 0 chira di€u kién ro1 chon diéu kién
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Module K¥ nang 5:

SU DUNG TRINH CHIEU CO BAN

Giéi thiéu Microsoft Powerpoint 2016

Microsoft Powerpoint(PP) cho phép ching ta thiét ké cac slide trinh dién,
giup:

- Tao nén céc bai giang dién tir

- Quang c4o san pham

- Trinh bay cac béo cdo chuyén dé

- Tao Album hinh,...
Céc thao tac co ban trong Microsoft Powerpoint co ban thuong tuong tu nhu trong
Microsoft Word co ban. Bang sau ddy s& trinh bay mot sd chirc ning khac biét

Menu Nhém Lénh Cong dung Phim tat
Home Slide New Slide | Tao slide moi Ctrl+M
Layout Chon mot bd cuc cho
slide
Insert Media Audio Chen am thanh
Video Chén phim
Images Photo Tao Album hinh
Album
Design Themes Chon mau nén c6 san
Customize | Format Chon mau va kiéu nén
Background
Transition | Transition Chon hi¢u g cho slide
in this slide
Animation | Animation Chon hi¢u trng cho doi
tuong
Entrance Hi¢u img vao
Exit Hiéu tng ra
Emphasis | Hiéu tng nhin manh
Motion
path
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Module Ky néng 6: .
SU DUNG INTERNET CO BAN

1. CAC KHAI NIEM/ THUAT NGU THUONG GAP

Internet la mét lién mang may tinh toan cau dugc hinh thanh tir cac
mang nho han, lién két hang triéu may tinh trén thé gidi thong qua cc sé
ha tang vién thong.

Giao thic TCP/IP (Transmission Control Protocol/ Internet Protocol):
TCP/IP 1& mot tp hgp cac giao thirc dung dé truyén tai va stra 16i dif liéu.
NS cho phép ban truyén dir liéu tUr may tinh nay dén may tinh khac trén
mang Internet.

Pia chi IP (IP Address): Trén Internet moi may tinh can c6 mot dia chi
lién lac va dia chi nay goi la dia chi IP.

M&i dia chi IP dugdc chia thanh 4 nhdm, mdi nhém & mot s6 thap
phan gom 3 chir s6 co6 gia tri tr 000 dén 225 va dugc phan tach vdi nhau
bai mot dau cham. W/ gu: 203.126.45.130, 10.10.10.10, 172.27.0.1, ...
Tén mién (Domain name): VGi cau trdc dia chi IP nhu trén, ngudi s
dung s& khé nhé dugc dia chi IP. D& thuén tién cho ngudi st dung, mét
tén tugng trung sé dugc s dung thay thé cho dia chi IP. Tén tugng trung
nay dugc goi la tén mién.

Hé thong quan ly tén mién (Domain Name System - DNS): Mdi may
tinh khi két nGi vao mang Internet thi dugc gan cho mét dia chi IP xac
dinh. Dia chi IP ctia mdi mdy la duy nhét.

Du'Gi day la cac tén mién thong dung:

.com (Communication - Danh cho moi dbi tugng, cad nhan, doanh
nghiép)

.net (Network - Danh cho cac nha cung cap dich vu web, net)

.org (Organization - Cac td chic phi chinh pha hodc phi Igi nhuén)

.edu (Education - Danh cho cac t8 chic gido duc dao tao)

.info (Information - Website vé linh vuc thong tin)
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.name (Name - SUr dung cho trang ca nhan, blog, website ca nhan)
.biz (Business - Dung cho cac trang thugng mai)

.gov (Government - Danh cho cac td chirc Chinh pht)

.ws (Website - St dung cho cac t6 chirc thugng mai hodc cé nhén)
.us (US - Danh cho ca nhan hay cong ty My)

Ngoai ra, mdi Qudc gia con cé mdt mién gom hai ky tu.

Bang sau la cac ky hiéu tén vung ciia mot s6 nudc trén thé gidi:

Mién Quoc gia twong wng
at Ao
be Bi
ca Canada
es Tay Ban Nha
il Israel
it Italia
ip Nhat
vn Viét Nam

World Wide Web (goi tdt la Web hay WWW)

La mot dich vu cua Internet, cho phép ban truy nhap tdi ngudn théng tin
do sO cua Internet.

Trang web (webpage) 1a mét tai liéu siéu van ban. Tai liéu nay co thé
chira van ban, am thanh, hinh anh... bugc ma hoa dac biét, s dung ngon
ngl danh dau siéu van ban - HTML (HyperText Markup Languages).

Website : la tap hdp cac trang Web cé lién quan
Trang chi (Homepage): la trang dau tién xuat hién khi website

HTML (HyperText Markup Language), nghia la "Ngon ng{r Banh dau Siéu
van ban" 1a mét ngdn ngir danh diu dugc thiét ké ra dé tao nén cac trang
web.
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May chu Web (web server)

PE cung cip dich vu Web cho ngudi sir dung, ching ta cdn c6 mot may
chu web dat tai mot dia chi nao doé trén Internet. May chd web la mot may
tinh ma trén do cai dat phan mém phuc vu Web, doi khi ngudi ta cling goi
chinh phan mém dé la Web Server.

Trinh duyét Web (web browser)

Trinh duyét Web la mot phan mém (ng dung cho phép ngudi dung tim
cac tai liéu trén Web r6i mé cac tai liéu do trén may tinh. M6t so trinh
duyét Web phé bién: Microsoft Internet Explorer, Mozilla FireFox, Chome,
Netscape Navigator hodac Opera, Coccoc, ...

Cac nha cung cap dich vu Internet

IAP (Internet Access Provider) - Nha cung cip dich vu dudng truyén dé
két ndi véi Internet (con goi la IXP - Internet Exchange Provider).

Hién nay, tai Viét Nam c6 khoang 7 IAP, bao gém: Tap doan Buu chinh
Vién thong Viét Nam (VNPT), Cong ty dau tu phét trién cong nghé FPT,
Tong cdng ty vién thong quan doi (Viettel), Cong ty thong tin vién thong
dién luc (ETC), Cong ty cd phan dich vu Buu chinh Vién thdng Sai Gon
(SPT), Cong ty c6 phan vién théng Ha N&i (HANOITELECOM), Cong ty
truyén thong da phuang tién (VTC).

ISP (Internet Service Provider) - Nha cung cap dich vu Internet cung cap
dich vu. D& cd thé truy nhdp va sir dung céc dich vu cla Internet, ngudi
st dung phai ddng ky véi nha cung cdp dich vu nay. ISP dudc cip cdng
truy cap vao Internet bdi IAP.

Hién tai, & Viét Nam cd khoang 18 ISP dang ky cung cap dich vu, trong
dd, mot sd nha cung cap dich vu I8n gdm: Tap doan Buu chinh Vién thong
Viét Nam (VNPT), Cong ty C& phan truyén théng (FPT), Téng cong ty Vién
thong Quan doi (Viettel).

ICP (Internet Content Provider): Nha cung cap thong tin I1én Internet.
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OSP (Online Service Provider) - Nha cung cap dich vu ing dung Internet.
OSP cung cap cac dich vu trén cgd sé Ung dung Internet (OSP) nhu: Mua
ban qua mang, giao dich ngan hang, tu van, dao tao, ...

URL (Uniform Resource Locator) la dia chi ctua 1 tai nguyén trén Internet.
NG c6 thé 1a 1 website, 1 trang web, 1 hinh anh, ...

Vi du: http://squ.edu.vn/ la mét URL.

2. Mot so dich vu Internet thong dung

World Wide Web

World Wide Web cho phép ban truy nhap dén cac trang web.
Email (dich vu thu dién tr)
Dich vu thu dién t& cho phép ban gui mét thong diép tdi mot hodc mot

nhém ngudi qua mang Internet. Ngoai viéc gui thong diép dudi dang van
ban, ban con cd thé dinh kém cac tap tin clng véi théng diép.

Telnet

Telnet la mot dich vu Internet cho phép ngudi dung ngbi trén mot thiét bi
dau cudi cd thé thdng qua két ndi mang truy nhap dén mot thiét bj tir xa
Dich vu truyén tap tin (FTP — File Tranfer Protocol)
Dich vu truyén tép tin (FTP) cho phép chuyén céc tap tin dif liéu giira cac
may tinh khac nhau trén mang.
Dich vu Chat
Chat la hinh thirc héi thoai truc ti€p trén Internet. VGi dich vu nay hai hay
nhiéu ngudi cd thé cing trao ddi théng tin truc ti€p qua ban phim may
tinh.
Bo may tim kiém

BO may tim kiém (Search Engine - viét tat la SE) la c6ng cu dugc
xay dung trén nén tang web cho phép nguai st dung tim ki€ém thong tin.
Cac bd may tim ki€ém ndi ti€ng gébm:
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Google: bugc nhiéu ngudi danh gia la cong cu tim kiém hiu ich va
manh mé nhat trén Internet. Google cd6 mot cach trinh bay gon va dan
gian cling nhu dem lai két qua thich hgp va nang cao.

Yahoo: La san phdm cla tdp doan Yahoo! Cho nén tich hgp vdi
Yahoo chat, hoi dap rat tién Igi cho nguai dung.

Bing: dugc thiét k& dé t&i uu hda, dua ngudi dung [én mét trai
nghiém hoan toan mdi bang cach ti€p can ngudi s’ dung theo mét cach
hoan toan mdi, s dung nhitng cdng cu truc quan dé hd trg ngudi dung ra
quyét dinh tot han, tap trung vao 4 linh vuc chinh: Quyét dinh mua hang,
lén ké hoach cho mé6t chuyén di, nghién clfu vé suc khoe, tim mot doanh
nghiép tai dia phudng. Ngoai ra, con mot s6 cong cu tim ki€ém khac nhu
Yandex, Ask, AOL ...THAO TAC DUYET WEB CO BAN
3. TRINH DUYET WEB
MG trinh duyét (trong hudng dan nay 1a Moxzilla Firefox, cac trinh duyét
khac thuc hién tuang tu).

Cach 1: M@ trinh duyét web tir menu Start
Cach 2: Click déi vao biéu tugng Moxzilla Firefox tai man hinh Desktop.

Cach 3: Click vao biéu tugng Morzilla Firefox dudi thanh Quick
Launch.

Pong trinh duyét

Di chuyén con tré gdc phai thanh tiéu dé click vao biéu tugng X1 d€ déng
trinh duyét. Hodc ¢ thé dung t6 hdp phim Alt + F4 trén ban phim.

Cach truy nhap dia chi web

Ban c6 thé chuyén t6i mot trang web méi bang cach g dia chi Internet vao Thanh
Dia chi.

Md va duyét web trén cira tab maéi

Pé m& mot tab mai, ta click vao dau + bén phai tab hién hanh, hodc nhén t6 hop
phim Ctrl+T,

Di chuyén qua lai giira cac trang web

Khi ban dang xem mot trang web nao dé va ban mudn quay tré lai cac
trang web trudc dd, cach nhanh nhat la s& dung ndt Back. Néu ban nhap
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nut Back nhiéu lan, ban sé€ lan lugt quay trd lai cac trang web ma ban da
tirng vao trudc do.

Panh dau mot trang web

PE danh d&u mot trang ua thich, thuc hién cac budc sau:

- Chon trang mudn danh dau.

- Vao menu Bookmarks = Bookmark This Page, hodc click chudt vao biéu
tugng ngdi sao mau trang bén phai ctia thanh Dia chi (néu ngdi sao mau
xanh tdc la trang web dé da dugc danh dau)

Luu toan bo mot trang web
Vao menu File = Save Page As hoic nhéan t6 hgp phim Ctrl+S, xuat hién
hop hoi thoai Save As.
- Chon noi luu trang.
- Chon mét kiéu dinh dang cho tranq dugc luu tai 6 Save as type:
- bat tén trang tai 6 File name.
- Nhan nut Save d luu.

Luu mot hinh anh trén trang web
Nhén chudt phai vao anh, chon Save Image As (hoic Save Picture As),
xudt hién hop hoi thoai Save Image.
- Chon noi luu anh.
- it tén anh tai 6 File name. Nhan nut Save dé luu.
Thu dién tr (email):
Thu dién tir, hay email (electronic mail), 1a mot hé théng chuyén nhén thu tir qua
cac mang may tinh.
S« dung Email
Tao mot hop thu dién tir bang Gmail (Google mail).
- Truy cap vao trang www.gmail.com
- Click chon Create account.
- Hop thoai Signup xuét hién. Dién diy du thong tin theo yéu cau
Mdé (dang nhap) hop thu
Sau khi nhap Email va mat khau, chon ntt Sign in hodc nhan phim Enter dé dang

nhap hop thu.

Poc thu
- Pé vao hom thu, ban nhp chudt vao muc Inbox.
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- Néu trong hop thu ban thay Inbox (8) c6 nghia 1a c6 8 thu chua doc.
Soan thu mgéi

- D& soan thu mdi, ban nhan chudt vao Compose.

Soan xong nhan nut Send: G thu.
Tra Igi thu

- Click chon nut Reply
Chuyén tiép thu
- Click chon Forward
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PHAN 3:
BAI TAP THUC HANH

Bai 6n tap thuwe hanh 1

Trong 6 dia luu bai (do giam thi huéng dan) tao thu muc SBD la sb6 bao danh cua
thi sinh:
Phan Word: Vao Winword tao vin ban sau va luu véi tén BTWORD va luu trong

thu muc SBD.

P B
NHAT BAN

hat Ban 1a mot quin dao nui lira v6i khoang 6.852 dao, chu yéu nam trong
N khu vuc 6n déi véi bdn mua rd rét, nhung c6 khi hau khéac biét doc theo
chiéu dai dit nuéc. Bén hon dao 16n nhéat 1a Honshu, Hokkaido, Kyushu va
Shikoku chiém khoang 97% dién tich dét lién ctia nudc nay, nhung phan nhiéu chi
1a ring va ndii véi ngudn tai nguyén khoang san rat han ché. Dan sé Nhat Ban vao
khoang 126 triéu nguoi. Gan 9,1 triéu cu dan sbng tai trung tam Tokyo, thu do cua

dat nudec.
\ /

Phan Excel: Khoi dong Excel va va thuc hién céc yéu cau sau:
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. Ma Ngdnh BiEm -
Héa . o Téng
ngdanh thi chudn
AD1S Mlirnh 7 <} 5
D412 Hang <] 4 g
ALET9 Ha <} 2 3
Cé88 M 5 7 7
Al104 Linh 9 7 8

BANG DPIEM CHUAN
Ma& MNgdnh Di€m

ngdanh thi chudin
D Cd khi 24
C Héa 25
A Mdy tinh 28

a. Nhap li¢u, dinh dang cho bang tinh va luu trong thu muc SBD véi tén ketqua.xlsx.

b. Lap cong thirc dién vao c6t ma nganh la ki tw ddu ctia ma sé.

c. Lip coéng thirc dién vao cot nganh thi, dwa vao ma nganh va do trong bang diém
chuin.

d. Lip cong thirc dién vao cot diém chuin, dwa vao ma nganh (hodc nganh thi)
va do trong bang diém chuln.

e. Lap cong thirc dién vao c6t Tong =Piém todn * 2 + Diém Ly + Diém Hoba .

f. LAp cong thirc dién vao cot Két qua, néu téng 16n hon hoic bang diém chuin
thi két qua la “Pau”, ngwoc lai thi két qua Ia “Rot”.

Phin Powerpoint: Tao trinh dién mang tén PP luu vao thu muc SBD.

- Chon Theme la Office Theme va Layout la Title only cho slide trén.

- Tao hiéu tmg Clock cho slide va thyuc hién trong 8 giay )
- Tao hiéu tng vao (Entrance) cho doi tugng. “SAI GON — HON NGOC BIEN
DONG” 1a Float In va cho SmartArt 1a Wipe. Hai hiéu ung thuc hién cung ldc.
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SAIGON - HON NGOCBIEN DONG

Nha The Die B3

Cho Bé&n Thanh |

Nha Hat Thanh Pho

HET
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Bai on tap thwe hanh 2

Trong 6 dia lwu bai (do gidm thi huéng dan) tao thu muc SBD 1a s bao danh cua

thi sinh

Phan Word:

Tao van ban sau dat tén la BTWW Iwu vao thw muc SBD

w» CON DUONG DEN TRUONG

B

udi sang mai hom a ay, mot budi mai day suong thu va gio
lanh. Me t6i 4u yém nam tay t6i dan di trén con dudng Ianq

dal va hep. Con duong nay t61 da quen di lai 1am 1an, nhung 1an
I nay tu nhién toi thiy la. Canh vat chung quanh toi déu thay doi,

I V| chinh 1ong t6i dang co su thay d6i 16n: H6m nay tdi di hoc.

Phin Excel: Tao bang tinh sau véi tén OTO va luu trong thu muc <SBD>

CONG TY XUAT NHAP KHAU OTO

M3 hang Ma- I:lu‘o"c Tén xe ” Gia , Thué
loai lap rap xuat xwong
ZAVN
LAVN
CONB
JOVN
Bang 1
Gia
Ma loai Tén xe Xuat
xuwéng
CO COROLLA | 20500
ZA ZACE 20000
LA LASER 21500
JO JOLIE 20000
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1. Nhép va dinh dang dit li¢u bang tinh trén

2. M loai 12 2 ky tu dau ctia ma hang.

3. Nudc lap rip 1a 2 ky tu cudi cia mi hang.

4. Tén xe dya vao ma loai va do trong bang 1.

5. Gia xuat xudng can clr vio ma loai va do tim trong bang 1.

6. Thué : néu xe duogc lap rap tai Viét Nam (VN) thi khong c6 thué, nguoc lai
thué bang 10% gia xuat xudng

Phén Power Point:,
Thuc hién trinh chiéu sau véi tén SIEUXE va luu trong thu muc <SBD>

NHONG EIEU MO v
AT NHAT THE Gio

- Thiét ké slide véi cac ddi tuong theo mau.

- Chon Theme la Office Theme va Layout 1a Blank cho slide trén.

- Tao hiéu tmg chuyén canh cho slide 1a Vortex, thuc hién trong 6 gidy.

- Tao hiéu Gng xuat hién Float In cho d6i twong “Nhiing siéu motd dit nhat
thé gigi” va hiéu Gng xuat hién Shape cho danh séch cac xe. Mdi hiéu tng
thuc hién trong 3 gidy va hai hiéu ing dugc thuc hién dong thoi.

- Slide két thuc sau 12 giay.
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Bai on tap thwe hanh 3

Trong 6 dia luu bai (do giam thi hudng dan) tao thu muc SBD 1a sb bao danh cua
thi sinh:

Phan Word:
Tao van ban va luu trong thu muc SBD dat tén 1a NAMMOI.docx véi ndi dung

‘IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII..

“-IIIIIIIIIIIIIIIIIII..’
*

*

NHUNG PIEM PON NAM MG1 2019 DEP NHAT

THE GIOI

ew York luon 13 tdm diém chd ¥ vao thoi khdic chuyén giao gitta nim cii

va nam mai, voi 1€ hdi countdown truyén thong tai quang truong Thoi dai.

Pon giao thira trén quang truong Thoi dai, du khach s€ dugc man nhan véi

man béin phdo hoa rwe ré va nhat thiét dimg bo 15 thoi khic qua cau pha 1& ddy mau

sac ha dan xudng trong tiéng dong thanh dém nguoc ctia dam déng téi nhimng thoi

khic dau tién cua nim mai 2019.

...IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII“

Phan Excel: Tao bang tinh v6i ttn DOANHTHU va luu trong thuy myc <SBD>

BAO CAO DOANH THU MAT HANG VOT CAU LONG

‘0

..IIIIIIIIIIIIIIIIIII‘

*
L 4

Ma Ma san ; Tén san Thanh ;
STT wp phim Solwgng - &m Tién Thue
1 All
2 Y32
3 A2l
4 V32
5 Y11
BANG PON GIA
MA Tén Pon gié
SP san pham
Y Yonex 200
A Apacs 325
\Y/ Victor 285
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1. Nhap va dinh dang dit li¢u bang tinh trén.
2. Hay dién M4 san pham 13 ky tu dau cua Ma HD.
3. Dién S6 luong 1a gia tri s6 cua 2 ky tu cubi Ma HD

4. Pién Tén san pham dwa vao ky tu dau cia Ma HP va bang Pon gia
5. Tinh Thanh tién = SO lugng * Pon gia. Trong d6 Pon gia dugc tinh dya vao
Ma SP va bang Pon gia

6. Thué = 15% * Thanh tién. Lam tron dén hang chyc.

Phéan PowerPoint: Thuec hién trinh chiéu sau véi tén GIOITHIEU va luu trong

thu muc SBD.

1/ Thyc hién ndi dung cua slide sau:

DU LICH THAI LAN

Tranhdia
Orammalkaya

Cho ndéi 4
mua

Ddo Coral

Khi trinh chiéu

2/ Click mouse lan thir nhat, cho xuét hién lan luot céc doi twong 1 va doi twong 2
3/Click mouse lan thir hai thi doi twong 2 thuc hién hi¢u ng Emphasis (kiéu Spin)

Luu ¥: - Khong thiét ké cac s6 thir tw cho cac ddi tuong

« Hiéu tng xuat hién (Entrance) 14 tiy chon

HET
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Bai 6n tap thwe hanh 4

Trong 6 dia luu bai (do giam thi huéng din) tao thu muc SBD 14 sé bao danh cia

thi sinh.

Phin Word: Tao vin ban va luu trong thu muc SBD dit tén 1a GPU.docx v6i ndi

dung

-

ard man hinh 12 mét loai thiét bi chuyén

xit 1§ chc thong tin vé hinh )

anh trong may tinh cu thé nhu mau sic, chi tiét do phan giai, do
tuong phan cta hinh anh. B§ phan quan trong nhét, quyét dinh stc

manh ctia mot card d6 hoa chinh 1a bd xtr Iy d6 hoa (Graphic Processing

Unit) hay con goi tit 13 GPU c¢6 nhiém vu riéng biét 1a xir Iy moi van dé vé
hinh anh ctia may tinh. Card db hoa chia 1am hai loai d6 1a card roi va card
\ onboard (tich hop sin trén main may tinh).

J

Phin Excel:
Khaoi dong Excel va va thuc hién cac yéu cau sau:
. . - - Diém Piém Piém . .
SBD Ma nganh Nganh Diém chuin mén CS mén CN | Ngoai ngit Keét qua
K201 8 7 6
K202 7 8 4
HI103 6 5 8
Q404 5 5 4
Q105 8 6 6
1206 7 8 8
Bang 1
N_Ia Nganh Piém chuén
nganh
H |Hoéa htru co 12
L Lich st Viét Nam 11
K  |Khoa hoc may tinh 13
Q Quan tr1 kinh doanh 12

a. Nhap li¢u, dinh dang cho bang tinh va luu trong thu muc SBD véi tén TSCH.xlsx

b. Lap cong thirc dién vao c6t ma nganh la ki tw dau cua SBD

c. Lap cong thirc dién vao cot nganh, dwa vao ma nganh va do trong bang 1.
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d. Lap céng thirc dién vao cot diém chuin, dwa vao ma nganh va do trong bang

1.

e. Lap cong thirc dién vao cot két qua, néu tong diém mon CS va mon CN 1én

hon hodc bang diém chuin va diém ngoai ngit 1én hon hodc bang 5 thi két qua

la “Pau” nguwoc lai két qua 1a “Rét”.

Phan PowerPoint: Khoi dong powerpoint, tao mdt trinh dién méi luu trong thu

muc SBD vé1 tén LEHOL pptx:
« Chon bo cuc (layout) cho slide 1a “Blank”
e Thiét ké slide véi cac dbi twong theo mau.

* Tao hi¢u ung slide (transitions) 1a Cube cho slide va hiéu ing dugc thuc hién

trong 5 giay..

+ Click mouse lan 1, hiéu rng xuit hién Wipe cho cac d6i twong “Lé hoi 16n
dAu xuan khap 3 mién” va hiéu ng xuit hién Fade cho ddi twgng smartArt

trén slide dwoc thuwe hién va cac doi twong xuat hién cung ldc véi nhau.

* Click mouse l4n 2, ca hai d6i twong cung ldc bién méit. (tén hiéu &ng bién

mat la tw chon)

Lé hdi I&n d'au xuin khap 3 mién

N
( Chua Hwong (Hwong Son, My Birc, Ha Noi)

( Go DSng Da (Ha Nbi)

Ghi chu: Thi sinh c6 thé chon hiéu ttng khdc néu khéng tim thdy tén hiéu trng nhw dé

bai yéu cdu

--- HET ---
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Bai on tap thwe hanh 5

Trong 6 dia luu bai (do giam thi huéng dan) tao thu muc SBD i sé bao danh ciia

thi sinh:

Phan Word: Vao Winword tao van ban sau va luu vé6i tén WO. trong thu muc

SBD.

FFBANG XEP HANG CAC GIAI BONG PA CHAU AU

|r ANH -I
| Xép Tén doi S6 tran Piém :
1 hang !
P 1 Chelsea 25 60 |
P2 Man City 25 52 |
: TAY BAN NHA |
P 1 Real Madrid 21 52,
I 1
L--2_.LBarcelona  ______| e Z N -1
Phin Excel:
Khot dong Excel va va thuc hién céc yéu cAu sau:
Ma sinh - Ten | o0 | Diem Thi Diem | hi
. Ho va tén . buoi chuyén thuc qua .
vién 16p < " N s chu
vang can hanh trinh
311123 | Nguyén Vin Bao 1 8
231114 | LéVan An 1 4
341234 | Tran Van Cuong 2 6
231243 | Bui Minh Duwong 0 9
311323 | Ly Twong An 1 5
411121 | HuynhVan 3
Tuong 3
411331 | V6 Van Nam 1 7
BANG 1
Ma 16p Tén 16p
11 | DDT11
12 | DCT12
13 | DQK13

1. Nhap liéu, dinh dang cho bang tinh va luu trong thu muc sd bao danh véi tén
DSSV.xlIsx
2. Lap cong thirc cho cot Tén 16p: dua vao Ma 16p, 14 gia tri sb ctia ky tu thi 3 va
4 trong Ma sinh vién va tra trong Bang 1
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3. Lap cong thirc cho cot Piém chuyén can = 10 — (sd budi ving*2)
4. Lap cong thirc cho cot Piém qua trinh = 20% *Diém chuyén can + 80%
*Thi thyc hanh, lam tron 1 s6 1é
5. Lap cong thirc cho cot Ghi chi: néu Diém qua trinh < 5 thi ghi vao “Rét
mon”, nguoc lai dé tréng.
Phin PowerPoint: Khéi dong powerpoint, tao mét trinh dién méi luu trong thu
muc SBD véi tén laptop.pptx:
Chon b6 cuc (layout) cho slide l1a Blank
Thiét ké slide v6i cac dbi tuong theo mau.
Tao hiéu ung slide (transitions) 1a clock cho slide.
Tao hiéu rng xuit hién Zoom cho cic doi twong trén slide. Cac doi twong
xudt hién cung lic véi nhau.
Click mouse lan tiép theo: Dbi twong Smart Art quay tron (kiéu spin)
Click mouse l4n tiép theo nira: D6i twgng WortArt bién mét.
Slide ty dong két thuc sau 15 gidy

Phu kién can thiét cho Laptop
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Bai on tap thwe hanh 6

Trong 6 dia luu bai (do giam thi huéng dan) tao cay thu myc sau véi thu muc SBD 1a sb

bao danh cua thi sinh:

Phan Word: Tao van ban va luu trong thu muc SBD dat tén 1a BAOVERUNG.docx véi

ndi dung
Cac khu rirmg quy 2016

STT RUNG QUY PIA PIEM
1 Rirng Ciic Phwong Ninh Binh
2 Rirng tram Tra Sw An Giang
3 Rirng U Minh Ca Mau
4 Rirng Yok Péon Pik Nong, Pik Lik

Thong ké

Uy ban Bao vé méi trwong Viét Nam

Phin Excel: Khéi dong Excel va va thue hién cac yéu cu sau:

KET QUA THI CHUYEN CAP
. TONG PIEM TEN . KET
SBD HO TEN PIEM NGHE | TRUONG NGANH QUA
HBA-1 | Lim Dwc Tri 18
BDB-2 | Lé Thi Thio 24
HBC-1 | Bai Anh Thu 17
HBA-1 | Vo Thi Mai 28
Bang 1
N TEN
MA TRUONG
HB Hong Bang
BD Ba Pinh
e Nhip li¢u, dinh dang cho bang tinh va luu trong thu muc SBD véi tén
KETQUA Xlsx
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e Diém nghé: 14 ky ty cudi ciia SBD, va chuyén thanh gié tri s

e Tén truong: cin ctr vao hai ky tir diu ctia SBD va do trong Bang 1

e Nganh: cin ctr vao ky tu thir 3 ctia SBD: Néu 1a “A” thi dién “Toan”, néu 1a “B”
thi dién “Ly”, con lai dién “Hoa

e Két qua: Néu Tong diém + Diém nghé >20 thi dién “Pau”, nguoc lai dién “Rét”

Phan PowerPoint: Tao moét trinh dién sau dat tén 1a PP lwu vao thw muc SBD

CAC BUOC LEN LOP

n
®cing o
.Giéng o
bai
KT bai mai

cu

Yéu ciu :
- Thiét ké slide nhu trén véi layout la Blank
- Tao hiéu tng Ripple cho slide
- Tao hiéu tng vao la Wipe cho Shape va SmartArt, va hai hiéu ung nay
thuc hién cung luc trong 3 gidy.
- Click mouse lan tiép theo, ca 2 d6i twong cing lic dugc phong to (hidu
mg nhan manh kiéu Grow/shrink)

HET
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Bai on tap thuc hanh 7

Trong 6 dia luu bai (do giam thi huéng dan) tao cay thu myc sau véi thu myc SBD
1a s6 bao danh cua thi sinh:

Phan Word:Tao vin ban sau va luu véi tén BT1 va luu trong thu muc SBD

GIAY CHUNG NHAN SUC KHOE

- Phan IV lich ban than

5 0T 1<) o Giditinh ........cccvvveeeen.
NQAY SINN: oo Noi sinh....ccccoveieiieenen,
Piachii...ccooii S6 dién thoai................
Cac BENh dANG GIEU 1 cvvcvevveeeeeeeeeeveseeeeeteeeesees evesvnssesss s ese s eenens

Phan Excel: Tao bang tinh sau voi tén DOANHTHU va luu trong thu myc <SBD>

DOANH THU BAN SACH THANG 11

. LOAI SO - PON . THANH
STT | MA HDP S AC:H LUQNG THUE GIA UU DAI TIEN

1 NTK-01 5
2 NGK-12 10
3 VTK-02 12
4 VGK-12 7

Loai Sach va don gia

Ma | Loaisach | Gidl | Gid2 Ty gia

TK | Tham khao | 100 70 20,998

GK | Gido khoa |30 20

e Nhap va dinh dang dir li€u cho bang tinh.
e Loai sach: dua vao ky tu thir 2 va 3 caa Ma HD va do trong Loai sach va
don gia.
e Thué: Néu ki ty dau cia Ma HP 13 “N” thi thué 1 10%, con lai 13 0% .
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e Don gia: dva vao ky tu thir 2 va 3 cia Ma HP va do trong Loai sach va
don gia. Néu gia tri s6 ky tu cudi cia Ma HP 1a 1 thi 14y Gia 1, nguoc lai

lay Gia 2.

e Uu dai: Néu gia tri s6 ki ty thir 5 cia Ma HDP 13 1 va mua tir 10 quyén
sach trd 1€n thi vu dai 30%, nguoc lai vu dai = 0.

e Thanh tién: = S luong * Pon gia * Ty gia * (100% + Thué -Uu dai).

Phén PowerPoint:

Khéi dong powerpoint, tao mot trinh dién méi luu trong thu muc SBD véi tén
chungchi.pptx:

a/ Thiét ké slide voi cac dbi tuong theo mau.

b/ Tao hi¢u tng slide (transitions) la wipe

¢/ Tao hiéu rng xuit hién cho cac do6i twong trén slide. Cac do6i twong xuit
hién cung luc véi nhau..

HE THONG CHUNG CHI CUA CAMBRIDGE

p N || VERS \
e STARTERS S FLYERS
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Bai on tap thuc hanh 8

Phan Word:

WIFT 6 LA GI?

iFi 6 13 ban cap nhat m&i nhat cho chuin

nhiém (hién con duoc goi 1a WiFi 5).

Theo tiéu chuan dit tén ¢, Wifi 5 13 802.11ac,
con Wifi 6 s¢ 1a 802.11ax. Nhung WiFi
Alliance da nhan ra ring viéc thay dbi hai chir
cai phia sau khong mang lai cho ngudi tiéu dung
nhiéu thong tin vé chuin Wifi méi. Néu khong
¢6 kién thire vé ky thuat, nguoi ding co thé
khong hiéu 802.11n khéc gi so véi 802.1 lac.

B0 router Wi-Fi 6 str dung mot s6 cong nghé
mdi duge thiét ké dé cung cap thong lrong vé
mat Iy thuyét 13 gdn 10Gbps cu thé 12 9.6 Gbps,
so v6i toe do tdi da khoang 3.5Gbps cho
802.11ac (hay con goi la wifi 5).

Hién nay thi wifi 6 dugc xem la thé hé wifi
manh nhit, Wi-Fi 6 ra doi nham muc dich giam
tic nghén mang, chi yéu théng qua viée st
dung cong nghé ghép kénh phan chia theo tin
s true giao (OFDMA). Séng ché nay cho phép
t6i da 30 khach hang chia sé kénh cting mét lic,
do d6 ning cao hiéu qua bing cach ting dung
Iwong tong thé trong khi giam do tré.es

Nguodn: téng hop tir Internet.

Phin Excel:
BANG PIEM SINH VIEN
Ma < on ) Miahé | Hé dao Piém Sotinchi |« 2
SV Ho va ten Khoa dao tao tao trung binh tich liy Ketqua | Hoc bong
12101 | Nguyén An 8 71
22001 | Lé Bao 6 82
31901 | Huynh Cuong 7 134
42101 | Tran Duy 4 61
22102 | Bui Ha 5 75
32002 | Ly Thanh 9 135
BANG 1
Ma hé dao tao | HE dao tao S(z.tm.czhl
* j j - toi thiéu
1 Trung cap 70
2 Cao ding 80
3 Pai hoc 135
4 Lién thong 60

a. (0,5 diém) Pién vao cot Khoa: 1a 2 ky tur thir 2 va 3 trong MA SV,
b. (0,5 diém) Pién vao cot Mi hé dao tao: 1a ky tr thir 1 trong MA SV.
¢. (1,0 diém) Dién vio cot Hé dao tao: dwa vao M hé dao tao va tra Bang 1.
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d. (1,0 diém) Pién vao cot Két qua: néu Piém trung binh >=5 va Sé tin chi tich
lity >= 86 tin chi téi thiéu thi ghi vao Pat, ngwoe lai 1a Chwa dat. Vi Sé tin chi
10i thiéu dwa vao Ma hé dao tao va tra Bing 1.

e. (0,5 diém) Pién vao cot Hoc bong: néu Diém trung binh >=8 thi ghi vao C6, ngugc
lai ghi Khong.

Phén PowerPoint:

Tao trinh chiéu d:t tén 1a Pixel6 va luu trong thw muc s6 bao danh.

Smartphone
Android tot nhat?

a. (1,0 diém) Thiét ké slide véi cac ddi twong theo miu.

b. (0,5 diém) Chon hiéu vrng slide (transitions) 1a Push trong vong 2 giay.

c. (1,0 diém) Khi click chudt 1an 1, ca 3 ddi twong 1an lwot xuét hién noi tiép
nhau (thi sinh tu chon loai hi¢éu rng xuat hién cho cac ddi twong).

d. (1,0 diém) Khi click chudt 1an 2, ca 3 ddi tweng lin lwot bién mat ndi tiép

nhau (thi sinh tw chon loai hiéu rng bién méit cho cac ddi twong).
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Bai on tap thuc hanh 9

Phin Word

L4
A,

Cach [@h@]l malll

hitng mau sic dwoc lwa chon
tir banh xe mau s& duwge phéin
ra nhidu clp d6 mau co thé két hop
lai. P& lwa chon dwoc nhitng mau sac
két hop t6t nhit cho thiét ké (goi I
tong xuyét tong), tuy thude vao cong

I
l'f")«

1 !

t@%

trong thi

bét ky ngudi thiét ké hoic khach hang
nao. Ho cén dit nhitng s& thich ca
nhén va nhitng giao dién lién quan téi
quyét dinh vé mau séc.

Kinh nghiém va hiéu biét s& giup |

. ban tao nén nhitng mau két hop phu
vigc ban dang lam.

_ ) . hop vé1 muc tiéu cia dw an. Py 1a
Liéu né ¢o6 truyen dat nhitng diéu

] nhitng 1y thuyét s& giup ban ¢6 nhitng
O : 57 3 g8 z I

ban m{uon bay t6? Hodc ban & chon sin pham thiét k& dtng ¥ twomg,

mau sac vi ban, hode khach hang thich

(Theo: https://icolor.vn)

: J,

nhe viy. D6 14 mét chu hér khé cho

Phan Excel:

e (0,5 diém) Dién vao cot Ma san pham: 12 2 ky ty dau cia MA hang;

e (1 diém) Pién vao cot Tén san pham: duva vao mi san pham va do
trong Bang tén san pham:;

e (1 diém) Tinh tong s6 lwong mdi loai theo kich c¢& va dién vao cot SO
lwong & Bang Kiém ké;

e (0,5 diém) Pién sb lwong ma hang san pham mau tring vao 6 c6 dau
.

e (0,5 diém) Pién vao cot Ghi chu biét réng Ilé},l s6 luong mdi mat hang
<20 thi ghi chu 1a “Nhép hang”, con lai dé trong.
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DANH MUC QUAN AO TON KHO

M3 hang | M3 san ph8m |Tén san phim | Mau sac Kich ¢& | S8 lweng Ghi chii
AT-1000 Tréng 5 30
AT-1002 Tréng L 30
AT-1003 Vang 5 20
KB-1005 Xanh 5 10
KB-1006 Xanh M 20
KB-1007 Xanh L a0
Q5-1009 Trang M 10
Q5-1010 Trang L 10

Bang t&n san pham

M3 SP T&n san pham
AT Ao thun tron
KB Ao kho#c b
Qs Quan short

Bang kiém k&

Kich c¢& tén

S8 lwong

5

1Y%

L

5L m3 hang san pham trang

?

Phin PowerPoint
Tao bai trinh chic¢u dat tén 1a PhoiMau va Iuu trong thu muc so bao danh.

&6 nguyén tac Phéi mau
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(1 diém) Thiét ké slide v&i cac dbi tugng theo miu nhu trén, str dung
WordArt 1am tiéu dé, SmartArt cho phan noi dung. Chon Design bt
ki (Minh hoa trén la Ion Boardroom);

(0,5 diém) Chon hiéu tmg cho slide (Transitions) 13 Fade; hiéu tng
kéo dai 1,5 giay;

(1 diém) Khi trinh chiéu, cac ddi twong WordArt va SmartArt tu dong
1an luot xuat hién ndi tiép nhau (hiéu tng Fade, mdi hiéu tng kéo dai
1 giay);

(0,5 diém) Sau khi xuét hién, ddi twong SmartArt ty dong nhan manh
bang hiéu ung Pulse.

(0,5 diém) Slide tu dong két thuc sau 5 giay.

Luwu y: Thi sinh c6 thé chon mau sic bat ki.
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Bai on tap thuc hanh 10

Phan Word:

so SANH CHUAN WrFT

\YY

iFi 6 la ban cdp nhit m&i nhat cho chuan mang khéng diy. WiFi 6 dya trén tiéu chuan
IEEE 802.1lax, voi téc do nhanh hon, dung luong lén hon va hiéu suat nang lugng dwgc
cal thién hon so voir Wifl 5. Cu the:

Thé hé Tansé | Bang théng téi da | Nam
e | Wi-Fi6(802.11ax) | 2.4/5 GHz | 6009608 Mbit/gidy | 2019 |
3 Wi-Fi 5(802.11ac) i 2.4/5 GHz | 433—-6933 Mbit/gidy | 2014
Wi-Fi 4 (802.11n) | 2.4/5 GHz | 72-600 Mbit/gidy | 2009
Phén Excel:
BANG TONG HQP LUONG NHAN VIEN THANG 06/2022
Ma nhan <A < 1 , N Thwéng Thwéng | Thuc
vién Ho va tén Ma chirc vu | Chie vu | Ngay cong | Lwong tham nién | ting ca lanh
NV102018 | Nguyén An 24
NV112009 | Lé Bao 22
TP122007 | Huynh Cudng 19
NV132020 | Tran Duy 28
GD142019 | Bui Ha 21
NV152005 | Ly Thanh 25
BANG 1
Ma Chirc vu HE so
chirc vu lwong
NV Nhan vién 5
TP Trudng phong 7
GD | Giam déc 8

a. (0,5 diém) Dién vao cft Mi chirc vu: 13 2 ky tw thir 1 va 2 trong M& nhan vién.

b. (0,5 diém) Pién vao cot Chirc vu: dua vao Ma chirc vu Va tra Bing 1.
¢. (0,5 diém) Pién vao cot Lwong: He s6 huong * 2000000 véi HE s6 huong dwa vao M chirc
vuvatraBdng 1.
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d. (1,0 diém) Pién vao cét Thwéng tham nién: néu nim vao lam viéc <=2018
thi ghi vao 500000, ngwee lai ghi 200000. Véi nam vao lam viéce chinh la gia
tri s6 ciia 4 ky tw cudi trong M nhan vién.

e. (0,5 diém) Pién vao cot Thuong ting ca: néu Ngay cong >22 thi thuéng 50000 cho
moi ngay vuot qua. Vi du Ngay cong 1a 24 thi thwéng = 2 ngay * 50000.

f. (0,5 diém) Dién vao cdt Thuc linh: Liwrong + Thudéng thim nién + Thuéng ting ca.
Phin PowerPoint:

Tao trinh chiéu dit tén 1a LoaiWifi va luu trong thu muc s6 bao danh.

a. (1,0 diém) Thiét ké slide véi cac doi twong theo miu.

b. (0,5 diém) Chon hiéu vng slide (transitions) 1a Fade trong vong 2 giay.

c. (1,0 diém) Khi click chudt lan 1, ca 2 ddi twong lan lwot xuét hién noi tiép
nhau (thi sinh tu chon loai hi¢u ing xuat hién cho cac ddi twong).

d. (1,0 diém) Khi click chudt lan 2, ca 2 dbi twong lan lwot bién mat ndi tiép

nhau (thi sinh tu chon loai hi¢u ing bién mat cho cac ddi twong).

* 802'113)(
.

600“9608“” bps

61



