


BO GIAO DUC VA BAO TAO PE THI THU

TRUONG PAI HQC SU PHAM HA NOI MON: TIN HQC DAI CUONG
Thoi gian lam bai: 75 phut
Pé 56 01
H O B s s s R s T Ma sinh vién:............ccoeoveeiiene
SBD: ..o Cathis................... Neaythic......coooooiiiiiicieee
Cén b chim thi 1 Cén b cham thi 2 Diém bai thi
(KY va ghi ré ho tén) (KY va ghi ro ho tén)

Huéng din lam bai thi

1. Thi sinh ghi diy du cdc thong tin ho tén, ma sinh vién, s6 bdo danh, ca thi, ngy
thi vao phia trén.

2. Thi sinh dang nhap vao hé thong cst.hnue.edu.vn theo huéng dan cia cin bo coi
thi dé lay dir liéu lam bai thi.

3. Thi sinh tao mot thu muc trong 6 dia D va dat tén theo cii phip Hoten_Cathi. Vi
du: thi sinh Nguyén Vin A, ca thi 01 dit tén thu myc la NguyenVanA_Ca01. Bai
lam cua cac phfm thi Word, Excel, PowerPoint dugc luu vao thu muc nay. Luu
y: dat tén thu muc khong cé dau.

4. Khi hét gior lam bai, thi sinh ndp thu muc lwu bai lam da tao trong phﬁ“m 3 6 trén
(gém 04 bai da lam) 1&n hé thong cst.hnue.edu.vn theo ding hudng dan cua cdn bo
coi thi.

5. Luu y quan trong:

e Cic ciu dau * 1a nhitng céu bat bugc phai lam. Néu khong, bai thi s& khong
duoc tinh diém.

e Két qua minh hoa cdc phan thyc hanh chi mang tinh chat tham khao, SV ¢6
thé chon chirc ning twong tu & cic phién ban Office khdc nhau.
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Phin 1.

Ly thuyét (2 diém)

Soan thao cau tra 10i cho nhitng cau hoi sau trong Microsoft Word, dat tn file la
<SBD_Ho tén sinh vién.docx>

Cau 1. (0.5d)
Néu cac budc chén cong thirc todn trong phdn mém Microsoft Word?
Cau 2. (0.758)
Trinh bay cac budc dinh dang dir li¢u trong 6 kiéu ngay thang nam theo dinh dang
dd/mm/yyyy trong phin mém Microsoft Excel.

Cau 3. (0.75d)
Hay cho biét chire nang cta ché do Slide Master.

Phin2.  Thyc hanh trén Microsoft Word (3 diém)
Lam viéc voi tép haucovid.docx
STT Noi dung Yéu ciu
Dinh dang trang Kho giéy (size): A4
1. | vanban Lé trang (margins): Lé trai, 1é phai: 2 em (0.79”); 1é trén, 1é
dudi: 1.5 em (0.59)
] Phéng chir: Times New Roman; C& chir: 13; Can 1&: Justify
Hi¢éu chinh style . . . .
o Gidn dong (Line Spacing): Multiple: 1.5
Normal vi dp 1 o
2. Thut dau dong First line: 1 em (0.39”)
dung style cho )
oy Gian doan: Before: 6 pt; After: 6 pt
doan van ban }
Ap dung style Normal cho toan bg cac doan van ban
Str dung chi muc Ap dung cho cac doan “Ngudi cé6 bénh nén, trén 60 tudi”;
3. | khong c6 tha tr | “Nguoi mic Covid timg didu tri tai khoa cép ciru, hoi stre tich
Bullets cue”; “Ngudi b cée tridu chimg ning né hodc bat thuong”
Phéng chir: Times New Roman; C& chir: 14; Kiéu chir: Bold:
1 Hi¢u chinh style Mau: Red.
" | Headingl Lé trdi: 0.63 em (0.25”); Khong thut dau dong.
Kiéu liét ké (Numbering): 1., 2., 3., ...
: JS;[J dung  style Ap dung cho cic doan “Héi ching hdu covid 19”; “Céc di
" | Heading 1 chimg thuéng gip™; “Ai dé mic di chimg covid?™; “Hdi phuc™;
Tai vi tri cubi cia doan vin ban “...huyét ap khong on dinh,
5 Chén chd thich rung toc.”
" | chén trang Chén chi thich chin trang vdi ndi dung: “Vnexpress.net”
Thiét lap chd thich theo dang: i, ii, iii, ...
R N . Chon kiéu chit nghé thuat phit hop dé dp dung cho doan “Khi
Cheéen chit nghé o 5w g i i
T 5 - nao can kham hau Covid-19
thudt theo yéu céu : : = , 2 Z
Dinh dang chir ngh¢ thuat phit hop theo két qua minh hoa
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o e Chen Anh: haucovid.PNG vao trude doan “Mot s6 di chimg
Cheén anh theo yéu . s
8. 5 thuong gip gobm....”
cau . .
e Thay doi cdc thude tinh cua anh phut hgp theo két qua minh hoa
e Trong info cha tép van ban, dat tiéu dé (title) la: haucovid
) . ) e Author: thém hg tén, 16p, khoa cua sinh vién
o Thém théng tin O T ater ik ey mdio i ofialt
. ,
ki i Bl n Footer la s6 trang bén géc phai cua trang
e Chen Header 1a Ho tén SV - Lop, Khoa vao vi tri bén goc trai
trang
Phin3.  Thuc hanh trén Microsoft Excel (2.5d)
Lam viéc voi tép haucovid.xlsx
STT Noi dung Yéu cau
Lam viée véi trang tinh Sheet 1
Thay doi phong chit Time New Roman, ¢& chit 13 cho toan bé
trang tinh.
Gop cdc 6 tir Al dén Bl vatir C1 dén F1 (Merge & Center),
O 6 Al ghi tiéu dé: UY BAN NHAN DAN TP HA NOL ¢ 6 C1,
| |Pinh dang cho trang ghi tiéu dé&: THONG KE SO CA NHIEM COVID NGAY 22-
tinh 23/03/2022. dinh dang in ddm mau Blue
Tir & C3 dén D4: Hién thj dang s6 ¢ dau ngin cach phan nghin,
khéng ¢6 phan thap phin
Thém cot “Ghi chi” ngay sau cot “Tong so ca nhiém”
Thiét 1ap trang in: kho gidy A4, hudng ngang
. . Tir A3 dén F13: Format as Table; Table Styles: Medium 2;
2 | Pinh dang bang
Chon “My table has headers™; Table Name: “covidHN"
Str dung ham dé tinh tong s6 ca nhiém covid trong 2 ngay, két
e qua hién thi twong tmg & cdt “Tong s6 ca nhiém” (tir 6 E4 dén
3 |Tinh tong . R g
E13), dinh dang dir li¢u ki€u so6 c¢6 phan phin cich hang nghin,
khong ¢ phan thap phan
Sir dyung ham thich hop dé dién dir liéu cho ¢ot “Ghi chi™ (tir 6
4 |Didn cht*Ghi chi® F4 dén FI3) theo diéL} kién: Tfeu tong s ca nhi?&m > 3000 thi gm:
“Murc 17, néu tong s6 ca nhiém = 2000 thi ghi “Miuc 2, con lai
ghi “Muc 37
Lam viéc vdi trang tinh Sheet2
" ; Sir dung ham thich hgp dé dién dir liéu cho c¢ot “Tong sd ca
Tim tOng sO ca % . 3 . . N o
- ; nhiém” (T & B3 dén BS5) theo tirng quan huyén (DU liéu duoc
5 |nhiém covid theo i ) inh Sheetl). Dinh d 3 T .
. dy tai trang tin eetl). Dinh dang phéng chit, c& chir twong
thanh phé ‘;]il .ﬂ g ! ang phong gty
Shee
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Str dung dir liéu 6 A2:B5 dé v& biéu d6 so sdnh s6 ca nhiém covid
6 |V&biéudo cta 3 Thanh phd
Chart: Column, ki¢u 3-D Cluster Column, chon Style 12
. i i 2l Hién thi dir lidu phia trén dinh cua cdc cot
7 | Hiéu chinh biéu do I P T x
Tén bieu do: “Thong ké tong so ca nhiem”
Hoan thién bang tinh
Péi tén (Rename) Sheet! thanh : SBD caa sinh vién
. B ) D6i tén (Rename) Sheet2 thanh : Ho v tén cia SV
. |Hoan thi¢n bang ] .
8 tinh Trong info ctia bang tinh, thém tic gia (Author): ho tén, 16p, khoa
cua sinh vién
Luu lai bang tinh voi tén : haucovid_output.xlsx
Phin4.  Thuc hanh trén Microsoft PowerPoint (2.5 diém)
Lam viéc voi tép haucovid.pptx
STT Doi twrong Yéu cau
e Chon Theme: “Organic” hoac tuong duong. Chon Fonts: Arial
1* | SLIDE MASTER® . Ché{] logo “logo_covid.png” hodc dnh ¢4 nhin cia SV da duge
chuan bi trwée, kich thude: Height: 1.3, Width: 1.2”. Vi tri:
gde phai trén cling slide
Slide 1: Slide tiéu | » Layout: Title Slide
2 | dé e Chen chir ngh¢ thuat cho tiéu dé: “Héi chirng hiu Covid-19”
e Nhip thém ndi dung cho slide: Ho va tén — Ldp Khoa (cua SV)
. Chuyén ndi dung thanh SmartArt (Convert to SmartArt): Vertical
) = Picture Accent List, chon Style: Simple Fill, chon Color: Color
3 Sildef: ?m tug?rng Range — Accent Colors 2 to 3
dé méc hdu Covid :
e Lin lwot thém anh  “benhnen.png”, ‘nguoigia.png”,
“nhapvien.png” cho timg ddi tugng SmartArt
e Thay doi Style cho bang, chon Style: Light Style 2 - Accent 2
4 Slide 5 e Thém cot bén trdi cua bang, dién 1an luogt ndi dung vao cdt va
thay d6i kich thude cia bang nhur file két qua minh hoa.
e Thém slide mdi vao sau slide 5 c6 bo cyc (Layout) kiéu
Paranomic Picture with Caption (Néu sir dung Theme khdic
5 Slide 6 Organic thi chon Layout c6 kiéu nhu trong dép 4n).
¢ Thém video vao slide: File: “haucovid.mp4™; Thu nhd kich thude
cho phit hop. Thiét 1ap phét video tir dau dén gidy thir 50.
Thém hi¢u tng | Thém hiéu (mg chuyén trang cho tét ca cic slide, kiéu: Wipe. Ty
6 chuyén tr'ang va chon: From left
cho cdc doi tuong | e Trén slide 2: thém hiéu (g xudt hién cho dbi tugng SmartArt
trong slide kiéu Fade; trong thoi gian 1 gidy, sao cho mdi hép véan ban trong
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STT Doi tugng Yéu ciu
SmartArt xuét hién lan luot.
e Chén sb trang va chi thich chan trang: “Khi nio cén khdm héu
. Hoan thién bai Covid-19” cho tit ca slide.

thuyél trinh

e Trong info cta tép trinh chiéu, thém tic gia (Author): ho tén, 16p,

khoa cua sinh vién.
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