¢

Chon phwong thirc giao ti€p twong @ng véi tinh hudng.

Ding cho nhikng tin nhén ngén, khong trang trong va
can phan hdi nhanh ngay ca khi ngudi d6 dang & nha.

Dung dé giao tiép va twong tac qua lai tirc thi.

Dung cho nhirng tin nhan c6 néi dung dai va
khong cian phan héi ngay.

Hoc sinh viét bai luin trén 1ép réi chia sé véi nhau trén mang dé sira va givi

binh luan Quy trinh nay dwoc goi la gi?

Binh duyét (Peer Review) Dir liéu ca nhan

Giao tiép tiéu cuc Cong dan ky thuat s6 ~

Binh duyét (Peer Review) la gi? @

Danh gi vai tro cia ban hoc trong nhém & mdi giai doan lam bai tap.
Pam bao moi ngwoi trong nhém déu dam nhan trach nhiém nhw nhau khi cdng tac trén mang.

Cho diém cac ban hoc khac vao cudi du 4n cong tac, dwa trén mirc do cong viéc ma ho da hoan
thanh.

Kiém tra cong viéc/san phdm ma mot ban hoc khac da hoan thanh khi cong tac chung.

Piéu nao KHONG phai l1a mét phin ctia thwe hanh giao tiép tot?

Can chinh (Alignment) Phép lich sy (Etiquette)
Sw ton trong (Respect) Pong cam (Empathy)

Y
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= Cong tac la gi? | 9
=~
Nhanh chéng lam xong bai tap dwoc giao. Lam viéc ddc lap. .
Chia sé y twdng véi nguwori khac. bat dwoc diém sé cao.
Pau la ba yéu t6 cot yéu dé cong tac thanh cong? (Chon 3)
Ca nhom da tirng lam viéc v&i nhau trede day.  Muc tiéu va ky vong ro rang.
Ca nhom déu la ban bé cua nhau. Moi ngwoi cé chung niém tin.
Lang nghe va tham gia dong gop. Tap trung hoan thanh nhiém vu.
Phan hoi (Feedback) la gi? \ly
o\ 4
% s o~ . ] 4 A -~ = A ." \ -
Canh tranh thanh tich cao nhat. Chia sé bé&t khoi lwgng cong viéc.
Puwa ra dé xudt dé cai thién két qua. Cung nhau lam bai tp theo nhom.
Pau la yéu to cot yéu dé cong tac thanh cong qua mang?
Moi nguwoi déu dong gop vai tro va trach nhiém trong nhoém.
Moi ngwoi phai cing tudi va luén dong thuin vé chién lwoc toi wu.
- Moi nguoi c6 ngudn gdc xuit xi giong nhau va séng trong cung khu vurc.

Moi nguwoi déu co kha nang lam viéc doc 1ap va ngoai thuc té (Offline).

Tuy chon nao la vi du vé viéc binh duyét (Peer Review)?

Nhéan phan hoi tir ban hoc trwére khi xudt ban bai luén.
N6p bai ludn ma khdng hé sira hoidc diéu chinh.
Puwa ra y kién ctia ban vé cong viéc/san pham cla tirng nguoi khéc.

Nho cha me hodc gido vién dwa ra 1oi kKhuyén vé bai viét ctia ban.

Tinh nang nao sau day cho phép Con chon mirc d6 moi ngwoi cé thé twong tac

vori tap tin?

Quyeén chia sé (Sharing Permissions) Xudt tai liéu (Export)
Bao vé tai liéu (Protect Document) Nhap tai liéu (Import)
/ Hai yéu t6 dé cong tac thanh cong la gi? (Chon 2) \
AW A
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Diéu chinh cau truc bai Lang nghe r
Giao tiép ro rang Chinh stra cau chir |

Kich cér tip tin ciia tai liéu Con dang lam viéc qua lén. Con hay cho biét, tuy

chon nao sau day la cach Con cé thé giam kich thwéc ctia tap tin?

Luwu tai liéu dwédi dang tai liéu hé tro Macro.

An tit ca cic danh d4u (Markup) trén tai liéu.

_ Nén anh (Compress the Pictures) trong tai liéu.

Han ché chinh sira (Restrict Editing) trén tai liéu.

Mot vi du vé viéc sivr dung cong nghé ky thuat s6 mot cach thich hop trong

trwong hoc hoac noi lam viéc la gi?

Quay Video cac ban cung l&p dn trua va dang 1én mang.
Choi Game hau hét thoi gian trong ngay.

Hop tac véi cac ban ciing 1ép trong mot bai tap nhom.

~ Bi mét ghi lai &m thanh cda anh chi em ctia ban dé chia sé cho ban bé ctia ban.

Viéc ban chia sé cong viéc v&i cac ban cung Ié&p dé nhan phan hdi dwoc goi 1ajg

Panh gia ngang hang (Peer Review) Vai tro (Roles)
Trach nhiém (Responsibilities) Xudt ban (Publishing)

Yéu t6 nao KHONG phai 1a yéu t6 hop tac thanh cong?

Tiép tuc nhiém vu.

bat muc tiéu va ky vong ro rang.
Giao tiép ro rang.

Phé binh y kién hodc quan diém clia moi ngudi trwdre khi hiéu ching,

Con dang lam viéc trén mot tap tin dw an véi nhiéu ngwoi. Con hay
cho biét, trong cac tuy chon sau, tuy chon nao la loi ich cta viéc \

lIwru triv tap tin trén ddm may trwc tuyén? (Chon 2)

),
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Cac tap tin c6 thé dwoc truy cap bit c¥ noi ndo bang thiét bi c6 két ndi vai Internet.

—

Moi ngudi duoc chia sé tai liéu va déu co6 thé xem cac thay doi da lwu.
Dir liéu chi c6 thé dwoc truy cip théng qua két ndi cé day.

Luwu trir ddm may 1a mét dich vu mién phi.

Mdt yéu té quan trong cua sw hop tac thanh cong la gi?

Phé binh y twdng hodc quan diém ciia moi ngwoi trwede khi hiéu ching.
Choi tro choi trong giey lam viéc nhom.
Xac thuc y twdng.

Thay ddi vai tro cia moi nguwoi moi khi ban gap nhau.

Tuy chon nao la nghi thire trwe tuyén KHONG phii hep?

=A

-

.k

Hay dbi xtr véi ngudi khac theo cach ban Giao tiép vé& nhirng ngudi khac ma khong cd
mudn duoc dbi xir. swr cho phép ctia ho.

Chi néi trwrc tuyén nhirng gi ban s& néi truc Gii quyét van dé mau thuan trén tryc tuyén
tiép. ngoai thye té (hudng tich cuc).

Tai sao phai can than vé&i nhirng gi dworc ding trén Internet?

Tét ca ngudi dung trén Internet thuc Tét ca nhirng gi dwoc dang trén Internet déu
hanh nghi thirc phu hop. dworc moi nguei tha thie.

Khéng can phai cén than véi nhiing gi Khi d&ng mét diéu gi do trén Internet, thi sé
dwoc dang trén Internet. khong thé x6a hoan toan khoi Internet.

p 2
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@ Dinh dang nao dwoc sir dung d€ nhan manh mot tir?

Phong in dam Danh sach danh so . .

Phéng chir nho Gach ngang giira than chir

Hay ndi tirng thuat ngir vé tao ndi dung rng véi dinh nghia

Canlé

+ (Alignment)

Tém tat (cac) y chinh trong ndi dung ctia ban. +

Tinh ning cho phép ngwoi dung can déu tirng Poan van

dong van ban. (Paragraph)

1 ¥ ~ R - ” ,ou n ~ " . A i
p Mot chuoi cac cau néi vé mot ludn diém hoac

3 “ | w .
. Tiéu de (Titl .
é:e- chu dé cu thé. + + S &\ £
=, \;_*

U'ng dung nao dwoc dung dé tao bai trinh chiéu?

A

PowerPoint

Gido vién yéu cau ban tim hiéu vé rirng mwa nhiét d&i, roi chia sé nhirng diéu hoc

dworc véi ban cung 16'p thong qua mét bai trinh chiéu. Muc dich cua bai trinh chiéu
' H,- finay la gi?
/o  Dé thuyét phuc Dé cung cdp thong tin bé giai tri bé giao tiép

Hay ndi tirng thuat ngir wng voi dinh nghia

- N " e = - b b ~ Cén lé
Mot tai liéu co the hién thi bang trinh duyét. + a )
ignment
Céach sap xép hodc dat vi tri van ban. + + Trang (Page)
Mot trang don lé ciia mot bai trinh chiéu. + Tiéu dé (Title)
Mot doan mé ta ngan vé trang Web, xudt hién & Trang chiéu
phia trén ddu ctra so trinh duyét. + + (Slide)

Khi Con sao chép hoic di chuyén vin ban tir mét tai liéu. Con hiy cho biét, tuy chon

nao sau day dworc mdy tinh sir dung dé tam thoi Iwu triv van ban da dwoc sao chép?

fPU USB Drive Clipboard Driver \ \
. W A
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Con hay cho biét, thé nao trong cac tuy chon sau cho phép thém mot Video vao bai

trinh chiéu PowerPoint?

Insert Home Design File

Con hay cho biét, nhap chuét ba lan vao ving chon (Selection Area) trong tai liéu

Word sé dan dén hanh dong nao sau diy?

Chon mot dong duy nhat. Chon mét tir duy nhét.

Chon mot doan van ban duy nhat. Chon toan bo tai liéu.

Tuy chon nao sau day sé tang do rong cot trong Excel? (Chon 2)

Nhép chudt mot lan (Single Click) 1én ranh gidi cot.

Nhép dip chudt (Double Click) 1én ranh gi¢i cot.
Str dung to hop phim Ctrl + Shift + R
Nhép (Click) va kéo (Drag) chuét lén ranh gigi cot

Cac tir hodc cum tir ngan & dau trang trinh chiéu ky thuat so la gi?

Nha xuat ban URL bé muc Téac gia (Author)
Ch thich (Caption) la gi?

Nhirng ngudi ban mong dei sé doc noi dung cua ban.

M6t mo ta ngan vé noi dung sap téi.
Céach van ban dwoc sap xép trén trang,

M6t mo ta van ban duwdi mot hinh anh.

Mot loat cac muc dworc chia nhoé béi cac ki hiéu dau dong la gi?

bé muc (Heading) Danh séach ky hiéu dau dong
Doan van ban (Paragraph) Danh siach danh s6 (Numbered List)

Trong Microsoft Word, tity chon nao cho biét 16i chinh ta?

Mot vong tron mau do. Mot vong tron mau xanh lam.

Mot dwong lwon song mau xanh. Mot dwong lwgn song mau do.
Tiéu dé (Title) 1a gi?

Ngubn thong tin trong tai liéu.

Cach trng dung xac thwe nguoi dung.

B 2 Cac tlr va cum tir gi¢i thiéu chti dé ctia mot tai liéu hodc ndi dung cong viéc.
' P
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Van ban dwec nhap tw dong.

Van ban dwoc nhap thi cong khi nguwdi dung nhdp chudt vao 6 va bat dau nhap.
Van ban dwoc chén qua thé Insert.

Vian ban khéng kha dung cho bang trong tai liéu Word.

Posting c6 nghia la gi?

Nhirng cach ching ta thé hién sw tén trong va long tot trc tuyén.
C6 thé hiéu ngudri khac c6 thé cam thay nhuw thé nao.
Ch&p nhén ai d6 hodc diéu gi d6 ngay ca khi ban khong dong y hodc khong hiéu.

Pwa mot cai gi do lén Internet.

Tuy chon Alignment - cidn Ié trong tai liéu la gi?

Nhirng ngwdi ban mong doi sé doc ndi dung ctia ban.
N6i dung duoc sdp xép nhw thé nao trén trang.
Khi cac thanh vién cia mot nhom lam viéc cung nhau.

Vian ban xudt hién bén dwdi mot hinh anh.

Chon Bing hodc Sai vé hoat déng giao tiép trén méi trwwdng so.

Phép xa giao trén mbi treong sé 1a bd quy tic gitp dinh hudng cach moi
nguoi trong tac xa héi trén mang.

Vi ban dang khéng giao tiép mat déi mat nén tén trong |a diéu khéng can
thiét.

DPong cam la kha nang thau hiéu rang phia sau thiét bj bén kia |a mot con
nguoi that va cé cam xuc.

Nén dung danh séch c6 ky hiéu dau hang khi thi tw cac muyc doéng vai tro

quan trong.
Tap tin dinh kem Email la gi?
Mét cach dé dinh dang Email. M6t tap tin glri kém trong Email.
Mét dwerng lién két trong Email. Mét biéu twong trong Email.

Ban la thanh vién ctia mét dién dan trwec tuyén chuyén thao luan ve mén

béng chay. Cé mét ngwdi ding Ién binh luan sau: "T6i hién séng & New
Jersey, nhung timg sbéng & Florida dugc hon 40 ndm. Florida Pythons sé luén la

§ d6i t6i yéu!". Chon Thich hop hoac Khéng thich hop.
it
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l’«. C6 phai chu da qua gia dé con mé bong &

< 9 1 chay khong nhi? Bong chay la mén cho
nguwdi tré ma, that day.

AN
<
Chau c6 thé hiéu dugc sao chd lai thich e
doi Pythons. Néu séng & Florida, chéc ‘ o>
ch&u ciing sé rat yéu mén ho! -

74 -!wv%\ u

F2

® F pe en . e
A ‘E¢=Pythons la mdt ddi kém cabi, 6ng chu thich
- i ho nén ciing cung mot giude, thé nhé!

-

I#',m.

Chon tuy chon Tiéu cwe hoac Tich cwe

DP6i xtr vo&i nguoi khac theo cach ban mudn dugc doi xtr 1a mot vi dy vé

4 cach giao tiép.

Ton trong quyén riéng tw cla ngudi khac 1a mét vi du vé cach giao tiép.

Dung lovi 18 thd 16 hodc khéng thich hop 1a mét vi du veé cach giao tiép.

Vé&i mdi cau phat biéu ve viéc giao tiép, hay chon Bung hoac Sai.

DPong cam la kha nang thau hiéu va chia sé cam xic véi ngudi khac.

%

Phép xa giao trén moi trwdng sb |1a quy tac rng xr dung dan trén Internet.

Ton trong la khi ban mong mét viéc gi do xay ra hai 1an.
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