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HUONG DAN ON TAP TIN HOC

(Danh cho Vong loai Cuéc thi Olympic Tin hoc, Tiéng Anh khéong chuyén nam 2016)

1. Thoi gian: Theo thé lé cudc thi
2. Hinh thire:

a. Thi thuc hanh trén may PC hodc Laptop su dung trén bo Microsoft
Office 2010.

b. Thi sinh sé hoan thanh badi tdp gom cdc bai vé kién thirc dai cuwong
vé tin hoc. Dé thi sé dwoc t6 chirc thanh hai phdn. Phan mét cia dé
thi sé kiém tra kién thirc ciia co ban ciia thi sinh vé tin hoc thong
qua cdc cdu héi trdc nghiém. Trong phan hai, bao gom hai phan
nhé. Dau tién la dé kiém tra kha nang sir dung thanh thao cdc ky
ndng soan thdo vin ban trén Microsoft Word dong thoi cé kién
thitc co s¢ vé van ban hoc. Phan sau ciia phan hai cia dé thi thi
sinh sé hoan thanh bdi tdp trén Microsoft Excel dé iing dung vdo
cong viéc van phong. Trong cd hai phan thi Word va Excel thi sinh
can chii ¥ trong viéc dinh dang, trinh by vin bdn dé cé thé in dn
dudi khé gidy A4.

c. Ddp dn tra 1oi, cdc tép két qua can phai dwoc dat tén theo diing
hwéng dan cua dé thi va luu vao ding thw muc quy dinh. Trong
trieong hop cé sw thay doi vé vi tri luu, két qud tudn theo huwdng
dén ciia Cdn bé coi thi va triee dé thi.

d. Két thiic va ndp bai thi: thi sinh sé dwoc tinh gio hoan thanh, ddy

la chi s6 phu dé so sanh khi ¢é nhiéu hon mét thi sinh bang diém.



3. Noi dung
A. PHAN PAI CUONG

Thi sinh s€ hoan thanh 20 cau trac nghiém tin hoc véi1 kién thuc co s& veé

may tinh va hé diéu hanh Windows. Bao gom céc kién thirc co s vé:

Cac thiét bi ngoai vi va thiét bi mang: 6 dia cing, may quét (scan),
may in (printer),.. nguyén tac hoat dong, cach van hanh va céach cai dat
quan 1y céc thiét bi trén may tinh, in trong mang LAN, Print IP.

Kién thuc khai thac, st dung Windows: cac cong cu tién ich trén
Windows, cac tinh ning trén Windows dé quan 1y tai nguyén, quan 1y
phan mém ung dung..

Kién thirc khai thac st dung dich vu trén mang cuc bg (chia sé thu
muc, phan quyén truy nhap,...)

Kién thirc vé Internet va k¥ ning khai thac, str dung cac tng dung trén
Internet, kha nang chia sé két ndi Internet tir dién thoai thong minh.
Kién thirc va k¥ ning st dung thanh thao Email va cac tng dung hd
trg khac phd bién dé ap dung trong cong viée: lich, luu trir tai licu,

soan thao van ban, tim kiém tai liéu truc tuyén, tao chit ky, tao group.

B. PHAN SOAN THAO VAN BAN

Thi sinh can nam vitng kién thirc va k¥ nang vé céc tinh ndng cia Microsoft

Word (phién ban 2010) nhu:

Dinh dang kho gidy va cin 18.

St dung Tab Stop dé cin chinh vin ban.

Tao cong thirc toan hoc.

V& cac hinh v€ co ban.

Str dung ngét trang, cheén cac ky tu dac biét.

Dinh dang chén anh, cin chinh anh, dinh dang anh dé phu hop voi tiéu
chuan in trén may in thong thudng.

Str dung thanh thao dinh dang Header, Footer.



Str dung tinh ndng tron thu Mail Merge.

St dung cac tinh nang danh dau chinh stra van ban (Tracking), ghi cha
(Comment)..

Biét cach tao cac Style va ung dung Style, st dung Watermark (thuy
van sb) dé danh dau tac quyén trong ban thao.

Ap dyng muc lyc ty dong, chén va quan 1y tai liéu tham khao.

St dung biéu d6, luge dd biéu dién thong tin tir s6 lidu duoc lién két
v6o1 Microsoft Excel.

Biét cach dinh dang cac Section (dé thiét 13p céac dinh dang khéac nhau
trén ting nhoém céc trang cua tai licu, chéng han, s trang dugc danh
bén phai trang 1&, va danh bén trai trang chan,...).

Dinh dang dé in tai liéu trén hai mit cua giéy in.

Mot sd tinh ning khac ning cao, chuyén biét.., dinh dang mot trang
bat ky theo chiéu ngang (landscape), dinh dang in theo kiéu dong so,
bao v¢ tai liéu (chi cho phép doc, cho phép chinh stra,...)

Tao tham chiéu tu dong cap nhap.

Van dyng thanh thao cac quy tic trinh by vin ban trong Vin ban hoc.

Trang tri vin ban bang dudng vién, khung.

C. PHAN SU DUNG BANG TiINH

Thi sinh can nam viing c4c kién thirc va k¥ nang co ban nhu sau:

Pinh dang trang va cin 1& trén kho gidy A4.

Nhip dit ligu va dinh dang dit li¢u theo yéu cau. (Conditional
Formating...)

K¥ thuat bao v¢ dir liu: bao v¢ 6 tinh, bang v¢ trang tinh, bao v¢ bang
tinh, xem ma ngudn ctia chtrc ning dang macro.

St dung cac ham co ban dé tinh toan theo yéu cau dé bai (sb hoc, ham

logic, ham ngay gio, ham xir Iy chudi, tim kiém tham chiéu, ...)



St dung cac ham théng ké co ban dé thdng ké dir liéu theo yéu cau tir
co s& dén nang cao.

Loc dit liéu theo nhiu tiéu chi khac nhau.

Lam viéc véi bicu do.

Vi cac yéu cau nang cao co thé st dung cac ham chuyén mén dé giai
quyét hodc van dung cac ham xu 1y, théng ké tinh toan co s¢ dé giai
quyét yéu cau.
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