Dai hoc Cong Poan - Ung dung cong nghé théng tin co bdn
1. BAI TAP THUC HANH

2. BAI TAP THUC HANH

UNG DUNG CONG NGHE THONG TIN
CO BAN

2.1. PHAN I: MICROSOFT WORD

Bai 1: Anh (chi) hay tao vidn ban theo médu dwéi day véi cac yéu cau:

- Dbinh dang trang vai khoang céach 1&: Top: 2 cm, Bottom: 2 cm, Left: 2 cm,
Right: 2 cm;

- Panh sb trang nam & bén phai, phia dudi cua trang gidy;

- Su dung font Arial, ¢& chir 14, tiéu dé ¢ chir 18;

- Dinh dang cho tit ca cac doan van ban: cin déu 2 bén, dan dong 1.5
lines, Before: Opt, After: 6pt;
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ac phwong phap day hoc truyén thdng ludn 1a nhirng
phwong phap quan trong trong day hoc. Béi mai

khéng c6 nghia la loai bé cac phwong phéap truyén

thdng ma can bat dau bang viéc cai tién dé nang cao
hiéu qua va han ché nhuoc diém cla chung.
» Van dung day hoc giai quyét van dé » Van dung day hoc dinh hwéng hanh déng

> Van dung day hoc theo tinh hudng » Tang cwong s dung phwong tién day hoc

Nhw vay coé rat nhiéu phwong hwéng déi méi phwong phap day hoc véi
nhirng cach tiép can khac nhau. Viéc dbi méi phwong phap day hoc dodi hi
nhirng diéu kién thich hop vé phwong tién, co s& vat chat va td chirc day hoc,

diéu kién vé té chirc, quan ly.
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Bai 2; Anh (chi) hay tao vin ban theo mdu dwéi day véi cac yéu cau:

- Pinh dang trang voi khoang cach I&: Top: 2 cm, Bottom: 2 cm, Left: 3 cm, Right: 1.5
cm;

- St dung font Times New Roman, c¢& chir 13;

- Dinh dang cho tit ca cac doan vin ban: ciin déu 2 bén, dan dong 1.15 lines,
Before: 3pt, After: 6pt;

cavAN K% NANG SU DUNG cnrr

gay 21/6/2016, Bo Gido duc va Bao tao cing véi Bo Thong tin va Truyén

thong dd ban hanh Théng f lién tich sé 17/2016/TTLT-BGDPT-BTTTT ‘ mm&
5 .. 7 A n . 5

quy dinh t6 chuc thi va cip chang chi tng dung céng nghé thang tin: <~

Chieng chi &ng dung cong nghé thong tin (CNTT) la chiing chi caa hé thong

gido duc quéc dan nham xé&c nhan trinh do, nang luc sir dung CNTT theo Chuan ki ning sir dung
CNTT quy dinh tai

Théng tw s6 03/2014/TT-BTTTT ngay 11/3/2014 cua Bo truong Bo Thong tin va Truyén
thong gém 2 chuan ky nang:

> Chuan k¥ ning str dung CNTT co ban
> Chuan k¥ nang sir dung CNTT nang cao


https://drive.google.com/open?id=0B6xlcnn8UI4WME9KLUFLYXlQMk0
https://drive.google.com/open?id=0B6xlcnn8UI4WME9KLUFLYXlQMk0

1 Trung tdm Ngoai ngit- Tin hoc Truong Pai hoc Cong doan

Chudn ky ndng sir dung CNTT co bdan gom 6 module:

Ma Module Tén Module Ngi dung

1U01 Mo dun k¥ nang 01 Hiéu biét vé CNTT co ban

1U02 Mo dun k¥ nang 02 Str dung may tinh co ban

IUO3 Mo dun k¥ nang 03 Xir 1y van ban co ban

lU04 M6 dun k¥ nang 04 Str dung bang tinh co ban

1U05 Mo dun k¥ ning 05 Str dung trinh chiéu co ban

1UO6 Mo dun k¥ nang 06 Str dung Internet co ban

Théng tw lién tich s6 17/2016/TTLT- BGDAT-BTTTT ¢6 hiéu lyc thi hanh tir ngay
10/8/2016. Pong thoi, cac quy dinh triede day trdi véi quy dinh tai thong tw lién tich ndy
déu bj bai bg.

Truong DHCD, 169 Tay Son- Déng Da- Ha N6i.02435335300



2 Trung tdm Ngoai ngi- Tin hoc Truong Dai hoc Cong doan
2.2. PHAN II: MICROSOFT EXCEL
Bai 1: Tao bang bao céo kinh doanh gom cac théng tin nhu sau:

BAO CAO KINH DOANH

Ngay | Ma hang :;;r“:; Sé lwong Bg(izz Tién hang I:):lll Thué | Tong tien
3/1/2019 | HOL/KD | Gao 520
3/1/2019 | HO3/KD | Bot my 450
3/1/2019 | HO1/NB | Stra 340
3/2/2019 | HO2/NB | buong 700
3/2/2019 | HO3/XK | Sira 220
3/3/2019 | HO1/KD | Gao 630
3/4/2019 | HOL/NB | Bot my 650

rll_::é Pon gid
Gao 550
buong 420
Stra 370
Bot my 320

Dua vao loai hang nhap dix liéu cho ¢t Bon gia
Tinh tién hang = don gia * s6 luong
Tinh Phy phi = 2% * Tién hang

Thué phu thugc vao hop dong nhu sau: Néu hop dong 1a NB thi thué = 0,
cac hop dong khac = tién hang * 12%

Tinh Téng tién = Phu phi + Thué
6. Thdng ké sé mat hang 1a Bot my

> w e

o1

7. Tinh tong tién cho ting loai hang
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3 Trung tdm Ngoai ngi- Tin hoc Truong Dai hoc Cong doan

8. V& d6 thi so sanh tong tién cua ting loai hang
Bai 2: Tao bang tinh sau:

DOANH THU PHONG LE THANG 2/2019

Tén khach p';]g‘:]ig Neaydén| Ngaydi | Don gid nz‘;y G;ém T[;grr:h
Mary Lake 1 2/4/2019 2/11/2019
Hoang Anh 3 2/12/2019 2/17/2019
L.Williams 1 2/3/2019 2/23/2019
Lé van Ha 3 2/1/2019 2/28/2019
LiShang 4 |2/15/2019 2/22/2019
Kim Shenhe 2 2/6/2019 2/28/2019
Andrey 3 | 2/21/2019 2/27/2019
MaChau 4 |2/15/2019 2/22/2019
BANG QUY PINH GIA
Logi phong 1 2 3 4
Pon gid 90 70 80 120

1. Nhap dix liéu cho cot don gia

2. Tinh s6 ngay & cua ting khéch

3. Tinh giam gié cho ting khach: Néu khach hang & trén 15 ngay sé giam gié

15%, con lai khdng giam gia

2. Tinh Thanh tién = sb ngay ¢ * Pon gia * (1- Giam gid)

3. Thong ké s6 khéach & phong loai 2

4. Tinh téng tién cua tung loai phong

Truong DHCD, 169 Tay Son- Déng Da- Ha N6i.02435335300




4 Trung tdm Ngoai ngir- Tin hoc Truong Pai hoc Cong doan

5 V
Bai 3:

& do thi so sanh thanh tién cua ting khach hang

Lap bang quan 1y sinh vién gém cac thong tin sau:

2.3. BANG QUAN LY SINH VIEN

Ma SV Ho dém Tén Ném nhép | Nganh D.Todn| B.Ly | B.Hod | D.Tin| T.Diém|D.TB oh
trwong hoc cha

2015KTO01Nguyén |Phuong 9 9 9 5

2017TNO5Pham Thanh 4 1 1 3

2016CT09 Tran Hung 7 8 8 5

2015XH13Lé Tué Anh 6 6 5 5

2017QH15Phan Minh|{Nam 4 5 4 3

2016BH18Phan Minh|Phong 9 6 6 5

1. Tinh tong diém (T. Piém) va diém trung binh (P.TB) cho ting sinh vién;

2. Dua ra D.TB cao nhat va thap nhat caa cac sinh vién;

3. Bién dix liéu cho cot Nam nhép trudng, cot Nganh hoc, biét M& SV bao gom:

- 4 ky tu dau 12 nim nhap truong,

- 2 ky tu sau la nganh hoc,

- 2 ky tu cudi 12 STT caa SV trong nganh;

4. Pién dix liéu cho cot Ghi chd, biét:

- SV ¢6 diém trung binh (B.TB) > 5 ghi “Binh thwong”

- Con lai ghi “Can luu y”

5. V& d6 thi so sanh DTB cua céc sinh vién.
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5 Trung tdm Ngoai ngi- Tin hoc Truong Dai hoc Cong doan

2.4. PHAN 11I: MICROSOFT POWEROINT

Bai 1: Str dung Microsoft PowerPoint soan 02 Slide theo mau sau:

E
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Gom 6 module

- Thiét lap Theme: Executive cho tit ca cac Slide;

- Cheén hinh anh phi hop chii dé vao 02 slide;

- Thiét 1ap hiéu ang chuyén trang (Slide Transition) tly y cho tat ca cac

Slide;

- Thiép lap hiéu ung dong tly chon cho timg dbi twong trong 02 slide.

Bai 2: Str dung Microsoft PowerPoint soan 02 Slide theo mau sau:

QUY TRINH XAY DUNG BAI GIANG
E-LEARNING

Mo HINH E- I.EARNING

YEu cau:

- Thiét 1ap Theme: Apothecary cho tat ca cac Slide;
- Chén hinh anh phu hop chi dé vao 02 slide;
- Thiét 1ap hiéu tng chuyén trang (Slide Transition) tiy y cho tat ca céc

Slide;

- Thiép lap hiéu tmg dong tly chon cho timg ddi twong trong 02 slide.

Truong PHCPD, 169 Tay Son- Pdng Pa- Ha N6i.02435335300




