PAI HQC QUOC GIA HA NOI CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG DAI HOC CONG NGHE Déc ldp — Tw do — Hanh phiic
csHe ===00o===

PE THI THUC HANH TIN HOC .
° ¢ DPE SO 7

Thoi gian 1am bai: 90 phat.
Dé thi gom 03 phan, 05 trang

THI SINH LUU ¥: Thi sinh BAT BUQC phdi Luu trit cdc tép bai lam duéi dinh dang tép theo mdu
SoBaoDanh.docx (d6i véi word), SoBaoDanh.xlsx (d6i voi excel), SoBaoDanh.pptx (d6i véi
Powerpoint) (Vi du thi sinh cé sé bdo danh 160, thi cac tép bai lam sé c6 tén 160.docx, 160.xlsx,
160.pptx). Néu thi sinh khong dit tén tép diing, xem nhuw khong cé bai thi,

PHAN I: SOAN THAO VAN BAN MS WORD (30 diém)

CAU 1. Soan thao dung ndi dung vin ban & trang 2 (10 diém)
CAU 2. Pinh dang vin ban (20 diém)
- Phan bb cyc trang vin ban:

o Kho gidy A4

o Kiéu trinh bay: Trinh bay theo chiéu dai cia trang gidy

o Dinh & trang van ban: L& trai: 2,5 cm, Lé phai: 1,5¢m, Lé trén: 2,5 cm, L&
dudi: 2,5¢m.

- Phan ndi dung vin ban: Trinh bay dung hinh thitrc vin ban

o Font chit mac dinh: Arial; Co chir: 12

o bDinh dang doan van ban mac dinh: Dan dong trén: 3pt; Dan dong dudi: Spt,
can 1&: Left; Thuyt 18 trong doan vin Left: 0; Right: 0; Special: First line, By:
1 cm; Dan dong ché do Single.

o Phan tir “PAI HOC” dén hét “Ha Ngi, ngay ..... thang .... nim ......... ” ¢O chir
11; Dan dong trén: Opt; Dan dong dudi: Opt

o Phén tir “GIAY TRIEU TAP” ¢& chit 16; Dan dong trén: 18pt; Dan dong
dudi: 18pt

o Phan noi dung trong bang: C& chii: 12; Din dong trén: Opt; Dan dong dudi:
Opt. ‘

o Noi dung trong phan “Nei nhan”: C§ chii: 11; Dan dong trén: Opt; Dan dong
dudi: Opt; Special: None;
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DAI HOC QUOC GIA HA NOI CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG DAI HOC CONG NGHE Doc 1ap — Tu do — Hanh phuc
S6: ... /BT

V/v: triéu tip can bo du tap huin
cong tac coi thi THPT QG nam 2018

Ha No6i, ngay ..... thang ....ndm .........
GIAY TRIEU TAP

Hi¢u truéng, Chu tich Hoi déng tuyén sinh Pai hoc nam 2018 Truong Pai hoc Cong
nghg, tri€u tap cac can b co tén trong danh sach sau:

1. Phé truwéng Piém thi

S6TT Ho va Tén Chtic vu Ghi cht
1 | Duong Lé Minh Pho Chu nhiém Khoa | 012365466
2. Thu ky Piém thi
S6 TT Ho va Tén Chirc vy Ghi chu
1 | Nguyén Ngoc Diing Can bo 095667644
3. Can by Giam sat phong thi
S6TT Ho va Tén Chtic vu Ghi cht
1 | Vii B4 Duy Giang vién 0917456432
2 Truong Anh Hoang Giang vién 035668534
4. Can b0 coi thi
S6TT Ho va Tén Chirc vu Ghi cha
Lé Hong Hai Giang vién 0234634534
2 Pham Hai Dang Giang vién 0145645654

DPung 10"00 Thtr Tu, ngay 20/06/2018 cac can bd c6 tén trong danh sach cé mit tai
Phong 3-G3 dé tham dy budi tap huén cong tac coi thi THPT quéc gia nam 2018.

Yéu cau cac can by cd mat ding gio va tham dy nghiém tiac budi tap huan.

Tran trong cam on./.

HIEU TRUONG
CHU TICH HPTSPH NAM 2018
Noi nhdn:
- Cén bo tham gia cong tac coi thi
THPT qudc gia nam 2018;

- Ban Thu ky HPTS PH nam 2018;
- Luu: VT, BT, VT.30.

Nguyén Viét Ha
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PHAN II: BANG TiNH MS EXCEL (40 diém)

CAU 1. (10 diém) Nhap dir liéu va dinh dang bang tinh theo mau sau:

LICH HANG KHONG

Mai s6 Ho tén khach Cl;)l;);,én Ngay bay Gia vé 1;1?11(1;1) lt)ll::
N Lé Cong Vuong 11/04/2020 34
B Nguyén Viét Anh 24/04/2020 29
H Nguyén Thién Purc 10/05/2020 21
N Pao Minh Thu 18/03/2020 33
B D6 Hoang Thai 21/06/2020 27
N Lai Phuong Thiy 17/05/2020 18
H Cong Quang Ngoc 25/03/2020 28
B Nguyén Khanh Toan 08/05/2020 16
THAM CHIEU

Mai 56 Chuyén bay Gia vé
N Hanoi-NamNinh 1200000

Hanoi-BangKok 1700000

H Hanoi-HongKong 2100000

CAU 2: (30 diém) Thuc hién céc thao tac trén trang tinh

- Dua vao ky tur ctia cOt Md s6 trong bang LICH HANG KHONG dé 14y tén chuyén
bay trong bang THAM CHIEU dién vao c6t Chuyén bay cia bang LICH HANG
KHONG.

- Dya vao ky tu ctua cot Ma $6 trong bang LICH HANG KHONG dé léy Gia vé trong
bang THAM CHIEU dién vao cot Gid vé ciia bang LICH HANG KHONG, néu Ngay
bay 1a Thr 7, Chu nhat thi gia vé tang thém 7%.

- B6i tén sheet thanh LICHBAY, t6 mau nén bat ky cho bang THAM CHIEU.
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- Tinh gia tri cot Phu thu, néu can nang cua hanh ly trong cot Hanh Iy (kg) 16n hon

20kg, voi mbi can ning thém, tinh phy thu bang 1% gia vé.

- Thém cot Thanh tién sau cdt Phu thu, Thanh tién = Gid vé + Phu thu. Luu y: cac
cot Gid vé, Phu thu, Thanh tién c6 dinh dang phéan tach phan nghin va tién té dang
“VND”; VD: 1.284.000 VND.

- Sap xép bang giam dan theo cot Hanh Iy (kg) va cot Phu thu.

- V& biéu do dang Bar cho ¢0t dir 1iéu Phu thu theo Ho tén khdach nhu sau:

Biéu do6 Phu thu

Nguyén Khanh Toan | - VND

Lai Phwong Thuy | - VND
Nguyén Thién Dirc 22.470 VND
D6 Hoang Thai 127.330 VND

Cong Quang Ngoc 168.000 VND

Khach hang

153.000 VND
156.000 VND

Nguyén Viét Anh
Dao Minh Thw

Lé Coéng Vwong 179.760 VND

- VND 50.000 VNP 100.000 VND 150.000 VND 200.000 VND
Tién phu thu

- Dung chire ning Advanced Filter dé tao ving dir liéu gdm cac dong dir liéu trong
bang LICH HANG KHONG c6 Ngay bay tir thang 3 dén thang 5.
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PHAN III: TRINH CHIEU POWERPOINT (30 diém)

CAU1:
CAU 2:

Tao méi bai thuyét trinh trén nén Theme bt ky. (5 diém)

Trong ché d6 Normal view dé nhap noi dung cho ti thiéu 4 slides vé chu dé: “Hay

gi6i thiéu vé sé thich ciia ban” (15 diém)

Pua ndi dung bai trinh bay co6 cac k¥ nang sau:

Slide 1: Slide giéi thiéu chu dé

o Tao kiéu Word Art bat ky cho chu dé

o Dua hinh anh phu hop nhét v6i chu dé vao slide

Slide 2, 3, 4: N6i dung cua cha dé

o NOoi dung dua vao trong Slide ¢ dang Outline

o PDua vio trong ndi dung Slide thém mot dbi twong khac (Bang/Biéu d6/Hinh
v&/Hinh chén/WordArt/So dd SmartArt).

: Hay thyuc hién cac cong viéc sau: (10 diém)

Chén thém Header & Footer vao trong cac Slide voi cac tuy chon:
Thém ngay thang va thoi gian vao Footer
Chén s6 thir tu Slide vao Footer

Thém chi dinh vao trong Footer c6 chir Tac gia.

O O O O

Bo tity chon khong cho hién thi Header & Footer ¢ slide dau tién.

Tao hi¢u g sinh dong (Animations) tuy ¥ cho ndi dung Slide 2

Tao hiéu tmg chuyén tiép (Transition) tily ¥ giita cac Slide cho tét ca céc slide.
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