_ HOIPONG THI CONG HOA XA HQI CHU NGHIA VIET NAM
TRUNG TAM CONG NGHE THONG TIN Pic 1ap - Tw do - Hanh phuc
VA TRUYEN THONG QUANG BINH

Qudng Binh, ngay 12 thang 11 nam 2020

HUONG DAN LAM BAI THI SAT HACH
CHUNG CHI UNG DUNG CONG NGHE THONG TIN CO BAN
(Theo Chudn ky nang sir dung COng nghé thong tin quy dinh tai Théng
56 03/2014/TT-BTTTT ciia B6 Thong tin va Truyén thong)

Trung tdm Cong nghé thong tin va Truyén thong Quang Binh hudng dan cac hoc vién lam
bai thi sat hach Chung chi trng dung cong nghé thong tin co ban nhu sau:

1. Quy dinh vé d@é thi chirng chi wng dung CNTT co ban

Dé thi gdm 02 bai thi: 01 bai thi ly thuyét va 01 bai thi thuc hanh, hai bai thi nay 1a bit budc,
dugc thuc hién trén may tinh trong thoi gian 90 phat (30 phut ly thuyét va 60 phat thuc hanh).

2. Hwéng dan on thi ly thuyét

Buac 1: Nhap dia chi thitructuyen.gbinh.vn trén thanh dia chi (Address)

Budc 2: Nhap tai khoan: ttentt_5; Mat khau: 123456ahc

Budc 3: Chon cap do: Co ban; Nhan Luyén thi

Luu y:

- Nén st dyng trinh duyét Google Chrome dé dang nhap la tét nhat

- Pé tiép tyc luyén thi, vao menu Thi truc tuyén, chon Luyén thi, nhap tai khoan, mat khau,

chon cdp do Co ban va nhan Luyén thi.

- Tong sb cau hoi trong mdi bai thi 1a 24 cau (dang tir 12 cau trd 18n s& dat yéu cau cua bai
thi); bai thi Iy thuyét do phan mém tao ra ngau nhién tir ngan hang cau hoi thi (718 cau) va duoc
cham diém tu dong.

- Phan mém thi ly thuyét s& Két thic khi hoc vién nhan vao nit Két thac 1am bai hozc khi
hét thoi gian 1am bai (30 phat) hoac khi hoc vién nhan chudt vao céc ung dung khéc trén man hinh
(vi pham quy ché thi).

3. Hwong dan 6n thi thi thuc hanh

3.1. Cau 1 (Windows)

Budc 1: Hoc vién chon thu muc twong tng vaéi Kip thi caa minh (Kip 1, Kip 2, ...), [cac thu
muc nay c6 san trén man hinh(Desktop), trong méi thu muc c6 san 3 tap tin BT_Word, BT_Excel,
BT_Powerpoint tréng] va doi tén thu muc da chon thanh sé béo danh caa minh (vi du: Doi tén thu
muc Kip 1 ->¢b20k17_005)

Budce 2: Vao thu myc ch20k17_005 vira tao va tao cay thu myc nhu hinh v& (trong cu 1)

Budc 3: Di chuyén 3 tap tin BT_Word, BT_Excel, BT_Powerpoint vao thu muc CSDL theo
yéu cau

Budc 4: Vao thu muc CSDL, mo ting tap tin (BT_Word, BT_Excel, BT_Powerpoint) va
lam bai thi theo yéu cau cua cau 2,3,4. Sau khi lam xong ting tap tin, nhan nat Luu (Save) va dong
tap tin lai.

3.2. Cau 2 (Microsoft Word 2010)

- Nhap va dinh dang van ban theo mau.

- Chén cac ddi tugng vao trong van ban gom: WordArt, Picture, Shapes, Table

- Chia cot (Columns) cho van ban

- Tao Chi cai 16n dau doan (Dropcap) trong vin ban

3.3. Cau 3 (Microsoft Excel 2010)

- Nhap va dinh dang bang tinh theo mau.

- Sir dung cac ham: If, Left, Right; Mid, Vlookup, Hlookup dé tinh toan.

3.4. Cau 4 (Microsoft Powerpoint 2010)

- Tao trang trinh chiéu theo mau.

- Sir dung tab Animations dé tao cac hiéu ung: Xuat hién va két thic hop Iy, an tuong cho tat
ca cac doi tuong trong slide.

Yéu cau chung: Hoc vién phai kiém tra thdng tin c& nhan ciia minh trong danh sach duot niém yeét
tai phong thi; c6 thdng tin sai, st phai bédo ngay véi can b coi thi dé dieu chinh kip thoi.



(Budc 1: Chon dbi twong can tao hiéu ung; Budc 2: Vao tab Animations chon hiéu ung thich
hop)

- St dung tab Transitions dé thiét 1ap cac hiéu tng chay tu dong: Vao tab Transitions bo ddu
tich M & On mouse Click. Tich chon & vao After va thiét 1ap gio (00:05)

- Tao Background cho céc slide: Mau ty chon (Vao tab Design chon mau thich hop)

Luu y: Bai thi thuc hanh cé tong diém 1a 10 diém (dat tir 5 diém tro 18n s& dat yéu cau cua
bai thi).

MEO LAM BAI THI LY THUYET

L. DPAP AN A
- Thu myc, tép tin, thu muc hoac tap tin:

- In; in 4n; Tong sé trang, L& cho trang gidy; hudng gidy; khd glay, in an; tir trang dén trang; Thiét
lap hudng (doc, ngang) cho trang in; xem bang tinh trudce khi in; dé in tiéu dé dong; chon sb ban in;
dat huéng in nam (ngang, doc)

- Di chuyén, sao chép, cat, dan, x6a;hiéu chinh; stra dit liéu; nhan sé 1

- Kiém tra phién ban; Ché do xem, ché d6 hién thi; dau xanh do trong tai liéu; anh, d6 twong phan cua
anh; truyén anh

- Ribbon, Home, sleep, Style, Oval, Footnote, cookie, place holder, 6, worksheet, Voice, Weblog,
webpages, Favorites, History, VoIP, Template, Autoshape, Seach Engine

II. PAP AN B h

- RAM, bo nhd, bd nhé chinh, bo nhé ngoai, bo nhé trong 80Gh; O dia mém; ia cting; Thiét bi luu trit:

- Mang, Internet; Modem; tén mién; Dich vu tin nhan ngan; mang x& hoi; Trang thong tin dién tir c&
nhan; tuong lua (Firewall):

- Trong Windows 7

- Nhén t hop phim nao; phim nao sau ddy; nhin va gitr; nhan chon &; nhan chudt trai; nhan chuot phai;

- Pia chi, dia chi twong dbi, tuyét d6i, hon hop; Két qua tai 6, Két qua nao dung/sai, 18i, cho két qua,
két qua 1a TRUE.

- Nhom dbi tugng; tach nhom; Pua hinh anh I1én 6p trén, xudng 16p dudi:

- Thao tac vao... chon...(power point); Website; Thuong mai dién tir

IIL. PAP AN C

- Virus may tinh, phan mém diét Virus, Vius; Trojan:

- Phan mém @b tiéng Viét; phan mém Vietkey; Phan mém Unikey; bang ma, font chit, tiéng
Viét;Phan mém nén hoac giai nén tap tin Winzip, Winrar:

- buong tat (Shortcut); Trong Mycomputer; Truc tlep gian tiép:

- Ban quyén phan mém; ban quyén; co quan mua phan mém may tinh

- Android; Pién thoai di dong; Bénh caa ngudi nghién may tinh; Bénh do ngdi may tinh nhiéu:

- L& cho vin ban: cin 1& déu hai bén, can 18 tréi, gira, phai

- Chén: Chén thém hang, chén thém cot vao bang biéu; chén biéu do; chén hinh mau;; chén Text box;
chén s trang ; chén tiéu dé trén; chén tiéu dé dudi:

- Thu dién tir, Email, Gmail; Ham, ham nao:

IV. DPAP AN D

- T6 chuc; ma hoa; Dich vu nao; Xu huéng nao; myc dich nao; Hé diéu hanh; tin nhin tac thoi

- Str dung trinh duyét nao; phan mém nao; Trong Windows Explorer:

- Phét biéu nao dudi day 14 sai/khong ding;Chon phéat biéu ding; khong hop I¢; Thao tac nao khdng
thuc hién duoc;hanh vi bi cdm; chirc niang nao; Phat biéu nao; thuc hién thao tac nao sau day, Pap an
nao sau day dang/sai, thao tac dung/sai, 10i khuyén diing/sai, ménh dé dung/sai, Phuong an nao dudi
day; Loi khuyén nao sau déy 1a dung; Biéu twong nao dudi ddy; Hanh dong nao 1a khdng nén; hanh vi
bi cam; Yéu to nao sau day; Chi dan nao sau day; Thiét bi ndo sau day; thuc hién thao tac nao sau
day, phan mém nao sau day

- Microsoft Powerpoint c6 thé 1am nhiing gi; Cac chirc ning chinh cia Microsoft Powerpoint 12:

- Sur dung cong thirc nao, cong thirc, cong thirc nao dtng/sai

Yéu cau chung: Hoc vién phai kiém tra thdng tin c& nhan ciia minh trong danh sach duot niém yeét
tai phong thi; c6 thdng tin sai, st phai bédo ngay véi can b coi thi dé dieu chinh kip thoi.



