NOi dung dao | uwes
tao THVP
rat gon (cap
toc)

Gido trinh THVP rat gon dugc swu tam va bién soan mot cach ¢d dong, don
gian va dé hiéu, mang tinh thyc hanh cao, nham cung cap cac kién thirc tot
nhat cho hoc vién cta Trung tdm. Chuy: Rat gon & day chi mang y nghia vé
THOI GIAN, gitp hoc vién hoc dugc mot cach nhanh nhat, ndi dung cta khoa
hoc van day da tir co ban dén nang cao.

Trung tdm tin hoc
thwec hanh VT, lwu
hanh néi bo.
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Yéu cau hoc vién: hoc vién theo hoc khéa nay da biét sir dung may tinh twong dbi vé
Window, Word va Excel. Hoc vién phai biét soan thdo moét sb van ban tiéng viét don
gidn va lam cac bang tinh Excel thong thwéng (cdng/triv/nhan/chia va tinh tbng). Khéa
hoc phul hop vé&i ddi twong 1a sinh vién nadm 2 tré di hodc vira ra trwdng, vi da dwoc
hoc tin hoc van phong trong trwdng, nay can hé théng lai kién thirc cling nhw thuc
hanh thuc té.
S6 bubi: 12
Cach bb tri thei gian trong 1 budi hoc:

o Ly thuyét: 10 - 20 phat

o Hoc vién thyc hanh: 70 - 80 phat

o Tbéng két: 10 phuat
Céch bb tri cac budi

o Word : 05 bubi

o Excel ; 07 budi
Cach day va hoc:

o Tap trung vao thuc hanh, gido vién huéng'dan truc tiép trén may

o Hoc theo kha nang hoc vién, khéng nhét thiét phai bam theo khung bén duéi,

hoc vién hoc nhanh sé duwgc thwc hanh thém cac bai thwc hanh mé réng va
nang cao
o Hoc vién c6 thé trao ddi truc tiép thém cac van dé khac lién quan dén tin hoc

buoi hoc
Ly thuyét
o Gidi thiéu man hinh Word 2010
o Thao tac vaitapitiniWord: New, Save, Save as, Close, Open
o Céch thirc nhap liéu +.cac phim & t& hop phim
o Dinh dangfont chi
o Pinhdang'doan — Paragraph co ban (d4u dong, left, right)
o Dinh.dang'doan nang cao: déng khung, mau nén, khoang cach dong
o Cach thucdat TAB
o Bullets & number
Thuwe hanh
Ly thuyét
o Chén anh cé san (picture)
o Chén anh nghé thuat (ClipArt)
o Chén hinh vé
o Chén biéu d6
o Chir nghé thuat (WordArt)
o HOp van ban (Text Box)
o C€ong thire toan hoc (Equation)
Thwe hanh
Ly thuyét

o Tao ky tw HOA dau doan van (Drop Cap)

Trung tam tin hoc thwc hanh VT



Noi dung dao tao Tin hoc van phong rut gon

o Cheén cac ky ty dat biét (Symbol)
o Tao van bang cét bao,Soan thao, Thao tac chia tach, nhap...
o Tao bang (Table)
o Thao tac trén bang: chon, thém, b&t hang/cét/o, can 8. ..
o Trang tri: déng khung, chon kiéu bang...
e Thwc hanh
Bubi 4
e Ly thuyét (Style)
o Tao stype
o Tao muc luc cho tai liéu
o Tim kiém va thay thé
o Kiém tra chinh ta
o Track sy thay dbi, Footnote, Endnote
o Thém comment
o Review tai liéu
o Mat khau béo vé (Pass)
o Show/Hide ky tw dac biét
e Thuwc hanh
Budi 5

e Ly thuyét (Mail Merge)
o Tao di¥ liéu nguén
Tao mau
Trén
Tao mau nén
bong khung
Watermark
Thiét 1ap trang in
o Inéan
e Thuwc hanh
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Budi 6
e Ly thuyét
o Gidithiéunchung Excel

Gac thanh.phan trong man hinh Excel
Workbook/Worksheet/Row/Col/Cell
Thao tac v&i tap tin Word: New, Save, Save as, Close, Open
Cac kiéu dw liéu
Cong thirc don gian
Doéng khung

o Binh dang Font
e, Thuwc hanh
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Buoi 7

o Ly thuyét

o Cobng thirc va Ham

Ham IF
Ham RANK
Ham thdng ké: SUM, MAX, MIN, AVG, SUMPRODUCT
Ham thdng ké c6 diéu kién: SUMIF, COUNTIF...
Biéu thirc logic
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o Cac phép toan quan hé AND va OR
o St dung IF v&i AND va OR

e Thuwc hanh
Budi 8
e Ly thuyét

o bia chi twong déi

o Dia chi tuyét d6i/H6n hop

o Ham tra ciru VLOOKUP, HLOOKUP, MATCH, INDEX, OFFSET...
o Ham lién quan dén chudi: LEFT, RIGHT, MID...

e Thuwc hanh
Budi 9
e Lythuyét
o Sap xép
o Loc tw ddng (Auto Filter)
o Locnang cao (Advanced Filter)
o Tong theo nhém (SubTotal)
o Cac ham database: DSUM, DMAX, DAVERAGE, DMAX, DCOUNT
o Cé&c ham tai chinh: FV, PV, PMT, NPER
e Thuwc hanh
Buéi 10
e Ly thuyét

o Db thi trong Excel
Do thi dac biét Sparklines; Trehdling...
Phan tich d liéu (Pivot table)
Binh dang: Font, Khung
Chén cac dbi twengh..
o Inéan
e Thuc hanh (tbng hep& md rong)
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Bubi 11

o Ly thuyét
o Dinh dangitheo diéu kién (Conditional Formating)
o “ Kiém tfa hop & dir lieu (Data Validation)
© Lamysach dir liéu (Data Cleaning)
o ¢Xem lai/Duyét ndi dung (Review)

o Thue.hanh
o, Bai tap nang cao 1&2

Bui, 12
o, Ly thuyét
o Ontap
o Thao luan
e Thwc hanh

o Baitépnangcao 3
o Baitap 6ntép
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