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TRUGNG CAD DANG NGHE

KHOA CONG NGHE THONG TIN
BO MON KYTHUAT MAY TiNH

MH/MP: TIN HOC VAN PHONG
Bai tdp lon s6:02

Muc tiéu: Gilp sinh vién cd co' hdi nghién cu, tim hiéu céng nghé, hé théng lai kién thuc. Tao diéu kién dé sinh vién thuc hanh, nhém ndng cao kha
nang lam viéc nhom, tich luy kinh nghiém, rén luyén ky nang thuyét trinh, phuong phap tim kiém tar liéu tur Internet.

A- CAC (’NG DUNG TRONG VAN PHONG

1. Hay tim hi€u va so sanh cac tinh ndng clia cac ('ng dung Microsoft Office, OpenOffice.
a. Lich st phét trién cta ¢’ng dung.
b. Yéu cau phan ctrng may tinh (t6i thiéu) dé coé thé cai dat dudc va cac dac diém can quan tam?

2. Hay tim hiéu va tu van lua chon ('ng dung dé sir dung ma Anh/Chi cho I3 tot nhét.

B- ’'NG DUNG CUA MICROSOFT OFFICE (WORD, EXCEL)

1. Dai véi iing dung Van phong Microsoft Office Word cac ban tim hiéu va hudng daf thao taé:
a. Tao muc luc tu dong
b. Thut hién thao ta¢ tron thu (Mail Merge)

2. Déi véi (ing dung Microsoft Office Excel hdy tim hi€u va trinh bay thao tac véling dung dé giai toan véi yéu cau nhu sau:
a.  Giai hé phuang trinh tuyén tinh.
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b. Thuc hién Iap ma trén chuyén vi t'mot ma tran cosan, phép nhan cta 2 ma tran.

C- Yéu cau thwc hién

Thuc hién trén MS Word, trinh bay slide theo form mau, ghi ra dia CD ndp cho Giang vién.
Trinh bay rd dep, cé hinh anh minh hoa cu thé cho tirng ndi dung.

NGi dung phu hgp, logic, thuc té.

Anh (chi) tu dé xuat va dua ra phudng an phu hgp d6i vdi tirng yéu cau.

Thuc hién ding theo qui dinh cla “Tap hudng dan db an”.

Giang vién s& hudng dan, gép y va chinh stra trong qua trinh thuc hién do an.

FREEEEE



D- K& hoach lam d6 an
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HO tro 6n tap

[DE CUONG CHUONG TRINH DAI HOC]
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TRUGNG CAD DANG NGHE
Stt Hang muc ké hoach Thdi gian Ghi chu
Giao va hudng dan bai tdp I6n | Tuan dau Tham khao “ 78p hutng dén thuc hién dd dn”

Theo doi thuc hién

Trong thdi gian hoc

Nhém trudng bao cao tién do thuc hién cho giang vién dinh ky 2 tuan 1 [an

Nhan va cham bai tap I6n

Tuan cudi cta MH

Day da cac thong tin lién quan: file Word, file PowerPoint, dia CD...
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Tran Van Tra

Thanh ph6 HO Chi Minh, Ngay 01 thang 05 ndm 2009
Giang vién bién soan
Lai Cong Chinh
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