PE ON TAP
PHAN 1: LUU TRU BAI THI
e Tao 01 thu muc theo huéng dan caa Giam thi dé luu céc File bai thi.

e Tao 03 file (1 File word, 1 File excel, 1 File powerpoint trong thu muc trén, cac file c6 tén:
MaSinhVién_HoTén

PHAN 2: MS WORD (4.0d) [sinh vién l1am bai trong file word di tao tai phan 1]
1. Thiét 1ap kho giay A4, canh 18 left=3cm, right=top=bottom=2cm
2. Soan thao ndi dung van ban sau:

BO GIAODUC VAPAOTAO  CONG HOA XA HQI CHU NGHIA VIET NAM
VU GIAO DUC PAI HQC Poc 1ap — Tw do — Hanh phuc

VIV tdp hudn cong tac tuyén sinh 2019 Ha noi, ngay 04 thang 05 nam 2019
Kinh gui: - Cac bai hoc, Hoc vién, Truong dai hoc

huc hién tap huan céng tac tuyén sinh nam 2019, phd bién qui ché ky thi Trung hoc
pho théng qudc gia va qui ché xét tuyén sinh dai hoc, cao dang. Vu Giéo dyc dai hoc
tran trong kinh moi:

1. Thanh phin khach moi

PO 11T N (1) T Higu truong TIUONG: ...vveceeveveeeeeeeeeseseeeeie e en e
POt 0N (=1:) U Truong Phong Dao tao truong; ..oooeeveeevvvieeniennene,
2. Thoi gian:

Pung vao lac 8h00 ngay 06/05/2019 c6 mit tai hoi truong A Vin phong B9, sb 35
Pai C6 Viét, TP Ha Noi dé dy hoi nghi tp huin cong tac tuyén sinh 2019.

| PAI CO VIET >

S6 35
VP Bo
3. Chuong trinh hgi nghi
STT THOI GIAN NOI DUNG
7h30 — 8h00 Pon khach
8h00 — 9h30 Phé bién qui ché tuyén sinh 2019

9h30 — 10h30 Thao luan

AW N

10h30—11h00 | Tong két hoi nghi

VU TRUONG VU GIAO DUC PAI HQOC

PGS-TS. Nguyén Thi Kim Phung
Yéu ciu:
- Binh dang vin ban Font Time New Roman, Size 13, canh déu 18 trai, phai. Vian ban
thiét lap gian cach dong single; Gian cach doan: Before 6pt, After Opt.



- Sinh vién st dung cac cdng cu va k¥ thuat dinh dang sau dé soan thao noi dung van ban:
(Tab, Shapes, Grouping, Drop Cap, Numbering, Bullets, First Line Indent, Table, Border

and shading ...)
- Tao muc luc ty dong cho ra két qua nhu sau:

1. Thanh Phan KNACH MOT.......ooevieeeieeeeeeeeeeeee et 1
2. TROT QIAN: .ot e s e e s ae et e e reenree e 1
3. Chuong trinh hoi NQNI......ccooiiiii e 1
PHAN 3: MS EXCEL (4.5@) [sinh vién lam bai trong file excel d3 tao tai phan 1]
QUAN LY TIEN LUONG
Tén Phong Ngay ) Tién Tién' phu Tong
Ma NV Tén nhéan vién Ban cdng Xeép loai lwong cap cdng
01-TP-PTC | Tran Pan Nhu 25 A
02-PP-PKH | Tréan Thi Hanh Nhi 29 C
03-CB-PTV | Ping Thé Khoa 24 B
04-TP-PTV | Nguyén Tién Huy 29 B
05-CB-PKH | Nguyén Ngoc Chan 23 D
06-CB-PTC Nguyén Trong Tai 24 C
07-CB-PTC | Tran Thanh ha 26 A
08-CB-PKH | Ngé Thé Hién 22 B
09-CB-PKH Tréan Vin Hoang 28 B
PHONG BAN Ti 1& phu cip
Ma Phong Ban Tén Phong Ban TP PP CB
PKH Phong ké hoach 20.00% 15.00% | 10.00%
PTC Phong td chtrc 30.00% 10.00% | 0.00%
PTV Phong tai vu 25.00% 20.00% | 10.00%
* Yéu cau

1. DBién Tén phong ban

2. Tinh Tién lwong ctia nhan vién, biét ring Tién lwong = Lwong CB * Ngay cong

Lwong CB dya vao Xép loai: loai A =400000; loai B =350000; loai C = 200000; loai D = 200000

3. Tinh Tién phu cip = Ti 1§ phu cip * Tién luong

4. Tinh Téng cong = Tién lwong + Tién phu cp + Tién thudng ciia nhan vién:
biét nhitng ai di 1am tir 25 dén 27 ngay s& dugc thudng 10% luong, 28 ngay trd 1én thuéng 15% luong

5. Sép xép dit liéu ting dan theo Ngay cong

6. Tinh s6 nhan vién xép loai B c6 sé Ngay cong >25
7. Tinh tong tién lrong cia can b (ki tu thir 4,5 1a "CB") thugc Phong té chire

8. Trich loc nhitng nhan vién Phong ké hoach va c6 xép loai A hoic B sang Sheet khac

PHAN 4: MS POWERPOINT (1.5d) [sinh vién lam bai trong file powerpoint d tao tai phan 1]

Thiét ké 2 Slide vé6i noi dung nhu sau:




Slide 1

= “Lam quen véi MS PowerPoint”

» Nguwoi trinh bay: Ho tén sinh vién

Slide 2
Ung dung thuyét trinh trong hoc tap

e Thao luan bai tap nhém
e Seminar
e BA&o céo tot nghiép

*.

% Y&u cau chung

- Thiét ké 2 Slide v&i 2 mau Template khac nhau

- Tao hiéu tmg dong cho tat ca cac dbi tuong trén slide 1, slide 2

- Tao lién két tur slide 2 dén slide 1

- Thiét 1ap hiéu ung Transition cho tat ca céc slide

- Tao 2 ndt lién két vé Slide dau tién va dén Slide cudi cing trén Slide Master,
hién thi trén tat cae cac Slide trinh chiéu



