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DANH MUC NQI DUNG ON THI
KY TUYEN DUNG CONG CHUC CAP XA HUYEN CAO LANH
NAM 2024
Mon: Tin hoc
(Ban hanh kém theo Quyét dinh s6  /OP-HPTD ngdy thang 10 nam 2024
ciia Chii tich Hoi dong tuyén dung céng chirc)

Phan 1. Luat Cong nghé thong tin, nim 2006

Noi dung ¢ Muc 4: bao vé quyén, loi ich hop phéap va hd tro ngudi st dung
sdn pham, dich vu cong ngh¢ thong tin

Phan 2. Kién thirc chung vé may tinh
1. Cac t6 hop phim trén windows

2. Céch quan Iy tao thu muc, x6a thu muc, di chuyén thu muc, doi tén thu
muc, phuc hoi dit li¢u trong Recycle Bin

3. Bao mat

Phin 3. Str dung hp thw dién tir va internet

1. Pia chi cia Cong thong tin dién tir tinh Pong Thép.

2. DPia chi cua Trang thong tin dién tir ctia bg, nganh, dia phuong

3. Dia chi trang H¢ théng thong tin Trung tdm hanh chinh va kiém soat thu
tuc hanh chinh tinh Bong Thép.

4. Tén mién cua cac to chirc
5. Cac cong cu tim ki€ém trén internet.

Phin 4. Cac phin mém vin phong Microsoft Word, Microsoft Excel,
Microsoft Powerpoint

1. Chtric ndng, cach khoi dong.

2. Chirc nang dinh dang trang in va thuc hién in (Kho gidy, chén s trang,
chan trang, 1€; tuy chinh trang in...).

3. Quy dinh vé kiéu g tiéng Viét, quy dinh bo font chuan

4. Pinh dang dir liéu: Co chit, kiéu chit, mau chit, canh 1& dit liéu, dinh
dang dong, doan.

5. Cac phim két hop chon khéi dit lidu.
6. Tuy chinh thanh cong cu
7. Thao tac trén bang: Tao bang; thém, xda,...

8. Thao tac trén ddi tuong: Hinh anh, Clip Art, WordArt, Drop Cap, déi tuong
tu ve....

9. Thao téc trén trang: danh s trang, tao Header & Footer, chén ghi cht

10. Phuc hdi thao tac trudc va phuc hdi thao tac di phuc hoi



~11. Chure néng: Sap xép bang, Merge Merge, Drop cap, danh s tu dong,
bicu do
12. Dung ham va cong thirc trong Excel: Max, Min, Average, round, rank,
sum, sumif, count, countif, mod, sqrt, left, if, va mot soO ham thong dung khac
13. C4c thao tac Sheet: thém, xo6a, doi tén
14. Thao tac trén trang: danh sb trang, tao Header & Footer, chén ghi cha

15. Thao tac co ban vé Power Point: chon, x6a, thém, trinh chiéu, tao hiéu
ung, danh so trang, tao Header & Footer...
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