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SO TAY - THI MOS

1. Ching chi MOS & Céach thic thi

= Chieng chi MOS: viét tat Microsoft Office Specialist, ném na la ching chi ching nhan ban
la chuyén gia vé tirng k¥ ning (tzzng mdn) trong b Microsoft office.

= M6n thi MOS: MOS phai thi tirng mén mdt, méi mén phai thi mot lan. Cac mén thi: Word,
Excel, Power Point, Access, va Outlook. Ty theo nhu cau ban c6 thé chon thi mét hozc nhiéu
mon, khéng bat bugc phai thi tat ca.

= Ching chi MOS do ai cdp: do chinh Microsoft cip (c6 chi ky ciia CEO ciia Microsoft).

= Aité chirc ddnh gid két qua thi MOS: T6 chiic Certiport duoc Microsoft ty quyén to chirc thi
MOS trén toan cau.

= O VN thi thi MOS ¢ dau: hién tai Certiport uy quyén cho 11G VN duoc phép té chirc thi
MOS tai VN, nén tat ca thi sinh tu do thi MOS & khu vie HN déu tap trung vé van phong 11G
VN dé thi.

= Trung tdm Tin hec VT tham gia gi: VT 1a @i tac cia 11G VN, duoc phép td chirc dao tao
luyén thi MOS tai Trung tdm VT va gtri danh sach thi sinh sang thi tai 11G VN.

= Ljch thi thé nao: théng thuong 11G VN s& t6 chic thi tai s 24 Nguyén Héng (HN) vao lic
14:00 thé 5 hang tuan.

= Khi di thi can mang gidy to gi: can mang theo CMND hoac Ho Chiéu, néu CMND d bi cii
nat hoic ép déo thi nén cam theo giay phép lai xe dé ho kiém tra thém.

= Thoi gian thi thgt MOS la bao lau: thuong Word va Excel thi khoang 20 cau (tzz 30-40 y),
thoi gian lam bai la 50 phuat. Power Point thi khoang 30 cau (40-50 y), cling lam trong 50
phat.

2. Phan mém luyén thi MOS

Trung tdm tin hoc VT s& str dung phan mém c¢6 ban quyén GMETRIX (cua chinh Certiport) cho hoc
vién luyén thi, Trong qua trinh luyén thi hoc vién duoc phép:

= Thi ché dp TRAINNING: khéng gidi han, nhung khéng dwgc SUBMIT, ¢ sy hudng din
cua GV.

= Thiché @ TESTING: t6i da 04 1an, 1 1an kiém tra dau vao va 3 lan kiém tra vao cudi khoa.
GV huéng dan sé tao lugt thi mai cho HV.

3. Ngi dung thi MOS

= Noi dung thi chii yéu s& bam sat vao néi dung trong file “KY NANG YEU CAU” di kém
theo giao trinh.

= Nguyén tic la dé thi sé roi bt Ky trén cac chic niang c6 trong phan mém Office tuong ung
v6i mon thi, nén khi thi MOS thi HV phai nim viing tat ca cac chuc ning ciia phan mém,
thanh thao tat ca cac MENU va hop hoi thoai c6 trong phan mém.

= Bo cau héi luyén thi trong phan mém GMETRIX (Word & Excel 90 ciu, PPT 80 cau) chi
chiém khoang 10% sé lwong cau hoi khi thi that, bo cau hoi nay chi gitp cho hec vién l1am
quen véi cach thi, cach 1am bai va nhiing k¥ ning co ban nhét, khong phai day 1a tat ca ni
dung sé thi.

= Chay: mot sé Hoc Vién khi thi thir trong qua trinh luyén thi diém rat cao, 1an can 1000 diém
nhung khi thi that van truwgt vi chit quan va nghi khi thi that chi trong pham vi thi thir!
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4. Céch thic luyén thi MOS tai VT

Khi dén hoc luyén thi tai Trung tdm VT thi thi sinh thong thudng nén theo cac bude sau dé dat duoc
két qua tét khi thi that:

Buwéc 1: HV phai lam kiém tra dau vao dé biét duoc kha ning cua minh thé nao, ciing nhu
hiéu cach thuc thi, thuong phai dat 300 diém.
Bwéc 2: HV va GV sé lan luot di qua tit ca cac MENU (Ribbon) va céc thanh cong cu cho
ting menu, HV phai nam duoc céc yéu cau sau:

o Chutrc nang chung cua tirng MENU

o Trong MENU c6 nhitng nhom (Group) chirc nang nao?

o Trong mdi nhém c6 nhiing chire niing nao?
Buwéc 3: HV va GV sé lan luot di qua tit ca céc ki ning (cua cac Objective) trong file ki ning
yéu cau. HV phai thanh thao ting ki nang nho nhat (c6 ddu tich v, tic phai biét tra loi may
cau hoi sau cho ting k¥ nang nho nhat:

o K§ ning nay dé lam gi? (What)

o Ky ning nay thyuc hién trén phan mém nhu thé nao? (How)

o Céc tly chon thém lién quan dén k§ ning nay? (Option)
Buéc 4: Hoc vién phai dich va néu cac buéc thuc hién cho cac cau hoi mau.
Buwéc 5: Hoc vién phai thuc hién TESTING ¢ ché d¢6 Trainning cho ting cau hoi da dich
xong trén phan mém dé ciing ¢ lai kién thirc va cach thirc 1am bai thi.
Buwéc 6: thyc hién thi TESTING lai 1an cudi xem duoc bao nhiéu diém, thoi gian va rat kinh
nghiém. Cha y:

o Chi thi ché d6 TESTING sau khi da dich va thi TRANNING TESTING tit ca cu hoi,

cling nhu da cam thiy nim rd tat ca kién thuc dé thi.
o Kbhi thi TESTING phai TU QUEN di cac cau hoi, khong dugc nhé lic TRAINNING,
phai dich lai cau hoi nhw hic thi that. .. dé thé hién chinh xac thoi gian 1am bai.

5. Nhitng MEO khi luyén thi MOS

Biét sir dung cang nhiéu phim néng (phim tat) cang nhiéu cang tét.

Biét cach chon mau nhanh

Biét cach chon Templates nhanh

Biét cach chon cac styles, fill effect, texture. .. cho nhanh.

Céc thao tly chon cho anh nhanh: mau, sang/tdi, nét/mo, kiéu nghé thuat, kiéu khung. ..
Biét cach tim nhanh cac Option cho hé thong

6. Nhitng chd y khi di thi MOS that tai 11G VN

Binh tinh, tu tin, va ¢ git tinh than thoai mai khi thi.

Khi vio thi thi nén d6i may dang ngdi sang don vi do Inch néu may dang & Cm. Déi trudc
khi thi hodc khi lam cau du tién.

Néu doc qua 5 gidy thiy chua hiéu rd, cau hoi yéu cau nhiéu thao tac qua.... thi nén tam bo
qua (Ignore) cau hoi dé lam cau dé trudc.

Theo dbi thoi gian thi, s6 cau da lam, s6 cau bo qua... d& phan phéi thai gian hop ly.
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