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CHUONG TRINH DAY HQC

Tén chimg chi: Chimg chi Ung dung Cong nghé thong tin co ban.

S6 tiét: 60 tiét.
Diéu kién tién quyét: Khong.
Muc tiéu hoc phan

4.1. Kién thirc: Theo thong tw 03/2014/TT-BTTTT
4.2. Ky nang: Van hanh va sir dung may tinh trong cong viéc ca nhan.

Thai do:

6. MO0 ta tom tat:

7.

Chung chi img dung Cong ngh¢ thong tin Co ban 1a can thiét dbi voi sinh vién (can hoan
thién cac van bang chung chi dé tot nghiép, xin viéc 1am) hodc vién chirc, can b dang cong
tac tai cic Co quan Nha nudc nham hoan thién hd so k¥ ning sir dung cong nghé thong tin
theo dung cac tiéu chuan do Co quan Nha nudc ban hanh.

Noi dung chi tiét

STT

Module

Noi dung

Module 1: Cong ngh¢ thong tin

Chuong 1: Kién thirc co ban vé may tinh

- Thong tin va biéu dién thong tin trong may tinh dién tir

- Cau trac tong quat ctia may tinh dién tir

Chuong 2: Céc (mg dung cta cong nghé thong tin — truyén
thong

- Mot s tmg dung cong va tng dung trong kinh doanh

- Mot s6 tng dung pho bién dé lién lac, truyén thong

Chuong 3: Mot s6 Vép dé lién quan khi str dung Cong
nghé thong tin — truyén théng

- An toan khi lam viéc v&1 mdy tinh

- Tiét kiém nang lugng cho méy tinh

- Kiém soat truy nhap, bado ddm an toan cho dir li¢u

- Phan mém doc hai

- Bao vé dir liéu

Module 2: May tinh

Chuong 4: Hé diéu hanh windows

- Cac khai ndi co ban vé Hé diéu hanh

- Hé diéu hanh Windows

Chuong 5: Quan 1y thu myc va tap tin bang File Explorer

- G161 thiéu File Explorer

- Thao tac v6i cac thu myc va tap tin

- Thao tac v6i1 Shortcut

- Thao tac voi dia

Chuong 6: Mot sb phan mém tién ich

- Phan mém nén dir liéu Winrar

- Chuong trinh vé Microsoft Paint

- Str dung tiéng viét trong Windows

- Bdo v¢ dir li€u va phong chong Virus




Module 3: Word

Chuong 7: Kién thirc can ban v€ van ban

- Khai niém van ban

- Mt s6 phan mém xur 1y van ban

- Soan thdo van ban don gidn v6i Microsoft Word 2013

Chuong 8: Dinh dang van ban

- Binh dang ky tu va phong chir

- Pinh dang doan van ban

- Ki€u dang van ban

Chuong 9: Nhung cac doi tugng vao vin ban

- Bang

- Van ban dang cdt va céc dbi tuong khac

- Chén hinh anh

- Hop van ban

- Tham chiéu

- Hoan chinh van ban

- Phan phdi vin ban

Module 4: Excel

Chuong 10: Kién thirc co ban vé bang tinh

- Khai niém bang tinh

- M6t s6 phan mém bang tinh

- Gidi thiéu phan mém bang tinh Microsoft Excel 2013

- Thao tac co ban trong Microsoft Excel 2013

Chuong 11: Biéu thirc va him

- Cong thirc va ham

- Cac phép todn co ban trén Excel

- C4c ham tim kiém

Chuong 12: Biéu do

- Cac loai biéu do

- Cac thanh phan cta biéu do

- Cac budc tao biéu do

- Chinh stra biéu do

Chuong 13: Dinh dang va in an trong Excel

- Dinh dang trang in

- Piéu chinh ky hiéu ngat ngang

- Phan phdi vin ban

- Xem trudc va in bang tinh

Module 5: Power Point

Chuong 14: Cac kién thirc co ban vé thuyét trinh va trinh
chiéu

- Khai niém thuyét trinh va trinh chiéu

- M6t sO phan mém trinh chiéu

- G161 thiéu Microsoft PowerPoint 2013

Chuong 15: Cap nhat va dinh dang trinh chiéu

- Thao tac trén cac Slide

- Chinh stra cac Slide

- Tao cac hi¢u ting hoat hinh

- Céc goi y khi thiét ké mot ban trinh dién

Chuong 16: Lam viéc v&i trinh chiéu

- Thuc hién mot budi trinh chiéu

- In céc trang trinh chiéu

- Phan phdi vin ban

14

Module 6: Internet

Chuong 17: Kién thtc co ban vé Internet

- Gi6i thiéu Internet




- Mot soO kai niém

- Gidi thiéu dich vu truyén thong trén Internet

Chuong 18: Kién thirc co ban vé trinh duyét web

- Gi6i thiéu vé trinh duyét web

- Cac thanh phan trong man hinh khi 1am viéc véi Intenet
Explorer va Google Chrome

- Lam viéc voi cac trang web

- Tim kiém thong tin

Chuong 19: Thu di¢n tr

- Gidi thiéu vé thu dién tir

- Cac thao tac trén thu dién tir

- Chuong trinh Outlook Express

8. Phuong phap giang day: Giang vién thuyét trinh vé ndi dung 1y thuyét va giao bai thyc
hanh cho hoc vién trong phong may tinh.
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