CHUONG TRINH BOI DUONG KI}i:N THUC VA KY NANG
CONG NGHE THONG TIN CHO CAN BQ, CONG CHUC XA

(Diing cho khu vure Pong bing)

(Ban hanh kém theo Quyét dinh s6 ........ /OD-BNV ngay.... .... thang ...... nam 2012
cua B¢ truong Bo Noi vu)

I.MUC TIEU, POI TUQNG AP DUNG

1. Muc tiéu

- Xay dyng Chuong trinh bdi dudng kién thic va k§ nang Cong nghé thong tin
(CNTT) cho can bo, cong chirc xi (sau day goi 1a Chuong trinh) dé 1am co s& cho viéc
bién soan tai liéu boi dudng kién thirc va ki nang CNTT co ban cho can bd, cong chirc
(CBCC) xa, nham muc dich trang bi, bo sung, nang cao kién thuec, ky nang vé tin hoc
co ban va st dung cac phan mém tmg dung phuc vu cong tac chuyén mon, nghiép vu.
Trang bi nhimng kién thitc co ban vé CNTT dé CBCC x3 c6 co so tiép nhan va tng
dung CNTT tai xa.

- Nbi dung Chuong trinh phi hop véi trinh d9, nhu cau boi dudng cua doi ngi
CBCC x4, sat véi thuc tién, gén véi yéu cau nhiém vu cta tung chtrc danh, chic vu
lanh dao, quan 1y cua can bd xa; véi yéu cau, nhiém vu tai mdi vi tri viéc 1am cua cong
chtrc x4 trong giai doan hién nay va c6 huéng mé dé c6 thé cap nhat, bd sung kién
thirc CNTT moi trong tai liéu & cac giai doan tiép theo.

2. Poi twong

Cén b, cong chirc xa (quy dinh tai Nghi dinh 92/2009/ND-CP ngay 22/10/2009
cua Chinh phu vé chirc danh, s6 luong, mot s6 ché do, chinh sach ddi véi can bd, cong
chtrc ¢ x4, phuong, thi tran va nhitng nguoi hoat dong khong chuyén trach ¢ cip xa;
Nghi dinh 112/2011/ND-CP ngay 05/12/2011 ctia Chinh phii vé cong chirc xd, phudng,
thi trAn) bao gdm cac chirc vu, chirc danh sau:

a) Can bd xa:

Bi thu, Phé Bi thu Dang uy xa;

Chu tich, Pho Chu tich Hoi dong nhan dan xa;

Chu tich, Pho Chu tich Uy ban nhan dan x3;

Chu tich Uy ban Mit tran T quéc Xa;

Bi thu Doan Thanh nién Cong san HO Chi Minh x4;

Chu tich Hoi Lién hi€p Phu nir x3;



- Chu tich Ho1 Nong dan xa;
- Chu tich Hoi Cyu chién binh xA.

b) Cong chirc xa:
- Truong Cong an xa;

- Chi huy truong Quan sy xa;

- Vin phong - Thong ké;

- Bia chinh - Nong nghiép - Xay dung va Moi truong;
- Tai chinh - K& toén;

- Tu phép - HO tich;

- Van hoa - Xa hoi.

II. YEU CAU

1. Yéu ciu chung

- Trang bi, bo sung, nang cao kién thirc, k¥ ning co ban vé CNTT cho CBCC x3
nham thyc hién t6t nhiém vu duoc giao trén tung vi tri cong tac.

- Ap dung phuong phap giang day theo hudng tich cuc, ting cudng trao ddi kién
thire, kinh nghiém gitra giang vién v6i hoc vién, gitta cac hoc vién; cu thé hoa ndi
dung gidng day vao cac bai tap thyc hanh.

- Viéc truyén dat kién thirc duge cu thé bﬁng viéc thuc hanh truc tiép trén may tinh,
trong qua trinh gidng day khong phan biét Iy thuyét va thuc hanh.

- C6 kiém tra, danh gia trinh d6 hoc vién trong khoa hoc.
- Ap dung cac quy dinh chung cia Chinh phu trén mdy tinh.

- Trang bi k¥ ndng co ban dé CBCC x4 thuc hién soan thao cac van ban, phﬁn
mém quén 1y va cac yéu cau cua Chinh phu, Thil tuéng Chinh phi, cac Bo, nganh va
dia phuong d6i voi CBCC xA.

2. Yéu ciu déi véi viée xy dung Chwong trinh

- Chuong trinh phai c6 tinh khoa hoc, tinh hé théng va phu hop véi thyc tién.

- Céc noi dung ctia Chuong trinh, céc bai va céc dé muc, tiéu muc trong tung dé
muc, muc trong tirng tiéu muc phai co mébi lién hé véi nhau, logic, dé hiéu, tranh trung
lap.

- Chuong trinh phai giup cho viéc xdy dung tai liéu 16 rang, cu thé bang hinh

anh, c6 nhiéu bai tap thuc hanh c6 li€n quan truc tiép toi cong viéc tai xa; co tinh thiét



thuc doi voi cong viée cua CBCC xa, chu trong téi viéc cung cap céc kién thuc, k¥

nang vé CNTT nham xi 1y, giai quyét cong viéc tot hon.

- Chuong trinh dinh hudng cho viéc xay dung tai li¢u theo huéng md, giup hoc
vién c6 dugce kién thirc co ban dé tu khai thac, sir dung H¢ diéu hanh va cac phﬁn mém
mg dung tai x4 phién ban mdi, tiép thu va st dung duoc cic phan mém tGng dung
chuyén nganh; Chuong trinh ciing huéng téi xay dung tai liéu hudng dan sir dung nhu

cubn cam nang dung dé tham khao cua CBCC x4 khi st dung may vi tinh.

- Chuong trinh phai c6 cac phu luc tham khéo, giai dap céc tinh huéng thuong
gdp, moi mdt bai phdi c¢6 tom tat nhiing ndi dung chinh, cé tra ctiru chirc nang co ban;
sau moi bai can c6 yéu cau cu thé nhirng van dé hoc vién can phai ndm va thyc hanh

duoc.

- Pua mot s6 ndi dung vé Phan mém ma ngudén md (PMNM) vao giang day bét
budc, phan con lai 1am tai liéu tham khdo, cAm nang tra ciru. Tuy theo mirc d6 phd cép
ctia viéc tng dung PMNM, Chuong trinh s& diéu chinh ndi dung hoc sao cho phu hop
véi mire do duoce dau tu va ung dung tai dia phuong.

3. Yéu ciu vé ndi dung bdi dudng

a) Bdi v6i can bo xa

- Can bo x4 khong hoc Bai 1. Cac khai niém co ban vé méy tinh ctia Chuyén dé 1
(Tin hoc co ban); khong hoc Bé muc 5 (Biéu d6, d thi), Bai 2. Microsoft Office Excel
ctia Chuyén dé 2 (Tin hoc van phong).

b) Pdi v6i cong chirc xa

- Cong chire xa hoc tit ca cac ndi dung duge quy dinh tai Chuong trinh nay.

Hoac:

- Theo trinh d¢ ting nhom coéng chire, ting cum xa cu thé dé chon tung phﬁn
hoic toan phan ndi dung ciia Chwong trinh nay.

4. Yéu ciu doi véi giang vién va hoc vién

a) Boi v6i giang vién

- Giang vién l1a ngudi da tham gia gidng day hoac cong tac trong linh vyc CNTT,
d3 duoc tap hudn vé bdi dudng kién thirc va k§ ning CNTT cho CBCC xa theo ndi
dung cta Chuong trinh.

- Giang vién can dau tu nghién ctru, bién soan gido an sat voi ndi dung cua tai
liéu duoc viét theo nodi dung cua Chuong trinh nay.

- Giang vién phai thuong xuyén kiém tra sau mdi ndi dung hoc theo yéu cau
kiém tra cia Chuong trinh.



b) Yéu cau doi véi hoc vién

- Hoc vién phai tham gia dy gid ddy du, thao luan theo sy huéng dan cia giang
vién.

- Lam bai tp va bai kiém tra theo yéu ciu cta giang vién.

- Hoc vién dugc cap ching chi hoan thanh khod hoc khi kiém tra dat diéu kién va
thoi gian tham gia hoc téi thiéu du 80% thoi gian quy dinh ciia toan khoa hoc.

- Két thuc khoa hoc, hoc vién phai sir dung thanh thao céac phﬁn mém tin hoc vin
phong tmg dung vao cong viéc chuyén mén ¢ xa, ¢ kha niang tim kiém thong tin trén
mang Internet, biét cach g1 va nhan thu dién tur; st dung dugc mot sO phﬁn mém
ngudn ma trong cong viée cia xa...; ¢ kién thirc co ban vé CNTT dé c6 thé tiép thu

va st dung dugc cac phan mém trng dung chuyén nganh.

5. Yéu ciu vé trang thiét bi, phwong tién day hoc

- Phong hoc phai dam bao day da mdi hoc vién 01 may tinh va dugc két ndi
Internet.

- C6 cac thiét bi hd tro nhu: Mdy chiéu, may in, may tinh cii phuc vu bai giang va
thuce hanh, may tinh cii dé 1am gido cu truc quan.

- Cac phﬁn mém phuc vu cong tac dao tao can dugc cai dat déy da trong may tinh

cua giang vién va hoc vién.

6. Yéu céu trién khai dao tao

- T6 chire trién khai dao tao can hudng téi viéc xay dung ké hoach cho timg 16p,
phan rd doi tuong hoc vién theo cac nhom dao tao theo yéu cau nhiém vy, vi tri viéc
1am; theo huéng bdi dudng co ban, nang cao.

- Pbi véi noi dung ma nguén mé, viéc boi dudng cé thé theo tung giai doan, ddi
tugng, phu hop véi nang luc, yéu cdu cong viée ma dbi tuong can.

- C6 tro giang hd trg hoc vién khi thuc hanh.

7. Phuwong phap giang day

- Giang vién giang day truc tiép trén may tinh dugc chiéu trén man hinh dé hoc
vién c6 thé thao tac theo, c6 tro giang dé giai dap thém va truc tiép hudng dan cu thé,
chi tiét cac thao tac trén may tinh (theo hudng “cam tay, chi viéc”).

- Giang day theo quy trinh tirng budc, ting 1énh, két hop gifra viéc giang vién
huéng dan va hoc vién thuc hanh, khi hoc vién dd hiéu va thuc hién tét méi tiép tuc
chuyén t6i cac budc tiép theo

- S6 luong hoc vién tham gia mdi 16p: 20-30 hoc vién.

- S6 luong tro giang: Mdi 16p bb tri thém 2-3 tro giang (10 hoc vién/01 tro giang).



III. NOI DUNG CHUONG TRINH

1. Tén chwong trinh:
Chuong trinh bdi dudng kién thirc va k¥ niang Cong nghé thong tin cho can bd,
cong chirc xa, khu vye Dong bang.

2. Hinh thirc bdi dudng:

Boi dudng tap trung ngin ngay.

3. Noi dung chwong trinh bdi dudmng: 05 Chuyén dé
- Chuyén dé 1: Tin hoc co ban.

- Chuyén dé 2: Tin hoc vin phong.

- Chuyén dé 3: Pam bao an toan, an ninh thong tin.

- Chuyén dé 4: Mang va khai thac thong tin trén mang.
- Chuyén dé 5: Phan mém ma ngudn mo.

4. Phan bo thoi gian

Thoi gian toan bd khoa hoc: 220 tiét (28 ngay, mdi ngay hoc 08 tiét) voi tong
thoi lugng 220 tiét, trong do:

- Tin hoc co ban. 15 tiét
- Tin hoc van phong. 140 tiét
- bam bdo an toan, an ninh thong tin. 20 tiét

- Mang va khai thac thong tin trén mang. 25 tiét

- Phan mém ma ngudén mo. 20 tiet



CHUONG TRViNH BOI DUONG KIEN THUC
VA KY NANG CNTT CHO CBCC XA

I. CHUYEN PE 1: TIN HQC CO BAN

Chuyén d& nay bao gdm 2 bai:

- Bai 1: Cac khai niém co ban vé& may tinh (03 tiét).
- Bai 2: Hé diéu hanh (12 tiét).

Tong sb tiét: 15 tiét.

1. Bai 1: Cac khai niém co ban vé may tinh

Tong sb tiét: 03 tiét.

a) Yéu cau hoc vién:

Nim duoc cic van dé co ban sau day:

- Khai niém vé phan ctng, cac loai may tinh dang duoc st dung phd bién va céac
loai phan mém.

- Hiéu duoc thanh phan ciia mdt may tinh ca nhan va cach dau ndi cac thiét bi
ngoai vi vao may tinh; cach bao quan may tinh.

b) Yéu cau trang bi:

- Chuan bi 01 may tinh cii dé chi truc quan cho hoc vién biét timg phan ctia méy tinh.

- Chuan bi may chiéu, gido an, bai giang.

Cau trac kién thirc ciia chuong trinh bdi dudng nhu sau:

. Thoi lwgng
STT NOi dung Wy
(tiet)
1 | Céc khai niém co ban vé may tinh 2

1.1 Céc loai may tinh
- Mdy tinh cd nhan PC (Personal computer)
- May tinh xach tay (Laptop)

1.2 Cac b phan chinh ctia may tinh c4 nhan (PC)
- V6 may (Case)
- B6 ngudn (Power supply unit)
- Bo mach chu (Main board hay Mother board)
- Khéi xir Iy trung tam (CPU — Central processing unit)
- B0 nhd RAM (Random access memory)
- bia cing (HDD- Hard disk drive))
- O dia quang

1.3 Thiét bi luu trit ngoai




STT

Thoi lwgng

Noi dung (tiét)

+ O ctng di dong/USB
+ Pia CD (Compact disc)
+ Pia DVD (Digital versilite disc hodc Digital video
disc)
1.4 Cac thiét bi d¢au vao (Input Devices)
- Chut may tinh (Mouse)
- Ban phim (Keyboard)
- May quét (Scanner)
- Webcam (WC — Web Camera)
1.5 Cac thiét bi dau ra (Output Device)
- Man hinh (Monitor)
- May chiéu (Projector)
- May in (Printer)
- Loa (Speaker)
1.6 So dd cach dau nbi, lap dat thiét bi phan clng
- So d6 dau ndi, lap dat thiét b trén bo mach chu
- So d6 dau ndi, lap dat thiét b trén vo may tinh
1.7 Phan mém (Software)
- Khai niém vé phan mém
- Phan mém hé thdng
- Phan mém tmg dung

1.8 Cach bdo quan may tinh

Kiém tra 1

Bang 01: Noi dung vé cac khai niem co ban vé may tinh

2. Bai 2: H¢ diéu hanh

Tong sb tiét: 12 tiét

a) Yéu cau:

Hoc vién ndm duoc cac van dé co ban sau day:

- Khai niém va thao tac co ban vé hé diéu hanh Microsoft Windows XP.

- Str dung dugc céc thao tac tao, md, sao chép, xo4a, nén... thu muc va tép tin;

hiéu dudng dan dé luu giir thu muc, tép tin.

- Sir dung duogc cac thudc tinh co ban trong trinh diéu khién (Control panel).

- Hoc vién sir dung thanh thao bang ma va kiéu g tiéng Viét theo quy dinh.




b) Yéu cdu trang bi:
- May tinh dugc cai dat hé diéu hanh Microsoft Windows XP.
- Chuan bi may chiéu, gido an, bai giang.

CAu trac kién thirc ciia chuong trinh bdi dudng nhu sau:

STT Noi dung

Thoi lwgng
(tiét)

1 Pé muc 1: Tong quan vé hé diéu hanh

1

1.1 Khai niém hé diéu hanh
1.2 Phan loai hé diéu hanh
- Hé diéu hanh ban quyén

- H¢ dieu hanh ma nguoén mo

Nam

- Céc hé diéu hanh dang st dung phd bién tai Viét

2 Pé muc 2: Hé diéu hanh Microsoft Windows XP

2.1 Khoi dong, dang nhap va thoat khoi hé diéu hanh
2.2 Gi6i thiéu man hinh nén (Desktop)

- Cac biéu tuong (Icons)

- Thanh tac vu (Taskbar)

- Cira 6

- Hop hoi thoai

3 Pé muc 3: Cac thao tic co ban sir dung Windows

Explorer

3.1 Khé1 dong Windows Explorer
3.2 Quan ly 6 dia cing

- Dia vat Iy (Physical disk)

- Phan ving 6 dia (Logic disk)

- Hién thi danh sach 6 dia

- X0a cac file tam (Temporary files)
3.3 Céc thao tac véi thu muc va tép tin

- Khai niém thu muc, tép tin

- Tao thu muc, t&p tin

- Chon thu muc, t€p tin
- M6 thu muyc, t€p tin
- P6i tén thu muc, tép tin

- Di chuyén thu muc, tép tin

- Sao chép thu muc, tép tin

- Tao biéu twrong duong dan tit (shortcut) thu muc, tép tin




STT

Noi dung

Thoi lwgng
(tiét)

- Chia sé thu muc
- Nén thu muyc, tép tin
- X6a thu muyc, tép tin
- Phyc hoi thu myc, tép tin
3.4 Cac thao tac khac
- Xem thong tin thu muc, tép tin

- Tim kiém thu muc, teép tin

bé muc 4: Trinh diéu khién (Control panel)

4.1 Khéi dong chuong trinh
4.2 Cai dat va loai bo chuong trinh (Add or Remove
Programs)
4.3 Thudc tinh ngay, gio cua may tinh (Date & Time)
4.4 Thudc tinh hién thi cia man hinh (Display)
- Thay d6i kiéu dang, ctra s6
- Thay d6i hinh nén desktop
- Thiét lap chwong trinh bao vé man hinh
4.5 Thugc tinh phong chir (Fonts)
- Thém phong chir méi
- X6a phong chir
4.6 Thugc tinh cua ban phim (Keyboard)
4.7 Thudc tinh cua chudt (Mouse)
4.8 Két ndi mang (Network Connections)
4.9 May in va may Fax (Printers and Faxes)
- Cai dat may in
- X1 Iy sy ¢6 may in
4.10 Thudc tinh &m thanh (Sound and Audio Devices)
4.11 Quan ly tai khoan (Account)

Pé muc 5: Sir dung Tiéng Viét

5.1 Bang ma
5.2 Kiéu go Tiéng Viét

Kiém tra

Bang 02: Noi dung vé hé diéu hanh




II. CHUYEN DE 2: TIN HQC VAN PHONG
Chuyén dé nay bao gom 3 bai:

- Bai 1: Microsoft Office Word (75 tiét).

- Bai 2: Microsoft Office Excel (50 tiét).

- Bai 3: Microsoft Office PowerPoint (15 tiét).
Tong sd tiét: 140 tiét.

1. Bai 1: Microsoft Office Word

Tong sb tiét: 75 tiét

a) Yéu cau hoc vién:

Nam va thuc hién dugc cac van dé co ban sau day:

- Kién thure va k§ nang soan thao van ban trén may tinh nhu: Soan thdo van ban,

ma, luu dugce van ban da soan théo, tao bang bi€u, cheén hinh dnh va in van ban.

- Soan thdo duoc cac vin ban hanh chinh theo cdc mau phu luc va dung quy dinh
ctia Thong tu 01/2011/TT-BNV ngay 19/01/2011 ctia Bo Noi vu vé viée chuan hoa thé

thirc va k¥ thuat trinh bay van ban.

b) Yéu cau trang bi:
- Chuan bi phan mém Microsoft Office Word 2003 (Word).
- Chuan bi may chiéu, gido an, bai giang.

Cau truc kién thirc cua chuong trinh dao tao nhu sau:

STT

Noi dung

Thoi lwgng
(tiét)

Pé muc 1: Giéi thi¢u Microsoft Office Word

5

1.1 Khoi dong va thoat khéi Word.
- Khéi dong Word.
- Thoat khé1 Word.
1.2 Giao dién chinh cia Word.
- Thanh tiéu d¢é
- Thanh thuc don chinh
- Thanh cong cu chuan
- Thanh trang thai
- Thuéce do
- Thanh cudn
- Thanh dinh dang

Pé muc 2: Soan thio va luu van ban

25

2.1 T¢p van ban

- Tao t¢p van ban mabi

10




STT

Noi dung

Thoi lwgng
(tiét)

- Mo tép vin ban da c6 san
2.2 Luu t&p van ban
- Luu tép van ban 1an dau
- Luu t€p van ban véi1 mot tén khac
2.3 bong tép van ban
2.4 Soan thao van ban
- Mot s6 luu ¥ trong khi soan thao vin ban
- Mot s6 phim diéu khién thong dung trong soan thao van ban
- Dung chudt may tinh trong soan thdo van ban
- Ché d6 soan thao vin ban
2.5 Tao thém va loai bo cac biéu tuong trén cac thanh cong cu
2.6 Thiét lap ché d6 moi truong lam viée
- Thiét 1ap ché d6 hién thi
- Thiét lap ché do tong thé
- Thiét lap ché do6 soan thao
- Thiét 1ap ché do ghi dir liéu
2.7 Chon khdi van ban
2.8 Sao chép khdi vin ban
- Sao chép bang ban phim
- Sao chép khéi bang Menu chudt phai
- Sao chép khdi bang biéu tuwong trén thanh cong cu chuan
- Sao chép khdi bang chudt
2.9 Di chuyén khéi
- Di chuyén khdi bang ban phim
- Di chuyén khdi bang Menu chudt phai
- Di chuyén khéi bang biéu twong trén thanh cong cu chuin
- Di chuyén bang chudt
2.10 Xéa khdi van ban
- Xo6a khéi bang ban phim
- X6a khéi bang Menu chudt phai
- X6a khdi bang biéu tuong trén thanh céng cu chuin
2.11 Khéi phuc khdi vin ban
2.12 Huy Iénh khoi phuc van ban

2.13 Bai tap va kiém tra

11




STT

Noi dung

Thoi lwgng
(tiét)

Pé muc 3: Pinh dang van ban

5

3.1 Dinh dang ky tu
- Pinh dang ky tu bang Menu chudt phai
- Binh dang ky tu béng thanh cong cu
- Pinh dang ky tu bang ban phim
- Pinh dang ché d6 thu nhé/mé rong c& chir
- Binh dang hi¢u ing
3.2 Pinh dang nhanh bang biéu twong chdi son
3.3 Dinh dang doan van ban
3.4 Dinh dang trang van ban
- Pinh dang chiéu vian ban
- Pinh dang kho gidy
3.5 Pinh dang c{t van ban

3.6 Bai tap va kiém tra

Pé muc 4: Lam viéc véi bang bieu

10

4.1 Dinh nghia bang
4.2 Tao bang
- Tao bang bang thanh Menu chuan
- Tao bang bang thanh cong cu bang
4.3 Chon 0, hang, cdt, bang
4.4 Chén 06, hang, cot, bang
4.5 Xoa 0, hang, cot, bang
4.6 Trdn 6, hang, cot
4.7 Tach 0, hang, cot
4.8 Thay d6i d6 rong ctia 6, hang, cot, bang
4.9 Pinh dang bang
- PBinh dang bang ty dong
- Binh dang tuy chon bﬁng Menu chuot phai
4.10 Tach bang
4.11 Tao dong tiéu dé
4.12 Xoay chir trong bang
4.13 Di chuyén trong bang biéu
4.14 Panh sb tht ty trong bang biéu
4.15 Sap xép trong bang biéu
4.16 Bai tap va kiém tra

12




STT

Noi dung

Thoi lwgng
(tiét)

Pé muc 5: Cac cong cu tién ich trong Microsoft Office Word

5

5.1 Tim kiém va thay thé
5.2 Chu thich trong van ban
- Chen chu thich
- Tim cht thich
5.3 Cac ky tu dac biét trong van ban
- Chén ky tu
- Dung t6 hop phim tao phim méi
- Str dung céch viét tat thay thé
5.4 Ché do dd hoa trong van ban
- Ké duong thang
- Tao text box
- Tao chir nghé thuat
5.5 Chén hinh mau
5.6 Cheén hinh anh
5.7 Chén biéu d6 va do thi
5.8 Mot s6 phim tat thong dung
5.9 Chuyén bang tinh Excel sang Word
5.10 Bai tap va kiém tra

bé muc 6: Trinh bay va in van ban

6.1 Trinh bay tiéu d¢ trang in
6.2 Danh s6 trang van ban
6.3 Tao bang muc luc
- Panh dau chi muc
- Tao bang chi myc
- Cap nhat chi muc
6.4 Xem, kiém tra van ban trude khi in
6.5 Thiét 1ap ché do in
6.6 In van ban

6.7 Bai tap va kiém tra

Bai tap tong hop

20

7.1. Soan thao van ban ndi chung

7.2. Soan thao vin ban hanh chinh theo mau

Bdang 03: Ngi dung vé Microsoft Office Word

13




Bai 2: Microsoft Office Excel
Tong sd tiét: 50 tiét
a) Yéu cau hoc vién :
Nam duoc cac van dé co ban sau day:

- Kién thirc, k¥ nang trinh by bang tinh; 4p dung cac cong thirc, ham co ban cia

Microsoft Office Excel dé tinh toan, két xuit bao cdo, th6ng ké.

b) Yéu cdu trang bi:
- Chuan bi phan mém Microsoft Office Excel 2003 (Excel).
- Chuan bi may chiéu, gido an, bai giang.

Cau trac kién thtrc cia chuong trinh dao tao nhu sau:

. Thoi lwgng
STT Noi dung o
(tiet)
1 1Pé muc 1: Gi6i thiéu Microsoft Office Excel 10
1.1 Khoi dong va thoat khdi Excel
- Khoi dong Excel
- Thoat khéi Excel
1.2 Giao dién chinh cua Excel
- Thanh tiéu dé
- Thanh thuc don

- Thanh cong cu chuan
- Thanh cong cu dinh dang
- Thanh cong thuc
- Thanh trang thai
- Thanh cuon
1.3 Cau tric bén trong bang tinh (Sheet)
- O (Cell)
- Cot (Column)
- Dong (Row)
- Vung (Area)
1.4 Bang tinh (Sheet)
1.5 Tap bang tinh (WorkBook)
1.6 Di chuyén trong bang tinh
1.7 Thao tac diéu khién bang chudt
1.8 Thao tac diéu khién bang ban phim
1.9 Ché d6 soan thao

14



STT

Noi dung

Thoi lwgng
(tiét)

1.10 Dia chi twong ddi, dia chi tuyét d6i va dia chi hon hop
- Pia chi tuong d6i
- Pia chi tuyét doi
- Dia chi hén hop
1.11 Céac dang dit liéu
- Dang chudi
- Dang sO
- Dang cong thuc
- Dang ngay, gio
1.12 Thiét 1ap ché do moi truong lam viéc
- Thiét lap ché do hién thi
- Thiét 1ap ché d6 tong quat
- Thiét lap ché dd soan thao
- Thiét 1ap ché do ghi

1.13 Bai tap va kiém tra

Pé muc 2: Lam viéc v6i bang tinh

10

2.1 T¢p bang tinh
- Tao bang tinh mai
- M& bang tinh ¢6 san
2.2 Ghi t¢p bang tinh
- Ghi bang tinh lan dau
- Ghi bang tinh v&1 mot tén khac
2.3 Bong tép bang tinh
2.4 Phuong phap nhap dir li€u (gia tri, cong thirc, ham)
2.5 Hiéu chinh dir liéu
- Stra dir li¢u
- Xoa dir licu
- Khoi phuc dir liéu
2.6 Dién sb thir tu tu dong
2.7 Chon khéi
- Chon khéi dong
- Chon khéi c6t
- Chon toan bg bang tinh
2.8 Sao chép khoi

- Sao chép bang ban phim
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STT

Noi dung

Thoi lwgng
(tiét)

- Sao chép khoi bang Menu 1énh
- Sao chép khdi bang biéu twong trén thanh cong cu chuan
- Sao chép cac d6i twong dic biét
2.9 Di chuyén khoi
- Di chuyén khdi bang ban phim
- Di chuyén khdi bang Menu lénh
- Dich chuyén khdi bang biéu twong trén thanh cong cu chuan
- Di chuyén khdi bang chudt
2.10 Xoa dir liéu trong khoi
- X6a khéi dir liéu bang ban phim
- X6a khbi dir liéu bang Menu 1énh
- X6a khbi, hang, cot
2.11 Khéi phuc khi
- Khoi phuc khéi bang ban phim
- Khoi phuc khbi bang Menu 1énh
- Khéi phuc khéi bang biéu tuong trén thanh cong cu chuan
2.12 Chen thém hang, cdt, 0, bang tinh
- Chén thém hang
- Chén thém cot
- Chén thém 6
- Chen thém bang tinh
2.13 C6 dinh cot tiéu dé, hang tiéu dé
2.14 Bai tap va kiém tra

Pé muc 3: Pinh dang bing tinh

3.1 Thay doi kich thudc cua hang, cot
- Thyc hién bang chudt
- Thuc hién béng Menu 1€nh
3.2 Pinh dang bang tinh
- Pinh dang s6
- Pinh dang 1&
- Binh dang phong chix
- Pinh dang khung
- Binh dang mau nén
- Pinh dang khoa

3.3 Pinh dang kiéu (Style)
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STT

Noi dung

Thoi lwgng
(tiét)

- Pinh nghia kiéu (Style)
- Binh dang va khai cac tham )
- Gan Style cho mot khéi 6

3.4 Bai tap va kiém tra

Pé muc 4: Cong thirc va ham

4.1 Tao cong thue co ban
- Tao cong thirc s6 hoc co ban
- Nhan biét va stra 16i
4.2 Quy tac sur dung ham
4.3 Thao tac véi ham
4.4 Gi61 thi€u cac ham thuong dung
- Cac ham théng keé
- Cac ham toan hoc
- Cac ham van ban
- Cac ham logic
- Ham ngay thang
- Cac ham tim kiém

4.5 Bai tap va kiém tra

Pé muc 5: Biéu dd, do thi

5.1 Cac budc tao biéu dd, dd thi mai
5.2 Thiét 1ap lai biéu d0, d6 thi
5.3 Chinh stra biéu dd, dd thi

5.4 Bai tap va kiém tra

Dé muc 6: Quan tri dir licu

6.1 Khai niém co ban
6.2 Sap xép dir liéu
6.3 Loc dir liéu
- Loc dir li¢u ty dong (AutoFilter)
- Loc dir li¢u nang cao (Advanced Filter)
6.4 Cac ham Co so dir li€u

6.5 Bai tap va kiém tra

D€ muc 7: Can chinh va in an

7.1 Dinh dang trang in (Page Setup)
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STT

Noi dung

Thoi lwgng
(tiét)

- Pinh dang trang giy
- Pinh dang 1&
- Thém tiéu dé dau trang, tiéu dé cudi trang
- Pénh s6 trang
7.2 Xem tai li€u trudce khi in
7.3 In tai lidu

7.4 Bai tap va kiém tra

Pé muc 8: Trao doi thong tin

8.1 Chuyén bang da gb bang Word cho Excel
8.2 Bai tap va kiém tra

Pé muc 9: Bai tip tong hop

10

Bdng 04: Néi dung vé Microsoft Office Excel

3. Bai 3: Microsoft Office PowerPoint
Tong sb tiét: 15
a) Yéu cau hoc vién:

Nam duogc cac van dé co ban sau day:

- Biét cach tao mét trinh dién, cach trinh bay mdt trinh dién, chén cac dbi tuong

vao trinh dién; tao mot bai trinh dién da phuong tién, in an.

b) Yéu cau trang bi:

- Chuan bi phan mém Microsoft Office PowerPoint 2003 (PowerPoint).

- Chuén bi may chiéu, gido an, bai giang.

Cau trac kién thirc cia chuong trinh dao tao nhu sau:

STT Noi dung

Thoi lwgng
(tiét)

Pé muc 1: Gi6i thiéu Microsoft Office PowerPoint

2

1.1 Giéi thi€u chuong trinh PowerPoint
1.2 Khéi dong/thoat khoi PowerPoint
1.3 Giao dién chinh ctiia PowerPoint

- Thanh tiéu dé

- Thanh thuc don

- Thanh ¢6ng cu chuan

- Thanh dinh dang

- Thanh trang thai
1.4 Ché d hién thi cua trinh dién (Slide)
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STT

Noi dung

Thoi lwgng
(tiét)

- Ché @6 mic dinh (Normal View)

- Ché d9 hién thi riéng biét (Slide Sorter View)

- Ché db trinh chiéu (Slide Show)

1.5 Lam viéc véi mot trinh dién (Slide)

- Mé mot trinh dién ¢6 san

- Céach tao mét bai trinh dién méi
+ Tao mot trinh dién béng cach st dung
mot kiéu mau thiét ké (Template)
+ Tao mot trinh dién béng cach st dung
AutoContent Wizard
+ Tao mot trinh dién tréng

- Céch luu mét file trinh dién

1.6 Bai tap va kiém tra

Pé muc 2: Lam viéc véi PowerPoint

2.1 Cach trinh bay mot trang trinh dién (Slide)
- B4 tri vin ban (Text Layouts)
- B4 tri noi dung (Content Layouts)
- B4 tri van ban va noi dung (Text and Content
Layouts)
- B4 tri khac (Other Layouts)
2.2 Quan ly céac Slide
- Tao thém Slide
- Sap xép cac Slide
- Sao chép Slide
- Xo6a bo Slide
- An céc Slide trong khi trinh dién
- Di chuyén va sao chép cac Slide giita cac trinh
dién
2.3 Tao mau nén cho Slide
- Tao mau nén cho Slide bang hiéu tng Gradient
- Tao mau nén cho Slide bang hiéu tng Texture
- Tao méau nén cho Slide bang hiéu tng Pattern
- Tao mau nén cho Slide bang hiéu ung Picture
2.4 Chén cac dbi twong vao Slide
- Chén hinh anh, tranh
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STT

Noi dung

Thoi lwgng
(tiét)

- Chen phim anh, 4m thanh

- Chén, thiét 1ap biéu 46

- Chén ddi tuong tir chwong trinh khac
- Chén thém Slide tur trinh dién khac

- Chen s06 trang, tiéu dé dau, ti€u dé cudi cua Slide

2.5 Tao siéu lién két trong Power Point
- Thay d6i mau ctia Hyperlink
- Thay d6i dia chi t6i cta siéu lién két
- Hily bo mot siéu lién két

2.6. Bai tap va kiém tra

Pé muc 3: Lam viéc véi van ban

3.1 B6 sung thém vin ban vao Textbox
3.2 Pinh dang van ban
- Hop thoai Font
- Thanh cong cu Formatting va Drawing
- Thiét 1ap khoang cach dong
- Kiém tra 15i chinh ta va kiéu dang
- Thiét lap tuy chon vé kiéu (Style)
- Str dung cac Bullet
+ Bullet dang danh s
+ Bullet dang hinh anh
+ Bullet dang ky tu

3.3 Bai tap va kiém tra

Pé muc 4: Lam vié€c véi bang

4.1 Thém mdt bang mai
4.2 Binh dang bang
- Ghép, tach 6 trong bang
- Can 1¢ cho vin ban trong bang
- Tao duong vién bang
- Thiét lap mau clia bang

- Lam vi¢c vdi cac it va cac hang

- X6a bang va cac ndi dung chira trong bang

4.3 Bai tap va kiém tra

Pé muc 5: Lam viéc véi WordArt va Clip Art

5.1 Tim hiéu chit nghé thuat (WordArt)
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STT

Noi dung

Thoi lwgng
(tiét)

5.2 Chen WordArt

5.3 Pinh dang WordArt

5.4 Tim hiéu anh dong (Clip Art)

5.5 Chén Clip Art

5.6 Chen hinh anh tr bo suu tdp Media Gallery
5.7 Lam viéc voi Clip Art

5.8 Bai tap va kiém tra

Pé muc 6: Trinh dién mét Slide

6.1 Tao va thiét lap cac hiéu ing chuyén tiép Slide
6.2 Tao va thiét lap hiéu tng chuyén chir

6.3 Thiét 1ap th ty va thoi luong

6.4 Tao nhém Slide trinh chiéu (Custom Show)
6.5 Khai tao ché d6 trinh dién

6.6 Cac thao tac trong khi trinh dién

6.7 Str dung bt diéu khién (Wireless Laser Point)

6.8 Bai tap va kiém tra

Pé muc 7: In an trinh dién

7.1 Thiét 1ap tuy chon trang in (Page Setup)
7.2 In 4n c4c trinh dién

- In mdt ban phéc thao (Outline)

- In bang thuyét minh (Handouts)

- In phan ghi cha

- In mot trinh dién ctia PowerPoint trong Word

Bai tap tong hop va kiém tra

Bang 05: Ngi dung vé Microsoft Office PowerPoint
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III. CHUYEN PE 3: PAM BAO AN TOAN, AN NINH THONG TIN

Tong sb tiét: 20 tiét.

a) Yéu cau hoc vién:

Nam dugc cac van dé co ban sau day:

- Hi€u duogc céac khai niém vé virus may tinh va cach phong chong; ap dung cac

bién phép phong chong va bao vé may tinh; biét cach sao luu va phuc hoi di liéu.

b) Yéu cau trang bi:

- Chuan bi may chi€u, gido an, bai giang.

Cau trac kién thirc cia chuong trinh boi dudng nhu sau:

. Thoi lwgng
STT Noi dung W
(tiet)
1 Pé muc 1: Virus may tinh va cich phong chong 5
1.1 Khai ni€m virus may tinh
1.2 Lich st phét trién cua virus may tinh
1.3 Phéan loai virus may tinh
- Virus file
- Virus boot
- Virus macro
- Sdu may tinh
1.4 Phuong thirc hoat dong cua virus may tinh
- Qua cac thiét bi luu trir di dong
- Qua thu dién tor
- Qua mang Internet
- Bién thé cua virus
- Kha ning v6 hiéu hda phan mém diét virus
1.5 Cach phong chéng virus
- Céch nhén biét co ban
- St dyng phan mém diét virus
- Str dung tuong ltra
- Cap nhat cac ban stra 16i ctia hé diéu hanh
1.6 Gi6i thiéu mot s6 phan mém diét virus thong dung
2 | Pé muc 2: Béo vé dir liéu may tinh 5
2.1 Bao vé dir liéu hé thong
- Tén dang nhap va mat khau (UserID va Password)
- Quan ly dit lidu 6 hé thong
2.2 Bao vé dir li€u tao ra
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STT

Noi dung

Thoi lwgng
(tiét)

- Sao luu dir li¢u theo dinh ky

- Bao v¢ va phuc hoi dir licu da sao luu

Pé muc 3: An ninh mang

3.1 Khai niém vé an ninh mang
3.2 Cac mdi nguy hiém tan cong may tinh
- Tin tac (Hacker)
- Trojan House
- Mang may tinh ma (Botnet)
- Phin mém gian di€p (Spyware)
- Phin mém quéng cdo (Adware)
- Bat ky ty gd trén ban phim (Keylogger)
- Lira dao truc tuyén (Phishing)
- Ctra hau (Backdoor)
- B0 cong cu xam nhép trai phép (rootkit)
- Phin mém 4c tinh (Malware)
- Thu rac (spam)
3.3 Céc hinh thirc tin cong trén mang may tinh
- Tan cong truc tiép
- Nghe trom
- Gia mao dia chi
- Vo hiéu hoa cac dich vu
- Yéu té con nguoi

Pé muc 4: Bao mit thong tin trén mang

4.1 Khai niém vé bao mat thong tin
4.2 Muc dich cua bao mat thong tin
4.3 Cac phuong phap bao mat thong tin

Kiém tra

Bang 06: NGi dung vé dam bdo an toan, an ninh cho mdy tinh
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IV. CHUYEN PE 4: MANG VA KHAI THAC THONG TIN TREN MANG

Tong sb tiét: 25 tiét.

a) Yéu cau hoc vién:

Nam duoc cac van dé co ban sau day:

- C6 khai niém vé mang, biét cach truy cap Internet, tim kiém thong tin, tai thong
tin trén mang va luu vao may tinh; biét cach giri, nhan thu dién tir va trao doi cong
viéc qua thu dién tu.

b) Yéu cdu trang bi:

- May tinh dugc két nbi Internet.

- M4y tinh duoc cai dat cac trinh duyét Internet Explorer va phan mém thu dién
tor (Microsoft Outlook).

- Chuan bi may chiéu, gido an, bai giang.

CAu trac kién thirc ciia chuong trinh bdi dudng nhu sau:

Thoi lwgng

STT Noi dung (tiét)
ie

1 Pé muc 1: Khai niém vé mang, giéi thiéu mang Internet 2

1.1 Khai niém vé mang

- Mang cuc bg (LAN)

- Mang dién rong

- Mang Internet

- Mang Intranet

- Mang Extranet
1.2 Tong quan vé Internet (Gi6i thidu, mot s6 khai niém, két
ndi may tinh véi Internet, cac dich vu thong dung cua
Internet)
1.3 Trinh duyét Internet Explorer (IE)

- Mo/dong trinh duyét

- Thanh thuc don (MenuBar)

- Thanh céng cu (Toolbar)

- Truong dia chi (Address)

- Luu lai cac dia chi yéu thich

- Luu lai trang web hién hanh

- In trang web ra gidy

2 | Pé muc 2: Tim kiém théng tin trén Internet 8

2.1 Giéi thiéu trang web tim kiém http://google.com.vn

- Tim kiém théng tin theo tir khoa
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STT

Noi dung

Thoi lwgng
(tiét)

- Tim kiém thong tin theo chu dé

- Tim kiém néng cao
2.2 Upload va Download tai nguyén trén mang
2.3 Gidi thiéu mot s6 Website va Cong thong tin dién tir cia
mét sé Bo, nganh va dia phuong.

- Cong thong tin dién tar Chinh pha

- Website BO Tu phap; Bo Noi vu; Bo K& hoach va
Pau tu,...

2.4 Tim kiém trén mot s trang web khac

Pé muc 3: Dich vu thu dién tir

3.1 G161 thi€u chung
- Gi6i thiéu phan mém thu dién tir Microsoft Outlook
3.2 Thanh phan dia chi thu dién tir
3.3 St dung dich vu thu dién tir thdng qua Microsoft Outlook
- Thiét lap cau hinh guri nhan thu
- Poc thu dién tir
- Gui thu dién tir
- Chuyén tiép thu dién tir
- Tra 161 mot thu dién tir
- Xoa thu dién tur
- Xem lai cac thu dién tr da gui di

- M6t s6 tinh nang khac

Bai tip tong hop va kiém tra

10

Bang 07: Ngi dung vé Internet va vmg dung
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V. CHUYEN DE 5: PHAN MEM MA NGUON MO (PMNM)

Chuyén dé nay bao gom 2 bai:

- Bai 1: Tong quan vé phan mém ma ngudn mo (1 tiét)

- Bai 2: Gidi thiéu mot sé phan mém ma ngudn mo co ban (19 tiét)

Bai nay gi6i thiéu 5 phan mém ma nguén mé co ban 1a:
+ Hé diéu hanh Ubuntu (2 tiét)
+ B0 go tiéng Viét Unikey (1 tiét)
+ B0 phan mém vin phong OpenOffice (10 tiét)
+ Trinh duyét web Mozilla Firefox (2 tiét)
+ Trinh duyét thu dién tr Mozilla Thunderbird (4 tiét)

Tong sb tiét: 20 tiét.

Trong d6, Tong quan vé phan mém mi nguén md va Bo phan mém vin phong
OpenOffice dugc yéu cau bat budc giang day. Cac ndi dung khac duge cin cir theo
tinh hinh ‘mg dung phan mém nguén md cia timg xa dé bo sung thém vao chuong
trinh gidng day.

1. Bai 1: Tong quan vé phin mém mi ngudén mé

Tong so tiét: 01 tiét

a) Y&u cau hoc vién:

- Hiéu biét dugc Phan mém ngudén md (PMNM) 1a gi; wu nhugc diém co ban cia
cac PMNM.

b) Yéu cau trang bi:

- Chuan bi may chiéu, giao an, bai giang.

Céu trac kién thirc ctia chuong trinh bdi dudng nhu sau:

.. Thoi lwgng
STT Noi dung o
(tiét)
1 Gi6i thiéu vé phin mém ma ngudén mé 1

1.1 PMNM la gi?

1.2 Tai sao nén dung PMNM.

1.3 Chinh sach cta nha nudc vé PMNM.

1.4 Binh huéng ctia nha nuéc vé PMNM trong thoi gian ti.
1.5 Gi61 thiéu by dia cai PMNM.

Bang 08: Tong quan vé phdn mém md nguon mo
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2. Bai 2: Gi6i thiéu mdt s6 phan mém mi ngudn mé co ban
2.1. Giéi thi¢u vé Linux va H¢ diéu hanh Ubuntu

Tong sb tiét: 02 tiét

a) Yéu cau hoc vién:

Nam duogc cac van d€ co ban sau day:

- Lam quen véi giao dién, cac thiét 1ap co ban (ngdy gid, desktop); cdu trac thu

muc, quan ly duoc thu muc, t€p tin; cai dat va go bé moét ing dung, céc ung dung tich

hop san trong Ubuntu (nghe nhac, xem phim); cai dat may in.

b) Yéu cdu trang bi:
- May tinh dugc cai dat hé diéu hanh Ubuntu
- Chuan bi may chiéu, giao an, bai giang.

Céu trac kién thirc ctia chuong trinh bdi dudng nhu sau:

STT

Noi dung

Thoi lwgng
(tiet)

Gio6i thiéu vé Linux va H¢ diéu hanh Ubuntu

2

1.1 Giéi thi¢u vé Linux
1.2 H¢ diéu hanh Ubuntu
- Téng quan
- Cai dat Ubuntu
1.3 Cau trac hé thong Ubuntu
- Cu trac thu muc ctia Ubuntu
- Tai khodn nguoi dung
- Man hinh lam viéc Desktop
1.4 Quan ly Ubuntu
- Cai dat va go bd ting dung trén Ubuntu
- Quan ly tép va thu muc
- B6 sung phéng chir Unicode
- Cai dit, thém phong Tiéng Viét
1.5 Thiét lap va tiiy bién Ubuntu
- Quan ly Ubuntu
- Ty bién Ubuntu
- Cai dat may in
1.6 Céc tng dung tich hgp sin trong Ubuntu
- Ung dung nghe nhac, xem phim
- Xtr Iy d6 hoa
- Ung dung bb tro khéc

Bang 09: Gidi thiéu vé Linux va Hé diéu hanh Ubuntu
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2.2. Bj gb tiéng Viét Unikey

Téng sd ‘tiét: 01 tiét

a) Yéu cau hoc vién:

Niam duoc cac van dé co ban sau day:

- Tai va cai dit duge phan mém Unikey; gb duogc tiéng Viét co diu; chuyén doi
dugc bang ma tir tiéu chuan Viét Nam (vi du: vatime) sang chuan Unicode va nguoc lai.

b) Yéu cdu trang bi:

- May tinh dugc cai dit hé diéu hanh Ubuntu

- Chuan bi may chiéu, gido an, bai giang.

CAu trac kién thirc ciia chuong trinh bdi dudng nhu sau:

Thoi lwgng

STT Noi dung (tit)
ie

1 B g6 tiéng Viét Unikey 1

1.1 Tai va cai dat Unikey

1.2 Khoi dong va két thuc Unikey
1.3 Ty dong khoi dong Unikey
1.4 Chuyén ché do gb tiéng Viét
1.5 G& tiéng Viét c6 dau

1.6 Dinh nghia gd tit - Auto Text

Bang 10: Bé g6 tiéng Viét Unikey

2.3. Bd phan mém vin phong OpenOffice

Tong s6 tiét: 10 tiét

a) Yé&u cau hoc vién:

Nam duoc cac van dé co ban sau day:

- P6i v6i trinh soan thao van ban Writer: Céc thao tac soan thao co ban: copy,
paste, tim kiém, thay thé, dong, md, tao mai tai li¢u; can chinh hoan thién dugc trang
van ban: phong chit, ¢d chit, doan van ban, kho giéy, mau nén, mau chit; thao tic co
ban voi bang, chén ky tu ddc biét, hinh anh, sé trang; in an.

- Béi véi bang tinh dién tir Calc: Céac thao tac soan thao co ban: copy, paste, tim
kiém, thay thé, dong, md, tao mai tai li€u; cac thao tac xu 1y dir li€u trong 6, hang, cot;
cac ham tinh todn don gian; dinh dang dugc trang in va thao tac in.

- B6i véi trinh dién Impress: Tao dugc mdt trang slide trinh dién, bao gém cac

ddi tuong Text, bang, hinh anh; tao dugc hi¢u tng khi trinh din; biét trinh dién, in an.
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b) Yéu cdu trang bi:

- D61 voi gido an: Giang vién bam sat ndi dung trong Chuong trinh dé soan giao

an sao cho phu hgp nham dam bao dugc cac muc dich trén.

- Mo6i hoc vién c6 mot may tinh, cai dat san by phan mém OpenOffice.

- Chuan bi may chi€u, gido an, bai giang.

Céu trac kién thirc ctia chuong trinh bdi dudng nhu sau:

STT

Noi dung

Thoi lwgng

(tiét)
1 Tai va cai dat OpenOffice 1
2 Trinh soan thiao van ban Writer 4

2.1 Méi truong 1am viée cua Writer
- Thiét lap Writer
- Khéi dong, thoat Writer
- C4c thanh cong cu
- Tao ma&i, mo va luu tai liéu
- Tuy chon dinh dang tai li¢u
- Két xuat tai liéu sang dang .PDF
2.2 Soan thao van ban
- C4c thao tac soan thao co ban
- Binh dang ky tu
+ Phong va c& chit
+ Mau chit, mau nén vin ban
- Binh dang doan van ban
+ Can chinh 18, doan vin ban
+ Thiét 1ap Bullets and Numbering
+ Thiét lap Tab
+ Soan thdo cong thirc toan hoc
- Tim kiém va thay thé van ban
+ Tim kiém
+ Thay thé
- Chén ky tu ddc biét, danh sb trang
2.3 Bang biéu
- Tao bang mai
- Céc thao tac trong bang
- Trinh bay nd1 dung trong bang

- V& khung va to nén
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STT

Noi dung

Thoi lwgng
(tiét)

2.4 D6 hoa
- V& khdi hinh don gian
- Tao chir nghé thuat
- Chén anh
2.51In 4n
- X4c 1ap kho gidy va huéng in
- Thiét lap tiéu dé dau va cudi trang

-In an

Bang tinh dién tir Calc

3.1 Moi truong lam viée cua Calc
- Khéi dong va thoat Calc
- Céc thanh cong cu
- Tao mé&i, mo va luu tai liéu
- Tuy chon dinh dang tai li¢u
- Két xuét tai liéu sang dang .PDF
3.2 Cac thao tac voi trang tinh (sheet)
- Thém, x6a, d6i tén trang tinh
- Sao chép, di chuyén trang tinh
- Bao vé trang tinh
3.3 Thao tac trong bang tinh
- Thao tac déi véi dit lidu
+ Céc kiéu dit ligu
+ Nhép, stra, x6a dir licu
+ Dinh dang dit li¢u
- Thao tac d6i voi 6, hang, cot
+ Cit, sao chép, dan, di chuyén 6
+ Diéu chinh kich c& hang, cot
+ Cheén 6, hang, ¢t
+ K¢ khung, mau nén, mau chir
- Sap xép dit lidu
- Loc dir liéu
+ Loc tu dong
+ Loc nang cao

3.4 Ham trong bang tinh
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Thoi lwgng

STT Noi dung (tiét)
ie

- Quy tic chung
- Cac ham co ban
3.5 Trinh bay trang va in 4n
- Chon kho gidy, hudng in, dat 1
- Tao tiéu dé dau va cudi trang

-In an

4 Trinh dién Impress 2

4.1 Moi truong lam viée cua Impress
- Khéi dong, thoat Impress
- Céc thanh cong cu
- Tao méi1, mo va luu tai liéu
- Két xut tai liéu sang dang .PDF
4.2 Xay dung cac slide
- Céc thao tac co ban voi slide
- Lam viéc vai style
- Pua thong tin 1én slide
+ Thém van ban
+ Thém lién két
+ Chén bang, bang tinh, hinh anh
4.3 Trinh dién
- Hi¢u tmng cho mot trang slide
- Hiéu tng cho céc ddi twong trén 1 slide
- Chon céc thiét 14p co ban cho trinh dién
- Pinh dang trang in va in 4n

Bang 11: Bé phan mém van phong OpenOlffice

2.4. Trinh duyét web Mozilla Firefox

Tong sb tiét: 02 tiét

a) Yéu cau hoc vién:

Niam duoc cac van dé co ban sau day:

- C4ch tai va cai dat trinh duyét Mozilla Firefox; truy cdp vao cac website tur trinh
duyét Mozilla Firefox; sao chép, luu va in an cac trang web; cac thiét lap vé ngdn ngl
hién thi, thiét 1ap bao vé, lich sir duyét web.

b) Yéu cdu trang bi :

- May tinh c6 két ndi Internet.

- Chuan bi may chiéu, gido an, bai giang.
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CAu trac kién thirc ciia chuong trinh bdi dudng nhu sau:

. Thoi lwgng
STT Noi dung Wy
(tiet)
1 | Giéi thiéu vé FireFox 2

1.1 Cach tai va cai dat Firefox
1.2 Khé1 dong Firefox

1.3 Giéi thi¢u giao di¢n Firefox
1.4 Két thtic Firefox

2 Cac thao tac co ban

2.1 Piéu hudng cac trang web
2.2 Sao chép, luu va in 4n cic trang web
2.3 Panh ddu céc trang wa thich

2.4 Xem céc trang da truy cép

3 | Thiét 1ap tuy chon cho FireFox

3.1 Thiét lap tuy chon chung
3.2 Thiét lap tuy chon riéng
3.3 Ngébn ngit hién thi
3.4 Thiét 1ap bao vé
3.5 Cac thanh phan mo rong
Bang 12: Trinh duyét web Mozilla Firefox

2.5. Trinh duyét thw dién tir Mozilla Thunderbird

Tong sb tiét: 04 tiét

a) Yéu cau hoc vién:

Nam duoc cac van dé co ban sau day:

Thiét 1ap duoc cau hinh cho mot hom thu; doc, viét thu mdi, gui thu cho mdt
nguoi, giri cho nhiéu ngudi; chén cac ddi tuong co ban vao thu: Bang, hinh anh; kém
tai li¢u, luu trir cac tai liu giri kém theo thu.

b) Yéu cdu trang bi :

- May tinh c6 két ndi Internet.

- Chuén bi may chiéu, gido an, bai giang.
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Cau trac kién thirc cia chuong trinh boi dudng nhu sau:

STT

Noi dung

Thoi lwong
(tiet)

Gi6i thiéu vé Mozilla Thunderbird

1

1.1 Cai dat Thunderbird

1.2 Khoi dong, thoat Thunderbird
1.3 Thiét lap cau hinh gri nhan thu
1.4 Thiét lap phong chir tiéng Viét

Cac thao tac co ban

2.1 Soan, guri, nhan, chuyén tiép, doc va tra 101 thu
2.2 Giri thu cho nhiéu nguoi cing luc

2.3 Pinh kém tai liu vao thu

2.4 M@, luu va xoa cac t€p dinh kem

2.5 Sap xép, tim kiém thu

2.6 Chén céac dbi twong vao thu

Tuy chon nang cao

3.1 Thém chtr ky vao thu

3.2 Tao va x0a cac thu muc hom thu
3.3 Thiét 1ap thu muyc luu trir thu
3.4 S6 dia chi

Bang 13: Trinh duyét thu dién tw Mozilla Thunderbird

KT. BQ TRUONG
THU TRUONG

TS. Nguyén Tién Dinh
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