Du thao phién ban ngay 25/10/2012

BO GIAO DUC VA PAO CONG HOA XA HOI CHU NGHIA VIET NAM

TAO DOc 1ap - Tu do - Hanh phiic
S6: /2012/TT- BGDDT Ha NOi, ngay  thdng  ndm 2012
THONG TU

Ban hanh quy dinh Chuong trinh Tin hoc Ung dung A, B

Cén cl Ludt Gido duc ngay 14 thing 6 nam 2005; Ludt sUa doi, b0
sung mOt sO diéu cla Ludt Gido duc ngay 25 thdng 11 nam 2009;

Cén ¢ Nghi dinh s6 36/2012/ND-CP ngay 18 thdng 4 nam 2012 cUa
Chinh phU quy dinh chlc ndng, nhiém vu, quyén han va co cdu t6 chic cla
bo, co quan ngang bo;

Cdén ¢ Nghi dinh s6 32/2008/ND-CP ngay 19 thdng 03 ndm 2008 cUa
Chinh phU quy dinh chlc ndng, nhiém vu, quyén han va co cdu t6 chic cla
BO Gido duc va Dao tao;

Cén ¢ Nghi dinh s6 75/2006/ND-CP ngay 02 thdng 8 ndm 2006 cUa
Chinh phU quy dinh chi tiét va hudng dan thi hanh mOt s6 diéu cla Ludt
Gido duc va Nghi dinh s6 31/2011/ND-CP ngay 11 thdng 5 ndm 2011 cla
Chinh phU sta d0i, b0 sung mOt s6 diéu cla Nghi dinh s6 75/2006/NP-CP;

Theo dé nghi cla Cuc trudng CuUc Cong ngh€ Thong tin va VU trudng
Vu Gido duc ThuOng xuyén,

B0 truong B Gido duc va Dao tao quyét dinh:

Pi€u 1. Ban hianh kém theo Thong tu nay Chuong trinh Tin hoc Ung
dung A, B.

Pi€u 2. Thong tU nay va c6 hi€u luc thi hanh k€ tUr ngay thiang nim
. Thong tu nay thay thé Quyét dinh s6 21/2000/QD-BGD&PT ngay 3 thing 7
nim 2000 cUa BO trudng BO Gido duc va Pao tao vé vi€c ban hanh Chuong
trinh tin hoc Ung dung A, B, C.

Piéu 3. Chanh Vin phong, Cuc trudng Cuc Cong nghé Thong tin, Vu
trudng VU Gido duc ThuOng xuyén, ThU trudng cic don vi thubc BO Gido
duc va Pao tao; Gidam dOc cic s& Gido duc va Pao tao; Thu truéng cic cO
s@ gido duc chiu trach nhi€ém thi hanh Thong tU nay.



Noi nhéan: KT.BO TRUONG
- Viin phong Qudc hoi; THU TRU‘()'NG
- Viin phong Chu tich nudc;
- Viin phong Chinh phU;
- Ban Tuyén gido TU;
- UBVHGDTNTNNBD cla QH;
- C4c BO, cO quan ngang B,
c0 quan truc thudc CP;
- Cuc KTrVBQPPL (BO Tu phdp);

- Ki€m toan nha nudc; Tran Quang Quy
- Cong bdo;
- Website Chinh phU;

- Website BO GDDT;
- Luu: VT, Vu PC, Cuc CNTT, Vu GDTX.



BO GIAO DUC VA DAOTAO CONG HOA XA HOI CHU NGHIA VIET NAM
DOc lap - Tu do — Hanh phiic

CHUONG TRINH TIN HOC UNG DUNG A, B

(Ban hanh kém theo Thong tu sO /2012/TT-BGDPT
ngay  thdng nam 2012 cUa BO truong BO Gido duc va Pao tao)

I. QUY PINH CHUNG

Piéu 1. Pham vi di€u chinh va doi tuong ap dung

Pham vi di€u chinh: Chuong trinh tin hoc Ung dung quy dinh ndi dung
chuong day hoc va tu hoc tin hoc Ung dung phG cdp trong xa holi, hudng
dan cach thuc hién va cich t6 chlic danh gid cap chlng chi.

DPoi tugng 4p dung: Moi dbi tugng trong xa hdi c¢6 nhu cau hoc tin hoc
Ung dung d€ nang cao dan tri, ning cao trinh d0 vé tin hoc d€ Ung dung vio
cdc hoat dOng cla cuOc sOng va nghé nghiép.

Pi€u 2. Phan phoi Chuong trinh tin hoc Ung dung theo mé dun
ki€n thuc va viéc cap ching chi va giay ching nhén

Chuong trinh Tin hoc Ung dung gOm:

1. Chuong trinh Tin hoc Ung dung trinh d0 A: 1a trinh d0 cin ban, c6
tinh chat ph& cap bat bulc doi vdi moi d6i tugng.

Sau khi hQc xong va tham gia ky thi sat hanh dat trinh d0 A, nguU0i hoc
dugc cap Ching chi tin hoc trinh d0 A.

2. Chuong trinh Tin hQc trinh d0 B theo cdc mo dun ki€n thUc 13 phan
tU chon, nang cao kién thlc theo nhu cau cla ngudi hoc. Ngudi hoc ¢ thé
hoc theo 1&p hodc tu hoc va tham gia ky thi ki€m tra dat k€t qud md dun nio
thi cdp ChUng chi hoan thanh mé dun dé.

Diéu 3. TO chitc day hoc va cap chiing chi

1. Ngudi hoc c6 thé€ hoc theo céc cich:

- biing ky va tham du' 18p hoc c6 td chifc, ¢ gido vién gidng day;



- Ty hoc mOt cich mém déo va md, theo di€u ki€n hoan canh cla
minh.

2. Viéc cap Chung chi dugc thuc hién theo k€t qud kY thi sat hanh,
khong phu thuOc vao viéc ngu0i hoc hoc theo 18p hay tu hoc.

3. C4c trung tAm gido duc thuOng xuyén, trung tAm tin hOc, cdc truGng
dai hoc, cao dang, trung cap chuyén nghiép, cdc trudng day nghé ... t6 chiic
cdc buGi ki€m tra danh gid ki€n thlfc, trén cO s3 d6 cdp Ching chi.

II. NOI DUNG CHUONG TRINH TIN HOC UNG DUNG TRINH
po A

1. Muc tiéu

Cung cdp céc ki€n thUc va k¥ niing co ban nhat, can thiét cho moi doi
tUgng ngUOi hoc d€ nang cao dan trf va d4p dung cho cong viéc hang ngay.

2. P6i tuong ap dung: Moi doi tuong c6 nhu cdu hoc tin hoc.
3. Khung chuong trinh

7

SO | Tén SO tiét
TT | md du kién
dun Tén mé dun cin ban va
khuyén
cao
1 | MALI | Céc khdi niém ciin bdn vé CNTT 4
2 | MA2 | SCr dung mdy tinh va hé di€u hanh. 8
Go ti€ng Viét.
3 | MA3 | Soan thdo vin ban. 16
4 | MA4 | Bang tinh dién t 16
5 | MAS | Trinh chi€u 8
6 | MAG | Internet 8
7 | MA7 | C4c tién ich thong dung 8

4. Huéng dan thuc hién

a) Tén mo6 dun: MA = M0 dun trinh d0 A.



b) Hé di€u hanh c6 th€ 1a Windows, Linux, Ubuntu.
Bén canh Windows, gido vién can dinh hudng hoc s dung Ubuntu,
Linux.

¢) Tin hQc viin phong gbm soan thdo vin ban, bang tinh, trinh chiéu ...
C6 hai b0 tin hoc vin phong tuOng duong nhau la
- Microsoft Office
- Libre Office hay Open Office Org truGc day.

Khuyén khich hQc tap trung vao b0 Libre Office 12 b0 tin hoc vin
phong ma ngudn m3, mié€n phi.

d) M6 dun MA1, MA2 va MA3 dugc hoc dau tién theo ding trinh tu. Céc
mo dun sau c6 th€ hoc khong theo trinh ty. M6 dun MA6 c6 thé hoc ngay sau
mo6 dun MAT.

d) Mo dun MAS c6 thé hoc qua lic ban dau, chl yéu nam khai niém. C6
th€ st dung co s3 dt liéu trong Excel 1am thi du.

5. Chuong trinh chi ti€t cac mo dun



CAC KHAI NIEM CAN BAN VE CNTT
(M6 dun MA1)

L. Muc tiéu

Trang bi cho ngudi hoc cic ki€n thlc, khii ni€m cO ban nhat vé
CNTT, vé mdy tinh. Pay 1a nhiing khdi niém rat co bdn, nguGi hoc can
phai hiéu.

II. Hudng dan hoc
a) Thoi lugng hoc trung binh: 4-8 tiét.
b) Yéu cau ki€n thlc trude khi hoc: Khong cé yéu cau.

II1. NOi dung chi tiét

Chuong 1. Thong tin va DU li€u

1. Khai niém vé thong tin (information)

2. Khéi niém vé d{rliéu (data)

3. Khii niém vé lién lac, trao dGi thong tin, truyén thong
(communication). Khdi niém vé phat quang b4, truyén thong quang b4
(broadcasting).

4. X 1i thong tin bang mdy tinh dién t(r

5. Khai ni€m phan cUng va phan mém

6. Chu trinh xU 1 thong tin

Chuong 2. Bi€u dién thong tin trong mdy tinh

1. Hé dém ca s6 10 - Hé thap phan

2. Hé dém cO sO a

3. Hé dém cO sO hai hay hé nhi phan. Pon vi Bit
4. Hé dém 8 (octal) va hé dém 16 (hexa-decimal)
5. Chuy€n d0i tir hé co sO a sang hé thdp phan
6. Chuy€n d6i tir hé thap phan sang hé co sO a
7. Céc phép tinh sO hoc cO ban cla sO nhi phan
8. Cac phép tinh logic d6i v&i sO nhi phan
9. Ménh dé logic
10. Bi€u dién thong tin trong mdy tinh



11. Bdng ma ASCII
12. Tin hi€u dién cUa ma nhi phan
13. Dt li€u (nhi phan) cla mdy tinh

Hubng dan: Trong tam cUa chUong nay la lam cho ngudi hoc hiéu hé
nhi phén, don vi bit, byte, KB, MB, GB, TB. Thong tin trong mdy tinh dugc
biéu dién dubi dang nhi phan. Lién hé doi thuOng chiing ta da st dung hé
nhi phan ra sao (nhu ddnh Modc). So sdnh vOi hé thdp phdn thuOng ding
hang ngay d€ ngudi hoc hi€u khdi qudt vé hé dém.

Chuong 3. Hé thdng may tinh

. Céc b0 phan c0 ban cla mdy tinh

. Khoi xU 1i trung tAm - CPU

. BO nhé trong (ROM, RAM)

. BO nh& ngoai (Thé nhG USB, dia clUng. Cii ¢6 dia m€&m, bing tw).
. Céac thiét bi vao - ra (ban phim, man hinh, mdy in, con chu0t...)

. Modem

. Khai niém vé mang mdy tinh ndi bd LAN.

0 NN BN

. Cau hinh can bié€t khi di mua may tinh.

Hubng dan: Ngudi hoc hi€u dugc so do khbi cla mdy tinh, cdc thanh
phdn cO ban nhét. Trén cO sO do gibi thiu qua v€ cu hinh can biét khi di
mua mdy tinh.

Chuong 4. Phan mém va thudt gidi
1. Phdn mém
2. Thut gidi

Hubng dan: Phén nay cé th€ néi qua v€ quy trinh gidi quyét mot van
dé bang phan mém mdy tinh dién tu.



MAY TiINH VA HE PIEU HANH
(M6 dun MA2)

L. Muc tiéu
Trang bi cho ngudi hoc st dung mdy tinh v&i mOt hé di€u hanh cu thé
vGi céc tinh niing cO bdn dau tién 12 khai thac va quan 1y tép.

II. Huédng dan hoc
a) ThOi lugng hoc trung binh: 8 tiét.
b) Yéu cau kié€n thUc trudc khi hoc: Md dun ki€n thUc cin ban MAL.
c) Nguoi hoc sé c thé
- Tat bat khéi dOng mdy tinh;
- Khai thdc tinh ning co ban mOt s6 hé di€u hanh thdng dung, trong
do6 co
0 Windows: Windows XP, Vista, Windows 7, Windows 8;
0 Linux vGi Ubuntu dugc khuy€n khich gidi thiéu.

NhuU thao tic vGi cac tép tin, ngin chifa tin (folder), cdc bi€u tuong, cic
clra s6, chay cdc chuong trinh Ung dung ...

M6 dun nay dugc thi€ét k€ d€ phuc vu nhlmg ngudi bat ddu hoc st
dung mdy tinh di thang vao cong viéc khai thic s& dung nhanh gon va thiét
thuc, khong 1iét ké qud chi ti€t cdc tinh ning cUa mdy tinh.

Chuong 1. Céc thao tac dau tién
1. Bat may.
2. Man hinh nén (desktop) clUa Windows hay Linux
- Thanh tac vuU (taskbar).
- Biéu tuong (icon)
S’ dung ban phim
4. S dung con chuOt:
Phim chu0t trai,
Nhay chu0t,
Nhdy dip chudt,
- Kéovatha
- Nhdy phim phai va pop up menu (bang chon 1énh bat xoe ra).
5. Bang chon 1énh (menu) v&i niit Start
6. Clra sO va céc thao tic vGi cUta sO
- Windows la gi ?
- Céc thanh phan cUa mOt c(ra sO: Titlebar, Menubars, Toolbars,
scroll bar ...

e



7.
8.
9.

- Céc niit ca clra sG: thu nhd, ma to, déng 1ai.
- Céc cla sO khac

- Di chuyén c(ra s

- Thay d6i kich c¢G cUra s6

- C6 thé ma4 nhiéu clra sO

Tat mdy diing ki€u

Khdi dOng lai

Khi c6 van dé: Ctrl_Alt_Del

Chuong 2 Khai thac va st dung may tinh

L.

hd

Céch t6 chc luu trlf trén mdy tinh

- Khéi niém tép tin.

- Kh4i niém vé Ngin tin (folder) hay thu muc (directory)
- Noi luu tr(r dit liéu: 6 dia (cUng, mém).

Khai thic va st dung My Computer.

- Khai thic cdc 6 dia.

- Khai théc file, folder vGi My Computer.

- Xem thuQc tinh (properties) cla mOt ngin tin.

. Bi€u tugng cho tép tin, ngin tin trén man hinh.

- Tén tép va nhan dang phan md rOng gan vdi céc bi€u tuong
khac nhau.

- Chon nhém bi€u tugng

- Chon danh ddu va di chuyén cic bi€u tugng

Chay mOt chuong trinh Ung dung.

- Nhdy chudt vao mOt bi€u tuong chudng trinh

- M8 bang chon 1énh v6i nut Start -> Run

Chuyén d0i Ung dung (nhu Alt_Tab, chon chuong trinh...)

Hé thOng trg gitp (help)

Chuong 3 Quadn ly tép tin (File) va ngiin chira tin (Folder)

A e

S’ dung chuong trinh Windows Explorer

Chon d4nh d&u (selecting) t&p va ngin ch(ra.

Sao chép (Copy) tép/ngin tin

Di chuyén (Move) - Di chuyén bang cich kéo - tha chubt
Db6i tén (Rename)

Xoéa (Delete)

- Xod tung t€p/ngin chlra

- Xo4 cd nhém t€p va ngin ch(ra di dugc danh dau

- Khoi phuc lai dr liéu da bi xo4

- Xo4 toan b0 thing rc



- Xoa d(rliéu va bao mat

7. Xem thong tin v€ tép va ngiin chlra

- Thulc tinh attributes: tén, kich thudc, date, read only, hidden...
- Xem thong tin thuQc tinh
- Thay d6i thuQc tinh

8. Windows Clipboard va sao chép, cat dan dit liéu (copy, paste)

- Khii niém vé Windows Clipboard

- Copy va chuyén tép qua Windows Clipboard (Phim tat Ctrl_C va
Ctrl_V)

- Copy va chuy&n ngiin ch(ra (folder) qua Windows Clipboard

Chuong 4. SU dung may tinh

1.

N e

B0 nh& ngoai:
Pia mém (nhac 1ai), dia clng, thé nhG USB
Copy, cat t€p (save) ra b0 nhd ngoai.
Hién nay thé nhG USB 1a ph0 bién.

In

- Gai dat mdy in

In mOt vin ban

Xem trudc khi in

Theo doi viéc in

Chon mdy in ngam dinh

. Tim ki€m t€p tin va ngin ch(ra.

- Tim v6i tén

- Tim theo ngay thing

- Tim theo n6i dung

Nén dr liéu (t€p tin va ngin cha) v3i winzip.
Chuong trinh chOng Virus

Thong tin hé thOng mdy tinh (system information)
Thiét 1ap cic ch€ db/tham sO v3i Control Panel
- Thiét 1ap ché d6 man hinh

- Thié€t 1ap cé4c hién thi

- Thi€t 14p man hinh nén

- Thiét 1ap thOi gian

- Thiét 1ap Am thanh (dm 1ugng)...

- Thié€t 1ap mau

- P&t mat khdu password

- Tao &nh man hinh khi may nghi (ti€t ki€ém)

Gai m&i, nhG bd cic chuong trinh Ung dung
10



9. MOt sO phim go tat (Keyboard Shortcut)

Chuong 5. Ti€ng Viét trén may vi tinh

1. Van dé ma hod tiéng Viét trén mdy vi tinh.

a. Mi hod ti€éng Viét 8 bit

b. Mi ho4 ti€ng Viét 2 byte.

c. Madung san va ma tG hop.

Ki€u gb telex.

Céc b0 gd thong dung va céch cai dat UniKey.

Chuyén d0i ma ti€ng Viét.

MOt sO 1uu ¥ chinh t3 ti€ng Viét.

TU vung CNTT Anh — Viét: MOt sO tU quan trong khong dich nhu
Windows, bit, byte. MOt sO tlr can hi€u ban chat nghia gdc nhu
wizard, home page...

SRR N
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SOAN THAO VAN BAN VOT WORD
(Mé dun MA3)

L. Muc tiéu
Trang bi cho ngUGi hoc kY niing soan thdo vin ban va lam quen soan
thdo mOt sO mau vin ban hanh chinh.

II. Huédng dan hoc
a) ThOi lugng hoc trung binh: 8 tiét.
b) Yéu cau kién thlc trudc khi hoc: M6 dun ki€n thUc cin ban MAL1
va MA2.
¢) Hudng dan mdt s6 phdn mém soan thdo viin ban thong dung, trong
do co
- B6 MS Office: Phdn mém Word
- B0 Libre Office: Phan mém Writer

Phan 1. PHAN MEM SOAN THAO VAN BAN

Chuong 1. Bat dau sit dung phan mé&m soan thado viin ban
1. Nhiing budc dau tién

- MG va déng chuong trinh.

- M& mot (vai) tai lidu.

- Tao mot tai liéu m&i vGi céc gid tri ngam dinh.

- Cat tai liéu.

- Cat tai liéu v&i mOt tén khdc.

- Cat tai 1iéu vdi cdc dinh dang khac.

- Chuyén mach gilra cdc tai li€u dang m.

- SUrdung phan trQ gitp Help.

- Do6ng mot tai liéu.

2. Pat 1ai cic thi€t 1ap (Adjust Settings)
- Thay d6i mOt hién thi trang tai liéu.
- ChUc ning phéng to/thu nho (zoom).
- Hién thi hay dau di cic thanh cdng cu (toolbars).
- Hién thi hay dau di cic ki tu khong in dugc.
- Thay d0i céc tuy chon cO bdn: tén ngudi st dung, ngin ch(ra
ngam dinh d€ m& hodc cat tai liéu.

Chuong 2. Cac thao tac chinh
1. Chen viin ban
- (G0 thém vin ban (Insert text).
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- G0 thém céc ki tu dac biét va cic ki hiéu.
2. Chon d4nh dau vin ban
- Chon dinh dau ki tu, tU, dong, cAu, doan hay toan b0 viin ban.
3. Thay dGi viin ban
- Thay d6i ndi dung bang cich chén hay ghi de lén.
- Khoi phuc 1ai trang thai trudc mot 1énh.
4. Nhan ban thém, di chuyén, x0d (Duplicate, Move, Delete)
- Copy thém vin ban bén trong mOt tai li€u hay gilra cac tai liéu da
dugc mo.
- Di chuy€n vin ban bén trong moOt tai li€u hay gilta cdc tai li€u da
mo.
- Xo4 vin ban.
5. Tim ki€m va thay thé (Search & Replace)
- SUrdung cic 1énh tim ki€m mOt tU, cau.
- Thay thé don gidn d6i véi mOt tlr, cau.

Chuong 3. Pinh dang
1 Pinh dang viin ban (Text Formatting)

- Thay d6i th€ hién cUa vin ban: ki€u phong chit va ¢ chir.

- Dinh dang: dam, nghiéng, gach dudi.

- DPénh chi s0 trén, dudi.

- DP6i ch(r HOA/thuOng.

- PGi mau vin ban.

- Copy dinh dang t m&t m&u vin ban cho mau vin ban khic.

- Gan ki€u dang (style) cho mot tr, mOt dong, mOt doan.

- Tu dbng cho ngat tir khi xudng dong (hyphenation).

2 Pinh dang doan vin ban (Paragraph Formatting)

- Chen thém hay g0 di cdc di€m danh dau doan (paragraph marks).

- Cheén thém, g0 di cic dau xubng dong mém. Insert, remove soft
carriage return (line break) marks.

- Cin 1€ trdi, phadi, gi(ra, hai bén.

- Thut dong (Indent paragraphs left, right, first line, hanging).

- Pat dod dan dong trong mOt doan.

- Pat db dan dong trudc, sau cla mOt doan.

- Thiét 1ap, g0 di va s& dung tabs: trdi, phdi, gilra, decimal.

- Pat cdc ki hi€u hay cic sO cho m6t danh sich don mUc (a single
level list). GO di cac ki hi€u dau dong, g0 di cic sO t& mOt danh
sach don mUc.

- Thay d6i ki€u ding cUa cic ki hi€u dau dong, cich danh sO trong
danh sach don mUc tU c4c tuy chon di cé san.

- Thém duOng vién bao quanh, vién trén, vi€n dudi va dinh béng
mOt doan.
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3 Dinh dang tai li€u (Document Formatting)

Pat hubng gidy — portrait hay landscape. Thay d0i ¢ gidy.
Pat 1€ cho toan b0 tai li€u, trén dudi trdi phai.

Thém, x04 duOng phan céch trang.

Thém, sUta viin ban trong phan Headers, Footers.

Thém cdc truOng ngay thang, danh sO trang, noi d€ tai 1iéu vao
Headers, Footers.

Panh sO trang tu dOng.

Chuong 4. Ké bi€u bang

Tao mOt bang.

Nhap dit li€u vao bang.

Chon ddnh dau hang, c0t, 6, toan b0 bang.
Chen va xo04 hang va cOt.

Thay dGi d0 rOng cOt, dd cao hang.

Thay d0i d0 to nét vién, mau, ki€u céch (style).
Tao béng vién cic 6.

Chuong 5. Chén hinh, @nh va bi€u dé (Pictures, Images and

Charts)

Chen thém mOt hinh, dnh, bi€u do.
Chon danh d&u hinh, anh, bi€u do.

Nhan thém hinh, dnh bi€u do trong mot tai li€u hodc gilra cac tai

liéu.

Di chuy€n hinh, anh bi€u d0 trong mot tai liéu hodc gilra cic tai

liéu.
Thay dGi kich thudc.
Xo04.

Chuong 6. In tai liéu
1 Chudn bj

Ki€m tra 1ai cdc thong sO nhu cach trinh bay (1€, c& ch{t, dinh
dang)
Xem trudc khi in (Preview).

21In &n
- Tuy chon khi in &n nhU in toan bl tai li€u, in tUng trang nhat

dinh, in theo viing da ddanh dau chon.
In mOt tai li€u theo cdu hinh mdy in da chon.

Chuong 7. Cac thao tac khac
1. Pat tiéu dé dau trang va chan trang (Header/Footer).
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2. Soan thdo cong thlc.

3. Chen ki hi€u (Insert Symbol).

4. Ki€m tra chinh t3 ti€ng Anh.
Thém tU vao tU dién.

5. Go tat.

6. Tao Macro.

Chuong 8. Tron thu (Tu doc thém)
- Tim hi€u vé trOn thu: trOn d{ liéu ngudn dia chi vao tai liéu
chinh nhu céc bUc thu hay tai liéu in nhan.
- MG va chudn bi tai li€u chinh v&i truOng dit 1iéu d€ trOn thu.
- MO va chudn bj danh sach dia chi d€ trOn.
- TrOn danh sich dia chi v&i mOt blc thu, tai li€u in nhan.

Phan 2. KY NANG SOAN THAO VAN BAN HANH CHINH
VA VAN BAN QUY PHAM PHAP LUAT

1.  Khai niém vin ban hanh chinh

2. Khai ni€m viin ban quy pham phap luat

3.  Quy dinh clia nha nudc

a) Thong tu 01/2011/TT-BNV ngay 19/1/2011cla BO N6i vu huGng
dan thé€ thc va k¥ thudt trinh bay vin ban hanh chinh.

DGi tuong hoc: Moi dbi tugng.

b) Thong tur 25/2011/TT-BTP ngay 27-12-201 cla BO Tu phép quy
dinh vé thé thic, k¥ thudt trinh bay viin ban quy pham phap ludt cla Chinh
phU, Thu tudng Chinh phu, BO trudng, Thu trudng cO quan ngang B0 va vin
ban quy pham phép luat lién tich.

DOi tugng hoc: Cén b0 cong chlic, gido vién.

4. KY ning thuc hanh

HudGng dan mOt sO kY ning va mau soan thdo:

- Soan tiéu d&, qudc hiéu ...

- Pon tU (thi du don xin nghi hoc), gidy m0i ...

- Quyét dinh khen thudng,

- Hubng dan ding ky tu dac biét d€ thay thé nét ké gach dudi
tiéu dé& (NhU céch 1am mau trong Thong tU nay). Cac ky tU gach ndy c6 thé
hién 1én trang web trong khi nét vé& khong hién thi dugc,
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- KY ning dung cic bi€u bang d€ bo tri viin ban (nhu trong Thong
tu nay).

BO GIAO DUC VA PAO TAO CONG HOA XA HOI CHU NGHIA VIET NAM
POc 1ap - Tu do - Hanh phiic

P

S6:  /2012/TT- BGDDT

Ha NOi, ngay  thdng ndm 2012
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BANG TiINH PIEN TU
(Mé dun MA4)

L. Muc tiéu
Trang bi cho ngU0i hoc kY niing chinh trong st dung bang tinh.

II. Hudng dan hoc
a) Thoi lugng hoc trung binh: 8-12 tiét.
b) Yéu cau kién thUc trudc khi hoc: M6 dun ki€n thUc cin ban MAL1
va MA2.
¢) Hulng dan mOt sO phan mém bang tinh thong dung, trong d6 cé
- BO MS Office: Phan mém Excel
- BO Libre Office: Phdn mém Calculate

III. NOi dung chi tiét

Chuong 1. M& dau

Khdi dOng va thoét khdi chuong trinh
M@ moOt bang tinh m&i

CUra sG bang tinh dién t0r

HOp doi thoai

Nhap dt liéu

Sap x€p dir liéu don gidn

Thém dong va cOt

Xo4 dong va cOt

. Hiéu chinh kich thudc 6, dong, cOt
10 Luu bang tinh Ién dia

11. M3 mOt/nhiéu file c6 san

12.Tim ki€m file

13.Doéng file

o = N

Chuong 2. Lap thoi gian biéu
Tao bang thdi gian bi€u

St dung Fills

Dinh dang vin ban trong 6

Cin 1€ vin ban trong &

Tao tiéu dé (Bdang tinh, cOt , dong)
Du0Ong vién khung

AN ol
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7.
8.
9.

Mau nén khung
Tim ki€m va thay thé
Chon dGi tuong (6, khoi, dong, cOt)

10.Sao chép, di chuyén, xo4 dit liéu
11.Tao tiéu dé dau trang va chin trang
12. Luu thoi gian bi€u

13.In mOt bang tinh

14.In mOt phan cUa bang tinh

N = R N

Chuong 3. Lap bang thong ké, tai chinh
Tao bang thOng ké

Nhap dt liéu

Tu dOng danh sO th( tu

S’ dung cong thUc

Sap x€p th(r tu va th(r tu ddc biét

Tinh tOng céc sO

MOt s6 ham cO ban (Sum, Average, Round, ...)
Tinh phan trim

. Dia chi tuyét d6i va tuong d6i cla 6

10 Sao chép, di chuyén d(r liéu s
11. C4c ky hiéu va ky tu dac biét
12. Thong béo 16i

13. Luu bang thOng ké

00N U AW

Chuong 4. Cac ham v6i két xuat dir li€u (Nang cao)

Nhom céc ham

Chon va nhap ham

bat tén ving (Range), chon ving , sU dung tén viing , x04 viing
Chon d{t li€u ¢6 gia tri MAX, MIN

Pém c6 di€u ki€n (COUNTIF, DCOUNT,....)

Ham di€u kién IF

Ham tinh tGng c6 di€u kién( DSUM, SUMIF,....)

Tinh trung binh cOng c6 di€u kién (DAVERAGE,..)

. Ham logic AND, OR

10 Ham tinh s6 ngay (DAY360, DATEVALUE....)
11.Ham tim kiém (VLOOKUP, HLOOKUP, LOOKUP,...)

I.

Chuong 5. Lam viéc vGi cac bang worksheet
WorkBook va WorkSheet
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A

Tao thém mOt trang bang tinh (WorkSheet)
Di chuy€n, sao chép cdc trang bang tinh
Thay dGi tén WorkSheet

MG nhi€u bdng tinh

Tinh to4n trén nhi€u bdng tinh
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TRINH CHIEU
(Mé dun MAS)

L. Muc tiéu
Trang bi cho nguGi hoc kY niing cO ban clla phdn mém trinh chi€u.

II. Hudng dan hoc
1. ThOi lugng hoc trung binh: 4 tiét.
2. Yéu cau kién thUc trudc khi hoc: M6 dun ki€n thic cin bdn MA1 va
MAZ2.
3. Hudng dan m6t s6 phan mém trinh chi€u théng dung, trong dé cé:
- B6 MS Office: Phdn mém Powerpoint
- BO Libre Office: Phdn mém Impress

I11. NGi dung chi tiét

Chuong 1. M& dau
1. Khdi ddng phan mém
2. CUa sO man hinh phan mém
3. Céc ki€u hién thj mOt trinh chiéu
4. Céac hudng dan thuc hién tUng budc mot
5. Céc budc tao mOt minh hoa

Chuong 2. Tao va lam viéc véi mot bai trinh chi€u va slide (bdn

anh)

1. M3 va luu mOt trinh chi€u

2. Template va Master

3. Tao, xo4, sUa Slide

4. Cheén mOt d6i tugng

5. Xo4 vin ban va hinh anh

6. Luu, déng , m@ trinh chi€u

7. Tim ki€m trinh chi€u
Chuong 3. Trinh bay Slide

1. Céc nit diéu khi€n hién thj Slide

2. Céc hO tro man hinh

3. Chuyén ti€p Slide

4. Ky xdo va tuy chon kY xdo

Chuong 4. Vin ban va hop viin ban
1. C4c thuat ng(r
2. Cac cong cu
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Chon va hi€u chinh vin ban
Dinh dang vin ban

Dinh dang doan

Chen vin ban tU cdc Ung dung
Chen bang

Chen cic cong thic

NN kW

Chuong 5. Lam vi€c v6i cac ddi tuong
1. Chon va nhém dGi tugng

Di chuyén va canh cdc d6i tugng

X€ép 18p céc dOi tuong

Xoay hudng cic d0i tuong

Cat, chép, din cic dOi tugng

Thay dGi kich thudc cic dGi tugng

Pinh dang céc d0i tuong

Am thanh va Video

NNk WD

Chuong 6. V& bi€u do va so do to chuc
1. Tao, stra biéu do

Lam viéc v6i co s& dir li€u

Céc ki€u bi€u do

Sa d0 6 chirc

CUra s6 sO d6 t6 chirc

Hiéu chinh va sta d6i s d

I

Chuong 7. Trinh chi€u Slide va In an

1. Trinh chiéu slide:
Chay mOt man trinh chi€u Slide
Chay trinh chi€u Slide c¢6 vong 1ap lién tuc
Chi thich Slide trong khi trinh chi€u
2. Inan
X4c 1ap dinh dang Slide d€ in
In k&t xudt mau chuyén nghiép
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INTERNET
(M dun MAG)

L. Muc tiéu
Trang bi cho ngUdi hoc cdc khai ni€ém co ban v€ mang Internet va cic
kY ning s dung thu di€n t, website va cdch tim ki€m, xU 1y thong tin trén
Internet.

II. Hudng dan hoc
a) Thoi lugng hoc trung binh: 8 tiét.
b) Yéu cau kié€n thlc trude khi hoc: Kién thitc cin bdn MAL.
¢) Mo dun nay c6 th€ dugc hoc ngay sau khi hoc cic ki€n thlc co ban.
d) MOi ngudi hoc sé dugc thi€t 1ap mOt hdp thu dién tr d€ s(r dung
truc ti€p, budc dau trong qud trinh hoc.

III. NOi dung
Chuong 1. Khii ni€m mang may tinh va Internet

Chuong 2. Mot s thuat ngit ti€ng Anh co ban

Website, web page: Trang thong tin di€n tr

Home page: Trang dau, trang nhat;

E-mail: Thu dién t;

Website: Trang thong tin dién tU;

Wizard: Chuong trinh huGng dan thuc hién tling budc mot (thay vi
dich 1a thudt si nhu mOt sO cong ty dich, ngu0i hoc khong hi€u dugc ndi
ham).

Hulbng dan: C6 nhiéu thudt nglr tiéng Anh khong dich, ding nguyén
gOc. C6 thudt ng(t can dich sdt nghia thi ngu0i hoc dé hi€u hon.

Chuong 3. Thu dién tu

1. Khdi niém

2. Tén hdp thu dién tr

3. Thi€t 1ap va st dung thu dién t( cho c4 nhan v3i web mail: Gmail,
Yahoo, Outlook

Khuyén cdo: Thiét 1ap hOp thu dién t& e-mail v4i tén mién cla cO
quan, cong ty, trutOng hoc...

4. SU dung thu dién t(r:
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- GUi thu, nhan thu, loc thu ...
- Thu ¢é dinh kem file.
- Gan nhan (label)

Chuong 4. Website

1. Khii niém vé WWW va website

2. Tén mién URL

3. Trang dau hay Trang nhat (Home page)

4. budng siéu két n6i (hyper link)

5. GiGi thi€u doc mOt sO website thong dung
- Website bdo di€n tlr
- Website vin ban dién tr
- Website cUa Chinh phU va cdc B0 lién quan
- Wikipedia

Chuong 5. Tim ki€ém thong tin

1. Vai tro cUla thong tin va tim ki€m thdng tin

2. KY niing tim ki€m thong tin vGi Google Search.

- Tim chinh xdc tUng ch(

- Tim theo dia danh

Hubng ddn: Nhdc nhG ngudi hoc: Internet la kho tang thong tin dO sO
cUa nhén lo@i. Song trén Internet c6 ca thong tin t0t, diing cing v0i thong tin
rdc, xdu, phan dOng, doi truy. Vi v@y ngudi hoc phdi bi€t phan tich, lUa chOn
thong tin.

Chuong 6. Blog

Khai niém blog.

GiGi thi€u cich thi€t 1ap blog nhu blogspot.com cla Google, wordpress.

Gidi thi€u mot sO blog c6 tinh tich cuc cla cic gido vién phuc vU cong
tdc gidng day.

Chuong 7. Dién dan
Khéi niém vé dién dan.
Gidi thiéu mOt sO dién dan tich cuc.

HuOng dan: Phan blog va dién dan chi nén gibi thi€u qua, phan tich
tinh tich cUc ciing nhU tinh tiéu cUc cé th€ xdy ra.

Chuong 8. Cic viin ban quy pham phap ludt Quy dinh vé st dung
Internet
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Hubng dan: Internet la moi trudng thong tin lién lac rdt hitu ich song
ciing gdy dOc hai. Ngu0i hoc can biét vé cdc quy dinh cUa Nha nuGc vé
quan Iy sU dung Internet d€ tranh mac cdc 10i dé xay ra do thiéu hi€u biét.

Phu luc. Hudng dan thué bao k&t ndi Internet

HuGng dan céc cdch thué bao Internet cho ngudi ding: ADSL, FTTH,
3G, leased line ... So sdnh, ddnh gid tai thOi di€m hién tai vé cong nghé, su
tién 10i va gid cd, Iua chon nha cung cap.
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CAC PHAN MEM TIEN ICH
(M6 dun MA7)

L. Muc tiéu
Trang bi cho ngUGi hoc cdc phdn mém tién ich thong dung, thiét thuc.

II. Hudng dan hoc
a) Thoi lugng hoc trung binh: 2 tiét.
b) Yéu cau ki€n thic trudc khi hoc: Ki€n thlc cin bdn MAL.

III. NOi dung
Chuong 1. Virus may tinh va cach phong chéng, diét virus

Chuong 2. Multimedia

Khai niém vé phuong ti€n trao dGi thong tin (media)
Am thanh s6

Anh s6 va video s&

Phan mém nghe xem multimedia ma ngubn m& VLC
Quan Iy thu vién anh Picasa

A

Chuong 3. Pinh dang pdf va phan mé&m Acrobat Reader

Chuong 5. HOi hop, dién thoai qua video nhu Skype
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III. NOI DUNG CHUONG TRINH TIN HOC UNG DUNG TRINH
pO B

1. GOI Y CAC MO PUN KIEN THUC TRINH PO B

Nhém chuyén dé PO hoa
-  MGI. Photoshop
- MG?2. Corel Draw

Nhém chuyén dé Thiét ké
- MDI. Autocad

Nhém chuyén dé Web
- MWI1. Thiét k€ Web, xay dung website

Nhém chuyén dé ngon ngilr 1ap trinh

- MPI1. Ngon ng(r 1ap trinh Pascal

- MP2. Ngon ng(r 1ap trinh C/C++

- MP3. Ngon ng(r 1ap trinh Visual Basic
- MP4. Ngon ng(r 1ap trinh PHP

- MP5. Ngon ng(r 1ap trinh Java

- MP6. Ngon ng(r 1ap trinh ...

Nhém phan mé@m Ung dung chuyén nganh
- K€ toan
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