TRUONG DAI HOC TON BPUC THANG CONG HOA XA HQI CHU NGHIiA VIET NAM
TRUNG TAM CNTT UNG DUNG Déc 1ap — Tw do — Hanh phiic
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So:

. Mucd

/KH-TTTH TP. H6 Chi Minh, ngdy thing ndam 2016

KE HOACH MO LOP HQC ON CHUNG CHI
UNG DUNG CONG NGHE THONG TIN

Kinh giti:  Ban Giam Hi¢u Truong Pai hoc Ton Pirc Thing
ich:

On cac kién thirc 6 Module 1U01, 1U02, IU03, IU04, IU05, IU06 cha thong tw 03 -
BTTTT dé thi lay chirng chi sit dung CNTT c& ban.

Poi twong:

Can b0, cong chirc, vién chirc lam viéc trong cac don vi cong lap.
Sinh vién c6 nhu cau.

Thoi lwgng: 64- tiét (16 budi).

Si s0: t5i thiéu 25 sinh vién/16p.

Thaoi gian: budi tdi hodc ban ngdy, mé 16p thwong xuyén moi khi du s6 lwgng.

Noi dung cac bai thi:

Noi dung bai thi gdm 6 Module:

X/
L %4

X/
L %4

X/
L %4

X/
£ %4

Giiang

Hiéu biét vé CNTT c& ban: Kién thirc co ban vé may tinh va mang mdy tinh, cac
trng dung ctia CNTT-TT, co ban vé an toan thong tin. ..

Str dung may tinh co ban: Lam viéc v&i hé diéu hanh, quan ly file /folder, sit dung
mot s6 phan mém tién ich (nén/giai nén, diét virus. . .), st dung tiéng viét trén
may tinh.

Xt ly van ban co ban: Microsoft Word co ban.

St dung bang tinh co ban: Microsoft Excel co ban.

Str dung trinh chiéu co ban: Microsoft PowerPoint co ban

St dung Internet co ban: S dung trinh duyét web, truy cap trang web, giri nhan
thw dién tr, tim kiém thong tin. ..

vién: Giang vién c6 trinh d6 chuyén mon cao va c6 kinh nghiém nhiéu niam

giang day vé tin hoc.

8. Noi dung dao tao: (chwong trinh gidng day dinh kem)

9. To chirc va thue hién:

Gidi thiéu khoa hoc cho hoc vién ngoai Trwdng va cac can bg, cong nhan vién &
cac to chirc dang ky.

Nhan dang ky va thu hoc phi.

bang ky phong hoc va t6 chirc gidng day, gidm sat 16p hoc.

Trung tam Cong nghé thong tin rng dung kinh trinh Ban Gidm hiéu Nha trwong xem xét

va chip

thuan.

BAN GIAM HIEU GIAM POC



TS. Dwong Thi Thuy Van

TRUONG DAI HOC TON DUC THANG
TRUNG TAM CNTT UNG DUNG

CHUONG TRINH GIANG DAY LOP HQC CHUNG CHI UNG
DUNG CONG NGHE THONG TIN

Noi dung

1U01: Hiéu biét vé
CNTT co ban

[U01.1 Kién thirc co ban vé may tinh va mang may tinh

[U01.2 Cac rng dung ctia cong nghé thong tin - truyén
thong(CNTT-TT)

[U01.3 An toan lao dong va bao vé moi trwong trong str dung
CNTT-TT

[U01.4 Cac van dé an toan thong tin co ban khi lam viéc véi may
tinh

[U01.5 M6t s6 van dé co ban lién quan dén phap luét trong st
dung CNTT

IU02: Str dung may
tinh co’ ban

1U02.1 C4c hiéu biét co ban dé bat dau lam viéc véi may tinh

[U02.2 Lam viéc v&i Hé didu hanh

[U02.3 Quan ly thw muc va tép

1U02.4 M6t s6 phan mém tién ich

1U02.5 St dung tiéng Viét

[U02.6 S&r dung may in

TUO03: Xt ly van ban
co ban

1U03.1 Kién thirc co ban vé vian ban, soan thao va xt Iy van ban

[U03.2 Str dung mot phdn mém xi Iy van ban cu thé

[U03.3 Pinh dang van ban

1U03.4 Nhung(embed) cac d6i twgng khac nhau vao van ban

1U03.5 K&t xuit va phan phoi van ban

[U03.6 Soan thong diép va van ban hanh chinh

IU04: Str dung bang
tinh co’ ban

1U04.1 Kién thirc co ban vé bang tinh

1U04.2 Str dung phan mém bang tinh

1U04.3 Thao tac déi véi 6 (0 tinh)

[U04.4 Thao tac trén trang tinh




[U04.5 Biéu thirc va ham

[U04.6 Pinh dang mot 6, mot day 6

1U04.7 Biéu do

1U04.8 K&t xuit va phan phoi trang tinh, bang tinh

1U05.1 Kién thirc co ban vé bai thuyét trinh va trinh chiéu

1U05.2 Str dung phan mém trinh chiéu

TUO05: Str dung trinh [U05.3 Xay dung ndi dung bai thuyét trinh

chiéu co ban 1U05.4 Dwa biéu d6, so d6 t6 chirc vao trong trang thuyét trinh

1U05.5 Pwa cac déi twong do hoa vao trong trang thuyét trinh

[U05.6 Chuln bi, trinh chiéu va In bai thuyét trinh

[U06.1 Kién thirc co ban vé Internet

[U06.2 Str dung trinh duyét Web

IU06: Str dung

. [U06.3 Str dung Web
Internet co ban

[U06.4 Str dung thw dién tw

1U06.5 M6t s6 dang truyén théng s6 thong dung
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