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TEN BAI HOC

KIEN THU'C, KY NANG CAN DPAT (IC3 GS6 LEVEL 2)

CHU DE

Bai 1: Phan cimg méy tinh

Trinh bay dwece khai niém bé vi xwe li;

Nhén dang dwoc mét sé cdng két ndi phd bién trén may tinh' Cong két ndi Video, cong két ndi USB (Universal
Serial Bus);

Trinh bay duoc mot s6 loai cap Ethemet phé bién.

Bai 2: Thiét lap va tiy chinh phan cimg (1)

Trinh bay duoc cac cai dat trong Windows 10;

Nhin dang duwoc cic loai may m;

Trinh bay duoc thao téc két n6i miy in véi may tinh:

;—‘\p dung dwoc thao tac cai dit may in mac dinh (Default Printer) trén may tinh.

Bai 3: Thiét lap va tiy chinh phan cing (2)

Lagt ke dwoc cac loa1 dién toan dam may (Cloud Computing);

Liét ké dwoc cdc vu didém va nhwoe didm cta dién todn ddm may;
Trinh bay duoc cac didu chinh cai dat phan cimg: Man hinh, 4m thanh;
Trinh bay dwoe chite nang cta Ease of Access;

Liét ké duoc bay nguyén tac thiét ké phin ctmg.

Bai4: Tép tin va the mue

Nhén dang dwoc cay the muc trénmay tinh;
Trinh bay duoc thao tac nén va giai nén tap tin;
Trinh bay duoc cdc quyén truy cép tap tin.

Bai5: Luu trik va truy cap dit iéu

Xéc dinh duwoc thiét bi lu tri, thiét bi heu trit mé réng, ving lum trie trén mang, thiét bi théng minh duoc két ndi
vor may tinh;

Trinh bay duoc cac lol ich nhw: S dung chung ta nguyén, cong tac,... klu truy cép mang,

Phin biét dwoc vang luu it cuc bo va ving lwu tri tie xa.

Bai 6: Trinh duyét Web

Trinh bé_y duoc mét sb cai dit co ban trong trinh duyét Web (Web Browser);
Nhén biét dueoc cac phuong phap tw dong hoa (Automation Method) khi st dung may tinh:

Tao dwree tai khoan Gmail

10-12

Bai 7- Lich ki thuat sé

St dung dwoe mét 6 tinh nang co ban cua lich ki thuat 54 ci nhan (Personal Digital Calendar):
* Tao mot cudc hen (Appointment);

* Tao cudc hen dinh ki (Recurring Appointment);

 Lam viéc véi nhidu lich:

* Thém lichcua nguot ding khac;

+ Bang ki lich;

+ Tao tic vu(Task).
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On tap 1

On tap cdau ho1 chu dé1

CAN BAN VE CONG NGHE




Trinh bay duoe cc quy tic giao tiép trén méi trudng ki thudt so:
Trinh bay v la chon deoc cac phuerong thite giao tiép phit hop trong mdi trixémg ki thuat s6: Thu dién tir
(Email), tin nhan van ban (Text Messaging), tmg dung nhan tin Non-SMS, tinh ning Chat, tin nhin tire thoi

14 Bai §: Giao tiép ki thuat 56 (1 :
SENLER0 N uatso(L) (Instant Messaging).
Trinh bay duoe cén trie tidn chudn efia mét th dién tir,
Mo ta droc cac budc tao va g thu dién tir ding chudn .
GIAO TIEP KI THUAT 8O
Trinh bay duoc mot s6 dac diém cua plong thic giao t:iép I3 thudt s6 cude go1 dién thoai (Phone Call);
) Trinh bay duoc mét s6 ddc diém ciia plrong thite giao tiép ki thuat s6 hoi nghi tree tuyén (Online
15 Bai 9: Giao tiép ki thuat s6 (2) Conferencing): )
Trinh bay duoc mot s6 ddc diém cla dién dan (Forum);
Phén bidt duoc phat truc tuyén (Streaming) va phit truc tiép (Live Streaming).
16 Bai 10: Danh tinh ki thut s Phin biét dweoc danh h’th C{i nhaﬂm va danh tm'.h nghe Pghlg]f tren‘mm t11rro.11t‘gk1 ﬂ“:}ﬁt 50; o
Lua chon dwoc danh tinh ca nhan hay danh tinh nghé nghiép phu hop vo1 tinh huong trong cude song.
Trinh bay dwoe khai niém Etquette;
Trinh bay duoc mét sb quy tic vé hinh vi g xi khi phan héi ngwdi khéc trén moi trudmg ki thuat s6; CONG DAN SO
17-18  |Bai11: Quy tic mg X1 rén mbi treong 50 Trinh bay duoe mét 50 quy tic vé hanh vi tmg xirkhi chia sé no1 dung trén mo1 tredng ki thuat so;
Trinh bay duoc lon ich cua viée theo ka va cdp nhit cong nghé mo:
Xac dinh dwoc cac hanh vi phi hop dé tro thanh mot ngeot ¢o trach nhiém khi st dung cong nghé.
19 On tap 2 On tép cau hei chit ¢4 2, 3
Ap dung dwoc cac cach thu hep két qua tim kiém:
20-21 Bai12: Thn kidm théng tin (1) Xac dinh dwoc cac thanh phén coban cila_ mbt két qua tim kiém:
Lua chon va truy cdp duwoc két qua tim kiém phu hop.
Phin biét dwoc hai loai trang Web co ban: Trang Web finh va trang Web dong; . . .
.. e . . Trinh bay dwoc cach hoat déng co ban cia trang Web ¢6 co 5o dir héu; QUAN LI THONG TIN
17 3 2 z . -
=% el Tladatting e () W5t diro cich mis -t Web thuthap di 150w trive ko qui:
Trinh bay duoc mét s6 cach ma trang Web thu thép ditliéu tir ngrdi ding.
23 On tap 3 On tap cdu ho1 chu dé4
St dung dwoc cac lenh: Undo, Repeat, Redo;=
: g ; : St dung dwoc cac [énh: Cut, Copy, Paste;
24-15 Bai 14: MOt s0 tinh nang ch 1 Mic ft Off 1 Lo ) g B & : % . . n . N .
: e PRSI = St dung dwoc mot 50 1énh dinh dang co bannhw: In ddm (Bold), m nghiéng (Italic), gach chian (Underline):
St dung dwoe tinh nang heu ta: héu.
St dung mat khiu dé bio vé ndi dung;
26 Bai 15:Mbt sb tinh nang chung trong Microsoft Office (2) Tuy chinh eac tinh nang AutoSave/AutoRecover;

Invan ban

(3%




Poc thém

Bai l6:

Lam quen véi phin mém béng tinh Microsoft Excel

Phin biét dwoc phﬁn mém bang tinh, sé tinh va trang tinh;

Tao dugce mét 56 tinh maéi;

Luu duoc s tinh;

Xic dinh duoe mét sé thanh p11§11 co ban trén ciza sé lam viée cua phﬁn mém Microsoft Excel.

Bail7:

M6t 56 thao tde co ban trén Microsoft Excel

Nhap dwoc dir héu vao trang tinh;
Chon dwoc ving cén thao tic trén trang tinh:
Pmh dang deoc dit liéu trong trang tinh

Bai18:

M6t 56 tinh nang phé bién trén Microsoft Excel

Thue hidn duoe mbt sé thao téc co ban dé quan li trang tinh;

Trinh bay duoc khai niém vétinh nang Macro trén Microsoft Excel;
Hién thi duoc thé Developer;

Trinh bay duoc co ché bao mat Macro.

28-29

Bail9:

Ap dung Style trong Microsoft Word

Ap dung duoc Style trong Microsoft Word:
Tuy chinh duoc Style trong Microsoft Word.

Bai120:

Mbt 56 thanh ph?m coban cua mot tai héu

Xac dinh duoc céac thanh phén coban cila mot tai lidu nhw: Header & Footer, Table of Contents;
Tao va tuy chinh duwoc Header & Footer;
Tao va cap nhat dwoc muc luc (Table of Contents).
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Bai2l:

Tinh nang Track Changes trong Microsoft Word

Trinh bay duoc cong dung cua tinh nang Track Changes:
Kich hoat hode v6 hiéu héa duoc tinh nang Track Changes:
Xem lai cac thay adi:

Chap nhan hoac tiz chdi cac thay doi.
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Bai122:

S& him trf tuéd vaban quyén

Trinh bay dwoce khai niém vé 3& hima tr tué (Intellectual Property):
Trinh bay duoc khii niém vé ban quyén (Copyright);

Trinh bay duoc mot s0 van d2 hén quan dénvi pham ban quyén;
Trinh bay duoc khai niém védao vin (Plagiarism).
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Bai23:

Pham vi céng cong va gidy phép CC

Trinh bay duoc khai niém vépham v1 cong cong (Public Domain);
Trinh bay duoc khi niém vé gidy phép CC (Creative Commons).

Poc thém

Bai124:

Hiéu tmg hoat hinh trong Microsoft PowerPoint (1)

Chon, dat tén, énfhién, khéa/mé khéa dwoe cac doi trrong trén trang chiéu:
Ap dung dwoc cac hiéu img hoat hinh vao trang chidu nhw: Xuét hién (Entrance), bién mét (Exat).

Bai25:

Hiéu tmg hoat hinh trong Microsoft PowerPoint (2)

Ap dung dwoc hiéu tng hoat hinh nhén manh (Emphasis) vao trang chiéu,
Ap dung dwoc hiéu tng hoat hinh dwémg di chuyén (Motion Paths) vio trang chiéu.

Bai26:

Tuy chinh hiéu tmg hoat hinh (1)

Hién thi dwoc ngan hiéu timg (Animation Pane);
Sap xép duoc thi tir cac huéu tmg hoat hinh;
Tuy chinh duoe mét 36 cai dat Tining cta hiéu ng nhu: Start, Delay, Duration, Repeat.
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Bai127:

Tuy chinh hidu vmg hoat hinh (2)

Tuy chinh duoc mot 56 cal dat (Settings) cho hiéu (mg hoat hinh

Tay chinh duoc céc thude tinh mo rong (Enhancements) cho hiéu tmg hoat hinh;
Tuy chinh duoc hiéu ing van ban (Text Amimation);

Su dung dwoc tinh nang Trigger.
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Bai128:

Pmh dang hinh dnh va Video trong Microsoft PowerPoint

Thém dwoc hinh anh véo trang chiéu trong Microsoft PowerPoint,
St dung dwoc cac lénh trong nhom Adjust cua the ngi canh Picture Format dé dinh dang hinh anh;
Thém dwoc Video vao trang chiéu trong Microsoft PowerPoint.

SANG TAO NOI DUNG




Ap dung dwoc hidu ng chuyén tiép Slide trong bai trinh chifu;

Doathinn  BiediHis ing shugen shide:toong MisioneitRoseaRos Ty chish duge mét s6 thude tinh co bin cho hiéu tmg chuyén tidp Slide.
42 On tap 4 On tap cdu ho1 chu dés
Trinh biy duoc mot 56 1od ich khi si dung céc cong cu cong tic,
43 Ba130: Cong tac trong Microsoft 365 Liét ké dwoe mot s6 ung dl_mg_ trong Microsoft 365;
Trinh bay duoe mot so dac diem co ban cua tinh nang dong tac gia (Co-authoring) trén tai Liéu. CONG TAC
ey e F s i o W Liét ké dwoc mét sb ph?m mém giup thre hién cude hop ao;
% Ba131: Sir dung cudc hop 4o frong cong tic ki thut s6 Liét ké duoc mét 56 tinh nang co ban cia mét cude hop do.
Trinh bay duoc khai niém cong thai hoe (Ergonomics);
45 Bai 32: May tinh va stre khoe thé chat Lua chon dwoc cac t].u"ét b1 cong thai hoc khi st dung may tinh: _
Trinh bay duoe mot so luu ¥ giip chon loc nd1 dung khi tree tuyen.
_ Trinh bay duoc khai niém Catfishing;
46 Ba133: May tinh va sttc khoe tinh than Trinh bay duoc khai niém vé FOMO;
Trinh bay duoe mot s lum y khi dang bai trén méi treémg ki thuét s6
Trinh bay duoe mot sb m v da bio mét théng tin; i . .
- P PP Trinh bay duoe khii niém vé ma hoa thong tin; ANTOAN VA BAO MAT
4 Bt 34 B ndk Kifng o vadisthiiL) Chan v m& dwoc quyén truy cép Camera trén mét 56 winh duyét Web phd bién;
Nhén dang duwoc trang Web ¢o6 s dung giao thire bao mat HTTPS.
4849 Hai 357 B0 zibt thins i v (la &t bi (2) Ma hoa Illél dung \,'0'1 1315( k{mu l{*éu l'ilf_ﬁ.L sf:) pha“il.} mém cha bo 1\.-'{.1m;oso.ﬂ O‘fﬁce, .
# Trinh bay duoe mot so quyen ma ngwdi dung co thé thao tac vor tip tm va thw muc trong Windows 10.
50 On tap 5 On tap cdu ho1 chu dé 6,7
51-37  |Om tép (7 tiéo) Luyén tip ki nang lam bai thi sit dung bd ciu hoi én luyén
TANG CUGNG
4 La ¢ céu triic dé thi.
58-60  |Luyén thi (3 tit) AR e e

Luyén thi cac bo 48 trén Gmetrix.




