UBND TINH NGHE AN CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG CB VIET - BUC NGHE AN Poc lap - Ty do - Hanh phiic
$6456/QD-Tr.VD Nghé An, ngay A0 thing 4 nam 2020
QUYET DINH

V/v phe duyét va ban hinh chwong trinh dao tgo
nghé Tin hoc viin phong — Trinh do Trung'cﬁp

HIEU TRUGNG TRUONG CAO PANG VIET - PUC NGHE AN
Cin cir Luédt Giao duc nghé nghiép ngay 27/11/2014;

Ciin ol quyét dinh sd 195/ QD - BLDTBXH ngay 31/01/2007 cia BO trudmg
B3 LDTB va XH vé viéc thanh 18p trudng Cao Péng nghé k¥ thuat Viét Brc Ngh¢ An
(Nay la Trudmg Cao ding Vigt - Dirc Ngh€ An);
Ciin cfr Thong tu s6 46/2016/TT-BLDTBXH, ngdy 28/12/2016 cua B truong
BLDTBXH vé viée quy dinh Diéu 18 truwdmg Cao ding:
Ciin cit Thong tu 09/2017/TT-B LDTBXIH, ngay 13/03/2017 cia B trudmg B
[.ao Dng - Thuong binh va Xa hoi quy dinh td chire thue hién chwong trinh dao (o
trinh do trung cép, cao diing theo nién ¢hé hodc theo phueng thire tich liy mo-dun
hodc tin chi, Quy ché kiém tra, thi, xét cong nhéin 16t nghiép;
Can et Thong tw 03/2017/TT-BLDTBXH, ngady 01/03/2017cta Bo trudng Bo
Lao Bong - Thuong binh va Xi hoi quy dinh vé quy trinh xdy dung, thim dinh, va ban
himh chuong trinh; & chire bién soan, lua chon, thim dinh gido trinh dio tao trinh df
trung cdp, trinh o cao diing:
Ciin e vio két quéa thédm dinh chirong trinh ddo tao cia 101 dong thim dinh Chuong
rinh dao tao Trung cp, Cao ding che nghd;
Theo d& nghi ctia Trudng Phong Dao tao.

QUYET DINH:
Ditw 1. Phé duydt va ban hanh chuong trinh dao tao frinh d§ Trung ¢fip nghé Tin hoc
viin phong (Cé chrrong trinh kem theo).

¥

_ Biéu 2. Chuong trinh dio tgo nay dugo ip dung cho cic 16p dio to trinh d6 Trung cip,
nghé Tin hoc vin phong chinh quy duge tuyén sinh bt dau trnam hoe 2020-2021.

Bitu 3. Quyét dinh nay co higu luc ké tir ngay ky. Cée dng, bi tnudng cac phong: Dao
tan, Khdo thi v Bam bio chat lugng, cac phong, khoa vi cd nhin lién quan can cir quyct dinh
thi hanh.

Noi nhin:
-BGH {d:? bk
- Nhu biéu 3;
-Luu: VT, DT.




‘ UBND TiNH NGHE AN
TRUONG CAO DPANG VIET - PUC NGHE AN

CHUONG TRINH PAO TAO

NGHE: TIN HOC VAN PHONG

TRINH PQ: TRUNG CAP
(Ban hanh kém theo Quyét dinh sé /OD-Tr.VD ngay thang nam 2020
ciia Hiéu trudng Trieong Cao dang Viét - Dirc Nghé An)

Nghé An, nam 2020




UBND TINH NGHE AN CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG CAO PANG VIET-DPUC NGHE AN Péc 1ap - Tu do -Hanh Phiic

CHUONG TRINH PAO TAO
(Ban hanh kém theo Quyét dinh sé ~ /OD-Tr.VD-PT ngay thing ndm 2020
ciia Hiéu trudmg Truwong Cao dang Viét-Pirc Nghé An)

Tén nganh, nghé: Tin hoc viin phong

M3 nganh, nghé: 5480203

Trinh d6 ddo tao: Trung cip

Hinh thirc dao tao: Chinh quy

Péi twong tuyén sinh: Tot nghiép Trung hoc Co sé tré 1én
Thoti gian dao tao: 2 nam

1. Muc tiéu dao tao
1.1. Muyc tiéu chung:

Dao tao nhan luc k¥ thuat truc tiép trong san xuét, dich vu co nang luc hanh
nghé tuong ximg vai trinh d6 trung cap, nham trang bi cho ngudi hoc nghé kién thuc
chuyén mén va ning lyc thuc hanh cic cong viée ctia nghé Tin hoc vin phong; c6
dao duc luong tim nghé nghiép, ¥ thire ky luat, tac phong cong nghiép, c6 stc khoe,
tao diéu kién cho nguoi hoc nghé sau khi tt nghi¢p c6 kha nang tim viéc lam, tu tao
viéc lam hoac tiép tuc hoc 1én trinh do cao hon.

1.2. Muc tiéu cu thé:
a. Kién thirc, k¥ nang nghé nghiép
- Kién thuc:

+ Néu duoc kién tric va nguyén 1y hoat dong ctia may tinh;

+ Trinh bay dugc ndi dung, phuong thic cai dat, van hanh, bao dudng cac phan
mém may tinh dung cho vin phong;

+ Néu duoc mot sé phuong phap xur Iy anh va thiét ké d6 hoa co ban;

+ Trinh bay dugc cAu trac, nguyén 1y van hanh cua mang noi bg;

+ Nhén biét duoc sy cd thudng gip trong qua trinh van hanh cac thiét bi vin
phong va hudng giai quyét cac su cd do.
- Ky nang:

+ Soan thao dugc vin ban theo mau nha nudc ban hanh, dang theo nd1 dung
yéu cau;

+ St dung dugc it nhat mot ngdn ngir 1ap trinh;

+ Str dung thanh thao bg ph?m mém Microsoft Office;

+ Str dung dugc bd Open Office;

+ Str dung thanh thao céc thiét bi van phong thong dung;

+ Sao luu, phuc héi, phong chdng virus cho dir liéu trong mdy tinh;



+ erlp rap, cai dat dugc hé théng mang cuc by vira va nho;

+ Thiét ké d6 hoa va xir Iy anh phuc vu cong tac van phong;

+ D& xuét duoc bién phap xur 1y sy cb thudng gip & cac may vin phong.

b. Chinh tri, dao dtrc; Thé chét va quéc phong
- Chinh tri, dao dtrc:

+ C6 hiéu biét mot s6 kién thirc pho thong vé chi nghia Mac - Lé nin, tu tudng
Hb Chi Minh; Hién phap, Phap luat ctia Nha nudc va Luat lao dong;

+ C6 y thuce ty gidc chép hanh ky luat lao dong, lao dong co6 k¥ thuat, lao dong
c6 chit lugng va ning suit cao, co tinh than hop tic véi ddng nghiép;

+ C6 y thuc trach nhiém ddi vai cong viéc dugc giao, cd v thirc bao vé cua
cong;

+ Luon chip hanh cac ndi quy, qui ché ctia don vi;

+ Co6 trach nhiém, thai d hoc tap chuyén can va cau tién;

+ C6 trach nhiém, thai do Gmg xtr, giai quyét van dé nghiép vu hop 1y.

- Thé chat, qudc phong:

+ C6 stre khoé, 1ong yéu nghé, co ¥ thirc voi cong dong va xi hoi;

+ C6 nhan thic dang vé dudng 16i xy dung phat trién dat nudc, chap hanh
Hién phap va Phép luat, y thirc duoc trach nhiém cua ban than vé lao dong quéc
phong;

+ C6 kha nang tuyén truyén, giai thich vé trach nhiém cta cong dan dbi voi
nén qubc phong cua dat nudc.

1.3. Vi tri viéc 1am sau khi tot nghiép:

- Thu ky van phong;

- Quan Iy, xur 1y dit liéu, xdy dung dé an cho vin phong;

- Giang day, kém cdp vé tin hoc vin phong cho cac bac thap hon;

- Lam viéc cho cac cong ty may tinh;

- Lam vi¢c ¢ cac tiém anh, xir Iy anh

- Thiét ké quang cao;

- Quan ly phong Internet;

- Quan 1y mang LAN vtra va nho.

2. Khéi lwgng kién thire va thoi gian khéa hoc:

- S6 lugng mon hoc, md dun: 25 (2205 gio)

- Khéi lugng kién thirc toan khoa hoc: 75 Tin chi

- Khéi lvgng cac mon hoc chung/dai cwong: 210 gid

- Khéi lugng cac mon hoc/md dun chuyén mén: 1955 gid

- Khéi luong 1y thuyét: 578 gio; Thuc hanh, thyuc tap, thi nghiém: 1564 gio
3. NOi dung chwong trinh:



Thai gian hoc tap (gio)

Trong dé
M3 A A ) S,(A) . Thuc ha;mh/ _
MEH/ MD Tén mon hoc/mé dun tlf1 To?g Ly t%ll.IC tfc_l}f)/ THI/
chi | so thuy & thi nghlcm/ Kiém
bai tap/ tra
thao luan
I Cac mon hgc chung 12 | 210 | 86 112 12
T.LC.MHO1|Chinh tri 2 | 30 | 15 13 2
T.LC.MHO02[Phap luat 1 | 15 9 5 1
T.LC.MHO03|Giéo duc thé chat 2 | 30| 4 24 2
T.LC.MHO04|Gi4o duc Qudc phong va Anninh | 3 | 45 28 14 3
T.LC.MHO06[Ngoai ngir 4 |90 | 30 56 4
I Cac mon hoc, mé dun chuyén mon
1.1 Cac mon hoc, mo dun co s& 17 | 450 | 155 280 17
T.VP.MHO07 Ky thuat st dung ban phim 2 45 10 35 2
T.VP.MDO08|Van ban phap quy 2 45 15 28 2
T.VP.MDbO09|Soan thao van ban dién tir 2 60 20 38 2
T.VP.MD10/H¢ diéu hanh windows 3 | 75 | 30 42 3
T.VP.MP11|Thiét ké trinh dién trén may tinh 3 |90 | 30 57 3
T.VP.MH12Bang tinh dién ti 3 |9 | 30 57 3
T.VP.MP13[Tiéng Anh chuyén nganh 2 | 45 | 20 23 2
1.2 Mon hgoc, mo dun chuyén nganh | 46 1545 337 1172 36
T VP.MD14 Cf‘li d;ﬁt‘VE‘l sﬁ:Adung cac phan mém 3 90 20 67 3
van phong thong dung
T.VP.MDP15[Phan cing mdy tinh 2 | 60 | 18 40 2
T.VP.MP16Xt 1y anh bang Photoshop 3 [110| 30 77 3
T.VP.MD17Mang can ban 3 |9 | 30 57 3
T.VP.MD18|Thiét ké d6 hoa bang Correl draw | 3 | 100 | 30 67 3
T.VP.MD19/AutoCAD 2 | 45 | 15 28 2
TVP.MB20 Vvém hé‘nh va ffr dung cac thiét bi 3 90 26 61 3
van phong thong dung
Cai dat, thiét 1ap, quan 1y va van
T.VP.MD21 hanh mang LAN 3 | 9 | 30 57 3
T.VP.MD22|Internet 3 | 90 | 26 61 3
T.VP.MD23(Bio tri hé thong may tinh 3 | 9 | 26 61 3
T.VP.MD24|Cong nghé da phuong tién 3 190 | 26 61 3
T.VP.MD25(Thuc tap 10 | 400 | 40 357 3




Thoi gian hoc tap (gio)
Trong dé
. S6 Thuyc hanh/
ME/ MP Tén moén hoc/moé dun tir1 Tél:g Ly t%ll.IC t?l}f)/ TEi/
chi | so <. [thi nghiém/| Kiém
thuyét A
bai tap/ tra
thao luan
T.VP.MDP26|Thuec tap tét nghiép 5 200 | 20 178 2
Tong cong 75 |2205| 578 1564 65

4. Hwéng din sir dung chwong trinh

4.1. Cac mon hoc chung 4p dung chuong trinh theo qui dinh bét budc do Bo Lao
dong — Xa hd1 ban hanh.
4.2. Huong dan xac dinh noi dung va thot gian cho cac hoat dong ngoai khoa:

- Pé sinh vién c6 nhén thirc ddy du vé nghé nghiép dang theo hoc, khoa dé
xuat dé Nha truong c6 thé b tri tham quan mét s6 co s& doanh nghiép dang san
xuat kinh doanh phu hop véi nghé dao tao;

- Thoi gian duoc bé tri ngoai thdi gian dao tao chinh khoa:

TT Noi dung Thoi gian
7 7 5 gity dén 6 gio; 17 gio dén 18 gid han
1 | Thé duc, thé thao & Bl 118 SIo e
ngay
Van ho4, van nghé:
5 Qua cac phuong tién thong tin Ngoai gio hoc hang ngay 19 gio dén 21
dai ching gid (mot budi/tuan)
Sinh hoat tap thé
Hoat dong thu vién
3 Ngodi gidr hoc, sinh vién ¢6 the T4t ca cac ngay 1am viéc trong tun
£ ‘A , \ v
dén thu vién doc sach va tham g2y i &
khao tai liéu
) C e, Poan thanh nién to chirc cac budi giao
Vui choi, giai tri va cac hoat , 2. . N
4 R . i luu, cac buoi sinh hoat vao cac to1 thur
dong doan thé . A
bay, chu nhat
5 | Tham quan, da ngoai Moi hoc ky 1 lan

4.3. Huéng dan td chire kiém tra hét mén hoc, mé dun:

Thoi gian td chirc kiém tra hét mén hoc, mo dun duge xac dinh va cé huong
dan cy thé theo timg moén hoc, md dun trong chuwong trinh dao tao chi tiét.

4.4. Huéng dan thi tot nghiép va xét cong nhan t6t nghiép:




a. B6i v6i dao tao theo nién ché:

- Nguoi hoc phai hoc hét chuong trinh doa tao va c6 du diéu kién theo Qui ché
dao tao thi s& duoc xét du thi tét nghiép

- Noi dung thi tot nghiép bao gdm: mén Chinh tri; Ly thuyét tong hop nghé
nghiép; Thuc hanh nghé nghiép.

- Can ctr vao két qua thi tt nghiép, két qua bao vé chuyén dé ctia ngudi hoc va
cac qui dinh lién quan, Hoi ddng thi tot nghiép xét tham muru trinh Hiéu truéng cong
nhan tt nghiép va cap bang tot nghiép Trung cip.

b. Déi voi dao tao theo phuong thire tich liiy moé dun hodc tich lily tin chi:

- Ngudi hoc phai hoc hét chuong trinh doa tao va co phai tich lity du s6 mo-
dun hodc tin chi theo qui dinh trong chuong trinh doa tao.

- Khoa cin ctr vao két qua tich lily ctia ngudi hoc bao cao phong dio tao tham
muu Hiéu truong quyét dinh cong nhén t6t nghiép ngay cho ngudi hoc hay phai lam
chuyén dé lam diéu kién xét tt nghiép.

- Hiéu truong can cr vao két qua xét cong nhan tét nghiép dé cap bang tot
nghiép Trung cap.

4.5. Cac cha y khac:

- Trong qué trinh thyc hién, cudi mdi nim hoc cac khoa can tong hop cac ¥ kién
dé xuét ciia gido vién truc tiép giang day (néu co) bao cio Phong dao tao tham muu
trinh Hiéu trudng quyét dinh diéu chinh bo sung chuong trinh dio tao phu hop véi
thuc té va yéu cau cap nhat khoa hoc cong nghé.

- Khi sir dung chwong trinh khung nay dé giang day cho ddi twong tuyén sinh
t6t nghiép THCS thi ¢6 thé bd tri thém chuong trinh van héa THPT theo qui dinh.

- C6 thé lua chon cac mén hoc, moé dun trong chwong trinh khung nay dé xay
dung chuong trinh dao tao So cap nghé tiy theo nhu cau ctia ngudi hoc va phai dam
bao tinh lién théng khi nguoi hoc c6 nhu cau hoc 1én Trung cap nghé.

KT. HIEU TRUONG
PHO HIEU TRUONG



5. Chwong trinh khung chi tiét ciia cdc mon hoc:

CHUONG TRINH MON HQC
KY THUAT SU DUNG BAN PHIM
M4 s6 mén hoc: T.VP.MH 07
Thoi gian mén hoc : 45h (Ly thuyét 10h; Thuc hanh 35h)

I. VI TRI, TINH CHAT CUA MO PUN
Vi tri:
- M0 dun duge bd tri sau khi hoc sinh hoc xong cac md dun chung va trudc mo
dun soan thao van ban dién tir.
Tinh chat:
- Lamd dun co s& bat budc ctia nghé Tin hoc vin phong.
II. MUC TIEU MO PUN
- Vé kién thuc:
Trinh bay dugc kién thirc vé cau trdc ban phim va ky thuat danh mudi ngon
tay;
- V& ki nang:
+ Sur dung dugc ban phim nhanh va thanh thao;
+ St dung tot bo gd tiéng Viét;
+ Thao tac nhanh véi cac phim tat;
- V& ning luc ty chu va trach nhiém:
Reén luyén tinh chinh xac, khoa hoc va tac phong cdng nghiép.
I11. NOI DUNG MO PUN
1. Noi dung tong quat va phan phdi thoi gian:

Theti gian (h)
STT Tén cac bai trong mé dun Tong Ly Thuc | Kiém
s6 | thuyét | hanh | tra*
1 | Bai mo dau 2 2
2 | Lam quen v&i ban phim may tinh 12 4 8
3 Lugfén 1?7 nang 'démh méy nhanh bang 16 4 11 1
phan mém Typing Master
4 | Str dung bo g tieng Viét 8 2 5 1
5 Mét sé phim tat trong Windows va cac 7 ) 4 1
trinh g dung
Cong 45 14 28 3

* Ghi ch(: Thoi gian kiém tra dwoc tich hop giita 1y thuyét véi thwe hanh dwoc tinh
bang h thuwc hanh.



2. Ndi dung chi tiét:
Bai mé dau: Khai quat chung

Thoi gian: 2h
1. Gi6i thiéu vé ban phim may tinh
2. Gi6i thiéu mot s6 phan mém danh méay thong dung
Bai 1: Lam quen véi ban phim may tinh
Thoi gian: 12h

1. Tim hiéu phan vung ban phim ctia may tinh dé ban ~ Thoi gian: 1h
1.1. Cac phim chit cai va sb

1.2. Cac phim chirc nang

1.3. Cac phim diéu khién

1.4. Vung ban phim phu

2. Huéng dan tu thé gd cua timg ngodn tay Thoi gian: 4h
2.1.Tu thé gd

2.2. Tay phai

2.3. Tay trai

3. Thuc hanh Thoi gian: 7h

3.1. Bai 1: Tim hiéu vé chirc ning ciia cac phim trén ban phim
3.2. Bai 2: Thyc hanh tu thé g ban phim
3.3. Bai 3: Thyc hanh bai go phim co ban

Bai 2: Luyén ki ning danh may nhanh bang phan mém Typing Master
Thot gian: 16 h
1. Giéi thiéu cach cai dit phan mém Thoi gian: 1h
1.1. Gidi thiéu phan mém
1.2. Cai dat phan mém
2. Céach khoi dong va thoat khoi phan mém Thoi gian: 0.5h
2.1 Cach kho1 dong
2.2. Thoat khéi phan mém
3. Hudng dan cach sir dung phan mém dé luyén k¥ niang ddnh may nhanh
Thoi gian: 1.5h

3.1. Lua chon bai tdp ddnh may nhanh
3.2. Huéng dan cach 1am bai kiém tra
4. Thyc hanh Thoi gian: 12h
4.1. Bai 1: Cai dat va gi6i thiéu cach khoi dong — thoat khoi phan mém Typing
Master
4.2. Bai 2: Bai tdp danh may co ban
4.3. Bai 3: Bai tdp danh may nhanh



4.4. Bai 4: Hudng dan 1am bai kiém tra

5. Kiém tra Thoi gian:

Bai 3: Sir dung b gd tiéng Viét

1. Tim hiéu cac bang mi tiéng Viét Thoi gian:

1.1. B0 ma 8 bit
1.2. B0 ma Unicode 16 bit

2. Thao tac véi cac phuong phap g tiéng Viét khac nhau Thoi gian:

2.1. Bang mé chuan Unicode
2.2. Cac hé thong bang ma trong Unikey, Vietkey

3. Str dung bo gd Unikey Thoi gian:

3.1. Huéng dan sir dung bo gd Unikey
3.2. Huéng dan chon font chit twong tng véi bd gd

4. Thyc hanh Thoi gian:

4.1. Bai 1: Cach cai dit cac bo g tiéng Viét

1h

Thoi gian: 8 h

1h

2h

1h

3h

4.2. Bai 2: Hudng dan cach sir dung cac bo go tiéng Viét trong soan thao vin ban

5. Kiém tra Thoi gian:

1h

Bai 4: Mgt sé6 phim tat trong Windows va céc trinh @&ng dung

Thoi gian: 7 h
1. Phim tat trong moi trudng Windows Thoi gian: 1.5h
1.1. Phim tat chung
1.2. Phim tit trén hop thoai
1.3. Phim dac biét trén ban phim
2. Phim tat trong céc trinh soan thao Thoi gian: 1.5h
2.1. Phim tat trong hé soan thao vin ban MS Word
2.2. Phim tit trong bang tinh Excel
2.3. Phim tat trong hé trinh chiéu PowerPoint
3. Thuc hanh Thoi gian: 3h
3.1. Bai 1: Thuc hanh cac phim tat trong méi truong Windows
3.2. Bai 2: Thyc hanh cac phim tat trong céc trinh soan thao
4. Kiém tra Thoi gian: 1h

IV. PIEU KIEN THU'C HIEN MO PUN
Gi4o trinh, dé cuong, gido an, tai liéu tham khao.
M hinh hoc cu: May tinh, may chiéu.
Cau hoi va bai tap thuc hanh.

V. PHUONG PHAP VA NOI DUNG PANH GIA
Kiém tra ly thuyét cac noi dung da hoc.



Kiém tra bai tap thuc hanh: G& phim mudi ngon nhanh, sir dung cac phim tat va
st dung bo go tiéng viét trong soan thao.

Danh gia trong qua trinh hoc: Kiém tra theo hinh thirc: Thyuc hanh trén may tinh.

Panh gia cudi mén hoc: Kiém tra theo hinh thic: Thyc hanh trén may tinh.

VI. HUONG DAN THUC HIEN MO PUN
1. Pham vi ap dung chwong trinh:

Chuong trinh mén hoc duogc str dung dé giang day cho trinh d6 Trung cap nghé.

Téng thoi gian thuc hién mdn hoc 1a 60 h, gido vién giang céc h Iy thuyét, két
hop véi cac h thuc hanh dan xen.

2. Huéng din mét s6 diém chinh vé phwong phap giang day mé dun:

Hinh thic giang day chinh cua mén hoc: Ly thuyét trén 16p két hop véi thao
luan nhém va thuc hanh trong phong may.

Gi4o vién trude khi giang day can phai can ctr vao ndi dung cua tirng bai hoc
chuan bj day du cac diéu kién thuc hién bai hoc dé dam bao chat luong giang
day. Cac bai tap thuc hanh dugc xay dung theo ndi dung tirng bai.

3. Nhirng trong tAm chwong trinh can chi y:

Gioi thiéu vé ban phim may tinh.

Phan mém danh may nhanh Typing Master.

Bo6 g0 tiéng Viét.

Cac phim tat trong Windows va cac trinh soan thao.

4. Tai liéu can tham khao:

Phan mém Typing Master.

Th.s Lé Tan Lién, Gido trinh “Tin hoc co sé 2008, Nha xuat ban Hong Puc,
2008.

KS. Thanh Ha — Cong Tho, Gido trinh “101 thii thugt cao cap véi WinXP”, Nha
Xuat ban vin hoa thong tin, 2007.



CHUONG TRINH MO PUN PAO TAO

VAN BAN PHAP QUY
M4 s6 mdn hoc: T.VP.MP 08
Thoi gian mén hoc : 45h (Ly thuyét 15h; Thuc hanh 30h)

I.VI TRi, TINH CHAT CUA MON HOQC:
Vi tri:
La mdn hoc co s¢ caa nghé Tin hoc vin phong.
M6n hoc duoc bé tri cling véi cac mé dun k§ thuat co so.
Tinh chat:
Soan thao van ban 1a cdng cu dé phuc vu cac mén hoc va nganh nghé Tin hoc
van phong.
Gitip nguoi hoc van dung tot cac chuyén mon cua nghé.
II. MUC TIEU MON HQC:
- Vé kién thuc:
+ Cung cb lai kién thirc vé tiéng viét thuc hanh nham gidp hoc sinh phat trién
k¥ nang sir dung tiéng viét doc va viét van ban khoa hoc, ding thé thuc;
+ Tur d6 giup ngudi soan thao c6 kién thirc co ban vé van ban va ki nang soan
thao, gop phan nang cao hiéu qua quan ly kinh doanh:
- Vé k¥ nang:
Van dung kién thirc d6 hoc dé soan thao cac van ban thong dung, gop phan
nang cao nang suat chat luong cia lao dong, quan ly;
- V& ning luc ty chu va trach nhiém:
Can c6 thai d6 can than khi trinh bay cac vin ban phap quy.
III. NOI DUNG MON HOQC:
1. Noi dung tong quat va phan phdi thoi gian:

SO THO1 GIAN

TT Tén chwong, muc Tong Ly |Thuc| Kiém

A

s6 | thuyét | hanh | tra

| | Ngon ngir hoc vian ban 02 01 01 0
Khai niém va lién két vin ban:

Mot s6 phuong thire lién két van ban phd
bién Phong cach vian ban

Il | Khai quat chung vé viin ban quan ly 02 01 01 0
Khai niém

So luoc vé lich st van ban quan 1y nha nude
nudc & Viét Nam

Churc nang cta van ban

Cac loai VBQLNha nuéc
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Tham quyén ban hanh ciia cic co quan
nha nwéc

Tham quyén ban hanh cta cac co quan quyén
luc nha nude

Van ban ctia co quan hanh chinh nha Van
ban cua Toa an ND ti cao

Vin ban cua Vién kiém sat ND tdi cao

03

01

02

\Y

Thé thikc viin ban quan Iy nha nwéc

Khai niém

Nhitng yéu t thé thirc bit budc phai c6 trong
moi van ban

Nhirng yéu té thé thire chi can thiét véi mot
sO van ban

03

01

02

Quy trinh soan thiao Van ban quan ly nha
nwoc

Khai niém

Nhirng dinh hudéng khi xac dinh quy trinh
STVB

Xac 1ap quy trinh chuan

Xay dyng quy trinh cu thé cho mdi vin ban

01

0,5

0,5

Vi

Phuwong phap soan thao van ban quan ly
nha nwéc

Khai niém

Yéu cau chung d6i voi 1 vin ban

Pic diém ngdn ngir cia VBQLNN

Trinh tu soan thdo 1 van ban quan trong,
phtrc tap.

02

01

01

VIl

T6 chirc quan 1y va sir dung, gidi quyét
Van ban trong co quan nha nudc

T6 churc giai quyét vin ban dén

T4 chiic va quan 1y van ban di

Té chtrc quan 1y va giai quyét van ban ndi bd

02

01

01

Kiém tra

01

01

VI

Soan thio Nghi quyét

Khai niém

Phuong phap soan thao nghi quyét
Mau tham khao

02

01

01
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IX | Soan thiao Quyét dinh 02 01 01 0
Khai niém va thAm quyén ban hanh
Phuong phép soan thao quyét dinh
Mau tham khao

X | Soan thao Bao cao 02 01 01 0
Khai niém - Yéu cau
Phéan loai béo cao
Phuong phap ST bao céo
Mau tham khao

Xl | Soan thao Bién ban 02 01 01 0
Khai niém

Cac loai bién ban
Phuong phép soan thao
Mau tham khao

XIl | Soan thao To trinh 01 0.5 0.5 0
Khai niém

Phuong phép soan thao To trinh
Mau tham khao

X1 | Soan thiao Cong van Hanh chinh 02 01 01 0
Khai niém

Phuong phéap soan thdo cong van

Phuong phap soan thao mot sb loai cong van
hanh chinh

XIV | Soan thiao Hop dong 02 01 01 0
Khai niém

Nhirng nhén t can thiét cia mot ban hop
dong

Mau tham khao

XV | Kiém tra két thic 01 01

TONG CONG 30 13 15 | 02

* Ghi ch(: Thoi gian kiém tra Iy thuyét dwege tinh vao gio Iy thuyét, kiém tra thuc
hanh dwoc tinh bang gio thire hanh.

2. Ngi dung chi tiét:
Chwong 1: Ngon ngir hoc vian ban
Thoi gian 2 gio
1. Khai niém va lién két van ban Thoi gian 0.25 gio

2. Mot s6 phuong thirc lién két vin ban phd bién Thoi gian 01 gio
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2.1. Lién két noi dung hinh thirc

2.2. Sy thong nhat cha dé cua van ban
2.3. Lién két dé xuat

2.3.1. Cac vi tri manh

2.3.2. Hoi tu

2.3.3. Nbi tiép

2.4.Lién két don va phirc

3. Phong cach van ban Thoi gian 0.75 gio
3.1. Phong céch hoc

3.2. Phong céch chirc ndng

3.3. Hé thong cac phong cach chiic ning

Chuwong 2: Khai quat chung vé vin ban quan ly
Thoi gian 2 gio

1.Khai ni€ém Thoi gian 0.5 gio
1.1. Van ban
1.2. Van ban quan ly
2. So luge vé lich st van ban quan ly nha nudc nude & Viét Nam

Thoi gian 0.5 gio
3. Chtrc nang cua van ban Thoi gian 0.5 gio
3.1. Chtric nang thong tin
3.2.Chtrc ndng phap ly
3.3.Chtic ndng quan ly
3.4. Chtic ndng van hoa
3.5. Chtic nang xa hoi
4. Cac loai VBQLNha nudc Thoi gian 0.5 gio
4.1. Van ban phap qui
4.1.1. Khai niém
4.1.2Céc hinh thtrc cuia van ban phap qui
4.1.3 Tinh chét cua van ban phap qui XHCN
4.2. Van ban hanh chinh thong thuong
4.2.1. Khai niém
4.2.2. Céc hinh thitc VBQL hanh chinh
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Chuwong 3: Tham quyén ban hanh vin ban ciia cac co’ quan NN
Thoi gian 03 gio
1. ThAm quyén ban hanh cua cc co quan quyén lyc nha nudce
Thoi gian 01 gio

1.1.Van ban quéc hoi
1.2.Van ban ciia UBTVQudc hoi
1.3.Van ban cua Chu tich nudc
2.Van ban cua co quan hanh chinh nha nudc Thoi gian 01 gio
2.1.Chinh phu
2.2. Thu tuéng Chinh phu
2.3.Van ban cua B truong, Thu truong co quan ngang bd , Co quan thudc chinh
phu
2.4.Van ban ctia Hoi dong Nhan dan va UBND
2.5.Chu tich UBND
3.Vin ban cta Toa an ND tbi cao Thoi gian 0.5 gio
4.Vian ban cta Vién kiém sat ND tbi cao Thoi gian 0.5 gio

Chuwong 4: Thé thirc viin ban quan 1y nha nwéc
Thoi gian 3 gio

1. Khai niém Thoi gian 0.5 gio
2. Nhitng yéu t6 thé thirc bat budc phai c6 trong moi vin ban

Thoi gian 2.5 gio
2.1.  Quoc hiéu
2.2. Tén Co quan ban hanh van ban
2.3.  S6 vaky hiéu
2.4. Dia danh, ngay, thang, ndm ...
2.5.  Trich yéu noi dung
2.6. Tén loai van ban
2.7. Noi dung van ban
2.8. Chit ky va con dau
2.9. Noinhan
3. Nhitng yéu to thé thtc chi can thiét vai mot s6 van ban

Chuong 5: Quy trinh soan thio Van ban quan ly nha nudc
Thoi gian 1 gio
1. Khéi ni¢ém Thoi gian 0.2 gio
2. Nhitng dinh hudng khi xac dinh quy trinh STVB Thoi gian 0.5 gio
2.1. Binh huéng phap ly
2.2. Binh huéng tmg dung
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2.3. Pinh hudng t6 chirc
3. X4c lap quy trinh chuan
4. Xay dung quy trinh cu thé cho mdi vin ban Thoi gian 0.3 gio

Chwong 6: Phwong phap soan thao VBQL nha nwéc
Thoi gian 2 gio

1. Khai niém Thoi gian 0.5 gio
2. Yéu cau chung ddi v6i 1 vin ban Thoi gian 01 gio
2.1. Yéu cau vé ndi dung
2.2. Yéu cau vé hinh thtc
2.3. Yéu cau vé thoi gian
3. bac diém ngon ngit cia VBQLNN
3.1. V& tir ngir
3.2. Vé cau
3.3. Van phong
4. Trinh tu soan thao 1 van ban quan trong, phuc tap Thoi gian 0.5 gio

Chwong 7: To chirc quan ly va sir dung giai quyét VB trong CQNN
Thoi gian 2 gio

1. To chirc giai quyét van ban dén Thoi gian 0.2 gio
2. To chirc va quan 1y van ban di Thoi gian 0.3 gio
3. T6 chirc quan 1y va giai quyét van ban ndi bo Thoi gian 0.5 gio
4. Kiém tra Thoi gian: 01gio

Chuwong 8: Soan thao Nghi quyét
Thoi gian: 2 gio

1. Khéi niém Thoi gian: 0.5 gio
2. Phuong phap soan thao nghi quyét Thoi gian: 01 gio
2.1. Céc trudng hop soan thao nghi quyét
2.2. Cach trinh bay nghi quyét
2.3. B6 cuc ciia nghi quyét
2.3.1. Phén can cr ra nghi quyét
2.3.2. Phan ndi dung nghi quyét
2.3.3. Phén bién phap t6 chirc thuc hién
3. Mau tham khao Thoi gian: 0.5 gio
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Chuwong 9: Sean thao Quyét dinh
Thoi gian: 2 gio

1. Khai niém va thim quyén ban hanh Thoi gian: 0.75 gio
1.1. Khai niém
1.2. Tham quyén ban hanh
1.2.1. Quyét dinh 12 van ban QPPL
1.2.2. Quyét dinh 12 vin ban ca biét
2. Phuong phap soan thao quyét dinh Thoi gian: 0.75 gio
2.1. Yéu ciu cta quyét dinh
2.2. B6 cuc cua quyét dinh
3. Mau tham khao Thoi gian: 0.5 gio
3.1 QD t6 chirc bd may (Quyét dinh 1a van ban QPPL)
3.2 QD vé nhan sy (Quyét dinh 13 vin ban ca biét)

Chuwong 10: Soan thao Bao céo
Thoi gian: 2 gio

1. Khai niém - Yéu cau Thoi gian: 0.5 gio
1.1. Khai niém
1.2. Yéu cau
1.2.1. Béo cao phai trung thuc, chinh xac
1.2.2. Béo cao phai déy du, cu thé, c6 chon loc, trong tam, trong diém
1.2.3. B4o céao phai kip thoi
2. Phan loai bao cdo Thoi gian: 0.5 gio
2.1. Phan loai theo phuong thirc bdo cao
2.2. Phan loai bao cao theo thoi gian va ndi dung
2.2.1. Bao céo dinh ky
2.2.2. B4o céo dot xuat
2.2.3. Bao céo bat ngo
2.2.4. Bio céo so két
2.2.5. Bo cdo tong két
2.2.6. Bao cao chuyén dé
3. Phuong phap ST bao céo Thoi gian: 0.75 gio
3.1. Giai doan chuan bi
3.2. Giai doan viét dé cuong
3.3. Giai doan viét va stra chita ban théo
4. Mau tham khao Thoi gian: 0.25 gio
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Chwong 11: Soan thao Bién ban
Thoi gian: 2 gio

1. Khéi niém Thoi gian: 0.25 gio
2. Céc loai bién ban Thoi gian: 0.5 gio
2.1. Bién ban hdi nghi
2.2 Bién ban ban giao (tai san+cong vi¢c)
2.3 Bién ban xtr ly vi pham hanh chinh
2.4 Bién ban kiém tra
2.5 Bién ban lam viéc
3. Phuong phép soan thao Thoi gian: 0.75 gio
3.1 Yéu cau khi viét bién ban
3.2 Hinh thtrc cua bién ban
3.3 Cach 1ap bién ban
4. Mau tham khao Thoi gian: 0.5 gio

Chwong 12: Soan thao To trinh
Thoi gian: 1 gio

1. Khai niém Thoi gian: 0.25 gio
2. Phuong phap ST To trinh Thoi gian: 0.5 gio
2.1 Yéu céu cta to trinh
2.2 B6 cuc noi dung cua to trinh
2.2.1 Phan mo dau
2.2.2 Phan noi dung
2.2.3 Phan két luan
3. Mau tham khdo Thoi gian: 0.25 gio

Chuong 13: Cong van Hanh chinh
Thoi gian: 2 gio
1. Khéi niém Thoi gian: 0.25 gio
2. Phuong phap soan thao cong van Thoi gian: 0.75 gio
2.1 Hinh thirc cong van
2.2 B6 cuc noi dung cong van
2.2.1 Phan m¢ dau
2.2.2 Phan ndi dung
2.2.3 Phan két luan
3. Phuong phap soan thao mdt s6 loai céng van hanh chinh
Thoi gian: 01 gio
3.1. Cong van tra loi
3.2. Cong van chi dao
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3.3. Cong van hoi

Chuwong 14: Soan thao hop déng
Thoi gian: 2 gio

1. Khai niém Thoi gian: 0.25 gio
2. Nhitng nhén t6 can thiét cia mot ban hop dong Thoi gian: 0.75 gio
3. Mau tham khdo Thoi gian: 01 gio

3.1 Hop dong lao dong
3.2 Hop dong kinh té
4. Kiém tra két thic Thoi gian: 01 gio

IV. PIEU KIEN THU'C HIEN CHUONG TRINH:
Gi4o trinh, dé cuong, gido 4n, tai liéu tham khao
M6 hinh hoc cu: May tinh, may chiéu
Cau hoi, bai tap thuc hanh

V. PHUONG PHAP VA NOI DUNG PANH GIA:

Kiém tra ly thuyét cac noi dung kién thac dé hoc

Kiém tra bai tap thuc hanh: Soan thao c4c mau vin ban thdng dung (bao gom
ca phan trinh bay thé thirc, ndi dung va hinh thic trinh bay van ban).

Kiém tra theo hinh thirc: Viét hodc thyc hién trén May tinh.

Panh gia cubi mon hoc: Kiém tra theo hinh thirc: Viét
VI. HUONG DAN THU'C HIEN CHUONG TRINH:

1. Pham vi ap dung chuong trinh:

Chuong trinh mén hoc duoc st dung dé giang day cho trinh d6 Trung cip nghé.
Tong thoi gian thuc hién mon hoc 14 45 gio, gido vién thuc hién giang day 1y thuyét
co ban trudc, sau d6 van dung thuc hanh bai tap.

2. Hwéng din mét s6 diém chinh vé phwong phap giang day mén hoc:

Hinh thac giang day chinh caa mon hoc: Ly thuyét trén 16p két hop véi thao
luan nhém

Gi4o vién truéc khi giang day can phai can ctr vao noi dung cua ting bai hoc
chuan bi day du cac diéu kién thuc hién bai hoc dé dam bao chat luong giang day

Cac bai tap thuc hanh duoc thuc hién ngay sau phan hoc Iy thuyét co ban cua
tung dang van ban.
3. Nhitng trong tim chwong trinh can luu y:

Chtrc nang ctia van ban

Céc loai van ban quan ly nha nuéc

Tinh chét caa van ban phap qui XHCN

Nhitng thé thire bat budc c6 trong moi van ban

Quy trinh va phuong phap soan thao van ban quan 1y nha nudc
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4. Tai liéu tham khao:

Nguyén Thé Quyén ( 2000) — Gido trinh KT XD vin ban; Nha xuat ban Céng
An nhan dan

Nguyén Huy Thong, Hd Quang Chinh ( 1995) Phuong phap soan thao van ban
trong quan ly- giao dich kinh doanh; Nha xuét ban théng ké

TS. Nguyén Thé Phan ( 2003), Gi4o trinh k¥ thuat soan thao van ban quan ly
kinh té va quan tri doanh nghiép; Nha xuét ban lao dong xa hoi
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CHUONG TRINH MO PUN PAO TAO
SOAN THAO VAN BAN PIEN TU

M4 s6 mén hoc: T.VP.MD 09
Thoi gian mén hoc : 60h (Ly thuyét 20h; Thuc hanh 40h)

I. VI TRI, TINH CHAT, Y NGHIA VA VAI TRO CUA MO PUN:

- Vi tri: M6 dun duge bd tri sau khi hoc xong cac mon hoc chung, va hoc
trude md dun Hé diéu hanh Window.

- Tinh chat: La mé dun co s& bat budc.

II. MUC TIEU CUA MO PUN:

* Vé mit kién thic

- Sur dung duoc phan mém soan thao vin ban Microsoft Word dé tao cac tai
liéu dat tiéu chuan theo qui dinh.

* Vé mit Ky ning:

- Thao tac dugc véi cac cong cu trong bd phan mém Micorosft Word. Tao dugc
cac van ban hoan thién

* V& niing lue tw chii va trach nhiém

- Ren luyén thai dg hoc tap, lam viéc can than, nghiém tuc.

I11. NOI DUNG CUA MO PUN

Thoi gian (gio)
Thuwe hanh,
S6 Tong | Ly thi nghiém, |Kiém
TT Tén Bai, muc s6  thuyét [thao luan, bai | tra
tap
1 [Bii mo dau 2 2
2 |Lam quen vo1 Microsoft Word 4 2 2
3 [Pinh dang van ban 8 4 4
4  Chén cac doi twong trong MS Word 10 4 5 1
5 ([Thao tac trén bang 10 2 8
6 (Cong cu vé trong MS Word 10 2 7 1
7 [Trdn tai ligu trong MS Word 9 2 7
8 |Bdo mat va in tai li¢u trong MS Word 4 2 2
On tap 1 1
Cong 60 20 38 2
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2. Ndi dung chi tiét:
Bai mé dau: Lam quen véi Microsoft Word
Thoi gian: 2 gio
Muc tiéu:
- Gi6i thiéu vé trinh soan thao van ban MS Word
- Biét cach khoi dong va thoat khoi MS Word
- Lam quen v41 moi trudng lam vi¢c
Noi dung chinh:
1. Gi6i thiéu vé trinh soan thao van ban MS Word
2. Khoi dong va thoat khéi MS Word
3. Lam quen vé1 moi truong lam viéce

Bai 1: Mot so thao tic co ban v6i hé soan thao MS Word
Thoi gian: 4 gio
Muc tiéu:
- Trinh bay dugc nhitng van dé chung, khai quat lién quan dén viéc xay dung
va st dung mo hinh soan thdo van ban dién tur trong nghién curu;
- Giai thich duoc trinh soan thao van ban;
- Phan tich duoc cac thao tac can ban trén mot tai li€u;
- Hinh thanh phuong phép lam viéc theo nhom, nhan thirc van dé mot cach
khoa hoc logic.
N6i dung chinh:
1. Thao tac voi thuc don file
a.Tao tai liéu moi
b. M& ti lidu da ton tai trén dia
c. Ghi tai li¢u 1én dia
2. Cac thao tac co ban
a. Sao chép, di chuyén vin ban
b. Xo4, ddi tén van ban
c. Tim kiém va thay thé doan vin ban
3. Thuc hanh
Bai 1: Thuc hanh thao tac co ban véi file MS Word
Bai 2: Thuc hanh céac thao tac voi céc tai li¢u trong hé soan thao van ban MS
Word

Bai 2: Dinh dang van ban
Thoi gian: 8 gio
Muc tiéu:
- Thao tac dugc cac k¥ thuat dinh dang van ban;
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- Tao dugc céac Style va lam dugc muc luc tu dong;
- Hinh thanh phuong phép lam viéc theo nhém, nhan thirc van dé mot
cach khoa hoc logic.

Noi dung chinh:

. Pinh dang céc ndi dung trén mdt trang van ban

. Dinh dang ky tu

. Pinh dang dong va khoang cach doan

. Pinh dang trang van ban

. Chia ¢t béo, tao chit 16n dau doan, thiét 1ap Tab cho van ban.
. Chia c0t van ban

. Tao chit 16n dau doan

. Thiét 1ap Tab cho van ban

. Tao va quan 1y cac Style

. Tao cac Style

. Binh dang cho cac Style

. Banh muc luc tu dong

. Thuc hanh

4.1. Bai 1: Dinh dang cac ndi dung trén trang van ban

Bai 2: Thyc hanh chia c6t, tao chir 16n dau doan va thiét 1ap Tab
Bai 3: Thuc hanh cac thao tac tao va quan ly Style

O o ® WO o NGO o

M~

Bai 3: Chén cac ddi twong trong MS Word
Thoi gian: 10 gio

Muc tiéu:
- Str dung duoc cac ddi twong va hiéu tmg dé trinh bay vin ban;
- Hinh thanh phuong phap lam viéc theo nhém, nhan thirc van dé mot
cach khoa hoc logic.
Noi dung chinh
1. Chén céc dbi tuong vao vin ban
a. Chen ky tu la
b. Panh s trang cho vin ban
c. Tao Bullet hodc danh sé tu dong (Numbering) cho doan van ban
2. Tao cac ngt trang, ngit doan
a. Ngét trang
b. Ngit doan
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3. Cac hi¢u tng dac biét
a. Tao cac hi¢u ung cho Font chir
b. Tao mau chit, mau duong ké
c. Chén 161 cht thich
4. Thuc hanh
Bai 1: Thuc hanh chén cac d6i tuong vao van ban
Bai 2: Thuc hanh tao cac ngit trang, ngat doan va cac hiéu tmg dic biét
5. Kiém tra

Bai 4: Thao tac trén bang

Thoi gian: 10 gio

Muc tiéu:
- Trinh bay dugc céac thao tac tao va hi€u chinh bang biéu;
- Thyc hi¢n thanh thao céc thao tac trén bang biéu;
- Rén luyén y thirc td chirc ky luat, k¥ ndng lam viéc khoa hoc: can than, ti
mi, chinh xac, phan tich logic.
Noi dung chinh
1. Tao cau tric va dinh dang bang
a. Tao cau tric bang
b. Pinh dang dudng vién bang
c. Pinh dang cho hang, cot, 6
2. Tinh toan va sip xép dir liéu trén bang
a. Sap xép dir liéu trén bang
b. Tinh toan dir li€u trén bang

3. Thuc hanh
Bai 1: Thuc hanh tao bang va dinh dang cho bang
Bai 2: Thuc hanh tinh toan va sap xép dir liéu trén bang
4. Kiém tra

Bai 5: Cong cu vé trong MS Word

Thoi gian: 10 gio

Muc tiéu:
- Tao duogc cac hinh vé don gian va biét chén tranh vao van ban;
- Rén luyén y thiric t6 churc ky luat, k¥ nang 1am viéc khoa hoc: can than, ti mi,
chinh xac, phan tich logic.
Noi dung chinh:
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1. V& hinh don gian va tao chitr nghé thuat trong Word
a. V€ hinh trong Word

b. Tao chit nghé thuat

2. Chén tranh, anh vao van ban

a. Chén tranh anh tich hgp sén trong Word

b. Chén tranh anh tir mét file trong 6 dia

3. Thuc hanh

Bai 1: Thyuc hanh v€ hinh va tao chit ngh¢ thuat

Bai 2: Thuc hanh chén tranh anh vao van ban

Bai 6: Tron tai li¢u trong MS Word
Thoi gian: 9 gio
Muc tiéu:
- Thuyc hién duge céc thao tac tron vin ban dé phuc vu cho cong tdc van phong;
- Rén luyén y thirc t6 chirc ky luat, k§¥ nang lam viéc khoa hoc: can than, ti
mi, chinh xac, phan tich logic;
Noi dung chinh:

1. Chuan bi dir liéu ngudn va tai liéu mau dé tron vin ban
a. Tao dir liéu nguén

b. Tao dit liéu mau dé tron van ban

2. Cac budc tron van ban

a. Chon loai van ban

b. Khoi tao File dir liéu nguon (Data File)

c. M& Data File d3 c6 san trén dia

d. Stra Data Source

¢. Xem van ban da duoc tron

f. Hoan thanh viéc tron van ban

3. Thuc hanh
Thuc hanh tron van ban
4. Kiém tra
Bai 7: Bao mat va In tai liéu trong MS Word
Thoi gian: 4 gio
Muc tiéu:

- Thyc hién duoc thao tac dat mat khau cho file van ban;

- Chon lya dugc cic ché do va hiéu chinh truée khi in an;

- Lam t6t thao tac in van ban ra gidy;

- Hinh thanh tu duy khoa hoc, phat trién nang lyc lamviéc theo nhom.
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Noi dung chinh:

1. Bao mat

- Cachl

Cach 2

2. Pinh dang trang in

a. Thiét 1ap Page Setups

b. Thiét 1ap ti€u dé trén, tiéu dé dudi cho trang van ban
3. In tai li€u

a. Xem tai li€u trudc khi in

b. In ta1 liéu

4. Thuc hanh

Bai 1: Thuc hanh dinh dang trang in

Bai 2: Thuc hanh cach chon may in va in tai li¢u ra giéy

IV. PIEU KIEN THU'C HIEN MO PUN

Gi4o trinh, dé cuong, gido an, tai li¢u tham khao.

Mo hinh hoc cu: M4y tinh, may chiéu.

Cau hoi va bai tap thuc hanh, dé kiém tra.

V.PHUONG PHAP VA NOI DUNG PANH GIA

Kiém tra 1y thuyét cac noi dung da hoc.

Kiém tra bai tap thuc hanh.

Panh gia trong qua trinh hoc: Kiém tra theo hinh thirc: Thuce hanh trén may tinh.
Panh gia cudi mon hoc: Kiém tra theo hinh thirc: Thue hanh trén may tinh.
VI. HUONG DAN THUC HIEN MO PUN

1. Pham vi &p dung chuong trinh:

Chuong trinh mon hoc duoc st dung dé giang day cho trinh do Trung cip nghé.

Tong thoi gian thuc hién mon hoc 1a 90 gid, gido vién giang cac gid 1y thuyét,
két hop véi cac gio thuc hanh dan xen.

2. Huéng dan mot s diém chinh vé phuong phap giang day mé dun dao tao:

Hinh thirc giang day chinh ctia moén hoc: Ly thuyét trén 16p két hop voéi thao
luan nhom va thyc hanh trong phong may.

Gido vién trude khi giang day can phai can clr vao ndi dung ciia timg bai hoc
chuan bi day du cac diéu kién thuc hién bai hoc dé dam bao chat luong giang day.
Céc bai tap thuc hanh dugc xay dung theo ndi dung tirng bai.

3. Nhitng trong tdm chuong trinh can chu ¥:

Kho1 dong MS Word; Tao tai li¢u maéi; Ghi tai ligu 1én dia; M6 tai liéu da tdn
tai; Thoat khoi moi truong lam viée.

Dinh dang ky tu, doan, trang van ban; Tao chir 16n dau doan; Thiét lap Tab;
Tao va quan 1y céc Style.
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Chén cac ky tu dac biét; Tao céac ngét trang, ngét doan; Chén cac 101 chu thich

Tao cau trac bang; Pinh dang bang; Tinh toan trén bang ; Sép xép dir li€u trén
bang.

V& khdi hinh don gian; Tao chit ngh¢ thuat; Cheén anh 1én tai li¢u.

Chuén bj dir liéu nguén; Soan mau tai liéu tron; Kich hoat tinh ning Mail
Merge; Chén céc truong tin 1€n tai li€u; Thyc hién tron tai liéu.

Bao mat cho vin ban; Thiét 1ap Page Setup; Thiét 1ap tiéu dé dau, tiéu dé cubi
trang; Xem tai li¢u trudce khi in; In tai li¢u

4. Tai liéu can tham khao:

TG. Nguyén Tién, Giéo trinh Word 97, Nha xuit ban Giao duc, 2002.

TG. Hoang Buc Hai, Gido trinh “Ly thuyét va thue hanh Tin hoc vin phong —
Tap 2: Word XP”, NXB Lao dong xa hoi, 2006.

Cong Tuan — Thanh Hai, Gido trinh hoc nhanh Word 2007, Nha xuit ban Van
hoa thong tin, 2007.

TG. Vi Gia Khanh, Gido trinh “Str dung va khai thac Word”, Nha xuét ban
Giao duc, 2007.

KS. Truong Cong Tuén, Gido trinh “Tin hoc vin phong”’, Nha xuat ban vin
hoa thong tin, 2008.
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CHUONG TRINH MO PUN PAO TAO
HE PIEU HANH WINDOWS

M4 s6 mon hoc: T.VP.MP 10
Thoi gian mén hoc : 75h (Ly thuyét 30h; Thuc hanh 45h)

VI TRI, TINH CHAT MO PUN
Vi tri cia moédun : md dun hoc dugc bd tri sau khi hoc sinh hoc xong cac

mo dun, mon hoc chung va trudc cac moén hoc, mdo-dun dao tao chuyén moén
nghé quan tri CSDL.

Tinh chét cia md dun : LA md dun co sd bt budc hd tro cho HSSV cac ki

nang v¢ lam viéc vdi hé diéu hanh Windows

Il. MUC TIEU MO PUN
Sau khi hoc xong mé dun nay HSSV c¢0 kha nang :
* V¢ mdt kién thirc -

Trinh bay tét cac kién thtrc tong quan vé hé diéu hanh;
Giai thich rd vé lich st phat trién caa hé diéu hanh Windows;
Trinh bay duoc cac dbi tuong trén giao dién Windows, cach st dung ban phim va

chudt trén hé diéu hanh;

*

Trinh bay dugc cach tao thu muc, sao chép, di chuyén va x6a thu muc;

Trinh bay duoc cach thao tac véi cac chuong trinh Windows;

Vé mat ky nang

Str dung duogc cac thao tac co ban trén Windows, cira s6 cac chuong trinh ung
dung, Windows Explorer.

Thuc hién cac thao tac an toan véi may tinh.

Str dung duoc cach tao, sao chép, di chuyén va x0a thu muc;

Str dung dugc cac thao tac v4i hé diéu hanh Windows ;

Nang lwc tw chu va trach nhiém

Nhan thic duge tam quan trong, c6 trach nhiém trong vi¢c st dung may tinh va
cong nghé thong tin trong doi séng, hoc tap va nghé nghiép;

Co thé 1am viéc doc 1ap hodc theo nhéom trong viéc ap dung mat s6 nodi dung trong
chuan k¥ ning sir dung cong nghé thong tin co ban vao hoc tap, lao dong va cac
hoat dong khac.

Tuan thu ndi quy, quy dinh noi lam viéc.
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I11. NOI DUNG MO PUN

1. Ngi dung tong quat va phan phéi thei gian:

Sé i Thoi gian ?
T Tén cac bai trong mé dun Tﬁflg Ly’ Thye | Kiem
SO thuyét |hanh | tra*
1 [Bai mé dau 2 2
2 [Tim hiéu hé diéu hanh Windows XP 2 1 1
3 |Lam viéc véi cac thanh phan trén cira so 5 2 3
Desktop
4 |Ctra s6 chuong trinh tmg dung 24 8 15 1
5 |Lam viéc voi Windows Explorer 14 5 8 1
6 [Thiét 1ap mdi truong tiéng Viét trong 4 2 2
Windows XP
7 |Lam viéc vo1 Control Panel 17 7 9 1
8 Mot so thu thuat 7 3 4
Cong : 75 30 42 3

*Ghi ch: Thoi gian kiém tra dwoc tich hop giita Iy thuyét véi thue hanh
dwoc tinh vao gio thuc hanh

1.

Ngi dung chi tiét :

Bai mé dau: Tong quan hé diéu hanh

Muc tiéu cua bai:

- Trinh bay dugc cac khai nién vé hé diéu hanh
- Giéi thich dugc tinh chat, chirc nang hé diéu hanh
- Néu mdt sb hé diéu hanh pho bién
Noi dung ciia bai:

ok ownR

Pinh nghia hé diéu hanh

Thanh phan cta hé diéu hanh

Céc tinh chat co ban cta hé diéu hanh
Céc chirc nang ctia hé diéu hanh

Lich st phat trién ctia hé diéu hanh
Mot s6 hé diéu hanh pho bién

Thoi gian
Thoi gian
Thoi gian
Thoi gian
Thoi gian
Thoi gian

Bai 1. Tim hiéu hé diéu hanh Windows XP

Muc tiéu cua bai:
- Trinh bay duoc lich sir phat trién cia hé diéu hanh Windows
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- Giai thich dugc chie nang hé diéu hanh Windows
- Thao tac duoc khoi dong, thoat hé diéu hanh Windows

N¢i dung ciia bai: Thoi gian: 2h (LT:1h;TH:1h)

1. Lich sir phét trién ctia hé didu hanh Windows. Thoi gian: 1h
2. Chirc ning cta hé diéu hanh Windows XP. Thoi gian: 1.5h
3. Khoi dong va thoat khoi hé diéu hanh Windows XP. Thoi gian: 1,5h

Bai 2. Lam viéc véi cac thanh phan trén cira sé6 Desktop
Muc tiéu cua bai:
- Trinh bay duoc chiic ning cac biéu tugng Icon
- Giai thich duoc chtic nang cua Tasbar, Start

Noi dung ciia bai: Thoi gian: 5h (LT:2h;TH:3h)

1. Céc biéu tuong Icons Thoi gian: 1h
2. Cac thao tac voi chudt. Thoi gian: 0.5h
3. Thanh tac vu TaskBar. Thoi gian: 1h

3.1. Menu Start
3.2. Nut cac chuong trinh dang chay
3.3. Khay hé thng

Bai 3. Cira s6 chwong trinh &ng dung
Muc tiéu cua bai:
- Trinh bay duoc cac thanh phan chinh trong mot ctra s6
- Trinh bay dugc cach quan ly thu muc, tap tin
- Thao tac duoc tao, d6i tén, x6a thu muc, tap tin
- Soan thao dugc van ban trén NodePad, Wordpad
- VE duoc trén Paint

Noi dung ciia bai: Thoi gian:24 h (LT:8h;TH:15h)
1. Poéng va md cira s6 chuong trinh Gng dung Thoi gian: 0,5h
2. Céac thanh phan chinh trong mot cira so Thoi gian: 1,5h
3. Cac van dé lién quan dén tap tin, thu muc Thoi gian: 4h
4. Quan ly dia voi My Computer Thoi gian: 2h
5. My Network Places Thoi gian: 4h
6. Chuong trinh soan thao NotePad va Wordpad Thoi gian: 4h
7. Chuong trinh Paint Thoi gian: 8h

Bai 4. Lam viéc véi Windows Explorer
Muc tiéu cua bai:
- Trinh bay duogc cach khai dong Windows Explorer

- Trinh bay duoc cac thanh phan chinh trong Windows Explorer
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- Thao tac céc Iénh quan 1y thu muc, tap tin
- Thao tac co ban trén Windows Explorer

Noi dung ciia bai: Thoi gian:14h (LT:5h;TH:8h)
1. Khéi dong Windows Explorer Thoi gian: 0,5h
2. Cac thanh phan chinh trong Windows Explorer Thoi gian: 4h
3. Cac thao tac co ban trén Windows Explorer Thoi gian: 6h
4. Quan ly thu muc va tép tin. Thoi gian: 3,5h

Bai 5. Thiét 1ap méi truwong tiéng Viét trong Windows XP
Muc tiéu cua bai:
- Trinh bay duoc cach thiét lap phan mém g6 tiéng viét
- Trinh bay duoc cac phan mém g tiéng viét pho bién
- Thiét lap duoc phan mém gd tiéng viét

Noi dung ciia bai: Thoi gian: 4h (LT:1h;TH:3h)

1. Cach thiét 1ap Thoi gian: 1h
2. Gi6i thiéu cac phan mém g tiéng Viét pho bién nhat Thoi gian: 1,5h
3. Cach bo dau tiéng Viét trong phan mém VietKey. Thoi gian: 1,5h

Bai 6. Lam viéc véi Control Panel
Muc tiéu cua bai:
- Trinh bay dugc cach khai dong vao Control Panel
- Thao tac duoc trén cac chirc ning tiy bién

Noi dung ciia bai: Thoi gian: 17h (LT:5h;TH:12h)
1. Mé¢ Control Panel. Thoi gian: 1h
2. Mot s6 cac chiic nang tuy bién Thoi gian: 16h

2.1. Céc tuy chon Accessibility option

2.2. Add Hardware

2.3. Cac cong cu quan tri hé théng

2.4. Thiét 1ap thong sé khu vuc

2.5. Thay d6i thudc tinh man hinh nén

2.6. Quan ly font chir

2.7. Piéu chinh tinh ning hoat dong ciia chudt may tinh
2.8. Piéu chinh tinh ning hoat dong ciia ban phim may tinh
2.10. Cai dat may in

2.11. Quan ly nguoi dung

2.12. Quan Iy céc thiét bj 4m thanh.

2.13. Tinh chinh céc thudc tinh ctia hé thong
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Bai 7. Mét s6 tha thuat hay trong Windows XP
Muc tiéu cua bai:
- Trinh bay duoc cach gidu 6 dia, hen gio tit may
- Thao tac duoc gidu 6 dia, hen gio tit may
- Thao tac dugc mot s6 meo xu 1y sy ¢6

Noi dung ciia bai: Thoi gian: 7h (LT:2h;TH:5h)
1. Giau 6 dia Thoi gian: 1h
2. Hen gio tit mdy tinh Thoi gian: 1h
3. HO tro cach xir 1y su ¢ voi tai khoan nguoi ding Thoi gian: 2h
4. Mot s6 meo xir Iy nhirng su cd may tinh. Thoi gian: 2h
5. Mot s thu thuat hiru ich khac. Thoi gian: 1h

IV. PIEU KIEN THU'C HIEN MO PUN

* Dung cu Va trang thiét bj

+ May tinh

+ May chiéu da phuong tién.

+ Hé thdng phong thuc hanh

* Hoc liéu

+ Cac hinh vé vi du minh hoa

+ Tai liéu huéng din modun Hé diéu han .

+ Tai liéu hudng dan bai hoc va bai tap thuc hanh mdn Hé diéu hanh.
+ Gio trinh Mon H¢ diéu hanh .

* Nguon lire Khac

+ Phong hoc Iy thuyét dang tiéu chuan va phong thuc hanh da diéu kién thuc
hanh cho mon hoc

V. PHUONG PHAP VA NOI DUNG PANH GIA
a. Kiém tra danh gia trude khi thue hién mo-dun :
Puoc danh gid qua bai viét, kiém tra van dap hoac tric nghiém, tu luén, thuc
hanh dat cac yéu cau cia mén hoc tin hoc dai cwong hoic biét st dung may
tinh.
b. Kiém tra danh gia trong khi thuec hién mo-dun:
Puogc danh gia qua bai viét, kiém tra van dap hoac tric nghiém, ty luan, thuc
hanh trong qua trinh thuc hién cac bai hoc c¢6 trong mo-dun vé kién thirc, k§
nang va thai d6. Yéu cau phai dat duoc cac muc tiéu ciia timg bai hoc ¢o
trong mo dun.
c. Kiém trasau khi két thic mo-dun:
* V¢ kién thire: Puoc danh gia qua bai kiém tra viét, tric nghiém dat duoc cac
y&u cau sau:
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+ M0 phong ¢ dang bao cdo kho A4 vé sy hiéu hé diéu hanh Windows
* Vé kj nang:
Danh gia k¥ nang thuc hanh cua hoc sinh trong bai thuc hanh Hé diéu hanh dat duoc
C4C yéU cAu sau :
+ Str dung phan mém Paint dé v& hinh giao vién dua ra
+ Thiét 1ap mot s6 chirc nang trong ControlPanel
+ Thao tac mot s6 thi thuat trong hé diéu hanh Windows nhu giéu b dia, hen
gid tit may
* Nang lyc tw chu va trach nhiém: Co kha nang lam viéc doc lap hodc lam
viéc theo nhém, chiu trach nhiém c4 nhan va trach nhiém d6i véi nhom..
VI. HUONG DAN THUC HIEN MO PUN:
1. Pham vi &p dung chuong trinh
Chuong trinh mdn hoc duoc sir dung dé giang day cho trinh d6 trung cap nghé
2. Huéng din mot s6 diém chinh vé phuong phép giang day mén hoc
a.  Trinh bay ly thuyét, c6 thé két hop véi md phong théng qua cac Slide
b. Rabai tap thyc hanh.
3.  Nhiing trong tdm chuong trinh can chd y
Gido vién trudc khi giang day can phai cin cit vao nodi dung cua ting bai hoc
chuan bi day du cac diéu kién thuc hién bai hoc dé dam bao chat luong giang day.
4.  Sach gido khoa va tai liéu can tham khao:
[1]. TS Ha Quang Thuy, Gido trinh Nguyén Iy cdc hé diéu hanh , NXB KH & KT,
2005.

[2]. Tran H6 Thay Tién, Neuyén Iy hé diéu hanh, Pai hoc Pa Niang, Nam 2007.
[3]. Bang Vii Tung, Gido trinh Nguyén 1y hé diéu hanh,Nha xuat ban Ha Noi, 2005.
[4]. James R.Pinkert, Operating systems, California State University.

[5]. “NT Server Training: Architectural Overview. Lesson 2 — Windows NT System
Overview.”. Microsoft TechNet. Microsoft.
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CHUONG TRINH MO PUN PAO TAO

THIET KE TRINH DIEN TREN MAY TINH
M4 s& mon hoc: T.VP.MP 11
Thai gian mdn hoc : 90h (Ly thuyét 30h; Thuc hanh 60h)

I. VITRI, TINH CHAT MO PUN

- Mb dun dugce bd tri sau khi hoc sinh hoc xong cac mon hoc chung.

- Lamod dun co so.

1. Muc tiéu mo dun:

* V& kién thirc:

- Trinh bay duoc cac tmg dung cta k¥ thuat trinh chiéu trén phan mém Power
point.

- Trinh bay dugc cac loai hiéu Gng trinh chiéu Power Point trong bo
Microsoft Office

* Vé ki ning:

- Thao tac dugc cac cong cu trong cac hé trinh chiéu, tao duogc cac ban trinh chiéu
chuyén nghiép;

- Trinh dién dugc ban trinh chiéu vira thiét ké va st dung t6t cac chirc ning trong
khi trinh chiéu;

- Str dung dugc phan mém thiét ké trinh dién trén may tinh;

- Thiét ké dugc cac ban bao cao chuyén mon, chuyén d¢, bai tip 16n hoan thién,
chuyén nghiép;

- Thiét 1ap dugc cac tinh ning trinh dién chuyén nghiép, trinh dién, thuyét trinh
mach lac, 0 rang;

- Sir dung duoc cac chirc niang chuyén biét trong khi show ban trinh dién;

* V@& niing hre tw chit va trach nhiém

- BO trf 1am viéc khoa hoc dam bao an toan cho nguoi va phuong tién hoc tap.

- Cancu, chu dong trong hoc tap, dam bao an toan trong hoc tap.

III. NOI DUNG MO DUN:

1. N§i dung tong quat va phéan bo thoi gian:

Sé i Thoi gian (gio) 9
Tén cac bai trong mo dun Tong | Ly | Thuc | Kiém
TT X £ \
so |thuyet| hanh | tra*
1 | Bai mo dau: Tong quan vé thiét ké 4 4 0
trinh dién
2 Thiét ké ndi dung trong cac slide 17 6 10 1
3 Dinh dang céc slide 23 6 16
4 Hiéu tmg trinh dién 15 4 10 1
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Sé Thet gian (gio)
Tén cac bai trong mo dun Tong | Ly | Thuc | Kiém
TT 2 £ | s
so |thuyet| hanh | tra*
5 Mt s6 cong cu khac 12 4 8
6 Trinh dién 19 6 12 1
Cong 90 30 57 3

“Ghi chl: Thoi gian kiém tra dwoc tich hop giita Iy thuyét véi thiee hanh dwoc tinh
bang gio thuc hanh.
2. Ndi dung chi tiét:

Bai mg dau: Téng quan vé thiét ké trinh dién

Thoi gian: 4gio
1. TAm quan trong cia trinh dién Thoi gian: 0.5gio
2. Cac nguyén tic trong thiét ké trinh dién: Thoi gian: 1gio

2.1. Céc quy dinh vé font chit

2.2. Cac quy udc vé sb luong vin ban

2.3. Quy udc vé hiéu tng

3. Gidi thiéu mot s6 phan mém thiét ké trinh dién (PowerPoint, Impress, Violet)
Thoi gian: 1gio

3.1. Phan mém Microsoft PowerPoint

3.2. Phan mém OpenOffice Empress

3.3. Phan mém Violet

4. Lya chon phan mém thich hop Thoi gian: 0.5gio

4.1. Phan tich wu, nhugc ciia tmg phan mém

4.2. Lya chon phan mém thich hop

Bai 1: Thiét ké ndi dung trong céc slide
Thot gian: 17gio

1. Cac bd cuc cua slide Thoi gian: 1 gio
2. Nhap van ban Thoi gian: 1 gio
3. Chén cac dbi tuong d6 hoa vao slide Thoi gian: 1 gio
4. Chén cac ky hiéu dac biét vao slide Thoi gian: 1 gio
5. Chén céc file am thanh, hinh anh vao slide Thoi gian: 1 gio
6. Thuc hanh: Thoi gian: 11gio
7. Kiém tra: Thoi gian: 1 gio
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Bai 2: Pinh dang céc slide
Thoi gian: 23 gio

1. Binh dang vin ban, nén slide, phbi mau Thoi gian: 4 gio
1.1. Pinh dang font chir
1.2. Pinh dang nén slide
1.3. Phéi mau gitta cac d6i tuong trong slide
2. Binh dang cac dbi tuong d6 hoa, so dd, biéu d6 Thoi gian: 4 gio
2.1. Thanh cong cu Drawing
2.2. Thanh cong cu Picture
2.3. Thanh cong cu WordArt
2.4. Thanh cong cu Organization Chart

3. Cong cu Slide Master Thoi gian: 2 gio
4. Thyc hanh Thoi gian: 12 gio
5. Kiém tra Thoi gian: 1 gio

Bai 3: Hiéu @ng trinh dién
Thoi gian:15 gio

1. Hiéu ung cho cac dbi tuong trong slide Thoi gian: 4 gio
1.1. Hi€u tng hinh 4nh
1.2. Hiéu trng 4m thanh
1.3. Hi¢u img van ban
1.4. Hi¢u tmg cho video
1.5. Hiéu tmg cho biéu do
1.6. Thir tu xuat hién cac ddi tugng hiéu ting
1.7. Ché db kich hoat hiéu ung
2. Hi€u Ung lat trang slide Thoi gian: 4 gio
2.1. Hiéu tng hinh anh
2.2. Hiéu tmg am thanh
2.3. Ché d¢ kich hoat hiéu tmg

3. Thuc hanh: Thoi gian: 6 gio
4. Kiém tra: Thoi gian: 1 gio

Bai 4: Mét so cong cu khac
Thot gian:12 gio
1. Sao chép slide, sao chép dbi tuong Thoi gian: 1 gio
1.1. Sao chép cac dbi tugng trong cting mot slide
1.2. Sao chép slide
2. Sao chép cac slide tir trang trinh dién khéc Thoi gian: 1 gio
2.1. Sao chép céc slide tir ban trinh chiéu khac
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2.2. Sao chép noi dung tur file word, céc file text

3. Header va Footer Thoi gian: 1 gio
4. AutoCorrect Thoi gian: 1 gio
5. Dich chuyén tiéu dé véi outlining bar Thoi gian: 1 gio
6. Thuc hanh: Thoi gian: 7 gio

Bai 5: Trinh dién
Thoi gian:19 gio

1. Trinh dién thanh phan Custom show Thoi gian: 2gio
2. Trinh dién ty dong Thoi gian: 2gio
3. Céc cong cu trong khi trinh dién Thoi gian: 2gio

3.1. Dung bt mau danh déu
3.2. Chuyén dén mot trang bat ky trong khi trinh dién
3.3. Pat ché d6 man hinh trong khi trinh dién

4. Thiét 1ap cac thong sd trinh dién Thoi gian: 1 gio
5. Thyc hanh: Thoi gian: 11 gio
6. Kiém tra: Thoi gian: 1 gio

IV. PIEU KIEN THU'C HIEN CHUONG TRINH

Gi4o trinh, dé cuong, gido an, tai liu tham khao

Mb hinh hoc cu: May tinh, may chiéu

Cau hoi, bai tap thuc hanh
V. PHUONG PHAP VA NOI DUNG PANH GIA

Kiém tra ly thuyét cac noi dung da hoc

Thudng xuyén kiém tra két qua thuc hanh

Panh gia trong qua trinh hoc; kiém tra theo hinh thac: Thyc hanh

Panh gia cudi mé dun: Thuc hanh
VI. HUONG DAN CHUONG TRINH
1. Pham vi ap dung chwong trinh:

Chuong trinh mé dun dugc sir dung dé giang day cho trinh d6 trung cap nghé.
Téng thoi gian thue hién mo dun 1 90 gid, gido vién giang cac gio Iy thuyét va dan
xen cac gio thuc hanh
2. Huéng din mét s6 diém chinh ciia mé dun:

Gi4o vién can chuan bi ddy du cac trang thiét bi trudc khi 1én 16p, nhu may tinh,
may chiéu, dong thoi thuc hién ludn cac thao tac sau khi giang 1y thuyét . Cac bai
tap thuc hanh dugc xay dung theo ndi dung cua tung bai. Nén thiét ké mot bai tap
thuc hanh chung, chia ra cac phﬁn thuc hién trong tung bai, cudi mo dun, sau khi da
thue hanh toan bd cac thao tac, hoc sinh s& c6 mét ban trinh dién hoan thién.

3. Nhirng trong tim chwong trinh can chi y:

Tao ban trinh dién

binh dang cac slide

36



Hiéu urng
Trinh dién
4. Tai liéu tham khdo:
Nguyén Minh Bic, Tgo dién hinh véi Power Point, NXB Thdng ké, 2003
Nguyén Cong Tuan, Tu hoc Microsoft Power Point, NXB Lao dong — X& hai,
2006
Lé Hong Phuong, Open Office, NXB Tr¢, 2007
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CHUONG TRINH MON HQC
BANG TiNH PIEN TU

M4 s& mon hoc: T.VP.MH 12
Thoi gian mén hoc : 90h (Ly thuyét 30h; Thuc hanh 60h)

I. VI TRI, TINH CHAT CUA MO PUN
Vi tri:

- La mé dun co s& bat budc caa nghé Tin hoc vin phong.

Mo dun duoc bb tri sau khi hoc sinh hoc xong cac mé dun chung.
Tinh chét;
- Bang tinh dién tir 14 md dun co s& bat bude dé phuc vu cho viéc tinh toan va
quan ly dit liéu trong nghé Tin hoc vin phong.
- Gilip cho hoc sinh lam tot céac thao tac véi bang tinh dién tir va &p dung vao
thuc té.
II. MUC TIEU MO PUN
Sau khi hoc xong mé dun nay, hoc sinh can dat duoc:

- Str dung duoc phan mém bang tinh Microsoft Excel dé tao lap, biéu dién céac
kiéu dit liéu: so, chudi ky tu, thoi gian va lap duoc cac bang tinh...

- Str dung bang tinh thanh thao;

- Trinh bay va thao tac nhanh véi cac ham trong bang tinh;

- Hinh thanh tu duy khoa hoc, phét trién nang luc 1am viéc theo nhom.

I11. NOI DUNG MO PUN

1. Noi dung tong quat va phan phdi thoi gian:

Thoi gian (gio)
STT Tén cac bai trong mé dun Tong| Ly | Thuc | Kiém
s6 | thuyét | hanh | tra*
1 | Bai mé dau 2 2
2 | Mot s6 thao tac co ban vai bang tinh Excel | 8 2 5 1
3 | Xu ly dix liéu trong bang tinh 10 3 6 1
4 | Quy tac st dung ham trong Excel 5 2 3
5 | Ham thoi gian va ham xir 1y van ban 11 4 7
6 | Ham thong ké, ham toan hoc va luong giac | 12 4 7 1
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Theot gian (gio)
STT Tén céc bai trong md dun Téong| Ly | Thuc | Kiém
s6 |thuyét | hanh | tra*
7 | Ham logic va lay thdng tin trong Excel 11 4 7
8 | Ham tim kiém va tham chiéu 10 3 6 1
9 | Quan ly dit liéu trén Excel 16 5 10 1
10 | Intai liéu trén Excel 5 2 3
Ccong 90 30 55 5

2. Noi dung chi tiét:

Bai mo dau: Lam quen véi Microsoft Excel
Thoi gian: 2 gio
1. Gi6i thiéu vé bang tinh dién tir Excel

2. Khai dong va thoat khoi Excel
3. Lam quen va&i moi treong lam viéc

Bai 1: Mt sé thao tac co ban véi bang tinh Excel
Thoi gian: 8 gio
1. Thao tac vdi file

1.1.Tao tai liéu méi

1.2. M tai liéu da ton tai trén dia
1.3. Ghi tai liéu 1én dia

2. Cac thao tac co ban

2.1. Thém bang tinh

2.2. Sao chép, di chuyén bang tinh
2.3. Xo4, d6i tén bang tinh

3. Thuc hanh

3.1. Bai 1: Thuc hanh thao tac co ban vai file Excel
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3.2. Bai 2: Thuc hanh cac thao tac véi tai liéu trong bang tinh
4. Kiémtra

Bai 2: Xir ly dir liéu trong bang tinh
Thoi gian: 10 gio
1. Tim hiéu vé cac kiéu dit liéu trong Excel

1.1. Dit liéu kiéu sb

1.2. Dit liéu kiéu ngay thang

1.3. Dit liéu kiéu ky tu

1.4. Dit ligu kiéu tién té

2. Tim hiéu céc toan tir trong cac cong thirc

2.1. CAc toan tur co ban

2.2. Cac toan tu st dung ham

3. Cac thao tac co ban vai dir liéu trong bang tinh

3.1.Nhap va dinh dang dix li¢u

3.2. Xtr ly 6, hang, cot trong bang tinh

3.3. bat tén va ghi cha cho 6, vung dir liéu

4. Thuc hanh

4.1. Bai 1: Binh dang cac kiéu di liéu trong bang tinh dién tur
4.2. Bai 2: Thuc hanh thao tac nhap va dinh dang dit liéu

4.3. Bai 3: Thuc hanh cac thao tac véi xur ly 6, hang, cot trong bang tinh
5. Kiém tra

Bai 3: Quy tic sir dung ham trong Excel
Thoi gian: 5 gio
1. Quy tac sir dung ham

1.1. Nguyén tic sir dung ham
1.2. Cach nhap ham vao bang tinh

2. Gigi thiéu mét sé nhém ham chu yéu trong Excel
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2.1. Cac ham ky tu

2.2. Cac ham thong ké

2.3. C&c ham tinh toan

2.4. Cac ham tim kiém

3. Thuc hanh

3.1. Bai 1: Giéi thiéu nguyén tic sir dung ham trong Excel
3.2. Bai 2: Gigi thiéu vé cac ham trong bang tinh Excel

Bai 4. Ham thai gian va ham xik ly van ban
Thoi gian: 11 gio
1. Ham ngay thang va thoi gian

1.1. Ham ngay thang

1.2. Ham thoi gian

2. Ham xu 1y van ban va dir li¢u

2.1. Ham xur 1y van ban

2.2. Ham xur ly dir liéu

3. Thuc hanh

3.1. Bai 1: Thuc hanh vé sir dung ham ngay thang va thai gian
3.2. Bai 2: Thuc hanh vé sir dung ham xt Iy van ban va di liéu

Bai 5: Ham thong k&, ham toan hec va lwong giac
Thot gian: 12 gio
1. Ham théng ké

1.1. Chitc ning mot s6 ham thong ké chi yéu
1.2. Cach su dung ham thong ké

2. Ham toan hoc va luong giac

2.1. Ham toan hoc

2.2. Ham luong giéc

3. Thuc hanh
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3.1. Bai 1: Thuc hanh vé sir dung ham théng ké
3.2. Bai 2: Thuc hanh vé sir dung ham toan hoc va luong giac
4. Kiém tra

Bai 6: Ham logic va lay thdng tin trong Excel
Thoi gian: 11 gio
1. Ham logic

1.1. Chirc nang mot s6 ham logic chu yéu

1.2. Céch sur dung ham logic

2. Ham Iy théng tin

2.1. Ham kiém tra di liéu

2.2. Ham lay thong tin trong Excel

3. Thuc hanh

3.1. Bai 1: Thyc hanh vé st dung ham logic

3.2. Bai 2: Thyc hanh vé st dung ham lay thong tin

Bai 7: Ham tim kiém va tham chiéu
Thoi gian: 10 gio
1. Ham tim kiém

1.1. Chirc nang mot s6 ham tim kiém chi yéu

1.2. Céch sir dung ham tim kiém

2. Ham tham chiéu

2.1. Chuc nang mot sé6 ham tham chiéu

2.2. Céch str dung ham tham chiéu

3. Thuc hanh

3.1. Bai 1: Thyc hanh vé sir dung ham tim kiém
3.2. Bai 2: Thuc hanh vé st dung ham tham chiéu

4. Kiém tra
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Bai 8: Quan ly dir liéu trén Excel
Thoi gian: 16 gio
1. Cac khai niém co ban

1.1. Khai niém dur liéu

1.2. Khai niém co s¢ dir liéu

2. Sap xép, dat loc va tong két dix lieu

2.1. Sap xép dit lieu

2.2. bat loc dir liéu

2.3. Tong két di lidu theo nhom

3. Thao tac véi mot s6 ham CSDL co ban

3.1. Ham DAVERAGE, DMAX, DMIN, DSUM

3.2. Ham DCOUNT, DCOUNTA. Thuc hanh

4. Thuc hanh

4.1. Bai 1: Thuc hanh sap xép, dat loc va tong két dir liéu
4.2. Bai 2: Thuc hanh véi ham DAVERAGE, DMAX, DMIN, DSUM
4.3. Bai 3: Thuc hanh véi ham DCOUNT, DCOUNTA
5. Kiém tra

Bai 9: In tai liéu trén Excel
Thoi gian: 5 gio
1. Binh dang trang van ban cho bang tinh

1.1. Pinh dang ¢ gidy, huéng in

1.2. Pt 1& cho trang in

1.3. Tao tiéu dé trén, tiéu dé dudi cho trang
1.4. Lap lai tiéu d& bang tinh khi sang trang
2. In bang tinh

2.1. Chon may in

2.2. Chon kho giay in
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2.3. Chon hinh thic in

3. Thuc hanh

3.1. Bai 1: Thuc hanh dinh dang trang van ban
3.2. Bai 2: Thyc hanh in bang tinh ra giy

IV. PIEU KIEN THU'C HIEN MO PUN

Gido trinh, dé cuong, gido 4n, tai liéu tham khao.

M6 hinh hoc cu: May tinh, may chiéu.

Cau hoi va bai tap thuc hanh.
V. PHUONG PHAP VA NOI DUNG PANH GIA

Kiém tra ly thuyét cac noi dung di hoc.

Kiém tra bai tap thuc hanh.

Panh gia trong qua trinh hoc: Kiém tra theo hinh thuc: Thyc hanh trén may
tinh.

Panh gia cubi mdn hoc: Kiém tra theo hinh thicc: Thuc hanh trén
may tinh.
VI. HUONG DAN THUC HIEN MO PUN

1. Pham vi ap dung chwong trinh:

Chuong trinh mon hoc duogc st dung dé giang day cho trinh do Trung cap nghé.
Tong thoi gian thuc hién mén hoc 1a 90 gio, gi4o vién giang céc gio ly thuyét,
két hop véi cac gid thue hanh dan xen.

2. Hwéng din mét s6 diém chinh vé phuwong phap giang day mé dun dao tao:

Hinh thire giang day chinh caa mdn hoc: Ly thuyét trén 16p két hop véi thao
luan nhdm va thuc hanh trong phong may.

Gi4o vién trude khi giang day can phai can ctr vao noi dung caa ting bai hoc
chuan bi day du cac diéu kién thuc hién bai hoc dé dam bao chit luong giang day.
Céc bai tap thuc hanh dugc xay dung theo noi dung tung bai.

3. Nhirng trong tim chwong trinh can chi y:

Khai dong MS Excel; Lam quen vai moi trueong lam viée; Tao tai liéu mai; Ghi
tai liéu 1én dia; Mo tai liéu d3 ton tai trén dia; Thém, xo4, di chuyén, doi tén bang
tinh; Thoat khoi méi treong lam viéc.

Tim hiéu cac kiéu dix liéu, cac toan tir; Nhap di liéu; X Iy 6, hang cot trong
bang tinh; Binh dang di liéu; Pat tén cho 6, vung dir liéu; Ghi cha cho 6.
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Qui tac sir dung ham; Nhap ham vao bang tinh; Thao tac véi mot sé ham co
ban.

Tim hiéu khai niém co ban; Sap xép, loc dit liéu; Tim hiéu mot s6 ham CSDL
co ban; Tong két theo nhém.

Chon ¢& gidy, huéng in; Bat I&; Tao tiéu dé dau, cudi trang; Lip lai tiéu dé
bang tinh khi sang trang; In tai liéu.

4. Tai liéu can tham khio:

KS. Truong Cong Tuan, Gido trinh “Tin hoc van phong”, NXB van hoa thong
tin, 2008.

TG. Sé GDDT tinh Ddng Nai, Gido trinh Excel XP — Bai tdp thuc hanh, NXB
Thanh phé H6 Chi Minh, 2007.

TG. Nguyén Pinh T¢, Gido trinh “Ly thuyét va thuc hanh Tin hoc vin phong
— Tap 3: Excel XP, Quyén 2, NXB Lao dong, 2006.

TG. Vi Gia Khanh, Gido trinh “Str dung va khai thac Excel”, NXB Giao duc,
2007.
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CHUONG TRINH MO PUN PAO TAO
TIENG ANH CHUYEN NGANH

Ma s6 mdn hoc: T.VP.MP 13
Thoi gian mdn hoc : 30h (Ly thuyét 12h; Thyc hanh18h)

I. VI TRi, TINH CHAT CUA MON HQC
- Vi tri:

Mon hoc tiéng Anh chuyén nganh Tin hoc vin phong (THVP) danh cho hoc
sinh va sinh vién chuyén nganh THVP, duoc hoc tiép sau khi di hoc phan tiéng Anh
co ban. Vi li do d6, nhiéu phan ngit phap trong chuong trinh nay di khong duogc
nhic lai.

- Tinh chét:

+ La mon hoc danh cho chuyén nganh nén céc tir trong bai hoc dugc lap di lap
lai nhiéu 1an dé cho ngudi hoc dé nhd tir hon. Tiéng Anh chuyén nganh 1 mot trong
sb cac mon hoc Iy thuyét co s& thudc cac mon hoc dao tao nghé bét budc.

+ Tiéng Anh 14 ndi dung co ban va quan trong trong dao tao nghé hién nay
nham gitp sinh vién c6 thé st dung trong qua trinh giao tiép, van dung vao qua
trinh nghién ctru cac tai liéu k¥ thuat tao cho su phat trién nghé nghiép hoa nhap
khi lam viéc véi cac doanh nghiép nude ngoai.

II. MUC TIEU MON HOQC:
Sau khi két thiic chwong trinh hoc, hoc sinh cé khd ning:

* Vé kién thirc:
+ Nhan biét duoc cac thong tin thudc linh vuc hé théng may tinh.
+ Giai thich duoc noi dung cta hé théng may tinh.
* Vé ky nang:
+ Thao tac nhanh gon, chinh xac
+ Thanh thao trong viéc thuc hién cac budc can ban trén may tinh
* Ve nang lyc tw chu va trach nhiém:

+ Y thuac dugc tm quan trong va ¥ nghia thyc tién cua hoat dong hé théng may
tinh.

+ Can nhac khi sir dung hé théng may tinh.

+ Tuan thi ndi quy, quy dinh khi st dung hé théng may tinh.
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I11. NOI DUNG MON HQC
1.N6i dung tong quat va phan bo thoi gian:

Thoi gian (gio)
Thuc hanh,
TT Tén chwong, myc Tong Ly thi nghiém, | Kiém
s6 | thuyét | thao luin, bai | tra
tap
1 | Unit1l: Computer 07 03 04
2 | Unit 2: Centre Processing Unit 07 03 04
(CPU)
3 | Test NO1 01 01
4 | Unit 3: Types of computer 07 03 04
5 | Unit 4: Computer applications 07 03 04
6 | Test NO2 01 01
Tong| 30 12 16 02

2. Noi dung chi tiét
UNIT1: COMPUTER
1. Muc tiéu:

Sau khi két thiic bai hoc, hoc sinh cé khd ning:

Thot gian: 07 gio

- Trinh bay ding cac tir vung vé céac thiét bi may tinh, nim vimg mot sb kién thire
ngit phap co trong bai dé hiéu va lam duoc cac bai tap.

- Van dung céc cau tric va von tir k¥ thudt co ban may tinh dé giao tiép thong

thuong trong qua trinh lam viéc.

- Nghe, néi doc viét véi cac noi dung chuyén nganh don gian trong giao tiép nghé
nghiép.

- Biéu hién nhu cau dién dat tir va cau tiéng Anh chuyén nganh Tin hoc vin phong
trong nghé nghiép va thuc té.

2. No6i dung:

1. Vocabulary
2. Grammar:

What is this tool? What are they?
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To call/ To be called
3. Practice:
3.1. Reading comprehension
3.2. Further practice
UNIT 2: CENTRE PROCESSING UNIT (CPU) Thoi gian: 07 gio
1.Muc tiéu:
Sau khi két thiic bai hoc, hoc sinh cé khd ning:

- Trinh bay diing cac tir vung vé cac thiét bi may tinh, nam viing mot so kién thirc
ngit phap co trong bai dé hiéu va lam dugc cac bai tap.

- Van dung céc cau tric va von tir k¥ thudt co ban may tinh dé giao tiép thong
thuong trong qua trinh lam viéc.

- Nghe, noi doc viét voi cac ndi dung chuyén nganh don gian trong giao tiép nghé
nghiép.
- Biéu hién nhu (féu dién dat tir va cau tiéng Anh chuyén nganh Han trong nghé
nghi¢p va thuc té.
2. No6i dung:

1. Vocabulary

2. Grammar: Building sentences

3. Practice:

3.1. Reading comprehension

3.2. Further practice

UNIT 3: TYPES COMPUTERS Thoi gian: 07 gio
1.Muc tiéu:

Sau khi két thiic bai hoc, hoc sinh cé kha néing:
- Trinh bay diing cac tir vung vé cac thiét bi may tinh, nam viing mot sé kién thirc
ngtt phdp co6 trong bai dé hiéu va lam duoc céac bai tap.
- Van dung céc cau trac va von tir ki thuat co ban may tinh dé giao tiép thong
thuong trong qua trinh lam viéc.
- Nghe, noi doc viét voi cac ndi dung chuyén nganh don gian trong giao tiép nghé
nghiép.
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- Biéu hién nhu cau dién dat tir va cau tiéng Anh chuyén nganh Tin hoc vin phong
trong nghé nghiép va thuc té.

2. Noi dung:

1. Vocabulary

2. Grammar: Relative clause

3. Practice:

3.1. Reading comprehension

3.2. Further practice

UNIT 4. COMPUTER APPLICATION Thoi gian: 07 gio
1. Muc tiéu:

Sau khi két thiic bai hoc, hoc sinh cé kha néing:

- Trinh bay dung cac tir vung v cac loai may tinh, nam virng mdt so kién thirc
ngir phap c6 trong bai dé hiéu va lam dugc cac bai tap.

- Van dung cac cAu tric va von tir k¥ thuat co ban vé mo ta cac loai may tinh dé
giao tiép thong thudng trong qua trinh 1am viéc.

- Nghe, néi doc viét véi cac ndi dung chuyén nganh don gian trong giao tiép nghé
nghiép.

- Biéu hién nhu cau dién dat tir va ciu tiéng Anh chuyén nganh THVP trong nghé
nghiép va thuc té.
2. Noi dung:
1. Vocabulary
2. Grammar: Review Simple Present
3. Practice:
3.1. Reading comprehension
3.2. Further practice
IV. PIEU KIEN THU'C HIEN MON HQC
* Dung cu Va trang thiét bi
+ May tinh c6 két nbi véi mang Internet.
+ May chiéu da phuong tién.
+ Hé thong phong 1y thuyét ¢6 ndi mang Internet.
* Hoc liéu
+ Bo tranh cac thiét bi nganh Tin hoc van phong bang tiéng Anh.
+ Céc hinh vé vi du minh hoa.
+ Tai liéu hudng dan mén hoc tiéng Anh chuyén nganh Tin hoc vin phong.
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+ Tai liéu hudng dan bai hoc va bai tap thuc hanh tiéng Anh chuyén nganh Tin
hoc van phong
+ Gi4o trinh mdn tiéng Anh chuyén nganh Tin hoc vin phong.
* Nguon lire Khac
+ Phong hoc ly thuyét dung tiéu chuan, du diéu kién thuc hién qué trinh
day hoc.
V.NOI DUNG VA PHUONG PHAP PANH GIA
- Kiém tra ddnh gia truéc khi thuc hién mén hoc

Puoc danh gia qua bai viét, kiém tra van dap hoac tric nghié¢m, tu ludn, thuc
hanh dat cac yéu cu cia mén hoc tiéng Anh chuyén nganh Tin hoc vin phong
- Kiém tra ddnh gia trong khi thuc hién mén hoc:

DPuoc danh gia qua bai viét, kiém tra van dap hodc tric nghi¢m, tu ludn, thuc
hanh trong qua trinh thyc hién cac bai hoc c6 trong chuong trinh mén hoc vé kién
thue, k¥ nang va thai do. Yéu cau phai dat dugc cac muyc ti€u cua tirng bai hoc co
trong mon hoc.

- Kiém tra sau khi két thic mdn hoc:
* V¢ kién thirc:
- Trinh bay dung cac thuat ngit k¥ thuat lién quan dén chuyén nganh Tin hoc vin
phong
- Hiéu va biét sir dung ding cac cdu trac mau cau chuyén nganh chuyén nganh Tin
hoc vian phong, tir d6 ¢6 kha ning viét theo cac chi dé da hoc.
- Van dung cac cau trac va von tir k¥ thudt co ban nghé Tin hoc van phong dé giao
tiép thong thudng trong qua trinh 1am viéc.
* Vé ky nang:
- Panh gia k¥ ning van dung kién thirc mén hoc tiéng Anh chuyén nganh chuyén
nganh Tin hoc van phong ctia hoc sinh trong cac bai hoc dat duoc:
- Nghe, noi doc, viét ding cac ndi1 dung, chu dé, thuat ngir k¥ thuat lién quan dén
chuyén nganh Tin hoc vin phong trong giao tiép nghé nghiép.
- Biéu hién nhu cau dién dat tir va cau tiéng Anh chuyén nganh trong thuc té nghé
nghiép.
* Nang luc ty chu va trach nhigm:
- Chu dong hoc tap, c6 kha nang hoat dong ddc lap hoac theo nhom.
- Chiu trach nhiém ca nhan va trach nhiém ddi véi nhém.
VI. HUONG DAN THUC HIEN MON HOQC
1. Pham vi ap dung chuong trinh:

Chuong trinh mén hoc dugc str dung dé giang day cho trinh do trung cap
nghé
2. Hurong dan mét sé diém chinh vé phuong phdp giang day mén hoc:
- Trinh bay ly thuyét, c6 thé két hop vai thiét bi tai xuwong hozc hinh anh théng qua
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cac Slide.

- Ra bai tap thuc hanh.

3. Nhitng trong tdm chwong trinh can chii y:

- Gido vién trude khi giang day can phai cin ¢t vao ndi dung cuia timg bai hoc chuan

bi day du cac diéu kién thuc hién bai hoc dé dam bao chat luong giang day.

- Hoc sinh ndm virng vén tir va cac thuét ngit chuyén nganh Tin hoc van phong.

4. Tai liéu tham khao:

1. Gi4o trinh Tiéng Anh chuyén nganh Tin hoc vin phong — Nha xuat ban Ha Noi -

2007

2. Teaching outline (d& cuwong bai giang) - Pai hoc su pham k¥ thuat Vinh -2005

3. English - Vietnamese Dictionary of Comprehensive Engineering and High
Technology — NXB Khoa hoc va K¥ thuat

4. http://vdict.com/ translation

5. http// www.globaledu.com.vn.
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CHUONG TRINH MO PUN PAO TAO
CAI PAT VA SU DUNG CAC PHAN MEM
VAN PHONG THONG DUNG

M4 s6 mon hoc: T.VP.MD 14
Thoi gian mdn hoc : 90h (Ly thuyét 20h; Thuc hanh 70h)

I. VI TRI, TINH CHAT CUA MO PUN

Vi tri

La md dun chuyén mon “Cai dat va sir dung cdc phan mém vin phong thong
dung”, moé dun dugc bd tri sau khi hoc sinh hoc xong cac mo dun chung.

Tinh chét

Cai dat va st dung cic phan mém vin phong thong dung 13 mé dun chuyén
nganh bat budc dé phuc vu cho biét cai dit cac phan mém thong dung trong qua trinh
hoc tap va st dung cac mo dun nay vao hoc tap, ap dung trong thuc tién ...
II. MUC TIEU MO PUN
Vé kién thic:
- Biét cai dat cac phan mém thdng dung ndi chung tir 6 tao ki nang co thé cai
dat duwoc moi san pham phan mém xuét hién trén thi trudng, ¢ thé &p dung vao thuc
tién;
- Sir dung thanh thao cac phan mém nhu Mindjet Manager, Microsoft Project,
Microsoft Visio, ....dé xay dung dy an tir mac quy moé nho dén mac vira va lon;
- Biét vé noi dung cac cdng cu trong cac phan mém quan ly dy an nhu: Mindjet
Manager, Microsoft Project, Microsoft Visio va ung dung trong cudc song hang
ngay.
- Trinh bay duoc cac mau theo bai tir d6 ¢ thé 4p dung vao thuc tién.
Xay dung cac dy an & mirc quy mo vua
Vé k§ ning:
- Biét cai dat cac phan mém thong dung
- Ap dung viéc cai dit ¢ nhidu moi truong, nhiéu hé diéu hanh khéac nhau.
- Xay dung duoc cac du an phuc vu trong bai hoc cling nhu mo hinh trong thuc
tidn san xuat.
- Biét sir dung mang Internet & trao d6i thong tin cling nhu tac pham cho cong
ddng yéu d6 hoa.
- Biét phac thao va xay dung md hinh dy &n bang cac phan mém trén;
V@ niing luc tw chii va trach nhiém
- Ren luyén tinh chinh xé&c, khoa hoc va tac phong cong nghiép.
- Tuan thu ndi quy, quy dinh noi lam viéc.
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I11. NOI DUNG MO PUN

1. N§i dung tong quat va phan phdi thoi gian:
. Theoi gian
S0 Tén cac bai trong mé dun ; >
TT Tong | Ly Thuc | Kiém
s6 | thuyét | hanh | tra*
1 |Bai mé dau 1 1 0 0
2 | Cai dat duoc Microsoft Office 9 2 7 0
3 | Cai dat dugce Microsoft Project, Microsoft Visio | 15 2 13 0
4 | Cai dat Mindjet MindManager 12 3 9 0
5 Cé‘i dat @C)t 5O ft‘ng c}ung khac lién quan dén 18 3 15 0
nganh Tin hoc van phong
6 | On tap, tong két & Kiém tra danh gia hoc phan | 6 1 4 1
9 Sf_r _dung phan mém quan 1y du an Microsoft 16 3 13 0
Visio
10 | On tap, tong két & Kiém tra danh gia hoc phan | 6 2 2 1
1 Tliuc tap, 1am bai thu hoach & bao céo két qua : 3 A .
mo dun
CONG 90 20 67 3

* Ghi ch(: Thoi gian kiém tra dwoc tich hop giita Iy thuyét véi thwe hanh dwoc tinh
bang gio thwe hanh.
2. Ngi dung chi tiét (Quy chuan ra gio)

AN L B~ W N~

Bai mo dau: Gigi thiéu vé phwong phap cai dit va cac wng dung

. Phuong phép cai dat
. Céc img dung

Bai 1. Cai dat dwoc Microsoft Office

. Khai niém chung vé tinh nang Microsoft Office
. Cac yéu cau k¥ thuat vé thiét bi (Phan cimg-phan mém)
. Cac budc cai dat chuong trinh

. Mot s6 18i 6 thé xay ra khi cai dit
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.B6 sung duoc cac thudc tinh bi thiéu trong Microsoft Office
. Bai tap: Thao tac cai dat lai phﬁn mém va tu nhan xét

Thoi gian 1 gio

Thot gian 09 gio
Thoi gian 0.5 gio
Thoi gian 0.5gio
Thoi gian 01gio
Thoi gian 0.5gio
Thoi gian 0.5 gio
Thoi gian 03 gio



7. Bai tap: Thao tac cai dat bd Open Office va tu nhan xét Thoi gian 03 gio

Bai 2: Cai dat dwgc Microsoft Project, Microsoft Visio
Thoi gian 15 gio
1. Khai niém chung vé tinh nang Microsoft Project, Microsoft Visio
Thot gian 01 gio

2. Céc yéu cau k¥ thuat vé thiét bi (Phan crng-phan mém) Thoi gian 01 gio
3. Cac budc cai dat chuong trinh Microsoft Project, Microsoft Visio

Thoi gian 4gid
4. Mot s6 161 co thé xay ra khi cai dat Thoi gian 1gid
5. Bai tap: Thao tac cai dat lai phﬁn mém va ty nhan xét Thoi gian 4 gio

6. Bai tap: Cai dat Adobe Reader, Photoshop CS4, Corel Draw, Thoit gian 4 gio

Bai 3: Cai dat Mindjet MindManager
Thoi gian 12 gio

1. Khai niém chung vé Mindjet Mind Manager Thoti gian 0.5g10
2. Céc yéu cau k¥ thuat vé thiét bi (Phan crng-phan mém) Thoi gian 1gio
3. Cac budc cai dat chuong trinh Mindjet MindManager Thot gian 1gio
4. Mot s6 16i ¢o thé xay ra khi cai dat Thoi gian 0.5gio
5. Bai tap: Thao tac cai dit lai phan mém va tu nhan xét Thoi gian 4gid
6. Bai tap: Cai dat AutoCad, Mathlab ... Thoi gian 4gio
7. Kiém tra Thoi gian 1gio

Bai 4: Cai dit mét so wng dung khac lién quan dén nganh Tin hec vin phong
Thoi gian 18 gio

1. Cai dat va su dung bd Font (Vietkey, Unicode,...) Thoi gian 4gid
2. Cai dat Gold Wave, Snaglt, Ulead .... Thoi gian 4gid
3. Cai dat va st dung UltralSO, Nero Burning, .. Thoi gian 4gio
4. Mot s6 16i co thé xay ra khi cai dat Thoi gian 1gio
5. Bai tap: Thao tac cai dit lai phan mém va tu nhan xét Thoi gian 5gio

Bai 5: On tap, tong két phan | & Kiém tra danh gia hoc phan
Thot gian 06 gio

1. Trao ddi,van dap Thoi gian 1,5g10
2. Yéu cau thuc hién lai cac cac bai di hoc Thoi gian 2 gio
3. Péanh gia két qua hoc phan Thoi gian 1gio
4. Két luan Thot gian 0.5 gio
5. Kiém tra Thoti gian 1gio
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Bai 6: Sir dung phan mém quan Iy dw an Microsoft Visio
Thoi gian 16 gio

1. Thiét 1ap mot du 4n Thoi gian 2gid
2. Nhap va td chirc cac cong viée Thoi gian 2gid
3. Thiét 1ap thoi gian bat dau va thoi gian két thiic cong viéc  Thoi gian 2gid
4. Khdi tao tai nguyén, nhan luc cho cong vi¢ce Thoi gian 1gio
5. Xem xét hé théng cong viéc Thoit gian 1gio
6. Bai tap mau: Xay dung ké hoach " Két ciu mang cuc bd cua Truong CDCN Viét-
Hung" Thoi gian 4gid
7. Bai tap téng hop Thoi gian 4gid

Bai 7: On tap, tong két & Kiém tra danh gia hoc phan
Thot gian 06 gio

1. Trao dbi, van dap Thoi gian 2gid
2. Yéu cau thyc hién lai cac cac bai dd hoc Thoi gian 2gid
3. Péanh gia két qua hoc phan Thoi gian 1.5gio
4. Két luan Thoi gian 0.5g10

Bai 8: Thuc tap, lam bai thu hoach & béo céo két qua mé dun
Thoi gian 07 gio

1. Yéu ciu chung Thoi gian 0.5g10
2. Phan nhom thuc hién dé tai & dang ky dé tai thuc hién Thoi gian 0.5g10
3. T6 chirc bao vé dé tai va nhan xét timg d¢é tai Thoi gian 4.5gio
4. Cong bd két qua dat duoc Thoi gian 0.5g10
5. Kiém tra Thoi gian 1gid
IV. PIEU KIEN THU'C HIEN MO PUN

Vit liéu:

Slide va may chiéu / May quay chup anh/film, dia noi dung
Gidy A4,céc loai gidy
Céac hinh mau cho ndi dung bai tap
Dung cu va trang thiét bi:
May chiéu (Projector) két ndi may vi tinh
May chiéu da phuong tién
Hoc liéu:
Tai liéu hudng thyuc hanh.
Bo dia CD cac phan mém sir dung trong mo dun.
Gido trinh md dun “Cai dat va sir dung cac phan mém vin phong thong dung”.
Nguén lyc khac:
Phong LAB du diéu kién nghe, doc, chiéu video mau va thyc hanh.
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V. PHUONG PHAP VA NOI DUNG PANH GIA
V& kién thic:

Puoc danh gia qua bai kiém tra vin dap, 1am bai truc tiép trén may tinh dat
dugc cac yéu cau sau:

Cai dat cac phan mém thong dung

Biét vé noi dung cac cong cu trong cac phan mém quan 1y dy an nhu: Mindjet
Manager, Microsoft Project, Microsoft Visio va ung dung trong cudc song hang
ngay.

Trinh bay dugc cac mau theo bai tir d6 co thé &p dung vao thuc tién.

Xay dung cac du an & mac quy mé vira.

Vé k§ ning:

Danh gia k¥ nang thuc hanh cua hoc sinh trong bai thuc hanh Cai dat va su
dung cac phan mém vin phong thong dung dat dugc cac yéu cau sau:

Biét cai dit cac phan mém thdng dung

Ap dung viéc cai dit ¢ nhidu moi truong, nhiéu hé diéu hanh khac nhau.

Xay dung dugc cac du an phuc vu trong bai hoc ciing nhu mé hinh trong thuc
tién san xuat.

Biét str dung mang Internet & trao d6i thong tin ciing nhu tac pham cho cong
dong yéu d6 hoa.

Vé thai d¢:

Can than, tu giac,chinh xac.
VI. HUONG DAN THUC HIEN CHUONG TRINH MO-PUN
1. Pham vi ap dung chuong trinh:

- Chuong trinh mé dun duoc sir dung dé giang day cho trinh d6 trung cap nghé

- Gi4o vién trudc khi giang day can phai can cir vao noi dung cua ting bai hoc
chuan bi day du cac diéu kién thuc hién bai hoc dé dam bao chat luong giang day.
2. Hwéng din mét s6 diém chinh vé phwong phap giang day mé dun:

Hinh thtc giang day chinh cia mé dun: Ly thuyét trén 16p két hop véi thao luan
nhém.

Gi4o vién trudc khi giang day can phai can cir vao noi dung cuaa tirng bao hoc
chuan bi day du cac diéu kién thuc hién bai hoc dé dam bao chét lugng giang day.
Céc bai tap thuc hanh dugc xay dung theo noi dung ting chuong.

3. Nhirng trong tim mé dun cin chu y

Gidi thiéu vé bo cong quan Iy du &n

Str dung c4c chire ning trong phan mém

Phan tich cac budc thuc hién
4. Tai liéu can tham khao

Cao Hoang Anh Tuan, Gido Trinh Lap Rdp & Cai Bat May Vi Tinh, NXB: Pai
Hoc Quéc Gia TP.HCM
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http://minhkhai.vn/store/index.aspx?ss&ShopID=0&searchText=Cao+Ho%c3%a0ng+Anh+Tu%e1%ba%a5n
http://minhkhai.vn/store/index.aspx?ss&ShopID=-2&searchText=%c4%90%e1%ba%a1i+H%e1%bb%8dc+Qu%e1%bb%91c+Gia+TP
http://minhkhai.vn/store/index.aspx?ss&ShopID=-2&searchText=%c4%90%e1%ba%a1i+H%e1%bb%8dc+Qu%e1%bb%91c+Gia+TP
http://minhkhai.vn/store/index.aspx?ss&ShopID=-2&searchText=HCM

Nguyén Khanh Hung & Nguyén Duy Phich, Ung Dung MS Project 2003 Trong
Qudn Ly Di An Xay Ding, NXB: Pai Hoc Quéc Gia TP.HCM
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CHUONG TRINH MO DUN PAO TAO

PHAN CUNG MAY TINH
M4 s& mén hoc: T.VP.MP 15
Thoi gian mon hoc : 60h (Ly thuyét 18h; Thuc hanh 42h)

I. VI TRI, TINH CHAT CUA MON HOC:
- Vi tri cia mén hoc : Mdn hoc duoc bé tri sau khi hoc sinh hoc xong mén/mé-
dun co so.
- Tinh chit cia mén hoc : L4 mdn hoc chuyén nganh.

1. MUC TIEU MON HQOC
- Giup hoc sinh- sinh vién biét lich st ctia may tinh, cac thé hé may tinh va cach
phan loai may tinh.
- Giup hoc sinh- sinh vién hiéu cac thanh phan co ban ctiia may tinh, cac
tap 1énh. Céc kiéu may tinh: md ta cac kiéu dinh vi.
- Giup hoc sinh- sinh vién hiéu ciu tric ctia bd xu 1y trung tAm: t6 chuc, chic
nang va nguyén Iy hoat dong cua cac bo phan bén trong bd xtr Iy. M6 ta dién tién thi
hanh mot 1énh ma may va mot sé k¥ thuat xur Iy thong tin: dng dan, siéu dng dan,
si€éu vo hudng.
- Rén luyén tinh can than, ti mi, chinh xac, va tac phong cong nghiép.
- Lap rap duoc may tinh
- Gilp hoc sinh- sinh vién hiéu chic ning va nguyén Iy hoat dong ctia Cac cap
bd nho.
- Pam bao an toan cho ngudi va trang thiét bi trong qua trinh luyén tap.

111.NQI DUNG MON HOQC:
1. Ngi dung téng quét va phan phéi thoi gian:

Thoi gian
SoTT Tén chwong muc Téng | Ly | Thuchanh Kiém trfjl*
s | thuyét | Baitap (LT hoge
TH)
1 |Bai1: Ciu triic may tinh 4 2 2
2 |Bai 2: Hop may va bo ngudn. 7 2 5
3 |Bai 3: Bo mach chu 8 2 5 1
4 |Bai 4: Bo nhg may tinh 7 2 5
5 |Bai 5: Man hinh - ban phim -
chuot 7 2 5
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Thoi gian
SoTT Tén chwong muc Téng| Ly | Thychanh Kiém tr?*
s6 | thuyét | Baitap (LT hodc
TH)
6 |Bai 6: Card db hoa va am thanh 7 2 5
Bai 7: Lap rap may tinh 20 6 13 1
Cong 60 | 18 40 2

* Ghi cha: Thoi gian kiém tra ly thuyét dwoc tinh vao gio' ly thuyét, kiém tra thuc
hanh dwoc tinh vao gio thuc hanh.
. Néi dung chi tiét :

Bai 1 : Cau tric may tinh

Muc tiéu :

- Giulp hoc sinh hiéu lich sir phét trién ctia may tinh

- Hiéu duoc c4c thanh phan co ban ctia mot may vi tinh

- Biét duoc cac thanh tyu cua may tinh

- Hiéu dugc khai niém vé thong tin

- Hiéu cé&c cach bién d6i co ban cia hé théng sd, cac bang ma thdng dung
dugc dung dé biéu dién cac ky tu

Noi dung: Thoi gian: 8h (LT:8h; TH:0h)
1. Céc khai niém co ban Thoi gian: 2h
2. Cac loai may tinh thong dung Thoi gian: 2h

2.1 May tinh xach tay
2.2 May tinh dé ban

Bai 2: Hop may va b ngudn
Muc tiéu:
- Biét tong quat tap 1énh cta cac kién trac may tinh, céc kiéu dinh vi dugc dung
trong kién tric, loai va chiéu dai ctia todn hang, tdc vu ma may tinh cé thé thuc
hién
- Hiéu dugc kién tric RISC (Reduced Instruction Set Computer)
N¢i dung: Thoi gian: 22h (LT:10h; TH:12h)
1. Hop may Thoi gian: 4h

1.1 Chtrc ndng

1.2 Phan loai

1.3 Cach chon mua
2. B6 ngudn Thoi gian: 4h
2.1 Chtrc ndng
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2.2 Cau tao va nguyén ly hoat dong
2.3 Cach chon mua

Bai 3: Bo mach chu
Muc tiéu:
Hiéu duoc nhiém vu va cach to chirc duong di cua dir liéu trong bo xtr ly
Hiéu nguyén tic van hanh cia b diéu khién mach dién tir
Hiéu nguyén tic van hanh cta bo diéu khién vi chuong trinh
Hiéu nhiém vu ctia ngit
Hiéu dugc tién trinh thi hanh 1énh ma may
Biét mot sb k¥ thuat xir Iy thong tin: éng dan, siéu dng din

Noi dung: Thoi gian: 20h (LT:10h;TH:10h)
1. Churc nang Thoi gian: 2h
2. Céc thanh phan trén bo mach chu Thoi gian: 4h
3. Nguyén ly hoat dong Thoi gian: 4h
4. Cac mach co ban trén bo mach chu Thoi gian: 4h

Bai 4: B6 nh¢ may tinh
Muc tiéu:

Hiéu duoc c4c cip bd nhé va céch thirc van hanh cua céc loai bd nhé
duoc gidi thidu dé co thé danh gia duoc hiéu ning hoat dong cua cac loai bo nhé
N¢i dung: Thoi gian: 19h (LT:9h;TH:10h)
1. O cling Thoi gian: 5h

1.1 Chtrc néng

1.2 CAu tao va nguyén Iy hoat dong
2. Ram Thoi gian: 5h

2.1 Chuc nang

2.2 Phan loai

2.3 Ciu tao va nguyén 1y hoat dong

Bai 5: Man hinh - ban phim - chugt
Muc tiéu:
- Biét dugc cau tao va cac van hanh ciia cac loai thiét bi luu trix
- Hiéu cic phuong phap dé dam bao an toan dir liéu luu trix
- Hiéu cac kién thuc vé hé thong két ndi co ban, cac bo phan bén trong may
tinh, cach giao tiép giita cac thiét bi ngoai vi va bo xur 1y.
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Noi dung: Thoi gian: 21h (LT:8h;TH:13h)
Man hinh Thoi gian: 5h
1.1 Chtrc ndng

1.2 Phan loai

1.3 Céu tao va nguyén Iy hoat dong

Ban phim Thoi gian: 4h
2.1 Chtrc ndng

2.2 Phan loai

2.3 Ciu tao va nguyén 1y hoat dong

Chudt Thoi gian: 2h
3.1 Chutrc nang

3.2 Phan loai

3.3 C4u tao va nguyén ly hoat dong

Bai 6: Card d6 hoa va Am thanh

Muc tiéu:

Biét dugc cau tao VA c4c van hanh cua céc loai thiét bi luu trix

Hiéu cac phuong phap dé dam bao an toan dit liéu luu trix

Hiéu cac kién thirc vé hé thong két ndi co ban, cac bo phan bén trong may tinh,
cach giao tiép gitra cac thiét bi ngoai vi va bo xir 1y.

Noi dung: Thoi gian: 21h (LT:8h;TH:13h)
1. Card d6 hoa Thoi gian: 5h
1.1 Chtic nang

1.2 Phan loai

1.3 Nguyén ly hoat dong

1.4 Cach chon mua

2. Car am thanh Thoi gian: 4h
2.1 Chirc nang

2.2 Phan loai

2.3 Nguyén ly hoat dong

2.4 Cach chon mua

Bai 7 : Lap rap may tinh
Muc tiéu:
- Biét duoc cu tao va cac van hanh cua cac loai thiét bi luu trit
- Hiéu c&c phuong phap dé dam bao an toan dir liéu luu trix
- Hiéu cac kién thuc vé hé thong két ndi co ban, cac bo phan bén trong may
tinh, cach giao tiép giita cac thiét bi ngoai vi va bo xu 1y.
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Noi dung: Thoi gian: 21h (LT:8h;TH:13h)
1. Chuén bi Thoi gian: 2h
2. Cac budc lap rap Thoi gian: 4h
Budc 1: Thao vo may tinh

Budc 2: Lip quat lam mat cho may tinh

Budce 3: Lip tAm chan main va 6c dém

Budc 4: Lip CPU

Budc 5: Lip RAM

Budc 6: Lip quat lam mat CPU

Budc 7: Lap dit 6 ctng

Budc 8: Lip ngudn (PSU)

Budc 9: Lap niit nhan va cong giao tiép ngoai vi

Budc 10: Cam day cap ngudn vao linh kién

Budc 11: Lap card d6 hoa

Budc 12: Vao BIOS hé thong

Budce 13: Don dep

Budc 14: Cai dat Windows

3. Pau nbi thiét bi ngoai Vi Thoi gian: 2h

IV. PIEU KIEN THUC HIEN CHUONG TRINH:

* Dung cu Va trang thiét bj
+ Phan, bang den
+ May chiéu Projector
+ May vi tinh
+ B0 dung cu
* Hoc liéu
+ Cac slide bai giang
+ Tai liéu huéng dan mdn hoc Phan cimg may tinh
+ Gi4o trinh mdn Phan cimg may tinh
+ Phan cing may tinh(V3 Vian Chin, Nguyén Hong Van, Pham Hitu Tai truong Dai
hoc Can Tho), Huéng dan 1ap trinh véi (Lé Manh Thanh, Nguyén Kim Tuan, Nha
xuét ban Khoa hoc va ky thuat)

* Nguon lwc khac
+ Phong hoc ly thuyét dung tiéu chuan va phong thuc hanh du diéu kién thuc
hanh

V. PHUONG PHAP VA NOI DUNG PANH GIA

* Vé kién thirc:
Puoc danh gia kién thirc qua bai kiém tra viét, tric nghiém dat duoc c4c yéu cau sau:
—  Trinh bay dugc cdu tao va nguyén 1y hoat dong cua cac linh kién may tinh.
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VI.

—  Hiéu cac thanh phan co ban cua kién trdc may tinh, cac tap 1énh. Céc kiéu kién
trdc may tinh: md ta kién tric, cac kiéu dinh vi.

—  Hiéu ciu tric caa bo xir Iy trung tam: to chirc, chirc ning va nguyén 1y hoat
dong cuia cac bo phan bén trong bo xir 1y. Mo ta dién tién thi hanh mét 1énh ma may
va mot s6 k¥ thudt xtr Iy théng tin: dng dan, siéu dng dan, siéu v hudng.

—  Hiéu chirc ning va nguyén ly hoat dong ctia C4c cap bo nhd.

—  Hiéu phuong phap an toan dir liéu trén thiét bi luu trir ngoai.

—  Hiéu c4c tap lénh co ban trong Assembly.

Vé kj nang: Danh gia k¥ nang thuc hanh caa hoc sinh:

Hiéu chinh dugc cac thdng s ¢é may tinh dat hiéu xuat cao nhét.

—  Thuc hién dugc cic phuong phap an toan dir licu trén thiét bi luu tri.

Lap rap thanh thao cac thanh phan cua may tinh.

* Néng lyc tw chii va chiu trach nhiém: Can than, thao tac nhanh chuan xac, tu giac
trong hoc tap.

HUONG DAN CHUONG TRINH

1. Pham vi &p dung chuong trinh

Chuong trinh mén hoc duoc sir dung dé giang day cho trinh d6 trung cap nghé

2. Hudng dan mot sé diém chinh vé phuong phép giang day mén hoc

- Trinh bay ciu tao va nguyén ly hoat dong
- Trinh bay quy trinh ldp rap may tinh
- Phét van céc cau hoi
- Cho hoc sinh nghe mot nd1 dung cu thé va néu cau hoi dé hoc sinh tra 1oi
- Phan nhom cho cac hoc sinh trao d6i véi nhau, trinh bay theo nhém
3. Nhiing trong tdm chuong trinh can cha y

Gido vién trude khi giang day can phai can cir vao ndi dung ctia timg bai hoc
chuan bi day du cac diéu kién thuc hién bai hoc dé dam bao chit lugng giang day.
4. Séch gi4o khoa va tai liéu can tham khao
Tran Quang Vinh, Cdu triic may tinh, NXB Pai hoc qubc gia Ha Noi, 2005
- Nguyén Vin A, Phan cirg mdy tinh, NXB Théng ké, 2005
- Nguyén Nam Trung, Cdu triic mdy tinh &Thiét bi ngoai vi, NXB Khoa hoc
ky thuat, 2005
- L& Minh Tri, Ky thudt phan ciing mdy tinh, NXB Dong Nai, 2006

63



CHUONG TRINH MON HQC
XU LY ANH BANG PHOTOSHOP

M4 s& mén hoc: T.VP.MH 16
Thoi gian mon hoc : 110h (Ly thuyét 30h; Thuc hanh 80h)

I. VI TRi, TINH CHAT CUA MO PUN
Vi tri:

La mo dun chuyén mon Xt ly anh, mé dun duoc bé tri sau khi hoc sinh hoc
xong cac mo dun chung.

Tinh chat:

Xt ly anh 1a mé dun chuyén nganh bat budc dé phuc vu cho viéc sir ly tinh
toan va thiét ké chuyén nghiép vé viéc hiéu chinh, chinh sira, phuc hoi anh, ria
anh, thiét ké quang céo, ... .

II. MUC TIEU CUA MO PUN

Str dung phan mém Photoshop dé 1am viéc véi méi trudng dd hoa, chinh sira
anh cho cac an pham;

Str dung trong céac hoat dong nhu thiét ké trang web, vé cac loai tranh (matte
painting va nhiéu thé loai khac), v& texture cho c4c chuong trinh 3D...

Str dung thanh thao Toolbox trong Photoshop cung véi cac thudc tinh caa cong
Cu;

Thao tac nhanh véi cac té hop phim ndng trong Photoshop tao phong céch
chuyén nghiép trong thiét ké, xir ly;

Rén luyén tinh can than, ti mi, chinh xac va tac phong cong nghiép.
I11. NOI DUNG MO PUN

1. Noi dung tong quat va phan phdi thoi gian:

Thoi gian
S6 N A
Tén cac bai trong mo dun ] )
T Téng| Ly | Thuc| Kiém
s6 | thuyét | hanh | tra*
, | Baimo dau 3 1 2 0
2 | Cac thao tac co ban vdi Menu 15 4 10 1
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http://vi.wikipedia.org/w/index.php?title=Ch%C6%B0%C6%A1ng_tr%C3%ACnh_3D&action=edit&redlink=1

Theoti gian

50 Tén cac bai trong mé dun ] ]
T Téng| Ly |Thyc| Kiém
s6 | thuyét | hanh | tra*
3 | St dung Toolbox & cac phim tat 4 1 3 0
Nhom céng cu Marque, Lasso, Move,
4 | Magic wand 9 3 6 0
Nhom cong cu té vé (Brush, Pencil,
5 | Gradient & Paint Bucket) 7 2 5 0
Nhom cong cu td vé (Ereaser, Line tool,
6 | History Brush Art Brush Tool ) 7 2 4 1
Cong cu hiéu chinh anh ( Blur, Sharpen,
7 | Smudge) 9 3 6 0
Cong cu hiéu chinh anh ( Healing Brush &
8 | Clone stamp) 6 2 4 0
9 | CongcuPEN & TYPE 8 2 6 0
10 | Céng cu lay mau va xem cac doi tuong 9 2 6 1
11 | Mot sb cong cu khéc 8 2 6 0
12 | Adobe Image Ready 5 1 3 1
CONG 110 30 77 3

* Ghi chu: Thoi gian kiém tra Iy thuyér duroc tinh vao gio ly thuyét, kiém tra thuec
hanh dwoc tinh vao gio thyc hanh.

2. Ndi dung chi tiét
Bai mé dau
Thoi gian: 03 gio
1. Gi6i thiéu vé san pham Adobe Photoshop CS4
2. Yéu cau vé phan cimg va cach cai dat doi vsi Adobe Photoshop
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3. Khoi dong chuong trinh Adobe Photoshop CS4
4. Mot s6 dinh dang caa Photoshop
5. Céc vi du va bai tap ap dung
Bai 1: Cac thao tac co ban voi Menu
Thoi gian 20 gio
1. Cac thao tac co ban vai menu File, Edit
1.1. Menu File
1.2. Menu Edit
1.3. Cac vi du va bai tap ap dung
2.Cac thao tac co ban véi menu Image, Layer, Select
2.1. Thao tac vai menu Image
2.2. Thao tac vai menu Layer
2.3. Thao tac vai menu Select
2.4. Cac vi du va bai tap ap dung
3. Céc thao tac co ban véi menu Filter, View, Windows, Help
3.1. Céc thao tac vai menu Filter
3.2. Céc thao tac vai Menu View
3.3. Cé4c thao tac vai Menu Window
3.4. C4c thao tac vai Menu Help
3.5. Cac vi du va bai tap ap dung
4. Kiémtra
Bai 2: Sir dung Toolbox & cac phim tit
Thot gian 04 gio
1. Toolbox
2. Céc phim tat trong Photoshop

3. Céc vi du va bai tap ap dung
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Bai 3: Nhom cdng cu Marque, Lasso, Move, Magic wand
Thoi gian 09 gio
1. Nhém cbng cu Marque

2.Nhom céng cu Lasso

3. Cong cu Move

4. Cong cu Magic wand

5. Cac vi du va bai tap ap dung

Bai 4: Nhém cdng cu td vé (Brush, Pencil, Gradient & Paint Bucket)
Thoi gian 07 gio
1. Cong cu Brush Tool

. Cong cu Pencil Tool
. Cong cu Gradient Tool

. Cong cu Paint Bucket Tool

aa B~ W DN

. Céc vi du va bai tap ap dung

Bai 5: Nhdm cbng cu tb vé (Ereaser, Line tool, History Brush Art Brush Tool )
Thoi gian 07 gio
1. Cong cu Ereaser Tool

. Cong cu Background Eraser Tool
. Cong cu Magic Eraser Tool
. Nhém cbng cu Line Tool

. Cong cu History Brush Tool & Art Brush Tool

oo o AW

. Vi du va bai tap ap dung

Bai 6: Cong cu hiéu chinh anh (Blur, Sharpen, Smudge)
Thot gian 09 gio
1. Cong cu BLUR

2. Cong cu SHARPEN
3. Cong cu SMUDGE
4. C4c vi du va bai tap ap dung
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1.
2.
3.
4.

Bai 7: Cong cu hiéu chinh anh ( Healing Brush & Clone stamp)
Thoi gian 06 gio
Cong cu Clone Stamp Tool

Cong cu Patterm Tool
Cong cu Healing Brush Tool

Cong cu Patch Tool

5.Céc vi du va bai tap ap dung

oo o AW

o A~ w0

Bai 8: Cbéng cu Pen va Type
Thoi gian 08 gio

. Nhém c6ng cu Pen & Freeform Pen Tool
. Nhom cong cu Type & Type Mask

. Céc vi du va bai tap ap dung

Bai 9: Cong cu lay miu va xem cac doi twong
Thoi gian 09 gio

. Eyedroper Tool
. Color Sampler & Measure Tool
. Zoom Tool
. Hand Tool
. Notes & Audio Annotation Tool
. Bai tap vi du

Bai 10: Mt s6 cong cu khac

Thot gian 08 gio

. Foreground & Background Color

. Edit in Standard Mode & Edit in Quick Mask Mode
. Standard Screen Mode, Full Screen Mode with Menu Bar & Full Screen Mode
. Jump to Image Ready

. Céac vi duy va bai tap ap dung
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Bai 11: Adobe Image Ready
Thoi gian 15 gio
1. Gi6i thiéu vé Image Ready

2. Ché do chuyén ddi giira Photoshop va ImageReady
3. Cac chtrc nang chinh trong ImageReady

4. Quy Trinh tao mot bac anh dong

5. Cac vi du va bai tap ap dung

IV. PIEU KIEN THU'C HIEN MO PUN
Vit liéu:
Slide va may chiéu / May quay chup anh/film, dia noi dung
Gidy A4,céc loai gidy
Céac hinh mau cho noi dung bai tap
Dung cu va trang thiét bi:
May chiéu (Projector) két ndi may vi tinh
May chiéu da phuong tién
Hoc liéu:
Tai liéu hudng thuc hanh.
Céc file anh mau theo gido trinh.
Giao trinh Photoshop.
Ngudn luc khac:
Phong LAB du diéu kién nghe, doc, chiéu video mau va thuc hanh.

V. PHUONG PHAP VA NOI DUNG PANH GIA
Vé kién thirc:

Puoc danh gia qua bai kiém tra van dap, 1am bai truc tiép trén may tinh dat
dugc c4c yéu cau sau:

Biét vé noi dung céc cong cu trong Photoshop va wng dung trong cudc sdng
hang ngay.

Trinh bay dugc cac mau theo bai tir d6 co thé &p dung vao thuc tién.

Str dung cac ki niang phim tat tao phong cach chuyén nghiép caa ngudi thiét ké
chuyén nghiép.

Xay dung cac, Pattern, Brush, Action tir cac kién thirc da hoc va co thé xuat
chia sé cho cong dong yéu do hoa
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Vé k¥ niing:

Panh gia k¥ ning thuc hanh cua hoc sinh trong bai thuc hanh db hoa dat dugc
CAC Y&u Cau sau:

Str dung duoc cac cong cu trong Photoshop

Ap dung viéc chinh sira cac anh k§ thuat s6 & mirc co ban

Biét dugc cac k¥ thuat co ban dé tng dung trong viéc chinh sira, nang cap anh
va phuc hdi anh.

Biét str dung mang Internet & trao d6i thong tin ciing nhu tac pham cho cong
ddng yéu d6 hoa.

Vé thai d¢:
Can than, tu giac, chinh x4c.

VI. HUONG DAN THUC HIEN CHUONG TRINH MO-PUN
1. Pham vi ap dung chuwong trinh :

Chuong trinh mé dun duoc st dung dé giang day cho trinh d6 trung cap nghé.

Gi4o vién trudc khi giang day can phai cin cir vao noi dung cua tieng bai hoc
chuan bj day du cac diéu kién thuc hién bai hoc dé dam bao chat luong giang day.
2. Huéng din mdt s6 diém chinh vé phuong phap gidng day mé dun dao tao:

Str dung phuong phap day hoc truyén thong két hop voi phuong phap mai.

Str dung may chiéu dé bai giang sinh dong, hoc sinh ré tiép thu

Két hop véi cong nghé da phuong tién nhu quay lai cac thao tac ma gido vién
1am thanh video sau d6 hoc sinh cd thé copy vé thuc hién lai noi dung bai hoc.

3. Nhirng trong tAm chwong trinh can chi y:

Str dung cac d6i twong mau can dugc nhan d6i, tranh truong hop ghi ludn vao
mau s& dan dén mat mau, lan sau khong c6 ddi twong thuc hién lai

Chu ¥ dén bang Layer xem minh dang lam viéc vai l6p nao.

Céc cong cu di kem véi thugc tinh,

Khi lam viéc véi anh can phong to, thu nho hop 1y dé chon hoac chinh sir dbi
tuong.

4. Tai liéu can tham khio:

Class in the book CS4 — Adobe Photoshop.
Th.S Chau Nguyén Qudc Tam, Adobe Photoshop CS4 - Nghé Thudt Tao Anh

Ghép Nhu That , NXB Thanh nién.
70


http://minhkhai.vn/store/index.aspx?ss&ShopID=0&searchText=S+Ch%c3%a2u+Nguy%e1%bb%85n+Qu%e1%bb%91c+T%c3%a2m

CHUONG TRINH MON HQC
MANG CAN BAN
M4 s6 mon hoc: T.VP.MH 17
Thoi gian mén hoc : 90h (Ly thuyét 30h; Thuc hanh 60h)

I. VI TRI, TINH CHAT CUA MON HOQC:
- Vi tri ciia mon hoc : mdn hoc duoc bd tri sau khi sinh vién hoc xong cac mén
hoc chung.
- Tinh chat ciia mén hoc : LA mdn hoc chuyén nganh bat budc, nham trang bi
cac kién thirc vé hé théng mang, cac chuin vé mang dé HSSV c6 thé nim bat
dugc khi thao tAc véi cac hé thong may tinh hoic hé théng CSDL trén mang
LAN.

Il. MUC TIEU MON HOQC:
Sau khi hoc xong mén nay HSSV c6 kha nang :

* V& mit kién thirc
- Ném cac thanh phan cia mé hinh OSI.
- Trinh bay céc topo mang
- Liét ké céc thanh phan trong mang
- Trinh bay nguyén tic hoat dong ctia hé thong mang LAN

* V& miat k¥ ning
- Nhan dang chinh xac c4c thanh phan trén mang
- Céu hinh mot may tinh vao mang LAN
- Nhan dang c4c sai hong co ban trong mang cuc b va dé xuat phuong phap xir
ly

* Nang luc tu chu va chiu trach nhiém
- Lam viéc nhém, tang tinh chia sé va lam viéc cong dong.

111.NOI DUNG MON HOC:

1. Ngi dung téng quét va phan phéi thoi gian:

, Thoi gian (gi0)

So . B . R

T Tén chwong, muc Tan Ly ' Thye | Kiém
s0 | thuyet | hanh tra

1 | Chuong 1 Gidi thiéu chung vé mang 4 2 2 0

2 | Chuong 2 M6 hinh OSI 11 4 7 0

3 | Chuong 3 K¥ thuat mang cuc bo 12 4 7 1

4 | Chuong 4 T6pd mang 10 4 6 0

5 | Chuong 5 Cac b giao thirc 8 2 6 0
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6 | Chuong 6 Bo giao thitc TCP/IP 9 2 6
7 | Chuong 7 Cong ngh¢ WLAN va 19 6 13 0
ADSL
g | Chuong 8 Céc phuong phép khac 17 6 10 1
phuc su co
Cong 90 | 30 57 3

*Ghi chi: Thoi gian kiém tra 1y thuyét dwoc tinh vao gio Iy thuyét, kiém tra thuc
hanh dwoc tinh vao gio thuc hanh.
2 Ngi dung chi tiét :

Chwong 1: Giéi thiéu chung vé mang may tinh
Muc tiéu :
- Trinh bay dugc sy hinh thanh va phét trién cia mang may tinh
- Phan loai va xac dinh duoc cac kiéu thiét ké mang may tinh thong dung

N¢i dung : Thoi gian : 5h (LT: 2h; TH: 3h)
1.1 Mang thong tin va ng dung Thoi gian : 1h
1.2 M6 hinh dién toan mang Thoi gian : 1h
1.3 Cac mang cuc bg, do thi va dién rong Thoi gian : 2h
1.4 Céc dich vu mang Thoi gian : 1h

Chwong 2: M6 hinh OSI
Muc tiéu :
- Trinh bay dugc khai niém va ciu tric cta céac 16p trong md hinh OSI
- Nam dugc nguyén tic hoat dong va chirc ning cua timg 16p trong mé hinh

N¢i dung : Thoi gian :9h (LT: 4h; TH: 5h)
2.1 Céc qui tic va tién trinh truyén théng Thoi gian :1h
2.2 M0 hinh tham khao OSI Thoi gian :1h
2.3 Khéi niém tang vat ly OSI Thoi gian :1h
2.4 Cac khai niém tang két nbi dir liéu OSI Thoi gian :1h
2.5 Khéi niém ting mang OSI Thoi gian :1h
2.6 Khéi niém tang chuyén tai OSI Thoi gian :1h
2.7 Khéi niém tang phién 1am viéc OSI Thoi gian :1h
2.8 Khéi niém tang trinh bay OSI Thoi gian :1h
2.9 Khéi niém tang tmg dyung OSI Thoi gian :1h
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Chwong 3: Ky thuat mang cuc bg
Muc tiéu :
- Xa&c dinh duoc cac thiét bi ding dé két ndi cac may tinh thanh mot hé thong
mang
- Bam duoc cac dau cap dé két ndi mang theo cac chuan théng dung
- Hiéu duoc cac kiéu ndéi mang va chuan két ndi

Noi dung: Thoi gian : 9h (LT: 4h; TH: 5h)
3.1 Co ban vé truyén thong Thoi gian : 4h
3.2 M6i trudng truyén Thoi gian : 3h
3.3 Thiét bi mang Thoi gian : 2h

Chwong 4: TOp6 mang
Muc tiéu:
- Trinh bay dugc kién triic ding dé xay dung mot mang cuc bo
- X&c dinh m6 hinh mang can dung dé thiét ké mang
- Hiéu duoc cac phuong phép truy cap tir may vi tinh qua dudng truyén vat ly

N¢i dung: Thoi gian : 10h (LT: 5h; TH: 5h)
4.1 Cac kiéu giao két Thoi gian : 4h
4.2 Topo vat ly Thoi gian : 2h
4.3 Truyén dit lidu Thoi gian : 4h

Chuong 5: C4c b giao thirc
Muc tiéu:
Trinh bay duogc cu tric ciia mot dia chi mang
Xéc dinh goi dit liéu IP va cach thirc truyén tai cac goi dir liéu trén mang
Xay dung dugc phuong thirc dinh tuyén trén IP
Nam duoc cac giao thirc diéu khién

Noi dung: Thoi gian: 9h (LT:4h; TH: 5h)
5.1 Cac mo hinh va giao thiic Thoi gian: 2h
5.2 Internet Protocols Thoi gian: 2h
5.3 Apple Talk Thoi gian: 2h
5.4 Kién tric mang sb hoa Thoi gian: 3h

Chwong 6: By giao thirc TCP/IP
Muc tiéu :
Hiéu duoc su tuong két mang cua Cac thiét bi
Cai dat duoc mot may in trén mang va trién khai in an trén mang
No¢i dung : Thoi gian: 9h (LT: 4h; TH: 5h)
6.1 Gi61 thiéu TCP/IP Thoi gian: 1h

73



6.2 M6 hinh TCP/IP Thoi gian: 2h

6.3. Dia chi IP Thoi gian: 2h
6.4 SubNet Mask Thoi gian: 2h
6.5 Phan chia mang con Thoi gian: 2h

Chwong 7: Cong ngh¢ mang LAN va ADSL

Muc tiéu :

- Nam duoc cac cdng nghé mang LAN

Noi dung : Thoi gian: 9h (LT: 4h; TH: 5h)
7.1 Cong nghé¢ WLAN Thoi gian: 2h

7.2 Cong nghé ADSL Thoi gian: 3h

7.3 CAu hinh Router ADSL va WLAN Thoi gian: 2h

7.4 Két hop ADSL va WLAN Thoi gian: 2h

Chuwong 8 : Cac phwong phap khic phuc s c6
Muc tiéu :

- Hiéu duoc c4c su cd mang thudng gip

- Khic phuc duogc c4c su ¢ mang

Noi dung: Thoi gian : 10h (LT: 5h; TH: 5h)
1. Cé&c sy ¢ mang Thoi gian : 4h
2. Tién trinh khac phuc su ¢6 Thoi gian : 6h

IV. PIEU KIEN THU'C HIEN CHUONG TRINH:
* Vat liéu :
+ Slide , bang tir, dia CDROM, DVD ...
+ Céc loai giay A4, A3, Al...
+ Céc hinh v¢&
* Dung cu Va trang thiét bi
+ Phan, bang den
+ May chiéu Projector
+ May vi tinh
+ Phan mém : Hé diéu hanh WINDOWS hozc Linux
+ Thiét bi mang: Adapter, Router, Hub, RJ45, C4p mang...
* Hoc liéu
+ Cac slide bai giang.
+ Tai liéu huéng dan mon hoc Mang may tinh.
+ Gido trinh Mang may tinh.
* Nguon lwc khac
+ Phong hoc ly thuyét ding tiéu chuan va phong thuc hanh du diéu kién
74



thuc hanh.
+ Phong may tinh day du cac phan mém tng dung.
V. PHUONG PHAP VA NQI DUNG PANG GIA:
* Vé kién thire:
Puogc danh gia qua bai kiém tra viét, kiém tra van dap hodc tric nghiém, tu
luan, thuc hanh dat c4c y8u ciu sau :
- Cai dat mang cuc bo.
- Phu trdch quan ly mot mang may tinh tai co quan Xxi nghiép.
- Biét chuan doan va sira chita Cac su cb co ban trén hé théng trén mang.
- Ném vimg céc kién thtrc vé thiét bi mang
* Ve ky ndng:
Panh gi4 k¥ nang thuc hanh cta hoc sinh trong cac bai thuc hanh dat duoc
C4c yéu cau sau:
- Thiét ké dugc cac mé hinh két ndi mot hé thong mang LAN.
- Cai dat va cau hinh dugc giao thirc mang TCP/IP
- Kiémtra va chinh duoc cac sy ¢6 don gian trén mang
* Nang luc tw chu va chiu trach nhiém:
Lam viéc nhém, tang tinh chia sé va lam viéc cong dong.
VI. HUONG DAN CHUONG TRINH:
1. Pham vi &p dung chuong trinh
Chuong trinh mén hoc duoc sir dung dé giang day cho trinh d6 cao ding nghé
2. Hudng dan mot sé diém chinh vé phuong phép giang day mén hoc
- Giai thich cac dich vu mang, M6 hinh tham khao OSI
- Trinh bay cac khai niém tang két nbi dir liéu OSI
- Phét van c4c ciu hoi.
- Biét chuan doan va stra chita cac su ¢b co ban trén hé théng trén mang.
- Cho sinh vién nghe mdt Noi dung cu thé va néu cau hoi dé sinh vién tra 1oi
- Phan nhém cho céc sinh vién trao d6i véi nhau, trinh bay theo nhom
- Thuyec hién céc bai thyc hanh nhu : Bam cap, thiét 1ap dia chi.
- Cai dat cac bo giao thirc
3. Nhiing trong tdm chwong trinh can chi y
Gido vién trude khi giang day can phai cin ctr vao Noi dung cua timg bai hoc
chuén bj day du cac diéu kién thuc hién bai hoc dé dam bao chét luong giang day.
4. Sach gi&o khoa va tai liéu can tham khao
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CHUONG TRINH MON HQC
THIET KE PO HQA BANG CORREL DRAW

M4 s6 mdn hoc: T.VP.MH 18
Thoi gian mdn hoc : 45h (Ly thuyét 10h; Thuc hanh 35h)
I. VI TRi, TINH CHAT MO PUN
Vi tri:

La mé dun chuyén nganh cta nghé tin hoc van phong, duoc thuc hién vao ky
thir 2. M6 dun dugc thuc hién sau khi hoc song cac mo dun ky thuat co so.

Tinh chat:

Médun Corel Darw gigi thiéu cac cong cu vé d6 hoa vector. St dung va bién
tap c4C MAu mau trén d6i twgng vector. Ngoai ra Corel Draw hd tro xt Iy c&c anh
Bitmap va trao doi dit liéu véi cac tng dung khac.

II. MUC TIEU MO PUN

Trinh bay duoc chirc nang cua tuing cong cu VE;

Trinh bay duogc c4c cach sir dung cdng cu vé dé tao anh Vector va anh Bitmap.
Phéan tich sy kh&c nhau va pham vi trng dung cua anh Vector va anh Bitmap;

Thuc hién dugc cac budc tao va hiéu chinh hiéu tng;

Van dung thanh thao céc cong cu vé dé tao anh vector va &p dung thanh thyc
c4c hiéu tng 1én dbi tuong;

C6 pham chat dao dic, ky luat tét, c6 y thic tu rén luyén dé nang cao trinh do;

Hinh thanh y thirc lao dong 1a phai khan truong c6 ky luat, ¢ trach nhiém va

sang tao.
I11. NOI DUNG MO PUN
1. Noi dung tong quat va phan phdi thoi gian
Thoi gian (gio)
STT Tén cac bai trong mé dun Tong Ly Thuc | Kiém
sé6 | thuyét | hanh | tra
1 | Bai m¢ dau 1
2 | Giéi thiéu phan mém Corel va thiét ké 19 6 12 1
vé con ban

3 | Thiét ké nang cao 30 10 19 1
4 | Van Ban va cac hiéu tng 10 3 6 1
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Thot gian (gio)
STT Tén céc bai trong mé dun Tong | Ly | Thuc | Kiém
sé6 | thuyét | hanh | tra
5 | Xir 1y cac d6i twong nhing 20 5 14 1
6 | Bo cong cu ho tro Corel Draw 10 5 4 1
Cong 90 30 55 5
2. Néi dung chi tiét
Bai mé dau
Thoi gian : 1gio

1. Anh vector va anh d6 hoa
2. Phan mén d6 hoa cho anh vector
3. Trinh tu cai dat Corel

Bai 1 : Giéi thiéu phan mén Corel va thiét ké vé co ban
Thoi gian : 19gio
1. Gigi thiéu Corel Draw

1.1 Céc thanh phan co ban ciia man hinh
1.2 Céc ché do quan sét

2. Hop cbng cu cua Draw

2.1 Cong cu chon

2.2 Cong cu dinh dang

2.3 Cdng cu but chi

2.4 Cong cu hinh chir nhat

2.5 CoOng cu van ban

3. Cong cu duong vién va td mau
3.1 Cong cu duong vién

3.2 COng cu td mau nén

4. Quan ly tap tin
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4.1 M& va luu tép tin

4.2 Nhap va xuat tép tin

4.3 In anh

5. Cong cu Hb tro thiét ké

5.1 Thiét 1ap ché d6 quan sat

5.2 HO tro thiét ké

6. Thuc hanh

6.1 Thao tac cac cong cu V&.

6.2 P dudng vién va mau nén cho hinh vé
6.3 V& biéu twong Windown XP

6.4 V& Logo truong CDCN Viét — Hung
7. Kiémtra

Bai 2: Thiét ké nang cao
Thoi gian : 30gio
1. Hiéu ing co ban 1

1.1 Ctra s6 cudn Transfrom Roll-up

1.2 Céc hinh bao

1.3 Chuyén tiép giira cac ddi twong trung gian
1.4 Tao bong d6 trén ddi tuong

1.5 Tao hinh khoi 3 chiéu

2. Hiéu tng cit Power line - Power lip — Lens
2.1 Trang cira s6 Preset

2.2 Lens Roll-up

2.3 Power Elip

3. Hiéu chinh nhom déi twong vé

3.1 Sap xép cac ddi tugng vé
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3.2 Cin chinh céac ddi tugng Ve.
3.3 Nhan ban ddi tuong
3.4 Cac phép tinh trén ddi tuong Ve.
4. Hiéu ung 2
4.1 Hiéu ung Blen
4.2 Hiéu ung Contour
4.3 Hiéu tng Transparesy
4.4 Hi¢u ung Distortion
5. Thuc hanh
5.1 Thuc hién cac thao tac tao hiéu tng.
5.2 Thiét ké hiéu tng NEON.
5.3 Thiét ké vong tron thé thao.
5.4 Thiét ké Logo cho Céng ty giai khat
6. Kiém tra
Bai 3 : Van ban va cac hiéu trng
1. Tao van ban
1.1 Céc dang van ban
1.2 Tao va hiéu chinh van ban nghé thuat
1.3 Tao va hiéu chinh van ban doan
2 Hiéu ting trén van ban
2.1 Tao vin ban theo dudng dan
2.2 Tao van ban theo khung
3 &p dung cac hiéu tng Ién van ban.
4. Thuc hanh
4.1 Tao van ban dang doan va van ban ngh¢ thuat
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4.2 Thiét ké mot bién hiéu quang céo cho cira hang may tinh
4.3 Tao chir 3 chiéu va bong do.

5. Kiém tra

Bai 4 : Xir Iy cac ddi twong nhing

1. Xt ly anh trong Corel draw

1.1 Chén tranh

1.2 Hiéu chinh d6i tuong tranh
2. Cac hiéu trng trén anh

2.1 Bién tap anh

2.2 Quédn gbc anh

2.3 Co gian anh

4. Hiéu ung trong sudt trén anh
5. Thuc hanh

5.1 Chén anh vao trang vé

5.2 Hiéu chinh chat luong anh

5.3 Tao khung anh.

6. Kiém tra

Thoi gian : 20gio

Bai 5 : Gidi thiéu mét sé bd wng dung cia Corel

1. Corel PotoPaint

1.1 Cac tinh nang ciaa Corel PotoPaint
1.2 Giao dién lam va nhap anh xu ly
1.3 Céc thao tac hiéu chinh anh

2. Corel Capture

2.1 Cac tinh nang cua Corel Capture
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2.2 Céc thao tac trén Corel Capture

3. Thuc hanh

3.1 Thuec hién cac thao tac trén Corel PotoPaint
3.2 Thuec hién céc thao tac trén Corel Capture
4. Kiém tra

IV. PIEU KIEN THUC HIEN MO PUN

Gido trinh, dé cuong, gido 4n, tai liéu tham khao.

M6 hinh hoc cu: May tinh, may chiéu.

Cau hoi va bai tap thuc hanh.
V. PHUONG PHAP VA NOI DUNG PANH GIA

Kiém tra ly thuyét cac noi dung di hoc.

Kiém tra bai tap thuc hanh:

Panh gia trong qua trinh hoc: Kiém tra theo hinh thuc: Thyc hanh trén may
tinh.

Panh gia cudi moé dun: Kiém tra theo hinh thirc: Thuc hanh trén may tinh.
VI. HUONG DAN THUC HIEN MO PUN

1. Pham vi ap dung chwong trinh:

Chuong trinh mé dun duoc st dung dé giang day cho trinh d6 trung cp nghé.
Téng thoi gian thuc hién mdn hoc 13 90 gio, gi4o vién giang cac gio ly thuyét, két
hop véi cac gio thuc hanh dan xen.

2. Hwéng din mét s6 diém chinh vé phwong phap giang day mé dun dao tao:

Hinh thirc giang day chinh ctia mé dun: Ly thuyét trén 16p két hop véi thao
luan.

Gi4o vién trudc khi giang day can phai cin cir vao noi dung cua tieng bai hoc
chuan bi day du cac diéu kién thuc hién bai hoc dé dam bao chat lugng giang day.
Céc bai tap thuc hanh dugc xay dung theo noi dung tirng bai.

3. Nhirng trong tim chwong trinh can chu y

Péi tuong V& trén moi truong Corel Draw

Str dung céc cong cu vé& va cdng cu d6 mau dé tao dbi tuong.

Ap dung hiéu ang trén hinh vé&

Kiét xuat va in anh vector theo cac dinh dang khac nhau

81



4. Tai liéu tham khao

Ninh Btrc Tung, Giao trinh Corel Draw, NXB Van hoa thong tin, 2002.
Tri Viét, Ha Thanh, Ty hoc Corel Draw, Nha xuat ban vin hoa thong tin, 2003.

Nguyén Vin Luong, Thiét ké mdu véi Corel Draw, NXB Théong k&, 2004
Nguyén Minh Dtc, Tqo hiéu iing dac biét cho cac hinh, NXB Giao thong van tai, 2004
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CHUONG TRINH MON HQC

AUTOCAD
M4 s& mén hoc: T.VP.MH 19
Thoi gian mdn hoc : 45h (Ly thuyét 15h; Thuc hanh 30h)

I. VI TRI, TINH CHAT, Y NGHIiA MO PUN

- Vi tri: M6 dun duoc thuc hién sau khi hoc xong cdc mén hoc/ mé-dun sau:
MH 07, MH 08, MH 09, MH 10, MH 11, MH 12, MH 19, MH 14, MH 15, MH 16,
MH 17, MP 18 va c6 thé duoc hoc song song vai cac mon hoc/ mo-dun sau: MD
17, MD 18.

- Tinh chat: La mé dun co sé nghé bt budc.

- Y nghia va vai tro ctia md dun: Chung ta d hoc vé& k§y thuat trén gidy bang
cac dung cu vé cam tay trong mén vé ky thuat vai muace do chinh xac ¢ gisi han. Mo
dun v& AutoCAD gilp ching ta trinh bay ban vé bang cong nghé tu dong héa nhanh
chéng va rat chinh xac trong méi truong céng nghé thong tin, ban vé dugc luu trit
dang sb va tly chinh dé in ra gidy. Trong ban vé ching ta c6 thé truy van duoc rat
nhiéu théng sé khac nhau caa vat thé v& va cé thé thay doi linh hoat theo yéu cau.
Ngoai chtrc nang v& 2D, AutoCAD con cho chlng ta vé& vat thé 3D dé md phong
dong rat rd rang céc chi tiét caa vat thé trong khdng gian ma trén gidy khdng thuc
hién duoc.

Il. MUC TIEU MO PUN
- V¢ kién thic:
+ Thira huong kién thire co ban caa mon vé ky thuat va thém:
+ Trinh bay duoc cac phuong phap nhap 1€nh trong vé AutoCAD.

+ Giai thich dugc y nghia cac cau Iénh trong pham vi chuong trinh mé dun vé
AutoCAD.

- V& ki nang:
+ Piéu khién dugc man hinh d6 hoa AutoCAD.
+ Piéu khién, diéu chinh dugc cac ddi twong vé trong AutoCAD.

+ Str dung duoc cac Iénh vé da hoc dé vé mot sé hinh vé don gian trén may vi
tinh va sur dung cac 1énh hiéu chinh.

+ Thao tac vé trén may va hiéu chinh thanh thao.

- V& nang luc ty chu va trach nhiém:
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+ Chap hanh dung quy trinh, quy pham trong vé AutoCAD.
+ Rén luyén tinh ky luat, ti mi, tuan thu quy trinh k¥ thuat caa hoc vién.
111. NOI DUNG MO PUN
2. Néi dung téng quét va phan phdi thoi gian:

Sé Thoi gian
T Tén cac bai trong md dun Tong| Ly |Thuc Kiém
s6 |thuyét| hanh | tra*
1 |Bai 1: St dung chuong trinh autocad va man hinh d| 1 1
hoa
2 |Bai 2: Thiét 1ap ban v& méi nam trong ving vé& 1 1
3 |Bai 3: Hé toa do va cac Iénh vé co ban 10 3 7
4 |Bai 4: Sir dung céc lénh vé co ban va nhap diém 6 2 3 1
chinh xac
5 Bai 5: St dung céc lénh tro gilp va lua chon d6i 6 2 4
tuong
6 Bai 6: Cac l1énh vé nhanh 6 2 4
7 |Bai 7: Quan Iy ddi twong trong ban vé 4 1 3
8 |Bai 8: Ghi va hiéu chinh van ban 3 1 1 1
9 |Bai 9: Ghi va hiéu chinh kich thudc 4 2 2
10 [Bai 10: Hinh cit va mat cit — v& ky hiéu vat liéu 4 1 3
Cong : 45 16 27 2

*Ghi cha: Thoi gian kiém tra duwoc tich hop giiza ly thuyét véi thue hanh dwoc
tinh vao gio thuc hanh

3.Ngi dung chi tiét

Bai 1: Sir dung chwong trinh autocad va man hinh d6 hoa
Muc tiéu cua bai:
- Mb ta duoc ciu trac man hinh dd hoa, c4c chirc ning cua cac thanh céng cu,

cac dong trang thai va vi tri nhap cac cau lénh vé.
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- Xac dinh dugc ving V&, cac chirc ning chinh cua cac biéu twong trén cac
thanh céng cu, cac dong trang thai

- Tuan thu quy trinh, quy pham vé thuc hanh trén may tinh.

Ngi dung cua bai: Thoi gian: 1h (LT)
. Khéi @ong AutoCAD Thoi gian: 0,25h
. Cau triic man hinh d6 hoa Thoi gian: 0,25h
. Thanh cong cu Toolbar Thoi gian: 0,25h
. Dong lIénh Command. Thoi gian: 0,25h

Bai 2: Thiét 1ap ban vé méi nam trong ving vé
Muc tiéu cua bai:
- Gidi han viing vé theo kho gidy A4, don vi v& mi li mét
- Gidi han, xac dinh duoc ving vé&, don vi ving vé va ché do vé ORTHO.

- Rén luyén tinh can than, ty mi, chinh xé4c trong céng Viéc.

Ngi dung cua bai: Thoi gian: 1h (LT)
1. Pon vi do 2. Gidi han vung vé Thoi gian: 0,5h
3. Ché do ORTHO. Thoi gian: 0,5h

Bai 3: Hé toa dd va cac Iénh vé co ban
Muc tiéu cua bai:
- Trinh bay day du cac khai niém toa do tuyét ddi, toa 6 twong dbi, toa d6 cuc
tuyét dbi, toa do cuc tuwong doi.

- Str dung thanh thao cac Iénh vé duong thang, dudng tron, da giac, phuong
phap nhap toa do va cac lénh vé.

- Rén luyén tinh can than, ty mi, chinh xé&c trong cong viéc.

Ngi dung cuia bai: Thoi gian: 10h (LT:3h;TH:7h)
1. Toa do Thoi gian: 2h
2. Céac Iénh VE co ban. Thoi gian: 8h
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Bai 4: Sir dung cac 1énh vé co ban va nhap diém chinh xac

Muc tiéu cua bai:

- Str dung cc phuong phap truy bét diém thuan thyc.

- Nhap duoc toa d6 diém bang phuong phép truy bit diém - Rén luyén tinh

can than, ty mi, chinh xac trong cong viéc

Néi dung cua bai: Thoi gian: 7h (LT:2h;TH:4h; KT:1)
1. Truy bét diém tam tra Thoi gian: 0.5h
2. Truy bat diém thuong trd Thoi gian: 0.5h

3. Str dung phuong phap nhap toa do va truy bat diém dé vé
Thoi gian: 0.5h
4. V& dudng va da giac bang cac Iénh co ban Thoi gian: 4.5h

5. Kiém tra thuc hanh Thoi gian: 1h

Bai 5: Sir dung cac lénh tro gitip va lwa chon ddi twong

Muc tiéu cua bai:

Lya chon va x6a dugc cac dbi tuong don hoac mot nhom ddi tuong

Str dung duoc cac 1énh hiéu chinh dé vé nhanh

Thay doi duoc kich thudc ban vé theo mét ty 1¢ can thiét

Rén luyén tinh can than, ty mi, chinh xac trong cong viéc.

Ngi dung cua bai: Thot gian: 6h (LT:2h;TH:4h)
1. Céc lénh tro gilp va lua chon dbi tuong Thoi gian: 0.5h

2. Lénh x6a d6i twong bang lénh ERASE Thoi gian: 0.25h

3. Phuong phap lwa chon ddi tuong Thot gian: 0.25h

4. Di chuyén déi twong bang 1énh MOVE Thoi gian: 0.5h

5. Xén mot phan cua d6i twong nam gitra 2 d6i twong, 1énh TRIM

Thoi gian: 0.5h
Xén mot phan d6i twong nam gitra 2 diém chon, lénh BREAK
Thoi gian: 0.5h
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7. Kéo dai dbi tuong, Iénh: EXTEND Thoi gian: 0.5h
8. Quay cac d6i twong chung quanh 1 diém, 1énh ROTATE

Thoi gian: 0.5h
9. Thay déi kich thudc cac d6i twong mot céch ty 18, 1énh SCALE

Thoi gian: 0.5h
10. V& ung dung céc lénh trén. Thoi gian: 2h

Bai 6: Cac Iénh vé nhanh
Muc tiéu cua bai:
- Liétké dugc cac Iénh v& nhanh dé tao cac ddi twong vé mai giéng véi doi tugng

da co trén vung dd hoa, tao dugc cac dbi tugng mai theo day, theo hang hoac theo 1
cung tron hoac 1 vong tron

- St dung thanh thao céc Iénh vé& nhanh thanh thao dat yéu cau cua bai tap - Rén
luyén tinh can than, ty mi, chinh xéc trong cong viéc.

Ngi dung cua bai: Thot gian: 6h (LT:2h;TH:4h)
1. Tao ddi tugng song song, lénh: OFFSET Thot gian: 0.5h

2. V& ndi tiép 2 d6i twong béi cung tron, lénh: FILLET Thoi gian: 0.5h

3. Vat mép cac doan thang, Iénh: CHAMFER Thoi gian: 0.5h

4. Sao chép cac dbi tugng, lénh: COPY Thoi gian: 0.5h

5. Phép dbi xung truc: MIRROR Thoi gian: 0.5h

6. Sap xép doi tugng theo diy: ARRAY Thoi gian: 1h

7. Thuc hién ban vé sur dung cac Iénh vé nhanh. Thoi gian: 2.5h

Bai 7: Quan ly d6i twong trong ban vé
Muc tiéu cua bai:
- Tao duoc cac lop Ve.
- Gan dugc mau, céc loai duong nét cho cac 16p tuong tng.

- Rén luyén tinh can than, ty mi, chinh xéc trong céng viéc.
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Néi dung cua bai: Thoi gian: 4h (LT:1h;TH:3h)

1. Lénh goi céc loai duong Thoi gian: 0.25h
2. Tao va hi€u chinh lop vé Thoi gian: 1h

3. Thuc hién cac 1énh vé Thoi gian: 0.75h
4. Tao cac 16p vé dat mau, duong nét cho tirng 16p Thoi gian: 1h

5. Sir dung cac loai duong nét dé vé duong tam, duong khuat

Thoi gian: 1h

Bai 8: Ghi va hi¢u chinh van ban
Muc tiéu cua bai:
- Ghi va hiéu chinh duoc cac van ban ghi chi trén ban vé va cac yéu cau Ky
thuat trén ban veé

- Rén luyén tinh can than, ty mi, chinh xéac trong cong viéc.
Ngi dung cua bai: Thot gian: 3h (LT:1h;TH:1h; KT:1h)
1. Ghi van ban Thoit gian: 0.5h
2. Hiéu chinh van ban va cac yéu cau ky thuat trén ban vé
Thot gian: 1.5h
3. Kiém tra thyc hanh. Thoi gian: 1h

Bai 9: Ghi va hiéu chinh kich thwéc
Muc tiéu cua bai:
- Ghi va hiéu chinh dugc cac loai kich thudc

- Reén luyén tinh can than, ty mi, chinh xac trong cdng viéc.

Ngi dung cua bai: Thoi gian: 4h (LT:2h; TH:2h)
1. Hiéu chinh kich thudc da co Thoti gian: 1h
2. Thém loai kich thuéc méi Thoi gian: 1h
3. Ghi kich thudc Thoi gian: 1h
4. Hiéu chinh kich thudc va cac yéu cau ky thuat trén ban vé.
Thoi gian: 1h
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Bai 10: Hinh cit va mit cat — vé ky hiéu vat ligu
Muc tiéu cua bai:
- Chon duoc loai mit cit phd hop vai tirng vat liéu, xac dinh dugc ving vé
mat cat va hiéu chinh duoc ty 1& mat cit phu hop véi ban vé

- Rén luyén tinh cén than, ty mi, chinh x&c trong cong viéc.

Ngi dung cua bai: Thoi gian: 4h (LT:1h; TH:3h)
1. Chon mau mat cat Thoi gian: 1h
2. Xac dinh ving v& mat cat Thoi gian: 1h
3. Hiéu chinh duoc ty I& mat cat Thoi gian: 2h

IV. PIEU KIEN THUC HIEN MO PUN

* Dung cu va trang thiét bj
+ May tinh c6 cai phan mém Autocad.
+ May chiéu da phuong tién.
+ Bang, phan

* Hoc li¢u
+ Pé cuong, gido an, SO tay gido vién
+ Giao trinh Mon Autocad.

* Nguon luc khac

+ Phong hoc ly thuyét dung tiéu chuan va phong thyc hanh du diéu
kién thuc hanh cho mén hoc

V. TAI LIEU THAM KHAO
1. Gio trinh mén hoc AutoCAD do Tong cuc day nghé ban hanh.

2. Tran Hitu Qué - V& k¥ thuat va Bai tap vé ki thuat — NXB GD — 2001.
3. Nguyén Hitu Loc - Sir dung AutoCAD 2000 - NXB GD - 2004.

4. Phan mém vé AutoCAD 2004, 2008, 2012.

5. Céc tai liéu veé k¥ thuat va tai liéu AutoCAD khac.
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CHUONG TRINH MON HQC
VAN HANH VA SU DUNG CAC THIET BI
VAN PHONG THONG DUNG

M4 s& mén hoc: T.VP.MH 20
Thoi gian mon hoc : 90h (Ly thuyét 26h; Thuc hanh 64h)

L. VI TRI, TINH CHAT CUA MO PUN
Vi tri:
Mo dun dugc b tri sau khi hoc sinh hoc xong cac mé dun chung, mé dun
phan ctng may tinh.
Tinh chat:
La mo6 dun chuyén nganh bat budc.

II. MUC TIEU MO PUN:
Sau khi hoc xong m6é dun nay hoc sinh co kha nang:

- Vé kién thuc:

Trinh bay duoc c4c nguyén tic hoat dong cia may in, may fax, may quét anh,
may anh s6, may Camera, may Photocopy , may chiéu, tong dai;
- Vé k¥ ning:

+ Van hanh va st dung thanh thao cia may in, may fax, may quét anh, may
anh s, may Camera, may Photocopy, may chiéu, tong dai ;

+ Khac phuc mot va su ¢d don gian caa may in, may fax, may quét anh, may
anh s6, may Camera, may Photocopy , may chiéu, tong dai ;

+ Cai dat va sir dung thanh thao cac thiét bi nhé ngoai va cac loai card roi;

- V& nang luc ty chu va trach nhiém:
Hinh thanh y thire lao dong la phai khan truong c6 ky luat, ¢é trach nhiém va sang tao.
IIILNOI DUNG MO PUN:
1. Noi dung tong quat va phin phdi thoi gian :

6 7 Thoti gian 7
T Tén cac bai trong mé dun T()pg L)'/’ Thuc | Kiém
so |thuyet| hanh | tra
Bai mo dau 1 1 0
Cai dat va sir dung may in 18 5 12 1
Cai dat va su dung may quét anh 8 2 6
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6 q Thot gian 7
T Tén cac bai trong mo dun Tépg Ly, Thuc | Kiém
so |thuyet| hanh | tra
4 | St dung anh s6 va camera 9 3 6
5 | Cai dat va sir dung may Fax 9 1 6 1
6 | St dung va van hanh may Photocopy 18 5 13
7 | Lap dat va sir dung may chiéu 8 2 5 1
8 | Sir dung tong dai dién tur 7 3 4
9 | Cai dat va str dung céc thiét bi nhg ngoai | 13 4 7 1
vi va cac loai card roi
Cong 90 26 61 3

2. Néi dung chi tiét:

Bai mé dau Thoi gian: 1gio
1.1. N6i dung ciia mé dun
1.2. Phan phdi thoi gian

Bai 1: Cai dat va sit dung may in  Thoi gian: 18gio
1. Chtric nang.
2. Phan loai, cau tao va nguyén ly hoat dong .
3. Cach cai dat (may in cuc b va may in mang ).
4. Cach sur dung va bao quan.
5. Céach chia sé dir liéu va st dung may in trén mang.
6. Mot sb sy ¢b thuong gap va céch khic phuc.

Bai 2 : Cai dat va sir dung may quét anh

Thot gian: 8gio
1 Chtrc nang.
2 Phan loai, ciu tao va nguyén ly hoat dong.
3 Cach cai dat.
4 Céch str dung va bao quan.
5 Mot s6 su ¢b thuong gap.
Bai 3: Sir dung may anh sé va may camera Thot gian 9gio

1 Chtrc nang.

2 Phén loai, nguyén ly hoat dong.
3 Cach két ndi vai may tinh.

4 Céch sur dung va bao quan.
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5 Mot s6 su ¢6 thudng gap va cach khic phuc.

Bai 4: Cai dat va sir dung may Fax Thoi gian 9gio
1 Chtrc nang
2 Phan loai, cau tao va nguyén ly hoat dong.
3 Cach cai dat may Fax
4 Céch str dung va thay doi ché do 1am viéc
5 Mot s6 161 thuong gap va cach khic phuc

Bai 5: Sir dung va van hanh may Photocopy Thoi gian 18gio
1 Chtrc nang
2 Phan loai, cau tao va nguyén ly hoat dong.
3 Cach cai dat may photocopy
4 Céch str dung va thay doi ché @6 1am viéc
5 Mot s6 161 thuong gap va cach khic phuc

Bai 6: Lap dit va sir dung may chiéu Thoi gian: 8gio

1 Chtic nang

2 Phan loai, cau tao va nguyén ly hoat dong.

3 Cach cai dat, két ndi véi may tinh

4 Céch str dung va thay doi ché @6 1am viéc

5 Mot s6 161 thuong gap va bién phéap khac phuc

Bai 7: Sir dung tong dai dién tir Thoi gian:7gio

1 Chtic nang

2 Phan loai, cau tao va nguyén ly hoat dong.

3 Cach cai dat

4 Céch str dung va thay d6i ché do 1am viéc

5 Mot s6 161 thudng gap va bién phéap khac phuc

Bai 8: Cai dit va sir dung cac thiét bi nhé ngoai vi va cac loai card roi
Thot gian 12 gio
1 Chtic nang
2 Phan loai
3 Lip dat va cai trinh diéu khién
4 Cach sur dung
5 Mot s6 161 thuong gap va bién phéap khac phuc
92



IV. PIEU KIEN THUC HIEN MO PUN:
Vat liéu:
Day cép tin hiéu céc loai;
Muc in, Ruy bang muc;
Gidy A4,cac loai gidy ding;
Cac md hinh bang hinh vé dé vi du minh hoa (Néu c6).
Dung cu va trang thiét bi:
May chiéu da phuong tién;
May vi tinh;
Céac may van phong;
Cac thiét bi nhé ngoai va cac loai card roi.
Hoc liéu:
Tai liéu huéng dan bai hoc va bai tap thuc hanh mén hoc sir dung va van hanh
c4c thiét bi van phong thong dung;
Gi4o trinh Mén sir dung va van hanh céc thiét bi van phong thong dung.
Ngudn lue khac:
Phong hoc bo sir dung va van hanh cac thiét bi van phong thong dung. du diéu
kién hoc 1y thuyét va thuc hanh.

V. PHUONG PHAP VA NOI DUNG PANH GIA:
Vé kién thic:
Puoc danh gid qua bai kiém tra viét, trac nghiém dat dugc cac yéu cau sau:
Trinh bay duoc cau tao va nguyén ly hoat dong cia céc loai thiét bi van phong;
M@ ta cac budc van hanh, cai dit cac thiét bi cac thiét bi van phong théng dung.
Vé k§ ning:
Panh gia k¥ nang thuc hanh cta hoc sinh trong bai thuc hanh sir dung va van
hanh céc thiét bi van phong thong dung dat duoc cac yéu cau sau
Van hanh thanh thao cac thiét bi van phong thong dung;
Cai dat thanh thao céc thiét bi;
Xac dinh 16i va bién phap khac phuc.
Vé thai d¢:
Rén luyén ky nang van hanh,str dung, cai dat cac thiét bi van phong can than
chu dao.
VI. HUONG DAN THUC HIEN MO PUN:
1. Pham vi ap dung chuwong trinh
Chuong trinh mon hoc dugc str dung dé giang day cho trinh do trung cap nghé.
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2. Hwéng din mét s6 diém chinh vé phwong phap giang day mé dun dao tao:
Trinh bay ciu tao va nguyén ly hoat dong cua céc thiét bi van phong thong
dung;
Trinh bay cac thao tac van hanh cac thiét bi van phong thong dung;
Xay dung chu trinh tim ra 18i va bién phép khic phuc;
Phat van cac cau hoi;
Cho hoc sinh nghe mét noi dung cu thé va néu cau hoi dé hoc sinh tra 1oi;
Phan nhém cho céc hoc sinh trao d6i vai nhau, trinh bay theo nhém.
3. Nhirng trong tim chwong trinh cin chi y
Gi4o vién trude khi giang day can phai can cir vao noi dung cua tirng bai hoc
chuan bj day du cac diéu kién thuc hién bai hoc dé dam bao chit lwgng giang day.
4. Sach gido khoa va tai liéu can tham khio.
Nguyén Thi Thu Thuy, Giéo trinh téng dai dién tir s6, NXB Ha Noi; 2006;
Dan Tri, Nhat Uy, Tai liéu huéng dan tra cizu may photocopy - tdp 1, NXB Théng
tin va Truyén théng, 2009;
Déan Tri, Nhat Uy,Giao Trinh Siza Chira May Photocopy - Tdp 1, NXB Thong tin va
Truyén thong, 2009;
VN-Guide, May in May Quét, NXB Théng K&, 2007;
Lé Phung Long (Bién dich), Bao tri va Siza chiza may in Laser, NXB Thanh Nién,
2004;
Trung Minh, May Camera ghi hinh, NXB Giao thong van tai, 2005;
Lé Thanh, Huéng dan sir dung may anh ki thudt sé va xiz Iy anh s6, NXB Phuong
Dong, 2009.
Nguyén Nam Trung, Cdu tric may tinh &Thiét bi ngogi vi, NXB Khoa hoc k¥ thuat,
2005,
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CHUONG TRINH MON HQC
CAI PAT, THIET LAP, QUAN LY VA VAN HANH MANG LAN
M4 s6 mdn hoc: T.VP.MH 21
Thoi gian mén hoc : 90h (Ly thuyét 30h; Thuc hanh 60h)
I. VI TRI, TINH CHAT CUA MON HOQC:
- Vi tri ctia mdn hoc : mdn hoc duge bd tri sau khi sinh vién hoc xong cac mén
hoc chung.
- Tinh chdt cia mén hoc : LA mén hoc chuyén nganh bat budc, nhim trang bi cac
kién thirc vé hé thdng mang, cac chuin vé mang dé HSSV c6 thé nam bat duoc
khi thao tac voi cac hé thong may tinh hoic hé théng CSDL trén mang LAN.
Il. MUC TIEU MON HQC:
Sau khi hoc xong mén nay HSSV c6 kha nang :
* V& mit kién thirc
- Trinh bay dugc quy trinh thiét ké mot hé thong mang
- Xay dung dugc cac bude ciia mot hé thong mang
- Liét ké cac thanh phan trong mang
- Trinh bay nguyén tic hoat dong cua hé théng mang LAN
* V& miat k¥ ning
- Nhan dang chinh xé&c c4c thanh phan trén mang
- Cau hinh mot may tinh vao mang LAN
- Nhan dang céc sai hong co ban trong mang cuc bo va dé xuat phuong phap xir
ly
* Nang lyc tu chu va chiu trach nhiém
- Lam viéc nhém, ting tinh chia sé va 1am viéc cong dong.
I11. NOI DUNG MON HQC:
1. Ngi dung téng quat va phan phéi thoi gian:

, Thoi gian (gio)

So R 2 , h

T Tén chwong, muc T(‘){lg Ly ’ Thue | Kiém
s0 | thuyét | hanh tra

1 | Bai mo dau: Tong quan vé mang lan 4 4

2 | Bai 1: Mang lan va thiét bi mang lan 8 4 4

3 | Bai 2: Thiét ké mang lan 21 4 16 1

4 | Bai 3: Thi cong cong trinh mang 22 4 17 1

5 | Bai 4: Cai dat hé théng mang 35 14 20 1

Cong 90 30 57 3

95



*Ghi chi: Thoi gian kiém tra 1y thuyét dwoc tinh vao gio Iy thuyét, kiém tra thuc
hanh dwoc tinh vao gio thuc hanh.
2 Ngi dung chi ziét :

BAI MO PAU: TONG QUAN VE MANG LAN
Muc tiéu :
- Trinh bay duoc quy trinh thiét ké mot hé thong mang
- Trinh bay duoc chirc nang hoat dong cua cac 16p trong md hinh OSI

Noidung : Thoi gian : 4h (LT: 4h; TH: Oh)
1. Gi6i thi¢u Thoi gian : 2h
2. Tién trinh xay dung mang Thoi gian : 2h

BAI 1: MANG LAN VA THIET BI MANG LAN
Muc tiéu :
- Mo ta dugc chirc nang cia bd chuyén mach Switch trong viéc mo rong biang thong
mang
- Trinh bay duoc kién trac bd chuyén mach, bo dinh tuyén
- Phan loai duoc cac bo chuyén mach, bo dinh tuyén
- Y thitc ty gidc trong hoc tap, tu duy logic cao

Noidung : Thoi gian :8h (LT: 4h; TH:
4h)

1. Céc chuan mang cuc bo Thoi gian : 2h
2. Co sd vé bo chuyén mach Thoi gian : 3h
3. Co s vé bo dinh tuyén Thoi gian : 3h

BAI 2: THIET KE MANG LAN
Muc tiéu :
- Phan tich dugc yéu cau ciia du an thi céng mang LAN
- Khao sat va vé& duoc so do thi cong vat 1y va luan ly
- Lua chon thiét bi va 1ap duoc ban duy tru kinh phi thi cong
- Lap duoc ké hoach thi cong
- Y thire tu gidc trong hoc tap, tu duy logic cao
- Tinh can than, chinh xac khi thiét ké hé théng mang LAN

Noi dung: Thoi gian : 21h (LT: 4h; TH:

16h)

1. Cac yéu cau thiét ké Thoi gian : 4h

2. Qui trinh thiét ké mang Thoi gian : 4h
2.1 Khao sét dia diém thi cong Thoi gian : 4h
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2.2 V& so db thi cong
2.3 Lap bang du tru kinh phi
2.4 Lap ké hoach thi c6ng
3. Ho so thiét ké mang Thoi gian : 4h
3.1 Lap ho so tong quat hé théng mang
3.2 Lap ho so chi tiét hé thong mang

BAI 3: THI CONG CONG TRINH MANG

Muc tiéu:

Doc dugc bang vé thiét ké mang

Mo ta dugc quy trinh thi cong hé thong mang

Thi céng dau cap cho céc thiét bi phan cling

Rén luyén tinh than tuan thu ky luat trong cong viée

Noi dung: Thoi gian : 22h (LT: 4h; TH:
17h)

1. Boc ban vé Thoi gian : 4h
2. Cac ky thuat thi cong cong trinh mang Thoi gian :
10h

3. Giam sat thi cbng mang Thoi gian : 8h

3.1 Giam sat thi cong cap
3.2 Giam sat lap dat thiét bi
3.3 Lap ho so thi cong mang

BAI 4: CAI PAT HE THONG MANG

Muc tiéu:

Cai dat duoc hé diéu hanh mang

Cai dat, cau hinh duoc cac dich vu mang

Céu hinh duoc cac giao thirc mang

Xay dung dugc cac phuong an bao mat mang

Lap duoc nhat ki thi cong mang

Rén luyén tinh than tuan tha ky luat trong cong viéc

Noi dung: Thoi gian: 35h (LT:14h; TH:

21h)

1. Cai dat hé diéu hanh mang Thoi gian: 8h
1.2 Cai dit hé diéu hanh mang cho Client

2. Cai dat giao thurc mang Thoi gian: 8h
2.1 M0 hinh Internet TCP/IP

3. Cai dat cac dich vu mang Thoi gian: 8h
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4. Cu hinh bao mat Thoi gian: 11h

IV. PIEU KIEN THU'C HIEN CHUONG TRINH:
* Vat liéu .
+ Slide , bang tr, dla CDROM, DVD ...
+ Céc loai giay A4, A3, Al...
+ Cac hinh v&
* Dung cu Va trang thiét bi
+ Phan, bang den
+ May chiéu Projector
+ May vi tinh
+ Phan mém : Hé diéu hanh WINDOWS hoic Linux
+ Thiét bi mang: Adapter, Router, Hub, RJ45, C4p mang...
* Hoc liéu
+ Cac slide bai giang.
+ Tai liéu hudng dan mén hoc Mang may tinh.
+ Gido trinh Mang may tinh.
* Nguon lec khac
+ Phong hoc ly thuyét ding tiéu chuan va phong thuc hanh da diéu kién thuc
hanh.
+ Phong may tinh day du cac phan mém tng dung.
V. PHUONG PHAP VA NOI DUNG PANG GIA:
* Vé kién thire:
Puoc danh gia qua bai kiém tra viét , kiém tra van dap hodc tric nghiém, tu luan,
thuc hanh dat c4c yu cau sau :
- Cai dat mang cuc bo.
- Phu trach quan ly mét mang may tinh tai co quan xi nghiép.
- Biét chuan doan va stra chira C4cC sy ¢b co ban trén hé théng trén mang.
- Nim viing céc kién thtrc vé thiét bi mang
* Vé ky ning:
Panh gia ky nang thuc hanh cua hoc sinh trong cac bai thuc hanh dat dugc cac
y&u cau sau::
Thiét ké dugc cac mo hinh két ndi mot hé théng mang LAN.
Cai dit va cau hinh duoc giao thirc mang TCP/IP
Kiém tra va chinh dugc cac sy c¢b don gian trén mang
* Nang luc tw chu va chiu trach nhiém:
Lam viéc nhom, tang tinh chia sé va lam viéc cong dong.
V1. HUONG DAN CHUONG TRINH:
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. Pham vi &p dung chuong trinh
Chuong trinh mén hoc dugc st dung dé giang day cho trinh d6 cao dang nghé
. Hudng dan mot sé diém chinh vé phuong phép giang day mén hoc
Giai thich cac dich vu mang, M6 hinh tham khao OSI
Trinh bay céc khai niém tang két nbi dir 1iéu OSI
Phét van c4c cau hoi.
Biét chuan doan va sira chita cac su cd co ban trén hé thong trén mang.
Cho sinh vién nghe mot Noi dung cu thé va néu cau hoi dé sinh vién tra 1o
Phan nhdm cho cac sinh vién trao dbi v6i nhau, trinh bay theo nhém
Thue hién cac bai thuc hanh nhu : Bam cép, thiét 1ap dija chi.
Cai dat cac bo giao thic
. Nhitng trong tdm chuong trinh can chd y
Gido vién trude khi giang day can phai cin cit vao Noi dung cua ting bai
hoc chuan bj day du cac diéu kién thuc hién bai hoc dé dam bao chét luong giang
day.
Sach gio khoa va tai liéu can tham khao

99



CHUONG TRINH MON HQC

INTERNET
M4 s& mén hoc: T.VP.MH 22
Thoi gian mdédun: 90h (Ly thuyét: 19h; Thuc hanh: 56h)

I. VITRI, TINH CHAT MO PUN

- Vi tri cia mdédun : md dun hoc duogc bd tri sau khi hoc sinh hoc xong cac mo
dun, moén hoc chung va trude cac moén hoc, mo-dun dao tao chuyén mon nghé quan
tri CSDL.

- Tinh chit cia md dun : L& md dun co sé bat bude hd tro cho HSSV céc ki
nang vé

khai thac thong tin trén Internet

1. MUC TIEU MO PUN

Sau khi hoc xong md dun nay HSSV c06 kha nang :

* V¢ mdt kién thirc

- Trinh bay duoc duoc cac cach két ndi internet dén may tinh

- Trinh bay dugc cach cai dat mang, giao thuc

- Trinh bay céc trinh duyét web

- Trinh bay dugc cach tao tai khoan thu dién tir

- Trinh bay duoc cac cach khai thac théng tin, sao chép in an théng tin

- Trinh bay céch tim kiém thong tin trén cac bao dién tir, kho dir liéu truc tuyén
*  Vé mdt kj néing

- Két ndi internet dén may tinh

- Cai dat mang

- Thao tac duoc mot s6 chirc nang trén trinh duyét Web

- Mo¢ duoc cac trinh duyét WEb

- Tim kiém duoc cac thong tin trén cac bao dién tir, kho dit liéu truc tuyén

- Tao duoc tai khoan thu dién tur, gui, nhan thu

*  Nang lwc tw chu va trach nhiém

- Nghiém tdc va thyc hién dung cac qui ché vé viéc sir dung Internet

- Hoan thién tét cac yéu cau duoc giao trong viéc tim kiém céc thong tin

I11. NOI DUNG MO PUN

Ngi dung téng quat va phan phéi thoi gian:

) Thai gian
So - X
N R 2 Ly Thue | Kiem
Tén cac bai trong mo6 d Tong so . -
T 9 Mo dun M8 thuyét | hanh | tra*
1 |Bai mé dau: Tong quan vé Internet 4 1 3
2 |Bai 1: Trinh duyét web 8 2 6
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o Thoi gian
0 - « X
T Tén cac bai trong md dun Tong s6 thll_lz & E;:ﬁ ?::1
3 |Bai 2: Khai thac théng tin trén cac bao | 12 4 8
dién tir, kho dit liéu tryc tuyén
4 |Bai 3: Tao cac trang web ca nhan, blog 16 4 11 1
5 [Bai 4: Quan ly, girt nhan thu dién tu 8 2 6
6 |[Bai 5: Cong cu trao doi truc tuyén 4 1 3
7 [Bai 6: Khai thac cac phan mém truc 8 2 6
tuyén va cac trang web truc tuyén
8 [Bai7: St dung cac phan mém hd tro 8 2 6
viéc tai dir liéu xudng va day dit liéu 1én
mang
9 [Bai 8: Str dung cac cong cu tim kiém 7 1 5 1
chuyén dung
Cong : 5 19 55 2

*Ghi ch(: Thoi gian kiém tra dwoc tich hop giiva 1y thuyét véi thue hanh dwoc tinh
vao gio thuc hanh

Ngi dung chi #iét -
Bai mé diu: Tong quan vé Internet
Muc tiéu cua bai:
- Trinh bay duoc khéi niém vé internet
- Trinh bay duoc lich sir phat trién ciia Internet.
- Trinh bay duoc cac thanh phan cia Internet.
- Hiéu duoc cac giao thuc sir dung trén Internet, dia chi IP, va hé théng tén mién
DNS.
- Trinh bay dugc céac dich vu trén Internet.

Noi dung ciia bai: Thoi gian: 4h (LT:1h;TH:3h)
1. Khéi niém vé Internet Thoi gian: 0,5h
2. Két ndi Internet dén mdy tinh va dién thoai di dong Thoi gian: 3h

2.1 Két ndi hiru tuyén

2.2 Két noi khong day

2.3 Cac loai hinh dich vu
2.3.1. Dich vu ADSL
2.3.2. Két ndi qua cé)ng dién thoai c¢d dinh
2.3.3. Cap quang FTTH
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3. World Wide Web: Gidi thiéu vé dich vu world Wide Web Thoi gian: 0,5h

Bai 1: Trinh duyét web
Muc tiéu cua bai:
- Hiéu duoc cac phuong thire két ndi.
- Xac dinh va thao tac duoc cach thice két ndi mang voi Internet.
- CAu hinh thiét bi dé két ndi Internet vao hé théng mang.
- Truy cap dugc vao cac website thongdung.
- Tuy tin trong khic phuc 18i két ndi internet.
N¢i dung ciia bai: Thoi gian: 8h (LT:21h;TH:6h)
1. Giéi thiéu vé cac trinh duyét web hién hanh Thoi gian: 1h
1.1. Khai niém vé web browser
1.2. Mot s6 web browser thong dung:
2. Tim hiéu chirc ning ctia mot sd trinh duyét dién hinh (Internet Explorer)
Thoi gian: 3h
2.1. Thiét lap céac thong sé trong Internet Option
2.2. Thanh dia chi Address bar
2.3. Cac chtrc nang trén thanh cong cu
2.4. Luu danh muc cac trang web yéu thich
2.5. Lan lai cac trang web da duyét bang céng cu History
2.6. Download ndi dung trang web
3. Duyét Web: Thoi gian: 4h
3.1. Giéi thi€u cac nhém trang web: (.edu, .gov, .net, .com, .org,...)
3.2. Gidi thidu mot sd dia chi web Viét nam, thé gidi
3.3. Céch duy¢t mot trang web

Bai 2. Khai thac thong tin trén cac bao dién tir, kho dit liéu truc tuyén
Muc tiéu cua bai:
- Trinh bay duwgc m0 hinh hoat dong cia WWW.
- Hiéu duoc dich vu www trén Internet.
- Cai dat, nang cap va sir dung céc trinh duyét Internet thong dung.
- St dung thanh thao cac ph?m meém tai file.
- Ty tin trong xtr Iy mot s6 18i trinh duyét thong dung.
- Thai 6 ham mudn tiép cin web.
Noi dung ciia bai: Thoi gian: 12h (LT:3h;TH:9h)
1. Tim kiém thong tin trén cac bao dién tir, kho dir liéu truc tuyén Thoi gian: 2h
1.1. Giéi thiéu mot sd dia chi bao dién tir Viét Nam, thé gi6i
1.2. Tim kiém thong tin trén bao dién tir
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1.3. Tim kiém thong tin trén kho dir liéu truc tuyén
2. Khai thac théng tin Thoi gian: 4h
2.1. Céc k¥ nang khai thac thong tin
2.2. Sao chép, in 4n thong tin trén cac béo dién tir
2.3. Phan loai thong tin
3. Tham gia c4c dién dan: Thoi gian: 6h
3.1. Gi6i thiéu mot sb dién dan theo chu dé
3.2. Ping ky 1am thanh vién ciia mot dién dan
3.3. Guri bai viét tham gia thao luan Ién dién dan

Bai 3: Tao cac trang web ca nhan, blog

Muc tiéu cua bai:

- Trinh bay duogc khai niém Blog, tao tai khoan ca nhéan

- Trinh bay duoc cach thiét 1ap thdng tin c& nhan, giao dién trang Blog

- Tao duoc tai khoan trén facebook

- Tao duoc trang Block, viét bai

N¢i dung ciia bai: Thoi gian:16 h(LT:4h;TH:12h)

1. Tao tai khoan ca nhan Thoi gian: 2h
1.1. Tim hiéu vé blog, trang ¢4 nhan
1.2. Tao tai khoan ca nhan trén Facebook

2. Tuy bién giao dién Thoi gian: 4h
2.1. Thiét 1ap lai cac thong tin c4 nhan
2.2. Thiét 1ap lai cac tuy bién giao dién cho blog

3. Tao cac bai viét Thoi gian: 4h
3.1. Viét cac bai viét trong cac trang c4 nhén, blog
3.2. Pua céac thong tin & cic trang web vé trang ca nhan, blog

4. Tao Album anh, video Thoi gian: 3h
4.1. Tao cac Album anh, upload cac anh c6 trong may 1én album
4.2. Tao cac Album Video, upload cac doan video vao album

5. Tao két ndi véi cac ca nhan khac Thoi gian: 3h
5.1. Tim kiém, thém ban bé m&i vao contact list
5.2. Trao doi message v6i ban bé trong contact list
5.3. Xem blog, trang ca nhan cua ban be
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Bai 4: Quan ly, giri nhan thw dién tw
Muc tiéu cua bai:
- Trinh bay duoc céch tao tai khoan thu dién tir
Trinh bay dugc cach giri, nhan, chuyén tiép thu dién tu
Tao duoc tai khoan thu dién tur
- Giri, nhan, chuyén tiép duoc thu dién tar

Noi dung ciia bai: Thoi gian:8h (LT:2h;TH:6h)
1. Nguyén tic hoat dong ctia mot giao dich thu dién tir Thoi gian: 2h

2. Lua chon phﬁn mém quan ly, giri nhan thu dién ti, thiét 1ap cac thong sb

Thoi gian: 2h

3. Gui nhan thu dién tu: Thoi gian: 3h

3.1. Gui thu dién tr

3.2. Nhan thu dién tir

3.3. Chuyén tiép mot 14 thu dién tr
4. Str dung tai khoan c4 nhan (mién phi) dugc hd trg béi cac trang web dé quan 1y,
guri nhan thu dién t Thoi gian: 1h

4.1. Lya chon nha cung cap dich vu: (Google voi Gmail, Yahoo,...)

4.2. Tao tai khoan ca nhan

4.3. Chan thu rac, thu quang céo

Bai 5: Cong cu trao doi truc tuyén

Muc tiéu cua bai:

- Trinh bay duoc céch tao tai khoan ca nhan skype

- Trinh bay duoc thém danh sach ban bé, nhan tin, goi dién,...
- Tao duoc tai khoan c& nhan Skype

- Thém dugc danh sach ban beé, nhin tin, goi dién, gui tép tin

N¢i dung ciia bai: Thoi gian: 4h (LT:1h;TH:3h)

1. Giéi thiéu cac cong cu trao doi truc tuyén thong dung Thoi gian: 1h
2. Tao tai khoan ca nhan Thoi gian: 1,5h
3. Quan Iy danh sach cac tai khoan ctia ban be, ddi tac Thoi gian: 0.5h
4. Trao d6i thong tin Thoi gian: 1h

4.1. Trao d6i cac text message
4.2. Trao d6i Webcamera

4.3. Trao d6i tép tin

4.4. Trao d6i voice

4.5. Choi tro choi truc tuyén
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Bai 6: Khai thac cac phan mém truc tuyén va cac trang web truc tuyén

Muc tiéu cua bai:

- Trinh bay duoc cach tao phan mém hoc tryc tuyén, tra ciru diém thi truc tuyén
- Trinh bay dugc cach mua ban hang trén mang

- Tao duoc tai khoan hoc truc tuyén

- Thao tac duoc tra ctru diém thi truc tuyén

- Mua ban dugc hang trén mang

N¢i dung ciia bai: Thoi gian: 8h (LT:2h;TH:6h)

1. Gidi thiéu vé cac phan mém truc tuyén hién hanh Thoi gian: 1h
2. Phan mém tra cru danh ba tryc tuyén Thoi gian: 1h
3. Tim hiéu cac chtic ning cia phan mém Thoi gian: 1h
4. St dung phan mém Thoi gian: 5h

4.1. Cai dat phan mém
4.2. Cai dit cac phan mém hd trg
4.3. Sir dung phan mém
5. Céac trang web truc tuyén: Thoi gian: 0,5h
5.1. Trang mua ban qua mang: (Ebay.com, Amazon.com,...)
5.2. Trang tra ctru tir dién (Vdict.com)

Bai 7: Sir dung cac phan mém hé tro viéc
tai dir liéu xudng va day dir liéu Ién mang
Muc tiéu cua bai:
- Trinh bay duoc cac phan mén hd tro tai di liéu xudng, dwa di liéu 1én
- Trinh bay duoc cach cai dat, st dung phan mém
- Tao duoc tai khoan giap dua di liéu 1én
- Thao tac duoc tai dit liéu xudng, dua dir liéu 18n

Noi dung ciia bai: Thoi gian: 8h (LT:2h;TH:6h)
1. Giéi thidu mot s6 phan mém dién hinh Thoi gian: 2h
1.1. BitComet

1.2. Internet Download Manager
1.3. Upload Manager,...
2. Gidi thiéu mét s6 website hd trg download va upload dit liéu  Thoi gian: 2h
2.1. Mot sb trang web hd tro Upload, Download nhu: RapidShare.com,
ShareOnAll.com, TinyLoad.com,...
2.2. Pang ky tai khoan
2.3. Upload dir li¢u

2.4. Download dir liéu
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3. Tim hiéu phan mém Thoi gian: 4h
3.1. Cai dat phan mém
3.2. Céc chtrc ning ctia phan mém
4. Thiét 14p cac thong sb cau hinh Thoi gian: 1h
5. Kiém tra va chay thtr Thoi gian: 2h

Bai 8: Sir dung cdc cong cu tim kiém chuyén dung

Muc tiéu cua bai:

Trinh bay dugc cac trang Web dung dé tim kiém dix liéu
Trinh bay duoc cac trang Web dung dé tim kiém ban d6
Thao tac dugc tim kiém dia diém cu thé trén ban do
Thao tac duoc tra ciru dit liu

Noi dung ciia bai: Thoi gian: 7h (LT:2h;TH:5h)
1. Giéi thiéu céac trang web tim kiém dién hinh hién hanh Thoi gian: 1h
2. Gi6i thiéu cac cong cu tim kiém ban dd Thoi gian: 3h

4,

2.1. Giéi thiéu vé Google Map

2.2. Google Earth

2.3. Google StreetView

2.4. Cach tim kiém qua hinh anh chuyp tir vé tinh ctiia Google Map

Tim kiém theo chu dé Thoi gian: 2h
3.1. Tim kiém Video

3.2. Tim kiém anh

3.3. Tim kiém dia diém

3.4. Tim kiém website

Str dung cac tinh nang tim kiém cao cap Thoi gian: 2h

111. PIEU KIEN THU'C HIEN MO PUN
* Dung cu Va trang thiét bj

+ May tinh c6 két nbi voi mang internet.

+ May chiéu da phuong tién.

+ Hé théng phong thuc hanh ¢ ndi mang LAN va Internet.

+ Phan mém duyét web (Internet Explorer, Netcapse, Molisa...)

+ Phan mém quan ly Email (Microsoft Outlook Express, Netcapse, Molisa, ..)

* Hoc liéu

+ Bo tranh bang gidy phim trong dung dé day Internet.
+ Céc hinh vé vi du minh hoa
+ Tai liéu hudng dan modun Internet .

+ Tai liéu hudng dan bai hoc va bai tap thuc hanh mén Internet.
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+ Gido trinh Mon Internet .
* Nguon lire Khac

+ Phong hoc ly thuyét dung tiéu chuan va phong thuc hanh du diéu kién thuc

hanh cho mon hoc
IV. PHUONG PHAP VA NOI DUNG PANH GIA
- Kiém tra ddnh gia trude khi thue hién md-dun :

Puoc danh gia qua bai viét, kiém tra vin dap hoac tric nghiém, tu ludn, thuc hanh
dat cac yéu cu ctiia mon hoc tin hoc dai cuong hoac biét sir dung may tinh.

- Kiém tra ddanh gia trong khi thiec hién mo-dun:

Puoc danh gia qua bai viét, kiém tra van dap hoic tric nghiém, ty luan, thyc hanh
trong qua trinh thuc hién cac bai hoc ¢ trong mo-dun vé kién thirc, k§ nang va thai
dd. Yéu cau phai dat duoc cadc muc ti€u cua tirng bai hoc cé trong mo dun.

- Kiém tra sau khi két thic mo-dun:

* V¢ kién thire: Puoc danh gia qua bai kiém tra viét, tric nghiém dat duoc cac
yéu cau sau:

+ M6 phong & dang bdo céo kho A4 vé su hiéu biét vé lich sir, su phat trién,

tiém ning cta internet and WWW

+ Sur dung trinh duyét dé giri va nhan 2 thong bao bang cting phan mém. Sir dung
chuong trinh thu dién tir dua vao internet (qua cac trinh duyét web hoac cac chuong
trinh quan 1y email) dé thyc hién.

* Vé ky ndng:
Panh gié k¥ nang thuc hanh cta hoc sinh trong bai thuc hanh Internet dat duoc
C4C Y&U cAu sau :

+ Sur dung ph?m mém thu dién tir dé soan va guri hai thu dién ti; dé tra 161 hai
thu, dé nhan thu va luu hai tai liéu kém theo (luu trong thu muyc cta 6 dia cimg) .
Chuyén tiép hai thu cho nhom dia chi khac. Tao hé théng thu muc mirc sau hon
(muc 2 hoac sau hon) .

+ Chu hinh duoc két ndi internet qua duong thoai dya vao danh sach s6 dién
thoai, tén nguoi dung, mat khau. Dya vao nén tang nay thiét 12p duoc tai khoan thu
dién tir trong phan mém cu thé va thir nghiém mo phong cac hoat dong cua tai khoan
vira tao (CO nghia 14 tai khoan dugc str dung dé két ndi voi Internet két ndi qua dién
thoai, va sir dung thudng xuyén dé giri , nhan va tra 10i thu). Thir nghiém kha ning
dé két nbi va cat két nbi qua dudng thoai.

+ Str dung trinh duyét dé tim kiém céc thong tin chinh xac va hiéu qua, cau hinh
trinh duyét dé phuc vu cho tham khao ca nhén, st dung cac k¥ thuat tim kiém nang
cao bao gdm cé4c phép toan logic va xac dinh céc théng tin lién quan tim thay nhu 1a
két qua cua cac cau hoi
* Nang lyc tw chu va trach nhiém: C6 kha nang 1am viéc doc 1ap hoac lam viéc theo

nhom, chiu trach nhiém ca nhan va trach nhiém ddi v&i nhom..
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V. HUONG DAN THUC HIEN MO PUN:

1. Pham vi 4p dung chuong trinh

Chuong trinh mén hoc dugc st dung dé giang day cho trinh do trung cip nghé

2. Hudng didn mot sd diém chinh vé phuong phap giang day mén hoc

Trinh bay Iy thuyét, c6 thé két hop voi md phong thong qua cac Slide

Ra bai tap thuc hanh.

- Van dung cac Web mail dé hudéng din HSSV tao cac tai khoan riéng cho
minh. Théng qua céc tai khoan mail riéng dé co thé thao tac (goi, nhan) trén Web
mail.

3. Nhiing trong tdm chuong trinh can chl y

Gido vién truée khi giang day can phai cin ctr vao ndi dung cia timg bai hoc
chuén bi ddy du cac diéu kién thuc hién bai hoc dé dam bao chat luong giang day.
4. Séch gi4o khoa va tai liéu can tham khao

Internet Cho Moi Nha; PHUONG LAN(Hiéu dinh),NGUYEN THIEN
BANG(Chu bién); Nha xudt ban: Lao déng - Xa hoi

Hwéng Dan Sir Dung Internet ; NGUYEN THANH CUONG(Bién soan);
Nha xuét ban: Thong ké

Mang Internet Khong Day; ThS. NGO HONG CUONG(Bién dich); Nha xuat
ban: Buu dién

Kham Pha Internet Mdi Ngay; VIET VAN BOOK(Bién dich); Nha xudt
ban:: Thong ké

Internet, Chat, E-mail Cho Mei Ngudi; VN-GUIDE(T6ng hop va bién dich);
Nha xudt ban:: Thong ké
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I. VI TRI, TINH CHAT CUA MON HOQC:

CHUONG TRINH MON HQC

BAO TRI HE THONG MAY TiNH
M4 s6 mon hoc: T.VP.MPD 23
Thoi gian mon hoc : 90h

(Ly thuyét 26h; Thuc hanh 64h)

- Vi trf ctia mon hoc : Mén hoc duoc bd tri sau khi hoc sinh hoc xong mdn/mé-
dun co s0.
- Tinh chat ctia mén hoc : L& mén hoc chuyén nganh.
Il. MUC TIEU MON HQC

- Nhan biét duoc cac thong tin thudc linh vyc bao tri hé théng may tinh.

Giai thich duoc ndi dung ciia bao tri hé théng mdy tinh.
- Y thirc duoc tim quan trong va y nghia thyc tién cua hoat dong bao tri hé thong
may tinh.
- Reén luyén tinh can than, ti mi, chinh x4c, va tac phong cong nghiép.
- Thao tac nhanh gon, chinh xac

Thanh thao béo tri bdo dudng may tinh.
- Pam bdao an toan cho nguoi va trang thiét bi trong qua trinh luyén tap.

111. NOI DUNG MON HQC:
3. Ngi dung téng quat va phan phéi thoi gian:

Thoi gian
Tén ) | Kiémtra*
S6TT Tén chwong muc "8 Ly |Thwehanh) 7455
S0 | thuyet | Bai tip TH)
1 |Bai 1: Lam sach byi cho thiétbj | 12 5 7
Bai 2: Tay Oxi hoa 16 4 11 1
3 |Bai 3: Sir dung cong cu cua 27 6 20
Windows 1
Bai 4: CAc van dé bao tri khéac 18 5 13
Bai 5: Nang cip may tinh 17 6 10 1
Cong 90 | 26 61 3

* Ghi cha: Thoi gian kiém tra ly thuyét dwoc tinh vao gio' ly thuyét, kiém tra thuc
hanh dwoc tinh vao gio thuc hanh.
4. Ngi dung chi fiét :
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BAI 1: LAM SACH BUI CHO THIET BI
Muc tiéu :
- Gilp hoc sinh hiéu sach mdy tinh cting véi cac thiét bi ngoai vi s& giir cho chiéc
may tinh hoat dong tot
- Tranh nhimg hu hai khong déng c6 va kéo dai tudi tho
- Biét duoc 1am sach thiét bi trong may tinh
No¢i dung: Thoi gian: 8h (LT:8h; TH:0h)
1. Lam sach hop may va bo ngudn Thoi gian: 2h
1.1 V¢ sinh cho case may tinh
1.2 Vé sinh cho bd ngudn mdy tinh
2. V¢ sinh Mainboard vaCard
2.1 Mainboard

2.2 Card

3. Quat CPU va quat VGA Thoi gian: 2h
2.1 May tinh xach tay
2.2 May tinh dé ban

Bai 2: Hop may va b nguon
Muc tiéu:
- Biét tong quat tap 1énh ciia cac kién trac may tinh, cac kiéu dinh vi dugc dung
trong kién tric, loai va chiéu dai cta todn hang, tdc vu ma may tinh c6 thé thuc
hién
- Hiéu dugc kién tric RISC (Reduced Instruction Set Computer)
Noi dung: Thoi gian: 22h (LT:10h; TH:12h)
1. Hop may Thoi gian: 4h
1.1 Chtic nang
1.2 Phan loai
1.3 Cach chon mua
2. B6 nguon Thoi gian: 4h
2.1 Chtrc nang
2.2 C4u tao va nguyén ly hoat dong
2.3 Cach chon mua

Bai 3: Bo mach chu
Muc tiéu:
- Hiéu dugc nhiém vu va céch t6 chirc dudng di cta dir liéu trong bo xir ly
- Hiéu nguyén tic van hanh cua bo diéu khién mach dién tur
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- Hiéu nguyén tic van hanh ctia bo diéu khién vi chuong trinh
- Hiéu nhiém vu cta ngat

- Hiéu duoc tién trinh thi hanh 1énh ma may

- Biét mot s6 k¥ thuat xu ly théng tin: éng dan, siéu 6ng dan

Noi dung: Thoi gian: 20h (LT:10h;TH:10h)
1. Chtrc nang Thoi gian: 2h
2. Cac thanh phan trén bo mach chu Thoi gian: 4h
3. Nguyén ly hoat dong Thoi gian: 4h
4. Cac mach co ban trén bo mach chu Thoi gian: 4h

Bai 4: B nhé may tinh
Muc tiéu:
Hiéu duoc c4c cip bd nhé va céch thirc van hanh cua céc loai bd nhé duoc
gio1 thi¢u dé co thé danh gid dugc hi€u nang hoat dong cua cac loai bd nhd
N¢i dung: Thoi gian: 19h (LT:9h;TH:10h)
1. O cung Thoi gian: 5h
1.1 Chtrc néng
1.2 CAu tao va nguyén Iy hoat dong
2. Ram Thoi gian: 5h
2.1 Churc nang
2.2 Phan loai
2.3 Ciu tao va nguyén 1y hoat dong

Bai 5: Man hinh - ban phim - chudt
Muc tiéu:
- Biét duoc ciu tao va cac van hanh cua cac loai thiét bi lwu trit
- Hiéu céc phuong phap dé dam bao an toan dir liéu luu trit
- Hiéu céc kién thirc vé hé théng két ndi co ban, cac bo phan bén trong may tinh,
cach giao tiép gitra cac thiét bi ngoai vi va bo xir 1y.
Noi dung: Thoi gian: 21h (LT:8h;TH:13h)
1. Man hinh Thoi gian: 5h
1.1 Chtrc ndng
1.2 Phan loai
1.3 Céu tao va nguyén Iy hoat dong
2. Ban phim Thoi gian: 4h
2.1 Chtrc nang
2.2 Phan loai
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2.3 C4u tao va nguyén ly hoat dong

3. Chudt Thoi gian: 2h
3.1 Chtrc ndng
3.2 Phan loai

3.3 C4u tao va nguyén ly hoat dong

Bai 6: Card dd hoa va 4m thanh
Muc tiéu:
- Biét duoc cu tao va cac van hanh cta cac loai thiét bi lwu trit
- Hiéu céc phuong phap dé dam bao an toan dit liéu luu trit
- Hiéu céc kién thirc vé hé théng két ndi co ban, cac bd phan bén trong may tinh,
cach giao tiép giita cac thiét bi ngoai vi va bo xur 1y.
Noi dung: Thoi gian: 21h (LT:8h;TH:13h)
1. Card d6 hoa Thoi gian: 5h
1.1 Chtrc néng
1.2 Phan loai
1.3 Nguyén ly hoat dong
1.4 Cach chon mua
2. Car am thanh Thoi gian: 4h
2.1 Chtrc nang
2.2 Phan loai
2.3 Nguyén Iy hoat dong
2.4 Cach chon mua
Bai 7 : Lap rap may tinh
Muc tiéu:
- Biét duoc cu tao va cac van hanh cta cac loai thiét bi lwu trit
- Hiéu céc phuong phap dé dam bao an toan dir liéu luu trit
- Hiéu céc kién thirc vé hé thong két ndi co ban, cac bd phan bén trong may tinh,
cach giao tiép giita cac thiét bi ngoai vi va bo xu 1y.

N¢i dung: Thoi gian: 21h (LT:8h;TH:13h)
1. Chuan bj Thoi gian: 2h
2. Cac budc lap rap Thoi gian: 4h

Budc 1: Thao vo may tinh

Budc 2: Lip quat lam mat cho may tinh
Budc 3: Lap tAm chin main va 6¢ dém
Budc 4: Lip CPU

Budc 5: Lap RAM

Budc 6: Lap quat lam mat CPU
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Budc 7: Lap dit 6 cling
Budc 8: Lap ngudn (PSU)
Budc 9: Lip nit nhan va cong giao tiép ngoai vi
Budce 10: Cam day cap ngudn vao linh kién
Budc 11: Lap card d6 hoa
Budc 12: Vao BIOS hé thong
Budc 13: Don dep
Budc 14: Cai dat Windows
3. Pau nbi thiét bi ngoai vi Thoi gian: 2h

IV. PIEU KIEN THU'C HIEN CHUONG TRINH:
* Dung cu Va trang thiét bj
+ Phan, bang den
+ May chiéu Projector
+ May vi tinh
+ B0 dung cu
* Hoc liéu
+ Cac slide bai giang
+ Tai liéu huéng dan mdn hoc Phan cimg may tinh
+ Gi4o trinh mdn Phan cimg may tinh
+ Phan ctng may tinh(VS Van Chin, Nguyén Hong Van, Pham Hiru Tai truong
Pai hoc Can Tho), Huéng dan lap trinh v6i (Lé Manh Thanh, Nguyén Kim Tuén,
Nha xuét ban Khoa hoc va k¥ thut)
* Nguon Iyc khac
+ Phong hoc Iy thuyét ding tiéu chuan va phong thuc hanh du diéu kién thuc
hanh
V. PHUONG PHAP VA NOI DUNG PANH GIA
* Ve kién thire:
Puoc danh gia kién thirc qua bai kiém tra viét, tric nghiém dat duoc cac yéu cau sau:
—  Trinh bay dugc céu tao va nguyén 1y hoat dong cua cac linh kién may tinh.
— Hiéu cé4c thanh phan co ban cua kién tric may tinh, cac tap 1énh. Cac kiéu kién
triic may tinh: md ta kién tric, cac kiéu dinh vi.
— Hiéu c4u trac cta bd xi Iy trung tam: t6 chirc, chirc ning va nguyén 1y hoat dong
cua cac b phan bén trong bd xur 1y. Mo ta dién tién thi hanh mot 1énh ma may va
mdt sb ky thuat xir 1y thong tin: dng dan, siéu 6ng dan, siéu vo hudng.
—  Hiéu chirc ning va nguyén 1y hoat dong ctia c4c cip bo nhd.
— Hiéu phuong phép an toan dit liéu trén thiét bi luu trir ngoai.
—  Hiéu céc tap 1énh co ban trong Assembly.
* Vé ky nang: Danh gia k§ nang thyc hanh cia hoc sinh:
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*

Hiéu chinh duoc cac thdng s dé may tinh dat hiéu xuat cao nhét.
Thue hién duoc cac phuong phép an toan dit liéu trén thiét bi luu trit.
Lap rap thanh thao cac thanh phan cua may tinh.
Néng lwc t chit va chiu trach nhiém: Can than, thao tdc nhanh chuan Xéc, tu giac

trong hoc tap.
V1. HUONG DAN CHUONG TRINH

1.

Pham vi ap dung chuong trinh

Chuong trinh mén hoc dugc st dung dé giang day cho trinh do trung cip nghé

2.

3.

Huéng dan mot sb diém chinh vé phuong phap giang day mén hoc

Trinh bay ciu tao va nguyén 1y hoat dong

Trinh bay quy trinh lap rdp may tinh

Phét van céc cau hoi

Cho hoc sinh nghe m6t nd1 dung cu thé va néu cau hoi dé hoc sinh tra 1oi

Phan nhém cho cac hoe sinh trao ddi v&i nhau, trinh bay theo nhom
Nhiing trong tdm chuong trinh can chd y

Gido vién trude khi giang day can phai can clr vao ndi dung ctia timg bai

hoc chuan bi ddy du cac diéu kién thyc hién bai hoc dé dam bao chat lugng giang
day.

4.

Sach gi4o khoa va tai liéu can tham khao

- Tran Quang Vinh, Cdu triic mdy tinh, NXB Dai hoc qudc gia Ha Noi, 2005

- Nguyén Vin A, Phan cirng may tinh, NXB Théng ké, 2005

- Nguyén Nam Trung, Cdu triic mady tinh &Thiét bi ngoai vi, NXB Khoa hoc ky
thuét, 2005

- L& Minh Tri, Ky thudt phan citng mdy tinh, NXB Ddng Nai, 2006
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CHUONG TRINH MON HQC

CONG NGHE PA PHUONG TIEN
M4 s6 mon hoc: T.VP.MD 24
Thoi gian mdn hoc : 45h (Ly thuyét 10h; Thuc hanh 35h)

I. VI TRi, TINH CHAT CUA MO PUN
V1 tri:
La mo dun chuyén mén vé Cong nghé da phuong tién, moé dun duoc bd tri sau
khi hoc sinh hoc xong cac mo6 dun chung.
Tinh chat:

Ung dung céic san phrflm phf?m mém nhu chup, quay, ghi am, chinh stra &m thanh,
chinh stra video, dung film, tao dia, ... la m6 dun chuyén nganh bét budc dé phuc vu
cho cac ung dung thuc tién vao viéc bién soan chuong trinh, gi4o trinh, dung film
theo yéu cau ...

II. MUC TIEU CUA MO PUN

St dung thanh thao cac phan mém di hoc tir d6 tao k¥ ning trong céc bai tap
thue hanh cling nhu céc san phadm phan mém xuat hién trén thi truong, ¢ thé ap
dung vao thuc tién.

St dung thanh t6t cac phan mém nhu Proshow Producer , phan mém Cature ...
dé xay dyng dy an tir mirc quy mé nhé dén mirc vira va 16n;

Ung dung cong nghé da phuong tién vao cudc sdng hang ngay:

Rén luyén tinh chinh x4c, khoa hoc va tdc phong cong nghiép.

I11. NOI DUNG MO PUN
1. Noi dung tong quat va phan phoi thoi gian:

Thoi gian
S6 Tén cac bai trong mo dun
TT Tong | Ly | Thuc | Kiém
thuyét | hanh | tra*
1 Bai mé dau: Gidi thiéu vé da phuong
tién va cac tng dung 1 1 0 0
Bai 1.
2 | Huéng din céch cai dit phan mém
Proshow Producer 2 1 1 0
Bai 2.
3 | Céc thao tac co ban vai menu Proshow
Producer 2 1 1 0
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https://dobaonamblog.com/proshow-producer/huong-dan/cach-lam-video-tu-anh-va-nhac-bang-proshow-producer-full/#Huong_dan_cach_cai_dat_phan_mem_Proshow_Producer
https://dobaonamblog.com/proshow-producer/huong-dan/cach-lam-video-tu-anh-va-nhac-bang-proshow-producer-full/#Huong_dan_cach_cai_dat_phan_mem_Proshow_Producer
https://dobaonamblog.com/proshow-producer/huong-dan/cach-lam-video-tu-anh-va-nhac-bang-proshow-producer-full/#Huong_dan_cach_chen_style_vao_Proshow_Producer
https://dobaonamblog.com/proshow-producer/huong-dan/cach-lam-video-tu-anh-va-nhac-bang-proshow-producer-full/#Huong_dan_cach_chen_style_vao_Proshow_Producer

Theot gian

S6 Tén cac bai trong mé6 dun
TT Tong | Ly | Thuc | Kiém
thuyét | hanh | tra*
Bai 3
4 | Huéng dan cach chén Style vao
Proshow Producer 3 1 2
5 Bai 4. I‘-luérr{g dan cach chén anh/video
vao phan mém Prosshow Producer 8 1 7 0
6 Bai 5: Cach tao hiéu ung trong Proshow
Producer cho anh/video 7 1 6 0
2 Bai 6: Cach tao hiéu img chuyén canh
trong Proshow Producer 12 1 10 1
Bai 7: Cach lam video tir anh va nhac
8 | bang Proshow: Cach chén chir vao
video 10 1 9 0
9 Bai 8: Cach chén nhac vao video trong
Proshow Producer 9 1 8 0
10 Bai 9 :Céch cat ghép video trong
Proshow Producer 11 1 8 2
Bai 10: Cach tach, tang giam am thanh
11 | cua video trong Proshow
3 1 2 0
1 Bai 11: Cach chén logo ban quyén vao
video Proshow Producer 7 1 6 0
13 Bai 12: Cach xuat ra file video chat
lugng cao trong Proshow Producer 5 1 4 0
Bai 13: Cau hoi thuong gap khi lam
video tir anh va nhac bang Proshow
14
Producer
Thuc hanh 1 0
15 | Bai 14: Téng quan phan mém Capture 1
On tap & kiém tra
TONG SO TIET 90 15 70
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https://dobaonamblog.com/proshow-producer/huong-dan/cach-lam-video-tu-anh-va-nhac-bang-proshow-producer-full/#Huong_dan_cach_chen_anhvideo_vao_phan_mem_Prosshow_Producer
https://dobaonamblog.com/proshow-producer/huong-dan/cach-lam-video-tu-anh-va-nhac-bang-proshow-producer-full/#Huong_dan_cach_chen_anhvideo_vao_phan_mem_Prosshow_Producer
https://dobaonamblog.com/proshow-producer/huong-dan/cach-lam-video-tu-anh-va-nhac-bang-proshow-producer-full/#Cach_tao_hieu_ung_trong_Proshow_Producer_cho_anhvideo
https://dobaonamblog.com/proshow-producer/huong-dan/cach-lam-video-tu-anh-va-nhac-bang-proshow-producer-full/#Cach_tao_hieu_ung_trong_Proshow_Producer_cho_anhvideo
https://dobaonamblog.com/proshow-producer/huong-dan/cach-lam-video-tu-anh-va-nhac-bang-proshow-producer-full/#Cach_tao_hieu_ung_chuyen_canh_trong_Proshow_Producer
https://dobaonamblog.com/proshow-producer/huong-dan/cach-lam-video-tu-anh-va-nhac-bang-proshow-producer-full/#Cach_tao_hieu_ung_chuyen_canh_trong_Proshow_Producer
https://dobaonamblog.com/proshow-producer/huong-dan/cach-lam-video-tu-anh-va-nhac-bang-proshow-producer-full/#Cach_lam_video_tu_anh_va_nhac_bang_Proshow_Cach_chen_chu_vao_video
https://dobaonamblog.com/proshow-producer/huong-dan/cach-lam-video-tu-anh-va-nhac-bang-proshow-producer-full/#Cach_lam_video_tu_anh_va_nhac_bang_Proshow_Cach_chen_chu_vao_video
https://dobaonamblog.com/proshow-producer/huong-dan/cach-lam-video-tu-anh-va-nhac-bang-proshow-producer-full/#Cach_lam_video_tu_anh_va_nhac_bang_Proshow_Cach_chen_chu_vao_video
https://dobaonamblog.com/proshow-producer/huong-dan/cach-lam-video-tu-anh-va-nhac-bang-proshow-producer-full/#Cach_chen_nhac_vao_video_trong_Proshow_Producer
https://dobaonamblog.com/proshow-producer/huong-dan/cach-lam-video-tu-anh-va-nhac-bang-proshow-producer-full/#Cach_chen_nhac_vao_video_trong_Proshow_Producer
https://dobaonamblog.com/proshow-producer/huong-dan/cach-lam-video-tu-anh-va-nhac-bang-proshow-producer-full/#Cach_cat_ghep_video_trong_Proshow_Producer
https://dobaonamblog.com/proshow-producer/huong-dan/cach-lam-video-tu-anh-va-nhac-bang-proshow-producer-full/#Cach_cat_ghep_video_trong_Proshow_Producer
https://dobaonamblog.com/proshow-producer/huong-dan/cach-lam-video-tu-anh-va-nhac-bang-proshow-producer-full/#Cach_tach_tang_giam_am_thanh_cua_video_trong_Proshow
https://dobaonamblog.com/proshow-producer/huong-dan/cach-lam-video-tu-anh-va-nhac-bang-proshow-producer-full/#Cach_tach_tang_giam_am_thanh_cua_video_trong_Proshow
https://dobaonamblog.com/proshow-producer/huong-dan/cach-lam-video-tu-anh-va-nhac-bang-proshow-producer-full/#Cach_chen_logo_ban_quyen_vao_video_Proshow_Producer
https://dobaonamblog.com/proshow-producer/huong-dan/cach-lam-video-tu-anh-va-nhac-bang-proshow-producer-full/#Cach_chen_logo_ban_quyen_vao_video_Proshow_Producer
https://dobaonamblog.com/proshow-producer/huong-dan/cach-lam-video-tu-anh-va-nhac-bang-proshow-producer-full/#Cach_xuat_ra_file_video_chat_luong_cao_trong_Proshow_Producer
https://dobaonamblog.com/proshow-producer/huong-dan/cach-lam-video-tu-anh-va-nhac-bang-proshow-producer-full/#Cach_xuat_ra_file_video_chat_luong_cao_trong_Proshow_Producer
https://dobaonamblog.com/proshow-producer/huong-dan/cach-lam-video-tu-anh-va-nhac-bang-proshow-producer-full/#Cau_hoi_thuong_gap_khi_lam_video_tu_anh_va_nhac_bang_Proshow_Producer
https://dobaonamblog.com/proshow-producer/huong-dan/cach-lam-video-tu-anh-va-nhac-bang-proshow-producer-full/#Cau_hoi_thuong_gap_khi_lam_video_tu_anh_va_nhac_bang_Proshow_Producer
https://dobaonamblog.com/proshow-producer/huong-dan/cach-lam-video-tu-anh-va-nhac-bang-proshow-producer-full/#Cau_hoi_thuong_gap_khi_lam_video_tu_anh_va_nhac_bang_Proshow_Producer

Bai mé dau: Gioi thiéu vé da phwong tién va cac wng dung
Thoi gian 1 gio
Bai 1

HUONG DAN CACH CAI PAT VA TONG QUAN VE PROSHOW
PRODUCER

Thoi gian 2 gio

1. Download va cai dat phan mém
1..1 Download

1.2 Cai dat phan mém

2 Tong quan vé Proshow Produce
2.1. Gidi thiéu chung
Bai 2. :
SU DUNG PHAN MEM PROSHOW
PRODUCER
Thaoi gian 2 gio
2.1 Khéi dong Proshow Producer

2.2 Giao dién cua Proshow

2.2.1 Khoi 1 (Tool)
2.2.1.1File

2.2.1.2 Edit

2.2.1.3 Show
2.2.1.4 Slide

2.2.1.5 Audio
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2.2.1.6 Tools
2.2.1.7 Publish
2.2.1.8 Window
2.2.1.9 Help
2.2.2 Khéi giao dién
2.2.3 Khéi duong dan
2.2.4 Khéi xem trudc
2.2.5 Khoi Slide List
2.2.6 Khdi Sound Track
Bai 3
Cich add style vao Proshow Producer truec tiép trén phan mém
Thoi gian 3 gio
3.1. Hu6ng dan nhanh
3.2. Huéng dan chi tiét
Bai 4:
Huwéng din cach chén anh/ Video vao phan mém Proshow Producer
Thaoi gian 8 gio
4.1 Chen anh

4.2. Chen Video

Bai 5 Cach tao hi¢u irng trong anh Proshow Producer

Thoi gian 7 gio
1. Cach tao hiéu tng trong anh

118



Bai 6
Céch tao hiéu wng chuyén canh trong Proshow Producer
Thoi gian 12 gio

6.1. Cach tao hiéu tng chuyén canh trong Proshow Producer

Bai 7:
Céch lam Video tir anh va nhac biang Proshow Produce: Céch chén chir

Thoi gian 10 gio
7.1 Céc budc chen chit vao video trong Proshow Producer
7.2. Cach viét tiéng Viét co dau trong Proshow Producer

Bai 8:
Céch chen nhac vao video trong Proshow Producer
Thoi gian 9 gio
8.1. Cach chen nhac vao video trong Proshow Producer

8.2. Céach Iong tiéng, ghi &m truc tiép bang ProShow Producer

Bai 9:
Céach ghép video trong Proshow Producer
Thoi gian 11 gio
9.1. Cach cit video
9.1.1 Huéng dan nhanh
9.1.2 Hudng dan chi tiét

9.2. Céach ghép video
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Bai 10:
Cach tang giam am thanh caa Video Trong Proshow Producer
Thoi gian 3 gio
10.1. Cach tang giam am thanh cta Video Trong Proshow Producer
10.1. Huéng dan nhanh
10.1.2. Huéng dan chi tiét
10.2. Cach 10ng tiéng, ghi am truc tiép
10.2.1. Huéng dan nhanh
10.2.2 Hudng dan chi tiét
Bai 11:
Cach chén Logo ban quyén vao Video
Thoi gian 7 gio
11.1. Céch chén Logo ban quyén vao Video
Bai 12:
Céach xuit File Video chat lwgng cao trong Proshow Producer
Thoi gian 5 gio
12.1. Céch xuat File Video chat lugng cao trong Proshow Producer
Bai 13
Thoi gian 5 gio

Cau héi thwong giap khi lam Video tir anh va nhac bang Proshow Producer

13. Cau hoi thudng gip khi xuat video trong Proshow Producer
13.1. Khdng G6 Pugc Tiéng Viét Trong Proshow Producer

13.2. Khéc Phuc Li Proshow Producer Hién Thi Chir Mau Vang

13.3. Ldi Proshow Producer ILLeaglly
120



Bai 14:
Bai Tong quan phan mém Capture
Thoi gian 3 gio
14.1. Bai Tong quan phin mém Capture
On tap & kiém tra Thoi gian 2 gio

IV. PIEU KIEN THU'C HIEN MO PUN
Vit ligu:
Slide va may chiéu / May quay chup anh/film, dia noi dung
Gidy A4,céc loai gidy
Céac hinh mau cho noi dung bai tap
Dung cu va trang thiét bi:
May chiéu (Projector) két ndi may vi tinh
May chiéu da phuong tién
Hoc liéu:
Tai liéu hudng thuc hanh.
Bo dia CD cac phan mém sir dung trong mé dun.
Giao trinh mé dun “Cong nghé da phuong tién”.
Ngudn luc khac:
Phong LAB du diéu kién nghe, doc, chiéu video mau va thuc hanh.

V. PHUONG PHAP VA NOI DUNG PANH GIA
Vé kién thirc:

Puogc danh gia qua bai kiém tra van dap, 1am bai truc tiép trén may tinh dat
duoc cac yéu cau sau:

Cai dat cac phan mém thong dung

Biét vé& ndi dung cac cong cu trong cac phan mém multimedia nhu: Snaglt,
Goldwave, Ulead Video Studio.... va ttng dung trong cudc séng hang ngay.

Trinh bay dugc cac mau theo bai tir d6 co thé &p dung vao thuc tién.

Xay dung cac du an & muc quy mo vira.

Vé k¥ niing:

Panh gia k¥ nang thuc hanh caa hoc sinh trong bai thuc hanh Cai dat va sir dung
cac phan mém da phuong tién thong dung dat dugc cac yéu cau sau:
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Biét cai dat cac phan mém théng dung

Ap dung viéc chiéu, chup, ghi am, bién tap video & nhiéu méi trudng, nhiéu hé
diéu hanh khéc nhau.

Xay dung duoc cac du an phuc vu trong bai hoc cling nhu mé hinh trong thuc
tién san xuat.
Vé thai d:

Can than, tu giac,chinh xac.

VI. HUONG DAN THUC HIEN CHUONG TRINH MO-PUN
1. Pham vi ap dung chwong trinh :

Chuong trinh mé dun duoc st dung dé giang day cho trinh d6 trung cap nghé.
Gido vién truéc khi giang day can phai can ctr vao ndi dung cua ting bai hoc
chuan bj day du cac diéu kién thuc hién bai hoc dé dam bao chat lwong giang day.

2. Hwéng dan mét s6 diém chinh vé phwong phap giang day mé dun dao tao:

Str dung phuong phap day hoc truyén thong két hop véi phuong phap moi.

Str dung may chiéu dé bai giang sinh dong, hoc sinh ré tiép thu.

Két hop voi cong nghé da phuong tién nhu quay lai cac thao tac ma gido vién
1am thanh video sau d6 hoc sinh c6 thé copy vé thyuc hién lai noi dung bai hoc.

3. Nhirng trong tAm chwong trinh can chi y:

Str dung cac thiét bi phan cang can thiét 1ap véi cac tuy chon phan mém cho két
qua tét.

Khi quay video trong may tinh can thiét 1ap s6 hinh/ khung dé c6 duogc chat
lwong anh tét

Thue hién song film trong Ulead can xuat dudi dinh dang DVD hoic tuong
duong dé cho chat lugng hinh anh tét.

4. Tai liéu can tham khio:

Hoc trren Yotube block : d6 bao nam

Ngoai ra con mdt s6 kénh khac ma ban c6 thé tham khao trén mang
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