UBND TINH KON TUM CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG CAO PANG Doclap - Tu do - Hanh phuc
CONG PONG KON TUM

CHUONG TRINH BOIDUONG
(Ban hanh kem theo Quyeét dinh so  /QD-CDCD ngay 23/5/2022
cua Hiéu truong Truong Cao dang Cong dong Kon Tum)

Tén chwong trinh: Bdi dudng k¥ ning str dung congnghé thong tin co ban
(danh cho can bo, cong chirc, vién chire va céc ddi tuong khac).

Poi twgng tuyén sinh, yéu ciu dau vao: Can bo, cong chirc, vién chiic,
sinh vién cac trudng cao dang, dai hoc va cac d6i tugng khac c6 nhu cau.

Thaoi gian dao tao: 45 gio

S6 mdn hoc/méd dun: 6 md dun

I. MO TA VE KHOA HQC

Khéa hoc Boi dudng ki niang sir dung cong nghé thong tin co ban (danh
cho cén bg, cong chirc, vién chuc va cac ddi tuong khac) duoc xay dung theo
chuan ning lyc ctia B6 Thong tin va Truyén thong quy dinh. Sau khi hoan thanh
chuong trinh bdi dudng, hoc vién dat duoc cac chuan ky niang sirdung cong nghé
thong tin co ban theo quy dinh tai Thong tuw sé 03/2014/TT-BTTTT ngay
11/3/2014 cua Bo truong B Thong tin va Truyén thong quy dinh chudn k¥ ning
st dung cong nghé thong tin.

II. MUC TIEU CHUONG TRINHBOIDUONG

Sau khi hoc xong chuong trinh, nguoi hoc c6 kha nang:

1. V& kién thire

1.1. Trinh bay dugc cac khai niém, thuat nglr va kién thirc co ban vé cong
nghé thong tin.

1.2. Mb ta dugc cac thanh phan, chitc ning cua cac phan mém Microsoft
Word, Microsoft Excel, Microsoft PowerPoint trong bd Microsoft Office.

1.3. Giai thich duoc cac khai niém vé mang va internet, céc quy dinh phép
luat vé viée dang tai noi1 dung trén internet, cach thuc tim kiém thong tin va chia

sé thong tin trén internet.
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1.4. Phéan tich dugc cau trac bang tinh, cach thire to chire dit liéu trong bang
tinh, dinh dang dit liéu va bang tinh, cach tao 3p cong thirc dé xur Iy dir ligu.

2. Vé k¥ ning

2.1. Xtr Iy thanh thao cac thao tac lam viéc va tién ich trén modi truong

Windows.

2.2. St dung dugc phﬁn mém xur Iy van ban Microsoft Word, thanh thao
cac thao tac soan thdo, thao tdc dnh dang va xtr 1y van ban; quy cach va thé thuc

trinh bay van ban hanh chinh mét cach chuyén nghiép .

2.3. Thao tac thanh thao phﬁn mém PowerPoint dé thiét ké va dinh dang bai
trinh chiéu, céc thao tac xir Iy trong qud trinh trinh chiéu.

2.4. Van dung thanh thao cac chirc nang co ban cua internet nhu tao hop
thu dién tr, guri nhan thu; tim kiém thong tin trén Google vao cac cong viec cu
thé.

2.5. Ap dung dugc cac tién ich cia Google nhur Google Drive, Google Docs,
Google Forms, Google Sheets theo timg muc dich cua cong viéc.

3. Vé ning luc tw chii va trach nhiém

3.1. Thyc hién nghiém tic ndi quy phong may khi thyc hanh, tuan tha an
toan lao dong dam bao an toan cho ngudi va thiét bi may moc.

3.2. Yéu thich va c6 y thuc trong viéc img dung cong nghé thong tin vao

cong viée va cudc song.
III. THOI GIAN PAO TAO: 45 gio, trong d6:
1. Ly thuyét: 15 gio.
2. Thue hanh: 30 gio.
IV. NOI DUNG CHUONG TRINH

Thoi gian
Tén mo dun L Ly Thue
Tongso | o uyét hanh
M6 dun 01: Hiéu biét vé cong nghé thong ) 1 1
tin co ban




Thoi gian
Tén mé dun Téng sé Ly Thue
thuyet hanh
Mo dun 02: Str dung may tinh co ban 2 1 1
Mo dun 03: Xt Iy van ban co ban 15 4 11
Mo dun 04: Str dung bang tinh co ban 15 5 10
Mb dun 05: Str dung trinh chiéu co ban 9 3 6
Mo dun 06: Str dung internet co ban 2 1 1
Tong cong 45 15 30

*Ghi chii: Thoigian kiém tra két thuc khoa hoc khong nam trong thoi gian
dao tao. Thoi gian kiém tra thuong xuyén, kiém tra dinh ky dwoc bé tri trong thoi
gian thuc hanh cua mé dun.

V. CHUONG TRINH BOIDUONG

Noi dung chi tiét cdc chuong trinh boi duong tai Phu luc kem theo.

VL. QUY TRINH PAO TAO, PIEU KIEN HOAN THANH KHOA
HOQC

Sau khi hoc vién hoan thanh ndi dung trong chuong trinh bdi dudng du diéu
kién tham dy ky danh gid nang luc st dung cong nghé thong tin dé dugc cap
chiing chi ing dung cdng ngh¢ thong tin theo quy dinh ctia BO Gido dyc va Dao
tao (néu c6 nhu cau).

VII. PHUONG PHAP VA THANG DPIEM DPANH GIA TRONG
CHUONG TRINH

1. Hwéng din kiém tra trong qua trinh dao tao

- Kiém tra dau khéa hoc: Dugc thyc hién khi bat dau khoa hoc. Noi dung,
hinh thirc ki€m tra (viét tw ludn, trac nghi¢m hodc van dap) do nha giao tryc ti€p
giang day luya chon, quyét dinh.

- Kiém tra két thiic khéa boi dudng :

Viée kiém tra, danh gia két qua hoc tap doihoi phai duoc thuc hién mot
cachnghiém tic. Chi danh gid va xét két qua hoc tip ddi v6i nhimg hoc vién co
mat va tham du 80% cac gio hoc ly thuyét, 100% cac gio thuc hanh va thuc hién
day du cac bai tip dugc giao.
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Bai kiém tra cudi khoa danh gia theo thang diém 10. Hoc vién c6 diém trung

binh ctia bai kiém tra Iy thuyét va thyc hanh cudi khoa phai dat tir 5,0 diém tro
1én; hoc vién c6 bai kiém tra cudikhda khong dat duoc tur diém 5,0 tr¢ 1én thi phai
tir 6n tAp ndi dung kién thirc va thyc hanh da hoc dé dy kiém tra lai. S6 lan kiém
tra lai t0i da 13 2 1an. Néu kiém tra lai lan thir hai vin khong dat yéu cau, thi phai

hoc lai (n€u hoc vién c¢6 nhu cau).

N o Thang diém | =
STT | Noi dung Hinh thire thi ) .. Thoi gian thi
danh gia
, | Tric nghiém tdng hop trén
1. | Ly thuyét Shiin Tong aop 10 30 phat
may tinh
2. | Thuc hanh Thyc hanh may 10 90 phut

2. Cac chu y khac: Khong

Lé Tri Khai
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UBND TINH KON TUM CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG CAO PANG DPoclap - Tu do - Hanh phic

CONG PONG KON TUM

PE CUONG CHITIET
(Danh cho chuwong trinh boi duong)

Tén chwong trinh: Bdi dudng k¥ ning sir giung cong ngh¢ thong tin co ban
(danh cho can bg, cong churc, vién chirc va céac doi tugng khac).

Ma chwong trinh: 23270944

Thoi gian thye hién: 45 gio (ly thuyét: 15 gio; thuc hanh, thao ludn, bai
tap: 30 gio); ki€ém tra ké thtic khod hoc: 2 gio.

Piéu kién tién quyét: Khong.

A. VI TRi, TINH CHAT CHUONG TRINH

L. Vi tri

Nam trong chuong trinh bdi dudng danh cho can b, cong chirc, vién chirc

va cac doi tuong khac c6 nhu cau vé chudn k¥ nang st dung cong nghé thong tin
theo Thong tu s6 03/2014/TT-BTTTT. (1)

II. Tinh chat

La chuyén dé ty chondbi véi can bd, cong chie, vién chiic ngudi lao dong
trong cac co quan, doan thé c¢o sir dung may tinh vao lam viéc nhung khong bat
budc co chimg chi k§ nang str dung cong ngh¢ thong tin co ban.

B. MUC TIEU CHUONG TRINH

I. V& kién thiic

1. Trinh bay dugc cac khai niém va thut ngir co ban vé cong nghé thong
tin;

2. Mb ta day du céac thanh phan, chirc ning cta cac phin mém Word, Excel,
PowerPoint trong bd Microsoft Office.

3. Giai thich dugc céac khai niém vé mang va internet, cac quy dinh phap

luat vé viéc ding tai ndi dung trén internet, cach thirc tim kiém thong tin va chia
sé thong tin trén Internet.

4. Phan tich dugc ciu trac bang tinh, cach thic t6 chirc dir lidu trong bang
tinh.
II. Vé k¥ ning

1. Xt ly thanh thao cac thao tic lam viéc va tién ich trén moi truong
Windows.
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2. Str dung dwoc phan mém xur ly van ban Microsoft Word, thanh thao céc
thao tic soan thao, thao tic dinh dang va xt Iy van ban; quy cachva thé thic trinh
bay van ban hanh chinh mot cach chuyén nghiép.

3. Thanh thao céc thao tac dinh dang dit liéu trén bang tinh, cach tao lap
cong thirc dé xir Iy dit liéu.

4. Thao tac thanh thao trén phﬁn mém PowerPoint dé thiét ké va dinh dang
bai trinh chi€u, céc thao tac xt Iy trong qua trinh trinh chicu.

5. Van dung thanh thao cac chitic nang co ban cua internet nhu tao hop thu
dién tir, gtri nhan thu; tim kiém thong tin trén Google vao céc cong viée cu thé.

III. Vé nang luc tu chi va trach nhi€ém

1. Thyc hién nghiém tic ndi1 quy phong may khi thuc hanh, tuan thii an toan
lao dong dam bdo an toan cho nguoi va thiét bi may moc.

2. C6 kha nang lam viéc ddc lap, hoac phéi hop theo yéu cau cu thé cua
timg ndi dung kién thue, bai tp thuc hanh va cép nhat kién thirc, ndng cao ky
nang nghé.

C.NOIDUNG
NOIDUNG TONG QUAT VA PHAN BO THOI GIAN
Sé Thai gian (gio)
TT Tén mo6 dun Tong Ly Thue | Kiém
s0 | thuyét | hanh tra
1 M6 dun 01: Hiéu biét vé& cong 5 1 1
" | ngh¢ thong tin coban
Mo dun 02: Str dung may tinh co
2. X 2 1 1
ban
3. | M6 dun 03: Xur ly van ban co ban 15 4 10 1
4 E/{O dun 04: St dung bang tinh co 15 5 9 1
an
5. Mo CTun 05: St dung trinh chi€u 9 3 6
co ban
6. Mo dun 06: St dung internet co 5 1 1
ban
Tong cong 45 15 28 2
NOIDUNG CHI TIET

MO PUN 01: HIEU BIET VE CONG NGHE THONG TIN CO BAN
(Thoi gian: 02 gio)
I. MUC TIEU
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1. Trinh bay duoc cac khai niém, thuat ngir va kién thirc co ban vé cong
ngh¢ thong tin, trinh bay duoc chirc nang va cach thirc lam vi¢c ctia may tinh di¢n
tur.

2. Védugc cAu trac co ban céac thanh phén cua may tinh; Li¢t ké dugc mot
s0 phan mém tién ich thong dung, phuc vu trong hoc tap va cong viéc cua hoc
vién; quan 1y duogc tai nguyén, phan mém trén may tinh.

3. Nghiém chinh chap hanh ndi quy trén I6p, tham gia hoc tap day du.
IL. NOI DUNG
1. Kién thirc co ban vé may tinh va mang may tinh
1.1. Phén citng
1.2. Phin mém
1.3. Hiéu nang may tinh
1.4. Mang mdy tinh va truyén thong
2. An toan lao dfng va bao vé moi truong trong sir dung CNTT-TT
2.1. An toan lao dong
2.2. Bdové maoitruong
3. Cécvan dé an toan thong tin co ban khi lam viéc v6i may tinh
3.1. Kiém sodt truy nhdp, bdo ddam an toan cho di¢ ligu
3.2. Phwong thirc hoat dong cuavirus
3.3. Phan logi virus
3.4. Cdach nhdn biét mdy bi nhiém virus
3.5. Phong chong phan mém doc hai (malware)
4. Mot s6 vin dé co ban lién quan dén phap luat trong sir dung CNTT
Cau héi 6n tap moé dun 1
MO PUN 2: SUDUNG MAY TiNH CO BAN (2, 3)
(Thoi gian: 02 gio)
I. MUC TIEU
1. Trinh bay dwoc céc kién thic vé phan mém hé thng, hé dieu hanh, quan
ly dit iéu, chuc nang céc thanh phan ctia hé di€u hanh.
2. St dung thanh thao may tinh, khai thadc va quan ly dir licu voi hé didu

hanh Windows. St dung thanh thao chirc nang diéu khién, cai dat may tinh trén
Windows.

3. Lang nghe, quan sét, thuc hanh theo hudng dan cua gido vién va céc
hudéng dan thuc hanh trong tai liéu nay.

IL. NOI DUNG
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1. Cac hiéu biét co'ban dé bit diu lam viéc véi may tinh
1.1. Trinh tw va cdac luu y thuc hién cong viéc dung cdch, an toan
1.2. Mo may, dang nhdp va sw dung ban phim, chu t
2. Lam viéc v6i hé diéu hanh
2.1. Man hinh lam viéc
2.2. Biéu twong va civa s6
3. Quén ly thu muc va tép (2)
3.1. Thuw mucva tép
3.2. Quan lythw mucvatép
4. Mot s6 phin mém tién ich
4.1. Nén va gidi nén tép
4.2. Phian mém diétvirus, phdn mém an ninhmang
5. Sir dung tiéng Viét
6. Sir dung may in
6.1. Lwa chon mayin
6.2. In
Bai tap thuc hanh mé dun 2
MO PUN 3: XU LY VAN BAN CO BAN (1, 4)
(Thoi gian: 15 gio)
I. MUC TIEU

1. Trinh bay dugc céc khai niém co ban v€ soan thdo van ban dién tir; mo

ta ctra sO lam vi€c cua chuong trinh Microsoft Word, céac thao tic co ban dé tao

va quan 1y file van ban

2. Soan thao ndi dung va dinh dang van ban; chén bang, céac doi tuong dd

hoa, minh hoa cho vén ban; tat/bat kiém tra 10i chinh ta; trang tri, trinh bay dugc
cac quy dinh vé thé thirc trinh bay van ban, van dung dugc phan mém Microsoft
Word dé soan thao dugc van ban hoan chinh, diung thé thtrc; thiét 1ap duoc trang

in hoan chinh va in van ban.

3. Nghiém chinh chap hanh ndi quy trén 16p, tham gia hoc tap day du.
II. NOI DUNG

1. Co'bén vé viin ban va soan thao viin ban véi Microsoft Word
1.1. Khoi dong Word

1.2. Cackhainiém co ban

1.3. Cacthao tac co ban



2. Dinh dang tai li¢u
2.1. Dinh dang Font chit
2.2. Dinhdang doan vin trong tai liéu
2.3. Chia cot doan van ban
3. Tao va hi¢u chinh bang
3.1. Taobdang
3.2. Chinh siva cdu triic bang va dinh dang bing
4. Chén hinh minh hoa — d6 hoa cho tai liéu
4.1. Chén hinh anhvao tai li¢u
4.2. Chén doi twgng hinh dang (shape) c6 sin
4.3. Cheén chir nghé thuat WordArt
4.4. Chén hinh anh SmartArt
4.5. Chén Text Box
5. Thiét 1ap dau trang va chin trang
6. Quy tic sir dung cac diu ciutrong vin ban va thé thirc vin ban
6.1. Quy tic sir dung cdc diu trong vin bin
6.2. Thé thitc déi véivin bin hanh chinh
6.3. Titgach chin dé kiém tra 16i
7. Hoan chinh thé thirc va in vin ban
7.1. Thiét ldp cdu triic trang
7.2. Ddnh sé trang vin bin (PageNumbers)
7.3. Kiém tra vin bin trude khi in (Print Preview)
7.4. In van ban (Print)
Bai tap thuyec hanh mé dun 3
MO PUN 4: SUDUNG BANG TINH CO BAN (5, 6)
(Thoi gian: 15 gio)
I. MUC TIEU

1. Trinh bay dugc cac khai niém coban vé bang tinh dién tir, xac dinh dugc
céac doi tugng cua trang tinh; md té ctra s6 lam viée cua chuong trinh Microsoft
Excel, cac thao tac coban dé tao va quan ly file bang tinh.

2. Thyc hién nhap ndi dung, dinh dang bang tinh; nhép ding ct phap va
cach str dung ham, cong thirc dé tinh toan; van dung dugc ham va cdng thirc de
gidi quyét cac bai toan thuc té; strdung biéu d6 dé biéu dién dir lidu; cac budc sip
xép dit lidu; thiét 1ap trang in hoan chinh va in bang tinh.
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3. Nghi€ém chinh chép hanh ndi quy phong may, nghiém tac trong thuc
thanh d¢ tao dugc nhitng san pham thuc t.

II. NOI DUNG
1. Kién thirc co ban vé bang tinh
1.1. Mt s6 khdiniém co bin
1.2. Cicthanh phan trong cira sé6 Excel
1.3. Cdc kiéu div ligu va cach nhép
2. Lam vi€c v6i bang tinh
2.1. Taomdaiva luu bang tinh
2.2. Cacthao tac trén worksheet
2.3. Thao tac trén Cell
2.4. Dinhdang bangtinh
2.5. Thao tic trén nhiéu cita sé Workbook
3. Biéu thirc va ham
3.1. Cacloai dia chi
3.2. Tao cong thirc
3.3.8ao chép cong thurc
3.4. Cac ham co ban thuwong dung
3.5. Cacthéng bdo l6i thuong gap
4. Sir dung biéu do dé biéu dién dir liéu
5. Sap xép dir liéu
6. In bang tinh
6.1. Dinh dang trang trudc khiin (Page Setup)
6.2. Thuc hiénin
Bai tap thuc hanh moé dun 4
MO PUN 5: SUDUNG TRINH CHIEU CO BAN
(Thoi gian: 09 gio)
I. MUC TIEU

1. Mo ta dugc céc thao tac, chirc nang céc thanh cong cy, soan thao trang
tri cac trang trinh chi€u, trinh bay cac budc dé thiét ke bai trinh dién dudi dang
PowerPoint.

2. ,Thié't ké bai trinh’diér}, tao céac hiéu mg cho cac ddi tugng, cac trang
trinh chiéu c6 hi€u qua; thiét ké bai trinh dién c6 tinh tham my cao, hai hoa mau
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séc va hiéu tmg, pht hop ndi dung trinh dién phuc vu cdng tac chuyén moén, hoi
thao, hdi nghi khoa hoc.

3. Nghiém chinh chap hanh ndi quy phong may, cham chi thuc thanh theo
hudng dan, sang tao trong viéc tao ndi dung.

II. NOI DUNG

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

1.2. Phiin mém trinh chiéu

2. Sir dung phin mém trinh chiéu

2.1. Lam viécvdi phin mém

2.2. Lam viécvdi bai thuyét trinh

2.3. Lam viécvdi trang thuyét trinh (Slide)
3. XAy dung ndi dung bai thuyét trinh
3.1. Taova dinhdang vin bdn

3.2. Danh sach

3.3. Dinh dang Bullets/Numbering

4. Bang

4.1. Taobdng

4.2. Dinh dang dwong vién cho bing

4.3. Hiéu chinh ciu triic bing biéu

5. Biéu dd, so'dd to chiic

5.1. Biéu dé

5.2.80dé to chirc

6. Pwa cac ddi twong d6 hoa

6.1. Chén hinh énh cé sin

6.2. Chén hinh anh twr tép tin trén mdytinh
6.3. Cheén chit nghé thudt

6.4. Chen am thanh/videovao Slide

7. Chuan bi, trinh chiéu va in bai thuyét trinh
7.1. Chudn bi trinh chiéu

7.2. Kiém tra, in va trinh chiéu

Bai tap thuc hanh mé dun 5
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MO PUN 6: SUDUNG INTERNET CO BAN (7)
(Thoi gian: 02 gio)
I. MUC TIEU
1. Trinh bay nhig kién thirc co ban vé mang may tinh, internet.

2. St dung tdt trinh duyét web, khai thac cac congcu tim kiém, thu dién tir;
khai thac dugc cac dich vu trién khai trén mang internet.

3. Nghiém chinh chap hanh ndi quy phong méy, cham chi thyc thanh theo
hudéng dan.

II. NOI DUNG

1. Kién thirc co ban vé internet

1.1. Cac khai niém/thudt ngit thuwong gap

1.2. Baomdtkhi lam viéc vdi internet

2. Str dung trinh duyét web

2.1. Thao tac duyét web co bdn trén Google Chrome.
2.2. Thiét ddt (setting)

3. Stir dung Web

3.1. Biéu méu va sir dung mét sé dich vu cong
3.2. Tim kiém, bj tim kiém (mdy tim kiém)
3.3. Chudnbiinvain

4. St dung cac dich vu cua Google Chrome
4.1. Google Docs

4.2. Google Sheets

4.3. Google Forms

Bai tap thuc hanh mé dun 6

D. PIEU KIEN THU'C HIEN

I. Phong hoc, phong thuc hanh

- Phong thyc hanh méi hoc vién/1 may tinh, phong thyc hanh dat chuén, c6
may cho gido vién va may chiéu da phuong tién.

II. Trang thiét bi may méc

May tinh, may chiéu, mang internet

III. Hoc li€u, dung cu, nguyén vat li¢u
- Tai liéu, gido trinh huéng dan mon hoc.

- Nghi dinh s6 30/2020/ND-CP ngay 05/3/2020 cua Chinh phi1 vé cong tac
van thu.
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- Thong tu 03/2014/TT-BTTTT ngay 11/3/2014 cua B truong Bo Thong
tin va Truyén thong quy dinh chuan k¥ ning sir dung cong nghé thong tin co ban.

IV. Céc diéu kién khac

Phong may bé tri internet, mot 16p hoc thue hanh khong qua 25 hoc vién,
dam bao 1 hoc vién/l1 may tinh.

E.NOIDUNG VA PHUONG PHAP PANH GIA

I. Noidung

1. Kién thirc

Trinh bay dugc cac khai niém co ban lién quan trong mon hoc; phan tich
dugce céc linh vyc (mg dung cong nghé thdng tin co ban trong céc linh vye doi
song kinh te.

2. Ky nang

Su dung du’qc céc tinh nang co ban cua may tinh va h¢ diéuqhémh; thao tac
thanh thuc phan mém Microsoft Office vao trong congviéc cu thé nhu: Tao lap
van ban theo thé thirc quy dinh, img dung Excel vao cac bai toan co ban, don gian
trong linh vyc van phong; st dung phan mém PowerPoint d€ thi€t ké cac bai trinh
chiéu sinh dong; ﬁng dung dugc internet vao viéc tim ki€ém tra ctru thong tin va
cac dich vu truc tuyén.

3. Nang luc ty chi va trach nhiém

Cham chi tham gia c4c gid hoc trén 16p, thuc hanh theo hudéng dan, tu gidc
va sang tao trong vi€c thuc hi¢n céac ndi dung hoc tap theo hudng mé.

II. Phwong phap danh gia

- Kiém tra ddu khéa hoc: Puge thyc hién khi bat dau khoa hoc. Noi dung,
hinh thirc kiém tra (viét tir ludn, trdac nghiém hodc van dap) do nha giao tryc tiép
giang day lya chon, quyét dinh.

- Kiém tra két thiic khéa hoc: Viéc kiém tra, danh gia két qua hoc tap doi
hoi pha1 duoc thyc hién mot cachnghiém tic. Chi danh gid va xét két qua hoc tap
d6i voi nhitng hoc vién ¢6 mit va tham du 80% céc gid hoc Iy thuyét, 100% céc
gi0 thuc hanh va thyc hién day du céc bai tap dugc giao.

- Phuwong phdp va thang diém danh gia: Bai kiém tra cudi khéa danh gia
theo thang diém 10. DBuge thye hién dudi hinh thae bai kiém tra tric nghiém va
k¥ nang thuc hanh tong hop Thoi gian kiém tra tric nghiém 30 phut, thoi gian
thye hanh 90 phut. Hoc vién ¢6 diém trung binh cua bai kiém tra Iy thuyét va thyc
hanh cudi khoa phai dat tir 5,0 diém tré 1én; hoc vién co bai klerp tra cubi khoa
khong dat dugc tir diém 5,0 tro 1én thi phai ty 6n tdp ndi dung kién thirc va thuc
hanh da hoc dé du kiém tra lai. SO lan kiém tra lai t0idala 2 1an. Néu kiém tra lai
lan thir hai van khong dat yéu cau, thi phai hoc lai (néu hoc vién c6 nhu cau).
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F. HUONG DAN THUC HIEN
I. Pham vi ap dung chwong trinh

Chuong trinh ap dung cho hoc vién va 6n thi ky nang ing dung cong nghé
thong tin co ban trong nha trudng va nhitng ngudi ¢6 nhu cau hoc tip nang cao
tay nghe khi trng dung tin hoc vao trong cong tac van phong.

II. Hwéng din vé phuong phap giang day, hoc tap
1. P6ivéi nha gido
- Giang Iy thuyét trén 1op, sau d6 dinh hudng cho hoc vién thyc hanh.

- Chuén bj gido trinh, phong mdy, cac phﬁn mém c6 lién quan, cac thiét bi
ho trg, ddm bao moi hoc vién thyc hanh trén mét may hoac thuc hanh nhom theo
giao trinh thyc hanh.

2. P6ivei hoc vién

- Coy thtrc hoc tap tdt, xay dung moi truong hoc tap lanh manh.

- Pam bao s gio hoc va diém kiém tra theo quy ché dao tao.

- Chép hanh céac ndi quy, quy dinh ctia 1op, nha trudng.

- Boc gido trinh, tai liéu lam bai tap, thuc hanh theo gido trinh.

III. Nhitng trong tim cin chu y

- Khai niém vé hé thong thong tin va céc thanh phan chinh ctia may tinh.

- Ung dung phan mém Micosoft Office soan thao mot s6 mau van ban hanh
chinh theo quy dinh va Excel dé thuc hién cac bai toan don gian.

- Khai théac, str dung hiéu qua internet vao phuc vu cong tac tim kiém va
khai thac cac dich vu trén mang.
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