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PHAN I. MO BPUN: NANG LUC SO - TRINH PO CAO DANG
MUC A. CHUONG TRINH MO BUN: NANG LUC SO - TRINH DO
CAO PANG

Tén mé dun: Ning lwc sé
Ma mé dun:

The&i gian thwe hién: 75 gio (ly thuyét: 15 gioy; thwe hanh, thdo luan, bai tap: 58 gid; kiém tra:
2 givy).
. Vi tri, tinh chat cia mé dun
1. Vi tri
M6 dun Nang lwc s 1a mé dun thudc khdi cac mén hoc chung trong chwong trinh dao tao trinh
dd cao déng.
2. Tinh chét
Chwong trinh mé dun bao gém néi dung co ban vé nang luc sb ciing nhw viéc st dung cac
nén tang, (rng dung, phan mém va thiét bj sé trong d&i séng, hoc tap va hoat ddng nghé nghiép
sau nay.
Il. Muc tiéu mo6 dun
Sau khi hoc xong mé dun nay, sinh vién dat dwoc chudn ndng lwc sb co ban, cu thé:
1. Kién thirc

- Trinh bay va giai thich dwoc kién thirc co ban vé internet, thiét bi sd, phan mém, nén
tang, tao ndi dung, lam viéc va khai thac (rng dung trong moi trudrng sé;

- Hiéu biét vé an ninh, an toan va van héa rng x&r khi tham gia méi truéng sb.
2. Ky nang

- Str dung dwo'c may vi tinh va céc thiét bi s6, khai thac phan mém &ng dung trén cac thiét
bi sb dap ng yéu cau trong hoc tap va cdng viéc an toan trén méi trudng sé;

- ’ng dung va khai thac cac nén tang trwc tuyén, phdn mém soan thao, bang tinh, trinh
chiéu, tao hinh anh, am thanh, video dé van dung trong hoc tap, céng viéc sau nay;

- Chia sé, trao dbi di¥ liéu, thong tin s trong hoc tap va lam viéc; van dung trong thwc hién
cac dich vu cdng va thwong mai dién tl;

- Ap dung bién phap phong tranh céc loai nguy co' déi véi an toan di liéu, méi nguy hiém
tiém nang khi s& dung cac trang mang xa hoi; an toan va bdo mat, bao vé thang tin;

- Thwe hién dung cac quy dinh vé& van héa, an toan bao mat théng tin; an toan lao dong va

bao vé mdi trwdng trong viéc str dung may tinh, thiét bj s6 va &ng dung cdng nghé théng tin.
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3. Nang lwc tw chu va trach nhiém

- Nhan thirc dwoc tAm quan trong va thwe hién dung quy dinh cGa phap luat, cé trach nhiém

trong viéc str dung may tinh, thiét bi sb va cdng nghé théng tin, truyén théng trong ddi séng,

hoc tap va nghé nghiép;

- Tuan tha quy dinh vé bao vé di liéu ctia ca nhan, té chirc va bén thr ba trén méi trvdng

SO;

- C6 thé 1am viéc doc 1ap hodc theo nhom trong viéc ng dung nang lwc sd co ban vao

hoc tap, lao déng va cac hoat dong khac.

lll. Néi dung mo6 dun
1. Noi dung téng quat va phan bé thi gian

Théi gian: gio (h)

Sé 5
Tén cac bai trong mé dun Téng Ly Thychanh, | .
T N < thao luan,
sO thuyet o tra
bai tap
1 | Bai 1: Gidi thiéu v& nang luc sé 2 1 1
2 | Bai 2: Str dung thiét bi s6 va phan mém 10 2 8
3 Bai 3: Lam viéc trén méi truéng sbé 10 3 7
4 | Kiém tra 1 1
5 | Bai 4: Tao ndi dung sb 36 6 30
6 |Kiémtra 1 1
Bai 5: 'ng dung nang luc sb trong nghé
7 '.A g aung gl gng 15 3 12
nghiép
Cong 75 15 58 2

2. Néi dung chi tiét

BAI 1. GIOI THIEU VE NANG LUC SO

1. Muc tiéu cua bai:

Hoc xong bai nay, sinh vién cé kha nang:

Thoi gian: 2h (LT: 01h, TH: 01h)

- Trinh bay dwoc cac kién thirc co ban lién quan dén cudc cach mang cdng nghiép lan

thir tw va nhirng tdc déng clia cudc cach mang nay dén cudc sbéng. Hiéu biét co ban vé y

nghia, vai trd cia ndng lwc sé trong hoc tap va nghé nghiép.




- Tim kiém, thu thap théng tin, thao luan, giai thich vé bdi canh ctia chuyén ddi s6, nhu cau
vé ngudn nhan lyc c6 nang lwc sb; y nghia va vai trd clia cong dan sé trong hoc tap va lam
viéc hién nay.

2. Noi dung cua bai:

Thoi gian: gio (h)

T NGi dung chi tiét Ly | Thwehanh
<. | thao luan, bai
thuyet . tra
tap
Gidi thiéu vé nang lwc sé 1 1

1 Gi&i thiéu md dun nang lwc sb

1.1 Phwong phap hoc tap va danh gia mé dun

1.2 | Nén tang va hoc liéu hoc tap

2 Lich str phat trién cta cac cudc cach mang
cong nghiép

2.1 Co khi héa v&i may chay bang thay lwc va hoi
nwéc (CMCN lan 1)

2.3 | Bong co dién va day truyén 1ap rap (CMCN lan
2)

2.4 | May tinh va ty dong héa (CMCN lan 3)

2.5 | Cac hé thdng lién két thé gidi thuc, sb va sinh
hoc (CMCN lan 4)

Tac déng cua cach mang céng nghiép lan
thir tww den mét so6 linh vwec cudc song

3.1 Lao déng va viéc lam

3.2 |Ytévagido duc

3.3 | Céng nghiép va ndbng nghiép

4 | Hiéu biét vé nang lwc sb

4.1 | Nang lyc sb

4.2 | Coéng dansb

4.3 | Chuyén dbi s6 va nhu cau nhan lyc c6 ndng
lwe s6

BAI 2. SU DUNG THIET Bl SO VA PHAN MEM
Thoi gian: 10h (LT: 02h, TH: 08h)

1. Muc tiéu cuaa bai:
Hoc xong bai nay, sinh vién c6 kha nang:

- Trinh bay duwoc cac kién thirc co ban lién quan vé may tinh, thiét bi sb;



- S dung dwoc cac chirc nang san co clia hé diéu hanh windows dé tinh chinh, ca nhan

hoa thiét bi; str dung dwoc cac dich vu dam may;

- Tiép can, s dung thiét bj s6 va phdn mém mét cach hiéu qua.

2. Noi dung cua bai:

1T

N6i dung chi tiét

Thei gian: gio (h)

Ly
thuyét

Thwc hanh,
thao luan, bai
tap

Kiém
tra

Giéi thiéu thiét bj s6 va phan mém

1

2

1.1

Thiét bj sb

Khai niém

Phan loai

1.2

Phan mém (rng dung va nén tang truc tuyén

Phan mém hé théng

Phan mém (rng dung

Phan mém tién ich

Nén tang trwc tuyén

1.3

Phan mém ma nguén mé

Str dung thiét bi s6 va phan mém

Quan ly tap tin, thw muc trén hé diéu hanh
Windows

Chon, sao chép, di chuyén tap tin va thuw muc

Xba, khéi phuc tap tin va thw muc

Tim kiém tap tin va thw muc

2.2

S dung mét s6 phan mém tién ich

Phan mém nén, giai nén

Phan mém diét virus

23

Quan ly phan cirng va phan mém bang Setting
va Control Panel

Bluetooth va céc thiét bi khong day khac

Man hinh, am thanh, théng bao, nguén dién va
pin

C4& nhéan hda giao dién may tinh

G& cai dat, tinh chinh phdn mém

Mang va internet

Bao mat va bao tri

24

Hé sinh thai cong nghé




Khai niém, phan loai

M6t s hé sinh thai cong nghé

BAI 3. LAM VIEC TREN MOI TRUONG SO
Thei gian: 10h (LT: 03h, TH: 07h)

1. Muc tiéu cua bai:
Hoc xong bai nay, sinh vién c6 kha nang:
- Trinh bay dwoc cac kién thire co' ban lién quan vé internet va méi trudng sé;

- Str dung dwoc cac phan mém, nén tang trwc tuyén phuc vu hoc tap, lam viéc va giai tri
& murc co ban;

- Ung x&, giao tiép phu hop, cé trach nhiém khi chia sé va st dung théng tin trén méi
trwong so;

- Tuan tha quy dinh vé bdo vé di¥ liéu ca nhan, dir liéu té chirc va dir liéu cha bén thir 3
trén moi trudng s6;

- Banh gia rui ro, phong tranh dwoc nhivng nguy co trén méi trwdng sb.

2. NGi dung cua bai:

Thei gian: gi® (h)
T N6i dung chi tiét Ly | Thwehanh
thuyét thao Ilfan, bai tra
tap
1 Co ban vé internet va méi trwéng sé 1 1
1.1 Internet
Tbng quan
Lich st phat trién
1.2 | Méi trwong sb
Phan biét dir liéu, théng tin va tri thirc
Tim kiém, danh gia va st dung thong tin trén
mdi trvd'ng so
1.3 | Té chtrc, lwu trir va chia sé di lieu trén moi
trwdng sb (cloud)
Tao tai khoan
T6 chire, lwu triv A liéu
Chia sé di¥ liéu
2 Mét s6 nén tang truwc tuyén 2
2.1 | Mang xa hoi, truyén théng
2.2 Dich vu va rng dung tryc tuyén
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Giai tri
Thwong mai dién ti
Hanh chinh

Hoc tap, lam viéc

Quan tri cong viéc

Hoi hop
Coéng tac xtr ly céng viéc
3 Mét s6 nén tang tri tué nhan tao (Al) 1
3.1 Hoi - dap
3.2 Hoc tap, lam viéc
3.3 | Giai tri
4 Van héa trén khéng gian mang 1 1

4.1 B6 qui tac rng x(r trén khodng gian mang

4.2 Chuan muyc dao dirc xa hoi trén khéng gian
mang

5 An toan théng tin va an ninh mang 1 2

5.1 | Chia sé va st dung théng tin an toan

5.2 | Tan cong trén khéng gian mang va cach phong
tranh

5.3 | Banh gia rui ro, bao vé an toan théng tin ca

nhan, té chirc va bén th ba.

Kiém tradinhky: 1 gio

BAI 4. TAO NOI DUNG SO
Thoi gian: 36 gi® (LT: 06h, TH: 30h)

1. Muc tiéu cua bai:
Hoc xong bai nay, sinh vién c6 kha nang:
- Trinh bay dwoc céng dung ctia cac phdn mém, rng dung tao ndi dung sb;

- S& dung dwoc cac phdn mém, ng dung dé tao lap va chinh stra ndi dung (van ban,
bang tinh, ban trinh chiéu, trang di¥ liéu ca nhan vé&i cac di¥ liéu: van ban, hinh anh, am thanh,

video,...).

2. Noi dung cua bai:
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1T

N6i dung chi tiét

Thei gian: gi® (h)

Ly
thuyét

Thwe hanh,
thao luan, bai
tap

Kiém

tra

Tao van ban

1.5

8

1.1

Dinh dang van ban

Dinh dang trang (Page Setup, Page
Background, Style Set)

Dinh dang doan (Paragrap, Styles, Column,
Tab, DropCap)

1.2

Cheén (Insert) cac dbi twong vao van ban

Bang (Table)

Hinh anh minh hoa (lllustrations)

Lién két (Links)

Nhan xét (Comments)

Tiéu dé dau va cudi trang (Header & Footer)

Van ban (Text)

Biéu twong (Symbols)

1.3

Tham chiéu (References)

Tao muc luc

Tao ghi chu

1.4

Tron thw (Mail merge)

1.5

Phan phdi van ban

Lwu van ban véi cac dinh dang file khac nhau

Lwu van ban lIén mang

Xuét file

In &n

Tao bang tinh

14

2.1

Nhap liéu

Cac kiéu div liéu

Nhap va chinh stra di¥ liéu

2.2

Dinh dang di liéu

Dinh dang 6 di liéu

Dinh dang vung di¥ liéu

Dinh dang trang tinh

2.3

Xt ly dir liéu

S dung biéu thirc (khai niém, tao biéu thirc sb
hoc don gian, cac 16i thwdng gap)
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Thei gian: gi® (h)

T Noi dung chi tiét Ly | Thwehanh, |
thuyét thao Ilian, bai tra
tap
S& dung ham (khai niém, cu phap, cach nhap;
toan t&r so sanh; cac ham co ban; ham diéu
kién; ham logic; ham ngay thang; ham chudi;
ham tim kiém; ham co diéu kién)
Sap xép va trich loc di liéu
2.4 | Tao biéu dd
Cac loai biéu dd
Tao va hiéu chinh biéu dd
2.5 | Phan phéi bang tinh
Lwu bang tinh véi cac dinh dang file khac nhau
B&o mat di¥ liéu, dat mat khau bao vé bang tinh
Lwu bang tinh Ién mang
Trinh bay trang tinh dé in
In trang tinh
3 | Tao bai trinh chiéu 1 4
3.1 | Mot s6 lwu y khi thiét ké bai trinh chiéu
Céc yéu t6 anh hwéng dén bai trinh chiéu
S dung cac mau trinh chiéu cé sén (Template)
3.2 | Cac thao tac tao trinh chiéu co ban
Tao trang trinh chiéu (slide)
Tao text va dinh dang
Chén cac dbi twong vao slide (Pictures, Shape,
WordArt, Textbox, Table, Chart, SmartArt,
Audio, Video, Link)
3.3 | Hiéu (rng va trinh chiéu
Tao hiéu tng hoat hinh cho cac déi twong
(Animations)
Tao hiéu trng chuyén slide (Transitions)
Thiét 1ap trinh chiéu (Slide Show)
3.4 | Phan phéi bai trinh chiéu

Lwu bai trinh chiéu vé&i cac dinh dang file khac
nhau

Lwu bai trinh chiéu trén dich vu lwu trir dam
may
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1T

N6i dung chi tiét

Thei gian: gi® (h)

Ly

thuyét

Thwe hanh,
thao luan, bai
tap

Kiém
tra

In bai trinh chiéu

Tao hinh anh, am thanh va video

1.5

4.1

Tao hinh anh

Gidi thiéu cac dinh dang file anh

Tao hinh anh dang vector

Lwu va gtri file anh

4.2

Tao am thanh (audio)

Gidi thiéu mot sb dinh dang file am thanh phd
bién

Tao file &am thanh bang cach ghi am

Lwu trlr va gtvi file &m thanh

4.3

Tao video

Gioi thieu mét sé dinh dang file video va cac
phan mém quay video phd bién

Tao file video bang cach ghi hinh

Lwu trlr va gtvi file video

Kiém tra dinh ky: 1 gi®

BAI 5. ’'NG DUNG NANG LU'C SO TRONG NGHE NGHIEP
Thoi gian: 15 gio (LT: 03h, TH: 12h)

1. Muc tiéu cua bai:

Hoc xong bai nay, sinh vién cé kha nang:

- Trinh bay dwoc céng dung clia cac ng dung van phong truc tuyén;

- S dung dwoc cac trng dung van phong trwc tuyén dé giao tiép va cong tac hoc tap, lam

viéc dung chuan myc vé van hoéa rng xtr va dao dirc.

2. Nbi dung cua bai:

Théi gian: gio (h)

T N®i dung chi tiét Ly | rwehanh e
«. | thao luan, bai
thuyet . tra
tap
1 Quan ly céng viéc bang lich (Calendar) 0.5 0.5
1.1 | Tao ghi chu nhac viéc
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1.2 | Tao lich hen

1.3 | Tao sw kién

2 |Tao va quan ly cuéc hop trwc tuyén| 0.5 0.5
(Meeting online)

2.1 Gidi thiéu cac ng dung hop truc tuyén théng
dung

2.2 | Tao cudc hop tire thoi va theo ké hoach

2.3 | Quan ly cuéc hop

3 | Céng tac tao néi dung sé 1 5

3.1 | Tao tai khoan trén (rng dung

3.2 | Tao file ndi dung (tao méi hoan toan hoac
upload file c6 san)

3.3 | Chia sé file v&i dbi tac

34 Lam viéc trén cac file dwgc chia sé

3.5 | Quan ly di¥ liéu da dwoc chia sé

4 Tao lap trang dir liéu ca nhan 1 6

4.1 Trang d liéu ca nhan la gi?

4.2 Gioi thieu moét sé (rng dung tao lap trang dir
liéu ca nhan

4.3 | Tao lap trang di liéu ca nhan (tao cau trac va
ndi dung)

4.4 | Quan ly trang d¥ liéu ca nhan

Thi két thic mé dun/Hwéng dan va Panh gia Bai tap Ion

IV. Diéu kién thwc hién mé dun

1. Phong hoc chuyén mén héa
- Phong may c6 két néi Internet, dwoc trang bi hé théng dén dt anh sang va may diéu hoa.
- Ban, ghé sinh vién, may tinh sb lwgng theo tiéu chuan quy dinh 1&p hoc thwe hanh;
- Ban ghé giang vién, bang, but bang.

2. Trang thiét bi may méc
- May tinh c6 cAu hinh phu hop, cai hé diéu hanh Windows, Microsoft Office (Microsoft

Word, Microsoft Excel, Microsoft PowerPoint), phan mém tién ich.
- May chiéu, may in, wifi, cap mang (RJ45); loa.
- Thiét bj s6 trong truyén thong, vién théng (néu co).

3. Hoc liéu, dung cu, nguyén vat liéu

- Gido trinh, d& cwong bai gidng, bai gidng slide
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- Chuwong trinh dao tao mé dun nang luc s

- Mau va quy dinh sr dung bai tap I&n/e-Portfolio (dung cho trwdng khong td chire thi két
thuc mé dun)

- Tai liéu tham khéo va hwéng dan gidang day mé dun
4. Cac diéu kién khac

Khuyén khich cac co sé gido duc nghé nghiép trang bi phong hoc va cac diéu kién khac
dé c6 thé t6 chirc gidng day mé dun theo hinh thirc trwc tuyén, bao gém:

- Hé théng quan ly hoc tap (Learning Management System - LMS)

- Phong thwe hanh hoéc thiét bi dé thwe tap san xuat cac ndi dung clip/video/am thanh...

- May tinh bién tap video va hé tro’ s&n xuat bai gidng: may tinh c6 cau hinh di manh dé
bién tap video, cai cac phén mém: Adobe Premiere, Adobe Audition, Adobe After Effect,

Articulate Storyline...

V. N6i dung va phwong phap danh gia

Viéc danh gia két qua hoc tap cla sinh vién dwoc thwe hién theo quy dinh tai Théng tw
04/2022/TT-BLDTBXH cua Bo trwdng B6 Lao dong - Thuong binh - Xa hdi quy dinh Viéc td
chirc d3o tao trinh do trung cap, trinh ddc cao dang theo nién ché hoadc theo phwong thirc tich
lu§y mé dun hoac tin chi ngay 30/3/2022.

1. N6i dung
- Kién thire: dwoc danh gia bang hinh thire kiém tra viét, trdc nghiém trén hé théng LMS

ho&c tich hop trong cac bai kiém tra dinh ky v&i dé kiém tra tich hop theo cac néi dung sau:

+ Y nghia, vai trd ctia nang lwc sb trong hoc tap va lam viéc;

+ Phan loai va phuong phap st dung mét sé thiét bj sd va phan mém;

+ Quy tac trng x& trén moi trworng s6 va phan biét dwoc cac nén tang truc tuyén;

+ Kién thirc va quy trinh tao nodi dung sé lién quan dén tao nodi dung sb.

- K§ néng: dwoc danh gia théng qua bai kiém tra dinh ky hodc thuwéng xuyén truc tiép
ho&c gian tiép (trén hé théng LMS) théng qua trinh tw thwe hién va san pham yéu cau tir gidng
vién:

+ Quy trinh va ky ndng s dung céc thiét bj sb;

+ Lam viéc trén mai trwdng so:

+ Tao ndi dung sbé va k§ nang van dung ndi dung sb cho dinh hwédng nghé nghiép.

- Nang lwc tw chi va trach nhiém: dwoc danh gia bang phwong phap quan sat cé bang

kiém, dat cac yéu cau:
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+ Dam bao th&i gian hoc tap;

+ Co y thire tw giac, cé tinh ky luat cao, c6 tinh than lam viéc nhém, cé trach nhiém voi

nhiém vu giang vién giao;
+ Can than, ti mi va chinh xac; chd ddng, sang tao trong cong viéc dworc giao.

2. Phuwong phap
- Kiém tra thworng xuyén: dwoc thwe hién truc tiép hodc gian tiép (trén hé théng LMS)
thdng qua cac cau héi trdc nghiém vé kién thirc lién quan hodc cac bai danh gia kj nang trong

khodng th&i gian phu hop. Sé bai kiém tra thuwéng xuyén téi thiéu 1a 03 bai.

- Kiém tra dinh ky: 02 bai dwoc thwe hién bang dé kiém tra tich hop (kién thirc va nang
lwc hoan thién san pham) cé tiéu chi danh gia. Téng diém cla dé thi cé thé trén thang diém
10 hoac thang diém 100 14 tich hop ctia ca noi dung ly thuyét va ky ndng. Thoi gian cho 1 dé
thi 1a 60 phut.

- Thi két thuc md dun: Tuy vao diéu kién, nha trwong co thé cu thé hoa Iwa chon 1 trong

2 hinh thrc sau:

+ Bai thi két thic mé dun tich hop (kién thirc va nang lwc hoan thién sén pham), thoi gian

bai thi téi thiéu 60 phut (khéng thudc thoi gian trong chuwong trinh dao tao 75h).

+ Danh gia bang bai tap I&n: S&n phdm danh gia 1a mét portfolio Iwu theo dang ban in, file
pdf, file video..., theo tiéu chi dwoc nha trwéng ban hanh cu thé va duoc théng bao cho sinh
vién tlr dau khoéa hoc.

VI. Hwéng dan thwe hién mé dun
1. Pham vi ap dung mé dun
Chuwong trinh dao tao mé dun dwoc st dung dé gidng day cho trinh dé Cao dang bao gébm
75 gio (ly thuyét, thwe hanh va kiém tra).
2. Hwéng dan vé phwong phap giang day, hoc tap mé dun
- D6i v&i giang vién:

+ Gi&o vién can can clr vao ndi dung cua tirng bai hoc va hwéng dan chwong trinh dao

tao dé chuan bi day d cac diéu kién can thiét ddm bao chét lwong day hoc déng thei c6 trach

nhiém thwc hién hwéng dan qua trinh tw hoc, tw chuén bj cla sinh vién.

+ Tham khao Hwéng dan trién khai mé dun va tai liéu tham khdo dé soan dé cwong chi

tiét, gido an, cac bai kiém tra, danh gia va hwéng dan trién khai Bai tap Ién/e-Portfolio.

+ Soan slides trinh chiéu cho cac budi hoc trén I&p. Néu diéu kién cia nha truéng cho
phép trién khai theo hinh thirc hoc tap két hop (blended) thi quay video bai giang online va

hwéng dan sinh vién hoc bai trwdc khi 1én 16p.
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+ Théng b&o cho sinh vién tir budi hoc dau tién vé cach thirc trién khai mé dun, muc tiéu
ctia mé dun va ndi dung, phwong phap kiém tra/thi/danh gia.
- B6i vé&i sinh vién:

+Pam bao sb gid hoc theo quy dinh hién hanh.

+ Chuén bj day da bai va tw hoc bai online (theo hwéng dan cuia gidng vién néu cé) truéc
khi dén 16p.

+ Tich cwc tham gia thdo luan nhém, phat biéu, trinh bay dé mé rong van dé va rén luyén
ky nang khi 1én I&p v&i sw hwéng dan cua giang vién.

+ M6t sb ndi dung co thé dwoc dwoc thwe hanh tai doanh nghiép c6 phu hop vé trang
thiét bi, nén tdng thwc hanh cta sinh vién.
3. Nhirng trong tam can cha y

- M6 dun Néng lwc sb dwoc xay dwng véi mong mudn trién khai theo hwéng hoc tap chi
dong, hoc tap theo dw an va hoc tap két hop gitra trwe tiép va trwc tuyén dé nang cao hiéu
qua. Tuy nhién, tly vao diéu kién co sé vat chat va giang vién, nha trwong sé quyét dinh cach
thire trién khai mé dun phu hop nhét.

- Nha trwdng c6 thé thdm dinh va lwa chon cac ndi dung phu hop ctia mé dun Nang lwc
sb dé trién khai gidng day va kiém tra danh gia sinh vién theo ndi dung muc V.

- Gido vién st dung khodng thdi gian phu hop cho néi dung gidi thiéu va trién khai hoc
tap mé dun nang luc sb.
4. Tai liéu tham khao
[1] Quyét dinh s6 749/QD-TTg ctia Tha twéng Chinh phii phé duyét "Chuong trinh Chuyén déi
s6 quéc gia dén ndm 2025, dinh huéng dén ndm 20307, ngay 03/6/2020.
[2] Quyét dinh sb 2222/QDP-TTg cta Thi twéng Chinh phl ban hanh “Chuong trinh Chuyén
déi sé trong Gido duc Nghé nghiép dén ndm 2025 va dinh huéng dén ndm 2030” ngay
30/12/2021.

[3] Tdng cuc Gido duc nghé nghiép, 2020, Tai liéu day, hoc Tin hoc (Chuong trinh dao tao
trinh do cao ddng), Bo Lao ddng - Thwong binh - Xa hoi, NXB Xay dwng va NXB Lao ddng Xa
hoi.

[4] Khung nang lwc sb Chau Au, European Commission, 2022, DigComp 2.2 - The Digital

Competence Framework for Citizens, Joint Research Center.

[5] Khung nang lwc sb toan cau ctia UNESCO, UNESCO, 2018, A Global Framework of
Reference on Digital Literacy Skills for Indicator 4.4.2.
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[6] H6 T Bao - Nguyé&n Nhat Quang, 2022, Chuyén dbi sé thé nao, NXB Théng tin va truyén
thong.

[7] H6 Tu Bao - Nguy&n Nhat Quang, 2023, Héi dap vé Chuyén déi s6, NXB Théng tin va

truyén théng.

[8] BO6 Thong tin va Truyén théng, 2021, Cam nang Chuyén déi sé, NXB Thong tin va truyén
théng.

[9] Bernard Marr; Dich gia: Pham Duy Trung, 2023, 25 xu hwéng céng nghé dinh hinh cuéc
cach mang céng nghiép 4.0, NXB Thong tin va truyén théng.
5. Ghi chu va giai thich

M6 dun Nang lwc sb dwoc xay dwng dé td chirc giang day cho déi twong Ia sinh vién trinh
dd cao dang theo hoc trong khéi Gido duc nghé nghiép. Chwong trinh md dun xay dwng tiép
can khung nang lwc sé cta cac td chirc nhw UNESCO, Uy ban chau Au. Nhém nghién ctru va
xay dwng mong muédn sinh vién dat dwoc cac ndng lwc tiép can cac tiéu chuan theo dé an
Chuyén ddi sé6 dwoc Tha twéng chinh phi duyét theo Quyét dinh sb 2222/QDP-TTg phé duyét
Chuwong trinh Chuyén dbi sb trong giao duc nghé nghiép giai doan 2021 - 2025, dinh hwéng
dén nam 2030.
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MUC B. HWONG DAN TO CHU’C GIANG DAY CHU'ONG TRINH MO PUN: NANG LUC SO - TRINH PO CAO

DANG
NOI DUNG (éig) (;i;',) MUC TIEU TAI LIEU T CHU'C DAY VA HOC | THIET BJ

BAI 1: GIOI THIEU VE 1 1

NANG LUC SO
1. - Hwéng dan trién khai
http://documents.worldbank.org/ | mé dun:
curated/en/89697146819497288 | + Kiém tra may tinh ca
1/pdf/102725-PUB- nhan dam bao diéu kién
Replacement-PUBLIC.pdf. hoc tap (Webcam, tai
2. nghe, trinh duyét, MS
https://slejournal.springeropen.c | Office, bo gé tiéng viét)
om/track/pdf/10.1186/s40561- + Tw vAn mua may va

1. Gidi thiéu mé dun nang 2 . 019-0089-y.pdf cai dat phan mém can

lwc s6 tl—lleu va trinh iﬁy duoc | 5 thiét (néu SV chwa c6 May tinh

2. Lich st phat trién cta cac n?grgnq%acnd\éi Cal::a https://home.kpmg/xx/en/home/i | may) két nbi

cudc cach mang céng nghiép 1 cu'éc’céch rha?\g cong ndustries/government-public- + Gioi thiéu mo dun Internet; hé

3. Tac dong cua cach mang nahido 1An the 4 sector/education/the-future-of- + Hwdng dan cach hoc thong dao

cong nghiép 1an the tw dén ghiep fan thir 4, higher-education-in-a-disruptive- | va lam bai kiém tra, bai | tao truc

n Ar PR chuyén doi so tGi hoc A s £
mét so linh vire cudc song world.html tap lon tuyén

4. Hiéu biét vé nang luc sb

tap, viéc lam

4.
http://unctad.org/meetings/es/Pr
esentation/cstd2016_p24 Jae-
HeeChang_ILO_en.pdf.

5.
https://opentextbc.calteachingin
adigitalage/

6. GS H6 Tu Bao, TS. Nguyén
Nhat Quang, Hdi dap vé chuyén

- Phan noi dung ly thuyét:
t6 chirc day hoc online
théng qua video bai
giang, hoc liéu, cau haéi
danh gia da dang tai trén
LMS

- Sinh vién thu thap cac
ndi dung cla bai hoc dé
lam di liéu cho thuwc hién
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doi sb.
7. Toan bd hoc liéu ctia m6 dun

bai tap I&n danh gia két
thuc khoa hoc

Thwe hanh:

1. Tim kiém va lwa chon tra
Ii cAu hoi dan hwdng tor
gidng vién vé cac cudc cach
mang cbéng nghiép, cudc

Trinh ty thwe hanh:

1. Chia nhém trong 16p.
2. Tim kiém théng tin lién
quan dén 5 noi dung (GV

fﬁu‘fzrga;% ‘E‘gg%ggg'%’i Ir?;c Mé& dwoc tai khoan va c6 y&u cu cu thd). l':/'e"’t‘{]grh
tap va viéc lam sau nay. ' kpal trlacbt‘a.l Ile:u hOfJ Cau héi dan hwéng cla giang ﬁthO?;thaAo. I(;Jan va Internet; hé
2. Tim kiém théng tin vé tap, nop bai mautrén | L. thong nhat noi dung. théng dao
- O hé thong dao tao tryc 4. Trinh bay theo tirng

nang lwc so (nang lwc CNTT, tuyén Ahém sinh vien tao truc
nang lwc truyén thong, nang 5 Dong a6 tHéo luan tuyén
lwc van hanh thiét bj s...) ohan bigr? P. N,
3. Thwec hanh mé tai khoan 6. Gian. \-/ién K&t lUAN va
hoc tap va tham gia hoc, nop ra qu étgdinh cudi clin
bai trén hé théng dao tao quyetd g
trwec tuyén.
Bél 2; sU DUNG THIET BI
SO VA PHAN MEM
1. Gidi thiéu thiét bi so6 va
phan mém
1.1. Thiét bj sb Ak

! . A - Hé thong

PR Trinh bay va van dun ;

1.1.1. Khal nibm due khdi niém thist b , LM,
1.1.2. Phan loai s& d& nhan biét, phan Khoan 11, bieu 4, Luat Cong Hoc online théng qua - Sinh vién
- Theo kich thuéc loai duoc thiét bj s6 nghé thong tin 2006 video bai gidng, hoc liéu, | c6 méy
- Tr]eo_ Inl_JC‘dICh str dung trong thuc té. cau r]0| danh gia da dang | tinh,
- Hé diéu hanh tai trén LMS smartphone
1.2. Phan mém (g dung va ket noi
nén tang trwc tuyén Internet

1.2.1. Phdn mém hé thdng

- Khai niém, phan loai

Phu luc s6 01 Théng tw
09/2013/TT-BTTTT
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- Hé diéu hanh: Chay trén
may chd, may tram/may ca
nhan, may cam tay...
(Windows, Linux, MacOS,
iOS, Android, ...)

- Hé diéu hanh mang: Trén
may tinh (Novell Netware,
Windows Server, Linux...),
trén thiét bi mang (Router,
Switch - EdgeOS, 10S...,
firewall - FortiOS, DrayOS...).

- Phan mém quan trj co sé&
dir liéu (SQL Server, mySQL,
Oracle, ...)

- Phan mém nhung
(firmware)

- Phdn mém hé théng khac

Phan biét, néu tén cac
phan mém thwong
gap, nhirng rng dung
cla né trong thuc té
hoc tap va lam viéc.

1.2.2. Phdn mém (ng dung

- Khai niém, phan loai

- M6t sb loai phan mém

thuwdng gap:

+ Phan mém van phong: MS
office, WPS office (ban mién
phi), Google docs,...

+ Phan mém giai tri:
MediaPlayer, Spotify, VLC...
+ Phan mém quan ly: MS
Team, MS ToDo, Base
Wework, Trello...

+ Phan mém mé phéng:
CADe-SIMU, EasyEDA,
SolidWorks...

1.2.3. Phan mém tién ich

Phan biét, néu tén cac
phan mém thwong gap
va chirc nang chinh
clia n6 twong (rng VO
tirng loai phan mém
&ng dung, phan mém
tién ich
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- Phan biét phan mém tién
ich va phan mém ng dung

- M6t s6 phan mém tién ich
thwong gap: Winrar,
AntiVirus, Unikey...

1.2.4. Né&n tang trwc tuyén

- Khai niém, phan loai

- Phan biét nén tang tryc
tuyén va phan mém nen tang
web (webapp)

Phan biét dwoc phan
mem, nen tang tryc
tuyén va webapp.

1.
https://kynguyencongnghe.com/
nen-tang-phan-meme-la-gi-va-no-

khac-biet-voi-san-pham-nhu-
the-nao/

2. https://ghichu.vn/blog/nen-
tang-dich-vu/

3. https://funix.edu.vn/chia-se-
kien-thuc/nen-tang-duoi-dang-
dich-vu-paas/

1.3. Phan mém ma ngudn
mé

- Khai niém va van dé ban
quyén doi véi phan mém ma
nguon mé

- Uu diém va nhirng han ché
cla phan mém ma nguén m¢&

- Gidi thiéu tng dung van
phdng ma ngudn mé -
OpenOffice

Trinh bay dwoc cac
dac trwng clia phan
mém ma nguon mo

1.
https://vi.wikipedia.org/wiki/Ph%
E1%BA%A7N mM%E1%BB%81
m_ngu%E1%BB%93n m%E1%
BB%9F#HI%E1%BB%87n t%E
1%BA%AlI

2. https://bizflycloud.vn/tin-
tuc/phan-mem-ma-nguon-mo-la-
gi-5-phan-mem-ma-nguon-mo-
duoc-ua-chuong-nhat-hien-nay-
20201028120531765.htm

2. Str dyng thiét bi s6 va
phan mém
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https://kynguyencongnghe.com/nen-tang-phan-mem-la-gi-va-no-khac-biet-voi-san-pham-nhu-the-nao/
https://kynguyencongnghe.com/nen-tang-phan-mem-la-gi-va-no-khac-biet-voi-san-pham-nhu-the-nao/
https://kynguyencongnghe.com/nen-tang-phan-mem-la-gi-va-no-khac-biet-voi-san-pham-nhu-the-nao/
https://kynguyencongnghe.com/nen-tang-phan-mem-la-gi-va-no-khac-biet-voi-san-pham-nhu-the-nao/
https://kynguyencongnghe.com/nen-tang-phan-mem-la-gi-va-no-khac-biet-voi-san-pham-nhu-the-nao/
https://kynguyencongnghe.com/nen-tang-phan-mem-la-gi-va-no-khac-biet-voi-san-pham-nhu-the-nao/
https://kynguyencongnghe.com/nen-tang-phan-mem-la-gi-va-no-khac-biet-voi-san-pham-nhu-the-nao/
https://kynguyencongnghe.com/nen-tang-phan-mem-la-gi-va-no-khac-biet-voi-san-pham-nhu-the-nao/
https://kynguyencongnghe.com/nen-tang-phan-mem-la-gi-va-no-khac-biet-voi-san-pham-nhu-the-nao/
https://kynguyencongnghe.com/nen-tang-phan-mem-la-gi-va-no-khac-biet-voi-san-pham-nhu-the-nao/
https://kynguyencongnghe.com/nen-tang-phan-mem-la-gi-va-no-khac-biet-voi-san-pham-nhu-the-nao/
https://kynguyencongnghe.com/nen-tang-phan-mem-la-gi-va-no-khac-biet-voi-san-pham-nhu-the-nao/
https://vi.wikipedia.org/wiki/Ph%E1%BA%A7n_m%E1%BB%81m_ngu%E1%BB%93n_m%E1%BB%9F#Hi%E1%BB%87n_t%E1%BA%A1i2. https://bizflycloud.vn/tin-tuc/phan-mem-ma-nguon-mo-la-gi-5-phan-mem-ma-nguon-mo-duoc-ua-chuong-nhat-hien-nay-20201028120531765.htm
https://vi.wikipedia.org/wiki/Ph%E1%BA%A7n_m%E1%BB%81m_ngu%E1%BB%93n_m%E1%BB%9F#Hi%E1%BB%87n_t%E1%BA%A1i2. https://bizflycloud.vn/tin-tuc/phan-mem-ma-nguon-mo-la-gi-5-phan-mem-ma-nguon-mo-duoc-ua-chuong-nhat-hien-nay-20201028120531765.htm
https://vi.wikipedia.org/wiki/Ph%E1%BA%A7n_m%E1%BB%81m_ngu%E1%BB%93n_m%E1%BB%9F#Hi%E1%BB%87n_t%E1%BA%A1i2. https://bizflycloud.vn/tin-tuc/phan-mem-ma-nguon-mo-la-gi-5-phan-mem-ma-nguon-mo-duoc-ua-chuong-nhat-hien-nay-20201028120531765.htm
https://vi.wikipedia.org/wiki/Ph%E1%BA%A7n_m%E1%BB%81m_ngu%E1%BB%93n_m%E1%BB%9F#Hi%E1%BB%87n_t%E1%BA%A1i2. https://bizflycloud.vn/tin-tuc/phan-mem-ma-nguon-mo-la-gi-5-phan-mem-ma-nguon-mo-duoc-ua-chuong-nhat-hien-nay-20201028120531765.htm
https://vi.wikipedia.org/wiki/Ph%E1%BA%A7n_m%E1%BB%81m_ngu%E1%BB%93n_m%E1%BB%9F#Hi%E1%BB%87n_t%E1%BA%A1i2. https://bizflycloud.vn/tin-tuc/phan-mem-ma-nguon-mo-la-gi-5-phan-mem-ma-nguon-mo-duoc-ua-chuong-nhat-hien-nay-20201028120531765.htm
https://vi.wikipedia.org/wiki/Ph%E1%BA%A7n_m%E1%BB%81m_ngu%E1%BB%93n_m%E1%BB%9F#Hi%E1%BB%87n_t%E1%BA%A1i2. https://bizflycloud.vn/tin-tuc/phan-mem-ma-nguon-mo-la-gi-5-phan-mem-ma-nguon-mo-duoc-ua-chuong-nhat-hien-nay-20201028120531765.htm
https://vi.wikipedia.org/wiki/Ph%E1%BA%A7n_m%E1%BB%81m_ngu%E1%BB%93n_m%E1%BB%9F#Hi%E1%BB%87n_t%E1%BA%A1i2. https://bizflycloud.vn/tin-tuc/phan-mem-ma-nguon-mo-la-gi-5-phan-mem-ma-nguon-mo-duoc-ua-chuong-nhat-hien-nay-20201028120531765.htm
https://vi.wikipedia.org/wiki/Ph%E1%BA%A7n_m%E1%BB%81m_ngu%E1%BB%93n_m%E1%BB%9F#Hi%E1%BB%87n_t%E1%BA%A1i2. https://bizflycloud.vn/tin-tuc/phan-mem-ma-nguon-mo-la-gi-5-phan-mem-ma-nguon-mo-duoc-ua-chuong-nhat-hien-nay-20201028120531765.htm
https://vi.wikipedia.org/wiki/Ph%E1%BA%A7n_m%E1%BB%81m_ngu%E1%BB%93n_m%E1%BB%9F#Hi%E1%BB%87n_t%E1%BA%A1i2. https://bizflycloud.vn/tin-tuc/phan-mem-ma-nguon-mo-la-gi-5-phan-mem-ma-nguon-mo-duoc-ua-chuong-nhat-hien-nay-20201028120531765.htm
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https://vi.wikipedia.org/wiki/Ph%E1%BA%A7n_m%E1%BB%81m_ngu%E1%BB%93n_m%E1%BB%9F#Hi%E1%BB%87n_t%E1%BA%A1i2. https://bizflycloud.vn/tin-tuc/phan-mem-ma-nguon-mo-la-gi-5-phan-mem-ma-nguon-mo-duoc-ua-chuong-nhat-hien-nay-20201028120531765.htm

2.1. Quén‘ ly tap tin, thu muc
trén hé dieéu hanh Windows

- Cach dat tén tap tin, thw
muc, cau truc thu muc hop ly

- Str dung cong cu File
Explorer d& quan ly tap tin

2.1 .1; Chon, sao chép, di
chuyén tap tin, thw muc

_Thuc hién voi chudt va . . https://support.microsoft.com/vi- | - Thwe hanh ca nhan trén | Phong thue

et ' ahiro Bieh QUOO VIS | vn/windows/tr%E1%BBY%A3- | mdy tinh nha truong. hanh, méi

~Thyc hién bang phim tat ?nét céych'IFZ) ic’ ha gi%C3%BAp-trong-file-explorer- | - GV lwu y moi chire sinh vién 1

519 Xoe khdi ohuc Ao in o o<, | 82033543-5242-788-8994- nang can duoc thuc hign | may tinh co

va thee mue phuc tap dfjr? val dé tiép can bObel0aebbca#WindowsVersio | ca v&i chudt + menu va két noi

- PR g b can. n=Windows 11 v@i phim tat. internet

- Thwe hién v&i chubt va

menu

- Thye hién bang phim tat

2.1.3. Tim kiém tap tin va thw

muc

- Thye hién v&i chubt va

menu

- Thwc hién bang phim tat

2.2. Sir dung mét s6 phan

mém tién ich

2.2.1. Phan mém nén, giai 1. Tai phan mém . L

nén https://7zip-vi.updatestar.com/ ;n-g;/u;icnza:ﬁéi?un;fg tren Phong thrc

- Compressed (Zipped) folder Cai dat vasu dung 2. Hu.’cyng_ dan - GV can hwéng dan sinh | hanh, méi

(windows) duoc cac chire ndng https://72ip- vién s dung chirc nan sinh vién 1
N X - chinh ctia cac phan vi.updatestar.com/support.html g 9 P .

- Phan mém 7-Zip A gim s Google Translate trong may tinh cé

2.2.2. Ph&n mam diét virus mem tien ich phuc vu | 3. Kaspersky trinh duyét Chrome d& | két néi

i S hoc tap va lam viéc. https://www.kaspersky.com.vn/ dich trana hwéng dan vé | i
- Windows defender ICh Trang hwong dan ve Internet

- BKAV, Kaspersky...

4. BKAV
https://www.bkav.com.vn/

tiéng Viét.
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2.3. Quan ly phan clrng va
phan mém bang Setting va
Control Panel

2.3.1. Bluetooth va cac thiét
bi khéng day khac

- Cai dat, cau hinh, thiét lap
két ndi Bluetooth

- Cai dat, cau hinh, két ndi
may in cuc b, may in mang

2.3.2. Man h‘mh‘, am thanh,
théng bao, ngudn dién va pin

- Cai dat, g& cai dat, cai dat
lai chwong trinh diéu khién
(driver) thiét bi, phan mém
chirc nang di kém video card,
audio card (app)

- Thiét lap, tinh chinh cac
thdng bao, ké hoach sir dung
ngudn dién, pin (laptop) trén
may tinh

2.3.3. Ca nhan hoéa giao dién
may tinh

- Tuy chon theo chi dé
(theme)

- Mau sac, font, hinh nén

2.3.4. G@ cai dat, tinh chinh
phan mém

- G& cai dat, cap nhat phan
méem bang Control Panel

- S&r dung chwong trinh g&
cai dat trong phan mém can
g&

Thwc hién dwoc viéc
quan ly phan cing,
phan mém bang céng
cu Setting va Control
Panel

https://support.microsoft.com/vi-

vn/windows/nh%E1%BA%ADN-
tr9%E1%BB%A3-0i%C3%BAp-
VWE1%BB%81-c%C3%A0i-

% C4%91%E1%BA%B7t-pc-
8e156e97-9b7e-c874-fdd2-
0c3f259dafl5

- Thwe hanh ca nhan va
nhoém trén may tinh va
thiét bi.

- GV can hwéng dan sinh
vién sr dung chirc nang
Google Translate trong
trinh duyét Chrome dé
dich trang hwéng dan vé
tiéng Viét.

- GV c6 thé chon lya
nhirng phan mém phu
hop dé trién khai.

* Bai tap I&n: Sinh vién
Iwu lai hinh anh (chup
man hinh) Ia man hinh
két qua thwc hién cuia cac
chire nang tr 2.3.1 -
2.3.6, dé cap nhat vao e-
Portfolio

- Phong
thwe hanh,
mdi sinh
vién 1 may
tinh co két
ndi internet;
- May in,
loa cé hd
tro két noi
bluetooth,
wifi, RJ45
(10 may
méi loai).
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https://support.microsoft.com/vi-vn/windows/nh%E1%BA%ADn-tr%E1%BB%A3-gi%C3%BAp-v%E1%BB%81-c%C3%A0i-%C4%91%E1%BA%B7t-pc-8e156e97-9b7e-c874-fdd2-0c3f259daf15
https://support.microsoft.com/vi-vn/windows/nh%E1%BA%ADn-tr%E1%BB%A3-gi%C3%BAp-v%E1%BB%81-c%C3%A0i-%C4%91%E1%BA%B7t-pc-8e156e97-9b7e-c874-fdd2-0c3f259daf15
https://support.microsoft.com/vi-vn/windows/nh%E1%BA%ADn-tr%E1%BB%A3-gi%C3%BAp-v%E1%BB%81-c%C3%A0i-%C4%91%E1%BA%B7t-pc-8e156e97-9b7e-c874-fdd2-0c3f259daf15

- Thwc hién mét sb tay chinh:
kh&i dong cung windows hay
khoéng? C6 tao 16i tat
(shortcut) trén desktop hay
khong? Thiét 1ap 1a mé&c dinh
(default app) hay khéng?...

2.3.5. Mang va internet

- Thiét lap két n6i mang c6
day (wire), khdng day
(wireless) cho may tinh

- St dung internet bang trinh
duyét web (web browser):
MS Edge, Google Chrome...

2.3.6. Bdo méat va bao tri

- Bao mat tai khoan nguwoi
dung

- Twdng Itra va bao mat
mang may tinh

- B&o tri may tinh bang cac
cbng cu: Automatic
Maintenance, Recovery.

2.4. Hé sinh thai céng nghé

2.4.1. Khai niém, phan loai

- Theo linh vie, nganh nghé,
trng dung: Giao duc, Hanh
chinh, Doanh nghiép, ...

- Theo nén tang (Platform):
Windows, Linux...

- Theo thwong hiéu:
Samsung, Apple, Xaomi, ...

2.4.2. Mot sb hé sinh thai
cbng nghé (Microsoft,
Google, Android, Apple...)

- Trinh bay va phan
biét dwoc cac hé sinh
thai phan mém; néu
dwoc cac vi du twong
trng voi tieng hé sinh
thai phdn mém.

- Thwe hién duoc viéc
ddng bo va chia sé dir
liéu gitra nhirng thiét bi
trong cung hé sinh thai
phan mém.

https://www.thuatngumarketing.

com/ecosystem-he-sinh-thai/

- He théng
Ly thuyét, t& chirc day L'\S".S .
) N - Sinh vién
hoc online théng qua .
. v . c6 may
video bai giang, hoc liéu, P
P AR tinh,
cau hoi danh gia da dang smartohone
tai trén LMS narp
két noi
internet
- Thwc hanh ca nhan va - Phong
nh(§m trén may tinh va thye hanh,
thiét bi. moi sinh

26



https://www.thuatngumarketing.com/ecosystem-he-sinh-thai/
https://www.thuatngumarketing.com/ecosystem-he-sinh-thai/

- Déng bo di liéu: tap tin, lién - GV can hwéng dan sinh | vién 1 may
hé (contact), lich lam viéc, ... vién str dung chi/c ndng | tinh cé két
trén nhiéu thiét bi st dung Google Translate trong ndi internet;
cung hé sinh thai phan mém trinh duyét Chrome dé

va tai khoan. dich trang hwéng dan vé

- Chia sé di liéu tryc tiép tiéng Viét.

gitra cac thiét bi cling hé sinh

thai: MiShare (Xaomi),

AirDrop (Apple), QuickShare

(Samsung), ...

BAI 3. LAM VIEC TREN MOI

TRUONG SO

1. Co’ ban vé internet va

mdi trwdng sb

1.1. Internet

1.1.1. Tdéng quan - Hé théng
- C?c dj’ch Vl_:I\ tréq Intcfrnet Trinh bay dwoc khai L-I\A/IS;-,Sinh
- To chuc thong tin trén niém, (rng dung, nhi*ng | https://vi.wikipedia.org/wiki/Inter vien co
Internet (Doma|n, Webpage, glé tri. sw khac biét ma net may tlnh,
Website, Homepage, URL) internet da mang lai o smartphone
- Trinh duyét web (Web ' Ly thuyét, t& chirc day ket noi
browser) hoc online théng qua Internet.
1.1.2. Lich st phat trién video bai giang, hoc liéu,

1.2. Mdi treong s6 cau héi danh gia da dang

1.2.1. Phan biét dir liéu, - Phan biét duoc cac tai trén LMS - Hé théng
thong tin va tri thirc khai niém LMS;
1.2.2. Tim kiém, danh gia va - S&r dung dwoc cac H& Tu Bao, Nguyén Huy Diing, - Sinh vién
st dung thong tin trén moi cong cu dé tim kiém va | Nguyén Nhat Quang (2020). Hoi c6 may
trwdng sb danh gia théng tin dap vé Chuyén dbi s6. NXB Bo tinh,

- Cac cbng cu tim kiém thdng - Lwa chon dwoc cac TTTT, Ha Nb6i smartphone
tin: Google, Bing, Céc Céc... tir khoa phu hop dé tim két ndi

- Danh gia két qua tim kiém: kiém hiéu qua internet.

can clr nguon tin, trang tin,
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review, comment, dé tin cay
cla dia chi URL...

- St dung théng tin tim kiém
dwoc mdt cach phu hop

1.3. T6 chtrc, Iwu tri va chia
sé di liéu trén moi trwong so
(cloud)

1.3.1. Tao tai khoan

Thwe hién dwoc viéc

tao tai khoan trén cac https://support.microsoft.com/vi- | - Thwc hanh ca nhan trén | Phong thuwe
T — nen tang cloud, t6 chirc | vn/windows/tr%E1%BB%A3- may tinh nha tredong. hanh, moi
1.3.2. T0 chire, lwu tre div lwu triv, quan ly tap tin, | gi%C3%BAp-trong-file-explorer- | - GV Iwu y moi chirc néng | sinh vién 1
ligu thw muc moét cach a2d33543-5242-788d-8994- can dugc thwe hién ca m'éy t,l'nh co
logic, phu hgp v&i muc | bObelOaeSbca#WindowsVersio | v&i chudt + menu va voi két noi
1.3.3. Chia s& di lidu dich str dung va dé tiép | n=Windows 11 phim tat. internet
’ can.
2. Mgt sO nén tang tryc
tuyén ]
2.1. Mang xa hdi, truyén
thdng
Zalo, Facebook, Google, x )
Instagram - Tiép can dwoc nén 1. Trang ho tro/help/support trén a4
YouTube, Tiktok tang an'g dun'g (tim Trang chu cua nén tang can sw - Hé thong
2.2. Dich vu va tng dung duoc link, cai duoc dung e LMS;
P 2. Tim kiém/search v¢&i cac tw - Sinh vién
trwe tuyén app) PR x R . f LA A .
T - . < . khda: hwéng dan st dung + tén | Thwe hanh ca nhan trén co may
2.2.1. Giai tri (Spotify, Zings, - Tao va st dung tai X aa o X s g
, . > 2R 4y ~ . | néntang may tinh nha trwong. tinh,
Apple music, Netflix...) khoan dé dang nhap va smartohone
2.2.2. Thwong mai dién te st dung cac tinh nang narp
(Tiki, Shopee, Grab, Amazon co ban ctia nén tang 3. ket noi
’ Pee, ' ’ ’ https://www.youtube.com/watch internet.

Bestbuy...)

2.2.3. Hanh chinh (Dich vu
cbng, Pinh danh dién t(...)

2.2.4. Hoc tap, lam viéc

rng dung

?2v=daXtFY8j7Uk
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2.2.5. Quan tri cong viéc
(Base.vn, Fastwork, Trello,
Zalo, Google...)

2.2.6. HGi hop (MS Team,
Google Meet, Zoom...)

2.2.7. Cong tac xtr ly cong
viéc (Office365, Google
Space)

3. M6t so6 nén tang tri tué
nhan tao (Al)

~Hai - dap: ChatGPT, Bard, ~Tiép can duoc nén . '\"A'gthéng
Cortana, Siri... tang Al (tim dwoc link, _ Sinh vien
- Hoc tap, lam viéc: Google cai dwoc app) 6 ma
Cloud Text-to-Speech, - Tao va st dung tai https://vi.wikipedia.org/wiki/Tr% | ¢ .o psob o2 nhantrén | tinh Y
Codex, Jasper Art, Rytr... khoan dé dang nhap, C3%AD tu%E1%BB%87 nh% maw tinh nha treen sma{rt hone
st dung dwoc cactinh | C3%A2n t%E1%BA%A10 y 9 ot né?
- Gidi tri: Game Al TikTok, nang co ban cla nén internet
Youtube... tang, rng dung Al :
4. Van héa trén khong gian
mang Trinh bay dwoc va van . P )
4.1. BO qui thc tng x@ trén dung dang, linh hoat | Quyet dinh s0 874/QD-BTTTT
- : X ok Ve viéc ban hanh B6 Quy tac WA thé
khéng gian mang trong thyc té giao tiep | . A o Hé thong
3 — = A A . rng X trén mang xa hoi .
4.2. Chuan myc dao dwc xa trén khong gian mang Ly thuyét, t& chere day LM-S, 3
hdi trén khéng gian mang hoo onIin;a thong qué - 'Smh vién
5._ An toan théng tin va an video bai giang, hoc liéu, f’ot:nay
ninh mang cau hoi danh gia da dang | o
5.1. Chia sé va str dung - Phan biét dwoc an R , tai trén LMS marip
théng tin an toan toan thong tin va an 1. Luatan ninh mang ket noi
2. Luét an toan thong tin mang internet.

5.2. Tan cong trén khéng
gian mang va cach phong
trdnh

ninh mang
- Trinh bay dwoc va co
thai dé dung dan doi

3. https://antoanthongtin.vn/tan-

cong-mang
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5.3. Banh gia rai ro, bao vé
an toan théng tin ca nhan, té
chirc va bén thr 3

v&i van dé an toan
théng tin va an ninh
mang khi hoc tap va
lam viéc trén khéng
gian mang

- Thwc hién dwoc cac
ky thuat bao vé ATTT
co ban.

Thwc hanh ca nhan trén
may tinh

- He thdng
LMS

- Phong
may tinh co
két ndi
internet

BAI KIEM TRA PINH KY SO
1

Cac ndi dung can kiém
tra:

1. Quan ly, chia sé tap
tin trén may tinh ca
nhan (local), trén cac
dich vu lwu trlr dam
may (cloud). Béng bod
tap tin gira cac thiét bj
trong cung hé sinh thai
phan mém.

2. Quan ly, cai dat
thiét bi, phAn mém

3. Van hoa trén khéng
gian mang
4. Bang ky va khai
thac cac nén tang truc
tuyén

5. An toan théng tin va
an ninh mang

+ GV chuan bj dé kiém
tra

+ SV thwc hién bai kiém
tra theo c& nhan trén may
tinh

BAIl 4: TAO NOI DUNG SO
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1. Tao van ban (MS Word,
WPS - Document)

1.1. Binh dang van ban
1.2. Chén (Insert) cac dbi

- Lwa chon ¢cbéng cu
phu hop dé tao lap va

twong vao van ban 15 hidu chinh van b

1.3. Tham chiéu \et chinn van ban

(References) theo yéu cau thyc té

1.4. Tron thw

1.5. Phan phdi van ban

Thwe hanh: tao cac loai van

ban

1. Bai bao ( Column,

Dropcap, WrapText, ...) i ik A

2. Bai quang cao ( Picture, h;[\lrrrél::ﬁ?ét:()lrr:?e?:’et

WordArt, SmartArt, theo yéu cAu

WarterMark, ...) - St duna ohan mam

3. Théng béo ( Paragrap, {Ng phan mem
. soan thao van ban dé

Tab, Bullet & Numbering, ST »

Table) ta,o l&p va cuhlnhvsu’a

4. Thu moi (Tab, Mail cac dang van ban theo

mérge) ’ yéu cau )

5. CV xin viéc ( Column, ;:rl;il;asg:/%nbg%un:l;,

Table, Picture, Symbol, Icon, . ! AN

théng tin, di liéu.

6. Pon xin phép ( Paragrap,

Tab, ..)

2. Tao bang tinh (MS Excel,

WPS - Spreadsheets) L h R .

2.1. Nhap liéu - ,‘-”ﬁ\c Q”h?or?g C(‘;Q’a

2.2. Dinh dang d liéu 2 cac ham phu hop de

2.3. Xt ly dir ligu
2.4. Tao biéu do
2.5. Phan phdi bang tinh

tao bang tinh theo yéu
cau thuwe té

TAI LIEU DAY HOC MON TIN
HOC CHU'ONG TRINH BAO
TAO TRINH DO CAO PANG
(Kém theo Céng van sb
147/TCGDNN-BTCQ ngay 22
thang 01 nam 2020 cla Téng
cuc Gido duc nghé nghiép)

Ly thuyét, t6 chirc day
hoc online théng qua
video bai giang, hoc liéu,
cau héi danh gia da dang
tai trén LMS

+ SV chuén bj trwdc div
liéu thd

+ GV hwéng dan SV qui
trinh tao van ban va dinh
dang van ban

+ SV thwc hanh trén may
tinh c& nhan dé tao cac
van ban theo yéu cau

Ly thuyét, t6 chirc day
hoc online théng qua
video bai giang, hoc liéu,
cau hdéi danh gia da dang
tai trén LMS

Phong may
tinh cai dat
MS Office
va WPS
Office

May tinh
phai co
card am
thanh va
loa/ tai
nghe
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Thwe hanh: tao cac loai bang
tinh

1. Lap ké hoach,

2. Dy tru kinh phi,

- S dung phan mém
lap bang tinh dé tao lap
va chinh stra di¥ liéu
theo mau

- St dung cac ham co
ban va ham xt ly di¥

+ SV chuén bj trwéc div
liéu tho

+ SV nhéap liéu cho bang
tinh trwdc gid hoc

+ GV hwéng dan SV st
dung cac ham dé xo ly
dir liéu

+ SV thwc hanh trén may
tinh ca nhan dé tao cac
bang tinh theo yéu ciu

Ly thuyét, t6 chirc day
hoc online théng qua
video bai giang, hoc liéu,
cau héi danh gia da dang
tai trén LMS

3. Bang lvong ctia mét cong 14 liéu dé tao lap cac
ty, o bang tinh phuc vu cac
4. Lap biéu do so liéu yéu cau thyc té
............. - Lwa chon, lwu trir,
chia sé va bao mat
) théng tin, dir liéu.
3. Tao bai trinh chiéu (MS
Powerpoint, WPS -
Presentation) o
3.1. M6t s ,Iu’u y khi thiét ké - Lwa chon} céng cuy
bai trinh chiéu phu hop dé thiét ke bai
3.2. Cac thao tac tao trinh trinh chiéu theo yéu
chiéu co ban ] cau thuc té
3.3. Hiéu u’ng va trinh chiéu
3.4. Phan phdi bai trinh
chiéu
Thuc hanh: - Tim kiem dugc di
i A liéu theo yéu cau trén

1. Tao 1 bai trinh chiéu gioi A

T n ) Internet va kiém tra
thiéu ban than (profile) naudn/ban quvan cia
2. Tao 1 bai trinh chiéu trinh guon/ban quyen ¢

NN P di liéu trwéde khi sty
bay vé Nang lyc so 4

3. Tao 1 bai trinh chiéu trinh
bé‘y vé Thiét bi s6 va phan
méem

dung.

- St dung phan mém
trinh chiéu dé tao lap
bai trinh chiéu theo yéu
cau

+ SV chuan bj trwédc noi
dung muén tao

+ GV hwéng dan SV st
dung tao lap bai trinh
chiéu

+ SV thyc hanh trén may
tinh c& nhan dé tao cac
bai trinh chiéu

+ SV lwu triy lai s&n phdm
dé phuc vu cho bai tap
I&n cudi mén hoc
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- Lwa chon, lwu triv,
chia sé va bao mat
théng tin, dir liéu.

4. Tao hinh anh, am thanh
vavideo

Phan biét dwoc cac

Tb chire day hoc online
théng qua video bai

4.1. Tao hinh anh 0.5 dinh dang file anh, file giang, hoc liéu, cau haéi
4.2. Tao am thanh (audio) am thanh va file video danh gia da dang tai trén
4.3. Tao video LMS
Thwe hanh:
1. V& hinh minh hoa hoac
quang cao, chup man hinh
lam viéc clia may tinh; lwu
file; gti file hoac chen file
vao bai Word/ Powerpoint/... - Tao dwoc hinh anh
2. Tao file ghi am giong noi darig vector dang + SV chuén bj trwéc y
bang rng dung trén may Ny . e P . : X £ o
tinh; luu file; gui file ( noi bitmap; IUJl’J.dung d!nh_ https._//support.mlcrosoft.com/en twdng muon tao )
duné;' gici tr;iéu ban than/ dar)g va gui cho ngudi -us/wmdo_vvs/sound-recorder- + GV hl’J’é’I”\g dan SV st
thuyét trinh va nang luc sé/ khac _ app-for-windows-fag-5¢208478- | dung cac rng dung dée
dé& gén vao file Powel:point - Tao dwoc file am 2141-bd07-feld-d6d1356¢1d56 | thwc hién bai tap
1 thanh don gian, lwu + SV thye hanh trén may

da lam)
3. Tao file ghi hinh anh, am
thanh bang trng dung trén
may tinh (ndi dung: lién quan
dén gisi thiéu ban than/cac
ndi dung cla bai hoc/ ...)

Ghi cha:

- Tuy theo diéu kién dé chon
&ng dung va phan mém dé
hwéng dan

- M6t sb (rng dung c6 sén

dung dinh dang va gt
cho ngudi khac

- Tao dwoc file video
don gian, Iwu dang
dinh dang va gri cho
ngwdi khac

https://support.microsoft.com/en

-us/windows/how-to-use-the-

camera-app-ea40b69f-beba-

840e-9c8c-1fd6eea97c22

tinh ca nhan dé tao san
pham theo yéu cau

+ SV lwu tri¥ lai s&n phdm
dé phuc vu cho bai tap
I&n cudi mén hoc
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https://support.microsoft.com/en-us/windows/sound-recorder-app-for-windows-faq-5c208478-2141-bd07-fe1d-d6d1356c1d56https:/support.microsoft.com/en-us/windows/how-to-use-the-camera-app-ea40b69f-be6a-840e-9c8c-1fd6eea97c22
https://support.microsoft.com/en-us/windows/sound-recorder-app-for-windows-faq-5c208478-2141-bd07-fe1d-d6d1356c1d56https:/support.microsoft.com/en-us/windows/how-to-use-the-camera-app-ea40b69f-be6a-840e-9c8c-1fd6eea97c22
https://support.microsoft.com/en-us/windows/sound-recorder-app-for-windows-faq-5c208478-2141-bd07-fe1d-d6d1356c1d56https:/support.microsoft.com/en-us/windows/how-to-use-the-camera-app-ea40b69f-be6a-840e-9c8c-1fd6eea97c22
https://support.microsoft.com/en-us/windows/sound-recorder-app-for-windows-faq-5c208478-2141-bd07-fe1d-d6d1356c1d56https:/support.microsoft.com/en-us/windows/how-to-use-the-camera-app-ea40b69f-be6a-840e-9c8c-1fd6eea97c22
https://support.microsoft.com/en-us/windows/sound-recorder-app-for-windows-faq-5c208478-2141-bd07-fe1d-d6d1356c1d56https:/support.microsoft.com/en-us/windows/how-to-use-the-camera-app-ea40b69f-be6a-840e-9c8c-1fd6eea97c22
https://support.microsoft.com/en-us/windows/sound-recorder-app-for-windows-faq-5c208478-2141-bd07-fe1d-d6d1356c1d56https:/support.microsoft.com/en-us/windows/how-to-use-the-camera-app-ea40b69f-be6a-840e-9c8c-1fd6eea97c22
https://support.microsoft.com/en-us/windows/sound-recorder-app-for-windows-faq-5c208478-2141-bd07-fe1d-d6d1356c1d56https:/support.microsoft.com/en-us/windows/how-to-use-the-camera-app-ea40b69f-be6a-840e-9c8c-1fd6eea97c22
https://support.microsoft.com/en-us/windows/sound-recorder-app-for-windows-faq-5c208478-2141-bd07-fe1d-d6d1356c1d56https:/support.microsoft.com/en-us/windows/how-to-use-the-camera-app-ea40b69f-be6a-840e-9c8c-1fd6eea97c22
https://support.microsoft.com/en-us/windows/sound-recorder-app-for-windows-faq-5c208478-2141-bd07-fe1d-d6d1356c1d56https:/support.microsoft.com/en-us/windows/how-to-use-the-camera-app-ea40b69f-be6a-840e-9c8c-1fd6eea97c22

trén may tinh: MS. Paint/ MS.
Word/ MS. Powerpoint;
Sound Recorder; Camera; ...
- Néu c6 diéu kién thi huwdng
dan thwc hién trén dién thoai
- C6 thé day phan nay truéc
phan Tao bai trinh chiéu dé
ké thira di¥ liéu

BAI KIEM TRA DINH KY SO
2

Kiém tra noéi dung vé
Lap bang tinh theo mét
yéu cau thyc té, bao
gom:

- Nhap di¥ liéu

- S dung cong thic
tinh toan, ham dé tinh
toan, tim kiém, téng
hop, rut trich di¥ liéu

- Lap biéu dd véi div
liéu da xt ly dwoc

- Binh dang, trang tri
bang tinh

+ GV chuén bj dé kiém
tra

+ SV thwc hién bai kiém
tra theo cé& nhan trén may
tinh

BAI 5: U'NG DUNG NANG
LWC SO TRONG NGHE
NGHIEP

12

1. Quan ly céng viéc bang
lich (Calendar)

2. Tao va quan ly cuéc hop
trwc tuyén (Meeting online)

- K& tén céc coéng dung
cua Calendar cla
Google

- Chon trng dung té
chtrc hop truc tuyén
phu hop véi diéu kién
thuc té.

https://workspace.google.com/in
tl/vi/lp/business/?utm_source=qg
oogle&utm medium=cpc&utm ¢
ampaign=1605214-Workspace-
APAC-VN-vi-BKWS-PHR-
HV&utm content=text-ad-none-
none-DEV c-

CRE 639588699050-

ADGP Hybrid%20%7C%20BK

Ly thuyét, t6 chirc day
hoc online théng qua
video bai giang, hoc liéu,
cau héi danh gia da dang
tai trén LMS
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https://workspace.google.com/intl/vi/lp/business/?utm_source=google&utm_medium=cpc&utm_campaign=1605214-Workspace-APAC-VN-vi-BKWS-PHR-HV&utm_content=text-ad-none-none-DEV_c-CRE_639588699050-ADGP_Hybrid%20%7C%20BKWS%20-%20PHR%20%7C%20Txt_G%20Suite-KWID_43700074424303497-kwd-296636275351&userloc_1028581-network_g&utm_term=KW_gsuite&gad=1&gclid=Cj0KCQjwmICoBhDxARIsABXkXlL0UJUj-U3GFSsv2YwVumsTg-WyrKZ7GWnK_HHPCI3_izOxEIktGFQaAuRMEALw_wcB&gclsrc=aw.ds
https://workspace.google.com/intl/vi/lp/business/?utm_source=google&utm_medium=cpc&utm_campaign=1605214-Workspace-APAC-VN-vi-BKWS-PHR-HV&utm_content=text-ad-none-none-DEV_c-CRE_639588699050-ADGP_Hybrid%20%7C%20BKWS%20-%20PHR%20%7C%20Txt_G%20Suite-KWID_43700074424303497-kwd-296636275351&userloc_1028581-network_g&utm_term=KW_gsuite&gad=1&gclid=Cj0KCQjwmICoBhDxARIsABXkXlL0UJUj-U3GFSsv2YwVumsTg-WyrKZ7GWnK_HHPCI3_izOxEIktGFQaAuRMEALw_wcB&gclsrc=aw.ds
https://workspace.google.com/intl/vi/lp/business/?utm_source=google&utm_medium=cpc&utm_campaign=1605214-Workspace-APAC-VN-vi-BKWS-PHR-HV&utm_content=text-ad-none-none-DEV_c-CRE_639588699050-ADGP_Hybrid%20%7C%20BKWS%20-%20PHR%20%7C%20Txt_G%20Suite-KWID_43700074424303497-kwd-296636275351&userloc_1028581-network_g&utm_term=KW_gsuite&gad=1&gclid=Cj0KCQjwmICoBhDxARIsABXkXlL0UJUj-U3GFSsv2YwVumsTg-WyrKZ7GWnK_HHPCI3_izOxEIktGFQaAuRMEALw_wcB&gclsrc=aw.ds
https://workspace.google.com/intl/vi/lp/business/?utm_source=google&utm_medium=cpc&utm_campaign=1605214-Workspace-APAC-VN-vi-BKWS-PHR-HV&utm_content=text-ad-none-none-DEV_c-CRE_639588699050-ADGP_Hybrid%20%7C%20BKWS%20-%20PHR%20%7C%20Txt_G%20Suite-KWID_43700074424303497-kwd-296636275351&userloc_1028581-network_g&utm_term=KW_gsuite&gad=1&gclid=Cj0KCQjwmICoBhDxARIsABXkXlL0UJUj-U3GFSsv2YwVumsTg-WyrKZ7GWnK_HHPCI3_izOxEIktGFQaAuRMEALw_wcB&gclsrc=aw.ds
https://workspace.google.com/intl/vi/lp/business/?utm_source=google&utm_medium=cpc&utm_campaign=1605214-Workspace-APAC-VN-vi-BKWS-PHR-HV&utm_content=text-ad-none-none-DEV_c-CRE_639588699050-ADGP_Hybrid%20%7C%20BKWS%20-%20PHR%20%7C%20Txt_G%20Suite-KWID_43700074424303497-kwd-296636275351&userloc_1028581-network_g&utm_term=KW_gsuite&gad=1&gclid=Cj0KCQjwmICoBhDxARIsABXkXlL0UJUj-U3GFSsv2YwVumsTg-WyrKZ7GWnK_HHPCI3_izOxEIktGFQaAuRMEALw_wcB&gclsrc=aw.ds
https://workspace.google.com/intl/vi/lp/business/?utm_source=google&utm_medium=cpc&utm_campaign=1605214-Workspace-APAC-VN-vi-BKWS-PHR-HV&utm_content=text-ad-none-none-DEV_c-CRE_639588699050-ADGP_Hybrid%20%7C%20BKWS%20-%20PHR%20%7C%20Txt_G%20Suite-KWID_43700074424303497-kwd-296636275351&userloc_1028581-network_g&utm_term=KW_gsuite&gad=1&gclid=Cj0KCQjwmICoBhDxARIsABXkXlL0UJUj-U3GFSsv2YwVumsTg-WyrKZ7GWnK_HHPCI3_izOxEIktGFQaAuRMEALw_wcB&gclsrc=aw.ds
https://workspace.google.com/intl/vi/lp/business/?utm_source=google&utm_medium=cpc&utm_campaign=1605214-Workspace-APAC-VN-vi-BKWS-PHR-HV&utm_content=text-ad-none-none-DEV_c-CRE_639588699050-ADGP_Hybrid%20%7C%20BKWS%20-%20PHR%20%7C%20Txt_G%20Suite-KWID_43700074424303497-kwd-296636275351&userloc_1028581-network_g&utm_term=KW_gsuite&gad=1&gclid=Cj0KCQjwmICoBhDxARIsABXkXlL0UJUj-U3GFSsv2YwVumsTg-WyrKZ7GWnK_HHPCI3_izOxEIktGFQaAuRMEALw_wcB&gclsrc=aw.ds
https://workspace.google.com/intl/vi/lp/business/?utm_source=google&utm_medium=cpc&utm_campaign=1605214-Workspace-APAC-VN-vi-BKWS-PHR-HV&utm_content=text-ad-none-none-DEV_c-CRE_639588699050-ADGP_Hybrid%20%7C%20BKWS%20-%20PHR%20%7C%20Txt_G%20Suite-KWID_43700074424303497-kwd-296636275351&userloc_1028581-network_g&utm_term=KW_gsuite&gad=1&gclid=Cj0KCQjwmICoBhDxARIsABXkXlL0UJUj-U3GFSsv2YwVumsTg-WyrKZ7GWnK_HHPCI3_izOxEIktGFQaAuRMEALw_wcB&gclsrc=aw.ds
https://workspace.google.com/intl/vi/lp/business/?utm_source=google&utm_medium=cpc&utm_campaign=1605214-Workspace-APAC-VN-vi-BKWS-PHR-HV&utm_content=text-ad-none-none-DEV_c-CRE_639588699050-ADGP_Hybrid%20%7C%20BKWS%20-%20PHR%20%7C%20Txt_G%20Suite-KWID_43700074424303497-kwd-296636275351&userloc_1028581-network_g&utm_term=KW_gsuite&gad=1&gclid=Cj0KCQjwmICoBhDxARIsABXkXlL0UJUj-U3GFSsv2YwVumsTg-WyrKZ7GWnK_HHPCI3_izOxEIktGFQaAuRMEALw_wcB&gclsrc=aw.ds

WS%20-
%20PHR%20%7C%20Txt G%2
OSuite-

KWID 43700074424303497-
kwd-
296636275351&userloc_102858
1_

network g&utm term=KW _gsuit
e&gad=1&gclid=Cj0KCQjwmICo
BhDxARIsABXkXILOUJUj-
U3GFSsv2YwVumsTg-
WyrkKZ7GWnK HHPCI3 izOxEl
ktGFQaAuRMEALw wcB&qgclsr
c=aw.ds

Thwe hanh:

1. Quan ly cdng viéc bang
Calendar: tao ghi cht nhac
viéc, tao sw kién, tao cudc
hop theo ké hoach

2. Tao va quan ly cuéc hop
trwc tuyén bang 1 rng dung
théng dung va phu hop voi
diéu kién thuwc t& ( Zoom/
Google Meet/ MS Teams/...)

- S&r dung cac rng
dung truc tuyén dé té
chire, lwu trir va chia
s@ tai liéu dé phuc vu
cbng viéc.

- Str dung cac rng
dung dé t6 chirc va
quan ly céng viéc trec
tuyén dung chuan myc
vé van hoa trng xr va
dao dirc.

https://support.google.com/calen
dar/answer/37095?hl=vi
https://support.google.com/meet
[answer/9303069?hl=vi&co=GE
NIE.Platform%3DDesktop

+ SV xem trwdc yéu cau
bai tap

+ GV hwéng dan SV thuc
hian

+ SV thyc hanh trén may
tinh co két ndi Internet

3. Cong tac tao noi dung sé
(Microsoft Office
365/Google G- Suite/WPS
Office/ Canva)

- Liét ké mét sb tng
dung cho phép cong
tac tao cac tai liéu van
phong

- Chon &rng dung dé
cbng tac tao tai liéu
phu hop véi diéu kién
thyc té.

https://support.google.com/docs/
?hl=en#topic=1382883

Ly thuyét, t6 chirc day
hoc online thong qua
video bai giang, hoc liéu,
cau héi danh gia da dang
tai trén LMS
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https://workspace.google.com/intl/vi/lp/business/?utm_source=google&utm_medium=cpc&utm_campaign=1605214-Workspace-APAC-VN-vi-BKWS-PHR-HV&utm_content=text-ad-none-none-DEV_c-CRE_639588699050-ADGP_Hybrid%20%7C%20BKWS%20-%20PHR%20%7C%20Txt_G%20Suite-KWID_43700074424303497-kwd-296636275351&userloc_1028581-network_g&utm_term=KW_gsuite&gad=1&gclid=Cj0KCQjwmICoBhDxARIsABXkXlL0UJUj-U3GFSsv2YwVumsTg-WyrKZ7GWnK_HHPCI3_izOxEIktGFQaAuRMEALw_wcB&gclsrc=aw.ds
https://workspace.google.com/intl/vi/lp/business/?utm_source=google&utm_medium=cpc&utm_campaign=1605214-Workspace-APAC-VN-vi-BKWS-PHR-HV&utm_content=text-ad-none-none-DEV_c-CRE_639588699050-ADGP_Hybrid%20%7C%20BKWS%20-%20PHR%20%7C%20Txt_G%20Suite-KWID_43700074424303497-kwd-296636275351&userloc_1028581-network_g&utm_term=KW_gsuite&gad=1&gclid=Cj0KCQjwmICoBhDxARIsABXkXlL0UJUj-U3GFSsv2YwVumsTg-WyrKZ7GWnK_HHPCI3_izOxEIktGFQaAuRMEALw_wcB&gclsrc=aw.ds
https://workspace.google.com/intl/vi/lp/business/?utm_source=google&utm_medium=cpc&utm_campaign=1605214-Workspace-APAC-VN-vi-BKWS-PHR-HV&utm_content=text-ad-none-none-DEV_c-CRE_639588699050-ADGP_Hybrid%20%7C%20BKWS%20-%20PHR%20%7C%20Txt_G%20Suite-KWID_43700074424303497-kwd-296636275351&userloc_1028581-network_g&utm_term=KW_gsuite&gad=1&gclid=Cj0KCQjwmICoBhDxARIsABXkXlL0UJUj-U3GFSsv2YwVumsTg-WyrKZ7GWnK_HHPCI3_izOxEIktGFQaAuRMEALw_wcB&gclsrc=aw.ds
https://workspace.google.com/intl/vi/lp/business/?utm_source=google&utm_medium=cpc&utm_campaign=1605214-Workspace-APAC-VN-vi-BKWS-PHR-HV&utm_content=text-ad-none-none-DEV_c-CRE_639588699050-ADGP_Hybrid%20%7C%20BKWS%20-%20PHR%20%7C%20Txt_G%20Suite-KWID_43700074424303497-kwd-296636275351&userloc_1028581-network_g&utm_term=KW_gsuite&gad=1&gclid=Cj0KCQjwmICoBhDxARIsABXkXlL0UJUj-U3GFSsv2YwVumsTg-WyrKZ7GWnK_HHPCI3_izOxEIktGFQaAuRMEALw_wcB&gclsrc=aw.ds
https://workspace.google.com/intl/vi/lp/business/?utm_source=google&utm_medium=cpc&utm_campaign=1605214-Workspace-APAC-VN-vi-BKWS-PHR-HV&utm_content=text-ad-none-none-DEV_c-CRE_639588699050-ADGP_Hybrid%20%7C%20BKWS%20-%20PHR%20%7C%20Txt_G%20Suite-KWID_43700074424303497-kwd-296636275351&userloc_1028581-network_g&utm_term=KW_gsuite&gad=1&gclid=Cj0KCQjwmICoBhDxARIsABXkXlL0UJUj-U3GFSsv2YwVumsTg-WyrKZ7GWnK_HHPCI3_izOxEIktGFQaAuRMEALw_wcB&gclsrc=aw.ds
https://workspace.google.com/intl/vi/lp/business/?utm_source=google&utm_medium=cpc&utm_campaign=1605214-Workspace-APAC-VN-vi-BKWS-PHR-HV&utm_content=text-ad-none-none-DEV_c-CRE_639588699050-ADGP_Hybrid%20%7C%20BKWS%20-%20PHR%20%7C%20Txt_G%20Suite-KWID_43700074424303497-kwd-296636275351&userloc_1028581-network_g&utm_term=KW_gsuite&gad=1&gclid=Cj0KCQjwmICoBhDxARIsABXkXlL0UJUj-U3GFSsv2YwVumsTg-WyrKZ7GWnK_HHPCI3_izOxEIktGFQaAuRMEALw_wcB&gclsrc=aw.ds
https://workspace.google.com/intl/vi/lp/business/?utm_source=google&utm_medium=cpc&utm_campaign=1605214-Workspace-APAC-VN-vi-BKWS-PHR-HV&utm_content=text-ad-none-none-DEV_c-CRE_639588699050-ADGP_Hybrid%20%7C%20BKWS%20-%20PHR%20%7C%20Txt_G%20Suite-KWID_43700074424303497-kwd-296636275351&userloc_1028581-network_g&utm_term=KW_gsuite&gad=1&gclid=Cj0KCQjwmICoBhDxARIsABXkXlL0UJUj-U3GFSsv2YwVumsTg-WyrKZ7GWnK_HHPCI3_izOxEIktGFQaAuRMEALw_wcB&gclsrc=aw.ds
https://workspace.google.com/intl/vi/lp/business/?utm_source=google&utm_medium=cpc&utm_campaign=1605214-Workspace-APAC-VN-vi-BKWS-PHR-HV&utm_content=text-ad-none-none-DEV_c-CRE_639588699050-ADGP_Hybrid%20%7C%20BKWS%20-%20PHR%20%7C%20Txt_G%20Suite-KWID_43700074424303497-kwd-296636275351&userloc_1028581-network_g&utm_term=KW_gsuite&gad=1&gclid=Cj0KCQjwmICoBhDxARIsABXkXlL0UJUj-U3GFSsv2YwVumsTg-WyrKZ7GWnK_HHPCI3_izOxEIktGFQaAuRMEALw_wcB&gclsrc=aw.ds
https://workspace.google.com/intl/vi/lp/business/?utm_source=google&utm_medium=cpc&utm_campaign=1605214-Workspace-APAC-VN-vi-BKWS-PHR-HV&utm_content=text-ad-none-none-DEV_c-CRE_639588699050-ADGP_Hybrid%20%7C%20BKWS%20-%20PHR%20%7C%20Txt_G%20Suite-KWID_43700074424303497-kwd-296636275351&userloc_1028581-network_g&utm_term=KW_gsuite&gad=1&gclid=Cj0KCQjwmICoBhDxARIsABXkXlL0UJUj-U3GFSsv2YwVumsTg-WyrKZ7GWnK_HHPCI3_izOxEIktGFQaAuRMEALw_wcB&gclsrc=aw.ds
https://workspace.google.com/intl/vi/lp/business/?utm_source=google&utm_medium=cpc&utm_campaign=1605214-Workspace-APAC-VN-vi-BKWS-PHR-HV&utm_content=text-ad-none-none-DEV_c-CRE_639588699050-ADGP_Hybrid%20%7C%20BKWS%20-%20PHR%20%7C%20Txt_G%20Suite-KWID_43700074424303497-kwd-296636275351&userloc_1028581-network_g&utm_term=KW_gsuite&gad=1&gclid=Cj0KCQjwmICoBhDxARIsABXkXlL0UJUj-U3GFSsv2YwVumsTg-WyrKZ7GWnK_HHPCI3_izOxEIktGFQaAuRMEALw_wcB&gclsrc=aw.ds
https://workspace.google.com/intl/vi/lp/business/?utm_source=google&utm_medium=cpc&utm_campaign=1605214-Workspace-APAC-VN-vi-BKWS-PHR-HV&utm_content=text-ad-none-none-DEV_c-CRE_639588699050-ADGP_Hybrid%20%7C%20BKWS%20-%20PHR%20%7C%20Txt_G%20Suite-KWID_43700074424303497-kwd-296636275351&userloc_1028581-network_g&utm_term=KW_gsuite&gad=1&gclid=Cj0KCQjwmICoBhDxARIsABXkXlL0UJUj-U3GFSsv2YwVumsTg-WyrKZ7GWnK_HHPCI3_izOxEIktGFQaAuRMEALw_wcB&gclsrc=aw.ds
https://workspace.google.com/intl/vi/lp/business/?utm_source=google&utm_medium=cpc&utm_campaign=1605214-Workspace-APAC-VN-vi-BKWS-PHR-HV&utm_content=text-ad-none-none-DEV_c-CRE_639588699050-ADGP_Hybrid%20%7C%20BKWS%20-%20PHR%20%7C%20Txt_G%20Suite-KWID_43700074424303497-kwd-296636275351&userloc_1028581-network_g&utm_term=KW_gsuite&gad=1&gclid=Cj0KCQjwmICoBhDxARIsABXkXlL0UJUj-U3GFSsv2YwVumsTg-WyrKZ7GWnK_HHPCI3_izOxEIktGFQaAuRMEALw_wcB&gclsrc=aw.ds
https://workspace.google.com/intl/vi/lp/business/?utm_source=google&utm_medium=cpc&utm_campaign=1605214-Workspace-APAC-VN-vi-BKWS-PHR-HV&utm_content=text-ad-none-none-DEV_c-CRE_639588699050-ADGP_Hybrid%20%7C%20BKWS%20-%20PHR%20%7C%20Txt_G%20Suite-KWID_43700074424303497-kwd-296636275351&userloc_1028581-network_g&utm_term=KW_gsuite&gad=1&gclid=Cj0KCQjwmICoBhDxARIsABXkXlL0UJUj-U3GFSsv2YwVumsTg-WyrKZ7GWnK_HHPCI3_izOxEIktGFQaAuRMEALw_wcB&gclsrc=aw.ds
https://workspace.google.com/intl/vi/lp/business/?utm_source=google&utm_medium=cpc&utm_campaign=1605214-Workspace-APAC-VN-vi-BKWS-PHR-HV&utm_content=text-ad-none-none-DEV_c-CRE_639588699050-ADGP_Hybrid%20%7C%20BKWS%20-%20PHR%20%7C%20Txt_G%20Suite-KWID_43700074424303497-kwd-296636275351&userloc_1028581-network_g&utm_term=KW_gsuite&gad=1&gclid=Cj0KCQjwmICoBhDxARIsABXkXlL0UJUj-U3GFSsv2YwVumsTg-WyrKZ7GWnK_HHPCI3_izOxEIktGFQaAuRMEALw_wcB&gclsrc=aw.ds
https://support.google.com/calendar/answer/37095?hl=vihttps://support.google.com/meet/answer/9303069?hl=vi&co=GENIE.Platform%3DDesktop
https://support.google.com/calendar/answer/37095?hl=vihttps://support.google.com/meet/answer/9303069?hl=vi&co=GENIE.Platform%3DDesktop
https://support.google.com/calendar/answer/37095?hl=vihttps://support.google.com/meet/answer/9303069?hl=vi&co=GENIE.Platform%3DDesktop
https://support.google.com/calendar/answer/37095?hl=vihttps://support.google.com/meet/answer/9303069?hl=vi&co=GENIE.Platform%3DDesktop
https://support.google.com/calendar/answer/37095?hl=vihttps://support.google.com/meet/answer/9303069?hl=vi&co=GENIE.Platform%3DDesktop
https://support.google.com/docs/?hl=en#topic=1382883
https://support.google.com/docs/?hl=en#topic=1382883

Thwe hanh: Cong tac tao bai
trinh chiéu vé cha dé Lam
viéc trén mai trwong s6 hodc
Nang lwc sb

- Str dung cac rng
dung dé cong tac lam
viéc tryc tuyén dang
chuan muc vé van hoa
trng xt va dao dirc.

+ SV xem trwdc yéu cau
bai tap va chuén bj trwéc
ndi dung cla bai tap

+ GV hwdng dan SV thuc
hién

+ SV thwc hanh cbng tac
lam viéc trén may tinh co
két ndi Internet

4. Tao lap trang dir liéu ca
nhan (Google
Site/Adobe/Padlet/

- Trinh bay dwoc céng
dung, y nghia cta
trang d liéu ca nhan
- Chon wrng dung phu

https://support.google.com/sites/

?hl=en#topic=7184580

https://portfolio.adobe.com/

https://padlet.com/

Ly thuyét, t6 chirc day
hoc online théng qua
video bai giang, hoc liéu,
cau hoi danh gia da dang

Bookcreator) h?’p d’e ta? trang dir https://bookcreator.com/ tai trén LMS

liéu ca nhan

. - + SV tim kiém mot s6

- Tim kiem duwgc dir mau vé trang dir liéu ca

liéu theo yéu cau trén nhan

Internet va kiem tra + SV xem trwdc yéu cau

. nguon/ban quyen cua bai tap va chuan bj trvoc

Thwc hanh: di liéu trwwde khi sty

Tao lap trang di¥ liéu ca nhan
bang 1 rng dung phu hop
(goi y: Blog, Google Site,
Adobe, Padlet,
Bookcreator,...)

dung.

- St dung trng dung
trwc tuyén dé tao lap
trang di¥ liéu ca nhan
tuan tha cac qui tac vé
ban quyén

- Lwa chon, lwu triv,
chia sé va bao mat
thong tin, di liéu.

néi dung cula bai tap

+ GV hwdng dan SV thuc
hién

+ SV thwe hanh trén may
tinh co két ndi Internet.
*** GV hwéng dan SV
thwce hién bai tap Ién
trong TH chon danh gia
bai tap Ion cho thi két
thuc mé dun

Thi két thuc mé dun/Hwéng
dan va danh gia bai tap Ié&n
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PHAN I
MO PUN: NANG LUC SO - TRINH DO TRUNG CAP
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PHAN II. MO BUN: NANG LUC SO - TRINH DO TRUNG CAP

MUC A. CHUONG TRINH MO BUN: NANG LU'C SO - TRINH DO
TRUNG CAP

Tén mé dun: Nang lwc sé
Ma mo dun:
Thei gian thwe hién: 45 gio (Iy thuyét: 08 gioy; thwe hanh, thao luan, bai tap: 36 gid; kiém tra:
01 gioy).
. Vi tri, tinh chat cia mé dun
1. Vi tri
M6 dun Nang lwc sb 1a mé dun thude khdi cac mén hoc chung trong chwong trinh dao tao trinh
dd trung cép.
2. Tinh chét
Chwong trinh mé dun bao gébm ndi dung co ban vé nang lwc sé ciing nhw viéc s dung cac
nén tang, ng dung, phan mém va thiét bj sé trong hoc tap va doi sdng.
Il. Muc tiéu mé dun
Sau khi hoc xong mé dun nay, hoc sinh dat duoc chuén nang lwc sb co ban, cu thé:
1. Kién thirc

- Trinh bay va giai thich dwoc kién thirc co ban vé internet, thiét bj s6, phan mém, nén
tang, tao ndi dung, lam viéc va khai thac rng dung trong méi treong sO;

- Hiéu biét vé an ninh, an toan va van hoéa (rng x& khi tham gia méi truéng sb.
2. Ky nang

- St dung dwo'c may vi tinh va céc thiét bi s6, khai thac phdn mém (rng dung trén cac thiét
bi s6 dap (rng y&u cau trong hoc tap va céng viéc an toan trén moéi trudng sb;

- Png dung va khai thac cac nén tang trwc tuyén, phAn mém soan thao, bang tinh, trinh
chiéu dé van dung trong hoc tap, cong viéc sau nay;

- Chia s&, trao déi dir liéu, thong tin sb trong hoc tap va lam viéc; van dung trong thwc hién
cac dich vu cong va thuwong mai dién tu;

- Thue hién ding céc quy dinh vé van héa, an toan bao mat théng tin; an toan lao déng va

bao vé& méi trwdng trong viéc st dung may tinh, thiét bi s6 va irng dung céng nghé théng tin.
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3. Nang lwc tw chua va trach nhiém

- Nhan thirc dwoc tdm quan trong va thwe hién dung quy dinh cGa phap luat, cé trach nhiém
trong viéc str dung may tinh, thiét bi sb va cdng nghé théng tin, truyén théng trong ddi séng,
hoc tap va nghé nghiép;

- Tuan tha quy dinh vé& bao vé di¥ liéu ctia ca nhan, té chirc va bén thr ba trén mai trudng

SO;

- C6 thé 1am viéc doc 1ap hodc theo nhom trong viéc ng dung nang lwc sd co ban vao
hoc tap, lao déng va cac hoat dong khac.

lll. Néi dung mo6 dun
1. Noi dung téng quat va phan b thoi gian

Thei gian: gi® (h)
Thwe
S6 o A A hanh,
Tén cac bai trong moé dun Tong Ly R
1T . . thao Kiem tra
SO thuyet R .
luan, bai
tap
1 | Bai 1: Gidi thiéu vé nang luc sb 2 1
2 | Bai 2: Str dung thiét bj s6 va phan mém 5 1 4
3 Bai 3: Lam viéc trén mdi trudng s6 7 2
4 Bai 4: Tao ndi dung sb6 30 4 26
5 | Kiém tra 1 1
Coéng 45 8 36 1

2. Néi dung chi tiét
BAI 1. GIOI THIEU VE NANG LUC SO
Th&i gian: 2h (LT: 01h, TH: 01h)

1. Muc tiéu cua bai:

Hoc xong bai hoc nay, hoc sinh cé kha nang:

- Trinh bay dwoc cac kién thirc co ban lién quan dén cudc cach mang cong nghiép lan
thir tw va nhirng tac déng clha cudc cach mang nay dén cudc sbéng. Hiéu biét co ban vé y
nghia, vai tro clia nang lwc s trong hoc tap va nghé nghiép.

- Tim kiém thu thap thdng tin, thao luan, giai thich vé bdi canh ctia chuyén dbi sb, nhu cau
vé ngudn nhan lyc c6 nang lwc sb; y nghia va vai trd clia cong dan sb trong hoc tap va lam

viéc hién nay.
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2. No6i dung cua bai:

Thei gian: gio (h)

Ther . L. Thwc hanh, .
Néi dung chi tiéet Ly Kiem
tw .| thao luan, bai
thuyet R tra
tap
Gi®i thiéu ve niang lwc sb 1 1
1 Gi&i thiéu mé dun nang lwc sb

1.1 Phwong phap hoc tap va danh gia mé dun

1.2 | Nén tang va hoc liéu hoc tap

2 Lich str phat trién cta cac cudéc cach mang

cong nghiép

2.1 Co khi héa véi may chay bang thay lwc va hoi
nwdc (CMCN 1an 1)

2.2 | Bong co dién va day truyén lap rap (CMCN lan
2)

2.3 | May tinh va tw dong héa (CMCN lan 3)

2.4 | Céac hé thdng lién két thé gidi thuc, sb va sinh
hoc (CMCN I4n 4)

Tac déng cua cach mang céng nghiép lan

thir tw dén moét s6 linh vwe cudc séng

3.1 Lao déng va viéc lam

3.2 | Ytévagido duc

3.3 | Cong nghiép va nbng nghiép

4 | Hiéu biét vé nang lwc s6

41 | Nang luc sb

4.2 | Coéng dan sb

4.3 | Chuyén dbi sd va nhu ciu nhan luc cé nang

lwe sb

BAI 2. S’ DUNG THIET B| SO VA PHAN MEM
Thoi gian: 5h (LT: 01h, TH: 04h)

1. Muc tiéu cuaa bai:
Hoc xong bai nay, hoc sinh cé kha nang:

- Trinh bay dwoc céac kién thirc co ban lién quan vé may tinh, thiét bi sb;
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- Sr dung dwoc cac chivc ndng s8n co ctia hé diéu hanh windows dé tinh chinh, ca nhan
hoa thiét bi;

- Tiép can, s dung thiét bj s6 va phdn mém mét cach hiéu qua.

2. Noi dung cua bai:

Ther

tw

No6i dung chi tiét

Théi gian: gio (h)

Ly
thuyét

Thwc hanh,
thao luan, bai

tap

Kiém

tra

Gidi thiéu thiét bi s6 va phan mém

1

1

1.1

Thiét bj s6

Khai niém

Phan loai

1.2

Phan mém tng dung va nén tang truc tuyén

Phan mém hé thdng

Phan mém tng dung

Phan mém tién ich

Nén tang trwc tuyén

Str dung thiét bj s6 va phan mém

2.1

Quan ly tap tin, thw muc trén hé diéu hanh

Windows

2.2

S dung moét s6 phan mém tién ich

Phan mém nén, gidi nén

Phan mém diét virus

2.3

Quan ly phan cirng va phan mém bang Setting

va Control Panel

G®& cai dat, tinh chinh phdn mém

Mang va internet

Bao mat va bao tri

BAI 3. LAM VIEC TREN MOI TRUONG SO

1. Muc tiéu cua bai:

Hoc xong bai nay, hoc sinh cé kha nang:

Thei gian: 7h (LT: 02h, TH: 05h)

- Trinh bay dwoc cac kién thirc co ban lién quan vé internet va méi truong sob;
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- S&r dung dugc cac phan mém, nén tang trwc tuyén phuc vu hoc tap va lam viéc & mirc

co ban;

- Ung xtr, giao tiép phu hop, cé trach nhiém khi chia sé va st dung théng tin, phong tranh

dwoc nhirng nguy co' trén méi trwdng sb.

2. NGi dung cua bai:

Thei gian: gi® (h)

Tho . Thwc hanh, )
e Néi dung chi tiet Ly | thao luan, bai Kiem
thuyet tra
tap
1 Co ban vé internet va méi trwéng so 1
1.1 Internet
Téng quan
Lich str phat trién
1.2 | Méi trwdng sb
Tim kiém théng tin
Danh gia va st dung théng tin
1.3 T chire, lwu trir va chia sé div lieu trén moi
trwdng sb (cloud)
Tao tai khoan
T6 chire, lwu triy div liéu
Chia sé di liéu
2 Mét s6 nén tang trwc tuyén 2
2.1 | Mang xa héi, truyén théng
2.2 | Dich vu va (rng dung truc tuyén
Hoc tap, lam viéc
Hbi hop
Coéng tac xr ly céng viéc
3 Van héa trén khong gian mang 0.5 0.5
3.1 B& qui tac trng xt trén khéng gian mang
3.2 Chuan muc dao dirc xa hoi trén khéng gian
mang
4 An toan théng tin va an ninh mang 0.5 0.5
4.1 | Chia sé va st dung théng tin an toan
4.2 | Tan cong trén khéng gian mang va cach phong
tranh
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BAI 4. TAO NOI DUNG SO
Thoi gian: 30 gi® (LT: 04h, TH: 26h)

1. Muc tiéu cua bai:
Hoc xong bai nay, hoc sinh c6 kha nang:
- Trinh bay dwoc céng dung cla cac phan mém, trng dung tao ndi dung s6;

- St dung dwoc cac phdn mém, ng dung dé tao 1ap va chinh stra ndi dung (van ban,
bang tinh, ban trinh chiéu, trang di liéu ca nhan v&i cac dir liéu: van ban, hinh anh, am thanh,

video,...).

2. Noi dung cua bai:

Théi gian: gio (h)

Ther ) . Thwc hanh, X
NGi dung chi tiét Ly R R .| Kiém
tw .| thao luén, bai
thuyét R tra
tap
1 Tao van ban 1

1.1 Dinh dang van ban

Dinh dang trang (Page Setup, Page
Background, Style Set)

Dinh dang doan (Paragrap, Styles, Column,
Tab, DropCap)

1.2 | Chén (Insert) cac déi twong vao van ban
Bang (Table)

Hinh anh minh hoa (lllustrations)

Lién két (Links)

Nhan xét (Comments)

Tiéu dé dau va cubi trang (Header & Footer)
Van ban (Text)
Biéu twong (Symbols)

1.3 | Tham chiéu (References)

Tao muc luc

Tao ghi chu

1.4 | Trén thw (Mail merge)

1.5 | Phan phdi van ban

Lwu van ban véi cac dinh dang file khac nhau

Lwu van ban I1én mang
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N6i dung chi tiét

Thei gian: gio (h)

Ly
thuyét

Thwc hanh,
thao luan, bai

~

tap

Kiém

tra

Xuét file

In &n

Tao bang tinh

14

21

Nhap liéu

Cac kiéu dir liéu

Nhap va chinh stra di¥ liéu

22

Dinh dang di liéu

Dinh dang 6 di¥ liéu

Dinh dang vung di liéu

Binh dang trang tinh

23

X0 ly diF liéu

St dung biéu thirc (khai niém, tao biéu thirc s6

hoc don gian, cac 16i thwdng gap)

S dung ham (khai niém, cu phap, cach nhap;
toan t&r so sanh; cac ham co ban; ham diéu
kién; ham logic; ham ngay thang; ham chudi;

ham tim kiém; ham cé diéu kién)

Sap xép va trich loc dir liéu

2.4

Tao biéu do

Cac loai biéu dd

Tao va hiéu chinh biéu do6

2.5

Phan phdi bang tinh

Lwu bang tinh véi cac dinh dang file khac nhau

B&o mat dir liéu, dat mat khau bao vé bang tinh

Lwu bang tinh Ién mang

Trinh bay trang tinh dé in

In trang tinh

Tao bai trinh chiéu

3.1

Mot sb lwu y khi thiét ké bai trinh chiéu

Céc yéu t6 anh hwéng dén bai trinh chiéu

St dung cac mau trinh chiéu cé san (Template)

3.2

Cac thao tac tao trinh chiéu co ban
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N6i dung chi tiét

Thei gian: gio (h)

Ly
thuyét

Thwc hanh,
thao luan, bai

~

tap

Kiém

tra

Tao trang trinh chiéu (slide)

Tao text va dinh dang

Chén cac doi twong vao slide (Pictures, Shape,
WordArt, Textbox, Table, Chart, SmartArt,
Audio, Video, Link)

3.3

Hiéu (ng va trinh chiéu

Tao hiéu &ng hoat hinh cho cac déi twong

(Animations)

Tao hiéu &ng chuyén slide (Transitions)

Thiét Iap trinh chiéu (Slide Show)

3.4

Phan phdi bai trinh chiéu

Lwu bai trinh chiéu v&i cac dinh dang file khac

nhau

Lwu bai trinh chiéu trén dich vu lwu trir dam

may

In bai trinh chiéu

Kiém tra dinh ky: 1 gio

Thi két thiic mo dun

IV. Diéu kién thwc hién mé dun

1. Phong hoc chuyén mén héa

- Phong may c6 két nbi Internet, dwoc trang bi hé thdng dén dd anh sang va may diéu hoa.

- Ban, ghé hoc sinh, may tinh sb lwong theo tiéu chuan quy dinh 1&p hoc thwe hanh;

- Ban ghé giang vién, bang, but bang.

2. Trang thiét bi may méc

- May tinh c6 céu hinh phu hop, cai hé diéu hanh Windows, Microsoft Office (Microsoft

Word, Microsoft Excel, Microsoft PowerPoint), phan mém tién ich.

- May chiéu, may in, wifi, cap mang (RJ45); loa.

- Thiét bj s6 trong truyén thong, vién théng (néu co).

3. Hoc liéu, dung cu, nguyén vat liéu

- Gi4o trinh, d& cwong bai gidng, bai gidng slide
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- Chwong trinh dao tao mé dun nang lwc sb
- Tai liéu tham khao va hwéng dan giang day mé dun
4. Cac diéu kién khac
Khuyén khich cac co s& gido duc nghé nghiép trang bi phong hoc va céac diéu kién khac

dé c6 thé t6 chirc gidng day mé dun theo hinh thirc tric tuyén, bao gébm:
- Hé théng quan ly hoc tap (Learning Management System - LMS)
- Phong thwe hanh hoéc thiét bi dé thuc tap san xuéat cac ndi dung clip/video/am thanh...

- May tinh bién tap video va hd tro san xuét bai gidng: may tinh c6 ciu hinh di manh dé
bién tap video, cai cac phén mém: Adobe Premiere, Adobe Audition, Adobe After Effect,

Articulate Storyline...

V. N6i dung va phwong phap danh gia

Viéc danh gia két qua hoc tap cla hoc sinh dwoc thye hién theo quy dinh tai théng tw
04/2022/TT-BLDTBXH ctia Bo trwdng Bo Lao dong - Thuong binh - Xa héi quy dinh Viéc td
chtrc d3o tao trinh do trung cap, trinh déc cao dang theo nién ché hodc theo phuwong thirc tich
lu§y mé dun hodc tin chi ngay 30/3/2022.

1. N6i dung
- Kién thirc: Puoc danh gia bang hinh thirc kiém tra viét, trdc nghiém trén hé théng LMS

ho&c tich hop trong cac bai kiém tra dinh ky v&i dé kiém tra tich hop theo cac ndi dung sau:
+Y nghia, vai tro cla nang lyc o) trong hoc tap va lam viéc;
+ Phan loai mot sé thiét bi s6 va phan mém;
+ Quy tac trng x& trén moi trworng s6 va phan biét dwoc cac nén tang truc tuyén;
+ Kién thirc va quy trinh tao nodi dung sé co ban.

- K§ nang: Buoc danh gia théng qua bai kiém tra dinh ky hodc thuwdng xuyén truc tiép hodc

gian tiép (trén hé théng LMS) théng qua trinh tw thuwc hién va sdn phdm yéu cau ti gidng vién:

+ Quy trinh str dung cac thiét bj sé;

+ Lam viéc trén méi trwong sb co ban:

+ Tao ndi dung sb6 va k§ nang van dung ndi dung sb.

- N&ng luyc tw chl va trach nhiém: Puoc danh gia bang phwong phap quan sat cé bang
kiém, dat cac yéu cau:

+ Dam bao th&i gian hoc tap;

+ Co y thirc tw giac, co tinh ky luat cao, c6 tinh than lam viéc nhom, cé tranh nhiém véi
nhiém vu giang vién giao;
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+ Can than, ty mi va chinh xac, chi ddng sang tao trong cong viéc dwoc giao.

2. Phuwong phap
- Kiém tra thwong xuyén: dwoc thuc hién truc tiép hodc gian tiép (trén hé théng LMS) théng
qua cac cau hdi trdc nghiém vé kién thirc lién quan hodc cac bai danh gia ky nang trong

khodng th&i gian phu hop. Sé bai kiém tra thuwdng xuyén téi thidu 1a 02 bai.

- Kiém tra dinh ky: 01 bai dwoc thwe hién bang dé kiém tra tich hop (kién thirc va nang luc
hoan thién san pham) cé tiéu chi danh gia. Tdng diém cla dé thi c6 thé thang diém 10 hodc
thang diém 100 14 tich hop cta ca noi dung ly thuyét va ky ndng. Thoi gian cho 1 dé thi 1a 60
phut.

- Thi két thtic mé dun: Bai thi két thic mé dun tich hop (kién thirc va ndng lwc hoan thién
san pham), thoi gian bai thi téi thiéu 60 phut (khéng thudc thdi gian trong chwong trinh dao
tao 45h).

VI. Hwéng dan thwc hién mé dun

1. Pham vi ap dung moé dun

Chuwong trinh d3o tao md dun dwoc st dung dé giang day cho trinh do Trung cp bao gém 45
gi® (ly thuyét, thwe hanh va kiém tra).

2. Hwéng dan vé phwong phap giang day, hoc tap mé dun

- D6i véi giang vién:

+ Gigo vién can can cr vao ndi dung cuda tirng bai hoc va huwéng dan chwong trinh dao tao
dé chudn bi day du cac diéu kién can thiét dm bao chat lwong day hoc ddng théi cé trach
nhiém thwc hién hwéng dan qua trinh tw hoc, tw chuan bi ctia hoc sinh.

+ Tham khao Hwéng dan trién khai mé dun va tai liéu tham khao dé soan dé cwong chi tiét,
gi4o an, cac bai kiém tra, danh gia.

+ Soan slides trinh chiéu cho cac budi hoc trén I&p. Néu diéu kién cia nha trwéng cho phép
trién khai theo hinh thirc hoc tap két hop (blended) thi quay video bai gidng online va hwéng

dan hoc sinh hoc bai truwdc khi 1én 16p.

+ Théng bao cho hoc sinh tir budi hoc dau tién vé cach thire trién khai mé dun, muc tiéu

ctia mé dun va ndi dung, phwong phap kiém tra/thi/danh gia.
- P6i v&i hoc sinh:
+Pam bao sb gid hoc theo quy dinh hién hanh.

+ Chuén bi day du bai va tw hoc bai online (theo hwdng dan cta gidng vién néu cd) trudc

khi dén I6p.
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+ Tich cwc tham gia thdo luan nhém, phét biéu, trinh bay d& mé réng van dé va rén luyén
ky nang khi 1én 1&p véi sw hwdng dan ciia gidng vién.

+ M6t s6 nodi dung cé thé duoc duoc thue hanh tai doanh nghiép cé phu hop vé trang thiét
bi, nén tang thwe hanh cla hoc sinh.
3. Nhirng trong tam can cha y

- M& dun Nang lwc sé dwoc xay dwng véi mong mudn trién khai theo hwéng hoc tap cha
dong, hoc tap theo dw an va hoc tap két hop gitra truc tiép va truc tuyén dé nang cao hiéu
qua. Tuy nhién, tuy vao diéu kién co s& vat chat va gidng vién, nha truéng sé quyét dinh cach
thire trién khai mé dun phu hop nhét.

- Nha trwong co thé tham dinh va Iwa chon cac noi dung phu hop clia mé dun Nang luc sé
dé trién khai gidng day va kiém tra danh gia hoc sinh theo néi dung muc V.

- Gido vién str dung khodng thdi gian phi hop cho néi dung gidi thiéu va trién khai hoc tap
mo dun nang lwc sb.
4. Tai liéu tham khao
[1] Quyét dinh s6 749/QD-TTg clia Tha twéng Chinh phi phé duyét "Chuong trinh Chuyén déi
sé quéc gia dén ndm 2025, dinh hudng dén ndm 2030, ngay 03/6/2020.
[2] Quyét dinh sb 2222/QD-TTg cta Thi twéng Chinh phl ban hanh “Chuong trinh Chuyén
dbi sb trong Gido duc Nghé nghiép dén ndm 2025 va dinh huéng dén ndm 2030” ngay
30/12/2021.
[3] Tdng cuc Gido duc nghé nghiép, 2020, Tai liéu day, hoc Tin hoc (Chuong trinh dao tao
trinh d6 cao dang), B6 Lao ddng - Thuwong binh - Xa hdi, NXB Xay dwng va NXB Lao dong Xa
hoi.
[4] Khung nang lwc s Chau Au, European Commission, 2022, DigComp 2.2 - The Digital

Competence Framework for Citizens, Joint Research Center.

[5] Khung nang lwc sb toan cau ctia UNESCO, UNESCO, 2018, A Global Framework of
Reference on Digital Literacy Skills for Indicator 4.4.2.

[6] H6 Tu Bao - Nguyén Nhat Quang, 2022, Chuyén déi sé thé nao, NXB Théng tin va truyén
thong.

[7] H6 Tu Bao - Nguy&n Nhat Quang, 2023, Héi dap vé Chuyén déi s6, NXB Théng tin va
truyén théng.

[8] B6 Théng tin va Truyén théng, 2021, Cédm nang Chuyén déi s6, NXB Théng tin va truyén
thong.
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[9] Bernard Marr; Dich gia: Pham Duy Trung, 2023, 25 xu hudng cdng nghé dinh hinh cudc
cach mang céng nghiép 4.0, NXB Théng tin va truyén théng.
5. Ghi chu va giai thich

M6 dun Nang luc s6 dwoc xay dwng dé td chire gidng day cho dbi twong 1a hoc sinh trinh
dd trung cap theo hoc trong khéi Gido duc nghé nghiép. Chwong trinh md dun xay dwng tiép
can khung nang lwc sé ctia cac td chirc nhw UNESCO, Uy ban chau Au. Nhém nghién ctru va
xay dwng mong mudn hoc sinh dat dwoc cac ndng luc tiép can cac tiéu chuén theo dé an
Chuyén dbi s6 dwoc Thi twéng chinh phit duyét theo Quyét dinh s6 2222/QD-TTg phé duyét
Chuwong trinh Chuyén dbi sb trong giao duc nghé nghiép giai doan 2021 - 2025, dinh hwéng
dén nam 2030.
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MUC B. HWUONG DAN TO CHU’'C GIANG DAY CHUONG TRINH MO BUN: NANG LUC SO - TRINH DO TRUNG CAP

NOI DUNG ((!?-_I-I(:)’) (c;l:‘)’) MUC TIEU TAI LIEU TO CHU'C DAY VA HOC | THIET BJ
BAI 1: GIO| THIEU VE NANG 1 1
LUC SO
1.
http://documents.worldbank.
org/curated/en/89697146819
4972881/pdf/102725-PUB-
Replacement-PUBLIC.pdf. - Hwéng dan trién khai md
2. dun:
https://slejournal.springerope | + Kiém tra may tinh ca nhan
n.com/track/pdf/10.1186/s40 | d&m bao diéu kién hoc tap
. 561-019-0089-y.pdf (Webcam, tai nghe, trinh
TR R 3 £ Hieu va trinh bay 3. duyét, MS Office, by go tieng P
J G e s et Guoc tng quanvd | hipsihome komohodenn | vig) 0 | My
cach mang cong nghiép ¥ eral niém, t’ac déng mell_ndustrles/government— +vTu’ van mua may va cai Internet:
3 Tac déng ciia cach 'mang cong 1 clia cudc cach . pubI|c—sect_or/educat|on_/the— dat phan mém can thiet (néu hé théné
n. hido 13N ther tw d&n mét sé finh mang cong nghiép | future-of-higher-education- SV chwa cé may) 430 tao
ghiep an ¥ i lan thr 4, chuyén in-a-disruptive-world.html + Gi¢i thiéu md dun -
vrc cudc song 2 Ao N ) x . truc
4. Hidu bidt vé nang lwc sé doi so toi hoc tap, 4 + Hwdng dan cach hoc va tuvén
gl y

viéc lam

http://unctad.org/meetings/e
s/Presentation/cstd2016_p2
4 Jae-
HeeChang_ILO_en.pdf.

5.
https://opentextbc.ca/teachin
ginadigitalage/

6. GS H6 Tu Bao, TS.
Nguyén Nhat Quang, Hai
dap vé chuyén dbi sb.

lam bai kiém tra, bai tap l&n
- Phan néi dung ly thuyét: tb
chire day hoc online théong
qua video bai giang, hoc liéu,
cau héi danh gia da dang tai
trén LMS
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7. Toan bd hoc liéu ctia mo
dun

Thwe hanh:

1. Thwe hanh mé tai khoan hoc
tap va tham gia hoc, nép bai trén
hé théng dao tao truc tuyén.

Trinh ty thwe hanh:
1. Chia nhém trong 16p.
2. Tim kiem théng tin lién

S T . quan dén 5 ndi dung (GV c6 | May tinh
2. Tim kiém va Iwa chon tra |&i R ‘. » ~ 2 2,0 A
A2 R . NS A M¢& dwoc tai khoan yéu cau cu the). két noi
cau hoi dan hwdng tlr giang vién R Tl e s . » A a0 .
X N A va khai thac tai liéu oy T 3. Nhém thao luan va thong | Internet;
vé cac cudc cach mang céng N . L May tinh va cau hadi dan P . i A
a N N hoc tap, ndp bai ; . A nhat ndi dung. hé thong
nghiép, cudc cach mang céng PR hwéng cla giang vién N . . ] :
UL BN A mau trén hé thong 4. Trinh bay theo tirng nhéom | dao tao
nghiép lan thr 4 1a gi? tac déng . P ; A
I s a1 . dao tao tryec tuyén sinh vién. truc
t&i hoc tap va viéc lam sau nay. X . > A %
. n O 5. Béng gop, thao luan, tuyén
3. Tim kiém thong tin vé nang lwc 2 Lia
Y - phan bién.
sO (nang lwc CNTT, nang luc . N PR
3 N < R 6. Giang vién két luan va ra
truyén thong, nang Iwc van hanh uvét dinh cudi cun
thiét bj s6...) ’ ’ adyerd g
BAI 2: SU DUNG THIET B] SO
VA PHAN MEM ] ] _
1. Gi&i thiéu thiét bi s6 va phan
mém
1.1. Thiét bi sO Trinh béy va vén - He
1.1.1. Khai niém dung duoc khai théng
1.1.2. Phan loai niém thiét bj s6 de R 3 o LMS-
- Theo kich thuéc nhan bit, phan loai | SE%1 1Bl S0 | Hoo online thong qua video | - Sinh
- Theo muc dich st dung duorc thiét bi so ' bai giang, hoc liéu, cau hdi vién c6
- Hé diéu hanh trong thyc te. danh gia da dang tai trén may tinh,
1.2. Phan mém (ng dung va nén LMS smartpho
tang tryc tuyén ngkét
1.2.1. Phdn mém hé thdng nol
internet

- Khai niém, phan loai

- Hé diéu hanh: Chay trén may
chd, may tram/may ca nhan, may

Phan biét, néu tén
cac phan mém
thuwdng gap, nhirng

Phu luc s6 01 Théng tw
09/2013/TT-BTTTT
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cam tay... (Windows, Linux,
MacOS, iOS, Android, ...)

- Hé diéu hanh mang: Trén may
tinh (Novell Netware, Windows
Server, Linux...), trén thiét bi
mang (Router, Switch - EdgeOS,
IOS..., firewall - FortiOS,
DrayOS..)).

- Phan mém quan tri co’ sé& div
lieu (SQL Server, mySQL, Oracle,

- Phan mém nhung (firmware)

- Phdn mém hé théng khac

tng dung cua no
trong thwc té hoc
tap va lam viéc.

1.2.2. Phdn mém (ng dung

- Khai niém, phan loai

- Mét s6 loai phan mém thwéng
gap:

+ Phan mém van phong: MS
office, WPS office (ban mién phi),
Google daocs,...

+ Phan mém giai tri:
MediaPlayer, Spotify, VLC...

+ Phan mém quan ly: MS Team,
MS ToDo, Base Wework, Trello...
+ Phan mém mo phéng: CADe-
SIMU, EasyEDA, SolidWorks...

1.2.3. Phadn mém tién ich

- Phan biét phan mém tién ich va
phan mém ¢ng dung

- M6t s6 phan mém tién ich
thwong gap: Winrar, AntiVirus,
Unikey...

Phan biét, néu tén
cac phan mém
thwdng gap va
chrc nang chinh
cua né twong rng
Vi tirng loai phan
mém (rng dung,
phan mém tién ich

1.2.4. Nén tang truc tuyén
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- Khai niém, phan loai

- Phan biét nén tang tryc tuyén
va phan mém néen tang web
(webapp)

Phan biét dwoc
phan mém, nén
tang trwc tuyén va
webapp.

1.
https://kynguyencongnghe.c
om/nen-tang-phan-mem-la-
gi-va-no-khac-biet-voi-san-
pham-nhu-the-nao/

2. https://ghichu.vn/blog/nen-
tang-dich-vu/

3. https://funix.edu.vn/chia-
se-kien-thuc/nen-tang-duoi-
dang-dich-vu-paas/

2. Str dung thiét bi s6 va phan
mém

2.1. Quan ly tap tin, thu muc trén
hé diéu hanh Windows

- Qéch dat tén tap tin, thw muc,
cau truc thw muc hop ly

- Str dung cong cu File Explorer
dé quan ly tap tin

2.1.1. Chon, sao chép, di chuyén
tap tin, thu muc

- Thwe hién véi chubt va menu

- Thyc hién bang phim tat

2.1.2. Xba, khoi phuc tap tin va
thw muc

- Thwe hién v&i chubt va menu

- Thyc hién bang phim tat

2.1.3. Tim kiém tap tin va thw
muc

- Thwe hién véi chubt va menu

- Thye hién bang phim tat

Thwe hién duwoc
viéc quan ly tap tin,
th muc mét cach
logic, phu hop véi
muc dich s dung
va dé tiép can.

https://support.microsoft.com
[vi-
vn/windows/tr9oE1%BB%A3-
gi%C3%BAp-trong-file-
explorer-a2d33543-5242-
788d-8994-
bObel0Oae5bca#WindowsVer
sion=Windows 11

- Thwe hanh ca nhan trén

may tinh nha trewdng.

- GV lwu y méi chire nang
can dwoc thwe hién ca voi
chuét + menu va v&i phim
tat.

Phong
thwe
hanh,

mdi sinh
vién 1
may tinh
co két ndi
internet

2.2. Str dung mot s6 phan mém
tién ich

2.2.1. Phan mém nén, gidi nén
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https://kynguyencongnghe.com/nen-tang-phan-mem-la-gi-va-no-khac-biet-voi-san-pham-nhu-the-nao/%0b2.%20https:/ghichu.vn/blog/nen-tang-dich-vu/%0b3.%20https:/funix.edu.vn/chia-se-kien-thuc/nen-tang-duoi-dang-dich-vu-paas/
https://kynguyencongnghe.com/nen-tang-phan-mem-la-gi-va-no-khac-biet-voi-san-pham-nhu-the-nao/%0b2.%20https:/ghichu.vn/blog/nen-tang-dich-vu/%0b3.%20https:/funix.edu.vn/chia-se-kien-thuc/nen-tang-duoi-dang-dich-vu-paas/
https://kynguyencongnghe.com/nen-tang-phan-mem-la-gi-va-no-khac-biet-voi-san-pham-nhu-the-nao/%0b2.%20https:/ghichu.vn/blog/nen-tang-dich-vu/%0b3.%20https:/funix.edu.vn/chia-se-kien-thuc/nen-tang-duoi-dang-dich-vu-paas/
https://kynguyencongnghe.com/nen-tang-phan-mem-la-gi-va-no-khac-biet-voi-san-pham-nhu-the-nao/%0b2.%20https:/ghichu.vn/blog/nen-tang-dich-vu/%0b3.%20https:/funix.edu.vn/chia-se-kien-thuc/nen-tang-duoi-dang-dich-vu-paas/
https://kynguyencongnghe.com/nen-tang-phan-mem-la-gi-va-no-khac-biet-voi-san-pham-nhu-the-nao/%0b2.%20https:/ghichu.vn/blog/nen-tang-dich-vu/%0b3.%20https:/funix.edu.vn/chia-se-kien-thuc/nen-tang-duoi-dang-dich-vu-paas/
https://kynguyencongnghe.com/nen-tang-phan-mem-la-gi-va-no-khac-biet-voi-san-pham-nhu-the-nao/%0b2.%20https:/ghichu.vn/blog/nen-tang-dich-vu/%0b3.%20https:/funix.edu.vn/chia-se-kien-thuc/nen-tang-duoi-dang-dich-vu-paas/
https://kynguyencongnghe.com/nen-tang-phan-mem-la-gi-va-no-khac-biet-voi-san-pham-nhu-the-nao/%0b2.%20https:/ghichu.vn/blog/nen-tang-dich-vu/%0b3.%20https:/funix.edu.vn/chia-se-kien-thuc/nen-tang-duoi-dang-dich-vu-paas/
https://kynguyencongnghe.com/nen-tang-phan-mem-la-gi-va-no-khac-biet-voi-san-pham-nhu-the-nao/%0b2.%20https:/ghichu.vn/blog/nen-tang-dich-vu/%0b3.%20https:/funix.edu.vn/chia-se-kien-thuc/nen-tang-duoi-dang-dich-vu-paas/
https://kynguyencongnghe.com/nen-tang-phan-mem-la-gi-va-no-khac-biet-voi-san-pham-nhu-the-nao/%0b2.%20https:/ghichu.vn/blog/nen-tang-dich-vu/%0b3.%20https:/funix.edu.vn/chia-se-kien-thuc/nen-tang-duoi-dang-dich-vu-paas/
https://kynguyencongnghe.com/nen-tang-phan-mem-la-gi-va-no-khac-biet-voi-san-pham-nhu-the-nao/%0b2.%20https:/ghichu.vn/blog/nen-tang-dich-vu/%0b3.%20https:/funix.edu.vn/chia-se-kien-thuc/nen-tang-duoi-dang-dich-vu-paas/
https://support.microsoft.com/vi-vn/windows/tr%E1%BB%A3-gi%C3%BAp-trong-file-explorer-a2d33543-5242-788d-8994-b0be10ae5bca
https://support.microsoft.com/vi-vn/windows/tr%E1%BB%A3-gi%C3%BAp-trong-file-explorer-a2d33543-5242-788d-8994-b0be10ae5bca
https://support.microsoft.com/vi-vn/windows/tr%E1%BB%A3-gi%C3%BAp-trong-file-explorer-a2d33543-5242-788d-8994-b0be10ae5bca
https://support.microsoft.com/vi-vn/windows/tr%E1%BB%A3-gi%C3%BAp-trong-file-explorer-a2d33543-5242-788d-8994-b0be10ae5bca
https://support.microsoft.com/vi-vn/windows/tr%E1%BB%A3-gi%C3%BAp-trong-file-explorer-a2d33543-5242-788d-8994-b0be10ae5bca
https://support.microsoft.com/vi-vn/windows/tr%E1%BB%A3-gi%C3%BAp-trong-file-explorer-a2d33543-5242-788d-8994-b0be10ae5bca
https://support.microsoft.com/vi-vn/windows/tr%E1%BB%A3-gi%C3%BAp-trong-file-explorer-a2d33543-5242-788d-8994-b0be10ae5bca
https://support.microsoft.com/vi-vn/windows/tr%E1%BB%A3-gi%C3%BAp-trong-file-explorer-a2d33543-5242-788d-8994-b0be10ae5bca

- Compressed (Zipped) folder

1. Tai phan mém

(windows) https://7zip-
- Phan mém 7-Zip vi.updatestar.com/ - Thwe hanh c& nhan trén Phong
2.2.2. Phan mém diét virus Cai datvastr dung | 2. Huong dan may tinh nha treong. thre
- Windows defender dugc cac chuc | https://7zip- - GV can hwéng dan sinh hanh,
nang Ch}!nh cua cac vi.updatestar.com/support.ht vién st dung chtrc nang moi sinh
phan mém tlep 'Ch ml Google Translate trong trinh vien 1
phuc vy hoctapva | 3. Kaspersky duyét Chrome dé dich trang may tinh
- BKAV, Kaspersky... lam viéc. https://www.kaspersky.com. hu’é’-ng dAn vé tiéng Viet co ket noi
vn/ i internet
4. BKAV
https://www.bkav.com.vn/
2.3. Quan ly phan ctrng va phan
mém bang Setting va Control
Panel
2.3.1. G& cai dat, tinh chinh phan
mém - - Phong
- G& cai dat, cap nhat phan mém thuc
bang Control Panel hanh,
- Str dung chuong trinh g& cai - Thyc hanh ca nhan va mdi sinh
dat trong phan mém can go https://support.microsoft.com | nhém trén may tinh va thiét vién 1
- Thye hién mét so tuy chinh: Thuc hien dwoc IVi- bi. . ) may ,tl’nh,
kh&i dong cung windows hay . 21 v oha vn/windows/nh%E1%BA%A | - GV can hwdng dan sinh co két ndi
khéng? Co tao 10i tat (shortcut) viee que;]rl y phan Dn-tr%E1%BB%A3- vién str dung chirc nang internet;
trén desktop hay khong? Thiét 1ap g‘i’”g’ phan mem | 1iosC3%BAD- Google Translate trong trinh | - May in,
Ia mac dinh (default app) hay Sae?t?nco\?s(ggntrol V%HE1%BB%81-c%C3%A0i- | duyét Chrome dé dich trang loa co hd
khong?... Panelg %CA%91%E1%BA%B7t-pc- | hwdng dan veé tieng Viét. tro ket
2.3.2. Mang va internet 8e156e97-9b7e-c874-fdd2- - GV c6 thé chon Iwa nhirng noi
- Thiét 1ap két ndi mang cé day 0c3f259dafl15 phan mém phu hop dé trién | bluetooth
(wire), khong day (wireless) cho khai. , Wifi,
may tinh RJ45 (10
- Str dung internet bang trinh may moi
duyét web (web browser): MS loai).

Edge, Google Chrome...
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https://support.microsoft.com/vi-vn/windows/nh%E1%BA%ADn-tr%E1%BB%A3-gi%C3%BAp-v%E1%BB%81-c%C3%A0i-%C4%91%E1%BA%B7t-pc-8e156e97-9b7e-c874-fdd2-0c3f259daf15
https://support.microsoft.com/vi-vn/windows/nh%E1%BA%ADn-tr%E1%BB%A3-gi%C3%BAp-v%E1%BB%81-c%C3%A0i-%C4%91%E1%BA%B7t-pc-8e156e97-9b7e-c874-fdd2-0c3f259daf15
https://support.microsoft.com/vi-vn/windows/nh%E1%BA%ADn-tr%E1%BB%A3-gi%C3%BAp-v%E1%BB%81-c%C3%A0i-%C4%91%E1%BA%B7t-pc-8e156e97-9b7e-c874-fdd2-0c3f259daf15
https://support.microsoft.com/vi-vn/windows/nh%E1%BA%ADn-tr%E1%BB%A3-gi%C3%BAp-v%E1%BB%81-c%C3%A0i-%C4%91%E1%BA%B7t-pc-8e156e97-9b7e-c874-fdd2-0c3f259daf15
https://support.microsoft.com/vi-vn/windows/nh%E1%BA%ADn-tr%E1%BB%A3-gi%C3%BAp-v%E1%BB%81-c%C3%A0i-%C4%91%E1%BA%B7t-pc-8e156e97-9b7e-c874-fdd2-0c3f259daf15
https://support.microsoft.com/vi-vn/windows/nh%E1%BA%ADn-tr%E1%BB%A3-gi%C3%BAp-v%E1%BB%81-c%C3%A0i-%C4%91%E1%BA%B7t-pc-8e156e97-9b7e-c874-fdd2-0c3f259daf15
https://support.microsoft.com/vi-vn/windows/nh%E1%BA%ADn-tr%E1%BB%A3-gi%C3%BAp-v%E1%BB%81-c%C3%A0i-%C4%91%E1%BA%B7t-pc-8e156e97-9b7e-c874-fdd2-0c3f259daf15
https://support.microsoft.com/vi-vn/windows/nh%E1%BA%ADn-tr%E1%BB%A3-gi%C3%BAp-v%E1%BB%81-c%C3%A0i-%C4%91%E1%BA%B7t-pc-8e156e97-9b7e-c874-fdd2-0c3f259daf15
https://support.microsoft.com/vi-vn/windows/nh%E1%BA%ADn-tr%E1%BB%A3-gi%C3%BAp-v%E1%BB%81-c%C3%A0i-%C4%91%E1%BA%B7t-pc-8e156e97-9b7e-c874-fdd2-0c3f259daf15

2.3.3. Bao mat va bao tri

- Bao mat tai khoan ngwoi dung

- Twdng Itra va bao mat mang
may tinh

- B&o tri may tinh bang cac cong
cu: Automatic Maintenance,
Recovery.

BAI 3. LAM VIEC TREN MOI
TRUONG SO

1. Co’ ban vé internet va moi
trwo'ng s6

1.1. Internet

1.1.1. Tébng quan

- Cac dich vu trén Internet

- T6 chirc théng tin trén internet
(Domain, Webpage, Website,
Homepage, URL)

- Trinh duyét web (Web browser)

1.1.2. Lich st phat trién

1.2. Méi trwdng sb

Trinh bay dwoc
khai niém, trng
dung, nhirng gia tri,
sw khac biét ma
internet da mang lai

https://vi.wikipedia.org/wiki/l

nternet

1.2.1. Tim kiém théng tin

Cac cong cu tim kiém thong tin:
Google, Bing, Coc Coc...

1.2.2. Banh gia va st dung théng
tin

- Panh gia két qua tim kiém: can
c ngudn tin, trang tin, review,
comment, d6 tin cay cla dia chi
URL...

- St dung théng tin tim kiém
dwoc mot cach phu hop.

- St dung duwoc
cac cong cu dé tim
kiém va danh gia
thong tin

- Lwa chon duwoc
cac tir khoa phu
hop dé tim kiém
hiéu qua

Hb Tu Bao, Nguyé&n Huy
Diing, Nguyén Nhat Quang
(2020). Hoi dap vé Chuyén
doéi s6. NXBBO TTTT, Ha
NOi

Ly thuyét, t6 chirc day hoc
online thdng qua video bai
giang, hoc liéu, cau héi danh
gia da dang tai trén LMS

- He
théng
LMS;

- Sinh
vién co
may tinh,
smartpho
ne két
noi
internet.

-Hé
théng
LMS;

- Sinh
vién c6
may tinh,
smartpho
ne két
noi
internet.
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https://vi.wikipedia.org/wiki/Internet
https://vi.wikipedia.org/wiki/Internet

1.3. Té chirc, Iwu triv va chia sé
dir liéu trén mdi trvong so6 (cloud)

1.3.1. Tao tai khoan

Thwc hién dwoc

s — . ‘. - https://support.microsoft.com Phong
1.3.2. TO chire, lwu trir dir liéu ;/rléerc]: :;aaoctr?éri:rtlgra]n /VJ - Thye hanh ca nhan trén thuc
cloud. t& chire Iu?u vn/windows/treE1%BB%A3- | may tinh nha trvong. hanh,
i ’uén Va0 tin 0i%C3%BAp-trong-file- - GV lwu y mdi chire nang moi sinh
o o e Y | explorer-a2d33543-6242- | can duoc thyc hién ca véi | vién 1
1.3.3. Chia se dir lieu logic. bhil hob vei | £880:8994- chudt + menu va voi phim may tinh
m?Jc ,G?Ch Sty gun bObelOae5bca#WindowsVer | tat. c6 két noi
va dé tiép can g sion=Windows 11 internet
2. M6t s nén tang trwc tuyén 2
2.1. Mang xa hdi, truyén théng - Lwa chon va st 1. Trang hé tro/helo/support - Hé
Zalo, Facebook, Google, dung dwoc cac trén Tragng chi cﬂapnénpt%ng thong
Instagram chlrc nang co ban N LMS;
YouTube, Tiktok cua nhirng nén (Z:a[]risr:l?ig%g/search véi cac - Sinh
2.2. Dich vu va (rng dung truc tang triec tuyén NN x - - Thyc hanh ca nhan trén vién co
Pt v - - T tr khéa: hwédng dan st dung A . X e
tuyén dwoc gidi thiéu. A A ua may tinh nha trweong. may tinh,
- + tén nén tang
2.2.1. Hoc tap, 1am viéc -Ung dung duoc | o smartpho
2.2.2. Ho6i hop (MS Team, Google ::ac{r;en tarr:g trtu:c https://www.youtube.com/wa ne ket
Meet, Zoom...) “)’I‘? rong hectaP | tch2v=dgXtFY8{7Uk .”‘z' t
2.2.3. Cong tac xt ly cdng viéc valam viec internet.
(Office365, Google Space)
3. Van héa trén khong gian . . .
mang 05 | 05 | Iminhbay Quocya | quyét dinh s 874/QD- o
3.1. B6 qui tac trng xtr trén khdng : dng 9, £ BTTTT “Vé viéc ban hanh Ly thuyét, to chirc day hoc - Hé
hoat trong thyc té : y Iy ;
gian mang giab tiép gt]rén'khc“)ng B6 Quy tac (rng xt& trén online théng qua video bai thong
3.2. Chuan muwc dao dirc xa hoi ian man mang xa hoi” giang, hoc liéu, cau héi danh | LMS;
trén khdng gian mang 9 N9 gia da dang tai trén LMS - Sinh
4. An toan théng tin va an ninh 05 05 vién co
mang ' ' may tinh,
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https://support.microsoft.com/vi-vn/windows/tr%E1%BB%A3-gi%C3%BAp-trong-file-explorer-a2d33543-5242-788d-8994-b0be10ae5bca
https://support.microsoft.com/vi-vn/windows/tr%E1%BB%A3-gi%C3%BAp-trong-file-explorer-a2d33543-5242-788d-8994-b0be10ae5bca
https://support.microsoft.com/vi-vn/windows/tr%E1%BB%A3-gi%C3%BAp-trong-file-explorer-a2d33543-5242-788d-8994-b0be10ae5bca
https://support.microsoft.com/vi-vn/windows/tr%E1%BB%A3-gi%C3%BAp-trong-file-explorer-a2d33543-5242-788d-8994-b0be10ae5bca
https://support.microsoft.com/vi-vn/windows/tr%E1%BB%A3-gi%C3%BAp-trong-file-explorer-a2d33543-5242-788d-8994-b0be10ae5bca
https://support.microsoft.com/vi-vn/windows/tr%E1%BB%A3-gi%C3%BAp-trong-file-explorer-a2d33543-5242-788d-8994-b0be10ae5bca
https://support.microsoft.com/vi-vn/windows/tr%E1%BB%A3-gi%C3%BAp-trong-file-explorer-a2d33543-5242-788d-8994-b0be10ae5bca
https://support.microsoft.com/vi-vn/windows/tr%E1%BB%A3-gi%C3%BAp-trong-file-explorer-a2d33543-5242-788d-8994-b0be10ae5bca
https://www.youtube.com/watch?v=dqXtFY8j7Uk
https://www.youtube.com/watch?v=dqXtFY8j7Uk
https://www.youtube.com/watch?v=dqXtFY8j7Uk
https://www.youtube.com/watch?v=dqXtFY8j7Uk
https://www.youtube.com/watch?v=dqXtFY8j7Uk
https://www.youtube.com/watch?v=dqXtFY8j7Uk
https://www.youtube.com/watch?v=dqXtFY8j7Uk
https://www.youtube.com/watch?v=dqXtFY8j7Uk
https://www.youtube.com/watch?v=dqXtFY8j7Uk

- Phan biét dwoc

smartpho

4.1. Chia sé va str dung thong tin an toan théng tin va ne két
an toan an ninh mang Nnoi
- Trinh bay duoc n . internet.
e brian 1. Luat an ninh mang
va c6 thai do dung R . Lo
2z .oz % | 2. Ludt antoan thong tin
dan doi voi van dé
R ~ ..~ | mang
an toan théng tin va
. an ninh mang khi 3
4.2. Taq cong trer‘1 khong gian h?C tapAva Ia.m viee https://antoanthongtin.vn/tan
mang va cach phong tranh trén khéng gian
-cong-mang
mang
- Thwc hién duwoc
cac ky thuat bao vé
ATTT co ban.
BAIl 4: TAO NOI DUNG SO 26
1. Tao van ban (MS Word, WPS
- Document)
1.1. Binh dang van ban - Lwa chon ¢céng cu , £, G 1
1.2. Cheén (Insert) cac dbi twong phu hop dé tao lap I(;m:g{(hegrfo C::’c\:/%ae%r;)%?
vaovanban va higu chinhvan | ) e o s e e
1.3. Tham chiéu, gt thu ban theo yau cau | TAI LIEU DAY HOC MON gié c% Gora i tren LMS
(References, Mailings) thwe té TIN HOC CHUONG TRINH 9 9 Phong
1.4. Tron thuw DAO TAO TRINH BO CAO may tinh
1.5. Phan phdi van ban DANG ) cai dat
Thwe hanh: tao cac loai van ban - Tim kiém théng (Kém theo Céng van so . MS
1. Bai bdo ( Column, Dropcap, tin, hinh anh trén 147/TCGDNN-DTCQ ngay + SV chuan bi trwédc dir liéu Office va
WrapText, ...) Internet theo yéu 22 thang 01 nam 2020 cua thd ) WPS
2. Bai quang céo ( Picture, cau . Téng cuc Gido duc nghé + GV hwéng dan SV qui trinh | Office
WordArt, SmartArt, WarterMark, 8 - St dung phan nghiép) tao van ban va dinh dang van

3. Théng bao ( Paragrap, Tab,
Bullet & Numbering, Table)

4. Thw moi (Tab, Mail merge)
5. CV xin viéc ( Column, Table,

mém soan thao van
ban dé tao lap va
chinh stra cac dang
van ban theo yéu
cau

ban

+ SV thye hanh trén may tinh
ca nhan dé tao cac van ban
theo yéu ciu
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Picture, Symbol, Icon, ...)
6. Pon xin phép ( Paragrap, Tab,

- Lwa chon, lwu
trir, chia sé va bao
mat thong tin, di
liéu.

2. Tao bang tinh (MS Excel,
WPS - Spreadsheets)

2.1. Nhap liéu

2.2. Binh dang di¥ liéu

2.3. X ly di¥ liéu

2.4. Tao biéu dd

2.5. Phan phdi bang tinh

- Lwa chon ¢céng cu
va cac ham phu
hop dé tao bang
tinh theo yéu cau
thuc té

Ly thuyét, t6 chirc day hoc
online théng qua video bai
giang, hoc liéu, cau héi danh
gia da dang tai trén LMS

Thwc hanh: tao cac loai bang tinh
1. Lap ké hoach,

2. Dy tru kinh phi,

3. Bang lvong ctia mét cong ty,
4. Lap biéu dd sé liéu

14

- St dung phan
mém lap bang tinh
dé tao lap va chinh
stra di¥ liéu theo
mau

- St dung cac ham
co ban va ham xt
ly di¥ liéu dé tao lap
cac bang tinh phuc
VU Cac yéu ciu
thuc té

- Lwa chon, lwu
trir, chia sé va bao
mat thong tin, di
liéu.

+ SV chuan bj trwdc dir liéu
thé

+ SV nhap liéu cho bang tinh
trwde gid hoc

+ GV hwéng dan SV sir dung
cac ham dé x ly do lidu

+ SV thyc hanh trén may tinh
céa nhan dé tao cac bang tinh
theo yéu cau

3. Tao bai trinh chiéu (MS
Powerpoint, WPS -
Presentation)

3.1. Mot s6 Iwu y khi thiét ké bai
trinh chiéu

3.2. C4c thao tac tao trinh chiéu
co ban

- Lwa chon cbéng cu
phu hop dé thiét ké
bai trinh chiéu theo
yéu cau thuc té

Ly thuyét, té chirc day hoc
online théng qua video bai
giang, hoc liéu, cau hoi danh
gia da dang tai trén LMS
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3.3. Hiéu trng va trinh chiéu
3.4.Phan phoi bai trinh chiéu

Thwe hanh:

1. Tao 1 bai trinh chiéu gidi thiéu
ban than (profile)

2. Tao 1 bai trinh chiéu trinh bay
vé Nang lwc sb

3. Tao 1 bai trinh chiéu trinh bay
vé Thiét bi s6 va phdn mém

- Tim kiém dwoc
dir liéu theo yéu
cau trén Internet va
kiém tra ngudn/ban
quyén cla di liéu
trwde khi str dung.
- St dung phan
mém trinh chiéu dé
tao lap bai trinh
chiéu theo yéu cau
- Lwa chon, lwu
trir, chia sé va béao
mat thong tin, di
lidu.

+ SV chuén bj trwéc ndi dung
mudn tao

+ GV hwéng dan SV s dung
tao 1ap bai trinh chiéu

+ SV thwe hanh trén may tinh
ca nhan dé tao cac bai trinh
chiéu

BAI KIEM TRA

Kiém tra ndi dung
vé Lap bang tinh
theo mot yéu cau
thuc té, bao gom:

- Nhap dir liéu

- Str dung cong
thire tinh toan, ham
dé tinh toan, tim
kiém, tdng hop, rat
trich di¥ liéu

- Lap biéu dé v&i
di¥ lieu da xc ly
duwoc

+ GV chuan bi dé kiém tra
+ SV thwc hién bai kiém tra
theo ca nhan trén may tinh
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- Binh dang, trang
tri bang tinh

Thi két thic mo dun
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Mo dun: Nang luc sé duge xdy dung va phat trién trong khuon khd Chuong trinh D6i moi
Gio duc nghé nghiép Viét Nam, T6 chic Hop tac Qudc té Dtc (GIZ) hd tro boi Bo Hop
tac Kinh té va Phat trién Lién bang Dtrc (BMZ) phdi hop véi Vu Dao tao Chinh quy, Tong
cuc Giao duc Nghé nghiép Viét Nam.



