PHU LUC 1

Tén bai hoc Kién thirc, ki niing can dat dwoc Chua dé | Tiét
HOQCKi 1
® Liét ké duoc mot sb thiét bi phan
Bai 1: Tim cung bén trong va bén ngoai may tinh;
hiéu phin ® Phan biét dugc bd nhd ROM va bd 1.2
cung co ban | nhd RAM;
cia may tinh | @ [igt ké duge mot s6 thiét bi luu trir
(Storage Device) pho bién.
® Lict ké dugc mot so thiét bi phan
Bai 2: Céac cung bén trong va bén ngoai may tinh;
thiét binhip | @ Trinh bay dugc khii niém thiét bi 3
va thiét bi nhap va thiét bj xuat;
xuat co ban | @ Nhan bibt duoc cac thiét bi nhap,
thiét bi xuét va thiét bi két ndi.
@ Nhan dang duoc cac loai may tinh
Bai 3: Tim | nhu: May tinh dé ban (Desktop
hiéu cac loai | Computer), may tinh xach tay (Laptop), | Chidé1: | 4
may tinh may tinh bang (Tablet), dién thoai thong | Can ban
minh (Smartphone),... vé cong
® Trinh bay dugc khai niém phan mém ngh¢
(Software);
@ Trinh bay dugc khai niém tng dung
N Web;
Bil + :I' Im;\ ® Phan loai duoc phan mém, tng dung
hi¢u vé phan L L
mém va img Web va u’ng dung di d?ng; ‘ ‘ 5-6
dung @ Nhan biét dugc phan pqém‘mﬁ nguon
mé (Open-Source) va phan mém doc
quyén (Proprietary);
@ Liét ké duoc cac cach sé hitu va sir
dung phan mém hop phap.
Bai 5: Tim ® Trinh bay duogc khai niém hé diéu
hiéu vé hé hanh (Operating System); 7-8

diéu hanh

@ Trinh bay dugc nhi¢m vu cia hé diéu
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Tén bai hoc Kién thirc, ki niing can dat dwoc Chu dé | Tiét
(Operating hanh;
System) @ Phan biét dugc phién ban (Version)
va 4n ban (Edition) ctia hé diéu hanh
Desktop;
® Liét ké duoc cac hé diéu hanh may
tinh;
® Liét ké duogc hé didu hanh di dong
phd bién.
. . @ Xic dinh dugc loai tai khoan quan
Bai 6: Tal tr1, tai khoan nguoi dung chuén;
khoan diang L N .
nhap va cic 8 Xac dinh dugoc mat khau an tf)an; 9
tac vu didu @ Trinh bay du’o’g cac tac vu di€u
huéng hu’é’ng trong h¢ diéu hanh Windows va
h¢ diéu hanh di dong.
@ Trinh bay dugc khai niém vé tap tin
va thu muc;
@ Phan biét duoc tap tin va thu muc;
Bai 7: Quan ® Trinh bay dugc quy tic dit tén cho
li tap tin va L ‘ : 10-
sa0 lru du tap tin va thu muc; ‘ 11
phong @ Trinh bay duoc tam quan trong cua
vi¢e sao luu dy phong;
@ Liét ké duoc cac cach sao Iuu du
phong.
@ Trinh bay duoc khai ni¢m vé mang;
@ Trinh bay dugc y nghia ctua "Co s&
Bai 8: Tim ha ting 13 tat ca";
hiéu vé mang | @ Trinh bay dugc ¥ nghia cua "Mang la 12
va co s6 ha chia khéa™;
tang B Liét ké duoc céc loi ich khi sir dung
Internet;
® Nhan biét Card giao dién mang NIC.
B4 9: Tim 1 Trinh bz‘iy du’?c khai niém: WiFi, bo
diéu hop, bang tan, Bluetooth; 13

hieu veé ket

@ Liét ké duoc cac diéu kién dé su
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Tén bai hoc Kién thirc, ki niing can dat dwoc Chu dé | Tiét
ndi mang dung két n6i khong day;
khong day @ Trinh bay duogc cac bude khic phuc
su ¢d két ndi.
@ Trinh bay dugc khai niém va chuc
nang cua trinh duy¢t Web (Web
= . Browser);
Bal 10:’I._am 8 Xac dinh duoc cac thanh phr:fln cua
quen vol trang Web nhu: 14
trinh duyét o,
Web « Thanh dia chi (Address Bar);
« Thé (Tab);
+ Siéu lién két (Hyperlink) trong
trinh duyét.
® Liét ké duge mot sb trinh duyét Web
Bai 11: Cac | pho bién;
trinh duyét @ X3ac dinh duoc vi tri va trinh bay 15
Web pho duogc chic ning cac nut diéu hudng trén 16
bién va quan | trang Web;
li Bookmark | @ Thyc hién duoc thao tac danh diu va
quan li Bookmark/Favorite.
On tap 1 On tap cau hoi chu dé 1 17
@ Xac dinh dugc cac loai trang Web
B4 12 Tim chura thérr%g tlAn khac nherlu; I Tri.rlh bay
Kibm thong duoc khai niém, muc dich V-a .nhle_:m vu
tin va thu cua cong cu tim kiém; @ Giai thich 18
hep pham vi du:ro’c tai sao phai thu hep pham vi tim
fim kiém kiém; @ Xac dinh duoc tur khoa .
(Keyword) phu hop khi tim kiém thong | Chu dé 2:
tin trén Internet. Quin li
Bai 13: Tim thong tin
hiéu vé tai @ Trinh bay dugc cach st dung thong
san cong tin trén Internet pht hop; ® Nhén biét
cdng va gidy | dugc tai san cong cong (Public 19
phép Domain); @ Nhan biét duoc gidy phép
Creative

Commons

Creative Commons (CC).
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Tén bai hoc Kién thirc, ki niing can dat dwoc Chu dé | Tiét
@ Trinh bay dugc khai ni¢m danh tinh
ki thuat sb;
@ Trinh bay dugc khai niém "Déu chan
Bai 14: Danh | ki thuat s6";
tinh ki thuit | @ Trinh bay duoc ¥ nghia "Truc tuyén 20
50 la mai mai";
@ Trinh bay dugc cach quan li danh .
, L.y , Chu de 3:
tinh truc tuyén va cach tao danh tinh N A
¢ A o Cong dan
ruc tuyén tich cuc. ,
- O
@ Li¢t ké mot s6 hanh vi khong phu
hop khi truc tuyén;
Bai 15: Cac :pT‘ ht;‘ dy . ticu chi danh eid
hanh vi trie ; rin ayA u’qc. cac ti€u chi danh gia 21
£ chat luong thong tin;
tuyen
@ Trinh bay duogc cac tiéu chi giap xac
thyc tai nguyén.
On tap 2 On tap cau hoi chil dé 2, 3 22
Bfu 16: Mot @ Trinh bay dugc mot s phuong thirc
s0 mang R ge A
N R de chia sé thong tin;
truyeén thong . , . 23
. As 1R @ Liét ké mdt sO mang truyén thong xa
xa hoi pho . _ :
bién hoi (Social Media Network).
Bai 17: Céac @ Trinh bay dugc chinh sach s dung
nguyén tic chap nhan dugc AUP (Acceptable Use
va chinh sach | Policies); . 24
khi tham gia | @ Trinh bay duoc cac nguyén tic va Chu di 4:
mang truyén | chinh sach dé sir dung mang xa hdi an Trliyen
thong xa hdi | toan. thong
® Trinh bay duogc diéu kién dé tuong
Bai 18: tac voi nguoi khéac trén moi truong ki
Tuwong tac thuat so;
trén moi ® Trinh bay dugc mot sé tiry chon khi 25
truwong ki phan hdi thu dién tir. (Reply)

thuit s6

@ Trinh bay dugc mot s nguyén tic
khi tham gia hoi nghi truyén hinh.
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Tén bai hoc Kién thirc, ki niing can dat dwoc Chu dé | Tiét
@ Trinh bay dugc mot s6 nguyén tic
khi tham gia hoi nghi truyén hinh.
HOQC Ki 2
@ Trinh bay dugc su can thiét cua bao
mat;
Bai 19: Sy s A A .
N Ay @ Trinh bay dugc céc y€u to tao nén
can thiet cua ] .
. " mot mat khau an toan; 26
bao mat
thong tin @ Liét ké dugc cac giai phap bdo mat
thong tin khi sir dung may tinh cong
cong.
Bai 20: Cac
moi nguy
hiém va cich | ® Trinh bay dugc cac mbi nguy hiém
phong chong | khi sir dung cong nghé ki thuat sb. 27
khi sir dung | (Virus)
cong ngh¢ ki
thuat so
Bai 21: Cach Chu dé 5:
phong chong - o | Antoanva
a
khi sir dung A’Trmh Pay fTu’(_)’C (.:?c gﬁl?u phap phong bio mat 28
n ~ 1~ | chong hodc giam thiéu rui ro. :
cong nghé ki
thuat s6
B3 22- Tim , "llrinh‘vbéy d,u:cyc f:éng nghé th.u thap
2 . dir liéu bang cach st dung Cookie;
PICU CONE | o inh bay duoc mot s cach giip h 29
nghé thu ’ r-m .ay ugc mot §o cach gitp han
thap dit ligu ché ‘Vlé(? bi thu thap dit li¢u dé bao vé
quyén riéng tu.
@ Trinh bay duogc cac tac hai x4u vé
Bai 23: Méy dl‘(:i) 1slénng 1;1: tham gia Internet va céch
tinh vasiee | T 5 n8U- | 30
Kkhoé @ Trinh bay dugc cac rui ro stic khoe
lién quan dén viéc str dung cong nghé ki
thuét sb.
On tap 3 On tap cau hoi chi dé 4, 5 31
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Tén bai hoc Kién thirc, ki niing can dat dwoc Chu dé | Tiét
® Liét ké duoc mot sb tinh nang phd
bién trong Microsoft Office;
Bai 24: Tim @ Trinh bay duoc mot s6 cach tao m&i
hiéu vé trinh | va luu tai li¢u;
soan thao ® Liét ké duoc cac loai tap tin c6 thé 32-
van ban luu; 33
Microsoft ® Trinh bay céc nguyén tic khi dit tén
Word tép til’l;
@ Trinh bay dugc cach nhap va chinh
sira van ban.
@ Trinh bay dugc cong dung cua tinh
. R nang tim kiém va thay thé;
Bai 25: Tim . . N
A @ Trinh bay dugc céach tim kiém va xac
kiém va thay . . e X e
thé dinh tir khoa tim ki€ém trong tai li¢u;
@ Su dung dugc cong cu tim kiém va
thay thé noi dung trong tai lidu. ]
_ . Chu deé 6:
@ Phan bi¢t duoc chirc ndng Bullet and S4
. ] o ang tao
Bai 26: Cac | Numbering; ndidung | 34
thao tac dinh | @ Trinh bay dugc cac cach chon vin
dang trong ban;
van ban @ Trinh bay duoc cac thao tac dinh
dang ki tu va doan trong van ban.
Bai 27: Lam | @ Trinh bay duoc cac thao tac dinh
viéc voi dang trang;
trang van 8 Trinh bay duoc céac thao tac in van
ban ban.
Bai 28: Sw
dung Style Trinh bay dugc cach st dung Style, 35-
trong van Theme va Style Set trong tai li€u. 36
ban
. .. | @ Trinh bay duoc ciu tric co ban cia
Bai 29: Gioi N &
. a mot bai trinh chiéu;
thi¢u ve 37

chwong trinh

@ Trinh bay dugc céach tao bai trinh
chiéu;




Tén bai hoc Kién thirc, ki niing can dat dwoc Chu dé | Tiét
Microsoft ® Liét ké duoc cac nguyén tic khi tao
PowerPoint | bai trinh chiéu.
@ Trinh bay dugc cach thay doi kich
thudc trang chiéu;
. . @ Trinh bay dugc cach nhap va chinh
Bai 30: Lam o ae s iy
. stra bai trinh chiéu; 38-
viéc véi o ) ) o
¢ X 8 Liét ké duoc cac budc luu bai trinh 39
rang chiéu .
chiéu;
® Liét ké duoc cac ché do xem clia mot
bai trinh chiéu.
@ Trinh bay dugc cach quan li cac
trang chiéu, thém trang chiéu méi va xo6a
. trang chiéu; @ Trinh bay duoc cich thay
Bai31: Thay | .,. ., , X R .
P do6i bo cuc cua trang chicu; @ Trinh bay
doi bo cuc, £ on Y
. . | ché do chon va chinh stra doi 40-
dinh dang va . 41
quén Iy cic tuong; @ Trinh bay duoc cach dinh
trang chiéu dang va can chinh van ban trong bai
trinh chi€u; @ Trinh bay dugc cach chén
va thao tac vdi hinh anh trong bai trinh
chiéu.
o @ Trinh bay duoc khai niém trich dan;
Bai 32: Tric A , A A A ; X
da N @ Liét ké dugc cac yéu to can trich dan
an nguon : A
A & . | khi tham khdo thong tin; 42-
thong tin va o
‘e en @ Trinh bay duoc khai ni¢ém dao van; 43
tai licu tham - )
khiao @ Nhan biét duoc mot s6 hanh vi dao
van.
® Thuc hién dugc cic budce in 4n bai
BAi 33 | trinh chiéu;
ai 33: In . ,
e @ Tuy chinh dugc mot so6 tuy chon in 44-
bai trinh . .;
. X bai trinh chiéu; 45
chiéu .
@ Trinh bay dugc ¥ nghia cta vi¢c tao
tap tin PDF.
On tap 4 On tap cau hoi chii dé 6 46
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Tén bai hoc Kién thirc, ki niing can dat dwoc Chu dé | Tiét
® Trinh bay duoc khai niém vé cong
tac ki thuat sd;
@ Phan loai dugc cac phuong phap
. R cong tac ki thuat $0;
Bai 34: Cong . . A x
L R @ Trinh bay dugc mét sd cong cu ho 47-
tac ky thuat ) Ty
o trg cong tac ki thuét so; 48
@ Trinh bay dugc y nghia ctia quan li
ndi dung tich hop; o
® Trinh bay dugc khéi niém va lgi ich | Chude7:
. g A Cer A Cong tac
cua tinh ndng dong tac gia ndi dung.
@ Trinh bay dugc khai ni¢m nghi thirc
. ) ki thuat s6 (Netiquette);
Bai 35: Cac 8 Trinh bav d 3t 56 Tuu ¢ vé c4
nghi thic ! fm vay }rqc mot sO luu y vé cong 49
n . tac bang van ban,;
cong tac , .
@ Trinh bay dugc mot s6 luu y vé
cong tac truc quan.
On tap 5 On tap cau hoi chu dé 7 50
On tap (7 @ Luyén tap ki nang lam bai thi str 51-
tiét) dung bd céu hoi 6n luyén Ting S7
Luyén thi (3 | ® Lam quen véi ciu trac dé thi. cuong | 58-
tiét) ® Luyén thi cac bo dé trén Gmetrix. 60
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PHU LUC 2

. Kién thirc, ki niing can dat (IC3 I .z | Sach
T h : h Tiet
en balhec GS6 Level 2) Chirde | Tiet |3
HOCKIi 1
@ Trinh bay dugc khai niém bo
vi xu li;
Bai 1 @ Nhan dang dugc mdt sb céng Trang
A két n6i pho bién trén may tinh: 1 dén
Phan cirng f P 5 PR 1-2
— Cong két no1 Video, cong két noi trang
may tinh _ :
USB (Universal Serial Bus); 4
® Trinh bay duoc mot s6 loai
cap Ethernet pho bién.
@ Trinh bay duogc cac cai dat
trong Windows 10;
Bai 2 @ Nhan dang duoc cac loai may
Kova x| Trang
Thiét lap va | In; 4 dén
tuy chinh | @ Trinh bay duoc thao tac két Chu dé 3 trang
phan cing | nbi may in voi may tinh; 1: CAN 8
1) ® Ap dung duoc thao tac cai dit | BAN VE
may in mac dinh (Default Printer) CON(;'J
trén may tinh. NGHE
B8 Lict ké duoc cac loai dién toan
dam may (Cloud Computing);
® Liét ké duoc cac vu diém va
. nhuge diém cua dién toan dam
Bai 3 Ao
Aan | May; Trang
Thiét 1ap va . \ TS . £
. ) @ Trinh bay duoc cac diéu chinh 8 dén
tuy chinh T RN 4-5
A cai dat phan cing: Man hinh, am trang
phan cirng
2) thanh; 14

@ Trinh bay dugc chirc nang cta
Ease of Access;

® Liét ké duoc bay nguyén tic
thiét ké phan cimg.
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.. Kién thirc, ki niing can dat (IC3 Y .z | Sach
Tén bai h : Chu d Tiet
e batfige GS6 Level 2) wee et es
@ Nhan dang duoc cay thu muc
B 4 trén may tinh; Trang
al .
o e @ Trinh bay dugc thao tac nén va 14 dén
Tap tin va o 6
g1a1 nen tap tin; trang
thu muc .
@ Trinh bay dugc cac quyén truy 18
cap tap tin.
® Xac dinh dugc thiét b luu tri,
thiét bi luu trir mo rong, vung luu
. trir trén mang, thiét bi thong minh
Bai 5 X, Ae g1 Trang
N duoc két no1 vo1 may tinh; A
Luu trir va . . L 14 dén
~ 1~ | @ Trinh bay duoc cac loi ich 7
truy cap dir o Si d 0 .. ) trang
lidu nA u: u’ ung c ung tfll nguyen, 15
cong tac,... khi truy cdp mang;
@ Phan bi¢t dugc vung luu trix
cuc bd va vung luu trir tir xa.
@ Trinh bay dugc mot s6 cai dat
co ban trong trinh duyét Web
. _ Trang
Bai 6 (Web Browser); 19 d8
. en
Trinh duyét | @ Nhan biét dwoc cac phuong 8-9 trang
Web phap tu dong hoa (Automation 21
Method) khi st dung may tinh;
@ Tao duoc tai khoan Gmail.
Str dung dugc mot s6 tinh nang co
ban cta lich ki thuat s6 c4 nhan
(Personal Digital Calendar):
B8 Tao modt cudc hen
. (Appointment); Trang
~BalT | @ Tao cuge hen dinh ki 10- | 21 dén
Lich k‘Ath“?t (Recurring Appointment); 12 | trang
>0 ® Lam viéc v6i nhiéu lich; 25

@ Thém lich cua nguodi ding
khéc;

@ Dang ki lich;

@ Tao tac vu (Task).
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Tén bai hoc

Kién thirc, ki niing can dat (IC3
GS6 Level 2)

o>/

Chud

Tiét

Sach
IC3

On tap 1

On tap cau hoi chu dé 1

13

Bai 8
Giao tiép ki
thuét sé (1)

@ Trinh bay duoc cac quy tic
giao tiép trén moi truong ki thuat
s0;

@ Trinh bay va lga chon dugc
cac phuong thire giao tiép phu hop
trong mdi truong ki thuat sé: Thu
dién tir (Email), tin nhan vin ban
(Text Messaging), tng dung nhin
tin Non-SMS, tinh nang Chat, tin
nhan tic thoi (Instant Messaging).

® Trinh bay duoc cau tric tiéu
chuan caa mot thu dién tu;

8 MO ta duoc cac budc tao va
gui thu dién tir dung chuan.

Bai 9Giao
tiép ki thuat
50 (2)

@ Trinh bay duoc mot s6 dac
diém cua phuong thirc giao tiép ki
thuét s6 cudc goi di¢én thoai
(Phone Call); @ Trinh bay duoc
mot sé dic diém cua phuong thire
giao tiép ki thuat sb hoi nghi truc
tuyén (Online Conferencing); @
Trinh bay dugc mét s6 dic diém
cta dién dan (Forum); @ Phan
bi¢t dugc phat truc tuyén
(Streaming) va phat truc tiép (Live
Streaming).

Cha dé
2: GIAO
TIEP Ki
THUAT

SO

14

Trang
75 dén
trang
79

15

Trang
79 dén
trang
83

Bai 10
Danh tinh ki
thuat so

@ Phan biét duoc danh tinh ca
nhan va danh tinh nghé nghiép
trén moi truong ki thuét sb;

8 Lua chon duoc danh tinh ca
nhan hay danh tinh nghé nghiép
phtt hop vdi tinh hubng trong cudc
song.

w0

CcON
DAN SO

16

Trang
28 dén
trang
29
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. Kién thirc, ki niing can dat (IC3 o .« | Sach
Tén bai hoc GS6 Le\;gel 2) ( Chu dé | Tiet 1C3
@ Trinh bay dugc khai niém
Etiquette;
@ Trinh bay duoc mot sé quy tic
vé hanh vi tmg xtr khi phan hoi
nguoi khac trén moi truong ki
thuat sd;

Bai 11 @ Trinh bay duoc mot sb quy tic N Trang
Quy tic wng | v& hanh vi ung xtr khi chia sé noi Ch;_ de 17- | 29 dén
Xt tl:én m?i dung trén moéi truong ki thuat so; c OI'\I G 18 | trang

truong sO | @ Trinh bay duoc loi ich cia DAN SO 33
viéc theo kip va cap nhat cong
ngh¢ mai;
@ Xac dinh dugc cac hanh vi phu
hop dé tré thanh mot ngudi co
trach nhiém khi st dung cong
ngh¢.
On tap2 | On tap cau hoi chu dé 2, 3 19
® Ap dung dugc cac cach thu
. hep két qua tim kiém; Trang
‘Ba' 12 ® Xac dinh dugc cac thanh phan 20- | 36 dén
Tim kiém , >
A co ban cua mot két qua tim kiém; 21 | trang
thong tin (1) i
@ Luya chon va truy cap dugc két 39
qua tim kiém phtt hop. Chu dé
@ Phan biét dugc hai loai trang 4:? Tran’g
Web co ban: Trang Web tinh va QU@N 39 dén
trang Web dong; |—A| trang
. @ Trinh bay dugc cach hoat THONG 41
Bai 1:,3 dong co ban cua trang Web co6 co TIN
Tim kiém ' 22

thong tin (2)

sO dir liu;

@ Mo td dugc cach ma trang
Web thu thap dit liéu va tra vé két
qua;

@ Trinh bay dugc mot sb cach
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. Kién thirc, ki niing can dat (IC3 o .« | Sach
Tén bai hoc GS6 Le\;gel 2) ( Chu dé | Tiet 1C3
ma trang Web thu thap dir liéu tir
nguoi dung.
On tap 3 | On tap cau hoi chu dé 4 23
@ Su dung dugc cac 1énh: Undo,
Repeat, Redo;=
Bai 14 @ Su dung duoc cac 1énh: Cut,
Mt s tinh | Copy, Paste; Trang
nang chung | @ Su dung dugc mot s6 1énh 24- 44 45
trong dinh dang co ban nhu: In ddm 25 4’,7 ’
Microsoft | (Bold), in nghiéng (Italic), gach
Office (1) | chan (Underline);
@ SuU dung dugc tinh ndng luu tai
liu.
ABaIA,lgf ® Sir dung mat khau d¢ bao vé
N{()t sO tinh n6i dung: TranAg
nang chung @ Tuy chinh céc tinh nang Chi dé | 26 45 dén
Frong AutoSave/AutoRecover; 5: SANG trang
Microsoft o ’ TAO 47
Office (2) @ In van ban. N‘O |
Bai 16 ® Phan biét dugc phan mém DUNG
Lam quen | bang tinh, 50 tinh Vé‘lq trang tinh; Trang
véi phin | ® Tao dugc mot s6 tinh méi; 48. 49
meém bing | @ Luu duoc s tinh; 51’ 52’
_tinh ® Xac dinh duoc mot sb thanh é3 |
Microsoft phan co ban trén cira s6 lam viéc
Excel ctia phan mém Microsoft Excel. tﬁg;]
Bai 17 @ Nhap duogc dir li€u vao trang
Mét s6 thao | tinh; Trang
tic co ban | @ Chon dugc ving can thao tac 50, 51,
trén trén trang tinh; 53, 54,
Microsoft | @ Pinh dang duge dit liu trong 55
Excel

trang tinh.
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.. Kién thirc, ki niing can dat (IC3 Y .z | Sach

Tén bai h : ha d Tiet
e batfige GS6 Level 2) Chude | Tiet | -

® Thyc hién dugc mot s thao
Bai 18 tac co ban dé quan 1i trang tinh;

Mot so0 tinh | @ Trinh bay duoc khai niém vé Trang
niing pho | tinh ning Macro trén Microsoft 57 55 dén
bién trén | Excel; trang
Microsoft | @ Hién thi dugc thé Developer; 60

Excel @ Trinh bay duoc co ché bao
mat Macro.
HOC KI 2
ABa(Ii 19 ® Ap dung dugc Style trong
n .
P CUNE | Microsoft Word,; 28- | Trang

Style trong

Microsoft @ Tuy chinh duogc Style trong 29 61
Word Microsoft Word.
8 Xac dinh duoc cac thanh phﬁn
BAi 20 co ban cua mot tai liéu nhu:
Mai' . Header & Footer, Table of Trang
0t s0 Contents; 30- | 62 dén
thanh phan L i
. @ Tao va tuy chinh dugc Header 31 | trang
co ban cua & Footer- N 65
mét tai ligu | & FOOteN Chu de
@ Tao va cip nhit dugc muc luc | 5: SANG
(Table of Contents). TAO
. \ A , NOI
_ @ Trinh bay dugc cong dung cia :

Bai 21Tinh | | S . DUNG
s Track tinh nang Track Changes; 8 Kich Trang

nznf;gan;:sc hoat hoac vo hi€u hoa duoc tinh 32- | 65 dén

trongMicros nang Track Changes; @ Xem lai 33 | trang
oft Word | cac thay déi; @ Chép nhan hoic 66
tir chdi cac thay doi.
.| @ Trinh bay dugc khai niém vé T

h'%al t22,§0’A s hiru tri tu¢ (Intellectual 66%:;;9

tru tri tué ¢n
ST property): @ Trinh bay dugc khai 34
va ban 311 V8 bi \ trang
quyén niém vé ban quyén 68

(Copyright); @ Trinh bay duoc
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.. Kién thirc, ki niing can dat (IC3 Y .z | Sach
Tén bai h : ha d Tiet

e batfige GS6 Level 2) Chude | Tiet | -
mot s6 van dé lién quan dén vi
pham ban quyén; @ Trinh bay
duoc khai niém vé dao van
(Plagiarism).

. @ Trinh bay dugc khai niém vé
Bai 23 A . .
] pham vi cong cdng (Public Trang
Pham vi ) A
R . | Domain); 68 dén
cong cong va o . 35
" , @ Trinh bay dugc khai ni¢m ve trang
giayphep | . " . 69
CC gidy phép CC (Creative
Commons).
Bai 24 ® Chon, dit tén, an/hién,
Hiéu ing | khoa/mé khoa dugc cac doi tugng
hoat hinh | trén trang chiéu;
, . Trang

trong ® Ap dung duoc cac hiéu timg 69

Microsoft | hoat hinh vao trang chiéu nhu:
PowerPoint | Xuit hién (Entrance), bién mat
(1) (Exit). Poc
Y thém
HI_BAaI 2,5 @ Ap dung duogc hi¢u img hoat
n . .

e u’ £ | hinh nhén manh (Emphasis) vao
hoat hinh .

trong trang chicu; Trang

. A iéu 0 69
Microsoft @ Apdung fiu’oc hvleu ung. hoat

PowerPoint hinh duong di chuyé’n (Motion
2 Paths) vao trang chiéu.
(@)
® Hién thi dugc ngin hiéu Gng
- (Animation Pane);

Bai 26 B Sio xéo duoc thit tu cic hid Trang
Tay chinh | ® S3 xép duge thit e cic hicu % |69dén
hi€éu Grng ung hoat hinh; ) 37 trang

hoat hinh (1) @ Tuy chinh dugc mot s6 cai dat 70

Timing cta hiéu tng nhu: Start,
Delay, Duration, Repeat.
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. Kién thirc, ki ning can dat (IC3 ) ., | Séach
Tén bai h ’ : hia de | Tiet
e batfige GS6 Level 2) Chude | Tiet | -
@ Tuy chinh duge mot s cai dit
(Settings) cho hi¢u rng hoat hinh;
Bai 27 .6 ley (Elgn:: due Céf ;hfcgi.?h Trang
m¢ rong (Enhancements) cho hiéu :
Ty chinh | o 208 \H ; 38- | 70 dén
cn . ung hoat hinh;
hi€éu Gng . i o 5 39 | trang
hoat hinh (2) 8 Tuy chmh du’(:yc hi¢u tng van 71
ban (Text Animation);
@ St dung duogc tinh nang
Trigger.
@ Thém duogc hinh anh vao trang Lo
Bai 28 chiéu trong Microsoft PowerPoint; Chu de
b ons , | 5: SANG
Dinh dang | @ Su dung dugc cac I¢nh trong TAO
hinh dnh va | nhom Adjust ctia thé ngir canh NbI 40- | Trang
Video trong | Picture Format dé dinh dang hinh DUNG 41 60
Microsoft | anh;
PowerPoint | @ Thém duge Video vao trang
chiéu trong Microsoft PowerPoint.
Bai 29 ® Ap dung dugc hiéu tng
Hiéu éng | chuyén tiép Slide trong bai trinh Trang
chuyén Slide | chiéu; Poc | 70 d&én
trong ® Tuy chinh dugc mét sb thude thém | trang
Microsoft | tinh co ban cho hiéu tmg chuyén 71
PowerPoint | tiép Slide.
Ontap4 | On tap cau hoi cha dé 5 42
® Trinh bay duoc mot s6 loi ich
Bai 30 khi str dung cac cong cu cong tac; -
. ran
Cong tac @ Liét ké duoc mdt s6 ing dung 85 dé?q
trong trong Microsoft 365; Chu dé | 43
. ) trang
Microsoft | @ Trinh bay dugc mét s dic 6: 88
365 diém co ban cua tinh ning dong CQ,NG
tac gia (Co-authoring) trén tai li¢u. TAC
Bai 31 o N
, @ Li¢t ké duoc mot sO phan mém Trang
S dung | o 7 44 :
gitp thyuc hién cudc hop 4o; 88 dén

cudc hop do
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.. Kién thirc, ki niing can dat (IC3 Y .z | Sach
Tén bai h : ha d Tiet

e batfige GS6 Level 2) Chude | Tiet | -
trong cong | @ Liét ké duoc mot sb tinh niang trang
tac Ki ’thu@t co ban ctia mot cudc hop 4o. 90

)
@ Trinh bay dugc khai niém
cong thai hoc (Ergonomics);

Bai 32 ® Luya chon dugc céc thiét bi Trang
May tinh va | cong thai hoc khi sir dung may 45 91 dén
strc khée thé | tinh: trang

chat ® Trinh bay duge mot sb luu ¥ 94
gitp chon loc nd1 dung khi truc
tuyén.
@ Trinh bay dugc khai niém
- Catfishing;

Bai 33 . . e ea A Trang

L er . | @ Trinh bay dugc khai niém vé X
May tinh va 95 @én

. . FOMO,; 46

strc khoe i ‘ o ) trang
tinh thin @ Trinh bay dugc mot s6 luu ¥ Chu dé 97
khi dang bai trén moi truong ki 7:
thuat sb. AN
@ Trinh bay duoc mot s6 luu ¥ -I:OAJ\I
dé bao mat thong tin; VA I?AO
® Trinh bay dugc khai niem vé | MAT
Bai 34 ma hoa thong tin; Trang
Bao mat ® Chin va mo duoc quyén truy 47 97 dén
thong tin Va | cap Camera trén mot sb trinh trang
thiét bi (1) | quyét Web pho bién; 9
@ Nhan dang dugc trang Web co
st dung giao thirc bao mat
HTTPS.
. @ Ma hda ndi dung véi mat khau
Bai 35 NS Y Trang
., n trén mdt sO phan mém cua bo A
Bao mat i . 48- | 99 dén
~ ... | Microsoft Office;
thong tin va o N 49 | trang
thiét bi (2) @ Trinh bay dugc mdt s6 quyén 100

ma nguoi dung c6 thé thao tac voi
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.. Kién thirc, ki nang can dat acs Y v Sach
Tén bai h : ha d Tiét
en bat Age GS6 Level 2) Chude | Tiet | -\~
tap tin va thu muc trong Windows
10.
On tap 5 | On tap cau hoi chu dé 6, 7 50
Ontiap (7 | ® Luyén tap ki ning lam bai thi 51-
tiet) str dung bo cau héi 6n luyén 5 o7
\ re A , A . TANG
Luyén thi (3 | LamA quer.l V,0’1 Cflu ‘irucA de thi. CUONG | sg.
tié f) @ Luyén thi cac bd dé trén 60

Gmetrix.
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PHU LUC 3

Tén bai (IC3- - . . .z | Sach
GS 6-I53) Noi dung quoc te Chu deé (QT) | So Tiet 1C3
® Xac dinh duoc loai phan
cimg va phan mém phu
hop;
.. ) @ Trinh bay dugc yéu cau
Bai 1: Xac 1A A
. o a cua h¢ thong;
dinh yéu cau o o Trang
hé théngva | ™ ll;llf_ﬂke duge motso 12 | 1dén
éu ciu phan | cch kiém tra yéu cau cua o trang 5
YEL AP e théng va thong sb ki Chu dé 1:
mem O CAN BAN
thuat cua thiét bi; A
@ Trinh bay dugc mdt sb VE CONG
A A o A Ao NGHE
y€u cau cua phan mém ung
dung.
® Xu li va khic phuc sy
Bai 2: Khic | co; Trang
phuc s cd @ X3ic dinh nguyén nhan 3 5 dén
may tinh su ¢d; trang 8
® X li sy cd két ndi.
@ Thu hep ph 1 ti
3 B Thu hep pham vi tim Trang
Bai 3: Thu kiém bang cong cu tim 9 dén
hep pham vi | kiém chuyén biét; trang
tim kiém (1) | @ Thu hep pham vi tim 10
kiém bang toan tir Boolean.
@ Thu hep pham vi tim Chflﬂ de 3:
kiém trén cong cu tim kiém QUAAN LI 4.5
bang cach st dung cac ddi THONG
o _ TIN Trang
Bai4: Thu |tuwong HTML; 10 4
en
hep phamvi | @ S dung tinh nang tim trang
tim kiem (2) | kiém nang cao trén cong cu 11

tim kiém;

@ Trinh bay céc tuy chon

cai dat tim kiém.
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Teg gg_' &?3 Noi dung quéc té Chii d& (QT) | S6 Tiét S;?:C:
@ Trinh bay duoc tim
Bai 5: Danh q}llan tArQng_m.ia viéc danh TranAg
gié théng tin gia thong tin; , 67 11 dén
(1) l Trinh bay dugc cac yeu trang
t6 AAOCC trong danh gia 12
thong tin.
Bai 6: Panh | Trinh bay duge mot s6 EZ”G?I
gia thong tin | nguyén tac danh gia chat 8 trang
(2) luong thong tin.
13
Bai 7: Bao Trinh bay dugc cach bao Trang
cao hanh vi | céo khi phat hién hanh vi 9 4 dén
gay hai (1) gay hai. trang 5
Bai 8: Bao Trinh bay dugc céac luu y Trang
cdo hanh vi | khi bao cao cac hanh vi gay 10 5 dén
gay hai (2) hai. trang 6
Bai 9: Mt s6
hanh vi bat | Trinh bay va nhan dang
hop phap du’qc mc;:)t s6 hanh vi tr}rc 11 Trang
trén moi tuyén bat hop phap pho 6
truwong ki bién. Chu dé 2:
thuat s6 CONG
@ Trinh bay dugc cac DAN SO
thong tin can thiét khi tim
hiéu vé mot san pham truc
.. . tuyén;
Bai 103 ;Ci.lp @ Trinh bay dugc cach lya
nhat kién ) R A Trang
thire ki thuat c%lc_)n sn pha.m gilra nIAneu 12 4
s6 (1) san pham khi truc tuyén;

@ Trinh bay dugc cach
chia sé hay dé lai cac nhan
xét, danh gia san pham khi
truc tuyén.
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Tén bai (IC3- .z s . .z | Sach
GS 6-I53) Noi dung quoc te Chu dé (QT) | So Tiet 1C3

. R ® Biét cap nhat thong tin

Bai 11: Cap A 1 aA s A

. e ok v€ chu dé ma em quan tdm
mhatkien 1 ong xuyen: 13 | g
thirc ki thuat fg, e B . 4

£ @ Bict tim nhiéu nguon

s0 (2) . iy
trude khi dong gdp y kién.
On tap 1 On tap cau hoi chu dé 2, 3 14
@ Trinh bay dugc khai

N A ‘A A , A A Trang
Bai 12: Cap | niém cap phép phan mém; 8 dén
phép phéan @ Trinh bay duoc ndi 15 trang
meém dung cta thoa thuan cap s 10

phép phﬁn mém. C?u der’lz
. ) - CAN BAN
3 g l Trln.h bay du’qc. khai ‘ VE CONG Trang
Bai 13: Cai | niém cai dat mac dinh phan . 2
s A N NGHE 10 dén
dat mac dinh | mém; 16-17 trang
phan mém @ SuU dung dugc mot s6 12
tinh nang phé bién.

On tap 2 On tap cau hoi chu dé 1 18

@ Trinh bay dugc khai
niém phuong tién truyén
thong ki thuat s6; @ Trinh
bay dugc mot s6 dic diém
g . phd bién khi tao, chinh sira,

Bal 14: Lam I . .

i xuat ban hoac trinh @ Bay v 2 Trang
viée voi 31 dune truvén thone ki Chu deé 4: 15 dén
phuong tign |0 TS DIWERTOREEL I GANG TAO | 19 o
truyén thong thuat so goc; @ Ké tén mot NOI DUNG 179

ki thuit s6

s6 phan mém chuyén dung
dé chinh sira hodc quan li
phuong tién truyén thong ki
thuat s6; @ Xac dinh mot
s6 Iuu y khi bién tap Video
truc tuyén.
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Tén bai (IC3- - 5 « .z, | Séach
GS 6-I53) Noi dung quoc te Chu de (QT) | So Tiet 1C3
@ Trinh bay dugc mdt )
Bai 15: Sit lo‘ai biéu db pho bién. (Biéu Ezn‘g
A \ A \ A en
dung dit ligu do tron, cot, duong) @ Phan 20-21
trwe quan (1) tich va 11:1’a chon cach trinh trang
bay dit li€éu mot cach truc 18
quan va phu hop.

Bai 16: Sit | Trinh bay duoc mot s6 dic Tran
dung dir liéu | diém co ban cua so dd quy 22-23 J
’ ) - 19

truc quan (2) | trinh (Flowchart).
Tran
Bai 17: Quan | Trinh by duoc céch quan 1i o déi
li thong tin Ki | thong tin va cac tap tin ki tran
thuat s thuat sd. g
: 20
’ Trinh bay du"(%‘c khai 9495
niém kha nang ti€p can cua Trang
Bai 18: Kha | mot tap tin; 20 dén
ning tiép cAn | @ Trinh bay dugc mot s6 trang
lru ¥ dé dam bao kha ning 21
tiép can.
@ Trinh bay dugc khai
Bai 19: Hiby nfém ,Vé, rAncf)t sO luu y vé tai (;hﬁ dé 4: Trarlg
N , | san tri tug; SANG TAO 21 dén
veé s6 hiru tri . . 26
tué 8@ Trinh bay dugc nguyén | NQI DUNG trang
| tac “Str dung hop li” tai san 22
tri tu¢ cua nguoi khac.
@ Trinh bay dugc cach bao
Bai 20: Big | V¢t Sf’m tri tue bang str Trarlg
w + 1~ ., |dungban quyén; 22 dén
v€ sO hiru tri
A @ Trinh bay duoc cach bao trang
tué (1) _ N
vé tai san tri tué bang su 27-28 | 23
dung bang sang ché.
Bai 21: Bao @ Trinh bay dugc cac Trang
v€ s0 hiru tri | cach bao vé s& hitu tri tué 23

tué (2)

bang sir dung nhan hiéu.
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Tén bai (1C3- - 5 .z, | Sach
GS 6-I53) Noi dung quoc te Chu dé (QT) | So Tiet 1C3
Bai22: Lap | @ Trinh bay dugc mot sd Trang
ké hoach cho | nguyén nhan pho bién dan 99-30 23 dén
mot du 4n ki | dén sy mo hd (Ambiguity) trang
thuat so trong giao tiép ki thuat sb. 25
On tap 3 On tap cau hoi chi dé 4 31
Bai 23: Sw
mo ho Trinh bay dugc mot sd Trang
(Ambiguity) | nguyén nhan phd bién dan 5 |27 dén
trong giao dén sy mo hd (Ambiguity) trang
tiép ki thuat | trong giao tiép ki thuat sd. 28
s0
Bai 24: Giao
2 +~.. . |Luachon dugc phuong Trang
tiep ki thuat Y S X
2oz .. thirc giao tiep ki thuat so 28 dén
so de giai . 2., I 33
4.z .x | phuhop dé giai quyét van trang
quyetvande |, 5
(1) de. Chii dé 5: 30
» , IAO TIEP
Bai 25: Giao G~ 0 R
A vt A ) \ N A KI THUAT
tiép ki thuat | Trinh bay dugc mdt s6 luu S6 : Tran
sédégiai |y dé giao tidp ki thuat s | g
quyét van dé | hiéu qua.
(@)
Bai 26:
Twong tac | 1. ong thc phit hop khi giao
phit hep khi | o - P AOP £ 81 Trang
. ..z . . |tiép trén moi truong ki thuat 35
giao tieép trén < 30
moi truong '
ki thuit s6
On tap 4 On tap cau hoi chii dé 5 36
@ Trinh bay dugc mot $6
.. R luu y khi [am viéc trong Trang
E,::;g’ icﬁ(i'mg nhom; Chi dé 6: g7 | 32dén
£ g; x | @ Trinh bay dugc mots§ | CONG TAC trang
quyét van de 33

luru y khi lam viée véi
khach hang.
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Teg gg_' &?3 N¢i dung quéc té Chii d2 (QT) | S6 Tiét S;?:C:
@ Liét ké cac budc cua chu
Bai 28: Pong trinh .quén li du an; ’
96p VA0 GAC l Liét ké dugc 1.n(f)t sO c?éc 38 Trang
du 4n (1) dlém cua thanh vién c6 tinh 33
than xay dung trong nhom
cong tac.
Bai 29: Pong | Trinh bay duoc mot s6 cach Trang
gop vao cac | dong gop xay dung cho cac 39 34
du an (2) nhom du an.
Bai 30: ’Bfw T,rinh bay duoc mot sb yéu ;-6r Z%?l
mat thiét bi | to gitp tang cudng bdo mat 40-41 trang
cua ban cho tai khoan. 37
Bai 31: Ddu | @ Trinh bay dugc Virus 1a
hi¢u nhan gi va cach thuc hoat dong
bié"t va c‘éc cua Virus; 49-43 Trang
phian mém ® Nhan biét du hiéu thiét 37
chdng Virus | bj nhidm Virus va cach bio
1) vé thiét b khoi Virus.
Bai 32: Diu I Biét duoc m,(f)t s6 phén Chii d 7:
hié,u nhan mém phong chong Virus AN TOAN Tran,g
bié‘t va c‘zic hién nay; VA BAO 42 37 dén
phan mém ® Biét sir dung phan mém MAT trang
chong Virus phong chéng Virus dung ' 38
(2) cach.
A e A Trang
.. . Biét cach dat lai thiét b1 A
Bai 33: Dat , . 2 .. 38 dén
lai thibt bi tmfyc khi chuyén cho nguoi 45 trang
. ’ khéc. 40
Bai 34: Tac , , Trang
dong cua cac | Nhan biét dugc mot s tac 40 dén
cOng cu va dong vat 1y cua cac céng cu 46-47 trang
cong nghé ki | va cong ngh¢ ki thuat so. 43

thuit s6 (1)
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Tén bai IC3- z z < s I'¢ Sé.Ch
GS 6-I53) Noi dung quoc te Chu dé (QT) | So Tiet 1C3
Bf“ 35:9Tac' Nhan biét duoc mot sb tac Trang
dong cua cac | _, A e . X
N . dong moi truong cua cac 41 dén
cong cu va N A o 48-49
K - .. |congcuvacong nghé ki trang
cong nghé ki Ay K
Y thuat so. 43
thuat so (2)
Ontap5 | On tap cau hoi chu dé 6, 7 50
A [ ] én tap ki na :
Ontgp (7 | % Luven @p ki nang lam
tibt) bai thi sir dung bo cau héi 51-57
on luyén .
hY r . /( 4 TANG
! L.am quen vA4i cau truc CUONG
Luyé.li thi (3 | dé thi. | ‘ 58-60
tiet) @ Luyén thi cdc bd dé trén

Gmetrix.




