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UBND THANH PHO HO CHf MINH CQNG HOA XA HQI CHU NGHIA VIET NAM
TRUONG CAO DANG LY TU TRONG Doc 1ap — Tw do — Hanh phiic
THANH PHO HO CHi MINH

CHUONG TRINH PAO TAO TRINH PQ SO CAP

(Ban hanh theo Quyét dinh so: ~ /OD-LTT-DT, ngay thang  nam 2020
cua Hiéu truong Truong Cao dang Ly Tu Trong Thanh pho Ho Chi Minh)

Tén nghé dao tao: TIN HQC VAN PHONG CAN BAN
Trinh d dao tao: So cap
Hinh thare dao tao: Chinh quy (Tin chi)
Poi twong tuyén sinh: + Co stc khoe tot
+Pu 15 tudi tro 1én
+ Hoac Tét nghiép THCS hoac twong duong
Thoi gian dao tao: 03 thang
S6 lwrgng mon hec: 05
Ching chi sau khi tét nghiép: Chang chi so cap
I. MUC TIEU PAO TAO
1. Kién thirc, ki ndng, nang luc tir chui:
1.1. Kién thuc
Trang bi cho ngudi hoc cac ky nang nghién cuiru, phan tich, quan ly va théng thao
cac ky nang trong linh vuc Tin hoc van phong.
1.2. Ky ning
- Ky nang chuyén mon:
+ Soan thao dugc van ban theo mau nha nudc ban hanh, ding theo ndi dung yéu cau;
+ Str dung thanh thao bo phan mém Microsoft Office;
+ Thiét ké, lap rap, cai dat va quan tri dugc hé thdng mang vira va nho;
+ Phan tich thiét ké, quan 1y dugc cac hé thong thong tin van phong vira va nho;
+ Thiét ké @ hoa va xt ly anh phuc vy cong tac vin phong;
- K§ nang mém bao gom:
+ K¥ nang lam viéc nhom.
+ K§ nang giao tiép.
+ K§ nang nghé nghiép: Cac kién thirc can thiét cho viéc dinh huéng nghé nghiép.
1.3. Nang luc tu chu
- C6 'y thtc trach nhiém cong dan, hiéu biét va ton trong phap luat; c6 y thirc ky luat
va tac phong cong nghiép.



- C6 phuong phap lam viéc khoa hoc, biét phan tich va giai quyét cac van dé méi

trong nganh CNTT, biét duc két kinh nghiém dé hinh thanh k§ ning tu duy sang tao.
2. Co hoi viéc lam:
- Thu ky van phong;
- Quan ly, xir ly dir liéu, xay dung dé an cho vin phong;

- Str dung thanh thao céc dich vu, céc tién ich trén hé théng mang LAN, Internet...

I1. THOI GIAN CUA KHOA HQC VA THOI GIAN THUC HQC TOI THIEU:

1. Thei gian cua khda hoc va thoi gian thuc hoc tai thiéu:
- Thoi gian dao tao: 03 thang
- Thoi gian hoc tap: 12 tuan
- Thoi gian thyuc hoc ti thiéu: 300 gid (12 tin chi)
2. Phan bé thoi gian thuec hoc toi thiéu:
- Thoi gian hoc cac mén hoc dao tao nghé: 300 gid
- Thoi gian hoc ly thuyét: 60 gio; Thoi gian hoc thuc hanh: 240 gio

I11. DANH MUC MON HOC PAO TAO, THOI GIAN VA PHAN BO THOI GIAN:

Thoi gian hoc tap (gio)
Trong do
Ma Tan man hoc Sotin | _, Thuc hanh
mon hec : chi | Tong Ly | /thuctap/ |
> thuyét thi nghigm/ | =
YU hai tap/
thao luan
TTS101 | Tin hoc cdn ban 2(1,1,3)| 45 15 28 2
TTS102 ﬁ,ﬁﬁn cimgvamangmiy | 31123y 75 | 15 58 2
TTS103 | Photoshop cin ban 2(1,1,3)| 45 15 28 2
tinh nang cao
TTS105 KS/ thuat soan thao van 2(0,2,1) 60 0 58 5
ban
Téng cong 12 300 60 230 10

IV. CHUONG TRiNH MON HQC PAO TAO
(Noi dung chi tiét ¢é phu luc kem theo)
V. QUY TRINH PAO TAO, PIEU KIEN TOT NGHIEP

Quy trinh dao tao so cip nghé Tin hoc vin phong cin ban duoc thuc hién theo quy

trinh khép kin tir khau tuyén sinh dén cap phat ching chi so cap.




Thuec hién chi tiét cy thé theo quy trinh dao tao sau:
1. Muc dich:
Nham huéng dan chi tiét cho qué trinh dao tao so cép tai truong Cao dang Ly Tu
Trong Thanh ph6 H6 Chi Minh.
2. Tuyén sinh trinh do so cap:
- Can clr vao gidp phép dao tao trinh d6 so cap di cap phép, xac dinh chi tiéu tuyén
sinh cho ting dot.
- T6 chirc tuyén sinh trén cac phuong tién thong tin dai ching.
- B6i tugng tuyén sinh dao tao dung quy dinh.
3. Thanh ldp I6p dao tao trinh d6 so cdp:
- Cin ctr két qua tuyén sinh, xét duyét danh sach hoc sinh trung tuyén dam bao ding
doi tuong.
- Thanh 1ap cac 16p dao tao trinh do so cap véi s6 lugng dung quy dinh, khong qua 25
hoc sinh / 16p do6i véi nghé Tin hoc van phong can ban.
4. Xay dung ké hoach ddo tao so cdp:

Cén ctr vao Quyét dinh thanh 14p 16p, trién khai xdy dung ké hoach va tién do dao
tao chi tiét cho 1op hoc; xay dung k& hoach giang vién giang day dung theo Quy dinh tai
Thong tu s6 42/2015/TT-BLDTBXH ngay 20 thang 10 nam 2015 va Thong tu
34/2018/TT-BLDTBXH ngay 26 thang 12 nam 2018 ctua B truéng Bo Lao dong —
Thuong binh va Xa hoi.

5. Phdn cong gido vién giang day:

Can ctr vao K¢é hoach va tién do dao tao, khoa Cong nghé thong tin Iya chon giang

vién dat chuan vé chuyén mon, tin hoc, ngoai ngt, k§ nang nghé phu hop voi nghé Tin

hoc vian phong cin ban, trién khai thuc hién giang day nghé Tin hoc vin phong cin ban
ding quy dinh.
6. Ké hoach thi két thiic khéa hoc:

- Cén clr vao két qua thi kiém tra, két thac mén hoc cia 16p hoc, xay dung va ban
hanh ké hoach thi két thuc khoa hoc so cap nghé Tin hoc van phong can ban

- Chuan bi trang thiét bi, vat tu phuc vu ky thi két thac khoa hoc trinh do so cap nghé
Tin hoc van phong can ban

7. Céng nhdn tot nghiép va cdp phat chirng chi so cap:

- Can cu vao ké:t qué thi kiém tra, két thac khéa hoc. Hiéu truong quyét dinh cong
nhén t6t nghi€p va cap chimg chi so cap ngh€ Tin hoc van phong can ban cho nhitng hoc
vién du dieu kién.

- Phong Tu,yén sinh — Pao tao thuc hién cong viéc sao Iuu sd sach theo mau quy dinh
tai Thong tu s6 42/2015/TT-BLDTBXH ngay 20 thang 10 ndm 2015 va Thong tu

34/2018/TT-BLDTBXH ngay 26 thang 12 nam 2018 cua B truéng Bo Lao dong —
Thuong binh va Xa hoi.
VI. PHUONG PHAP VA THANG DIEM DANH GIA

- Banh gia két qua th tap dugc thuc hién theo cach thuc két hop chdm diém kiém tra
danh gia qua trinh va thi két thiic timg mon hoc.

- Thang diém danh gia két qua hoc tép cua hoc sinh theo thang diém 10 (tir 1 dén 10),
c6 tinh dén hang thap phan 01 con sd.



VII. HUONG DAN SU DUNG CHUONG TRINH DAY NGHE TRINH PQ SO
CAP:
1. Huéng dan xdc dinh danh muc cdc mén hoc dao tao nghé; thoi gian, phdan bé thoi
gian va chuong trinh cho mon hoc dao tgo nghé:
- Chuong trinh day nghé trinh do so cip nghé cﬁq nghé Tin hoc van phong cén ban
dugc dung day nghé cho lao dong phd thong c6 nhu cau hoc nghé. Khi hoc vién hoc du

Tin hoc van phong can ban mén hoc trong chuong trinh nay va dat két qua trung binh tr&
1én tai ky kiém tra két thiic khoa hoc s& duoc cip chimg chi so cip nghé.

- Cac mon hog duoc bd tri glang day khong theo thur tu tr mon hoc TTS101 dén mon
hoc TTS105 c6 d€ cuong chi tiet nhu trong bang phu luc kém theo. Thoi gian hoc 1y
thuyét dugc tinh bang 25 gio/tudn, thoi gian hoc thuc hanh 1a 40 gio/tuan.

- Thoi gian kiém tra trong cdc mon hoc dugc tinh 1a thoi gian thuc hanh.
2. Hudng dan kiém tra két thiic khéa hoc:

'IS"(I)' Noi dung thi Hinh thtrc thi Thoi gian thi
1 | Ky thugt sogn thdo, dinh dang van ban Thi trén may 120 phut

3. Cac cha y khac:

Trong qué trinh thuc hién chuong trinh nén bd tri cho hoc vién di tham quan thuc té
tal cac doanh nghiép, co SO san xuat; c{) thé t6 chirc cac hoat dong ngoai khoa va hoat
dong thuc tap, kién tap khac khi cé du diéu kién.

Thanh phé Hé Chi Minh, ngay — thang  ndm 2020
HIEU TRUONG

Pham Hiru Loc




CHUONG TRINH MON HQC

Tén mdn hec: TIN HQC CAN BAN
Ma& mon hec: TTS101

Thoi gian thuc hién mén hec: 45 gio; (Ly thuyét: 15 gio; Thuc hanh, thi nghiém, thao
luan, bai tap: 28 gio; Kiém tra: 2 gio)
l. Vi tri, tinh chit ciia mén hoc:

— Vi tri: 1a mén hoc ndm trong nhém moén hoc chung, dai cuong.

— Tinh chat: La mon hoc bat budc nam trong cac hoc phan dai cwong. Mon hoc
ndy yéu cau phai co hiéu biét co ban vé vat 1y, dién tir dé xu 1y cac tinh huong xay
ra khi sir dung may tinh; tinh can than, tu duy logic va kién thic vé toan so cap.

1. Muc tiéu mon hgc:

—Kién thire: Sau khi hoc xong ngudi hoc ¢6 cac kién thire co ban ve cau tric
may tinh, phan cing, phan meém; hiéu biét va khai thac dugc cac Gmg dung trén
Internet; kién thirc vé& cac su cb thuong gdp trén may tinh; hiéu céac thanh phan
chtrc nang cua hé thong menu trong phan mém Word, Excel, PowerPoint dé soan
thao, xir 1y va thiét ké duoc cac van ban, bao cao, thong ké, bai thuyét trinh dat
chuan, chuyén nghiép; hiéu biét vé mang cin ban; nam vimng kién thirc vé luat an
ninh mang, s& hitu tri tu¢; khai thac dir li¢u truc tuyen niam viing cic quy tic ung
XU trén mang tryc tuyen, oan toan dir liéu truc tuyen.

— K§¥ niang nghé va k¥ ning can thiét khéc:

- Doan 16i, sita chira dugc cac su ¢o co ban thudng gip trén may tinh, may
in, mang can ban.

- Thuc hién dugc cac thao tac co ban trong Windows, Windows Explorer

- Thay d6i duoc cau hinh Windows nhu thay d6i ngay gio cua hé thong,
thay d6i dang hién thi sb, ngay, gid, cai dit va g& bo phan mém, .

- Str dung dugc cac dich vu trén Internet nhu Web, Mail, Outlook ...

- Soan thao van ban gidy td véi Microsoft Word.

- Tao duoc Cc4c tap tin trinh dién trong PowerPoint, thuc hién dugc cac thao
tac trén slide va st dung duoc cac hiéu ung hoat hinh dé minh hoa cho cac
bai bdo céo, thuyét trinh.

- Sir dung phan mém bang tinh Microsoft Excel dé theo doi dit liéu, xay
dung cac mé hinh cho phan tich di liu, viét cac cong thirc dé thuc hién tinh
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toan trén dit liéu d6 va xay dung cac sb liéu thong ké truc quan, chuyén
nghiép.

- Thuc hién dugc khai thac dit liéu truc tuyén, oan toan dit liéu truc tuyén.
— Nang luc tu chu va trach nhiém:
- Chu dong, tich cuc hoc tap va 1am theo hudng dan.
- Rén luyén tac phong cong nghiép trong phong may.
- Bao quan tét cac thiét bi, dung cu trong phong may.
- Rén luyén tinh can than, ty mi, chinh xéc, kién tri ddm bao an toan lao
dong va v¢ sinh moi truong.

- Phai c6 tinh than trach nhiém, ¥ thtic to chire ky ludt va c6 tinh yéu nghé.



I11. Noi dung mon hoc:

1. Noi dung tong quat va phén bd thoi gian:

Thoi gian (gio)
sé q Thuc hanh / q
T Tén céc bai trong mén hoc Tong | Ly ’ thyc tap/ thi Kiém
s thuyét | nghiém/ bai tra
tap/ thao luan
1 | Chuong 1: May tinh can ban 9 3 6
1. Hé diéu hanh Windows 1.5 0.5 1
2. Tap tin va thu muc 15 0.5 1
3. Phan ctiing may tinh 1.5 0.5 1
4. Bang diéu khién (Control panel) | 1.5 0.5 1
5. Phan mém 1.5 0.5 1
6. Xir ly xu ¢b 1.5 0.5 1
2 | Chuong 2: Microsoft Word 10 3 6 1
1. Cac tinh nang pho bién 1.5 0.5 1
2. Tuy chinh hién thi tai liéu 1.5 0.5 1
3. binh dang van ban 15 0.5 1
4. St dung tép da phuong ti¢n 1.5 0.5 1
5. Str dung bang 1.5 0.5 1
6. Hiéu chinh in an tai ligu 1.5 0.5 1
On tap va kiém tra 1 1
3 | Chwong 3: Microsoft Excel 13 3 10
1. Téng quan Microsoft Excel 0.5 0.5
2. C4c thao tac co ban 2.5 0.5 2
3. Mot s6 ham trong Excel 6 1 5
4. Thao tac trén co so& dix liéu 2.5 0.5 2
5. Biéu d6 va in an 15 0.5 1




Thoi gian (gio)
sé q Thuc hanh / 7
T Tén céc bai trong mén hoc Tong | Ly ’ thyc tap/ thi Kiém
s thuyét | nghiém/ bai tra
tap/ thao luan
4 | Chuwong 4: Powerpoint 6 2 4
1. Lam viéc véi ban trinh chiéu 1.5 0.5 1
2. Quan ly cac ddi tuong 1.5 0.5 1
3. Tao céac slide chu 1.5 0.5 1
4. Thuyét trinh — in 4n 1.5 0.5 1
5 | Chwong 5: Cudc song truc tuyén | 7 4 2 1
1. Tong quan vé Internet 2 1.5 0.5
2. Két nbi mang 2 1 1
3. Tim kiém théng tin 1 0.5 0.5
5. On tap va kiém tra 2 1 1
Tong cong 45 15 28 2
2. Noi dung chi tiét:
Chwong 1 : MAY TINH CAN BAN Thoi gian: 9 gio

1. Muc tiéu: Sau khi hoc xong ngudi hoc hiéu duoc:

- Muc dich, vi trz, vai tro cua mén hoc;

- Sau khi hoc xong nguoi hoc c6 cac kién thitc co ban vé cau trdc may tinh, nhan biét

thiét bi phan ctiing, nhan dién va lya chon céc ung dung phan mém, cac phién ban phan
mém; kién thirc vé cac sy ¢o thuong gap trén may tinh;

2. Noi dung chwong:

2.1. Hé diéu hanh Window
2.1.1. Cach hé diéu hanh lam viéc
2.1.1.1. Hé diéu hanh la gi
2.1.1.2. Céc hé diéu hanh hién dai

2.1.2. Céc kha nang va gisi han cua hé diéu hanh

Thoi gian: 1,5 gio



2.1.3. Cac tinh ning chung cta hé diéu hanh
2.1.4. Cach khai dong va thoat khoi window
2.1.5. Hiéu chinh window desktop

2.1.6. Hiéu chinh thanh tac vu taskbar

2.1.7. Mbi quan hé phan cing va phan mém.
2.1.7.1. Phan ciing

2.1.7.1. Phan mém

2.1.8. Tim hiéu vé céc ban cap nhat

2.1.8.1. Tu dong cap nhat

2.1.8.2. Cac loai ban cap nhat

2.2. Tap tin va thu muc

2.2.1. Lam viéc véi Window Explore

2.2.2. Khai niém

2.2.2.1. Thao tac trén tap tin

2.2.2.2. Thao tac trén thu muc

2.2.2.3. Thao tac trén Shortcut

2.2.3. Thay d6i cac ché do xem trén Windows Explore
2.2.4. Tim hiéu phan mé rong cuaa tap tin
2.2.5. Cac cach chon cua thu muc, tap tin
2.2.6. Sao chép, di chuyén thu muc — tap tin
2.2.7. bat tén tap tin

2.2.8. Tim kiém tap tin

2.2.9. Tim hiéu vé thing rac (Recycle Bin).
2.3. Phan cieng may tinh

2.3.1. Xac dinh loai may tinh

2.3.2. Tim hiéu bén trong mot may tinh

Thoi gian: 1,5 gio

Thoi gian: 1,5 gio



2.3.3. Nhan dién thiét bi nhap xuat

2.3.4. Nguyén ly hoat dong cua cac phan cang
2.4. Bang diéu khién( Control Panel)

2.3.1. Su dung Control Panel

2.3.2. Tuy bién man hinh nén

2.3.3. Thay d6i ngay gio

2.3.4. Thay d6i ngén ngi

2.3.5. Cai dat cac kha nang truy cap

2.3.6. Tim hiéu Power Option

2.3.7. Tim hiéu vé User Account va cac quyén
2.5. Phan mém

2.3.1. Khai niém

2.3.2. Ban quyén phan mém

2.3.3. Kiém tra yéu cau hé thong

2.3.4. Loai chuong trinh (tng dung

2.3.4.1. B ung dung tich hop( Intergrated Suited)
2.3.4.2. Xuat ban dé ban( Desktop Publishing)
2.3.4.3. Bang tinh (Spreadsheets)

2.3.4.4. Quan tri co so dir liéu

2.3.4.5. Trinh chiéu

2.3.4.6. ba phuong tién

2.3.4.7. Giai tri

2.3.4.8. Céc cong cu bao vé hé théng

2.3.4.9. Quan 1y dia

2.3.5. Cai dat mot chuong trinh mdi

2.3.6. cap nhat phan mém

Thoi gian: 1,5 gio

Thoi gian: 1,5 gio
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2.6. Xir ly sw cé Thoi gian: 1,5 gio
2.3.1. Khai niém su ¢
2.3.2. Quan ly phan cang
2.3.3. Tao ban sao dir liéu
2.3.4. Quan Iy phan mém
2.3.5. Bdi phé Virut — phan mém doc hai
2.3.6. Sir dung ché @6 oan toan(Safe mode)
2.3.7. Khai thac Window Help va Support
2.3.8. Str dung Task Manager
Chuong 2 : MICROSOFT WORD Thoi gian: 10 gio
1. Muc tiéu: Sau khi hoc xong nguoi hoc ¢6 kha nang:
- Hiéu khai niém, qui tac soan thao vin ban;

- Str dyng thanh thao céc chirc ning cua thanh cdng cu Word dé soan thao vin ban, tai
liéu;

- Soan thao, xur 1y, dinh dang vin ban, tai liéu dat tiéu chuan theo qui dinh 1C3.
2. Noi dung chwong:

2.1. Cac tinh ning pho bién Thoi gian: 1.5 gio
2.1.1. Khoi dong chuong trinh

2.1.2. Thoat khoi chuong trinh

2.1.3. Man hinh quan sat cac tng dung chu chét

2.3.4. Truy cap vao céc lénh va cac tinh ning cua tng dung chu chét

2.3.5. Thao tac véi tap tin caa tng dung cha chot

2.2. Tuy chinh hién thi tai liéu Thoi gian: 1.5 gio
2.2.1. Gii thiéu vé Microsoft Word

2.2.2. Giao dién lam viéc cua Microsoft Word

2.2.4. Di chuyén xung quanh tai liéu
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2.2.5. Céc qui tic soan thao vin ban

2.2.6. Nhap va chinh stra van ban

2.2.7. Cac cach luu tai liéu

2.3. Pinh dang van ban Thoi gian: 1.5 gio
2.3.1. binh dang van ban

2.3.1.1. Thay d6i phéng chit (c& chix, kiéu chir), cac kiéu hién thi khac nhau (dam,
nghiéng, gach dudi)

2.3.1.2. Thay d6i mau ky tuy va mau nén vin ban

2.3.1.3. Chuyén d6i chir hoa/chir thuong

2.3.1.4. Céch ngat tir (hypernation) khi xudng dong

2.3.2. binh dang doan van

2.3.2.1. Khéi niém doan van (paragraph).

2.3.2.2. Chon (danh dau) mot doan vin

2.3.2.3. Thém, bo cac dau doan (paragraph mark), diu ngat dong (line break)
2.3.2.4. Thut 18 (indent), can 18 (trai, gitra, phai, déu hai bién)

2.3.2.5. Tang giam khoang cach dong, doan

2.3.2.6. Tao duong vién, béng/nén cho mot doan vin

2.3.1.7. Str dung cong cu sao chép dinh dang

2.3.3. Thiét lap, g& bo va st dung nhay cach (tab)

2.3.4. Str dung chtrc nang leader tab

2.3.5. St dung danh du tu dong (bullet), danh s ty dong (numbering).
2.3.6. Thay doi cac kiéu dau ty dong, Kiéu danh sé ty dong khac nhau
2.3.7. Nhung (embed) cac d6i tugng khac nhau vao vin ban

2.3.7.1. Tranh, anh, biéu dd, hinh v& c6 sin tir bén ngoai

2.3.7.2. Str dung cong cu Shapes, Symbol, ClipArt, SmartArt

2.3.7.3. Sao chép, di chuyén, thay ddi kich thudc, x6a cac d6i tuong
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2.4. Str dung tap tin da phwong tién Thoi gian: 1.5 gio
2.4.1. Tao va dinh dang cét bao

2.4.2. Tao chir nghé thuat (WordArt)

2.4.3. Tao chix céi 16n dau mdi doan (DropCap)

2.4.4. Chén hinh anh/ d6i twong da phuong tién

2.4.5. Hiéu chinh hinh anh

2.4.6. Str dung cong cu Equation

2.4.7 St dung biéu do

2.5. Sir dung bang Thoi gian: 1.5 gio
2.5.1. Chén bang biéu vao vian ban

2.5.2. C4c thao tac trén bang biéu

2.5.3. Thay doi cau tric bang biéu

2.5.4. Trinh bay trang

2.5.4.1. Thém, stra, x0a chu thich tai chan trang (footnote)

2.5.4.2. Ch thich tai cudi bai (endnote)

2.5.4.3. Thém, sira, x0a viéc danh s trang

2.5.5. Lam viéc vai cac binh luan.

2.5.5. Ap dung Template vao vin ban

2.5.7. Su dung chuc nang Mail Merge

2.6. In 4n va cac chirc ning khac Thoi gian: 1.5 gio
2.6.1. In van ban

2.6.1.1. Thiét lap, hiéu chinh cac tham sé cho trang in

2.6.1.2. Theo ddi trang thai in, x6a, khéi phuc tac vu in

2.6.1.3. C4c ché d¢ in vin ban

2.6.2. C&c chtrc nang khac

2.6.2.1. Auto Correct
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2.6.2.2. Macro
2.6.2.3. So sanh van ban
2.6.2.4. Luu van ban dudi cac kiéu tép khac nhau
2.6.2.5. Bat mat khau dé kiém soét truy nhap tép van ban
2.6.2.6. Binh kém van ban theo thu dién t
2.6.2.7. Luu vin ban trén mang (ghi vao cac 6 mang, cac thu muc truc tuyén)
2.6.2.8. Soan mot thong di¢p binh thudong nhu thong béo, thu
2.6.2.9. Cach soan va dinh dang mat vin ban hanh chinh (tly chon) theo miu quy dinh
2.6.2.10. St dung cong cu tim kiém va thay thé trong van ban
Chwong 3 : MICROSOFT EXCEL Thoi gian: 13 gio
1. Muc tiéu: Sau khi hoc xong nguoi hoc ¢6 kha nang:
- Hiéu duoc khai niém, thanh phan va cong dung cua bang tinh;

- Str dyng thanh thao hé théng thanh cdng cu, cac ham trong excel dé xur ly, giai quyét
cac bai toan.

- Hoan thanh céc bai tap excel trong sach giao trinh, thuc hanh cac bai thi Excel 1C3.
2. Noi dung chwong:

2.1. Tong quan vé phan mém Microsoft Excel Thoi gian: 0.5 gio

2.1.1. Gisi thiéu vé Microsoft Excel

2.1.1.1. Khéi niém va cong dung cta bang tinh

2.1.1.2. Céc thanh phan chinh tao nén bang tinh: 6 (cell), dong (row), cot (column),
vung (range), trang tinh (worksheet), bang tinh (spreadsheet)

2.1.1.3. Khai niém dia chi tuyét déi, dia chi twong di cua 6

2.1.2. C4c thanh phan trong giao dién Excel

2.1.3. Chinh stra cac thiét dit dé mé va luu bang tinh

2.2. Cac thao tac co ban Thoi gian: 2,5 gio

2.2.1. Xu ly trén khéi dit liéu
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2.2.1.1. Cach chon (danh diu) mét 6, nhiéu 6 lién ké, nhiéu 6 khdng lién ké, toan bo
trang tinh

2.2.1.2. Sao chép, cit, dan noi dung ciia mot 6, nhiéu d; tir trang tinh nay sang trang tinh
khac; tir bang tinh nay sang bang tinh khac

2.2.1.3. Nhap noi dung (sb, ngay thang, vin ban) vao mot 6

2.2.1.4. Str dung cdng cu ty dong dién noi dung (autofill)

2.2.2. Thao tac trén hang va cot

2.2.2.1. Thay dbi chiéu rong cot, chiéu cao dong

2.2.2.2. Thém, x0a dong, cot

2.2.2.3. Cach an/hién, c6 dinh (freeze)/thdi ¢ dinh (unfreeze) tidu dé dong, cot
2.2.3. binh dang céch hién thi dit liéu

2.2.3.1. Binh dang phong chix (c& chit, kiéu chi), kiéu hién thi (dam, nghiéng, gach
dudi, gach dudi hai lan)

2.2.3.2. Bao khung, mau khac nhau ddi véi noi dung 8, nén cua 6

2.2.3.3. Pinh dang hién thi sb thap phan, ty ¢ phan tram, don vi s6, kiéu ngay thang, ky
hiéu tién té.

2.2.3.4. Sao chép dinh dang tir mot 6, mot day 6 tai 6 khac, ddy 6 khac
2.2.3.5. Thém, sira, x06a noi dung cia phan dau (header), phan chan (footer).
2.3. Mgt s6 ham trong Excel Thoi gian: 6 gio
2.3.1. Khai niém biéu thirc (expression) va tng dung cua biéu thirc

2.3.2. Céc ham toan hoc, logic, diéu kién

2.3.3. Cac ham xir ly chudi

2.3.4. Cac ham ngay va gio

2.3.5. Céc ham thdng ké va thong ké co diéu kién

2.3.6. Cac ham tim kiém
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2.4. Thao tac trén co so dir liéu Thoi gian: 2,5 gio
2.4.1. Khai ni¢m vé co s¢ dit liéu
2.4.2. Cac ham co so dix liéu
2.4.3. Sap xép dir liéu
2.4.4. Trich loc dix liéu
2.5. Biéu dd va in 4n Thoi gian: 1.5 gio
2.5.1. Biéu d6 trong Excel
2.5.1.1. Céc loai biéu @6 khac nhau
2.5.1.2. Chon, thay d6i loai biéu db
2.5.1.2. Chinh stra, cat, dan, di chuyén, x6a biéu db
2.5.1.2. Thay dbi kich thudc, font chir, mau nén, mau sac cho biéu db
3.5.2. In 4n
3.5.2.1. binh dang trang in
3.5.2.2. Céch hién/an duong ké 6 luédi, ¢& muc dong, cot khi in
3.5.2.3. Xem trudc trang bang tinh
3.5.2.4. Chon cac ché do in
Chwong 4 : POWERPOINT Thai gian: 6 gio
1. Muc tiéu: Sau khi hoc xong nguoi hoc ¢6 kha nang:
- Hiéu duoc khai niém, ciu tric, bb cuc chuan dbi voi trang thuyét trinh.

- Str dung thanh thao céc chic nang cta thanh céng cu PowerPoint dé xay dung cac bai
thuyét trinh.

- Hoan thanh cac bai tap PowerPoint trong sach giéo trinh..
2. N¢i dung chwong:
2.1. Lam viéc véi ban trinh chiéu Thoi gian: 1.5 gio

2.1.1. Gidi thiéu PowerPoint

16



2.1.1.1. Khoi dong PowerPoint

2.1.1.2. Thoat khoi PowerPoint

2.1.2. Man hinh cua PowerPoint

2.1.2.1. Cac thanh cbng cu

2.1.2.2. Thanh tac vu Task Pane

2.1.2.3. Cac ché do hién thi caa PowerPoint
2.1.2.4. Cac thao tac trén tap tin

2.1.3. Tao mot trinh dién

2.1.3.1. Tao trinh dién sir dung AutoContent Wizard
2.1.3.2. Tao trinh dién sir dung Design Template
2.1.3.3. Tao trinh dién tréng Blank Presentation
2.2. Quan Iy cac doi twong

2.2.1. Chinh sura trong slide

2.2.1.1. Lam viéc véi van ban

2.2.1.2. Thém cac d6i tuong khéc vao Slide
2.2.1.3. binh dang céch trinh bay noi dung Slide
2.2.1.4. Binh dang Slide theo mau thiét ké sin
2.2.2. Thao tac trén céc Slide

2.2.2.1. Thém slide mai

2.2.2.2. Xba slide

2.2.2.3. Sao chép slide

2.2.2.4. Sap xép lai céc slide

2.2.2.5. An céc slide

2.3. Tao cac Slide master

2.3.1. Khai niém slide master

2.3.2. binh dang slide master

Thoi gian: 1.5 gio

Thoi gian: 1.5 gio
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2.3.2.1. Tao tiéu dé dau trang va cubi trang
2.3.2.2. Panh sb trang
2.3.3. Tao hiéu wng chuyén tiép gitra cac Slide
2.2.4. Thiét lap hanh dong cho mot dbi twong
2.4. Thuyét trinh va in 4n Thoi gian: 1.5 gio
2.4.1. Xem trudc ban thuyét trinh
2.4.2. Tao cac ghi chu
2.4.3. Lua chon cac cach in an tai liéu
Chuong 5 : CUQC SONG TRUC TUYEN Thoi gian: 7 gio
1. Muc tiéu: Sau khi hoc xong ngudi hoc ¢6 kha nang:
- Hiéu duoc khai niém, thuat ngix, kién thie co ban vé Internet;

- Str dung thanh thao trinh duyét web, thu dién thir, mot s6 dang truyén thdng so6 théng
dung.

2. Noi dung chwong:

2.1. Tong quan vé Internet Thoi gian: 2.0 gio
2.1.1. Khai niém vé Internet

2.1.2. Thuat ngtr Word Wide Web (www)

2.1.2.1. Ngudn gbc Word Wide Web

2.1.2.2. Khai niém Word Wide Web

2.1.3. Trinh duyét Web

2.1.3.1. Gidi thiéu mot sb trinh duyét web

2.1.3.1.1. Trinh duyét web Internet Explorer

2.1.3.1.2. Trinh duyét web Mozillar FireFox

2.1.3.2. C4u hinh trén trinh duyét web

2.1.3.2.1. CAu hinh trén trinh duyét web Internet Explorer

2.1.3.2.2. CAu hinh trén trinh duyét web Mozillar FireFox
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2.1.4. Khai thac thong tin

2.1.4.1. Ich lgi cua viéc tim kiém thong tin
2.1.4.2. Céc trang web tim kiém thong tin
2.1.4.3. Ky niang tim kiém théng tin
2.1.4.4. Download/Upload thong tin

2.2. Két ndi mang

2.2.1. Binh nghia vé mang

2.2.2. Toc @6 mang

2.2.3. Cac mé hinh mang

2.2.3.1. M6 hinh khach chu

2.2.3.2. M6 hinh mang ngang hang
2.2.3.3. Md hinh duya trén nén Web

2.2.4. TCP/IP va mang

2.2.5. Mang cuc bo(LAN)

2.2.6. C&c mang dién rong (WAN)

2.2.7. Cac mang chuyén mach cong cong
2.2.8. Két ndi voi Internet

2.2.9. Banh dia chi trén Internet

2.2.10. Su can thiét cua bio mat.

2.2.11. Khic phuc su ¢b mang

2.3. Tim kiém thong tin

2.3.1. Khai niém vé tim kiém thong tin
2.3.2. Cach thuc thuc hién caa cong cu tim kiém
2.3.3. Thu hep pham vi tim kiém

2.3.4. St dyng tim kiém nang cao

2.3.5. bBanh gia thong tin

Thoi gian: 2 gio

Thoi gian: 1.0 gio
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2.3.6. Do chinh x&c va tinh xac thuc
2.4 On tap va kiém tra Thoi gian: 2.0 gio
IV. Piéu kién thuc hién mén hoc:

1. Phong hoc chuyén mén héa/mha xuéng: Phong thuc hanh may tinh c6 két néi
Internet.

2. Trang thiét bi may mdc: May tinh, may chiéu, modem ADSL va mang LAN dé két
ndi Internet va chia sé di liéu.

3. Hoc liéu, dung cu, nguyén vat liéu: Bang, viét 16ng, USB
4. Cac diéu kién khac: Micro, loa, quat.

V. Noi dung va phuong phap danh gia:
1. Noi dung:

— Kién thuec:

+ Céc khai niém co ban vé tin hoc, may tinh, mang may tinh, hé dém, thuat
toan.

+ Céch thyc hién mot sd thao tic trén tap tin, chinh stra cdu hinh cta
Windows, cai dat cac phan mém, phong chong virus cho may tinh.

+ Cach st dung duoc cac dich vu trén Internet nhu Web, Mail, ...

+ Nam rd cac thanh phan, chiic ning ciia hé thong menu trong phin mém
Word, Excel, PowerPoint, cac ham co ban trong Excel va sir dung duoc cac
hiéu ing hoat hinh d&€ minh hoa cho cac bai bao céo, thuyét trinh.

+ Nam 13 cac sy ¢b may tinh, xtr 1y cac sy ¢b co ban.

— Kj¥ nang va k¥ nang can thiét khac:
+ St dung thanh thao cac thao tdc co ban trén may tinh may tinh.
+ Soan thdo, trinh bay, dinh dang van ban theo dung ti€u chuan.
+ Thiét ké bang biéu, sép xép, tinh toan s liéu, tao biéu do.

+ Tao cac ban trinh dién chuyén nghiép két hop cac thudc tinh: vin ban, 4m
thanh, hoat hinh va dinh tho1 gian trinh dién tu dong.

+ Su dgng thanh thao trinh duyét web, thu dién thi, mot $6 dang truyén
thong so6 thong dung.

+ St dung thanh thao hé diéu hanh cling cac ung dung chu chdt va dat duoc
chung chi 1C3.

— Nang lyc tu chu va trach nhi¢m:
+ Cac bai tap mo rong va nang cao.
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2. Phuong phap: Thuc hién cac bai kiém tra/bai tap 16n trén I6p, kiém tra cudi ky.
VI. Huéng dan thwc hién mon hoc:
1. Pham vi 4p dung mdn hoc: Ap dung cho trinh do so cap.
2. Huéng dan vé phuong phap giang day, hoc tip mén hoc:
— Péi véi gido vién, giang vién:
+ Két hop dién giang, van dép, thao tac mau mo phong trén may tinh va yéu
cau ngudi hoc thyc hién lai dang céc yéu cau cta bai tap trén may tinh. Cho

nhiéu vi du dé nguoi hoc nim viing kién thuc va rén luyén ky ning thuc
hanh.

+ Trong phén 14p trinh can dan dat nguoi hoc tim ra y tweng thuat toan truéc
khi bat tay vao cai dat ,hém, hudng dan nguoi hog Iap trinh theo chuan, dac
biét la cach trinh bay cau trac cau 1énh, cach stra 101 va chay debug.

— Péi voi nguoi hoc:
+ Can cha y nam viing cac chirc nang ciia hé théng menu, cac quy trinh dinh
dang, soan thao trudc khi bat tay vao thuc hién bai tap trén may tinh.
+ Can cha y nam viing y tuéng thuat toan trude khi bat tay vao thyc hién bai
tap ve lap trinh, doc hiéu cac cau thong bao 16i d¢ rat ngan thoi gian sua loi.
3. Nhitng trong tdm can chd y:

— Chirc ning cac cong cu trén hé théng menu windows, word, excel va
Powerpoint.

— Céch thirc dinh dang va cac quy tic khi soan thao vin ban.

— Cach thue str dung cac ham trong Excel.

— Xay dung b cuc cho bai thuyét trinh.

— Hiéu biét co ban vé Internet va cac tmg dung.

— Pat dugc ndi dung co ban vé IC3

4. Tai liéu tham khao:

[1] Gido trinh Tin hoc IC3, theo IIG Viét Nam.
[2] Hé théng thuc hanh tin hoc, Khoa CNTT, Truong CP Ly Tu Trong
TP.HCM
[3] Gido trinh huéng dan siu dung Office 2010 (Word, Excel, PowerPoint,
Outlook ...) ctia Microsoft bang Tiéng Viét.
[4] Cac lién két dén cac bai thi thir chimg chi IC3.
5. Ghi chu va giai thich (néu co):
Thanh phé Hé Chi Minh, ngay — thdng  ndm 2020
TRUONG KHOA

Nguyén Khoa
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CHUONG TRINH MON HOQC

Tén moén hec: PHAN CUNG VA MANG MAY TiNH

Ma& mon hoc: TTS102

Thoi gian thuc hién mén hec: 75 gio; (Ly thuyét: 15 gio; Thuc hanh, thi nghiém, thao
luan, bai tap: 58 gio; Kiém tra: 2 gio)

I. Vi tri, tinh chit cia mén hec:

— Vi tri: La mon hoc dugce hoc trude cac mon hoc chuyén nghé.

— Tinh chat: La mon hoc bat budc nam trong cac mon hoc chuyén mén nghé.

Il. Muc tiéu mén hoc:

— Kién thuc:

+

+

Trinh bay duoc ciu triic may tinh va chiic ning ciia cic thanh phan trong may
tinh.

Giai thich duoc céc thong sd ciia cac thanh phan chinh trong may tinh.

Trinh bay dugc cach cai dat va cdu hinh hé diéu hanh Windows va céc phén
mém thong dung.

Trinh bay dugc kién thirc vé dia chi IPv4 va Ipve.

Mo ta duoc cac thanh phan hinh thanh nén mang may tinh, cach thirc truyén va
nhan gobi tin trong mang.

Trinh bay dugc cac kién tric, chuan mang

— K§ nang nghé va k¥ ning can thiét khac:

+

+

+

Lua chon dugc cdu hinh twong thich va ldp rap hoan chinh 1 hé thong mdy vi
tinh.

Cai dat va cdu hinh dugc cic hé diéu hanh phd bién nhu hé diéu hanh
Windows... va cac phan mém thong dung.

Chan doan, khic phuc va giai quyét dugec mot sb su cd thuc té thuong gip vé
phan cung.

Giai dugc céc bai toan vé chia mang con.

Céu hinh duoc cac thong s co ban trong mang may tinh.

— Nang lyc ty chu va trach nhi¢m:

+ C6 ¥ thic tuan thi quy trinh, quy chuan va an toan mang mdy tinh.

+ C6 kha nang tu tim toi, hoc héi trén cac thiét bi méi.
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Noi dung mon hec:

1. Noi dung tong quat va phin bo thoi gian:

Thai gian (giv)

Sb ) 2 .
Tén cac bai trong mdn hec Téng | Ly Thyc hanh/thuc | e,
TT ] thuvét tap/ thi nghiém/
0 (Y
50 Ye | bai tap/ thao lugn | @
Phén 1: Phan citng may tinh 35 75 26.5 1
Chuwong 1: Tong quan to chirc
méy tinh 8 35 4.5
Bai 1: Cac thanh phan phan ctng L 05 0.5
may tinh ' '
1 IBai2: case va bo nguon 1 0.5 0.5
Bai 3: Bo mach chu (Mainboard) 3 1 2
Bai 4: Vi xtr Iy (Pon vi xtt ly 1 05 05
trung tam) ' '
Bai 5: B nh¢ trong 1 0.5 0.5
Bai 6: Bo nhd ngoai 1 0.5 0.5
Chuwong 2: Phan hoach, ciu
hinh hé théng 02 8
2 ['Bai 7: Lua chon cau hinh va lip
, L 4 1 3
rap may tinh
Bai 8: Phan vung (partition) va 5 1 5
dinh dang 6 cing
C\hu’O’ng 3 Cai flat hf-’ dieu 17 9 14 1
hanh va cac phan mem
Bai 9: Cai dit h¢ diéu hanh 6 1 5
3 | Bai 10: Cai dat driver 4 | o5 35
Bai 11: Cai dat phan mém tng 5 0.5 -
dung ' '
Kiém tra 45’ 1 1
Egsn 2: Mang may tinh can 40 75 315 1
4 | Chwong 4: Tong quan vé mang L 0.5 0.5
may tinh ' '
Chwong 5: M6 hinh OSI va
> TCP/IP 6 2 4
Chwong 6: Phuong tién truyen
6 Xy A 6 1 5
dan va thiét bi mang

23




Thoi gian (gio)

Sb ) : .
Tén cac bai trong mdn hec Téng | Ly Thyc hanh/thuc | e,
TT ] huvét tap/ thi nghiém/
0 (Y
50 Ye | bai tap/ thao lugn | @
Chuwong 7: Cac kién tric va
2 3 1 2
7 | chuan mang
Kiém tra 45° 1 1
8 | Chwong 8: bia chi IP 23 3 20
Téng cong 75 15 58 2

2. Néi dung chi tiét:

Phin 1: Phin ctrng may tinh

Chuwong 1: Tong quan té chirc may tinh

Thoi gian: 8 gio (LT: 3.5 gio; TH: 4.5 gio)
1. Muc tiéu: Sau khi hoc xong ngudi hoc hiéu duoc:

- Giai thich dwogc céc thdng sd trén cac thanh phan chinh trong may tinh.

- Nhan dién dugc cac chuan giao tiép két ndi gitta cac thanh phan chinh véi
mainboard, cac kénh truyén di liéu trén mainboard.

- C6 y thic ty gic, tinh Ky luat va trach nhiém cao di vai cong viéc.

2. Noi dung chwong:

2.1. Céc thanh phan phan cing may tinh
2.1.1. So d6 khdi may tinh

2.1.2. Céc thanh phan caa may tinh

2.2. Case - bo nguon

2.2.1. Case (thung may)

2.2.1.1. Phan loai, cu tric thing may
2.2.1.2. Chan doan va xt Iy su ¢d

2.2.2. B nguon (Power Supply Unit)

2.2.2.1. Phan loai b nguén, cau trdc bo nguon

Thaoi gian: 1 gio

Thoi gian: 1 gio
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2.2.2.2. Céac thdng sb nguon.

2.2.2.3. Chan doan va xu Iy sy ¢6 ngudn

2.3. Bo mach cha (Mainboard)

2.3.1. Tong quan vé mainboard

2.3.2. Céc thanh phan trén mainboard
2.3.3. Hé théng Bus

2.3.4. C4c thong sé chinh trén main
2.3.5. Mot s6 hu hong thuong gap
2.3.6. Bai tap tinh hudng

2.4. Vi xt ly (Pon vi xur ly trung tam)
2.4.1. Tong quan vé vi xir ly

2.4.2. Cau tao va nguyén ly hoat dong
2.4.3. C4c thong sé cua bo vi xu ly
2.4.4. Chan doan va xir ly su ¢ CPU
2.5. Bo nh¢ trong

2.5.1. Phan loai b nhd trong

2.5.1.1. ROM

2.5.1.2. RAM

2.5.2. B6 nhd Rom

2.5.3. B nhé Ram

2.5.3.1. RAM tinh

2.5.3.2. RAM dong

2.5.4. C4c loai khe cam bo nh¢ trong ciia Ram

2.5.5. Nhitng su ¢b thuong gap va cach khic phuc

2.6. Bo nhé ngoai

2.6.1. Tong quan vé bo nhé ngoai

Thoi gian: 2 gio

Thoi gian: 1 gio

Thoi gian: 3 gio

Thaoi gian: 1 gio

25



2.6.2. O dia ciing

2.6.2.1. Cau tao

2.6.2.2. Thong s6 ky thuat

2.6.2.3. Céch lap dat 6 dia ciing

2.6.3. O dia quang

2.6.3.1. Céu tao dia quang

2.6.3.2. Phan loai dia quang

2.6.3.3. Thong sé ky thuat

2.6.3.4. Céach lap dit 6 dia quang

2.6.4. Nhitng hu hong thuong gap va cach khac phuc

Chuwong 2: Phan hoach, cau hinh hé thong
Thoi gian: 10 gio (LT: 2 gid; TH: 8 gio)
1. Muc tiéu:

- Panh gia duoc sy twong thich cling nhu kha ning nang cap khi lya chon cau hinh
cho cac linh kién gén trén cac dong Mainboard.

- Lap réap hoan chinh mot hé théng may vi tinh
- Phan hoach duoc 6 ciing ding yéu cau.
2. No1 dung chuong:
2.1. Lya chon cau hinh — Iap rap hoan chinh may tinh Thoi gian: 4 gio
2.1.1. Lya chon cau hinh phan ciing
2.1.2. Lap rap hoan chinh mot may tinh
2.2. Phan viing (partition) va dinh dang 6 cting Thoi gian: 6 gio

Chuwong 3: Cai dit hé diéu hanh va ciac phan mém
Thot gian: 17 gio (LT: 2 gio; TH: 14 gio; KT: 1 gio)
1. Muc tiéu:

- Cai dat dwoc hé diéu hanh (OS) va cac phan mém ng dung.

- Cai dat duoc trinh diéu khién thiét bi
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- Sao luu va phuc hdi duoc OS

- Nhan dién va xir ly 16i dugc trong qua trinh cai dit

2. Noi dung chuong:

2.1. Cai dat hé diéu hanh

2.1.1. Y&u cau k¥ thuat trude khi cai.

2.1.2. Cai dat céc loai hé diéu hanh Windows
2.1.2.1. Cach vao Setup

2.1.2.2. Qua trinh cai dat

2.1.3. Phuong thirc cai da hé diéu hanh

2.1.4. Phuong thirc cai cac phan mém gia lap
2.1.4.1. Dung chuong trinh Virtual PC
2.1.4.2. Dung chuong trinh VM Ware

2.2. Cai dat driver

2.2.1. Cai dat Driver mainboard, Sound, VGA, LAN
2.2.1.1. Cai dat bang chuong trinh Autorun
2.2.1.2. Cai dat manual

2.2.2. Cai dat Printer

2.2.2.1. Autorun

2.2.2.2. Manual

2.2.2.3. Cai may in ao

2.2.2.4. Str dung may in

2.2.3. Cai dat céc loai Driver cua céc thiét bi khac
2.2.4. Mot sb luu y khi cai dat Driver

2.3. Cai dat phan mém ung dung

2.3.1. Cai dat Office

2.3.2. Cai dat Font tiéng viét

Thoi gian: 6 gio

Thoi gian: 4 gio

Thoi gian: 6 gio



2.3.3. Cai dat Unikey (Vietkey)

2.3.4. Cai dat cac chuong trinh (tng dung

2.3.4.1. Phuong thuc cai dat

2.3.4.2. Céc chuong trinh chdng virus théng dung
2.4. Kiém tra 45°

Phan 2: Mang may tinh ciin ban

Thoi gian: 40 gio (LT: 7.5 gio; TH: 31.5 gio; KT: 1 gio)

Chuwong 4: Tong quan vé mang may tinh

Thoi gian: 1 gio (LT: 0.5 gio; TH: 0.5 gio)

1. Muc tiéu:
- Trinh bay duoc cac khai niém va cac thanh phan co ban trong mang may tinh
- Trinh bay dugc cac loai, md hinh va dich vu may tinh.
- Két ndi dugc 2 may tinh véi nhau.
- CO y thuc ty giéc, tinh Ky luat cao, tinh than trach nhiém trong cong viéc
2. No1 dung chuong:
2.1. Cac khai niém co ban
2.1.1. Mang may tinh
2.1.2. Céc thanh phan co ban trong mang may tinh
2.1.3. Mot s thuat ngit co ban
2.2. C&c loai mang may tinh
2.2.1. LAN (mang cuc bo)
2.2.2. MAN (mang d6 thi)
2.2.3. WAN (mang dién rong)
2.2.4. Mang Internet
2.3. Cac mé hinh xur ly mang

2.3.1. M0 hinh xtr ly mang tap trung
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2.3.2. M6 hinh xir Iy mang phan phéi

2.3.3. M0 hinh xir ly mang cong tac

2.4. Cac mé hinh quan ly mang

2.4.1. Workgroup

2.4.2. Domain

2.5. Cac mo6 hinh trng dung mang

2.5.1. Peer to Peer (mang ngang hang)

2.5.2. Client/Server (mang khach chu)

2.6. Céc dich vu mang

2.6.1. File services (dich vu tap tin)

2.6.2. Directory services (dich vu thu muc)

2.6.3. Web services (dich vu truyén siéu van ban)
2.6.4. Message services (dich vu thong diép)
2.6.5. Database services (dich vu co sé dir ligu)
2.6.6. Print services (dich vu in an)

2.6.7. Application services (dich vu ttng dung)
2.7. Loi ich cua mang may tinh

2.8. Két ndi tryc tiép hai may tinh bang cép xoan doi

2.9. Gigi thiéu cac hé diéu hanh va phan mém ho trg mang

Chuwong 5: M6 hinh OSI va TCP/IP Thoi gian: 6 gio (LT: 2 gio; TH: 4 gio)

1. Muc tiéu:
- Trinh bay dugc mé hinh OSI va TCP/IP
- Trinh bay duogc cach lam viéc cua l6p 2 (Data Link)
- Trinh bay dugc cach lam viéc cua 16p 3 (Network).
- Trinh bay duogc cach lam viéc cua 16p 4 (Transport).

- Trinh bay duoc cach thirc goi tin di tir noi giri dén noi nhan.
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- C6 y thure ty giac, tinh ky luat cao, tinh than trach nhiém trong cong viéc.
2. Noi dung chuong:
2.1. M@ hinh tham chiéu OSI (Open System Interconnection)
2.1.1. Khai niém giao thirc mang
2.1.2. C4c t6 chire dinh chuan
2.1.3. Bay 16p trong mé hinh OSI
2.1.4. Chuc nang cua céc l6p trong md hinh OSI
2.2. Khao sét chi tiét 16p 2 (Data Link)
2.2.1. Lop con LLC va MAC
2.2.2. Cac phuong phap truy cap duong truyen
2.3. Khao sét chi tiét 16p 3 (Network)
2.4. Khao sét chi tiét 16p 4 (Transport)
24.1. TCP
2.4.2. UDP
2.4.3. Khai niém Port
2.5. M0 hinh tham chiéu TCP/IP
2.5.1. Bon 16p cia mo hinh TCP/IP
2.5.2. Cac budc dong gobi dix licu
2.5.3. So sanh md hinh OSI va TCP/IP
Chuwong 6: Phwong tién truyén dan va thiét bj mang
Thoi gian: 6 gio (LT: 1 gio; TH: 5 gio)
1. Muc tiéu:
- Trinh bay duoc cac phwong tién trong truyén dan mang.
- Trinh bay duoc cac thiét bi co ban trong mang may tinh.
- Bam duogc cap mang RJ45, cap quang SC.
- C6 y thire ty giéc, tinh ky luat cao, tinh than trach nhiém trong cong viéc
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2. No1 dung chuong:
2.1. Gigi thiéu vé phuong tién truyén dan
2.1.1. Khai niém
2.1.2. Tan s6 truyén thong
2.1.3. Céc dic tinh cia phwong tién truyén dan
2.1.4. Céc loai truyén dan
2.2. Céc loai cap
2.2.1. Cap dong truc
2.2.2. Cép xoén doi
2.2.3. Cap quang (fiber-optic cable)
2.3. Buong truyén vo tuyén
2.3.1. Gidi thiéu
2.3.2. Song vo tuyén (Radio)
2.3.3. S0ng Vi ba
2.3.4. S6ng hong ngoai
2.4. Thiét bi mang
2.4.1. Card mang (NIC)
2.4.2. Modem (Modulation and Demodulation)
2.4.3. Repeater
2.4.4. Hub
2.4.5. Bridge
2.4.6. Switch
2.4.7. Access point
2.4.8. Router
Chuwong 7: Cac kién tric va chuan mang
Thoi gian: 4 gio (LT: 1 gio; TH: 2 gio; KT: 1 gio)
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1. Muc tiéu:
- Trinh bay duoc cac kién tric mang may tinh.
- Trinh bay duoc cac chuan mang théng dung.
- C6 y thure ty gic, tinh ky luat cao, tinh than trach nhiém trong cong viéc
2. Noi dung chuong:
2.1. Khai niém
2.2. Céc kién triic mang chinh
2.2.1. Mang Bus (tuyén)
2.2.2. Mang Star (sao0)
2.2.3. Mang Ring (vong)
2.2.4. Mang Mesh (luéi)
2.2.5. Mang Cellular (té bao)
2.3. Cac kién triic mang két hop
2.3.1. Mang Star bus
2.3.2. Mang Star ring
2.4. Cac chuan mang Ethernet
2.4.1. Ethernet
2.4.2. Céc chuan Ethernet toc 6 10 Mbps
2.4.3. Céc chuan Ethernet téc d6 100 Mbps
2.4.4. Céc chuan Ethernet téc ¢6 1000 Mbps
Chuwong 8: Dia chi IP Thoi gian: 23 gio (LT: 3 gio; TH: 20 gio)
1. Muc tiéu:
- Trinh bay duoc ciu tric IPv4 va IPv6.
- Thuc hién dugc viéc chia mang con.
- C6 y thic ty giéc, tinh Ky luat cao, tinh than trach nhiém trong cong viéc

2. No1 dung chuong:



2.1. S6 nhi phan 8 bit

2.1.1. Phép toan trén sb nhi phan

2.1.2. B6i s6 nhi phan sang sé thap phan
2.1.3. D6i sb thap phan sang sb nhi phan.
2.1.4. D3y s6 8 bit can nhg

2.2. bia chi IPv4 (Internet Protocol Version 4)
2.2.1. Cu trac dia chi IP

2.2.2. Mot s6 khai niém lién quan dén IP
2.2.3. Cac lop cia dia chi IP

2.2.4. bia chi private va dia chi public

2.2.5. K¥ thuat chia mang con (subneting)
2.2.6. Mot s bai giai mau vé chia mang con

2.2.6. Mot s bai giai mau vé chia mang con

IV. Piéu kién thuc hién mén hec:
1. Phong hoc chuyén mon hoéa/nha xudong: Phong vi tinh.
2. Trang thiét bi may mac: May tinh, Internet, cac phan mém hd tro.
3. Hoc liéu, dung cu, nguyén vat liéu: Theo y&u cau gido vién
4. Céc diéu kién khac: Theo yéu cau gido vién
V. N¢i dung va phwong phap, danh gia:
1. N¢i dung:

- Kién thirc: Pugc danh gia qua bai kiém tra viét, tric nghiém dat dwoc cac yéu cau
sau:

+ Doc va giai thich duoc ¥ nghia cac thong sb trén cac thiét bi phan cimg va mang
may tinh.

+ Chan doan dang nhirng hong hoc va nam rd cach khac phuc nhimg hu hong co
ban trong h¢ thong may tinh.

+ Nam bat dugc cac khai niém va nguyén tac hoat dong cua mang may tinh.

+ €6 kha ning phan tich cach thirc ma goi tin di chuyén trong mang..
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- K¥ ning va k¥ ning can thi‘ét khac: Banh gia k¥ nang thuc hanh cua sinh vién trong
bai thuc hanh dat duoc cac yéu cau sau:

+ Thay thé va nang cap duoc hé théng may tinh theo yéu cau.
+ Lép rap va cai dit hoan chinh mot bd may cho khach hang.

+ Stra chita va khic phuc tot mot sé hong hoc thong thuong ddi voi hé thdng may
tinh va mang may tinh.

+ Giai dugce cac dang bai toan vé dia chi IP.
- Nang luc tu cha va trach nhiém.
+ C6 kha nang tu duy doc lap.
+ C6 kha nang tu tim toi, hoc hoi, tich iy kinh nghiém.

2. Phuong phap: thuc hién céac bai kiém tra/bai tap 16n trén 16p, kiém tra cudi ky.
VI. Huéng din thuc hign moén hoc:

1. Pham vi ap dung mén hoc: Ap dung cho trinh do so cap nghé.

2. Hwéng din vé phwong phap giang day, hec tap mén hoc:

- B4i véi gido vién, giang vién:
+ Trinh bay day du kién thirc trong nodi dung bai hoc.
+ St dung phuong phéap phat van.
+ Phan nhém cho cac sinh vién thuc hién céc bai thyc hanh trén may tinh.
- Bdi véi ngudi hoc:
+ Sinh vién trao d6i v6i nhau, thuc hién cac bai thuc hanh va trinh bay theo nhom.
+ Thuc hi¢n céc bai tap thuc hanh dugc giao.

3. Nhiing trong tdm can chii y: Gido vién trudc khi giang day can phai can cir vao ndi
dung cua tirng bai hoc chuan bi day du cac diéu kién thuc hién bai hoc dé dam bao chat
luong giang day.

4. Tai ligu tham khao:

[1] Nguyén Hoang Thanh, Béach khoa Phan cirng may tinh, NXB Thdng K.

[2] Nguyén Vin Khoa, Cam nang stra chita va nang cap may tinh ca nhan, NXB
Théng ké.

[3] Giéo trinh phan cimg may tinh Truong CD nghé ICARE
[4] Gi4o trinh phan cing may tinh Truong DH khoa hoc tu nhién.

[5] Gido trinh Mang may tinh va quan tri mang, Khoa CNTT truong CDKT Ly Tu
Trong.
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[6] Bai tap mang may tinh va quan tri mang, Khoa CNTT truong CBKT Ly Tu
Trong.

[7] Behrouz A.Forouzan, Data Communications and Networking, Fourth Edition, Tata
McGraw-Hill Publishing Company Limited
5. Ghi chu va giai thich (néu co):
Thanh phé Hé Chi Minh, ngay — thing  ndm 2020
TRUONG KHOA

Nguyén Khoa
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CHUONG TRINH MON HQC

Tén mén hoc: PHOTOSHOP CAN BAN

Ma& mon hoc: TTS103

Thoi gian thuc hién mdn hec: 45 gio; (Ly thuyét: 13 gio; Thuc hanh, thi nghiém, thao
luan, bai tap: 30 gio; Kiém tra: 2 gio)

I. Vi tri, tinh chat ciia mén hoc:

— Vi tri: Sau mon tin hoc can ban.
— Tinh chat: M6 dun Photoshop 1 mén hoc bat budc thudc nhém cac méd dun chuyén
mon nghé.
I1. Muc tiéu mon hoc:
- Kién thie: Sau khi hoc xong sinh vién co cac kién thirc co ban vé :
+ CAc khai niém vé anh Bitmap
+ Céc thao téc trén vung chon
+ Cach sir dung cac cong cu t6 mau
+ Cach chinh stra hinh anh, sir dung céc bo loc
- K¥ ning nghé va k¥ ning can thiét khac: Sau khi hoc hoc vién cé kha nang:
+ St dung céc Iénh td mau, cac ché do hoa tron mau
+ Chinh stra va hiéu chinh anh den trang, hiéu chinh anh mau.
+ Tao nhiéu hiéu ang trén hinh anh nham md phong cac két cau hay bién héa hinh
anh phong pht hon, sinh dong hon.
- Nang luc tu chu va trdch nhiém:
+ Co kha nang ty tim toi, hoc hoi, tich liy kinh nghiém lién quan dén mén hoc.
III. Noi dung mon hoc:
1. N§i dung tong quat va phéan bo thoi gian:

Thai gian (gio)
Sé : A :
® | Tén cac bai trong mon hec Téng | Ly Thyc hz,;mh /_th‘-rc Kiém
TT < . | tap/ thi nghiém/
so | thuyet N A tra
bai tap/ thao luan
Chuong 1: Gidi thi¢u
! Photoshop 2 1 1 0
5 Chuong 2: Thao tac trén vung 7 5 5 0
chon
3 | Chuong 3: Thao tac trén I6p 6 2 4 0
4 | Chuong 4: Cong cu td mau 3 1 2 0
5 | Chuong 5: Mat na 5 2 3 1
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Thoi gian (gio)
Sé s . :
® | Teén cc bai trong mén hec Téng | Ly Thyc hanh /_th‘-rc Kidm
o so | thuyét tap/ thi nghiém/ tra
Y& bai tap/ thao luan
6 | Chuong 6: Hiéu trng chi 3 1 2 0
7 | Chuong 7: Hiéu chinh anh 8 2 6 1
8 | Chuong 8: B0 loc 5 2 3 0
Chuong 9: In 4n trong
d Photoshop 0 ! 0 0
On tap 3 0 3 0
Téng cong 45 13 30
2. Ni dung chi tiét:
Chuong 1: GIOI THIEU PHOTOSHOP Thai gian: 2 gio

1. Muc tiéu:

Sau khi hoc xong, sinh vién thuc hién dugc:

- Cai dit chuwong trinh Photoshop, cac thao tac trén tap tin, phan biét dugc cac khéi niém vé
anh bitmap va anh vector.

- Khéi dong va thoat khoi chuong trinh Photoshop

2. No6i dung bai:

2.1. Khéi niém vé anh bitmap

2.2. Cai dat chuong trinh photoshop

2.3. Khoi dong chuong trinh photoshop

2.4. Giao dién ctra s6 chuong trinh photoshop

2.5. C4c thao tac trén tap tin

2.6. Thoat khoi chuong trinh photoshop

Chuong 2: THAO TAC TREN VUNG CHON Thoi gian: 7 gio

1. Muc tiéu:Sau khi hoc xong, sinh vién thyc hién duoc:

- St dung cac cdng cu trén cira s6 giao dién, thao tac trén cira s6 giao dién, thiét lap man
Background va Foreground, thay d6i kich thudc van vé, thay doi kich thudc hinh anh.

- Str dung cac cbng cu tao vung chon, Xac lap lai vi tri vung chon, xén hinh anh, xoa anh
bén trong vung chon.

2. Ngi dung bai:

2.1. Giai thiéu

2.2. Hop cong cu

2.3. Thao tac trén cira s6 giao dién

37



2.4. Thiét 1ap mau background va foreground
2.5. Thao tac bién dbi hinh anh

2.6. Thao tac tao vung chon.

2.7. Thao tac hiéu chinh ving chon

2.8. Thao tac théi chon

2.9. Thao tac sao chép - di chuyén - xoa hinh anh

Chwong 3: THAO TAC TREN LOP Thoi gian: 6 gio
1. Muc tiéu:
Sau khi hoc xong, sinh vién thuc hién dugc:
- Biét thao tac trén céc layer, str dung céng cu Pentool, Shape tool.
- Xac dinh méi quan hé giira path va viing chon.
2. Noi dung bai:
2.1. Khai niém I6p
2.2. Thao tac co ban trén 16p - layer
2.3. Sur dung cbng cu t6 vé bién tap anh
2.4. Codng cu tao hinh pen tool
2.5. Nhom cdng cu shape tool

Chwong 4: CONG CU TO MAU Thoi gian: 3 gio
1. Muc tiéu:
Sau khi hoc xong, sinh vién thuc hién duoc:
- Biét sir dung bang lénh t6 mau chuyén sic bang céng cu gradient tool.
- Ché d6 hoa tron mau
2. No6i dung bai:
2.1. Khai niém mo hinh mau.
2.2. Nhém cong cu lay mau
2.3. To day bang lénh fill
2.4. V& phac bang lénh stroke
2.5. T6 mau chuyeén sic bang cong cu gradient tool.
2.6. Ché do hoa tron mau

Chwong 5: MAT NA Thoi gian: 5 gio
1. Muc tiéu:
Sau khi hoc xong, sinh vién thuc hién dugc:
- St dung thanh thao cac cong cu chinh stra anh den trang.
- Str dung thanh thao céc 1énh chinh stra va hiéu chinh anh den tring, hiéu chinh anh mau.
2. Noi dung bai:
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2.1. Khai niém mo hinh mau.

2.2. Cac cbng cu chinh stra hinh anh

2.3. C4c lénh lién quan dé hiéu chinh sang téi
2.4. C4c lénh chinh stra mau sic

Chuwong 6: HIEU UNG CHU Thai gian: 3 gio
1. Muc tiéu:
Sau khi hoc xong, sinh vién thyc hién dugc:
- Str dung thanh thao cac hiéu urng chit.
- Biét cach tao van ban, cac loai chir uén cong.
2. Noi dung bai:
2.1. Khai niém m6 hinh mau.
2.2. Khai niém vé van ban
2.3. Phuong phap tao van ban
2.4. CAac hiéu tng vé chir
2.5. C4c loai chir ubn cong

Chuwong 7: HIEU CHINH ANH Thoi gian: 8 gio
1. Muc tiéu:
Sau khi hoc xong, sinh vién thuc hién dugc:
- Str dung thanh thao cdng cu tao mat na cho anh.
- Biét 4p dung mat na vao cé4c hiéu tmg co ban cho ddi tuong.
2. No6i dung bai:
2.1. Khai niém mat na.
2.2. Ché d6 mat na (Mask)
2.3. Khéi niém vé ché do6 mit na
2.4. Tao mat na tam thoi
2.5. Chinh stra mat na tam thoi
2.6. Luu mot vung chon thanh mat na
2.7. Tai mot mat na lam vung chon

Chwong 8: BQ LQC Thoi gian: 7 gio
1. Muc tiéu:
Sau khi hoc xong, sinh vién thuc hién dugc:
- Hiéu bo loc 1a gi.
- Str dung dugc mot s6 bo loc co ban vao trong an pham do hoa.
2. Noi dung bai:
2.1. Giai thigu
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2.2. M6t s6 bd loc co ban

Chwong 9: IN AN Thoi gian: 1 gio

Muc tiéu: Sau khi hec xong, hoc vién sé c6 cac kha niang sau:

1. Muc tiéu:

- Biét sir dung menu in an, sap xép hinh trang gidy in

2. Noi dung bai:

2.1. Gidi thiéu

2.2.In4n
IV. Piéu kién thuc hién mén hoc:

1. Phong hoc chuyén mén héa/nha xuang: Phong thuc hanh may tinh c6 két néi
Internet.

2. Trang thiét bi may méc: May tinh, may chiéu Projector, céac file anh, may scaner,
may anh,...

3. Hoc liéu, dung cu, nguyén vat liéu: Gio trinh, tai liéu Photoshop. Bé cuong, gido
an, bai giang moé dun, giao trinh, tai liéu tham khao. Giao trinh, tai li¢u phat tay va cac tai
liéu lién quan khac. Cau hoi, bai tap mén Photoshop.

4. Cac diéu kién khac: Micro, loa, quat.

V. N§i dung va phwong phap, danh gia:
1. No6i dung:

- Kién thuc:
+Kiém tra thuc hanh véi cac noi dung da hoc cd lién hé véi thuc tién;
+Panh gia trong qua trinh hoc: Kiém tra thuc hanh (san pham trén céc bic anh);
+Panh gia cudi mo dun: Kiém tra theo hinh thac: Thuc hanh (trén may tinh).

- K¥ nang va k¥ nang can thiét khéc:
+ Chinh stra anh;
+Tach, ghép anh;
+Chinh stra mau sic, chit viét, 16p,...;
+Loai bo cac khuyét diém trén bic anh;
+Lam sic nét cho anh.

- Nang luc tu chu va trach nhiém:
+Co6 y thirc ty giac lam cac bai tap mé rong va nang cao.

2. Phuong phap: Thuc hién cac bai kiém tra/bai tap 16n trén 16p, kiém tra cudi ky.
VI. Huéng din thuc hiégn mon hoc:

1. Pham vi 4p dung mon hoc: Ap dung cho trinh d¢ so cap.

2. Huéng dan vé phuong phap giang day, hoc tdp mén hoc:

40



— D6 voi gido vién, giang vién:
+ Két hop dién giang, van dap, thao tac mau mo phong trén may tinh va yéu
cau nguoi hoc thuc hién lai ding cac yéu Cau cta bai tap trén may tinh. Cho
nhiéu vi du dé nguoi hoc nim viing kién thuc va rén luyén ky ning thuc
hanh.
+ Trong phan 13p trinh can dan dat nguoi hoc tim ra y tuéng thuat toan truec
khi bat tay vao cai dat ,hém, hudng dan nguoi hoc 1ap trinh theo chuan, dac
biét la cach trinh bay cau trac cau 1énh, cach sira 101 va chay debug.

— Péi voi nguoi hoc:
+ Can cha y ndm virng cac chirc ning ctia hé théng menu, cac quy trinh dinh
dang, soan thdo trudc khi bat tay vao thuc hién bai tap trén may tinh.
+ Can cha y nam vitng y tudng thuat toan trudc khi bat tay vao thuc hién bai tap

vé lap trinh, doc hiéu cac cau théng bao I8i dé rat ngan thoi gian sua I6i.

3. Nhitng trong tdm can chu y:

- C4c thao tac di chuyén va phéng anh;

- Céc cong cu thuong dung;

- Céc Iénh xtr ly vung chon;

- Lam viéc trén Layer;

- Lam viéc trén bang mau;

- Tao van ban;

- Céc ché do mau:;

- Cac bo loc;

- Str dung mat na;

4. Tai liéu tham khao:

[1] Gido trinh Photoshop, Khoa CNTT truong CDKT Ly Tu Trong.

[2] Nguyén Thi Minh Hang, Tran Vin Tai, Gido Trinh Photoshop, Nxb Pai Hoc Qudc
Gia TP.HCM, 2008;

[3] Nguyén Viét Diing, Adobe Photoshop CS & ImageReady - Tap 1,2, Nxb Théng
ké, 2005;

Thanh phé Ho Chi Minh, ngay — thing  ndm 2020
TRUONG KHOA

Nguyén Khoa
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CHUONG TRINH MON HQC

Tén mdn hoc: XU LY VAN BAN VA BANG TINH NANG CAO

Ma& mon hoc: TTS104

Thai gian thuc hién mon hec: 75 gio; (Ly thuyét: 13 gio; Thuc hanh, thi nghiém, thao
luan, bai tap: 60 gio; Kiém tra: 2 gio)

I. Vi tri, tinh chét ciia mén hoc:

— Vi tri: Mén hoc duge bd tri sau khi nguoi hoc xong cac moén hoc chung.

— Tinh chat: 12 mon hoc bt budc, cung cp cho sinh vién kién thirc ning cao trong sir
1y van ban va bang tinh.

I1. Muc tiéu mon hoc:

— Kién thire: Sau khi hoc xong mén hoc nay, sinh vién s& co céac kién thirc nang cao vé
xtr 1y van ban va bang tinh giup sinh vién thyc hién hét tit ca cac thao tic nang cao cta
bo Microsoft Word va Microsoft Excel.

— K§ ning nghé va k¥ nang can thiét khéc:

+ Str dung duoc hau hét cac tinh ning ning cao trong thé Page Layout, References,
Mailing, Review va Insert ciia Microsoft Word.

+ Sur dung hau hét cac tinh nang nang cao cua Microsoft Excel nhu bao mat dir li¢u,
théng ké dit liéu, Pivot, biéu dd Sparkline, tham chiéu, danh sb trang, canh chinh trang in
an,...

— Nang luc tu chu va trach nhiém:

+ Thuc hanh thém & nha cac bai hoc da hoc trong 16p.

+ C6 kha nang tu tim hiéu, doc tai liéu.

+ Nhan thirc duge tim quan trong cua moén hoc, tir d6 c6 thai d6 nghi€ém tac, ham
thich hoc tap va rén luyén.

III. Noi dung mon hoc:
1. Noi dung tong quat va phéan bo thoi gian:

Thai gian
Sé 7 Thuc hanh / 7
T Tén cac bai trong mon hec Tﬁpg Ly, thuc tap/ thi | Kiém
so | thuyet | nghiém/ bai tra
tap/ thao luan
1. Chuong 1: Xir ly van ban nang cao 30 3) 24
1. Biéu khién ludng vin ban 5 1 4
2. Muc luc, chi muc 5 1 4
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Thoi gian

Sé , Thuwc hanh / 9
T Tén céc bai trong mén hec Tﬁl:]g Ly, thuc tap/ thi | Kiem
so | thuyet | nghiém/ bai tra
tap/ thao luan
3. Binh dang trang 1 4 0
4. Tron thu 1 4 0
5. Bién tap van F)é.n trong ché dg cong 5 1 4 0
tac va bao v¢ ta1 liéu
On tap va kiém tra chuong 1 5 4 1
2. Chwong 2: Xir ly bang tinh nang cao 45 36 1
1. Binh dang dir li¢u nang cao, ing dung
Style va cac dbi tuong vé - Trinh bay 5 1 4 0
bang tinh
2. K¥ thuat phoi hop Validation,
Conditional Formatting va cdng thuec. 5 1 4 0
Str dung Table, Data Form dé nhap liéu.
3. St dung céc contro!s - diéu khién c . s 0
nang cao cua Excel dé nhap liéu.
4. K5 thuat 16ng ghép lap céng thuc, xt
ly cong thac ré nhanh phuc tap, phéan
tich tong do cua cong thirc, toi uvu cong 5 1 4 0
thac va tng dung cac ham quan trong
trong Excel.
5. K¥ thué:t lép‘céng thirc mang - Phép c L 4 0
tinh c6 nhiéu diéu kién phtc tap.
6. Ky thuat tao l:zéo céol dér}g, lién két da 5 1 4 0
nang. Tao cac so chi tiét, tong hop.
7. To chirc CSDL quan hé. K¥ thuat
nang cao vé trich loc dix liéu nhiéu diéu 5 1 4 0
kién bang Add-in A-Tools
8. K§ thuat Pivot Table. Ung dung céc 5 1 4 0
cong cu phan tich quan trong.
On tap va kiém tra chuong 2 5 0 4
Téng cong 75 13 60 2
2. Noi dung chi tiét:

Chwong 1: XU LY VAN BAN NANG CAO

Thaoi gian: 30 gio
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1. Muc tiéu: Sau khi hoc xong ngudi hoc ¢ kha ning thao tac duoc tat ca cac chic
nang cua Microsoft Word nang cao.

2. N¢i dung chwong:
2.1. Piéu khién ludng viin ban Thoi gian: 5 gio

2.1.1.
2.1.2.
2.1.3.
2.14.
2.15.
2.1.6.
2.1.7.
2.1.8.
2.2. Muc |
2.2.1.
2.2.2.
2.2.3.
2.2.4.
2.2.5.
2.2.6.
2.2.7.
2.2.8.
2.2.9.
2.2.10.
2.2.11.
2.2.12.
2.2.13.
2.3. Pinh
2.3.1.
2.3.2.
2.3.3.
2.3.4.
2.3.5.

Tao va va x6a ngat dong (Shift-+Enter).

Tao va x6a ngit doan (Enter).

Tao va x6a ngit trang .

Ngiat phan doan (section).

Thay d6i cac diu phan doan trong vin ban.

Tao cOt van ban.

Thay doi kich thudc cac cot.

Thém duong phan chia cdt.

uc, chi muc Thoi gian: 5 gio
Tao muc luc.

Thay doi dinh dang cuia muc lyc.

Thay d6i mirc d6 hién thi ctia muc luc.

Thay doi duong din hudng ciia muc luc.

Tao siéu lién két (hyperlink) dén trang web.

Tao siéu lién két (hyperlink) dén dia chi email.

Tao siéu lién két (hyperlink) dén 1 vi tri trong van ban

Tao va cap nhat danh muc hinh v€ dua vao phong cach va dinh dang.
Panh diu/x6a diu chi muc (Index) chinh, chi muc con.

Cap nhat chi muc dya trén cac muc duoc danh dau.

Chén Bookmark.

Cheén Cross-reference.

Chen Quickparts.

dang trang Thoi gian: 5 gio
Trang in, 1& trang (top, bottom, left, right), kho gidy

Tao tiéu dé dau trang, cudi trang, tiy bién tiéu dé dau trang, cudi trang.
Tao khung trang, tiiy bién khung trang.

Biét cach thay doi hudng trang, can 1& doc, dat 1é cho phan doan

Biét cach ap dung cic dau trang, cudi trang khac nhau cho mdi phan doan,

cho trang du, trang chin, trang l¢é.

2.3.6.
2.3.7.

Tao Watermark, tuy bién Watermark.

Tao ghi chti (comment), tim ghi chii d4u tién, stra chita ghi chil, x6a bo ghi

chu, chi cho hién ghi chll cua nguoi can thiét.

2.3.8.
2.3.9.

Tao chu thich cubi trang Footnote, chu thich cudi tai liéu Endnote.
Chen tai li¢u tham khao (Bibliography).
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2.4. Tron thw Thoi gian: 5 gio
2.4.1. Tao cac tap tin can thiét.
2.4.2. Thao tac tron thu.
2.5. Bién tap vin ban trong ché d cong tac va bao vé tai liéu Thoi gian: 5 gio
2.5.1. Bat, tat ché do lan vét (Track Changes), biét cach 1an vét cac thay ddi cua
van ban.
2.5.2. Chap nhan, tir chdi cac thay ddi trong vin ban.
2.5.3. Cheén, bién tap, xo6a, cho hién, an cac nhan xét hodc ghi chu.
2.5.4. So sanh va tron cac phién ban khac nhau cta van ban.
2.5.5. Gan/gd bo mat khau cho viéc md, thay d6i mot van ban.
2.5.6. Bdo vé mot van ban bang cach chi cho phép nhan xét va sir dung tinh ning
1an vét cac thay doi.
2.5. On tap va kiém tra chwong 1 Thoi gian: 5 gio

Chwong 2: XU LY BANG TiNH NANG CAO Thoi gian: 45 gid
1. Muc tiéu: Sau khi hoc xong ngudi hoc c6 kha niang thao tac duoc tat ca cac chirc
nang cua Microsoft Excel nang cao.

2. Noi dung chuong:
2.1. Pinh dang dir liéu nang cao, ing dung Style va cac ddi twong vé - Trinh bay
bang tinh Thoi gian: 5 gio

1.1.1. Dinh dang dir liéu nang cao

1.1.2. Ung dung Style

1.1.3. Cac dbi tugng vé

1.1.4. Trinh bay bang tinh
2.2. Ky thuat phdi hop Validation, Conditional Formatting va cong thirc. Sir dung
Table, Data Form dé nhap liéu . Thoi gian: 5 gio

2.2.1. K thuat phdi hop Vadidation, Conditionnal Formating va cong thirc.

2.2.2. Su dung Table, Data Form dé nhap liéu
3.3. Sir dung céc controls - diéu khién nang cao ciia Excel dé nhap ligu.

Thoi gian: 5 gio

3.3.1. St dung Form Controls

3.3.2. Thém cong cu diéu khién vao mot bang tinh

3.3.3. Lién két mét cong cu diéu khién véi gia tri trong mot 6

3.3.4. Tim hiéu cac cong cy diéu khién ban tinh
2.4. Ky thuat 1dng ghép lap cong thirc, xir ly cong thic ré nhanh phirc tap, téi wu
céng thirc va &eng dung cac ham quan trong trong Excel. Thoi gian: 5 gio

2.4.1. Ky thuat 1ong ghép lap cong thirc
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2.4.2. Xt ly cong thure r€ nhanh phire tap
2.4.3. Tbi vu cong thire
2.4.4. Ung dyng cac ham quan trong trong Excel
2.5. K§ thuit 1ap cong thiec mang - Phép tinh c6 nhiéu diéu kién phic tap.
Thoi gian: 5 gio
2.5.1. K thuat lap cong thirc mang
2.5.2. Phép tinh c6 nhiéu diéu kién phirc tap
2.6. Ky thuit tao bao cao ddng, lién két da ning. Tao cac sé chi tiét, téng hop.
Thoi gian: 5 gio
2.6.1. K¥ thuat tao bao cdo dong, lién két da niang.
2.6.2. Tao cac so chi tiét, tong hop.
2.7. To chitc CSDL quan hé. K¥ thuat nang cao vé trich lec dix liéu nhiéu diéu
kién bing Add-in A-Tools. Thoi gian: 5 gio
2.7.1. T6 chirc CSDL quan hé.
2.7.2. K¥ thuat nang cao vé trich loc dit lidu nhiéu diéu kién bang Add-in A-Tools.
2.8. Ky thuat Pivot Table. Ung dung céac cdng cu phan tich quan trong.

Thoi gian: 5 gio
2.8.1. KJ¥ thuat Pivot Table
2.8.2. Ung dung cac cong cu phan trich quan trong
2.9. On tap va kiém tra chwong 2 Thoi gian: 5 gio

IV. Piéu kién thuc hi¢n mon hec:
1. Phong hoc chuyén mén hoa/nha xwong: Phong thuc hanh may tinh cd két nbi
Internet.
2. Trang thiét bi may moc: May tinh, may chiéu, modem ADSL va mang LAN dé két
ndi Internet va chia sé di liéu.
3. Hoc liéu, dung cu, nguyén vat liéu: Bang, viét 1dng, USB
4. Cac diéu kién khac: Micro, loa, quat.
V. Noi dung va phuong phap danh gia:
1. N6i dung:
— Kién thuc:
+ Nam rd cac thanh phan, chirc ning ning cao ciing nhu cach sir dung chung trong
phan mém Microsoft Word va Excel.
— K¥ ning va k¥ niang can thiét khac:
+ St dung thanh thao céc thao tac nang cao trén van ban.
+ Sur dung thanh thao céc thao tac nang cao trén bang tinh.
— Nang lyc ty chu va trach nhiém:
+ Cac bai tap mo rong va néng cao.
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2. Phuong phap: Thuc hién cac bai kiém tra/bai tap I16n trén I6p, kiém tra cudi ky.
VI. Huéng dian thuc hién mon hoc:

1. Pham vi &p dung mén hoc: Ap dung cho trinh d¢ so cap.

2. Huéng dan vé phuong phap giang day, hoc tip mén hoc:

— Pbi voi gi4o vién, giang vién:

+ Két hop dién giang, van dap, thao tac miu, mo phong trén may tinh va yéu cau
ngudi hoc thuc hién lai ding cac yéu cau cua bai tap trén may tinh. Cho nhiéu vi du dé
ngudi hoc nam virng kién thic va rén luyén k¥ ning thuc hanh.

— Dbi voi nguoi hoc:

+ Can cha y ndm virng céac chirc ning cua hé thdng menu, cac quy trinh dinh dang,
soan thao trudc khi bat tay vao thuc hién bai tap trén may tinh.

3. Nhitng trong tam can cha y:

— Chre ning céc cong cu nang cao trén hé thdng menu windows, excel.

Céch thirc dinh dang va cac quy tic khi soan thao van ban nang cao.

— Céch thuie sir dung cac ham trong Excel nang cao.

4. Tai liéu tham khao:

[1]. Gido trinh hudng dan sir dung Office 2010 nang cao (Word, Excel, PowerPoint,
Outlook ...) ctia Microsoft bang Tiéng Viét.

[2]. HO ST Pam & Lé Khic Thanh , Gido trinh tin hoc (tap 1, 2), NXB PHQGHN,
2000.

[3]. http://bluesofts.net/daotaothuchanh/dao-tao-excel-nang-cao.html

5. Ghi chu va giai thich (néu c6):

Thanh phé Hé Chi Minh, ngay — thdng  ndm 2020
TRUONG KHOA

Nguyén Khoa
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CHUONG TRINH MON HQC

Tén mon hoc: KY THUAT SOAN THAO VAN BAN
Ma moén hoc: TTS105

Thoi gian thye hién mon hoc: 60 gio; (Ly thuyét: 0 gid; Thuc hanh, thi nghiém,
thdo ludn, bai tap: 58 gio; Kiém tra: 2 gio)

I. Vi tri, tinh chat ciia mon hoc:

— Vi tri: Mén hoc duoc bd tri sau khi ngudi hoc xong mén tin hoc.

— Tinh chit: Soan thao van ban Ia mon hoc gitp sinh vién sau khi tét nghiép soan
thdao dugc cac loai van bdn lién quan dén nhu: cong van, to trinh, bién ban nghiém thu,
thanh quyét toan cac cong trinh, hgp dong kinh te, hop dong lao dong, don tir...

1. Muc tiéu moén hoc:

— Kién thuc:

+

Phén biét dugc cac loai van ban: van ban phap qui, van ban hanh chinh, van ban
hop dong.

Xac dinh dugc hinh thire, ni dung va quy trinh soan thao van ban.

Lién hé vai thuc tién van dung kién thirc dd hoc soan thao mot sé van ban phap
qui, vin ban hanh chinh théng dung va cac van ban hop dong.

— K§ ning nghé va k¥ nang can thiét khac:

+
+

Phan loai duoc cac loai van ban

Thuc hién dugc phuong phap, ky thuat soan thao céc loai van ban théng dung:
cong vin, to trinh, 1ap cac bién ban nghiém thu, thanh quyét toan céc cong trinh,
thao cac hop dong kinh té, hop dong lao dong, cac don tir Khéc.

— Nang lyc ty chu va trach nhi¢m:

+
+

Tuan tha cac quy trinh soan thao van ban ca vé hinh thirc va noi dung van ban
C6 pham chét dao dirc luong tim nghé nghiép, ¢d tinh than lam viéc hop tac, co
thai d6 1am viéc tich cuc, chu dong, sang tao, trung thuc, niém ng va gan giii voi
mMoi nguoi.

I11. N§i dung mon hoc:

1.

Noi dung tong quat va phan bo thoi gian:

Thai gian (gio)

>0 Tén chuwong, muc T(‘)[]g L)'/’ Thuc | Kiém

T so | thuyet | hanh/ tra
Bai tap

1 | Chwong 1: Nhirng quy dinh chung vé | 12 0 12 0

van ban
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1. Khéi niém, chirc nang va vai tro cua van ban 2 0 2 0
2. Phén loai van ban 2 0 2 0
3. Hinh thic va ndi dung cia van ban 2 0 2 0
4. Y nghia cuia viéc soan thao vian ban 2 0 2 0
5. Quy trinh soan thao van ban 2 0 2 0
6. Van ban quan ly nha nuéc 2 0 2 0
2 | Chwong 2: Vin ban phap quy 13 0 12 1
1. Khéi niém va dac trung cta van ban phap | 2 0 2 0
qui
2. Y nghia va tam quan trong cta van ban | 2 0 2 0
phap qui
3. Yéu cau vé noi dung va hinh thuc cia| 2 0 2 0
van ban phap qui
4. Cac hinh thirc van ban phap qui 3 0 3 0
5. Phuong phap soan thao cac van ban| 3 0 3 0
phap qui
On tap va kiém tra chuong 1 va 2 1 0 0 1
3 | Chwong 3: Van ban hanh chinh 17 0 17 0
1. Khai niém van ban hanh chinh 5 0 5 0
2. Céc hinh thae van ban hanh chinh 6 0 6 0
3. Phuong phép soan thao mot sé vian ban| 6 0 6 0
hanh chinh théng dung
4 | Chwong 4: Vin ban hop dong 18 0 17 1
1. Vian ban hop dong kinh té 9 0 9 0
2. Hop dong lao dong 8 0 8 0
On tap va kiém tra chuong 3 va 4 1 0 0 1
Tong cong 60 0 58 2

2. Noi dung chi tiét:

Chwong 1: NHUNG QUY PINH CHUNG VE VAN BAN

1. Muc tiéu: Sau khi hoc xong ngudi hoc hiéu duoc:

Thoei gian: 12 gio

- Danh gia duoc vai trd,chic ning cua van ban va hé thdng van ban khong thé thiéu

duoc trong quan 1y nha nudc va 1a phuong tién dé diéu chinh cac quan hé xa hoi.
Xac dinh dugc hinh thac noi dung,quy trinh soan thao van ban
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Phan loai duoc hé théng vin ban theo ndi dung,hinh thic,chire nang khac nhau cua
van ban.

Thuc hién duge mot sb thé thie vin ban theo mau trinh bay tiéu chuan Viét Nam
TCVN 5700-1992.

Tuan thu quy trinh soan thao van ban ca vé hinh thirc va noi dung ctia van ban

2. Ngi dung chwong:

2.1. Khai niém, chirc néing va vai tro cua van ban Thoet gian: 2 gio
2.1.1. Khai niém

2.1.2. Churc nang

2.1.3. Vai tro

2.2. Phan loai vin ban Thei gian: 2 gio

2.2.1. Van ban mang tinh chat quyén lyc nha nudc va van ban khong mang tinh chat
quyén lyc nha nuéc

2.2.2. Van ban cong va van ban tu

2.2.3. Van ban quan 1y va van ban thong thuong

2.2.4. Phan loai van ban theo hinh thirc

2.3. Hinh théc va ngi dung cia van ban Thet gian: 2 gio
2.3.1. Hinh thtc va ngi dung cta van ban

2.3.2. Noi dung cua van ban

2.4. 'Y nghia ciia viéc soan thao viin ban Thei gian: 2 gio
2.5. Quy trinh soan thao vin ban Thoei gian: 2 gio
2.5.1. Binh huéng qua trinh soan thao van ban

2.5.2. X&c lap quy trinh soan thao van ban

2.5.3. Thé thire vin ban

2.6. Van ban quan ly nha nuéc

Chwong 2: VAN BAN PHAP QUY Thoi gian: 13 gio

1. Muc tiéu: Sau khi hoc xong ngudi hoc hiéu duoc:

Xac dinh dugc thé nao 1a vin ban phap qui,y nghia va tim quan trong cua vin ban
phap qui

Phén biét dugc van ban phap qui vaéi cac loai van ban khac

Phan biét duoc c4c loai van ban phap qui, co quan noi minh cong tac nhan biét
duogc ¢6 nhirng hinh thire van ban phap qui nao?

Viét duoc cac van ban phap qui theo dang nhitng yéu cau vé ndi dung va hinh thac
cta van ban phap qui noi minh cong tic nhu:quyét dinh, chi thi hozc thong tu...
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Tuan tha qui trinh soan thao van ban phap qui
Hop tac voi cac bd phan cé lién quan dé soan thao va ban hanh vin ban phép qui

2. Ngi dung chuwong:

Chuwong 3: VAN BAN HANH CHINH

2.1. Khai niém va dac trung ciia van ban phap qui Thoi gian:2 gio
2.2.'Y nghia va tim quan trong ciia vin ban phap qui Thoi gian:2 gio

2.3. Y8u cau vé ndi dung va hinh thirc cia viin ban phap Thoi gian:2 gio
quy.
2.3.1. Nhitng yéu cau vé noi dung
2.3.2. Nhitng yéu cau vé hinh thic
2.4. Céac hinh thire van ban phép qui Thoi gian:3 gio
2.4.1. Mot s6 van ban phap qui cia Chinh phu
2.4.2. Cac van ban phap qui cua Thu tuéng Chinh pha

2.4.3. Cac van ban phap qui cua thu truéng cac co quan
thuoc Chinh phu

2.4.4. Cac van ban phép qui lién nganh

2.4.5. Cac van ban phap qui cua Chinh quyén cac cip dia
phuong

2.5. Phwong phap soan thao cac van ban phép qui Thoi gian:3 gio
2.5.1. Nghi quyét
2.5.2. Quyét dinh
2.5.3. Chi thi

2.5.4. Thong tu

On tip va kiém tra chwong 1 va 2 Thoi gian:1 gio

Thoei gian:17 gio

1. Muc tiéu:

Xéc dinh duoc thé nao 1a van ban hanh chinh, vi tri va vai tro khdng thé thiéu duoc
ctia van ban hanh chinh trong hoat déng ciia cac co quan nha nuéc, cac té chic xa

hoi va cac doanh nghiép.

Phan biét duoc van ban hanh chinh véi cac loai van ban khac
Phéan loai dugc cac hinh thic van ban hanh chinh

Soan thao dugc 1 s van ban hanh chinh théng dung: cong vin,thong bao, bao céo,
bién ban...

Tuan tha qui trinh soan thao van ban hanh chinh



Tan thanh, ddng y, chip nhan nghi quyét cua tap thé, y kién cua thi truang khi soan
thao va ban hanh van ban

C6 dao dirc va lwong tdm nghé nghiép, c6 thai d 1am viéc tich cuc, chu dong , sang
tao, trung thuc

2. Ngi dung chwong:

2.1. Khéi niém van ban hanh chinh Thot gian:5 gio
2.2. Céac hinh thire van ban hanh chinh Thoi gian:6 gio

2.2.1. Cong van

2.2.2. To trinh

2.2.3.Déan

2.2.4. Bdo céo

2.2.5. Théng bao

2.2.6. Théng cao

3.2.7. Bién ban

2.2.8. Dién vin

2.2.9. Bon, thu

2.2.10. Giay uy quyén

2.3. Phwong phap soan thao mét sé viin ban hanh chinh théng Thoi gian:6 gio
dung

2.3.1. Cong van hanh chinh
2.3.2. Van ban théng bao
2.3.3. Van ban to trinh
2.3.4. B¢ an cong tac

2.3.5. Béo cao

2.3.6. Bién ban

Chuwong 4: VAN BAN HOP PONG Thei gian:18 gio

1. Muc tiéu: Sau khi hoc xong ngudi hoc hiéu duoc:

Xac dinh duoc vai trd, tinh phap ly cua vin ban hop dong trong kinh té thi truong
va cac quan hé xa hoi.

Lién hé vai thyc tién soan thao cac van ban hgp dong: hop dong kinh té, hop dong
lao dong...

Phan loai dwoc cac vian ban hop dong : hop ddng kinh té, hop déng dan su, hop
ddng lao dong. Hoac cac loai hop dong kinh té .

Lap duoc cac van ban hop dong theo ding bd cuc, dung nguyén tic va hiéu luc
phap Iy cua ting loai van ban hop dong .
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- Tuan thu qui‘trinh s0an thao van ban cé’vé hinh thac va néi dung van ban
- Tan thanh, dong y, chap nhan nghi quyét cua tap thé, y kién cua thi truang khi soan
thao va ban hanh van ban ‘
- Co6 dao duc va luong tam nghé nghiép, co6 thai do lam viéc tich cuc, chi dong sang
tao, trung thuc khi soan thao va ban hanh van ban
2. Ngi dung chwong:
2.1. Vin ban hop dong kinh té Thoi gian:9 gio
2.1.1. Khai niém hop ddng kinh té (HPKT)
2.1.2. Van ban HDKT va cac loai van ban HDKT
1.3. Vian ban phu luc HPKT va bién ban b sung HDKT
1.4. Nguyén tac str dung ngén ngit va vin pham trong vin ban HDKT
2.2. Hop dong lao dong Thoi gian:8 gio
2.2.1. Khai niém va dic diém cua hop dong lao dong (HPLD)
2.2.2. Nguyén tic giao két HDLD
2.2.3. Quy dinh vé thuc hién HDLD
2.2.4. Quy dinh vé chim diat HPLD
On tap va kiém tra chwong 3 va 4 Thoi gian:1 gio
IV. Piéu kién thue hién mén hoc:

1. Phong hoc chuyén mén héa/nha xwong: Phong thuc hanh may tinh c6 két ndi
Internet.

2. Trang thiét bi may méc: May tinh, may chiéu, modem ADSL va mang LAN dé két
noi Internet va chia sé dir liéu.

3. Hoc liéu, dung cu, nguyén vat liéu: Bang, viét 16ng, USB
4. Cac diéu kién khac: Micro, loa, quat.

V. N6i dung va phwong phap danh gia:
1. No61 dung:

- Kién thire: ,
+ Kiém tra ly thuyét cac noi dung van ban phéap qui, van ban hanh chinh, van ban
hop dong.
+ Kiém tra bai tap thyc hanh: Soan thao cac van ban phap qui, vin ban hanh
chinh, vin ban hgp dong.

- K¥ nang va ky nang can thiét khac:
+ St dung thanh thao céac thao t&c soan thao van ban va hop dong.

- Nang lyc tu chu va trach nhiém:
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+ Tim thém cac mau vin ban va hop dong khac dé mé rong va nang cao kién
thuec.

2. Phuong phap: Thuc hién céac bai kiém tra/bai tap Ion trén 16p, kiém tra cudi ky.
VI. Hwéng din thwe hién:
1. Pham vi 4p dung: Ap dung cho trinh d6 so céap
2. Huéng dan vé phuong phép giang day, hoc tdp mon hoc:
— Péi vé6i gido vién, giang vién:
Két hop dién giang, van déap, thao tac mau md phong trén may tinh va yéu cau

ngudi hoc thyc hién lai ding cac yéu cau cua bai tap trén may tinh. Cho nhiéu vi
du dé nguoi hoc nam virng kién thirc va rén luyén k¥ niang thuc hanh.

ba1 voi nguoi hoc:

Can chu y ndm viing cac chirc ning cua hé thong menu, cac quy trinh dinh dang,
soan thao trudc khi bat tay vao thuc hién bai tap trén may tinh.

3. Nhiing trong tdm can chu y:
- Quy trinh va phuong phap soan thao van ban
- Vin ban phap qui; Vin ban hanh chinh; Vin ban hop dong
4. Tai liéu tham khao:
[1] Nhéing vén dé co ban vé van ban hoc, NXB Thdng ké Ha Noi, 1998
[2] Phurong phdp soan thdo van ban, NXB Théng ké Ha Noi, 1998
[3] Huong dan soan thdo van ban qudn 1y hanh chinh nha nwéc, NXB Thong ké
Ha Noi, 2000.
[4] Hurong dan ky thudt soan thdo vin ban, NXB Thdng ké Ha Noi, 2001
[5] Hop dong kinh té va ché dinh tai phan trong kinh doanh, NXB Théng ké Ha
Noi, 2000
[6] Ky thudt soan thdo van ban phap qui — hanh chinh, NXB TP HCM, 1993
[7] Mdu sogn thdo cdc vin ban, NXB Théng ké Ha Noi, 2006.
[8] Phép ludt lao déng, NXB chinh tri quéc gia, 1999.
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