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PE CUONG ON THI LIEN THf)NG CAO DANG
MON TIN HQC CAN BAN (30 tiét)

Bai I. Pai cwong vé tin hoc
I Cac khai niém co ban vé théng tin
1. Khai niém vé thong tin
a.) Thong tin la gi?
b.). Cac thudc tinh thong tin
c.) . Tinh roi rac
2. Khai niém vé Informatic 1a gi?
3. Cac don vi thong tin :
Bit, Byte, Kilobyte, Megabyte, Gigabyte, Terabyte, Petabyte
4. Ma hoa thong tin
a.) Ma ASCII
b.) Unicode
c.) Mi sé nguyén
Céc co so trong hé thdng dém : hé 2, hé 8, hé 10, hé 16
Chuyén d6i co sb
Bai 2. Téng quan vé may vi tinh
I .Gioi thiéu
1. M4y vi tinh la gi?
2. Linh vuc 4p dung
IL. Phin cirng may tinh
1. Mo hinh Von Neumann
2. Chu trinh x1r 1y tin
III. Céc thanh phin may tinh
1. CPU va Khai niém vé May 8/16/32/64 bits_ Tan sd xung nhip
2. B nho trong
3. Céc thiét bi ngoai vi
IV Phin mém
1. Khai niém
2. Ban quyén
3. M4 ngudn mé
Bai 3 . Hé diéu hanh Windows
I Khai niém
1. Chtic nang
2. Phan loai: HDH don nhiém, da nhiém, mot/nhiéu nguodi dung
II. Cac doi twong co ban trong HDH Windows
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1.File
a.) Khai niém
b.) Pit tén file, cac diéu nghiém cam: ky tu va tén cam dung
c.) Cac kiéu tap tin thong dung : exe, com, bat, pif, doc, xIs, mp3, mp4, ... va
cac chuong trinh twong tmg dé khai thac cac loai tap tin d6
c.) Y nghia va cach dung ky tu dai dién ? va *
2. Folder
a. Thu muc
Khai niém thu muc, cach dat tén. Thu muc géc la gi? Céu tric cay thu myc
b. Folder : khai niém
c. cac thudc tinh cua File/Folder : HSRA (hidden, system, read onle, archive).
Céc folder hé théng: Windows, Recycle bin, Desktop, Program Files, My
Computer...
3. Shortcut
Khai niém. Y nghia ctia viéc dung shortcut.
I1L. So lwge vé DOS
IV. Gi6i thiéu HDH Windows
1. Chtrc nang chinh
2. Lich st phat trién
3. Cac yéu t can thiét chay Windows
4. Cai dat
Bai 4. Str dung Windows
I. Khai niém co ban
1. Khaéi dong nhan dang Icon qua giao dién trén Desktop va Taskbar
2. Chudt : thao tac lién quan nhu click, double click, drag. Ctrl+Click ...
3. Clra s6
Cira s6 1a gi? CAu truc cira so.
Thao tac trén ctra sO: thay d6i kich thude, di chuyén, maximize, minimize,
restore cira s0, dong cira s6, dong chuong trinh
4. G161 thiéu Star Menu
Y nghia menu
Chuong trinh va nhém chuong trinh
I1. Clipboard
1. Khai niém
2. St dung : . Sao chép cit dan ( Edit/Copy , Edit/Paste)
Chon d6i tuong, copy vao Clipboard (Edit/Copy hay Ctrl+C), dan Edit/paste hay
Ctrl+V
3. Chup anh ctra s6 (chup anh dang bitmap)
Chup toan man hinh : prtsc (print screen).
Chup ctra s6 hién hanh : alt+prtsc (Alt+print screen)
Dén vao vao tai liéu (Edit/Paste hay Ctrl+V)

I11. Kich hoatldéi twong_Chay cac rng dung

1. Kich hoat doi tugng:
Double click vao doi tuong : chuong trinh s€ thi hanh, folder/file tu li¢u s€ mé
ra..

2. File/Run : chay tmg dung khéng thé hién boi shortcut
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IV. Windows Explorer
1.Y nghia
2. Desktop va My Computer
3. Céc tai nguyén c6 trén My Computer
4. Thao tac trén cac 6 dia
a.) Dung luong dia, t€n nhan dia, khao sat tai nguyén.
Heé thng Folder trén dia cing
b.) Cac thao tac trén Folder
Tao/Doi tén/ Copy/ Di chuyén/ X6a folder
Xem thugc tinh (properties) mot Folder. Gan g& mot trong 4 thudc tinh HSRA
cho folder
c.) Thé hién cac tuy chon Folder Options : Show/Not Show Display/Hide ...
d.) Tim hiéu mot kiéu file méi qua website www.filext.com
5. Thao téc vé file
Y nghia : file c6 kiéu gi thi phai c6 chuong trinh tuong ung xir 1y, khong c6
chuong trinh da nang
Tao méi file : phu thudc vao cac ung dung dang cai dat trong Windows. Vidu :
mudn tao méi file .doc thi phai cai san chwong trinh MSWORD...
Sao chép/di chuyén/ddi tén/xoa file twong tu nhu cua folder
Gén gé thudc tinh HSRA cho file
Mo rdng : cac loai file dac biét khac nhu cac file hinh, phim danh cho may di
dong, chuyén d6i file Am thanh sao cho phu hop ...
6. Shorcut
Khai niém_Y nghia
Hai cach tao shortcut : File/New/Shortcut va tim téi mot ddi tuong cu thé da ton
tai trén dia, sau d6 Edit/Copy 10i chuyén t6i vi tri khac Edit/Paste Shortcut
V. Tim kiém
1. Y nghia va cong cu
Tur khoa
Pham vi tim kiém
2. Chon hanh dong sau khi tim théy (copy, move, delete, open, rename...)
Mo rong trén Internet voi Google
Bai 5. Control Panel (CP)
1. Y nghia va céng dung
2. Khéi dong CP/ Kich hoat CP
3. Gi6i thiéu mot sb chuc nang chinh
Add/Remove Program: Cai dat/gé bo ing dung-
Date/Time : chinh chon gid
Fonts : cai dat g& bo fonts chir
System : Hé thong, xem thong tin cau hinh, cac thiét bi, moi truong, bio mat..
Display : tuy chon man hinh, 46 phan giai, screen saver..
Mouse : thay ddi tdc do, hoan ddi chire nang nuap bam chuot..
Printer : khai bao, cai dat may in
Bai sau
Céc ung dung va tién ich di kém Windows
I. Calculator
G161 thi¢u tinh nang calclator.
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Céch sur dung
Chuyén ddi céac sb co $6 2,8,10,16
Chuyén két qua sang word hay wordpad
I1. notepad
Soan thao tai liéu van ban chuin, tao ra tap tin .txt
IT1.Paint
1 Cong dung : v€ hinh, xir Iy &nh mot cach don gian
Muc dich : chup menu, xtr Iy bang paint
2. M6 ta giao di¢n Paint
3. Chon mau va y nghia cia mau
4. St dung cong cu
5. V& hinh, chuyén hinh sang tng dung khac nhu Word, PowerPoint
6. Luu anh khd 16n, kho nhé, mo mot buc anh .JPJ, str chira, luu lai dang JPG hay
bitmap
7. Str dung k§y thuét chup man hinh : toan man hinh, ctra s0 hién hanh, sira chira
bang Paint, sau do chuyén két qua cho tmg dung khac
Bai 7. Tong quat vé Microsoft word
I. Gi6i thi¢u chire nang chinh
1. Cong dung
2. Kich hoat Word
IL. Cac thanh phin co ban trong giao dién MSWord
1. Ctra s6 giao dién
2.Cira s6 tu lidu
III. Céc thuit ngir va mét s6 phim thong dung trong Word
1. Khai niém
Character, Word, Sentence, Paragraph, Section, Document
2. Mét s ky hiéu vé t6 hop phim
IV. Méi truong
1. Gidi thiéu Tool/Options
a.)View
b.) General
c.) Edit
d.) Save
e.)Security
f.) Spelling Grammar
2. bon vi do luong thuong dung trong Word
Inch, line, pica, point, Letter 8.5x11 A4..
V. Thao tac vé file
1. Mo file .doc, cac file khac
2. Luu file .doc, luu kiéu khac .doc
VI. Format Font
Font,size, color, highlight...
Character spacing : khoang cach cac ky tu, vi tri cao thap ky tu so hang chuin
Céc hi¢u tng trén text
VII. Pinh dang para
1.)Y nghia va tim quan trong trong dinh dang pargraph
1.) Indentation :Ledt indent, Right Indent, First line indent, Hanging
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2.) alignment :Y nghia viéc canh chinh align: Left, center, Right, Justify
3.) Khoang cac paragrph vdi nhau, khoang cach cac dong ting paragraph
VIII. Format column & Format Dropcap
1. Format column
2. Y nghia section, thao tac chinh stra s6 cot. Cach can htiép ngit cot sém
3. Chinh, thay ddi s cot
4. Dropcap : ¥ nghia, tam tac dung, mét vi du vé Dropcap that bai
5. Thur ty thyc hién vira column vira drop cap: Column trude, Dropcap sau
IX.Bulett and Numbering
1.Bulett
2.Numbering
X. Bing biéu
1. Tong quat Table
a.) Khai niém
b.) Cach tao Table
2. Nhap, diéu chinh, trinh bay trang tri : tron, cit, border, shading..
XI. Tab stop
1. y nghia
2. cach tao va stir dung tab Stop
3. Bién d6i Convert (tab <-> table, text)
XII. Kho gidy & Header& Footer
1.Khai niém kich thudc va don vi do
File papersize -> : Width, height, margins, line, picas, pt (point)
2. Heder Footer
Trang chan 1¢, trang dau tién
Y nghia header footer. Cach thé hién Header&Footer khac nhau trén cdc trang chin
1¢
View Header/Footer
XIII. In 4n
So luge vé cach in tai liéu
XiV. Phéi hop cac phan mém trong 1 tai liéu:
Dung Word tao vin ban c6 tinh toan (liy tir Calculator hay Excel), ¢6 chén hinh vé
lay tir Paint...)
Bai 8. So' lwgc vé mang may tinh
Bai 9. Kién thirc can biét vé Virus va phong chéng
Phu luc : Unikey va cach chuyén mi (tir ABC, VNI ... sang Unicode)

Bai tap cing cb va tang cwong kién thirc : tric nghiém, tw ludn va thwc hanh trén
may (SV tu tim hi€u hodc tai li¢u & 16p 6n thi)
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