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'KE HOACH GIANG DAY HQCKI I
MON : TIN HQC QUOC TE (MOS WORD)
(Tir ngay 15/08/2023 dén ngay 30/12/2023)

TUAN| THOI GIAN | TIET | MUC 352 CAC NOI DUNG CHINH CUA BAI HQC
1 GIOI THIEU VE TIN HQC QUOC TE (MOS WORD)
GIOI THIEU PHAN MEM GMETRIX
BAI 1: BAT DAU VOI MICROSOFT WORD 2016
1 Muc tiéu bai hoc
15/08/2023 2 Word I gi?
1 bén 2
19/08/2023 3 Khéi dong Word 2016
4 Giao dién Word 2016
3 4.1 Str dung thanh cong cu truy cdp nhanh
4.2 Str dung Ribbon
4.3 Str dung Backstage view
4
4.4 Di chuyén ving van ban trong pham vi tai liéu
5 THUC HANH MUC 3 + 4
21/08/2023 5 Lam viéc véi tai liéu
2 bén
26/08/2023 5.1 Tao tai liéu méi
6 5.2 Chuyén truy cip giita cac tai liéu
5.3 Luu tai liu
5.4 Céc kiéu tap tin trong Word 2016
5.5 Tuy chinh luu tai liéu trong Word Options
5.6 Dong tai ligu
7
5.7 Mo tai ligu
28/08/2023
3 Dén 5.8 | Nhap (Import) tai liéu vao mot tap tin dang md
02/09/2023 ? ;
8 6 Tong két bai hoc
9 7 Bai tap thue hanh tong hop
BAI 2: CAC THAO TAC VAN BAN




TIEU

TUAN| THOI GIAN | TIET | MUC MUC CAC NOI DUNG CHINH CUA BAI HQC
1 Muc tiéu bai hoc
2 Thay d6i cac giao dién xem (View) tai li¢u
10 2.1 Hi¢u chinh d¢ thu/phéng (Zoom) tai li¢u
2.2 Str dung chirc nang hién/an (Show/Hide )
2.3 Phén chia cira s6 (Splitting the Window)
3 Chon van ban trong tai li€u
04/09/2023 4 Lam viéc voi van ban
4 Dén 11
09/09/2023 4.1 Str dung tinh nang hoan tac (Undo)
42 Str dung tinh nang 1ap lai cdc hanh dong/thao tac
' (Repeat hoac Redo)
43 Cheén cac ky hiéu (Symbols) hodc céac ky tu dac
' biét (Special Characters)
44 Str dung cac chirc nang Cit (Cut), Sao chép
12 ' (Copy) va Dan (Paste)
4.5 Str dung Office Clipboard
46 Di chuyén vin ban/déi twong st dung kéo tha
' (Drag-and-Drop) chudt.
13 THU'C HANH MUC 4
5 Tim va thay thé (Finding and Replacing)
5.1 Tim kiém (Finding) trong tai liéu
11/ 094 2023 5 Str dung cac tiy chon tim kiém (Search Options)
5 bén 14 ' trong hop thoai Find and Replace
16/09/2023 ;i
5.3 Thay thé (Replacing) cac muc trong tai liéu
54 St dung AutoCorrect dé thay thé cac muc trong
' tai liéu
15 6 Tong két bai hoc
16 7 Bai tap tong hop
17 Bai tap tong h
18/09/2023 *pTOng 29P
6 bén BAI 3: PINH DANG VAN BAN VA POAN VAN BAN
23/09/2023
1 Muc tiéu bai hoc
18
2 Dinh dang cac ky tw




TUAN| THOI GIAN | TIET | MUC rlfquEjg CAC NOI DUNG CHINH CUA BAI HQC
2.1 Str dung hdp thoai Font (Font Dialog Box)
3 Dinh dang cic doan vian ban
19 3.1 Can chinh van ban
Thay dbi khoang cach giira cac dong (Line
3.2 . .
Spacing) trong doan van ban
25/09/2023 33 Thay d6i khoang cach giita c_élc doan van ban
v Pén (Paragraph Spacing)
30/09/2023 | 20 3.4 Thut 1& (Indent) doan vén ban
35 Kiém soat cac dong trong doan vin ban va cac
' doan van ban
3.6 Str dung hdp thoai Tabs
21
3.7 Str dung Format Painter
22 .
THUC HANH MUC 3 : Dinh dang cac doan vin ban
23
02/10/2023
8 bén 4 Pinh dang van ban sir dung Styles
07/10/2023
24 4.1 Str dung dinh dang nhanh (Quick Styles)
4.2 St dung cira s6 Style (Style Pane)
25 THU'C HANH MUC 4 : Dinh dang vin ban sir dung
26 Styles
14 /1%720 93 - 5.1 T chirc danh sach danh dau dau dong
5.2 T6 chirc danh sach danh s dau dong
5.3 Tao danh sach da cip
28 THU'C HANH MUC 5 : T6 chic danh sach thong tin
16/10/2023
10 bén 29 6 Str dung WordArt
21/10/2023 X .
30 7 Tong ket bai hoc
31 8 Tong két bai hoc
23/10/2023 . )
11 bén 32 9 Kiém tra giira lan 1
28/10/2023

BAI 4: PINH DANG VAN BAN PE IN




TIEU

TUAN| THOI GIAN | TIET | MUC MUC CAC NOI DUNG CHINH CUA BAI HQC
1 Muc tiéu bai hoc
2 Hiéu chinh thiét 1ap trang
33 2.1 Thay d6i kich ¢ trang tai liéu
2.2 Thay d6i hudng trang tai liéu (Orientation)
2.3 Thay d6i 1& trang (Margin)
2.4 Chén ngit trang tai liéu
34 2.5 Lam viéc v6i 1énh ngit phan (Section Breaks)
30/10/2023
12 bén 2.6 Lam viéc véi cac ¢t (Columns) van ban
04/11/2023
35 . .
THUC HANH MUC 2 : Hiéu chinh thiét 1ap trang
36
3 | Sir dung dau trang (Headers) va chan trang (Footers)
37 3.1 Chén sb trang (Page numbers)
3.2 Tao Header va Footer
06/11/2023 4 Lam viéc v6i nén tai liéu (Document Backgrounds)
13 bén 38 )
11/11/2023 4.1 Thém hinh m¢ (Watermark) vao nén tai liéu
4.2 | Thém mau nén (Background Colors) cho tai lidu
4.3 Thém duong vién trang (Page Borders)
39
4.4 Ap dung cac chu dé (Themes)
40 Tong két bai hoc
13/11/2023 ;
14 bén 41 Bai tap tong hop
18/11/2023 N .
42 On tap tong hop
43 Kiém tra giira 1an 2
BAI 5: PHAN PHOI TAI LIEU
20/11/2023 1 Muc tiéu bai hoc
15 Pén N ~ xspea
25/12/2023 2 Stra chira (Proofread) tai liéu
a4 3 Piéu huwong véi cac tham chiéu (Navigating with

References)

3.1 Str dung khung diéu huéng (Navigation Pane)




TUAN| THOI GIAN | TIET | MUC rlfquEjg CAC NOI DUNG CHINH CUA BAI HQC
3.2 Str dung 1énh Go To
45 3.3 St dung Siéu lién két (Hyperlinks)
3.4 Tao danh dau trang (Bookmarks)
46 THUC HANHMUC 1+2+3
4 Chuin bi tai li¢u dé in
5 Kiém tra tai liéu (Inspecting a Document)
271 11{2023 47 Duy tri tinh twong thich cua tai li¢u (Maintaining
Pén 51 C -
16 ompatibility)
02/12/2023 )
5.2 Str dung trinh ki€ém tra tai li¢u
5.3 Kiém tra tai liéu vé kha nang tiép can
48 6 On tap
49
04/12/2023
17 bén 50 Kiém tra hoc ki I
09/12/2023
51
52 Tong két bai hoc
53 Tong két bai hoc

BAI 6: SUDUNG BANG

11/12/2023 1 Muc tiéu bai hoc
18 Dén .
16/12/2023 2 Lam vi€c vdi bang
54 2.1 Chén bang (Table) vao tai liéu
2.2 Chon vin ban hodc cac dbi tuong trong bang
2.3 Lam viéc véi van ban trong bang
55 .
THUC HANH MUC 2 : Lam viéc véi bang
56
18/12/2023
19 DPén 3 Hi¢u chinh biang
23/12/2023 57 5, | Hiéuchinh do rong (Width) ciia cot va o cao

(Height) cia hang

3.2 Cheén cot, hang hoac 6 vao bang




TIEU

TUAN| THOI GIAN | TIET | MUC MUC CAC NOI DUNG CHINH CUA BAI HQC
3.3 Xoa cac cdt, hang hodc 6 trong bang
Két hop/hop nhit (Merging) va phan chia
3.4 e O
(Splitting) 6
3.5 Tach bang va hop nhit cac bang
25/12/2023 58 3.6 Thiét 14p céc tiéu dé dong (Row Headings)
Pén ,
20 30/12/2023 3.7 | Siurdung céc kiéu dinh dang bang (Table Styles)
3.8 Hiéu chinh 1& cac 6 (Cell Margins) trong bang
59 .
THUC HANH MUC 3 : Hiéu chinh bang
60

Duyét cia Hiéu Truéng

Hoang Thai Duong

TP. H6 Chi Minh, ngay 20 thang 7 nim 2023

To trwéng b moén

Pham Vinh Thing




