NOi dung chwong trinh dao tao

chirng chi tin hoc co’ ban
Kién thirc vé CNTT co ban:
- Kién th&rc co ban vé may tinh va mang may
tinh.
- ng dung CNTT vao doi song.
- An toan lao déng va bao vé mdi trwdng trong
CNTT.
- Kién thirc vé an toan trong méi truérng CNTT.
- Mdt s6 quy dinh ctia phap luat vé CNTT.
Swr dung may tinh co’ ban:
- Kién thrc co ban vé may tinh.
- Hé diéu hanh Window.
- Windows Explorer.
- Desktop.

- Control panel.



- Unikey.

- Cach str dung may in.

Phan mém Word Office:

- Kién thrc co’ ban vé Microsoft Word.
- Cac thao tac théng dung.

- Dinh dang cac ky tw.

- Pinh dang doan van ban.

- Dinh dang tai liéu.

- Cach chén ddi twong vao van ban.
- Tham chiéu.

- Cach 1ap bang trén word.

- Cach hoan thanh van ban.

- Van ban hanh chinh.

Phan mém Powerpoint co’ ban:

- Gi¢i thiéu vé phan mém.

- Cac thao tac co ban.

- Cach str dung dinh dang co san.



- Dinh dang background.

- Bang.

- Pwa biéu d6, so d6 td chlrc vao trong
trang thuyét trinh.

- Cach cai dat &rng dung.

Phan mém Excel co ban:

- Gi®i thiéu phan mém.

- Dinh dang di liéu trong Excel.

- Ham trong bang tinh Excel.

- Biéu do.

- C4ch phan phdi trang tinh, bang tinh.
Str dung Internet:

- Gidi thiéu co ban vé Internet.

- Cach st dung trinh duyét web.

- C4c cong cu tim kiém trén web.

- Cach str dung cong cu tim kiém.

- Emaill.



- C4c hinh thrc truyén thong.

- An toan thong tin.

On tap va thi:

Hoc vién c6 thé 6n tap tai nha hoac t&i
phong may thwec hanh tai VSTEP Viét Nam.



