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A.SOAN THAO VAN BAN

I. Khdi niém vé hé soan théo vin bdn
1. Khai niém hé soan thao van ban

2. Mot sb quy tic khi gd van ban

3. Hai kiéu g TELEX va VNI

4. B6 phong va bd ma tuong ung

II. Lam quen voi Microsoft Word

1. Nhan biét cac thanh phan trong man hinh soan
thado Microsoft Word

2. Phan biét con tro van ban va con tro chuot
3. Di chuyén con tré vin ban

4. Phan biét ché d¢ de va ché do chén

5. Céc thao tac bién tap van ban

1I1.Dinh dang van bdn

1. Pinh dang ki tu

2. Pinh dang doan van

3. Pinh dang trang

IV.Mpt s6 chire ning khdc

1. Pinh dang kiéu danh sach

2. Ngit trang

3. Céach in van ban

V. Tao va lam viéc voi bang

1. Tao bang

2. Chon thanh phan ctia bang

3. Thao tac vdi bang

VI. Cac cong cu tro giup sodn thdo van bdn
1.Tim kiém va thay thé

2.Gd tat va stra 15

GV: Néi Quoc Hung

B.MANG MAY TiNH VA INTERNET
1. Mang may tinh

1. Cac thanh phin mang may tinh

2. Cac kiéu bd tri may tinh trong mang

3. Khai niém giao thuc

4. Hai m6 hinh mang (ngang hang va khéach-chu)
II. Mang théng tin toan cdu Internet

1. Khai niém Internet

2. Vai tro cua Internet

3. Nam ra doi, nguoi quan ly

4. Cac cach két ndi qua Internet

5. Cach truyén dir liéu trong mang Internet
III.M¢t sé dich vu co bén ciia Internet

1. Cac khai niém:

Siéu van ban

Trang web (web page)
Thuat ngt WWW
Website

Trang chu

Trinh duyét web
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. Céc cach tim kiém théng tin
. Bia chi thu dién tir
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