SO GIAO DUC VA BAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM
THANH PHO CAN THO Poc 1ap - Tu do - Hanh phuc
TRUNG TAM NGOAI NGU-TIN HOC
VA BOI DUONG NHA GIAO

Can Tho, ngay 31 thang 7 nam 2023

THONG BAO
Chiéu sinh lép cap nhat kien thirc sir dung cdng nghé thong tin

Nhim trang bi bd sung kién thirc s dung cong nghé thdng tin va k¥ niang cho can
bd quan ly, giéo vién cbt can, vién chic cac co sé gido duc mam non, pho thong trén
dia ban thanh phd dap tmg yéu cau cong viéc hang ngay. Trung tam Ngoai ngit - Tin hoc
va Boi dudng nha gido thong bao chiéu sinh 16p cap nhat kién thirc st dung céng nghé thdng
tin nhu sau:

A. Ngi dung

1. Hé diéu hanh Windows

1.1. Thiét lap giao dién va khac phuc I8i trén hé diéu hanh.

1.2. C4c thao t4c trén tap tin, thu muc, 6 dia luu tri.

1.3. Cai ddt, khdc phuc céc I5i trén cac phan mén thong dung (Office, phan mém g
van ban, phan mén nén di liéu, ...)

2. Sir dung Internet
2.1. Thiét 1ap cac thong sb trén trinh duyét Web.
2.2. Tim kiém va lay théng tin trén Internet.

2.3. Sir dung Gmail, Google Drive, OneDrive dé luu tri, dong bo dit liéu trén cac méy
tinh va thiét bi di dong.

3. Microsoft Office
3.1. Microsoft Word

- Thiét dat moi truong 1am viéc toi wu trén phan mén soan thao van ban (Microsoft
Word).

- Thiét 1ap cac thdng s trén Microsoft Word theo quy dinh chung vé thé thic trinh bay
van ban hanh chinh.

- Styles va cé&c ung dung vao vin ban (dé muc, muc lyc, ... tu dong)

- Tham chiéu, chén lién két va chi muc trong van ban.

3.2. Microsoft Excel

- Thiét d¢at mdi truong 1am viéc ti uu trén bang tinh (Microsoft Excel).
- Sir dung céc cdng cu dé phan tich, dinh dang, sap xép va loc dix liéu.

- Céc thiét 1ap bao mat trén trang tinh, bang tinh.

3.3. Microsoft Powerpoint



- Ung dung Slide Master vao trang trinh chiéu.

- Quan ly, thiét 1ap, kiém soat cac trang trinh chiéu.

4. 1n 4n

- Cai dat, thiét 1ap va quan ly may in.

- Thiét 1ap ban in trén phan Microsoft Office.

B. Thoi gian, dia diém té chic, 18 phi

a) Thoi gian bdi dudng: 03 ngay, thoi gian cu thé s& thong bao sau.

~ b) Dia diém: tai Trung tam Ngoai ngit - Tin hoc va Bdi dudng nha gido hoac tai dia
diém phu hop thuan lgi cho ngudi hoc.

¢) Hoc phi: 900.000 ddng/hoc vién.

Trung tdm Ngoai ngi - Tin hoc va Bo6i dudng nha gido thanh phb Can Tho kinh
d& nghi Quy don vi thdng tin dén cac don vi, ca nhan c6 nhu cau bdi dudng./.

~_GIAM POC

Nguyén Hiru Qui
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