UBND QUAN LONG BIEN
TRUONG TIEU HQC PO THI VIET HUNG

NQI DUNG ON TAP MON TIN HQC LOP 5
CUOI HQC KIi I NAM HQC 2024 — 2025
I. MUC PICH YEU CAU:
1. Kién thic:
- Néu duoc vi du may tinh giup em hoc tap.
- Néu duoc vi du may tinh giup em giai tri.

- Néu duoc vi dy may tinh gidp em tim kiém, trao doi thong tin, hop tac vai
ban be.

- Tim dugc website cho trudc nhirng thong tin phu hop va co ich vai nhiém
vu dat ra.

- Tim kiém va chon duoc thong tin phd hop véi van dé can giai quyét.
- Biét cach tao cdy thu muc theo yéu cau.

- Biét cach tim kiém céc thu muc trén may tinh.

- Nhan biét duoc ban quyén caa san pham.

2. Ky nang:

- Rén luyén k¥ nang gé mudi ngon.

- Rén luyén ky nang sur dung mang may tinh.

- Rén luyén k¥ ning tao cdy thu muc véi cau tric hop Ii.

- Rén luyén k¥ nang soan thao mot doan van ban va chinh sira van ban theo
mau.

- Ren luyén k§ nang Iuu van ban sau khi soan thao xong.
3. Thai d¢:
- Nghiém tdc trong viéc 6n tap.

- Nghiém tic va c6 thai do ding khi lam bai kiém tra.



I1. PHAM VI ON TAP:
Bai 1. May tinh gilip em hoc tap.
Bai 2: May tinh gilp em giai tri.
Bai 3: May tinh gitp em tim kiém, trao d6i thong tin, hop tac véi ban bé va
tao ra san pham so.
Bai 4: Tim kiém thong tin trén website.
Bai 5: Thuc hanh tim kiém théng tin trén website.
Bai 6: Tim kiém thdng tin trong giai quyét van dé.
Bai 7: Cau trac cay thu muc hop Ii.
Bai 8: Tim tép thu muc trén may tinh.
Bai 9: Ban quyén noi dung théng tin.
Bai 10: Chon va x6a khdi van ban.
Bai 11: Sao chép, di chuyén khoi van ban.
Bai 12: Binh dang ki tu.
Bai 13: Thuc hanh dinh dang van ban.
Bai 14: Chen hinh vao van ban.
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