) PE CUONG HQC PHAN
84. KY NANG SU DUNG BAN PHIM VA THIET B] VAN PHONG

1. Tén va mi hoc phin: KY NANG SU DUNG BAN PHIM VA THIET BI VAN PHONG
(2101727)

2. So tinh chi: 3(2,2,5)
Téng sb tin chi: 3 Ly thuyét: 2 Thuc hanh: 1 Tu hoc: 5

3. Giang vién phu trach:
ThS. Giang Thanh Tron
ThS. Vo Ngoc Tan Phuée
ThS. Nguyén Hitu Quang
ThS. V6 Cong Minh
ThS. Pham Thai Khanh
4. Tai liéu hoc tap
Tai li€u chinh:
[1] Giang Thanh Tron — Pham Pinh Phuc — Kiéu Ptc Huynh: Bai Giang K§ ning sir

dung
Ban phim va Thiét bi vin phong.

Tai liéu tham khao

[1] Typing Master — Pham mém dung dé luyén ban phim.

[2] Typer Shark Deluxe — Phdm mém dung dé luyén ban phim.
5. Thong tin vé hoc phin

a. Muc tiéu hoc phan:

Mobn hoc nay gitp Sinh vién:

- Sir dung thanh thao 10 ngén tay dé soan thao van ban trén may tinh, hinh thanh
tac phong soan thao van ban chuyén nghiép.

- Str dung thanh thao céc thiét bi van phong thuong gip.

b. Mo ta van tat hoc phan

Hoc phan K¥ ning st dung Ban phim va Thiét bi van phong bao gém nhitng noi

dung

nhu sau:

- Noi dung 1y thuyét: Mén hoc cung cép kién thirc cin ban vé sir dung may tinh,
thiét bi van phong 1am nén tang gitp ngudi hoc hiéu duogc tim quan trong va vai
tro ciia k§ nang ddnh may vi tinh sir dung 10 ngén tay. Dong thoi, mén hoc gitp
nguoi hoc am hiéu cac thiét bi van phong thuong gap, biét tu chiu trach nhiém,
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bao quan, phat hién cac 15i théng thudng va sira chira cac thiét bj ndy nham phuc
vu t6t nhét cho cong viéc van phong ctia minh trong twong lai.

Nbi dung thyc hanh: Cac bai tap thyc hanh gitp sinh vién ngdi s dung may tinh
dung tu thé. Hinh thanh phong cich gd phim dung va nhanh, biét cach sir dung
cac phim thong thuong, phim s6, phim tat va cac phim ky tu dac biét st dung
trong qué trinh danh mday. Van dung céc k¥ thuat danh may sir dung 10 ngon tay
dé danh may van ban voi téc do nhanh va dung k¥ thuat. Ngoai ra, sinh vién s&
tiép can sir dung cac thiét bi vin phong thuong gip, biét cach bao quan, phat hién,
sira chita mot sb 16i thong dung.

Hoc phan hoc trude (A), tién quyét (B), song hanh (C)

Khong

Yéu cau khac:

Phuong phap hoc tap: Sinh vién can phai doc cac tai liéu dugc yéu cau, hoan
thanh cac bai tap theo tuan. Trong gid hoc, sinh vién can chu dong tuong tac véi
giang vién va thuc hanh cic bai tap theo yéu cau. Tham dy day du gid giang cia
giang vién.

Phuong phap danh gia: Sinh vién tham du hoc va kiém tra theo quy ché hoc vu
hién hanh cua Nha truong. Sinh vién c6 nhiém vu kierm tra ngay dén han cua céac
hoat dong danh gia. Nhiing bai tap khong duoc gia han thoi gian ndp, néu sinh
vién nop tré s& bi diém khong.

DPam bao sy trung thuc trong hoc tap: Sinh vién can phai trich ddn ngudn tai liéu
tham khao (néu c6) trong cac bai danh gia va s& bi diém khong néu phat hién dao
van dudi bat ky hinh thirc nao. Trung thuc trong hoc tép va thuc hién cac bai kiém
tra, bai thi.

Thé hién thai dd hoc tap nghiém tac, nang dong trong tim kiém tri thirc. Poan két
gitip d& ban bé va y thirc thuc hién tét cac quy dinh ctia nha trudng va trong 16p
hoc.

6. Chuian dau ra cia hoc phén
Khi hoan thanh hoc phan, nguoi hoc c6 kha nang:

CLOs Chuén diu ra ciia hoc phan SO/PI
1 Van dung dugc tu thé ngdi dung, gd phim dung va nhanh cac phim co ban
2 Van dung dugc cach gd phim dung va nhanh cac phim sé va ky tu dic biét
3 Van dung duoc cach két hop cac phim, gé dung va gd phim nhanh
4 Str dung thanh thao cac thiét bi van phong thuong gap
5 | Cai dat, cAu hinh va sira dugc cac 16i thuong gdp khi sir dung thiét bi

Ma tran tich hop gitta chuan dau ra cia mén hoc va chuan dau ra cua chuong trinh dao
tao.
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CLOs | a b c d e f g h i J k
1
2
3
4
5
Hoac
CLOs | a b c d e f g h i J k
1
2
3
4
5
I (Introduced)
R (Eeinforced/practiced)
E (Emphasize)
Hoac
CLOs a b c d e f g h i J k
1
2
3
4
5
I (Introduced)
R (reinforced/practiced)
M (mastery at the senior level or graduate level)
A (evidence collected and analyzed)
7. Noi dung hoc phin va ké hoach giang day
S? Phwong Noi (%ung
TT Noi dung gidng day tiet | CLO phap giang YA
: : (LT/ S day huwdéng dan
TH) ‘ tu hoc
Chwong 1. Céc khai niém co' ban vé Grang yien:
A , - Thuyet giang
luy¢n phim - Thao luan
1.1. Cac khai mém - Thuc hénh
1.2. Ky nang danh may su dung 10 Sinh vién:
i ngon tay 3/3 1 | -Docbai
1.3. Tu thé ngoi danh may trudc 6 nha - Thuc hanh
1.4. Vi tri dit ngon tay 1én phim - Nghe giang
- Ghi chép
- Thao luan
- Thuc hanh

438




Chuong 2. Sir dung ban phim
2.1. GO phim véi hang phim co ban:

1an 1en:
ASDFG HIKL; _GThuiéYfgiéng
22. GO phim v&i hang phim trén: - Thao luan
QWERT YUIOP - Thye hanh
2.3. GO phim véi hang phim dudi: ZXCV Sinh vién:
BNM,. 6/12 | 1,2 | _pocbai - Thyc hanh
2.4. G& phim voi hang phim sé: trudc ¢ nha
1234567890-= - Nghe giang
2.5. G& phim véi Ky ty dic biét, dau - Ghi chép
thanh - Théao luan
26. Kbt hop Shift va cic ky tu: - Thyc hanh
l@#$Y% N &*() +
Chuong 3. Soan thio vin ban tbe dd Grang yien:

- Thuy¢t giang
nhanh , X - Théao luan
3.1. Két hgp cac phim trén hicu - Thue hanh

hang phim Sinh vién:
3.2. Thuc hanh soan thao van ban 6/6 2,3 | - Doc bai - Thyc hanh
trudc ¢ nha

- Nghe giang

- Ghi chép

- Thao luan

- Thyc hanh
Chwong 4. Gi6éi thiéu Thiét bi vin
phong
4.1. Khai niém thiét bj van phong
4.2. May tinh c4 nhan

4.2.1. Khai niém may tinh
4.2.2. Chtc nang va dac diém
4.2.3. Cac thanh phan co ban cua
may tinh
4.2.3.1. Phin ctmg mdy tinh Giang vién:
4.2.3.2. Phan mém may tinh - Thuyét giang
4.2.3.3. H¢ diéu hanh - Thao luan
42.4. Cac thao tic co ban trén - Thuc hanh
Desktop 63 4 Sinh Vlél’l
42.5. St dung cac tién ich trén - Doc bai - Thyc hanh
Windows trude ¢ nha
4.3. Thiét b }(ét ndi mang Modem ) gﬁ?ifgang
4.4. Cac Thiet bi yan phong thuong gap _ Théo luépn
4.4.1. May in - Thyc hanh

4.4.1.1. Khai niém

4.4.1.2. Phan loai may in
4.4.2. May Scan

4.4.2.1. Khai niém

4.4.2.2. Phan loai va cong dung
4.4.3. May Photocopy

4.4.3.1. Khai niém

4.4.3.2. Phan loai va cong dung
4.4.4. May chiéu
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4.4.4.1. Khai niém

4.4.4.2. Phan loai va cong dung
4.4.5. Webcam

4.4.5.1. Khai niém

4.4.5.2. Phan loai va cong dung

Chuwong 5. Cai dit cau hinh va sira 16i
cac thiét bi vin phong
5.1. Lam quen v&i may tinh
5.1.1 Thao tac tat/md mdy tinh
5.1.2 Cac cong két ndi cac thiét bi
ngoai vi
5.2. Két ndi mang Internet théng qua
Modem
5.2.1 Két ndi may tinh dé ban PC
5.2.2 Két nbi may tinh xach tay/Thiét
bi di dong
5.3. Cai dat va St dung may in den trang
5.3.1 Cai dit trinh diéu khién thiét b

(Driver)
5.3.1.1 Cai dit cho may tinh
Windows
5.3.1.2 Cai dit cho may tinh
MacOS
5.3.2 Thiét 1ap in mot mat gidy/ hai
mit gidy
5.3.2.1 Thiét lap in mot mat
gidy
5.3.2.2 Thiét 1ap in hai mit
gidy

5.3.3 Cac 16i bang in thuong gip
5.3.3.1 Lbi 1¢ gidy in khac dinh
dang trang in.
5.3.3.2 Ldi in khong ra bang in
5.3.3.3 Ldi in ra chit bién dang
5.3.3.4 Ldi téc d¢ in cham khi
in May in mang

5.4. Cai dat va Str dung Webcam
54.1 Cai dit trinh diéu khién
thiét bi
5.4.1.1 Cai dat cho may tinh
Windows
5.4.1.2 Cai dat cho may tinh
MacOS
5.4.2 Thiét 1ap thiét bi cho cac ung
dung cu thé.
5.4.2.1 Thiét lap webcam cho

9/6

Giang vién:

- Thuyét giang
- Thao luan

- Thuc hanh
Sinh vién:

- Poc bai
trudc 6 nha

- Nghe giang
- Ghi chép

- Thao luan

- Thuc hanh

- Thuc hanh
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cudc hop bang tng dung Zoom
5.4.2.2 Thiét 1ap webcam cho
ung dung Google Meeting
5.4.2.3 Thiét 1ap webcam cho
ung dung mang xa hoi (Zalo,
Viber, Skype, Whatsapp)

5.5. Cai dat va St dung may chiéu

5.5.1 Khoi dong va két nbi may
chiéu v&i PC/Laptop
5.52 Thuyc hién trinh
PowerPoint va cac file khac
5.5.3 Cac 16i thuong gap két ndi voéi
may chiéu
5.5.3.1 Khong hién thi file trén
man hinh trinh chiéu
5532 Ké ndi khong co
tin hiéu
5.5.3.4 Man hinh trinh chiéu bi
nghiéng, md, bién dang

chiéu

5.6. Cai dat va Str dung may Scan

5.6.1 Cai dat trinh diéu khién thiét bi
5.6.1.1 Cai dit cho may tinh
Windows
5.6.1.2 Cai dat cho may Mac

5.6.2 Thao tac thyuc hién scan
5.6.2.1 Thao tac scan can ban
5.6.2.2 Thao tac scan nang cao

5.7. Cai dat va St dung may Photocopy

5.7.1 Thao tac thuc hién Photocopy
co ban

5.7.2 Thao tac thuc hién Photocopy
nang cao

8. Phwong phap danh gia

a. Phuong phap danh gia theo chuan dau ra méon hoc

CLOs Bai kiém tra Phwong phap danh gia Ty to;::,mg Chi tiéu

| |Bai thuong ky s6 1 Thyc hanh trén may vi | 100% 70%
tinh

, | Bai thuomg ky 56 2 Thyc hanh trén may vi | 100% 70%
tinh

Bai thuong ky s6 3 Thuc hanh trén may vi 25% 80%
tinh

Bai Gitra ky Thyc hanh trén may vi 25% 80%
3 tinh

Bai Thuc hanh Cudi ky | Thuc hanh trén may vi 25% 80%
tinh

Bai thi cudi ky Thuc hanh trén may vi 25% 80%
tinh

4 |Bai Thyc hanh Cubi ky | Thuc hanh trén may vi 100% 80%
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tinh

5 Bai Thuc hanh Cubi ky | Thuc hanh trén may vi 100% 80%
tinh
b. Cac thanh phan danh gia
Phwong phap danh gia Ty trong %

DPanh gia thwong xuyén 20

- Bai ki€ém tra thuong xuyén/ Trac nghiém khach quan 5

- Bai tap ¢ nha 5

Ly thuyét - Thyc hanh trén 16p 5
- Hoat dong khac 5

Kiém tra giira ky 30

Kiém tra cuoi ky 50

. Chuan bi bai 40

Thye hanh K¥ néng thyc hanh 60

c. Thang diém dénh gia: Theo hoc ché tin chi.

Ngay bién soan:

Truéng b mon:

/12022

Trwong/pho khoa phu trach:
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