SO GIAO DUC VA PAO TAO CONG HOA XA HOQI CHU NGHIA VIET NAM

THANH PHO HO CHI MINH Djc 1ap - Tu do - Hanh phiic
TRUONG THPT
HOANG HOA THAM Thanh phé Hé Chi Minh, ngay /5 thang 70 ndm 2024

S6:141/KH-HHT

KE HOACH
Trién khai day hec Tin hec cép trung hoc theo chuan quéc té

Can ctr Quyét dinh s6 762/QD-UBND ngay 08 thang 3 nam 2021 cia UBND Thanh
phé HS Chi Minh vé phé duyét Bé an “Néng cao ning luc, k¥ nang tng dung Tin hoc cho
hoc sinh pho thong Thanh phé Ho Chi Minh theo dinh huéng chuan quéc té, giai doan 2021
-20307;

Can ctr Ké hoach s6 1274/KH-SGDPT ngay 04 thang 5 ndm 2021 cta Sé Gido duc
va Pao tao (GDDT) vé trién khai thyc hién Pé an “Néang cao ning luc, k¥ niang ung dung
Tin hoc cho hoc sinh phé théng Thanh phé H6 Chi Minh theo dinh huéng chuan quéc té,
giai doan 2021 - 2030;

Can cir Van ban s6 1807/SGDDT-GDTrH ngay 21 thang 6 nam 2021 cia So Giéo
duc va Pao tao (GDDT) “Vé hudng dan trién khai day hoc Tin hoc cip trung hoc theo chuan
qudc té”.

Can cr vao tinh hinh nha treong, tinh hinh phong may, tinh hinh gido vién va thoi
luong tiét hoc chinh khéa caa hoc sinh.

1. Vé hoc sinh: Hoc sinh cac khéi 16p 10 va 11 thuc hién hoc chuong trinh Mos

2. Vé gido vién: 100% gi4o vién day Tin hoc dugc chuin héa dap ung yéu cau day
Chuong trinh Tin hoc quc té.

3. Vé CSVC: C6 02 phong may dap tng du nhu cau hoc Tin hoc qudc té.

I. MUC TIEU TUNG GIAI POAN

1. Nam hoc 2024-2025

- V& hoc sinh: 100% hoc sinh dugc hoc Tin hoc qudc t&¢ MOS; 75% hoc sinh thi lay
chtng chi.

- V& co so vat chat: 100% Phong may dua s6 lwong, dam bao chat luong, cdu hinh may
dap (ing yéu cau giang day theo chuong trinh chuan qudc té.

2. Giai doan tir niim 2025 dén nim 2026

- V& hoc sinh: 100% hoc sinh duoc hoc va thi ching chi Tin hoc quéc té MOS.

- V& d6i ngi gido vién: 100% gido vién day Tin hoc dugc chuan hoa dap (g yéu cau
day Chuong trinh Tin hoc qudc té theo cip hoc.

- V& co so vat chat: 100% Phong may dua sé lwong, dam bao chat luong, cdu hinh may
dap (ing yéu cau giang day theo chuong trinh chuan qudc té.

I1. MO HINH GIANG DAY

- Lép hoc chuong trinh Tin hoc qudc té: 4p dung cho hoc sinh khéi 10, khéi 11 ¢6 nhu

cau hoc nang cao vé Tin hoc van phong theo chuan quéc té



e Thoi luong: 70 tiét
e NOoi dung:
i. Khéi 10: Y2 MOS Word 2019
ii. Khéi 11: % MOS Word 2019
e Thoi gian: Theo TKB nha truong sap xép
I1l. KE HOACH GIANG DAY

KHUNG KE HOACH GIAO DUC MON MOS WORD LGP 10 NAM HQC 2024 — 2025
ﬂ ~ THOI GIAN: 35 TUAN
TONG SO TIET: 35 (HKI: 18 tiét; HKII: 17 tiét)

. TIET BAI DAY/ A \ PHUONG TIEN/
. YE A AN DAT N N
TUAN PPCT CHU DE UCAUCAN D, TAI NGUYEN
BAI 1: BAT PAU - May tinh
01 VOI - Micro
1 Khoi dong Word
09/09/24->13/09/24 MICROSOFT oS - Gido dn dién i
WORD 2019 - Sach MOS
Giao dién Word
- St dung thanh cong
BAI - BAT DAU| ¥ Ty ¢4p n}lanh;. - May tinh
02 ) VoI ) :u d;mg ngboi’ - Micro
16/09/24->20/09/24 MICROSOFT | - > Cune B SR Gido an dién tir
WORD 2019 ' . 4
- Di chuyén vung van|" Sach MOS
ban trong pham vi tai
liu.
Lam viéc voi tai liéu
BAI I: BAT PAU| ~ (T;O il lfu mOL |- May tinh
03 3 140)4 ) tuﬁen Uy Cab 831 Micro
cac ta1 lieu,
23/09/24->27/09/24 MICROSOFT s - Giao an dién t
- Luu tai liéu;
WORD 2019 ) _ Séch MOS
Cac kiéu tap tin trong
Word .
Lam viéc voi tai liéu
| - Taychinh luutailiéu|
BAI 1: BAT PAU| trong Word Options; |- May tinh
04 4 Vor - DPoéng tai liéu; - Micro
30/09/24->04/10/24 MICROSOFT - Mo tai liéu; - Gido an dién tir
WORD 2019 | - Nhap (Import) tai liéu| . sach MOS
vao mot tap tin dang
ma.




BAI I: BAT DAU

- May tinh

05 140)4 o - Micro
07/10/24->11/10/24 MICROSOFT | = %447 . Gido dn dién ti
WORD 2019 - Sach MOS
BAI I: BAT DAU - May tinh
06 140)4 o - Micro
Bai tap
14/10/24->18/10/24 MICROSOFT - Gido an dién tir
WORD 2019 - Sach MOS
Thay déi cdc giao dién
xem (View) tai li¢u
) | - Hiéu  chinh  do|. May tinh
07 BAI 22’ CAVC thu/phong  (Zoom) tai| oo
THAO TAC VAN| liéu;
21/10/24->25/10/24 : . . . |- Gido an dién tir
BAN - St dung chirc nang| '
hién/An (Show/Hide ¥); |~ Sach MOS
- Phan chia cta s6
(Splitting the Window).
Chon van ban trong tai
lieu
0 BA| 2 Cﬁ:C Lag viéc voi v’an balj _ miiyr:”h
THAO TAC vAN| - St dung tinh nang
28/10/24->01/11/ BAN hoan tac (Undo); - Gido an dién tir
- Sur dung tinh nang lap |- Sach MOS
lai cac hanh dong/thao
tac (Repeat hoac Redo).
Lam viéc voi van ban
- Chén cac ky hiéu
(Symbols) hodc céac ky
tu dac biét (Special
Characters);
) |- Su dl%ng cac chuc|_ May tinh
09 BAI 20 CAC nér’lg Cat (Cut)\, Sello _ Micro
04/11/24->08/11/24 IZZ{AO TAC VAN chép (Copy) va Dan| - oo o dion i
N (Paste); ) '
- St dung Office|" Sach MOS
Clipboard;

- Di  chuyén vin
ban/ddi twong st dung
kéo tha (Drag-and-
Drop) chuot.




Tim va thay thé
(Finding and
Replacing)

- Tim kiém (Finding)
trong tai li¢u;

p ) i ~| - Strdung céc tuy chon |~ May tinh
10 BAI 2: CAC| . b Micro
10 | THAO TAC VAN tlm' kiém  (Search
11/11/24->15/11/24 BAN Options) trong hop|- Gido dn dién twr
thoai Find and Replace; | S4ch MOS
- Thay thé (Replacing)
cac muyc trong tai liéu;
- Str dung AutoCorrect
dé thay thé cac muc
trong tai li¢u.
. ) - Méy tinh
11 BAI 2', CAVC L - Micro
11 | THAO TAC VAN| Bai tdp
18/11/24->22/11/24 ; - Gido an dién tir
BAN
- Sach MOS
. . - Méy tinh
BAlI 2: CAC .
12 , . o - Micro
12 | THAO TAC VAN| Bai tap
25/11/24->29/11/24 BAN - Gido an dién tir
- Sach MOS
i : - May tinh
BAI 3. B'INVH Dinh dang cac ky tu _y
13 13 DANG VAN Str dune hon thoai Font | Micro
02/12/24->06/12/24 BAN VA DOAN| > Q& hOP Thoatkont - oo o dien n
- ; (Font Dialog Box). i
VAN BAN - Sach MOS
Dinh dang cac doagn
X van ban -
BAI 3: PINH| |- Maytinh
14 14 | PANG  VAN|” (Tjﬁn Ch”:ih; ,Vankzar{’ - Micro
09/12/24->13/12/24 BAN VA pOAN| " O B Gido dn dién ti
VAN BAN cach gilta cac dong| Sach MOS
(Line Spacing) trong
doan van ban.
Dinh dang cac dogn
van ban
BAI 3. DINH| - Thay dbi khoang|~ May tinh
15 15 DANG VAN| cach giita cac doan van|- Micro
16/12/24->20/12/24 BAN VA DOAN| ban (Paragraph|- Gido dn dién tir
VAN BAN Spacing); _ Sach MOS

- Thut 1& (Indent) doan
van ban;




Dinh dang cac doan

BAI 3: DINH| van ban - May tinh
16 16 D4NG VAN| - Sit dung hop thoai|- Micro
23/12/24->27/12/24 Bz‘{N szl DOAN| Tabs; - Giao an dién tur
VAN BAN - Su  dung Format|. Sach MOS
Painter.
Dinh dang van ban sw
BAI 3: PINH| dung Styles - May tinh
17 17 DANG VAN| - St dung dinh dang|- Micro
30/12/24->03/01/25 BAN VA DOAN| nhanh (Quick Styles); |- Gido an dién tir
VAN BAN - Sir dung cira s Style| . Sach MOS
(Style Pane).
T6 chirc danh sdch
\ théng tin .
BAI 3 pivH| oo |- May tinh
18 g | PANG VAN é,TE df,h“; d;‘f‘h sach| Micro
06/01/25->10/01/25 BAN VA POAN| @M} QAU CAUCONE | - oo dan dién tir
VAN BAN - T6 chac danh sich| '
danh sb dau dong; - Sach MOS
- Tao danh sach da cp.
BAI 3: DPINH - May tinh
19 DANG VAN - Micro
19 . \ St dung WordArt
13/01/25->17/01/25 Bz‘{N szl DOAN e - Giao an dién tur
VAN BAN - Sach MOS
BAI 3: DPINH - May tinh
20 DANG VAN| .. . - Micro
20 . ) Bai tap
03/02/25->07/02/25 Bz‘{N szl DOAN - Giao an dién tr
VAN BAN - Sach MOS
BAI 3: PINH - May tinh
21 DANG VAN| . . - Micro
21 , . Bai tap
10/02/25->14/02/25 BI‘{N szl DOAN - Giao an dién tur
VAN BAN - Sach MOS
BAI 3: PINH - May tinh
22 DANG VAN| .. . - Micro
22 , . Bai tap
17/02/25->21/02/25 B/{N szl DOAN - Giao an dién tur
VAN BAN - Sach MOS
. , . - May tinh
23 BAI 4: DINH| Hiéu chinh thiét lap Micro
23 | DANG TAI LIEU| trang )
24/02/25->28/02/25 PE IN - Giao an dién tr

- Sach MOS




St dung ddu trang
(Headers) va chan

. - May tinh
” BAI 4: DINH| trang (Footers) Micro
24 | DANG TAILIEU| - Chen s '
03/03/25->07/03/25 #7| - Chen so trang (Page| . i dion i
DE IN numbers); ) '
- Tao  Header va| Sach MOS
Footer.
Lam viéc voi nén tdi
lieu (Document
Backgrounds)
- Thém hinh mo
(Watermark) vao nén|_ May tinh
2 55 | DANG TAILIEU| - Thoms  miw  nén|” M0
- Thém mau nén
10/03/25->14/03/2 ‘
0/03/25 /03/25 PE IN (Background  Colors) G,lao an dién tw
cho tai liéu; - Sach MOS
- Thém duong vién
trang (Page Borders);
- Ap dung cac chu dé
(Themes).
. - May tinh
BAI 4: DBINH .
26 N / - M
26 | DANG TAILIEU Suw  dung Document icro
17/03/25->21/03/25 DEIN Style Sets - Gido an dién tir
- Sach MOS
. - May tinh
BAI 4: DBINH .
27 \ . o - Micro
27 | DANG TAI LIEU| Bai tap L
24/03/25->28/03/25 DPE IN - Gido an dién tur
- Sach MOS
. - May tinh
BAI 4: DBINH .
28 o o - Micro
28 | DANG TAI LIEU| Bai tap L
31/03/25->04/04/25 PE IN - Giao an dién tir
- Sach MOS
. - May tinh
BAI 4: DBINH .
29 o o - Micro
29 | DANG TAI LIEU| Bai tap L
07/04/25->11/04/25 DE IN - Giao an dién tir
- Sach MOS
Stra chita (Proofread)| May tinh
R . | tailiéu .
30 g0 | BAI 5 PHAN| . T |- Micro
14/04/25->18/04/25 PHOI TAILIEU | =" MWONE VOU €A\ - o an dién i

tham chiéu (Navigating
with References)

- Sach MOS




Piéu huéng véi cdc
tham chiéu (Navigating

with References) - May tinh
31 a1 BAI: 5: PH,A&N - Stt dung 1énh Go To; |- Micro
21/04/25->25/04/25 PHOITAI LIEU | - Sir dung Siéu lién két|- Gido an dién tir
(Hyperlinks); - Sach MOS
- Tao danh dau trang
(Bookmarks).
- May tinh
32 BAl 5: PHAN s . ... . |-Micro
28/04/25>02/05/25| ° | PHOITAI LIEY | CMan PHAteudein | - o i dién 1
- Sach MOS
Kiém tra tai liéu
(Inspecting a
Document)
- Duy tri tinh tuwong|. May tinh
33 43 | BAI 5 PHAN ?&‘::malcr‘:;g @i lieu) picrg
05/05/25->09/05/25 PHOI TAI LIEU - - Gido an dién tir
Compatibility);
- St dung trinh kiém |~ Sach MOS
tra tai liéu;
- Kiém tra tai liéu vé
kha ning tiép can.
- Méy tinh
34 BAI 5: PHAN| . - Micro
34 B \ . Bai tap
12/05/25->16/05/25 PHOI TAI LIEU - Gido an dién tir
- Sach MOS
- May tinh
35 BAI 5: PHAN| . - Micro
35 PR A Bai tap
17/05/25->23/05/25 PHOI TAI LIEU - Gido an dién tir

- Sach MOS




KHUNG KE HOACH GIAO DUC MON MOS WORD LGP 11 NAM HQC 2024 — 2025
THOI GIAN: 35 TUAN

TONG SO TIET: 35 (HKI: 18 tiét; HKII: 17 tiét)

N TIET BAI DAY/ . PHUONG TIEN/
TUAN PPCT CHU PE YEU CAUCANDAT |~ Al NGUYEN
BAI 1: BAT PAU - May tinh
VoI -
01 Bai té - Micro
09/09/24->13/09/24 MICROSOFT - Gido an dién tir
WORD 2019 )
- Sach MOS
BAI 2: CAC - May tinh
02 37 |THAO TAC VAN Bai tdp 1 - Micro
16/09/24->20/09/24 BAN - Gido dn dién tir
- Sach MOS
BAI 2: CAC - May tinh
03 38 | THAO TAC VAN Bai tdp 2 - Micro
23/09/24->27/09/24 BAN - Gido dn dién tir
- Sach MOS
BAI 3: DINH - May tinh
04 g [PANGVANBAN| gy |- Miero
30/09/24->04/10/24 - - Gido dn dién tir
BAN .
- Sach MOS
BAI 3: DINH - May tinh
o5 so |PANGVANBANT gy |- iero
07/10/24->11/10/24 . - Gido dn dién tir
BAN .
- Sach MOS
BAI 3: DINH - May tinh
06 41 DéNSOZA]éV IZ?A]]V Bai tdp 3 - Micro
14/10/24->18/10/24 - - Gido dn dién tir
BAN .
- Sach MOS
BAI 4: DINH - May tinh
07 42 |DANG TAI LIEU Bai tp 1 - Micro
21/10/24->25/10/24 PE IN - Gido dn dién tir

- Sach MOS




- May tinh

BAI 4: DINH )
08 43 |DANG TAI LIEU Bai tp 2 - Micro
28/10/24->01/11/ DE IN - Gido an dién tir
- Sach MOS
- May tinh
% 44 PEIAOJIiAPJ%ENU Baitap 1 - Miero
04/11/24->08/11/24 - - Gido dn dién tir
- Sach MOS
- May tinh
N 45 PEIAOJIS}AEE?ENU Bai tdp 2 - Micro
11/11/24->15/11/24 - - Gido dn dién tir
- Sach MOS
- Méy tinh
11 46 BAI 6};%£UNG Bai tdp 1 - Micro
18/11/24->22/11/24 - Gido dn dién tir
- Sach MOS
- May tinh
12 47 BAI 6Bil]<;é)UNG Bai tdp 2 - Micro
25/11/24->29/11/24 - Gido an dién tir
- Sach MOS
- May tinh
13 48 BAI 6Bi%gUNG Bai tp 3 - Micro
02/12/24->06/12/24 - Gido an dién tir
- Sach MOS
BAI 7: LAM VIEC - May tinh
14 49 | VOI CAC MINH Bai tép 1 - Micro
09/12/24->13/12/24 HOA - Gido dn dién tir
- Sach MOS
BAI 7: LAM VIEC - May tinh
15 50 | VOI CAC MINH Bai tdp 2 - Micro
16/12/24->20/12/24 HOA - Gi&o dn dién tir
- Sach MOS
BAI 8: TAO TAI v tinh
LIEU THAM - May tin
16 51 |KHAO VA CONG Bai tdp 1 - Micro
23/12/24>27/12/24 TAC TREN TAI - Gido an dién tir
LIEU - Sach MOS




BAI 8: TAO TAI

LIEU THAM - May tinh
17 52 |KHAO VA CONG Bai tdp 2 - Micro
30/12/24->03/01/25 TAC TREN TAI - Gido an dién tir
LIEU - Sach MOS
- May tinh
18 53 Luyéfa tdp trén |Hoc sinh thuc h.c‘mh duoc | Micro
06/01/25->10/01/25 Gmetrix-Exam 1| Exam 1Projectl 0o an dien n
- Sach MOS
- May tinh
19 54 Luyé.n tdp trén |Hoc sinh thuc hf‘mh duoc | Micro
13/01/25->17/01/25 Gmetrix - Exam 1| Exam 1 Project2 | .. an dién ti
- Sach MOS
- May tinh
20 55 Luyé.n tap trén |Hoc sinh thuc hf‘mh duoc | Micro
03/02/25->07/02/25 Gmetrix - Exam 1| Exam 1Project3 | o0 an dien i
- Sach MOS
- May tinh
21 56 Luyé.n tdp trén |Hoc sinh thuc hfinh duoc | Micro
10/02/25-14/02/25 Gmetrix - Exam 1| Exam 1Project4 | .o an dien i
- Sach MOS
- May tinh
29 57 Luyé.n tdp trén |Hoc sinh thuc hfinh duoc | Micro
17/02/25->21/02/25 Gmetrix-Exam 1| BExam 1 ProjectS | . o dion o
- Sach MOS
- Méy tinh
23 58 Luyé_n tdp trén |Hoc sinh thuc hf‘znh dvoc | - Micro
24/02/25->28/02/25 Gmetrix-Exam 1| Exam 1 Project6 | .. o ion o
- Sach MOS
~ May tinh
24 59 Luyé_n tdp trén  |Hoc sinh thuc hf‘znh dvoc | . Micro
03/03/25-07/03/25 Gmetrix-Exam 1| Bxam1Project? | oo in dién ar
- Sach MOS
~ May tinh
o5 50 Luyé.n tdp trén |Hoc sinh thuc hf‘mh duoc | - Micro
10/03/25-14/03/25 Gmetrix - Exam 2 | Exam 2 Projectl | o0 in dion ui

- Sach MOS




Hoc sinh thwe hanh dwoc

- May tinh

26 61 L“yé_” tap trén _ - Micro
17/03/25->21/03/25 Gmetrix - Bxam 2. Exam 2 Project2 | o0 i dien ni
- S4ch MOS
- May tinh
27 62 Luyé_n tdp trén |Hoc sinh thuc hf‘mh duoc | _ Micro
24/03/25->28/03/25 Gmetrix - BExam 2. Exam 2 Project3 | o0 o dicn ni
- S4ch MOS
- May tinh
28 63 Luyé.n tdp trén |Hoc sinh thuc hf‘znh duoc | Micro
31/03/25->04/04/25 Gmetrix-Exam 2| Bxam 2 Projectd | - o0 o dion o
- S4ch MOS
- May tinh
29 64 Luyé.n tdp trén |Hoc sinh thuc hf‘znh duoc | Micro
07/04/25->11/04/25 Gmetrix-Exam 2| Bxam 2 Projects | oo 4 dion nir
- S4ch MOS
- May tinh
30 65 Luyé.n tdp trén  |Hoc sinh thuc hfinh duwoc | Micro
14/04/25-> 18/04/25 Gmetrix-Exam 2| Bxam2Project6 | 2.0 4 dion o
- S4ch MOS
- May tinh
31 66 Luyé.n tdp trén |Hoc sinh thuc hfinh duoc | Micro
21/04/25-> 25/04/25 Gmetrix-Exam 2| Bxam 2 Project 7.\ o o dion nir
- S4ch MOS
- Méy tinh
32 67 Luyé_n tdp trén |Hoc sinh thuc }_zdnh duoc | Micro
28/04/25-02/05/25 Gmetrix - Exam 3 | Exam 3 Project 1.2\ - o i dien i
- S4ch MOS
- May tinh
33 68 Luyé_n tdp trén |Hoc sinh thuc }_zdnh dvoc | . Micro
05/05/25->09/05/25 Gmetrix-Exam 3| Exam 3 Project3.4 | .0 iy dion
- S4ch MOS
- May tinh
34 69 Luyé_n tdp trén |Hoc sinh thuc }_zdnh duoc | Micro
12/05/25->16/05/25 Gmetrix - Exam 3| Exam 3Project 56 | o0 4 dign i

- Sach MOS




- May tinh

35 70 Luyé_n tdp trén |Hoc sinh thuc hf‘mh duoc | Micro
17/05/25->23/05/25 Gmetrix-Exam 3| Exam 3 Project? | .. in dien i
- Sach MOS

Trén day la ké hoach trién khai day hoc Tin hoc cip trung hoc theo chuin qudc té cia
treong THPT Hoang Hoa Tham./.

Noi nhan

- S& Gi4o duc (dé bao céo);

- T6 chuyén mdn (dé thyc hién);
- Luu: VT.
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