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Poc 1ap - Tw do - Hanh phic

TRUONG DAI HOC SAO PO
KHOA CONG NGHE THONG TIN

PE CUONG CHI TIET HQC PHAN
Trinh d¢ dao tao: Pai hoc
Nganh dao tao: Dung chung cho cac nganh

1. Tén hoc phan: Tin hoc co ban

2. Mi hoc phan: TINCB 005

3. So tin chi: 4 (2, 2)

4. Trinh d9 cho sinh vién: Nam thir hai

5. Phan bo thoi gian
- Lén 16p: 30 tiét Iy thuyét, 60 tiét thyc hanh.
- Ty hoc: 120 gio.

6. Diéu kién tién quyét: Khong.

7. Giang vién

STT | Hoc ham, hoc vi, ho tén | S6 dién thoai Email
1 | TS. Nguyén Phiic Hau 0929130000 | phuchauptit@gmail.com
2 TS. Nguyén Thi Thu 0977162855 | thunt832212@gmail.com
3 | ThS. Pham Vian Kién 0986362233 | kienpvdesign@gmail.com
4 | ThS. Vii Bao Tao 0384305659 | taovb2006@gmail.com
S | ThS. Pham Thi Huong 0972306806 | phamthihuongdtth@gmail.com
6 | ThS. Nguyén Thi Anh Tuyét | 0972384332 | anhtuyet13381@gmail.com
7 ThS. Hoang Thi Ngoc Diép 0969803788 | hoangdiepdtth@gmail.com
8 | ThS. Hoang Thi Ngat 0976940598 | htngat1985@gmail.com
9 ThS. Hoang Thi An 0984420897 | anhoangthi87@gmail.com
10 | ThS. Nguyén Thi Bich Ngoc | 0985547630 | nguyenbichngoc1990@gmail.com
11 gllnsh Nguyén Thi Thanh | 5q06430454 | thanhbinhsaodo@gmail.com
12 | ThS. Pham Thi TAm 0393979297 | tamtruc102@gmail.com

8. M6 ta ndi dung cita hoc phin

Hoc phan Tin hoc co ban cung cap cho sinh vién kién thitc co ban vé mdy tinh, hé
diéu hanh Windows, Iuu trir thong tin trén may tinh, két ndi va str dung tai nguyén va cac
dich vu trén Internet, xir Iy mot sO su ¢d lién quan dén may tinh va mang, cach soan va
trinh bay vin ban trong thuc té yéu cau. Pong thoi gidi thiéu cach trinh bay, tao va xu Iy
dir lidu bang tinh; xdy dung va trinh chiéu bai thuyét trinh dé giai quyét cac tinh hudng
xay ra trong thuc té.

9. Muc tiéu va chuin du ra hoc phan
9.1. Muc tiéu
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Muc tiéu hoc phan thoa man muc ti€u cua chuong trinh dao tao:

Muc
tiéu

Mo ta

Mikc do
theo thang
do Bloom

Phin b muc
tiéu hoc phan
trong CTDT

MT1

Kién thire

MT1.1

- Gi6i thiéu cau tric may tinh, hé diéu hanh
Windows, cac thao tac voi file va folder.

- Khai quat dinh nghia mang may tinh, céc thiét
bi két ndi va cong ngh¢ mang. Mot s6 dich vu
trén Internet: Website, e-mail, mang xa hoi, cach
tim kiém thong tin trén Internet.

[1.2.1.1b]

MT1.2

- Mo ta cac thao tac voi van ban bang Microsoft
Word: Thao tac vdi file, khdi van ban; dinh dang
van ban, thao tdc vdi bang biéu, chén cac dbi
tuong vao van ban, bd cuc mot trang tai liéu va in
an.

- M0 ta cac thao tac vdi bang tinh Microsoft
Excel: Nhap va dinh dang dit liéu, cac thao tac
sép xép, tim kiém, trich loc dit liéu; thao tac
chén cac doi twong vao bang tinh, bd cuc trang
va in bang tinh.

- M0 ta céc thao tac tao, xay dung ndi dung,
tly bién va hiéu chinh bai thuyét trinh bang
Microsoft PowerPoint.

[1.2.1.1b]

MT1.3

- Nhan biét cic loai phan mém phd bién khac
nhau, cach thtrc cai dit, nang cip va xir 1y cac
16i thuong gip ctia phan mém.

- Nhan biét cac ham trong excel trong cac bai
toan xu 1y dir li€u trén bang tinh.

- Trinh bay phuong thuc tao cac hi€u tng va
hoat canh cho cac d6i twong cua bai thuyét trinh
bang Microsoft PowerPoint.

[1.2.1.1b]

MT2

Ky nang

MT2.1

Str dung duoc hé diéu hanh Windows, khai thac
cac dich vu trén Internet va biét cach tim kiém
thong tin trén Internet.

[1.2.2.1]

MT2.2

Thyc hién tao, dinh dang duoc cic loai mau vin
béan, dd thi, so dd trong thuc té béng Microsoft
Word.

[1.2.2.1]

MT2.3

Phan tich, khoi tao, dinh dang, tinh toan va

[1.2.2.1]
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Muc Mirc dd |Phan b muc
ticu Mo ta theo thang |tiéu hoc phan
‘ . do Bloom | trong CTPT
xu ly duge dir li€u theo yéu cau thyuc té bang
Microsoft Excel.
Thiét ké, xay dung, chinh stra ndi dung va hiéu
MT2.4 | img, trinh chiéu duoc bai thuyét trinh theo yéu [1.2.2.1]
cau thyc té bang Microsoft PowerPoint.
MT3 Mirc ty chi va trach nhiém
C6 tu duy doc 1ap trong phan tich va giai quyét
MT3.1 | nhitng van dé thuc tién bang cach ap dung cong [1.2.3.1]
cu may tinh va Internet.
C6 ning lyc huéng dan, giam sat nguoi khac cuing
MT3.2 | nang cao k¥ nang thao tac trén Microsoft Word, [1.2.3.1]
Microsoft Excel va Microsoft PowerPoint.
C6 tinh than tu hoc, tich lily kién thic, kinh
MT3.3 | nghiém dé nang cao trinh d6 va k¥ ning cong [1.2.3.1]
nghé thong tin.

9.2. Chuan dau ra
Su phu hgp cia chudn dau ra hoc phan véi chuan dau ra ctia chuong trinh dao

tao:
Phan bo
CbR Thang | CBR hoc
hoc Mo ta do phan
phan Bloom trong
] CTDPT
CDRI1 Kién thire
- Trinh bay duoc cau tric may tinh, hé diéu hanh
Windows, cac thao tac voi file va folder.
CBRL1 |~ AM(A) ta d}l’Q’C mang,mé}.l tinh, Céi th.iA’ét biA két ndi va 3 [2.1.3]
cong nghé mang. Cac dich vu pho bién trén Internet:
Website, e-mail, mang xa hoi, cach tim kiém thong
tin trén Internet.
- Trinh bay dugc céac thao tac lam viéc véi van ban
bang Microsoft Word: Thao tac véi file, khoi vin ban;
dinh dang vin ban, thao tic v6i bang biéu, chén cac dbi
CPR1.2 | twong vao vin ban, bd cuc mot trang i liéu va in an. 3 [2.1.3]
- Trinh bay dugc cac thao tac voi bang tinh Microsoft
Excel: Nhap va dinh dang dir liéu, cach str dung cac
ham, cac thao tac sép xép, tim kiém, trich loc dir licu;
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Phén bd
CbR Thang | CPR hoc
hoc Mo ta do phan
phan Bloom trong
CTPT
thao tac cheén cac doi tugng vao bang tinh, bd cuc
trang va in bang tinh.
- Trinh bay dugc cac thao tac tao, xay dung ndi dung,
tiy bién va hiéu chinh bai thuyét trinh bang
Microsoft PowerPoint.
CDR2 K¥ nang
CPR2.1 S}”r dung tAhémh thao may tinh va khai thac hi€u qua céac 3 [2.2.2]
dich vu trén Internet.
Thanh thao céac k¥ nang soan thao trén Microsoft Word,
CDR2.2 | tinh toan trén bang tinh Microsoft Excel, thiét ké bai | 4 [2.2.2]
thuyét trinh sir dung phan mém Microsoft Power.
CDR3 Mirc tu chi va trach nhiém
CPR3.1 (?(') tiI.l’}\l Séfl.g an, f:ém tvhén,’khoa?h(_)c‘, thénhmgf khi 4 [2.3.1]
lam viéc véi van ban, bang tinh, ban trinh chiéu.
CBR3.2 C(Z thé.i d(f)A ton trong, c6 trach nhi¢ém khi st dung 3 2.3.2]
thong tin trén Internet.

10. Ma trén lién két ndi dung véi chuin diu ra hoc phan

Chuong

Chuan dau ra cua hgc phan

N¢i dung hoc phin CDR1

CbR2

CDR3

CDR | CBR
11 | 1.2

CDR | CDR
21 | 2.2

CbR

31 | 32

Chuong 1. May tinh va hé diéu hanh
Windows

1.1. Mot s6 khai niém co ban cua tin hoc
1.2. Can ban vé may tinh

1.3. H¢ diéu hanh Windows

Chuong 2. Mang may tinh va Internet
2.1. Tong quan vé mang may tinh

2.2. Céc thiét bi két ndi mang

2.3. Cong nghé¢ mang LAN

2.4. Cong ngh¢ WAN

2.5. M6t sb dich vu trén Internet

Chuwong 3. Microsoft Word
3.1. Cac thao tac co ban véi Microsoft Word
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Chuin dau ra ciia hoc phan
Chuong Néi dung hoc phin CPR1 CDR2 CDR3
CDR |CDR |CBR | CBR |CBR | CDR
11 12 | 21 | 22 | 31 | 3.2
3.2. DBinh dang véan ban
3.3. Chén cac dbi trong vao vin ban
3.4. B6 cuc trang tai liéu
3.5. Mot s6 chtrc nang thong dung khac
Chwong 4. Microsoft Excel
4.1. Céc thao tac co ban vai Microsoft Excel
4.2. Nhap va dinh dang dit li¢u
4.3. Cong thire va ham thong dung
4 4:4!. Sé}) ‘xAé’p, théng ké theo nhém va tim 3 4 4 3
kiém dtr liéu
4.5. Cac ham xur 1y trén co s¢ dir ligu
4.6. Thao téc voi do thi
4.7. Mot s6 ky thuat thong dung khac
4.8. Trinh bay trang va in bang tinh
Chuwong 5. Microsoft PowerPoint
5.1. Céac thao tdc co ban vdi Microsoft
PowerPoint
5 5.2. Xay dung noi dung bai thuyét trinh 3 4 4 3
5.3. Tao hiéu ing cho bai thuyét trinh
5.4. Trinh chiéu bai thuyét trinh
5.5. In tai liéu PowerPoint
11. Panh gia hoc phin
11.1. Ma trén phwong phdp kiém tra dinh gid véi chuin dau ra hoc phén
Pl}WGng phap
kiém tra danh X
" . CDR cua hoc phan .
STT biém Quy Trong . gla ’ Ghi
thanh phin | dinh | s (Hinh thite, cha
thoi gian,
thoi diém ) CDR1 CDR2 CDR3
Piém kiém Trung
tra thuong + Hinh thuac: binh
. z‘ggﬁm dler.z 0L | oo Van df‘P; . |CBRLL, |CPR2.I, | CDR3.1, Cf;g
B diém * Thoi diém: | cpRy o | CPR22. |CPR32. | o
nhan thu’cqva Trong cc gio diém
théi do; d‘iém hoc trén 16p. danh
chuyén can. gia




Phuong phap
kiém tra danh A
L . CDR cua hoc phan .
STT Diém Quy | Trong gia ’ Ghi
thanh phan | dinh | sb (Hinh thiic, chi
thoi gian,
thoi diém) | CPRL | CPR2 | CDR3
+ Hinh thuec:
Thuc hanh;
Piém kiém + Thoi gian: 01
> | tra witia 0L | L0y, hf’f 841 CPRI.1, |CPR2.1, |CDR3.1, | bai
gL gidm | 2070 |0PMUGepR1D. | CPR2.I. | CPR32. | kidm
hoc phan. + Thoi diém: tra
Gio hoc 44, 45
trén 16p.
+ Hinh thuc:
Thuc hanh;

I e YRR Togol €4 CDRIL | CDR2.1, | CBR3.L Ny
CLEE ] diém ° phut; CPRI1.2. | CPR2.2. | CDR3.2. .
hoc phan. + Thoi diém: thi

Theo lich thi
hoc ky.

11.2. Cdch tinh diém hoc phin
Piém hoc phan 1a trung binh cong cac diém thanh phan da nhan trong sb. Tinh

theo thang diém 10, lam tron dén mot chir sé thap phan. Sau d6 chuyén thanh thang

diém chir va thang diém diém 4.

12. Yéu cau hoc phin

- Tham gia t6i thiéu 80% sb tiét hoc trén 16p dudi su huéng dan cua giang vién.
- Poc va nghién ctru tai liéu phuc vu hoc phan, hoan thanh cac bai tap ca nhan va

bai tdp nhom.

- Chu dong 6n tap theo dé cuong 6n tap dugc gidng vién cung cap.

- Tham gia kiém tra giita hoc phan, thi két thic hoc phan.
- Dung cu hoc tap: May tinh, v& ghi, but,...
13. Tai liéu phuc vu hoc phan

- Tai liéu chinh:
[1] - Pham Quang Huy, Pham Quang Huin (2020), Huéng dan sir dung
Microsoft Office, NXB Thanh nién.
- Tai liéu tham khdo:
[2] - Han Viét Thuan (2014), Gido trinh tin hoc dai cirong, NXB Pai hoc Kinh té qudc dan.
[3] - Nguyén Ngoc Cuong, Pham Ngoc Lang (2014), Gido trinh Mang va truyén
dir liéu, NXB Thong tin va truyén thong.
[4] - Pham Phuong Hoa, Pham Quang Huin (2020), Tw hoc nhanh Microsoft

Office, NXB Thanh nién.
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14. Noi dung chi tiét hoc phén va phwong phap day - hoc

TT N¢i dung giang day S0 tiét Phwong phap day-hoc h gccj};ll}ﬁn
Chwong 1. My tinh va h¢ dieu| 9 | Trinh chiéu, thuyét trinh, | CPRLL
hanh Windows (3LT,| thi pham mAu, dam thoai. | “PR*!-
Muc tiéu chwong: 6TH) | T chirc hoc theo nhom,

- Trinh bay dugc cic kién thuc co thye hanh trén may tinh.
ban vé may tinh, cac thanh phan - Giang Vién:_
chinh chu thanh may tinh va chic +Trinh bay ndi dung chuong 1.
ning cua chung, cac thiét bi ngoai vi + Giang > gldl, dam thoai lam
cita méy tinh, cée thiét bi nhap xuit r6 cdc ndi dung.
I ’ T + Néu van dé thyc tién va yéu
dix ll‘e;u. . ) o . cau can giai quyet
Bk Trmh bay cach cai dat, su Fiung + Giao néi dung, huéng din
Windows va cach thao tac voi file sinh vién thuc hanh.
va folder trén Windows. + Giang vién nhan xét danh
Noi dung cu thé: gia két qua thyc hanh.
1.1. Mdt sb khai niém co ban cia tin - Sinh vién:
hoc + Lang nghe, quan sat ghl
1.2. Cin ban vé& may tinh chép va giai quyét cac van dé.
1.3. He didu hanh Windows +Boc ta ligu tham khio:
Bai thuc hanh chuong 1. [2]- chuong 1, 2.
i [3]- chuong 1.
+ Lam bai tdp thuc hanh
chuong 1.
Chuong 2. Mang miy tinhva Intermet | 12 | Trinh chiéu, thuyét trinh, | CPRIL
Muyc tiéu chwong: (ALT,| thj pham miu, dam thoai. | CPR%1
- Trinh bay dugc tong quan vé 8TH) | To chirc hoc theo nhém, CBR3.2.
mang may tinh, cac cong ngh¢ va mo thuc hanh trén may tinh.
hinh mang. - Giang vién:
- Trinh bay duoc kién thic co ban vé + Trinh bay ndi dung chuong 2.
Internet, web va cac dich vu web va + Giang giai, dam thoai lam
cach str dung tai nguyén Internet mot rd cac ndi dung.
cach co trach nhiém. + Neu van dé thuc tién va yéu
- Trinh bay duoc cach lam viéc véi cau can giai quyét. , .
2 | mot trang web, 1y thong tin tir + Giao ngi dung, hudéng dan

trang Web va tim kiém thong tin
trén Internet mot cach hi¢u qua.

Noi dung cu thé:

2.1. Tong quan vé mang may tinh
2.2. Céc thiét bi két ndi mang

2.3. Cong ngh¢ mang LAN

2.4. Cong ngh¢ mang WAN

2.5. Mot sb dich vu trén Internet

Bai thyc hanh chuong 2.

sinh vién thuc hanh.

+ Gidng vién nhan xét danh
gia két qua thuc hanh.

- Sinh vién:

+ Ling nghe, quan sat, ghi
chép va giai quyét cac van dé.
+ Doc tai liéu tham khao:

[2]- chuong 5.

[3]- chuong 3, 4, 5.

+ Lam bai tap thuc hanh
chuong 2.
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CDR

TT N¢i dung gidang day SO tiét Phwong phap day-hoc hoc phin
Chuong 3. Microsoft Word 24 | Trinh chiéu, thuyét trinh, | CPR1.2
Muc tiéu chwong: (BLT, thi pham mAiu, dam thoai. ggii“i"
Trinh ]aéy duoc cac thao tdc voi van [14TH| Toé chirc hoc theo nhém, CPR3.2.
ban bang Microsoft Word: Thao tac | 2KT) | thwe hanh trén may tinh. -
voi file, khéi van ban; phuong phap - Giang vién:.
dinh dang van ban, thao tac voi bang * Trmh béy'r}.cfn dt‘mg chuo:ng‘3.
biéu, chén céac dbi tuong vao van ban, +~ GllangA g, dam thoai lam
b6 cuc mot trang tai liéu va in an. r6 cdc ng1 dung, x

o ; 2 ; + Néu van dé thuc tién va yéu
Noi dung cy the: , cau can giai quyét.
3.1. Cac thao tac co ban voi + Giao néi dung, huéng din
Microsoft Word sinh vién thuc hanh.

3 | 3.2. Dinh dang véan ban + Giang vién nhan xét danh

3.3. Chén cac dbi twong vao vin ban gié. ket q.uAé thuc hanh.
3.4. B cuc trang tai liéu - Sinh Vle,n: o
N ) . R + DPoc trudce tai lidu:
3.5. Mot s chuc nang thong dung [1]- phan 1.
khe:l)c Bai thyc hanh chu‘.’O’ng 3. + Ling nghe, quan sit, ghi
Kiém tra giira hoc phan chép va giai quyét cac van dé.
+ Doc tai liéu tham khao:
[2]- chuong 3;
[4]- phan 1
+ Lam bai tap thuc hanh
chuong 3.
+ Sinh vién lam bai kiém tra
giira hoc phan.
Chwong 4. Microsoft Excel 33 | Trinh chiéu, thuyét trinh, | CDRI.2,
Muc tiéu chwong: (11LT| giang giai, thi pham miu, | PR2.2,
- Trinh bay dugc cc thao tic vOi |22TH| dam thoai. T chirc hoc | SOR>1:
bang tinh biang Microsoft Excel: theo nhém, thwe hanh trén |
Thao tac v6i file, 6 va ving bang méy tinh. )
tinh. Ca phap, y pghifi va c~éch van - Gidng vién:
du’ng cac haqm 1<~1eq 80, chuoi, ngay + Trinh bay néi dung chuong 4.
thang, co' s¢ dir liu trong Excel. + Giang gidi, dam thoai 1am
Thao tac sap x&p, tim ki€m, trich loc ~ s A )
~ 1A ) N 10 cac ndi dung.
4 | dir liéu, thao tac chén cac doi tuong

vao bang tinh, bd cuc trang va in
bang tinh.

- Van dung dang cac ham xay dung
cong thic giai quyét cac bai todn
trong thuc té.

Noi dung cu thé:

4.1. Cac thao tidc co ban vdéi
Microsoft Excel

4.2. Nhap va dinh dang dir li¢u

+ Néu van dé thyc tién va yéu
cau can giai quyét.

+ Giao ndi dung, huéng dan
sinh vién thuc hanh.

+ Gidng vién nhan xét danh
gia két qua thyc hanh.

- Sinh vién:

+ Poc trudc tai Licu:

[1]- phén 3.




1T

S tiét

CDR

Néi dung gidng day Phwong phap day-hgc hoc phin
4.3. Cong thurc va ham thong dung + Lang nghe, quan sat gh1
4.4. Sap xép, théng ké theo nhom va chép va giai quyét cac van dé.
tim kiém dit liéu +Poc tai liéu tham khao:
4.5. Cac ham xu ly trén co s¢ dir liéu [4]- phan 3.
4.6. Thao tac vo1 do thi + Lam bai tap thyc hanh
4.7. Mot so k¥ thuat thong dung khac chuong 4.
4.8. Trinh bay trang va in bang tinh
Bai thyc hanh chuong 4.
Chuong 5. Microsoft PowerPoint | 12 | Trinh chiéu, thuyét trinh, | CPR1.2,
Muc tiéu chwong: (4LT,| giang giai, thi pham mau, | CPR22,
- Trinh bay duge céc thao tac tao, |8TH)| dam  thogi. T chirc hoc | DI
xdy dung ndi dung, tiy bién va hidu theo nhom, thyc hanh trén -
. - L s A 1A may tinh.
chinh bai thuyét trinh, thiét 1ap céc _ Giang vién:
hiéu ung va hoat canh cho bai + Trinh bay ndi dung chuong 5.
thuyét trinh, cac budc chudn bi va + Giang giai, dam thoai lam
trinh chiéu mot bai thuyét trinh higu 16 cac ndi dung.
qué. + Néu van dé thyce tién va yéu
. n giai ét.
| - Xay dung cic bii thuyét wrinh 0 ia?}f;o s ; fill‘l‘g; huéng din

thAm my va sang tao.

Noi dung cu thé:

5.1. Cac thao tac co ban véi
Microsoft PowerPoint

5.2. Xay dung ndi dung bai thuyét trinh
5.3. Tao hiéu tmg cho bai thuyét trinh
5.4. Trinh chiéu bai thuyét trinh

sinh vién thuc hanh.

+ Giang vién nhan xét danh
gia két qua thyc hanh.

- Sinh vién:

+ Doc trude tai li€u:

[1]- phén 2.

+ Lang nghe, quan sat, ghi
chép va giai quyét cac van dé.

5.5. In tai liéu PowerPoint JE?QC tai liéu tham khao:
.\ \ 4]- phan 2.
Bai thuc hanh chuong 5.
at tive flant Chtong + Lam bai tip thuc hanh
chuong 5.
Hai Duong, ngay 09 thang 08 nam 2022
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