PE CUONG CHI TIET

HQC PHAN: TIN HQC (Introduction to computer skills)

Tén hoc phan: Tin hoc (Introduction to computer skills)
M3 hoc phan: TIN206

Khoa: Co Ban

B0 mon phu trach: Bg mon Tin hoc

S6 tin chi: 3

Piéu Kién tién quyét: khong c6

Théi diém ban hanh 1in du:

Diécu chinh, sira doi, bo sung:

1. THONG TIN VE GIANG VIEN:

Giang vién:
TT Tén gidng vién Email Pién thoai Co quan cong
tac

1. ‘
ThS. Tran phuongchi@ftu.edu.vn 0913313316
Phwong Chi

2.
TS. Phung Thi hienphung@ftu.edu.vn 0914770070
Thu Hién

3.

ThS. Poan Quang | hungdq@ftu.edu.vn Pi hoc nuéc
Hung ngoai




4.
ThS. Trin Trong | tronghuy@ftu.edu.vn 0913040502 Phong Quaén ly
Huy Dw an - DPH
Ngoai Thuwong
5. )
ThS. Vii Tuan vutuanminh.cs2@ftu.edu | 0967759951 Cosé62—-DH
Minh .vn Ngoai Thuwong
6. i
ThS. Tran Thi tranthungan@ftu.edu.vn | 0947396248
Thu Ngan
7.
ThS. Lé Thanh nguyetlt@ftu.edu.vn 0912493179
Nguyét
8. .
ThS. Tran Anh trananhtai.cs2@ftu.edu. | 0906419520 Cosé2—-DH
Tai vn Ngoai Thuong
9.
TS. Mai Xuén 0965590106
Trang
10.
ThS. To Thi Hai | tohaiyen@ftu.edu.vn 0912932880
Yén

2. MUC TIEU CUA HQC PHAN:

Hoc phin Tin hoc cung cip cho sinh vién nhirng kién thirc co ban vé tin hoc:

Khai ni¢m vé thong tin, xir Iy thong tin;




- Hé diéu hanh Windows; Mang may tinh va Internet;

- Cac ky nang soan thio va trinh bay vin ban Word;

Sir dung thanh thao bing tinh Excel giai quyét cac bai toan kinh té;

Thiét ké cac thuyét trinh.

- Théng qua cac bai Iy thuyét va thwe hanh cac bai toan thye té sinh vién nim chic va thiy
rd sw cin thiét ciia cong ngh¢ thong tin trong thoi ky cong nghiép hoa va hién dai héa dap ing nhu
cau hdi nhép kinh té qudc té.

3. CHUAN PAU RA CUA HQC PHAN:

3.1. Chuin diu ra vé kién thire, k§ niing va mirc d9 tu chi, trach nhiém

3.1.1 Vé kién thirc: Ngi dung hoc phan dap ing “Chuin k§y ning sir dung cong nghé thong tin ning
cao” gdbm 6 md dun cia “Chuin k¥ niing sit dung CNTT co ban” va 03 méd dun ciia “Chuin Ky
niing sit dung CNTT néng cao”. Thong qua cac bai ly thuyét va thue hanh cdc bai toan thue té sinh
vién biét:

CLO1:  Hiéu khai niém co ban vé thong tin va xir Iy thong tin. Ngudn gbc va su ra doi

cia may tinh, mang may tinh

CLO2:  Sir dung may tinh thanh thao, biét tim kiém, tra ciru thong tin trén Internet; soan
thao va trinh bay vin ban chuyén nghi¢p; tao, tinh toin, phén tich, thong ké dir li¢u trén

bang tinh; thiét ké cac bai thuyét trinh chuyén nghiép.

3.1.2. Vé ki ning:

CLO3: Hiéu biét vé CNTT

CLO4: Sir dung thanh thao may tinh
CLOS5: Xirly thanh thao vin ban
CLO6: Siur dung thanh thao bang tinh
CLO7: Sir dung thanh thao trinh chiéu

CLOS8: Su dung thanh thao Internet



3.1.3. Vé mitc d9 tw chii va trach nhiém:
CLO9: C6 dao dirc, y thirc trach nhiém trong cong viéc, tinh than lam viéc tap thé va tac

phong chuyén nghiép.

CLO10: C6 y thirc ciu thi, thwong xuyén phin diu vwon 1én ning cao trinh dd hoc tap,
nghién ctru, ludn tim toi sang tao. Co6 thoéi quen thudong xuyén cip nhat tri thirc méi thong qua

vi€c doc va tim hi€u thong tin trén mang.

3.2. Ma tran déng gép ciia CPR hoc phan téi CPR ciia Chwong trinh dao tao

CDR Chuin diu ra ciia Chwong trinh dao tao

cua

Hoc

phin PLO | PLO | PLO | PLO | PLO | PLO | PLO | PLO | PLO | PLO1 | PLO1 | PLO1
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CLO X X
5
CLO X X
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CLO X X
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CLO X X
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CLO X X
9
CLO X X
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Hoc 4 5 4
ph?m
4. HQC LIEU

4.1. Giao trinh

1. Ths. T6 Thi Hai Yén (chi bién), Sach tin hoc dai cwong.
2. Ths. Tran Phwong Chi (chi bién), Bai tip tin hoc dai cwong.

4.2. Tai li¢u tham khao



3.

PGS.TS Han Viét Thuin, Gi4o trinh Tin hoc vng dung, NXB Thong ké

4.3. Website and Links

4.

http://windows.microsoft.com/vi-vn/windows/tutorial

https://support.office.com/vi-vn/home/

http://www.giaiphapexcel.com

http://quantrimang.com

5. NOI DUNG HQC PHAN VA KE HOACH GIANG DAY

5.1. Ndi dung hoc phén

uoi

Noi dung

Phin bo thoi gian

g gop
o CLO

siang day trén 16p  Pu ludn,
ai tap
n, thuc

v thuyét [we hanh, té

) 140 luin
‘thuyet 3)
giang) 2
(1)

['w hoc,
uan bi co6
rong dan
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http://windows.microsoft.com/vi-vn/windows/tutorial
https://support.office.com/vi-vn/home/
http://www.giaiphapexcel.com/
http://quantrimang.com/

rong 1. Kién thirc co
| vé thong tin va cong
1€ thong tin

| Thong tin va tin hoc
| May vi tinh
| Cac ung dung CNTT

Mot s6 van dé co ban
| quan dén phap luat
ng sir dung CNTT

| toan lao dong va bao vé
ng st dung CNTT

19,10

2-3

rong 2. Mang may
1 va INTERNET

| Mang may tinh

Cic kién thirc co ban
[nternet

St dung trinh duyét
)

| Str dung Web

5i thiéu mot so6 dang
yén thong so thong dung

12

8,9, 10




rong 3.  Sir dung hé
1 hanh Windows

Cac thao tac co ban
| viéc véi may tinh

Gi6i thiéu va lam viéc
hé diéu hanh Windows

| Quan ly thong tin trong
y tinh

| Mot s0 phan mém tién
— Str dung may in

dung bd gé tiéng viét

12

,10

h-11

rong 4.
CROSOFT WORD

Gidi thiéu cac khai
m co’ ban vé van ban

| Cac thao tac xir ly tép
| ban

| Pinh dang

Chén doi twong vao
. ban

| Bang biéu (Table)
' Tham chiéu va lién két

| Truwdng va bi€u mau

18




| Bién tap van ban trong
do cong tac

| In van ban

2-17

rong 5.
CROSOFT EXCEL

Gioi thiéu cac khai

m co ban vé bang tinh
Nhép dir liéu va dinh
ig dir liéu trong bang

1

Lam viéc bang tinh
eet)

Lam viéc voi tép (File)
li€u

| Cac ham trong Excel

Sip xép va loc dir ligu
rt va Filter)

Phan tich dir liéu
votTable)

| Biéu do (Chart)
| Bién tap va lan vét

). In bang tinh

18




8-20 rong 6. 3 6 1 ,10
CROSOFT
WERPOINT
tap kiém tra giira ky
Gidi thi€u cac khai
m co ban vé bai thuyét
th
| Lam viéc véi bai thuyét
th
| Xay dung ndi dung bai
yét trinh
| Thay ddi dinh dang bai
yét trinh
| Tao cac lién két
| Bién tip thoi gian trinh
khéi tao ché d@o trinh
Su
Hudéng dén in
1g cong (3 TC) 30 gio 30 gio 75 gio

5.2. Ké hoach giang day




foat dong day va hoc

S
]

[=dd
Q‘

Noi dung chinh

ng gop vao
CLO

ERNET

| 1. Mang may tinh

thuyét rong I: Kién thirc co ban vé |5
ng tin va cong nghé thong tin
1. Thong tin va tin hoc
2. May vi tinh
3. Cac ting dung CNTT
rc hanh, thao luan ., .
4. Mot so0 van dé co ban
quan dén phap luit trong sir
)g CNTT
5. An toan lao djng va
vé trong sir dung CNTT
u luin, bai tap lom,
lc té
hoc chuin bi c6 b tai li¢u chuong 1
yng dan
m tra danh gia 1yén can
thuyét ong II: Mang may tinh va |9




rc hanh, thao luan

| 2. Cac kién thire co ban vé
ernet

f 3. Sir dung trinh duyét web
i 4. St dung Web

| 5. Giéi thiéu mot s6 dang
yeén thong s6 thong dung

u luin, bai tap lom,
lc té

hoc chuan bi co
yng din

* tai liu chuong 2

m tra danh gia

1yén can

thuyét

trc hanh chwong 1 va chuwong

rc hanh, thao luan

u luin, bai tap lom,
lc té

hoc chuan bi c6
yng din

m bai tap chwong 2

4,5,9




m tra danh gia

1yén can

thuyét

wong III: Sir dung hé diéu
1th Windows

| 1. Cac thao tac co ban lam
* voi may tinh

2. Gidi thiéu va lam viéc véi

rc hanh, thao luan

fieu hanh Windows

i 3.  Quadn ly thong tin trong
y tinh

i 4. Mot s6 phin mém tién
— Stir dung may in

j 5. Sir dung tiéng viét

u luin, bai tap lom,
lc té

hoc chuan bi cé
yng dan

* tai li€u chuwong 3

m tra danh gia

1yén can

thuyét

trc hanh chwong 3

rc hanh, thao ludn




u luan, bai tap lon,
lc té

hoc chuan bi cé
bng din

m bai tap chwong 3

m tra danh gia

1yén can
ndows

va Kiém tra bai tip phan

thuyét

rong IV: MICROSOFT

DRD
1. Gi6i thi€u cac khai niém
pan veé van ban

rc hanh, thao ludn

2. Cac thao tac xir ly tép
ban

3. Dinh dang

4. Cheén d6i twong vao vin

u luan, bai tap lon,
lc té

hoc chuan bi cé
bng din

m bai tap chuwong 4

m tra danh gia

1yén can




thuyét irc hanh chwong 4

rc hanh, thao ludn

u luan, bai tap lon,

lc té

hoc chuin bi ¢é m bai tap chwong 4

yng din

m tra danh gia 1yén cin

thuyét rong IV:  MICROSOFT |10

DRD

Bai 5. Bang biéu (Table)

rc hanh, thao luan .. A e g
Bai 6. Tham chiéu va lién ket

Bai 7. Trwong va biéu mau

u luan, bai tap lon,
lc té

hoc chuén bj cé m bai tap chwong 4
yng din

m tra danh gia 1yén can




rc hanh, thao luan

do cong tac

9. Invan ban

u luan, bai tap lon,
lc té

hoc chuan bi cé
yng dan

m bai tap chuwong 4

m tra danh gia

1yén can

thuyét irc hanh chwong 4 10

rc hanh, thao ludn

u luan, bai tap lon,

lc té

hoc chuin bi ¢é m bai tap chwong 4

yng din

m tra danh gia 1yén cin

thuyét rong IV:  MICROSOFT |10
DRD
8.  Bién tap van béan trong




thuyét

irc hanh chwong 4

rc hanh, thao ludn

u luan, bai tap lén,
lc té

hoc chuan bi cé
yng din

m bai tap chuwong 4

m tra danh gia

rd

hyén can va Kiém tra bai tip phan MS

10

thuyét

rong V: MICROSOFT

CEL
1. Gi6i thiéu cac khai niém
ban vé bang tinh

rc hanh, thao ludn

2. Nhip dir liéu va dinh
g dir li¢u trong bang tinh

3. Lam viéc bang tinh
eet)
4. Lam viéc vai tép (File)
licu

u lugn, bai tap lom,
lc té




hoc chuan bi cé
bng din

m bai tap chuwong 5

m tra danh gia

1yén can

thuyét

trc hanh chwong 5

rc hanh, thao luan

u luin, bai tap lom,
lc té

hoc chuan bi cé
yng din

m bai tap chwong 5

m tra danh gia

1yén can

thuyét

rong V: MICROSOFT
CEL

rc hanh, thao ludn

5. Cac ham trong Excel

6.  Sip xép va loc dir liéu
rt va Auto Filter)

u luin, bai tap lom,
lc té




hoc chuan bi cé
bng din

m bai tap chuwong 5

m tra danh gia

1yén can

thuyét

trc hanh chwong 5

rc hanh, thao luan

u luin, bai tap lom,
lc té

hoc chuan bi co
yng din

m bai tap chwong 5

m tra danh gia

1yén can

thuyét

rong V: MICROSOFT

CEL

7. Phan tich dir liéu (Pivot

rc hanh, thao luan

le)
8. Biéu do (Chart)
9. Bién tip va lan vét

10. In bang tinh




u luan, bai tap lon,
lc té

hoc chuan bi cé
bng din

m bai tap chuwong 5

m tra danh gia

1yén can

thuyét

trc hanh chwong 5

rc hanh, thio luan

u luan, bai tap lon,
lc té

hoc chuan bi cé
yng dan

m bai tap chwong 5

m tra danh gia

iyén can va kiém tra bai tip phan MS
el




thuyét

rong VI: MICROSOFT
WERPOINT

1. Gidi thi€éu cac khai niém
pan vé bai thuyét trinh

2. Lam viéc véi bai thuyét
h

3. Xay dung ngi dung bai

rc hanh, thao luan

yét trinh

4. Thay ddi dinh dang bai
yét trinh

5. Tao cac lién két

6. Bién tap thoi gian trinh
fu va khoi tao ché do trinh
Bu

7. Hudéng dén in

u luin, bai tap lom,
lc té

hoc chuan bi cé
yng dan

m bai tap chwong 6

m tra danh gia

1yén can

thuyét

trc hanh chuwong 6




rc hanh, thao luan

u luin, bai tap lom,
lc té

hoc chuian bi cé
yng din

m bai tap chwong 6

m tra danh gia

verpoint

iyén can va kiém tra bai tip phan MS

thuyét

tap

rc hanh, thao ludn

7, 8,10

u luan, bai tap lon,
lc té

hoc chuan bi cé
bng din

m bai tap 6n tap

m tra danh gia

m tra tric nghiém giira ky

6. QUI PINH POI VOI HQC PHAN




6.1. Nhiém vu cua sinh vién

- Nghién ctru tai liéu va chuin bi cho mdi budi hoc truéc khi du 16p.

- Hoan thanh cac bai tap dwoc giao.

- Chuén bi ndi dung thio luin ciia hoc phan.

6.2. Quy dinh vé thi cir, hoc vu

- Hoan thanh cac nhiém vu dwgc giao dbi véi hoc phan.

- Sinh vién phai dy 16p diy dii, dam bao t6i thiéu 75% cac budi hoc trén 16p.

- Bai thi giita ky dat >4

7. PHUONG PHAP, HINH THUC KIEM TRA PANH GIA

- Thang diém: 10.

- Cac thanh phin danh gia:

gitra ky

Hinh thire Noi dung danh gia Tiéu chi danh CLO | Trong
gia )
Piém danh cac budi hoc S6 1an c6 mit 1,2,
trén lop trén 16p + tham 9,10
Panh Chl‘lyén gia vao bai hoc 10%
gia qua can Tham gia tra 1o cau héi
trinh trong budi hoc
Kiém | Noi dung: Céc van dé da Bai thi tric 3,4,5,
tra dwgc hoc nghiém 30 cau 7,8 30%
thwong héi (30°)
xuyén,




Pianh | Thi hét | Noi dung: Cac van dé da | Bai kiém tra 1,2,3, | 60%
gia tong | hoc dwgc hoc thwe hanh (75°) | 4,5,7,
két phén 8

Windows

MS Word

MS Excel

MS Powerpoint

Tong: | 100%
TRUONG BQ MON TIN HQC P. TRUONG KHOA CO BAN

ThS. Té Thi Hai Yén

ThS. T6 Thi Hai Yén




