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HOC VIEN PHU NU VIET NAM CONG HOA XA HOI CHU NGHIA VIET NAM
Péc 1ap - Tw do— Hanh phuc

PE CUONG CHI TIET HQC PHAN
TIN HQC PAI CUONG
Nganh dao tao: Quan tri kinh doanh & Cong tac xa hoi
H¢ dao tao: DPai hoc chinh quy

. Tén hoc phan: Tin hoc dai cuong
. M3 hoc phan: DHENT13

.Sé dvht: 4 (2,2)

. Trinh d9: SV nam tha nhat

. Phan bd thoi gian:

- Ly thuyét: 30 tiét.
- Thao luan, thyc hanh, kiém tra; 60 tiét.

- Tu hoc: 72 gio.



6. Picu kién tién quyét: khong
7. Muc tiéu cia hoc phan:
7.1. Vé kién thirc:
- Trinh bay dugc vé ciu tric may tinh, hé diéu hanh Windows.
- Trinh bay dugc cac ky thuat soan thao van ban va irng dung cua Microsoft Word.
- Trinh bay duoc cac tng dung cia Powerpoint va cac k¥ thuat cao cap.
- Trinh bay dugc cac ing dung cua Excel va cac ham co ban.
7.2.Vé ki néng:
- Théo lap dugc may tinh ban, sir dung hé diéu hanh windows va mot s6 tng dung trén may tinh.
- Soan thao vin ban theo yéu cau cong viéc.
- Xay dung bai thuyét trinh bang Powerpoint.
- Str dung Excel dé tinh toan, loc dit liéu va 1am thong ké trén bang tinh.
7.3. Vé thdi do:
- Tich cuc tu hoc va rén luyén ky nang lam viéc trén may tinh.
- Nhan thtrc dugc vé su quan trong caa ang dung tin hoc trong cong viée va hoc tap.

8. M ta tom tit ndi dung hoc phan:



Noi dung hoc phan “Tin hoc dai cuong” d3 bam sat ndi dung co so cua dé cuwong chi tiét Bo gido duc va Pao tao ban
hanh. Tuy nhién, ngudi soan c6 hiéu chinh va cap nhat cac phan noi dung ang dung méi ciia Cong nghé thong tin hién nay.
Bai giang gém 4 chuong. Trong mdi chuong, ngudi soan c6 dua ra nhimg vi du minh hoa, cac cau hoi va bai tdp mot cach hé
thng dé gitip cho sinh vién nam bt dugc phan hoc 1y thuyét va tiép can duoc vai kién thuc thuc tidn.

Chuong 1: Kién thirc co ban vé Tin hoc va hé diéu hanh Windows . Chuong nay nham cung cip cho sinh vién cac kién
thirc, cac khai niém co so li€n quan dén tin hoc, hé thong may tinh trude khi bude vao cac chuong tiép theo. Chuong nay
cling cung cdp cho sinh vién cac khai niém co ban, tong quan vé hé diéu hanh, bén canh d6 con cung cip cho sinh vién
phuong thirc hoat dong, chirc nang, nhiém vu cia HPH, cach st dung cia hé diéu hanh thong dung WINDOWS

Chuong 2, 3, 4: Cac phan mém ung dung thong dung. Phan nay nham cung cap cho sinh vién cac k¥ ning co ban trong
viéc sir dung mét sé ung dung thong dung nhu Microsoft Word, Excel, Power Point. Qua do, sinh vién c6 kha ning sir dung
phan tin hoc van phong dé lam cong cu phuc cu cho cac cong viée van phong va dic biét 1a cac mon hoc tiép theo co st dung
tin hoc van phong.

9. B6 mén phu trach giang day: Tin hoc, Khoa Khoa hoc co ban.
10. Nhiém vu cua sinh vién:

- Nghién cutru trudc tai liéu, gido trinh.

- Tham gia day du cac gid 1én 16p.

- Lam bai tap thyc hanh trén may duoc giao.

- Tham gia 4 bai kiém tra theo s6 trinh hoc

- Tham gia thi két thuc hoc phan.
11. Tai liéu hoc tap



11.1. Tai liéu bdt bugc:
- PGS, TS. Bui Thé Tam (2010), Giao trinh Tin hoc dai cuong, Nxb Thoi Dail.
11.2. Tai lieu tham khao:
- PGS, TS. Han Viét Thuan (2010), Gido trinh tin hoc dai cwong, Nxb PH Kinh Té Qudc Dan.
- KS. Nguyén Thanh Hai (2007), Gido trinh tin hoc co s¢, Nxb Vin Hoa Thong Tin, Ha Noi.
- PGS, TS. Bui Thé Tam (2012), Gido trinh Tin hoc vin phong, Nxb Van Héa-Thong Tin, Ha Noi.

12. Tiéu chuan danh gia sinh vién:

STT Pi¢m thanh phan Quy dinh Trong sb Ghi chu
1 | Piém chuyén can, thai d6 thao luan. 1 diém 10%
2 | biém kiém tra dinh ky 4 bai KT 20%
s . Thi thyc hanh trén may tinh
3 | Thi két thac hoc phan 70%
(60 phut)

*Lwu ¥ Sinh vién khéng tham gia di 80% sé tiét hoc trén 16p phdi hoc lai.
13. Thang diém: 10
14. Cac phwong phap giang day va hoc tap ctia mon hoc.

- Giang day 1y thuyét két hop véi huéng dan thuce hanh




15. N§i dung chi tiét hoc phan:

Tuan Néi dung Ly | TH+ | Tailiéudoctrwéc | Nhiém vu cia hoc sinh
thuyét | KT

1 Chuong 1- Kién thirc co ban vé tin hoc 2 4 Chwong 1. Mé& diu vé | + Nghién ctu 1y thuyét
va hé diéu hanh Windows may tinh cia Tai liéu | va bai tdp thuc hanh
1. So lwgc V& my tinh bét,buéc: PGS, TS. Bui | (Cau 1, 2, 3 - trang 9)
L1 Tint . Thé Tam (2010), Gigo |trong Gido trinh trudc

. In A may ti L.
©C va hay i trinh Tin hoc dai | gio 1én 16p.
1.2 Cau tao cua may tinh cwong, Nxb Thoi Pai, | + Lam bai tap thuc hanh
1.3 Cac hé dém cua may tinh tir trang 03 dén trang | trén may duoc giao.
08.

2. Cac khai niém co ban
2.1 Hé diéu hanh va phan mém tng dung
2.2 Taptin, 6 dia, thu muc, duong dan
-Bai thuc hanh s6 1
Cau 1, 2, 3 - trang 9 - Giao trinh Tin hoc
dai cuong, Nxb Thoi Dal.

2 2 4

Chuwong 1 - Kién thite co ban vé tin hoc
va hé diéu hanh Windows
3. Quan ly dir liéu

Chwong 2. Cac Iénh
cia MS-DOS, chwong
3. Windows XP cua

+ Nghién ctu Ly thuyét
va Bai tap thuc hanh
(Bai 1, 2, 3, 4 trang 38




3.1 Giai thiéu

3.2 Khoi dong Windows Explorer
3.3 Cac thao tac co ban

4. Tuy chinh Windows

4.1 Gidi thiéu Control Panel

4.2 Str dung Control Panel

-Bai thuc hanh s6 2:

Bai 1, 2, 3, 4 trang 38 dén trang 39 - Gido
trinh Tin hoc dai cuong, Nxb Thoi Dai.
-Bai kiém tra sb 1

Noi dung kiém tra: kién thtrc da hoc trong
Chuong 1.

Tai liéu bat bugc: PGS,
TS. Bui Thé Tam
(2010), Giao trinh Tin
hoc dai cwong, Nxb
Thoi bai, tr trang 10
dén trang 38.

dén trang 39) trong
Giao trinh trudc gio 1én
l6p.

+ Tu On tap ndi dung
kiém tra: kién thuc da
hoc trong Chuong 1 &
nha dé lam bai kiém tra
s6 1.

+ Lam bai tap thuc hanh
trén may duoc giao.

+ Lam bai kiém tra.

Chwong 2 - Microsoft Word
1. Lam quen véi Microsoft Word

1.1 Giai thiéu Microsoft Word
1.2 Khai dong va két thiic chuong trinh
1.3 Céc thao tac trén tap tin

2. Thao tac van ban

Chuong 4. Word 2003
cia Tai liéu bat buoc:
PGS, TS. Bui Thé Tam
(2010), Giao trinh Tin
hoc dai cwong, Nxb
Thoi Pai, trang 40 dén
trang 48.

+ Nghién ctu Ly thuyét
va bai tap (Bai 1 - trang
79, 80) trong Giao trinh
trudc gio 1én 1op.

+ Lam bai tap thuc hanh
trén may duoc giao.




2.1 Cac khai niém can ban
2.2 Céc ché do soan thao

-Bai thuc hanh s6 3:
Bai 1 - trang 79, 80 - Gido trinh Tin hoc
dai cuong, Nxb Thoi Dal.

Chwong 2 - Microsoft Word

2. Thao tac vin ban (tiép)

2.3 Di chuyén diém chén

2.4 Ché do nhap vin ban

2.5 Chon van ban

2.6 Hiéu chinh van ban

3. Pinh dang van ban

3.1 binh dang Font

3.2 Sao chép dinh dang van ban
3.3 Chuyén d6i dang hoa, thuong
-Bai thuc hanh s6 4:

Bai 2 - trang 80 - Giao trinh Tin hoc dai
cuong, Nxb Thoi Dai.

Chuong 4. Word 2003
cia Tai liéu bat buoc:
PGS, TS. Bui Thé Tam
(2010), Giao trinh Tin
hoc dai cwong, Nxb
Thoi Pai, trang 48 dén
trang 49.

+ Nghién ctu Ly thuyét
va bai tap (Bai 2 - trang
80) trong Gido trinh
trudc gio 1én 16p.

+ Lam bai tap thyc hanh
trén may duoc giao.

Chwong 2 - Microsoft Word
4. Pinh dang doan vin

Chwong 4. Word 2003
cia Tai liéu bit buoc:

+ Nghién ctru Ly thuyét
va bai tap (Bai 3 - trang




4.1 Canh 18, vi tri dong, tao khoang cach
4.2 Ky hiéu va ky sé ddu dong

4.3 Tao chit c4i 16n & diém dau doan
4.4 Ké khung — Tao nén

4.5 Sturdung Tab

4.6 Chia cdt van ban

-Bai thuc hanh s6 5:

Bai 3 - trang 80 - Giao trinh Tin hoc dai
cuong, Nxb Thoi Dai.

PGS, TS. Bui Thé Tam
(2010), Giao trinh Tin
hoc dai cwong, Nxb
Thoi Dai, trang 49 dén
trang 55.

80) trong Giao trinh
trudc gio 1én 16p.

+ Lam bai tap thuc hanh
trén may duogc giao.

Chwong 2 - Microsoft Word
5. Poi twong d6 hoa, hinh hoc

5.1 Chen céc ky hiéu

5.2 Chén hinh anh

5.3 Chen cong thurc toan hoc
5.4 Tao chir nghé thuat

5.5 V& ddi tugng hinh hoc

6. Hiéu chinh d6i twong dd hoa, hinh

Chwong 4. Word 2003
cia Tai liéu bat buoc:
PGS, TS. Bui Thé Tam
(2010), Giao trinh Tin
hoc dai cwong, Nxb
Thoi Dai, trang 65 dén
trang 72.

+ Nghién cttu Ly thuyét
va bai tap (Bai 4, 6, 7 -
trang 80, 81, 82) trong
Giao trinh trudc gio 1én
l6p.

+ Lam bai tap thuc hanh
trén may duoc giao.




hoc

6.1 Thao tac thong dung

6.2 Hiéu ung bong db va 3-D

6.3 Dbinh vij d6i tuong trong vin ban
6.4 Thay doi thir ty theo 16p

-Bai thuc hanh s6 6
Bai 4, 6, 7 - trang 80, 81, 82 - Giao trinh
Tin hoc dai cuong, Nxb Thoi Dal.

Chwong 2 - Microsoft Word
7. Tao vin ban & dang bang biéu

7.1 Tao moi bang biéu

7.2 Thém dir liéu vao bang biéu
7.3 Thay ddi cau trac bang

7.4 Tao dudng vién va nén mo

7.5 Xu ly dir liu trong bang

-Bai thuc hanh s6 7

Bai 5, 15 - trang 81, 84 - Gido trinh Tin
hoc dai cuong, Nxb Thoi Dal.

Chwong 4. Word 2003
cia Tai liéu bat buoc:
PGS, TS. Bui Thé Tam
(2010), Giao trinh Tin
hoc dai cwong, Nxb
Thoi Dai, trang 59 dén
trang 65.

+ Nghién cttu Ly thuyét
va bai tap (Bai 5, 15 -
trang 81, 84) trong Giao
trinh trudc gio 1€n 16p.

+ Tu 6n tap noi dung
kiém tra: kién thac da
hoc trong Chuong 2 dé
lam bai kiém tra s6 2
trén 16p.

+ Lam bai tap thuc hanh
trén may duoc giao.




-Bai kiém tra s6 2:
Noi dung kiém tra: kién thuc da hoc trong
Chuong 2.

+ Lam bai kiém tra.

Chwong 3 - Microsoft Powerpoint
1. Lam quen véi Microsoft Powerpoint

1.1 Giéi thiéu

1.2 Khoi dong va thoat chuong trinh
1.3 Giao di¢n cua Powerpoint
2. Thao tac trén slide

2.1 Tao Slide mai

2.2 Chon Slide

2.3 Sao chép Slide

2.4 Nhan ban Slide

2.5 Xoa Slide

2.6 Sap xép tht tu Slide

2.7 Thay doi nén cho Slide

-Bai thuc hanh s6 8:
Bai 1 - trang 131 - Giao trinh Tin hoc dai

Phan V — Lam viéc
véi PowerPoint 2003
cua Tai liéu tham khao:
KS. Nguyén Thanh Hai
(2007), Gido trinh tin
hoc co so, Nxb Van
Hoa Thong Tin, Ha
Noi, trang 127 dén
trang 133.

+ Nghién ctru Ly thuyét
va bai tap (Bai 1 - trang
131) trong Giao trinh
trudc gio 1én 1op.

+ Lam bai tap thuc hanh
trén may duoc giao.

10




cuong, Nxb Thoi Dai.

9 | Chuong 3 - Microsoft Powerpoint 4 |Phan V — Lam viéc | Nghién ctu Ly thuyét
3. Chén céc déi twgng vao Slide véi PowerPoint 2003 | 4 p4i tap (Bai 2 - trang
3.1 Chen ky hi¢u cua Tai liéu tham khao: 131) trong Gido trinh
3.2 Chén hinh anh KS. Nguyen Thanh Hal | 46 gies 16n 16p.
33 Tao ch hsth (2007), Gido trinh tin T i 161 d
: ir nghé thua + Ty On t4 0
ao chu ngh¢ thuat hoc co sé, Nxb Van .;LIOI’I ‘fap-fll nQI’ ung
_ N «_ | hoc trong Chuong 3 dé
4. Tao cac hiéu @ing cho Slide NoOI, trang 133 den| -~ = :
trana 145 lam bai kiém tra so6 3
4.1 Hiéu tmg cho déi twong g 1% trén 16p.
4.2 Hiéu tng cho Slide + Lam bai tap thyc hanh
-Bai thue hanh s6 9: mf ma]zf dioc gItaO'
: + Lam bai kié :
Bai 2 - trang 131 - Gi4o trinh Tin hoc dai am barfaem tra
cuong, Nxb Thoi Dai.
-Bai kiém tra s6 3:
Noi dung kiém tra: kién thuc da hoc trong
Chuong 3.
10 | Chwong 4 - Microsoft Excel

1. Lam quen véi Microsoft Excel

Chuwong 5. Excel 2003
cua Tai liéu bat buoc:

+ Nghién ciu 1y thuyét
va bai tap (Bai 1, 2, 3 -

11




1.1 Giéi thiéu
1.2 Khéi dong va két thiic lam viéc

1.3 Céc thao tac trén tap tin
1.4 Man hinh giao dién

1.5 Bang tinh va trang bang tinh

2. Nhap dir liéu va hiéu chinh bang tinh
2.1 Céc kiéu dir liéu trong Excel

2.2 Nhap dir liéu

2.3 Thao tac sao chép dir li¢u

2.4 Hiéu chinh bang tinh

2.5 Thao tac trén Sheet

-Bai thuc hanh s6 10:

Tao céac bang cua Bai 1, 2, 3 - trang 117,
118 - Gido trinh Tin hoc dai cuong, Nxb
Thot Dai.

PGS, TS. Bui Thé Tam
(2010), Giao trinh Tin
hoc dai cwong, Nxb
Thoi Pai, trang 85 dén
trang 95.

trang 117, 118) trong
Giao trinh trudc gio 1én
l6p.

+ Lam bai tap thuc hanh
trén may duogc giao.

11

Chwong 4 - Microsoft Excel
3. Pinh dang dir li¢u va bang tinh

3.1 binh dang kiéu sb va ngay thang

Chwong 5. Excel 2003
cia Tai liéu bat buoc:
PGS, TS. Bui Thé Tam

+ Nghién ciu 1y thuyét
va bai tap (Bai 4, 5, 6 -
trang 117, 118) trong

12




3.2 binh dang font chix

3.3 Vi tri va huong xoay cua van ban
3.4 Ké khung cho bang tinh

3.5 Tao mau nén cho 6

-Bai thue hanh s6 11

Tao cac bang cua Bai 4, 5, 6 - trang 117,
118 - Gido trinh Tin hoc dai cuong, Nxb
Thoti Pai.

(2010), Giao trinh Tin
hoc dai cwong, Nxb
Thoi bai, trang 100
dén trang 104.

Gidao trinh trudc gio 1én
l6p.

+ Lam bai tap thuc hanh
trén may duogc giao.

12 | Chwong 4 - Microsoft Excel 4 Chwong 5. Excfel 2003 | Nghién citu Ly thuyét
4. Gidi thiéu cong thirc va ham cua Tai liéu bat ’buC)C: va bai tap (Bai 1,2, 3 -
4.1 Khai niém co ban v& cong thirc, ham PGS, TS. Bui The Tam | y50q 117, 118) trong
4.2 Str dung toan tir trong cong thirc, ham (2010), f}lao trinh T Gigo trinh truse gio lén

. hoc dai cuwong, Nxb |, on.

4.3 Tham chigu trong cong thic Thoi Pai, trang 95 dén + Lam bi tap thuc hanh
-Bai thuwe hanh s6 12: trang 96. trén may duoc giao.
Thuc hién cac yéu cau cua Bai 1, 2, 3 -
trang 117, 118 - Giao trinh Tin hoc dai
cuong, Nxb Thoi Dai.

13 | Chwong 4 — Microsoft Excel 4 Chuwong 5. Excel 2003

cia Tai liéu bit buoc:

+ Nghién ctu Ly thuyét

13




5. Cac ham théng dung trong Excel
5.1 Cac ham thong ké

5.2 Cac ham xau ky tu

5.3 Cac ham thoi gian

5.4 Cac ham toan hoc

5.4 Céac ham logic

5.5 Cac ham tim kiém va tham chiéu

5.6 Cac ham co so dix liéu

5.7 Khic phuc mét s6 16i thuong gap

-Bai thue hanh s6 13:

Thuc hién cac yéu cau cua Bai 4, 5, 6 -
trang 118, 119, 120 - Gido trinh Tin hoc
dai cuong, Nxb Thoi Dai.

PGS, TS. Bui Thé Tam
(2010), Giao trinh Tin
hoc dai cwong, Nxb
Thoi Pai, trang 96 dén
trang 100.

va bai tap (Bai 4, 5, 6 -
trang 118, 119, 120)
trong Gido trinh trugc
gio Ién 16p.

+ Lam bai tap thuc hanh
trén may duogc giao.

14

Chwong 4 — Microsoft Excel
6. Thao tac trén co sé dir liéu

6.1 Sap xép co so dit lidu
6.2 Loc du liéu
-Bai thuc hanh s6 14:

Chwong 5. Excel 2003
cia Tai liéu bat buoc:
PGS, TS. Bui Thé Tam
(2010), Giao trinh Tin
hoc dai cwong, Nxb

+ Nghién ctu 1y thuyét
va bai tap (Bai 10 -
trang 122) trong Giao
trinh trudc gio 1€n 16p.

+ Lam bai tap thuc hanh

14




Bai 10 - trang 122 - Gido trinh Tin hoc
dai cuong, Nxb Thoi Dal.

Thoi Pai, trang 109
dén trang 114.

trén may duogc giao.

15

Chwong 4 — Microsoft Excel
7. Biéu d6 trong Excel

7.1 Gidi thiéu

7.2 Céch vé biéu d6 trong Excel
7.3 Céach hi¢u chinh biéu d6
-Bai thuc hanh s6 15:

Bai 8 - trang 121 - Giao trinh Tin hoc dal
cuong, Nxb Thoi Dai.

-Bai kiém tra s6 4:
Noi dung kiém tra: kién thuc da hoc trong
Chuong 4.

Chwong 5. Excel 2003
cia Tai liéu bat buoc:
PGS, TS. Bui Thé Tam
(2010), Giao trinh Tin
hoc dai cwong, Nxb
Thoi Pai, trang 105
dén trang 108.

+ Nghién ctu 1y thuyét
va bai tap (Bai 8 - trang
121) trong Giao trinh
trudc gio 1én 16p.

+ Tu On tap noi dung
kiém tra: kién thac da
hoc trong Chuong 4 &
nha dé lam bai kiém tra
s6 4 trén 16p.

+ Lam bai tap thuc hanh
trén may duoc giao.

+ Lam bai kiém tra.

15
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Kiém tra danh gia
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