BO GIAO DUC VA PAO TAO CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG PAI HQC PHAN THIET Poc l1ap — Tw do — Hanh phuc

CHUONG TRINH TRINH PO PAI HOC
NGANH PAO TAO: LUAT KINH TE

PE CUONG CHI TIET HQC PHAN

1. Tén hoc phan: Tin hoc dai cuong - M4 hoc phan:
2. Khoa phu trach:
3. Ho tén cac giang vién giing day
Ho va tén:
- Chure danh, hoc ham, hoc vi:
- bia chi lién hé:
-DbT: ; email:
- Cac huéng nghién ctru chinh:
4. Sb tin chi: 3
5. Phan bo thoi gian (tiét)
- Lén 16p: 45 tiét
- Tu hoc: 15 tiét
6. Hoc phan tién quyét:
7. Muc tiéu ciia hoc phan: Gilp sinh vién sir dung thanh thao hé diéu hanh Windows
va mot s6 cong cu van phong can ban. Khai thac hiéu qua internet va email.
8. Chuén dau ra hoc phin
Kién thiec
- Khéi niém vé thdng tin.
- Pon vi do thong tin.
- Xur ly théng tin bang may tinh dién tir.
- Biéu dién thong tin trong may tinh.
- Po6i mot s6 nguyén tir hé thap phan sang hé b.
- Ménh & logic.
- CAu triic ciia mot hé théng may tinh.
- Phan cang (Hardware).
- B6 nho.
- Bo xur ly trung tam (CPU).
- Céc thiét bi nhap xuat chuan (ban phim, man hinh).



- Céc thiét bj luu trix.,

- Khéai niém vé phan mém.

- Khai niém vé hé diéu hanh.

- Cac dbi tuong do hé diéu hanh quan ly.

- Tap tin (File).

- Thu muc (Directory/Folder).

- O dia (Drive).

- buong dan (Path).

- So lugc vé sy phat trién caa Windows.

- Khoi dong va thoat khoi Windows.

- Gigi thiéu man hinh nén (Desktop) cia Windows.
- Cac thao tac co ban sir dung File Explorer.
- Thao tac vai cac thu muc va tap tin.

- Céc thao tac vai dia.

- Cach khoi dong va thoat khoi cac chuong trinh.
- Tim kiém tu liéu bang lénh Find/Search.

- Thay doi cau hinh may tinh.

- Cai dat va loai b6 chuwong trinh.

- Gi6i thiéu cac chuong trinh hd tro tiéng Viét.
- Bao vé dir liéu va phong chéng Virus.

- Gioi thiéu Microsoft Word.

- Cach khoi dong va thoat khoi Word.

- Cac thanh phan co ban cua cira s6 Word.

- Nhap, diéu chinh va dinh dang van ban.

- Nhap céc ky hi¢u dac biét.

- Tim kiém va thay thé vian ban.

- Str dung chtic nang AutoCorrect.

- Str dung chtic nang AutoText.

- binh dang ky tu.

- binh dang doan van ban.

- Céac lénh xur ly tap tin.

- Cé4c lénh dinh dang trang.

- Pinh dang khung va nén.

- Tao bullet va sb thir tu.

- binh dang Tab.

- binh dang cét.

- Nhap cac cbng thic toan hoc.



- V& mot d6i tuong hinh.
- Biéu bang.
- B6 dinh dang (Style).
- Pinh dang s6 trang va in an trong Word.
- Chtric nang tron thu (Mail Merge).
- Céc chtrc nang khac.
- Gidi thiéu Microsoft Excel.
- Khai dong va thoat khoi Micosoft Excel.
- CAu trdc cia mot Workbook.
- CAu trdc ctia mot Sheet.
- Cac thao tac co ban trong Excel.
- Céc kiéu dit liéu & cac toan tu.
- Cac ham toan hoc (Math & Trig).
- Céc ham thdong ké (Statistical).
- C4c ham xu ly Chudi (text).
- Cac ham ngay & gio (Date & Time).
- Cac ham Logic (Logical).
- Cac ham tim kiém (Lookup & Reference).
- Thao tac trén co so dir liéu.
- T6ng hop theo tirng nhom.
- Tao biéu d6 trong Excel.
- Binh dang va in 4n trong Excel.
- Gidi thiéu Microsoft Powerpoint.
- Tao mot trinh bay béo céo co ban.
- Internet va dich vu World Wide Web.
- Tim kiém thong tin trén Internet.
- Cau tric mét dia chi Email.
- Dich vu thu dién tir Email.
Ky ndang
- Sir dyung thanh thao hé diéu hanh Windows.
- Soan thao va trang tri dugc céc loai van ban bang Microsoft Word.
- Sir dung thanh thao cac chirc nang xtr ly va phan tich dir liéu co ban bang
Microsoft Excel.
- Tao duoc c4c bai trinh bay bao cao bang Microsoft Powerpoint.
- Sir dung duoc Internet dé tim kiém thong tin va E-mail.
- K¥ ning giai quyét van de.
- K¥ nang lam vi¢c nhom.



- K§ nang khdm pha.

Thdi dé
- C06 tinh than trach nhiém cao trong cong viéc va dao duc nghé nghiép dung
dan.
- C6 tinh than y thic ky luat, tac phong cong nghiép; kha ning lam viéc khoa
hoc va hop tdc nhom.
- C6 phuong phap suy nghi va 1am viéc khoa hoc, dau tu va sang tao va (ng
dung céng nghé théng tin phuc vu doi séng.
- C6 y thire hoc tap va hoc tap sudt doi.
- Lén 16p day du va chuan bi theo yéu cau caa gi&o vién.

Ndng luc tw chi va trach nhiém

- Phat trién k¥ nang lam viéc theo nhom.

- Phét trién k¥ ning tu duy sang tao, ty nghién cuu.

- Rén luyén k¥ ning binh ludn, thuyét trinh trude tap thé.

- Rén k¥ niang nodi va k¥ thuat dam phan dé giai quyét cac van dé co lién quan.
- Phét huy kha nang tich cuc, chu dong trong hoc tap, nghién ctu.

9. Ndi dung hoc phan
9.1. Tém tdt ngi dung hec phan

M6n hoc nay cung cip cho sinh vién nhitng hiéu biét 1y thuyét co ban vé cong
nghé thdng tin: khéi nién vé thong tin, cau tric tong quat caa may tinh, hé diéu
hanh Windows, cac Iénh va thao tac dé soan thao van ban bang Microsoft Word,
xt ly bang tinh bang Microsoft Excel, trinh bay bao cao bang Microsoft
Powerpoint, sir dung Internet va E-mail.

9.2. Ngi dung hec phan

N¢i dung

Chwong 1. | Thong tin va biéu dién théng tin

1.1. Khai niém vé thong tin

1.2. Bon vi do thong tin

1.3. Xt ly thdng tin bang may tinh dién tir
1.4. Biéu dién thong tin trong may tinh

1.5. P6i mot s6 nguyén tir hé thap phan sang hé b
1.6. Ménh dé logic

Chuwong 2. |Céu trdc tong quat cia may tinh dién tir
2.1. Cau tric cua mot hé thong may tinh
2.2. Phan cang (Hardware)

2.3. Bo nho




2.4. Bo xu ly trung tdm (CPU)
2.5. CAc thiét bj nhap xuat chuan (ban phim, man hinh)
2.6. Céc thiét bi luu trix

Chuong 3.

Hé diéu hanh

3.1. Khai niém vé h¢ diéu hanh

3.2. Cac dbi twong do hé diéu hanh quan ly

3.3. Tap tin (File)

3.4. Thu muc (Directory/Folder)

3.5. O dia (Drive)

3.6. Puong dan (Path)

3.7. So luogc vé sy phat trién caa Windows

3.8. Khai dong va thoat khoi Windows

3.9. Gidi thieu man hinh nén (Desktop) caa Windows

Chuong 4.

Quian ly dir ligu bang File Explorer

4.1. Céc thao tac co ban sur dung File Explorer

4.2. Thao tac véi cac thu muc va tap tin

4.3. Céc thao tac véi dia

4.4. Céch khoi dong va thoat khoi cac chuong trinh
4.5. Tim kiém tu liéu bang lénh Find/Search

4.6. Thay d6i cau hinh may tinh

4.7. Cai dat va loai bo chuong trinh.

4.8. Gi6i thiéu cac chuong trinh hd tro tiéng viét
4.9. Bao vé dir liéu va phong chéng Virus

Chwong S.

Sir dung tiéng viét trong Windows

5.1. Gié6i thiéu cac chuong trinh hd tro g tiéng viét
5.1.1. Van & tiéng Viét trong Windows

5.1.2. Font chit va bang ma

5.1.3. Cac kiéu gb tiéng Viét

5.2. Str dung chuong trinh Unikey

5.2.1. Khoi dong Vietkey

5.2.2. Céc thao tac co ban

Chuong 6.

Bao vé dir liéu va phong chong Virus

6.1. Bao vé dir licu

6.1.1. Gioi thi¢u

6.1.2. Nguyén tic bao vé

6.2. Virus may tinh va cac bién phap phong chdng
6.2.1. Virus may tinh la gi?

6.2.2. Tinh chét va phan loai virus

6.2.3. Cac phuong phap phong va diét virus

Chuwong 7.

Soan thao van ban véi Microsoft Word




7.1. Gidi thiéu Microsoft Word
7.2. Céach khoi dong va thoat khoi Word

7.3. Céc thanh phan co ban cia ctra s6 Word

Chuong 8. | Cac thao tac co ban trong Word

8.1. Nhép, diéu chinh va dinh dang vin ban
8.2. Nhap cac ky hi¢u dac bi¢t

8.3. Tim kiém va thay thé vin ban

8.4. Sur dung churc nang AutoCorrect

8.5. Str dung churc nang AutoText

Chuwong 9. |Dinh dang ky tu va Font chir

9.1. Binh dang ky tu
9.2. Chuyén d6i loai chir

Chuwong 10. | DPinh dang doan van ban

10.1. Pinh dang doan van ban
10.2. Céc 1énh xur 1y tép tin

10.3. Céc 1énh dinh dang trang
10.4. Pinh dang khung v nén
10.5. Tao bullet va sb thir tu

10.6. Dinh dang Tab

10.7. Dinh dang cot

10.8. Nhéap cac cong thurc todn hoc
10.9. V& mot ddi twong hinh

Chwong 11.|Lap bang - Table

11.1. Gi6i thi¢u

11.2. Tao bang

11.3. Sir dung kiéu cho bang
11.4. Céc thao tac trén bang

Chuong 12.| B¢ dinh dang

12.1. Khai niém
12.2. Hién thi va st dung Style
12.3. Tao dung Style

12.4. Tao bang muc luc

Chuwong 13. | Pinh dang s6 trang va in 4n trong Word

13.1. Tao Header va Footer
13.2. Chén sb trang

13.3. Thém tiéu dé va ha muc
13.4. In 4n trong Word

Chuong 14. | Cac chirc nang khac

14.1. Caption
14.2. Piém danh dau (Bookmark)




14.3. Sur dung Footnotes va Endnotes
14.4. Tham chiéu chéo (Cross Reference)
14.5. Comment

14.6. Trudong dir liéu

14.7. Kiém tra chinh ta va vin pham
14.8. Trong thu (Mail merge)

Chuong 15.

Gidi thiéu Microsoft Excel

15.1. Cac khai niém co ban

15.2. Chu trac cua mdt workbook
15.3. Cach nhap dir liéu

15.4. Cac kiéu dit liéu va cach nhap

15.5. Céac loai dia chi va cac thong bao 18i thuong gip

Chuong 16.

Cac thao tac co ban trong Excel

16.1. Xt ly trén vung

16.2. Thao tac trén cft va hang
16.3. Dinh dang bang tinh
16.4. Thao tac trén tap tin

Chuong 17.

Mot s6 ham trong Excel

17.1. Ca phap chung va cach su dung
17.2. Cac ham thong dung

Chwong 18.

Thao tac trén co sé dir li€u

18.1. Khai niém vé co sé dit liéu
18.2. Nhép dir liéu bang form:

18.3. Loai bo cac mau tin trung nhau:
18.4. Trich loc dir liéu

18.5. Cac ham co so dir liéu

18.6. Sép xép dir liéu

Chuong 19.

Tao biéu do trong Excel

19.1. Céc loai biéu do
19.2. Céc thanh phan cua biéu dd
19.3. Céc bude dung biéu d6

Chuong 20.

Pinh dang va in 4n trong Excel

20.1. Binh dang trang in (Page setup)

20.2. Xem trude (Print preview) va in (Print) bang tinh
20.3. Piéu chinh ky hiéu ngit trang

20.4. Luu tap tin thanh tap tin PDF

Chuong 21.

Gioi thiéu Microsoft Powerpoint

21.1. Giéi thiéu Microsoft Powerpoint
21.2. Man hinh cua Powerpoint
21.3. Tao mot ban trinh dién




Chuong 22.| Cap nhat va dinh dang

22.1. Thao tac trén cac slide

22.2. Chinh stra trong slide

22.3. Tao cac hi¢u tng hoat hinh

22.4. Céc goi y khi thiét ké mot ban trinh dién

Chwong 23. | Lam viéc véi cac trinh dién

23.1. Thyc hién mot budi trinh dién
23.2. In céc trang trinh dién

Chuong 24. | Internet va dich vu Word Wide Web
24.1. Gidi thiéu Internet

24.2. Mt s6 khai niém

24.3. Céc dich vu thong dung

24.4. Trinh duyét Web Internet Explorer (IE)
Chuong 25. | Dich vu thw dién tir

25.1. Gi6i thiéu

25.2. Chuong trinh Outlook Express
25.3. Str dung Hotmail

25.4. St dung Yahoo Mail

10. Yéu ciu va ky vong ciia hoc phin
- Nam virng ndi dung caa mén hoc theo yéu cau dit ra va van dung duogc trong
ting tinh huéng cu thé.
- Nguoi hoc phai doc tai li¢u trudc khi 1én 16p, phai hoan thanh céc bai tap do
nguoi day dé ra.

11. Phwong phap danh gia hoc phan

Nhirng ngi dung . .
. So lan danh gia | Trong so (%)
can danh gia
Du lop Thuong xuyén 10
Thao luan 0 0
Ban thu hoach 0 0
Thuyét trinh 0 0
Bai tap 10 30
Thi gitra hoc ky 0 0




Thi cubi hoc ky 1 60

Tong: 100%

12. Hoc li¢u
12.1.Tai liéu chinh

- Gi4o trinh mén hoc tin hoc can ban : (Ap dung cho chwong trinh tin chi) /
Nguyén Minh Trung.- Can Tho: Pai hoc Can Tho, 2009.

12.2 Tai ligu tham khdo

- Gio trinh thyc hanh tin hoc can ban : MSMH: TN034 (Ap dung cho chuong
trinh tin chi) / Nguyén Minh Trung.- Can Tho: Truong Pai hoc Can Tho, 2009.

- Gi4o trinh thuc hanh tin hoc can ban van phong / Ngé Quang Pinh.- Tp. Hb
Chi Minh: Thanh nién, 2010.

12.3. Tw liéu truc tuyén

Theo yéu cau cua sinh vién.
13. Té chirc giang day va hoc tap
Thuc hién theo Quy ché hoc vu theo hoc ché tin chi ban hanh kém quyét dinh hién
hanh cta Hiéu truong Truong Dai hoc Phan Thiét.

14. Ké hoach giang day
Buoi 1 (4 tiét)
» Noi dung:
- Thi hanh tng dung va thao tac trén ctra s6 (window)

- Thao tac trén man hinh nén (Desktop). Sir dung dong hd hé thong
(Clock) trén thanh Taskbar
- Xem/thay doi céc qui udc hién thi vé Date, Time, Number, Currency
clia hé thong
- Dung File Explorer dé quan 1y thu muc (Folder) va tap tin (File)
- Sir dung chtrc ning tim kiém tap tin va thu muc
- Str dung chuong trinh hd trg tiéng Viét: Vietkey, Unikey
» Phuwong phap:
» Tai li€éu: Nhu muc 12.
> Két quiz mong mudn: Nhu muc 8.

Buoi 2 (4 tiét)

» Noi dung:
- Goi ung dung Microsoft Word, nhap céac doan van ban. Pinh 1é



trang in.
- Chén ky hiéu dic biét, thao tac cat, dan, chép.
- Pinh dang ky tu (Font, size, style, ...). Cac thao tic trén tap tin (md,
luu, dong).
- Binh dang doan (Paragraph).
- Cac chuc nang nhdp van ban ty dong (AutoText va AutoCorrect),
tim kiém va thay thé vin ban (Replace)
- Tao ky tu DropCap
» Phwong phap:
» Tai li€éu: Nhu myc 12.

> Két quiz mong mudn: Nhu muc 8.

Buoi 3 (4 tiét)

» Noi dung:

- Ké duong vién va to nén cho doan vian ban (Borders and Shading).
- Tao ky hiéu danh dau va s thir tu (Bullets and Numbering).

- Binh dang van ban theo dang cdt (Columns).

- Cai dit cac diém dimng Tab (Tab Stop).

Phwong phap:

» Tai li€éu: Nhu myc 12.

> Két quiz mong mudn: Nhu muc 8.

Y

Buoi 4 (4 tiét)

» Noi dung:
-Sur dung thanh céng cu vé (Drawing toolbar), cach tao chir nghé
thuat (WordArt), chén hinh anh (Insert/ Picture/ ...).
-Tao va dinh dang bang (Table) trong Microsoft Word.
- Tron thu (Mail merge)
- Tao b dinh dang (Style), tao bang muc luc
» Phwong phap:
» Tai li€éu: Nhu muc 12.

> Két quiz mong mudn: Nhu muc 8.

Buobi 5 (4 tiét)

> Noi dung: Lam cac bai tip tong hop nhim 6n tip phan soan thao vin
ban

» Phwong phap:

» Tai liéu: Nhu muc 12.
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>

Két qua mong mudn: Nhu myc 8.

Buoi 6 (4 tiét)

>

A\

>
>

Noi dung:

- Nhép dir liéu, dién sb tht ty, thao tac trén dong, cot trong bang tinh
Excel.

- Thyc hién céc thao tac trén bang tinh (Sheet), sao chép cong thirc.
- Thue hanh dé hiéu cac ham cua Excel

Phwong phap:

Tai liéu: Nhu muc 12.

Két quaz mong mudn: Nhu muc 8.

Budi 7 (4 tiét)

>

A\

>
>

Noi dung:

Tinh toan: dung ham SUM, IF, AND, OR, ROUND, AVERAGE, MAX,
- Binh dang dir li¢u: kiéu tién té (Accounting), ngay (Date, Custom), tron
6, ké khung va t6 nén.

- Ap dung cac ham: Toan hoc, Thong ké, Ngay thang, Logic.
Phwong phap:

Tai liéu: Nhu muc 12.

Két quaz mong mudn: Nhu muc 8.

Buoi 8 (4 tiét)

>

Y VvV

Noi dung:

- Ap dung cac ham: Toan hoc, Thong ké, Ngay thang, Logic.
- Ap dung cac ham chudi ky tu dé xur ly s6 liéu, cac ham tim kiém.
- Ap dung cac ham do tim

Phwong phap:

Tai liéu: Nhu muc 12.

Két qua mong muén: Nhu myc 8.

Buoi 9 (4 tiét)

>

NOi dung:

- Ap dung cac ham chudi ky tu dé xur 1y s6
liéu, cac ham tim kiém.

- Ap dung cic ham do tim.

- Cac thao tac trich loc, sap x€p trén co s¢ dir licu.
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» Phwong phap:
» Tai li€éu: Nhu myc 12.

> Két quiz mong mudn: Nhu muc 8.

Bubi 10 (4 tiét)

» Noi dung:
- Tao cac bai bao céo dung cong cu Microsoft
PowerPoint.

- Huéng dan str dung dich vu Web va Email

A\

Phwong phap:
Tai liéu: Nhu muc 12.

> Két qua mong mudn: Nhu muc 8.

Y

Budi 11 (5 tiét)

> Noi dung: Cac bai tap tong hop Excel, Powerpoint,
Internet.

» Phwong phap:

» Tai liéu: Nhu myc 12.

> Két qua mong mudn: Nhu muc 8.
15. Thi két thiic hoc phan
- Thoi gian: Theo lich thi chung cia truong

- Hinh thire thi: Ty luan

Binh Thuan, ngay 20 thang 6 nam 2018
BAN GIAM HIEU TRUONG KHOA
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