BO CONG THUONG CONG HOA XA HQI CHU NGHIA VIET NAM
TRUGNG PH CONG NGHIEP QUANG NINH Pic lap — Tw do — Hanh phiic

CHUONG TRINH CHI TIET HQC PHAN

TRINH PQ PAI HQC

Nganh/Chuyen nganh dao tao: Cong nghé ky thuit cong trinh xiy dung him va
ciu; Xay dung mé va Cong trinh ngim; Ty dong héa thiét ké cong nghé co khi;
Cong nghé co khi mé; Cong nghg ky thuit co khi 0 t6; Cong nghé thiét bi dién -
dién tir; Cong nghé k¥ thuit Ty dong hoa (theo hwéng cong nghlep), Cong nghé ky
thuat dién tir - tin hoc cong nghi¢p; Cong nghé co dién; K¢ toan tong hop; Tric dia
mé; Tric dia cong trinh; Ky thuit mé Lg thién; Ky thuat mo Ham lo; K§ thuit
tuyeu khoang san riin; Pia chit cong trinh - Dia chét thiy viin; Cong nghé ky thuit
Pién tir; Cong nghé ky thuit dién; Dia chit mo; Quan tri kinh doanh tong hop;
Tai chinh doanh nghiép; Cong nghé k¥ thuit do luong va diéu khién; Cong nghé
Co dién Tuyén khoing; Cong nghé Co dién mo; Cong nghé ky thuit Ty dong
héa(theo hwdng ma)

Tén hoc ph:‘”m: Nhap mon tin hoc

Loai hoc phin: <Ly thuyét + thuc hanh>

S tin chi: 3 tin chi. Trong @6 (LT: 2, TH: 1)
B mdn quén ly hoc phin: Khoa hoc may tinh

o b S

5. Diéu kién tién quyét: Khong
6. Phin bo thoi gian:
Thoi gian 1én 16p: 60 tiét

+ Sbtidt ly thuyét: 30 tiét
+ Sb tiét thuc hanh, kiém tra: 30 tiét
- Thoi gian tw hoc: 90 tiét
7. Muc tiéu cta hoc phén:
7.1. Kién thirc
- Hiéu duoc cic khai niém co ban trong tin hoc, céc tinh ning co ban cua hé diéu
hanh Windows;
- Hidu duoc cac khai niém co ban trong viée trinh bay van ban va cac cong cu trong
phén mém Microsoft Word dé soan thao van ban;
- Nim duoc céc khai niém co ban trong viée trinh bay bang tinh, quan ly dir liéu
trong bang tinh va ap dung dugc cac cong cu cia Microsoft Excel dé tao lap va
truy xudt dit liéu trén bang tinh.



- Nim duoc cac khai niém co ban trong trinh bay béo cdo va ap dung duoc céc
cdng cu trong phan mém Microsoft PowerPoint dé trinh bay béo cdo.

7.2. Ky ning
Hinh thanh k¥ ning sir dung mdy tinh: quan Iy céc tai liéu thong tin luu trit trong

may tinh;

Van dung dugc mét sé k§ ning co ban trong st dung may tinh dé tra ctru thong
tin, truyén thong tin théng qua sir dung cac dich vu internet, email;
Thanh thao céc k¥ ning co ban vé tao lap va trinh bay vén ban, bang tinh va bdo

Cao.

Ap dung dugc cac cong cu dé trinh bay van ban c¢6 tinh my thudt, trinh bay va
truy xuét dit liéu trong bang tinh c¢6 hiu qua, trinh bay bdo céo khoa hoc.
7.3. Thai d¢

Hoc tép tich cuc, nghiém tuc;

Ren luyén tac phong lam viéc khoa hoc, chuan xac.

8. Noi dung hoc phin:
8.1. M t vin tit

Hoc phén gdm 5 chuong:

Chuong 1: Trinh bay k¥ nang hoat dong véi moi trudmg Window va khai thac sir

dung céc dich vu trén Internet.

Chuong 2: Giéi thi¢u ve cic thudt ngir va khéi niém trong tin hoc, cach biéu dién

thong tin trong may tinh dién tir;

Chuong 3: Trinh bay céc khai niém vé soan thao vin ban, cic tinh nidng cua cic

cong cu trong phan mém Microsoft Word dé soan thao vin ban.

Chuong 4: Gidi thiéu bang tinh Excel; trinh bay céch sir dung cac ham tinh toan,
XU Iy co so dit ligu co ban va trinh bay béng tinh trong Microsoft Excel.
Chuong 5: Céac khai niém vé Microsoft PowerPoint, cach sir dung céc cong cu

trong phin mém dé thiét ké, tao 1ap file trinh chiéu.

8.2. Noi dung chi tiét hoc phan

TH, | Tai liéu n s
Tuin Noi dung L:I‘ KT doc Nhi¢m v}lA wn siuh
(tiet) P ] vién
(tiet) |  trwdc
Chuong 1. H¢ diéu hanh
Windows ‘ ‘ Taitisu | Thuc hanh trén may
Tudn 1.1. So luge vé hé diéu hanh [1]' tinh cdc ndi dung trong
| windows 2 2 Chwrong | chuong 1.
1.2. Cac khai niém co ban - Doc trude ndi dung bai
1.3. Thao tdc véi nén man hinh hoc chuong 2.

Desktop




4. Thao tic vdi clra sO
(Windows)

1.5. Windows Explorer

1.6. Recycle Bin

1.7. Shortcut

1.8. Thao tac tim kiém

1.9. Control Panel

1.10. Cai dat go tiéng Viét
1.11. Internet Explorer

1.12. Hop thu dién tir mién phi
Gmail

Chwong 2. May tinh va xir Iy
thong tin

2.1. Thong tin

2.2. Hé théng tinh toén va biéu

- Thuc hanh trén may

ke dién thong tin trong may tinh Tai liéu | tinh bai tap 4, 5, 6 cudi
) dién tr [1] chuong 2.
2.3. Chu tric tong quét phan Chuong 2 | - Poc trude ndi dung bai
clmg ctia may tinh dién tur hoc chuong 3.
2.4. Téng quan vé phin mém Obﬁ
2.5. Khéi niém vé mang may ﬁ.
tinh Internet DAl |
Chwong 3. Microsoft Word JONS |
wong 3. Microsoft Wor QUAN
3.1. M¢ da
o - .A - Thuc hanh trén méy i—
3.1.1. Giéi thiéu chung vé R s n L=
) Tai liéu | tinh bai tdp 1, 2, 3 cudi
g Microsoft Word
Tuan |5 15 Thao tac véi tép van [ | oiesmes.
1.2, o tac voi
3 bi P Chuong 3 | - Poc truéc ndi dung bai
n
B s (3.1, 3.2) | hoc chwong 3 muc 3.2
3.1.3. Sao chép, cdt dan x
- N (tiep), 3.3
3.2. Dinh dang vén ban
3.2.1. Dinh dang ki tu
3.2.2. Pinh dang doan vin
ban - Thuc hanh trén may
3.2.3. Dinh dang trang vin Tailiéu | tinh bai tap 4, 5, 6 cudi
Tul ban [1] chuong 3.
u . . .
4” 3.3. Cheén dbi tuong vao van Chuong 3 | - Poc trudc ndi dung bai
ban (3.2 tiép, | hoc chuong 3 muc 3.4
3.3.1. Chén ky tur dic biét 3.3) |- Chudn bi cho bai kiém
3.3.2. Chén tranh anh tra s6 1.

3.3.3. Db hoa




3.3.4. Cheén cong thirc toan N
hoc
3.3.5. Chén db thi, bidu dd
3.4. Bang biéu - Thuc hanh trén may
3.4.1. Tao bang Tai liéu | tinh bai tap 7, 8, 9 cudi
Tudn | 3.4.2. Dinh dang bang [1] chuong 3.
5 3.4.3. Tinh toan va sip xép Chuong 3 | - Boc trude noi dung bai
dir liéu trong bang (3.4) hoc chuong 3 muc 3.5 -
Kiém tra bai 1 3.8
3.5. Trinh bay tai liéu
3.5.1. Dénh s6 trang van ban,
:f:n tgleu d€ dau trang va cudi - Thuc hanh trén may
A _ Tailiéu | tinh bai tap 10, 11, 12
Tuin 3.5.2. Vién tr'ang ’Van ban 1 sk chuong 3,
6 | 22 Teoghichi Chuong 3 | - Doc truée noi dung bai
3.5.4. Tao bang chi muc
o E o e (3.5-3.8) | hoc chuong 4 muc 4.1 -
3.6. Mot s6 k¥ thuat giup soan 43
thdo nhanh
3.7. Tron vin ban
3.8.In 4n vin ban
Chwong 4. Microsoft Excel
4.1. M¢ dau
4.1.1. Céc thao tac co ban véi
Excel
4.1.2. Quy dinh cdu hinh hé
théng - Thyc hanh trén mady
4.1.3. T6 chirc dit lidu trong Tailiéu | tinh bai tap 1, 2 cudi
Tudn | Excel [1] chuong 4.
7 4.1.4. Nhap dit liéu Chuong 4 | - Poc truée noi dung bai
4.2. Xt ly dix liéu (4.1-4.3) | hoc chuong 4 muc 4.3
4.2.1. Céc xtt Iy trén & (tiép)
4.2.2. Cong thitc va céc toan
tir co ban
4.3. St dung ham trong Excel
4.3.1. Khai niém ham
L 4.3.2. Cac loai ham




- Thuc hanh trén may

Tailiéu |tinh bai tp 3, 4 cudi
Tuin | 4.3.3. Cach st dung ham [1] chuong 4.
8 43.4. Cac ham co ban Chuong 4 | - Poc trude ndi dung bai
(4.3 tiép) | hoc chuong 4 muc 4.3
(tiép)
- Thuc hanh trén may
tinh bai tap 5, 6 cudi
Tai liéu | chuong 4.
Tudn | 4.3.4. Cac ham co ban (tiép) [1] - Poc trude ndi dung bai
9 Chuong 4 | hoc chuong 4 muc 4.3
(4.3 tiép) | (tiép)
- Chuén bj cho bai kiém
tra sd 2.
. - Thuc hanh trén may
Tailiew | o bai tap 7, 8 cubi
; ; i
Tudn | 4.3.4. Céc ham co ban (tiép) 1] P 0
2 53 chuong 4.
10 | Kiém tra bai 2 Chuong 4 . .
43 i ) - Poc trudce ndi dung bai
e hoc chuong 4 muc 4.4 \
. - Thuc hanh trén may
4.4. Coso dit lidu e ) o <. ING
e . Tai liéu | tinh bai tdp 9, 10 cud1
1 4.4.1. Khai niém vé co so dit 10C
Tuan lidu [1] chuong 4. IGHIEP
11 i . e Chuong 4 | - Doc trude ndi dung bai 5 NINH
4.4.2. Tao vung co s¢ dit liéu
:ox P (4.4) hoc chuong 4 muc 4.4 %
4.4.3. Sap xép co so dir liu i
(tiep) — 4.6
4.4.4. Tim kiém va dat loc dil
R e |- Thuc hanh trén méy
liéu Tai liéu | . v
" , tinh bai tip 11, 12 cud1
Tuin 4.4.5. Tinh tong theo nhém [1] chuone 4
u ’ g
4.4.6. Mot sb ham tinh ton Chuong 4 5% N
12 o e el i 2 | - Poc trude ndi dung bai
4.5. Biéu do6 va do thi (4.4 tiép
. e E hoc chuwong 5 muc 5.1 -
4.6. Pinh dang va in an bang —4.6) 53
tinh '
Ch 5 Mi it - Thuc hanh trén may
womg 3 1croso tfnh bai tap 1, 2, 3 cubi
PowerPoint b
. i ) Tai liéu | chuong 5.
. | 5.1. Giéi thiéu Microsoft . ..
Tuan p Point [1] - Poc trirde ndi dung bai
T ke Chuong 5 | hoc chuong 5 muc 5.3
5.2. Céc thao tac co ban .z
s 51 Tig hiduvé work (5.1-5.3) | (tiép) - 5.5
2.1. Tim hiéu vé workspace - Chukis b cho b kiém

5.2.2. Thém slide

tra so 3.




5.2.3. Nhip noi dung vao

slide

5.2.4. Tao ghi cha

5.2.5. Tao mau thiét ké theo

chu dé

5.2.6. Cach chén hinh anh

hogc nhiing thanh phin khac
5.3. Céch str dung biéu 3, dd
thi va bang biéu

5.3.1. 8t dung hiéu tng b

hoa v&i SmartArt

5.3.2. Tao trinh dién chuyén

5 Tai liéu |- hanh tré i
nghiép véi slide dd hoa | Thue hinh trén méy
X . a . [1] tinh bai tap 4, 5, 6 cudi
Tuén | 54. Chén 4m thanh hoac o1
i | doai 2 2 | Chuong 5 chuong 5.
0 :
T ; 5.3 tié - Poc trude ndi d Al
5.5. Dinh dang bai thuyét trinh (53 tiép | - Poctrwée ndi dung bai
2 .. -35 hoc chuong 5 muc 5. 6
Kiem tra bai 3
e - Thuc hanh trén may
Tailiéu | e .
A £ tinh bai tip 7, 8, 9 cudi
Tuén |5.6.1n 4n [1] ;
15 |Onta > | 2| Chuong s | “uong 5.
n uon .
= p 6)g - Chudn bi cho thi
' KTHP
Téng 15 | 30 j

9. Nhiém vu ciia sinh vién:

- Du 16p: T6i thiéu 70% sé tiét hoe trén 16p.
Lam bai tap ddy du.

Boc tai liéu giang vién yéu cdu.
- Kiém tra gita ky va thi két thic hoc phén.
Dung cu hoc tdp: Bai giang, sdch tham khao.

10. Thang diém va hinh thirc dinh gia:
- Thang diém: 10 (0 - 10)
- Hinh thire ddnh gis:

+ Sinh vién khong tham gia di 70% s tiét hoc t

két thiic hoc phan va nhan diém 0

+ Diém thanh phin dé diém |

+ Diém hoc phan lam tron dén phén nguyén.

rén 16p khong duge du thi

& dén mot chir s§ thap phan.




11. Tiéu chuin d4nh gi sinh vién

TT Piém thanh phin Quy dinh Trong s6 | Ghi chi

Diém thuong xuyén, |- SO tiét du hoc/tdng so tiét:
danh gia nhan thic, thai | 5%

1 | d6 thao luan, chuyén can, | - S6 bai tip da lam/tong s6 |  10%
thuc hanh trén phong | bai tdp duoc giao va tham
mdy, lam bai tip ¢ nha. | gia thao luén trén 16p: 5%
2 | Piém kiém tra gifra ky 03 bai 30%
3 | Thi két thac hoc phin Thi thuc hanh trén may 60%

12. Tai liéu hoc tap

- Gido trinh bét budc:
[1]. Bai gidng Nhdp mén tin hoc, Khoa Cong nghé thong tin, Dai hoc Cong nghiép
Quang Ninh, 2019.

- Sach tham khao:
[2]. Tin hoc co ban ving dung trong doi song, Thai Thanh Son, Nha xuét ban Thong
tin va truyén théng, 2014.
[3]. Microsoft Office danh cho nguoi bat dau, Pham Quang Huy, Nha xuét ban
Thanh Nién, 2019.
[4]. Céng thirc va ham Excel, VN - Guide, Nha xuét ban Thanh Héa, 2019.
[5]. Thuc hanh Mzcrosofr Word ding cho cdc phién bdn, Pham Quang Hién - Pham
Phuong Hoa, Nha xuét ban Thanh Nién, 2018,
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13. Cac yéu ciu khic (néu c6) cia hoc phin: Khong

Qudng Ninh, ngay A% thang . 7-. nam 2019
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