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‘ BO QONG THUONG CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG PH CONG NGHIEP QUANG NINH Péc lap — T do — Hanh Phiic

PE CUONG CHI TIET HOC PHAN
TRINH PO PAO TAO: PAI HOC
NGANH/CHUYEN NGANH: CNKT CO KHI; CNKT CONG TRINH XAY DUNG;
CNKT DIEN - PIEN TU; CNKT PK&TPH; KE TOAN; KY THUAT TRAC DIA -
BAN PO; KY THUAT TUYEN KHOANG; TC-NH; QTKD

1. Tén hoc phan:
Tiéng Viét: Nhiap mén tin hoc
Tiéng Anh: Introduction to Informatics
M3 s6 hoc phin:
Sé tin chi hoc phan: 3 (2,1)
S tiét hoc phan:
Ly thuyét: 30; thao luan 0; Thuc hanh: 30
Thue tap: 0; D6 an: 0; Tu hoc: 90
2. Pon vi quan ly hgc phin:
2.1. Giang vién giang day:
[. ThS. Doan Thuy Duong
2. ThS. Lé Thi Phuong
3. ThS. Pham Thay Hang
4. ThS. Nguyén Thi Thay Chinh
5. ThS. Nguyén Phuong Thao
2.2. BO mon: Khoa hoc may tinh
2.3. Khoa: Cong ngh¢ thong tin

3. Piéu kién hoc hoc phan
3.1. Hoc phén tién quyét: Khong
3.2. Hoc phan hoc trude: Khong
4. Muc tiéu ciia hoc phan:

Trang bi cho sinh vién nhiing kién thire va k§ ning co ban vé cong nghé thong
tin: Céc kién thirc co ban vé may tinh, cong nghé thong tin; phén biét dugc cac loai
may tinh; Hiéu dugc khai niém mang may tinh va vai trd cta cac mang may tinh;
Trang bi cho sinh vién nhirng kién thirc téng quan vé mot sb ki nang co ban trong soan
thao van ban Microsoft Word; céng thic va sir dung cac ham trong Microsoft Excel va
c4ch trinh bay bai trinh chiéu véi Microsoft PowerPoint.

4.1. Kién thire:

4.1.1.Hé théng hoa cac kién thirc co ban va mot 56 thao tac co ban trong phan
mém soan thao vin ban Microsoft Word, xtr ly bang tinh Microsoft Excel va trinh bay
bai trinh chiéu Microsoft PowerPoint;



4.1.2. Nam duoc cdc chirc ning soan thao va x{r ly van ban trén Word, cac ham

tinh toan va xit ly co so dir liéu co ban trén Excel;

4.1.3. Biét ap dung céc cong cu trong phan mém Microsoft PowerPoint dé trinh

bay hoan chinh bai trinh chiéu.
4.1.4. Hé thong cac kién thirc co ban vé may tinh, cong nghé thong tin; nam dugc

cac vin dé trong an toan thong tin va truyén thong, bdo mét, kiém soat an toan, ban

quyeén.

4.2. Ky nang:
4.2.1. Nhan dién va phén biét dugc cic loai may tinh, cac thiét bi ngoai vi, cac

cong két ndi ciia may tinh.
4.2.2. Biét két ndi may tinh vao mang LAN, Internet.

4.2.3. Sir dung thanh thao cic chirc nang co ban dé tao lap va trinh bay vén ban,

bang tinh va bai trinh chiéu;

4.2.4. C6 ky nang trinh bay bao cao mdt cach khoa hoc trude Hoi dong.
4.3. Thai do:

4.3.1 C6 tu duy doc ldp trong phan tich va giai quyét nhiing van dé thuc té.

4.3.2. Co thai do hop tac, chia sé khi lam viéc nhém, c¢6 kha ning [én ké hoach,

diéu phoi, quan ly va chiu trach nhiém véi cong viéccna ca nhan va nhom.

5. Chuin dau ra hoc phan:

Sau khi hoan thanh viéc hoc hoc phan nay, sinh vién c6 thé:

L.
2,

Nam duoc cac kién thirc co ban vé may tinh, cong nghé thong tin;
Nam duoc cac van dé trong an toan thong tin va truyén thong, bao mat, kiém
soat an toan, ban quyén.

_Hiéu duogc cac khai niém, cdc thao tac co ban trong phan mém Microsoft

Word dé soan thao vin ban: thao tac vai tép van ban, sao chép, cét dan, dinh
dang van ban, bang biéu, cheén doi tuong vao vin ban, trinh bay tai liu, mot so
k¥ thudt giap soan thao nhanh, tron va in dn van ban, mdt so tign ich néng cao.

. Nim duoc cac khai niém co ban trong viéc trinh bay bang tinh, quan ly dir liéu

trong bang tinh va ap dung duoc cac cong cu cua Microsoft Excel dé tao lap
va truy xudt dir liéu trén bang tinh: cac kiéu dir liéu, cac loai dia chi, tao lap
trang bang tinh, quan ly WorkBook va WorkSheet, dinh dang va in 4n bang
tinh, str dung ham trong Excel, tao co so dir li€u, siip xép dir liéu, tim kiém va
dat loc dir liéu, tinh tdng theo nhom, biéu do va do thi...

. Ndam duoc cac khai niém co ban trong trinh bay bao cdo va ap dung duge cac

cong cu trong phan mém Microsoft PowerPoint dé trinh bay bao céo: thém
slide, nhap ndi dung vao slide, tao ghi chu, tao miu thiét ké theo chu dé, cheén
hinh 4nh hodc nhimg thanh phan khéc, sir dung biéu dd va do thi, bang biéu,
hiéu (mg d6 hoa véi SmartArt, tao trinh dién chuyén nghiép voi slide do hoa,
chén Am thanh hodc loi thoai vao slide, dinh dang bai thuyét trinh, in 4n...



6. Thanh thao cic k¥ niing co ban vé tao lap va trinh bay vin ban, bang tinh va

bao cao.

7. Ap dung duge cic cong cu dé trinh bay vin ban c6 tinh my thudt, trinh bay va

truy xudt dit liéu trong bang tinh c6 hiéu qua, trinh bay bio cao khoa hoc.

8. Phan tich va van dung dugc mdt so céng cu ndng cao trong phian mém

6. Tém tit néi dung hoc phéin
Hoc phan cung cép cho sinh vién nhirng kién thre co ban vé: Trinh bay cac kién

cach xtr ly va thao tac nhanh chong, pht hop, c6 hiéu qua.

Microsoft Word va Microsoft Excel va Microsoft PowerPoint dd hoc dé biét

thirc co ban vé cong nghé théng tin va truyén thong. K§ ning hoat dong véi moi

truong Window va khai thac sir dung céc dich vu trén Internet; gioi thiéu vé cac thudt

ngir va khai niém trong tin hoc, cach biéu dién thong tin trong may tinh dién tir; trinh

bay cac khai niém vé soan thdo van ban, cic tinh nang ctia cac cong cu trong phan

mém Microsoft Word dé soan thao vin ban; giéi thiéu bang tinh Excel; trinh bay cach

sir dung cac ham tinh toan, x{r Iy co s¢ dir liéu co ban va trinh bay bang tinh trong

Microsoft Excel; Cac khai niém vé Microsoft PowerPoint, cach sir dung cac cong cu

trong phan mém dé thiét ké, tao 1ap file trinh chicu.

7. Cau tric n¢i dung hoc phin

. + (": iat
Pé muc Pe muc (B tle} Muc tiéu
Tong | Ly thuyet [ TH/TN
Chuong 1 | HIEU BIET VE CNTT CO BAN 4 ) 2
[.1 Kién thirc co ban vé may tinh va 4.1.4
mang may tinh 4.2.1 =
e - - 1 0.5 ) O
1.2 Cac tmg dung cua cong nghé¢ thong 422 :
tin — truyén thong (CNTT-TT) ?;f?g,
1.3 An toan lao dong va bao v€é madi ‘ NG NG
3 i —_—— 1 05 JANGF
truong trong st dung CNTT-TT
[.4 Céc van dé an toan thong tin co ban I
C1a “a 23 g ol 1 0.5 _—
khi lam viéc vdi may tinh
1.5 Mot s6 van dé co ban lién quan dén | 05
phap ludt trong str dung CNTT '
Chuong 2 | CO BAN VE SU DUNG MAY 4 s )
TINH VA QUAN LY TEP TIN
2.1 Cac hiéu biét co ban dé bat dau lam 4.14
e coaneed 1 0.5 0.5 s
viéc vl may tinh 4.2.1
2.2 Lam viée voi HE dicu hanh i 0.5 0.5 422
2.3 Quan Iy thu muc va ép '
(Quiniythumcviee [ | g5 | o
2.4 | MOtso6 phin mém tién ich
1 Str dung titng Vit i 0.5 0.5

2.5

S]



Pé muc Pé muc v sﬁ tiézt Muc tiéu
: Tong | Ly thuyet | TH/TN
2.6 Sir dung may in
Chwong 3 | XU LY VAN BAN CO BAN 16 8 8 4.1.1
3.1 Kién thirc co ban vé van ban, soan 4 ) ) 4.1.2
thao va xur ly véan ban 413
3.2 Dinh dang van ban 4 2 2 4273
33 Chen cac dbi twong khac nhau vao . 5 5
vin ban
34 K&t xuét va phan phéi van ban 2 1 |
35 Soan thong diép v van ban hanh | 1 |
chinh
Chwong 4 | SUDUNG BANG TiNH CO BAN | 20 10 10 4.1.1
4.1 Kién thire co ban vé bang tinh 4 2 2 4.1.2
42 Mot s0 ham trong excel 8 4 4 4123
43 Biéu do trong excel 4 2 2 423
4.4 DPinh dang va in an trong excel 4 2 2
Chwong 5 SU DUNG TRINH CHIEU CO - ; ;
BAN 4.1.1
5.1 Kién thirc co ban vé bai thuyét trinh 3 1 1 4.1.2
va trinh chiéu 413
5.2 Xdy dung ndi dung bai thuyét trinh 4 2 i) 423
5.3 Tao cac hiéu rng hoat hinh 4 2 2 424
5.4 Chuén bi, trinh chiéu va in bai thuyét 5 | |
trinh
Chuong 6 | SUDUNG INTERNET CO BAN 4 2 2
6.1 Kién thirc co ban vé Internet 4.1.4
6.2 Str dung trinh duyét web 2 | 1 4.2.1
6.3 Str dung Web 422
6.4 Str dung thu dién tu
6.5 Mot ) dang truyén thong sO thong 2 1 |
dung
Tong 60 30 30

8. Phwong phap giang day

- Giang day 1y thuyét két hgp luyén tap va thuc hanh trén may tinh
9. Nhiém vu cua sinh vién:

Sinh vién phai thuc hién cac nhiém vu sau:

- C6 mat tHi thiéu 70% 30 tiét hoc ly lhuyél.
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- Tham gia va hoan thanh ddy du cc budi thao luan, bai tdp nhom/bai tap va
dwoc danh gia két qua thuc hién.

- Tham duy kiém tra giita hoc ky.

- Chu dong chudn bi céc néi dung va thuc hién gis ty hoe theo myc 13
10. Panh gia két qua hoc tapiciia sinh vién
10.1. Cach danh gia
Sinh vién dugc danh gia tich iy hoc phﬁr_l nhu sau:

Bang 2. Panh gia hoc phén

TT | Diém thanh phin . Quy dinh Trong so Ghi cht
: Sé tiét sinh vién tham du
hoc/tong sb tiét quy dinh. Y Sinh vién khong
| | Diém chuyén can thire, thai d hoc tap trén 10% tham du da 70%
| 16p, v thirc chuan bi bai, lam | so tiét hoc trén
bai tdp ... cta sinh vién. I6p thi khong
2 | Biém qua trinh Bai kiém tra gitra ky 30% | dugc du thi két
5 Piém thi két thic | Thi thuc hanh + van dap trén - thiic hoc phan
hoc phén may tinh (60 phut)

10.2. Céch tinh diém:

Piém hoc phin bao gom diém kiém tra thuong xuyén trong qua trinh hoc tp;
diém danh gia nhan thic va thai do tham gia thao ludn; diém danh gia phan thuc hanh;
diém chuyén can; diém thi gitra hoc phén; diém tiéu ludn va diém thi két thic hoc phéan
thuc hién theo cong thirc sau:

Piém hoc . Diém chuyén can . Diém qua trinh " Diém thi két thic
phan x 0.1 x0.3 hoc phin x 0.6

Piém hoc phan tinh theo thang diém 10 lam tron dén mot chit s& thap phén, sau
do duge quy déi sang diém chir va diém s6 theo thang diém 4 theo quy ché dao tao cia
Nha truong.

11. Tai li¢u hoc tap, tham khao:
I1.1. Tai liéu chinh:

[1] Gido trinh Tin hoc co ban, TS. Lé Duc Long, Nha xuat ban Pai hoc su pham
TP H6 Chi Minh.
11.2. Tai li¢u tham khao:

[2] Tin hoc vin phong Microsoft Office 2013 danh cho ngudi bat diu, Pham
Quang Huy — Tran Tuong Thuy, Nha xuét ban Thanh Nién, 2019.
12. Hwomg dan ty hoc ciia hoc phﬁn

Bang 3. N¢i dung chuan bi



Chuong

Noi dung

LT
(tiét)

BT
(tiét)

TH
(tiét)

Sinh vién ¢an tham kh'.?_lo va
chuan bi

Hiéu biét vé entt co
ban

Tai liéu [1]

+ Doc trude tai ligu:

[1]: Chuong 1.

[2]: Chuong 1

+ Lang nghe, ghi chép,

tra 101 cdu hoi.

+ Lam bai tdp cd nhén trén may
tinh chuong 1 [1]

Co ban vé sir dung
may tinh va quan ly
tép tin

Tai liéu [1]

+ Doc trudce tai ligu:

[1]: Chuong 2

[2]: Chuong 2

+ Lang nghe, ghi chép,

tra 1o céu hoi.

+ Lam bai tdp c4 nhén trén may
tinh chuong 2 [1]

Xur ly vdn ban co
ban

Tai liu [1]

+ Doc trudc tai lidu:

[1]: Chuong 3

[2]: Chuong 3

+ Ling nghe, ghi chép,

tra 101 cdu hoi.

+ Lam bai tdp cd4 nhan trén may
tinh chuong 3 [1]

Str dung bang tinh
co ban

10

10

Tai liu [1]

+ Doc trude tai liéu:

[1]: Chuong 4

[2]: Chuong 4

+ Liang nghe, ghi chép,

tra 101 ciu hoi.

+ Lam bai tdp c4 nhan trén may
tinh chuong 4 [1]

Str dung trinh chiéu
co ban

Tai ligu [1]

+ Doc trudc tai liéu:
[1]: Chuong 5

[2]: Chuong 5

+ Ling nghe, ghi chép,




LT | BT | TH Sinh vién cin tham khio va
(tiét) | (tiét) | (tiét) chuén bi
tra 10 cau hoi.

Chuong Noi dung

+ Lam bai tdp cd nhén trén may
tinh chuong 5 [1]

Tai liéu [1]

+ Doc trude tai ligu:

[1]: Chuong 6

Str dung internet co [2]: Chuong 6

béan + Lang nghe, ghi chép,

tra 101 cau hoi.
+ Lam bai tdp cd nhan trén mdy
tinh chuong 6 [1]

QOudng Ninkh, ngdy 22 théng 8 nam 2022
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