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DE CUONG CHi TIET HOC PHAN
TRINH PG DAC TAO: DAI HQC
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1. Tén hoc phan
Tiéng Viét: Tin co s6
Tiéng Anh: Basic informatics
Mai s6 hoc phan: 02DHKHMT145
S tin chi hoc phan: 02 tin chi (LT: 01, TH: 01)
So tiét hoc phén:
Ly thuyét: 15 ; Thuc hanh: 30
Tu hoc: 55
2. Pon vi quin ly hoc phin
2.1. Giang vién giang day:
|. ThS. Lé Thi Phuong
2.2. BO mon: Khoa hoe may tinh
2.3. Khoa: Cong nghé thong tin

3. Piéu kién tién quyét hoe phan

3.1. Hoc phan tién quyét: Khong .
3.2. Hoc phan hoc trude: Khong
4. Muc tiéu ctia hoc phan

Trang bi cho sinh vién rnhiing kién thirc tong quan vé mot s6 ki nang co ban trong
soan thao van ban Microsofl Word; cong thitc va st dung cdc ham trong Microsoft
Excel va cach trinh bay bai trinh chiéu vai Microsoft PowerPoint.
4.1. Kién thiic:

4.1.1. Hé thong hoa cic kién thire co ban va mot s6 thao tic ning cao trong phan
mém soan thao vin ban Microsoft Word, xir Iy bang tinh Microsoft Excel
va trinh bay bai trinh chiéu Microsoft PowerPoint; |

4.1.2. Nam duoc cac chirc nang soan thao va xir Iy vin ban trén Word, cac ham
tinh toan va xu ly co s¢ dir liéu co ban trén Exécl;

4.1.3. Biét ap dung cic cong cu trong phan mém Microsoft PowerPoint dé trinh
bay hoan chinh bai trinh chiéu.

4.2. Ky nang:



4.2.1. St dung thanh thao cac chirc néng co ban dé tao lap va trinh bay vin ban,

bang tinh va bai trinh chiéu;

4.2.2. Ap dung chinh xdc cac cong cu dé trinh bay vin ban ¢6 tinh my thuét; truy

xudt dir liéu trong bang tinh c6 hi¢u qua;

4.2.3. Cé k§ nang trinh bay béo cdo mot cach khoa hoc trude Hoi dong.

4.3. Thai dp:

4.3.1. Hoc tap tich cuc, nghi€m tuc;

4.3.2. Reén luyén tac phong lam viéc khoa hoc, chuin xac;

4.3.3. Céy thirc ky luat, ton trong ni quy lop hoc.

5. Chuin diu ra hoc ph?m

Sau khi hoan thanh viéc hoc hoc phén nay, sinh vién co thé:

|. Hiéu duoc cac khai niém, céc thao tac co ban trong phan mém Microsoft Word
dé soan thao van ban: thao tac voi tép van ban, sao chép, ciit dan, dinh dang vén ban,
bang biéu, chén déi tuong vao vin ban, trinh bay tai lidu, mot s6 k§ thudt giap soan
thao nhanh, tron va in 4n van ban, mot sb tién ich ning cao.

2. Nam duge cac khai niém co ban trong viée trinh bay bang tinh, quéan ly di liéu
trong bang tinh va ap dung dugc cac cong cu cua Microsoft Excel dé tao lap va truy
xuét dir liéu trén bang tinh: cac kiéu dit liéu, cac loai dia chi, tao lap trang bang tinh,
quan ly WorkBook va WorkSheet, dinh dang va in an bang tinh, str dung ham trong
Lxcel, tao co so dir licu, sép xép dir liéu, tim kiém va dat loc dir liéu, tinh téng theo
nhom, biéu db va do thi...

3. Nam duge cac khai niém co béan trong trinh bay bao cdo va ap dung dugc cic
cdng cu trong phén mém Microsoft PowerPoint dé trinh bay bao c4o: thém slide, nhap
noi dung vao slide, tao ghi chi, tao méu thiét ké theo chu dé, chén hinh anh hodc
nhirng thanh phin khac, sir dung biéu do va do thi, bang biéu, hiéu tmg do hoa v6i
SmartArt, tao trinh dién chuyén nghiép véi slide do hoa, chén 4m thanh hodc 10i thoai
vao slide, dinh dang bai thuyét trinh, in 4n...

4. Thanh thao cac k¥ ndng co ban vé tao lap va trinh bay van ban, bang tinh va
bao céo.

5. Ap dung duogc cac cong cu dé trinh bay van ban co tinh my thuét, trinh bay va
truy xuét dit liéu trong bang tinh ¢ hiéu qua, trinh bay béo céo khoa hoc.

6. Phén tich va van dung duge mét s6 cong cu nang cao trong phin mém
Microsoft Word va Microsoft Excel va Microsoft PowerPoint da hoc dé biét cach xr
Iy va thao tac nhanh chong, phi hop, ¢6 hi¢u qua.

6. Tém tit ndi dung hoc phin

Hoc ph'fm trinh bay cac khai niém vé soan thao van ban, cac tinh nang cua cac
cong cu trong phan mém Microsoft Word dé soan thao van ban. Gidi thiéu bang tinh
Excel, trinh bay cach str dung cac ham tinh toan, xtr ly co s¢ dir li€u co ban va trinh



bay bang tinh trong Microsoft Excel. Cac khai niém vé Microsoft PowerPoint, cach sir

dung céc cong cu trong phan mém dé thiét ké, tao lap file trinh chiéu.

7. Céu tric ndi dung hoc phan

‘ So tiét
Pé muc Noi dung < X Muc tiéu
Tong | Ly thuyet | Thuc hanh
Chuong 1 | Microsoft Word 15 5 10
1.1 Giol thleu chung 0.5
1.2 Thao tac v6i tep van ban 0.5
13 | Saoc chep, cat dan 1
1.4 Dinh dang vin ban 1
1.5 Bang biéu 1.5 0.5 1 421429
6__ ‘ _“Chen 4o tuorng Va,(? van bn 3 1 2 43.1,432,
1.7 Trinh bay tai liéu 1.5 0.5 ] 433
18 Mot s6 k¥ thudt giap soan Ls 0.5 | o
thao nhanh
1.9 | Tron vi va in 4n van ban . 1.5 0.5 1
1.10 Cac tién ich nang cao 3 1 2
Chuwong 2 | Microsoft Excel 18 6 12
%1 Gidi thiéu vé Excel I 0.5 0.5
2.2 Tao lap lrang bang tinh | Ny
55 Quin 1y  WorkBook va 1 0.5 1.5 4.1.1,4.1.2, ;l;\
' WorkSheet | 4.2.1,42.2, .
2.4 Dinh dang va in 4n bang tinh | 2 0.5 1.5 43.1,43.2, é@mﬁ.
2.5 Su dung ham trong Excel 9 | 3 | 6 433 /g/
26 | Cosédiliéu 3 1 2 A
39 Biéu do va db thi_- T | 0.5 0.5
Chuong 3 | Microsoft PowerPoint 12 4 8
31 G101 | thiéu Microsoft 0.5 0.5 0
PowerPoint
3.2 Céc thao téc co ban. 4 1 3 4.1.1,4.1.3,
3% C\éclz str q?ng biéu do, do thi - | - 42.1,42.3,
va bang bicu N 43.1,43.2,
34 Chén am thanh hodc loi thoai 1 0.5 0.5 433
3.5 Dinh dang bai thuyét trinh 2 0.5 1.5
36 |Indn 1 0.5 0.5

8. Phwong phap giang day
- Giang day ly thuyét két hop huéng dan giai truc quan cac vi du minh hoa, bai

tap mau;




- Pua ra cac bai tip dé sinh vién thao ludn tim phuong phdp giai quyét thich hop;
- Luyén tdp cac ndi dung ly thuyét da hoc thdng qua céc bai tap thuc hanh truc

tiép trén may tinh;

- Giao bai tap vé nha va co kiém tra trong budi hoc tiép theo.

9. Nhiém vu cia sinh vién
Sinh vién phai thyc hién cac nhi€ém vu sau:

- C6 mat tdi thiéu 70% s6 gio hoc trén 16p c6 su huéng dan cia gidng vién.

- Lam bai tap day da va doc tai liéu giang vién yéu cau.

_ Lam bai kiém tra gitra ky va thi két thic hoc phén.

- Chua dong chuan bi dung cu hoc tép: Bai giang, sach tham khéo, may tinh ca

nhan.

10. Panh gia két qua hoc tip cia sinh vién

10.1. Cach danh gia:

Sinh vién dugce danh gia tich liy hoc phéin nhu sau:

hoc phan

TT | Diém thanh phin Quy dinh Trong 50 Ghi chu

- S6 (iét sinh vién tham du
hoc/tong s6 tiét quy dinh: 5% Sinh vién

| | Biém chuyén can Y thac, thai do hoc tip trén 10% khong tham du
16p, y thirc chudn bi bai, lam bai di 70% s tiét
tap ...: 5% hoc trén lép
- Hinh thire kiém tra: Thyc hanh thi khong

2 | Piém qua trinh trén may tinh. 30% dugc du thi
- S6 luong bai kiém tra: 03 két thuc hoc

Piém thi két thic , \ , phan.
3 Thi thue hanh (60 phat) 60%

10.2. Cach tinh diém

Piém hoc phin bao gom diém kiém tra thuong xuyén trong qué trinh hoc tép;

diém chuyén can va diém thi két thic hoc phén thuc hién theo cong thirc sau:

Diém hoc B Diém chuyén can N Diém qué trinh N Diém thi két thiic
phin x 0.1 x 0.3 hoc phan x 0.6

Diém hoc phan tinh theo thang diém 10 lam tron dén mét chir s6 thap phén, sau
do duoc quy déi sang diém chir va diém sb theo thang diém 4 theo quy ché dao tao cta

Nha truong.
11. Tai ligu hoc tap:
11.1. Tai liéu chinh:

[1] Ths Lé Thi Phuong, Gido trinh Tin co so, Truong Dai hoc Cong nghiép
Quang Ninh, Nha xuét ban Céng thuong, 2022.

11.2. Tai ligu tham khao:




[2] Trin Thanh Phong, Céng thitc va ham Microsoft Excel 97-2013, Nha xut
ban TP.HCM, 2014.

[3] Pd Trong Danh — Nguyén Vil Ngoc Tung, Tu hoc Microsoft Word 2010, Nha
xuat ban Dai hoc Su pham, 2022.

[4] D6 Trong Danh — Nguyén Vii Ngoc Tung, Tu hoc Microsoft Excel 2010, Nha
xuét ban Pai hoc Su pham, 2022.

[5] P& Trong Danh — Nguyén Vii Ngoc Tung, T hoc Microsoft PowerPoint
2010, Nha xuét ban Dai hoc Su pham, 2022.

[6] Pham Quang Huy — Tran Tudng Thuy, Tin hoc vin phong Microsoft Office
2013 danh cho nguwoi bét dau, Nha xuat ban Thanh Nién, 2019.

12. Hudng dan tu hoe ciia hoc ph:‘?m

N LT TH . cho. A e
Chuong Noi dung 5 & Sinh vién can chuan bi
(tiét) | (tiet)
1 Microsoft Word 11.67 | 6.7 Tai liéu [1]: Chuong 1
Microsoft Excel 14 8 Tai liéu [1]: Chuong 2
Microsoft PowerPoint 933 | 33 Tai liéu [1]: Chuong 3

Quadng Ninh, ngay 22 thang 08 nam 2022
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