TRUONG PH KT-KT BINH DUONG CONG HOA XA HQI CHU NGHIA VIET NAM
KHOA: KY THUAT CONG NGHE Doc Lap - Tw Do - Hanh Phic

CHUONG TRINH GIAO DUC PAI HQC

Trinh d§ dao tao: Pai hoc Nganh: Ké toan Mai so: 7340301

PE CUONG CHI TIET HQC PHAN

1. Théng tin chung vé HP

1.1 Mai hoc phin: 081017 1.2 Tén hoc phan: TIN HOC DAI CUONG

1.3 Ky hiéu hoc phén: 1.4 Tén tiéng Anh: GENERAL
INFORMATION

1.5 S6 tin chi: 03

1.6 Phan b thoi gian:

- Ly thuyét: 30 tiét

- Thyc hanh: 30 tiét

- Tu hoc: 90 tiét

1.7 Cac giang vién phu trach hoc
phan:

- Giang vién phu trach chinh:

ThS. Nguyén Kiéu Oanh

- Danh sach giang vién cung giang day:

CN. Lé Van Xin

1.8 Diéu kién tham gia hoc phin:

- Hoc phan tién quyét:

- Hoc phﬁn hoc trudc:

- Hoc phan song hanh:

2. Mo ta hoc phin:

- Hoc phﬁn gém c6 3 chuong. Muc dich nham trang bi cho hoc sinh nhirng kién thirc toan dién
vé tin hoc. Chuong 1: trang bi cho hoc sinh nhiing kién thirc co ban vé phan cimg va phan
mém may tinh. Chwong 2: thyc hién cac thao tac trén hé diéu hanh Windows. Chuong 3:
hudng dan soan thao va dinh dang van ban.

3. Muc tiéu HP (Goals)

Muc Mé ta (Goal description) Chuén déu ra
tiéu (Hoc phan nay trang bi cho sinh vién:) CTDT (PLOs)
(Goals)
Trinh bay ding céc linh kién bén trong may tinh va cac thiét bi
Gl T SV A PLO1,8
ngoai vi pho bién, céc khai niém co ban vé may tinh.
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dung

Thue hién dugc cac thao tac trén hé didu hanh Window, cac thao

G2 tac quan ly tap tin va thu muc, cai dit va g& bé phdn mém tng PLO1,8

Str dung thanh thao cac phim tit trén Windows va Office

hoi.

G3 Soan thao van ban dep va khoa hoc PLOL,8
Str dung tdt office van phong trong cac cong viéc cu thé trong hoc
G4 tap ... xdc dinh vai tro ctia nganh céng ngh¢ thong tin trong xd | p| 01.8,9-12

4. Chuén dau ra ciia hoc phian (Course Learning Outcomes-CLOs)

Sau khi hoc xong hoc phﬁn, SV ¢6 kha nang:

Bang 4.1. Chuan dau ra ctia hoc phan

CDR cua hgce M6 ta CLOs
phén (CLOs) (Sau Kkhi hoc xong mén hoc nay, ngudi hoc c6 thé:)
Trinh bay duoc cic khai niém co ban vé may tinh, thiét bi phan ctng véi
CLO1 Y s A . S
phan mém, céc thanh phan chinh ctia may tinh.
CLO 2 Trinh bay dugc hé diéu hanh Windows va cac thao tic co ban trén
windows. Tao 101 tat cho chuong trinh, quan 1y file va thu muc..
Thuc hién cac thao tégc soan thao van ban, dinh dang van ban va trang tri
CLO3 van ban. Chen céac bi€u tuong, hinh anh, m thanh va video vao van ban.
Pinh dang hoan chinh mdt van ban theo yéu cau ting dung
Thuc hién dugce céac ki thuat nang cao trén word. Trdn tai liéu va xu 1y in
CLO 4 An.

5. Méi quan hé giita Chuin déu ra cia HP (CLOs) va CDR ciia chwong trinh (PLOs)
Murc 3o dong gop cuia CLO vao PLO duoc xéac dinh cu thé:
- L (Low) — CLO c6 doéng gop it vao PLO
- M (Medium) — CLO c6 dong gop vira vao PLO
- H (High) — CLO c6 dong gbp nhiéu vao PLO

Chu thich:

- Cac muc H - Cao, M - Vura, L - Thép - phu thudc vao murc hd trg cia CLO dbi voi PLO &
murc b?lt dau (L) hodc mirc nang cao hon mtrc bat dau, cé nhiéu co hdi duge thuce hanh, thi nghiém,
thuc té,...(mic M) hay mirc thuan thuc (H).

Bang 5.1. Mbi quan hé giita Chuan dau ra cia HP (CLOs) va CBR clia chuong trinh (PLOs)

Chuén diu ra HP (CLOs) Chuén diu ra caa chwong trinh (PLOs)
1/2(3[4|5|/6|7(8|9 (10|11 12
CLO1 L M|L|L|L M
CLO2 M H M H
CLO3 H HIM| M| M H




CLO4

Téng hop

6. Danh gia HP
6.1. Phuwong phip, hinh thirc kiém tra - danh gia cia HP

Bang 6.1. Phuong phap, hinh thirc kiém tra - danh gia két qua hoc tap cua SV & HP

muc va 1 van
ban hoan
chinh.

H/oha Lqguan
han A
PRAR 1 Trong | pai danh gis | L' | Rubric | 9" €10 | {p pp danh gia
danh gia | s0 s0 con nao ¢
Bang 5.1
1) ) (©) (4) () (6) )
Al.1. Tuan 1:
Bai tap ca 30% CLO 1,2
Al. Kiém nhan ‘
tra Al.2. Tuan 3:
thuong 10% | Baitép ca 40% CLO 3
Xuyén nhan
(KTTX) Al.3. Tuan 4:
Bai tap c4 30% CLO 3,4
nhan
Tuan 5: Ap
dung cac thao
~ tac duoc hoc i . .-
A2 B | 20% | trinh bay duge R2 | cLO234 téGz/é gﬁ:ﬂi\; '?lea'
& viéc luu, soan P gay tat 10p.
thao van ban
trén may tinh.
Bai tap «ca
nhan:  Sinh
vién thé hién
ky nang qua
A3. Danh cac bai tric .
gid gita | 20% | nghiém, RlL | CLO234 ;éc-;z; gﬂ:ﬂi\; '?;ri‘l?a'
nang dinh
dang van ban
qua cac phim
tat.
Bai ktra cudi
ky: Thi thuc
pein | Ty
gidcubi | 500 | o0 P4 CLO 2,34
Ky trir tap tin, thu




— (7) PP danh gia dat CDR: Néu tén cac PP d4nh gia st dung trong timg chuong dé dat CBR.
Tham khao cac phuong phap danh gia trong CTDT nganh CNTT.

6.2. Chinh sach déi véi HP

— SV tham du >=80% s6 budi ctia HP. Néu nghi >20% sb bubi s& khong dugc du thi két thuc
HP.

7. Kéhoach va ndi dung giang day HP
Bang 7.1. K& hoach va noi dung giang day caa HP theo tudn

Tén
Tuin 9 Laua bai
/ (A . 0 n den .x .
Cacni dung coban | e | CpR cigabaihoe | CLO | PP giang | Hoat | danh
(5 cua bai hoc (LT/T (chwong)/ chi ad nao ¢ day dat dong hoc gla
LK A A . %
tlft/tu (chwong) (den 3 so0) HITT) Bing CbR cia SV(*) (& cot
an) 4.1 3 Bang
6.1
(1) ) (©) (4) () (6) (7) (8)
Chuong 1. Nhap mén
may tinh
A. Céac ndi dung
1 chinh giang day trén | 5/5/0 CLO1
16p
1.1 Cég: khai niém‘ Céc khai nid
1.2. Phan ctrng, phan - -ac xhathiem co
A ban vé may tinh. P
mem NN - Thuyét
1.3. Cac loai may - PPan jbl@t tl}{et b} trinh, giang
tinh ‘ phkan cung voi phan gidi
1.4. Cac thanh phan mem. N
el i a1 , - Trinh
chinh clia may vi tinh - Liét ké ‘duqc cac chiéu
1.5. Phan mém may thanh phan chinh cua : - Bai tap
tinh may tinh ] PowerPoInt | " han
1.6. Giao dién nguoi - Thuc hién dugc thao ) P hillt bicu
\ Sl g xay dun
dung ) . tac tat may va mo béliy e
1.7. An ninh va an may.
toan dir ligu - Cai dat chuong trinh ) T’h 40 lugn
1.8. Vi riit méy tinh a0 nhom
1.9. Céc thibt bi nhap P -4
Z 2 virust.
xuat chuan
B. Céac ndi dung
chinh SV tu hoc & 5/5/0 CLO1
nha
1.10. Cac thict bi 7
khac .... - Thuc hién thém cac - Tu hoc C,huér} bi
1.11. Thao tac khoi thao tac st dung may ' nh tot phan tu
dong, tat may dang tinh dung cach - Hoc nhom hoc & nha
cach
Chuong 2. Microsoft
windows




A. Cac ndi dung

lc%linh giang day trén | 5/5/0 CLO2
op
2.1.Gi6i thiéu HbH
Microsoft Windows
2.2. Cac thao tac co s
ban - G101 thiéu hé dicu ’
2.3. Ding cAc trinh hanh Windows va céac - Thuyét
tmg dung trong thao tac co ban trén trinh, gidng
windows windows. giai
2.4. Lam viéc véi dia, - Tao 16i tit cho - Trinh - Lam bai
thu muc va tap tin chuong trinh, quan ly chiéu tap ca
2.5. Su dung trinh file va thu myc. - PowerPoint | nhan,nhom
tmg dung windows - Tty bién va cau - Phat biéu |- Thao
explorer hinh chuong trinh xay dung ludn nhom
2.6. Xac lap cac phén mém. bai
chuong trinh - Huéng dan st dung - Thao luan
2.7. Mot so cac tt X A :
-1 VoL 80 cac tuy bang diéu khién nhom
glgn csh}rorgg mnl;, Control Panel.
8. Su dung bang
di€u khién control
panel
B. Céac ndi dung
C}rlli‘nh SV tu hoc & 10/0 10/ CLO?2
nha
- Thao tac co ban trén i
A windows. Tao loi tat Chuan bi
2.9. Balh;ar?hthuc cho chuong trinh, t6t phan tu
quan 1y file va thu hoc & nha
muc
Chuong 3. Microsoft
word 2010
A. Céac ndi dung
o All
izbinh giang day trén 108 10/ CLO3
op
3.1. Tong quan
microsoft word 2010
32 Nhing  diém - Thuc hién céac thao - Thuvét
méi trong microsoft tac soan thao van ban, trinh y an
word 2010 ) 5 dinh dang van ban va i - Blang
33 :I'hao tac can trang tri van ban. & o - Lam bai
pe o200 | chncicin || onom
chuét va ban phim tugng, hinh anh, am PowerPoint | - 1hao
3 5u0 Chon 11<3h6 i thanh va video vao T | luAn nhom
A 1A van ban. i APhat bicu
thao tac trén khoi b o N xay dung
3.6. Thuc hién dinh - Danh s6 trang, ti€u bai

dang van ban
3.7. Canh chinh van
ban

de dau va cudi trang




3.8. Thay doi
khoang céach trong
van ban

3.9. Danh déu su
thay d6i va ghi cha
trong tai li¢u

3.10. Tét ché do theo
ddi sy thay doi

3.11. Thay doi cach
word dénh dau

3.12. Pinh dang cdt,
tab, numbering

3.13. Chir drop cap
3.14. Watermark
(nén bao vé vin ban)
3.15. Tao tiéu dé trén
va dudi (header and
footer) cho van ban
3.16. Déanh s6 tht tu
cho trang van ban
3.17. Pinh dang
trang van ban

3.18. Thuc hién chén
cac d6i tuong

3.19. Thao tac voi
bang biéu

B. Cac noi dung

chinh SV tu hoc & 10/20/ CLO3
nha 0
o - Ném lai hét cac ham i
3.20. Bai tap thuc dugc hoc, tmg dung Chuan bj
hanh cac ham giai quyet tot phan tu
cac bai toan cu thé hoc & nha
trong cong viéc
Chuong 4: Cac ky
thuat nang cao trong
MS Word 2010.
A. Céac ngi dung
chinh gidng day trén 10g 10/ CLO4
lop
4.1. Bao v¢ tai li¢u £
word i ’ - Thuyet - Lam bai
) trinh, giang | tap ca
4.2. Tim kiém, tha iai h3
thé Y - Céc k¥ thuat nang gT inh nhanﬂ'
o cao trén word. ) h,ﬁ'n - Thao
4.3. Kiém tra chinh A iAo - chicu ludn nhém
\ - Tron tai | u . :
t3, ngit php, tir déng Windn PowerPoint | va trinh
nghfa, tw dong chinh ' - Phat biéu | bay lai
stra, tr dién méc dinh xay dung theo hinh
va cong cu dém tur bai thire




4.4. In tai liéu word - Thao luan | thuyét
4.5. Tron tai liéu nhom trinh
(mail merge)
B. Céc ndi dung
chinh SV tu hoc & 10{)20/ CLO4
nha
- Nam lai hét cac ham
Gho k3 thidt a6 gt Chuin bi
-Bai tap thyc hanh Ly vaat gl tot phan ty
quyet cac cong viéc s
.o hoc & nha
soan thao van ban
trong thuc té
Thhcf Thiket o hoe phan cLO1
thi trén may tinh 2,3,4
(*) Ghi cha:

Tham khao cac phuong phéap giang day trong CTDT nganh CNTT.

tir trang thir may, LVN dé giai quyét BT, lam dy an

nhom, lam BT thuong xuyén s0....).
8. Hoc li¢u:

Bang 8.1. Sach, gido trinh, tai liéu tham khao

(3) Sé tiét (LT/TH/TT): Xéc dinh sb tiét 1y thuyét, thuc hanh, thuc tap cua timg chuong.
(6) PP giang day dat CDR: Néu tén cac PP giang day str dung trong ting chuong dé dat CBR.

(7) Hoat dong hoc cua SV: Xac dinh cac ngi dung SV can chuén bj tai nha (doc tai liéu nao,

........ ); Hoat dong tai 16p (thao luan

A (g Nam Loai

Nhan dé Tac gia NXB XB tai ligu
ool Ar A Pai Hoc Kinh Té
Bai giang tin hoc dai cuong nKhﬁ); Ky thuat Cong K§ Thuét Binh 2018 GT
ghe Duong
Gido trinh tin hoc dai cuong Tran Dinh Khang Bach Khoa Ha Noi 2018 TLTK
Bang 8.2. Danh muc dia chi web hitu ich cho HP
TT | Néi dung tham khio Link trang web Ng:l)lfﬁctap
‘ http://tailieu.vnuf2.edu.vn/claroline/backends/downloa .
1 | Daicuong vé tin hoc d.php?url=L1Rpbl90ob2NfRGFpX2N1b25nX0xIX1Rod 07/2018
S5wWwZGY%3D&cidReset=true&cidReg=THDC 001

9. Co sé vat chit phuc vu giang day:

Béng 9.1. Co s¢ vat chit giang day cuia HP

Tén gidng dudng,
PTN, xwdéng, co s¢

Danh muc trang thiét bi, phan mém
chinh phuc vu TN, TH

Phuc vu cho néi dung
Bai hoc/Chuong

TT TH Tén thiét bi, dung cu, %
phin mém, ... 50 lugng
1 | Gidng duong Béng, may chiéu, laptop 1 bo
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http://tailieu.vnuf2.edu.vn/claroline/backends/download.php?url=L1Rpbl9ob2NfRGFpX2N1b25nX0xlX1RodS5wZGY%3D&cidReset=true&cidReq=THDC_001
http://tailieu.vnuf2.edu.vn/claroline/backends/download.php?url=L1Rpbl9ob2NfRGFpX2N1b25nX0xlX1RodS5wZGY%3D&cidReset=true&cidReq=THDC_001
http://tailieu.vnuf2.edu.vn/claroline/backends/download.php?url=L1Rpbl9ob2NfRGFpX2N1b25nX0xlX1RodS5wZGY%3D&cidReset=true&cidReq=THDC_001

May tinh ca nhan, may Mbi sinh
chu, phan mém Microsoft | vién / bo
Office may

Phong thuc hanh
may tinh

Binh Duong, ngay 20 thang 7 nam 2019

P. Truwong khoa

Vii Dwre Binh




