BO GIAO DUC VAPAO TAO  CQNG HOA XA HQI CHU NGHIA VIET NAM
TRUONG PAI HQC CAN THO Poc 1ap — Tu do — Hanh Phic

PE CUONG CHI TIET HQC PHAN
1. Tén hoc phan: Thye tip Tin Hoc Cin Ban
(Basic Informatics in Labs)

- Mi s6 hoc phan: TN034

- S6 tin chi hoc phan: 02 tin chi.

- S6 tiét hoc phan: 0 tiét 1y thuyét, 60 tiét thuc hanh, 60 tiét ty hoc.
2. Pon vi phu trach hoc phin:

- Bd méon: Tin hoc Ung dung

- Khoa: Khoa Cong nghé Thong tin & Truyén thong
3. Piéu kién tién quyét:
4. Muc tiéu ciia hoc phén:
4.1. Kién thirc:

4.1.1. Thi hanh tng dung va thao tc trén ctra s6 (window)

4.1.2. Thao tac trén man hinh nén (Desktop). Sir dung dong hd hé thoéng (Clock) trén
thanh Taskbar

4.1.3. Xem/thay ddi cac qui udc hién thi vé Date, Time, Number, Currency cua hé
thong

4.1.4. Dung File Explorer dé quan 1y thu muc (Folder) va tap tin (File)

4.1.5. Su dung chirc nang tim kiém tap tin va thu muc

4.1.6. St dung chuong trinh hd tro tiéng Viét: Vietkey, Unikey

4.1.7. Goi tng dung Microsoft Word, nhdp cac doan van ban. Dinh 1é trang in.

4.1.8. Chén ky hiéu dic biét, thao tac cat, dan, chép.

4.1.9. Dbinh dang ky tu (Font, size, style, ...). Céac thao tac trén tap tin (mdg, luu, dong).
4.1.10. Pinh dang doan (Paragraph).

4.1.11. Cac chure nang nhép véan ban tu dong (AutoText va AutoCorrect), tim kiém va
thay thé van ban (Replace)

4.1.12. Tao ky tu DropCap
4.1.13. K¢ duong vién va to nén cho doan vin ban (Borders and Shading).

4.1.14. Tao ky hiéu déanh dau va s thu tu (Bullets and Numbering). DPinh dang van ban
theo dang cot (Columns).

4.1.15. Cai dat cac diém ding Tab (Tab Stop).

4.1.16. St dung thanh cong cu v€ (Drawing toolbar), cach tao chit nghé thuat
(WordArt), chen hinh anh (Insert/ Picture/ ...).

4.1.17. Tao va dinh dang bang (Table) trong Microsoft Word.
4.1.18. Tron thu (Mail merge)



4.1.19. Tao bd dinh dang (Style), tao bang muc luc

4.1.20. Nhap dir li¢u, dién sd thir tu, thao tac trén dong, cOt trong bang tinh Excel.
4.1.21. Thuc hién c4c thao tac trén bang tinh (Sheet), sao chép cong thirc.

4.1.22. Thuc hanh @€ hiéu cac ham cua Excel

4.1.23. Tinh toan: dung ham SUM, IF, AND, OR, ROUND, AVERAGE, MAX, ...

4.1.24. DBinh dang dir li¢u: kiéu tién té (Accounting), ngay (Date, Custom), tron 6, ké
khung va t6 nén.

4.1.25. Ap dung cac ham: Toan hoc, Théng k&, Ngay thang, Logic.
4.1.26. Ap dung cac ham chudi ky tu dé xir 1y s6 liéu, cac ham tim kiém.
4.1.27. Ap dung cac ham do tim.
4.1.28. Céc thao tac trich loc, sap xép trén co so dit lidu.
4.1.29. Tao céc bai bdo cdo dung cong cu Microsoft PowerPoint.
4.1.30. Hudng dan sur dung dich vu Web va Email.
4.2. Ky nang:
4.2.1. Sir dung thanh thao hé diéu hanh Windows
4.2.2. Soan thao va trang tri dugc cac loai van ban bﬁng Microsoft Word

4.2.3. St dung thanh thao cac chirc nang xir Iy va phan tich dit liéu co ban bang
Microsoft Excel

4.2.4. Tao dugc cac bai trinh bay bao cdo bang Microsoft Powerpoint
4.2.5. Su dung dugc Internet dé tim kiém thong tin va E-mail.
4.2.6. K¥ nang giai quyét van dé
4.2.7. Ky nang lam viéc nhom
4.2.8. Ky nang kham pha
4.3. Thai do:

4.3.1. C6 tinh than trach nhiém cao trong céng viéc va dao dirc nghé nghiép dung
dan.

4.3.2. C6 tinh than ¥ thirc ky luat, tac phong coéng nghiép; kha ning lam viéc
khoa hoc va hop tac nhom.

4.3.3. C6 phuong phap suy nghi va 1am viéc khoa hoc, ddu tu va sang tao va ung
dung cong ngh¢ thong tin phuc vu doi song.

4.3.4. Cé y thic hoc tap va hoc tap sudt doi.

4.3.5. Lén 16p day dua va chuan bj theo yéu ciu cua giéo vién.

5. M ta tém tat ndi dung hoc phén: i )

Mon hoc nay giap cho sinh vién c6 thé ing dung ly thuyét moén Tin hoc can ban da
hoc bang cach thong qua thyc hanh trén may tinh, sinh vién dugc rén luyén cac ky
nang: St dung hé diéu hanh Windows, soan thdo van ban bang Microsoft Word, xtr 1y
bang tinh bang Microsoft Excel, trinh bay bao cdo bang Microsoft Powerpoint, st



dung Internet va E-mail. Trong phan thyc hanh ciing 16ng ghép cac ky nang viét bao
cdo khoa hoc, k¥ nang soan cac ban trinh bay trén cac may chiéu da phuong ti¢n.

6. Céu tric ndi dung hoc phan:

Noi dung SO tiét Muc tiéu
Buéi thuc hanh 1. 5
- Thi hanh Gng dung va thao tac trén cua s6 (window)
-Thao tic trén man hinh nén (Desktop). Str dung dong hd hé thong
(Clock) trén thanh Taskbar
-Xem/thay doi cac qui wéc hién thi vé Date, Time, Number, 4.1.1-4.1.6;
Currency cua hé théng 4.2.1:4.3;
-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 chwong trinh hd tro tiéng Viét: Vietkey, Unikey
Buéi thwe hanh 2. 5
-Goi ung dung Microsoft Word, nhap cac doan van ban. Dinh 16
trang in.
- Chén ky hi¢u dac biét, thao tac cit, dan, chép.
-bPinh dang ky tu (Font, size, style, ...). Cac thao tac trén tap tin 4.1.7-4.1.12;
(m&, Iuu, dong). 4.2.2;4.3;
- Dinh dang doan (Paragraph). 4.2.6-4.2.8
- Cac chtrc nang nhap van ban tu dong (AutoText va AutoCorrect),
tim kiém va thay thé vin ban (Replace)
- Tao ky tu DropCap
Buoi thue hanh 3. 5
-Ké duong vién va to nén cho doan véan ban (Borders and Shading). 4.113-4.1.15-
- Tao ky hi¢u danh dau va s6 thu tu (Bullets and Numbering). 49243 '
-Dinh dang van ban theo dang c)t (Columns). DA
_Cai diit céc diém dimg Tab (Tab Stop). 4.26-4.2.8
Buoi thue hanh 4. 5
-Str dung thanh cong cu v€ (Drawing toolbar), cach tao chit ngh¢ 4.1.16-4.1.17,
thuat (WordArt), chén hinh anh (Insert/ Picture/ ...). 4.2.2,4.3,
-Tao va dinh dang bang (Table) trong Microsoft Word. 4.2.6-4.2.8
Buoi thuc hanh 5. 5
- Tron thu (Mail merge) 23584431 A9
- Tao bd dinh dang (Style), tao bang muc luc ot
4.2.6-4.2.8
Buoi thue hanh 6. 5
4.1.1-4.1.19;
-Lam cac bai tap tong hop nhim 6n tap phan soan thao vin ban 4.2.2;4.3;
4.2.6-4.2.8
Budi thue hanh 7. 5
-Nhap dir li¢u, dién s6 thu tu, thao tac trén dong, cot trong bang 4.1.20-4.1.22-
tinh Excel. 42143 ’
- Thuc hién céc thao tac trén bang tinh (Sheet), sao chép cong thirc. DA
- Thuc hanh dé hiéu cac ham cua Excel 4.2.6-4.2.8
Buoi thuc hanh 8. 5
-Tinh toan: dung ham SUM, IF, AND, OR, ROUND, AVERAGE, 4.1.23-4.1.25"
MAX, ... CLTe
-Dinh dang dit li€u: kiéu tién té (Accounting), ngay (Date, Custom), jgé’ig’ 8

tron 0, ké khung va to nén.




- Ap dung cac ham: Toan hoc, Thong ké, Ngay thang, Logic.
Buoi thye hanh 9. 5)
-Ap dung cac ham: Toén hoc, Théng ké, Ngay thang, Logic. 4.1.25-4.1.27,
-Ap dung cac ham chuoi ky tu dé xur 1y so liéu, cac ham tim kiém. 4.2.1:4.3;
- Ap dung cac ham do tim. 4.2.6-4.2.8
Budi thwe hanh 10. 5
-A}p dung cac ham chudi ky tu dé xir Iy s liéu, cac ham tim kiém. 4.1.26-4.1.28;
- Ap dung céc ham do tim. 4.2.1,4.3;
- Céc thao tac trich loc, sap xép trén co s¢ dir li¢u. 4.26-4.2.8
Buoi thye hanh 11. S
-Tao cac bai bao cao dung cong cu Microsoft PowerPoint. 4'1'29_4'_1'30’
-Huéng dan st dung dich vu Web va Email 4.2.1:4.3;
' T 4.2.6-4.2.8
Buoi thue hanh 12, 5
4.1.20-4.1.30;
- Cac bai tap tong hop Excel, Powerpoint, Internet. 4.2.1,4.3;
4.2.6-4.2.8

/. Phuong phap giing day

- Trong budi thuc hanh gido vién on tap lai kién thirc 1y thuyét Tin hoc can ban.

- Sinh vién dugc giao hoan thanh céc bai tap Tin hoc.

- Gido vién kiém tra murc d§ hoan thanh bai tap cua cac sinh vién.

- Sinh vién thuc hanh 12 buoi.

8. Nhiém vu cua sinh vién:
Sinh vién phai thyc hién cac nhi¢m vu nhu sau:
- Tham gia toi thiéu 80% gio thuc hanh.

- Thyc hién day du cac bai tp va duoc danh gia két qua thuc hién.

- Tham du kiém tra giira hoc ky.
- Tham du thj két thiic hoc phan.
- Chu dong t6 chure thuc hién gid tu hoc.

9. Panh gia két qua hoc tip cia sinh vién:
9.1. Cach danh gia

Sinh vién duoc danh gia tich lity hoc phan nhu sau:

TT | Piém thanh phan Quy dinh Trong Muc tiéu
s0
1 | Kiém tra gittaky | Kiém tra thyc hanh trén may tinh | 30% |4.1-4.3,6
2 |Dbiém thi ket thic | -Thi thuc hanh (90 pht) 70%
X _ Ao o1+ R 0/ in
hoc phan Tham du t61 thiéu 80% gio thuc 41436

hanh
-Bit budc du thi

9.2. Cach tinh diém

- Piém déanh gi4 thanh phan va diém thi két thic hoc phan dwoc cham theo thang

diém 10 (tir 0 dén 10), 1am tron dén mot chir s6 thap phan.

- Piém hoc phan la tong diém cia tat ca cac diém danh gia thanh phan cua hoc phan
nhan véi trong s6 trong tng. Diém hoc phan theo thang diém 10 1am tron dén mot
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chir s6 thap phan, sau d6 dugc quy d6i sang diém chir va diém sd theo thang diém

4 theo quy dinh vé cong tac hoc vu cia Truong.

10. Tai liéu hoc tap:

Théng tin vé tai liéu 50 qan.gA ky
ca biét
[1] Giao trinh mén hoc tin hoc can ban : (Ap dung cho chuong trinh MOL.077596
tin chi) / Nguyén Minh Trung.- Can Tho: Pai hoc Can Tho, 2009.- = MOL.056772
332 tr. ; Minh hoa, 30 cm - Luu hanh n6i bd.- 005.5/ Tr513 MOL.056773
MOL.056774
MOL.056775
[2] Giéo trinh thuc hanh tin hoc can ban : MSMH: TN034 (Ap dung MOL.077595
cho chuong trinh tin chi) / Nguyén Minh Trung.- Can Tho: Truong =~ MOL.056828
Dai hoc Can Tho, 2009.- 57 tr. ; Minh hoa, 30 cm ( Tu sach Pai hoc = MOL.056829
Can Tho) - Nam xuat ban ngoai bia 2010.- 005.5/ Tr513 MOL.056830
MOL.056831
[3] Gi&o trinh thyc hanh tin hoc can ban van phong / Ngé Quang MOL.064422
Dinh.- Tp. Ho Chi Minh: Thanh nién, 2010.- 403 tr. ; minh hoa, 24  MOL.064423
cm.- 005.3/ D312 MON.043785
11. Hwéng dén sinh vién tw hoc:
. Ly Thuec
Tuan N¢i dung thuyét hanh | Nhiém vu ciia sinh vién
(tiét) | (tiét)
1 Buoi thue hanh 1. 0 5
-Thi hanh ing dung va thao tic trén cira sO
(window)
-Thao tac trén man hinh nén (Desktop). St
dung dong hd hé thdng (Clock) trén thanh
Taskbar
-Xem/thay ddi cac qui wdc hién thi vé Date, Nghién ctru trude:
Time, Number, Currency cta hé thong +Tai liéu [1], [2] va
-Dung File Explorer dé quan 1y thu muc [3]: chuong 1-6
(Folder) va tap tin (File)
-Sir dung chirc ning tim kiém tap tin va thu
muc
-Sir dung chuong trinh hd tro tiéng Viét:
Vietkey, Unikey
2 Buoi thue hanh 2. 0 5
-Goi ung dung Microsoft Word, nhap céc
doan van ban. Dinh 18 trang in.
-Chén ky hiéu dic biét, thao tac cat, dan,
chép. -Nghién ctru trudc:
-binh dang ky tu (Font, size, style, ...). Cac +Tai liéu [1], [2] va
thao tac trén tap tin (mo, luu, dong). [3]: cac kién thirc co
-Dinh dang doan (Paragraph). lién quan
-Céc chtrc nang nhdp van ban tu dong
(AutoText va AutoCorrect), tim kiém va
thay thé vin ban (Replace)
- Tao ky tu DropCap
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3 Budi thwe hanh 3.
-Ké duong vién va to nén cho doan vin ban
(Borders and Shading).
-Tao ky hiéu danh ddu va sb thu ty (Bullets -Nghién ctru trude:
and Numbering). +Tai liéu 3], [4], [5]
-Dinh dang van ban theo dang ct (Columns).
- Cai dat cac diém ding Tab (Tab Stop).
4 Budi thuc hanh 4.
-St dung thanh céng cu vé (Drawing L, .
toolbar), cach tao chir nghé thuat (WordArt), ;Itlf%}in]?élucﬁl} UEZI]O s/a
chén hinh anh (Insert/ Picture/ ...). [3]: cho kidn ,thl'l’C 6
-Tao va dinh dang bang (Table) trong T ér'] quan
Microsoft Word.
5 Buoi thuc hanh 5.
-Nghién ctru trudc:
- Tron thu (Mail merge) +Tai liéu [1], [2] va
- Tao bd dinh dang (Style), tao bang muc luc [3]: cac kién thuc c6
lién quan
6 Buoi thuc hanh 6.
-Nghién ctru trude:
-Lam cac bai tap tong hgp nham 6n tip phan +Tai liéu [1], [2] va
soan thao van ban [3]: cac kién thic co
lién quan
7 Buoi thuc hanh 7.
-Nhap dir lidu, dién s6 tht tu, thao tac trén Nehien ot trude:
dong, cot trong bang tinh Excel. +T§’ i licu [1], [2] V.él
-Thyc hién cac thao tac trén bang tinh [3]: céc. Kién 1th1’rc 6
(Sheet), sao chép cong thire. Iiér.l quan
- Thuc hanh dé hiéu cac ham cua Excel
8 Buoi thuc hanh 8.
-Tinh toan: dung ham SUM, IF, AND, OR,
ROUND, AVERAGE, MAX, ... ‘Nghién oiru truéc:
-Dinh dang dir li¢u: ki€u tién té (Accounting), “Tai liéu [1], [2] V.é
ngéy (Date, Custom), tron 6, ké khung va to 3] cho kidn ,thli'C 6
nén. T
-Ap dung cac ham: Toan hoc, Théng ké, lién quan
Ngay thang, Logic.
9 Budi thwc hanh 9,
-Ap‘ dung cac hjam: Toan hoc, Théng ké, ‘Nghién ctru truée:
Ngay thang, Logic. +Tai liéu [1], [2] va
-Ap dung cac ham chuoi ky tu dé xu 1y so 3] cho kidn thirc co
ljéu, cac ham tim kiém. Iiéﬁ quan
- Ap dung cac ham do tim.
10 Buobi thwe hanh 10.
-Ap dung cic ham chudi ky tu dé xur Iy so Nghién cim truc:
liéu, cac ham tim kiém. S |
‘ L s < +Tai liéu [1], [2] va
-Ap dung cac ham do tim. [3]: céc kién thirc ¢6
- Céc thao téc trich lgc, sap xép trén co sé dir Iiéﬁ quan
li¢u.
11 Budi thwe hanh 11.

- Tao cac bai bdo cdo dung cong cu Microsoft

-Nghién ctru trudce:
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PowerPoint. +Tai liéu [1], [2] va
- Huong dan stir dung dich vu Web va Email [3]: cac kién thirc co
lién quan

Budi thwe hanh 12. 0 5

-Nghién ctru trude:

-Céc bai tap tong hop Excel, Powerpoint, +Tai liu [1], [2] va
Internet. [3]: cac kién thirc co
lién quan

Can Tho, ngay 10 thang 05 nim 2016
TL. HIEU TRUONG TRUONG BQ MON
TRUONG KHOA




