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5. Phu trach moén hoc
STT GIANG VIEN BAN - BO MON EMAIL
1 | Huynh Minh Quang Ban Co Ban — B mon THKC | quang.hm@ou.edu.vn
2 | Nguyén Cao Tung Ban Co Ban — B6 mén THKC | tung.nc@ou.edu.vn
3 | Nguyén Thi TrAm Anh Ban Co Ban — B¢ mén THKC | tramanh.nguyen@ou.edu.vn
4 | Nguyén Tri Quynh Nga | Ban Co Ban — B mén THKC | nga.ntq@ou.edu.vn

Phong 1am viéc: Phong 502 sb 35-37 H6 Hao Hon, phuong Co Giang, quan 1, TP.HCM

Il. Thong tin vé mon hoc

1. Mo ta mon hoc

Mon Tin hoc dai cuong thudc khdi kién thire gido duc dai cwong trong chuong trinh dao
tao cua cac nganh, ngoai trir cac nganh thugc khoa Cong nghé thong tin.

Mén hoc Tin hoc dai cwong cung cip cho sinh vién khong chuyén cac nganh Cong nghé
thong tin nhimng kién thirc co ban vé Cong nghé thong tin (CNTT) dong thoi trang bi cac ki
nang co ban trong sir dung may vi tinh, sir dung cac phan mém tng dung thong dung trong vin
phong, ¢6 nang luc lam viéc doc 1ap, c6 dao dirc va trach nhiém trong stir dung CNTT.

Sinh vién hoc Va dat mon hoc Tin hoc dai cuong s& dat Chuan k¥ nang st dung CNTT co
ban theo thong tu s6 03/2014 cua Bo Thong tin va Truyén thong quy dinh Chuan k¥ nang sir
dung CNTT ap dung dbi véi co quan, t6 chirc, c4 nhan tham gia truc tiép hodc ¢6 lién quan dén
hoat dong danh gia k¥ nang str dung CNTT.




2. Moén hoc diéu kién

STT

Moén hoc diéu kién Ma mon hoc

1. | Mén tién quyét

Khong yéu cau

2. | Mon hoc trudce

Khong yéu cau

3. | Mon hoc song hanh

Khong yéu cau

3. Muc tiéu mon hoc

Sinh vién hoc xong moén hoc c¢6 kha néng:

Muc tiéu mén . CPR CTDT phan b cho
hoc Mo ta mon hoc

co1 T‘rlnh b?y du:yc Ca;C khiil n|¢r‘n co ban vé hé diéu PLOL3
hanh, cac phan mém van phong

co? S}I c}ungw mayv tlnh, co bz}n, su Fl:;ng phfll’l mém xur PLO12.3
1y van ban, bang tinh, trinh chi€u co ban
C6 nang lyc lam viée doc 1ap, co6 dao duc va trach

cos nhi¢ém trong st dung CNTT. PLOLS

4. Chuén dau ra (CBR) mén hoc

Hoc xong mon hoc nay, sinh vién lam dugc (dat duoc):

Muc tiéu
mon hoc

CBR mon hoc
(CLO)

Mo ta CBR

Co1

CLO11

Trinh bay chire nang cia hé dicu hanh; khai niém tap tin,
thu muc; cac chirc ndng co ban cua phan mém xur Iy van
ban, bang tinh, trinh chiéu.

CO2

CLO2.1

St dung céc chirc nang co ban ctia hé diéu hanh trén may
vi tinh; Quan ly tap tin va thu muc; Str dung phén mém
g0 tiéng Viét, phﬁn mém nén, phﬁn mém chéng virus; Su
dung céc chirc nng co ban cta phan mém xir Iy van ban

CLO2.2

Str dung cac chure nang co ban ciia phan mém trinh chiéu;
Str dung céc chirc nang co ban ciia phan mém xtr ly bang
tinh

CO3

CLO3.1

C6 kha nang lam viéc doc lap
C6 kha nang tu hoc, tu tim hiéu cac phén mém trong hoc
tap, cong vi¢c

CLO3.2

O

O

bam bdo an toan thong tin, an toan lao dong va bao vé
moi trudong trong sir dung CNTT
Ton trong phép luat trong st dung CNTT

Ma tran tich hop gitta chuan dau ra ciia mon hoc va chuan dau ra ciia chuong trinh dao tao




CLOs | PLO | PLO | PLO | PLO | PLO | PLO | PLO | PLO | PLO | PLO | PLO | PLO | PLO | PLO
1 2 3 4 5 6 7 8 9 10 11 12 13 15
1.1 X
2.1 X
2.2 X
3.1 X
3.2 X
5. Hoc liéu
a. Giéotrinh
[1] Lé btic Long va cdng su (2020). Gido trinh tin hoc co ban. Nha xuét ban dai hoc
Su pham TP.HCM, TP.HCM 0375320
b.  Tailiéu tham khao
[2] Lé Puc Long va Nguyén Van Bién (2020). Tai liéu én tdp tin hoc co ban. Nha xuét
ban Dai hoc Su pham TP.HCM, TP.HCM 0375330
[3] Carey, Patrick (2020). New perspectives Microsoft Office 365 and Office 2019:
Introductory. Cengage Learning, Boston, Massachusetts [55193]
C.  Phan mém
[1] Microsoft Corporation (2015). Microsoft Windows.
[2] Microsoft Corporation (2019). Microsoft Office.
6. Panh gid mon hoc
Thanh phin danh gi4 Bai danh gia ;l:; CDR ménhoc | Ty 1¢ %
(1) @ 3) (4)
Al.1 Trac nghiém kién thurc CLO1l.1
Al. Danh gia qué trinh | chuong 1, 2, 3, 4 (trén LMS) Bubi 13 CLO3.1 10%
CLO3.2
x Budi 2 CLO3.1
. 5 A X \ D) 0
A1.2 Tham gia thdo luan dién dan 6.9 CLO3.2 5%
Tong cong 15%
Bai kiém tra thao tac trén tap tin, thu CLO2.1
, e muc va soan thao van ban Buobi 8 CLO3.1 35%
A2. Panh gia gitra ky CLO3.2
Tdong cong 35%
Bai kiém tra 1ap bang tinh va o CLO2.2
A3 Dinh aid cudi kg | 080 bl trinh chiéu flﬁ’tnﬂﬁ“c CLO3.1 50%
. Banh gia cuoi ky on hoc CLO3.2
Tong cong 50%
Téng cong 100%




7. K& hoach giang day
Hoat dong day va hoc Bai Tai liéu chinh
dénh va tai liéu tham
> A i khao
Budi . CBR Tai nha Trén 16p Thuc hanh trén 16p Thye hanh trén gia
Noi dung mon LMS
hoc hoc 4 N X A 4 n S6
Hoat dong hoc S? Hoat dong day S? Hoat dong day S? Hoat dong tidt
tict & hoc tiét & hoc tiét
‘1 Chuong 1: Sir dung may tinh co CLO1.1 | Sinh vién doc 9 | Giang vién: 3 | Giang vién: 15 [1] tr.5 —
(tudn 1)| ban o CLO2.1 | gido trinh, tai . Thuyét * Hu6ng dan tr.52
1.1 Cac khai ni¢m co ban CLO3.1 | liéu tham khao giang O Minh thyc hanh
1.2 Hé diéu hanh Windows CLO3.2 | va lam bai ta b vidn- Sinh vién: [2] tr.15 -
: . ap hoa Sinh vién: Inn vien:
1.3 Quan ly tgp tin_ . Nghe « Lam bai tap tr.76
1.4 Mot s0 phan mém tién ich giang thuc hanh
2 Bai tap quan ly tap tin va thu muc CLO2.1 Sinh vién: 15| Al2
(tudn 1) CLO3.1 « Xem tai
CLO3.2 liéu da
phuong
tién
* Hoi dap
Lambait ap
3 Chuwong 2: Xir l)"f Vi'lll‘ bén co ban CLO1.1 | Sinh vién doc 9 | Giang vién: 3 | Giang vién: 15 [1] tr.53 —
(tuan 2)| 2.1 Gi6i thiéu phan mém Word CLO2.1 | gido trinh, tai . Thuyét * Huéng dan tr.75
2.1.1 Giao dién CLO3.1 | liéu tham khao giang 0 Minh thuc hanh
2.1.2 Thao tac trén tap tin CLO3.2 | valam bai tap hoa Sinh vién: Sinh vién:
2.2 Soan thao van ban . Nghe » Lam bai tap
2.2.1 Nhép vin ban giang thuc hanh
2.2.2 Hiéu chinh van ban
2.3 Pinh dang van ban
2.3.1 Pinh dang trang: kich
thudc trang, 1é trang, chia c{t
2.3.2 Pinh dang ky tu
2.3.3 Pinh dang doan: align,
indent, border, color
fl 2.3.4 Dinh dang Bullets, CLO1.1 | Sinh vién doc 9 | Giang vién: 3 | Giang vién: 1,5 [1] tr.76 —
(tuan 3) Numbering CLO2.1 | gi4o trinh, tai O Thuyét * Huéng dan tr.84
2.3.5 Str dung Tab CLO3.1 | liéu tham khao giang 0 Minh th_l_rc he:mh
2.3.6 Pinh dang theo mau CLO3.2 | valam bai tap hoa Sinh vién: Sinh vién:
(Style) Nghe giang * Lam bai tap
thuc hanh




Hoat dong day va hoc Bai Tai liéu chinh
- - danh | vataili¢u tham
Budi CBR Tai nha Trén 16p Thye hanh trén lop | | we hanhren ) gig khao
udi N o LMS
hoc Noi dung r}Tl10n 5
oc A A 5 5 5 .
Hoat dong hoc t?gt Hoa;;iﬁr;ig day t?éot Hoazizr;iz day tsiéot Hoat dong | tict
5 2.4 St dung bang biu CLOL1.1 | Sinh vién doc 9 Giang vién: 3 Giang vién: 1,5 | Giang vién: [1] tr.85 —
(tuan 4) 2.4.1 Tao bang CLO2.1 | giéo trinh, tai . Thuyét * Huéng dan * Ra yéu cau tr.112
2.4.2 Hi¢u chinh va dinh dang CLO3.1 | liéu tham khao giang 0 Minh thuc hanh bai tap
bing ] CLO3.2 | va lam bai tap hoa Sinh vién: Sinh vién: - Giai dap
2.5 Sir dung cac déi tuong truc . Nghe * Lam bai tap thac mic
quan ‘ giang thue hanh Sinh vién:
2.5.1 Hinh 4nh o Lam bai
2.5.2 WordArt, Drop Cap tap
2.5.3 Shapes * Trao ddi
2.5.4 Hiéu chinh va dinh dang qua dién
Tao header/footer dan
Tao muc luc
§ 2.8 Tron thu CLO2.1 Sinh vién: 45 | AL2 | [2]tr.77 -
(tuan 4) CLO3.1 * Xem tai tr.113
CLO3.2 liéu da
phuong
tién
» Hoi dap
O Lam
bai tap
7 Chuong 3: Sir dung trinh chiéu co | CLO1.1 | Sinh vién doc 9 Giang vién: 3 | Giang vién: 15 [1] tr.149 —
(tudn 5)| ban CLO2.2 | giéo trinh, tai . Thuyét * Huéng dan tr.158
3.1 Gi6i thiéu phan mém CLO3.1 | liéu tham khao giang 0 Minh thuc hanh
PowerPoint CLO3.2 | va lam bai tap hoa Sinh vién: Sinh vién:
3.1.1 Giao dién . Nghe » Lam bai tap
3.1.2 Thao t4c trén tap tin giang thuc hanh
3.2 Soan thdo bai thuyét trinh
3.2.1 Str dung Theme
3.2.2 Nhap ndi dung
3.3 Hiéu chinh Slide Master
3 3.4 Str dung cac ddi tuong tryc quan | CLO1.1 | Sinh vién doc 9 | Giang vién: 3 | Giang vién: 1,5 | Giang vién: [1] tr.159 —
(tuan 6)| 3.5 Sur dung hiéu ting CLO2.2 | gido trinh, tai O Thuyét O Huéng + Ra yéu ciu tr.172
CLO3.1 | liéu tham .khéo giang O Minh dan thue bai tap
CLO3.2 | valam bai tap hoa Sinh vién: hanh  Sinh * Giai dap
vién:




Hoat dong day va hoc Bai Tai liéu chinh
e hanh fré danh | wva tai liéu tham
Budi N CDR Tai nha Trén 16p Thuc hanh trén 16p T ucu(a/lns fen gia khao
hoc Noi dung r}Tl10n
’ oc ) S6 | Hoatdongday | S6 | Hoat dongday | S6 . Sé
Hoatdong hoc | i, & hoc tiét & hoc g | Hoatdong | o
0 Nghe giang 0 Lam bai tap thic mac
thue hanh Sinh vién:
O Lam
bai tap
Trao ddi
qua dién
dan
Kiém tra giira ky CLO2.1 A2
CLO3.1
9 3.6 Trinh chiéu va két xuét bai CLO2.2 Sinhvién: | 45 | AL2 | [2]tr.77 —
(tuan 6)| thuyét trinh CLO3.1 + Xem tai tr.113
CLO3.2 liéu da
phuong
tién
* Hoi dap
+ Lam bai tap
%0 Chwong 4: St dung bang tinh co CLOL1.1 | Sinh vién doc 9 Giang vién: 3 | Giang vién: 15 [1] tr.113 —
(tuan 7)| ban o o CLO2.2 | giao trinh, tai . Thuyét * Huéng dan tr.127
4.1 Gidi thigu phan mém Excel CLO3.1 | liéu tham khao giang 0 Minh thuc hanh '
4.1.1 Giao dién CLO3.2 | va lam bai tap hoa Sinh vién: Sinh vién:
4.1.2 Thao tac trén tap tin . Nghe + Lam bai tap
4.2 Soan thao bang tinh gidng thuc hanh
4.2.1 Nhap dir liéu
4.2.2 Hiéu chinh dir li¢u
4.3 Dinh dang bang tinh
4.4 Thao téc trang tinh
4.5 Cong thirc
4.5.1 Cac khai niém co ban
%1 4.5.2 Str dung ham CLOL1.1 | Sinh vién doc 9 Giang vién: 3 | Giang vién: 15 [1] tr.130 —
(tuan 8) - Ham toan hoc: ABS, INT, CLO2.2 | giao trinh, tai . Thuyét O Huéng tr.138
ROUND, MOD, SUM, CLO3.1 | liéu tham khao giang 0 Minh dan thuc
SUMIFS CLO3.2 | valam bai tap hoa Sinh vién: hanh  Sinh
- Ham thong ké: AVERAGE, . Nghe vién:
giang

6




Hoat dong day va hoc Bai Tai liéu chinh
Thue hanh trén dé.lllh va tai hé}l tham
Budi B CBR Tai nha Trén 16p Thyc hanh trén 16p T LMS gia khao
hoc Noi dung r}Tl10n
’ oc ) S6 | Hoatdongday | S6 | Hoat dongday | S6 . Sé
Hoatdong hoc | e, & hoc tiét & hoc g | Hoatdong | o
MIN, MAX COUNT, O Lam bai tap
COUNTA, COUNTIFS, thuc hanh
- Ham thoi gian: NOW,
TODAY, DATE, DAY,
MONTH, YEAR, HOUR,
MINUTE, SECOND
- Ham chudi: LEFT, RIGHT,
MID, CONCAT, LOWER,
UPPER, PROPER, VALUE
- Ham logic: NOT, AND, OR,
IF
12 - Ham do tim: VLOOKUP, CLO1.1 | Sinh vién doc 9 | Giang vién: 3 | Giang vién: 15 [1] tr.139 —
(tuén 9) HLOOKUP, MATCH, INDEX | CLO2.2 | giao trinh, tai . Thuyét O Huéng din tr.144
CLO3.1 | liéu tham khio giang 0 Minh thye  hanh
CLO3.2 | V& lam baitip hoa Sinh vién: Sinh vien: 0
. Nghe Lam bai tap
giang thyc hanh
13 Bai danh gia qua trinh CLO1.1 Sinh vién: All
(tuan (tric nghiém kién thirc chuong 1,2, | CLO3.1 O Lam tric
10) 3,4) CLO3.2 nghiém
trén LMS
4.6 Cac thao ’téc t’rén co so dir licu CLO1.1 | Sinh vién doc 9 Giang vién: 3 | Giang vién: 1,5 | Giang vién: []_] tr.145 —
4.6.1 Sap xép CLO2.2 | gi4o trinh, tai . Thuyét * Huéng dan * Rayéu tr.148
4.6.2 Trich loc CLO3.1 | liéu tham khao giang 0 Minh thuc hanh cau bai tap
4.6.3 Subtotal CLO3.2 | valam bai tap hoa Sinh vién: Sinh vién: « Giai dap
4.7 Biéu db . Nghe » Lam bai tap thic mic
giang thuc hanh Sinh vién:
 Lam bai
tap Trao
d6i qua
dién dan




Hoat dong day va hoc Bai Tai liéu chinh
danh | va tai liéu tham
3 & ia khao
]?11:)(21 Noi dung (:()A)I: Tai nha Trén 16p Thyc hanh trén 16p Thucil ,a;h tren g
) hoc ‘ . . .
; R So Hoat dong day | SO0 | Hoatdongday | So . So
Hoatdong hoc | q, & hoc tiét & hoc g | Hoatdong | o
14 4.8 Pivot table va Pivot chart CLO1.1 Sinh vién: 45 | AL2 | [2]tr.77 -
(tudn CLO2.2 * Xem tai tr.113
10) liéu da
phuong
tién
« Hoi dap
0 Lam
bai tap
15 |Ki ém tra cudi ky CLO2.2 A3
CLO3.1
Téng cong: 20 30 15 15

Ké hoach giang day thuc hién trong 10 tuan (hoc ky 1,2) hodc 5 tuan (hoc ky 3), trong d6 c¢6 10 buoi tai 16p va 4 budi LMS.




8. Quy dinh cua mon hoe
- Sinh vién ndp bai tap, bai kiém tra ding theo thoi gian quy dinh cia giang vién.

- Viing 20% budi hoc s& bi cim thi (Theo Quy ché dao tao PH hé chinh quy).

- Noi quy 16p hoc: tudn theo ndi quy Truong Pai hoec Mé Thanh phé Ho Chi Minh (Ban
hanh kém quyét dinh sé 1090/QD-DHM ngay 26/12/2011 cua Truong Dai hoc Ma
Thanh phé H6 Chi Minh)
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