TRUONG DAI HOC MO THANH PHO HO CHI MINH
BAN CO BAN

PE CUONG MON HQC

I.  Théng tin tong quat

1. Tén moén hoc tiéng Viét: Tin hoc dai cuong
2. Tén mon hoc tiéng Anh: Information Technology Basics
3. Thudc khdi kién thirc/k§ ning
Giéo duc dai cuong 0 Kién thic chuyén nganh
O  Kién thirc co s6 [0 Kién thtc b trg
O Kién thic nganh O Do an/Khoa luan tét nghiép
4. S tin chi

Tong s6 Ly thuyét Thuc hanh Tu hoc

3 2 1 5 (90 tiét)

5. Phu trach mén hoc
a. B0 mon: Tin hoc khéng chuyén
b.  Giang vién: Nguyén Cao Tlng
c. Dia chi email lién hé: tung.nc@ou.edu.vn
d.  Phong lam viéc: P.502 —Ban Co Bén, 35-37 H5 Hao Hén, Q.1, Tp.HCM

Il. Théng tin vé mén hoc
1. Mo ta mon hoc

Mon Tin hoc dai crong thude khéi kién thirc gido duc dai cwong trong chwong trinh dao
tao cua cac nganh, ngoai trir cdic nganh Khoa hoc may tinh, Cong nghé thong tin, H¢ thong
thong tin quan ly.

Mon hoc Tin hoc dai cwong cung cip cho sinh vién khong chuyén cac nganh Cong nghé
thdng tin nhirng kién thirc co ban vé Cong nghé thong tin (CNTT) dong thoi trang bi cac k§
ning co ban trong sir dung may vi tinh, sir dung cac phan mém mg dung thong dung trong
van phong, c6 nang lyc lam viéc doc 1ap, co6 dao dtc va trach nhi€ém trong sir dung CNTT.

Sinh vién hoc va dat mon hoc Tin hoc dai cuong s& dat Chuan k¥ nang sir dung CNTT
co ban theo thong tu s6 03/2014 ctia B Thong tin va Truyén thong quy dinh Chuan k¥ ning
str dung CNTT 4p dung ddi véi co quan, t6 chirc, ca nhan tham gia truc tiép hodc c6 lién quan
dén hoat dong danh gia k¥ nang sir dung CNTT.

2. Mén hoc diéu kién

STT Moén hoc diéu kién Ma mon hoc

1. | Mon tién quyét

Khong yéu cau




STT

Moén hoc diéu kién Ma mon hoc

2. | Mon hoc trudce

Khong yéu cau

3. | Mo6n hoc song hanh

Khong yéu cau

3. Muc ti€u mon hoc

Sinh vién hoc xong mén hoc c6 kha nang:

Muc tiéu . CDR CTDT phan bd
Mo ta
mon hoc cho mon hoc
Trinh bay duoc cac Khai niém co ban vé may
CO1 tinh, cac phan mém vian phong va cac dich vu PLOL1.3
cua mang Internet.
Str dung may tinh co ban, str dung phan mém xir
CO2 1y van ban, bang tinh, trinh chiéu, va s dung PLO12.3, PLO7.2
Internet.
CO3 C6 nang luc lam viéc doc lap, c6 dao duac va PLO13, PLO15

trach nhiém trong st dung CNTT.

4. Chuan dau ra (CPR) mén hoc

Hoc xong mén hoc nay, sinh vién lam duogc (dat duoc):

Muyc tiéu | CBR mon hoc A n
mén hoc (CLO) . Mo ta CBR
CLO11 Mo ta vé phan cimg, phan mém, hoat dong ctia may tinh.
Trinh bay chtic ning cua hé diéu hanh
Trinh bay khai niém tap tin, thu muc
Cco1 CLO1.2 Trinh bay vé hoat dong co ban, cac loi ich va rii ro trén mang
Internet.
CLO1.3 Trinh bay céac chirc nang co ban ctia phan mém xtr 1y van ban,
bang tinh, trinh chiéu.
CLO21 Str dung cac chirc ning co ban ctia hé diéu hanh trén may vi
tinh
Quan ly tap tin va thu muc.
St dung phan mém gb tiéng Viét, phdn mém nén, phan mém
chéng virus.
CO2
CLO2.2 Str dung trinh duyét web, su dung e-mail
Str dung dich vu luu trir truc tuyén
Stur dung LMS
CLO2.3 Str dung cac chirc ning co ban cta phan mém xir 1y van ban




Muc ti€éu | CBR mo6n hoc A
mon hoc (CLO) Mo ta CBR
CLO24 e St dung céc chirc ning co ban cta phin mém trinh chiéu
CLO25 e St dung cac chirc ning co ban cia phan mém xir Iy bang tinh
CLO3.1 e (¢ kha nang lam viéc doc lap
e COkha ning tu hoc, tu tim hiéu cac phan mém trong hoc tap,
cong viéc
Co3
CLO3.2 e Dam bdo an toan thong tin, an toan lao dong va bao vé moi
truong trong st dung CNTT
e TOn trong phap luat trong sir dung CNTT

Ma tran tich hgp gitra chuan dau ra cua 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
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X
1.2 X
1.3 X

2.1

2.2

2.3 X

2.4

x

XX [ X | X |X

2.5 X

3.1 X

3.2 X

5. Hoc liéu
a. Giaotrinh
[1] Lé Ptic Long va cong su (2017). Gido trinh tin hoc co ban. Nha xuét ban dai hoc
su pham TP.HCM. TP.HCM [50626]
[2] CCI Learning Solutions (2017). 1C3 global standard 4 - Internet and computing
core certification guide (Sir dung Windows 7 & Microsoft Office 2010): May tinh
can ban. Nha xuét ban tong hop TP.HCM. TP.HCM [50695]
b.  Tai liéu tham khao
[3] Faithe Wempen (2016). Office 2016 at work for dummies. John Wiley & Sons.
New Yersey [52268]
[4] Lé Plrc Long va cong su (2017). Tai liéu 6n tdp tin hoc co ban. Nha xuat ban dai
hoc su pham TP.HCM. TP.HCM [50627]
c.  Phdan mém

[1] Microsoft Corporation (2015). Windows 7.
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[2] Microsoft Corporation (2019). Office 365.

6. Danh gid mon hoc

Thanh phan danh

Thoi diém

i Bai danh gia CDR mon hoc Ty 1€ %
@ (2) ©), 4)
Al.DPanh gid qua | ALl Trac nghiém Buoi 4 CLO1.1 10%
trinh kién thtc chuong 1, CLO1.2
2, 3 (trén LMS) CLO1.3
CLO3.2
Al2 Bai tdp soan| Budi9 CLO2.4
bai thuyét trinh (ndp CLO3.1 5%
qua LMS) CLO3.2
Tong cong 15%
A2. Péanh gia Bai kiém tra thaotac |  Budi 5 CLO2.1 35%
gitra ky trén tap tin, thu muc CLO2.3
va soan thao van ban
Tong cong 35%
A3. Panh gia Bai kiém tra thuc Két thuc CLO2.4 50%
cubi ky hanh bang tinh mén hoc CLO2.5
va bai trinh chiéu
Tong cong 50%
Tong cong 100%




7. Ké hoach giang day

Hoat dong day va hoc Bai dénh Tai liéu chinh
Bud: CBR Tai nha Trén 16p Thuc hanh trén 16p Thye hanh trén gia ;;rtzlljlﬁ
udi N N LMS
hoc Noi dung r}r:on
’ Qc . S6 | Hoat dong da S6 | Hoat dong day | S6 . Sé
Hoat dong hoc | a & hog ! tiét & hc;::Dy ! fée | Hoatdong | o
1 Chuong 1: Cac khai niém co ban CLO1.1 | Sinh vién doc 9 | Giang vién: 3 | Giang vién: 1,5
vé CNTT CLO3.1 | gido trinh, tai e Thuyét gidng e Huéng din
1.1 Kién thirc co ban vé may tinh | CLO3.2 | liéu tham khao e Minh hoa thuc hanh
va mang may tinh va lam bai tap Sinh vién: Sinh vién;
1.2 Mot s6 ung dung cia CNTT-TT o Nghe gidng e Lam bai tap
1.3 An toan lao dong va bao vé moi thuc hanh
truong trong su dung CNTT-TT
1.4 Céc van d& an toan thong tin co
ban khi lam viéc v&i may tinh
1.5 Mot s6 van dé co ban lién quan
dén phap luat trong st dung
CNTT
Chuwong 2: Sir dung may tinh co
ban
2.1 Hé diéu hanh Windows
2.2 Quan ly tap tin
2.3 Mot sbd phén mém tién ich CLoz21
2.4  Sirdung may in
Chwong 3: Sit dung Internet co
ban
3.1 Cac khai niém co ban
3.2 St dung trinh duyét web CLO1.2
3.3 St dung e-mail CLO2.2
CLO3.1
CLO3.2
2 | Chwong 4: Xir ly viin ban co ban CLO1.3 | Sinh vién doc 9 | Giang vién: 3 | Giang vién: 15
4.1 Giéi thiéu phan mém Word CLO2.3 | gido trinh, tai e Thuyét giang e Hudng dan

4.1.1 Giao dién

4.1.2 Thao tac trén tap tin
4.2 Soan thao van ban

4.2.1 Nhap van ban

4.2.2 Hiéu chinh van ban

liéu tham khao
va lam bai tap

e Minh hoa
Sinh vién:
e Nghe giang

thuc hanh
Sinh vién:
e Lam bai tap
thuc hanh




Hoat dong day va hoc

Tai liéu chinh

e Cadanh s i e
Budi . CDbR Tai nha Trén 16p Thuc hanh trén 16p UCL'?/IHS ren gia tham khao
hoc Noi dung r}Tllon
| ocC . S6 | Hoat dong da S6 | Hoat dong da Sé . Sé
Hoatdonghoc | ;¢ & hog ’ tiét & ho% g g | Hoatdong | e
4.3 Dinh dang van ban
4.3.1 Dinh dang trang
4.3.2 DPinh dang ky tu
4.3.3 DPinh dang doan
3 4.3.4 Thuc hién cac dinh dang | CLO1.3 | Sinh vién doc 9 3 15
khéc: Tab, Bullets and CLO2.3 | gido trinh, tai
Numbering, ké khung va t6 mau liéu tham khao
nén doan vin ban, sao chép dinh va lam bai tap
dang
4.3.5 Dinh dang theo mau
(style)
4.3.6 Chia ¢4t van ban
4 | Bai kiém tra qué trinh CLO1.1 All
CLO1.2
CLO1.3
CLO3.2
4.4  Sir dung bang biéu CLO1.3 | Sinh vién doc 9 | Giang vién: 3 | Giang vién: 15
4.4.1 Tao bang CLO2.3 | gido trinh, tai e Thuyét giang e Hudng din
4.4.2 Thao tac trén bang liéu tham khao e Minh hoa thuc hanh
4.4.3 Dinh dang bang va lam bai tap Sinh vién: Sinh vién:
4.5 Siurdyng cac doi tuong o Nghe giang o Lam bai tap
45.1 Hinh anh thuc hanh
4.5.2 WordArt, Drop Cap
4.5.3 Shapes
4.5.4 Pinh dang ddi twong
4.6 Tao muc luc
4.7 Xuét vin ban
Bai tap tong hop soan thao vin ban CLO2.3 Hoi dap, 5
ndp bai lam
qua dién
dan
5 | Kiém tra giira ky CLO2.1 A2
CLO2.3




Hoat dong day va hoc

Tai liéu chinh

e Cadanh s i e
Budi N CBR Tai nha Trén 16p Thyc hanh trén 16p UCL&HS ren gia tham khao
hoc Noi dung r}Tllon
' oc . S6 | Hoat dong da S6 | Hoat dong da Sé . Sé
Hoatdonghoc | 5, & hog g tiét & ho% ! fér | Hoatdong | e
Chuong 5: Str dung trinh chiéu co | CLO1.3 | Sinh vién doc 9 | Giang vién: 3 | Giang vién: 15
béan CLO2.4 | gido trinh, tai e Thuyét giang e Hudng din
5.1 Gi6i thi¢u phan mém CLO3.1 | liéu tham khao e Minh hoa thyc hanh
PowerPoint va lam bai tap Sinh vién: Sinh vién:
5.1.1 Giao dién o Nghe giang e Lam bai tap
5.1.2 Thao tac trén tap tin thyc hanh
5.2 Tao bai thuyét trinh
5.3 Tao va hiéu chinh Slide Master
6 5.4 Su dung cac ddi twong CLO1.3 | Sinhvién doc 9 | Giang vién: 3 | Giang vién: 15
5.5 Thém hiéu ung CLO2.4 | gido trinh, tai e Thuyét giang e Huéng din
5.6 Hoan tat bai thuyét trinh CLO3.1 | li¢u tham khao e Minh hoa thuc hanh
va lam bai tip Sinh vién: Sinh vién:
o Nghe giang o Lam bai tap
thuc hanh
Bai tap tong hop soan tai lidu trinh CLO2.4 Hoi dap, 5
chiéu ndp bai lam
qua dién
dan
7 Chuwong 6: Str dung bang tinh co CLO1.3 | Sinh vién doc 9 | Giang vién: 3 | Giang vién: 1,5
bén CLO2.5 | gi4o trinh, tai e Thuyét giang e Hudéng dan
6.1 Gidi thiéu phﬁn mém Excel liéu tham khao e Minh hoa thuc hanh
6.1.1 Giao dién va lam bai tap Sinh vién: Sinh vién:
6.1.2 Thao tac trén tap tin e Nghe giang o Lam bai tap
6.2 Soan thao trén trang tinh thyc hanh

6.3
6.4
6.5

6.2.1 Nhap dir liéu vao 6
6.2.2 Bién tap noi dung, sip
xép thir ty cac 6

6.2.3 Sao chép, di chuyén noi
dung cua 6

DPinh dang bang tinh

Thao téc trén trang tinh

Biéu thirc va ham

6.5.1 Biéu thirc




Hoat dong day va hoc

Tai liéu chinh

e Cadanh s i e
Budi . CDbR Tai nha Trén 16p Thuc hanh trén 16p UCL'?/IHS ren gia tham khao
hoc Noi dung r}Tllon
| ocC . S6 | Hoat dong da S6 | Hoat dong da Sé . Sé
Hoat donghoc | & hog g tiét & ho% ! féy | Hoatdong |
8 6.5.2 Ham CLO1.3 | Sinh vién doc 9 3 15
- Ham toan hoc: ABS, INT, CLO2.5 | giao trinh, tai
ROUND, MOD, SUM, li¢u tham khao
SUMIFS va lam bai tap
- Ham thong ké: AVERAGE,
MIN, MAX COUNT,
COUNTA, COUNTIFS,
- 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
9 - Ham do tim: VLOOKUP, CLO1.3 | Sinh vién doc 9 | Giang vién: 3 | Giang vién: 15
HLOOKUP, MATCH, INDEX | CLO2.5 | gido trinh, tai o Thuyét gidng e Hudéng din
liéu tham khao e Minh hoa thuc hanh
va lam bai tap Sinh vién: Sinh vién:
o Nghe giang o Lam bai tap
thuc hanh
Bai danh gia qud trinh (bai tip soan CLO2.4 Nop bai qua Al2
bai thuyét trinh) CLO3.1 LMS
CLO3.2
Bai tap tong hop 1ap bang tinh CLO25 Hoi dap,
ndp bai lam
qua dién 5
dan
10 | 6.6 Co sodirliéu CLO1.3 | Sinh vién doc 9 | Giang vién: 3 | Giang vién: 15
6.6.1 Khai niém CLO2.5 | gido trinh, tai e Thuyét giang e Hudng dan
6.6.2 Vung tiéu chuin lidu tham khao e Minh hoa thue hanh
6.6.3 Ham CSDL va lam bai tap Sinh vién: Sinh vién:

8




Hoat dong day va hoc

Tai liéu chinh

————— Baidanh | ", e
Budi ' CDbR Tai nha Trén 16p Thuc hanh trén 16p Thucil&nsll tren gia tham khao
hoe Noi dung mon
) hoc S6 | Hoat dong d Sé | H 0 5 5
A ¢ at dong day 0 oat dong day | SO A So
Hoatdonghoc | 5, & hoc tiét & hoc fér | Hoatdong | e
6.6.4 Sap xép e Nghe giang e Lam bai tap
6.6.5 Trich loc thuc hanh
6.6.6 Subtotal
6.6.7 Pivot table
6.7 Bi:éu dc} )
6.8 Két xuat va phan phoi trang
tinh, bang tinh
Kiém tra cudi ky CLO2.4 A3
CLO25
Tong cong: 90 30 15 15




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

- Ving 20% budi hoc s& bi cdm thi (Theo Quy ché dao tao DH hé chinh quy).

PHO TRUONG BQ MON Giang vién bién soan
Nguyén Cao Tung Nguyén Cao Tung

TRUONG BAN CO BAN TRUONG PHONG PAO TAO
(Ky va ghi ro ho tén) (Ky va ghi ro ho tén)
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