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UBND TINH THAI BINH CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG DAl HOC THAI BiNH Péc 1ap - Tw do - Hanh phic

PE CUONG CHI TIET HQC PHAN
Nganh dao tao: Pai hoc Quan tri kinh doanh
(Ban hanh kém theo Quyét dinh sb: 762/QD-DHTB, ngdy 01 thdng 12 nam 2021 cia
Hiéu truong truong Dai hoc Thai Binh)

1. Théng tin chung vé hoc phan

- Tén hoc phan bang tiéng Viét: TIN HQOC PAI CUONG

- Tén hoc phan bang tiéng Anh: Basic Informatics

- M4 hoc phan: 0101001566

- S6 tin chi (Ly thuyét/thuc hanh/ty nghién ciu): 2 (0, 2, 2)

- Ap dung cho nganh/chuyén nganh dao tao: Quan tri kinh doanh

- Trinh d6 dao tao: Pai hoc Hinh thic dao tao: Chinh quy
- Yéu cau cua hoc phﬁn: Bit budc

- Hoc phén tién quyét: Khong

- Cac hoc phan hoc song hanh: Khéng

- Cac yéu cau khac d6i véi hoc phan (néu co): Khong

- Phan b6 gio tin chi dbi vai cac hoat dong:
+ Nghe giang kién thirc lién quan dén ndi dung thuc hanh: 6 tiét
+ Huéng dan thuc hanh, lam mau: 6 tiét
+ Thao luan, thuc hanh: 45 tiét
+ Kiém tra: 3 tiét
+ Tu hoc: 30 tiét
- Khoa/Bd mén phu trach hoc phan:  Khoa Cong nghé thong tin/Bd mén Khoa hoc may
tinh va Cong nghé phan mém
2. M6 ta hoc phan
Hoc phan “Tin hoc dai cwong” gdm 4 chuong (2 tin chi thyc hanh), nham trang
bi cho sinh vién cac thao tac co ban trén hé diéu hanh Windows; cac thao tac soan thao
va dinh dang vin ban tir co ban dén nang cao trén Microsoft Word 2013; céc thao tac
soan thao va trinh bay cac bao cao trén Microsoft Powerpoint 2013; biét cach khai thac
va str dung Internet.
3. Muc tiéu caa hoc phan
Ma CDR cua Miic
) CTPTPLOs | b
[1] ™ 3] [4]
Gl Cq A’klen thuc v_e h@\dleu hanh, soan thao van ban, trinh PLOLL2 o5
chiéu Powerpoint va Internet
C6 k¥ ning thao tac trén hé diéu hanh Windows, soan
G2 | thao va dinh dang van ban, soan thao va trinh bay bao | PL0O2.3.2 3/5
cao, khai thac va str dung Internet.
G3 | Co tinh sang tao, can than, khoa hoc, tham my khi trinh PLO3.1 3/5

M6 ta muc tiéu hoc phan
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bay mot van ban, mot bai bao cdo. Co6 thai do ding dan
va c6 trach nhiém khi stir dung théng tin trén Internet.

4. Chuan dau ra cia hec phan

Hoc phan déng gop cho chuan dau ra cia chuong trinh dio tao

. Chuan diu ra hec phan (CLOs) Chuan
Muc tiéu A C o an
.hoc o ) dau Mirc d¢ dat
ph.z*u N Ky hiéu MO ta ra CTDT dwoc
(PLOs)
(1) (2) (3) (4) (5)
Kien thirc

Biét sir dung hé diéu hanh dé t6

Gl CLO1.1 | chac, quan ly va khai thac cac tai PLO1.1.2 o5
nguyén trén may tinh
C0 thé sir dung tt cac phan mém
Microsoft Word 2013, Microsoft

c1 CLOL2 Powerlfointv 20}3 dé ?Oan}hé?, dinh PLOL LY o5
dang van ban tur co ban dén nang
cao; soan thao va trinh bay cac bao
cao.

Gl CLO1.3 | Biét khai thac va sir dung Internet. PLO1.1.2 2/5

K¥ nang

Thao téc tot trén hé diéu hanh

G2 CLO2.1 | Windows dé t6 chuc, quan ly va khai | PLO2.3.2 3/5
thac cac tai nguyén trén may tinh.
Co0 ky nang van dung linh hoat cac

G2 CLO2 |tcyutenhésoanthio hetrinh =) ) 55 3/5
chi¢u dé soan thao cac van ban va
cac bao céo
C6 k¥ nang khai thac, tim kiém

G2 CLO2.3 | thdng tin nhanh va chinh x&c trén PLO2.3.2 3/5
Internet.

Mikc tw cha va trach nhiém

Tich cuc nang cao trinh d§ nhan thic
vé viéc str dung va khai théc tai
nguyén trén may tinh, cac hé soan

G3 CLosl thao va trinh chiéu ciing nhu khai PLO3. 305
thac va tim kiém théng tin trén
Internet.

G3 CcLO3.2 | COKha nang lam viée doc lapvalam | o 5 4 3/5
viéc nhom.
C6 thai 46 dung dan va trach nhiém

G3 CLO3.3 | khi sir dung va khai thac théng tin PLO3.1 3/5

trén Internet.
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5. Tai liéu phuc vu mon hoc

Giao trinh chinh:

hoc Kinh té quéc dan 2010.

PGS.TS Han Viét Thuan- Giao trinh Tin hoc dai cwong, NXB Dai

Tai liéu tham
khao thém:

Khoa cdng nghé thdng tin - Truong Pai hoc Thai Binh, Bai giang
Tin hoc dai cuong, luu hanh noi bg, 2019.
Pham Thi Thanh Giang, Hoang Phwong Bic- Ung dung cong nghé
thong tin co ban- NXB Lao dong- xa hoi.
Khoa c6ng nghé théng tin - Truong Pai hoc Thai Binh, Tai liéu
Huréng dan thuee hanh Tin hoc dai cwong, luu hanh néi bé.

Giao trinh chinh:

hoc Kinh té quéc dan 2010.

PGS.TS Han Viét Thuan- Giao trinh Tin hoc dai cwong, NXB Dai

6. Phwong phap, hinh thitc té chirc day hoc

Phwong phap, CDR ciia HP | Phuong phap,
hinh thic to Muc dich dat dwoc hinh thirc hoc
charc day hec CLOs cua nguwoi hoc
] Gidp SV nam duoc cac noi dung| CLO1.1 Ling nghe, tiép
Dién giang kién thirc co ban lién quan toi cac CLO1.2 Ahan th@ng’tin
bai thuc hanh CLO1.3 :
- Gilp SV cung co kién thac, hinh
dung duoc trinh ty cac thao tac, cac Ling nghe, theo
budc khi thyc hién mot bai tap, CLO1.1 déi trinh tu cac
nhiém vu cu thé. CLO1.2 budc thuc hién.
- Giup SV lam quen céc thao téc, ky CLO2.1
Thuc hanh nang thuc hanh. CLO2.2 Thuc hanh cac
- Gilp SV ghi nhg, c6 kha nang phan CLO3.1 bai tap theo céac
Xa Vva nang cao cac thao tac, k§ nang CLO3.2 budc, lam viéc
d3 hoc, biét van dung dé giai quyét nhom, tuong tac
cac tinh hudng gap phai trong thuc
tién.
- Po ludng sy tién bo, danh gia ning
Iu:c kiéAn thl:\l’C, kg nang, _Iiiéu biét Ya On luyen kién
muac d0 hoan thanh nhiém vu cua , ,
thuc, thao tac,
Kiém tra SV : CLO3.2 Ky ning thuc
- Banh gia hiéu qua qua trinh giang CLO3.3 . < .
, LA hanh va céch
day cua Gy, cung cap théng tin cho 1Am bai kidm tra
GV vé chat luong giao duc, dao tao '
cua hoc phan.

7. Ké hoach giang day chi tiét

<. N CPR hoc phan
Buéi hoc Noi dung C(CLOS)
1) (2)
Tudn 1 Chuong 1: Cac thao tac co ban CLO11
2 trén hé diéu hanh Windows CLOL1.2
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Bai 1.1: Cac thao tac co ban quan CLO1.3
ly Desktop, thiét lap méi truong CLO2.1
Trinh bay néi dung va lam viéc cho Windows CLO2.2
kién thuc lién quan CLO1.1
Bai 1.2: Windows Explorer — Cac CLO1.2
thao tac trén thu muc, tép tin CLO2.1
CLO2.2
Bai 1.3: Windows Explorer, CLO2.2
Shortcut va chac ning tim kiém CLO3.1
tap tin CLO3.2
Giao bai tap thuc hanh | oi 20 1 Bai tap 2, Bai tap 3, Bai
Gitip SV sira I3 tap 4, Bai tdp 5, Bai tdp 6
Chuong 2: Xir ly van ban co ban
Bai 2.1. Soan thao va dinh dang van ban hanh chinh nha nuwdc
2.1. Thiét 1ap moi truong lam viéc
Trinh bay néi dung va cho Microsoft Word
kién thirc lién quan 2.2. Soan thao van ban
. | 2.3 Dinh dang vn ban cLOL1
Giao SV soan thao va Bai tgp 1: Mau don
. Ls: e i X s s CLO1.2
dggh dang cac bai tap Bai tap 2: Maju to’trmh CLOL3
mau Bai tdp 3: Mau giay gidi thiéu CLOZ.l
Bai 1: Pon xin viéc '
. . ai 2: To trinh mua sam thiét CcLOz.2
Tuin 2 Giao céc bai thyc hanh bi Bal CLO1.1
dinh dang —van ban| e o i dii thieu (chinh | Cor
(khong soan thao, chi quyén) ' - gtggé
dinh dang trén cac van N , :
ban tho da 6 sin trong | ool & Glay gidi thicu (Dang) CLO2.2
_ Bai 5: Giay moi hop
thu MUC | Bai 6: Gidy moi xin y kién CLos1
C:\Users\Public\BTTH o A N .
Tin hoc dai cuong\Bai Bai 7- G:ay moi du Hoi nghi
2.1\vanbantho) tru_c tuyen.. .
Bai 8: Thong bao thoi gian xét
., L ixe tuyéen vién chac
Gilp SV st loi Bai 9: Bién ban thanh Iy hgp
d6ng thué nha
Chwong 2: Xir ly van ban co ban CLO11
Bai 2.2. Soan thao va dinh dang van ban hanh chinh va van CLO1.2
ban cua bang CLO1.3
Tuan 3 ligzrlhziﬁiézoéu:lrjlng va Céac thao tac dat Tab trong van ban gtg;;
Giao SV soan thao va e N i CLO1.1
dinh dang cac bai tap Baitap 1, Bai tap 2, Bai tap 3 CLO1.2
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Van ban hanh chinh: CLO2.1
Bai 1: Quyét dinh tuyén dung CLO2.2
cong chuc CLO2.2
Giao céc bai thuc hanh | Bai 2. Bién ban thanh ly hop CLO3.1
dinh  dang van ban dong“ 3
(khong soan thao, chi ;Bal 3 Cf)ng van st dung phan
dinh dang trén cac van mem guan ly ; .
i N Bai 4: Hop dong kinh té
ban thé da c6 san trong . A s X £
_ Bai 5: Cong dién phong chong
thu MUC | dich Covid19
C:\Users\Public\BTTH L ,
. ) . | Van ban cua Pang:
Tin hoc dai cuong\Bai A 2 Lz .
2.2) Bai 1: Tong hop y kién nhan
' xét cua cac doan thé chinh trj -
. T xa hoi...
Gilp SV sua lol Bai 2: Noi quy dai hoi chi bo
Bai 3: Bién ban kiém phiéu bau
chiuy chi bo
Bai 4: Bién ban dai hoi chi bo
Chuong 2: Xir ly van ban co ban
Bai 2.3. binh dang van ban: column, drop cap, bullets and
numbering, tab, border and shading
2.1. Van ban c6t bao
Trinh bay néi dung va \ g . CLO1.2
T 2.3. Str dung Tab trong van ban
kien thac lién quan , A 5 CLO1.3
2.4. BPong khung va té nén cho van
. i CLO2.1
ban (Border and Shading)
, , X CLO2.2
2.5. Tao ky tu hoa lén dau doan
N CLO1.1
Tuan 4 (Drop Cap)
- = - CLO1.2
- Giao cac bai thuc hanh
N . , CLO2.1
(khéng soan thao, chi
. I CLO2.2
dinh dang) céac bai tap
A CLO2.2
thd cd san trong thu CLO3.1
muc: Bai 1, Bai 2, Bai 3, Bai 4, Bai 5, '
C:\Users\Public\BTTH Bai 6, Bai 7, Bai 8, Bai 9.
Tin hoc dai cuong\Bai
2.3\vanbantho)
- Gilp SV sua 16i
Chuong 2: Xir ly van ban co ban CLO11
Ui Bai 2.4. Chén cac ddi twong vao vin ban: picture, wordart, CLO1.2
a symbol, header and footer, equation, chart, symbol, shapes, CLO1.3
smartart CLO2.1
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2.1. Cheén va hiéu chinh hinh vé CLO2.2
2.2. Chen va hiéu chinh chir nghé CLO1.1
thuat CLO1.2
2.3. Cheén chit to (Drop Cap) dau CLO2.1
doan van ban CLO2.2
2.4. Cheén ky tu dat biét: CLO2.2
Trinh bay néi dung va 2.5. Chen va hiéu chinh hinh anh CLO3.1
kién thuc lién quan 2.6. Chén va dinh dang hinh anh
tur thu vién Office
2.7. Chén va hiéu chinh so d6
2.8. Chén va hiéu chinh biéu do
2.9. Lap va hiéu chinh biéu thtc
toan hoc
- Giao cac bai thuc hanh
(khéng soan thao, chi
dinh dang) céc bai tap thod
c6 san trong thu muc: | ... Ny . ‘. N
C:\Users\Public\BTTH B?! L B\a.l 2 Bf’f“ 3, Bai 4, Bai 5,
. . . | Bai 6, Bai 7, Bai 8.
Tin hoc dai cuong\Bai
2.4\vanbantho)
- Gilip SV sua 16i
Chuwong 2: X ly vin ban co ban
Bai 2.5. Tao va lam viéc vai bang biéu I _ CLOL1
2.1. Tao méi mot bang bicu
. A bes 2 CLO1.2
2.2. binh dang trén bang biéu
. N . Lk , A las CLO1.3
Trinh bay ndi dung va 2.3. Sap xep thur tu trén bang CLO?21
kién thuc lién quan 2.4. Tinh toan trén bang '
n = : CLO2.2
- Giao céc bai thuc hanh
A A X , CLO1.1
Tuan 6 | (khdng soan thao, chi
dinh d <c bai tAp tho CLO1.2
1,n :ang) cac bai tap tho CLO2.1
cO san trong thu muc: CLO2.2
C:\Users\Public\BTTH Bai 1, Bai 2, Bai 3, Bai 4, Bai 5 CLOZIZ
Tin hoc dai cuong\Bai CL03.1
2.5\vanbantho) '
- Gilp SV sua 16i
Chuong 2: Xir ly van ban co ban CLO1.1
Bai 2.6. Mot s6 chic niang nang cao trong Word: Tron vin CLO1.2
N ban, tim kiém va thay thé, auto correct, track change CLO1.3
Tuan 7 ——
Trinh bav nai dund va 2.1. Tron van ban: CLO2.1
il th&c’iiéﬁ an 9 V&5 2 Tim kiém va thay thé CLO2.2
a 2.3 Chure nang Auto correct CLO11
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2.4 Chirc nang track change CLO1.2
2.5 Chtrc nang so sanh 2 van ban CLO2.1
- Giao céc bai thyc hanh CLO2.2
(khéng soan thao, chi CLO2.2
dinh dang) céac bai tap CLO3.1
thd cd sin trong thu
QRESHS\Pub“C\BTTH Bai 1, Bai 2, Bai 3, Bai 4, Bai 5
Tin hoc dai cuong\Bai
2.6\vanbantho)
- Gilp SV stra 16i
Chuong 2: Xir ly van ban co ban
Bai 2.7. Tao muc luc tu dong cho tai liéu
‘ \ N ‘ 2.1. Tao muc luc tu dong‘ o CLOL1
Tr!nh bay noi dung va | 2.2. Tag muc luc cho hinh vé va CLOL2
kien thirc lién quan bang biéu , CLOlIS
I2u§ Chinh Stra, Update, X6a muc gtg;;
Huéng dan thyc hanh | gaig paio CLOL1
‘ cac bai tap mau CLOL2
Tuan 8 |- Giao cac bai thyc hanh
A . , CLO2.1
(khéng soan thao, chi
dinh dang) céac bai tap cLo2.2
AR CLO2.2
tho co san trong thu | pois paiyg. CLO3.1
muc. CLO3.2
C:\Users\Public\BTTH CLO3.3
Tin hoc dai cuong\Bai '
2.7\vanbantho)
K[em tr.a} Bai kiém tra bai s6 1
Dénh gia
Chuwong 3: Trinh chiéu co ban CLO1.1
Bai 3.1. Tao file trinh chiéu powerpoint CLO1.2
2.1. Lam quen véi moi truong lam CLO1.3
viéc cho Microsoft Powerpoint CLO2.1
Trinh bay noéi dung va | 2.2. Tao bai thuyét trinh co ban CLO2.2
Tuin 9 kién thuc lién quan 2.3. Xay dung noi dung bai thuyét CLO1.1
trinh CLO1.2
- Giao céc bai thyc hanh CLO2.1
(khéng soan thao, chi CLO2.2
dinh dang) cac bai tap | Bai 1, Bai 2, Bai 3. CLO2.2
thd c6 sin trong thu CLO3.1

muc:




160

C:\Users\Public\BTTH
Tin hoc dai cuong\Bai
3.1\vanbantho)

- Gilp SV sua 16i

Chuwong 3: Trinh chiéu ¢

o ban

Bai 3.2. Lam viéc vai hiéu tng, hoat canh trong Powerpoint

2.1. Tao hiéu tng cho noi dung CLO11
Trinh bay néi dung va | trong slide CLO1.2
kién thirc lién quan 2.2 Tao hiéu &ng chuyén giira cac CLO1.3
slide CLO2.1
- Giao cac bai thuc hanh CLO2.2
N (khéng soan thao, chi CLO1.1
Tuan 10 dinh dang) céc bai tap CLO1.2
thd cO san trong thu CLO2.1
muc: . ‘s ‘s CLO2.2
C:\Users\PubliogTTH | oot 1 Baiz, Bai3. CLO2.2
Tin hoc dai cuong\Bai CLO3.1
3.2\vanbantho)
- Gilp SV stra 16i
Chuwong 3: Trinh chiéu co ban
Bai 3.3. Bai tap Powerpoint tong hop CLO1.1
Trinh bay noi dung va | Sinh vién doc lai cac kién thic CLO1.2
kién thirc lién quan lién quan & Bai 3.1 va Bai 3.2 CLO1.3
- Giao céc bai thyc hanh CLO2.1
(khong soan thao, chi CLO2.2
dinh dang) cac bai tap CLO1.1
Tuin 11 thd c6 sin trong thu CLO1.2
MuC. . Bai tdp tong hop cLoz.l
C:\Users\Public\BTTH ' ' CLO2.2
Tin hoc dai cuong\Bai CLO2.2
3.3\vanbantho) CLO3.1
CLO3.2
- Gillp SV sura 16i CLO3.3
K[em trﬂ Bai kiém tra bai s6 2
bénh gia
Chwong 4: Sir dung Internet co ban CLO1.1
. N . | 2.1. Internet la gi? CLO1.2
Tudn 12 I%erhziynérﬁoéuiﬁng " 22 Lieh si pht trién CLOL3
2.3. Cau trdc Internet CLO2.1
2.4. Céc dich vu lién quan CLO2.2
- Giao cac bai thyc hanh | Bai 1, Bai 2, Bai 3. CLO1.1
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(khéng soan thao, chi CLO1.2
dinh dang) céac bai tap CLO2.1
thd cd san trong thu CLO2.2
muc: CLO2.2
C:\Users\Public\BTTH CLO3.1
Tin hoc dai cuong\Bai CLO3.2
4\vanbantho) CLO3.3
- Gilp SV sua 16i
Kiém tra Bai kiém tra bai s6 3 (tong hop)
banh gia
8. Panh gia két qua hoc tap
Str dung thang 10 diém cho tat ca cac hinh thirc danh gia trong hoc phan.
. i Chuan
TT };';:'hﬂg‘i‘;c Tiéu chi danh gia Théi diém | diu ra HP TZ%“g
(CLOs)
Tinh chu dong, muc do tich cuc
chuan bi bai va tham gia cac| ... N CLO3.3
. . Hang tuan
1 | Chuyeén cn hoat. dqng trong gio hocﬂ:. ’ 10%
Thoi gian tham du budi hoc bat
budc, vang khéng qua 20% sb | Hang tuan | CLO3.3
tiét hoc.
Bai kiém tra vé Windows va Tuin 8
soan thao van ban CLO1.1
Bai kiém tra vé trinh bay béo cao Tudn 11 CLO1.2
trén Powerpoint CLO1.3
Lo Bai kiém tra tong hop vé CLO21 0
2 | Quatrinh Windows, soan thdo van ban, CLO2.2 40%
trinh bay bdo cdo va sir dun A CLO2.3
Internet ’ ®| Tudn12 CLO3.1
CLO3.2
CLO3.3
CLO1.1
CLO1.2
£ CLO1.3
’ - Hinh thirc thi: thuc hanh };{) I;i(l’l 1;‘; CLO2.1
3 | Cudi ky - Tiéu chi danh gia bai thi: theo N he CLO2.2 50%
thang diém di duoc phé chuén. i‘rﬁ;’n | cLo23
£ | cLo31
CLO3.2
CLO3.3




162

9. Thong tin vé giang vién

TT Hoc ham, hch Vi bién thoai Email
Ho va tén : :
1 | GVC, ThS. Pham Thi Thanh Giang | 0983079352 giangpt03@gmail.com
2 | GVC, ThS. Lé Thanh Hung 0982347669 Ithungtb@gmail.com
3 | TS. Tran Hitu Anh 0899270666 | anhuni1l006@gmail.com
4 | GVC, ThS. Nguyén Tién Cuong 0989067419 | thanhcongtbpc@gmail.com
5 | ThS. Tran Thi Thu Huong 0979658586 | tranhuongdhcn@gmail.com
6 | ThS. Pao Thi Phuong Thuy 0989997839 | thuy.vdc@gmail.com

10. Cac quy dinh chung

Cam két cua giang vién

Giang dung ké hoach giang day, ding dé cuong chi tiét
hoc phan va ding thoi lugng tiét hoc, thoi gian quy dinh

Yéu cau doi véi sinh
Vién

Tham du day du cac budi hoc theo quy dinh, chuan bi, doc

bai trudce khi 1én 16p

Quy dinh vé tham dy
16p hoc

Trang phuc theo quy dinh cua Truong, Khoa; c6 gido

trinh, tai liéu mon hoc

Quy dinh vé hanh vi
trong 16p hoc

Nghiém tuc, tich cuc hoc tap

Quy dinh vé hoc vu

Lam day du céc yéu cau cua giang vién.

Cac quy dinh khéc

Thuc hién dung quy tac tng xur ctia Truong

Trwéng khoa
(Ky, ghi rd ho tén)

Thai Binh, ngay ..... thang .... nam 2021

Trwéng bo mén
(Ky, ghi rd ho tén)

ThS. Pham Thi Thanh Giang ~ TS. Tran Hitu Anh

Giang vién
(Ky, ghi rd ho tén)

ThS. Tran Thi Thu Huong
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