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UBND TINH THAI BINH CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG DAI HOC THAI BINH Poc 1ap — Tw do — Hanh phiic

PE CUONG CHI TIET HQC PHAN
TIN HOC DAI CUONG
Nganh dao tao: Dai hoc Ké toan, Quan tri Kinh doanh, Kinh te, Luat, Tai chinh
ngin hang, Pi¢n- Dlgn tir, Co khi.

(Ban hanh theo Quyét dinh s6 640 ngay 14 thang 12 ndm 2019 cia Hiéu truéng
truong Pai hoc Thdi binh )

1. Tén hoc phan: Tin hoc dai cuong M3 hoc phan: 0101001558
2. S6 tin chi: 3 (2,1,5)
3. Trinh d9: Cho sinh vién nim thir nhat
4. Phan bo thoi gian
- Lén 16p:
+ Ly thuyét + Thyc hanh: 57 tiét
+ Seminar/Bai tap: O tiét
+ Kiém tra: 3 tiét; s6 bai kiém tra dinh ky: 3 bai
- Tw hoc: 75 tiét
5. Piéu kién tién quyét: D3 hoan thanh chuong trinh PTTH.
6. Muc tiéu ciia hoc phan

Sau khi hoan tat hoc phan sinh vién c6 kha nang:

6.1. Vé kién thirc: Cung cip cho sinh vién cac kién thirc tong quan vé hé thong
may tinh, hiéu chirc ning cia cac thanh phan trong hé théng may tinh, phan loai duoc
céc hé diéu hanh va thao tac tdt trén hé diéu hanh Windows 8... Soan thao dugc vin ban
trén phén mém Microsoft Word 2013, biét cach tao mot bai bao céo trén phén mém
PowerPoint 2013, biét khai thac va st dung cac dich vu trén Internet.

6.2. Vé ky ning: Biét van dung, khai thac va st dung may tinh, sitr dung cac phan
mém ng dung vin phong trong qua trinh hoc tap va lam viéc.

6.3. Vé ning luc tw chii va tw chiu trdch nhigm: Sinh vién tu gic, chi dong trong
hoc tap, ¢ ¥ thire to chire ky luat va tu chiu trach nhiém.

7. M ta vin tit ndi dung cﬁa hoc phin:

Hoc phén “Tin hoc dai cuong” vai thot gian 30 tlet ly thuyét va 30 tiét thyc hanh
nham cung cip cho sinh vién nhirng kién thirc co ban vé cau trac va cac thanh phan co
ban cta may tinh, cac khai niém phan cung, phan mém, hé diéu hanh; hé soan thao vin
ban Microsoft Word 2013, Microsoft Powerpoint 2013 va str dung Internet.

8. Nhiém vu cia sinh vién

- Dy 16p: Trén 80% s tiét hoc trén 16p.

- Tham gia day du 2 bai kiém tra dinh ky va 1 bai thi ky thi két thiic hoc phan.

- Tu hoc ¢ nha, nghién ctru tai li¢u trudce khi 1én 16p.

- Khéc: theo yéu cau cua giang vién
9. Tai liéu hoc tap

- Gi4o trinh chinh:

[1] PGS.TS Han Viét Thuan- Gido trinh Tin hoc dai cwong, NXB Pai hoc Kinh
té qudc dan 2010.

- Tai liéu khac:



112

[2] Khoa cong ngh¢ thong tin - Truong Pai hoc Thai Binh, Bai giang Tin hoc dai
cuong, luu hanh noi bo, 2019.

[3] Thi Thanh Giang, Hoang Phuong Bic- Ung dung cong nghé thong tin co ban-
NXB Lao dong- xa hoi.

[4] Khoa cong nghé thong tin - Truong Dai hoc Théi Binh, Tai liéu Huong dan
thwe hanh Tin hoc dai cuong, luu hanh noi bo.
10. Tiéu chuan danh gia sinh vién

Thuc hién theo Quyét dinh s6 17/VBHN ngay 15/5/2014 ctia B trudng Bo Gido

duc va Pao tao vé viéc hop nhét Quyét dinh s6 43/2007/Qb-BGDDT va Thong tu )
57/2012/TT- BGDDT vé “Quy ché dao tao dai hoc va cao dang hé chinh quy theo hé
thdng tin chi”; Quyét dinh s6 337/QD - DPHTB ngay 15 thang 7 nim 2019 cua truong
Dai hoc Thai Binh ban hanh “Quy ché dao tao Pai hoc theo hé thdng tin chi tai truong
bai hoc Thai Binh”.

STT|  Diém thanh phin Quy dinh Treng | Ghi cha
w Danh gia nhan thuec, théi
1 | biém danh gia giang vién | do thao luan, chuyén 10%
can, lam bai tap ¢ nha.
2 | Biém kiém tra dinh ky 02 bai kiém tra 40%
) . Thi thuc hanh
3 | Thi ket thuc hoc phan 01 bai thi 50% | Thoi gian thi
90’

11. Thang diém: Sir dung thang diém diém 10 cho tat ca cac hinh thirc danh gid trong
hoc phan.
12. Noi dung chi tiét hoc phan

Ly Thuc Kiém tra
Chuong Tén chuong thuyét hanh .z
& 4 (t1et)
(tiet) (tiet)
1 Chwong 1: TONG QUAN VE MAY TINH | 4 0 0

I. Thong tin va xtr Iy thong tin
I1. Céc thanh phan co ban ciia may tinh
III. Cac hé dém

2 Chuong 2: HE PIEU HANH 4 3 1
I. Téng quan vé hé diéu hanh
II. H¢ diéu hanh WINDOWS 8

3 Chwong 3. MICROSOFT WORD 2013 14 17 1
I. Gi61i thiéu Microsoft word 2013

Il. Céc thao tac co ban

ITII. Pinh dang tai liéu

IV. Phan trang — tiéu dé dau trang, cudi
trang

V. Van ban cdt bao
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Chuong

Tén chuong

Ly
thuyét

(tiét)

Thuc
hanh
(tiét)

Kiém tra
(tiét)

VI: Lam viéc véi bang biéu

VII: Lam viée véi cac d6i tuong dd hoa
trong van ban

VIII: Tron, in thu va in tai liéu

Chwong 4: MICROSOFT
POWERPOINT 2013

I. Gi6i thiéu PowerPoint 2013

II. Tao bai thuyét trinh co ban

I1I. X4y dung noi dung bai thuyét trinh
IV. Lam viéc vdi cac hiéu tng, hoat canh
V. Chuan bj thuyét trinh

VI. Trinh chiéu bai thuyét trinh

Chuwong 5: SUDUNG INTERNET

I. G161 thiéu Internet

I1. Mot sb khai niém

I[I1.Cac dich vu thong dung trén Internet
IV.Trinh duyét Web IE 9.0

V.Tim kiém thong tin trén Internet

VI. Dich vu Email

Tong cong:

30

27
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13. Hinh thirc va ndi dung tirng tuin:

Hinh thiac TC
day hoc

Noi dung

Thoi
gian
(tiét)

Yéu cau SV
chuan bi va
dia chi tw
liu

Ghi
chu

Tuan 1

Ly thuyét

Chuong 1: TONG QUAN VE
MAY TINH

I. Thong tin va xir ly thong tin

1. Thong tin va ma hoa thong tin

2. Don vi do thong tin

II. Cic thanh phan co ban cia
may tinh

1. Phan cung (Hardwave)

2. Phan mém (Sortwave)

III. Cac hé dém

1. Cac hé dém

1.1. H¢ 10 ( HE thap phan: Decimal)
1.2. H¢ 2 (H¢ nhi phan: Binary)

1.3. Hé 16 (Hexadecnnal)

2. Chuyen d6i N glu:a cac he dém
2.1. Chuyén d6i so tir hé dém co s6
b sang hé 10

2.2. Chuyen do6i so tr hé dém 10
sang hé dem co so b

2.3. Chuyén d6i s6 tir hé 16 sang hé
2 vatu hé 2 sang hé 16

3. Céc phép toan trong hé 2

Tai liéu [1]
Chuong 1
Poc thém

Tai liéu [2],

[3]: Chuong

1, 2.

Tu hoc

SV doc Tai liéu [1] Chuong 1.
Poc thém
Tai liéu [2], [3]: Chuong 1, 2.

Tuan 2

Tich hop

Chuong 2: HE PIEU HANH

I. Tong quan vé hé¢ diéu hanh

1. Khai ni€ém hé diéu hanh

2. Cac dbi twong do hé diéu hanh
quan ly

II. H¢ diéu hanh WINDOWS 8

1. Khoi dong Windows 8

2. Quén ly va cdu hinh Windows 8

Tai liéu [1]
Chuong 2
Poc thém

Tai liéu [2],

[3] Chuong

3.

Tuw hoc

Poc thém
Tai liéu [2], [3] Chuong 3.

Tuin 3

Tich hop

I1. H¢ diéu hanh WINDOWS 8

3. Wlndows Explorer

4. Mot sé tién ich

5. St Dung Tiéng Viét Trong
Windows

5.1. Tiéng Viét trong Windows

5.2. St dung UniKey

Tai liéu [1]
Chuong 2
Poc thém

Tai liéu [2],

[3] Chuong

3.

Tu hoc

Poc thém
Tai li€u [2], [3] Chuong 3.
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Hinh thic TC Thoi Yéuocﬁu SV
day hoc n gian chuanbiva | Ghi
Ngi dung (tié) | diachitw | cha
liu
Tuéan 4
Chwong 3. MICROSOFT WORD
2013
I. Giéi thiéu Microsoft word Tai lie
2013 ai liéu [1]
Tich h 1. Lam quen véi giao dién 3 %hlw}lllg 3
1 hOP 1 Microsoft word 2013 T‘QC.E em
2. Hé théng Ribbon ai lidu [3]
T g Bl - Chuong 8.
II. Cac thao tac co ban
1. Tao mot tai li€u moi
2. Nhap vén ban
Tu hoc DQ.C Fhém
o Tai liéu [3] Chuong 8.
Kiém tra 1
Dénh gia
Tuén 5
Chuwong 3. MICROSOFT WORD
2013 (tiep)
II. Cac thao tac co ban Tai lidu [1]
3. Md& mot tai liéu c6 san :
, 4. Luu trir tai liéu Chuong 3
Tich hop 5 Bz A 4 Doc thém
ao mat tai liéu T
6. Dong lai mot tai li¢ Tai licu [3]
& u Chuong 8.
7. Céac ché @0 hién thi tai liéu
8. Céc thao tac co ban trén khéi
van ban
Tu hoc DO.C .thém
Co Tai li¢u [3] Chuong 8.
Tuan 6
Chuong 3. MICROSOFT WORD
2013 (tiep)
III. Pinh dang tai li¢u
1. Gidi thiéu
2. Pinh dang ki tu
2.1. Pinh dang ky tu
2.2. Tao chir hiéu ung (Text Effect)
2.3. Chen ky hi¢u (Symbol) vao Tai liéu [1]
van ban . Chuong 3
Tich hop 2.4. Tao ky tu hoa 16n dau doan 4 Doc thém
(Drop Cap) Tai liéu [3]
2.5. Chuyen d6i khéi van ban thanh Chuong 9.

chir hoa va nguoc lai

3. Dinh dang doan

3.1. Thut le doan van (Indentation)
3.2. Canh le doan van (Ahgnment)
3.3. Thay dbi khoang cach doan va
khoang cach dong (Paragraph
Spacing and Line Spacing)
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Hinh thiac TC
day hoc

Noi dung

Thoi
gian
(tiét)

Yéu cau SV
chuan bi va
dia chi tw
liu

Ghi
chu

Tu hoc

Poc thém
Tai li¢u [3] Chuong 9.

Tuan 7

Tich hop

Chuwong 3. MICROSOFT WORD
2013 (tiep)

III. Pinh dang tai li¢u

3.4. Panh dau va danh sb dau muc
(Bullets and Numbermg)

3.5. Tao danh sach da cap
(Multllevel List)

3.6. St dung Tab trong van ban
3.7. Pong khung va t6 nén cho van
ban (Boder and Shading)

4. Dinh dang trang

4.1. Kho gidy (Paper Size)

4.2. L& trang (Margins)

4.3. Dan trang (layout)

5. Dinh dang mdt phan doan —
phan trang

5.1. Tao mdt phan doan

5.2. X6a bo mot ddu ngit phan
doan

IV. Phan trang tiéu dé dau
trang, cuoi trang

1. Phén trang

2. Danh s trang don glan

3. Tiéu dé dau trang va tiéu dé cudi
trang

Tai liéu [1]
Chuong 3
DPoc thém
Tai liéu [3]
Chuong 9.

Tu hoc

Poc thém
Tai li€u [3] Chuong 9.

Tuan 8

Tich hop

Chuwong 3. MICROSOFT WORD
2013 (tiep)

V. Vin ban cdt bao

1. Mé dau

2. Dinh dang van bang nhiéu cot
3. Chén thém dau ngit cot

VI: Lam viéc véi bang biéu

1. Tao mdi mot bang

2. Céc thanh phan cua bang

3. Céc thao tac trén bang biéu
3.1. Di chuyén con tro trong bang
3.2. Nhéap dir liéu vao bang

3.3. Céc thao tac chon bang

3.4. Diéu chinh chiéu rong cot va
chiéu cao dong

3.5. Chén thém dong, cot

3.6. Xdba cdt, dong, bang

Tai li¢u [1]
Chuong 3
Poc thém
Tai ligu [3]

Chuong 11.
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Hinh thiac TC
day hoc

Noi dung

Thoi
gian
(tiét)

Yéu cau SV
chuan bi va
dia chi tw
liu

Ghi
chu

Tu hoc

Poc thém
Tai liéu [3] Chuong 11.

Tuan 9

Tich hop

Chuwong 3. MICROSOFT WORD
2013 (tiép)

VI: Lam viéc véi bang biéu

3.7. X6abo o

3.8. Tron nhiéu 6 thanh mot 0
3.9. Tach mét 6 thanh nhiéu 6
3.10. Téach mot bang thanh hai
bang

3.11. Hiéu chinh bang

3.12. Thém dudng vién va td nén
cho bang

3.13. DPinh dang doan bén trong
bang o

3.14. Chuyén doi qua lai gifita van
ban va bang

4. Sap xép thir tu trong bang

5. Tinh todn trén bang

Tai liéu [1]
Chuong 3
Poc thém
Tai liéu [3]

Chuong 11.

Tu hoc

Poc thém
Tai li¢u [3] Chuong 11.

Tuan 10

Tich hop

Chwong 3. MICROSOFT WORD
2013 (tiep)

VII: Lam vi¢c v6i cac doi twong
dd hoa trong vin bén

1. Giéi thiéu

2. Cheén va hiéu chinh hinh vé
2.1. Chén hinh vé

2.2. Thém van ban vao hinh vé
(Add Text)

2.3. Hiéu chinh hinh v¢&

3. Chen va hi¢u chinh chir ngh¢
thuat

3.1. Chén WordArt

3.2. Hiéu chinh WordArt

4. Chén va hi¢u chinh hinh anh
4.1. Chén hinh anh

4.2. Hiéu chinh hinh anh

5. Chen va hi¢u chinh Clipt art
6. Cheén va hiéu chinh so dd
(SMARTART)_

6.1. Chén so dd .

6.2. Hiéu chinh so do

Tai liéu [1]
Chuong 3
Poc thém
Tai liéu [3]

Chuong 10.

Tu hoc

Poc thém
Tai li€u [3] Chuong 10.

Tuan 11
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Hinh thiac TC Thoi Yéu cau SV
day hoc n gian chuanbiva | Ghi
Ngi dung (tié) | diachitw | cha
liu
Chuang3 MICROSOFT WORD
2013 (tiep)
VII: Lam vi¢c v6i cac ddi twong
dd hoa trong van ban
7. Chén va hiéu chinh biéu dd
(CHART)
7.1. Chén biéu dd
7.2. Hiéu chinh biéu do Tai ligu [1]
8. Lap va hiéu chinh biéu thirc toan Chuone 3
Ti hoc (EQUATION) g
ich hop A \ e xs pen 3 Doc thém
VIII: Tron, in thw va in tai li¢u Tai lidu I3
. Gi6i thigu at lieu 3]
A e Chuong 10.
2. Trdn va in thu v&i mail merge
wizard .
3. Tron va in thu bang Tab
Maillings
4. In tai liéu
4.1. Chon may in
4.2. Xem lai van ban truéc khi in
4.3. Intai liéu
Tu hoc Doc thém
T Tai li€u [3] Chuong 10.
Kiém tra 1
Danh gia
Tuin 12
Chuong 4: MICROSOFT 1
POWERPOINT 2013
I. Gidi thiéu PowerPoint 2013 Tai lidu [1]
1. Cach khot dong PowerPoint 2013 Chuone 4
, 2. Thoat khoi PowerPoint 2013 g
Tich hop IL T x - 4 Doc thém
ao bai thuyet trinh co ban Tai lidu [3]
1. Tao bai thuyét trinh méi :
Ye Chuong 21.
2. Luu bai thuyét trinh
3. Cac thao tac voi slide
4. M¢ va dong bai thuyét trinh
Tu hoc Boc thém
T Tai li€u [3] Chuong 21.
Tuin 13
Chwong 4: MICROSOFT 2
POWERPOINT 2013 (tiép) )
1. Xay dung ndi dung bai thuyét Tai liéu [1]
trinh Chuong 4
Tich hop IV. Lam vi¢c voi cac hi€u ing, hoat 3 Poc thém
canh Tai li¢u [3]
V. Chuén bi thuyet trinh Chuong 21.

VI. Trinh chleu bai thuyet trinh
1. Trinh chiéu bai thuyét trinh
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cua gidng vién.

Hinh thiac TC Thoi Yéu cau SV
day hoc n gian chuanbiva | Ghi
Ngi dung (tié) | diachitw | cha
liu
2. Thoat khoi trinh chiéu bai thuyét
trinh
Tu hoc Doc thém
Co Tal liéu [3] Chuong 21.
Kiém tra 1
Dénh gia
Tuin 14
Chwong 5: SUDUNG
INTERNET Tai liéu [1]
L. Gi61 thi€u Internet Chuong 5
Tich hop II. M6t s6 khai niém 4 Doc thém
: II1.Céac dich vu thong dung trén Tai liéu [3]
Internet Chuong 24.
Tu hoc Doc .thém
Co Tai li¢u [3] Chuong 24.
Tuan 15
Chuong 5: SU DUNG
INTERNET (tiep) Tai liéu [1]
IV.Trinh duyét Web IE 9.0 Chuong 5
Tich hop V.Tim kiém thong tin trén Internet 4 Doc thém
VI. Dich vu Email Tai li¢u [3]
X ) . Chuong 25.
On tap két thiic hoc phan
Sinh vién lam dé€ cuong On thi két
Tu hoc thiic hoc phan theo sy hudéng dan

14. Ngudn lye gidng day hoc phan:
14.1. Co sé vt chit, trang thiét bi:
- Phong hoc: Phong thuc hanh may tinh: F205, F2.07, F211, F213, F217, F303.
- Trang thiét bi: Phong may cé déy du hé théng dién, &nh sadng, may tinh, mang LAN,
phan mém mang ao.




14.2. Giang vién giiang day:
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TT | Hoc ham, hocvi. Hovatén | Pi¢n thoai Email

1. [ThS. Hoang Phuong Béc 0989742766 |pac13tl@gmail.com

2. [ThS. Nguyén Thi Sinh 0987777386 |nguyenthisinha2@gmail.com
3. [TS. Tran Hiru Anh 0899270666 [anhunil006@gmail.com

4. [ThS. Pham Thi Thanh Giang 0983079352 |giangpt03@gmail.com

5. [ThS. Lé Thanh Hung 0982347669 (Ithungtb@gmail.com

6. [ThS. Nguyén Tién Cuong 0989067419 thanhcongtbpc@gmail.com
7. [ThS. Tran Thi Thu Huong 0979658586 tranhuongdhcn@gmail.com
8. [ThS. Bao Thi Phuong Thiy 0989997839  thuy.vdc@gmail.com

15. Cac quy dinh chung

Cam két cua gidng vién

Giang dung k€ hoach giang day, dung d€ cuong
chi tiét hoc phan va ding thoi lugng tiét hoc, thoi

gian quy dinh

Quy dinh vé tham du 16p hoc

Trang phuc theo quy dinh ctia Truong, Khoa; cé
gido trinh, tai liéu mon hoc

Quy dinh vé hanh vi trong 16p hoc

Nghiém tuc, tich cuc

Quy dinh vé hoc vu

Lam day du cac yéu cau cua giang vién.

Céc quy dinh khac

Thuc hién ding quy tac ing xur cua Truong

Truwéng khoa
(Ky va ghi ro ho tén)

Hoang Phwong Bic

Thai Binh, ngay 20 thang 12 nam 2019

Trwong b6 mon
(Ky va ghi ro ho tén)

Tran Hiru Anh
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