BO GIAO DUC & PAO TAO CONG HOA XA HOI CHU NGHIA VIET NAM
BQL CAC KCX & CN TPHCM boc lap-Ty do-Hanh phuc
TRUONG CAO PANG BCCN & QTDN

TP.HCM, ngay thang nam 2011

PE CUONG CHI TIET MON HQC
TIN HOC PAI CUONG

1. Théng tin chung vé hoc phén:
- Tén hoc phan: Tin hgc dai cwong
- Sb tin chi: 4
= Ly thuyét: 10 tiet
»  Thyc hanh: 60 tiét
= Bai tap: 10 tiét
= Ty hoc: 10 tiét
2. B0 mon phu trach giang day: B mon Tin hoc, Khoa Cong nghé thong tin
3. M0 ta hoc phan:
Hoc phan nay cung cip nhiing klen thire tin hoc co ban. Cung cip mot sd klen thure
Ve tin hoc van phong. Gilp sinh vién nim kién thirc vé tin hoc van phong, bao gom mot
s6 kién thirc cur ban nhu sau:
= Hg¢ diéu hanh Windows
. Gi6i thiéu va stir dung trinh soan thao vin ban véi MS Word
. Gi6i thiéu va sir dung bang tinh dién tir vdi MS Excel
= Gidi thiéu va st dung trinh chiéu slide v&i PowerPoint
. Gioi thiéu va sir dung Internet

4. Muc tiéu hoc phin:
Cung cap cho sinh vién:

- Kién thirc: Nham trang bi cho sinh vién kién thtrc va thuc hanh tin hoc vin
phong nhu 1am viéc v&i may tinh trén hé diéu hanh Windows, soan thao vin
ban , thao tac trén bang tinh dién tt, tao trinh chiéu ciing nhu kién thirc vé
internet. Giup sinh vién st dung moi truong lam viéc nang dong sau nay

- K¥ ning: Sinh vién c6 thé tu trau doi kién thirc cho qua trinh tu hoc théng
qua mang internet ciing nhu qua céc tai liéu vé tin hoc

- Théi do, chuyén can: Yéu ciu sinh vién cin ngoai thoi gian hoc trén Iép,
nghe giang bai, doi hoi sinh vién thuc hanh trén may tinh va tu tim hiéu,
tim hiéu cac thong tin khac trén bao dai, internet, ...

5. Noi dung chi tiét hoc phan:

NOQI DUNG Hinh thire Tong
to chirc day hoc (tict) cong
Lén lép Tu

Ly | Thue | Bai | hec
thuyét | hanh | tap

CHUONG I: HE PIEU HANH WINDOWS
1. Tong quan vé hé diéu hanh 1 10 1 1 13
2. Quan ly giao dién
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3. Quan ly tap tin va thu muc
4. Quan ly chuong trinh

CHUONG II: TRINH SOAN THAO VAN BAN MS
WORD
1. Gidi thiéu
Cira s6 1am viéc, hé thdng trinh don va cac cong cu
2. Cac thao tac co ban trén tap tin van ban
= Tao van ban
= Pinh dang kho va I& gidy
= Bat tit ché do kiém tra 18i chinh ta
= Luu van ban
= Mé van ban
* Luu van ban vai tén khac
= Luu vin ban véi mat khau bao vé
» Ky thuat gb phim va soan thao van ban.
= Tim hiéu cac phim trén ban phim
»  K§ thuat gd 10 ngon
= Ky thuat soan thao tiéng vin ban tiéng Viét

= Qui trinh soan thao van ban 20 32
3. Dinh dang van ban
= Canh I& vin ban, Pinh dang chir
= Sao chép, di chuyén va x6a doan van ban.
= DPinh dang doan van ban
= Pinh dang Border and Shading (vién va nén)
= Sao chép dinh dang
= DPinh dang columns (Chia cot)
* Dinh dang Chtr Drop cap, Bullet and
Numbering
= DPinh dang Tab Header and Footer
4. Chén dbi twong vao van ban
= Chen Table, chen Autoshape
= Chén Word Art, cong thirc toan hoc
» Cheén biéu d6, chén muc luc
5. Tron thu
CHUONG III: BIEU DIEN THONG TIN TRONG
MAY TiNH
1. Gidi thiéu bang tinh dién tir
Cira s6 1am viéc, hé thdng trinh don va cac cong cu
2. Cac khai niém co ban
=  Dia chi tuyét ddi, dia chi twong ddi
= Céch thiét 1ap cong thirc, cac phép toan co ban
= Sao chép cbng thuc, sao chép gia tri
3. Cac thao tac co ban trén tap tin bang tinh 20 26

» Tao bang tinh, thao tac trén sheet

=  Pinh dang kho va I& gidy

= Luu bang tinh

= Mo bang tinh

* Luu bang tinh v&i tén khac

= Luyu bang tinh v&i mat khau bao vé
4. Dinh dang bang tinh

= DPinh dang Cells
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= Noi o
= Canhlé
=  Pinh dang dit liéu theo yéu cau.
* Dinh dang Border and Shading
=  Pinh dang mau theo diéu kién
5. Thao tac co ban trén bang tinh
= Sip xép dit lidu, trich loc dit liéu
= Sao chép dinh dang
6. Tinh to&n trong bang tinh dién tu
= Cac ham toan hoc, cac ham ngay gio
= Cac ham vé chudi, cac ham diéu kién
»  Céc ham tim kiém,cac ham co s& dit liéu

CHUONG IV: POWERPOINT
1. Gi6i thiéu
Cira s6 1am viéc, hé thong trinh don va cong cu
2. Céac khai niém co ban
= Cac thao tac co ban
= Qui trinh soan thao trinh chiéu
= Bat tit ché d6 kiém tra 16i chinh ta
* Luu slide, m&, luu slide véi tén khac
= Luu slide véi mat khau bao vé

3. Dinh dang slide 2 6 2 2 12
= Dinh dang chu
= DPinh dang doan
4. Chén dbi tuong
= Autoshape
* Hinh anh, 4m thanh
5. Hi¢u rng
= Thiét lap template
= Thiét lap hiéu tng cho slide
= Thiét lap hiéu tng cho ting d6i tuong
CHUONG V: INTERNET
1. Gidi thiéu
2. Cach sur dung Internet
= Tim kiém thong tin ! 4 ! ! !
* Tao mail, chat...Download tai liéu
Tong cong 10 60 10 10 90

6. Tai li¢u hoc tap:
Séach, gido trinh chinh: Giéo trinh khoa CNTT
Tai li¢éu tham Kkhao:
e Hudng dan sir dung Microsoft Office, eDT, Microsoft CPLS, 2007.

e Internet Explore toan tap, Poan Thién Ngan, Nha Xuat Ban LDXH, 2003.

7.
8. Phuong phap, hinh thitc kiém tra — danh gia két qua hoc phin:
- Thang diém danh gia:10
- Kiém tra — danh gia:
e Kiém tra giit ky: 30%
e Kiém tra cubi ky: 70%

-3-

Create PDF files without this message by purchasing novaPDF printer (http://www.novapdf.com)



http://www.novapdf.com
http://www.novapdf.com

