TRUONG PAI 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 — Ma mén hoc: COMP1307
2. Tén modn hoc tiéng Anh: IT Basics
3. Thudc khdi kién thire/ky ning
Giao duc dai cuong 0 Kién thirc chuyén nganh
O  Kién thirc co s6 O Kién thuc b tro
O Kién thic nganh O Do an/Khoa luan tét nghiép
4. S tin chi
Téng s6 Ly thuyét Thuc hanh Tu hoc
3 2 1 5 (90 tiét)
5. Phu trach mén 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 — B mon THKC | tung.nc@ou.edu.vn
3 | Nguyén Thi Trim Anh Ban Co Ban — B mon THKC | tramanh.nguyen@ou.edu.vn
4 | Nguyén Tri Quynh Nga | Ban Co Ban —B6 mon THKC | nga.ntqg@ou.edu.vn

Phong 1am viéc: Phong 502 s6 35-37 H6 Hao Hon, phudng Co Giang, quan 1, TP.HCM

1. Mo ta mon hoc

Thong tin vé mon hoc

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

Mon hoc Tin hoc dai cuong cung cap cho sinh vién khong chuyén cac nganh Cong ngh¢
thong tin nhitng kién thitc co ban vé Cong nghé thong tin (CNTT) ddng thoi trang bi cac k¥
ning co ban trong st dung may vi tinh, st dung cac phin mém tng dung théng dung trong
van phong, c6 nang lyc lam viéc doc 1ap, co6 dao dlc va trach nhi€ém trong sir dung CNTT.

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




2. Mon hoc diéu kién

STT

M0oén hoc diéu kién Ma mon hoc

1. | Mén tién quyét

Khong yéu cau

2. | Mon hoc trudce

Khong yéu cau

3. | Mo6n hoc song hanh

Khong yéu cau

3. Muc tiéu mon hoc

Sinh vién hoc xong mon hoc c6 khé nang:

Muc tiéu . CPR CTDT phan b
R Mo ta R
mon hoc cho mon hoc
co1 Trinh bay duge céc khai niém co ban vé hé diéu PLOL3
hanh, cac phan mém van phong
Str dung mdy tinh co ban, str dung phan mém xir
CO2 : v
1y van ban, bang tinh, trinh chiéu co ban PLO12.3
CO3 C6 nang lyc lam viéc doc lap, c6 dao duac va PLO15

trach nhiém trong sir dung CNTT.

4. Chuan dau ra (CPR) mén hoc

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

Muc tiéu
mon hoc

CDBR mon hoc
(CLO)

Mo ta CBR

CO1

CLO1.1

Trinh bay chirc nang cia hé diéu hanh; khai ni¢m tép tin,
thu muc; cac chic nang co ban ctia phan mém xur 1y van
ban, bang tinh, trinh chiéu.

CO2

CLO2.1

Str dung cac chirc nang co ban ctia hé diéu hanh trén méy
vi tinh; Quan 1y tap tin va thu muc; St dung phan mém
g0 tiéng Viét, phan mém nén, phan mém chdng virus;
Str dung céc chirc ning co ban cta phan mém xur 1y vin
ban

CLO2.2

Str dung cac chitc ndng co ban cia phan mém trinh
chiéu; Stir dung cac chiric ndng co ban cua phan mém xu
1y bang tinh

CO3

CLO3.1

C6 kha nang lam viéc doc lap
C6 kha nang ty hoc, tu tim hiéu céc phén mém trong hoc
tap, cong viéc

CLO3.2

bam bdo an toan thong tin, an toan lao dong va bao vé
moi truong trong st dung CNTT
Ton trong phap luat trong st dung CNTT

Ma tran tich hop gitra chuan dau ra cia mon hoc va chuan dau ra cia 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. Giao trinh

[1] Lé Ptic Long va cong su (2020). Gido trinh tin hoc co ban. Nha xuét ban dai hoc
Su pham TP.HCM, TP.HCM [37532]
b.  Tailieu tham khao

[2] Lé Btrc Long va Nguyén Vian Dién (2020). Tai liéu én tdp tin hoc co ban. Nha
xuét ban Pai hoc Su pham TP.HCM, TP.HCM [37533]
[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. Danh gid mon hoc

Thanh phin dénh gid Bai danh gi4 g;ﬁi CPR mén hoc | Ty 1¢ %
(1) 0] , (©), (4)
Al.l Trac nghiém kién thuc CLO1.1
Al. Panh gid qua trinh | chuong 1, 2, 3, 4 (trén LMS) Budi 13 CLO3.1 10%
, CLO3.2
A1.2 Tham gia thao luan dién dan Bgf)ng, gtgg; 5%
Tong cong 15%
Bai kiém tra thao tac trén tap tin, CLO2.1
A2. Dénh gid giita k§ thu muc va soan thao van ban Budi 8 CLO3.1 35%
' CLO3.2
Tong géng 35%
B‘al kiém :[r'a l‘ap bag% tinh Két thiic CLO2.2 )
A3. Dénh gid cu & ky va soan bai trinh chiéu mén hoc CLO3.1 50%
CLO3.2
Tong cong 50%
Tong cong 100%
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7. Ké hoach giang day

. Tai liéu
Bal | ik va
Hoat dong day va hoc danh | T
., tai liéu
Budi CPR g1 tham khao
udi N i - o ; :
hoo Noi dung mén Tai nha Trén 16p Thyc hanh trén 16p | = ﬂll_ul\zleg tren Thucl_h,f/lnsh tren
Hoat dong Sb Hoat dong Sé | Hoat dong day Sé Hoat Sé Hoat Sé
hoc tiét day & hoc tiét & hoc tiét dong tiét dong tiét
1 Chwong 1: St dung may tinh co | CLO1.1 | Sinh vién 9 | Giang V,ién: 2 | Giang vién: 2,5 ALl | [1]tr5-
(tuan 1)| béan CLO2.1 | doc gido e Thuyét e Hudng dan A2 tr.52
1.1 Céc khai niém co ban CLO3.1 | trinh, tai giang thuc hanh '
1.2 Hé diéu hanh Windows CLO3.2 | lidu tham « Minh hoa Sinh vién: [2] tr.15
1.3 Quan ly tap tin_ khao va lam Sinh vién: e Lam bai tap —1r.76
1.4 Mot s6 phan mém tién ich bai tap  Nghe thuc hanh
giang
2 Bai tap quan 1y tap tin va thu muc CLO2.1 Sinh 15 | Al2
(tudn 1) CLO3.1 vién: A2
CLO3.2 e Xem
tai liéu
da
phuong
tién
e Hoi
dap
Lam bai
tap
3 Chwong 2: Xir 1y vin bén co'ban | CLO1.1 | Sinh vién 9 | Giang v’ién: 2 | Giang vién: 2,5 ALl | [1]tr.53
(tuan 2)| 2.1 Gidi thi€u phan mém Word CLO2.1 | doc gido e Thuyét e Hudng dan A2 .75
2.1.1 Giao dién CLO3.1 | trinh, tai giang thuc hanh '
2.1.2 Thao tac trén tap tin CLO3.2 | liéu tham e Minh hoa Sinh vién:
2.2 Soan thao van ban khao va lam Sinh vién: e Lam bai tap
2.2.1 Nhap van ban bai tap  Nghe thuc hanh
2.2.2 Hiéu chinh van ban giang
2.3 Dinh dang van ban
2.3.1 Dinh dang trang: kich
thude trang, 1é trang, chia cot
2.3.2 Dinh dang ky tu
2.3.3 Dinh dang doan: align,




Tai liéu

R . B,al chinh va
Hoat dong day va hoc da.n’h i licu
gia T,
Buoi 5 coR L thuy&t trén | Thyc hanh tré fhom khee
hoc Noi dung r}?gél Tai nha Trén 16p Thyc hanh trén 16p Y Lul\};lz ren LICL ISIHS ren
Hoat dong Sé Hoat dong S6 | Hoat dong day Sé Hoat Sé Hoat Sé
hoc tiét | day & hoc | tiét & hoc tiét | dong | tiét | dong | tiét
indent, border, color
4 2.3.4 Pinh dang Bullets, CLO1.1 | Sinh vién 9 | Giang vién: 2 | Giang vién: 25 Al.l []_] tr.76
(tudn 3) Numbering CLO2.1 | doc gido e Thuyét e Hudng din A2 _tr.84
2.3.5 Su dung Tab CLO3.1 | trinh, tai giang thuc hanh
2.3.6 Pinh dang theo miu CLO3.2 | liéu tham e Minh hoa Sinh vién:
(Style) khao va lam Sinh vién: e Lam bai tap
bai tép Nghe giang thyc hanh
5 2.4 Sur dung bang biéu CLO1.1 | Sinh vién 9 | Giangvién: | 2 | Giang vién: 2,5 | Giang All | [1]tr.85
(tuan 4) 2.4.1 Tao bang CLO2.1 | doc gido e Thuyét e Hudéng din vién: A2 | 112
2.4.2 Hiéu chinh va dinh CLO3.1 | trinh, tai giang thuc hanh e Rayéu
dang bang CLO3.2 | liéu tham e Minh hoa Sinh vién: cau bai
2.5 St dung cac ddi tuong truc khao va lam Sinh vién: e Lam bai tap tap
quan bai tap  Nghe thyc hanh e Giai
2.5.1 Hinh anh giang dép
2.5.2 WordArt, Drop Cap thac
2.5.3 Shapes mic
2.5.4 Hiéu chinh va dinh Sinh
dang vién:
2.6 Tao header/footer e Lam
2.7 Tao muc luc bai tap
e Trao
dbi qua
dién
dan
6 2.8 Tron thu CLO2.1 Sinh 3 | Sinh 15| ALL | [2] tr.77
(tuan 4) CLO3.1 vién: vién: Al2 _
tai liéu dap '
da e Lam
phuong bai tap
tién




Tai liéu

R \ B,al chinh va
Hoat dong day va hoc daph tai lieu
gia o
Budi o “ox Ly thuyét trén | Thuc hanh tré from ke
hoc Noi dung r}?gél Tai nha Trén 16p Thyc hanh trén 16p Y Lul\};lz ren LICL ISIHS ren
Hoat dong ) Hoat dong S Hoat dong day ) Hoat S Hoat )
hoc tiét | day & hoc | tiét & hoc tiét | dong | tiét | dong | tiét
7 Chuong 3: Str dung trinh chiéu CLO1.1 | Sinh vién 9 | Giang v,ién: 2 | Giang vién: 2,5 ALl | [1] tr.249
(tudn 5)| co ban o CLO2.2 | doc gido e Thuyét e Huéng dan A3 | _tr158
3.1 Gidi thi¢u phan mém CLO3.1 | trinh, tai giang thuc hanh '
PowerPoint CLO3.2 | liéu tham e Minh hoa Sinh vién:
3.1.1 Giao dién khao va lam Sinh vién: e Lam bai tap
3.1.2 Thao tac trét} tap tin bai tap e Nghe thuc hanh
3.2 Soan thao bai thuyét trinh giang
3.2.1 St dung Theme
3.2.2 Nhap ndi dung
3.3 Hiéu chinh Slide Master
‘8 3.4 St dung cac ddi tuong truc CLO1.1 | Sinh vién 9 | Giang v’ién: 2 | Giang vién: 2,5 | Giang Al.l [1] tr.159
(tuan 6) quan CLO2.2 | doc gido e Thuyét e Hudéng dan vién: A3 —tr172
3.5 Su dung hiu Gng CLO3.1 | trinh, tai giang thyc hanh e Ra yéu '
CLO3.2 | liéu tham e Minh hoa Sinh vién: cau bai
khdo va lam Sinh vién: e Lam bai tap tap
bai tap  Nghe thuc hanh e Giai
gidng dap
thic
mac
Sinh
vién:
eLam
bai tap
Trao dbi
qua dién
dan
Kiém tra gitra ky CLO2.1 A2
CLO3.1
9 3.6 Trinh chiéu va két xuat bai CLO2.2 Sinh 3,5 | Sinh 1 | ALY | [2]tr.77
(tuan 6)| thuyét trinh vién: vién: Al2 _




Tai liéu

R \ B,al chinh va
Hoat dong day va hoc daph tai lieu
gia o
Budi o “ox Ly thuyét trén | Thuc hanh tré from ke
hoc Noi dung r}?gél Tai nha Trén 16p Thyc hanh trén 16p Y Lul\};lz ren LICL ISIHS ren
Hoat dong ) Hoat dong S Hoat dong day ) Hoat S Hoat )
hoc tiét | day & hoc | tiét & hoc tiét | dong | tiét | dong | tiét
CLO3.1 o Xem  Hoi A3 tr.113
CLO3.2 tai liéu dap
da e Lam
phuong bai tap
tién
10 Chuwong 4: Sir dung bang tinh co0 | CLO1.1 | Sinh vién 9 | Giang v,ién: 2 | Giang vién: 2,5 ALl | [1] tr.113
(tudn 7)| ban o CLO2.2 | doc gido e Thuyét e Huéng dan A3 | _tr127
4.1 Gidi thiéu phan mém Excel CLO3.1 | trinh, tai giang thuc hanh '
4.1.1 Giao dién CLO3.2 | liéu tham e Minh hoa Sinh vién:
4.1.2 Thao tac trén tap tin khdo va lam Sinh vién: e Lam bai tap
4.2 Soan thao bang tinh bai tap e Nghe thuc hanh
4.2.2 Hiéu chinh dir liéu
4.3 Dinh dang bang tinh
4.4 Thao tac trang tinh
4.5 Cong thuc
4.5.1 Cac khai niém co ban
11 4.5.2 St dyng ham CLO1.1 | Sinh vién 9 | Giang v,ién: 2 | Giang vién: 25 Al.l [1] tr.130
(tuan 8) - Ham toan hoc: ABS, INT, CLO2.2 | doc gido e Thuyét e Huéng din A3 | _tr.138
ROUND, MOD, SUM, CLO3.1 | trinh, tai giang thuc hanh
SUMIFS CLO3.2 | liéu tham e Minh hoa Sinh vién:
- Ham thdng ké: AVERAGE, khao va lam Sinh vién: e Lam bai tap
MIN, MAX COUNT, bai tap e Nghe thyc hanh
- Ham thoi gian: NOW,
TODAY, DATE, DAY,
MONTH, YEAR, HOUR,
MINUTE, SECOND
- Ham chudi: LEFT, RIGHT,
MID, CONCAT, LOWER,
UPPER, PROPER, VALUE




Tai liéu

Bai hinh v
Hoat dong day va hoc danh ¢ ‘1.n 1va
., tai liéu
Budi CPR 8% | tham khao
uoi N i - P S -
hoo Noi dung mon Tai nha Trén 16p Thuc hanh trén 16p | ¥ ﬂll_u,\yﬂesf tren ThuCLll,@I‘lS}’ tren
Hoat dong Sé Hoat dong S6 | Hoat dong day Sé Hoat Sé Hoat Sé
hoc tiét | day & hoc | tiét & hoc tiét | dong | tiét | dong | tiét
- Ham logic: NOT, AND,
OR, IF
12 - Ham do tim: VLOOKUP, CLO1.1 | Sinh vién 9 | Giang v’ién: 2 | Giang vién: 2,5 ALl | [1] tr.139
(tuan 9) HLOOKUP, MATCH, CLO2.2 | doc giao e Thuyét e Hudng dan A3 —tr.144
INDEX CLO3.1 | trinh, tai giang thyc hanh
CLO3.2 | liéu tham e Minh hoa Sinh vién:
khao va lam Sinh vién: e Lam bai tap
bai tap e Nghe thuc hanh
giang
13 Bai danh gia qua trinh CLO1.1 Sinh Al.l
tuan 10) (trac nghiém kién thirc chuong 1, | CLO3.1 vién: A3
2,3,4) CLO3.2 e Lam
tric
nghiém
trén
LMS




Buodi
hoc

Noi dung

CbR
mon
hoc

Hoat dong day va hoc

Tai nha

Trén 16p

Thuc hanh trén 16p

Ly thuyét trén

LMS

Thuc hanh trén

LMS

Hoat dong
hoc

)
tiét

Hoat dong
day & hoc

S
tiét

Hoat dong day
& hoc

)
tiét

Hoat
dong

S
tiét

Hoat
dong

)
tiét

Bai
danh
gia

Tai liéu
chinh va
tai liéu
tham khao

4.6 Cac thao tac trén co s& dix
liéu
4.6.1 Sép xép
4.6.2 Trich loc
4.6.3 Subtotal
4.7 Biéu dd

CLO11
CLO2.2
CLO3.1
CLO3.2

Sinh vién
doc gido
trinh, tai
liéu tham
khao va lam
bai tap

Giang vién:

e Thuyét
giang

e Minh hoa

Sinh vién:

¢ Nghe
giang

Giang vién:

e Hudng dan
thuc hanh

Sinh vién:

e Lam bai tap
thuc hanh

2,5

Giang

vién:

e Rayéu
cau bai
tap

o Giai
dap
thac
méc

Sinh

vién:

e Lam
bai tap

Trao ddi

qua dién

dan

All
A3

[1] tr.145
—1r.148

14

tudn 10

4.8 Pivot table va Pivot chart

CLO1l1
CLO2.2

Sinh

vién:

o Xem
tai liéu
da
phuong
tién

3,5

Sinh

vién:

e Hoi
dap

o lam
bai tap

All
Al2
A3

[2] tr.77

tr.113

15

Kiém tra cuoi ky

CLO2.2
CLO3.1

A3

Téng cong:

90

20

25

10

Ké hoach giang day thyc hién trong 10 tuan (hoc ky 1,2) hodc 5 tuan (hoc ky 3), trong d6 c6 10 budi tai lop va 4 budi LMS.




8. Quy dinh cua mon hoc

- Sinh vién ndp bai tap, bai kiém tra dung 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).

- Noi quy 16p hoc: tuan theo ndi quy Trudng Pai hoc Mé Thanh phé H6 Chi Minh (Ban
hanh kém quyét dinh s6 1090/QD-DHM ngay 26/12/2011 cta Truong Pai hoc Mo
Thanh phé HO Chi Minh)

PHO TRUONG BQ MON GIANG VIEN BIEN SOAN

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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