HOC VIEN CONG HOA XA HQI CHU NGHIA VIET NAM
CHINH SACH VA PHAT TRIEN Poc lap — Tw do — Hanh phiic
KHOA TOAN

PE CUONG CHI TIET HQC PHAN
TRINH DO PAO TAO: PAI HOC

1/ TEN HQC PHAN:

— Tiéng Viét: K¥ niang Tin hoc

— Tiéng Anh:

— Mai hoc phan: TOPCO1

— Tong s tin chi: 03

— Mon hoc tién quyét: khong

2/ KHOA PHU TRACH GIANG DAY: KHOA TOAN
— Cén b giang day:

+ Th.S D6 Thé Duong
+ Th.S Tran Thi Huong Tra

3/ MO TA HQC PHAN:

Bao gém nhing nd1 dung kién thirc va ki ndng co ban nhu sau:

e Nhiing kién thirc can ban vé may tinh, h¢ diéu hanh.
e Nhiing ki nang co ban vé: Microsoft Word, Excel, PowerPoint,
Access.
e Nhiing thao tdc co ban trong str dung va khai thac mang, Internet.
Mon hoc K§ nang Tin hoc trang bi cho ngudi hoc nhiing kién thirc co ban

dé c6 thé sir dung thanh thao may tinh trong cic céng viéc nhu soan thao vin
ban, st dung bang tinh dién tir, khai thac va st dung Internet, sir dung cac céng
cu trinh chiéu, khai thac va st dung céc phﬁn mém ung dung khac, hiéu 1o cach
thirc hoat dong co ban cua hé diéu hanh Windows. Qua do, nguoi hoc co thé tu
hoc va 4p dung vao tirng coéng viéc cu thé sau ndy, c6 kha ning tu cip nhat kién
thire tin hoc cho pht hop véi yéu cau thuc té.

4/ MUC TIEU HQC PHAN:

Nham cung cip cho ngudi hoc nhitng kién thic co ban dé:



- Str dung, khai thac dugc cac cong cu sb: May tinh, Internet, Email, Smart
phones/PDAs. Nam rd cac van dé: Bao mat dir liéu, cac quy dinh phap luat lién
quan khi st dung phan mém va Internet. Cac phuong phap an toan truy cip
Internet.

- Pat trinh d6 twong duong voi chuong trinh A theo chuan cua Bo gido duc Pao
tao va tich hgp véi chuong trinh dao tao chimg chi IC3 (Internet and Computing
Core Certification) cua Certiport Hoa Ky.

- Cung cép cho sinh vién kha ning phan tich hé thong thong tin nghiép vu lién
quan trong nghé nghiép twong lai nham tin hoc hoa cac bai toan nghiép vu ciing

nhu tham gia phaét trién cac dy an tin hoc hoa trong nganh tai chinh — ngan hang,

chinh sach cong, tai chinh cong, quy hoach phat trién, ...

5/ NOI DUNG HQC PHAN:
Ly ' AThao Téng
STT Noi dung thuyét | luan/Thue | =
(tiét) hflnh/Eal (tidt)
tap (tiet)
1 CHUONG I. Cac khai ni¢ém co ban vé tin hoc — | 2 1 3
Cong nghé thong tin.
Gioi thieu Chuong 1
1.1. Cau tric tong quat cia may tinh dién tur
1.2. Céc linh vuc ciia may tinh
1.3. Bon vi luu trit thong tin
1.4. Cac h¢ thong dém trong tin hoc.
1.5. Co so dit liéu
2 CHUONG II. H¢ diéu hanh MS WINDOWS 1 2 3

Gioi thieu Chuong 11

2.1. Khai niém vé Hé diéu hanh va gi6i thiéu
HDPH Windows

2.2. Windows Explorer

2.3. Gidi thiéu céac quan ly cac Partition

2.4. Control Panel

2.5. Desktop va Start Menu

2.6. Cai dat va go bo chuong trinh




CHUONG II1. Microsoft Word
Gioi thieu Chwong 111

3.1. Gi6i thiéu Microsoft Word
3.2. Lam viéc voi file van ban
3.3. Cac thao tac soan thao co ban
3.4. Céc chirc nang co ban

3.5. Céc chtrc nang nang cao

CHUONG IV. Microsoft Excel

Gioi thieu Chuwong IV

4.1. Gidi thiéu Microsoft Excel

4.2. Céc thao tac co ban trén bang tinh
4.3. Lam viéc voi bang tinh

4.4. Str dung ham trong Excel

4.5. Co s¢ dir liéu trong Excel

On tap va kiém tra giira ky
On tap (2 tiét)
Kiém tra (1 tiét)

CHUONG V. Microsoft PowerPoint va
Microsoft Access

Gioi thieu Chuong V

5.1. Gi6i thiéu vé PowerPoint

5.2. Cac ché do hién thi

5.3. Cac thao cac co ban voi slide

5.4. Céc thao cac nang cao voi slide

5.5. Tang cuong tinh hap din bang cac hiéu tmg
5.6. Cac thao tac trinh chiéu slide

5.7. Gi6i thiéu vé Microsoft Access




7 CHUONG VL. Internet va mot s6 ing dung 3 6 9
Gioi thieu Chuwong VI

6.1. Gi6i thiéu vé Internet

6.1.1. Khai thac Internet

6.1.2. Lich str Internet

6.1.3. Tén mién Internet

6.1.4. Nha cung cip dich vu Internet
6.1.5. Khai thac thong tin tur Internet
6.2. Virus may tinh

6.2.1. Khai niém va nguyén ly lay lan ctua Virus
may tinh

6.2.2. Lich st Virus may tinh

6.2.3. Phan loai virus may tinh

6.2.4. Cach phong chdng virus may tinh
6.3. Thu dién tir - Email

6.3.1. Khai niém

6.3.2. Cach khai thac, st dung

6.3.3. Tao mdt dia chi email

6.3.4. Guri email

6.3.5. Nhan, xem email

6.3.6. Pinh kém file, tim kiém email

8 On tap va giai dépqthéc mic - Kiém tra thir ding 6 3 3
bo dé thi theo chuén IC’

Tong 24 21 45

6/ TAI LIEU HQC TAP:
6.1.Tai ligu bit bugc

IIG Viét Nam - CCI Learning, Gido trinh Sir dung Windows 7 & Microsoft Office
2010 (May tinh can ban, Cac vmg dung chu chot, Cugc song truc tuyén), NXB
Tong hop Thanh pho H6 Chi Minh (2014)

6.2. Tai liéu tham khdo
Tai liéu tham khdo tiéng Vigt

6.1.1. Db Thé Duong, Nguyén Thai Son, Bui Thj Thu Hién, Tdp bai gidng Tin
hoc co ban, Khoa Toan — Hoc vién Chinh sach va Phat trién (2014).

6.1.2. Bui Thé Tam, Gido trinh Tin hoc dai cuong, NXB Giao thong van tai
(2012)

Tai liéu tham khdo nwoc ngoai

- http://7314.ccilearning.com




7. PHUONG PHAP PANH GIA HQC PHAN:

PHUONG PHAP PANH GIA TY TRONG
1 | biém danh gia y thirc hoc tap, chuyén can, thao lun trén 16p, 20%
tinh doc 1ap, sang tao ctiia ngudi hoc
2 | Kiém tra giita ki (bai tap, tiéu luan, bao cdo chuyén d¢, thuyét 20%
trinh...)
3 | Thi két thuc hoc phan 60%




