BO GIAO DUC VA PAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG PAI HQC CAN THO Doc 1ip — Ty do — Hanh Phiic

PE CUONG CHI TIET HQC PHAN

1. Tén hoc phén: Thyc tip Tin Hoc Cin Bén (Basic Informatics in Labs)

- Mai s6 hoc phan: TN034H

- S6 tin chi hoc phén: 02 tin chi

- S tiét hoc phan: 0 tiét Iy thuyét, 60 tiét thuc hanh, 60 tiét tu hoc.
2. Pon vi phu trach hoc phén

- B6 mén: Tin hoc Ung dung

- Khoa: Khoa Cong nghé Thong tin & Truyén thong
3. Piéu kién

- Piéu kién tién quyét:

- Piéu kién song hanh: Tin hoc cin ban (TN033H)

4. Muc tiéu ctia hoc phén

Muc Notd o CPR
titu o1 Cung muc tieu CTPT

Trang bi cho ngudi hoc cac ky ning: St dung hé diéu hanh, st
dung thanh thao cong cy trén may tinh dé xit Iy vin ban va xir 1y 2.1.1d
dit liéu bang tinh, tao va trinh bay bao cdo trén may tinh, sir dung 2.1.2a
Internet dé tim kiém thong tin va E-mail.

4.1

K§ ning phan tich va giai quyét cac van dé;

K¥ nidng st dung may tinh trong xir Iy vén ban va xir ly dix liéu

2.2.

4.2 | bang tinh; 5 2 ;E

K§ ning trinh biy b4o céo trén may tinh, sit dung Internet va o

Email.

Ky néng st dung thanh thao tin hoc tng dung, vén dung cong

nghé thong tin va cac phuong tién hién dai d€ phuc vu hoc tap

K§¥ nang 1am viéc nhom ciing nhu kha néng 1am viéc ddc 1ap; 2.2.2b
4.3 2.2.2¢c

K§ ning thuyét trinh bang phwong tién dién ti, sir dung c4c hinh
thirc giao tiép dién tir khic nhau (thu dién tir, trang web, hdi thao 2.2.2d
online) d& thich nghi v6i méi trudng 1am viéc bén ngoai xa hoi.

Trung thyc va trach nhiém trong cong tdc chuyén mon;
4.4 | Hinh thanh ¥ thic hoc tip subt doi, luén ludn cap nhat thong tin 2.3
trong linh vyc chuyén nganh ctia minh.




5. Chuan dau ra ciia hoc phan

CPR Néi dung chuén dau ra Muc CPR
HP | ticu CTPT
Kién thirc

5 - 8 2.1.1d

COL1 | Sir dung hé diéu hanh dé dicu khién mdy tinh 4.1 e
1.2a
— St dung thanh thao cdc cong cu trén may tinh hd trg xtt 1 2.1.1d
ly van ban va x ly dit liéu bang tinh. ' 2.1.2a
o~ Tao va trinh bay bdo céo trén may tinh, st dung Internet i 2.1.1d
dé tim kiém thong tin va E-mail. ' 2.1.2a

K¥ ning cing

Co6 kha nang str dung thanh thao may tinh trong xtr ly van

CO% | ban va xit Iy di lidu bang tinh

42 2.2.1a

C6 kha nang tao va trinh bay bao céo trén may tinh, su
COs5 . . _ 4.2 2.2.1b
dung thanh thao Internet va E-mail

C6 kha nang van dung nhitng kién thirc Tin hoc vao phin
Co6 | | " P o o, 42 2.2.1¢
tich, tong hop so li€u; viet va trang tri van ban, bdo cdo

K¥ nang meém

K§ nang tim kiém, tdng hop, phan tich va d4nh gi4 kién
CO7 | thirc ¢6 lién quan théng qua cac trang mang internet va 43 2.2.2b
céc phuong tién hién dai ¢é phuc vu hoc tap

K§ ning lam viéc nhom ciing nhu kha néng lam viéc doc
CO8 15 43 2.2.2¢
ap.

K§ ning thuyét trinh bing phuong tién dién ti, st dung
CO9 | cac hinh thic giao tiép dién tir khdc nhau (thw dién tu, 4.3 2.2.2d
trang web, hdi thao online)

Thai dj/Mirc dd tw chii va trach nhiém

CO10 | Trung thuc va trach nhiém trong cong tic chuyén mén 4.4 23

Coll Hinh thanh y thirc hoc tép subt doi, ludn ludn cip nhat 44 53
thong tin trong linh vyc chuyén nganh ctia minh. ' ‘

6. M ta tém tat ndi dung hoc phin

Hoc phan Thuc tap Tin hoc cin bén giup cho ngudi hoc tmg dung ly thuyét Tin hoc
cdn ban thong qua thyc hanh trén mdy tinh, ngudi hoc dugc rén luyén cac ky nang:
Str dung thanh thao hé diéu hanh, st dung thanh thao cdng cu trén may tinh dé xir ly
van ban va xir 1y dit liéu bang tinh, tao va trinh bay bdo cdo trén may tinh, st dung
Internet dé tim kiém thong tin va E-mail.




7. Cau tric ndi dung hoc phin

Noi dung

So tiét

CDR HP

Budi thwe hanh 1.

5

-Thi hanh ung dung va thao tac trén ctra s6 (window)

-Thao tac trén man hinh nén (Desktop). Str dung ddng hd hé
thong (Clock) trén thanh Taskbar

-Xem/thay d6i cdc qui wéc hién thi vé Date, Time,
Number, Currency cua hé thong

-Dung File Explorer dé quan 1y thu muc (Folder) va tp tin (File)
-Str dung chirc ning tim kiém tap tin va thu muc

-Sir dung chuong trinh hd tro tiéng Viét: Vietkey, Unikey

C01,7,8
CO10-11

Buodi thwe hanh 2.

-Gol ung dung Microsoft Word, nhép céc doan van ban. Pinh
1€ trang in.

-Chén ky hiéu dic biét, thao téc cét, dan, chép.

-Dinh dang ky tu (Font, size, style, ...). Cac thao tic trén tip tin
(md, luu, dong).

-Dinh dang doan (Paragraph).

-Céac chic nang nhip vén ban ty dong (AutoText va
AutoCorrect), tim ki€m va thay thé van ban (Replace)

-Tao ky tu DropCap

C02,4,6-8
Cco10-11

Budi thwe hanh 3.

-Ké dudng vién va t6 nén cho doan van ban (Borders and Shading).
-Tao ky hiéu dénh du va s thi ty (Bullets and Numbering).
-Dinh dang van ban theo dang cft (Columns).

-Cai d3t cac diém ding Tab (Tab Stop).

C02,4,6-8
CO10-11

Buoi thure hanh 4.

- Str dung thanh c¢6ng cu vé& (Drawing toolbar), cach tao chit nghé thuat
(WordArt), chén hinh anh (Insert/ Picture/ ...).

- Tao va dinh dang bang (Table) trong Microsoft Word.

C0O2,4,6-8
CO10-11

Buoi thue hanh 5.

-Trdn thu (Mail merge)
-Tao b dinh dang (Style), tao bang muc luc

C02,4,6-8
CO10-11




Buoi thue hanh 6.

-Lam c4c bai tap tong hop on tap phan soan thao vin ban C02,4,6-8
C0O10-11
Budi thwe hanh 7.
-Nhép di lidu, dién sb thit tu, thao tac trén dong, cdt trong C02,4,6-8
bang tinh Excel. CO10-11
-Thuc hién cic thao tac trén bang tinh (Sheet), sao chép cong thirc.
-Thuc hanh cac vi du dé hiéu cac ham ctia Excel
Buodi thue hanh 8.
-Tinh todn: dung ham SUM, IF, AND, OR, ROUND, C02,4,6-8
AVERAGE, MAX, ... C010-11
-Pinh dang dit liéu: kiéu ‘tién t€ (Accounting), ngay (Date, Custom),
tron 6, ké khung va t6 nén.
-Ap dung cac ham: Toén hoc, Théng ké, Ngay thang, Logic.
Budi thwe hanh 9.
- Ap dung cac ham: To4n hoc, Thong ké, Ngay thang, Logic. C02,4,6-8
-Ap dung céc ham chudi ky tw d& xi 1y 88 lidu, cac ham tim kiém. C010-11
-Ap dung cac ham do tim.
Budi thwe hanh 10.
-Ap dung céc ham chudi ky tw d& xi 1y s8 lidu, cdc ham tim kiém. C02,4,6-8
-Ap dung cac ham do tim. CO10-11
-Céc thao téc trich loc, sip xép trén co so dit liéu.
Budi thwe hanh 11.
-Tao céc bai bdo cdo dung céng cu Microsoft PowerPoint. C0O3,5
-Hudng dan st dung dich vu Web va Email C07-11
Budi thire hanh 12.
-Céc bai tap tong hgp Excel, Powerpoint, Internet. CO2-11




8. Phwong phap giang day

- Gi4o vién 6n tap kién thuc 1y thuyét Tin hoc cin ban.

- Sinh vién dugc giao hoan thanh cac bai tdp Tin hoc trén may tinh.

- Gi4o vién danh gia mirc 4§ hoan thanh bai tap thuc hanh.

- Sinh vién thyc hanh 12 budi.
9. Nhiém vu ctia sinh vién
Sinh vién phai thyc hién cac nhiém vu nhu sau:
- Tham dy ti thiéu 80% sb bubi thuc hanh.

- Thuc hién déy dua cac bai tap va dugce danh gia két qué thuc hién.

- Tham dy kiém tra giita hoc ky.
- Tham du thi két thiic hoc phan.
- Chu dong td chirc thue hién gio tw hoc.
10. Panh gia két qua hoc tip ciia sinh vién
10.1. Cach danh gia
Sinh vién dugc danh gia tich liiy hoc phén nhu sau:

TT | Piém thanh phin Quy dinh Trong s6 | CPR HP
|| Kibmtra gittaky | Lo o hanh rén may 30% CO1-2
<% o ke -Thi thyc hanh (90 phut)
o | Diem thi ket thic | 1o gy t6i thiéu 80% sé budi | 70% C02-3
hoc phan ‘
thuc hanh

10.2. Céch tinh diém

- Piém danh gia thanh phin va diém thi két thic hoc phin dugc chdm theo thang

diém 10 (tir 0 dén 10), 1am tron dén mot chit s thap phan.

- Biém hoc phan la téng diém cua tit ca cac diém danh gid thanh phan ciia hoc phan
nhan voi trong s6 twong tmg. Diém hoc phan theo thang diém 10 lam tron dén mot
chir s6 thap phén, sau d6 duge quy ddi sang diém chit va didm s theo thang diém

4 theo quy dinh vé cong tac hoc vu ciia Truong.

11. Tai liéu hoc tap

Théng tin vé tai liéu

S6 ding ky ca biét

[1] Gido trinh mdn hoc tin hoc cén bén: (Ap dung cho chuong
trinh tin chi) / Nguyén Minh Trung. Pai hoc Can Tho, 2009,
132 tr. ; Minh hoa, 30 ¢cm - Luu hanh ndi bg.- 005.5/ Tr513

MOL.077596
MOL.056772
MOL.056773
MOL.056774
MOL.056775

[2] Gido trinh thyc hanh tin hoc can ban : MSMH: TN034 (Ap
dung cho chuong trinh tin chi) / Nguyén Minh Trung. Pai hoc
Can Tho, 2009.- 57 tr. ; Minh hoa, 30 cm ( Tu sach Dai hoc
Can Tho)

MOL.077595
MOL.056828
MOL.056829
MOL.056830




MOL.056831

[3] Gido trinh thyc hanh tin hoc can ban van phong / Ngb
Quang Pinh. Tp. H6 Chi Minh: Thanh nién, 2010, 403 tr. ;
minh hoa, 24 cm.- 005.3/ D312

MOL.064422
MOL.064423
MON.043785

12. Hwéng din sinh vién tw hoc

. Ly Thue
Tuan N¢i dung thuyét | hanh Nhiém vu ctia sinh vién
(tiée) | (tibt)
1 Budi thyc hanh 1. 0 5
-Thi hanh tng dung va thao tic trén cira s6 Nghién ctru trudce:
(window) +Tai liéu [1], [2] va
-Thao tdc trén man hinh nén (Desktop). St [3]: chuong 1-6
dung dong ho hé thong (Clock) trén thanh
Taskbar
-Xem/thay d6i cac qui udc hién thi vé Date,
Time, Number, Currency ctua hé thong
-Dung File Explorer dé quan ly thu muc
(Folder) va tap tin (File)
-Str dung chirc nang tim kiém tap tin va thu
muc
-Sir dung chuong trinh hd trg tiéng Viét:
Vietkey, Unikey
2 Budi thwc hanh 2. 0 5
-Goi tng dung Microsoft Word, nhép cac -Nghién ctru trudc:
doan van ban. Pinh 18 trang in. +Tai liéu [1], [2] va
_Chén ky hiéu dic biét, thao tic cét, dan, [3]: cac kién thirc ¢6
lién quan
chép.
-Dinh dang ky tu (Font, size, style, ...). Cac
thao tac trén tap tin (md, luu, dong).
-binh dang doan (Paragraph).
-Céc chic nang nhlp van ban ty dong
(AutoText va AutoCorrect), tim kiém va
thay theé van ban (Replace)
-Tao ky tu DropCap
3 Budi thyc hanh 3. 0 5




-K¢é duong vién va to nén cho doan vin ban
(Borders and Shading).

-Tao ky hiéu danh d4u va sb thtr ty (Bullets
and Numbering).

-Pinh dang vin ban theo dang cft (Columns).

-Cai dat cac diém dirng Tab (Tab Stop).

-Nghién clru trude:
+Tai liéu [3], [4], [5]

Budi thure hanh 4.

-Stt dung thanh cong cu v€& (Drawing

toolbar), cdch tao chit nghé thuat (WordArt),
chén hinh anh (Insert/ Picture/ ...).

-Tao va dinh dang bang (Table) trong
Microsoft Word.

-Nghién ctru trude:
+Tai liéu [1], [2] va
[3]: céc kién thirc ¢
li€én quan

Budi thwe hanh 5.

-Tron thu (Mail merge)
-Tao bo dinh dang (Style), tao bang muc luc

-Nghién ctru trude:
+Tai liéu [1], [2] va
[3]: cac kién thirc co
li€én quan

Budi thwe hanh 6.

-Lam céc bai tap tong hop 6n tap phan soan
thao van ban

-Nghién cuu trudec:
+Tai ligu [1], [2] va
[3]: cac kién thic cd
lién quan

Budi thue hanh 7.

-Nhap di lidu, dién sd tht tu, thao tic trén
dong, cOt trong bang tinh Excel.

-Thyc hién cdc thao tac trén bang tinh
(Sheet), sao chép cong thirc.

-Thuc hanh dé hi€u cac ham cta Excel

-Nghién ctru trudce:
+Tai ligu [1], [2] va
[3]: céc kién thirc ¢
lién quan

Budi thue hanh 8.

-Tinh toadn: dung ham SUM, IF, AND, OR,
ROUND, AVERAGE, MAX, ...

-Dinh dang dit liu: kiéu tién té (Accounting),
ngay (Date, Custom), tron 6, ké khung va to
nén.

-Ap dung cac ham: Toan hoc, Théng ke,
Ngay thang, Logic.

-Nghién ctru trude:
+Tai ligu [1], [2] va
[3]: cac kieén thirc cd
lién quan

Budi thwe hanh 9.




—Ap dung cidc ham: Toan hoc, Théng ké,
Ngay thang, Logic.

-Ap dung cc ham chudi ky tu dé xu Iy sb
liéu, cac ham tim ki€m.

-Ap dung cac ham do tim.

-Nghién clru trudce:
+Tai liéu [1], [2] va
[3]: cac kién thic co
lién quan

10 Budi thwe hanh 10.
-Ap dung céc ham chudi ky tw dé xir 1y sb -Nghién ctru trudc:
lidu, cac ham tim kiém. +Tai ligu [1], [2] va
-Ap dung cac ham do tim. [2]z ete kisn fhug 60
' . lién quan
-Cé4c thao tac trich loc, sap x€p trén co s& dir
liéu.
11 Budi thue hanh 11.
-Tao céc bai bao cao dung cong cu Microsoft -Nghién ctru trudc:
PowerPoint. +Tai ligu [1], [2] va
-Hudng dan stt dung dich vu Web va Email [_?’A]: cac kién thie c6
lién quan
12 Budi thwe hanh 12.

-Céc bai tip tong hop Excel, Powerpoint,
Internet.

+Tai lidu [1], [2] va
[3]: cac kién thirc c6

li€n quan

Can Tho, ngay 16 thang 05 nam 2019
TRUONG BQO MON

G5y

Nguyén Nhi Gia Vinh




