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VIEN PAI HOC MO HA NOI CONG HOA XA HOI CHU NGHIA VIET NAM
KHOA CONG NGHE THONG TIN Poc 1ap — Tu do — Hanh phiic

Ha Noi, ngay 25 thang 07 nam 2017

PE CUONG CHI TIET MON HQC

1. Thong tin chung vé mén hoc

- Tén moén hoc: Tin hgc dai cwong

- Tén tiéng Anh: General Informatics

- Ma mo6n hoc: THDC

- S6 tin chi: 3 (Ly thuyét: 2, Thuc hanh: 1)

- M6n hoc tién quyét (néu c6): khong cin

- Loai mon hoc (Bét budc hoac Tu chon): Bit budc
2. Muc tiéu moén hoc

e V& Kién thire: Cung cip cac kién thirc co ban vé mdy tinh, phan biét dugc vé phan
cung va phén mém may tinh. Biét khai niém céng thong tin di¢n tu, trang tin di¢n
tr. Hiéu dugc cach phan loai trang tin dién tir. Hiéu cac thuat ngit “trang tin ca
nhan” (weblog, blog), chia sé ndi dung tryc tuyén. Biét nguyén 1y lam viéc mot hé
diéu hanh, mot s6 phan mém van phong, két néi internet. Hiéu tim quan trong cua
viéc sao luu dit liéu du phong. Nam dugc van dé ban quyén trong phap luat sir
dung CNTT; Van dé bao vé dit liéu trong phap luat st dung CNTT.

e K¥ ning: su dung tot cac thiét bi ngoai vi chudn, hé diéu hanh, biét to chirc luu
trit va khai thac thong tin trén mdy tinh. Biét cach ngan chin trom cip dir liéu
bang cach khoa may tinh, khoa phwong tién luu trit khi rdi noi 1am viée. Str dung
t6t mot s6 phan mém cho cong tac vin phong. Khai thac tét Internet, E-mail.

e V& thai do:
- Doc tai liéu trude khi 1én 16p;
- Hoan thanh céc bai tap dugc giao;
- Doc thém tai li¢u theo yéu cau;
- Luyén tap cac bai trong gido trinh;
e V¢é phat trién nang luc:
- Nang lyc lIam viéc nhom: Hinh thanh nang lyc lam viéc nhom thong qua viéce
lam bai tap 16n theo nhom;
- Nang lyc tim kiém, t6 chirc, luu trit dé hd tro nghién ctru kién thirc méi;
- Nang luc danh gid dugc do tin cdy cua cac thong tin, dir liéu da tim dugc;



Mau 08
Ning lyc xir Iy thong tin hd tro giai quyét van d¢; hd trg qua trinh tu duy, hinh
thanh y tudng méi, ciing nhu 1ap ké hoach giai quyét van d¢;
Ning lyc sir dung céng nghé thong tin trong giao tiép, chia sé, trao doi thong tin
va hop tac vdi nguoi khac mot cach an toan va hiéu qua.

3. Chuin diu ra

Sinh vién hoan thanh hoc phan nay cé thé:

Nim duogc cac kién thic co ban vé may tinh, phén cung, phén mém, hé diéu
hanh,...

Biét cach to chirc Iuu trit va khai thac thong tin trén may tinh;

St dyung tt cac phan mém tin hoc van phong;

Biét cach khai théc thong tin trén internet;

Biét cach sir dung email.

4. Tém tit mon hoc (khodng 120 tir)
Tiéng Anh: The course consists of 4 main sections of knowledge: basic knowledge of
computer, word processor, slide program and operation manuals Internet and E-mail.

The knowledge of informatics providing basic knowledge about computer
science, introduction to information and representation of information,
computer models, hardware, computer software, operating system and guides
perform basic operations with an operating system such as running programs,
customizable interface, working with files, installing software, ...

The draft guidance documents using a word processor common. Also, help
students with general knowledge about the drafting system and how to create
documents in the correct standard.

The program screened as introduction to a program allowing to create Slide
Projector or slide through the big screen. Very useful for students later if
necessary report seminars, assignments, graduation thesis ...

The operation manuals Internet and Email gives students the foundation
knowledge of the global Internet, registering and using the services on the
Internet. Helping students to exchange electronic tools and self-learning ability
later.

e Tiéng Viét: Mon hoc bao gdm 4 phan kién thic chinh: nhiing hiéu biét co ban vé
tin hoc, chuong trinh soan thao van ban, chuong trinh trinh chiéu va huong dan
khai thac internet va E-mail.

Nhirng hiéu biét vé tin hoc cung cap cac kién thirc co ban nhat vé tin hoc, gidi
thiéu vé thong tin va cach biéu dién thong tin, mé hinh may tinh, phan cung,
phan mém may tinh, hé diéu hanh va huéng dan thyuc hién cac thao tac co ban
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véi mot hé didu hanh nhu: chay chuong trinh, tuy bién giao di¢n, lam viéc voi
tép tin, cai dat phﬁn mém,...

- Phén Soan thdo vin ban hudng dan cach sir dung mot chuong trinh soan thao
van ban thong dung. Ngoai ra, giup ngudi hoc ¢ kién thirc chung vé cac hé
soan thao van ban cling nhu céch tao ra cac van ban theo dung chuan.

- Phan Chuong trinh trinh chiéu: giéi thiéu cho ngudi hoc mét chuong trinh cho
phép tao ra cac Slide dé trinh chiéu thong qua Projector hodc man hinh 16n. Rét
c¢6 ich cho sinh vién sau nay khi cin béo céo seminar, bai tap 16n, d6 an tot
nghiép...

- Phan huéng dan khai thac Internet va Email cung cép cho sinh vién cac kién
thirc nén tang ciia mang Internet toan cau, cach dang ky va str dung cac dich vu
trén Internet. Gitp sinh vién c6 cong cu trao ddi dién tr va kha nang tu hoc sau
nay.

5. N6i dung chi tiét mén hoc
PHAN 1 - PAI CUONG VE TIN HQC
Chuong 1.  Gi6i thiéu (1 Ly thuyét)

1.1. Tin hoc 1a gi
1.1.1. Thong tin la gi?

1.1.2. DO quan trong cua thong tin?
1.1.3. X Iy thong tin nhu thé nao?
1.1.4. Tin hoc la gi?

1.1.5. Biéu dién thong tin trong tin hoc

1.2. Lich str ra doi
1.2.1. Chiéc may tinh dau tién ENIAC I
1.2.2. Cac thé hé may tinh
1.2.3. Mot sb cot moc dang ghi nhé

1.3. Tin hoc lam dugc gi
Néu tac dung cua Tin hoc trong cude séng, lién hé dén cac nganh nghé trong xa

hoi. Dé sinh vién hiéu dugc tac dung ctiia nganh minh theo hoc.
Chuong 2.  Phén cirng may tinh (1 Ly thuyét)

2.1. M6 hinh may tinh

2.2 . Céc thiét bi phan ctimg théng dung ctia may tinh c4 nhan
2.2.1. Man hinh
2.2.2. Ban phim
2.2.3. Chuot
2.2.4. Mayin
2.2.5. Case may tinh

Chuong 3. Phian mém mady tinh (1 Ly thuyét)
3
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3.1. Phan mém la gi ?
3.2. Cac loai phan mém
3.2.1. Phan mém hé thong
3.2.2. Phan mém lap trinh
3.2.3. Phin mém tmg dung
3.2.4. Virus may tinh
Chuong 4. Mang may tinh (1 1y thuyét)
4.1. Thé nao 1a mang may tinh
4.2. Lich st ra doi
4.3. Hiu qua thuc té
Chuong 5. Mt s6 iwng dung phd bién dé lién lac, truyén thong (1 1y thuyét)
5.1. Khai niém céng thong tin dién t, trang tin di¢n tu
5.2. Phan loai trang tin di¢n tu
5.2.1. Bao dién tir
5.2.2. Trang tin dién tir tong hop
5.2.3. Trang tin dién tr nd1 bo
5.2.4. Trang tin dién tr cd nhan
5.2.5. Trang tin dién tr itng dung chuyén nganh
5.3. Khai niém trang tin c4 nhan
5.4. Chia sé ndi dung tryc tuyén
Chuwong 6. Mot s6 van dé an toan thong tin co ban khi lam viéc véi may tinh (1 1y
thuyét)
6.1. Cach ngan chan trom cap di liéu bang cach khoa may tinh, khéa phuong tién
lIvu trir khi ro1 noi lam viéc.
6.2. Tam quan trong cua viéc sao luu dif liéu dy phong
Chuwong 7. Mot s6 van dé co ban lién quan dén phap luit trong sir dung CNTT (1
Iy thuyét)
7.1 Ban quyén
7.1.1. Khai niém ban quyén/quyén tac gia (copyright)
7.1.2. Su cén thiét ton trong ban quyén
7.1.3. Mot s6 khai niém tong quan cua luat phap Viét Nam va quéc té lién quan
dén ban quyén phian mém, ban quyén nodi dung va sé hitu tri tué
7.1.4. Cach nhan dién mot phan mém co ban quyén
7.1.5. Thuét ngit “théa thuan gidy phép cho ngudi dung cudi” (end-user license
agreement).
7.1.6. Phan biét mot so loai phr?m mém
7.2. Bao vé dur liéu
7.2.1. Cac khai niém dir liéu, quan ly dit li¢u, bao vé dir licu
4
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7.2.2. Mot s6 quy dinh co ban vé luat phap ctia Viét Nam lién quan dén quyén
bao vé dit li¢u, trach nhi€ém quan 1y, bao vé dir li¢u & Viét Nam
PHAN 2 — TIN HQC UNG DUNG
Chuwong 8. Hé diéu hanh (3 Ly thuyét + 2 Thuwc hanh)
8.1. Gidi thi¢u
8.1.1. Mot sb khai niém
8.1.2. Phan loai h¢ diéu hanh
8.2. Cac dbi tuong do hé didu hanh quan Iy
8.2.1. Téap tin va thu muc
8.2.2. Phan loai tap tin
8.2.3. O dia
8.2.4. Puong dan
8.3. H¢ diéu hanh Windows
8.3.1. Gi6i thiéu vé h¢ diéu hanh Windows
8.3.2. Khdi dong va thoat khoi Windows
8.3.3. Mot sb khai niém co ban
8.3.4. Céc thao tac co ban
8.3.5. Cac thao tac v6i hé thong
8.3.6. Cac thao tac lam vi¢c voi tép tin
8.3.7. Cai dat phan mém trong Windows
8.4. Tiéng Viét trén Windows
8.4.1. B0 font chir
8.4.2. Cac chuan font chit tiéng Viét
8.4.3. Cac bo gb tiéng Viét
8.4.4. Céch luyén go 10 ngén
Chuwong 9. Chwong trinh soan thao viin ban (5 Ly thuyét + 8 Thuc hanh)
9.1. Gioi thiéu
9.1.1. Mot s6 khai niém
9.1.2. Céc chuc nang cua chuong trinh soan thdo van ban
9.1.3. Giéi thiéu mot sb chuong trinh soan thdo van ban
9.2. Cac thao tac lam viéc co ban
9.2.1. Khéi tao va thoat khéi chuong trinh
9.2.2. Gidi thiéu cac thanh phan trén cira s6
9.2.3. He¢ thong phim tit
9.2.4. Cac thao tac vdi tép tin van ban
9.2.5. Cac thanh phan cta vin ban
9.2.6. Tra ctru tro giup
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9.3. Cac thao tac soan thao
9.3.1. Céch nhap li€u cho van ban
9.3.2. Nhap cac ky tu dac biét
9.3.3. Cac thao tac danh ddu, sao chép va di chuyén khéi van ban
9.3.4. Cac khai niém va thao tac voi phong chir
9.3.5. Cac khai niém va thao tac voi doan van ban
9.3.6. Tim kiém va thay thé
9.3.7. Kiém tra chinh ta va sira 15i ty dong
9.4. Mot sb thao tac ning cao
9.4.1. Bang va cac thao tac lién quan dén bang
9.4.2. V¢ hinh trong van ban
9.4.3. Chen hinh anh vao van ban
9.4.4. Chen céc cong thuc toan hoc
9.4.5. Tron thu ty dong
9.5. Céc thao tac in 4n
9.5.1. DPinh dang trang in
9.5.2. Thiét 1ap may in
9.5.3. Xem trudc khi in
9.5.4. Céc thao tac in van ban
Chuwong 10. Chwong trinh bang tinh (5 Ly thuyét + 10 Thyc hanh)
10.1.Gioi thiéu
10.1.1.M06t s6 khai niém
10.1.2.Céc chuc nang cua chuong trinh bang tinh
10.1.3.Gi6i thiéu mot sd chuong trinh bang tinh
10.2.Céc thao tac lam viéc co ban
10.2.1.Khoi tao va thoat khoi chuong trinh
10.2.2.Gi6i thiéu cac thanh phan trén cira sb
10.2.3.Hé thong phim tat
10.2.4.Céc thao tac voi tép tin
10.2.5.Cac thanh phan cta bang tinh
10.2.6.Tra ctru trg giup
10.3. Céc thao tac co ban
10.3.1.Cach nhéap liéu cho bang tinh
10.3.2.Pinh dang bang tinh
10.3.3.Ham va tinh toan trén bang tinh
10.3.4.Mo6t s6 ham thong dung trong Excel
10.4.Mbt s6 thao tac nang cao trén Co s dir liéu
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10.4.1.Khai niém
10.4.2.Sap xép
10.4.3.Loc dir liéu
10.4.4.Tinh toan phan nhém
10.4.5.Cac ham xtr 1y trén dir li¢u
10.4.6.Dung Data Validation dé kiém soat nhap
10.4.7.Tim kiém dit liéu trong bang tinh
10.4.8.B4o v¢ tap tin bang tinh
10.4.9.Biéu dd
10.5.Céc thao tac in 4n
10.5.1.Dinh dang trang in
10.5.2.Thiét 1ap may in
10.5.3.Xem trudc khi in
10.5.4.Cac thao tac in van ban
Chuwong 11. Chwong trinh trinh chiéu (5 Ly thuyét + 5 Thyc hanh)
11.1.Gio6i thiéu
11.1.1 Mot s6 khai niém
11.1.1.Céc chirc nang ctia chuong trinh trinh chiéu
11.1.2.Giéi thiéu mot chuong trinh trinh chiéu
11.2.CA4c thao tac lam viéc co ban
11.2.1.Khéi tao va thoat khoi chuong trinh
11.2.2.Gi6i thiéu cac thanh phan trén cira s6
11.2.3.Hé thong phim tat
11.2.4.Céac thao tac vai tép tin trinh chiéu
11.2.5.Tra ctru trg giup
11.3.Lam viéc voi slide
11.3.1.Cach tao ra mot slide
11.3.2.Cach nhap dir li¢u cho trang trinh chiéu
11.3.3.Mot s6 quy tic co ban
11.3.4.Slide Master
11.3.5.Chén cac ddi twong phuc tap vao slide
11.3.6.Thém baot slide
11.4.Tao cac hiéu ung
11.4.1.Tao cac hiéu ung hoat hinh cho van ban
11.4.2.Tao cac hiéu Gng chuyén tiép slide
11.4.3.Chén am thanh vao slide
11.5. Céc thao tic xuit ban
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11.5.1.C4ch trinh chiéu mot file trinh dién
11.5.2.Tao ra file trinh dién va bao mat
11.5.3.In 4n céc slide
Chuong 12. Internet va Email (5 Ly thuyét + 5 Thue hanh)
12.1.Gidi thiéu
12.1.1.Mang Internet
12.1.2.M06t s6 dich vu trén mang Internet
12.1.3.Trinh duyét Internet
12.1.4.Céch két ndi Internet
12.2.Khai thac Internet
12.2.1.Su dyng trinh duyét
12.2.2.Céch st dung cac may tim kiém thong tin
12.2.3.Dua thong tin 1én mang Internet
12.3.Khai thac dich vu Email
12.3.1.Dich vu email
12.3.2.Su dyng webmail
12.3.3.Str dung rng dung mail client
6. Tai liéu tham khao
1. Tai liéu hoc tap
[1] Bai giang mon tin hoc dai cwong, Khoa Cong nghé Thong tin - Vién Pai hoc
M¢& Ha Noi (luu hanh ndi bo)
[2] Giao trinh Tin hoc can ban, Bo GDDT, 2009.
[3] Giao trinh Thwe hanh Tin hgc cian ban, B GDDT, 2009.
2. Tai liéu tham khao
[4] Gido trinh Tin hoc dai cwong, Truong Pai hoc Kinh té Thanh phd Ho Chi
Minh.
[5] Han Viét Thuan, Gido trinh Tin hoc dai cwong, NXB Théng ké, 2004.
[6] Cac tai li€u v&i 4 ndi dung trén.
7. Phwong phap, hinh thirc kiém tra — danh gia két qua hoc tip mon hoc
- Hudng din danh gia qué trinh vé chuyén can: thiec hién ché do diém danh va ¥ thire
tham gia hoc tdp tai cdc budi lén 16p (gidng Iy thuyét, lam bai tdp, thuyét trinh
nhom, ...).

- Hudng din danh gia qua trinh vé chuyén mén: Trude mdi budi hoc, sinh vién phdi

doc trude va tim hiéu kién thire lién quan cua bai hoc. Trong méi budi hoc, sinh vién

phdi lam badi tdp theo yéu cau ciia gido vién trén 16p. Sau méi budi hoc, sinh vién phdi

hodan thanh cdc bai tdp vé nha dwoc giao va nép lai cho gido vién. Duwa trén két qua

cdc bai kiém tra trén 16p, bai tdp vé nha hodc tai I6p theo yéu cau cia giing vién
8
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trong tirng phan, két qua chuyén mén trong thuyét trinh, bdo cdo nhém dé danh gia

diém qua trinh vé chuyén mon.

- Hudng din danh gia két thiic mén hoc: thuee hién lam bai tdp 16 theo yéu cdu cia
GVCM va tién hanh kiém tra danh gid BTL theo quy dinh ciia khoa.

- Ty 16 thang diém danh gia:

Tiéu chi danh gia Ty 1€
Danh gia chuyén can 10%
Danh gia qua trinh vé chuyén mén 20%
Danh gia két thuc mon hoc 70%
Ban Lanh Dao Khoa B Mon
(Ky va ghi ro ho tén) (Ky va ghi ro ho tén)



