BO GIAO DUC VA PAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG PAI HQC CAN THO Déc 1ap - Tu do - Hanh phic

PE CUONG MON TIN HQC
B6 sung kién thirc cho hoc sinh dwge xét tuyén thing
vao Truong Pai hoc Can Tho

A.MUC PiCH

Hé théng hoa nhiing kién thirc Tin hoc co ban da duoc hoc & chuong trinh
phé thong trung hoc hién nay, ¢6 chon loc va chinh stra cho phu hop véi trinh do,
dbi tuwong hoc sinh dy bi, déng thoi tiép can dugc nhing kién thic Tin hoc dai
cuong & cac truong dai hoc, cao dang.

Tap trung vao cac phﬁn kién thtrc co ban nhat nhu nhap mon Tin hoc, h¢
diéu hanh, hé soan thao vin ban, trinh chiéu, bang tinh dién tur, internet gitip cho
hoc sinh c6 thé phat trién kha nang tu hoc, tu duy sang tao, ting cudng k¥ ning
tin hoc, k¥ nang tim kiém thong tin trén internet dé phuc vu cong viéc hoc tap va
cudc song hang ngay. Rén cho hoc sinh c6 thoi quen suy nghi, lam viéc hop 1y,
khoa hoc va chinh xac.

B. YEU CAU

Kién thuc: G1up hoc sinh hiéu rd cac khai niém co ban vé tin hoc, thao tac
va lam viéc duoc hé diéu hanh va cac tmg dung tin hoc vin phong.

K¥ ning: Van dung dugc cac kién thirc 1y thuyét vao qua trinh hoc tap va
lam viéc hang ngay v4i may tinh.

C. TAI LIEU HQC TAP
- Tai liéu tham khao: Gido trinh tin hoc cin ban — Pai hoc Can tho.
- Tai liéu thuc hanh Tin hoc do Ths. Nguyén Thi Kim Van bién soan



D. PHAN PHOI CHUONG TRINH
Hoc ky I: 6 tiét/ tudn x 10 tuan = 60 tiét.
Hoc ky II: 6 tiét/ tudn x 10 tuan = 60 tiét.

HOCKY I:
So tiét
STT | Chwong Tén Chuwong Téng sé LyA T%n.rc
thuyét | hanh
1 | Mét s6 khai niém co bén cua 3 3 0
Tin hoc va may tinh dién tr
2 Il | H¢ diéu hanh 12 6 6
3 11 Soan thao van ban (Word) 36 18 18
4 IV | Trinh chiéu (PowerPoint) 6 3 3
5 \ Internet 3 0 3
Cong 60 30 30
HOC KY II:
So tiét
STT | Chwong Tén Chuong | oLy | Buwe
Tong soO thuyét thuc
hanh
1 \Y Cac thao tac co ban Excel 6 3 3
5 VI C?c.%héi n’iémv co ban: Kiéu 6 3 3
dir liéu, toan tu,...
Cac ham co ban: Ham xur ly
3 VI ngay thang, chuoi, toan 18 9 9
hoc,...
4 VIII | Ham do tim, thong ké,. .. 18 9 9
5 IX ganh sach, .trig:h loc, do thi, 12 5 5
inh dang, in an trong Excel
Cong 60 30 30




E. PE CUONG MON HOC

HOCKI I
Chuong I
CAC KHAI NIEM CO BAN CUA TIN HQC VA MAY TiNH PIEN TU
(3 tiét Iy thuyét)
|.Thong tin va biéu dién thong tin:( (1 tiét Iy thuyét)
1. Cac khai niém co ban
2. Biéu dién thong tin trong M4y tinh dién tir
3. Ung dung cua Tin hoc va moi quan hé gitra Tin hoc va xa hoi
1. Gi6i thiéu vé May tinh dién tir: (2 tiét 1y thuyét)
1. Khai niém vé May tinh dién tur
2. Bic tinh va vai tro cua May tinh di¢n tir
3. Céu triic cuia May tinh dién tir

Chuong I1
HE PIEU HANH

(12 tiét: 6 tiét 1y thuyét, 6 tiét thwe hanh)
|. Céc khai niém can ban trong h¢ diéu hanh, thao tac trén giao di¢n, thiét dat
ngay gio, dinh ving trén hé thong (1 tiét LT; 1 tiét TH)
. T6 chirc, quan Iy va tim kiém dit liéu (2 tiét LT; 2 tiét TH)
l1. Quan 1y, cai dat, tim kiém tng dung, tao 1i tat (shortcut) cho tmg dung (2
tiét LT; 2 tiét TH)
IV. Nén, giai nén, bao quan dir liéu (sao luu, phuc hoi) (1 tiét LT; 1 tiét TH)

Chuwong III
SOAN THAO VAN BAN MS WORD
(36 tiét: 13 tiét Iy thuyét, 13 tiét thue hanh)

|. Nhap vin ban tiéng Viét (phan mém Unikey), kiém 13i chinh ta (1 tiét LT; 1
tiét TH)
I1. Pinh dang chir (font name, font size, font styles, chi sb trén, chi sb dudi, .. .)
(1 tiét LT; 1 tiét TH)
[1l. Tao danh diu, danh sé dau dong (Bullet & Numbering); ké khung (boder),
t6 mau (shading) (2 tiét LT; 2 tiét TH)



IV. Pinh dang doan, canh 1&, thut dau dong (first line), dan dong (line spacing),
dan doan (paragraph spacing). Chia cot (column), ngit cot (break column), chi
to (drop caps) (2 tiét LT; 2 tiét TH)
V. V& hinh (Shape), b6 tri (order), t6 mau, nhém hinh (group) (2 tiét LT; 2 tiét
TH)
V1. Piém dimg tro chudt (Tab stop), thudc (ruler), don vi do (measurement
unit) (2 tiét LT; 2 tiét TH)
VII. Bang (table), tach 6 (split cell), ghép 6 (merge cell) (2 tiét LT; 2 tiét TH)
VIII. Chén chit nghé thuét (wordart), hinh (image), 6 nhép (textbox) (2 tiét LT;
2 tiét TH)
IX. Tim tir, cum tir (find), thay thé (replace), chén chit tw dong (autotext), thay
thé chit tu dong (autocorrect) (2 tiét LT; 2 tiét TH)
X. Dan trang (page setup), kho gidy (paper size), hudng gidy (orentation), chira
1& (margin), xem trudc khi in (preview), thu phong (zoom), ddu va chén trang
(header & footer), chén sb trang (page number) (2 tiét LT; 2 tiét TH)

Chuong IV

TRINH CHIEU POWERPOINT
(6 tiét: 3 tiét 1y thuyét, 3 tiét thwe hanh)

|. Chuan bi ndi dung can béo cdo (1 tiét LT; 1 tiét TH)
1. Thiét ké, dan trang, chén d6i twong (object), hiéu tng hoat hinh (animation)
(2 tiét LT; 2 tiét TH)

Chwong V

INTERNET

(3 tiét thwe hanh)

|. T6 chirc va truy cap, tim kiém thong tin trén Internet
Il. Thu dién tu



HOQC Ki II
BANG TiNH PIEN TU MICROSOFT EXCEL
(60 tiét)

Chuong V
CAC THAO TAC CO BAN TRONG MICROSOFT EXCEL
(6 tiét: 3 tiét 1y thuyét, 3 tiét thuwc hanh)
|. Lam quen v6i Phan mém tmg dung xir 1y bang tinh (1 tiét LT; 1 tiét TH)
1. Khéi dong
2. G161 thi€u man hinh chinh
3. Khai niém vé bang tinh
4. Thoat phin mém tng dung
. Cac thao tac trén Workbook (1 tiét LT;1 tiét TH )
1. Tao workbook
2. Luu trv
1. Tao va quan 1y cac Worksheet trén mot Workbook (1 tiét LT;1 tiét TH )
1. Chen Worksheet
2. Ddi tén
3. D1 chuyén, sao chép, xoa, ...
Chuong VI
CAC KHAI NIEM CO BAN
Kiéu dit lidu, toan tir,...
(6 tiét: 3 tiét 1y thuyét, 3 tiét thwe hanh)
I. Nhap dir liéu vao bang tinh (1 tiét LT; 2 tiét TH)
1. Céc kiéu dit liéu va cac toan tir toan hoc
2. Céc phim di chuyén con tro 6
3. Nhép dir li¢u
4. Stra dir licu
. Binh dang dir liéu (2 tiét LT; 1 tiét TH)
1. Pinh dang 6
2. Pinh dang hang
3. Binh dang cot
4. Tao duong vién, t6 mau.
5. Sép xép dir liéu.



Chwong VII
CAC HAM CO BAN
Ham xtr 1y ngdy thang, chudi, toan hoc,...
(18 tiét: 9 tiét ly thuyét, 9 tiét thwe hanh)
|. Khai niém vé ham, cong thtrc (1 tiét LT, 1 tiét TH)
II. Cac ham c6 san trong Excel:
1. Ham ngay thang: date, day, month, year, datevalue, now, today,... (2
tiet LT, 2 tiét TH) , ,
2. Ham chuoi: left, right, mid, value,... (3 tiét LT, 3 tict TH)
3. Ham toan hoq: abs, couptif, int, mod, round, sqrt, sum, sumif, trunc,
and, or, not, if, ...(3 tict LT, 3 tiet TH)

Chwong VIII
HAM NANG CAO
Ham do tim, thong ké,...
(18 tiét: 9 tiét Iy thuyét, 9 tiét thwe hanh)
. Ham théng ké: average, count, counta, min, max, rank, ... (3 tiét LT, 3 tiét
TH)
1. Him do tim: vlookup, hlookup (6 tiét LT, 6 tiét TH)

Chuong IX
DANH SACH, TRiCH LQC, PO THI , IN AN TRONG EXCEL
(12 tiét: 6 tiét 1y thuyét, 6 tiét thwe hanh)

I. Danh sach (1 tiét LT, 1 tiét TH)
II. Trich loc (1 tiét LT, 1 tiét TH)
1. Biéu d6 bang tinh (3 tiét LT, 3 tiét TH)

1. Gi6i thiéu Biéu do

2. Céc budce tao biéu do

3. Hiéu chinh biéu d6
IV.In an (1 tiét LT, 1 tiét TH)

Can bd bién soan HIEU TRUONG



