TRUONG PAI HOC KNH TE - KY THUAT CONG NGHIEP

KHOA CNTT

BO MON: HE THONG THONG TIN

PE CUONG CHI TIET
HQC PHAN: TIN HQC VAN PHONG

1. THONG TIN CHUNG
Tén hoc phan (tiéng Viét):
Tén hoc phan (tiéng Anh):
Ma mon hoc:

Khoa/Bo moén phu trach:

Giang vién phu trach chinh:

GV tham gia giang day:
S4 tin chi:
S6 tiét Ly thuyét:
S6 tiét TH/TL:

S4 tiét Ty hoc:
Tinh chat cua hoc phan :
Hoc phan hoc truéc:
Hoc phan tién quyét :

Céc yéu cau cua hoc phan

2. MO TA HQC PHAN
Hoc phan Tin vin phong 1a hoc phan tu chon nam trong kién thirc co s& cua nganh

TIN HOC VAN PHONG
OFFICE INFORMATICS

Hé théng thong tin

Ths. Tran Minh Puc

Email: ductm@uneti.edu.vn
Giang vién khoa Cong ngh¢ thong tin
2 (24,12,30,60)

24

12

24+12/2 = 15 tuan x 2 tiét/tuan
60

Bit budc

Khong cé

Khong cé

Sinh vién phai cé tai liéu hoc tap

Cong nghé thong tin. Hoc phan bao gom noi dung huéng dan st dung ba phan mém duoc
g dung trong cong tac vian phong: phan mém soan thao vian ban MicroSoft Word; phan

mém bang tinh MicroSoft Excel; phan mém trinh chiéu MicroSoft Powerpoint.

3. MUC TIEU CUA HQC PHAN POI VOI NGUOI HQC

Kién tharc

Van dung duoc nhitng kién thac co ban vé phan mém MicroSoft Word, MicroSoft
Excel, MicroSoft Powerpoint. Nhd cac thao tac co ban trong soan thao van ban, bang tinh,

trinh chiéu dé van dung vao cong tic van phong
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Ky ning

Hiéu dwoc ki ning soan thao van ban, tinh toan bang tinh va trinh chiéu, dap ung cac
yéu cau trong cbng Vviéc van phong. C6 kha ning khac phuc dugc nhitng 15i co ban phéat sinh
trong khi sir dung phan meéem MicroSoft Word, MicroSoft Excel, MicroSoft Powerpoint.

Nang lyc tw chi va trach nhiégm
Nghiém tdc, trach nhiém, chi dong, tich cuc, chiam chi, can than.
4. CHUAN PAU RA HOC PHAN

Ma Mb ta CPR hoc phan 7 CBR ciia
CbR Sau khi hoc xong mén hoc nay, nguoi hoc c6 thé: CTPT
Gl Vé kién thirc
Hiéu duoc nhiing kién thic vé& st dung phan mém MicroSoft 1.2.2
Gl.1.1
Word
Hiéu duoc nhitng kién thic vé str dung phan mém MicroSoft 122
G1.1.2
Excel
Hiéu duoc nhiing kién thuc vé st dung phan mém MicroSoft 1.2.2
G1.1.3 .
PowerPoint
C6 kha nang khac phuc duoc nhiing 18i co ban phat sinh trong khi 1.2.2
G1.2.1 |su dung phan mém MicroSoft Word, MicroSoft Excel, MicroSoft
Powerpoint
Str dung linh hoat, sang tao cac k¥ thuat trinh bay van ban, bang 1.2.2
Gl.2.2| "0, -z
tinh va trinh chicu
G2 Vé ki ning
Soan thao va dinh dang duoc van ban theo mau quy chuan trén 2.1.2
G2.1.1 |,
Microsoft Word
Trinh bay bang tinh va ap dung cac cong thirc co ban dé tinh toan 2.1.2
G2.1.2 dur liéu trén Microsoft Excel
13 Tao cac trang trinh chiéu va str dung duoc cac hiéu ung trong thiét 212

ké trang trinh chiéu trén Microsoft PowerPoint

C6 kha niang khac phuc duoc nhitng 15i co ban phat sinh trong khi | 2.2.1;2.2.3
G2.2.1 | st dung phan mém MicroSoft Word, MicroSoft Excel, MicroSoft
Powerpoint

Str dung linh hoat, sang tao cac ky thuat trinh bay van ban, bang| 2.2.1;2.2.3

G2-2:2 | inh va trinh chiéu

G3 Ning luc tw cha va trach nhiém
G3.1.1 |Ren luyén tinh chu dong trong hoc tap va cong viéc 3.1.1;3.1.2
G3.2.1 | Tong hop cap nhat duoc nhiing thay doi vé cac phién ban Office 321
G3.2.2 | Thi hanh va tuan tha dao dic nghé nghiép 322




5. NQI DUNG MON HOQC, KE HOACH GIANG DAY

Tai ligu
hoc tap,
tham khao

Tuan N6i dun So tiét | So tiét
thir b1 aung LT | TH

Chwong 1: Soan thao vin ban
1.1 Téng quan MS Word
1.1.1. Giao dién MS Word 2013
1.1.2. Tabs trén thanh Ribbon
1.1.3. Chtrc nang cua cac Tab
1.1.4. Office Button
1.1.5. Quick Access Toolbar( thanh truy cap nhanh)
1.1.6. Thanh trang thai (Status Bar)
1.1.7. Khung tac vu ( Task Pane)
1.1.8. Phim tét (Keytips)

2 1,234

1.2 Cac thao tac can ban
1.2.1.Kh¢i dong Word
1.2.1. Két thic Word
1.2.3. Tao van ban mai
1.2.4. Luu van ban
1.2.5. Mé& van ban da co
1.2.6. Hién thi van ban
1.2.7. Thuoc tinh cua van ban
1.2.8. Lua chon khéi van ban
1.2.9. Sao chép khéi vin ban
1.2.10. Di chuyén khéi vin ban

2 1,234

1.3 Pinh dang vin ban
1.3.1. Binh dang ky tu bang nhém lénh Font
1.3.2. binh dang Paragraph
3 1.3.3. Tao khung va nén 2 1,2.3,4
1.3.4. Binh khoang cach Tab Stop
1.3.5. Dinh s6 cot cho vin ban
1.3.6. Panh s tu dong
1.3.7. Tao chit céi I6n dau dong

1.4 Pinh dang trang in
1.4.1. Chon c& gidy va dat 18
1.4.2. Bat tiéu dé dau trang va cudi trang
1.4.3. Tao chu thich ¢ cudi trang hoic cudi van ban
4 1.4.4. Danh sb trang 2 1234
1.4.5. Ché do xem trudc cach bé tri trang in
1.4.6. In van ban
1.5 Lap bang biéu
1.5.1. Tao mot bang mai
1.5.2. C4c thao t4c sira d6i trong bang
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Tuan
the

Noi dung

So tiét
LT

So tiét
TH

Tai ligu
hoc tap,
tham khao

1.5.3. Sap xép dit liéu trong bang
1.6 Chén hinh anh va c6ng thirc toan hoc
1.6.1. Chen cac ki tu dac biét
1.6.2. Soan thao céng thurc toan hoc
1.6.3. AutoShape
1.6.4. Text box
1.6.5. Chen tép anh vao van ban dang soan
1.6.6. Tao chir nghé thuat

1.7 Céc cbng cu phu tro
1.7.1. Tim kiém va thay thé
1.7.2. Cai dat c&c ché d6 tu dong- AutoCorrect
1.7.3. Binh dang nhanh bing Style
1.7.4. Tao nhanh mot van ban theo mau
1.8 Cac chirc niing ning cao
1.8.1. Tron van ban
1.8.2. Tao muc luc tu dong

1,2,3,4

Thuc hanh mén hoc sb 1

1,2,3,4

Chuong 2: Bang tinh dién tir

2.1 Téng quan giao dién Excel 2013
2.1.1 Khoi d@ong va thoat khoi Excel
2.1.2 Man hinh Excel 2013
2.1.3 Thao tac vai bang tinh

2.2 Xir ly dir liéu trong bang tinh
2.2.1 Cac kiéu dir ligu
2.2.2 Céc toan tur trong Excel
2.2.3 binh dang dt liéu
2.2.4 Thao tac vai khoi
2.2.5 Thao tac vai hang, cot, 0

1,2,3,4

2.3 M@t s ham thong dung trong Excel
2.3.1 Qui tac stir dung ham
2.3.2 Céch nhap ham
2.3.3 Nhom ham xir ly ngay thang (DAY, MONTH,
YEAR, NOW, TODAY, WEEKDAY)
2.3.4 Nhom ham xu ly ky tu (LEFT, RIGHT, MID,
CONCATENATE, VALUE, TEXT)
2.3.5 Nhém ham théng ké (SUM, SUMIF, COUNT,
COUNTA, COUNTBLANK, COUNTIF,
AVERAGE, MAX, MIN)

1,2,3,4

2.3.6 Nhém ham logic (IF, AND, OR)
2.3.7 Nhom ham tim kiém tham chiéu (VLOOKUP,
HLOOKUP)

1,2,3,4




Tuan
the

Noi dung

So tiét
LT

So tiét
TH

Tai ligu
hoc tap,
tham khao

10

2.4 Co so dir ligu
2.4.1 Khai niém
2.4.2 Sap xép dix lidu

2.5.1 it 1é trang in

2.5.4 Thuc hién in 4n

2.4.3 Loc dit liéu Tu dong — Nang cao
2.4.4. Cac ham CSDL (Dsum, Dcout, ...)
2.5 Pinh dang va in 4n bang tinh

2.5.2 Tao tiéu dé dau trang va cudi trang
2.5.3 Lap lai tiéu dé bang tinh khi sang trang

1,2,3,4

11

Kiém tra dinh ky lan 1

1,2,3,4

12

Thuc hanh mén hoc s6 2

1,2,3,4

13

Chuong 3: Trinh chiéu di¢n tir véi Power Point
3.1 Téng quan giao dién Power Point 2013
3.1.1 Khai dong va thoat khoi Power Point
3.1.2. Man hinh Power Point 2013
3.1.3 Thao téac vai trang trinh chiéu (Presentation)
3.1.4 Thao tac vai Slide
3.1.5 Chén va dinh dang cac ddi tuong trong Slide

1,2,3,4

14

3.2 Thiét lap hiéu &ng cho presentation
3.2.1 Thiét lap hiéu tng cho slide
3.2.2.Thiét 1ap cac hiéu img cho d6i tugng trén slide

3.2.3 Trinh dién presentation

1,2,3,4

15

Thuwe hanh mén hoc s6 3 + Kiém tra dinh ky lan 2

1,2,3,4

6. MA TRAN MUC PQ PONG GOP CUA NOI DUNG GIANG DAY PE PAT PUQC
CHUAN PAU RA CUA HQC PHAN
Mizc 1: Thap
Muzc 2: Trung binh

Muc 3: Cao
Chu N iy Chuin dau ra hoc phan
Noi dung giang day :
ong GlL | GL | GL | GL | GL | G2. | G2. | G2. | G2. | G2. | G3. | G3. | G3.
1112 (13|21 22|11 12|13 |21 [22]11|21]22
Chwong 1: Sogn thdo van ban
1.1. Téng quan Microsoft Word 2 2 13
1.2. Céc thao tac can ban 2




1.3. Binh dang van ban

1.4. Binh dang trang in

1.5. Lap bang biéu

1.6. Chen hinh anh va coéng thac
toan hoc

1.7. Céac cbng cu phu trg

1.8. C4c churc nang nang cao

Chuwong 2: Bdng tinh dién tir

2.1. Tong quan giao dién
Microsoft Excel

2.2. Xt ly dit liéu trong bang tinh

2.3. M6t s6 ham thdng dung trong
Excel

2.4. Co so dix liéu

2.5. binh dang va in 4n bang tinh

Chwong 3: Trinh chiéu dién ti

3.1. Tong quan giao dién
PowerPoint

2

3.2. Thiét Iap hiéu ung cho
Presentation

3

7.PHUONG THU'C PANH GIA HQC PHAN

Piém Quy dinh

thanh (Theo OP So: 686/0P-
phan PHKTKTCN)

G1.

1.1

Gl

1.2

Gl
1.3

G1.

2.1

Gl
2.2

G2.

11

G2.
1.2

G2.

13

G2.

2.1

G2.

2.2

G3.

11

G3.

2.1

G3.
2.2

1. Kiém tra thuong
Xuyén

+ Hinh thic: Tham gia
thao lugn, kiém tra 15
pht, héi dép

+ S6 1an: Toi thiéu 1
biém | Ian/sinh vién
qua A <A
1 | trinh t HEso: 1

(40% 2. Kiém tra dinh ky lan
) 1

+ Hinh thac: Ty lugn
+ Thoi diém: Tudn 8

+ Hé s: 2

3. Kiém tra dinh ky lan
2




+ Hinh thuc: Thuc
hanh trén may tinh

+ Thoi diém: Tuan 15

+ Hé s6: 2

4. Kiém tra chuyén can

+ Hinh thuc: Diém
danh theo thoi gian X | X [ X | X[ X[ X|X|X|X]|X]|X]|X]|X
tham gia hoc trén lop

+ Hé s6: 2

biém
thi | + Hinh thac: Thuc
két | hanh trén may tinh

thic o
2 + Thoi diém: Theo lich | x | x X | X | X | X X | X | X | X | X

hoc

| thi hoc ky

phan

(60% | + Tinh chét: Bat bugc

)

8. PHUONG PHAP DAY VA HQC
] Giang vién gigi thiéu hoc phan, tai liéu hoc tap, tai liéu tham khao, cac dia chi
website dé tim tu lidu lién quan dén mon hoc. Néu noi dung ct 18i cua chuong va tong
két chuong, sir dung bai giang dién tir va cac md hinh gi4o cu tryc quan trong giang
day. Tap trung hudng dan hoc, tu van hoc, phan hoi két qua thao luan, bai tap 16n, két
qua kiém tra va cac ndi dung 1y thuyét chinh mdi chuong.
(] Giang vién s& mo ta cac hoat dong thuc té trong qua trinh tim kiém.
[] Cac phwong phép giang day co thé 4p dung: Phuong phap thuyét trinh; Phuong phap
thao luan nhdm; Phuong phap mé phong; Phuong phap minh hoa; Phuong phap miéu
ta, lam mau.
[J Sinh vién chuan bj bai timg chuong, lam bai tap day du, trau doi k¥ ning lam viéc
nhom dé chuan bi bai thao luan.
[ Trong qua trinh hoc tap, sinh vién dugc khuyén khich dit cau hoi phan bién, trinh
bay quan diém, cic y tuéng sang tao méi dudi nhiéu hinh thic khac nhau.

9. QUY PINH CUA HQC PHAN

9.1. Quy dinh vé tham dw I6p hoc

[ Sinh vién/hoc vién cd trach nhiém tham du day da cac budi hoc. Trong truong hop
nghi hoc do 1y do bat kha khang thi phai c6 gidy to chimg minh day da va hop ly.
[ Sinh vién ving qua 50% budi hoc dii ¢6 Iy do hay khong c6 1y do déu bi coi nhu
khong hoan thanh khoa hoc va phai dang ky hoc lai vao hoc ky sau.

(] Tham dur cac tiét hoc ly thuyét



[ Thuc hién day du cac bai tap duoc giao
] Tham du kiém tra giira hoc ky
] Tham duy thi két thic hoc phan
] Chu ddng t6 chuc thuc hién gio tu hoc
9.2. Quy dinh vé hanh vi lép hoc
] Hoc phan duoc thuc hién trén nguyén tic tn trong ngudi hoc va nguoi day. Moi
hanh vi lam anh hudng dén qua trinh day va hoc déu bi nghiém cam.
] Sinh vién phai di hoc dung gio quy dinh. Sinh vién di tré qua 15 phit sau khi gio hoc
bat dau s& khong duoc tham du budi hoc.
[ Tuyét d6i khdng 1am 6n, gay anh huéng dén nguoi khéc trong qué trinh hoc.
[ Tuyét d6i khéng duoc an udng, nhai keo cao su, sir dung cac thiét bi nhu dién thoai,
may nghe nhac trong gio hoc.
10. TAI LIEU HQC TAP, THAM KHAO
10.1. Tai liéu hoc tap:
1. Vii Thu Uyén, Vi My Hanh, Tai liéu hoc tgp Tin hoc van phong, Truong Pai hoc
Kinh té - K§ thuat Céng nghiép, 2019.
10.2. Tai liéu tham khao
2. Pham Quang Huy, Tin hoc vian phong microsoft office danh cho nguwoi bét dau, NXB
Thanh nién, 2019.
3. Tri Viét, Ha Thanh, Sé tay phim tdt phim néng trong cac phan mém tin hoc vain
phong, NXB Vian hoa - Thong tin, 2011.
4. TriViét, Ha Thanh , Tin hoc van phong 2010, NXB Vian hoa - Thong tin, 2010.
11. HUONG DAN THUC HIEN

[] Céc Khoa, B6 mén phd bién dé cuong chi tiét cho toan thé gido vién thyc hién.

] Giang vién pho bién dé cuong chi tiét cho sinh vién vao budi hoc dau tién cua hoc
phan.

[ Giang vién thyc hién theo ding dé cuong chi tiét da duoc duyét.

Ha Ngi, ngay thang nam 2018
Trwéng khoa Trwéng bo mon Nguwai bién soan
(Ky va ghi rd ho tén) (Ky va ghi r6 ho tén) (Ky va ghi rd ho tén)



