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1. Théng tin chung vé HP

1.1 Mai hoc phin: 081033 1.2 Tén hoc phian: TIN HOC VAN PHONG
1.3 Ky hiéu hoc phén: 1.4 Tén tiéng Anh: OFFICAL INFORMATION
1.5 Sé tin chi: 03
1.6 Phan b thoi gian:
- Ly thuyét: 30 tiét
- Thyc hanh: 30 tiét
- Tu hoc: 90 tiét
1.7 Cac giang vién phu trach hoc
phan:
- Giang vién phu trach chinh: ThS. Nguyén Kiéu Oanh

- Danh séach giang vién cung giang day: ThS. Nguyén Ngoc Vong

1.8 Diéu kién tham gia hoc phin:

- Hoc phan tién quyét:

- Hoc phﬁn hoc trudc: Tin hoc van phong

- Hoc phan song hanh:

2. Mo ta hoc phin:

- Hoc phan gdm c6 3 phan chinh. Phan 1 trinh bay chi tiét cac kién thire vé soan thao, xur ly va
dinh dang bang tinh trén Microsoft Excel 2010. Phan 2 trinh bay chi tiét cac kién thire vé xtr 1y,
dinh dang tai li¢u trinh chiéu trén PowerPoint 2010. Phan 3 trinh bay cac tng dung trén moi
truong Internet.

3. Muc tiéu HP (Goals)



Muc Mb ta (Goal description) Chuén diu ra
tiéu (Hoc phan nay trang bi cho sinh vién:) CTDT (PLOs)
(Goals)
Xu 1y dugc bang tinh chay trén hé diéu hanh Windows Microsoft
G1 Excel 2010. Tinh toan, v& d6 thi, dinh dang trang in cho cong tac PLO1,8
Ké toan, vin phong, van thu luu trit
Ung dung soan thao slide trén powerpoint 2010, Internet va cic
G2 , NP PLO1,8
ung dung trén moi truong Internet.
G3 | Sir dung phim tit mot cach thanh thao. PLOL8
Str dung t6t office vin phong trong cac cong viéc cu thé trong
G4 hoc tap, trong cong viéc ... xac dinh vai tro cia nganh cong nghé PLO 8-12
thong tin trong xa hoi.

4. Chuén dau ra ciia hoc phéan (Course Learning Outcomes-CLOs)

Sau khi hoc xong hoc phﬁn, SV c6 kha nang:

Bang 4.1. Chuan dau ra ctia hoc phan

CDR ciia hoc
phan (CLOs)

Mo ta CLOs
(Sau khi hoc xong mén hoc nay, ngudi hoc c6 thé:)

Trinh bay tong quat vé MS Excel, cac diém mdi MS Excel 2010, cac khai niém

cLol va cac thao tac trén Workbook WorkSheets.
Giai thich duoc vé dia chi tuyét dbi, dia chi twong d6i. Cach thuc hién cong

CLO 2 thire, cong dung, ¢t phap va rng dung cua cac ham co ban trong MS Excel
2010.

CLO 3 Trinh bay co s¢ dit licu trong MS Excel 2010, cong dung, cti phap va trng dung
cua cac ham Co s¢ dir liéu trong MS Excel 2010.

CLO 4 Gi6i thiu vé cach tao dd thi MS Excel 2010

CLOS Thao tac duoc cac thao tac co ban va nang cao trong moi truong PowerPoint
2010 va in an trong MS Excel 2010.
Giai thich duoc tong quan vé -mang Internet; Cac phuong thirc va cong cu két

CLO 6 nbi mang; Phuong tién truyén thong trén internet ; Phuong phap tim kiém
théng tin

CLO7 Str dung dugc Email va mang xa hdi

5. MJbi quan hé giira Chuén diu ra ciia HP (CLOs) va CPR ciia chuong trinh (PLOs)

Mirc 6 dong gop ciia CLO vao PLO duoc xac dinh cy thé:
- L (Low) — CLO c6 dong gop it vao PLO




- M (Medium) — CLO c6 dong gop vira vao PLO
- H (High) — CLO c6 déng gdp nhiéu vao PLO
Cha thich:

- Cac mirc H - Cao, M - Vira, L - Thép - phu thudc vao muc hd trg cua CLO ddi véi PLO &
murc bat dau (L) hodc mirc ning cao hon mure bat dau, c6 nhi€u co hoi duge thuc hanh, thi nghiém,
thyc te,...(mic M) hay mirc thuan thuc (H).

Bang 5.1. Mbi quan hé giita Chuan dau ra ctia HP (CLOs) va CPR ctia chuong trinh (PLOs)
Chuén dau ra HP (CLOs) Chuén dau ra ciia chwong trinh (PLOs)
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6. Danh gia HP
6.1. Phwong phap, hinh thic kiém tra - danh gia cia HP
Bang 6.1. Phuong phap, hinh thirc kiém tra - danh gia két qua hoc tap cua SV & HP

H/phn Lquan dén
| Troeng | g danh gis Trong | pubric | CLO nao & | HD PP déinh gis
danh gia S0 socon Bing 5.1
Q) 2 @) (4) ©) (6) ()
ALL Tuin L83 300 CLO12
AL Kiém b
tra tEumng 10% /§1.2.’ TuaAln 3: Bai 40% CLO 3
Xuyén tdp cd nhan
(KTTX) A 4 Taas
AL3 Tuand:Bai | 549 CLO 3,4
tap ca nhan
Tudn 5: Ap dung cac
ham da hoc giai
. quyet 1 bai toan hoan . o
sz' Ky 20% | chinh, R2 CLO2345 |- (A}V cho SY lram bai tip ca
nang . 5 nhan ngay tai 16p.
Trinh chi€u silde vé
mot ndi dung thuyét
trinh tu chon




Bai tap 16n: Sinh vién
giai mot bai tap Ung
dung cac ham trong
Excel, tng dung vao
cac bai toan tng
dung trong thuc té.

A3. banh
gia gitra ky

- GV cho SV lam bai tap ca

9
20% nhéan ngay tai 16p.

R1 CLO 2,34,5

Bai ktra cudi ky: Thi
thuc hanh trén may
giai quyét bai toan cu
thé.

A4. Banh

AT 50% CLO 2,34
gia cuoi ky

— (7) PP danh gia dat CDR: Néu tén cac PP danh gia st dung trong tung chuong dé dat CBR.
Tham khao cac phuong phap danh gia trong CTDT nganh KE TOAN.

6.2. Chinh sach doi véi HP

— SV tham dy >=80% s6 budi ctia HP. Néu nghi >20% sb budi s& khong dugc dy thi két thuc
HP.

7. Ké hoach va ndi dung giang day HP

Bang 7.1. K& hoach va noi dung giang day caa HP theo tudn

Tén bai
Tudn/ Lquan
uan LA - O den " danh
o | Shptidmaervie | S concmbiiee | CLO | praingan | 0 |l
tidt/tud g oc lerong (chwong)/ chii dé naod | dat CDR b o
(dén 3 s0) /TT) Bin SV(*) (6 cot 3
n) 4 1g Bang
' 6.1
) ) @) (4) (©) (6) @) (8)
Chuongl: Thiét lap moi
truong lam viéc nhap dir
liéu trong MS Excel 2010
1| A Cdcnoidung chinh g5 cLo1
giang day trén 16p
1. Gioi thiéu vé& Excel - Gi6i thigu tong quat vé
2010 MS Excel, Néu bat cac
2. Cac thao tic co ban diém mai MS Excel 2010. -PPDH1,2, |- Baitipca
trén Excel 2010 Trinh bay cac khai niém 4,16, 17 nhan, nhdm
3. Cac thao tac co ban va cac thao tac trén
voi WorkSheet Workbook WorkSheets.
B. Cac ndi dung chinh
SV tur hoc & nha 5/5/0 CLO1
4 , Nh? p van bag ’ ca}?h - SV tu rén k¥ nang thao } Chuén bj tdt
chinh van ban, mau biéu AR Ty hoc X \
trén thyc 16 céc cong ty tac nhgp van ban, canh - Hoe nhém phgn tu hoc &
. chinh, in an trong Excel ¥ nha
dang 4p dung ....
Chuong 2: Cac ham
thong dung trong MS
excel 2010




A. Céc noi dung chinh

giang day trén 16p 5/5/0 CLO2
2.1, bia chi tuong
dbi va dia chi tuyét doi
2.2, Cac nhém ham
thong dyng : - Gidi thiéu vé dja chi
- Nhém ham s6 fil{yétcdélkl (ti}i1a dllj' trong - Lam bai tap
o . A 0i. Cach thyc hién cong _ ¢4 nhan.nhom
- Nhom ham thong ké thirc. Gidi thigu cong 4P1P6D?71' 2, Thio I
- Nh6m ham chudi: dyng, cti phap va ting T o
o L dung cua cac ham co ban
- Nhom ham ngay gio trong MS Excel 2010.
- Nhém ham logic
- Nhém ham diéu kién
- Nhom ham tim kiém
B. Cac ngi dung chinh
SV tu hoc & nha 10/10/0 CLO2
- Nam lai hét cac ham i )
duoc hoc, (rng dung cac Chpﬁn bi tot
Bai tap thuc hanh ham giai quyet cac bai phan tu hoc &
toan cy thé trong cong nha
viéc
Chuong 3: Co so dir liéu
trén bang tinh Ms Excel
2010
A. Cac ndi dung chinh
gidng day trén lg(r,p 10/10/0 CLO3 All
%' (szré iﬁ?ﬁgﬁi}é vin - Trinh bay co so dit liéu . -
3 Vine ticu chuin & trong MS Excel 2010, - Lam bai
PR A cong dung, cti phap va -PPDH 1,2, |nhém
trlich d% liéll),l o ung dung cua cac ham Co 4,16, 17 - Thao luan
5 Cac ham co s& dit so dit liéu trong MS Excel nhom
liéu 2010.
B..Céc noi dung chinh
SV tu hoc & nha 10/20/0 CLO3
- Ném lai hét cac ham i )
duoc hoc, mg dung cac Chuan bi tot
6. Bai tap thuc hanh ham giai qpyét cac bai phan tu hoc ¢
toan cy thé trong cong nha
viée
Chuong 4: D6 thi, In 4n
trong Excel 2010
A. Céc noi dung chinh
giang day trén 16p 5/5/0 CLO4
4.9. Tao dd thi - Gi6i thiéu vé cach tao do - Lam bai tap
4.10. Diqh dang trang thi MS Excel 2010. Thao -PPDH 1,2, |canhan.
4.11. Inén ) tac in an Trong MS Excel 4,16, 17 - Thao luan
- Thay d6i thong so 2010 nhém




trang in

-Ngit trang va hity bo
ngét trang

- Xem bang tinh trudc
khi in

-Tao tiéu dé trang

(Header/ Footer)
B. Cac ndi dung chinh
SV tu hoc ¢ nha 5/10/0 CLO4
- Nam lai hét cac ham
duoc hoc, ing dung cac Chuén bi tot
- Bai tap thyc hanh ham giai quyét cac bai phﬁn tu hoc &
toan cy thé trong cong nha
viéc
Chuong 5: MS
PowerPoint 2010
A. Cac ngi dung chinh A3
5 giang day trén 16p 5/5/0 CLO5
5.1. Giéi thigu giao dién
PowerPoint 2010
5.2. Soan thao noi dung
Slide
5.3. Chén cac ddi tuong:
anh, 4m thanh, chit nghé - Thuc hién cac thao tac ‘
thuat co ban va nang cao trong - Lam bai tap
5.4. Slide moéi truongPowerPoint -PPDH 1, 2, | nh6m
Master/Master title style 3 2010. 4,16, 17 - Thao luan
5.5. Aninamtion nhom
5.6. Transitions
5.7. Thiét lap cac ché do
trinh chiéu
5.8. Cac tién fich: cit
hinh, cét phim, am
thanh...
B. Cac ndi dung chinh
SV tu hoc & nha 5/10/0 CLO6
Internet va cac &ng
dung
1. Tong quan vé mang - Kién thte tong quan vé
internet mang Internet; Cac
2. Két ndi mang E}um}g thire ,Va cong eu. Chuén bj tdt
€t n6i mang; Phuong tién N .
3. Truyén thong sé va truyén thong trén internet ; pha\ln trhoc &
Y & Y & % ' nha
cong dan sb Phuong phap tim kiém
thong tin; St dung Email
4. Tim kiém thong tin va mang x3 hoi.
5. St dung Email va
mang xa hoi
Theo Thi két thuc hoc phan CLO1,
lich thi trén may tinh 2,34




(*) Ghi chu:

— (3) Sb tiét (LT/TH/TT): Xac dinh sé tiét Iy thuyét, thuc hanh, thyc tap cta timg chuong.

— (6) PP giang day dat CDR: Néu tén cac PP giang day sir dung trong timg chuong dé dat CBR.
Tham khéo cac phuong phap giang day trong CTDT nganh KE TOAN.

(7) Hoat dong hoc ctia SV: Xac dinh cac ndi dung SV can chuin bi tai nha (doc tai liéu nao,

tir trang thr may, LVN dé giai quyét BT, lam du an ........ ); Hoat dong tai 16p (thao luén
nhom, lam BT thuong xuyén s0....).
8. Hoc li¢u:
Béng 8.1. Sach, gido trinh, tai li¢u tham khao
< A s A L NXB, tén tap
TT Tén thc gia Nam | Ténsach, giao trinh, tenbai | - o 2o hanh
XB bao, van ban
VB
Giao trinh chinh
Dai Hoc Kinh Té K¥
1 | Thuat Binh Duong 2018 | Bai giang tin hoc van phong Luu hanh ndi bd
Sach, gido trinh tham khao
2 Pham Quang Hién, 2014 Tin hoc vian phong: Microsoft | Thong tin va Truyén
Pham Phuong Hoa office cho nguoi tu hoc thong
Bang 8.2. Danh muc dia chi web hitu ich cho HP
TT N§i dung tham khao Link trang web Ngay cap nhat
1 | Tinhoc van phong https://kyna.vn/bai-viet/tin-hoc-van-phong | 2019



https://kyna.vn/bai-viet/tin-hoc-van-phong

9. Co sé vat chit phuc vu giang day:

Bang 9.1. Co s& vat chit giang day cua HP

L . Danh muc trang thiét bi, phin mém | Phuc vu cho ndi dung
Tén giang duong, chinh phuc vu TN, TH Bai hoc/Chuong
PTN, xwéng, co sé .
TT TH Tén thict bi, dung cuy, 381
ha A 0 luong
phan mém,...
1 | Giang duong Bang, may chiéu, laptop 1 bd
Phong thyc hanh | My tinh ca nhan, may | Moi sinh
2 mav tinh chu, phan mém Microsoft | vién / bd
y Office may

Binh Duwong, ngdy 31 thang 7 nim 2018

P. Truéng khoa

Vi Pire Binh



