BO CONG THUONG CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG PH CONG NGHIEP QUANG NINH Pic lap — Tw do — Hanh phic

CHUONG TRINH CHI TIET HQC PHAN
TRINH PQ PAI HQOC
Nganh/Chuyén nganh dao tao: Xiy dung mo va Cong trinh ngim

1. Tén hoc phén: Tin hoc vin phong
2. Loai hoc phin: <Ly thuyét >
3. Sé tin chi: 02 tin chi. Trong d6 (LT: 02, TH: 00)
4. B) mdn qudn ly hoc phin: Khoa hoc may tinh
5. Piéu kién tién quyét:
Pé hoc hoc phan nay sinh vién phai hoc xong hoc phan: Nhip mén tin hoc.
6. Phan bd théi gian:
- Thi gian 1én lép: 30 tiét
+ S6 tiét ly thuyét: 28 tiét
+ 6 tiét kiém tra: 02 tiét
- Thoi gian tw hoc: 60 tiét
7. Muc tiéu cia hoc ph?m:
7.1. Kién thirc
- Hiéu dugc mot sb6 khai niém, cdc budc thuc hién ki thuit ning cao trong

Microsoft Word: tao section, trang bia, Chén header, footer, page number va tao

chii d&: Kiém tra 13i chinh ta va ngit phap, track changes, so sanh hai vin ban;
tron van ban.

- Nim duoc cac ham co ban sit dung trong excel: cac ham xur ly chudi, ngay
thang, ham sé hoc, ham thong ké, ham logic va ham tim kiém.

. Hidu duoc mdt sb khai niém, cc budc thuc hién ki thuat nang cao trong
Microsoft Excel: Cong thirc mang; cac thao tac v&i co s dit lidu: sdp xep, trich
loc, st dung ham li€n quan @& co sd dit lidu, kiém tra nhép dit lidu; tdng hop dit
liéu béng SubTotal va PivotTable; mot sd thao tac co ban véi macro.

7.2. K¥ nang

- Thanh thao mdt sé ki ning néng cao trong Microsoft Word va Microsoft Excel,

- Ap dung dugc mot s6 cong cu nang cao trong phan mém Microsoft Word va
Microsoft Excel @ van dung trong soan théao van ban va quén ly bang tinh co6

hiéu qua.



7.3. Thai d

Rén luyén tac phong lam viéc khoa hoc, theo nhom;

C6 y thirc ky luat hoc tip, ton trong ndi quy 16p hoc, di hoc dﬁy da, Ién 16p
dung gio, chuén bi bai trude khi dén 16p, tham gia tich cuc trong gi¢ hoc;

Biét quan 1y cong viée va tién do cong viéc;

Nhin thirc dugc tam quan trong cua viéc ap dung Tin hoc trong hoc tap cling

nhu trong cong viéc thuc té.

8. Noi dung hoc ph:‘:‘m:
8.1. M6 ta vin tit

Hoc phan nay cung cp cho sinh vién mot s6 ki ning nang cao trong soan thao

van ban véi Microsoft Word va quén 1y dit liéu bing bang tinh véi Microsoft Excel.

Noi dung hoc phﬁn 2dm 2 chuong:

Chuong 1: Gidi thiéu mot s ki nang nang cao trong phin mém Microsoft
Word: Tao style dé ting hiéu qua dinh dang; tao section, trang bia, Chén
header, footer, page number va tao chi d&; Kiém tra 16i chinh ta va ngit phap,
track changes, so sanh hai vén bén; tron vian ban.

Chuong 2: Gi6i thiéu mét sé ki ning ning cao trong phidn mém Microsoft
Excel: Cong thirc mang; cac thao tidc vdi co s¢ dit liu: sap xép, trich loc, sir
dung ham lién quan dé co so dir liéu, kiém tra nhap dit liéu; tong hop dit liéu

b?mg SubTotal va PivotTable; mdt s6 thao téc co ban voi macro.

8.2. Noi dung chi tiét hoc phin

. N rr | Te | TR b v efia siul
Tuan Noi dung P . doc o an
(tiét) | (tiet) i vién
truwoc
Chwong 1. Mi ft Word - .
R rong 16r0s0 or Tailiéu |- Poc trudc ndi dung
fang cao [1] | baihoc Chuong 1
+ | 1.1. St dung Style tdng hiu ' &
Tuén \ Chuong 1 | muc 1.1.3
qua dinh dang 2 X A .
1 1.1.1. Style Muc 1.1 |- Thuc hanh trén may
1.12. St dung Maultilevels a(f” 111112 “}I;h balltap s & et
list cho van ban o 1.12) | ehwrong L.
1.1.3. Tao muc luc - Poc truéec ndi dung
Tailiéu | bai hoc Chuong 1 muc
Tudn fil] 1.2 (tir 1.2‘.1. dexz 1.2.3)
5 2 Chuong 1 | - Thuc hanh trén may
muc 1.1.3 | tinh bai tap 1, 2 cudi
chwong 1 phan con lai.




Tai liéu

3 LT T ié ia si
Tuin Néi dung -] E‘I doc Nhiém VT.{ ciia sinh
(tiet) | (tiet) , vién
trwoc
1.2. Tao khoi vén ban Tailiéu |- DPoc trudc ndi dung
1.2.1. Khéi vin ban (Block) [1] bai hoc Chuong 1 muc
Tuin | 1.2.2. Tao section ; Chuong 1 | 1.2 (tir 1.2.4. dén 1.2.5)
3 1.2.3. Tao trang bia 1.2 (tr |- Thuc hanh trén mdy
1.2.1. dén | tinh bai tap 3, 4 cudi
1.2.3) | chuong 1.
1.2.4. Chen header, footer, Tai liéu o ..
- Poc trude ndi dung bai
page number [1] hoc Ch | {3
Tuin 1.2.5. Themes (Chu dé) Chuong 1 oc IIOI‘lg m?c -
2 . |- Thuc hanh trén may
4 1.2 (tr |, o £
. | tinh bai tdp 3, 4 cudi
1.2.4. dén chuong 1 phén con lai
n lai.
1.2-5) g p v
1.3. Review Tai liew | Doc trude ndi dung bai
Tl 1.3.1. Kiém tra 13i chinh ta [1]' hoc Chuong 1 muc 1.4
‘;an va ngit php > Chiaong 1 | - ThYC hanh trén méy
1.3.2. Track changes & tinh bai tap 5, 6 cubi—=x
: muc 1.3 WG
1.3.3. So s&nh hai viin ban 52| chuong 1. o
- On ta X T 1amTRUONG
1.4. Tron vin ban Tailigy |- OP 1P chudn bi lampling
Tui PP e (1] bai kiém tra so6 1 NG NGHI:
P ISR Chuong 1 | - ThC hanh trén maUfNeN!
& : ; ” 7t
1.42. Tron van ban vdi ong tinh bai tap 7, 8 cu(‘i':“*—;/
Data source la file excel muc 1.4 chuong 1. SN
- Bai tap Tai liéu |- Poc trudc ndi dung
2 , 1 bai hoc Chuong 2
| -Baikidmwrasé I [1] | bai hoo Chuong 2 myc
Tuin Chuong 1 | 2.1 (tr 2.1.1. dén 2.1.5)
7 2 Baitap |- Thuc hanh trén may
cudi tinh cac bai tdp con lai
chuong 1 cudi chuong 1.
Chwong 2. Microsoft Excel - Poc truéc ndi dung
niang cao Tai liéu bai hoc Chuong 2 muc
2.1. C4c ham cén ban [1] 2.1(fr2.1.6.dén 2.1.7)
Tuin | 2.1.1. Téng quan Chwong2 | Thyc hanh trén méy
8 | 2.1.2.Ham xirly chudi 2 muc 2.1 | toh céc ba12 tap 1, 2
2.1.3. Ham xtt ly ngdy thang (tr2.1.1. | SO CRUOmE £
2.1.4. Ham s hoc dén 2.1.5)

2.1.5. Ham théng ké




Tai liéu

Nhiém vu ciia sinh

Tuén Ngi dun doc in
. : trwoe vien
2.1.6. Ham logic - Poc truée ndi dung
2.1.7. Ham tim kiém Tailiéu | bai hoc Chuong 2 muc
[1] 22
Tuén Chuong 1 |- Thuc hanh trén may
9 muc 2.1 |tinh cic bai tap 1, 2
(tr2.1.6. | cudi chuong 2 phin
dén 2.1.7) | ham logic va tim kiém
con lai.
2.2. Céng thirc mang trong - Doc truée ndi dung
excel Tai liéu | bai hoc Chuong 2 muc
Tudn | 22.1. Khéi niém [1] 2.3 (tir2.3.1. ¢én 2.3.3)
10 2.2.2. Céc vi du Chuong 2 | - Thuc hanh trén may
(muc 2.2) | tinh céc baj tap 3, 4
cudi chuong 2.
2.3. Co sé dir licu Tailiéu |- Poc trudc ndi dung
2.3.1. Khéi niém [1] bai hoc Chuong 2 muc
Tuan | 53, Sép xép dit licu Chuong 2 | 23 (tir 2.3.4. ¢én 2.3.5)
11 2.3.3. Trich loc dit liéu muc 2.3 |- Thuc hanh trén may
(tr2.3.1 | tinh cac bai tip 5, 6
dén 2.3.3) | cuéi chuong 2.
2.;.4. Céc ham lién quan Tailiea |- Doc truée noi dung
dén co so dit lidu [1]' bai hoc Chuong 2 muc
Tuin 2.3.5.Kiém tra dit liéu nhap Chuong 2 24 ‘ o
12 myuc23 | Thuc’ har%k‘l trﬂen may
(tir23.4 tm? cac bai tap 5,l6
@én 23.5) cudi .chucmg 2 phéan
con lai.
- Doc truée noi dung
bai hoc Chuong 2 muc
2.4. Tong hop dit liéu Tailiéu | 2.5 (tr2.5.1 dén 2.5.3)
Tudn | 24.1, Cong cu SubTotal [1] - Chuan bj kiém tra baj
13 2.4.2. Cong cu PivotTable Chuong 2 | s6 2
(muc 2.4) | - Thuc hanh trén may
tinh cdc bai tip 7, 8
cubi chuong 2.
Tudn | 2.5. Lam viée véi Macro Tailigu |- Doc truéc ndi dung
| 14 2.5.1. Khai niém [1] bai hoc Chwong 2 muc




Tai liéu

Tuin Noi dung L:I‘ TFI doc Nhiém vu cia sinh
(tiet) | (tiét) | vién
trwoc
2.5.2. Tao Macro Chuong 2 | 2.5 (tir 2.5.4 dén 2.5.5)
2.5.3. Thue thi Macro muc2.5 |- On tip lai toan bd

(tir2.5.1 |kién thc di hoc tr
dén 2.5.3) | chwong 1 dén chuong 2
- Thuc hanh trén may
tinh cdc bai tdp 9, 10
cudi churong 2.

- Bai kiém tra 56 2

Tailiu | _ Op tap thi két thic
[1] hoc phan

| 2.;5..4. Gan Macro cho céc CIEESI;gSz . Thure Bk fdér miy
Tudn | doi tuong 5 (m' 5 5' , |tinh céc bai tap 9, 10
15 2.5.5. X6a Macro dén 2-'5.'5) cubi chuong 2 phén
-On tap Cacbai | on 18
tap cudi
chuong 2
Tong 30 :\

P

1
Ononny

9. Nhiém vu ciia sinh vién:
- Du lép: Téi thiéu 70% sb gio hoc trén 16p 6 su hucmg din cua gidng vién.

- Lam bai tap day du va doc tai lidu giang vién yeu cau.
- Lam bai kiém tra gitra ky va thi két thuc hoc phan.
- Dung cu hoc tdp: Bai giang, séch tham khao, mady tinh x4ch tay.
10. Thang diém va hinh thirc danh gia:
- Thang diém: 10 (0 - 10)
- Hinh thirc danh gia:
+ Sinh vién khong tham g1a di 70% sb tiét hoc trén 16p khong dugce du thi két
thiic hoc phan va nhin diém 0.
+ Diém thanh phin dé diém 1¢ dén mot chit s thap phan.
+ Diém hoc phin lam tron dén phan nguyén.
11. Tiéu chuln ddnh gi4 sinh vién

TT Piém thanh phan Quy dinh Trong s6 | Ghi chi

Piém thuong xuyén, |- S§ tiét du hoc/tong sd
d4nh gia nhan thic, thai | tiét: 5%

1 | do thao ludn, chuyén can, | - S6 bai tap da lam/tdng sb 10%
thuc hanh trén phong | bai tdp duoc giao va tham
may, 1am bai tdp ¢ nha. | gia thao luan trén lop: 5%

7




TT Piém thanh phan Quy dinh Trong s6 | Ghicha

2 | Diém kiém tra gitta ky 02 bai 30%
3 | Thi két thiic hoc phin Thi thuc hanh trén méy 60%
12. Tai liéu hoc tap
- Gido trinh bat budc:

[1] Bai gidng Tin hoc vdn phong — Word, Excel ndng cao, Khoa Cong ngh¢ Thong
tin, Pai hoc Cong nghiép Quang Ninh, 2019.

- Séch tham khéo:
[2]. Gido trinh Microsoft Word — Excel 2010 ndng cao, Trung tam phat trién phan
mém tmg dung & Do tao ngin han CNTT — Truong Pai hoc Kinh té quéc dan,
Vién cong nghé thong tin kinh té, 2015.
[3]. Tw hoc microsoft Excel 2010, P& Trong Danh, Nguyén Vi Ngoc Tung, Nha
xuét ban Pai hoc Su pham, 2012.

13. Cic yéu cau khac (néu c6) ca hoe phéan: Khong

M=

ThS. Poan Thuy Duong ThS. Nguyén Thi Thiy Chinh




