BO CONG THUONG CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG DH CONG NGHIEP QUANG NINH Dgc ldp — Tw do — Hanh phiic

CHUONG TRINH CHI TIET HQC PHAN
TRINH PQ PAI HQC
Ngianh/Chuyén nganh dao tao: Mang may tinh, Cong nghé phin mém,
Hé thdng thong tin

1. Tén hoc phén: Tin co sé&

2. Loai hoc phén: <Ly thuyét + thuc hanh>

3. Sé tin chi: 2 tin chi. Trong d6 (LT: 1, TH: 1)

4. B6 mon quan ly hoc phan: Khoa hoc méy tinh
5. Piéu kién tién quyét: Khong

6. Phin b thoi gian:

- Thoi gian 1én 16p: 45 tiét

+ S tiét ly thuyét: 15 tiét

+ S6 tiét thuc hanh, kiém tra: 30 tiét
- Thoi gian tw hoc: 60 tiét
7. Muc tiéu cda hoc phan:
7.1. Kién thic
- Hé thong héa céc kién thirc co ban va mot sb thao tic nang cao trong phén mém
soan théo vin ban Microsoft Word, xir ly bang tinh Microsoft Excel va trinh bay
bai trinh chiéu Microsoft PowerPoint;
- Nim duoc cc chitc ning soan thio va xur ly van ban trén Word, cac ham tinh
todn va xir ly co s& dit liéu co ban trén Excel;
- Biét 4p dung céc cong cu trong phan mém Microsoft PowerPoint dé trinh bay
hoan chinh bai trinh chiéu.
7.2. Ky nang
- Sau khi hoc xong hoc phén nay sinh vién phai biét sir dung thanh thao céc chirc
néing co ban dé tao 1ap va trinh by vén ban, bang tinh va bai trinh chiéu;
- Ap dung chinh xac cac cong cu dé trinh bay vin ban c6 tinh my thuét; truy Xuét
dir liéu trong bang tinh c6 hiéu qua;
- C6 k¥ ning trinh bay bdo cdo mot cach khoa hoc trude Hoi dong.



7.3. Thai do

- Hoc tép tich cuc, nghi€m tuc;

- Rén luyén tdc phong lam viéc khoa hoc, chuén xac.

8. N§i dung hoc phan:
8.1. M ta viin tit

Hoc phan gém 3 chuong:

- Chuong 1: Trinh bay cac khai niém vé soan théo van ban, cac tinh ndng cua cac

cong cu trong phan mém Microsoft Word d€ soan thao van ban.

- Chuong 2: Gi6i thiéu bang tinh Excel; trinh bay cach sir dung cac ham tinh toan,

xtr Iy co s& dit liéu co ban va trinh bay bang tinh trong Microsoft Excel.

- Chuong 3: Cic khai niém vé Microsoft PowerPoint, cach s dung cac cong cu

trong phdn mém dé thiét ké, tao lap file trinh chiéu.

8.2. Noi dung chi tiét hoc phan

TH, | Tailiéu . o
N . LT Nhiém vu ctia sinh
Tuan Noi dung iy KT doc )
(tiet) z ) vién
(tiét) truoc
. - Thuc hanh trén mdy
Chwong 1. Microsoft Word o ) o ..
. 28 4 Tai liéu | tinh bai tdp 1, 2, 3 cudi
.| 1.1. Giéi thiu chung
Tuan . . [1] chuong 1.
1.2. Thao tac véi tép van ban 1 2 L -
1 e Chuong 1 | - Poc trude ndi dung bai
1.3. Sao chép, cat dan ;
. o (1.1-1.4) | hoc chuong 1 muc 1.5,
1.4. Dinh dang van ban 16
- Thuc hanh trén may
o i Tai liéu | tinh bai tip 4, 5, 6 cudi
.| 1.5. Bang bi€u
Tuén 7 L [1] chuong 1.
1.6. Chén ddi tugng vao vin 1 2 L .
2 . Chuong 1 | - DPoc trude ndi dung bai
an
(1.5, 1.6) | hoc chuong 1 muc 1.7,
1.8
o - Thuc hanh trén may
. o Tai lidu | | o ..
.| L.7. Trinh bay tai li¢u tinh bai tap 7, 8, 9 cudi
Tuan _y” L [1]
1.8. Mot so ky thudt gitp soan | 1 2 chuong 1.
3 i Chuong 1 R B
thao nhanh (17, 1.8) - Poc trude ndi dung bai
hoc chuong 1 muc 1.9
5 o - Thuc hanh trén mdy
Tuan N Tai liéu | | o
1 1.9. Tron va in an van ban 1 2 (] tinh bai tap 10, 11, 12

cudi chuong 1.




Chuong 1 | - Poc trude ndi dung bai
(1.9) hoc chuong | muc 1.10
- Thuc hanh trén may
Tai liéu | tinh bai tap 13, 14, 15
Tuén o [1] cudi chuong 1.
1.10. Céc tién ich nang cao , _
5 Chuong 1 | - Doc trude ndi dung bai
(1.10) | hoc chuong 2 muc 2.1 -
2.3
) - Thyc hanh trén may
Chwong 2. Microsoft Excel e ) . ;.
s Tai liéu |tinh bai tdp 1, 2 cudi
. | 2.1. Gidi thiéu vé Excel.
Tuan A L [1] chuong 2.
2.2. Tao lap trang bang tinh 2 o )
6 L . Chuong 2 | - Boc trude ndi dung bai
2.3. Quan ly WorkBook va (2.1-2.3) | hoe ch 5 54
WorkSheet -1.-2.3F | e clmong 2 muge &5
2.5
2.4. Dinh dang va in 4n bing - Thuc hanh trén miy RG__
S
‘ tinh Tailiéu |tinh bai tdp 3, 4 cudi g aNG
Tuén | 2.5. St dung ham trong Excel ) [1] chuong 2. Jg Egﬁ‘
i 2.5.1. Khai niém ham Chuong 2 | - Poc trude ndi dung bai :ANG NP
2.5.2. Cac loai ham (2.4,2.5) | hoc chuong 2 muc 2.5 t——
: A 5 - 4 S, S
2.5.3. Céch sir dung ham (ti€p)
- Thuc hanh trén may
tinh bai tap 5, 6 cudi
Tai liéu | chuong 2.
Tuin , [1] - Poc trude ndi dung bai
2.5.4, Cac ham co ban 2 }
8 Chuong 2 | hoc chuong 2 muc 2.5
(2.5 tiép) | (tiép)
- Chuén bi cho bai kiém
tra so 1.
... |- Thuc hanh trén may
Tailiéu | | o ..
N o . tinh bai tap 7, 8 cudi
Tuan | 2.5.4. Cac ham co ban (ti€p) [1]
. 2 chuong 2.
9 Kiém tra bai 1 Chuong 2 . B
i - Poc trude ndi dung bai
(2.5 tiép)

hoc chuong 2 muc 2.6




2.6. Co so dit liéu
2.6.1. Khai niém vé CSDL

- Thuc hanh trén may

2.6.2. Tao CSDL Tailieu | tinh bai tap 9, 10 cudi
Tudn | 2.6.3.Sap xép [1] chwong 2.
10 2.6.4. Tim kiém va dat loc dit Chuong 2 | - Poc trude ndi dung bai
liéu (2.6) hoc chuong 2 muc 2.7,
2.6.5. Tinh téng theo nhom 2.8
2.6.6. Mot sb ham tinh toan
- Thuc hanh trén may
o Tai liéu | tinh bai tép 11, 12 cudi
Tudn 2;7. Giai bai toan quy hoach 1] chuong 2.
11 bang S.E)Ive%' Lo Chuong 2 | - Doc trudce ndi dung bai
2.8. Biéu d6 va do thi
(2.7, 2.8) | hoc chuong 3 muc 3.1,
3.2
Chuong 3. Microsoft
PowerPoint
3.1. Gidi thiéu Microsoft
PowerPoint
3.2. Céc thao tac co ban - Thuc hanh trén mdy
3.2.1. Tim hiéu vé workspace Tai liéu | tinh bai tap 1, 2, 3 cubi
Tuén | 3.2.2. Thém slide [1] chuong 3.
12 3.2.3. Nhdp ndi dung vao Chuong 3 | - DPoc trude ndi dung
slide (3.1, 3.2) | bai hoc chuong 3 muc
3.2.4. Tao ghi cha 3.3
3.2.5. Tao mau thiét ké theo
chu dé
3.2.6. Cach chén hinh anh
hodc nhitng thanh phan khéc
- Thuc hanh trén may
3.3. Cach st dung biéu do, do tinh bai tip 4, 5, 6 cudi
thi va bang biéu Tai liéu | chuong 3.
Tuan | 3.3.1. Sir dung hiéu (ng ) [1] - DPoc trude ndi dung
13 hoa v&i SmartArt Chuong 3 | bai hoc chuong 3 muc
3.3.2. Tao trinh dién chuyén (3,3) 34,35

nghiép véi slide 6 hoa

- Chuén bi cho bai
kiém tra s6 2.




- Thuc hanh trén may
3.4. Chén am thanh hodc 10i Tai liéu | tinh bai tap 7, 8, 9 cudi
Tuén | thoai , | ; [1] chuong 3.
14 | 3.5. Pinh dang bai thuyét trinh Chuong 3 | - Poc trude no1 dung
Kiém tra bai 2 (3.4, 3.5) | bai hoc chuong 3 muc
3.6
Tai liéu -, Thuc .hz‘mh trén mé’y
Tun |3.6.In 4n 7 |tk bai tép 10 cuol
15 | Ontap 1 e Chuong 3 chuongAS. _ _
(3.6) - Chuan bi cho thi
KTHP
Tong 15 | 30

9. Nhiém vu cia sinh vién:
- Du 16p: Téi thiéu 70% s tiét hoc trén 16p.

- Lam bai tap day du.

- DPoc tai liéu giang vién yéu cau.

. Kiém tra gitra ky va thi két thic hoc phan.

- Dung cu hoc tép: Bai giang, sach tham khao.

10. Thang diém va hinh thirc danh gia:

- Thang diém: 10 (0 - 10)

- Hinh thirc danh gia:

+ Sinh vién khong tham gia di 70% s6 tiét hoc trén 16p khong duoc dy thi
két thic hoc phin va nhén diém 0.

+ Diém thanh phin dé diém 1¢ dén mot chit s thap phan.

+ Piém hoc phin lam tron dén phan nguyén.

11. Tiéu chuin danh gié sinh vién:

TT Piém thanh phin Quy dinh Trong s6 | Ghi chil

DPiém thudng xuyén, |- S tiét du hoc/tong s6 tiét:
danh gia nhén thue, thai | 5%

1 | d6 théo luan, chuyén can, | - S bai tap da Jam/tdng sb | 10%
thuc hanh trén phong | bai tép duoc giao va tham
mdy, lam bai tip ¢ nha. | gia thao luén trén 16p: 5%

2 | Piém kiém tra gitta ky 02 bai 30%

3 | Thi két thac hoc phan Thi thuc hanh trén may 60%
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12. Tai liéu hoc tap:

- Gi4o trinh bat budc:
[1]. Bai giang Tin co s¢, Khoa Cong ngh¢ thong tin, Pai hoc Cong nghiép Quang
Ninh, 2019.

- Sach tham khao:

[2]. Microsoft Office danh cho nguoi bt dau, Pham Quang Huy, Nha xudt ban
Thanh Nién, 2019.

[3]. Céng thitc va ham Excel, VN - Guide, Nha xuit ban Thanh Hoa, 2019.

[4). Tw hoc Excel bang hinh anh, Pham Quang Hién - Pham Phuong Hoa, Nha xuét
ban Thanh Nién, 2018.

[5]. Thiee himh Microsoft Word diing cho cdc phién ban, Pham Quang Hién - Pham
Phuong Hoa, Nha xuét ban Thanh Nién, 2018.

13. Céc yéu chu khac (néu cd) ciia hoc phén: Khong
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Qudng Ninh, ngay 25 thang ..7... nam 2019
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