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TRINH PO PAO TAO: PAI HQC
NGANH/CHUYEN NGANH: CNKT CONG TRINH XAY DUNG; KY THUAT MO

1. Tén hoc phan:
Tiéng Viét: Tin hoc van phong
Tiéng Anh: Office information
M3 s6 hoc phan: 02TINHOC202
S tin chi hoc phén: 02 tin chi. Trong d6 (LT: 01, TH: 01)
So tiét hoc phén:
Ly thuyét: 15; thuc hanh/thi nghiém: 30
Tu'hoc: 55
2. Pon vi quan ly hoce phi’m:
2.1. Giang vién giang day:
I. ThS. Nguyén Thi Thiy Chinh
2. ThS. Lé Thi Phuong
2.2. B6 moén: Khoa hoc may tinh
2.3. Khoa: Cong nghé thong tin
3. Piéu kién tién quyét hoc phan:
bi hoc hoc phian Nhap mén tin hoc.
4. Muc tiéu ciia hoc phan:

Trang bi cho sinh vién nhirng kién thirc tong quan vé mgt s6 Ki nang nang cao

trong soan thao van ban voi Microsoft Word va quan ly dir liéu bing bang tinh voj
Microsoft Excel.
4.1. Kién thirc:

4.1.1. Hiéu biét dugc mot sé khai niém, cac budce thuc hién ki thuat ning ca
trong Microsoft Word: tao style, tao muc luc, tao section, trang bia, chén header,
footer, page number va tao chu dé: Kiém tra 16i chinh ta va ngit phap, track changes,
so.sanh hai van ban; tron van ban.

4.1.2. Nam duoge cac ham co ban sur dung trong excel: cac ham xtr Iy chudi, ngay
thang, ham s hoc, ham thong ké. ham logic va ham tim kiém.

4.1.3. Hiéu biét duge mot sd khai niém, cac budce thuc hidn ki thudt nang cao
trong Microsoft Excel: Cong thirc mang; céac thao tac voi co sd ¢ir ligu: sap xép, trich
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loc, sir dung ham li€n quan dé co so dir liéu, kiém tra nhép dir ligu; t(“')ng hop dir lidu
bang SubTotal va PivotTable; mét s6 thao tac co ban voi macro.
4.2. Ky nang:

4.2.1. Hinh thanh cac ki nang thao tac cac cong cu ndng cao trong Microsoft
Word va Microsoft Excel;

4.22. Rén luyén ky ning phén tich va vin dung dugc cic cong cu néng cao trong
phan mém Microsoft Word va Microsoft Excel da hoc dé biét cach xir ly va thao téc
nhanh chong, phi hop trong soan théo van ban va quan ly bang tinh c6 hiéu qua.

4.3. Thdi do:

4.3.1. Rén luyén tac phong lam viéc khoa hoc, theo nhém;

4.3.2. Co y thirc ky luat hoc tap, ton trong ndi quy 16p hoc, di hoc day du, 1én 16p
ding gio, chudn bi bai truée khi dén 1op, tham gia tich cuc trong gio hoc;

4.3.3. Biét quan ly cong viéc va tién do cong viéc;

4 .3.4. Nhan thac dugc tAm quan trong cua viéc dp dung Tin hoc trong hoc tip
cling nhu trong cong viéc thuc té.

5. Chuéin diu ra hoc phan

Sau khi hoan thanh viéc hoc hoc phin nay, sinh vién cé thé:

I. Hiéu biét duoc mot sb khai niém, cdc bude thue hién ki thuat ning cao trong
Microsoft Word: tao style, tao muc luc, tao section, trang bia, chén header, footer,
page number va tao chu dé:; Kiém tra 16i chinh ta va ngir phap, track changes, so sédnh
hai van ban; tron van ban.

2. Nim dugc cac ham co ban str dung trong excel: cac ham xir Iy chudi, ngay
thang, ham s hoc, ham thong ké, ham logic va ham tim kiém.

3. Hiéu biét duoc mot s6 khai niém, cac bude thue hién ki thuit nang cao trong
Microsoft Excel: Cong thirc mang; cac thao tac voi co s¢ dir ligu: sap xép, trich loc, sir
dung ham lién quan dé co s¢ dir liéu, kiém tra nhép dir liéu; tong hop dir liéu bang
SubTotal va PivotTable; mot s thao tac co ban voi macro.

4.. Hinh thanh cac ki nang thac tac cac cong cu ning cao trong Microsoft Word
va Microsoft Excel;

5. Rén luyén k¥ nang phan tich va van dung dugc cac cong cu nang cao trong
phan mém Microsoft Word va Microsoft Excel da hoc dé biét cach xir ly va thao tac
nhanh chong, pht hgp trong soan thao van ban va quéan ly bang tinh ¢6 hiéu qua.

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

7. Co y thire ky ludt hoc tap, 10n trong ndi quy 16p hoc, di hoc dﬁy du, 1én 16p
dang gid, chuan bi bai trudc khi dén 16p, tham gia tich cue trong gir hoc;

8. Biét quan ly cong viéc va tién do cong viéc;



9. Nhan thirc dugc tam quan trong cua viéc ap dung Tin hoc trong hoc tép ciing

nhu trong cong viéc thure té.

6. Tém tit ndi dung hoc phan

Noi dung hoc phin gom 2 chuong:

Chuong 1: Gioi thiéu mot s6 ki nang nang cao trong phén mém Microsoft Word:

Tao style dé tdng hiéu qua dinh dang; tao muc luc; tao section, trang bia, Chén header,
footer, page number va tao chi dé; Kiém tra 15i chinh ta va ngir phép, track changes,

so sanh hai van ban; tron van ban.

Chuong 2: Gioi thiéu mot sb ki ning ning cao trong phan mém Microsoft Excel:

Coéng thirc méang; cac thao tac vai co so dit liéu: sdap xép, trich loc, sir dung ham lién

quan dé co so dir lidu, kiém tra nhap dir liéu; téng hop dir liu bang SubTotal va

PivotTable; mdt soO thao tac co ban vdi macro.

7. Céu tric ndi dung hoc phin

Pé muc Noi dung . 'Sﬁ ﬁf:t Muc tiéu
Tong |Ly thuyet| TH/TN
Chwong 1 Microsoft Word ning cao 21 P 14 4.1.1,42.1,
bl Sur dung Style tang hi¢u qua dinh dang| 6 2 4 422,43.1,
1.2 [1.2. Tao khdi van ban 6 2 4 | 432,433,
1.3 1.3. Review 3 1 2 434
1.4 1.4. Tron vin ban 5 2 3
Kiém tra bai s6 | | 0 ]
Chwong 2 |[Excel ning cao 24 8 16
2.1 Cac ham can ban 6 2 4 4.12,4.1.3,
2.2.  |Cong thic mang trong excel 3 1 2 42.1,42.2,
2.3, Co s¢ dir liéu 6 2 4 43.1,43.2,
24, [Téng hop dir liéu 3 [ 2 433,434
25, |Lam viéc vi Macro 5 2 3
Kiém tra bai so 2 1 0 1

8. Phuwong phap giang day

- Giang day ly thuyét két hop giai thich cu thé cing véi vi du minh hoa truc quan

- Luyén tap cac ndi dung ly thuyét di hoc théng qua cac bai tap thuc hanh truc

tiép trén may tinh.

- Dua cac bai tap trén 16p dé sinh vién thao luan tim phuong phap giéi quyét
thich hop

- Giao bai tdp v¢ nha theo ca nhén va theo nhom.

9. Nhiém vu cia sinh vién:
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Sinh vién phai thuce hién cac nhiém vu sau:

_ Du 16p: Tbi thiéu 70% s6 gio hoc trén 16p ¢6 sw hudéng dan cia giang vién.

- Lam bai tap day du va doc tai liéu giang vién yéu cau.

_ Lam bai kiém tra gifra ky va thi két thiic hoc phan.

- Dung cu hoc tap: Bai giang, sach tham khao, mdy tinh xach tay.

- Cht dong chudn bi cac ndi dung va thuc hién gio ty hoc theo muc 12,

10. Panh gis két qua hoc tip cia sinh vién

10.1. Cach danh gia

Sinh vién duoc danh gia tich 1ty hoc phan nhu sau:

TT | Diém thanh phan

Quy dinh Trong s0

Ghi chu

- S8 tiét du hoc/tong so tiét: 5%
~ SH bai tap di lam/tong sb bai

Sinh ~ vién
khoéng tham du

[ |Bibmeohugnedt | o0 4o ol v fhan gis o | 07 | 4 T0% sb A
ludn trén lop: 5% hoc trén 16p thi
2 | Piém qua trinh 02 bai 30% | khong dugc du
‘Piém thi két thuc , \ thi két thiic hoc

3 Thi thuc hanh 60%

hoc phﬁn phﬁn

10.2. Cach tinh diém:

Piém hoc phin bao gom diém kiém tra thuong xuyén trong qué trinh hoc tép;
diém danh gia nhan thirc va thai do tham gia thao luan; diém dénh gia phan thyc hanh;
diém chuyén can; diém thi gitra hoc phan; diém tiéu luan va diém thi két thuc hoc phén
thuc hién theo cong thirc sau:

Diém hoc ' Diém qua trinh Diém thi két thuc

¥ i
x 0.3 hoc phan x 0.6

r

ﬁlféalcghuyén can
x 0.1
Diém hoc phén tinh theo thang diém 10 lam tron dén mét chix s thap phén, sau

phén

do duge quy dbi sang diém chir va diém s6 theo thang diém 4 theo quy ché dao tao cia
Nha truong.

11. Tai liéu hoc tap:

11.1. Tai liéu chinh:

(1] Lé Dirc Long (Chi bién), Nguyén Vin Dién, Trin Hitu Cuong, Tran Xuan
Phuong Nam, L€ Thi Iluyén, Giao trinh Tin hoc nang cao, Nha xuét ban Pai Hoc Su
Pham TP H6 Chi Minh, ndm 2019.

11.2. Tai liéu tham khao:

[1] Lé Pirc Long, Tai liéu On tap tin hoc nang cao, Nha xudt ban Pai Hoc Su

Phem TP Ho Chi Minh, nim 2017.




12. Huéng din tw hoc ciia hoc phéin

LT | BT | TH " .
Chwong Noi dung . 3 iz Sinh vién can chuan bi
(tiet) | (tiet) | (tiet)
| Microsoft ~ Word - Doc tai trude tai liéu bai giang
nang cao 8 0 17 | Tailiéu [1]

- Lam bai tép cudi chuong

Mi ft Excel - Doc tai trude tai liéu bai giang
1
2 i 10 | 0 | 20 |Tailidu[l]
n . ‘.
R S - Lam bai tép cudi chuong

. Quang Ninh, ngay 22 thang 8 nam 2022
P. TRUONG BO MON  GIANG VIEN BIEN SOAN
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ThS. Poan Thiay Dwong  ThS. Nguyén Thi Thiy Chinh




