1. S6 tin chi: 3 (2-0-1)
2. SO tiét: Tong: 45 tiét; trong d6 LT:30; TH: 15;

TRUONG PAI HQC THUY LOI
'KHOA: CONG NGHE THONG TIN
BO MON: TIN HOC & KY THUAT TiNH TOAN.

PE CUONG HQC PHAN
Trinh @6 dao tao: Pai hoc

TIN HQC VAN PHONG

MICROSOFT OFFICE
Mai sé: MO111

3. Thugc chwong trinh dao tao nganh:
- Hoc phan bdt buéc cho nganh: C, CX, CT, GT, B, QL, N, V, H, CTN, MT, KTH, CK,

K, QT, KT.
4. Phwong phap danh gié:

Hinh thire S6 lan Mo ta Thoi gian | Trong s
Cham diém 1 lan léy - Dua vao sd budi du | Tat ca cac 10%
chuyén can diém hoc cua sv budi hoc

- Vang 1 budi, trir 1
diém
Bai kiém tra trén | 3 lan lay - 30-45 phut
may theo timg | diem - 1 bai kiém tra Word | -Budi 6 10%
modun - 1 bai kim tra Excel | -Bubi 10 10%
- 1 bai kiém tra -Budi 13 10%
PowerPoint
Bai kiém tra gita | 1 1an lay - 75-90° -Bubi 15 10%
ky trén may diem - Kiém tra trén may
Tong diém qua trinh 50%
Thi cudi ky 11anlay |- 75-90 pht 1-2 tuan sau khi | 50%

diém

- Thi trén may.
- Cham, cong bd
diém, cham phic tra

ngay sau khi thi

két thtic mon

hoc




5. Piéu kién rang budc hoc phin:

- Hoc phan tién quyét : khong.

- Hoc phdn hoc truée : khong

- Hoc phan song hanh: khong

6. Noi dung tom tit hoc phan:

- Tiéng Vigt: Gi6i thiéu vé may tinh, hé diéu hanh, nhitng kién thirc co ban v& CNTT, tim
kiém thong tin. Gi6i thiéu mot sb phan mém trong bd Microsoft Office: Microsoft Office
Word, Microsoft Excel, Microsoft PowerPoint.

- Tiéng Anh: To introduce the computer, operating systems, basic knowledge of IT,
searching information on internet. Introduce some application software in the Microsoft
Office: Microsoft Word, Microsoft Excel, Microsoft PowerPoint.

7. Can bg tham gia giiang day:

o Hoc | Dién thoai . Chirc danh,
TT Ho va tén ) L Email i
vi lién hé chire vu

Nguyén Quynh Diép TS | 0904345673 | diepng@tlu.edu.vn | GVC, Trudng

1
bo moén
) Nguyén Thi Phuong ThS | 0946079903 | dungntp@tlu.edu.vn | Giang vién
Dung
3 | Kiéu Tuén Diing ThS | 0903400513 | dungkt@tlu.edu.vn | Giang vién

4 | Tran Thi Minh Hoan ThS | 0917689115 | hoantm@tlu.edu.vn | Giang vién

c Nguyén Thi Phuong ThS | 0937591668 | thaont@tlu.edu.vn | Giang vién
Thao
6 | Tran Thi Ngan TS | 0989040454 | ngantt@tlu.edu.vn | Giang vién

8. Giao trinh sir dung, tai liéu tham khao:

Giao trinh:
[1]. Tran, Thi Minh Hoan: Tin hoc van phong: Bai giang //Tran Thi Minh Hoan.
[Tai nguyén dién tir] - Ha ndi, 2013. (#000015597)

Cac tai liéu tham khdo:
[1]. Ngoc Thié¢n: Sb tay hoc nhanh thyc hanh tin hoc van phong 2008 //Ngoc Thién
bién soan. - Ha Noi: Van hoa thong tin, 2008. (#000003532)



9. Noi dung chi tiét:

S6 tiét

TT Noi dung Hoat dong day va hoc
LT | BT | TH
1 | Gi6i thiéu DPé cwong hoc phan * Giang vién:
1.TONG QUAN VE CNTT VA MAY | - Ty gi6i thiéu v& minh: ho
TINH tén, chirc vy, chuyén mon,
1.1. Cong nghé thong tin va may tinh | --- va cac thong tin ca nhan
A XA . .. | dé sinh vién co thé lién lac
1.1.1. Bi€u dién thong tin trong may .
tinh - Gioi thiéu d¢ cuong mon
1.1.2. Phan loai may tinh hoc, n¢i dung moén hoc,
1.1.3. Phén cimg (hardware) phuong phap danh gia.
1.1.4. Phan mém (software) - Giang bai
1.1.5. Céc thiet bi ngoai vi thong - Truy v4n
dung o \: . %
1.2, He di P hélnh *GTao bﬁ.l’l\ t%n_rc hanh s0 1
1.3. Soan thdo tiéng Viét M' . )
1.4. Lam vigc v6i Windows Explorer | - Tra 101 cdc cau hoi truy van
1.4.1. Khai niém Puong dan, to - Thao luan 9 0 1
Ch},rc thu muc, tép X - Dat cau hoi ‘théc méc vé
. 51-£1;2- Cach te.}oc thti mus 1P mdn hoc néu cén thiét
.5. Lam vi¢c voi Control Pane L A R . 2
1.5.1. Thay doi ngon ngir hién thj | ~ =@M Pai Thuc hanh so 1
1.5.2. Thay 461 1 s6 dinh dang
trén dir liéu kiéu thoi gian,
SO, ... i .
1.5.3. Thay doi man hinh nén,
thém user account, ...
1.6. Thong tin va cach tim kiém thong
tin trén internet )
1.6.1. Céc may tim kiém thong
dung
1.6.2. Cac toan tir dung trong tim
kiém
1.6.3. Tim kiém nang cao
2+3 | 2. SOAN THAO VAN BAN CO | * Giang vién:
BAN o - Thuyét giang
Microsoft Word sv quan st va nam ndi
2.2. Mot 56’ tha(A) tac soan thé(? co ban dung bai hoc
2.3, Thao tac trén khoi van ban | G0 baj thyc hanhsé | 4 | 0 | 2
2.4. Dmh dang van ban, doan van ban 243
2.5. Thiét 1ap Bullets va Numbering . o A
2.6. Tao va quan ly cac Style Sinh vién: o
2.7. Tao muc lyc ty dong - Thuc hanh bai so6 2+3
2.8. Thict 1ap Tab ’
2.9. Tim kiém va thay thé van ban




S6 tiét

TT Noi dung Hoat dong day va hoc
LT | BT | TH
4+5 | 3. THEM CAC POI TUQNG VAO | * Giang vién:
VAN BAI\{ - Thuyét giang
3.1. Bangbiéu - Thyc hanh tryc quan cho
3.1.1. Tao céu trac bang SV quan sat va nam noi
3.1.2. Dinh dang bang biéu dung bai hoc
3.1.3. Tinh toan trén banAg - Giao bai tap thyc hanh
3.1.4. Sap xép dir li€u trén 3 4+5
. bang . o .
32 Db hoa Sinh vién: ,
3.2.1.  Thém anh (Picture) Lam bai Thyc hanh s6 4+5
3.2.2. Thém khoi hinh don 4 | 0| 2
gian (Shapes)
3.2.3. Thém So do to chiic
(SmartArt)
3.2.4.  Thém Bicu do (Chart)
3.3. Tao chir ngh¢ thudt (WordArt)
3.4. Tao chir cai 16n dau doan (Drop
Cap)
3.5. Soan cong thure toan hoc
(Equation)
3.6. Thém ky tu déc bi¢t (Symbol)
6+7 | 4. IN AN VA TRON TAI LIEU * Giang vién:
4.1. Inén - Thuyét giang
4.11. Tinh nang Page Setup (ddt | - Thyc hanh tryc quan cho
lea.hmfng gidy, kho giay, sV quan st va nam noi
412, Thim s 45 dhu (head dung bathoc
1.2, Th emktleui. € dau (header), | _ Giao bai tap thyc hanh
tiéu dé cuoi trang (footer) x
. P A s0 6+7
4.1.3. Danh so trang tu dong i e p
4.1.4. Xem tailidu trudckhiin | - Ciaobaikiémtraso I
4.1.5. In 4n tai liéu - Cham, cong bo diém 4 |0 | 2
4.2. Tron tai liéu . * Sinh vién:
4.2.1. Khéiq niém ve 'tr(f)n tai liéu | _ Lam bai Thuc hanh s6 6+7
4.2.2. Chuan bi dir liéu . Kidm tra bai sb 1
4.2.3.  Soan miu tai lidu tron et Ha bal 504
4.2.4. Chén cac truong tin lén - Trao doi, thao luan
tai liéu
4.2.5. Thuc hién tron tai liéu
4.2.6. Thanh cong cu Mail
Merge
8 |5  MOT SO CHUC NANG KHAC | * Giang vién:
CUA WORD - Thuyét giang
5.1.  Thém chu thich (footnote, - Giao bai tap thuc hanh
endnote) 68 117012
5.2. Thémq ghi c‘hﬁz chi muyc (caption) | * Sinh vién:
cho bang va hinh v& - Lam bai Thye hanh s6 8




S6 tiét

TT Noi dung Hoat dong day va hoc
LT | BT | TH
5.3. Tao muc luc bang, muyc luc hinh | - Thao luan
ve€ tu dong
5.4. Lién két (Hyperlink, bookmark)
5.5. Tao binh luan (comment)
5.6. Bao mat tai liéu
9 |6. COBAN VE BANG TiNH * Giang vién:
EXCEL - Thuyét giang
6.1. Gidi th_iéu, cac thao tac co ban - Thuec hanh truc quan
trén Microsoft Excel Q - Giao bai tap thuc hanh
6.2. Eam )V1¢c voi tép tin (luu, ma, 69
on
63, Cic thao tic v bang tinh * Sinh vien: ,
(Chén, x0a, dbi tén, sao chép, di | - Lam bai Thyc hanh s6 9
chuyén, an/hién, ...) - Thao luan
6.4. Cac kiéu dir liéu trong bang tinh 5 0 1
6.5. Céc toan tir trong cong thirc
6.6. Nhap/xoa/stra dir li€u
6.7. Céc thao tac véi khéi
6.8. Xuly 0, cot, hang trong bang
tinh
6.9. Dinh dang dir liéu (kiéu s6, vin
ban, ngay thang, ...)
6.10. Céc thao tac vai 6 (dat tén 6, ghi
chy, ...)
10+ | 7. HAM TRONG EXCEL * Giang vién:
11 1 7.1.  Dja chi tuong ddi, tuyét dbi. - Thuyét giang
7.2.  Quy tic s dung ham - Thyc hanh truc quan
7.3.  Nhap ham vao bang tinh - Giao bai tap thyc hanh
7.4, Mot s6 ham thuong ding (ham s6 10+11
toan hoc, ham logic, ham xtrly | - Kiém tra bai so 2 4 0 2
xau ky tu, ham xu ly kicu ngay | - Cham, cong bd diém
thang, ham tim kiém) * Sinh vien:
- Lam bai Thyc hanh sb
10+11
- Lam bai Kiém tra bai s6 2
12 | 8. PO THI VA QUAN TRI DU * Giang vién:
LIEU o - Thuyét giang
oL QU ipetnd |- e
2. u . o \
8.3. Didu chinh bidu dd ] Sgﬁ"zba‘ tap thyc hanh 121 0 1
8.4. K}léi r}iémNCC'yAbén * Sinh vién:
8.5. Sap xép dit licu = )
8.6. Loc, trich xut dir liéu - Lam bai Thyuc hanh s6 12




S6 tiét
TT Noi dung Hoat dong day va hoc
LT | BT | TH
8.7. Cg’lc hélrp co so dir liéu - Thao luan
8.8. Tong két theo nhém
13 |9. COBAN VE POWER POINT | * Giang vién:
9.1.  Gidi thiéu, cac thao tac co ban | - Thuyét giang
trén Micr0§of5 PO\XA{erp:oint .| - Thychanh tryc quan
9.2. kAépC%uélgignva stra d61 mau thiét | Giao bai tap thuc hanh
X 01
9.3. Tao trinh dien mé1 50 ;3 . oz
9.4. S dung Theme va bo cuc ban | ~ Cham, cong bo diem
trinh chiéu * Sinh vién: 2 101
9.5.  Thiét lap Slide Master - Lam bai Thuc hanh s6 13
gg fC);]n\h dang Shdeh, i - Kiém tra bai s6 3
i Chlf;é;‘g% o - Trao déi, thao luan
9.8.  Chén bang
9.9. Chén df)ﬂ hoq, tranh anh
9.10. Cheén biéu do
14 | 10. THEM CAC POI TUQNG VAO | * Giang vién:
SLIDE ) - Thuyét giang
10.1. Chir_l cac doi twong multi - Thyc hanh truc quan
media PPN \
102, Tao lién két gt cic Slide, tao | k(4P thue hanh
siéu lién keét. . o .
10.3.  Thiét 14p hiéu (mg (Hiéu tmg M , > 1o |1
chuyén trang, Hiéu tng trén d6i | - Lam bai Thyc hanh s6 14
tuong)
10.4. Tao ghi chu (Notes page)
105. Trinh dién Presentation
10.6. Bado mat ban trinh chiu (xuat
file .PDF, .PPSX) va djt mat
khau (m¢ file, chinh stra file)
15 | Kiém tra giira ky - On tap 3 0 0
- Kiém tra
30| 0 |15
10. Chuin dau ra (CPR) ciia hoc phén:
STT CPR ciia hoc phén CPR ciia CTPT
twong ung
1 | Kién thic:
2 | Ky nang: 8, 12




- C6 kha ning tong hop, phan tich va xt 1y thong
tin, s6 liéu lién quan

- (o kha nang stir dung thanh thao tin hoc trong
hoat dong chuyén mon nhu CropWat,
Autocad,....

3 | Nang lyc tu chi va trach nhiém (néu c6):

4 Pham chét dao dirc

Co ph'flm chit dao dirc ca nhan va dao duc nghé
nghiép tt; co tinh than hoc hoi, cu tién; co trach
nghiém voi cong viée, cong dong, xa hoi; tuan thu 18
phap luat va cac qui dinh cua nha nudc, xa hoi va

cong dong.

11. Théng tin lién hé ciia B) mon
A. Pia chi bo mon: Phong 204 — Nha C1, Truong Pai hoc Thuy loi
B. Trudng bd mén: (cé trach nhiém tra 16i thac mdc cia sinh vién va cdc bén lién quan)
- Ho va tén: TS. Nguyén Quynh Diép
- S dién thoai: 0904345673
- Email: diepng@tlu.edu.vn
Ha No¢i, ngay 3 thang nam 2019

TRUONG KHOA TRUONG KHOA TRUONG BQ MON
(Phu trach nganh dao tao) (Phu trach hoc phan)
_I..{' l"" '!_:-‘[.(;j 3 /;b ”L] l 7 /g/ﬂj
g7 L, 7w

PGS.TS. Lé Vin Chin PGS.TS. Nguy&n Thanh Tang
Nguyén Quynh Di¢p






