TRUONG PAI HQC THUY LOI PE CUONG HQC PHAN
'KHOA: CONG NGHE THONG TIN Trinh d6 dao tao: Pai hoc
BO MON: TIN HQC & KY THUAT TINH TOAN.

TIN HQC PAI CUONG
Introduction to Engineering Programming

Mai s6: ENGR111
1. S6 tin chi: 3 (2-0-1)
2. S6 tiét: Tong 30 tiét, trong d6 LT: 45; BT/TH: 15; TN: 0; PA: ; BTL: ; TQ,TT;
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 thirc/thoi gian thi: : Van dap o, Viét o; Thi trén may tinh X, Thoi gian thi: 90
phut

- Thanh phan diém: Piém qud trinh 50% (Trong d6, 10% chuyén can; 10% kiém tra
giita ky; 30% Bai kiém tra trén mdy theo timg modun); Piém thi két thiic 50%.

- Cdu triic dé thi: (theo thang nhén thirc Bloom)

Mirc Nhé Hiéu Van dung | Phantich | Tonghop | Sang tao

Ty 1€ (%) 25 20 25 15 10 S)

5. Piéu kién rang budc hoc phan:
- Hoc phan tién quyét : khong.

- Hoc phan hoc trieée : khdng

- Hoc phdn song hanh: khong

6. Noi dung tom tit hoc phan:

Tiéng Viét: Gi6i thiéu vé may tinh, h¢ diéu hanh, nhiing kién thirc co ban vé
CNTT, tim kiém thong tin. Gidi thi€éu mot ) phﬁn mém trong by 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 b¢ tham gia giing day:

Hoc | Dién thoai . Chitrc danh,
TT Ho va tén ) ; ) Email
) vi lién hé chirc vu
! Nguyén Quynh Diép TS 0904345673 | diepng@tlu.edu.vn | GVC, Trudng
bo mon
2 | Nguyén Thi Phuong Dung | ThS | 0946079903 | dungntp@tlu.edu.vn | Giang vién
3 | Kiéu Tuin Diing ThS | 0903400513 | dungkt@tlu.edu.vn | Giang vién
4 | Tran Thi Minh Hoan ThS | 0917689115 | hoantm@tlu.edu.vn | Giang vién
5 | Nguyén Thi Phuong Thao | ThS | 0937591668 | thaont@tlu.edu.vn Giang vién
6 | Tran Thi Ngan TS 0989040454 | ngantt@tlu.edu.vn Giang vién

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

Gido 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 Thi¢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. Ndi dung chi tiét:

TT

Noi dung

S6 tiét

LT

BT

TH

Giéi thiéu Dé cuong hoc phan
1.TONG QUAN VE CNTT VA MAY TiNH
1.1. Cong ngh¢ thong tin va may tinh
1.1.1. Biéu dién thong tin trong may tinh
1.1.2. Phéan loai may tinh
1.1.3. Phan cing (hardware)
1.1.4. Phan mém (software)
1.1.5. Céc thiét bi ngoai vi thong dung
1.2. Hé diéu hanh
1.3. Soan thao tiéng Viét
1.4, Lam viéc véi Windows Explorer
1.4.1. Khai niém Puong dan, t6 chirc thu muc, tép
1.4.2. Cach tao thu muc, tép
1.5. Lam viéc véi Control Panel
1.5.1. Thay d6i ngon ngir hién thi
1.5.2. Thay d6i 1 sb dinh dang trén dit liéu kiéu thoi
gian, $0, ...

1.5.3. Thay d6i man hinh nén, thém user account, ...

1.6. Thong tin va cach tim kiém thong tin trén internet
1.6.1. Cac may tim kiém thong dung
1.6.2. Céc toan tir dung trong tim kiém
1.6.3. Tim kiém ning cao

2+3

2. SOAN THAO VAN BAN CO BAN

2.1. Gioi thiéu phén mém soan thao Microsoft Word
2.2. Mot sd thao tac soan thao co ban

2.3. Thao tac trén khéi van ban

2.4. PBinh dang van ban, doan van ban

2.5. Thiét 1ap Bullets va Numbering

2.6. Tao va quan ly cac Style

2.7. Tao muyc lyc ty dong

2.8. Thiét 1ap Tab

2.9. Tim kiém va thay thé van ban

4+5

3. THEM CAC POI TUQNG VAO VAN BAN
3.1. Bang biéu

3.1.1. Tao ciu truc bang

3.1.2. Pinh dang bang biéu

3.1.3. Tinh toan trén bang

3.1.4. Sép xép dit liéu trén bang
3.2 Ddhoa

3.2.1.  Thém anh (Picture)




S6 tiét

TT Noi dung
LT BT TH
3.2.2.  Thém khoi hinh don gian (Shapes)
3.2.3.  Thém So d6 to chirc (SmartArt)
3.24. Thém Biéu do (Chart)
3.3. Tao chir ngh¢ thuat (WordArt)
3.4. Tao chir cai 16n dau doan (Drop Cap)
3.5. Soan cong thurc toan hoc (Equation)
3.6. Thém ky tu dac bi¢t (Symbol)
6+7 | 4. 1IN AN VA TRON TAI LIEU
4.1. Inén . ) i
4.1.1. Tinh nang Page Setup (dat 1€, huong giay, kho
gidy, chia cdt, ...) o
4.1.2. Thém tiéu dé dau (header), tiéu dé cudi trang
(footer)
4.1.3. DPénh so trang ty dong
4.1.4. Xem tai liéu tru6e khi in 4 0 2
4.1.5. In antailiéu
4.2. Tron tai liéu .
4.2.1. Khai niém vé tron tai liéu
4.2.2.  Chuan bj dit liéu
4.2.3. Soan mau tai liéu tron
4.2.4.  Chen céc truong tin lén 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 CUA WORD
5.1. Thém chu thich (footnote, endnote)
5.2. Thém ghi chu, chi myc (caption) cho bang va hinh v&
5.3. Tao muc luc bang, muc luc hinh v& ty dong 1 0 2
5.4. Lién két (Hyperlink, bookmark)
5.5. Tao binh luan (comment)
5.6. Bao mat tai liéu
9 6. CO BAN VE BANG TiNH EXCEL
6.1. Gidi thi€u, cac thao tac co ban trén Microsoft Excel
6.2. Lam viéc vo6i tép tin (luu, mao, dong) 7
6.3. Cac thao tac v6i bang tinh (Chén, x06a, doi tén, sao
chép, di chuyeén, an/hién, ...)
6.4. Cac kiéu dit liéu trong bang tinh
6.5. Céc toan tir trong cong thirc 2 0 1
6.6. Nhap/xda/sua dir licu
6.7. Céc thao tac véi khoi
6.8. Xuly 0, cot, hang trong bang tinh
6.9. Dinh dang dit liéu (kiéu sd, van ban, ngay thang, ...)
6.10. Céc thao tac voi 6 (dat tén 6, ghi chy, ...)
10+11 | 7. HAM TRONG EXCEL 4 0 2




S6 tiét

TT Noi dung
LT BT TH
7.1.  Dia chi trong d6i, tuyét di.
7.2.  Quy tic st dung ham
7.3.  Nhap ham vao bang tinh
7.4. Mot sb ham thuong dung (ham toan hoc, ham logic,
ham xur 1y xau ky tw, ham xu 1y ki€u ngay thang,
ham tim kiém)
12 8. PO THI VA QUAN TRI DU LIEU
8.1. Giodi thidu cac dang ‘piéu dd
8.2. Cég: budc tao piéu‘dé
8.3. bDicu chinh biéu do
8.4. Khéi r}iém co ban 9 0 1
8.5. Sap x¢&p dir liu
8.6. Loc, trich xuat dir li€u
8.7. Cac he‘lrp co so dir liéu
8.8. Tong két theo nhom
13 |9. COBAN VE POWER POINT
9.1.  Gidi thiéu, cac thao tac co ban trén Microsoft
Powerpoint o o N
9.2.  Ap dung va stra d6i mau thiét ké c6 san
9.3.  Tao trinh dién maoi ) )
9.4.  Su dung Theme va bo cuc ban trinh chiu 2 0 1
9.5.  Thiét lap Slide Master
9.6. Dinh dang Slide i
9.7.  Chen, x0a, sao chép, di chuyén Slide
9.8.  Chén bang
9.9. Chén d()ﬂ hoq, tranh anh
9.10. Chen biéu do
14 | 10. THEM CAC POI TUQNG VAO SLIDE
10.1.  Chen céc doi trgng multi media ,
10.2. Tao lién két gitra cac Slide, tao siu lién ket.
10.3.  Thiet lap hiéu img (Hi€u ing chuyén trang, Hi¢u trg
trén doi tugng) 2 0 1
10.4. Tao ghi chu (Notes page)
10.5. Trinh dién Presentation
10.6. Bado mat ban trinh chiéu (xuat file .PDF, .PPSX) va
dat mat khau (m¢ file, chinh stra file)
15 Kiém tra giira ky 3 0 0
30 0 15

10. Chuén diu ra (CPR) ciia hoc phén:




STT CPR ciia hoc phén

1 Kién thirc:

2 K¥ nang:

- C6 kha ning tong hop, phén tich va xir Iy thong tin, s liéu lién quan
- C06 khé nang stir dung thanh thao tin htrong hoat dong chuyén mén nhu
CropWat, Autocad,....

3 Nang lyc tu chu va trach nhiém (néu co):

4 Pham chét dao duc

Co phém chit dao dirc ca nhan va dao duc nghé nghi¢p tdt; ¢ tinh than hoc

hoi, cau tién; co trach nghiém véi cong viée, cong dong, xa hoi; tudn thu phap

luat va cac qui dinh cua nha nudc, xa hoi va cong dong.

11. Phwong phap giang day dé dat dwgc chuan dau ra
- Thuyét trinh, c6 minh hoa.
- Néu vén d&, thao luan tai 16p.
- Thuc hanh lam bai tip trong mdi chuong.

Ha Néi, ngay 13 thdng 7 nam 2017

Truwdéng Khoa Truéng Bo mon

A

Nguyén Thu Hién Nguyén Quynh Diép







