2
3
4.
)
6
7

Hoc phan nay trang bi cho sinh vién nhitng kién thirc sau: mang may tinh, bao mat thong
tin va quyén riéng tu c4 nhan va doanh nghiép ciing nhu cap nhat cac xu hudng cia cong
nghé thong tin hién dai. Hoc phéan ciing trang bi cho sinh vién nhiéu k¥ nang: to chuc
cong viéc ca nhan; lam viéc nhom; luu trit, quan ly va khai thac dir li¢u thong qua moi
truong mang truc tuyén; st dung phan mém phd bién cho cong viéc van phong nhu xur 1y
tai liéu nang cao véi MS. Word, thao tac bang tinh nang cao vi MS. Excel, sir dung trinh

chiéu véi MS. Powerpoint; tmg dung cong nghé thong tin trong hoat dong nghé nghiép

Hoc phan: TIN HOC VAN PHONG
(OFFICE INFORMATICS)
. Ma hoc phan: MI1S1001
. Nganh: Marketing
Khoi lwgng hoc tip: 3 tin chi.
. Trinh do: bai hoc.
. Hoc phéan diéu kién hoc truéc: Khéng co

. Muc dich hoc phin

trong linh vuc kinh té va quan 1y.

8. Chuén diu ra hoc phan (CLO)

T | Ma CDR cua R P

T hoc phin Tén chuan dau ra
Dién giai dugc cac kién thirc tong quan vé mang may tinh va

1 CLO1 Internet; Suy doan dugc cac xu hudéng rng dung CNTT hién dai
trong doanh nghiép.

5 CLO2 Dién giai duoc céco van dé& vé bao mat va an toan thong tin ca
nhan va trong cac t6 chuc, doanh nghiép.

3 CLO3 Tb chuc cong V%éc ca nhan, lam viéc nhom; luu trit va khai thac
dir liéu tryc tuyén trén moi trudng mang may tinh.

4 cLO4 Xay dung dugc van ban, cong van, to trinh, bao cdo nghién ciu
khoa hoc vo1i MS Word.
Tao ra cac bang tinh va phan tich dir li¢u nang cao vdi bang

5 CLO5 .
tinh MS Excel.

5 CLOG X4y dung duoc bai thuyét trinh va phuong phap thuyét trinh
hiéu qua v&1 MS Powerpoint.




Ma tran quan hé chuan dau ra hoc phan (CLO) va chuin dau ra chuong trinh (PLO)

. P P P| P P| P Pl P|P Pl PP
CbR hocphan/CbRchuong | L | L| Ll Ll Ll Ll L| L!| L L1 L)L
trinh o/ ol o| 0| o/ o] ol o o P ?|?
112345/ 6| 7|89 ol 11 2
CLO1 X | X
CLO2 X | X
CLO3 X | X
CLO4 X X
CLO5 X X
CLO6 X | X X
Tong hop theo HP u|T I
Chu thich:
° Introduce: Chuan dau ra chuong trinh (PLO) khong nhét thiét phai duoc

chuyén tai thanh chuan dau ra hoc phan (CLO) (ndi dung “Introduce” gin véi
chuan dau ra chuong trinh khong can thé hién trong chuin dau ra hoc phan), co
hoat dong gidi thidu so bd, khong c6 hoat dong kiém tra, danh gia trong hoc phan
do.

° Teach: PLO phai duoc chuyén tai thanh CLO (ndi dung Teach phai dugc
thé hién 1o trong CLO mon hoc), c6 hoat dong giang day chinh khoa, c6 hoat
dong kiém tra, danh gia.

o Utilize: khong nhat thiét PLO phai dugc chuyén tai thanh CLO, khong ¢6
hoat dong giang day, sinh vién chi sir dung nhiing kién thic, k§ ning da c6 ¢
mon hoc trude dé dé hoc va/ hodc danh gia & mon hién tai.

9. Nhi€m vu cia sinh vién

- Poc bai giang va lam bai tap dy du trude khi dén 16p;

- Tham gia lam bai tap nhém, cd nhan va cac budi thue hanh;

- Tham gia day du cac budi hoc, budi kiém tra, budi thi theo cac quy dinh hién hanh.
10. Tai liéu hoc tap
10.1. Giéo trinh

TL1. Gido trinh Tin hoc dai cwong, Hoang Thi Thanh Ha, NXB Théng tin Truyén
thong (2014).

10.2. Tai liéu tham khdo




TK1. MOS 2010 Study Guide for Microsoft Word, Excel, PowerPoint, and Outlook;
Joan Lambert and Joyce Cox; Microsoft Press (2012).

11. Thang diém: Theo thang diém tin chi.
12.Nbi dung chi tiét hoc phin
CHUONG 1
MANG MAY TINH VA AN TOAN THONG TIN

1.1. Téng quan vé mang maAy tinh va Internet
1.1.1. Khai ni¢m va phan loai mang may tinh
1.1.2. MBbi trudng truyén din
1.1.3. Cac dich vu co ban cua Internet

1.2. Cic wng dung tiéu biéu ciia Internet
1.2.1. Quang céo va tiép thi tryc tuyén
1.2.2. Mang xa hoi
1.2.3. Thuong mai dién tu
1.2.4. Ngan hang dién tr
1.2.5. Dao tao truc tuyén
1.2.6. Chinh phu di¢n tir
1.2.7. Hoi nghi truc tuyén

1.3. An toan va bao mit hé thong thong tin
1.3.1. Téng quan
1.3.2. Céac nguy co mat an toan thong tin

a.  Cac yéu td chu quan tir bén trong
b.  Cac yéu to khach quan tir bén ngoai
1.3.3. Céc bién phdp dam bdo an toan, bao mat thong tin, dit li¢u
a.  Phong chong virus va cac phan mém doc hai
b.  Phong chdng ldy cép thong tin c4 nhan
c. Pam bao an toan thong tin ddi véi tap tin
d.  Bao vé vat Iy va han ché rui ro

e. Huy di li¢u an toan



1.4.

1.1.

1.2.

1.3.4.

1.3.5.

1.4.1.
1.4.2.
1.4.3.
1.4.4.
1.4.5.
1.4.6.
1.4.7.
1.4.8.

TL1.

1.1.1.
1.1.2.
1.1.3.

1.2.1.
1.2.2.

Str dung web an toan

Duy¢t web

Mang xa hoi

Thu dién tir

Tin nhan tic thoi

Céc chinh sach va van ban phap luat vé an toan thong tin ctia Viét Nam
Mot s6 xu hwéng CNTT iing dung trong doanh nghiép
Chir ky s6 va ching thyc dién tir

Céc dich vu trén nén web va mang xa hodi

Cong ngh¢ di dong

Ao hoa va dién toan dam may

Ung dung phén tan

BigData va khai pha dir li¢u

Cong ngh¢ xac dinh vi tri (GIS, GPS, RFID)

Céc h¢ thong thong tin tich hop trong doanh nghiép

Tai li¢u hoc tap

Poc chuong 3, Gido trinh Tin hoc dai cuwong

CHUONG 2
TO CHUC CONG VIEC VA LAM VIEC NHOM
TREN MOI TRUONG MANG MAY TiNH

Luwu trir va chia sé dit liéu truc tuyén (MS OneDrive, Google Drive)
Luu trir

Khai thac va quan ly

Chia sé

Lam viéc v6i email va quan ly danh ba (Outlook WebApp, Gmail)
Kiém tra, doc va tra 161 email

Tao va guri email



1.3.

1.4.

1.5.

1.6.

1.2.3.
1.2.4.

1.3.1.
1.3.2.
1.3.3.

1.4.1.
1.4.2.
1.4.3.
1.4.4.
1.4.5.

1.5.1.
1.5.2.
1.5.3.
1.5.4.

1.6.1.
1.6.2.
1.6.3.

1.6.4.

TL1.

Quan ly va khai thac hop thu
Céu hinh hop thu
Quan ly va chia sé lich 1am viéc (MS Calendar, Google Calendar)
Tao lich lam viéc
Quan 1y lich [am viéc
Chia sé lich 1am viéc
T6 chirc hop nhém va hdi thoai true tuyén (MS Lync, Skype)
Téng quan vé MS Lync, Skype
Quan 1y danh ba
Gui tin nhan trong nhém lam viéc
Tao cudc goi truc tuyén trong nhom lam viéc
Chia sé dir liéu
Tao phiéu thu thap théng tin trwc tuyén (OneDrive, Google Form)
Tong quan vé hinh thirc thu thap thong tin tryc tuyén
Tao va cap nhap phiéu thu thap thong tin
K§ thuat phat hanh phiéu thu thap
Téng hop va phan tich dir liéu thu thap
Pong bd dir liéu va khai thac dich vu mang trén cac thiét bj thong
minh
Email
Danh ba
Lich lam viéc
Pong b va luu trir dir liéu trén nén dién toan dam may (Cloud
Computing)
Tai liéu hoc tap

Doc chuong 3, Gido trinh Tin hoc dai cuong

CHUONG 3
SOAN THAO VAN BAN NANG CAO VOI MS. WORD



2.1.

2.2.

2.3.

2.4.

2.1.1.
2.1.2.
2.1.3.

2.2.1.
2.2.2.
2.2.3.
2.2.4.
2.2.5.
2.2.6.

2.3.1.
2.3.2.
2.3.3.
2.3.4.
2.3.5.
2.3.6.
2.3.7.

24.1.
24.2.
24.3.
24.4.

TL1.

TKI.

Dinh dang vian ban

Cép nhat va dinh dang van ban

Cheén cac ddi trong vao vin ban

Thiét dat trang in va in vin ban

Cac k¥ thuéat soan thio van ban ning cao
Thiét dat phong cach trinh bay vin ban (Style)
Céc chi muc va lap muc luc tu dong

Danh muc céc hinh anh va bang biéu

Céc chu thich cubi trang (Footnote)

Quan 1y cac ngudn tai liéu tham khao

Ap dung méu van ban (Document Template)
Mot s6 chirc ning mé rong

Tron thu (Mail Merge)

Cha thich (Comment)

Ty dong sira 16i (AutoCorrect)

Quan 1y céc thay d6i (Track changes)

Céc xur 1y vé ngon ngir

Bao vé tai liéu

Thay d6i mét s tiry chon (Options)

K¥ ning soan thio cac loai van ban thong dung
Soan thao cac bao cao khoa hoc

Soan thao van ban hanh chinh, van phong
Soan thao hop dong kinh té

Cac loai van ban khac

Tai liéu hoc tép
boc chuong 4, Gido trinh Tin hoc dai cuong

Doc chuong Microsoft Word 2010, Gido trinh MOS 2010 Study Guide
for Microsoft Word, Excel, PowerPoint, and Outlook



CHUONG 4

TO CHUC VA PHAN TIiCH DU LIEU NANG CAO VOI MS.
EXCEL

Téng quan vé MS.Excel
3.1.1. Cau tao bang tinh ctia MS.Excel
3.1.2. Phan biét cac loai dia chi
3.1.3. Tao moi, dinh dang va luu bang tinh

Lam viéc voi ham trong MS.Excel
3.2.1. Gidi thidu vé ham va cach sir dung
3.2.2. Cac ham théng ké
3.2.3. Cac ham xur ly ngay thang
3.2.4. Cacham xu 1y ky tu
3.25. Cac ham tham chiéu
3.2.6. Cac ham xu ly co s¢ dir li¢u
3.2.7. Céc ham ké toén, tai chinh
3.2.8. Cac ham xu ly ma tran

Lam vi€c v4i cong thirc mang
3.3.1. Giéi thiéu cong thirc mang
3.3.2. St dung cong thirc mang

Do thi va vé do thi
3.4.1. Céc loai db thi trong MS.Excel
3.4.2. V& d6 thi trong MS.Excel

»ai toan toi wu trong MS.Excel

351 Gi6i thiéu bai toan tbi u:u (bai toan van tai, bai t(‘)ém nguyén vat liéu, lya

chon phuong an san xuat, lua chon phuong 4n dau tu)
3.5.2. Céch to chirc dit liéu trong MS.Excel dé giai bai toan tdi uu
3.5.3. Sur dung Solver dé giai bai toan t6i wu

1, phan tich va du doan dir li€éu trong MS.Excel

3.6.1. Thdong ké mo ta
3.6.2. Phan tich dit li¢u véi Pivot Table



3.7.

4.1.

4.2.

4.3.

3.6.3.

3.7.1.
3.7.2.
3.7.3.
3.7.4.
3.7.5.
3.7.6.
3.7.7.

TL1.

TK1.

4.1.1.
4.1.2.
4.1.3.

4.2.1.
4.2.2.
4.2.3.
4.2.4.
4.2.5.

4.3.1.
4.3.2.

Dy doan dit liéu voi mé hinh hdi qui tuyén tinh
0 thao tic ning cao

Kiém tra trung lip khi nhap di liéu

Dinh dang dit liéu c6 diéu kién

Sép xép va loc dir licu

Tao danh sach chon (Listbox) cho cac 6

Téng hop phat sinh bang Consolidate

Tinh téng timg nhém véi Subtotal

Bao mat dir licu

Tai li¢u hoc tap
Poc chuong 5, Gido trinh Tin hoc dai cuong.

Doc chuong Microsoft Excel 2010, Gido trinh MOS 2010 Study Guide
for Microsoft Word, Excel, PowerPoint, and Outlook.

CHUONG 5
XAY DUNG BAI THUYET TRINH VOI MS. POWERPOINT
Lap ké hoach cho viéc trinh chiéu
Tim hiéu vé béi canh trinh chiéu
Chuan bi cho bai thuyét trinh
Thiét ké ndi dung va hinh thtrc bai trinh bay hiéu qua
XAy dung bai thuyét trinh
Str dung slide master
Str dung mau slide
Lam viéc v6i d6i twong hinh anh va video
Tao cac hi¢u tng
Lién két, nhing, nhélp/xuét cac trang chiéu, ban trinh chiéu
Sir dung MS. PowerPoint trong khi thuyét trinh
St dung chii thich cho bai thuyét trinh
Trinh bay bai thuyét trinh



4.3.3.
4.3.4.

TL1.

TKI.

Mot sb nguyén qui tic nang cao hiéu qua cua bai thuyét trinh
Mot s6 phim néng thong dung
Tai liéu hoc tap
boc chuong 6, Gido trinh Tin hoc dai cuong.
Poc chuong Microsoft PowerPoint 2010, Giao trinh MOS 2010 Study
Guide for Microsoft Word, Excel, PowerPoint, and Outlook.



13.Ma tran quan hé chuin diu ra (CLO) va ndi dung (chwong) hoc phén

c|c|jc|jc|c|c
Chuong . L{L|L|L|L]J|L
Tén chuong
thur Ol O] O0O|O| 0] O
1123 |4 |5]|6
1 Mang may tinh va an toan thong tin X | X
2 T churc cong viéc va lam viéc nhom trén moi X
trudong mang may tinh
3 Soan thao van ban nang cao véi MS Word X
A T6 chirc va phan tich dit lidu nang cao véi MS X
Excel
5 X4y dyung bai thuyét trinh v6i MS Powerpoint X
14. Mbi quan hé giira chuin diu ra hoc phin (CLO) va phwong phép gidng day, hoc
tip (TLM)
) c|c|c|jc|c|cC
Tén phwong phip gis Nhom 1 bl Ll L
. én phwong phap giang
Ma hwo
STT day, hoc tap (TLM) P L"é“g olo|lo|lo|lo]|o
PRaP 9 1213|456
1 TLM1 Giai Ehlch Expllf:lt 1 x| x| x| x| x| x
cu thé Teaching
2 | TLmz | Thwé Lecture 1 | x| x| x| x|x]|x
glang
A Guest
3 TLM3 Tham luan Speaker 1
4 TLM4 GArlal unyet Prob_lem 5 x| x| x| x
van dé Solving
Tap kich Brainstormin
5 TLM5 ndo g 2
6 | TLMe | Hoctheo 1 ace srudy 2 X | X | x| x
tinh hudng
7 TLM7 | Dong vai Role Playing
8 TLMS Tro choi Game 4
Thuc tap, i .
9 TLM9 thue t& Field Trip 4
10 TLM10 | Tranh luan Debate 4 X | X




11 TLM11 | Thao luan Discussion 5 X | X
12 TLM12 | Hoc nhém Peer Practice X | X | X X
13 | TLmis | CAuhol Inquiry 5
£01 mo
Du an
nghién Research
ctru/ Project/
14 TLM14 Nghién Independent 6
ctru doc Study
lap
Technology-
15 | TLM1s | (5| Based 7 X [ x| x| x]|x]X
yen Methods
16 | TLm1e | Baditapo | Work 6 | X | X|X|X]|X]|X
nha Assigment
. x Seminar/
17 TLM17 | Hudng dan Tutorial 1
18 TLM18 | Biéu dién Story Theatre
19 TLM19 | M6 phong Simulation
20 | TLm20 | Lophoc Jigsaw 5
lap ghép

15.Phan bd thoi gian theo s tiét tin chi cho 3 tin chi (1 tin chi = 15 tiét)

Sé tiét tin chi
Chuong A i Thye o
) Tén chuong Ly hanh/ ) , | Phuong phap giang day
thur , ) Tong so
thuyét thdo
luém(*)
Mane msv tinh va an toin TLM1, TLM2, TLM12,
1 thgng tinay va an toa 5 0 5 TLM15, TLM16,
g TLM10, TLM11
T8 chite cne vide vi 1 TLM1, TLM2, TLM4,
2 .(’)\C lIChC,OI'lg V:Cf) va aIAl'.l 3 4 7 TLM6, TLMlZ,
twef: hom ,re?, hm°‘ TLM15, TLM16,
fUong mang may tin TLM10, TLM11
3 Soan thao van ban nang 6 6 12 TLM1, TLM2, TLM4,
cao véi MS Word TLM6, TLM15, TLM16




T6 chirc va phan tich dir

TLM1, TLMZ2, TLM4,

liéu nang cao véi MS 7 8 15 TLMS6. TLM15. TLM16
Excel
. N TLM1, TLM2, TLM4,
X?Vl\igrf bai th‘.lytet trinh |y 3 4 | TLM6, TLM12,
VoL VIS Towerpoin TLM15, TLM16
Thi gita ky 0 2 2
Tong 22 23 45

Ghi chu:

ludn trén thiét ké x 2.

S6 gio thwe hanh/ thao ludn trén thiee té sé bang sé tiét thue hanh/ thdo

16. Mi quan hé giira chuin dau ra hoc phan (CLO) va phwong phap danh gia (AM)

Nh6m c,c,c,c|c|cC
ST | Ma | Ténph hap dénh gi4 | ph D B
T én phwong phap danh gia p :gng olololololo
PP 923|456
Danh gia Attendence
1 AMI chuyén cin Check !
9 AM?2 f?anhglabal Work 1 x| x| x| x| x| x
tap Assigment
Danh gia Oral
3 AM3 thuyét trinh Presentaion 1 XX X
4 AM4 Dflnh gid hoat | Performance 2 x| x| x
dong test
Nhat ky thuc Journal and
5 | AM5 | blogs 2
6 | AMp | Nimuatr ooy 2 X
luan
Kiém tra tric Multiple
! AMY nghi¢m choice exam 2 XXX X
8 AMS Bgaov? va thi Oral Exam 2
van dép
9 | AM9 | Béocéo Written 2
Report
Panh gia lam Teamwork
11 AM10 viéc nhom Assessment 2
12 | amy1 | Baocaokhoa | Graduation 2
luan Thesis/




Report

13

AM12 | Khac

17. Ké hoach kiém tra, danh gia

clclclc|c|c
N " Phwong phap | Ty lé L|L|L|]L|]L|L
T Noi d :
STT uan | NOLQUNE | 4 nh gid %) |o|lo|o|lololo
1123|456
Chuong 1, AM2, AM3, 0
1 1-15 |, as N 2000 | X | X | X|X|X]|X
2 7,8 Chuong 3 AM6 20% X
3 | Theo lich ghf‘mg L AM7 60% | X | X | X X
Tong cong | 100%

Xac nhan cua Khoa/Bo mon




