UBND TINH KON TUM CONG HOA XA HOQI CHU NGHIA VIET NAM
TRUONG CP KT - KT Poc 1ip — Tw do — Hanh phiic

CHUONG TRINH MON HQC

Tén mén hoc: TIN HQC PAI CUONG

Ma mon hoc: COOTHODC

Thoi gian thwe hién mén hoc: 60 gid; (Ly thuyét: 30 gio; Thuc hanh, bai tap:
26 gio; Kiém tra: 4 gio)

l. Vi tri, tinh chat ciia mén hoc

- Vi tri: Mon hoc nay duoc bé tri khi sinh vién hoc cdc mén hoc chung.

- Tinh chdt: Tin hoc dai ciong 1a mdn hoc co sé nghé thude chwong trinh dao
tao Cao ding nghé.

1. MUC TIEU MON HQC

Sau khi hoc xong mon hoc ndy nguoi hoc co kha nang:

- M0 ta cdc tinh ndng cia mét sé cong cu trong phan mém Microsoft Office
nhuw: Microsoft Word, Microsoft Excel, Microsoft Power Point. Trinh bay cdc
buoc tao mot van ban, mot file trinh dién, mét ban bdo cdo téng hop s6 liéu.

- Van dung kién thirc, qui trinh thuc hién cac thao tac tao ra cac van ban thong
thiong, cdc bai trinh dién, cdc bdo cdo tong hop cé néi dung phit hop véi yéu
cau thiee té trong cong viéc.

- Can thdn, sang tao trong lic trinh bay trang tri cdc logi vin ban, bdi trinh
dién, cdc bdo cdo cé tinh tham my, ding vin phong kiéu cach qui dinh, phit hop
Vi ndi dung va cé cdu triic bé cuc ré rang, dé hiéu.

I11. NOI DUNG MON HOQC:

1. Noi dung tong quat va phan bd thoi gian:

. Thoi gian (g10)
86 A A - + R
TT | Tén chuong, muc Tongso |Ly ~ |Thuc | Kiém
thuyét | hanh tra*
Chwong I: HE soan thio van
! ban Microsoft Word 24 12 105 15
Gidi thiéu mot sb chuong trinh 1 1 0
1.1 | soan thao van ban.
G161 thiéu chuong trinh soan
1.2. | thdo van ban Microsoft Word 1 1 0
2010
Khéi dong va thoat khoi chuong
13. trinh Microsoft Word 2010 1 0.5 0.5
Giao dién lam viéc cua chuong
1.4. trinh Microsoft Word 2010 1 0.5 0.5
Str dung cac phan mém ho trg
15 soan thao bang tiéng Viét. 15 0.5 .




Thao tac co ban trong Microsoft
16 Word 2010 6 3 3
1.7. | Céc thao tadc dinh dang van ban | 2 3 3
18 Bang t3leuv va vhlnh anh trong 25 25 25
soan thao van ban
* Kiém tra 1.5 0 0 15
Chuongll: H¢ trinh dién dién
: tir Microsoft PowePoint 12 0 > .
2 1. | Gidi thiu Microsoft Power Point | ¢ 05 05
2010
29 Céﬁ thao tic vé tap tin trinh 1 05 05
chi€u
2.3. Xay dung ndi dung slide 3.5 2 15
2.4. | Thiét 1ap hiéu ung trinh chiéu 3.5 2 1.5
2.5. | Trinh chiéu 2 1 1
* | Kiémtra 1 0 0 1
ChuonglIl: Bang tinh
Il Microsoft Excel 24 12 10.5 15
3.1 | Gidi thiéu Microsoft Excel 2010 2.5 1.5 1 0
3.2 | Cac thao tac tap tin bang tinh 2 1 1 0
3.3 | binh dang, trinh bay dir liéu 2 1 1
3.4 | Ham trong Excel 13.5 7 6
3.5 | D6 thi trong Excel 2 1 1
3.6 | Dinh dang trang in bang tinh 1 0.5 0.5
* Kiém tra 1.5 0 0 15
Cong 60 30 26 4
2. Noi dung chi tiét

Chuong I: HE soan thido van ban Microsoft Word
1. Muc tiéu

Thot gian: 24 gio

Sau khi hoc xong chirong nay nguwoi hoc c6 kha nang:

- Trinh bay dwoc cdc budc tao van ban, canh chinh va dinh dang duoc cac logi
van ban thong thuong.

- Vdn dung kién thirc hoc diroe dé xay dung céc logi vin ban théng thwong, thong qua
giao dién chuong trinh soan thdao van ban Microsoft Word 2010 va thao tac voi cac
chere nang trén thanh cong cu.

- Thao tac nhanh nhen, ding cd chugt va mét sé té hop phim tar dé xay dung van ban
c6 tinh tham mi cao, diing véi chuan mue qui dinh trong ting tinh huong cu thé.

2. Noi dung chwong



1.1. Gi6i thiéu mdt s6 chwong trinh soan thao viin ban.

111 LibreOffice Writer

1.1.2 Chuwong trinh sogn thao WordPad

1.1.3 Chuong trinh soan thdao van ban MicroSoft Word

1.1.4 Chuong trinh soan thao Google docs

1.2. Gidi thi€éu chuwong trinh soan thio van ban Microsoft Word 2010
1.3. Khéi dong va thoat khéi chwong trinh Microsoft Word 2010
13.1 Khoi dong chuwong trinh Microsoft Word 2010

1.3.2 Thoat khoi chwong trinh Microsoft Word 2010

1.4. Giao dién lam viéc ciia chwong trinh Microsoft Word 2010
1.5. Sir dung cic phan mém hd tro soan thio bing tiéng Viét.
1.6. Thao tac co ban trong Microsoft Word 2010

1.6.1 Tao ldp van ban mai.

1.6.2 Mo van ban da luu.

1.6.3 Luu van ban

16.4 Luweu van ban da ton tai trong hé théng VoIl mot tén moi

1.6.5 Chon van ban

1.6.6 Sao chép van ban

1.6.7 Di chuyén doan vin ban

1.6.8 Xoa doan van ban

1.6.9 Tim kiém va thay thé (Find and Replace)

1.7. Cac thao tac dinh dang van ban

1.7.1 Dinh dang ky ty (Font)

1.7.2 Dinh dang Drop Cap

1.7.3 Pinh dang khung va mau nén (Border and Shading)

1.74 Dinh dang Tab

1.7.5 Dinh dang Bullets/Numbering

1.7.6 Tao tiéu dé trén duwéi cho van ban (Header/Footer)

1.7.7 Dinh dang van ban dang cot (Column)

1.7.8 Dinh dang trang in, in van ban

1.8. Béang biéu va hinh anh trong soan thdo viin béan

1.8.1 Thao tdc véi bang biéu

1.8.2 Hinh anh trong van ban

1.8.3 Cheén ky hiéu ddc biét vao van ban

* Kiém tra

Chwong I1: Hé trinh dién dién tir Microsoft PowerPoint
1. Muc tiéu

Sau khi hoc xong chwong nay nguoi hoc co kha nang:

Thoit gian :12 gid



- Mo ta duoc cac thao tac, chuc nang cac thanh cong cu, soan thdo trang tri cac
trang trinh chiéu ,trinh bay cdac buoc deé thiét ké bai trinh dién dwoi dang Power
Point;
- Van dung kién thirc thiét ké bai trinh dién, tao cdc hiéu ung cho cac doi tong,
cdc trang trinh chiéu.
- Thiét ké bai trinh dién cé tinh tham my cao, hai hoa mau sdc va hiéu 1ng, phu
hop noi dung trinh dién phuc vu cong tac chuyén mon, hoi thao, hoi nghi khoa hoc.

2. Noi dung chwong

2.1. Gidi thiéu Microsoft Power Point 2010
2.11 Khoi dong, thoat khoi Microsoft Powerpoint
2.1.2 Cira s6 giao dién chinh
2.1.3 Chirc nang thanh Ribbon
2.2. Cic thao tac vé tip tin trinh chiéu
2.2.1 Tao tdp tin trinh chiéu méi
2.2.2 M& tdp tin trinh chiéu da c6
2.2.3 Lueu tdp tin trinh chiéu
2.3. Xay dung noi dung slide
231 Cac thao tac vai slide
2.3.2 Chén cac d6i twong vao slide
2.3.3 Slide Master ]
2.4, Thiét 1ap hi€u trng trinh chiéu
24.1 Tao hiéu vng c{zo cdc doi twong
2.4.2 Hiéu g c}’zuyén slide
2.5. Trinh chieu
* Kiém tra
Chuwong II1: Bang tinh Excel Thoi gian : 24 gio

1.Muc tiéu:
Sau khi hoc chwong nay nguoi hoc co kha nang:

- Trinh bay cdc kién thirc vé bang tinh Excel, mé ta dwoc cdach thirc t6 chire lam
viéc, quan ly dir liéu bang tinh, chirc nang thanh cong cu xw ly bang tinh Excel.

- Thao tdc thiét ké xdy dwng, xir Iy diF liéu bang tinh Excel phuc vu cong viéc van
phong, ké todn, tong hop thong ké dir liéu thuc té. Xay dung bdo cdo, tong hop, thong
ké minh hoa dir liéu thong qua chirc nang cac ham cua chwong trinh Excel.

- Sir dung diing cac ham, tao bdo cdo khoa hoc chinh xdc. Bam bado tinh tham myp,
chinh xdc cho cdc bang bdo cdo tong hop.

2. Noi dung chuong:

3.1 Gidi thiéu Microsoft Excel 2010

3.1.1. .Khoi dong va thoat khoi Microsoft Excel 2010




3.1.2. Giao dién lam viéc cua chwong trinh Microsoft Excel 2010
3.13. Mot 56 khdi niém co ban

3.2 Cac thao tac tap tin bang tinh
3.2.1 Tao file bang tinh moi

3.2.2 Mo file bang tinh

3.2.3 Luu tri file bang tinh

3.2.4 Luu tri file bang tinh voi tén moi
3.2.5 Kiéu diF liéu va cdch nhdp trong Excel
3.3 Dinh dang, trinh bay dir li¢u
3.3.1 Cdc thao tdc cot, dong

3.3.2 Dinh dang dir liéu

3.3.3 Dinh dang hién thi dir liéu s6

3.4 Ham trong Excel

3.4.1 Nhém ham s6 hoc

3.4.2 Nhém ham logic

3.4.3 Nhom ham thong ké

3.4.4 Nhom Ham ngay/gio

3.4.5 Nhém ham xir 1y chudi

3.4.6 Nhom ham tim kiém, tham chiéu
3.4.7 Nhom ham chuyén doi kiéu dir liéu
3.5 Do thi trong Excel

3.5.1 Gidi thidu do thi

3.5.2 Ve do thi

3.5.3 Tuy chinh do thi

3.5.4 Cdc thao tdc trén do thi

3.6 Dinh dang trang in bang tinh
3.6.1 Thiét lgp thong sé trang in

3.6.2 Thiét Idp théng sé hdp thoai in

* Kiém tra

IV. PIEU KIEN THU'C HIEN MON HQC

1. Phong hoc chuyén mén hoa/nha xuéng:Phong thyc hanh tin hoc va trang thiét
bi lién quan;

2. Trang thiét bi may moc : May tinh, may chiéu;

3. Hoc li€u, dung cu, nguyén vat li¢u: Gido trinh ly thuyét, gido an, bai giang, dé
cwong mon hoc Phan mém Microsoft Word, Microsoft PowerPoint, Microsoft
Excel .Cac bai tap thuc hanh.

V.NOI DUNG VA PHUONG PHAP PANH GIA

1. N¢i dung

- Kién thirc:

Cach sir dung cong cu dugc cung cip boi phan mém MS-Word, MS-
PowerPoint; MS- Excel, Cach tao bang tinh va nhap dit liéu;Cac nhém ham cta
Excel;Pinh dang bang tinh...



-K¥ nang:

Soan thdo, dinh dang, in 4n van ban tiéng Viét, tiéng Anh; Tao céc trinh chiéu
sinh dong, dat y tuong.Tao lap, xu Iy dit liéu;Van dung cadc ham trong cac bai
tap phuc tap;

- Nang luc ty chu va trach nhiém:

Danh gia y thic, to chtc, chap hanh ndi quy hoc tap, tuan thu cac quy dinh vé
an toan lao dong.

2. Phwong phap

Phuong phap danh gia: Trac nghiém 1y thuyét.

Thue hanh: danh gid cac bai tap, bai thuc hanh thong qua san phdm trén may va
k¥ ndng thao téc.

Cong cu danh gia:Hé théng ngan hang cau hoi trac nghiém vé 1y thuyét; Bai
thuc hanh tng dung.

Thai do: Panh gia bang s6 gio tham gia hoc tdp mdn hoc, y thitc chap hanh noi
quy hoc tip va cac quy dinh vé an toan lao dong.

VI. HUONG DAN THU'C HIEN MON HoC:

1. Pham vi ap dung chwong trinh

Chuong trinh mén hoc dugc st dung dé giang day cho hoc sinh trinh d¢ Trung
cap nghé Tin Hoc tmg dung va 1am tai liéu tham khao cho cic hoc sinh/sinh
Vién cac nganh lién quan.

2. Hudng din mét so diém chinh vé phwong phap giang day mon hoc

-Dbi voi gido vién, giang vién: trude khi giang day can phai cin ¢t vao ndi
dung cua timg bai hoc, chuan bj déy du cac diéu kién thuc hién bai hoc nham
dam bao chét luong giang day; Néu van dé, phan tich, hudéng din miu.

- Pbi voi nguoi hoc: can chuan bi, xem ky bai trudce khi 1én 1én lop

3. Nhitng trong tim chwong trinh can chi y

Chuong I: tiéu dé 3, 5, 6, 7.

Chuong II: tiéu dé 4, 5, 6.

Chuong I1I: tiéu d¢ 3.2, 3.4

4.Tai liéu can tham khao

[1] Bui Thé Tam (2008), Str dung Microsoft Office, Nha xuat ban Giao thong
van tai;

[2] Bui Thé Tam (2008), Tin hoc vin phong, Nha xuat ban Giao thong van tai;
[3] Bui Thé Tam (2007), Tin hoc dai cwong, Nha xuat ban Giao théng van tai;
[4] Nguyén Lé Minh Btrc Hung (2007), Tin hoc vin phong, Nha xut ban Pai
hoc Qudc gia thanh phé H6 Chi Minh;

[5] Nguyén DPinh Té (2008), Ly thuyét va thuc hanh Tin van phong, Nha xuét
ban Lao dong - Xa hoi.

[6] Nguyén Tién, Nguyén Vin Hoai (2008), Quan 1y dit liéu bang Excel, Nha
xuat ban Gido dyc.

Kon Tum, ngay 15 thang 6 nam 2017
Truwéng Khoa T6 Bd mon Giao vién bién soan



HIEU TRUONG



