BO GIAO DUC VA PAO TAO

TRUONG PAI HOC CONG NGHE SAI GON

KHOA QUAN TR| KINH DOANH

PE CUONG MON HOC

Tén mon hoc: TIN HOC UNG DUNG TRONG KINH DOANH & THUC HANH

1. Théng tin vé gidng vién

Ho va tén: Tran Phudc Huy
ChUc danh, hoc ham, hoc vi: Gidng vién, CU nhan Todn
Thoi gian, dia di€m lam viéc: Vin phong Khoa Quan tri kinh doanh, PH Cong Nghé

Sai Gon

Dia chi lién hé: SO 87/15, Pudng 16, Khu phd 3, Phudng Hiép Binh Chanh, Quan Thu

buc
Dién thoai, email: 0903715335, phuochuytran@ymail.com

2. Thong tin vé& mon hoc

Tén mon hoc: Tin hoc Ung dung trong kinh doanh va Thutc hanh

+
+

Ma mo6n hOc:

SO tinchi: 03 Cau tridc tin chi: 3(1,3,6)
Gi0 tin chi d6i v3i cdc hoat dOng hoc tap: 60 giO tin chi

+ Nghe gidng 1y thuy€t trén 16p: 15 gid tin chi

+ Lam bai tap trén 16p: 15 giO tin chi
+ Thao luan trén 18p: 00 gi0 tin chi
+ Thuc hanh trong phong may: 30 giO tin chi
+ Tu hoc: 60 giQ tin chi
Don vi phu tradch moén hoc:

BO mon:

Khoa: Quan tri kinh doanh
Mobn hOc tién quyét: Tin hQc dai cuong. Hodc sinh vién da hi€u céc khdi niém vé tin

hoc, bi€t vé cdu tao mdy tinh, 1am vi€c dugc trén mdi truOng Windows, qudn 1y tap tin,
soan thdo vin ban va vé& hinh don gidn.

3. Muc tiéu clla mén hoc

Muc tiéu vé kién thic: Médn hoc nay dem 1ai cho sinh vién su hi€u bi€t vé mdt s6 van

dé truyén thong thong qua viéc trinh bay cdc vin ban va céc tai liéu trinh chi€u. N6 ciing
gitip sinh vién ting cuOng su nhan thlc vé kha ning t6 chlc, thGng ké & tGng hgp dir
liéu cUa mdy tinh. Mdn hoc con cung cdp cic cong cu hltu ich, hd trg hiéu qua cho viéc
hQc tap cdc modn hQc khéc sau nay va k€ cd khi di lam.

+

+

Muc tiéu vé kY nding:

SU dung thanh thao céc thao tdc cin ban & cic tinh ning thong dung d€ nhadp, hiéu
chinh, 1uu gi(t, dinh dang va in an vin ban.

Sap x€p, di€u khi€n va tao cac hiéu Ung cla doi tuong d6 hoa.

Bié€t lam mOt tai liéu trinh chi€u thong dung d€ ho trg cho céc béo cdo.
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+ Reén luyén cho sinh vién kY ning nhap, dinh dang d{r li€u, 1ap céc cong thlc, st dung
cdc ham ho tro.
+ Tutd chirc d(F liéu d€ tinh todn va tOng hop.
+ V@& d0 thj bi€u dién cho s6 liéu
+ XUy & Ung dung céc cong cU cho céc bai todn tai chinh
- Cdic mUc tiéu khdc: Sau khi hoc mon hoc nay, sinh vién s€ c¢6 kha ning tu tim hi€u cic
phan mém mdy tinh khdc.

4. Tém tat ndi dung moén hoc

Moén hQc nay gidi thiéu phan mém mdy tinh Microsoft Word, Microsoft PowerPoint &
Microsoft Excel. Sinh vién s& dugc ren luyén d€ hoan thién kY ning va bi€n ching thanh
cdc cong cu hitu ich ho trg hi€u qua cho viéc hoc tap tat cd cdc mon hoc khic cling nhu
cho viéc di lam sau nay. Tinh chat Ung dung s& dugc nhan manh thong qua cac vi du thuc
té.

5. NOi dung chi ti€t mén hoc

PHAN 1: MICROSOFT WORD - (06 giO tin chi — 21 gid tin chi tu hoc)

Chuong 1 - Pai cuong xt Iy viin ban (XLVB) va phan m&m Microsoft Word (MS Word)
1. Khainiém XLVB

GiGi thiéu MS Word — Khdi dOng va thoat khdi MS Word

Cic thanh phan cUa cUra s6 MS Word

cac ch€ d0 hi€n thi vin ban (Normal, Page Layout, Print Preview)

Cic 1énh vé tap tin (New, Open, Save, save As, Close).

D W

Chuong 2 — C4c thao tic ciin ban trong hi€u chinh viin ban
1. Nhap va hi€u chinh viin ban
2. Cat, nbi doan vin
3. Céc thao tic trén khOi vin ban
4. SU dung tinh ning Undo va Redo

Chuong 3 — Dinh dang ky tu
1. Kiéu chil, ¢ chil, hinh théi chit
Khodng cach gilta cdc ky tu
Chuyén d6i gilta ch(r thudng va chit hoa
Pinh dang ky tu hoa 16n dau doan vin (Drop cap)
Chen 1y hi€éu (Symbol) vao vin ban

nhk W

Chuong 4 — Pinh dang doan
1. Canh ngay hang (Alignment)
2. Dinh dang thut hang (indentation) clla doan vin so v&i 1&
3. Dinh khodng céch gilta cdc doan (Spacing Before, After)
4. Dinh khodng céch gilta c4c hang trong doan (Line Spacing)

Chuong 5 - Dinh dang trang, In vin ban

1. Dinh dang trang
2. Invidn bdn
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Chuong 6 — M6t s chuc ning hi€u chinh viin ban
1. Nhap va trinh bay vin ban )
2. Ki€m tra 10i chinh t3 (Spelling) — Tat/ma ché d0 tu dOng stra 10i chinh td va vin pham
(Spelling and Grammar)
3. Tim ki€m — Tim va thay thé
4. AotoText va AotoCorrect
5. S dung vin ban mau (template)
Chuong 7 — Piém canh c¢dt (Tab Stop)
1. Cong dung cla phim Tab
2. Céc ki€u canh cOt (Left, Center, right, Decimal)
3. Dat cic di€m canh cOt — Ky tu ndi gita 2 di€m canh cOt (Leader)

Chuong 8 - M6t so hinh thitc dinh dang viin ban thong dung
1. Tao vién (Borders) doan vin, trang. Tao nén (Shading) cho doan vén .
2. DPanh ddu dau va cubi doan vin bang cdc ky hiéu (Bullets) va ddnh sO tu dOng dau moi
doan van (Numbering)
3. Dinh dang vin ban dang cOt bdo

Chuong 9 - Bang nhi€u cdt (Table)

1. Taobang

2. Céc thao tc hi€u chinh bdng

3. Nhap va trinh bay bang

4. Sap th(r tu va tinh todn trong bang

Chuong 10 - Phan trang va danh s trang. Tiéu dé dau trang, cudi trang
1. Céc nguyén tac phan trang
2. Pinh s0 trang don gidn
3. Tao tiéu dé dau trang, cudi trang — P4nh sO trang kem tiéu dé
Chuong 11 - Style
1. Tao style m&i
SU dung style
Hiéu chinh style
Xo4 b mOt style
Tao bang muc luc (TOC)

nhk e

Chuong 12 - Tron va in thu (Mail Merge)
1. Tao tap tin viin ban chinh
Tao tap tin dit li€u
Chen tén vung (field) vao vin ban chinh
TrOn thu
Hiéu chinh tap tin d{r liéu

Nk w

Chuong 13 - Pdi tuong vé (Drawing object) va dodi tuong do hoa (Graphic object)
1. Vé céc d6i tugng vé thong dung (Line, Arrow, Rectangle, Oval)
2. Chen Text Box, cdc mau hinh trong AutoShape vao vin ban
3. Nhap viin ban vao Text Box va cdc mau hinh cUa AutoShape
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Nk

PHAN 2: MICROSOFT POWER POINT — (02 gid tin chi - 9 gid¥ tin chi tu hoc)

Chen hinh dnh vao viin ban

Céc thao tdc trén d6i tugng

Hiéu chinh doi tuo57ng

Tao va trinh bay ch{f nghé thuat (Word Art).

Chuong 14 - SO lugc vé Microsoft Power Point

1.
2.
3.

Chuong 15 — Lam viéc v6@i khung hinh
1.
2. Thay dGi hinh thfc b0 cuc cUa khung hinh
3. Xoa mOt khung hinh (slide layout)

PHAN 3: MICROSOFT EXCEL — (07 gid tin chi - 27 gid) tin chi tw hoc)

Khéi dOng va thodt khdi chuong trinh Microsoft Power Point

Man hinh Power Point
Tap tin trinh dién (Presentation and Show file)

Tao thém khung hinh md&i

Chuong 16 — Cac khai ni€m va cic thao tac co ban
1.

nhkwe

6.
Chuong 17 — Nhap va xt Iy dif lie65ut rong bang tinh
1.

NounAEwD

8.
Chuong 18 - Trang tri va thay ddi dang thtic ciia bang tinh
1.

2
3
4
5.
6.
7
8
9
1

0.

Kh&i dOng va thoét khéi Excel
Gidi thi€u man hinh Excel

Cdu triic bang tinh

lam vi€c v@i bang tinh

XU 1y céc ab3ng tinh trong sO tinh
Lam vié€c véi tap tin sO tinh

Céc kiu d(r liéu

Diéu chinh, xo4, khdi phuc d{F liéu

Di chuyén d{t liéu

Sao chép d(r liéu

Dién d{ liéu (Fill)

Tim ki€m va thay th€ (Find and Replace)
XU 1y 6, cOt, hang trong bang tinh

SU dung tén viing

Cich thUrc t&ng quat dinh dang mot bang tinh

Dinh dang ky tu

Thay d6i dang th€ hién cUa du liéu ki€u sO, ngay, gi®
So hang d{r ki€n trong mOt 6 hay trén m&t pham vi
Tao duGng vién, déng khung (Border)

Tao mau nén (Patterns)

Sao chép va huy bo dang thuc

Dinh dang cOt, hang trong bang tinh

S dung AutoFormat

Bdo v& bang tinh (Worksheet) va s& tinh (Workbook)

Chuong 19 — SU dung ham (Functions)

1.
2. Dang tOng quét cla ham

Gidi thiéu
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3. Céch nah65p ham vao bang tinh
4. Ham thong dung, Ham v€ tai chinh

Chuong 20 - Bi€u d6 (Chart)
1. Céc thanh phan cUa mOt bi€u d6
2. Céch tao mOt bi€u do
3. Chinh s(ta, dinh dang bi€u d6
4. Xoay bi€u do6 3D

Chuong 21 - In bang tinh
1. Xem bdang tinh trudc khi in
2. Thay dGi dang thUc cUa trang in
3. Patdau ngat trang
4. Inbang tinh

Chuong 22 - Co s@ dit liéu (Database)
1. Céc dinh nghia
2. Lam viéc v&ico sé dtliéu
3. Tim ki€m va trich 10¢ cdc mau tin
4. MOt s6 ham cd sé dir liéu

DSUM, DAVERAGE, DCOUNT, DCOUNTA, DMAX, DMIN

Chuong 23 - Tao téng nhém (Subtotal) — Lién két dir kién — Bang tru (Pivot Table)
1. T6ng nhém (Subtotal)
2. Liénkétdukién
3. Bang trui (Pivot)

6. Hoc liéu
6.1. Hoc liéu bat budc:

+ Nhém gidng vién Khoa Quan trj kinh doanh, Gido trinh Tin hoc Ung dung trong kinh
doanh, Dai hoc Cong nghé Sai Gon, 2009

+ Nhém gidng vién Khoa Quan tri kinh doanh, B bai tap Microsoft Office, Pai hoc
Cong nghé Sai Gon, 2009

6.2. Hoc liéu tham khdo:

+ Microsoft Office Professional Edition 2003 toan tap, Microsoft Corporation, 2003
+ Doan Khac BO, Tuyén tap th( thudt Microsoft Excel, NXB Giao thong van tai, 2004

7. Hinh thic té chite day hoc
7.1. Lich trinh chung

Hinh thUc t0 chlc day hoc mdn hoc
N Lén 10p Thuc I}anh, Tu hoc, B
NOi dung N thi A TOng
Ly thuy&t | Baitap | 100 | johigm, | Wnghien
y thuy altep luan snsm, cUu
i dién da
Chuong 1 0.5 0.0 0.5 0.5
Chuong 2 0.2 0.0 1.5 1.0
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Chuong 3 0.7 1.0 1.0 2.0
Chuong 4 0.7 1.0 1.0 5.0
Chuong 5 0.3 1.0 1.5 1.5
Chuong 6 0.3 0.0 1.0 2.0
Chuong 7 0.5 1.5 0.5 3.5
Chuong 8 0.7 0.5 1.0 3.5
Chuong 9 0.5 1.0 1.0 4.0
Chuong 10 0.3 0.5 0.5 1.5
Chuong 11 0.5 0.5 0.5 15
Chuong 12 0.3 0.0 1.0 1.5
Chuong 13 0.6 0.5 1.0 2.0
Chuong 14 1.0 1.0 15 1.5
Chuong 15 0.5 1.0 1.0 6.5
Chuong 16 0.5 0.0 1.0 1.5
Chuong 17 0.7 0.0 2.0 1.0
Chuong 18 1.0 1.0 2.0 3.0
Chuong 19 2.0 2.0 45 7.5
Chuong 20 1.0 0.5 1.0 25
Chuong 21 0.5 0.5 1.0 1.0
Chuong 22 1.0 1.0 3.0 4.0
Chuong 23 0.7 0.5 1.0 2.0

TOng 15.00 15.0 30.00 60.0

7.2. Lich trinh t& chitc day hoc cu thé&: (do GV phu trdach mén hoc l1&p)

Tua

Yéu cau sinh vién

Hinh thlc t6 chlc

n NOi1 dung chinh chugn bi day hoc Ghi chud
1| Chuong 1,2,3,4 | Xem trudc gido trinh Gidng 1y thuyét P.Ly
thuy€ét
1| Chuong 1, 2,3,4 boc lai gido trinh Gidng ly thuyét, P.May tinh
Lam trudc bai tap thuc hanh
2 | Chuong 5,6,7,8, | Xem trudc gido trinh, | Gidng ly thuyét P.Ly
9 Poc tai li€u tham khdo thuy€ét
2| Chuong 6,7,8,9 | Lam trudc bai tap Bai tap thuc hanh | P.M4dy tinh
3 | Chuong 10, 11 Xem trudc gido trinh Gidng 1y thuyét, P.May tinh
thuc hanh, thuc tap
4 | Chuong 12, 13 Xem trudc gido trinh Gidng ly thuyét P.May tinh
Thuc hanh
5| Ontap Lam truGc bai tap, Poc | Thuc hanh, P.Miy tinh
thém tai li€u tham khdo | SUa bai tap
6 | Chuong 14, 15 Xem trudc gido trinh Gidng ly thuyét P.Ly
thuy€t
6 | Chuong 14, 15 Lam trudc bai tap, Poc | Thuc hanh P.Mdy tinh
thém tai li€u tham khdo
7 | On tp Chudn bi cau hoi Gidi ddp thac mac | P.Mdy tinh
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Ki€m tra trén may
8 | Chuong 16, 17, 18 | Xem trudc gido trinh Gidng ly thuyét P.Ly
thuyét
8 | Chuong 16, 17, 18 | Lam trudc bai tap, Poc | Thuc hanh, thuc P.Mdy tinh
thém tai li€u tham khdo | tap
9 | Chuong 18, 19 Xem trudc gido trinh Gidng ly thuyét, P.May tinh
thuc hanh
10 | Chuong 18, 19 Lam trudc bai tap, Poc | Thuc hanh, thuc P.Mdy tinh
thém tai li€u tham khdo | tap
11 | Chuong 19 boc truGe gido trinh Gidng ly thuyét P.Ly
thuyét
11 | Chuong 19 Lam trudc bai tap, Poc | Thuc hanh, thuc P.Miy tinh
thém tai li€u tham khdo | tap
12 | Chuong 19, 20,21 | Lam trudc bai tap Gidng ly thuyét, P.Mdy tinh
Xem truGc gido trinh thuc hanh
13 | Chuong 21, 22 Xem trudc gido trinh Gidng ly thuyét, P.Mdy tinh
thuc hanh, thuc tap
14 | Chuong 22 Xem trudc gido trinh Gidng ly thuyét P.May tinh
Thuc hanh, thuc
tap
15 | Chuong 23 Xem tru@c gido trinh Gidng ly thuyét, P.Mdy tinh
On tap thuc hanh
Gidi dap cau hoi

7.3. Yéu cau cla gidng vién d6i véi mén hoc

Yéu cau cUa gidng vién vé di€u kién dé€ t6 chlc gidng day mon hoc nhu: gidng

dudng c6 mdy chi€u; phong mdy tinh cé cai dat NetOpSchool, khong qua 30 may; mOi sinh
vién lam viéc trén 1 mdy.

Yéu cau cla gidng vién doi v&i sinh vién nhu: sy tham gia hoc tap trén 16p, quy dinh

v€ thOi han, chat lugng 1am céc bai tap vé nha, ...

8. Phuong phép va hinh thitc ki€m tra danh gia mén hoc

+
+
+

Cic loai di€m kiém tra va trong sO cla tung loai diém:

Ki€m tra gilta ky: thuc hién bai thi trén mdy tinh trong 60 phiit, ty 1& di€m 30%, phan
MS Word & MS PowerPoint

Thi cudi ky: thuc hién bai thi trdc nghiém trong 60 phit, ty 1& di€m 45%, toan bd
chuOng trinh

Bai lam & nha, ty 1€ diém 25%

Lich thi va ki€m tra

Ki€m tra tudn th( 7

Thi cuGi kY sau khi hoan tat n0i dung mén hoc

NOp bai lam & nha theo yéu cau cUa gidng vién

Tiéu chi cac danh gia cac loai bai tap va cic nhi€m vu ma gidng vién giao cho sinh

vién

—+
—+

Piing han: ty 1& di€ém 30%, gidm dan 5% di€m cho 1 ngay tré han
Khoi luong bai tap thuc hién: ty 1& di€m 40% theo tUng bai tap

7/8



+ K&t qua bai tap thuc hién: ty 1€ di€m 30% theo tUng bai tap

Duyét cUa truOng ChU nhiém khoa Gidng vién
(Ky va déng dau) (Ky va ghi ro hO tén) (Ky va ghi 1o hO tén)
ThS Phan Minh Thuy Tran Phudc Huy
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