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PE CUONG CHI TIET HQC PHAN

CHUONG TRINH CU NHAN QUAN LY CONG VA CHINH SACH
BANG TIENG ANH
(E-PMP)

TRINH BO DAO TAO: BPAI HOC LOAI HINH BDAO TAO: CHINH
QuUY
1. THONG TIN CHUNG
- Tén hoc phan (Tiéng Viéy): Tin hoc dai cwong
- Tén hoc phin (Tiéng Anh): Basic Informatics

- Ma hoc phan: EPMP1143

- Thugc khéi kién thirc: Kién thirc gido duc dai cwong
- 86 tin chi: 3

- Cdc hoc phan tién quyét: Khong

2. BO MON PHU TRACH: Bj mén Qudn Iy kinh té
3. MO TA HQC PHAN

Hoc phan cung cip cho sinh vién kién thirc co ban vé hé thong may tinh, cac
phan mém tmg dung va cac k¥ nang thuc hanh trén may tinh gitp sinh vién
cai thién hiéu qua lam viéc ca nhan va hi¢u suit kinh doanh. Cu thé, hoc phﬁn
nay giup sinh vién hoc cach st dung Internet, Windows, va Office 365 vdi cac
tmg dung dién hinh 13 xr 1y van ban, xi Iy trinh chiéu, xir Iy bang tinh va quan
tri co so dir liéu.

Cac chu dé chinh sé dugc dé cap nhu sau:

e Gi6i thiéu vé hé thong may tinh & mang may tinh, hé diéu hanh
Windows, va Ofice 365

e Sir dung phan mém soan thao vin ban Word

e Sir dung phan mém xu 1y trinh chiéu PowerPoint

e Sir dung phan mém xir Iy bang tinh Excel

e Su dung phan mém quan tri co s¢ dir li¢u Access



4. TAI LIEU THAM KHAO
Giao trinh bit budc:

Robert  T. Grauer (Author), MaryAnne Poatsy (Author), Michelle
Hulett (Author), Cynthia Krebs (Author), Keith Mast (Author), Keith
Mulbery (Author), Lynn  Hogan (Author), Exploring Microsoft Olffice
2010,Volume 2 1st Edition
Tai liéu khac: Khong
Phin mém sir dung: Microsoft Office 2010/ Office 365
5. MUC TIEU HQC PHAN:
Muc tiéu Mé ta - CDR ciia | Trinh d}
0 ta muc tieu
(Gx) . CTDT | nang luc
1] [2] 3] [4]
Niam dugce kién thirc co ban vé hé
G1 thong may tinh,
» Windows, Internet va Office 365 va KT 2 3
(Kién thirc) _,
van dung dugc kién thuc do trong
hoc tap va nghién ctru
Co6 ky nang xu ly van ban, ap dung
kién thuc tin dai hoc dai cuong va
G2 lam viéc theo nhém dé chuan bi béo | KNS
(K¥ nang) c40 va trinh bay vé mot chu dé lién KN6
quan dén khoa hoc nhit dinh bing
tiéng Anh
Ty hoc hoi phuc vu cho cong viéce
G3 nham tao nang lyc lam viéc sudt doi,
(Mtc ty chu va | ¢6 tinh than trach nhiém, hop tac, tw | NLTC2 4
trach nhi¢m) chu trong cong viéc; chiu trach nhi¢m
vé két qua cong viéc ctia ban than
6. CHUAN PAU RA HQC PHAN
Muc tiéu hoc Trinh
phin CPR o do
Mo ta chuan dau ra
(CLOx.x) nang
luc
1] 2] 3] [4]




Nam dugce kién thire co ban vé hé
Gl CLO1.1 théng may tinh, Windows, Internet va 2
z Office 365.
(Kién thtrc) - =z — -
Van dung dugc kién thirc tin hoc dai
CLO1.2 _ 3
cuong trong hoc tdp va nghién ctru
CLO 2.1 | Co6 kha nang xtr 1y van ban 3
C6 k¥ ning ap dung kién thirc tin dai
G2 hoc dai cuong va lam viéc theo nhom dé
(K¥ nang) CLO 2.2 | chuén bj bdo céo va trinh bay vé mot 3
chu dé lién quan dén khéa hoc nhit dinh
bang tiéng Anh
Tu hoc hoi phuc vu cho cong viéce
CLO 3.1 5 5 L 4
G3 nham tao nang lyc lam vi¢c suot doi
(Mtc ty chi va C6 tinh than trach nhiém, hop tac, tu chu
trach nhi¢m) CLO 3.2 | trong cOng vi¢c; chiu trach nhi¢m ve két 4
qua cong viéc cua ban than
7. PANH GIA HQC PHAN
Hinh | _ , N Ty
) NoOi dung danh Thoi CDR hoc " o ., K
thire ., 2 X Tieu chi danh gia 1€
i gia diém phan
danh (%)
gia
1] 2] [3] [4] [S] [6]
- Murc d¢ tham gia 16p
hoc day du.
Danh - Mittc 4 chuan bj bai
gia Tu Tuan | CLOLL, | hoc tir nha (day du, k§
qua I dén|CLO3.1, |iugng) 10%
trinh Tuan 12 | CLO3.2 L o
) - Mttc d6 tham gia tra
oc
’ 161 cau héi cua gidng
vién (sd lan va chat
luong ¥ kién tra 151)




- Murc d6 tham gia dat
cau hoi vé1 bai giang
clia giang vién (s lan
va chat luong ciu hoi)
Cdach thirc tinh diém:
Tham gia l6p hoc t6i da
8 diém (ving 1 buéi trir
1 d vang 2 dén 3 budi
triv 2 d. ving 3 budi trir
3 diém); tham gia xdy
dung bai t6i da 1 d:
hoan thanh bai tdp vé
nha  toi da 1 d
Thang diém: 10
D¢ dat diém 10: Sinh
vién can tham dy 16p
hoc dﬁy du, tich cuc
dong gop xay dung bai
trong gid hoc, va luon
hoan thanh tot céc bai
tdp giang vién giao vé

nha

Bai
kiém
tra
gitra
kil

Bai kiém tra gitra ki
s6 1 1a mot bai thi
trén may tinh: sinh
vien phai  hoan
thanh mot van ban
mang tinh hoc thuat
v6i yéu ciu cac
trang tham chiéu
nhu Muc luc, Danh
muc hinh v€&, Danh
muc Index. Danh
muc tai liéu tham
khao
thuc hién tu dong;

phai  duoc

sinh vién gui file

Tuan 5
khi

hoc xong

(sau

phan mém
soan thao
van  ban
Word )

CLOl1.1,
CLO1.2,
CLO2.1,
CLO3.2

Mutuc d0 hoan thanh
bai kiém tra giita ki
trén may tinh (dung
thoi gian, chat luong
bai kiém tra gin voi
muc dd dat duoc kién
thire, k§ nang va nang
luc tu chu tu chiu
trach nhiém ctia chuan
dau ra hoc phan)

Cach thic tinh diém:
Diém gé)m 2 thanh phﬁn,
diém hinh thic téi da 2,

diém ndi dung tbi da 8.

20%




bai kiém tra cho

giang vién cham.

Vé noi dung thiéu mdi
trang tham chiéu trir 1
diém

Pé dat diém 10: sinh
vien phai hoan thién
duogc bai thi voi day du
cac yéu cau dé ra trong
bai, dam bao cac yéu
cau vé dinh dang, vé noi
dung va céach thiuc tao

cac trang tham chiéu

Bai
kiém
tra
gitra
ki 2

Bai kiém tra giita
ki s6 2 1a bai
thuyét trinh nhom:
mdi nhém  sinh
hoan

bai
trinh bay vé mot
dé& tai khoa hoc,

cong nghé hay xa

vién phai
thanh mot

hoi; mdi sinh vién
phai tham gia lam
viéc nhoém trong
qua trinh chun bj
va trinh bay tur 3-4
phut dé giang vién
danh gia diém ca
nhan.

L&p dugc chia.
Luu y: Bai lam
can phai duoc
kiém tra Turnitin
2 ngay trudc khi
thuyét trinh.

Tuan 12

CLOL.1,
CLO1.2,
CLO2.2,
CLO3.1,
CLO3.2

Mtc @0 hoan thanh
bai thuyét trinh nhom
(dung han, chat luong
noi dung va thuyét
trinh, tra 161 cau hoi
cua giang vién va lop
gan v6i mic do dat
duge kién thuc, ky
nang va nang luc tu
trach

nhiém cua chuan dau

chu tu chiu

ra hoc phén)

Cach thirc tinh diém:
Piém danh gia dbi véi
mdi sinh vién dua trén
: diém bai trinh bay
ctia ca nhom va diém
c4 nhan moi sinh vién
khi trinh bay. Piém
bai trinh bay cia nhom
toi dala 7 d, diém trinh
bay c4 nhan khong qua
3 d
Dé dat diém 10: nhém

diém

20%




phai c6 bai trinh bay
dat 7 @ va cd nhan phai
dat 3 d trinh bay.

Thi
cudi
ki

Dé thi mo, thoi

gian 90 phut.

CLOl.1,
CLO1.2,
CLO2.1,
CLO2.2,
CLO3.1,
CLO3.2

Mdi bai thi gom 2
phan: (A) phan thi Iy
thuyét dugc két cau
thanh 4 phan: (1) Co
ban vé may tinh va
mang, (2) PowerPoint;
(3) Excel, (4) Word
(mdi phan 4 cau hoi)
chiém 60% diém va
(B) Giai bai tap Excel
trén may tinh rdi dién
két qua vao to gidy thi
chiém 40%  diém
(chét lugng bai thi gan
vol muc do dat duoc
kién thirc, k¥ ning va
nang lyc tu chu tu chiu
trach nhiém cta chuan

dau ra hoc phan)

50%

*Hoc phan sir dung phan mém turnitin dé danh gia tinh liém chinh trong hoc thuat

8. KE HOACH GIANG DAY
Tuan/
Budi Noi dung CDR‘ hoc Hoat dong Bai danh gia
phan day va hoc
hoc
[1] 2] 3] [4] [S]
Gi6éi  thiéu vé|CLOL.1, Hoc & nha: Nghién | - Panh gia qua
{2 khoéa hoc va|CLO3.1 cuu trudc tai li€u | trinh, thai do
TURNITIN Chuong 1 - | hoc tap, muc
trang 1 - 162 do chu dong va




Chuong 1: Gidi
thiéu vé hé thong
& mang may
tinh

1.1. Bat dau véi
Windows 7

1.2. Bat dau véi
Internet

1.3. Bt dau
vai Office 365

Day va hgc trén l6p
- Thuyét giang: 3 tiét
- Thao luan ca 16p
(nhém) - Chia nhém
va giao chu dé thuyét
trinh cho sinh vién :
1 tiét

Chuong 2: Su | CLOI1.1,
dung phén | CLO1.2,
mém soan thio | CLO2.1,
van ban Word | CLO3.1,
2.1. Gidi thigu vé | €FO33 | Hee & nha: Nghién
Word cuu trudc tai liéu
2.2. Trinh bay tai Chuong 2 - trang 163
liéu Word -310
2.3.Cong tac va Day va hoc trén lop
3-5 | nghién ciu trong - Thuyét giang: 3 tiét
Word - Thao ludn ca 16p
24.Cai  thién (nhom): 1 tiét
nang suét tai liéu Lam bél’i kiém tra
trong Word gitta ki s0 1 (c4 nhan)
2.5. Thiét lap
thong s6 in an tai
li¢u trong Word
Bai kiém tra giira
kisé 1
Chwong 3: Sw | CLOI1.1, Hoc & nha: Nghién
dung phin mém | CLO1.2, ciu trudc tai ligu
6 xir 1y trinh chiéu | CLO2.1, Chuong 3 - trang 759
PowerPoint CLO3.1, - 882
CLO3.3 Day va hgc trén l6p

tich cuc trong
hoc tap 10%

- Bai kiém tra
ca nhan: 20%

- Bai tép
nhom, thuyét
trinh 20%




3.1. Gi6i thiéu vé
PowerPoint

3.2. Tao bai
thuyét trinh trong
PowerPoint

3.3. Phat trién bai
thuyét trinh trong
PowerPoint
3.4. Thiét

thong s6 in an bai

lap

trinh bdy trong
PowerPoint

- Thuyét giang: 3 tiét
- Thao luan ca lop
(nhom): 1 tiét

Chuong 4: Su
dung ph?m mém
xtr ly bang tinh
Excel

4.1. Giéi thidu vé
Excel

4.2. Toan hoc va
cong thuac trong
Excel

43.Quan 1y s6
tay bang tinh va
trang bang tinh
trong Excel
4.4. binh
bang tinh trong

dang

Excel
4.5. Thiét

thong sO in an

lap

bang tinh trong

Excel

CLOl1.1,
CLO1.2,
CLO2.1,
CLO3.1,
CLO3.3

Hoc & nha: Nghién
cuu trudc tai li€u
Chuong 4 - trang 311
- 578

Day va hoc trén 16p
- Thuyét giang: 3 tiét
- Thao luan ca 16p
(nhom): 1 tiét

10 -
11

Chuong 5: Sw

dung ph?m mém

1.1,1.2,2.1,
3.1,

Hoc & nha: Nghién

cuu trudc tai liéu




quan tri co'so dir | 3.3 Chuong 5 - trang 579
li¢u Access —758

5.1. Gidi thigu vé Day Vﬁ, hoc trén lé'!)
Access - Thuyét giang: 3 tiét
- Thao luan ca 16p

5.2. Tao va quan )
(nh6ém): 1 tiét

tri truy van tin
trong Access

5.3. Tao va quan
tri biéu mau trong
Access

5.4. Tao va quan
tri bdo cao trong
Access

5.5. Thiét lap
thong s6 in 4n co
s¢ dit li¢u trong
Access

On tdp hét mén

CLOL1.1, Trinh bay va bao céo
CLO1.2, theo nhom
Bai kiém tra gitra | CLO2.1,

12 .
kisd 2 (nhom) | CLO2.2,
CLO3.1,
CLO3.2
CLOL1.1, Pé thi mo, thoi gian _
, Cau hoi ly
o | CLO1.2, 90 phut. P
Bai thi két thuc thuyét, bai tap
13 ) CLO2.1,
hoc phan trén may tinh
CLO2.2,
50%
CLO3.1

9. QUY PINH CUA HQC PHAN
9.1 Tham gia 16p hoc

- Sinh vién c¢6 trach nhiém tham dy day dii cac budi hoc. Trong trudng hop nghi

hoc do 1y do bat kha khang thi phai c6 gidy to ching minh day du va hop 1y.



- Sinh vién c6 trach nhiém chu dong nghién ctru tai liéu, chu dong chuén bi bai

hoc trude khi dén 16p theo hudng dan va yéu cau clia giang vién

- Piém tham gia 1op hoc s€ dugc dua trén viéc tham gia 16p hoc chung, dong
gop trong 16p va tudn thi cac quy tic cua 16p duge mo ta dudi day. Tham gia 16p hoc
kém, it dong gop trong 16p hodc khong tuan thi ndi quy 16p sé dan dén diém tham
gia 16p kém. Hoc phan nay chi c¢6 1 1an/ 1 tudn, nhung c6 rat nhiéu kién thire s& duoc
dé cap va truyén thu nhdm phat huy t6i da tiém ning thanh céng cia ngudi hoc
tai EPMP va trong cudc sdng sau khi ra trudng. Do d6, néu sinh vién ving nhiéu hon

20% tong s6 budi hoc (du ¢6 hodc khong ¢é 1y do) s& déu bi coi 14 trugt mén hoc.

Sinh vién duoc phép lam bai thi cudi ki khi tham du hon 80% téng s budi hoc
va ndp bai tap ca nhan va bai tap nhom ding thoi han

V& trao d6i gitra giang vién va sinh vién: Khuyén khich sinh vién tham gia thao
luan, phan hdi truc tiép véi giang vién vé ndi dung hoc phan, phuong phap day va
hoc, tai liéu giang day va doc. Giang vién ciing khuyén khich sinh vién phan hdi vé
hinh thirc, phuong phap va ndi dung kiém tra, ddnh gia két qua hoc tap cua sinh vién.
Sinh vién c6 thé giao trao d6i voi giang vién trén 16p, trong gid hanh chinh hodc qua
email. Nhitng thong tin phan hoi ctia sinh vién c6 gia tri gop phan nang cao chit lugng

day va hoc cua hoc phﬁn
9.2 Noi quy lép

- Pén dung gid va ngdi san sang trong 16p dé gid hoc c6 thé bat dau. Néu sinh
vién dén mudn, sir dung cira sau. Luu y rang 16p hoc nay chi danh cho sinh vién c6
trong danh sach chinh thirc cua 16p hoc phan. Khach moi c¢6 thé tham du néu duogc

su chip thuan cua giang vién

- Hay chuan bi trude khi dén 16p - doc cac bai doc dugc giao va lam bai tap vé
nha. Hay chic chin kiém tra Turnitin thudng xuyén dé tiép can duoc céc tai liéu. Néu
sinh vién chua chuan bi bai tdp cho mot ngay nhat dinh s& nhan dugc diém 0 cho bai
tap trén 16p vao ngay hom do.

- Khong roi khoi 16p trix khi thuc sy can thiét. Néu ban can phai roi di, xin vui
long ngdi sat cira va nhanh chéng khi rdi di dé khong 1am phién dén 16p hoc.

- Tat tiéng dién thoai di dong va may tinh. Khong nhan tin trong 16p (ban c6 thé
duoc yéu cau roi khoi 16p cho budi hoc hom d6, néu ban bi phat hién nhian tin trong
16p). Khong st dung cac thiét bi dién tu (may tinh xach tay, dién thoai di dong, v.v.)
trong 16p trir khi 14 can thiét va dugc chap thuan.
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- Nghiém cdm hanh vi ghi hinh video hodc ghi 4m thanh.
- Khéng néi chuyén riéng (néu ai vi pham s& bi moi ra khoi 16p hoc).

- Tham gia dong gop xdy dung bai bang cach chu dong dong gop ¥ kién va dat
cau héi trong cac cudc thao luan. Giang vién s€ chi dinh dich danh khi sinh vién trong

16p khong tu nguyén.

- Sinh vién can c6 hanh vi dung muc va lich sy trong 19p, trong cc cudc thao
luan va trong bat ky email hodc giao tiép nao lién quan dén hoc phan véi mot phong

cach chuyén nghiép.

- Mang theo d6 dung, dung cu hoc tip va sach v vira du. Bao gidy d& gay tiéng
dn va thuc phém c6 mui khong dugc chép nhéan. P6 an nhe duge cho phép, tai li€u

nén dugc dé trong ba 16 cua ban.

- Giang vién s& khong chip nhan cac hanh vi khong trung thuc trong hoc tap

Ha Noi, ngay  thang  nam 20
TRUONG KHOA HIEU TRUONG
TRUONG BAN PIEU HANH CHUONG TRINH
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