PE CUONG HQC PHAN THU 10: KY NANG UNG DUNG
CONG NGHE THONG TIN

1. THONG TIN TONG QUAT
Tén hoc phan (tiéng Viét): K§ ning ung dung Cong nghé thong tin

Tén hoc phan (tiéng Anh):
Ma hoc phén:

Introductionto IT

Ma tu quan: 01202010

Thudc khoi kién thite:  Dai cuong

Loai hoc phin: Bit budc

Don vi phu trach: Khoa Cong nghé thong tin
S tin chi: 3(1,2)

Phén bd thoi gian:

- S6 tiét 1y thuyét - 15 tiét
- S6 tiét thi nghiém/thuc hanh (TN/TH) 60 tiét
- S6 gio tu hoc : 60 gio
Piéu kién tham gia hoc tip hoc phan:
- Hoc phan tién quyét: Khong
- Hoc phan hoc trudc: Khong
- Hoc phan song hanh: Khong
2. THONG TIN GIANG VIEN
S_I'_I' Ho va tén Eg?il Pon Vi[Z;ﬁng tac
[2]
[1]
1. Th.S Phan Thi Ngoc Mai maiptn@hufi.edu.vn Khoa CNTT — HUFI
2. | Th.S Nguyén Phuong Hac hacnp@hufi.edu.vn Khoa CNTT — HUFI
3. Th.S Tran Thi Bich Vén vanttb@hufi.edu.vn Khoa CNTT — HUFI
4. | Th.S Nguyén Thi Diéu Hién hienntd@hufi.edu.vn Khoa CNTT — HUFI
5. | Th.S Nguyén Vin Tung tungnv@hufi.edu.vn Khoa CNTT — HUFI
6. | Th.S Nguyén Thi Thu TAm tamntt@hufi.edu.vn Khoa CNTT — HUFI
7. | Th.S Pinh Nguyén Trong Nghia | nghiadnt@hufi.edu.vn | Khoa CNTT — HUFI
8. Th.S Lé Hiru Ha halh@hufi.edu.vn Khoa CNTT — HUFI
9. | Th.S Pao Minh Chau chaudm@bhufi.edu.vn Khoa CNTT — HUFI
10. | Th.S binh Huy Hoang hoangdh@hufi.edu.vn | Khoa CNTT — HUFI
11. | Giang vién khoa CNTT kentt@hufi.edu.vn Khoa CNTT — HUFI

3.MO TA HQC PHAN

Hoc phan nay trang bi cho sinh vién céc kién thirc, k¥ ning co ban, nén tang vé
may tinh va mang may tinh; cdc ing dung ctia cong ngh¢ thong tin — truyén thong
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(CNTT TT); k¥ ning co ban trén hé didu hanh Windows; k¥ ning st dung cac phan
mém tién ich: soan thdo va xtr 1y van ban v6i Ms Word, sir dung trinh chiéu véi Ms
PowerPoint, st dung bang tinh vd1 Ms Excel, 1ap ké hoach duy an vd&i Microsoft
Project, st dung Internet va bién tip trang thong tin dién tir bang WordPress dé ngudi
hoc tng dung trong hoc tip va nghién ctru. Dong thoi rén luyén nguoi hoc ¢6 ¥ thic
trong an toan lao dong, an toan thong tin khi lam viéc v&1 may tinh va co y thirc ton
trong ban quyén va bao mat thong tin

4. MUC TIEU HQC PHAN
Chuin diu
Muc ra cua Trinh
tibu M6 ta muc tiéu Chuong do nang
1 [2] trinh dao luc
[ ] tao [4]
[3]
Phan biét duoc cac thénh ph?m cua hé théng may tinh, thiét lap
G1 | cac doi tuong cia hé diéu hanh Windows, sir dung cac dich vu PLO1.2 2
cua internet d€ ho trg hoc tip va nghién clru
Ap dung céc kién thirc vé soan thao van ban véi Ms Word dé
G2 trinh bay mot bai bdo cdo hoan chinh PLO3.1 3
G3 V\qn dunA’g cac kién thuc vé Ms PowerPoint dé xay dung mdt PLO3.1 3
bai thuyét trinh
G4 VanA’ du{lg cac hflm trong Ms E:xcel de xu ly bang tinh va giai PLO3.1 3
quyét cac bai toan trong thuc tién
G5 | Thiét ké va lap ké hoach du an véi Ms Project PLO3.1 3
G6 ’ljhlet ké Website vai chirc nang co ban hodc nang cao trén nén PLO3.1 3
tang WordPress
G7 | Thé hién dugc mdt bai thuyét trinh hoan chinh trude dam dong PLO7.1 2
G8 Xfly (}ung dugc quy trinh 1am viéc ¢4 nhan, lam viéc chu dong, PLO12.1 3
doc lap, tich cuc
5. CHUAN PAU RA HOC PHAN
Chuan dau ra (CPR) chi tiét ctia hoc phan (*) nhu sau:
Muc tlgu CDR;hQC M5 ta chuin diu ra Tfmh do
hoc phan| phan 3] nang luc
1| 12 | | [4
M6 ta cac khai niém vé thong tin, dir li¢u trén h¢ thong may tinh
CLOL1 va cac ung dung trén internet, cac khai niém h¢ di€u hanh 9
" | Windows nhu cong dung, chirc nang va y nghia céc thanh phan
Gl trong do.
Trinh bay vi€c thiét 1ap va quan ly cac doi tuong cua hé dicu
CLO1.2 | hanh Windows, 4p dung cac dich vu cua internet d€ ho trg hoc 2
tap va nghién ctlru.
CLO2.1 Avp dl_}ng cac kién thirc da hoc dé thiét lap dinh dang, dan trang 3
van ban dai
G2
CLO2.2 | Van dung Ms Word dé xay dung mot van ban hoan chinh 3




Ap dung chtc ning cia phin mém Ms PowerPoint va hoan
CLO3.1 , N S 3
3 chinh bai thuyét trinh.
CLO3.2 Van dung M§ PowerPoint dé thuc‘ hién viéc xay dyng va thiét ké 3
" | mdt bai thuyét trinh hoan chinh bang
CLO 4.1 AP dung Shuc nang va cac ham co ban cua Excel vao céc bai 3
G4 toan cu theé. ’
Van dyng cac ham da hoc trén Ms Excel d€ giai quyét cac bai
cLo42| ® 5 3
toan thuc te.
Ap dung chtrc nang ciia pham mém quan ly du an va cach quan
CLOS.1 | . , s, i 3
.- ly du an co ban cua MS Project
CLO5.2 | Van dung Ms Project dé thiét 1ap va xay dung du 4n 3
Trinh bay dugc khai niém Domain, Web hosting, Website trén
CLO6.1 | » 1
nen tang WordPress
G6
CLO6.2 | Van dung WordPress dé xay dung Website 3
G7 CLO71 Hm’h th:anh t}101 quen trinh bay mdt bai thuyét trinh hoan chinh 9
trudc dam dong
Xéc dinh dugc van dé tuong ung voi truong hop cu thé dé xay
G8 CLO8.1 | dung dugc quy trinh lam viéc ca nhan, lam viéc chu dong, doc 3
1ap, tich cuc
6. NOI DUNG HQC PHAN

6.1. Phan bd thoi gian tong quat

STT Tén chuong/bai Ch“i‘l‘(‘)cﬂgﬁ a1 | Phin b thoi gian (riét/gio) [4]
[1] [2] ) [3] Tong Ly thuyét| TN/TH|Tu hoc
2 A s CLO1.1,CLO1.2
1. | Tong quan vé may tinh CLO7.1 CLO8.1 10 2 8 8
e v . CLO2.1,CLO2.2
2. | Soan thao van ban voi Ms Word CLO7.1, CLOS.L, 20 4 16 16
3 Str dung trinh chidu v6i Ms | CLO3.1, CLO3.2 10 2 8 8
" | PowerPoint CLO7.1,CLO8.1
s v o . CLOA4.1,CLO4.2
4. | Xu ly bang tinh vd1 Ms Excel cLOS.1 20 4 16 16
| Lap ké hoach du 4an véi Ms| CLO5.1,CLOS.2 . 1 A A
" | Project CLO8.1
6 Bién tap trang thong tin dién tir | CLOG.1, CLO6.2 10 5 8 8
" | voi WordPress CLO8.1
Tong 75 15 60 60

6.2. Noi dung chi tiét ciia hoc phan

Chuong 1. Tong quan vé may tinh
1.1. Tong quan vé may tinh

1.1.1. Giéi thiéu

1.1.2. Phan ctrg may tinh




1.1.3. Phan mém may tinh
1.1.4. Mang may tinh
1.1.5. Ung dung cua Cong ngh¢ thong tin va truyén thong
1.1.6. Phan mém doc hai va phong chéng virus
1.1.7. Quy dinh trong ban quyén va bao v¢ dir li¢u
1.2. H¢ diéu hanh
1.2.1. Gidi thi¢u
1.2.2. Mot s6 thao tac co ban trén hé diéu hanh
1.2.3. Quan ly tap tin va thu myc
1.2.4. Mot s6 phan mém tién ich
1.3. Khai thac Internet
1.3.1. Gi61 thiéu Internet
1.3.2. Str dung Google App
Chwong 2. Soan thiao van ban véi Ms Word
2.1. Tong quan vé Ms Word
2.1.1. Gioi thiéu
2.1.2. Giao dién Word
2.1.3. Céc thao tac co ban trong Ms Word
2.1.4. Thao tac trén tap tin
2.1.5. Céac thao tac van ban co ban
2.2. PBinh dang van ban
2.2.1. binh dang ky tu
2.2.2. binh dang doan van ban
2.3. Chén cac ddi tuong vao vin ban
2.3.1. Bang
2.3.2. V& 406 thi
2.3.3. Chir nghé thuat
2.4. Lam viéc vo1 nhom Iénh Illustrations
2.4.1. Chén hinh anh
2.4.2. Pinh dang cac ddi tuong d6 hoa
2.4.3. Chen cong thure todn hoc
2.5. Mail Merge
2.6. Tao Comment va Track Changes
2.7. Lam viéc voi tu liéu 16n
2.7.1. Trang bia
2.7.2. Tao muc luc tu dong
2.7.3. Footnote va Endnote
2.7.4. Header va Footer
2.7.5. Tao section
2.8. Pinh dang trang in va in 4n
2.8.1. Dinh dang trang in
2.8.2.Tn 4n
Chuwong 3. Sitr dung trinh chiéu véi PowerPoint
3.1. Tong quan vé Ms PowerPoint
3.1.1. Giéi thi¢u
3.1.2. Quy tic thiét ké bai trinh chiéu
3.1.3. Céc thao tac co ban Ms PowerPoint
3.2. Lam viéc vai slide



3.2.1. Lam viéc véi Slide Master
3.2.2. Lam viéc v&i van ban
3.2.3. Tao bang
3.2.4. Chén biéu d6
3.2.5. Chén hinh anh, di tuong ve, chit nghé thuat
3.2.6. Lam viéc vo1 Video
3.2.7. Lam viéc vo1 Audio
3.2.8. Thiét 1ap hanh dong cho d6i tuong
3.2.9. Tao nat hanh dong
3.3. Tao hi¢u tng
3.3.1. Hiéu tmg chuyén Slide
3.3.2. Tao hiéu ung hoat hinh
3.4. Hoan thién bai thuyét trinh
3.4.1. Tao tiéu dé dau va cudi trang
3.4.2.In 4n
3.4.3. Lam viéc véi céc trinh chidu
3.4.4. Dong gbi bai thuyét trinh
Chuong 4. Xir ly bang tinh véi Ms Excel
4.1. Str dung bang tinh
4.1.1. Téng quan vé Ms Excel
4.1.2. Khéi dong/thoat Ms Excel
4.1.3. Giao dién Ms Excel
4.1.4. Céc thao trén file
4.1.5. Mot sd thao tac trén Sheet
4.2. Stir dung cong thurc va ham
4.2.1. Dtr li¢u trong Excel
4.2.2. Céc kiéu dit ligu
4.2.3. Cac loai dia chi
4.2.4. Cac phép toan co ban
4.2.5. Mot sb ham co ban
4.3. Lam viéc v61 Co sé dir liéu
4.3.1. Co s¢ dit liéu trong Excel
4.3.2. Xay dung vung tiéu chuin
4.3.3. Sap xép dit lidu
4.3.4. Trich loc dur liéu
4.3.5. Nhom ham co sé dur liéu
4.3.6. Biéu dién dir liéu bang biéu dd
4.4. Pinh dang trang in va in 4n
4.4.1. Binh dang trang in
4.4.2.In4n
Chuwong 5. Lap ké hoach dw an véi Ms Project
5.1. Tong quan vé Ms Project
5.1.1. Giéi thi¢u
5.1.2. Giao dién Ms Project
5.1.3. Tao dy an moi
5.1.4. Quan ly tap tin
5.2. Tao danh sach cong viéc
5.2.2. Tao cac mdc quan trong



5.2.3. Tao cac giai doan dy an
5.2.4. M&i quan hé cac cong viéc
5.2.5. Chuyén chirc ning thiét 1ap thii cong sang ty dong
5.2.6. Tao lich lam viéc
5.3. Quan ly du an
5.3.1. Thiét lap ngudn luc
5.3.2. Thiét lap thoi gian
5.3.3. Thiét 1ap chi phi
5.4. B4o c4o trang thai dy an va in an
5.4.1. Bao cao trang thai du an
5.4.2.1n 4n
Chuong 6. Bién tap trang thong tin dién tir véi WordPress
6.1. Tong quan WordPress
6.1.1. Gidi thi¢u
6.1.2. Uu/nhugc diém ctia WordPress
6.1.3. Thiét ké website WordPress can nhirng gi?
6.2. Cai dat Worpress
6.3. Cau hinh WordPress cho mdt Website hoan chinh
6.4. Quan tri nang cao
6.4.1. Cong cu nang cao
6.4.2. Quan tri admin

7. PANH GIA HQC PHAN
- Thang diém danh gia: 10/10
- Ké hoach danh gid hoc phén cu thé nhu sau:

Hinh thirc dénh gis T'l}\()’l Chuan dz:u ra hgc Tilé¢ | Rubri
(1] diém phan (%) c
[2] [3] [4] [5]
Qua trinh 40%
Bai tdp nhom: Sinh vién tim CLOL1,CLOL2
hiéu tai lidu, viét tiéu luan : CLO2.1,CLO2.2 13 1
theo yéu céu, cua gian Vién Suot qua CLO3.1, CLO3.2 30 I.4_1
o a plans trinh hoc | CLO5.1, CLO5.2 o
vé ndi dung va tién do thuc 1.5_1
hién va thuvét trinh CLO6.1, CLO6.2
1en va thuyet CLO7.1, CLO8.1
A A Subt qua
Chuyén can trinh hoc CLO8.1 10 .11
Cudi ky 60%
CLO1.1,CLO1.2
sau khi CLO2.1, CLO2.2
P , X, CLO3.1, CL0O3.2
Thi cuoi ky: 120 phut }i{Gt tliluf CLO8.1 CLO4.1. 60 11.6_1
CCPhal | cLo4.2, CLOT.,
CLO8.1

8. NGUON HOQC LIEU




8.1. Sach, giao trinh chinh

[1] Khoa Cong nghé Thong tin, Ky nang irng dung Cong ngh¢ thong tin, Truong Dai
hoc Cong nghiép Thuc pham Tp.HCM, 2020

8.2. Tai liéu tham khao

[1] Joyce CLOXx, Joan Lambert, Microsoft Word, Excel, PowerPoint 2013 Step by
Step, Microsoft Press, 2013.

[2] Nguyén Thanh Phwong, Ping Binh Phuong, Tin hoc co s¢, NXB Khoa hoc va
Ky thuat, 2018.

[3] Carl Chatfield, PMP, and Timothy Johnson, MCTS, Microsoft Project 2016
Step by Step, Microsoft Press, 2016.

[4] https://www.wpbeginner.com/.

8.3. Phin mém

— Hé¢ diéu hanh Windows 7/8/10

— Trinh duyét Web Chrome, Edge, Firefox
- Phan mém luyen g0 phim Typing Master
~ Phan mem g dau Unikey

~ Phan mém Winrar

- Microsoft Office 2010 hoac cao hon

- Microsoft Project 2010 hodc cao hon

9. QUY PINH CUA HQC PHAN
1. Quy dinh vé hanh vi 16p hoc:

- SV phai tham du it nhat 80% tong thoi lugng hoc phan; di hoc diing gid, nghiém
tc trong gid hoc va tuan theo sy hudng dan cla giang vién.

- SV mic trang phuc dung quy dinh ctia Nha trudng; trong gid hoc khong duoc on
a0, khong sir dung dién thoai, hodc lIam viéc riéng. Néu vi pham thi tuy muic do bi xu li
nhu: bi canh cdo, trir diém chuyén can hay bi moi ra khoi 16p.

- St dung dung muc dich, bdo quan tai san trang thiét bi, co s& vat chat va gilr gin
v€ sinh moi truong.

2. Quy dinh vé hoc vu:

— Thuc hién nghiém tic quy ché hoc vu ctia Nha truong

~ SV phai chudn bi, xem bai va lam bai tap trudc khi dén 16p; dén 16p/trudng phai
chuan bi tap, viét, gidy nhap va may tinh cam tay (néu c6), khuyén khich mang may
tinh c4 nhan trong cac budi huéng dan thuc hanh.

3. Quy dinh vé tw hoc:
Doc tai liéu va lam bai tap tai nha, sinh vién phai ching minh viée tu hoc thong

qua dong gop bai giang bang viéc tham gia giai bai tap va tra 161 cau hoi; néu giai bai
tap va phat biéu dung duoc ghi nhan diém cong cho diém chuyén can cta hoc phan.

10. HUGNG DAN THUC HIEN

~ Pham vi 4p dung: Bé cuong nay dugc ap dung cho sinh vién dai hoc trong truong
Dai hoc Cong nghi¢p Thuc pham Tp.HCM bat dau tir khoa tuyén sinh ndm hoc 2020 -
2021.


https://www.wpbeginner.com/

- Giang vién: Dya vao dé cuong tong quat nay dé bién soan dé& cwong chi tiét hoc
phan phuc vu giang day, bién soan dé kiém tra va bo dé thi.

~ Sinh vién: Sir dung dé cwong hoc phan tong quat nay lam co so dé biét thong tin
vé hoc phén, tor d6 xac dinh ndi dung hoc tap va chu dong 1én ké hoach hoc tap phu
hop nham dat dugc két qua mong doi.

- Pé cuong hoc phan tong quat duoc ban hanh kém theo chuwong trinh dao tao va
cong bd dén cac bén lién quan theo quy dinh.

11. PHE DUYET
K Phé duyét 1an ddu [0 Phé duyét ban cap nhat 1an tha:
Ngay phé duyét: 18/8/2020

Truong khoa Truwong by mon Chii nhi¢gm hoc phin

Vi Thanh Nguyén Nguyén Thi Bich Ngan Phan Thi Ngoc Mai



