BO GIAO DUC VA PAO TAO
MINISTRY OF EDUCATION AND TRAINING
TRUONG PAI HQC MO THANH PHO HO CHI MINH
HO CHI MINH CITY OPEN UNIVERSITY

PE CUONG MON HQC
COURSE SPECIFICATION

I.  Thong tin téng quat - General information

1. Ténmén hoc tiéng Viét/ Course title in Vietnamese: Tin hoc vin phong nang
cao

Ma mon hoc/Course code: COMP1310

2. Tén moén hoc tiéng Anh/ Course title in English: Advanced Office
Informatics

3. Phuong thirc giang day/Mode of delivery:

O  Truc tiép/FTF O Truc tuyén/Online Két hop/Blended

4. Ngon ngit giang day/Language(s) for instruction:

Tiéng Viét/Vietnamese O Tiéng Anh/English [0 Ca hai/Both

5. Thudc thanh phan kién thirc/ky nang/ Knowledge/Skills:

Gido duc dai cuong/General O Kién thirc chuyén
nganh/Major

O  Kién thirc co sé/Foundation O Kién thirc bd
tro/Additional

O  Kién thirc nganh/Discipline O D6 an/Khéa luan tét

nghiép/Graduation thesis
6.  Sb tin chi/Credits

Téng sé/Total | Ly thuyét/Theory | Thyc hanh/Practice | >0 &° Stttlrl g;m/Self-
. 2 1 90

7. Phu trach mén hoc-Administration of the course
a.  Khoa/B moén/Faculty/Division: Khoa hoc co ban/Bd mon Tin hoc khong

chuyén.




b.  Giang vién/Academics:

STT GIANG VIEN EMAIL
1 | Huynh Minh Quang quang.hm@ou.edu.vn
2 | Nguyén Cao Tung tung.nc@ou.edu.vn
3 | Nguyén Thi Trim Anh tramanh.nguyen@ou.edu.vn
4 | Nguyén Tri Quynh Nga nga.ntq@ou.edu.vn
5 | Tran Chi Hiéu hieu.tc@ou.edu.vn

c.  Phong lam viéc/Room: P.502, 35-37 HO Hao Hén, P. Co Giang, Quan 1, TP.

HCM

‘II.  Théng tin vé mon hoc-Course overview
1. Mo ta mdn hoc/Course description:

Moén Tin hoc vin phong nang cao thudc khéi kién thirc gido duc dai cuong
trong chuong trinh dao tao cla cac nganh, ngoai trir cac nganh thudc khoa Cong
ngh¢ thong tin va nganh Khoa hoc dir liéu.

Mo6n hoc Tin hoc van phong nang cao huéng din sinh vién sir dung cac phan
mém ung dung thong dung trong vin phong trinh d6 nang cao. Sinh vién hoc va
dat mon hoc Tin hoc vin phong nang cao sé dat chuan ky niang st dung CNTT
nang cao theo thong tu s6 03/2014 cia B Thong tin va Truyén théng quy dinh
chuan ky nang str dung CNTT ap dung dbi véi co quan, to chirc, c4 nhan tham gia
truc tiép hodc c6 lién quan dén hoat dong danh gia k§ nang sir dung CNTT.

2. Mbn hoc diéu kién/Requirements:

STT/No. Mbén hoc diéu kién/ Requirements M3 moén hoc/Code
ls Mon tién quyét/Pre-requisites
2. Moén hgc trudce/Preceding courses
3. Moén hoc song hanh/Co-courses

3. Muc tiéu mon hoc/Course objectives

" CDR CTDT
Muc tiéu moén il B el
hoc/ Course Mo ta - Description P B
bjectives g
o PLOs

Str dung phdn mém xir Iy van ban, bang tinh,

CO1 . i e o
trinh chiéu & muc dd nang cao




4. Chuan dau ra (CDR) mén hoc — Course learning outcomes (CLOs)

Hoc xong mon hoc nay, nguoi hoc ¢ kha nang

g it CDR moén hoc - o
hoc/Course g Mo ta CDR -Description
L (CLO)
objectives
Phén biét dugc cac dang phin mém vin phong.
St dung dugc phan mém Microsoft Office 365
CLO1 2
deé tao tap tin van ban, bang tinh, tai liéu trinh
chiéu.
9 A A 5 ’ - 5 , ’ dA
o CLO2 Str dung phan mém xu ly van ban & muc do
nang cao.
CLO3 S}:l’ dung phan mém xur ly bang tinh & mac do
nang cao.
CLO4 S? dung phan mém trinh chi€u tinh & mac do
nang cao.

Ma tran tich hop gitta chuan dau ra ctia mén hoc va chuan dau ra cua chuong
trinh dao tao

CLOs
CLO1
CLO2
CLO3
CLO4
5. Hoc li€u — Textbooks and materials

a. Gido trinh-Textbooks
[1] L€ Buc Long va cong su. Gido trinh tin hoc ndng cao. Nha xudt ban dai hoc
Su pham TP.HCM, TP.HCM, 2019 [61912]

b.  Tailiéu tham khao (liét ké t6i da 3 tai liéu tham khao)/Other materials

[2] www.office.com

[3] workspace.google.com

[4] www.libreoffice.org

c.  Phan mém/Software
[1] Microsoft Windows 10.
[2] Microsoft 365.

6.  Danh gid mon hoc/Student assessment

(/=




: A st mid Ty 1€
R Bai dénh gid aLgidiem | PR mon %
g/t yp Assessment methods . hoc/CLOSs Weight
of assessment time o
0
@) _(2) , 3) 4) 5
Al.Déanh gia | Al.1 Trac nghiém kién CLO1,
qua thic chuong 1, 2, 3, 4 2 CLO2,CLO3,CLO4 o
trinh/Formative | (trén LMS) Bt 1l gl
assessment
Al.2 Tham gia thao luén
?clf\r; dgarilnh i4 tbng két| Budil2 L0, 5%
¢ i B SRR CLO2,CLO3,CLO4 | >
qué trinh thao luan cua
SV)
Tong cong 15%
A% Bz‘mh gid Bfu lilem tra soan thao Budi 6 CLO2 359
gitta ky/ Mid- | vdn ban
term assessment | TOong cOng 35%
A3.Danh gia | Bai kiém tra 1ap bang Két thic CLO3,CLO4
cudi ky /End-of- | tinh " 50%
. s X mon hoc
course va soan bai trinh chiéu
assessment Tong cong 50%
Tong cong/Total 100%
a) Hinh thitc — Noi dung — Thoi lwong cua cdc bai ddanh gid/Assessment format,
content
Thoi Co
Bai dénh gi4 Hinh thic Noi dung Ml D
luong | danh gia
, Tric nghiém kién thuc Ma tran
Al.l Trac nghié ; 30 phut ¥
eRnEtEn chuong 1,2,3.4 ph dé thi
GV déanh
Al Théo luan dién Théo luén trén dién dan gia trong | Rubrics
' dan LMS subt qua 1
trinh hoc
A5 Bai thue hanh Bf‘li kiém tra soan thao van 60 phiit Rubrics
ban 2
Bai kiém tra lap bang tinh Rubr;i
A3 Bai thuc hanh SRR R DERE T 90 phat | ores
va soan bai trinh chiéu 3

b) Rubrics (bang tiéu chi danh gid):

N2




+ Ma tran dé thi: Tric nghiém kién thirc chuong 1,2,3,4 (Al.1)

Céap do
Tén ; : '
phan Céap do 1 Cap do 2 Cap do 3 Cong
(CBR, noi dung;
chuong...)
Phan/Chuong 1 CLO1 CL.O1 CLO1
Socau| Socdu:l | Socau:3 | S6cdul S0 cdu: 5
‘ S6 diem | 86 diém: 0,5 | So diém: 1,5 | So diém: 0,5 | 2,5 diém= 25%
Phan/Chuong 2 CLO2 CLO2 CLO2
Socau| Sécau 1 | Sécau:3 | S6cdu:l S6 cau: 5
‘ S6 diém | So diém: 0,5 | So diém: 1,5 | S6 diem: 0,5 | 2,5 diem= 25%
Phan/Chuong 3 CLO3 CLO3 CLO3
' Sé cdu Sé cdu: 1 S"é’ cdu: 3 So cdu:1 So cdu: 5
i S6 diém | So diem. 0,5 | So diém. 1,5 | So diém: 0,5 | 2,5 diem=25%
Phan/Chuong 4 CLO4 CLO4 CLO4
Socau| Socau:l | Soécduw 3 | S6cdu:l S6 cau: 5
i S6 diém | So diéem: 0,5 | So diém: 1,5 | S6 diem: 0,5 | 2,5 diem= 25%
Tong s6 cau So cau: 4 Sércéu’: 12 SO cau: 4 So cé}u: 20
Tong s6 diém SO diem: So diém: SO diem: S6 diém: 10
20 % 60 % 20 %
+ Rubrics 1: Kiém tra qua trinh (A1.2)
Muc chit | Th ,
e M ta chét luong CLO
lugng diém
A 85-10 Tham gia thdo luan thuong xuyén va tra 16i chinh xac | CLOI,
cac chii dé, khong c6 15i. CLO2,
CLO3,
CLO4
B 70— Tham gia thao luén thuong xuyén va tra 10i twong | CLOI,
g4 | doichinh xac céc chi dé, c6 it 16i. CLO2,
’ CLO3,
CLO4
C 55 . C6 tham gia thao luan va tra 10i cac chu dé twong ddi | CLOI,
6.9 | chinhxac, co it 16i. CLO2,
CLO3,
CLO4
D 4.0 — C6 tham gia thao ludn va tra 10i cac chu dé & mac d6 | CLOI,
54 chinh x4c trung binh, c6 it 16i. CLO2,
CLO3,
CLO4




Muc chat

Thang

i MO ta chét luong CLO
luogng diém
F D Khong tham gia thao luan hodc tra 101 sai chu dé. CLO1,
4,0 CLO2,
CLO3,
CLO4
+ Rubrics 2: Déanh gia gitta ky (A2)
Muc chat | Th :
c e s MG ta chit lrong CLO
lugng diém
Nhap chinh x4c vin ban va dinh dang dung yéu cau.
A 8,5-10 | Chén muc luc, header, footer vao van ban nhiéu | CLO2
trang.
Nhép chinh x4c vin ban va dinh dang gan ding yéu
cau.
B 7,0 — 8,4 ) ; CLO2
Thuc hién dugc it nhat mdt thao tac: chén muc luc,
header, footer vao vin ban nhiéu trang.
Nhép chinh x4c vin ban va dinh dang gan ding yéu
cau.
C 5,5-6,9 | Thuc hién khong chinh x4ac hoac khong thuc hién | CLO2
dugc cac thao tac: chén muc luc, header, footer vao
vin ban nhiéu trang.
Nhép chinh x4c vin ban va dinh dang gan dung yéu
cau.
D 4,0 -5,4 . CLO2
Khong thuc hién dugc cac thao tac: chén muc luc,
header, footer vao van ban nhiéu trang.
Nhap vin ban va dinh dang chua ding yéu cau.
Duéi 4,0
F Khong thuc hién dugc cac thao tac: chén muc luc, | CLO2
header, footer vao vin ban nhiéu trang.
+ Rubrics 3: Kiém tra cudi ky (A3)
Muc chdt | Th ,
vechd . M ta chit luong CLO
luong diém
Tao va dinh dang bai thuyét trinh, chén céac dbi twong | CLO3,
A 895 = 10 A \ \ . A N , o) o ‘A
do hoa vao bai thuyét trinh, tao cac hiéu ung, tao lién | CLO4

oL~




Muc chat
luong

Thang
diém

Mo ta chat lugng

L)

két cho céc slides theo ding yéu cau. Thuc hién dugc
cac thao tac trén slide master.

Tao bang tinh, nhap dir li¢u, tao cong thirc st dung
c4c toan tir, cac ham thong dung c6 két qua chinh xac
va cong thirc sao chép dugc két qua dung cho cac 6
lan can. Sép xép, loc dit liéu, tao biéu dd, dinh dang
bang tinh.

7,0 -84

Tao va dinh dang bai thuyét trinh, chén céac ddi tuong
dd hoa vao bai thuyét trinh, c6 cac hi€u tng, tao lién
két cho céc slides. Khong thuc hién dugc cac thao tac
trén slide master.

Tao bang tinh, nhap dir liéu, tao cong thirc str dung
cic toan tir, cdc ham thong dung co két qua chinh
xac, dinh dang bang tinh. Khong thuc hién duogc
théng ké, tao biéu dd, trich loc dir liéu.

CLO3,
CLO4

35 ~64

Tao va dinh dang bai thuyét trinh, chén cac dbi tuong
d6 hoa vao bai thuyét trinh, khong c6 cac hiéu ung
dong cho céc slides. Khong thuc hién dugc céac thao
tac trén slide master.

Tao bang tinh, nhép dir li¢u, tao cong thirc sur dung
cac toan tir, cac ham thong dung c6 két qua chinh xac
nhung cong thire sao chép khong c6 két qua ding cho
cac 0 lan can, dinh dang bang tinh. Khong thuc hi¢n
dugc théng ké, tao biéu dd, trich loc dit liéu.

CLO3,
CLO4

4,0-54

Tao va dinh dang bai thuyét trinh, khong chén cac
ddi tuong dd hoa vao bai thuyét trinh, khong c6 cac
hi¢u tng, lién két cho céc slides theo yéu cu. Khong
thuc hién duogc cac thao tac trén slide master.

Tao bang tinh, nhép dir li€u, tao cong thirc st dung
céc todn tit, cac ham thong dung c6 két qua chinh xéc
nhung cong thirc sao chép khong c6 két qua dung cho
cac 0 lan can, khong dinh dang bang tinh. Khong
thuc hién dugc théng ké, tao biéu dd, trich loc dir
licu.

CLO3,
CLO4

W




Mirc chat | Th ,
N e M ta chét luong CLO
lugng diém
Tao va dinh dang bai thuyét trinh khong du ndi dung,
khong c6 cac hiéu tmg, lién két cho céc slides. Khong
Dudi 4,0 | thuc hién dugc céc thao tac trén slide master.
\ CLO3,
F Tao bang tinh, nhap dir li¢u khong day du, khong tao CLO4

cong thire c6 két qua chinh xéc va cong thurc sao chép
khong c6 két qua dung cho céc 6 1an can. Khong thuc
hién duoc thong ké, tao biéu do, trich loc dit liéu.

oL




7. Ké hoach giang day (Ty 1€ truc tuyén /Teaching schedule): 15/60

a. Lop ban ngay (5 tiét/budi):

Hoat dong day va hoc/Teaching and learning

o " Tai liéu chinh
budi . Truc tuyén (néu ¢
5 Truc tiep/FTF . i 3i da i 3 tai lié
hoc N6i dung CORIMON | 1y hocrSelf-study e ¢6)/Online (if any) Baéiznh = = I‘I?‘kl;;‘(‘)
? : . en
Week ) Ly thuyét/Th : y et/Th
, ee‘ Content CLOs y thuyet/ e,ory Thuc hanh/Practice Ly thuyét/T e'ory S Tostbodks
Sl Hoat dong | S& gio | Hoat dong | S6 gid | Hoat dong | SO gid | Hoat dong | S6 gio and materials
on Activity | Periods | Activity | Periods | Activity | Periods | Activity | Periods
) 2 3 @ &) (6) Q) ® ®
Chuong 1: T(f)ng quan Giang
1.1. Phan mém van phong vién:
1.1.1. Gi6i thiéu chung .3
1.1.2. Phan mém van phong ' X?m bl i C;ung‘.
ma ngudén m& ien c.ap tal
1.1.3. Phan mém van phong LMS liéu da
dang online e Tham phuong
1.1.4. Phan mém thuong khao céc tién
mai website (dung
phan chung).
mém e Dit cau
1 CLOl o T 5 hoi thio 2 Al.l [21,[31,[4]
nghiém luén.
v6i phan Sinh vién:
mém Ms e Xem tai
Office liéu da
e Thao phuong
luan trén tién.
LMS e Thao
luéan
1.2. Microsoft 365 . Giang L .
2 1.2.1. Lam quen véi céac CLO1 * X?m bai . ViH: d Sla'ng \('ilfn 3 -
thanh phan giao dién trén < uéng dan
co ban Loz LMS : ;g‘:l};t thuc hanh:
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Hoat dong day va hoc/Teaching and learning

Tuan/ X X Tai liéu chinh
budi y Truc tuyén (néu e
5 Truc tiép/FTF : e 31 da i4 A tai 1ié
b N6i dung CDR mon T hoc/Self-study y P c6)/Online (if any) Bai danh gia va tai 11?u
Week Content Hee Ly thuyét/Theo Thuc hanh/Practice - Ly thuyét/Theo Studs tham khdo
Secti CLOs - s - 9 i - = : old assessment Textbooks
el Hoat dong | SO gio | Hoat dong | So gid | Hoat dong | S6 gio | Hoat dong | SO gio and materials
= Activity | Periods | Activity | Periods | Activity | Periods | Activity | Periods
) ) 3) “) ) (6) (M (3) &)
e Thuc
hanh
Chuong 4: Sir dung trinh chiéu
nang cao ) Giang
4.1. Pinh dang bai trinh bay Giang vign:
4.1.1. Tl‘liét ké’ n(f)i‘(.iur}g va e Xem bai vién: o Huéng
dn o A | s
1 4.12. Theme gpa || o 7 s 2 hanh 3 e ebe
4.1.3. Dinh dang céc déi * Thao Sinh vién: T A3 [1]tr.127-
vz b hoa luan trén e Nghe s tr.130
4.1.4. Chén am thanh va LMS giang ‘ Eh;’hc
phim .
4.1.5. Tao hiéu g )
4.1.6. Su dung lién két
4.2. Hiéu chinh Slide master Giang
4.2.1. Hiéu chi i . Gian .
Ir{nla@:; ecrhmh slide « Xem bii vién-g vién:
a ’ e Huén
4.2.2. Hiéu chinh céc layout tren e Thuvét x & Al.l
b dan thuc
4.2.3. Thém layout LMS ian ~r Al2
12 CLO4 |o Thio 5 (LEEE I hanh 4 : LRI
N Sinh vién: . A3 tr.125
luan trén - Nk Sinh vién:
LMS - e Thue
giang :
hanh
4.3. Trinh chiéu - Giang
4.3.1. Thiét Iap trinh ty trinh * Xem bai vién: - (1] r.137-
13 il CLO4 trén 6 3 Al2 '
LMS e Cung A3 tr.141
cép tai
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8. Ma tran tich hop giita chuan dau ra ctia mén hoc va phuong phéap giang day — phuong phap danh gia

a. Lép ban ngay (5 tiét/budi):

Tuan/budi

) Hinh thic day hoc .
hoc Noi dung CDBR mén hoc 0 1r111. cd:;;y O‘ Hinh thtic danh gia
a
Week Content CLOs caching and fearhing Student assessment
' methods
Section
(1) (2) 3) 4) (5)
CLOI1: Phan biét dugc cac dang
hin mém vin phone. ; =
‘s’,a“ ;“em Va;‘ paong .. | Thuyéttrinh, huéng dn thyc
i R U dung duwoc phan mém | . ; . - P = ‘. 9
1-2 Chuong 1: Tong quan Microsoft Office 365 dé tao tap ga}nh, 16p hoc dao nguoc, hoi Trac nghiém, bai thuc hanh.
tin van ban, bang tinh, tai liéu ap-
trinh chiéu.
N S Thuyét trinh, huéng dan thuc
DU dun, an mem xu & , . % & o < \
2-5 Chuong 2: Xt ly van ban nang cao s et & 13 . ¢ hanh, 16p hoc dao ngugc, hoi Trac nghiém, bai thuc hanh.
véan ban ¢ muc d§ nang cao. ] i
dap, day hoc du an.
O it i Thuyét trinh, huéng dan thuc
6-10 | Chuong 3: Sit dung bang tinh ning cao 02 U QUng phan MEM XWIY | s b 16p hoe dao nguoe, hoi | Trdc nghiém, bai thuc hanh,
bang tinh ¢ mirc d§ nang cao. . .
dap, day hoc du an.
. Thuyét trinh, huéng dan thuc
i CLO4: St d ha ém trinh . : i < - i i
11-13 Chuong 4: Sir dung trinh chiéu ning cao il i i unfg P AanAmem hanh, 16p hoc dao nguoc, hoi Trac nghiém, bai thuc hanh.
chiéu tinh & mirc d§ nang cao. p ,
dap, day hoc du an.
b. Lép ban dém (3 tiét/budi):
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9. Quy dinh cia mo6n hoc/Course policy
- Sinh vién nop bai thuc hanh, bai kiém tra ding theo thoi gian quy dinh cua giang
vién.
- Noi quy 16p hoc: tuan theo ndi quy Trudng Pai hoc M Thanh ph Ho Chi Minh
(Ban hanh kém quyét dinh s6 1090/QD-DHM ngay 26/12/2011 ctia Truong Dai hoc
M& Thanh phé H6 Chi Minh)

Thanh phé Ho Chi Minh,ngay thang ndm 2023

TRUONG KHOA KHOA HOC CO BAN GIANG VIEN BIEN SOAN
DEAN OF THE FACULTY ACADEMIC
(Ky va ghi ré ho tén-Signed with fullname) (Ky va ghi ré ho tén- Signed with fullname)

Gl

Lé Xuﬁé Truéng Nguyén Cao Ting




