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TRUONG DAI HOC MO THANH PHO HO CHI MINH
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PE ZUONG MON HQC
COURSE SPECIFICATION

I.  Théng tin tong quat - General information

1.  Ténmon hoc tiéng Viét/ Course title in Vietnamese: Tin hoc van phong nang
cao

Ma mon hoc/Course code: COMP5303

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

3. Phuong thie giang day/Mode of delivery:

O  Truc tiép/FTF [1 Truc tuyén/Online Két hop/Blended

4. Ngon ngir giang day/LLanguage(s) for instruction:

Tiéng Viét/Vietnamese Ll Tiéng Anh/English O Ca hai/Both

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

Gido duc dai cwong/General [0 Kién thue chuyén
nganh/Major

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

O  Kién thie nganh/Discipline 0 Dbé an/Khéa luan tot

nghiép/Graduation thesis

6.  S6 tin chi/Credits

Sé gior tu hoc/Self-

Tong sd/Total Ly thuyét/Theory | Thuc hanh/Practice study

7. Phu trach mon hoc-Administration of the course
a. Khoa/B) mon/Faculty/Division: Faculty of Basic Sciences / Division 6 non-

specialized Informatics.




)
b. Giang vién/Academics:
STT | GIANG VIEN | EMAIL

I Huvnh Mmh Quang - __qu_n__g hlnﬂou eduvn
2 Nguven Cao Tang tung.1 ncfwou edu oo
3 | Nguyén Thi Tram Anh uamanh.nguycnﬂou.cdu.vn
4 Nau» én Tri Quynh Nga nga. ntq@ou.eduvn |
5 | Tran Chi Hiéu hieu.tc@ou.edu.vn

HCM

c.  Phong lam viéc/Room: P.502, 35-37 Ho Hao Han, P. Co Giang, Quéan 1. TP.

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

Advanced Office Informatics subject belongs to the general education
knowledge block in the training programs of all majors. except for majors in the
Faculty of Information Technology and Data Science.

Advanced Office Informatics subject guides students in using common
application software in advenced-level offices. Students who study and pass the
Advanced Office Informatics course will meet advanced IT use skills standards
according to Circular No. 03/2014 of the Ministry of Information and
Communications stipulating I'T use skills standards applicable to institutions.
Agencies. organizations and individuals directly participating or related to IT
skills assessment activities.

2. Mbén hoc diéu kién/Requirements:

ﬁsilr}/i\‘(; T Mmq l:(); (j_lf;l klen/ RLquIIéI‘H&I’IIb | Mﬁ mon hoE)Ekﬁe_'_—
1. ﬁ_K/I-mi_l_l_m—(.:i;yet/Pteil QQLI[SEES R

2. | Mén hoc turoc/Precedng courses | |
3 R Mon hoc song hanh/Co -courses

3. Muc tiéu mon hoc/Course objectives




Muc tiéu mon
hoc/ Course
objectives

col

4.

Use \if.(')-rdr

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

processing. spreadsheet. and
presentation software at advanced level.

(8]

CDBR CTDT
phén bb cho
mon hoc -
PLOs

Mo ta - Description

After studying this subject, learners will be able to:

Muc tiéu mon

CDR mon hoe

hoc/Course Mo ta CDR -Description
G (CLO)
objectives
Distinguish between types of office software.
CLOI Use Microsoft Office 365 software to create
' documents, spreadsheets. and presentation
file.
a1 CLO? Use word processing software at advanced
level.
CLO3 Use word spreadsheet software at advanced
level.
CLO4 Use word presentation software at advanced

level.

Integrated matrix between the learning outcomes of the subject and the learning

outcomes of the training program:

5.

a.

8,

Giao trinh-Textbooks

CLO1
CLO2

1.Os

Hoc liéu — Textbooks and materials

[1] Lé Plrc Long va cong sv. Gido trinh tin hoc ndng cao. Nha xuat ban dai hoc

Su pham TP.HCM, TP.HCM, 2019 [61912]

b.

[2] www.office.com

[3] workspace.google.com

Tai liéu tham khao (liét ké t6i da 3 tai liéu tham khao)/Other materials




[4] www.libreoftice.org

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

6.  Danh gia mon hoc/Student assessment

s 3 oy s gL Ty 1€
: Assessment methods . hoc/CLOs Weight
of assessment time o
(1) (2) (3) 4) (5)
Al.DPanh gia | Al.1 Multiple choice test ELA
ua for chapters 1, 2, 3, 4 (on . CLO2.CLO3.CLO4
trinh/qurmative LMS) P seetion L Hi
assessment i B i
A1.2 Participate in forum
discussions . o CLOI. .
(Lecturer summarizes .lhe Section 12 CLO2.CLO3.CLO4 5%
students' discussion
_process) i
.~ |Tongcong/Toal | | 15%
Ag Da‘mh gid Practlce. test for word Section 6 CLO2 35%
gitra ky/ Mid- | proccessing
term assessment Téng cong/Total 35%
A_3. Panh gia | Practice test for End of CLO3,CLO4
cuoi ky /End-of- | spreadsheets and 50%
. course
course slideshows
assessment Tong cong/Total 50%
Tong cong/Total 100%

a) Hinh thite — Noi dung — Thoi lwong cua cdac bai danh gid/Assessment format,

content

Assessment

Assessment
format

Content

Duration

Tool

Al.2

Multiple choice

Forum discussion

"ﬂ_MuIl_i_[_)Ie choice test for
chapters 1. 2. 3. 4 (on LMS)

Forum discussion on LMS

30
minutes

Ma tran |
dé thi

~ Lecturer
evaluate
throughout
the
learning
process

Rubrics
1




Assessment F .
Assessment Content Duration Tool
format
A2 — Practice Fesl for word .60 Rubrics
proccessing minutes 2
A3 Practice test Practif:e test for preadsheets .90 Rubrics
and slideshows minutes 3
b) Rubrics (bang tiéu chi danh gia):
+ Exam matrix: Multiple choice test for chapters 1. 2. 3. 4 (Al.1)
Lfevel Level | Level 2 Level 3 Con
Chapter ' ong
Chapter 1 | CLO1 CLOI CLOlI L
Number of questions | Number of | Number of | Number of Number of
Number of points | questions: | | questions: 3 | questions:| questions: 5
Number of | Number of | Number of | 2,5 diem=25%
points: 0,5 | points: 1,5 | points: 0,5 ]
Chapter 2 CLO2 CLO?2 CLO2
Number of questions | Number of | Number of | Number of Number of
Number of points | questions: | | questions: 3 | questions:] questions: 5
Number of | Number of | Numberof | 2.5 diem= 25%
| points: 05 | points: 1.5 | points: 0,5
~ Chapter3 CLO} | CLO3 cLos |
Number of questions | Number of | Number of | Number of Number of
Number of points | questions: 1 | questions: 3 | questions.l questions. 5
Number of | Number of | Numberof | 2,5 diem= 25%
| points: 05 | points: 1.5 | points: 05 | |
Chapter 4 CLO4 CLO4 CLO4
Number of questions | Number of | Number of | Number of Number of
Number of points | questions: | | questions: 3 | questions:] questions: 5
Number of | Number of | Numberof | 2,5 diém=25%
points: 0,5 | points: 1,5 | points: 0,5
Total number of Number of | Number of | Number of Number of
questions questions: 4 questions: | questions: 4 questions: 20
Total number of Number of 12 ' Number of Number of
points points: Number of points: points: 10
20 % points: 20 %
I 60w |




+ Rubrics 1: Formative assessment (A1.2)

Ql:[:;y Points Quality description CLO
i _X 85: 710 Pe’irticiibe;t_é in discussions rergfLi'l'a'r]y and”?sp'ondi71707#(“3&_)_1“: N
topics accurately, without errors. CLG2,
CLO3,
CLO4
B 7.0 Participate in discussions regularly and answer | CLOI,
8.4 topics fairly accurately. with few errors. CLO2,
OIS,
CLO4
B C 55_ Wi’articipateﬂ'—in discussions and answer topics | CLOI,
6.9 relatively accurately. with few errors. CLO2.
CLO3,
CLO4
b | 40_ |Participates in discussions and answers topics with | CLOI,
5.4 average accuracy, with few errors. CLO2,
CLO3,
CLO4
F Dudi Do not participate in discussions or reply to the | CLOI.
4.0 wrong topic. CLOZ,
CLO3.
CLO4
+ Rubrics 2: Mid-term assessment (A2)
Quality Points Quality description cLO
level
Enter the text correctly and format it as required.
A 8.5-10 | Insert table of contents. header, footer into multi- | CLO2
page documents.
Enter the exact text and approximate format required.
B 7.0 — 8.4 | Perform at least one operation: insert table of | CLO2
contents. header, footer into multi-page documents.
C 55-6.9 Enter the exact text and approximate format required. CLO?




Points

Inaccurate or unable to perform the followmg
operations: inserting table of contents, header. footer
into multi-page documents.

Enter the exact text and apprommate > format requnrcd

Unable to perform the following operations: insert
table of contents. header, footer into multi-page
documents

Enter text and format mcorrectl}
Unable to perform the following operations: insert
table of contents, header, footer into multi-page

documents.

CLO2

+ Rubrics 3:

End-of-course assessment (A3)

Quality
level

Points

Quality description

CLO

85-10

Create and format presentations, insert graphic

objects into presentations, create effects, and

create links for slides as required. Perform

operations on the master slide.
Create spreadsheets, enter data, create formulas
using operators, common functions with exact
results and formulas that copy correct results to
neighboring cells. Sort, filter data. create charts,

format spreadsheets.

CLOS,
CLO4

@

7.0 -84

statistics. create charts, or fllter ddta

Create and format presentations, insert graphic
objects into presentations, have effects, create links
for slides. Unable to perform operations on slide
master.

Create spreadsheets, enter data, create formulas
using operators, common functions with accurate
results, and format spreadsheets. Unable to perform

Create and format presentatlons insert graphrc

ObJECtS lnto presentatlons no ammatton effects for

ELO3;
CLO4




Quality
level

Points

Quality description

| slides. Unable toube-r%—rhd ope_r-atior_\s on slide

master.

Create spreadsheets, enter data, create formulas
using common operators and functions that have
correct results but copied formulas do not have
correct results for neighboring cells, format
spreadsheets. Unable to perform statistics, create

charts. or filter data.

4,0-54

Create and format presentations, do not insert
graphic objects into the presentation, do not have
effects or links for slides as required. Unable to
perform operations on slide master.

Creating spreadsheets, entering data, creating
formulas using common operators and functions has
correct results, but the copied formula does not have
correct results for neighboring cells. and does not
format the spreadsheet. Unable to perform statistics,

create charts, or filter data.

CLO3,
CLO4

Dudi 4.0

Create and format presentations without enough
content, without effects or links for slides. Unable to

perform operations on slide master.

Creating spreadsheets, entering incomplete data, not
creating formulas with correct results, and copying
formulas not having correct results for neighboring
cells. Unable to perform statistics. create charts, or
filter data.

CLO3,
CLO4




A Ké hoach giang day (Ty 1€ truc 1uyén)/Teaching schedule: 15/60

a. Lop ban ngay/Daytime Class (5 periods/session):

Teaching and learning methods

Week ) FTF Online (if any) \
| S ei' Content i sfl:b'::;::t Selisnid ! ; | "ti;l:::ll:e Testhonl |
| ee ! ) Theory l Practice Theory - asse | and materials |

on . CLOs T : et ! nt | |
| Activity | Periods | Activity | Periods | Activity er"’ Activity | Periods |

| | 1 |

| e T '

(1) (2) | (3) (4) (5) ; (6) (7) (8) (9) j
Chapter |: Overview | ' Lecturer ‘

I.1. Office Software | *View the | | «Provide

1.1.1. General In[roduc}ion ‘ article on | l multimedia ‘

. 1.1 :2. Open Source Office w the LMS. | | materials: | 1

; Software | sHisfres - Pose i |

I 1.1.3. Web-based Office Software | . | Aikaiiss] j ‘

, 1.1.4. Commercial Office " ¥arions I s 1 |

Software ‘ software ! questions. | 1

l | T LO| websites. 5 | 5 ; ALl NI3LI4 {

1 i LD *Experien | i Students: = . (2].[3].[4] ‘

| ‘ . :

" ‘ ce with | *View 4 ;
k Ms Office | multimedia ; l
| software. | materials. | -

*Discuss * *Participate !
on the in -
LMS. discussions |
l
1.2. Microsoft 365 *View Lecturer: | Lecturer '
1.1.5. Familiarization with basic the «Teachin guides
interface components. arfinle e practical
::g gﬂrk!"g t\vamL ﬁ]les. y CLOI on the * Pose sessions:
g | Sl MATIAIRE MG e Sy SIS LMS. 7 discussio 2 “Working 3 2]
CLO2 .
*Refer to n with
software question Microsoft
Chapter 2: Advanced Text websites s - Office
Processing | software | ]




10

Teaching and learning methods

WEEK | EBB Self-study il REne I Hurent Textbooks
Secti Content ‘ subject Theory } Practice Theory BESESIME | o dmaderials: |
on | CLOs T B | nt
! Activity | Periods | Activity ; Periods Activity erio Activity Periods !
[ | |
(1 2) B 4) (5) (6) (7) L ®) 9)
2.1. Formatting *Experie Students: *Working ! i
2.1.1. Character formatting nce with * Attend with files J !
2.1.2. Paragraph formatting Ms the . ‘ i
2.1.3. Formatting using styles. Office lecture | Students: |
software *Particip |« Practice ‘ ‘
. ate in J :
Discuss discussio ' f
on the ns ‘ 1
LMS. ‘
2.1.4 Multilevel numbering *View Lecturer: L ”
2.2. Page Setup the 3 ecctfl(li't.r.
2.2.1. Sectioning article Teaching - e E
2.2.2. Page ]ayo?n - N practice f Al.l [1] page.22-
3 | 2.2.3. Creating page headers CLO2 LMS 7 St 2 sessions 3 | Al2 page.27 .
2.3. Text presentation in columns Di ) CA d. | | A2 ;
2.3.1. Column division ISCuss i Students: 3 [
an e fhe * Practice |
LMS. lecture |
2.3.2. Using tables View the N l
2.3.3. Using tabs article L Lecturer: .
2.4. Creating references srrihe ) « Guide 3
2.4.1. Creating footnotes LMS Teaching practice | [1] pa)gse..??-
242 i ’ age.2
4 ...4.:. Creating a tqbie of contents CLO2 . 7 5 SRS 3 i pag
2.4.3. Creating an index Students:
2.4.4. Creating references . %
B Discuss AT Students: ‘
the :
on the jeut * Practice |
LMS. ecture ‘
2.5. Mail merge . ‘ Alll 56
5 | 2.5.1. Mail merge using a wizard CLO2 View the 1 fusrdarer: 5 i Al2 [1]page.56-
2.5.2. Refining mail merge article A2 page.57
L 2
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Teaching and learning methods ‘
I .
Week CBR FTF Online (if any) tu |
Secti Content subject Aslfstuy Theo : aise(:;r:e Textsinies !
I Practice Theory | and materials |
on CLOs ‘ : 1 nt g
Activity | Periods | Activity | Periods Activity PZ’;O Activity Periods }
(1 (2) (3) (4) (5) (6) (7) (8) (9 |
on the * Provide ;
LMS. multimedia }
. materials. |
- Pose ! ?
Discuss discussion 5
| on the questions. |
LMS. |
Students: '
* View '
multimedia |
materials. | 7
| = Participate .
in ;
discussions.
Chapter 3: Advanced Spreadsheet View the |
Usage article LI Lecturer: !
3.1. Formatting iithia . ) ~Chiide !
3.1.1. Data formatting LMS. Teaching practice I All
6 3.2 Conditic?nal formatting CLO3 . - A 3 [ Al2 [1]page.74-
3.1.3. Formatting as a Table Students: - A3 page.76
3.2. Using functions ) « Attend
3.2.1. Creating formulas Discuss the Students: |
on the lecture * Practice !
LMS.
3.2.2. Logical functions View the Lecturer:
3.2.3. Lookup functions A Lecturer: il All
N on the ; practice Al2 [1] page.104-
7 cLO3 LMS. Teaig ! sessions 4 A3 page.114
Students: . ‘

> -
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Teaching and learning methods

FTF Online (if any) t t
Weel.< CE.)R Self-study ; ! L SHpeN Textbooks
Secti Content subject Theory : Practice | Theory | assessme | o terials
on CLOs , Bt | ‘ - nt !
Activity | Periods | Activity | Periods Activity ds | Activity Periods
(n (2) (3) (4) (5) : (6) (7N (8) (9)
Discuss * Attend = Practice
on the the
LMS. lecture |
3.2.4. Statistical functions View the L _ ‘ |
3.2.5. Database functions article ecturer: ; Lecturer:
on the . * Guide | ‘
LMS. il L | practice
8 . 5 S EHS: 1 sessions 4 | ‘
| | L
Discuss ;hAttend l Students: ‘
on the Ic:ture ‘ * Practice ;
LMS. l | i
3.3. Charts and Pivot Tables ‘ Lecturer:
3.3.1. Charts  Provide '
3.3.2. Pivot Tables ‘ multimedia
View the ! materials.
article ' * Pose |
on the discussion ! Al
. Los LMS. | questions. . Al2 [1] page.9%6-
.J L]
3 age 98
Students: Al i
Discuss * View
on the multimedia
LMS. materials.
» Participate
in
discussions.
10 3.4. Working with Data View the 7 L ) Lecturer: - [1] page .86-
3.4.1. Sorting article ecturer: |« Guide 2 page .93
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Teaching and learning methods

|
FTF Online (if any) I
Weel.c C C;_)R Self-smdy - Smde_nt ' Textbooks
Secti ontent | su ject Theory Practice Theory assessine r and materigle
on | CLOs T e nt |
Activity | Periods | Activity | Periods Activity erlo Activity Periods |
(1) @) 3) (4) (3) (6) @ ® O™
3.4.2. Filtering Data i on the . T practice ' !
3.4.3. Grouping Data Summaries LMS. Teaching sessions ‘
L] i 1
| |
Students: ! Students: jr
Discuss « Attend | * Practice ‘
i on the the :
! LMS. lecture L
Chapter 4: Advanced Presentation i View the -
Usae . Lecturer: ) ;
sage [ article Lecturer: : 01 et
4.1.Presentation Formatting 1 oiiile i _ « Chslde | [1]page
4.1.1. Effective Design of Content | leaching . Al.l | .125- page
: > ‘ LLMS. practice s -
¥ and Presentation . CLO4 . 7 - i 3 Al2 | 25
4.1.2, Themes Students: - A3 | [1] page
4.1.3. Formatting Graphic Objects | ) - Attend _ | .127- page
4.1.4. Inserting Audio and Video Discuss the Students: | 130
4.1.5. Creating Effects on the — * Practice l
4.1.6. Using Hyperlinks LMS.
4.2. Customizing the Slide View the Leeturer:
Master article ecturer: Lecturer:
4.2.1. Customizing the Slide on the ) s Cinda AL
T;is;erc 1 ; LMS. Teaching practice AI") [1] page
.2.2. Customizing Layouts : 2
2 o . A25- o
121 423, Adding Layouts Ched 2 suiderss | S 4 A3 l p";age
Discuss i Students:
the :
on the Na—~ * Practice
LMS.
43. Presentation Ve Ehe Lecturer: Al.l
4.3.1. Setting up Slide Show e . Provide Al2 [1] page
13 Sequence CLO4 6 v ’ 3 = A37- page
o p Lo on the multimedia A3
4.3.2. Using Presentation Tools LMS —— 141
: .
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Teaching and learning methods

T —
Week FTF Online (if any)
‘ eel_\ c ,le-) RI Self-study F : $tudent Textbooks
‘ Secti ontent subjec Theory | Practice Theory assessme | .o oals
| on CLOs Pari I nt
‘ Activity | Periods | Activity | Periods Activity erlo Activity Periods |
L) (2) (3) 4) (5) (6) (7N I (8) 9
| . i | * Pose ‘
i ‘ discussion ;
‘ Discuss | questions. ;
: on the | L
‘ LMS. ’ Students: {
| - View F
‘ 3 multimedia {
i materials. |
! | * Participate {
' ‘ in
’ ‘ discussions.
| Total X 90 X 5| x 30 X 15 X X
| | 1 ——
b. Lép ban dém/Evening class (3 periods/session):
’ Teaching and learning methods
. FTF Online (if any)

\:ee%. CoRiE Cl?:::t Self-study ! - Student Textbooks
ect s A Theory ' Practice Theory assessment | and materials
on CLOs

Activity | Periods | Activity | Periods | Activity Periods | Activity | Periods
(N (2) (3) (4) (5) (6) (7) (8) 9)

Chapter |: Overview Wi Lecturer:

I.1. Office Software I * Provide

1.1.1. General Introduction the Fiiltiadi A

| 1.1.2. Open Source Office CLOI article 5 a 2 Al.l (2].(3].[4]
Software on the g
terial
1.1.3. Web-based Office Software LMS. Tfsre“a *
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Teaching and learning methods

|
l
Wee|.< } C?R Self-study FIF oo s £ Student Textbooks
e Fomlient ‘ SBjec, Theory Practice Theory assessment | and materials
on CLOs |
Activity | Periods | Activity | Periods | Activity | Periods | Activity | Periods
|
(1) ) LB (4) Q) L (® @ ® | ™
1.1.4. Commercial Office ! *Refer to ! collective 1
Software | software use).
} website. * Pose ‘
*Experie discussion ‘
; nce with questions. [
| Ms 7
i Office Students: !
[ software * View |
g . multimedi |
i *Discuss a
on the materials. .
LMS. *Participat I
ein |
discussion !
S. |
|
|
Lecturer: Lecturer
* Teaching guides i
* Pose practical
discussion sessions: |
questions * Working !
with
2 gtg,‘) 3.5 Students: 1 Microsoft 2 [2]
- * Attend Office
the lecture software
*Paiticipat * Working
ein with files
discussion
5 Students:
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Teaching and learning methods

Week CBR FTF Online (if any)
Secti Crna subiect Self-study - — Student Textbooks
. : Theory Practice Theory assessment | and materials
Activity | Periods | Activity | Periods | Activity Periods | Activity | Periods |
| |
() (2) B 4) ¢ | (6) (7) ® o
* Practice |
Chapter 2: Advanced Text Viewih i Lecturer: | |
Processing rt']eiw ¢ Lecturer: | * Guide - [1] page.22-
2.1. Formatting _ i MHEEr « Teaching | practice o] ' page 27
2.1.1. Character formatting 1 the LMS. i ——— 1 2] WD 1-1
3 2.1.2. Paragraph formatting | CLO2 « Discuss 3.5 i l 3 Al2 | L= :
e : ) s Students: | | WD2-1, WD
2.1.3. Formatting using styles on the S Sndlante A2 ‘ Al
2.1.4. Multilevel numbering LMS. o ‘ s B
the lecture * Practice -
. |
2.2. Page Setup ! Lecturer: i
‘) ’7 i i ) L] N . | - H
;;_‘) FS)EC“‘;NNE V-IEW the Lecturer. Gu1.de | [1]tr.22-1r.27
2.2.2. Page layout article on * Teaching | practice AL | -
2.2.3. Creating page headers the LMS i sesdinns . | 2] WD 11
4 CLO2 R 3.5 | [ 2 Al2 | WD 2-1, WD
* Discuss Students: " 3 4
on the « Attend | Students: : ;
LMS. the lecture | * Practice
| |
2.3. Text presentation in columns | Lecturer: '
2.3.1. Colulnn division . Vlew the Lecturer: L Gl_]ide | { I] page.zz-
3f% Usmg tables article on * Teaching practice E | page.27
| FE Using tabs cLoa | thetms. | Lo || sessions R o | [2IWDI-,
) % * Discuss o Students: - A '2" WD 2-1, WD
on the + Attend Students: " 4-1
LMS. the lecture * Practice
2.4. Creating references Vi th Lecturer: Lecturer: [1]tpage.27-
2.4.1. Creating footnotes , sl T « Teaching S Giiide , page 28
6 | 2.4.2. Creating a table of contents CLO2 article on 3.5 I aranlie 2 2] WD 1-1
243 ine an index the LMS. : 4 ’
2.4.3. Creating an index € Students: | el WD 41




L
i Teaching and learning methods :
FTF Online (if any) s
\g/eel.( ontent suctf?e]tt Self-study - Student Textbooks |
eal onten CLJ i Theory Practice Theory assessment | and materials |
on s
Activity | Periods | Activity Periods | Activity | Periods | Activity | Periods
(n (2) | (3) (4) (5) (6) (7) (8) (9)
2.4.4. Creating references ! * Discuss | = Attend ! ,
1‘ on the the lecture | Students: | 5
| LMS. * Practice 1
2.5. Mail merge i\ Lecturer: 1F
1 2.5.1. Mail merge using a wizard | » Provide | ‘
. 2.5.2. Refining mail merge multimedi . 1‘
a | {
materials. 1
* Pose i |
) discussion
* View the : ‘ ‘
. questions. | \
article on Al : }
l ' | [1] page.56-
L7 cupz | TELMS: | o Students: 5 al2 | [pace
| * Discuss . page.57
* View A2
' ey multimedi 5
LMS. ?
da : |
materials. ] ?
. Participat ‘ !
' ein :
discussion I
.
Shapter 3: Advanced Spreadsheet « View the Cfomer: LBCtL'II'BI':
| pr . article on » Teaching At Al.l
8 3.1.1. Data formatting CLO3 the LMS. 3.5 sessions 2 = [ page./4-
3.1.2. Conditional formatting * Discuss ' Students: A3 page.76
3.1.3. Formatting as a Table on the = Attend T —
LMS. the lecture .
* Practice

x

-
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Teaching and learning methods

Week ‘ CPR FTF Online (if any) |
Secti Coriedt ! BN Self-study _ —  Student | Textbooks
il ‘ ; Theory Practice Theory assessment | and materials
on CLOs ; [
| | |
i Activity | Periods | Activity | Periods | Activity | Periods | Activity | Periods
i i
(1) (2) B (4) ¢) | (6) (7) (8) (9)
3.2. Using functions ‘ —— L. i | Lecturer:
3.2.1. Creating formulas I - ceturer: * Guide Al
3.2.2. Logical functions article on * Teaching mseiice '
.| the LMS. . ) Al2 [1] page.104-
9 CLO3 : 3.5 I sessions 2 =
« Discuss Students: A3 page.| 14
on the = Attend
x |
LMS. the lecture Studen}s. |
* Practice | 5
3.2.3. Lookup functions | T — {,thtl?cni:r: 1
[ article on » Teaching ractice. | All |
10 | CLO3 e LMS, 3.5 | Sessions 2 e | [1] page.104-
| 7 « Discuss ’ Students: | - A3 | page.114 1
on the * Attend Students: |
LMS. the lecture . ‘
| * Practice L
3.2.4. Statistical functions . ' Lecturer: | i
* View the Lecturer: : g |
. ; * Guide ‘
article on » Teaching cackice :
11 e LMS: 3,5 I Sessions 2 I
+ Discuss ’ Students: - 5
| on the « Attend Students: I |
, LMS. the lecture .'
* Practice
3.2.5. Database functions : Lecturer:
* View the Lecturer: y
. ' * Guide
article on » Teaching roniicn
12 HELMS. 3.5 | spessions 2
- « Discuss > Students:
on the » Attend Ghadients:
LMS. the lecture ents:
* Practice
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Teaching and learning methods

Weel,( CQR Self-study \ ' : ' Dl Student Textbooks
DI ol i E Theory Practice Theory assessment | and materials
on CLOs 1
Activity | Periods | Activity Periods | Activity Periods | Activity | Periods ‘
| 1
(1) (2) (3) (4) L5 (6) (7) ® 9
3.3. Charts and Pivot Tables | Lecturer: T
3.3.1. Charts { « Provide ;
3.3.2. Pivot Tables ’ wiilads i ,
a i |
materials i
(for | |
collective { ?
use). L I
* View the * Pose 1 '
article on discussion Al.l | ;
- TR the.LMS. 2.5 questions. g A 1;2 ‘ [1 page 96-
* Discuss A3 1 page.98 i
on the Students: ' {
LMS. * View 7 !
multimedi 1
a |
materials. ‘
Participat ‘
ein
discussion |
s.
34 \h:/orking with Data Viewithe Lesiisrer: i Lecturer:
3.4.1. SOI’ILI'lg . X *» Guide
3.4.2. Filtering Data article on * Teaching practice
14 | 3.4.3. Grouping Data Summaries the LMS. 35 | SeiaTE ? [1] page.86-
« Discuss g Students: page 93
on the « Attend
LMS. the lecture Studen.ts:
* Practice
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| Teaching and learning methods
Week | CBR FTF Online (if any)
See‘ Contat subiect Self-study - Student Textbooks
ectl onten ‘ . Theory Practice Theory assessment | and materials
on CLOs |
‘ Activity | Periods | Activity | Periods | Activity Periods | Activity | Periods
| 1 |
(D @ G ) ) | () (7 (8) 9)
: Chapter 4: Advanced Presentation | | Lecturer:
Usage ' * Guide
4.1. Presentation Formatting practice
4.1.1. Effecli\.fe Design of Content _ sessions
and Presentation | * View the Lecturer: ‘.
4.1.2. Theme | article on *» Teaching | Students: Al.l [1] page.125-
4.1.3. Formatting Graphic Objects | . o Al2 age.125 |
15 N ECBPUa DARE | ey | JEIME: | 45 ||« Practice 2 : page |
: * Discuss Students: ' A3 [1 page.127- |
: on the = Attend page 130 |
I LMS. the lecture 1
| |
‘ \
1
4.1.4. Inserting Audio and Video 1 « View il L ! Lecturer: |
4.1.5. Creating Effects ‘ Jew the ecturelr. * Guide Al | o
4.1.6. Using Hyperlinks article on * Teaching —_— : [1]t page
the LMS. . ) Al2 125-page 125
16 CLO4 ; 3.5 | sessions 2 R
; * Discuss Students: A3 [1] page 127-
| (
on the = Attend | page.130
tudents: -
\ LMS. the lecture | S en.s
‘ * Practice
4.2, Customizing Slide Master . Vi h L ) Lecturer:
4.2.1. Customizing slide master .I(’,‘W L ecturet’. * Guide
article on * Teaching —— Al.l
the LMS. : A2 [1] page.125-
17 4 3
cLO « Discuss & Students: 1 Sessions 2 A3 page 125
on the « Attend - :
LMS. the lecture R
* Practice
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i Teaching and learning methods
Weelf CE_)R Se!f-study il et & Student Textbooks
Sen coment ! subjeet Theory Practice Theory assessment | and materials
on | CLOs
‘F Activity | Periods | Activity Periods | Activity Periods | Activity | Periods
() (2) e 4) (5) (6) (M (®) 9)
4.2.2. Customizing layouts 5 ; Lecturer: | Lecturer:
4.2.3. Adding layouts i = YiEw [ « Teaching - Guide
i Afticie-on i practice ALl
18 | CLO4 the .LMS' 3,5 Students: sessions 2 A 1;2 ] pages 2
* Discuss A3 page.125
* Attend
| on the 1 )
i LMS. the ‘ I Studen.ts.
Teaching | * Practice
4.3.  Presentation 5 Lecturer: ,
4.3.1. Setting up Slide Show . * Provide "
Sequence | multimedi
4.3.2. Using Presentation Tools | a
5 materials
i (for
' collective
i use).
5 * View the * Pose
article on discussion Al.l
| the LMS. questions. R Al2 [1] page 137-
= j entd » Discuss L 7 A3 page. 141
f on the Students:
i LMS. - View
multimedi
a
materials.
[ «Participat
ein
discussion
s.
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i
|
|

\ " Teaching and learning methods
Week | CPR FTF Online (if any)

‘ Secti Content | subject Belf:Study | i Seudent T awi
¢ ‘ ’ Theory Practice Theory assessment | and materials
on ‘ CLOs ! |

; ; Activity | Periods i Activity : Periods l Activity | Periods | Activity | Periods

1 | | : |

RO (2) 6 (4) L ®) _®) (7) ® o

| | ! i 4 ]

; i

 Total X 90 l x | s [ X 30 X 5 X X }

|

5. 7. Ma tran tich hop giita chudn dau ra cia mon hoc va phuong phap giang day — phuong phép danh gid//ntegration matrix
between course learning outcomes and teaching-evaluation methods
a. Lop ban ngay/Daytime class (5 periods/session):
Week CDR suject Teaching and learning
) Content : & & Student assessment
Section CLOs methods
|
(1) (2) (3) 4) (5)
CLOI: Distinguish  different
types of office software.
: Able to use Microsoft Office 365 | Presentation, practical guidance. | Multiple-choice quiz, hands-on

1-2 Chuong 1: Overview : ;
software  to  create  text | flipped classroom, Q&A. exercises.
documents, spreadsheets, and
presentation files.

- Presentation, practical guidance, ; ; .

CLO2: Util dvanced-level | _. ; & Multiple-choice quiz, hands-on

2-5 Chapter 2: Advanced Text Processing e a ‘yanc eve flipped  classroom, Q&A, P ! .q :
word processing software. : ; exercises..

= project-based teaching.
- Presentation, practical guidance, ; . .

CLO3: util d d-level | .. : & Multiple-choice quiz, hands-o

6-10 Chapter 3: Advanced Spreadsheet Usage y thze  RAYARLEC-IONS flipped  classroom, Q&A. Hp q Hese

spreadsheet software.

project-based teaching.

exercises.
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Week { CDR suject Teaching and learning
) Content | Student assessment
Section | CLOs methods
|
(1 (2) ‘ (3) 4) (5)
‘ . Presentation, practical guidance, ; . "
CLO4: Utilize advanced-level | . = Multiple-choice quiz, hands-on
11-13 Chapter 4: Advanced Presentation Usage : . | flipped  classroom.  Q&A, P ,q
= presentation software. ; - exercises.
1 project-based teaching.
a. Lop ban dém/Evening class (3 periods/session):
Week ' CPR suject Teaching and leaming
) Content . & & Student assessment
Section i CLOs methods
1
(n (2) | (3) | (4) (5)
1 CLOI: Distinguish  different
: types of office software.
: | Able to use Microsoft Office 365 | Presentation, practical guidance. | Multiple-choice quiz, hands-on
1-2 Chuong 1: Overview . . .
= | software to create text flipped classroom. Q&A. exercises.
| documents, spreadsheets, and
| presentation files.
e Presentation, practical guidance, . . .
- . CLO2; Utilize advanced-level ) = Multiple-choice quiz, hands-on
3-7 Chuong 2: Advanced Text Processing b flipped  classroom,  Q&A, P .q
| word processing software. : . exercises.
| project-based teaching.
i 450 T Presentation, practical guidance, : : .
CLO3: Utilize advanced-level . Multiple-choice quiz, hands-on
8-14 Chuong 3: Advanced Spreadsheet Usage i flipped  classroom, Q&A. P 4
= spreadsheet software. . : exercises.
project-based teaching.
ars Presentation, practical guidance, . . .
CLO4: Utilize advanced-level _ Multiple-choice quiz, hands-on
15-19 Chuong 4: Advanced Presentation Usage Hize acva flipped  classroom,  Q&A, P 4

presentation software..

project-based teaching.

exercises.
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9. Quy dinh ciia mén hoc/Course policy
- Students submit practical assignments and quizzes within the specified time frame set by
the lecturer.
- Classroom rules: adhere to the regulations of the Open University of Ho Chi Minh City
(issued alongside Decision No. 1090/QD-DHM dated December 26, 2011 by the Open
University of Ho Chi Minh City).

Thanh phé Hé Chi Minh, ngay thdng ndm 2023

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

T

Lé Xuén Trudng Tran Chi Hiéu




