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1. Pit van dé

1.1. Ly do thwe hién chuyén dé

Chuyén d6i s6 da va dang la xu hudng cua xa hoi noi chung va linh vuc
giao dyc noi riéng. Ap dung cong ngh¢ s6 vao gido duc c6 vai tro v cung to 1om,
tao nén budc ngoat phat trién, mo ra nhiéu phuong thirc gido duc, cong cu quan ly
moi thdng minh, hiéu qua hon. Xu hudng chuyen d6i sd trong gido duc da va dang
hinh thanh, phat trién va tac dong sau rong dén cac co s gido duc tiéu hoc trén dia
ban thanh phd Hai Duong noi chung va Truong Tleu hoc Tan Binh noi riéng.

Tuy nhién viéc chuyen d6i sd ho S0 truong tiéu hoc van chua co su dong bo,
toan dién. Giao vién van con phai in an, Vlet tay kha nhiéu loai s6 sach. Mot sé hd
so gidy dugc in 4n, ky tay, dong dau truc tlep, tén nhiéu cong strc va chi phi.

Xuat phat tir nhitng Iy do trén, BGH va gido vién cdt can coa truong nghién
ctru, thue hién chuyén dé “Chuyén déi sé trong quan Iy ho so truwong tiéu hoc”
nhim ning cao chat lugng cong tac quan 1y hd so gido vién va cong tac quan 1y
gido duc trong Truong Tiéu hoc Tan Binh.

1.2.Pdi twong, pham vi thue hién
- Pdi twong
Chuyén d6i sb trong quan 1y ho so ¢ truong tiéu hoc 13 mdt qué trinh 1au dai,
duoc thuc hién timg budc dya trén cac diéu kién thuc té ¢ timg giai doan, timg ca
nhan cua don vi.

O cac mang hd so co su giao dich, lién quan dén cac co quan chirc nang, cac
t6 chirc x4 hoi ngoai nha truong (pho cap, tuyen sinh, tai chinh, doan thé, thi dua,
hé so can bo....), viéc chuyen d6i s6 chua thé thuc hién dugc toan dién, triét dé do
chua cd co ché quan ly thong nhat.

Bén canh rat nhiéu ho so da duoc s6 hoa bang phan mém, bang tinh bao co
thong ké va cac giao dich truc tuyén; hién tai van con khong it giao dich, khong it
ho so phai thuc hién va quan ly, luu trit ban cung, ky dong dau tryc tiép.

Chuyén dbi s6 trong quan 1y ho so trong truong tiéu hoc Tan Binh ¢ thoi
diém hién tai dang tap trung thuc hién chu yéu & cac ho so chuyén mén nghiép vu
nhu: hé thdng ké hoach gido duc nha truong; ké hoach bai day cua gido vién, hd so
td chuyén mon; ho so danh gia Xép loai hoc sinh,hoc ba...vv.

- Pham vi

Chuyén d6i sé di va dang duoc nghién ctru, bat dau trién khai thuc hién
trong toan trudng giai doan 2022-2025, bat dau tir nam hoc 2022-2023.

1.3. Muc tiéu, nhiém vu

- Panh gia thyc trang viée thuc hién chuyén d6i sd trong quan 1y ho so cua
toan the gido vién trong truong.

- Pé xuat giai phap thyc hién chuyén d6i s trong quan 1y ho so nha truong.

- Panh gia sy can thiét va tinh kha thi cia cac giai phéap, tir d6 hoan thién
cacbién phap phu hop véi thuc tién.

1.4. Phwong phap nghién ctru

+ Phuong phap thu thap thong tin tai liéu vin ban; tap hop thong ké dir licu,
khao sét vé thuc trang CSVC, ngudn nhan luc, nang luc CBGVNV...

+ Phuong phép xu Ii théng tin, phan tich danh gia khai quat van de.



2. Co sé khoa hoc va khai niém chuyén doi s6 trong quan Iy ho so truong
tiéu hoc

Hién nay, su bung nd vé cong nghé dang dit ra nhimng thach thic méi cho
nganh gido duc. Khoa hoc k¥ thuat, cong nghé thong tin dang thay do6i timg ngay.
Vi thé, nganh gido duc dang dan phai thich ung dé thong minh, nhanh nhay hon,
tén it chi phi hon va hiéu qua hon.

2.1. C4c khai niém lién quan dén chuyén doi so trong quan 1y hd so

* Chuyén dbi s6 1 gi?

Chuyén d6i sd véi tén goi tiéng Anh 14 Digital Transformation 1a viéc van
dung tinh ludn d6i méi, nhanh chéng ciia nén cong nghé ky thuat thong tin dé giai
quyét cac van dé.

* Chuyén doi so trong gido duc

Chuyen d6i sd trong nganh giao duc la qua trinh ap dung cong ngh¢ s6 hién
dai vao viéc quan ly gido duc, d6i méi phuong phap giang day, cai tién cong cu
giang day va co so vat chat trong cac 16p hoc.

* Chuyén ddi sé trong quan ly hd solagi?

La mot bo phan ctia chuyén doi sb trong giao duc.

Chuyén d6i sb trong quan 1y hd so 1a sir dung cac dir lidu co duoc tir qua
trinh s6 hoa ho so, tai liéu; sir dung cac cong ngh¢ dé bién d6i cac dir liéu; khai
thac cac tmg dung cong ngh¢ thong tin phu hop dé quan ly.

VD: Chuyén tir tai liéu dang gidy sang céc file mém trén may tinh, luu tri¥,
chia s¢ va st dung.

2.2. Co so phap ly va co s6' khoa hoc cua viéc chuyén d6i sé trong quén
1y hd so trudng tiéu hoc

2.2.1. Nhitng co sé phap Iy va van bin hwéng dén chi dgo

Ngay 3/6/2020 Thu tuéng Chinh phu da ra Quyét dinh sd 749/QD- TTg vé
viée “Chuong trinh Chuyen ddi s6 quéc gia dén nam 2025, dinh hudng dén nim
2030”. Noi dung cua Quyet dinh d3 xac dinh sy can thiét phai phat trién cong nghé
phuc vu gido duc. Theo théng ké cua cac chuyén gia: Tién s Bui Thi Hué, Tién si
Bui Puc Thinh, Tién si Vi Thi Tuyét Lan thudc Trudng Pai hoc Lao dong - X4
hoi trong Tap chi Khoa hoc cong nghé ra ngay 15/8/2022:

“Viét Nam da va dang chuyen dbi s trong gi4o duc bang hang loat chinh
sach da duoc ban hanh. Theo théng ké di cd 63 co sé gido duc dao tao va 710

phong gido duc dao tao da trién khai viéc xay dung co so dit lidu chung cho gido
duc. Dong thoi, hién nay da c6 82% cac truong thudc khdi phd thong da sir dung
phan mém dé ‘quan ly truong hoc™.

Trong bdi canh d6, dé trién khai nghién ctru, thuc hién chuyén dé nay, Phong
GDBT thanh phd tap hop, nghién ctru va can ctr vao nhiing nhiing van ban phap
Iycod ndi dung hudng dan, chi dao va tac dong truc tiép dén viéc chuyén doi sb
trong linh vuc quan Iy ho so trudng tiéu hoc. Cu thé:

- Chi thi s6 138/CT-BGDDT ngay 18/01/2019 ctia Bo GDPT vé viéc chan
chinh tinh trang lam dung hd so, s6 sach trong nha trudng. Trong d6 6

“Giao Vvién dugc phép chon hinh thirc trinh bay, viét tay hoic danh may khi
str dung céc loai ho so, so sach theo quy dinh.

Tung bude st dung hd so, sd sach dién tir thay cho cac loai ho so, sd séch
hién hanh theo 16 trinh phu hop véi diéu kién cta dia phuong, nha trudong va kha


https://giaoduc.net.vn/gdvn-post198263.gd

nang thuc hién cua giao vién.

Viéc sir dung hd so, so sach dién tir ciia gido vién va nha truong 1a minh
ching danh gia tiéu chi img dung cong nghé thong tin theo Piéu 8 Thong tu sb
14/2018/TT-BGDPT ban hanh Quy dinh chuin hiéu truéng co sé gido duc phd
thong va Piéu 8 Thong tu s6 20/2018/TT-BGDDT ban hanh Quy dinh chuan nghé
nghiép gi4o Vvién co s gido duc phd thong”.

- Thong tu S6 28/2020/TT-BGDPT ngay 04/9/2020 ctia B6 GDDT Ban hanh
Diéu 18 truong tiéu hoc. Trong do, tai Khoan 4, Piéu 21: HO so quan ly hoat dong
gido duc quy dinh:

“ Can bd quan ly, gido vién va nhan vién ung dung cong ngh¢ thong tin trong
cong tac quan ly, day hoc dugc sur dung hd so dién tir thay thé hd so gidy dam bao
yéu cau ctia cong tac luu trit va co gia tri nhu ho so gidy”.

- Tai tinh Hai Duong, vao ngay 25 thang 6 nam 2021, UBND tinh ban hanh
K& hoach hanh dong, thuc hién Nghi quyét “Chuyén ddi sé giai doan 2021-2025
dinh huéng dén nim 2030 trén dia ban tinh Hai Duong vé linh vurc gido duc trong
d6 c6 ndi dung:

"Ung dung triét dé cong nghé s trong cong tac quan 1y, giang day va hoc
tap; s6 hoa tai liéu, gido trinh".

- S& GDDT ban hanh Céng vin 1002/SGDPT-GDTH ngay 26/8/2021 vé
huéng dan x4y dung ké hoach gido duc nha truong ddi véi cap tiéu hoc. Trong d6
huéng dan cu thé vé viéc phé duyét ké hoach bai day cia gido vién dudi dang vin
ban dién tir. Cuy thé la:

"Cach thirc kiém tra, phé duyét va luu trir ké hoach bai day cua gido vién do
Hi¢u trudng nha truong quy dinh trén co sé phu hop, khoa hoc, gidm nhe ap luc
hanh chinh song van dam bao cac quy dinh vé quan Iy".

2.2.2. Nhitng co sé khoa hoc dé lwa chon hinh thirc va teng dung chuyén
déi so trong quan Iy ho so trwong tiéu hoc.

Chuyén doi s6 trong giéo duc dugc ung dung duéi 3 hinh thire chinh:

- P61 méi phuong phap giang day: dao tao e-learning, dio tao thyc té ao, 16p
hoc théng minh....vv.

- Quan 1y gido duc : cong cu van hanh va quan tri: quan 1y hd so, quan 1y tai
san, tra ctru thong tin...vv.

- Cong ngh¢ trong 16p hoc: cai tién cong cu giang day Va co s vat chat.

Viéc chuyén doi sb trong quan ly hd so trudng tiéu hoc cin ¢t VAo co sé khoa
hoc cua hinh thirc chuyen d6i s6 linh vuc quanly gido duc.

Pé quan 1y kho ho so di dugc sd hoa, hién nay c6 kha nhiéu img dung giup
cac nha truong thiét 1ap hé théng quan 1y h6 so dién tir nhu: nén tang Office 365
(Onenote, One Drive), eDOC cia SMAS, Dropbox, ... Tuy nhién, cac tmg dung
nay cé 2 bat loi:

- Gi4 thanh: Néu sir dung nén tang Office 365 thi mdi thay co mat it nhat
350.000d/tai khoan/nim. Néu sir dung eDOC cia SMAS, hién tai dang 14 mién
phi, song cac nim sau s& mat phi.

- Thoi han luu trir: Do phai tra phi theo nim nén néu nam hoc sau khong tra
phi thi s& khong duoc sir dung tiép, kha ning mat hd so cao.

Chuyén dé lya chon tng dung quan Iy hd so theo céc tiéu chi:

1) Khong mét phi hodc chi phi thap nhat, phii hop véi thuc té gido vién.



2) Gan giii, d& sir dung (phu hop voi kha nang CNTT cta GV).

3) Kha nang luu trix

4) Tinh bao mat

5) Téc do Up/Download nhanh

Ung dung thoa man 5 tiéu chi trén hién tai la Google Drive. Pay la dich
vuluu trir dam may cua Google nén tinh bao mat cao, n6 cung cap nhleu dung
luong luu trit mién phi (Mdi mét tai khoan Gmail dugc cung cap mién phi 15
G dung lirong bé nhé trén Drive)véi te do Up/Download kha nhanh. Khi luu triv
tai day, chl'mg ta khong so mat file, mat tai liéu hay chém dat hoat dong, ... trur khi
chung ta vi pham chinh sach hoat dong hay ban quyén. Bén canh do, cac img dung
do Google phat trién luon dugce cham chut ti mi va nang cép thuong xuyén, nhiéu
tinh nang mai duoc cap nhat. Google Drive vo cung tién 191, ndé dugc tich hop voi
nhiéu dich vu va c6 thé déng bd véi cac thiét bi khac. V&i thue trang nang luc,
trinh do cta dai da sb gi40 vién tiéu hoc hién nay, Google Drive c6 tinh phé thong,
dé sir dung, co thé duogc truy cap bt ctr lac nao, bat ky ¢ dau, va cé thé st dung
trén nhiéu thiét bi ¢ két ndi Internet.

Chinh vi vy, cac can bo quan ly c6t can cua truong duge phan cong nghién
ctru thyc hién chuyén de da lya chon Google Drive dé tu Van cho cac gi&o vién
thuc hién chuyén d6i s trong quan 1y hd so nha trudng tiéu hoc. Néi cach khéc,
chuyén dé s& di sau vao cach tng dung Google Drive trong quan 1y hd so nha
truong tiéu hoc.

3. Thue trang chuyén doi sé trong quén 1y ho so trudng tiéu hoc Tén
Binh hién nay

3.1.  Thwec trang vé nhdn thirc chuyén déi sé trong qudn |y hé so trwong hoc

Bén canh mét sb can bd quan ly, gido vién nhan vién c6 nhan thic tién bo,
day du vé xu thé, loi ich, hiéu qua ctia chuyén d6i sd, con khong it can bo gido vién
,nhan vién c6 nhan thirc chua day du. Cu thé:

- Nhiéu giao vién thyc hién cong tac quan 1y ho so theo kinh nghiém, 16i mon nén
khong mubn thay doi thoi quen va co ché quan 1y quen thudc da duoc hinh thanh
tich liiy nhiéu nam.

- Thiéu dong luc dé thuc hién chuyén d6i sb trong quan 1y ho so vi chua thiy
duoc loi ich, hiéu qua cta viée s6 trong quan 1y hd so ¢4 nhan va hd so nha truong.

- Thiéu tu tin, manh dan vi chwa c6 nhitng kién thtrc, k§ ning day du trong
thue hién img dung céng nghé thong tin chuyén d6i s6 dugc cong tac quan 1y, cong
tac giang day, gido duc hoc sinh n6i chung va quan ly hd so néi riéng.

Nguyén nhan: Co ché ‘quan ly va cac bién phap quan Iy dé thuc day, tao dong
luc phat trién cong nghé sb trong quan ly ho so chua hi¢u qua. Bén canh do, mét
s6 thay c6 CBQL, GV dalon tu6i nén c6 nhiéu han ché vé kha nang tiép can CNTT.
Mot so thay cd tré con co su than trong, de dat trong viéc tlep can. Boi tuoi trung
binh cua gido vién truong TH Tén Binh tre. Day cling la thuan 1¢i trong viée tiép
can cong ngh¢ thong tin, chuyen doi so

- Theo khao sat thuc té vé do tudi ciaa CBGVNV trong truong cu thé: Tong
CBGVNV: 60; Do tudi dudi 30: 16 chiém 26.67%; Do tudi tir 30-40: 21 chiém
35%; D0 tudi tir 40-50: 21 chiém 35%; Do tudi trén 50: 2 chiém 3.33%.

3.2. Thuc trang vé ning luc, trinh d¢ #ng dung cong nghé thong tin
chuyén déi so ciia dpi ngii can bg, gido vién nhan vién



Thuc trang vé nang luc, trinh do, hiéu biét anh hudng truc tiép dén viéc lua
chon cac tng dung va cong cu quan Iy kho hd so dugc sb hoda.

Qua khao sat phuong tién c4 nhan cta doi ngil can bd, gido vién thyc té:

*53/60 CBGVNYV c6 trinh d0 BH trén DH.

*7/60 CBGVNYV c¢06 trinh d6 CD

*100% CBGVNYV c6 trinh d0 Tin hoc co ban

*4/60 CBGNNYV c6 trinh do Tin hoc nang cao.

* 100% can bo gido vién cip tiéu hoc thanh phd di c6 tai khoan gmail va str
dung kha thuong xuyén.

* 100 % can bg gido vién nhan vién déu co dién thoai thong minh c6 thé cai
dit duoc ung dung chuyén doi file dir lidu.

Poi ngii can bg, gido vién, nhan vién trong trudng déu co nhitng ching chi co
ban vé tng dung cong nghé théng tin dap Gmg duoc nhimmg quy dinh chuan k¥
nang su dung cong nghé thong tin theo Thong tu 03/2014/TT-BTTTT ngay
11/3/2014 ctia B6 Théng tin Truyén théng. Tuy nhién, sé luong can bd gido vién
co k¥ nang néng cao lai rat it.

3.3.Thyc trang ve diéu kién co sé vt chit, ha ting cong nghé thong tin

phuc vu chuyén doi s6

- Khao sat thuc té CSVC trong truong cy thé: Tong may tinh trong nha truong:
27 (hong 7 cai); May tinh ca nhén cua CBGVNV: 58; S6 Tivi: 40; S6 may chiéu: 2;
3 goi Internet voi toc do duong truyen 280 Mbps.

- Tt ca cac phong hoc déu co két ndi Internet. Str dung 3 router duong truyen toc do
cao. Co s vat chat thiét bi va ha ting cong ngh¢ thong tin kha day du va thuan loi
cho viéc ing dung cong nghét hong tin, chuyén d6i sd.

-Theo s6 li¢u khao sat tai nha truong, co kha nang chuyén d6i thanh cac file dir
liéu bang cac ky thuat va thiét bi s6 hoa cu thé:

+ S0 kiém tra cia HT

+ K& hoach chién lugc cta nha truong

+ KH nam hoc

+ KH gido duc nha truong

+ KH cac mén hoc va hoat dong giao duc

+ KH bai day

+ Ho so cong tac thi dua

+ Ho so cong tac dang

+ Ho so cong tac doan

+ HO so cong tac Poan TN, Hoat dong Doi

+ HO so tac nghiép

+ Ho so ban tr

+ Ho so cong tac y té, tu van hoc sinh.

- Pay 1a mot trong nhimng thuén loi dé trién khai viéc s6 hoa ho so trong nha
truong.

- Thiét bi may tinh, dudng truyén Internet ctia mot s6 ca nhan can bo, gido
vién, nhan vién chua dap tmg dugc nhitng yéu cau dam bao cho viéc chuyén doi
s6 trong st dung, quan Iy ho so dién tu.

- Co s0 dir liéu cua nha truorng hién dang quan ly theo hinh thirc rdi rac, khdng
thong nhat thuong la thye hién viée bao cao, xu 1y dir liéu theo sy vu trén nhiéu
phan mém, nhiéu hé théng khac nhau nén chong chéo va kém hiéu qua.
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3.4.Thuec trang vé cin cik phap Iy, co ché qudn Iy chuyén doi sé

Hién nay, da c6 kha day du nhimg van ban, quy dinh vé cong tac chuyén d6i
s6 trong gido duc va linh vuc quan 1y ho so dién tir. Tuy vay nhiéu glao vién, nhan
vién con lo ngai, thiéu ty tin khi thuc hién chuyen ddi sb, st dung ho so dién tir
thay thé ho so gidy. Nguyén nhan cua tinh trang d6 1 su ban khoan vé viéc khi
str dung hd so dién tir xuat trinh trong cac dot kiém tra, thanh tra chuyén nganh,
kiém dinh chat luong...vv, c6 dugc cong nhan va khuyén khich hay khong? Dac
biét 1a cac cudc kiém tra lién quan dén cac co quan chirc ning ngoai nganh giao
duc nhu ndi vu, y té, tai chinh, kiém toén, thanh tra nha nudc. ..

Su lo ngai nay dan téi tinh trang chi dao thuc hién quan 1y mot s6 ho so nha
truong bang ca hai hinh thirc: ho so dién tir dugc sé hoa va ho so gidy. Thuc trang
nay dang gay nén tinh trang qué tai va cong kénh, tén kém cdng strc, chi phi luu
trir cia khong it ca nhan, tap thé.

Viéc thyc hién chuyén ddi s6 trong quan 1y hd so & nha truong hién nay dugc
thuc hién thy dong pho bién qua viéc sir dung mot sé phan mém quan 1y nhu: Phan
mém SMAS, Co sé dit liéu nganh http://csdl.moet.gov.vn; phan mém tap huan boi
dudng thuong xuyén ciia Bo GDPT (http://taphuan.csdl.edu.vn);danh gia chuan
nghé nghiép: TEMIS; phan mém cho ké toan tai chinh: MISA,....vv. Pay la
nhitng tng dung can thiét. Tuy nhién, chua c6 sy dong bo, théng nhat lién thong,
chia s¢é dit liéu tir cac co quan chirc nang lién nganh nén hién tai, co6 su chéng chéo
vé yéu cau nhap, xtr 1y dir liéu thong tin, gdy tinh trang qua tai phan mém va yéu
cau béo c4o cho c4c co s& gido duc cho can b, gido vién nhan vién.

Nhitng trng dung nhu Zalo, Facebook, SMS, Google, Team, Zoom....vv va
gan ddy nhat 1a Chat GPT duoc sir dung tu phat dé khai thac thong tin, dé chuyén
tai, truyén dat, trao d6i noi dung thong tin dén can bo, gido vién, nhan vién, phu
huynh hoc sinh.

Viéc tng dung cong nghé thong tin & mot s6 ca nhan cOn mang tinh hinh thirc,
chua hi¢u qua, tham chi ddi pho, tao nén nhirng kho khan rao can khi trién khai
thue hién chuyén doi sb trong nha truong.

4. Cac giai phap thwc hién chuyén ddi so trong quén ly hd so truong ticu
hoc Tan Binh

4.1. Néng cao nhin thirc vé vai tro, loi ich va higu qud ciia chuyén déi sé
trong qudn Iy hé so nha truwong

- Ban giam hiu nha truong tién phong, guong mau trong viéc ung dung cong
nghé thong tin chuyén doi 50, tao ra dong luc va hi¢u tmg tich cyc cho can b gido
vién nhan vién. Nha truong can xac dinh viéc tng dung cong nghé thong tin chuyen
ddi s6 1a mot trong nhitng nhi€ém vu quan trong, dugc dua vao trong hé thong ké
hoach hang nam.

- BGH cung cip nhiing thong tin vé quan diém, dudng 16i chinh sach cia
Pang, Nha nudc, Nganh gido duc; giup cho gi&o vién, nhan vién thay dugc su phat
trién manh mé cta c6ng nghé thong tin trén thé gisi va trong nudc, chi ra nhing
tdc dong tich cuc ma tmg dung cong nghé thdng tin c6 thé mang lai, tao tam thé
san sang tham gia boi dudng, tu bo1 dudng dé thuc hién chuyén ddi sé hd so ca
nhan, gop phan vao chuyen d6i s6 hé théng hd so nha truong.

- Tuyén truyén bang nhiéu hinh thirc dé chi ra vai tro, loi ich va hiéu qua cua
viéc tng dung cong nghé thong tin trong sir dung, quan 1y hd so dién tir thay thé


http://csdl.moet.gov.vn/
http://taphuan.csdl.edu.vn/

hdso glay Tao ra dong luc thuc hién cho can bg gido vién bang cach chi ra loi ich
trugc mat vé kinh té: d6 1a tiét kiém chi phi glay muc in an; phan tich lo1 ich lau
dai su tiét kiém cong strc, thoi gian lam hé so s6 sach; c6 duge su lién thong két
ndi chia sé théng tin dir liéu v6i dong nghiép trong va ngoai nha truong.

- Trién khai, phd bién cic vin ban cu thé vé u’ng dung CNTT trong nha
truong, khuyen khich, tao moi diéu kién cho ddi ngti gido vién hoc tap, rén luyén,
nang cao chat lugng chuyén mén va trinh d6 tmg dung CNTT. Can dinh hudng va
dat ra muc tiéu cho tung ndi1 dung cu thé, qua do theo doi tién do thuc hién cua
ting c4 nhan, timg t6 chuyén mén dé c6 nhitng diéu chinh, bd sung kip thdi phu
hop véi tinh hinh thyc té.

- T4 chire cac cude hoi thao chuyén dé, bao céo kinh nghi¢m, tham quan, hoc
tap, rat kinh nghiém & cac don vi ban.

- Tao ra cac hiéu ung lan téa bang cach t6 chirc cac phong trao ing dung
CNTT trong nha trudng. Tir 46, khuyén khich duoc viée tu nang cao trinh do, ting
nhan thirc va diy manh tmg dung CNTT chuyén d6i sb, déng thoi tao dugc moi
treong hoc tap kinh nghiém giira cAc can b giao vién trong don vi ndi riéng
vatrao d6i cac mé hinh tng dung CNTT gitta c4c nha truong néi chung.

4.2. Ting cwong boi duéng néng cao trinh dp irng dung CNTT chuyén doi
s6 cho dpi ngii cdn b, gido vién, nhan vién

- Viéc trién khai ké hoach chuyén d6i s6 can c6 16 trinh va giai phap ddi véi
tirng doi tuong can bd, gido vién, nhan vién nha trudng. Chinh vi viy, 16 trinh dao
tao va boi dudng kién thirc nang luc vé cong nghé théng tin chuyén do6i sd can
dugc xay dung trong ké hoach chién lvgc nha truong dé dam bao tinh lién tuc, hiéu
qua.

- Xay dung 16 trinh thuc hién nhi€ém vu trng dung CNTT, chuyén doi sb theo
ting giai doan. Duya trén 10 trinh  d6, nha truong xdy dung ké hoach thuc hién
nhiém vu chuyén doi sé theo nam hoc, xay dung ké hoach bdi dudng thuong
xuyén ung véi tung nhiém vu.(Phu luc 1).

- Xay dung ké hoach, ndi dung, hinh thirc boi dudng g véi timg giai doan,
xay dung ké hoach, ndi dung bdi dudng thuong xuyén dap tng nhiém vu dé ra cho
ting nam hoc(Phu luc 1).

- Xay dung d6i ngii cot can CNTT cua truong. T chire dao tao va bdi dudng
cdt can vé cong nghé thong tin ¢o trinh do dap tng t6t 9 module theo quy dinh cta
TT03/2014 (trinh 4 CNTT néng cao). Lyuc luong gido vién cbt can nay duoc giao
nhiém vy pho bién, nhan rong cac tng dung CNTT chuyén doi sb t6i tat ca doi ngil
gido vién trong truong.

- Xay dung chinh sach ddi voi doi ngil ¢t can vé CNTT nhu: tao diéu kién
cho c6t can tham gia cac 16p hoc nang cao trinh do; hd tro vé thoi gian, kinh phi
dé tham gia hoc tap boi dudng; dong vién, ghi nhén, lang nghe va chon loc sir dung
nhimg y kién dong gop, xay dung cua doi ngi cot can trong qua trinh bdi dudng,
thuc hién chuyen d6i s6 hd so nha trudng. Nha truong can dau tu, trang bi cac
phuong tién, diéu kién 1am viéc cho doi ngtl cdt cén.

Tom lai: Bé dam bao thanh céng trong chuyén doi s quan 1y hd so, BGH nha
truong can xay dung 10 trinh, ké hoach thyc hién ung voi timg nam hoc, dac biét
chu trong dén viéc kiém tra, danh gia két qua dat duoc dé diéu chinh noi dung ké
hoach, 10 trinh. N§1 dung boi dudng tap trung vao cac ung dung co lién quan dén



viéc su dung ho so dién ti nhu:

+ Google Drive

+ Google suite for education

+ Foxit Reader

+ Cac tmg dung scan, cach xudt PDF, cach chén chir ki, cac cach ghép file
PDF (bang PDFtk Free, Merge PDFs, Sodapdf.com, llovepdf.com)

+ Luu trir hd so trén Cloud..

Khong tap trung bdi du’ong qua nhleu ndi dung trong mét khoang thoi gian
ngan. Viéc tap huan nhiéu, cung lGc nhidu ndi dung sé& gay ra ap lwc, qua tai dbi
véi giao vién, tao nén nhirng hiéu Gng tiéu cuc, anh huong dén chat luong, hi¢u
qua ctia qua tinh chuyén doi s6 trong quan ly hd so nha trudng.

4.3. ChU trong ddu tw co sé vit chit, thiét bi, ha tang cong nghé thong tin

- Uu tién, chl trong dén viéc dau tu ha ting co so thdng tin, xem day la
sudau tu quan trong hang ddu dé dam bao cho hoat dong quan 1y, day hoc ¢ nha
truong dugc hidu qua. Xay dung cac quy dinh vé viéc sir dung va bao quan.

- CBQL nha trudng dam bao co s ha tang thong tin duoc quy dinh tai Diéu
4 Luat COng nghé théng tin 2006 bao gom hé théng trang thiét bi phuc vucho
vige thu thap, xtr 1y, luu trit va trao doi thong tin $6: mang Internet, mang may tinh,
mua va str dung C4c tmg dung, phan mém, ...

- Xay dung ké hoach mua sdm bd sung CSVC, thiét bi cong nghé¢ phuc vu day
hoc, gi4o duc ung voi timg nam hoc; tham muu véi cac cp 1anh dao timg budc
dau tu kinh phi bd sung may tinh, may in, bang twong tac, thiét bi nghe nhin khac
theo quy dinh tai chinh cua nha nuée.

- Lam t6t cong tac van dong va tiép nhan tai tro, kéu goi su ung ho tir phia
phu huynh hoc sinh va cong dong x4 hoi trong viéc hd tro nha truong lap dat, nang
cap hé théng mang internet két néi toan trudng, mua sim may vi tinh, may chiéu,

.. O cac 16p hoc, phong hoc.

- Kéu goi, khuyén khich, dong vién can bo, gido vién nhan vién ty dau tu thiét
bi cong nghé va cac diéu kién c4 nhan tai gia dinh nhu may tinh, dién thoai théng
minh, duong truyén internet chat lugng cao.

4.4. Xdy dung hé thong va céng cu phit hop dé thwe hién chuyén déi sé
trong qudn Iy hé so nha truong

Trong hé thdng hd so trudng tiéu hoc hién nay, ngoai hd so quan Iy hoat dong
gido duc duoc quy dinh trong Diéu 18 truong tiéu hoc hién hanh con ¢6 nhiéu ho
sokhac nhu: hd so bang va cac doan thé, ho so thi dua, hd so kiém dinh, hd so
kiém tra ndi bo, ho so y té, ban trl, hd so an toan trudng hoc.....vv

Nha truong con gap kho khan trong viéc tap hop cac van ban c6 cung chu
dé hodc dic diém dé tao lap ho so. Néu khong cé quy dinh cu thé vé viéc tap hop
ho so s& tao nén mot khdi lwong 16n van ban, tai liéu dién tir khong duoc sip X€p
thanh hé thong, gay kho khin trong cong tac quan ly luu trir. Bén canh do cling can
phai xay dung céc quy dinh thong nhat vé quy trinh, trach nhiém cua nha truong
va c4c ca nhan trong viéc quan Iy ho so dién tu.

Sau khi da cO nhiing nhan thirc ding dan, c6 nhimg diéu kién can thiét
vétrinh do nang luc va co sé vat chat, thiét bi; doi ngil can bd gido vién, nhan vién
s€ du kha nang dé tao nén mot kho hd so, tai liéu khéng 16 da duogc sd hoa. Néu
khéng c6 hé théng va cong cu quan 1y phu hop, chuyén d6i sb trong quan 1y hd so


https://quantrimang.com/cong-nghe/cat-trich-xuat-va-noi-cac-trang-tai-lieu-pdf-12930#mcetoc_1gkd5lvk93o
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https://quantrimang.com/cong-nghe/cat-trich-xuat-va-noi-cac-trang-tai-lieu-pdf-12930#mcetoc_1f7ibe7vg1
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s& 16n xon, mat phuong hudng va kém hiéu qua. Chinh vi vay, viéc nghiénctu,
lwa chon g dung lam cong cu x4y dung hé thong quan 1y 14 vo cling quan trong
va can thiét,

Giai phap xay dung hé théng va lua chon cong cu quan 1y & trong truong dugc
thuc hién cu thé nhu sau:

- Xay dung h¢ théng van ban, quy ché vé ung dung cong nghé thong tin,
chuyén déi s trong quan ly hd so nha truong.

- Trong Quy ché quan Iy va sir dung hd so ctia cac don vi quy dinh & nguyén
tac lam viéc ciing nhu quy dinh trach nhiém t6i timg ngudi, timg bd phan (Hiéu
truong, Pho Hiéu trudng, cac to trudng, ca nhan, ...). Viéc quy dinh 15 rang vé cac
hinh thirc quan 1y, khen thudng, phé binh, mdt mat tao dong luc, khich 1¢, dong
vién ddi véi nhitng gido vién tich cuc, sang tao, mit khac gop phan gay tac dong
tich cuc dbi v6i nhitng trudng hop con ngan ngai, chua cé tinh than trach nhiém
cao trong qua trinh thyc hién nhiém vu dugc giao.

- Xay dung phuong an, quy dinh stt dung ho so phu hop véi cac d6i tuong
can bo giao vién véi cac yéu cau nhu sau:

+ C6 day du thiét bi cong nghé thong tin str dung khi 1én 16p.

+ C6 ho so di dugc sb hoa dung k§ thuat va cap nhat hé théng quan Iy.

+ D3 dugc nha truong phé duyét cho phép st dung.

+ Xuét trinh kip thoi, day da khi c6 yéu cau kiém tra ngay ca trong diéu kién
khong c6 két ndi internet.

- Pbi v6i nhitng truong hop dic biét hodc bi han ché vé CNTT (han ché do
tudi tac) chua theo kip 10 trinh, Nha trudng c6 phuong an hd tro boi dudng, phan
cong cdt canphu trach.

- Pbi v6i nhitng sy ¢d bat thuong do mat, hong thiét bi can bao cao kip thoi
dé c¢6 su phoi hop, hd trg cia nha trudng va dong nghiép hodc in 4n hd so nham
dam bao cac quy dinh hién hanh.

- Nha trudng c6 su tuyén truyén van dong khuyén khich, hd trg dé 100% GV
tu nguyén ding ky st dung hd so dién tir thay thé hd so gidy. Pay 1a mot trong
nhimg diéu kién can thiét dé chuyén d6i sé trong quan 1y ho so thanh cong.

- Tao 1ap va lya chon hinh thirc quan 1y ho so hé thong quan 1y ho so phu
hopTruong TH Tan Binh theo hinh thure sau

*Hinh thie 1: Hinh thirc quan li tap trung

* Hinh thire tao 1ap: Xay dung cay thu myc phan tang theo thoi gian.

- Lua chon tng dung don gian, gan g, dé su dung, it tén kém, hiéu qua dé
dam bao su bén ving khi thuc hién chuyén doi sb trong quan ly hd so nha trudng.

- Xay dung quy trinh kiém soét, phé duyét, phan quyén, phan cong trach
nhiém quan ly theo nhiém vu dugc giao.

4.5. Ting cwong sw chi dgo ciia BGH doi véi viéc chuyén déi so trong qudn
Iy ho so nha tru’o’ng

Day la giai phap cudi cung trong hé thong giai phap clia chuyén dé nhung lai
cO vai tro rat quan trong.

BGH c0 vai tro chi dao, dinh hudng va thuc hién cacnhiém vu, chirc
nang quan ly dbi voi cac co so gido duc theo quy dinh. Péi voiviée chuyén doi
s6 trong quan 1y hd so nha trudng hién nay cu the nhu sau:

- Xay dung ké hoach, 16 trinh chuyén ddi sb trong quan Iy hd so trudng tiéu



hoc. Bao cao cac co quan chirc nang cua Thanh phé va S6 GDDT Hai Duong
(Phong GDTH) vé chi truong thuc hién Chuyen d6i s0, xin tham dinh du diéu
kién str dung ho so dién tir thay thé ho so gidy.

- Ban hanh c4c van ban huéng dan, khuyén khich gido vién thyc hién chuyén
d6i sd trong quan 1y nha trudng nédi chung va trong quan 1y hd so néi riéng.

- Trong cac Huéng dan trién khai nhiém vy nam hoc héng nam va cac van
ban chi dao chuyén mon, ndi dung chuyén doi sb ludén duge dé cap va chi dao kip
thoi, cu thé, gén két v6i cac nhiém vu khéac cua nha truong.

- Pé thiic day tién do chuyén doi s6, BGH da dong vién, chi dao, dong hanh
cling toan thé GV trong trudng, xay dung 19 trinh bdi dudng gido vién, xay dung
hé thong quan 1y dé tién phong thuc hién Chuyén dé Chuyén doi sb trong quan ly
hd so nha truong.

- Bbong vién, chi dao mot $6 gido vién trong to tung budc thyc hién s6 hoa tai
liéu, sach bao thu vién nham khic phuc han ché vé dién tich, ting hiéu qua phuc
Vu.

5. Hwéng din thue hanh mét so6 ki thuat chuyén doi so trong quan ly
hd so trudng tiéu hoc Tan Binh (Phu luc 1)

6. Két qua thuc hién cac giai phap chuyén d6i so trong quan ly hd so
truong tiéu hoc Tan Binh.

Chuyen d6i sd trong quan Iy ho so trudng tiéu hoc dang gop phan tiét kiém thot
glan Cong suc, dat hi¢u qua hon trong cong tac quan ly, dap g duoc nhitng yéu cau
ngay cang cao cua xa hdi va nhitng d6i mdi ctia nganh gido duc.

- Chuyén dé chuyén d6i s6 trong quan Iy hd so nha truong da va dang tac
dong tich cuc, mang lai hiéu ung tich cuc trong do1 ngti can bo quan ly, giao vién,
nhan vién. Pa 86 can bo quan ly, gido vién, nhan vién déu hao htng, ting ho phong
trao chuyén doi sé quan 1y hd so nha truong.

- Can by, gido vién, nhan vién tiét kiém duoc phan 16n kinh phi sir dung cho
gidy muyc in an ho so tai liéu, kinh phi str dung vao dau tu mua sam, ta gia, vat liéu
ding dé Iuu trit ho so.

- Hd so duoc luu trit khoa hoc, dé tra ciru, st dung va chia sé, mat it thoi gian
tim kiém, c6 thé sir dung céc dit liéu ho so d3 luu trit dé cap nhat, bo sung.

- Trong dau nim hoc 2022-2023, don vi da thyc hién hiéu qua viéc s6 hoa
thu vién qua phan mém Pubhtml5.

- Trong thoi gian téi, nha truong t6 chirc danh gia, rat kinh nghiém dé tlep
tuc hoan thi¢n, nang cao chat luong viéc chi dao chuyén doi s trong quan Iy hd
so truong tiéu hoc.

7. Két luan

7.1 Khang dinh két qua ciia chuyén dé

Chuyén dé da tap hop nghién ciru h¢ thong khai niém, van ban va cac co so
phap 1y, co s khoa hoc dé trién khai thyc hién chuyen dbi s trong quan ly hd so
truong tiéu hoc; khao sat, phan tich thuc trang, dé xuat dugc 5 giai phap sd hoa va
quan Iy ho so trudng TH Tan Binh nhu sau:

- Nang cao nhan thirc vé vai tro, loi ich va hiéu qua cua chuyén ddi s trong
quan Iy ho so nha trudong

- Tang cuong boi dudng nang cao trinh d6 tmg dung CNTT chuyén d6i s6
cho d6i ngli can bo, giao vién nhan vién
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- Ch trong déu tu co s& vat chat, thiét bi, ha tang cong nghé thong tin

- Xay dyng hé thdng va cong cu phu hop dé thuc hién chuyén d6i sé trong
quan |y ho so nha trudng

- Tang cuong su chi dao ctia BGH ddi véi viée chuyén doi sd trong quan ly
hé so truong va ho so CBGVNV.

7.2. Kién nghi

*Véi CaC co' quan quén Iy cap trén

- Tuyen dung, b tri du doi ngii giao vién day mon Tin hoc ¢ cac nha trudng.

- Pau tu phong may dong bd vé sé luong va chat lugng (co tir 30-35 may
tinh/phong) du dé c4c nha trudng thuc hién céng tac chuyén ddi sb.

- Pau tu thém céc trang thiét bi may moc phuc vu cho viée tmg dung cong
nghé thong tin trong cac hoat dong cia nha truong.

- Tiép tuc ban hanh cac van ban, quy dinh tao hanh lang phap 1y thuén lgi
cho cdng tac chuyén d6i s6 trong cong tac quan Iy hd so trudng tiéu hoc.

* Vi nha truwong

- BGH tuyén truyén cho can b, gido vién, nhan vién théy rd hiéu qua va
yéu cau mang tinh tat yéu ctia viéc tmg dung céng nghé théng tin trong quan ly.

- Nang cao trinh d Tin hoc, boi dudng k¥ nang ung dung cong nghé thong
tin cho doi ngii can bo quan ly, gido vién, nhan vién.

- Bong vién do1 ngii can b quan ly, gido vién, nhan vién tich cuc hoc tap,
rén luyén cac k¥ ning trong viéc str dung cac loai may moc thiét bi va cac phan
mém tng dung trong cdng tac quan ly va giang day.

- Tang cuong chia s¢ chuyén mon, khai thac cac tai liéu trén Internet va trén
trang truong hoc két ndi dé phuc vu cong tac chuyén doi s6./.

Tan Binh,thAdng  nam 2023
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PHU LUC 1

HUONG DAN THU'C HANH MOT SO KY THUAT CHUYEN POI SO
TRONG QUAN LY HO SO TRUONG TIEU HQC TAN BINH

|. Cong tac chuan bi
1. Xy dung 1§ trinh chuyén doi s6

Xay dung 10 trinh thuc hién nhiém vu ing dung CNTT, chuyén ddi sb theo tung
giai doan tir ndm hoc 2022-2023 dén nam hoc 2024-2025.

Giai dogn 1: Nam hoc 2021-2022->2022-2023: Phan dau 100% GV nha truong
dap tng dugc YCCP cua 9 module TT03. 50% GV dap tmg t6t cac YCCD cta 9
module TTO3.

Giai doan 2: Nam hoc 2022-2023:

- Chuyén ddi sb trong xay dung thu vién dién tu.

- Chuyén d6i sb trong quan 1y ho so nha trudng.

Giai dogn 3: Nam hoc 2023-2024:

- Thi diém chuyén d6i s6 trong kiém tra, danh gia.

Giai doan 4: Nam hoc 2024-2025: Chuyén d6i sb trong kiém tra, danh gia.

2. Xay dung ké hoach boi dudng véi tirng giai doan

Ung véi timg giai doan, nha truong xay dung ké hoach, noi dung boi dudng
thuong xuyén dap img nhiém vu dé ra, cu thé:

*Nam hoc 2021-2022:

- It nhat 1 GV/ t6 dap tmg tdt cac YCCD ctia 9 module TTO3.

- GV toan trudng dap ung tot cac ki nang:

+ K¥ ning stir dung Gmail hiéu qua: Huéng dan cach tao tai khoan, cach sir
dung, cach khai thac hiéu qua, chuyén nghiép.

+ Khai thac dugc tng dung, phan mém thudc Google dé quan 1y, day hoc truc
tuyén hiéu qua: Google Form (phuc vu chi yéu cho kiém tra, danh gia); Google Sheet
(phuc vu chi1 yéu cho lay thong tin, bao cdo so liéu); Google Docs (chuyén giong noi
thanh van ban).

*Nam hoc 2022 - 2023

- Tap trung boi dudng ki nang: X04 nén hinh anh; Xuét file PDF, chén chix ki;
scan van ban, Scan sach thu vién, tai liéu.

- Chuyén dbi s6 trong xay dung thu vién s6( Huéng dan CB thu vién, can bo
CNTT st dung phan mém thu vién s6 PubHTMLS)
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- Thi diém chuyén d6i sb trong quan ly hd so chuyén mén: Khdi 1, 2, 3, 4,5
(baogdm ca GVCN, GV bd mon)

BB 2021-2022.QUAN LY K..

*Nam hoc 2023-2024

Drive cla to 2021-2022.QUAN LY KE HOAC...

Thu muc

B «kHOI B kHOI2 B KkHOI3

~ AN 22 TT ™ TUAN % B TUAN - A T od -
B  Tuan 22 = AN 23 TTg = AN 24 TT (=] JAN 2517 =

- Str dung Microsoft Office Lens, Clear Scan - ing dung scan tai liéu, chuyén
tai liéu hinh anh vira quét sang file pdf, word, excel.

- Huéng dan tai Tai Liéu (Giao an) Ién Cloud trén Zalo — Luu trit tai liéu (giao
an) trén Zalo.

- Lam video ghép anh, ghép nhac bang app trén dién thoai.

*Nam hoc 2023 — 2024

- Tao sach dién tir tir Pubhtlm5.com (Luu trit ho so, so Sach, bai giang, ... tot
nhat 1am tai liéu tham khao trén thu vién dién tir nha truong).

- Tao d¢é thi tric nghiém online, tron dé trac nghiém.

Tiéu két: Cac noi dung CBQL, GV can phai 1am duoc (biét cach 1am) trude
khi trién khai s6 hoa hd so:

1. Biét si dung Gmail

2. Khai thac dugc ung dung co ban cua Google Drive:

13



- Tao thu muc

- Luu trit hd so tai thu muc béng cach str dung tinh nang Tai t€p 1én, Tai thu
muc lén.

- Chia sé thu muyc tai liéu trén Drive va cach thiét 1ap Quyén truy cap chung
cho nguoi dugc chia sé.

- Tao 16i tat.

- Bién Drive thanh USB trén may tinh c& nhan/ dién thoai.

3. Chuyén file word sang pdf

4. Tao chit ki bang hinh anh, chén chir ki vao word.

5. Khai thac va str dung duoc 1 phan mém doc file pdf: Adobe Reader/ Foxit
Reader, ....

- Tai phén mém, cai dat.

- Chén chit ki/ con dau trong file pdf

- Chén ndi dung van ban trong file pdf

6. Scan tai li¢u: Clear Scan

3. To chirc thure hién

1. Hoan thi¢n cé&c vdn bdn quy ché, quy dinh, hinh thanh méi truong thic
ddy teng dung CNTT (Xay dung Quy ché sir dung hé so dién tir)

Viéc xay dung Quy ché quan Iy va sir dung ho so dién tir phai dugc tap thé su
pham théng nhét trén tinh than tw nguyén, dan chu. Ké hoach xay dung HSPT phai
dugc dua vao ké hoach cu thé timg nam va duoc théng qua hoi nghi CBVC lam co
s& cho cac bd phan xay dung ké hoach, chi tiéu.

Trong Quy ché qudan Iy va sir dung ho so dién tir can quy dinh rd nguyén tac 1am
viéc cling nhu quy dinh trach nhiém t4i tirng nguoi, tirng bd phan (Hiéu truong, Pho
Hiéu trudng, cic t6 truong, ca nhan, ...). Viéc quy dinh rd rang vé cac hinh thirc
quan ly, khen thuong, phé binh, mét mat tao dong luc, khich 1¢, dong
vién déi v6i nhitng giao vién tich cyc, sang tao, mat khac gop phép gay tac dong tich
cuc doi voi nhitng truong hop cOn ngan ngai, chua €0 tinh than trdch nhiémcao
trong qua trir]h thue hién nhiém vu dugce giao. ‘ o

Quy ché quan ly va su dung ho so dién tir 1a cong cu can thiét dé quan 1y hi¢u
qua hé thong ho so dugc sd hoa trong nha trudng.

2. Xay duwng hinh thirc tao lip hé so

Théng nhat viéc tao 1ap va cap nhat van ban, tai liéu, ho so dién tir dé phuc vu
trao doi, xtr 1y, luu trit trong nha truong, tao thuan lgi trong viéc quan 1y, sir dung
van ban, tai liéu, hd so dién tir trén mi truong mang.

* Hinh thire 1: Hinh thire quan Ii tip trung

Hinh thirc ndy, CBQL nha trwdng sé tién hanh nhw sau:

- Buée 1: CBQL nha truong lap 1 Gmail méi va sir dung Gmail dé dé tao
lap hd so nha twong (1ap cAy thu muc). CBQL nha truong sé lap cac thu muc
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chinh nhw thw muc CHI BQ, thuw muc QUAN LY CHUYEN MON, ....; thw muc
cac TCM ciing nhw thw muc ciia tirng GV va thye hién phin quyén cho GV.

*Luwu Y. GV khong phai l1ap thue muc. GV chi viéc vao the muc dwore chia
sé voi minh va up ké hoach bai day, cac ho so Ién.

NAM HOC 2022 _‘CI'_‘iﬁ

VAN BAN CHi DAO (O THI BUA - KHEN THUT SO DANG BO (] PHO CAP figh NGHI QUYET &3

KIEM TRA NQI BO P Il KEHOACH BAI DAY [ B kEHOACH[T DOAN DOI & CHIB) ® gy

B3 80! DUONG THUONG B siocioT BAN TRU &

- Buéc 2: Yéu cau GV nha trwong ldp Gmail méi va cung cip dia chi
Gmail chuin d6 cho CBQL nha truong.

thienhien91&gmail.com
hoangduong38 79 &agmail com
xuanhiencp@amail com
lenhattuong @gmail.com

chuyenvientuvanpk @gmail .com

L= SR CE T S U U

phuongach 72 &agmail com

|

klovang09gmail.com

g tienintcengroup @gmail .com

9 quackxuanalm92&gmail .com

10 |nguyenhuunghiaZha@yahoo.com.vn

11 |tung tranduy31&gmail .com

- Bude 3: CBQL nha truong sé chia sé thw muc ma nha truong di tao dén
tirng doi twong GV bang cach add gmail va phén chia quyén cho GV.

Luuy:

+ Véi cac vin ban, ké hoach ciia nha trwong: Phan quyén & cAp Nguwoi xem
(Chi dwgc xem file) @i véi 100% GV nha trudng.

+ Véi thu muc ca nhan cia GV: Phan quyén Ngwoi chinh sira d6i v6i GV
d6, phan quyén & cAp Ngwoi nhdn xét d6i v6i cac to trwéng, t6 pho phu trach
GV.

¢ Bénhd

D& s dung 2,97 GB trong
tong s0 15 GB

Mua bd nhd
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3. Xay dung cay thw muc

3.1. Xay dung cdy thu muc theo ting béc

- Bac 1: Danh muc duoc quan |y theo Diéu 1é trudng hoc va mét sb ndi dung
phuc vu cong tac day va hoc ctia nha truong.

Tén

+®  BAN GIAM HIEU
A
. CHIBO

CHIDOAN

toi

l &

CONG DOAN

ﬁ HOI DONG SU PHAM

B=  H1dipoNG TOKT

Danh muc thudc I6p 1
Tén thu muc viét khong dau
Uu tién ngan-gon

B 7o cHuveN MoN GIAo DUC

- Bac 2: Noi dung duoc sap xép theo ndm hozc nam hoc

- ~ Be‘r'\lGlAMHIEU v -
Sap xép theo nam hoc

Ton

I navHOC 2021-2022

- Bac 3: Danh muyc quan ly theo ndi dung

o - B»}\[\!GIAM HIEU ~
Sap xép theo nam hoc

Ten

B NAMHOC 20212022

- Lép thir 3: Danh muc quan
1§ theo néi dung BB NAMHOC 20202021

CCHI BO>>*NAM 2022] ~

_NGi dung quan ly trong ndm

Tén W

BB VAN BAN CAP TREN

BB THEO DOI DANG VIEN
B KET NAP DANG VIEN
BB KE HOACH, NGHI QUYET, BAO CAO

BAN KIEM DIEM

’ B nam202

B nam2021
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-Bac 4,5, ...: Noi dung duoc quan ly theo su linh hoat ctia nha truong

CHIBO > NAM2022 > KETNAPDANGVIEN X HO SO DANG VIEN )

~ "_7-7" z
M manvies | NOI dung quan ly dugc tao tly

+vao muc dich luu trif thong tin cua nha trudng
Il NouyinThiA 100

3.2. Xay dung cady thu muc theo thoi gian

Thu muc

BB NAMHOC 2023-2024 BB NAM HOC 2022 - 2023...

Trong mdi nim hoc, tao thu muc:

- Thu muc bac 1: Dua trén nhu ciu va cach quan Iy cua timg nha trudng. C6
thé tham khao:

1. S6 dang bo.

2. Hoc ba.

3. Bang tong hop két qua danh gia gido duc cua 16p

4. Ké hoach chién lugc phat trién nha trudong va ké hoach hoat dong gido duc
theo nam hoc.

4.1. Ké hoach tac nghiép

4.2. K& hoach bai day

5. S6 quan Iy can b, gido vién, nhan vién. (Kiém tra noi bo)

6. S6 quan Iy cac van ban.

7. Nghi quyét

8. B6i dudng TX

9. Ho so gido duc hoc sinh khuyét tat (néu c6 hoc sinh khuyét tat hoc tap).

10. Thi dua - Khen thudng

- Sang kién

- Hd so tién tién, ....

- Thi GVG
Drive cla toi NAM HOC 2022-2023 g ~ =
Thu muc Tén ¥
PHO CAP G DOAN DOI 6@ CHIBO ® & BB siocio T B3 BANTRUR
B8 10.THIDUA-KHENT.. BB 9. HSKHUYETTAT B3 8.BD THUONG XUYEN ... 7. NGH| QUYET «3 6. QUAN LY VAN BAN ...
5. KIEM TRA NOI BO P> BB 4.2 KEHOACHBAIDA.. B3  4.1.KEHOACHTACN.. BB 4 KEHOACH GIAO DU.. BB 3.BANG TONG HOP
B8 2HoceA 1.50 DANG BO [J
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- Thu muc bac 2: Thuw muc TCM
Vi dy: Tai Thu muc Ké hoach bai day, 16p 2 1a:

Drive cliatéi > NAMHOC 2022-2023 gy > 4.2. KE HOACH BAIDAY [ ~ S|
Thu muc Tén
B 16s 164 T63 B 62 T61

Driveclatdi > e > TO1 > 1C.NGUYEN THILAN PHUONG ~

- Thu
Vi dU Thu muc

Drivecliatéi > NAMHOQC 2022-2023 fy > 4.2.KEHOACHBAIDAY (@ > TO1 ~

a2 B
ACH DAY HOC

Thu mue

Téen ¥
B3 NGUYEN THI HUONG B3 NGUYEN THANH THUY B3 MY THUAT. VOVANQ.. B3  GDTC.DUONG THI MAI ... B3 1G.NGUYEN T.PHUON...
B3 1ENGUYEN T. HUYEN B3 1D.CHU THI THU HIEN B3 1C.NGUYENTHILANP.. 1B.VU THI TUYET LAN 3 1A.PHAM THI MINH H...

- Thu myc béc 4: C4c ndi dung cé lién quan dén tirng GV.

Hb so GV gom:

1) Ké hoach bai day.

2) SO ghi chép sinh hoat chuyén mén, du gio va theo ddi danh gia két qua hoc
tap cua hoc sinh.

3) S6 cha nhiém (ddi véi gido vién chii nhiém). ,

- Thu muc bac 5: Thu muc con cua ndi dung 2: Nghi quyét va BDTX

Vi du:

Drivecliatdi > e« > 1C.NGUYENTHILANPHUGNG > 2.NGHIQUYET ~ 2
Thu muc
B3 NGHIQUYET TRUGNG B3 NGHIQUYETTO

Drivectiatdi > += > 1C.NGUYENTH|LANPHUCONG > 2.1.BDTX ~ =

Thu muc

I3 BDTX TRUGNG B BDTXTO B3 BDTX CANHAN
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LOP1 — LOP2 — | Loe3

1BANGED

|—> | vops | Lops |

2HOCEBA TCM1,2,3,4,5 |_|.| GV 1,2.5.4.5, .. ‘ ‘ 5 loaihd sor H HQ,BDTX ‘

[ smincTE || ernoriokmern || oviz3es.. |

4 K HOLCH

4 1.EHTH
4 2. EHEAI 4%
DAY

5. KTHE

MAMHOC

TCM1,2,3,4,5 | | GV 1.2.3.4.5. .

& 0L VEAN
THQUYET
SEDTXE

9 HSET

10.TE-ET

4. Thue hién mét so ky thuat phuc vu chuyén doi sé

4.1. Xay dung cay thuw muc (danh cho CBQL)

Buoc 1. Lap Gmail

- CBQL nha truong lap 1 Gmail méi, c¢6 thé dat tén Gmail theo tén truong dé
thudn tién cho viéc quan ly.

- GV nha truong 1ap 1 Gmail méi va chi str dung Gmail d6 trong quan Iy hd
s0, s sach, khong dugc dung Gmail dé vao cac viéc khac dé dam bao dung luong
Gmail. GV cung cép dia chi Gmail ca nhan d6 cho BGH nha truong.

Budc 2. Dang nhdp Google Drive
Nhép dia chi drive.google.com dé st dung.

Google
Pang nhap

Tiép tuc t6i Google Drive

Email hodc & dién thoai

tohieu22tphd@gmail.com

Ban quén dia chi email?

Déay khdéng phai may tinh ctia ban? Hay str dung ché& do
Khéch dé dang nhap mét céch riéng tu. Tim hiéu thém

Tao tai khoan Tiép theo

Google
NGUYEN THI THANH THUY

L' tohieu22tphd@gmail.com v

Nhap méat khau cla ban

[ Hién matkhau

Ban quén mat khau? Tiép theo
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& Drive Q  Tim trong Drive i @ 0 & m B
Drive clia toi ~ :::] .
+ M ® B
Buge dé xuit
» @ onveciawi
» [0 maytion @
2, Dugcchiasé vl i
@© candsy
+
fr Cogindiusao 3 0SGVicp 4xisx 22:23.DS GV BAO CAO Gl. BAO CAC STS0 HANG NGA. 3 S0 QUYET DINH.xisx 3 CAULACBOXISX
B30 8 md vio tudn trute Ban 05 ma vao théng e Bon 88 md vdo thing truse Bon 0B md vio thing truée 8an 4 md vao thing trude
[ Thingrac
Ten 4 Chis 56 hitu Sira 61 fan cudi Kich c3 tép
& Bonh
. I NAMHOC 20222023 10 23thg 8, 2022 toi
1
B3 22:23.DS GV BAO CAO GIAI PHAP NCCLGD xisx. 2% 0 1219 186 KB
Mua bd nhg
BAO CAC'ST SO HANG NGAY (2022:2023) 2% % 9K8
BAOCAOSISO 24 ]
£l CAULACBOXsx &t 10 17 thg 10,2022 28x8

Buwdéc 3. Tao thuw muc trén Drive
Nhép vao dau cong Méi & goc trén bén trai trang Google Drive, roi chon
Thw muc.

a Drive Q  Tim trong Drive - @ 0 ® w
ia toi B 0 |
3 Thumuemdi
it
Téitgplen
[o Téithmuckn
= 1
B Google Tailiéu E
Google Trang tinh
) Google Trang trinh béy 1 . -
o 9 e v Vlap 4 xisx u 22-23. DS GV BAO CAO Gl BAO CAC SI SO HANG NGA. u SO QUYET DINH.xisx u CAU LAC BO xisx
B Google Biéumiu 180 tusn truse 8an 48 mé vo thang truoc Ban 4 mé vo thing truéc Ban di mé vao thang trude Ban d md vao thing trude
Ung dung khac
Ten Chi 6 hiu Sura d6i fan cudi Kich c6 16p
& Bonh
. BB NAMHOC2022-2023 i 23thg 8,202 16i
B 2223 DS GV BAO CAO GIAI PHAP NCCLGDxlsx 2% i 1219 186 K8
BAO CAC SI SO HANG NGAY (2022-2023) &% 9KB
BAOCAO SISO 2% 0 15 KB
] CAULACBOxisx it e 171hg 10,2022 28K8
E3 DSGViopaxisx 2% 101 1221 S9KB

bat tén cho thu muc t:;()w?tféﬁrihf}oogle Drive (Vi du: NAM”HHOAC 2022-2023),
sau d6 nhap chudt vao Tao.

Thu muc mdi

[ Thur muc khdng cé tidu dé

Bang cach twong tu, ching ta tao cac 16p thu muc can quan Iy trong nha
truong (thu muc con).

Buwdéc 4. Chia sé thw muc tai li¢u trén Drive

(Chi lam trén giéo dién web)
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B1: Nhay n(t phai chudt vao thu muc can chia sé¢/ Chon Chia sé

6 Drive Q  Tim trong Drive = @ 0 @« r
+ v Drivecliatéi > NAMHOC 2022 - 2023 ~ ® & W H O B
Ten Chii 6 hiru Sira d3i fan cudi Kich ¢& tép
» [@ oriveciatol a
BAN TRU 1ol 27thg 8, 2022 161 -
» OO Méytioh B "
@
2 buoge chia sé véi 16i M Biocho o0 24 thg 8, 2022 101 -
& oo Mo ban: >
© Ganday [ :] v 2 i 311thg 8, 2022 161
+
C6 gén dau sao S+ Chiasé
% . m - w0l 24thg 8, 2022 tol -
@ Thingric GD  Nhan dudng lién két
B [ Hiénthivitithemye toi 10thg 10,2022 t6i =
B3 nhé (&} Thém I6i tat vao Drive
S son n C’ 161 25 thg 8, 2022 16i -
- (3 Dichuyéntéi
4 sr dung 601,4 MB trong : .
16ng 5615 GB B/  Thém vao thu myc C6 gén dau sao 1ol 1thg 9, 2022 1ol =
o Dai tén
Mua b nhg [ 2z i 241thg 8, 2022 161 -
€ Thay dsimau >
B Q  Timkiémtrong BAO CAO i 241hg 8, 2022 t6i -
B O xemchitiét tol 241hg 8, 2022 161 -
&, Taixudn:
[ ] = 9 tol 24 thg 8, 2022 t6i -
Xéa
[ ] } t 24 thg 8, 2022 161 - N

B2: Nhap dia chi Gmail cho tai khoan mudn chia sé
Mudn chia sé thu muc véi 1 nguodi cu thé hodc nhiéu nguoi, chung ta chi viéc
nhap/ copy dia chi gmail ngudi d6, hodc nhap/ copy dia chi gmail nhiéu ngudi vao
cung 1 ldc.

Chia sé "BAO CAO"

lamluuB9gk@gmail.com

lamluu89gk@gmail.com
lamluug89gk@gmail.com

B ORI 22 Pha@ gl Com

Quyén truy cap chung

a Hanché «

Chi nhiing ngudi c6 quy@n truy cap mai c6 thé md bing dudng lién ket nay

@ Sao chép dudng lién két Xong

B3: Thiét 1ap Quyén truy cdp chung cho nguoi duoc chia sé

- CO thé stra: Nguoi nhan dugc lién két c6 quyén cap nhat file.

- C6 thé nhan xét: Ngudi nhan duogc lién két co quyén nhan xét.

- C6 thé xem: Nguoi nhan duoc lién két chi co quyén xem file.

- Sau d6 nhap chudt Giri 1a hoan thanh.

Luuy:

+ V6i cac viin ban, ké hoach ciia nha truweong: Phan quyén & cAp Nguwoi xem
(Chi dwoe xem file) ddi voi 100% GV nha truong.

+ Vé6i thw muc c4 nhan ciia GV: Phan quyén Ngwoi chinh sita d6i véi GV
d6, phan quyén & cip Ngwoi nhin xét d6i v6i cac to trwéng, t6 pho phu trach

GV.
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4.2. Tdi tai liéu 1én thuw muc (danh cho GV)
Buwiée 1. Tao 16 tit thw muc, tdp tin dwoc chia sé

- Chi lam trén gido dién web ddi v6i nhitng nguoi duogc chia sé.
- Loi tat 1a duong lién két dan dén mét tép hodc thu muc khac. Muc dich cua
budc nay 1a giup GV dé dang tim va sip xép céac tép/thu muc trong Google Drive,

tranh tinh trang cac tép/thu muc duoc chia sé tan mat.
B1: Nhay chon muc Pwgc chia sé voi toi

L Drive
b mai

» @] Driveciatei
» [0 Méytinh
23, Dugc chia sé voi toi
Gan day
€6 gan dau sao

Thiing réc

BG6 nhé

0D @& % O D

1

Mua b nha

Q Tin

tronc

Drive

Pudgc chia sé vai toi

HDH Tin hoc I6p 4.pdf 2%

Ten
=
B3 Tinhoc-L
[ Métathuy
@ HuoNG D2
B HuoNG DA
DANG KIT
BAO CAC¢
F  Activ3wit
$  KMSpicoy
B Laypass4
B LaypassS

&, Bugc chias

«» Mébang

2+ Chiasé

@D Nhén dubng lién ket

@ Thém I6i tat vao Drive

Thém véo thu myc C6 gan dau sao
Doi tén
Thay d6i mau

Tim kiém trong Tin hoc - Luu Thj Anh Lam

Xem chi tiét

Chan tohieu22tphd@gmail.com

OO LPAON

Tai xuéng

Xéa

&

o &

Ngubi chia sé

@ Tiéu hoc Tam Higp

Y.~ THANH THUY NGUYEN TH|
@ T oeng it

° Tu Dang Linh

@ 0 buong Tung

® 0 ®
W ::: O]
Ngay chia sé ~

81thg 9, 2022

81hg 9, 2022

>

B2: Nhay nut phai chudt vao thu muc, tap tin duoc chia sé/ chon Thém 16i tat

vao Drive

E=" Y

Dugc chia sé véi 161

Gan day

C]
Y Cogand
o
(@)

Mua bd nhé

@ 8B 8 8 B 8

4]

HDH Tin hoc 16p 4.pdf 2%
& Mdbang
Tin hoc - L ¥
o4
Motithyy <= Chia sé
GD Nhan duong lién két
HUONG D#
w
phocice - Pditen
@ Thaydsimau
¥ 4V3WIC  Q  Tim kiém trong Tin hoc - Luu Thi Anh Lam
¥ KMSpicod () xem chitiét
L o4 @ Chan tohieu22iphd@gmail.com
&, Téixudng
Lay pass 5
W xéa

&\ Pugcchias

T @ ThémIGi tat vao Drive
. @ Drive clia tdi >
DANGKIT Thém vao thur muc C6 gén déu sao

Buwdc 2: Tii file hodc thw muc I1én Google Drive

D HDH Tin hoc I6p 4.pdf %

B Tinhoc - Luu Thj Anh Lam

Drive

[0 Maytinh

% Dugc chia sé vai toi

* C6 gan dau sao

X

THEM LGI TAT

Pé dua file 1én Google Drive, nhap vao dau cong Méi ¢ goc trén bén tréi
trong Google Drive.




« - C @ drive.googie.com/drive/my-drive

Q| Tim trong Drive -

Drive cta téi ~

i
o
o' [E]  orive cia tsi fh Taltéplén
] T thu myc lén _— —
2, uoc chia sé véi tai — et
g Giin ddy B Google Tai liéu X
& A R AL Google Trang tinh > e S

Nhap vao diu cong Méi ¢ gdc trén bén trai trang Google Drive, c6 cac lwa
chon dé tai 1&n Google Drive nhu sau:

* Tai tép 1én: chon tung file riéng 1¢ tai 1én tur tur.

 Tai thw muc lén: chi chon thu muc, toan b file trong thu muc s€ dugc
tai Ién Google Drive.

Ngoai tai file tir may tinh 1én Google Drive, con c6 thé tao mot s file khac
duoc Google Drive hd trg nhu Google Tai liéu (Google Docs), Google Trang
tinh (Google Sheets), Google Biéu mau (Google Form) ...

Luuy:

- Sau khi tai file 1én, c6 thé ddi tén, x0a, hay lam mot s6 thc vu béng cach nhép
chuot phai vao file.

- Khi GV tai file/ thu muc véi muc dich dé chia sé v6i nguoi khéc, can thuc
hién thao tac chia sé nhu hinh dudi day:

& Chiasé "BAO CAO" (ORI}

& 'amiuusogk@gmail.com X Ngudi chinhstra v

Théng béo cho nhig ngudi nay Ngudi xem

Loi nha s s
A Ngu6i nhan xét

Ngudi chinh stra
Sap xép, thém va chinh sira tép

@ Sao chép dudng lién két Huay

4.3. Bién Drive thanh USB trén mdy tinh nguoi diing, gitp dé dang qudn
ly va chinh sira tai liéu trén may tinh (Danh cho ¢d CBQL, GV)
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Budc 1: Nhay chudt banh rang/ chon Tai Drive cho may tinh

L Drive Q  Tim trong Drive T @ O
b o Drive ciiatdi > NAM HOC 2022 - 2023 ~ Cai dat
o1
Téi Drive cho may tinh
Ten A Chii s hiru st i i
» @ oriveciatsi Philm 3t
AN TRU 27 820227107 =
» [0 Maytinh B s m »
2, buoc chia sé voi toi B Biocio i 24 thg 8, 2022 191 -
©®© candsy B3 BOIDUGNG THUONG XUYEN toi 31 thg 8,2022 tai -
C6 gén d
* ¢ gandausao BB cHIBO 161 24 thg 8, 2022 161
[ Thingric
B3 DOANDOI 161 10 thg 10, 2022 t6i -
B nh
S Bonhs B3 KEHOACH 16i 25 thg 8, 2022 toi
¢ 2: Nhay ch ai ing d Drive danh cho may tinh
Budce 2: Nhay chon Tai wng dung Drive danh cho may tin
Try

& Google Drive

Luu tr tép mot cach an
toan va truy cap trén moi

thiét bi

Ca nhan Nhom Doanh nghiép Tai xuéng

Chon céc thu muc trén may tinh d€ déng bd hoéa véi Google Drive hodc sao luu vao

Google Photos va truy cép tat ca ndi dung ngay tir may tinh Windows hodc may Mac

Tai i'ng dung Drive danh cho may tinh

Google Drive - Preferences

L Drive
inkPa

My ThinkPad L
Choose a folder o
to Google Photos

Add folder
& Google Driv]

Syncing files 1}
OO eroject asse|
3 pocuments
& Google Pho

Backing up o]

T3 Family phot

Budc 3: Sau khi tai tng dung xong, nhay dp chudt vao ung dung dé cai dat
va choi dgi. Chon Singn in with browser

Google Drive

I —

Budc 4: Bang nhap tai khoan gmail
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Choose an account

to continue to Google Drive for desktop

Anh Lam

tamiuuB9gk@gmail com

(® Use another account

Before using this app, you can review Google Drive for
desktop'’s privacy policy and terms of service.

English (United States) ~ Help Privacy Terms

Budc 5: Chon Singn in

G Sign in with Google

Google
c

Make sure that you downloaded

this app from Google
Anh Lam

lamiuu89gk@gmail com

Success! &

You've signed into Google Drive.

To continue, close this window and return tg
Google Drive.
Don't sign in to Google Drive for desktop unless you're
sure you downloaded this app from Google

If you downloaded Google Drive for desktop from Google,
this app may be asking you to sign in again now because
this app was recently updated

If you're not sure whether you downloaded
Google Drive for desktop from Google, you should delete

this app
Cancel Sign in
M ThisPC
English (United States) ~ Help Privacy Terms
New Z —Sort- E=—rew

¢ > + 4 > ThisPC

v Quickaccess Folders (6)

@ Desktop  # - Desktop E Documents - Downloads Music B Pictures

& Downloads # " .
= v Devices and drives (5)

= Documents #

.= Windowsystem (C:) Data (D) Giao an (E:) Google Drive (G:) BD-RE Drive (H:)
RPicures » W - W 86,6 GB free of 111 GB — 4,87 GB free of 15.0 GB
) BD-RE Drive #
- K\ »
- I\ »
w= Google Driv #

/% Baitap monTh
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K&t qua:Xuét file PDF, chén chit ki, con ddu

4.3.1. Chuyén file Word sang PDF
Budce 1: Mo file Word chon File/ chon Save as

Budc 2: Trong 6 Save as type/ chon PDF (*.pdf)

Il Save As X
2~ « 20222023 > GidoAn-KH > Tuin v G £ Search Tusn
A
Organize *  New folder = (2]
> [ Documents Name Date modified T
> L Downloads @ Gido &n - Tuan 1- Lam.docx 10/09/2022 2:43 CH M
> @ Music
@ Tuan 2.docx 11/09/2022 4:40 CH M
> P Pictures
| > g3 videos @ Tuan 3.docx 17/09/2022 4:38 CH M
> &= Windows (C) ) Tuan 4docx 24/09/2022 10:17 SA M
> == DATA (D) N
@ Tuan 5.docx 24/09/2022 932 CH M
> o lamluug9gk@gmail com - Google... (G)
File name: | Gido an - Tuan 1- Lam.doox -
Save as type: | Word Document (*.docx) v

uthore | Word Document (*.docx)
Word Macro-Enabled Document (*.docm)
Word 97-2003 Document (.doc)

‘Word Template (*.dotx)

Word Macro-Enabled Template (*.dotm)
\Word 97-2003 Template (*.dot)

XPS Document (* xps)

Single File Web Page (*mht*mhtml)
~ Hide Folders Web Page (*.ntm;=html)

Web Page, Filtered (*htm;*.html)
Rich Text Format (*.rtf)

Plain Text (~.txt)

Word XML Document (*xmil)

Word 2003 XML Document (*xml)
Strict Open XML Document (*.docx)
OpenDocument Text (*.0dt)

Budc 3:Chon duong dan chira tép/ Nhan Save
4.3.2. Chen chir ky, con diu trong Word
Budc 1:M¢ tép soan thao/ Chon thé Insert/ chon Picture
Budc 2: Chon tép hinh anh chir ky/ Nhay chon Insert

< v/ @ > ThisPC > Desktop O Search Desktop
Organize ~ New folder g - i} o
@l Desktop * BAO CAO Dung GK GA SACH GA tham 3p 4 LGP 4C PHIEU BAI
Lbaissis . EQMS GlAO khao TAp
% Downloads KHOA MOl
= Documents # - CANH D...
PN Pictures » :': 8
=—DATA(D) # & - b
> TAI LIEU TAP HUAN 1.png 278019375_ con condaujpg chu ky
M lamiuusagke s HO SO'S6 454583893 déupng Lamjpg
== tohieu22tphd # 433735_201
5 33880208...
Giao An - KH
TAP HUAN HO € ,.f - - Z: )
Ui chu ky logo.jpg
Zalo Received Fi thuyjpg
File name: !chu ky Lamjpg v | All Pictures (*emf*wmf*jpg;*j v
Tools v Insert % Cancel

4.3.3. Chén chir ky, con déau vao file PDF bang Foxit Reader
C6 nhiéu cach dé chén chir ky, con dau vao file PDF nhu chén online véi

SmallPDF, PDF24 Tools, ...; chén truc tiép véi Foxit Reader, Adobe Acrobat
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https://thuthuatoffice.net/chen-chu-ky-vao-file-pdf.html#Chen_chu_ky_vao_file_PDF_online_voi_SmallPDF
https://thuthuatoffice.net/chen-chu-ky-vao-file-pdf.html#Chen_chu_ky_trong_file_PDF_online_voi_PDF24_Tools
https://thuthuatoffice.net/chen-chu-ky-vao-file-pdf.html#Chen_chu_ky_vao_file_PDF_voi_Foxit_Reader
https://thuthuatoffice.net/chen-chu-ky-vao-file-pdf.html#Chen_chu_ky_vao_file_PDF_voi_Adobe_Acrobat_Reader

Reader. Trong chuyén dé nay, tac gia dé xuat cach chén thong dung nhat, dam bao
moi GV déu thyc hién dugc d6 1a chén chit ky, con ddu vao file PDF bang Foxit
Reader.

4.3.3.1. Tdi va cai diat phdn mém Foxit Reader
Pé tai Foxit Reader, vao trang web: https://www.foxit.com/downloads/ >

Chon vao Free Download & myc Foxit Reader > Chon hé diéu hanh va ngdn ngit
ma ban mudn > Nhan Free Download (hodc c4c trang web tai phan mém mién phi
dé tai Foxit Reader vé may tinh)
Sau do thuc hién cac budc cai dat nhu sau:
Buéc 1: Chay file cai dat tai vé -> chon Next

£33 Setup - Foxit Reader — X

e @ Welcome to the Foxit Reader
Foxit Setup Wizard

Reader
This will install Foxit Reader on your computer.

_ Itis recommended that you dose al other applications

Click Next to continue, or Cancel to exit Setup.

best PDF
Reader

‘ﬁ Setup - Foxit Reader - X

mm@mmmnmmwhmofm
with the i

before

[FOXIT SOFTWARE INC. LICENSE 4
AGREEMENT FOR DESKTOP SOFTWARE
APPLICATIONS

Sep 23, 2020

IMPORTANT-READ CAREFULLY: This Foxit Software Inc.

("Foxit") License Agreement ("License” or "Agreement”) is a
legal agreement between You (either an individual or an v
(@)1 accept the agreement 0

(O1 do not accept the agreement

www.foxEsoftware.com [ <Back |[Cnext> Cancel

Budc 3: Chon thu muc luu trir -> Chon Next
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https://thuthuatoffice.net/chen-chu-ky-vao-file-pdf.html#Chen_chu_ky_vao_file_PDF_voi_Adobe_Acrobat_Reader
http://www.foxit.com/downloads/

Bwoc 4: Chon Next

Buwéc 5: Chon Next
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Bwée 6: Chon Next

Buéce 7: Tich chon Don’t install free 14day trial of Foxit PDF Editor -> Chon
Next

ﬁ Setup - Foxit PDF Reader

Need more from your PDF solution? Many Workflow require the additional
capabilities of Foxit PDF Editor. It expands the capabilities of Foxit PDF Reader to
include:

= Editing PDF content

= Organizing PDF documents (i.e. move, delete, add, flatten, crop, and extract pages)
» OCR of scanned documents

= Exporting to other file formats

» Developing PDF forms

= Protecting PDF files (i.e. encryption)

Learn more about_Foxit PDF Editor

() Install a free 14 day trial of Foxit PDF Editor
© Don't install a free 14 day trial of Foxit PDF Editor

wwow. foxit.com < Back Next > Cancel

Buwée 8: Chon Install
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Doi phan mém Foxit Reader cai dat vao may tinh

Buéc 9: Chon Finish dé két thuc cai dat.

4.3.3.2. Céch tao chi ki dién tir bang hinh dnh

Buéc 1: Ky chit Ky cta ¢4 nhan 18n gidy trang mot cach rd rang.

Buéc 2: Str dung dién thoai c6 phan mém scan dé quét chix ky, sau d6 luu
dudi dang .jpg hodc .png. Hodc chup hinh chit ky mot cach 1d nét va day d anh
sang.

Budre 3: Cit va chinh stra chit ky bang 2 cach sau day:

Céch 1: Sira trén PPT: Str dung chirc ning Remove background dé x6a nén roi
luu trir chir ki vao 1 file.

Céch 2:Sir dung website mién phiRemove.bg, ClippingMagic, PhotoScissors,

Budée 4: M6 tai lidu can ky, chén chit Ky vao phan ky tén cua tai lidu.

4.3.3.3. Chén chir ki, con diu trong PDF
Budéc 1: Mé tép PDF bang Foxit Reader
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https://fptshop.com.vn/phan-mem
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4. Digurchinh; bo sUNg ndi dung trong PDF
Bué¢1: Mo 'tép EDF bang Foxit'readet. = -

Buée2: Trong,,thé..Comment,..chgn..]'.ypew]fit.er ...........................................
E L Al 2

Buwée:3: Nhay chudt vao vi tri muon soan thém ndi dung can bo sung. Sau do6

gd ngi dung

BGH duyét

Buwdéc 2: Trong thé Home/ Nhay chon Fill & Sign
Buwéc 3: Nhay chudt hinh diu +/ Chon Import/ Nhay chon UploadSignature

File Home Comment Protect Share Fill & Sign Q

O T b er i e

Hand Select _ Manage Add Comb Predefined
» Signatures S Text  Field Text™

c]
T <on
454583893  TOAN.pdf asupng

TuGn: - Foxit PDF Reader

'Sign
TAB 2 v X e [
Add Comb Predefined — 0 Close

Text Field Text™

PHO HIEU TRUONG

Fham Ui Oliank



5.1.4.3.4. DPiéu chinh, bé sung néi dung trong PDF
Buwéc 1: M6 tép FDF bang Foxit reader
Bwoc 2: Trong thé Comment, chon Typewriter

File' Home View \ Protect Foxit eSign Share Help Fill & Sign Q
Q

M T oT7TT L T B8 O B B m

Typewriter Textbox Callout Drawing Pencil Eraser Area Search &  Measure  Stamp
M Highlight Highlight v M

Hand Select Note  File
v T LT

Buwée 3: Nhay chudt vao vi tri mudn soan thém ndi dung can bd sung. Sau d6 g

noi dung

......... Comment ew n  Protect  FoxiteSign  Sha | &sig O
OT 277 PR Fll@® 0¢ce B R = && D
;0 Seet o p Note e Typewer Teox Colot Duawing Rl Eer Ao Sewchd  Memue Samp Crete Summa
= sf\p xép cac tép trén may tinh ca nhan
W dé luu triv d_l'r liéu mot cé_ch khoa‘hoc. TmesNewoman - /(14 | [l
D - GV yéu cau HS doc phan em can ghi | - HS doc ghi nhé.

nhd. ) ) B S T

- GV nhan xét tiet hoc va dan HS doc | - HS lang nghe. = =
bai: "T{urdiéq tr (Emuil}‘:. ) o

IV. PIEU CHINH SAU BAI DAY (NEU cO) =T Y
EHl Q Hamsaess R T R T R R N ST 1= om0
D - ”
% -~ B
%

BGH duyét
CR ]

4.4, Scan tai liéu
C6 nhiéu Gmg dyung dé scan tai liéu nhu CamScanner, Fast Scanner, Clear Scan,

PhotoScan ciia Google Photos, ... Trong chuyén dé nay, tac gia gidi thiéutng
dung Clear Scan - 1 (mg dung mién phi cho dién thoai. Ung dung ClearScan
¢ thé quét nhiéu loai tai liéu tai liéu khac nhau dugc chup thong qua camera cia
dién thoai hoic file c6 san. Pic biét, img dung co thé nhan dién hinh anh thong minh,
tap trung vao vin ban can quét va xo6a di nhitng phan thira. Clear Scan xtng dang la
trg thu déc luc cho chung ta gitp xt Iy cong viéc tién loi va tiét kiém thoi gian hon.

Dic diém noi bat:

- Quét bat ki tai liéu trong vin phong, bién lai, hinh anh, hoa don, sach, tap chi,
ghi chu.

- Ty dong nhan dién tai liéu can quét, x6a di cac chi tiét thira xung quanh.

- Hb tro ¢6ng cu chinh sira sau khi quét gitp hinh anh quét tré nén rd rang
hon.

- Tach chir trong hinh anh vira quét sang dang van ban.
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https://www.dienmayxanh.com/kinh-nghiem-hay/top-phan-mem-scan-tren-dien-thoai-mien-phi-de-su-d-1368849#hmenuid1
https://www.dienmayxanh.com/kinh-nghiem-hay/top-phan-mem-scan-tren-dien-thoai-mien-phi-de-su-d-1368849#hmenuid2

- Hb tro tai tai liéu vira quét xubng bang file pdf hoic file anh.
- Chia sé hinh anh quét qua Email, Facebook, cac dich vu luu truc tuyén,...
- In ngay anh vira quét véi tinh nang in qua mang Cloud
Print.Céch st dung né ciing rat don gian:

Budce 1. Tai g dung Clear Scan

' Google Play  Trochal  Ungdung  Phimvatuyénhinh  Sich  Tréem Q

Clear Scan - PDF Scanner App

Indy Mobile App
Chim g o - Mo trang g ding

Thong tin lién hé ctanhaphat v
trién

Céc ing dung tuong ty >

TapScanner- Camera scan ra Pdf
Tap-Mobile
41%

Budc 3. Scan bang chup thong qua camera cta dién
thoai.Budc 4. Luu file.
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] 5 . PHU LUC 2 ) ) '
CAC VAN BAN LIEN QUAN DEN ‘CHUYEN POI SO
TRONG QUAN LY HO SO TRUONG TIEU HQC

1. CAc vin ban cip qudc gia
Quyet dinh 749/0D-TT; g ngay 03/6/2020 phe duyét chwong trinh chuyén
doi s6 quoc gia dén nam 2025 Va dinh hiedng dén nam 2030.

- Quyét dinh 1 31/0D-TTg ngay 25/10/2022 Phé duyét dé dn ting cwong
ung dung CNTT va chuyén doi so trong gido duc va dao tgo giai doan 2022 —
2025 dinh huong déen nam 2030.

- Nghi Dinh s6 30/2020/NP-CP ngay 5/3/2020 Chinh phii ban hanh nghi
dinh vé cong tac van thu.

- Théng tw 03/2014/TT-BTTTT ngay 11 thang 3 nam 2014 quy dinh chudn
ky nang sw dung CNTT,

- Thong tw 27/2016/TT-BGD DT ngay 30/12/2016 Quy dinh thoi han bao
quan tai ligu chuyén mén nghiép vu cua nganh giao duc.

- Théng tw s6 27/2016/TT-BGDPT ngay 30 thang 12 nam 2016 cia Bo
truong Bo Gido duc va Dao tao (Bang thoi han bdao quan tai lieu chuyén mon
nghiép vu cua nganh giao duc)

- Théng nr 28/2020/TT-BGD BT ngay 4/9/2020 thdng fi ban hanh diéu 1é
truong hoc.

- Cong van so 138/CT-BGD DT ngay 18/1/2019 Vé viéc chan chinh tinh
trang lam dung ho so, s6 sach trong nha truong.

- Cong van s6 455/ BGD BT- CNTT ngay 18/7/2022 VIV cdp nhdt thong
tin két noi Internet va wng dung CNTT

- Cong van so 4267/BGD DT- CNTT ngay 31/8/2022 Huéng dan thuc
hién nhiém vu CNTT, CDS va thong ké gido duc nam hoc 2022-2023

2. Cac van ban cia tinh

- Cong van s 06-NO/TU ngay 26/3/2021 Nghi quyét ciia ban chdp hanh
ddng bé tinh vé chuyén doi sé giai doan 2021 -2025 dinh hudng dén nam 2030,

- Céng vin s6 1002/SGD BT — GDTH ngay 26/8/2021 hudng dan xdy dung
ké hoach gido duc ciia nha trweong cdp tiéu hoc.

- Céng van s6 1181/SGD DT - KHTC ngay 16/9/2022 Huéng dan thye hién
nhiém vu ung dung CNTT, chuyén doi so va thong ké giao duc nam hoc 2022 -
2023.

- Congvan 916/SG DT — KHTC ngay 25/7/2022 v/v cdp nhdt thong tin két
noi internet va UDCNTT trén hé thong CSDL nganh,

- Cong van 1376/ SGD DT — KHTC ngay 13/10/202‘2 Vv rd sodt cung cdp
thdng tin phuc vu trien khai h¢ thong qudan 1y van ban dieu hanh , tich hop chir
Ky dién tir doi voi Cac don vu truc thudc so.

- Ké hoach 2358/KH — UBND ngay 25/6/2021 ké hoach hanh déng thuc
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hién nghi quyét chuyén doi sé giai doan 2021 — 2025 dinh hwdng dén nam 2030,
trén dia ban tinh Hai Duong.
3. C4c vin ban cip thanh phd

- Cong van s6 327/PGD DT —~GDTH ngay 20/8/2021 thuc hién mét s6
nhiém vu chuan bi nam hoc moi 2021-2022

- Cong van 2068/ UBND ~GD DDT ngay 30/8/2021 vé viéc 6 chitc Cac
hoat dong dau nam hoc 2021- 2022.

- Cong van 385/PGD DT — TCKH ngay 20/9/2021 Vvé viéc cdp nhdt div
liéu va béo cao thong k& GD nam 2021 -2022

- Cong van 457/PGD BT -TCKH ngay 30/9/2021 hudng dan thuwc hién
nhiém vu nam hoc 2021 -2022

- COng van s6 394/PGD BT —~GDTH ngay 17/8/2022 thwc hién mét s6

nhiém vu chuan bi nam hoc moi

- CONg van so 458/PGD PT ~GDTH ngay 7/9/2022 huéng dan thuc hién
nhiém vu nam hoc 2022 — 2023.

- Cong van 540/ PGD DT —GDTH ngay 27/9/2022 Hudng dan thyc hién
nhiém vy ung dung CNTT chuyén doi so va thong ke GD nam hoc 2022 -2023.

- Cong van s6 T42/CV-PGD DT-GDTH vé viéc phé duyét ké hoach sir
dung ho so dién thu thay thé ho so giay

4. Vin ban cac truong tiéu hoc:
- Quyét dinh Thanh Ildp té6 Cong nghé thong tin ndm hoc 2022 — 2023.

- Quyét dinh quan Iy VA sir dung hé so dién tir trén hé thong google drive
va hé thong quan ly nha truong Smas, CSDL

- Quy ché quan Iy va sir dung ho so dién ni trén hé thong google drive va
hé thong quan ly nha truong Smas, CSDL

- Ké hoach Ung dung Google Drive trong viéc qudn Ii, sir dung,lieu trit ho
so'va hoat dong giao duc trong nha truwong tir nam hoc 2022-2023

- Tai liéu hudmg dan sir dung drive.

- Ban cam két kha nang sir dung CNTT trong qudn Iy, stk dung hé so dién
ti thay thé ho so giay.

- To trinh vé viéc Ung dung Google Drive trong viéc quan i, sir dung, heu
trit ho so va hoat dong Qido duc trong nha truong
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