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1. Mé dau
1.1. Ly do thuc hién chuyén dé
Chuyén dbi s6 da va dang 1a xu huéng cua xa hoi noi chung va linh vuc

gi4o duc ndi riéng. Ap dung cong ngh¢ so vao giao duc cd vai tro vo cung to 16n,
tao nén budc ngoat phat trién, mo ra nhiéu phuong thirc gido duc, cong cu quan ly
mai thdng minh, hiéu qUa hon. Xu hudng chuyen d6i s6 trong giao duc da va dang
hinh thanh, phat trién va tac dong sau rong dén cac co sé gido duc tiéu hoc trén dia
ban thanh phé Hai Duong.

Tuy vdy, trén dia ban thanh phd hién nay, viéc chuyén doi s hd so truong
tiéu hoc van chua c6 sy dbng b0, toan dién. Giao vién van con phai in 4n, viét tay
kha nhleu loai s6 sach. Nhiéu nha truong van phai quan ly, su dung, luu trir mot s6
hd so gidy dugc in an, ky tay, dong dau truc tiép, ton nhiéu cong stre va chi phi.

Mot s truong dang timg bude thuc hién tng dung cong nghé sé trong cong
tac quan Iy tai liéu, hd so nhung chua c6 dugc sy dong bd. Viée st dung hd so
dién tir thay thé hd so gidy chua dam bao yéu cau cua cong tac quan 1y, luu trix.

Xuat phét tir nhitng Iy do trén, Phong GDPT thanh phé di nghién ctu, chi
dao céc co so gido duc tiéu hoc trén dia ban nghién cau, thuc hién chuyén dé
“Chuyén doi sé trong qudn Iy hé se trwong tiéu hec” nham nang cao chat luong
cong tac quan Iy ho so nha truong ndi riéng va cong tac quan Iy gido duc tiéu hoc
trén dia ban thanh pho Hai Duong néi chung.

1.2. Pdi twong, pham vi thue hién
- Pdi twong
Chuyén dbi s6 trong quan ly ho so & cac trudng tiéu hoc trén dia ban thanh phd
Hai Duong la mét qua trinh lau dai; dwgc thuc hién tung budc dya trén cac diéu
kién thuc té ¢ timg giai doan, ¢ timg don vi, ting ca nhan.

O c&c mang hd so c6 su giao dich, lién quan dén cac co quan chuc nang, cac
t6 chirc x4 hoi ngoai nha truong (pho cap, tuyen sinh, tai chinh, doan thé, thi dua,
hd so can bo....), viéc Chuyen d6i s6 chua thé thuc hién duogc toan dién, triét dé do
chua c6 co ché quan Iy théng nhat.

Bén canh rat nhiéu hd so da dugc sé hda bang phan mém, bang tinh béo céo
théng ké va cac giao dich truc tuyén: hién tai van con khong it giao dich, khéng it
ho so phai thuc hién va quan ly, luu trix ban cang, ky dong dau tryc tiép.

Chuyén dbi s6 trong quan Iy ho so cac truong tieu hoc thanh phé Hai Duong
& thoi diém hién tai dang tap trung thuc hién cha yéu & cac hd so chuyén mon
nghiép vu nhu: hé thong ké hoach gido duc nha truong; ké hoach bai day cua gido
vién, ho so to chuyén mon; ho so danh gia xép loai hoc sinh,hoc ba...wv.

- Pham vi

Chuyén doi sé da va dang duoc nghién cau, trién khai thuc hién ¢ tat ca 32
truong tiéu hoc trén dia ban thanh phd Hai Duong.

Trudc khi thuc hién chuyén dé nay, trén thyc té, chuyén doi sé trong quan ly
hd so da dugc chi dong thuc hién don 1¢, ¢ nhiéu ca nhan, don vi nhung chua c6
dinh huéng cu thé; chua co hé thdng coéng cu quan ly; chua duoc quan tim dung
muc. O thoi diém hién tai, Phong GDDT thanh phd tap trung chi dao thuc hién
chuyén doi sé quan Iy hd so & mot s don vi co du diéu kién (Tiéu hoc Pinh Vin
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Ta, Tiéu hoc T6 Hiéu, Tiéu hoc V6 Thi S&u).

1.3. Muc tiéu, nhiém vu

- Panh gia thuc trang viée thue hién chuyén d6i sé trong quan Iy hd so & cac
truong tiéu hoc trén dia ban thanh phb Hai Duong.

- Pé xuit giai phap thue hién chuyén doi sb trong quan Iy hd so nha truong.

- Panh gia su can thiét va tinh kha thi cta cac giai phap, tir d6 hoan thién céc
bién phap phu hop véi thuc tién.

1.4. Phwong phap nghién ciru

+ Phuong phap thu thap thdng tin tai liéu van ban; tap hop théng ké di liéu,
khéo sat vé thuc trang CSVC, ngudn nhan lyc, niang luc CBGVNV...

+ Phuong phap xu Ii thong tin, phan tich danh gia khai quat van dé.

2. Co sé khoa hoc va khai niém chuyén déi so6 trong quan Iy hd so' truong
tiéu hoc

Hién nay, su bung nd vé cong nghé dang dit ra nhitng thach thirc méi cho
nganh gido duc. Khoa hoc k¥ thuat, cong nghé thong tin dang thay doi ting ngay
(Vi du: su xudt hién ciia Chat GPT). Vi thé, gido duc dang dan phai thich tng dé
thong minh, nhanh nhay hon, tn it chi phi hon va hiéu qua hon.

2.1. Céc khai niém lién quan dén chuyén ddi so trong quan 1y hd so

* Chuyén d6i s6 1a gi?

Chuyén d6i sd voi tén goi tiéng Anh 1a Digital Transformation 1a viéc van
dung tinh luén d6i mai, nhanh chong cta nén cong nghé k¥ thuat thong tin dé giai
quyét cac van de.

* Chuyén d6i s6 trong gido duc

Chuyén doi sb trong nganh giao duc 1a qua trinh ap dung cong nghé s6 hién
dai vao viéc quan 1y gido duc, d6i méi phuong phap giang day, cai tién cong cu
giang day va co so vat chét trong cac 16p hoc.

* Chuyén ddi sb trong quan ly ho s0 1a gi?

La mot bo phan cua chuyén d6i sd trong gido duc.

Chuyén dbi s trong quan 1y hd so 1a st dung cac dit liéu co duge tir qua
trinh s6 hoa hd so, tai lidu; st dung cac cong ngh¢ dé bién d6i cac dir lidu; khai
thac cac (mg dung cong nghé thong tin phu hop dé quan 1y.

VD: Chuyén tir tai liéu dang gidy sang cac file mém trén may tinh, luu tri,
chia sé va st dung.

2.2. Co s0 phap ly va co s¢ khoa hgc cua viéc chuyén ddi s6 trong quan
1y hd so truong tiéu hoc

2.2.1. Nhitng co sé phdp Iy va véin ban hwéng dan chi dao

Ngay 3/6/2020 Thu tuéng Chinh phu da ra Quyét dmh s6 749/QDb- TTg vé
viéc “Chuong trinh Chuyen d6i s6 qudc gia dén nam 2025, dinh hudng dén nam
2030”. Noi dung cua Quyet dinh da xac dinh su can thiét phal phat trién cong nghé
phuc vu gido duc. Theo théng ké cua cac chuyén gia: Tién si Bui Thi Hué, Tién si
Bui Ptc Thinh, Tién si Vi Thi Tuyet Lan thudoc Truong Pai hoc Lao dong - Xa
hoi trong Tap chi Khoa hoc cong nghé ra ngay 15/8/2022:

“Vi¢t Nam da va dang chuyen d6i sb trong gido duc bang hang loat chinh
sach da duoc ban hanh. Theo thong ké da co 63 co so gido duc dao tao va 710
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phong gido duc dio tao da trién khai viéc xdy dung co so dir lidu chung cho gido
duc. Pong thoi, hién nay da c6 82% cac trudong thudc khodi pho thong di sir dung
phan mém dé quan 1y truong hoc”.

Trong béi canh @6, dé trién khai nghién ctu, thuc hién chuyén dé nay, Phong
GDDT thanh phd tap hop, nghién ctru va can cur vao nhiing nhimg vén ban phap ly
co noi dung hudng dan, chi dao va tac dong truc tiép dén viéc chuyén d6i sé trong
linh vuc quan Iy hé so truong tiéu hoc. Cu thé:

- Chi thi s6 138/CT-BGDPT ngay 18/01/2019 cia Bo GDPT Vé viéc chan
chinh tinh trang lam dung hd so, s6 sach trong nha trudng. Trong do co

“Gido vién dugc phép chon hinh thic trinh bay, viét tay hoic danh may khi
st dung cac loai hd so, sb sach theo quy dinh.

Ting budc sir dung hd so, sé sach dién tir thay cho cac loai hd so, so sach
hién hanh theo 19 trinh pht hop véi diéu kién cia dia phuong, nha truong va kha
nang thuc hién cua gido vién.

Viéc sir dung hd so, s6 sach dién tir cua gido vién va nha truong 12 minh
ching danh gia tiéu chi tng dung cong nghé thong tin theo Diéu 8 Thong tu sb
14/2018/TT-BGDPT ban hanh Quy dinh chuan hiéu truéng co s gido duc phd
thong va Diéu 8 Thong tu s6 20/2018/TT-BGDDT ban hanh Quy dinh chuan nghé
nghiép gi4o vién co sd gido duc pho thong”.

- Thong tu S6 28/2020/TT-BGDDT ngay 04/9/2020 ciia Bo GDDT Ban hanh
Piéu 18 truong tiéu hoc. Trong d6, tai Khoan 4, Biéu 21: H6 so quan ly hoat dong
gi4o duc quy dinh:

“ Can b quan ly, giao vién va nhan vién tng dung cdng ngh¢ thong tin trong
cong tac quan ly, day hoc dugc st dung ho so dién tur thay thé ho so gidy dam bao
yéu CAu cta cong tac luu trit Va 6 gia tri nhu ho so gidy”.

- Tai tinh Hai Duong, vao ngay 25 thang 6 nam 2021, UBND tinh ban hanh
Ké hoach hanh d6ng, thuc hién Nghi quyét “Chuyén d6i sé giai doan 2021-2025
dinh hudng dén nim 2030” trén dia ban tinh Hai Duong vé linh vuc gi4o duc trong
d6 c6 ndi dung:

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

- S& GDDT ban hanh Céng vin 1002/SGDDT-GDTH ngay 26/8/2021 vé
huéng dan xay dung ké hoach gido duc nha trudng d6i véi cap tiéu hoc. Trong do
hudng dan cu thé vé viéc phé duyét ké hoach bai day cua gido vién dudi dang vin
ban dién tir. Cu thé 13

"Céch thac kiém tra, phé duyét va luu trir ké hoach bai day cta gio vién do
Hiéu truong nha truong quy dinh trén co s¢ phu hop, khoa hoc, giam nhe ap luc
hanh chinh song van dam bao cac quy dinh vé quan Iy".

2.2.2. Nhitng co s khoa hgc dé lya chen hinh thirc va ing dung chuyén
doi so trong quan ly hé so trwo’hg tiéu hoc ¢ thanh phé Hai Duwong

Chuyen d6i s trong gi4o duc duoc (ng dung dudi 3 hinh thic chinh:

- P6i méi phuong phap giang day: dao tao e-learning, dao tao thuc té 4o, 16p
hoc thdng minh....vv.


https://giaoduc.net.vn/gdvn-post198263.gd
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- Quan ly gido duc : c¢éng cu van hanh va quan tri: quan 1y ho so, quan ly tai
san, tra ctru thong tin...vv.

- Cong ngh¢ trong 16p hoc: cai tién €ong cu giang day va co s vat chét.

Viéc chuyén doi s trong quan Iy hd so trudong tiéu hoc trén dia ban thanh phd
Hai Duong cin cir vao co sé khoa hoc caa hinh thic chuyén doi sé linh vuc quan
ly gido duc.

Dé quan ly kho hé so di duoc sé hda, hién nay c6 khéa nhiéu @ng dung gilp
cac nha truong thiét 1ap hé thdng quan 1y hd so dién tir nhu: nén tang Office 365
(Onenote, One Drive), eDOC ciia SMAS, Dropbox, ... Tuy nhién, cac tng dung
nay c6 2 bat loi:

- Gia thanh: Néu sir dung nén tang Office 365 thi mdi thay cd mét it nhat
350.000d/tai khoan/nim. Néu st dung eDOC cua SMAS, hién tai dang 13 mién
phi, song cac nim sau s& mat phi.

- Thoi han luu trir: Do phai tra phi theo nim nén néu nam hoc sau khdng tra
phi thi s& khong dugc str dung tiép, kha nang mét ho so cao.

Nhoém tac gia chuyén dé lua chon ung dung quan ly hd so theo cac tiéu chi:

1) Khong mat phi hoac chi phi thap nhat, phd hop véi thuc té gido vién.

2) Gan giii, d& st dung (phd hop véi kha nang CNTT caa GV).

3) Kha nang luu trir

4) Tinh bao mat

5) Toc do Up/Download nhanh

Ung dung théa mén 5 tiéu chi trén hién tai 1a Google Drive. Day 1a dich vy
luu trir ddm may cua Google nén tinh bao mat cao, n6 cung Cap nhleu dung luong
lwu trit mién phi (Mdi mét tai khoin Gmail dwoc cung cdp mién phi 15 G
dung luwong bo nhé trén Drive)Véi toe do Up/Download kha nhanh. Khi luu trit tai
day, ching ta khong so mat file, mat tai liéu hay Chém duat hoat dong, ... trir khi
chding ta vi pham chinh sach hoat doéng hay ban quyén. Bén canh do, cac (ing dung
do Google phét trién luén duoc cham chut ti mi va nang cap thuong xuyén, nhiéu
tinh nang mai duoc cap nhat. Google Drive vo cung tién 191, né dugc tich hop vaoi
nhiéu dich vu va c6 thé déng bd vé6i cac thiét bi khac. Vi thuc trang nang luc,
trinh d6 cua dai da sb gido vién tiéu hoc hién nay, Google Drive c6 tinh phé thong,
dé sir dung, co thé duoc truy cap bat ¢t ltc nao, bat ky & dau, va co thé sir dung
trén nhiéu thiét bi c6 két n6i Internet.

Chinh vi vay, cac can bo quan ly ¢t can dugc phan cong nghién ctu thyc
hién chuyén dé di lya chon Google Drive dé tu van cho cac don vi thuc hién
chuyén doi sé trong quan Iy ho so nha trudng tiéu hoc. N6i cach khac, chuyén dé
s& di sau vao cach ung dung Google Drive trong quan Iy hd so nha truong tiéu hoc.

3. Thuc trang chuyén d@6i so6 trong quan ly ho so truwong tiéu hoc thanh
phé Hai Dwong hién nay

3.1. Thuec trang vé nhén thive chuyén déi sé trong quén Iy hé so trwong hoc

Bén canh rat nhiéu can bd quan ly, gido vién nhan vién cé nhan thuic tién bo,
dﬁy du vé xu thé, 1oi ich, hiéu qua cua chuyén ddi b, con khong it can bd gido vién
nhan vién c6 nhan thirc chua day du. Cuy thé:
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-Nhiéu can bd quan 1y, gido vién thuc hién cong tac quan Iy ho so theo kinh
nghiém, 16i mon nén khong mudn thay d6i théi quen va co ché quan 1y quen thudc
da duoc hinh thanh tich lity nhiéu nam.

- Thiéu dong lyc dé thuc hién chuyén ddi sb trong quan 1y ho so vi chua thay
duoc 1oi ich, hiéu qua cta viée sb trong quan 1y hd so ca nhan va hd so nha trudng.

- Thiéu tu tin, manh dan vi chua c6 nhing kién thuc, k§ ning diy du trong
thue hién tmg dung cong nghé thong tin chuyén d6i s6 dugc cong tac quan 1y, cong
tac giang day, gido duc hoc sinh noi chung va quan Iy ho so néi riéng.

Nguyén nhén: Co ché ‘quan ly va cac bién phap quan ly dé thuc day, tao dong
luc phat trién cong nghé sd trong quan ly hd so chua hiéu qua. Bén canh do, mot
s6 thay c6 CBQL di 16n tudi nén c6 nhiéu han ché vé kha ning tiép can CNTT.
Mot sb thﬁy cO tré con co su than trong, dé dat trong viéc tiép can. Doi tudi trung
binh cua giao vién tiéu hoc thanh phd Hai Duong hién nay kha cao. Day c6 thé I1a
loi thé vé kinh nghiém giang day va Ky nang nghe nghiép; ddng thoi ciing 1a kho
khin trong viéc tiép can cong nghé thdng tin, chuyén ddi 6. (Phu luc 1).

3.2. Thuc trang vé ndng lwe, trinh dj ing dung cdng nghé théng tin
chuyén déi sé ciia di ngii cdn b, gido vién nhan vién

Thuyc trang vé nang luc, trinh do, hiéu biét anh huong truc tiép dén viéc lya
chon cac timg dung va cong cu quan 1y kho ho so duoc sb hoa.

Qua khao sat phuong tién ca nhan cua doi ngili can bo, giao vién; nhém tac gia
thuc hién chuyén dé thay rang:

* 100% can bo gido vién cap tiéu hoc thanh phé da co tai khoan gmail va sir
dung kha thuong xuyén.

*99,99 % can by gido vién nhan vién déu c6 dién thoai thong minh cé thé
cai dat duoc tng dung chuyén d6i file dit liéu.

Doi ngil can bo, gido vién, nhan vién & cac truong tiéu hoc trén dia ban thanh
phd Hai Duong déu c6 nhiing chang chi co ban vé tng dung cdng nghé thdng tin
dap ung duoc nhitng quy dinh chuan ky ning st dung cong nghé thong tin
theo Thong tw 03/2014/TT-BTTTT ngay 11/3/2014 cia Bo Théng tin Truyén
thong. Tuy nhién, s6 luong can bd gido vién co k¥ ning nang cao lai rat it.

S6 lugng gido vién Tin hoc trong bién ché hién nay chua dugc tuyén dung
déy du. Viéc hop ddng gido vién Tin hoc clia cac co sé gido duc gip kho khin do
ché do dai ng chua phu hop. Day la mot trong nhimg kho khan co ban khi trién
khai chuyén doi s6 trong quan Iy ho so trudng hoc & thoi diém hién tai (Phu luc 2).

3.3.Thyc trang vé diéu kién co sé vt chét, ha tang cong nghé théng tin
phuc vu Chuyen doi So(phu luc 3)

- Tat c4 cac truong tiéu hoc trén dja ban thanh phé déu c6 két ndi Internet. CO
10 don vi dang sir dungtlr 2 dén 3 dudng truyén téc d6 cao. Co so vat chat thiét b
va ha ting cong nghé thong tin & cac don vi nay kha day du va thuan loi cho viée
ung dung cong nghét hong tin, chuyén doi sé.

- Theo s6 liéu khao sat cac danh muc hd so di dugc danh may, c6 kha nang
chuyen ddi thanh céc file dit lidu bang cac k¥ thuat va thiét bi s6 hoa, nhom tac gia
chuyén dé thiy sé luong hd so c6 kha ning sb6 hoa chiém da sb (phu luc 4). Pay 1a
mot trong nhitng thuan loi dé trién khai viéc s6 hoa hd so trong cac nha truong.
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- Cac don vi con lai c6 hién trang co s& vat chat, ha ting mang, trang thiét bi
nhu may tinh, camera, may in, may quet chua day du. Puong truyen dich vu
Internet ... toc do thap, lac hau, chua dong bd nén dang gip kha nhiéu kho khin
Khi chuyen d6i s trong quan 1y ho so nha truong.

- Thiét bi may tinh, dudng truyén Internet cia mot s ca nhan can b, gido
vién, nhan vién chua dap ung dugc nhitng yéu cau dam bao cho viéc chuyén d6i sb
trong st dung, quan 1y hd so dién tu.

- Co s6 dit liéu ctia nhiu nha trudng hién dang quan 1y theo hinh thic roi rac,
khong thong nhat thuong 1a thue hién viée bao cao, xur Iy dir licu theo sy vu trén
nhiéu phan mém, nhleu hé thdng khac nhau nén chong chéo va kém hleu qua.

3.4.Thuc trang vé cdin cir phap Iy, co ché quan ly chuyén doi sé

Hién nay, dd c6 kha day du nhirng vin ban, quy dinh vé cdng tac chuyén doi
sb trong gido duc va linh vuc quan Iy hé so dién tir. Tuy vay nhiéu can bo quan 1y,
gido vién, nhan vién con lo ngai, thiéu tu tin khi thyc hién chuyén doi so, str dung
ho so dién tir thay thé ho so gidy. Nguyen nhan cua tinh trang d6 1a su ban khoan
vé viéc khi sir dung hd so dién tir xuat trinh trong cac dot kiém tra, thanh tra
chuyén nganh, kiém dinh chit luong...vv, c6 duoc cac cong nhan va khuyén khich
hay khong? Dic biét 1a cac cudc Kiém tra lién quan dén cac co quan chtc ning
ngoai nganh gi4o duc nhu noi vy, y té, tai chinh, kiém toan, thanh tra nha nudc. ..

Sy lo ngai nay dan tgi tinh trang chi dao thuc hién quan Iy mot s6 hd so nha
truong bang ca hai hinh thac: ho so dién tir dugc s6 hda va ho so gidy. Thuc trang
nay dang giy nén tinh trang qua tai va cong kénh, tén kém cong stc, chi phi luu
trir cua khéng it ca nhan, tap thé.

Viéc thuc hién chuyén doi sé trong quan 1y hd so ¢ cac nha truong hién nay
duoc thuc hién thu dong phé bién qua viéc sir dung mot sé phan mém quan 1y nhu:
Phan mém VNEdu, SMAS, Co sd¢ dit liéu nganh http://csdl.moet.gov.vn; phan
mém tap huan bdi dudng thuong xuyén cua Bo GDDT (http://taphuan.csdl.edu.vn);
danh gia chuan nghé nghiép: TEMIS; phan mém cho ké toan tai chinh: MISA,

...vv. Pay 1a nhitng ung dung can thiét. Tuy nhién, chua c6 su dong bo, thng
nhat lién théng, chia sé dir liéutir cac co quan chirc nang lién nganh nén hién tai, c6
su chdng chéo vé yéu cau nhap, xir ly di liéu théng tin, gay tinh trang qué tai phan
mém va yéu cau bao cao cho cac co so gido duc va can b, gido vién nhan vién.

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

Do nhiéu nha truong thiéu co ché quan Iy hiéu qua nén viéc chuyén d6i sd
trong str dung hd so ca nhan dugc thuc hién don I¢ & mot s6 c& nhan co6 ning luc
va dam mé c6ng nghé. Viéc chuyén d6i sé trong quan 1y hd so nha trudng chi dugc
khuyén khich, dong vién & cacdon vi c6 can bo quan ly co niang luc céng nghé
thong tin, c6 su dau tu vé bdi dudng nhan luc, dau tu co sd vat chat ha tang céng
ngh¢ thong tin.


http://csdl.moet.gov.vn/
http://taphuan.csdl.edu.vn/
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Viéc tng dung cdmg nghé thdng tin & mot s6 ca& nhan, mot sé don vi con
mang tinh hinh thic, kém hiéu qua, tham chi ddi phd, tao nén nhitng kho khin rao
can khi trién khai thuc hién chuyén doi so.

4. C4c giai phap thuc hién chuyén doi so6 trong quan Iy hd so truong tiéu
hoc & thanh phé Hai Dwong

4.1. Nang cao nhdn thic vé vai tro, lei ich va hiéu qud cia chuyén dai so
trong qudn 1y hé so nha truwong

- Ban giam hiéu nha truong phai tién phong, gwong mau trong viéc ttng dung
cdng nghé thong tin thdng chuyén doi sd, tao ra dong luc va hiéu tng tich cuc cho
can bo gido vién nhan vién. Nha trudng can xac dinh viéc tng dung cong nghé
thong tin chuyén d6i sé 1a mot trong nhitng nhiém vu quan trong, duoc dua vao
trong hé théng ké hoach hang nam.

- Cung cap nhitng théng tin vé quan diém, duong 16i chinh sach cua Pang,
Nha nuéc, Nganh gido duc; gilpcho can bo gido vién nhan vién thiy duoc sy phat
trién manh mé caa céng nghé thong tin trén thé gii va trong nudc, chi ra nhitng
tac dong tich cuc ma ang dung céng nghé thdng tin c6 thé mang lai, tao tm thé
san sang tham gia boi dudng, tu boi dudng dé thuc hién chuyén ddi sé hd so ca
nhan, gop phan vao chuyén d6i s6 hé théng hd so nha truong.

- Tuyén truyén bang nhiéu hinh thtc dé chi ra vai tro, loi ich va hiéu qua cua
viéc ung dung cong nghé théng tin trong sir dung, quan 1y ho so dién ti thay thé ho
so giay. Tao ra dong luc thuc hién cho can bo gido vién bang céch chi ra loi ich
trudc mat vé kinh té: do 1a tiét kiém chi phi glay muc in an;phan tich loi ich lau dai
su tiét kiém cong stc, thoi gian lam ho so so sach; co duogc sy lién thong két noi
chia sé thong tin dit lidu voi dong nghiép trong va ngoai nha truong.

- Trién khai, phd bién cac van ban cu thé vé ang dung CNTT trong nha
truong, khuyén khich, tao moi diéu kién cho do6i ngii gido vién hoc tap, rén luyén,
nang cao chat luong chuyén mén va trinh do tng dung CNTT. Nha truong can
dinh huéng va dat ra muc tiéu cho ting noi dung cu thé, qua d6 theo dai tién do
thuc hién cua ting ca nhan, ting to chuyén mén dé c6 nhirng diéu chinh, bé sung
kip thoi phi hop vai tinh hinh thuc té.

- T6 chtic cac cudc hoi thao chuyén dé, bao céo kinh nghiém, tham quan, hoc
tap, rat kinh nghiém & cac don vi ban.

- Tao ra céac hiéu tng lan téa bang cach to chuc cac phong trao ung dung
CNTT trong nha trudng. Tir d6, khuyén khich duoc viéc ty nang cao trinh do, tang
nhan thirc va ddy manh tng dung CNTT chuyén dbi s6, dong thoi tao duoc moi
truong hoc tap kinh nghiém gitta cac can bd gido vién trong don vi noi riéng va
trao doi cac mo hinh tng dung CNTT gitra cac nha truong ndéi chung.

4.2. Ting cwong boi dwong ning cao trinh dp ring dung CNTT chuyén déi
s6 cho dpi ngii cdn bg, gido vién, nhan vién

- Viéc trién khai ké hoach chuyén d6i s6 can c6 16 trinh va giai phap ddi voi
timg d6i twong can bg, gido vién, nhan vién nha trudng. Chinh vi vay, 16 trinh dao
tao va boi dudng kién thic ning lyc vé cdng nghé thdng tin chuyén doi sb can
dugc xay dyng trong ké hoach chién luoc nha trudng dé dam bao tinh lién tuc,
khéng gian doan néu c6 su luan chuyén can bo quan ly.
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- Xay dung 16 trinh thyc hién nhiém vy @ng dung CNTT, chuyén doi sb theo
ting giai doan. Dua trén 16 trinh d6, nha truong xay dung ké hoach thyuc hién
nhiém vu chuyén d6i s6 theo nam hoc, xay dung ké hoach bdi dudng thuong
Xuyén tng voi tiing nhiém vu.(Phu luc 16 trinh béi dwdng gido vién tir ndmhoc
2020-2021 dén 2024-2025 ciia Trwong Tiéu hoc T6 Hiéu).

- Xay dung ké hoach, noi dung, hinh thtc bdi dudng ung véi timg giai doan,
cac nha trudng can xay dung ké hoach, noi dung boi dudng thudng xuyén dap tng
nhiém vu dé ra cho timg nam hoc(Phu luc ké hoach va néi dung ciia TH T6 Hiéu).

- Xay dung d6i ngii cbt can tng dung CNTT, chuyén ddi s6. T6 chirc dao tao
va boi dudng cbt can vé cong nghé thdng tin co trinh d6 dap tng tot 9 module theo
quy dinh cua TT03/2014 (trinh @ CNTT nang cao). Luc lugng gido vién cbt céan
nay duoc giao nhiém vu phé bién, nhan rong cac tng dung CNTT chuyén d6i sd
tGi tat ca doi ngii gi4o vién trong truong.

- Xay dung chinh sach d6i véi d6i ngii cot can vé CNTT nhu: tao diéu kién
cho cot can tham gia cac 16p hoc nang cao trinh dg; hd tro vé thoi gian, kinh phi dé
tham gia hoc tap bdi dudng; dong vién, ghi nhan, lang nghe va chon loc st dung
nhitng y kién dong gbp, xay dung cua doi ngt cot céan trong qua trinh boi dudng,
thuc hién Chuyen d6i s6 hd so nha truong. Nha truong can dau tu, trang bi cac
phuong tién, diéu kién 1am viéc cho doi ngii cbt can.

Tom lai: Bé dam bao thanh cong trong chuyén d6i s6 quan ly ho so, BGH nha
trudng can xay dung 16 trinh, ké hoach thuc hién ¢ng voi timg nam hoc, dic biét
chd trong dén viéc kiém tra, danh gia két qua dat duoc dé diéu chinh noi dung ké
hoach, 16 trinh. Noi dung boi dudng tap trung vao cac tng dung cé lién quan dén
viéc sir dung ho so dién tir nhu:

+ Google Drive

+ Google suite for education

+ Foxit Reader

+ Céc ung dung scan, cach xuat PDF, cach chén chir ki, cac cach ghép file
PDF (bang PDFtk Free, Merge PDFs, Sodapdf.com, llovepdf.com)

+ Luu trit hd so trén Cloud....vv

Khoéng tap trung bdi dudng qué nhiéu ndi dung trong mot khoang thoi gian
ngan. Viéc tap huan nhiéu, cing luc nhiéu noi dung s& gay ra ap luc, qua tai doi
v6i gido vién, tao nén nhiing hiéu tng tidu cyc, anh huong deén chat luong, hiéu
qua cua qué tinh chuyen d6i so trong quan ly ho so nha truong.

4.3. ChUl trong ddu tw co sé vt chat, thlet bi, ha tang cong nghé thong tin

- Uu tién, chl trong dén viéc dau tu ha tang co s¢ thong tin, xem day la su
dau tu quan trong hang dau dé dam bao cho hoat dong quan ly, day hoc & nha
truong duoc hi¢u qua. Xay dung cac quy dinh vé viéc str dung va bao quan.

- CBQL nha truong can dam bao co so ha tang thong tin duoc quy dinh tai
Diéu 4 Luat Cong nghé théng tin 2006 bao gém hé thong trang thiét bi phuc vu
cho viéc thu thap, xtr 1y, luu trir va trao d6i thdng tin s6: mang Internet, mang may
tinh, mua va sir dung cac tng dung, phan mém, ...

- Xay dung ké hoach mua sim bd sung CSVC, thiét bi céng nghé phuc vu day
hoc, gido duc @ng véi timg nam hoc; tham muu véi cac cip lanh dao timg budc


https://quantrimang.com/cong-nghe/cat-trich-xuat-va-noi-cac-trang-tai-lieu-pdf-12930#mcetoc_1gkd5lvk93o
https://quantrimang.com/cong-nghe/cat-trich-xuat-va-noi-cac-trang-tai-lieu-pdf-12930#mcetoc_1gkd5lvk93o
https://quantrimang.com/cong-nghe/cat-trich-xuat-va-noi-cac-trang-tai-lieu-pdf-12930#mcetoc_1f7ibe7vg0
https://quantrimang.com/cong-nghe/cat-trich-xuat-va-noi-cac-trang-tai-lieu-pdf-12930#mcetoc_1f7ibe7vg1
https://quantrimang.com/cong-nghe/cat-trich-xuat-va-noi-cac-trang-tai-lieu-pdf-12930#mcetoc_1f7ibe7vh2
https://lawnet.vn/vb/luat-cong-nghe-thong-tin-2006-672006qh11-32BB.html#TaiVe
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dau tu kinh phi bo sung may tinh, may in, bang twong tac, thiét bi nghe nhin khac
theo quy dinh tai chinh cua nha nudc.

- Lam tot cong tAc van dong va tiép nhan tai trg, kéu goi sy ung ho tir phia
phu huynh hoc sinh va cong dong xa hoi trong viéc hd trg nha truong ldp dat, hang
cap hé théng mang internet két néi toan trudng, mua sam may vi tinh, may chiéu,

.. & c&c 16p hoc, phong hoc.

- K&u goi, khuyén khich, dong vién cén b, gido vién nhan vién ty dau tu thiét
bi cdng nghé va cac diéu kién cé nhan tai gia dinh nhu may tinh, dién thoai thong
minh, dudng truyén internet chat luong cao.

4.4, Xay dwng hé thong va cong cu phl hep dé thuc hign chuyén déi sé
trong qudn 1y hé so nha truwong

Trong hé théng hé so truong tiéu hoc hién nay, ngoai hd so quan Iy hoat dong
gido duc duoc quy dinh trong Diéu ¢ truong tiéu hoc hién hanh con c6 nhiéu ho so
khac nhu: hd so Pang va cac doan thé, hd so thi dua, hd so kiém dinh, hd so kiém
tra ndi bo, ho so y té, ban trd, ho so an toan troeong hoc.....vv

Nhiéu nha truong gap kho khan trong viéc tdp hop cac van ban ¢6 cung chu
dé hoic dic diém dé tao lap hd so. Néu khong c6 quy dinh cu thé vé viéc tap hop
hd so s& tao nén mot khéi lugng Ién van ban, tai liéu dién tir khong duoc sap Xep
thanh hé théng, gay kho khin trong cong tac quan 1y luu trr. Bén canh do cling can
phai xay dung cac quy dinh théng nhat vé quy trinh, trach nhiém caa nha truong va
cac ca nhan trong viéc quan ly ho so dién tir.

Sau khi di c6 nhiing nhan thic dung dan, ¢d nhiing diéu kién can thiét vé
trinh d6 ning luc va co so vat chat, thiét bi; doi ngii can bd gido vién, nhan vién s&
du kha nang dé tao nén mot kho hd so, tai liéu khong 16 da duoc s6 héa. Néu
khdng cd hé théng va cong cu quan ly phi hop, chuyén d6i sb trong quan ly hé so
s& 1on xon, mat phuong hudng va kém hiéu qua cua. Chinh vi vay, viéc nghién
ctu, lya chon @ng dung 1am céng cu xay dung hé théng quan 1y 1a vo cing quan
trong va can thiét.

Giai phap xay dung hé théng va lua chon céng cu quan Iy & cac truong tiéu
hoc dia ban thanh phé Hai Duong duoc thuc hién cu thé nhu sau:

- Xay dung hé théng van ban, quy ché vé tng dung cdng nghé théng tin,
chuyén doi s6 trong quan ly ho so nha truong. Hién tai da c6 cac truong tiéu hoc
T6 Hiéu, V6 Thi Sau, Pinh Vin Ta di hoan thién quy ché va cac quy dinh vé
chuyén doi sé bat dau tir nam hoc 2022-2023. Cac don vi khac dang timg budc
nghién ctu xay dung va hoan thién duya trén diéu kién va 16 trinh ké hoach.

- Trong Quy ché quan Iy va st dung ho so clia cac don vi ndi trén quy dinh rd
nguyén tac 1am viéc cling nhu quy dinh trach nhiém t6i timg nguoi, tung bo phan
(Hleu truong, Phd Hiéu truéng, cac to trudng, ca nhén, ...). Viéc quy dinh rd rang
vé cac hinh thic quan 1y, khen thuéng, phé binh, mot mit tao dong luc, khich I¢,
dong vién d6i véi nhitng gido vién tich cuc, sang tao, mat khac gop phan gay tac
dong tich cuc dbi véi nhimg truong hop coOn ngan ngai, chua cé tinh than trach
nhiém cao trong qua trinh thuc hién nhiém vu dugc giao.
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- Cac don vi: TH Dinh Van T4, TH T6 Hiéu, TH V6 Thi Sau da xay dung
phuong an, quy dinh st dung hd so phu hop véi cac ddi twong can bo gido vién Véi
C4C Y&u cau nhu sau:

+ C6 day du thiét bi cdng nghé thdng tin sir dung khi 1&n 16p.

+ C6 hd so di dugc sd hoa dung ki thuat va cap nhat hé théng quan Iy.

+ D4 dugc nha truong phé duyét cho phép su dung.

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

- Dbi v6i nhitng truong hop dic biét hoic bi han ché vé CNTT (han ché do
tudi tac) chua theo kip 1 trinh, Nha trudng c6 phuong an hd tro bdi dudng, phan
cdng cdt canphu trach.

- Bbi véi nhitng sy ¢b bat thuong do mat, hong thiét bi can béo céo kip thoi
dé co6 sy phdi hop, hd tro cia nha trudong va dong nghiép hoic in an hd so nham
dam bao cac quy dinh hién hanh.

- Nha truong can c6 s tuyén truyen van dong khuyén khich, h trg de 100%
GV tu nguyén dang ky su dung hd so dién tur thay thé ho so gidy. Pay 1a mot trong
nhing diéu kién can thiét dé chuyén doi sd trong quan Iy hd so thanh cong.

- Tao Iap va lya chon hinh thac quan Iy hd so hé thong quan ly ho so phu hop
Chuyén dé nay gidi thiéu cac hinh thic tao 1ap hd so & phan mé ta gom:

* Hinh thuc 1: Hinh thac quan li tap trung

* Hinh thuc 2: Hinh thuc quan ly phén tan

* Hinh thiic tao 1ap: Xay dung cay thu muc phan tang theo 16p ho so hoic
theo thoi gian.

- Lya chon tng dung don gian, gan giii, dé sir dung, it ton kém, hiéu qua dé
dam bao sy bén virng khi thuc hién chuyén doi sb trong quan Iy hd so nha truong.

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

4.5. Ting cwong sw chi dao ciia Phong GDPT déi véi viéc chuyén déi so
trong quan Iy hé so rruong tiéu hoc

Pay 1a giai phap cudi cing trong hé théng giai phap caa chuyén dé nhung lai
cO vai trd rat quan trong.

Phong GDDT thanh phé cd vai trd chi dao, dinh hudng va thuc hién cac
nhiém vu, chitc ning quan 1y dbi Vi cac co sd gido duc theo quy dinh. Boi véi
viéc chuyén doi so trong quan Iy hd so nha truong hién nay, Phong GDDT thanh
phd da tang cuong cong tac chi dao & cac noi dung cu thé nhu sau:

- Xay dung ké hoach, 16 trinh chuyén doi s6 trong quan Iy hé so truong tiéu
hoc. Bao cdo cac co quan chirc nang cua Thanh phé va So6 GDDT Hai Duong
(Phong GDTH) vé chu truong thyc hién Chuyen dol $6, cho phép cac nha trudng
du diéu kién st dung ho so dién tir thay thé ho so gidy.

- Ban hanh céc van ban huéng dan, khuyén khich cac nha truong thuc hién
chuyén doi s6 trong quan Iy nha trudng ndi chung va trong quan Iy hd so noi riéng.
Ngay tir dau niam hoc 2020-2021, Phong GDDT di ban hanh Coéng van sO
327/GDPT-GDTH ngay 20/8/2021 trong d6 c¢6 quy dinh huéng dan vé viéc su
dung hé so dién tir thay thé cho hd so gidy. Trudc thém nim hoc 2022-2023, quy
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dinh nay moét 1an nita duoc nhic lai b sung trong Cong van sé 394/PGDDT-
GDTH ra ngay 17/8/2022.

- Trong cac Hudng dan trién khai nhiém vu nam hoc hing nim va cac van
ban chi dao chuy&n mén, noi dung chuyén doi sé ludén duogc dé cap va chi dao kip
thoi, cu the, gan két véi cac nhiém vu khéc cia nha truong.

- Tap hop céc van ban chi dao, quy dinh, huéng dan vé ung dung cong nhé
thong tin, Chuyen d6i s6 cap qudc gia, cac van ban cia Bo GDPT, cua tinh Hai
Duong dé cung cip cho cac don vi. Viéc 1am nay da thao g& duoc thuc trang kho
khin, ling ting, lo ngai cia cac can bo quan ly, gido vién, nhan vién vé can ctr
phap Iy khi thuc hién chuyén doi sb trong quan Iy va 1am h so.

- Phong GDPT thanh phd di chu dong thuc hién t6i da viec bao céo, thng
ké s6 ligu bang céc hinh thuc tryc tuyén thong qua Google Drive, Gmail va cac
phan mém ing dung cong nghé thdng tin khac tao hiéu tng, hinh thanh thoi quen,
xay dung nén nép sir dung cong nghé thong tin trong chi dao, giao dich. Hinh thac
quan ly chi dao nay cua Phong GDDT da gian tiép tuy@n truyén vé hiéu qua, loi
ich cua chuyén d6i sb trong cong tac quan ly gido duc, tac dong tich cuc dén
phong trao chuyén doi sb trong quan Iy hd so & cac nha truong.

- Uu tién, khuyén khich viéc xuét trinh hd so dién tir thay thé hd so gidy trong
cac cudc thanh tra, kiém tra.

- Pé thuc day tién do6 chuyén do6i so, Phong GDDT di dong vién, chi dao,
d6ng hanh cung cac don vi TH Pinh Van Ta, TH T6 Hiéu, TH V& Thi Sau ra soat,
nghién cau, quyét thm dau tu bd sung CSVC ha tang cong nghé thdng tin, xay
dung 16 trinh boi dudng gido vién, xay dung hé thong quan ly dé tién phong thuc
hién Chuyén dé Chuyén doi sé trong quan Iy hd so nha truong.

- Pong vién, chi dao mot sé don vi timg budc thuc hién sé hoa tai lidu, sach
bao thu vién nham khic phuc han ché vé dién tich, tang hiéu qua phuc vu.

- Pé hién thuc hoa 16 trinh chuan bj va trién khai, Phong GDDT da thanh 1ap
T tham dinh cac diéu kién cua 3 don vi ndi trén, 1ap bién ban dé xac dinh mac do
dap @ng ctia nha trudng ddi vai cac yéu cau chuyén d6i s dugc néu trong cac giai
phap quan ly caa chuyén dé nay. Két qua: ca 3 don vi déu c6 du diéu kién dé trién
khai thuc hién viéc chuyén doi sé trong quan 1y hd so nha trudng.

- Sau khi c6 két qua tham dinh, can ct bién ban va dé nghi cua to tham dinh;
Truong Phong GDDT thanh phd ban hanh Céng van s6 742/CV-PGDPT-GDTH
ngay 27/10/2022 V/v phé duyét ké hoach sir dung hd so dién tir thay thé ho so giay
clia cac trudng tiéu hoc: Pinh Vin Ta, T6 Hiéu, V6 Thi Sau.

- Hién tai, dd c6 mot sé don vi dang hoan thién cac diéu kién vé co so vat
chat ha tang cong ngh¢ thdng tin va boi dudng doi ngi dé de nghi tham dinh, phé
duyét st dung hd so dién tur thay the hd so glay trong thoi gian t6i, Phong GDDT
thanh phé s& theo dbi, kiém tra va t6 chirc tham dinh cac don vi Tiéu hoc Ly Tu
Trong, Tiéu hoc Hai Tan vé nang luc chuyén d6i s6 trong quan ly hd so nha
truong. (minh hea, trinh chiéu hé théng van ban tir trung wong dén dia phuong,
trong dé c6 nhitng van ban thdm dinh cud Phong GDPT thanh phé Hdi Dwong,
Ciia cdc trwong di ban hanh dé quan Iy chuyén doi sé hé so nha truong).
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5. M6 phéng thuc hanh mét s6 ky thuat chuyén déi sé6 trong quan Iy hé
so' truong tiéu hoc(Phu luc 5)

6. Két qua thuc hién cac giai phap chuyén déi sé trong quan ly ho so
truong tiéu hoc & thanh phé Hai Dwong

Hién nay, do yeu CAu ngay cang cao cua cong tac quan Iy, sb lugng bién ché
va vi tri viéc lamo cap Phong han ché.Vi thé, chuyén d6i sb trong quan ly hd so
truong tiéu hoc dang goép phan tiét kiém thoi gian, cong suc, dat hiéu qua hon
trong cong tdc quan ly, dap ung dugc nhitng yéu cau ngay cang cao cua xa hoi va
nhitng d6i méi cua nganh gido duc.

Vi du: dé khic phuc tinh trang cing 1 thoi diém cd rat nhiéu nhitng yéu cau
bao co théng kéva cac yéu cau quan ly khac, véi sé luong bién ché han hep hién
tai, Phong GDDT phai sir dung bién phap thu thap, chia sé dit liéu, hd so da duoc
sb hoa bang hinh thic truc tuyén dé cé théng tin nhanh, kip thoi.

- Sy tién bo va cap nhat kip thoi cac béo céo thdng ké caa Phong GDDT Hai
Duong trong thoi gian vira qua ciing 1a san pham cua céc giai phap chuyén do6i s6
dang duoc timg bude diéu chinh hoan thién & cap tiéu hoc thanh phé.

- Chuyén dé chuyén dbi sb trong quan 1y hd so cac nha truong di va dang tac
dong tich cuc, mang lai hi¢u g tich cuc trong do1 ngii can by quan 1y, gido vién,
nhan vién. Pa s can bo quan 1y, gido vién, nhan vién déu hao hing, ung hd phong
trao chuyén doi s6 quan 1y ho so nha trudng.

- Cén b9, gido vién, nhan vién va cac nha trudng tiét kiém duoc phén 16n kinh
phi su dung cho gidy muc in an ho so tai liéu, kinh phi str dung vao dau tu mua
sam, tu gia, vat liéu dung dé luu trit ho so.

- Hb so dugce luu trir khoa hoc, dé tra ctru, st dung va chia sé, mat it thoi gian
tim kiém, c6 thé sir dung cac dir ligu hd so da luu trir dé cap nhat, bd sung.

- Hién tai da c6 3 don vi c6 hé théng quan ly hd so dién tir di duge Phong
GDDT thanh phé tham dinh va hoat dong c6 hi¢u qua. Cac truong tiéu hoc khéc
trén dia ban thanh phé da va dang chu dong Iwa chon nhiing ing dung khac nhau
dé xay dung hé théng va cong cu quan ly hd so dién tir thay thé cho hd so gidy phu
hop véi diéu kién thuc té ciia don vi.

- Trong nam hoc 2021-2022 va ntra dau nam hoc 2022-2023, mét sb don vi da
thuc hién hiéu qua viéc sé hoa thu vién nhu TH T& Minh, TH Tan Hung, TH
Nguyén Luong Bang, TH Thanh Binh...

- Trong thoi gian t6i, Phong GDDT thanh phd s& t6 chuc danh gia, rat kinh
nghiém dé tlep tuc hoan thién, nang cao chét luong viéc chi dao chuyén doi sd
trong quan ly ho so truong tiéu hoc.

7. Két luan

7.1. Khdng dinh két qud ciia chuyén dé

Chuyén dé da tap hop nghién cau hé thdng khai niém, vén ban va cac co so
phap 1y, co s khoa hoc dé trién khai thuc hién chuyen ddi sb trong quan ly hd so
truong tiéu hoc; khao sat, phan tich thuc trang, dé xuat duoc 5 giai phap sé hda va
quan Iy hd so & cac trudng tiéu hoc trén dja ban thanh phé Hai Duong nhu sau:

- Nang cao nhan thuc vé vai trd, loi ich va hiéu qua cua chuyén ddi sé trong
quan 1y hd so nha truong
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- Tang cuong boi dudng nang cao trinh d6 ung dung CNTT chuyén d6i s6

cho d6i ngli can b9, gido vién nhan vién

- Chi trong dau tu co sd Vat chat, thiét bi, ha ting cdng nghé théng tin

- Xay dung hé théng va cong cu ph hop dé thuc hién chuyén doi sb trong
quan 1y hd so nha trudng

- Tang cudng su chi dao ciia Phong GDDT ddi vai viéc chuyén doi sé trong
quan Iy hé so truong tiéu hoc

Céc giai phap da duoc md ta, kiém chimg, dem lai higu qua thiét thyc trong
cong tac quan ly hd so nha truong, gop phan nang cao chat lugng cong tac quan ly
va giao dyc trong cac truong tiéu hoc trén dia ban thanh phé Hai Duong. Phong
GDDT di td chirc tham dinh hé thdng quan Iy cua 03 don vi trén dia ban.

7.2. Kién nghi

*Véi cac co quan quan ly cap trén

- Tuyen dung, bé tri du d6i ngi giao vién day mon Tin hoc ¢ cac nha tru’ong

- Pau tu phong may d6ng bod vé sd luong va chat luong (c6 tur 30-35 may
tinh/phong) du dé cac nha truong thuc hién cong tac chuyén doi so.

- Pau tu thém cac trang thiét bi may moc phuc vu cho viéc tmg dung céng
ngh¢ thong tin trong cac hoat dong cua nha truong.

- Tiép tuc ban hanh cac van ban, quy dinh tao hanh lang phap ly thuan loi
cho cong tac chuyén doi s6  trong cong tac quan ly hd so trudng tiéu hoc.

* Véi cac truong tiéu hoc

- Day manh tuyén truyen cho can b, gido vién, nhan vién thay ro hiéu qua
va yéu cau mang tinh tat yéu cua viéc ung dung cong ngh¢ thong tin trong quan ly.

- Nang cao trinh d¢ Tin hoc, b6i dudng k¥ ning tmg dung céng nghé thong
tin cho do1 ngii cadn by quan ly, giao vién, nhan vién.

- Pong vién d6i ngii can bd quan 1y, gido vién, nhan vién tich cuc hoc tap,
rén luyén cac k¥ nang trong viée sir dung cac loai may moc thiét bi va cic phan
mém g dung trong cong tac quan Iy va giang day.

- Tang cuong chia sé chuyén mon, khai thac cac tai liéu trén Internet va trén
trang trudng hoc két ndi dé phuc vu cong tac chuyén doi sb./.

Thanh pho Hai Dwong, thing 2 nim 2023



PHU LUC 1. PQ TUOI CUA POI NGU CAN BQ GIAO VIEN NHAN VIEN
CAP TIEU HQC THANH PHO HAI DUONG

‘ . So Do tudi Ghi

TT] Truong Tiu hoe CESV Dusi30 [30-40 |40-50 | Trén50 | chi
1| Ai Qudc 47 8 14 14 11
2 | Amanaki 22 1 9 0 12
3| An Thuong 37 5 18 13 1
4| Binh Han 46 2 11 22 11
5| Binh Minh 57 2 20 26 9
6 | Cam Thuong 38 5 12 12 9
7 | Chu Vin An 40 10 12 14 4
8| Piang Qubc Chinh 23 3 9 8 3
9 | Pinh Vian Ta 31 3 13 13 2
10 | Gia Xuyén 39 8 17 10 4
11 | Hai Tan 57 8 20 25 4
12| Lién Hong 45 7 16 15 7
13 | Ly Tu Trong 45 1 12 28 4
14 | Nam DPdng 42 6 23 10 3
15| Ngoc Chau 53 6 16 25 6
16 | Ngoc Son 34 4 19 10 1
17 | Nguyén Luong Bang 58 9 25 16 8
18 | Nguyén Trii 47 1 6 28 12
19 | Nhi Chau 24 3 7 12 2
20 | Phu Luong 34 6 9 11 8
21 | Quyét Thang 37 1 18 15 3
22 | Sao Mai 32 9 19 3 1
23| Tan Binh 60 16 21 21 2
24 | Tan Hung 34 7 9 15 3
25 | Thach Khoi 49 7 17 19 6
26 | Thanh Binh 72 7 23 35 7
27 | Tién Tién 53 9 27 12 5
28 | T6 Hiéu 57 0 20 25 12
29 | Tran Qudc Toan 25 2 11 8 4
30 | T Minh 72 13 18 37 4
31| Viét Hoa 42 8 11 16 7
32 | V& Thi Sau 45 2 12 24 7

Tong 1397 | 179 | 494 | 542 | 182 0




PHU LUC 2. TRINH PQ CNTT, CHUYEN DPOI SO CUA CBGVNV

CAP TIEU HQC THANH PHO HAI DUONG

) Trinh d¢§ dao tao Trinh d9 tin hoc S6

TT | TreimgTiéhee | opgyny | Bt | Cao | hocco | nang | Khéc o

hoc | dang ban cao hoc
1 | AiQudc 47 44 2 1 43 2 2 2
2 Amanaki 22 13 3 6 19 0 3 1
3 | An Thuong 370 33 4 0 37 0 0 1
4 | BinhHan 46 | 44 2 0 45 1 0 1
5 | Binh Minh 57| 53 1 3 57 0 0 1
6 | Cim Thuong 38| 31 5 2 7 1| 30 1
7 | Chu Vin An 40| 25 41 11 38 2 0 2
8 Ping Quédc Chinh 23 20 3 0 23 0 0 1
9 | Pinh Vin Ta 31| 31 0 0 29 2 0 1
10 | Gia Xuyén 39| 34 5 0 38 1 0 1
11 | Hai Tan 571 50 4 3 57 0 0 0
12 | Lién Hong 45 | 42 3 0 31 0 14 0
13 | Ly Ty Trong 45 44 1 0 43 2 1
14 | Nam Pong 421 36 4 2 40 2 1
15 | Ngoc Chau 53 49 4 0 6 1 46 1
16 | Ngoc Son 34| 29 2 3 33 1 0 1
17 | Nguyén Luong Bang 58| 56 2 0 57 1 0 1
18 | Nguyén Trai 47| 46 1 0 45 1 1 1
19 | Nhi Chau 24| 22 2 0 23 1 0 1
20 | Pha Luong 34| 30 3 1 31 1 2 1
21 | Quyét Thang 37| 36 1 0 36 1 0 1
22 | Sao Mai 32 21 20| 10 32 0 0 0
23 | Tan Binh 60 | 53 7 0 56 4 0 1
24 | Tan Hung 34| 32 1 33 0 1 1
25 | Thach Khoi 49 | 46 2 1 18 3| 28 2
26 | Thanh Binh 72 71 1 0 66 3 3 2
27 | Tién Tién 53| 47 6 52 1 1
28 | T6 Hiéu 57 49 7 1 44 10 1
29 | Tran Quéc Toan 25| 24 1 24 1 1
30 | T& Minh 72| 68 4 69 3 3
31 | ViétHoa 42 39 3 41 1 1
32 | V&6 Thi Sau 45| 43 2 0 43 2 1

Téng 1397 | 1242 | 110 | 45 | 1216 48 | 133 | 35




PHU LUC 3. CO SO VAT CHAT HA TANG CONG NGHE THONG TIN

CAP TIEU HQC THANH PHO HAI DUONG

I = - o
| <« = . - V) o3
= = e [ - = = _ E=J-1]
z | 3 sz 52 5| | Ef | 23 |:g
; % ZF| 25| zp| 8| ¢ o E 28| 25 <
TT | Truong Tiéu hoc % k= R g 5 X = g 5 £ = 5 SE Ghi cha
S| 52| 25| 32 s 5 SE | gf| zif
) < o S oo > o0 'E g = O =
»n E E ba \:-’ eg g ‘22 ¢(§ =] @] =< \22 %‘
3 S 3 = = E
Lo A 27 ti vi, 2 bang tuong tac, 4 may
1 | AiQuoc 47 23 47 33 0 3 50Mbps 47 47 chiéu; 06 may tinh hong
2 | Amanaki 22 10 16 10 0 1 300 22 22
3 | An Thuong 37 34 37 21 0o | 2 120 37 g7 | 03 may chiCu. 21 méy tinh ban cta
hoc sinh héng
4 | Binh Han 46 21 46 32 0 2 100 Mbps 46 46
5 | Binh Minh 57 42 50 46 1 2 300 57 57 | 15 méytinh ban khong sir dung duoe
04 may chi€u bi hdng
6 | CAm Thuong 38 24 38 23 0 | 3 240M 38 38 ggnrgay tinh ban, 04 may xach tay
7 | Chu Van An 40 62 3 19 0 2 300 40 40
< £ . 02 may tinh xach tay khong st dung
8 | bang Qudc Chinh 22 21 22 14 0 2 22 22 duoe, 8 may tinh ban hong
9 | binh Van Ta 31 37 31 24 0 3 400 31 31
10 | Gia Xuy@n 39 15 39 33 0 3 400 39 39 | 8maytinh dé ban bi khong SD duge,
01 may chi€u hong
11 | Hai Tan 57 16 57 12 1 2 | 60-70Mbps | 57 57 | 5 mdy tinh da hong, 1 mdy scan
khong st dung duogc
12 | Lién Héng 45 25 45 32 0 3 480 45 45
, 4 may hong; 10 may do ciu hinh thip
13 | Ly Ty Trong 45 27 45 31 0 2 60Mbps 45 45 khong két ndi duoc Internet
14 | Nam Déng 42 35 42 32 0 2 42 42
A 10 méy tinh; 3 méay chiéu hong; may
15 NgOC Chau 53 57 48 36 1 1 60MbpS 53 53 tinh cAu hinh thép Két ndi mang cham;




P . 8 B g S o0 S 3 S 2
SR-T) R-U-T I = =) «©
7 ¢ | £ | 2382 25| §| 5| Efz | 25| z=.
TT | Trudng Tiéu hegc < Sk > 5 51 Fam| = = 0T B % 5 % Ghi chu
& & = SEZm| =¢€§ = 3 EEE R £ 7 £ E
e = "g - =0 < = E > \(;D = g Q f O =
g 2 3 g = = 2E | g8
16 | Ngoc Son 34 23 7 23 0 | 1 | 100Mbps | 34 34 }llgnnglay tinh hoc sinh, 01 mdy chicu
17 | Nguyén Luong Bang 58 35 58 37 0 2 3 58 58
18 | Nguyén Tréi 47 28 6 32 0 3 445Mb 47 47 | 3 may tinh HS, 02 may chiéu hong
19 | Nhi Chau 24 19 20 19 0 2 80Mb 24 24 | 9 may héng
20 | Phu Lwong 34 22 34 24 1 1 62 Mbps 34 34 | 04 may tinh HS hong
21 | Quyét Théng 37 22 37 8 0 1 50Mbps 37 37 | 16 may tinh, 02 may chiéu hong
22 | Sao Mai 32 7 32 23 0 1 32 32
23 | Tan Binh 60 27 58 42 o | 3 280 60 g0 | /mdy tinh phong tin hoc bi khong
sua dugc, 1 bang tuong tac hong.
24 | Tan Hung 34 37 34 26 0 2 34 34
25 | Thach Khoi 49 22 49 34 0 | 1 | 120mbps | 49 49 | may tinh phong tin hién con 9 mdy su
dung dugc, con lai hdng
26 | Thanh Binh 72 23 53 53 0 85,8Mbps 72 72
27 | Tién Tién 53 36 53 20 0 2 300 53 53
28 | T6 Hiéu 57 33 57 42 0 2 450 57 57
A £ , 11 may tinh, 01 MT ban; 01 may
29 | Tran Quoc Toan 25 21 20 21 0 1 25 25 chiéu: 02 bang fuong tac hong
30 | Ta Minh 72 24 72 54 0 1 72 72 | 51 tivi, 3 may chiéu
31 | Viét Hoa 42 54 4 24 0 2 42 42
32 | V5 Thi Sau 45 24 45 33 1 3 50 Mbps 45 45
Téng 1396 906 1205 913 5 72 1396 1396
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PHU LUC 5. MO PHONG THUC HANH MOT SO KY THUAT
CHUYEN POI SO TRONG QUAN LY HO SO TRUONG TIEU HQOC

Pé chuyén déi sé trong quan Iy hd so truong tiéu hec dwoc thanh cong,
nha troeong nén thuc hién theo chu trinh sau:

I. Cong tac chuén bi

1. Xay dwng 1§ trinh chuyén doi sé

Xay dung 16 trinh thuc hién nhiém vu tng dung CNTT, chuyén dbi sb theo
ting giai doan. Dua trén 16 trinh d6, nha truong xay dung ké hoach thuc hién
nhiém vu chuyén doi sb theo nim hoc, xay dung ké hoach bdi dudng thuong xuyén
ung vaéi tieng nhiém vu.

Vi dy: Truong TH T Hiéu xay dung 16 trinh tir nim hoc 2020-2021 dén
2024-2025 nhu sau:

Giai doan 1: Nam hoc 2020-2021; 2021-2022: Phan dau 95% GV nha truong
dap tng duge YCCD cia 9 module TT03. 20% GV dap tng tét cac YCCD cua 9
module TTO3.

Giai dogn 2: Nam hoc 2022-2023: Chuyén doi sé trong quan 1y hd so nha
truong.

Giai doan 3: Nam hoc 2023-2024:

- Chuyén doi sé trong xay dung thu vién dién tir.
- Thi diém chuyén doi sb trong kiém tra, danh gia.

Giai doan 4: Nam hoc 2024-2025: Chuyén doi s6 trong kiém tra, danh gia.

2. Xay dwng ké hoach bdi dwéng véi tirng giai doan

Ung véi ting giai doan, nha trudng xay dung ké hoach, noi dung bodi dudng
thuong xuyén dap tng nhiém vu dé ra, cu thé:

*Nam hoc 2020 - 2021.:

- [t nhat 1 GV/ t6 dap ung tét cac YCCP cta 9 module TT03.

- GV toan truong dap ung tot cac ki nang:

+ K¥ ning str dung Gmail hiéu qua: Huéng dan céach tao tai khoan, céach s
dung, cach khai thac hi¢u qua, chuyén nghiép.

+ Khai thac dugc ung dung, phan mém thudc Google dé quan ly, day hoc truc
tuyén hiéu qua: Google Form (phuc vu cha yéu cho kiém tra, danh gia); Google
Sheet (phuc vu chu yéu cho lay théng tin, bao cdo sé liéu); Google Docs (chuyén
giong nobi thanh van ban).


https://www.google.com/intl/vi_vn/docs/about/
https://www.google.com/intl/vi_vn/docs/about/
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*Nam hoc 2021 - 2022:

- Tap trung bodi dudng ki ning: Xoa nén hinh anh; Xuat file PDF, chén chit ki;
scan van ban, tai liéu.

- Thi diém chuyén ddi s6 trong quan Iy hd so chuyén mén: Khéi 1, 2, 3 (bao
gom ca GVCN, GV bd mon)

BB 2021-2022.QUANLYK..

Drive cla toi 2021-2022.QUAN LY KE HOAC...
Thu muc

B «kHOI B kHOI2 B kHOI3

B 14 Nguyén Lan Phuang B 16, Vi Thi Tuyéi Lan B8 1C. Nguyén Huyén Trang B8 1D Chu Thu Hién BB 1E PhanTam

a
o

B TUAN 22 TTpdt B TUAN 23 TTpar

*Nam hoc 2022 — 2023

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

- Huéng dan tai Tai Liéu (Gido an) 1én Cloud trén Zalo — Luu trit tai liéu (giao
an) trén Zalo.
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- Lam video ghép anh, ghép nhac bang app trén dién thoai (phuc vu 19 trinh
xay dung thu vién dién tu).

*Nam hoc 2023 — 2024

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

- Tao dé thi trac nghiém online, tron dé tric nghiém.

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

1. Biét sir dung Gmail

2. Khai thac duoc trng dung co ban cua Google Drive:

- Tao thu muc

- Luu trit ho so tai thu muc bang cach str dung tinh niang Tai tép 1én, Tai thu
muc lén.

- Chia sé thu muc 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 ca nhan/ dién thoai.

3. Chuyén file word sang pdf

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

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

- Tai phan mém, cai dat.

- Cheén chix ki/ con dau trong file pdf

- Chén noi dung van ban trong file pdf

6. Scan tai liéu: Clear Scan

I1. T6 chirc thuc hién

1. Hoan thign cdc vin ban quy ché, quy dinh, hinh thanh méi trwong thic
ddy g dung CNTT (Xay deng Quy ché si dung hé so dién tir)

Viéc xay dung Quy ché quan ly va si dung hé so dién tir phai dugc tap thé su
pham théng nhat trén tinh than tu nguyén, dan chu. Ké hoach xay dung HSDT phai
dugc dua vao ké hoach cu thé timg nam va dugc théng qua hoi nghi CBVC 1am co
s& cho céac bo phan xay dung ké hoach, chi tiéu.

Trong Quy ché quan 1y va sit dung hé so dién tir can quy dinh r6 nguyén tac
lam viéc cling nhu quy dinh trach nhiém téi ting nguoi, teng bd phan (Hleu

truong, Phd Hiéu truong, cac to trudng, c4 nhan, ...). Viéc quy dinh rd rang vé cac
hinh thic quan 1y, khen thuong, phé binh, mét mat tao dong luc, khich 1€, dong
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vién doi vai nhiing gido vién tich cuc, sang tao, mat khac gép phan gy tac dong
tich cuc doi vai nhitng truong hop con ngan ngai, chua cé tinh than trach nhiém
cao trong qué} trinh thuc hién nhiém vu dugc giao. ‘ o

Quy cheé quan ly va siz dung ho so dién tur 1a cong cu can thiét dé quan ly hiéu
qua hé thdng hd so dugc sé hoa trong nha trudng.

2. Xay deng hinh thec tgo ldp hé so

Théng nhat viéc tao lap va cap nhat van ban, tai liéu, hd so dién tir dé phuc vu
trao di, xir 1y, luu trit trong nha trudng, tao thuan loi trong viéc quan ly, st dung
van ban, tai liéu, hd so dién tir trén moi truong mang.

* Hinh thiec 1: Hinh thirc quan li tap trung

Hinh thirc nay, CBQL nha truong sé tién hanh nhuw sau:

- Buée 1: CBQL nha truwong 1ap 1 Gmail méi va sir dung Gmail dé dé tao
lap ho so' nha twong (1ap ciy thu muc). CBQL nha trwong sé lap cac thu muc
chinh nhw thw muc CHI BQ, thw muc QUAN LY CHUYEN MON, ....; thu
muc cac TCM ciing nhu thw muc cia tirng GV va thuc hién phan quyén cho
GV.

*Luwu y: GV Khong phai lap the muc. GV chi viéc vao thw muc dwoc chia
sé véi minh va up ké hoach bai day, c4c hd so 1én.

NAM HQC 2022 - 2023 iy

VAN BAN CHI ba0 (3 THI BUA - KHEN THUG 56 DANG BO [ PHO CAP By NGHI QUYET &3

B3 B0I DUONG THUONG B siocio [ AN TRU i

- Bwéc 2: Yéu cau GV nha trwong lap Gmail méi va cung cap dia chi
Gmail chuin @6 cho CBQL nha truong.
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thienhien$1&gmail .com
hoangduong 8875 &gmail .com
xuanhiencp@amail com
lenhattuong@agmail com
chuyenvientuvanphk @gmail.com
phuangach72@amail com
klovang9&agmail com

tienintcengroup @gmail .com

(- - T R - R T S B PE T Y Y

quacteuanalm92&agmail.com

j—y
(=]

nguyenhuunghiaZba@yahoo.com.vn
11 |tung tranduy31&Egmail com

- Buée 3: CBQL nha trudng sé chia sé thw muc ma nha truong di tao dén
tirng d6i twong GV bing cach add gmail va phan chia quyén cho GV.

Luu y:

+ V6i cac van ban, ké hoach ciia nha trwong: Phan quyén & cap Ngwoi
xem (Chi dwoc xem file) d6i véi 100% GV nha truong.

+ V6i thw muc ca nhan caa GV: Phan quyén Ngwéi chinh sira d6i véi GV
dé, phan quyén & cap Ngwoi nhdn xét d6i véi cac té trwéng, té pho phu trach
GV.

* Hinh thirc 2: Hinh thirc quan ly phén tan

Trai ngwoc voi hinh thizc quan ly ta@p trung, ¢ hinh thac qudn ly phan tan,
CBQL nha trwong sé 1ap the muc chinh con TCM, GV tw lap thw muc trén
Gmail ciia TCM, ciaa GV, sau dé chia sé lién két véi Gmail/ thw muc cia nha
truong.

*Sw khac biét cia 2 hinh thac qudn ly ta@p trung va qudn ly phan tan

O hinh thic phan tan, TCM, GV déu phai lap Gmail va sir dung Gmail d6
lam noi lwu triv. Con 6 hinh thirc t@p trung, Gmail cia GV c6 tac dung luwu trir.
Viéc chia ra 2 hinh thirec nhw vy chii yéu 1a dé ting dung lwong luu trir. Tuy
nhién, thuc té & trwong TH T6 Hiéu, sau 1 hoc ki, dung lwong sir dung méi
dén 707MB/ 15 GB mién phi. Nhwr vy, véi dung lwgng nhw viy, di dé ding
trong 5 nim mién phi.
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¢ Banhe

D3 s(r dung 2,91 GB trong
tong s6 15 GB

Mua bd nha

3. Xay dung cdy thu muc

3.1. Xay dung cdy thu muc theo tang béc

- Bac 1: Danh muc dugc quan 1y theo Diéu I trudng hoc va mot sé ndi dung
phuc vu cOng tac day va hoc cta nha truong.

1", BANGIAM HIEU
- CHI BO

CHI DOAN

toi

CONG DOAN

#l W

HOI DONG SU PHAM

W

B=  1dipone ToKT

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

‘ - TO CHUYEN MON GIAO DUC ‘

- Bac 2: Noi dung duoc sap xép theo nam hodc nim hoc

4.. E&I:JGIAMHIELI -
Sap xép theo nam hoc

Ténm ol

Bl NAMHOC 2021-2022 I

- Bac 3: Danh myc quan ly theo ndi dung
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-a"' EIAI"\IGIAM HIEL =
Sap xep theo nam hoc

ook

Il nNAMHOC 2021-2022

- Lap thir 3:
1¥ theo ndi dung

CHIBO>

BB NaM HOC 2020-2001

NANI2022]

Danh muc quin

_NGi dung quan ly trong nam

Té&i e

VAN BAN CAP TREN

THEO DOI DANG VIEN

KET NAP DANG VIEN

KE HOACH, NGHI QUYET, BAO CAD

BAN KIEM DIEM

‘

w20z

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

CHIBO » NAM2022 > KETNAF‘DA\JGVEE__)(HGSGBANGVIEN}

—
o Sirm 46 lan cud
Pt

NGi dung quan ly duge tao thy
vao muc dich lwu el théng tin clia nha trudng
I HgupinThiA 11:25 i

Tén &

\‘ B TanvEnE

3.2. Xay dung cdy thu muc theo thoi gian

Thu muc

BB NAMHOC 2023-2024 BB NAMHOC 2022 - 2023..

Trong mdi nam hoc, tao thu muc:

- Thu muc bac 1: Dua trén nhu cau va cach quan ly cta ting nha trudong. C6
thé tham khao:

1. S6 dang bo.

2. Hoc ba.

3. Bang tong hop két qua danh gia giao duc cua I6p
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4. Ké hoach chién lugc phét trién nha truong va ké hoach hoat dong giéo duc
theo nam hoc.

4.1. Ké& hoach tac nghiép

4.2. K& hoach bai day

5. S6 quan ly can bo, giao vién, nhan vién. (Kiém tra noi bo)

6. S6 quan 1y 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

- Ho so tién tién, ....

- Thi GVG

Drive cliatdi > NAMHOC 2022 - 2023 gy B
Thu muc Tén
PHO CAP G DOAN DOI € CHIBO ® B siocio 3 BANTRUR
B8 10 THIDUA-KHENT.. BB o HSKHUYETTAT I3 5.BD THUONG XUYEN .. 7. NGH| QUYET &3 6. QUAN LY VAN BAN ...
5. KIEM TRA NOI BO P> BB 4.2 KEHOACH BAIDA... B3 4.1.KEHOACHTACN.. BB 4 KEHOACH GIAO DU... BB 3 BANG TGNG HOP
BB 2 HoCcBA 1.50 DANG BO [

- Thu muc bac 2: Thw muc TCM
Vi dy: Tai Thu muc Ké hogch bai day, 16p 2 1a:

Drive cla toi NAM HQC 2022 - 2023 g 4.2. KE HOACH BAIDAY [ =]
Thu muc Tén
;B\ 710s TO 4 763 T62 TO1

- Thu muc bac 3: Thw muc caa tirng GV
Vi dy: Tai thu muc TO 1 ¢6 cac thu muc 16p 3 14 tén tirng GV trong to:

Drive cua toi NAM HOC 2022 - 2023 g 4.2. KE HOACH BAI DAY [@ TO1 2 =]
Thu muc Ten ¥

B3 NGUYEN TH] HUONG NGUYEN THANH THUY B3 MV THUAT VOVANQ.. GDTC.DUGNG THI MAI . 16.NGUYEN T.PHUON...

B3 1E.NGUYEN T. HUYEN.. B3 1D.CHU THI THU HIEN B3 IC.NGUYEN THILANP... 1B.VO TH| TUYET LAN @3 1A.PHAM THI MINH H...

- Thu muc bac 4: Cac ndi dung c6 lién quan dén tirng GV.
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Ho so GV gom:

1) Ké hoach bai day.

2) S6 ghi chép sinh hoat chuy@n mén, du gio va theo ddi danh gia két qua hoc
tap caa hoc sinh.

3) S6 chii nhiém (d6i véi gido vién chu nhiém).

Drivectiatéi > == > TO1 > 1C.NGUYEN THILAN PHUONG ~ a

Thu muc

Y  3.50 CHU NHIEM B 21.8BDTX B3 2. NGH| QUYET I 1. KEHOACH DAY HQC

- Thu muyc bac 5: Thu muc con caa ndi dung 2: Nghi quyét va BDTX
Vi du:

Drivecliatoi > =+ > I1C.NGUYENTHILANPHUCNG > 2.NGHIQUYET ~ =

Thu muc
I3 NGH| QUYET TRUONG B3 NGHJQUYETTO
Driveciatdi > == > 1C.NGUYENTHILANPHUCONG > 2.1.BDTX ~ &

Thu muc

B3 BDTXTRUGNG B3 BDTXTO B3 BDTX CANHAN
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LOP1 — LOPZ —> | wLop3 |—> | Lop4 |—> LoPs |

1 BANGED

2 HOC Ba TCM1,2,3,4,5 |—|..‘ GV 1,3,3,4.5, .. | | 3loaihé sor || HQ,BEDTE |

| 3.BaNGTH }—ﬁ GEL CKIL GE IL CEII | ,‘ GV 1.2.3.4.5. . |

4 EHOLCH

4 1.EHTH
MAM HOC

4 2. EHBAI

pap U memizzas | [ evizsas.

5 KTHE
£ L VELN

THQUYET
BEDTXE

9 HSET

10.TE-ET

4. Thuc hién mat soé ky thuat phuc va chuyén déi so

4.1. Xay dung cdy thw muc (danh cho CBQL)

Buwoc 1. Lap Gmail

- CBQL nha truong 1ap 1 Gmail méi, c¢é thé dat tén Gmail theo tén truong dé
thuan tién cho viéc quan ly.

- GV nha truong 1ap 1 Gmail méi va chi sir dung Gmail d6 trong quan ly hd
s0, sO sach, khong duoc ding Gmail d6 vao cac viéc khac dé dam bao dung luong
Gmail. GV cung cap dia chi Gmail ca nhan d6 cho BGH nha trudng.

Buoc 2. Dang nhdp Google Drive
Nhép dia chi drive.google.com dé sir dung.

GO gle Go gle
Dang nhap NGUYEN THI THANH THUY

Ti€p tuc tGi Google Drive % tohieu22tphd@gmail.com v

Email hoic 3 dién thoai

tohieu22tphd@gmail.com Nhap mat khau ctia ban

Ban quén dia chi email?
[J Hién mat khau

Day khong phai may tinh ctia ban? Hay sir dung ché do
Khach d& dang nhap mét cach riéng tu. Tim hiéu thém

Ban quén mat khau? Tiép theo

Tao tai khodn Tiép theo
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& orive Q. Tim trong Drive © 0 ® 4
Drive clia toi ~ :::]
b mi o c
Bugc dé xuat
» [@] oriveciatol
» [0 Maytinh @
2, buge chia sé véi t6i
© canaay
o o +
¥  Cogéndausao E3 DSGVIop 4xisx E3 22:23.DSGVBAO CAO Gl BAO CAC STSG HANG NGA. E3 SO QUYET DINH.xisx E3 CAULACBO.xsx
Ban d& mé vao tudn truée Ban 43 mé vao théng trude Ban 43 mé vao thang trube Ban 43 mé vo thing trude Ban d3 md vao thing trudc
[  Thing réc
Ten Chis 56 hiru Sira déi fan cusi Kich cd tép
&> Bonhe
. BB NAMHOC 2022 - 2023 100 23 thg 8, 202 -
Da sir dung 601,4 MB tr
1ng s6 15 6B
3 22:23.DS GV BAO CAO GIAI PHAP NCCLGD.xlsx 2% i 1219 186 KB
Mua b nhg
BAO CAC STS0 HANG NGAY (2022-2023) * t6i 21 thg 10,2022 9KB
BAO CAOSISO &% i 15thg 9, 2022 18I 2KB
E  CAULACBOxisx 2% i 171hg 10,2022 28KB

Buwoc 3. Tao thu muc trén Drive
Nhap vao dau cong Méi & goc trén bén trai trang Google Drive, 161 chon
Thu muc.

& Drive @ it = @ ® @ @ 7
liatoi ~ B O

Thu muc méi

Téi tép 1én

Tai thur muc [én

Google Tai liéu E

Google Trang tinh

Google Trang trinh bay > - . P
Vidop 4.xlsx E3 22-23.DS GV BAO CAO Gl.. BAOQ CAC SI SO HANG NGA... B3 SO QUYET DINH.xlsx E3 CAULACBO.xisx
B  Google Bigu mau > ¥ vio tun trude Ban d& mé vao thang trude. Ban d& md vao théng trute Ban di mé vao thing trudc Ban d& mé vao thang trude
Ung dung khdc
ren Chi s¢ hiru Sira di fan cudi Kich c@ tép
¢y Bonhé
- BB NAM HOC 2022- 2023 0 23hg 8, 2022 160 -

4 sir dung 601,4 MB trong
16ng 56 15 GB

3 22:23. DS GV BAO CAO GIAI PHAP NCCLGD xlsx i 1219 186 KB
Mua bd nhe

BAO CAC STSO HANG NGAY (2022-2023) 2% tol 211thg 10,2022 9KB

BAO CAO SISO 2% i 15thg 9, 2022 16i 2KB

Ed  CAULACBO.sx 2% i 171hg 10, 2022 28KB

[ DSGVIop duxisx toi 1221 50KB

bit tén cho thu myc tao trén Google Drive (Vi du: NKM HOC 2022-2023),
sau d6 nhap chudt vao Tao.
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Thu muc mdi

Thu muc khéng c6 tiéu dé

Biang cach tuong tu, chung ta tao cac 16p thu muc can quan 1y trong nha
truong (thu muc con).

Buwoc 4. Chia sé thw muc tai liéu trén Drive

(Chi lam trén gido dién web)

B1: Nhay nut phai chudt vao thu muc can chia s¢/ Chon Chia sé

L Drive Q_  Tim trong Drive IE @ 0@ ® I
Fowe Drive clatéi > NAMHOC 2022 -2023 - @ & W i B 0 @
@ Ten 4 Chis 56 hitu Sira 6 fan cudi Kich c&rtgp
» Drive ctia 101
B BANTRU 10l 27 thg 8, 2022 t8i -
» Méy tinh
o Y @
2 Buge chia 6 véi 18] B BAocéo 100 24 thg 8, 2022 t8i -
*,
S € M&ban >
@© Gangay m ¥ J 16 31thg 8,2022 t6i -
+
C géin déiu sap &% Chiasé
* B m - 161 24thg 8, 2022 tai -
[ Thingric GD  Nhanduéng lién két
B [ Hiénthivitithemee 1ol 101hg 10,2022 101 -
Bj nhd {23 Thém 18i tat vao Drive
& Bomho [ :] & ! i 25 thg 8, 2022 toi -
. Di chuyén t6i
4 sir dyng 601,4 MB trong i »
16ng 6 15 GB [ | Y Thém vao thu muc C6 gén ddu sao ol 11thg9, 2022 ti -
& b 2. DGitén
Mua b nhés - 2~ 160 24thg 8, 2022 t6i -
@ Thay dgimau >
B Q  Timkiémtrong BAO CAD 101 241hg 8, 2022 161 -
[ ] @© Xemchitiét 1l 24 thg 8, 2022 t8i -
J,  Taixudn:
[ ] = 0 @i 24 thg 8, 2022 t6i -
Xda
[ ] C) i 24 hg 8, 2022 t6i - N

B2: Nhap dia chi Gmail cho tai khoan mudn chia sé

Mudn chia sé thu muc véi 1 nguoi cy thé hodc nhiéu nguoi, chiing ta chi viéc
nhap/ copy dia chi gmail ngudi d6, hodc nhap/ copy dia chi gmail nhiéu ngudi vao
cung 1 luc.
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Chia sé "BAO CAO"

lamluug9gk@gmail.com

lamluu89gk@gmail.com
lamluu89gk@gmail.com

= Tohiev22tphd@gmail com

Quyén truy cap chung

€6 quyen truy cap méi c6 thé mé béng duang lién két nay

o
@ Sao chép duang lién két m

Xem

B3: Thiét 1ap Quyén truy cdp chung cho ngudi dugc chia sé

- C6 thé sira: Nguoi nhan duogc lién két c6 quyén cap nhat file.

- C6 thé nhan xét: Nguo1 nhan duogc lién két co quyén nhan xét.

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

- Sau d6 nhap chudt Giri 12 hoan thanh.

Luu y:

+ Véi cac viin ban, ké hoach cia nha trwong: Phan quyén & cap Ngwoi
(Chi dwoc xem file) d6i véi 100% GV nha truong.

+ Véi thw muc ca nhan cia GV: Phan quyén Ngwoi chinh sia dbi véi GV

d6, phan quyén & cAp Ngwoi nhgn xét ddi véi cac té truong, té pho phu trach

GV.

4.2. Tdi tai liéu lén thuw muc (danh cho GV)

Buwiée 1. Tao 16i tit thw muc, tip tin dwoc chia sé

- Chi lam trén gido dién web d6i voi nhitng nguoi duoc chia sé.

- L6i tat 1a duong lién két din dén mot tép hoac thu muc khac. Muc dich cua

budc nay 1a giap GV dé dang tim va sip xép cac tép/thu muc trong Google Drive,
tranh tinh trang cac tép/thu muc dugc chia sé tan mat.

B1: Nhay chon muc Pwgec chia sé véi toi
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L Drive
M

» [8] Drive cia i
» CO Maytinh
2, Duoc chia sé véi tai
@© canasy
Yr Cogdnddusao
[ Thingrac
¢ Banhe

dung 596 GB trang
g s 156G

Mua bé nhé

Q_  Tim trong Drive

Budgc chia sé vdi tai

HDH Tin hoc Iép 4.pdf 2%

P
> M
Tinhoe- & Mobang

o4 ;
Motathyy <= Chiasé
GD  Nhéndudng lién két

=
[ :]
m
[ HUONGD#
=

it
®
Q
@

Nquéi chia sé Ngay chiasé 4
- -

o Tigu hoc Tam Higp 81hg 9, 2022

L THANH THOY NGUYENTHI  81hg 9, 2022

& vrerse 17thg 9, 2022

25thg 9, 2022

@ wosngLinn

o Tu Dang Linh

' Thu Phuong Trin

. THANH THUY NGUYEN THI
@ miowy e

m Huy Hoang

. Diing Duang Trung

25thg 9, 2022
28thg 9, 2022
28thg 9, 2022
17 thg 10,2022
17 thg 10,2022
17 thg 10,2022

@ ving Duong Trung 17 th 10, 2022

— & Thém 16 tat vao Drive
DANG KIT ¢ Thém vao thu muc C6 gén déu sao
BAOCACE ”‘ barten
@ Thaydsimau 4
¥ A4tWIWIL  Q  7im kiém trong Tin hoc - Luu Thi Anh Lam
¥ KMSpicod Ty yem chitiét
B st @  Chantohieu22tphd@gmail.com
&, Téixudng
B Lavpasss
W xoa

&, Bugc chia s

o & O i 2]

>

B2: Nhay nut phai chudt vao thu muc, tap tin dugc chia sé¢/ chon Thém 16i tit

vao Drive

=

o
£

Duoc chia sé vdi t6i

b

Gin ddy

€6 gan diu sao

2 % 0

Thing rac

¢ Bonhd

4 sir dung 5,96 GB trong
téng 5§ 15 GB

Mua b nhé

(@ HDHTinhoc Idp 4.pdf 2%
B Tinhoo-L »  Mbbéing >
M Motathuy &F Chiasé
G Nhan dudng lién két
@ HUONG D2
B HUoNGDE &4 Them i tat vao Drive
DANGKIT Y Thém vio thu muc C6 gén dau sao
ioccy - 99
@ Thaydsimau >
¥ AWIWIL O Timkigm trong Tin hoe - Luu Thi Anh Lam
¥ KMSpicod (7Y yem chitiét
B s @  Chén tohieu22tphd@gmail.com
&, Téixudng
B ldypasss
0 xéa

&, Buge chias

B HDH Tin hoc I6p 4.pdf &%

B Tin hoc - Luu Thi Anh Lam

Drive x
[0 May tinh

a Dugc chia sé vdi 16i

Y C6 gan dau sao

THEM LOI TAT

Buworc 2: Tai file hodc thw muc Ién Google Drive

Pé dua file 1én Google Drive, nhip vao diu cong Méi ¢ goc trén bén trai
trong Google Drive.

@ drivegoogle.com/drive/my-drive

€ c

9 L Drive

Q, Tim trong Drive o

0

Drive cla toi ~

3 Thue muc
U tién

D = o +

b @ Drive clia tai Taltép lén
an o Tai thur muc 1én ] —-—
» Durgye chia sé wai thi _— =
@ Giin ddy B Google Tailiéu 3
o )
-‘J = “ Google Treng inh ’ QLSV_KG202004030100 ¥ MNwHm2020040302000
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Nhép vao dau cong Méi & goc trén bén trai trang Google Drive, co cac lwa
chon dé tai 1én Google Drive nhu sau:

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

* Tai thw muc 1én: chi chon thu muc, toan bg file trong thu muc s€ duogc
tai 1én Google Drive.

Ngoai tai file tir may tinh 1én Google Drive, con c¢6 thé tao mot sd file khac
duoc Google Drive hd trg nhu Google Tai liéu (Google Docs), Google Trang
tinh (Google Sheets), Google Biéu mau (Google Form) ...

Luu y:

- Sau khi tai file 1én, co6 thé déi tén, x6a, hay lam mot sb tac vu béng cach
nhap chudt phai vao file.

- Khi GV tai file/ thu muc vé1 muc dich dé chia sé véi nguoi khac, can thuc
hién thao tac chia sé nhu hinh dudi day:

€ Chiasé "BAO CAO" Q0 =

& 1amiuusogk@gmail.com X Ngudi chinhsira v

Thong béo cho nhimg ngudi nay Ngudi xem

Loi nhan ey
Ngudi nhan xét

Ngudi chinh stra
Sap xép, thém va chinh s(ra tép

@ Sao chép dudng lién két

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

6 Drive Q_  Tim trong Drive = @ ® @
+ Mé Drive clia ti > NAMHOQC 2022 - 2023 ~ Caidat 1
T4i Drive cho may tinh
Ten Chi s& hitu B .
» [@  orveciat Phimat
BAN TRU 1 27 thg'8;2022°t0T =
» [0 Maytinh B -
2, Bugc chia sé véi o] @B BAocio i 24 th 8, 2022 18 -
© canay B3 BOI DUGNG THUBING XUYEN toi 31 thg 8, 2022 tai -
C6 gén dat
% gendansse m cHiBO 16l 24 thg 8, 2022 161 -
T Thing rac
B 20ANDOI toi 10 th 10, 2022 16i -
B nhd
G Bonha B KEHOACH toi 25thg 8, 2022 toi -

Budc 2: Nhay chon Tai rng dung Drive danh cho may tinh
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L Google Drive Canhan Nhém Doanh nghiép Tai xuéng

Luu tru tep mot cach an

A Y A Y ~ ~ .
toan va truy cap tren moil

. l\' -
thiét bi
Chon cdc thu muc trén may tinh dé€ dong bo hoa véi Google Drive hodc sao luu vao
Google Photos va truy cép tdt ca ndi dung ngay tir may tinh Windows hodc méy Mac

Tai i'ng dung Drive danh cho may tinh

Google Drive - Preferences

L Drive

My ThinkPad Laptop

Folders from your computer

Google Drive
Folders fram Drive

My ThinkPad L.
Choose a folder or
to Goagle Photos.

Add folder

& Google Driv|
Syncing files fr
O Project asse|

3 pocuments
J, Google Pho
Backing up bt

03 Family photof

Budc 3: Sau khi tai tng dung xong, nhay dap chudt vao tng dung dé cai dat

va choi doi. Chon Singn in with browser

& Signin to Google Drive >

Google Drive

Buéc 4: Bang nhap tai khoan gmail

&

Choose an account

to continue to Google Drive for desktop

“ Anh Lam
amiuuBdgk@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
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Budce 5: Chon Singn in

G Sign in with Google

c

Make sure that you downloaded
this app from Google

Anh Lam
amiuvuBdgk@gmail.com

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 frem 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.

Google

Success! &

You've signed into Google Drive

To continue, close this window and return tg
Google Drive

Cancel Sign in
English (United States) Help Privacy Terms
r
A >
Két qua:
o
3 mis pc
New ¥ T sort ~ BZ view ~
€ > o« 4~ M ThiskC
v Quickaccess Folders (6)

Downloads

Giao an (E)
|

W Deskiop  # i Desktop

i Downloads # ) 3
~ Devices and drives (5)

:_ i Documents

= Documents # BB Windowsystem (C) Data (D3
— [}

4 Pictures  #

21,5 GB free of 130 GB GB free of 213 GB

& BD-RE Drive #

== Google Driv #

/% Baitdp ménTh

86,6 GB free of 111 GB

E Pictures

BD-RE Drive (H:)

e

Google Drive (G:)

[ ] L

4.87 GB free of 15,0 GB

.. L. OTTUyerT 1mic vvuru sai

layout  References  Mailings  Review Help WPSPDF @ Tell me what you want 1o do

& TimesNewRomar - 18 - K A Aa~ 4 LIS T | nambcond AaBbC
Paste B . o . - v. 1 n hasis
* # Format Painter BT U - abs x; X v - A » - [T Caption  Emphasi
Clipboard = Font 3 ]
=] 4}
L [ Sl 2o0-3.004 RN TR RN RN RRRE RERE SRRt
B Mbén Tin hoc
- KHOI 2,
7 Tiet1:

Budc 1: Mo file Word chon File/ chon Save as

(Tir ngay 5 thding 9 nam 2022 dén ngay ngay 9 thang 9 niam 2022)

yrour

AaBbC AaBbCc |AaBbCi AaBbCt AsBbCc
Heading 1 NoSpacing | TNormal | Stong  Subtitle
Styles
1001200130180 015 1 - 16 - QRITRIEEROE

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

Il save As
T <« 2022-2023 > GidoAn-KH > Tuin v
Organize ~ New folder
> & Documents Name

> L Downloads @ Gigo an - Tuan 1- Lam.docx

> @ Music

3 Tuan 2.docx
> A Pictures
> E3 Videos @ Tuan 3docx

> = Windows (C) @9 Tusn 4.docx

> == DATA (D
{3 @ Tuan 5.docx

> = lamluug9gk@gmail com - Google... (G)

x
C P Search Tuan ]
)
Date modified Tyl
10/09/2022 2:43 CH M
11/09/2022 4:40 CH Mi
17/09/2022 4:38 CH M
24/09/2022 10:17 SA M
24/09/2022 9:32 CH M

File name: | Gido &n - Tuan 1- Lim.docx

Save as type: | Word Document (*.docx)

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)

PDF (*.pdf)

XPS Dacument (*xps)

Single File Web Page (*mht;*mhtml)
Web Page (*htm;*htmi)

Web Page, Filtered (*.htm;*html)

Rich Text Format (*.rtf)

Plain Text (*xt)

Word XML Document (*xml)

Word 2003 XML Document (*xml)

Strict Open XML Document (*.docx)
OpenDocument Text (*.odt)

Authors:

~ Hide Folders

Budc 3:Chon duong dan chira tép/ Nhan Save
4.4.2. Chén chir ky, con dédu trong Word
Budc 1:Mé tép soan thao/ Chon thé Insert/ chon Picture
Budc 2: Chon tép hinh anh chit ky/ Nhay chon Insert

4.4.3. Ct
C6 nhiér
SmallPDF, PL
Reader. Trong
moi GV déu tl

Reader.

<« ~ /~ @l » ThisPC > Desktop

Organize ~ New folder

Al Desktop BAO CAO Dung GK GA SACH
EQMS GIAO
i Downloads KHOA MG
= Documents - CANH D..
PN Pictures ‘:‘
= DATA (D) =
TAILIEU TAP HUAN 1.ong
== |amluu89gk@ HO 50 56
== tohieu22tphd
Gido An - KH -
TAP HUAN HO § v (X5
Tudn chu ky logojpg
Zalo Received Fi thuy.jpg

File name: ‘(hu ky Lam.jpg

£ Search Desktop

o m @

GA tham K LGP 4C PHIEU BAI
khao TAP
s et
278019375_ con condaujpg chu ky
454583893 déu.png Lam.jpg
433735201
33880208...
~ | All Pictures (*emf*wmf*jpg;*j ~
Tools - Insert A Cancel

line voi
Acrobat
fam bao
1g Foxit

4.4.3.1. Tdi va cai dit phan mém Foxit Reader
Dé tai Foxit Reader, vao trang web: https://www.foxit.com/downloads/ >
Chon vao Free Download ¢ muc Foxit Reader > Chon hé diéu hanh va ngdn ngir


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_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
https://thuthuatoffice.net/chen-chu-ky-vao-file-pdf.html#Chen_chu_ky_vao_file_PDF_voi_Adobe_Acrobat_Reader

Tr19 - PHU LUC5

ma ban mudn > Nhan Free Download (hodc céc trang web tai phan mém mién phi
dé tai Foxit Reader vé may tinh)

Sau do thuc hién cac budc cai dat nhu sau:

Buwéc 1: Chay file cai dt tai vé -> chon Next

§-3 Setup - Foxit Reader — } X

e @ Welcome to the Foxit Reader
Foxit Setup Wizard

Reader
This will install Foxit Reader on your computer.

1t is recommended that you dose all other applications
before continuing.

Click Next to continue, or Cancel to exit Setup.

The

best PDF
Reader

‘ Agr Yo sst accept the terms of this
with the

[FOXIT SOFTWARE INC. LICENSE ind
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 (e|ther an individual or an
(@)1 accept the agreement

(1 do not accept the agreement
Wﬂp—\m>
Next

Budce 3: Chon the muc luu trir -> Chon Next
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Bwée 4: Chon Next

Bwée 5: Chon Next




Tr21-PHU LUC5

Bwée 6: Chon Next

Buwdc 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

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

v, foxit.com < Back Hext > Cancel

 —————————————————

Buwéc 8: Chon Install
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Poi phan mém Foxit Reader cai dit vao mdy tinh

Budc 9: Chon Finish dé két thuc cai dat.

4.4.3.2. Cach tao chit ki di¢n tiv bang hinh dnh

Budre 1: Ky chit ky ctia ca nhan 1én gidy trang mot cach rd rang.

Budéc 2: Sir dung dién thoai c6 phin mém scan dé quét chit ky, sau d6 luu
dudi dang .jpg hodc .png. Hodc chup hinh chit ky mot cach rd nét va diy du anh
sang.

Budéc 3: Cit va chinh sira chir ky bang 2 cach sau day:

Céach 1: Stra trén PPT: Sir dung chitc ning Remove background dé x6a nén roi
luu trit chir ki vao 1 file.

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

Budéc 4: M6 tai liéu can ky, chén chit ky vao phan ky tén cua tai liéu.
4.4.3.3. Cheén chit ki, con diu trong PDF
Buée 1: Mo tép PDF bang Foxit Reader


https://fptshop.com.vn/phan-mem
https://quantrimang.com/url?q=aHR0cHM6Ly9jbGlwcGluZ21hZ2ljLmNvbS8%3D
https://quantrimang.com/url?q=aHR0cHM6Ly9waG90b3NjaXNzb3JzLmNvbS8%3D
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Buéc 2: Trong thé Home/ Nhay chon Fill & Sign

(== &1 v

File Home Comment View Form  Protect  FoxiteSign  Share  Help  Q
OB &8 aDb@® T 2 H o B ©
.

Hand Seiect SnapShot Ciipboard  Zoom PageFit Reflow Rotate Typewrlter Highiight  Link Bookmark
- . = Opiion™ -

BGH duyét

Buwéc 3: Nhay chudt hinh dau +/ Chon Import/ Nhay chon UploadSignature

File Home Comment View Form Protect Foxit eSign Share Help Fill & SiEn Q

@ T + ‘ @3 IAB /Q/

Hand Select _ Manage Apply A Add Comb Predefined
v M Signatures Signatures Text Field Text™

Buéc 4: Nhay chon chir ky, con dau hinh anh/ Nhay Open/ NhayOK

4 @l > ThisPC > Deskop v
Organize = New folder o- o @
st ST Tree
- amiuuEdgKE # EQMS GIAD whdo AP
KHOA MOI
= tohieuZ2iphd # PANH D,
Gido An - KH - =
TAP HUAN HO S ¥ e
Tuzn TAIUEU  TAPHUAN  1pag 278019375, CNTT- <on Docz.pdf
& o
Zalo Received A HO 5050 4?;5]35;20]‘ TOAN. pat 8u.png.
& OneDrive a0
& OneDrive = L
~ I This PC LAM-BAN  logojpg
CAM
il Desktop KET.pdf
File name: | con dsupng All Supported Files (* pat, ~omy

Open Cancel

Buwéc 5: Nhay chon chit ky, con ddu / Nhay chudt vao vi tri chén chir ky
(diéu chinh kich thude, vi tri cho pht hgp)/ Nhan phim ESC dé két thiic

@ O | v TuCn: - Foxit PDF Reader

Comment View Form Protect Foxit eSign Share Help Fill & Sign Q

Dy + T [ @8l 2 v x o [5
Hand Select = i i ik

_ Manage Apply A Add Comb Predefined O Close

Signatures Signatures Text Field Text™

-----------------------------------------------------------------------------------------------------------

2]

[

©

BGH duyét

((;

D N

PHO HIEU TRUGNG

W n’rﬂz, Chicanh
% »
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5.1.4.3.4. Piéu chinh, bé sung ngi dung trong PDF
Buwéc 1: Mo tép FDF bang Foxit reader
Buwéc 2: Trong thé Comment, chon Typewriter

File Home View Fo Protect Foxit eSign Share Help Fill & Sign Q
Q
M T ecTT PE T BB O¢¢ O B & m™
Hand Select - T MNote  File Typewnter Textbox Callout Drawing Pencil Eraser Area Search & Measure Stamp
v B La A M Highlight Highlight M M

noi dung
File  Home View Form  Protect  FoxiteSign  Share  Help  Fill &Sign o} EeR e

OL 77 BB T B O2¢ D

e Typewriter Texibox Callout Drawing Pencil Eraser

siip xép cdc tép trén may tinh ca nhan Tet Sty
A d¢ luru tri q& li¢u mot cég:h khoa\hoc. TimesNewRoman <[4 | [l
D - GV yéu cau HS doc phan em can ghi | - HS doc ghi nho.
nhd.
- GV nhan xét tiét hoc va dan HS doc | - HS ling nghe. _
bai: “Thu di¢n tir (Er:zail)':. ) ) __7 ) T
IV. DIEU CHINH SAU BAI DAY (NEU CO) = E-

s ©

2 [wow -] Ljow -

®= B

BGH duyét

4.5. Scan tai li¢u

C6 nhiéu tng dung dé scan tai lieu nhw CamScanner, Fast Scanner, Clear
Scan, PhotoScan ctia Google Photos, ... Trong chuyén dé ndy, tac gia gisi thiéu
tng dung Clear Scan - 1 ¢ng dung mién phi cho dién thoai. Ung dung Clear
Scan c6 thé quét nhiéu loai tai liéu tai liéu khac nhau dugc chup théng qua camera
cua dién thoai hoic file ¢d san. Bic biét, tng dung c6 thé nhan dién hinh anh théng
minh, tap trung vao vin ban can quét va xéa di nhitng phan thira. Clear Scan xtng
dang 1a tro thi dac luc cho chdng ta gitp xu ly cong viéc tién loi va tiét kiem thoi
gian hon.

Dic diém noi bat:

- Quét bat ki tai liéu trong van phong, bién lai, hinh anh, héa don, sach, tap
chi, ghi cha.

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

- Ho tro ¢ong cu chinh sira sau khi quét giip hinh anh quét tré nén rd rang
hon.

- Tach chir trong hinh anh vira quét sang dang van ban.


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
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- HO tro tai tai liéu vira quét xudng bang file pdf hoac file anh.
- Chia sé hinh anh quét qua Email, Facebook, céc dich vu luu truc tuyén,...
- In ngay anh vira quét véi tinh nang in qua mang Cloud Print.
Céch str dung no ciing rat don gian:

Buac 1. Tai tirng dung Clear Scan

. Google Play  Tréchal  Ungdung  Phimuatruyénhich  Sch  Tréem a

Clear Scan - PDF Scanner App

Indy Mobil

Thong tin lién hé chanha phat
trién

Cac ung dung tuong ty >

TapScanner Camera scan ra Pdf
Py e

Budc 2. Tién hanh cai dat

Budc 3. Scan bang chyp théng qua camera cua dién thoai.
Budc 4. Luu file.



https://en.wikipedia.org/wiki/Google_Cloud_Print
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CAC VAN BAN LIEN QUAN PEN CHUYEN DOI SO
TRONG QUAN LY HO SO TRUONG TIEU HQC

1. Céac vin ban cap quéc gia
Quyet dinh 749/QB TTg ngay 03/6/2020 phe duyéz chuwong trinh chuyén
doi s6 quoc gia dén nam 2025 va dinh hwedng dén nam 2030.

- Quyét dinh 131/0D-TTg ngay 25/10/2022 Phé duyét dé dn ting cwong
g dung CNTT va chuyén doi so trong gido duc va dao tao giai doan 2022 —
2025 dinh huéng dén nam 2030.

- Ngh; Pinh so 30/2020/NP-CP ngay 5/3/2020 Chinh phu ban hanh ngh;
dinh vé cong tac van thu.

- Théng tw 03/2014/TT-BTTTT ngay 11 thing 3 nam 2014 quy dinh chudn
ky nang su dung CNTT.

- Thong tw 27/12016/TT-BGD DT ngay 30/12/2016 Quy dinh thoi han bado
quan tai lieu chuyén mon nghiép vu cia nganh giao duc.

- Théng tw s6 27/12016/TT-BGDPT ngay 30 thang 12 nam 2016 cua B
truong B¢ Giao duc va Pao tao (Bdng thoi hagn bdo qudn tai lieu chuyén moén
nghiép vu cua nganh giao duc)

- Théng tw 28/2020/TT-BGD PT ngay 4/9/2020 théng tw 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, so sach trong nha truong.

- Cong van s6 455/ BGD PT- CNTT ngay 18/7/2022 V/v cdp nhdt thong
tin ket noi Internet va ing dung CNTT

- Céng van so6 4267/BGD DT- CNTT ngay 31/8/2022 Huong dan thuc
hién nhiém vu CNTT, CBS va thong ké giao duc nam hoc 2022-2023

2. Cac van ban cua tinh

- Cong van s6 06-NQ/TU ngay 26/3/2021 Ngh; quyét cua ban chap hanh
dang b¢ tinh vé chuyén doi so giai doan 2021 -2025 dinh huong dén nam 2030.

- Cong van s6 1002/SGD PT — GDTH ngay 26/8/2021 hudng dan xay
dung ké hogch gido duc cua nha truong cap tiéu hoc.

- Cong van s6 1181/SGD DT — KHTC ngdy 16/9/2022 Huong dan thuc
hién nhiém vu wng dung CNTT, chuyén doi so va thong ké giao duc nam hoc
2022 -2023.

- Congvan 916/SG DT — KHTC ngay 25/7/2022 vlv cdp nhqt thong tin két
noi internet va UDCNTT trén h¢ thong CSDL nganh.


HỆ%20THỐNG%20VĂN%20BẢN/VĂN%20BẢN%20CHỈ%20ĐẠO%20CỦA%20CP,%20BỘ%20GD-%20ĐT/QĐ%20749%20phê%20duyệt%20chương%20trình%20CĐS%20quốc%20gia.pdf
HỆ%20THỐNG%20VĂN%20BẢN/VĂN%20BẢN%20CHỈ%20ĐẠO%20CỦA%20CP,%20BỘ%20GD-%20ĐT/QĐ%20131-tăng%20cường%20UDCNTT%20trong%20giáo%20dục.pdf
HỆ%20THỐNG%20VĂN%20BẢN/VĂN%20BẢN%20CHỈ%20ĐẠO%20CỦA%20CP,%20BỘ%20GD-%20ĐT/nghị%20định%2030.%20về%20công%20tác%20văn%20thư.pdf
HỆ%20THỐNG%20VĂN%20BẢN/VĂN%20BẢN%20CHỈ%20ĐẠO%20CỦA%20CP,%20BỘ%20GD-%20ĐT/tt-03%20quy%20định%20chuẩn%20kĩ%20năng%20CNTT.pdf
HỆ%20THỐNG%20VĂN%20BẢN/VĂN%20BẢN%20CHỈ%20ĐẠO%20CỦA%20CP,%20BỘ%20GD-%20ĐT/Thông%20tư%20số%2027-2016TT-BGDĐT%20quy%20định%20thời%20hạn%20bảo%20quản%20tài%20liệu%20CMNV%20ngành%20giáo%20dục.pdf
HỆ%20THỐNG%20VĂN%20BẢN/VĂN%20BẢN%20CHỈ%20ĐẠO%20CỦA%20CP,%20BỘ%20GD-%20ĐT/27-2016TT-BGDĐT-Phuluc.doc
HỆ%20THỐNG%20VĂN%20BẢN/VĂN%20BẢN%20CHỈ%20ĐẠO%20CỦA%20CP,%20BỘ%20GD-%20ĐT/thong-tu-28-2020-tt-bgddt-dieu-le-truong-tieu-hoc.doc
HỆ%20THỐNG%20VĂN%20BẢN/VĂN%20BẢN%20CHỈ%20ĐẠO%20CỦA%20CP,%20BỘ%20GD-%20ĐT/CT_138-BGD%20CHẤN%20CHỈNH%20LẠM%20DỤNG%20HSSS.pdf
HỆ%20THỐNG%20VĂN%20BẢN/VĂN%20BẢN%20CHỈ%20ĐẠO%20CỦA%20CP,%20BỘ%20GD-%20ĐT/CV_4267-HD%20NHIỆM%20V-cntt-tk-nam-hoc-2022-2023.pdf
HỆ%20THỐNG%20VĂN%20BẢN/VĂN%20BẢN%20CHỈ%20ĐẠO%20CỦA%20TU-UBNDTỈNH-%20SGD/NQ06cuaTU%20Hải%20Dương%20về%20chuyển%20đổi%20số.pdf
HỆ%20THỐNG%20VĂN%20BẢN/VĂN%20BẢN%20CHỈ%20ĐẠO%20CỦA%20TU-UBNDTỈNH-%20SGD/1002_SGDDT_GDTH%20VỀ%20XÂY%20DỰNG%20KẾ%20HOẠCH%20NHÀ%20TRƯỜNG.pdf
HỆ%20THỐNG%20VĂN%20BẢN/VĂN%20BẢN%20CHỈ%20ĐẠO%20CỦA%20TU-UBNDTỈNH-%20SGD/1181_SGD_HuongDanNhiemVu_CNTT-TK_nam_hoc_2022-2023_c21ec.pdf

- Cong van 1376/ SGD BT — KHTC ngay 13/10/2022 v/v ra soét cung cap
thdng tin phuc vu trien khai h¢ thong qudan Iy van ban dieu hanh , tich hop chiz
ky dién tur doi voi cdac don vu truc thugc so.

- Ké hogch 2358/KH — UBND ngay 25/6/2021 ké hoach hanh dgng thuc
hién nghi quyeét chuyén doi so giai doan 2021 — 2025 dinh huong den nam 2030,
trén dia ban tinh Hai Duong.

3. Céc vin ban cip thanh phé

- Céng van so 327/PGD PT -GDTH ngay 20/8/2021 thuc hi¢n mgt s6
nhiém vu chuan bi nam hoc moi 2021-2022

- Céng van 2068/ UBND —~GD DDT ngay 30/8/2021 vé viéc t6 chic céc
hoat dong dau nam hoc 2021- 2022.

- Cong van 385/PGD PT — TCKH ngay 20/9/2021 vé viéc cdp nhat di
liéu va bao céo thong ké GD nam 2021 -2022

- Céng vin 457/PGD BT -TCKH ngay 30/9/2021 hwong dan thyc hién
nhiém vu nam hoc 2021 -2022

- Cong van so 394/PGD PT -GDTH ngay 17/8/2022 thuc hién mét s6
nhiém vu chuan bi nam hoc mai

- Céng van s6 458/PGD BT —GDTH ngay 7/9/2022 huwéng dan thuc hién
nhiém vu nam hoc 2022 — 2023.

- Cong van 540/ PGD PT -GDTH ngay 27/9/2022 Huwéng dan thuc hién
nhiém vu 1rng dung CNTT chuyén doi so va thong ke GD nam hoc 2022 -2023.

- Cong van s6 T42/CV-PGD DT-GDTH ve viéc phé duyét ke hoach s
dung ho so dién thi thay the ho so giay

4. Vin ban cac truong tiéu hoc: T6 Hiéu, Pinh Vin Ta, VO Thi Sau
- Quyét dinh Thanh Idp té Cong nghé thdng tin nam hoc 2022 — 2023.

- Quyér dinh quan Iy va sir dung ho so dién tii trén hé thong google drive
va h¢ thong quan Iy nha truong Smas, CSDL

- Quy ché quan Iy va si dung ho so dién tii trén hé thong google drive va
hé thong qudan [y nha truong Smas, CSDL

- Ké hoach Ung dung Google Drive trong viéc quan li, sir dung,luu trit ho
so va hoat dong giao duc trong nha trueong twr nam hoc 2022-2023

- Tai liéu hwéng dan si dung drive.

- Ban cam két kha ndang sir dung CNTT trong qudn 1y, si dung hé so dién
tir thay the ho so giay.

- To trinh vé viéc Ung dung Google Drive trong viéc quan li, sit dung, luu
trit hé so va hoat dong gido duc trong nha truong


HỆ%20THỐNG%20VĂN%20BẢN/VĂN%20BẢN%20CHỈ%20ĐẠO%20CỦA%20TU-UBNDTỈNH-%20SGD/công%20văn%201376SGDDT-KHTCcủa%20Sở%20GD&ĐT.docx
HỆ%20THỐNG%20VĂN%20BẢN/VĂN%20BẢN%20CHỈ%20ĐẠO%20CỦA%20TU-UBNDTỈNH-%20SGD/Kế%20hoạch%20số%202358%20%20hanh%20dong%20ve%20chuyen%20doi%20so.pdf

