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. {E HOACH
Quin [f, duyQt h6 so chuy6n m6n trgc tuy6n

Cdn cir Kti hopch sAZZ+II<H-SGDDT ngay 29 thing0l ndm 2O2l ctra Sd
Gi6o dpc vir Diro tpo Ki6n Giang vO chuy6n d6i s6 trong linh vr,rg gi6o dpc giai
dopn 202I-2025 vd dfnh hu6ng d6n ndm 2030;

Cin cri K6 hoach sO ZO-fU/IIU ngdy 29-9-2022 cua HuyQn riy Vinh Thu4n
I ' A -A. A, ^ rr- i ,_i

v6 chuy6n d6i s6 huyQn Vinh ThuQn d6n ndm 2025 vi ctinh hu6ng d6n ndm 2030.

Trudng Ti6u hqc Vinh Phong 3 xdy dpng k6 hoach quin ly, duy6t h6 so

chuy€n m6n tryc tuy6n (online) AOi vOi c6n b0 qu6n ly, giiro vi€n nhu sau:

I. Mgc tlich, y6u cAu

1. Mgc tlich

- Thpc hi6n chri trucrng chuy6n OOi sO trong linh vuc gi6o dpc theo chi dpo

cria Nganh Gi6o dpc v?r Ddo tpo.

- DAy mpnh img dpng c6ng nghe th6ng tin trong quin ly vd dpy hgc, ting
cudng sri dung hii so di6n tu thay cho hd so eiey; ti6t kiQm kinh phi, thdi gian,
c6ng sirc.

2. YGu ciiu

- ViQc qu6n ly, duyQt h6 so chuy6n m6n tryc tuy6n phii duqc thgc hiQn

d6ng bQ, c6 hQ th6ng tt b9 phfln phu tr6ch chuy6n m6n d6n t6 truong, gi6o vi6n.

- C6n bQ, gi6o vi6n phAi trao ddi k! nang sir dung c6ng nghe th6ng tin,
irng dpng thanh th4o cOng c9 google driver d6 su dpng, chia sE tdi liQu.

II. NQi dung

Quin ly, duyQt h6 so chuy6n m6n online bing viQc sir dung irng dpng
google driver cria Email c6 nhAn ct€ luu trfr tai li6u c6 nhAn, chia sE tai lieu d6
phO duyQt, quin ly.

Cdc bwdc thqrc hiQn:

- Nha trudng (Ph6 hiQu trucrng) tpo thu mpc duyQt hd so chuy6n m6n cria

trudng.

-i- T6 trucvng t6 chuy6n m6n tpo thu muc duyQt h6 so chuy6n m6n cria t6.

- Gi5o vi6n t4o thu mpc h6 so chuy6n m6n cria c6 nhdn.

1. Ph6 hiQu tru&ng

Ph6 hipu tru&ng tpo thu muc duyQt h6 so chuy6n m6n cria trudng nhu sau:



* Bufc 1: Tao thu muc Duy6t h6 so chuy6n m6n (thu mpc cha).

- Md email c:0ra ch nhdn (email c6 du6i ld edu.vn)

- Click vdo bi6u tuo-ng 9 ch6m tron (phia tr6n b€n ph6i mdn hinh) d€ truy
c4p vdo ring dpng Drive, trang "Drive cta t6i" sE duoc md ra.

- Click vio "Mdi" (phia tr6n b6n ph6i), chgn "Thu muc mdi".

- DAt lpi t6n thu mpc: t6n m6i la "DuyQt hd so chuy6n m6n", xong clich
viro "T4o". Trong Drive ctia t6i sE c6 thu mpc m6i vira tpo.

Hinh 1

* BuOc 2z Tqo thu muc c6c t6 chuy6n m6n (thu mr,rc con).

- Md thu muc "Duy6t h6 so chuy6n m6n" vta tpo.

- Titip tuc tao thu muc t6 chuy€n m6n nhu tqo thu muc "DuyQt h6 so
chuy6n m6n", lAn luot tpo thu mpc tir Td 1 d6n fO S.

- Chri y: TCn c6c thu muc la t€n cria cdc t6 chuy€n m6n cta trudng
* Budc 3: Chia sE thu muc cta t6 e6n t6 tru&ng

- Click phii vdo thu muc cria t6 cAn chia sE, chon "Chia sE".

- Click vdo "Hpn ch6", chgn "B6t kj,'ai c6 dudng 1i6n k6t".

- Trong khung "Thcm ngudi vd nh6m", nhflp dirng dia chi Email cira t6
trudng d,6 (tO trucrng cin chia sE).

- Titip tgc trong khung b6n phii, chon "Ngudi chinh sira", b0m "Gti".
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Hinh 2

- Tuong ty l?rm chia sE cho c6c t6 chuy€n m6n con lpi.

2. T6 tru&ng chuyGn m6n
* Bu6c l:
- M& irng dung google drive cria email c6 nhdn ctra t6 truong.

- Click vdo "Dugc chia sE v6i t6i" phia b6n tr6i; sE hiOn ra thu mpc cria T6
chuy6n m6n mi Ph6 hi6u truOng dd t4o cho t6 chuy6n m6n.

* Bu6c 2:

^.4- Ti6p tgc md thu muc T6 chuy6n m6n, tpo m6i c6c thu muc cho c6c
thanh vi6n trong t6. (c6ch thgc hiQn nhu 6 bu6c 2 vit bu6c 3 cria Pho HiQu
truong). TCn cira m5i thu mpc ld Hg va t6n cta thdnh vi6n trong t6. Tuy nhi6n
kh6ng ci phni c6p quyen cho nguoi chinh sira vi khi tpo thu mpc t6 chuy6n m6n,
Ph6 HiQu tru&ng dd cl,p quy€n r6i. CAn luu y ld phii nhflp ching clia chi Email
cria ngudi nhdn chia sE.

3. Gi6o vi6n
* Bu6c l:
- Md ring dung google drive cria email c6 nhdn ctia gi6o vi6n.

- Click vdo "Dugc chia sE vdi t6i" phia b6n tr6i; sE hi6n ra thu muc li t6n
ctra gi6o vi0n md TO truong di tpo cho gi6o vi6n.

* Budc 2:

- Ti6p tgc md thu mgc cria gi6o vi6n, Click vdo "M6i" (phia tr6n b6n
phii), chgn "T6i tQp 16n", sau d6 tim d6n noi (dudng din) chfa tep K6 ho4ch bdi
d4y, click chgn Kti hopch bdi day do vi nh6n Open. Nhu vfy, Kti hoach bdi day
dd dugc tii l6n trong thu mpc ctia gi6o vi6n, d6ng thdi trong Drive cira t6
trudng,, cria Ph6 hiQu truong cfrng nhdn dugc KO hoach bdi day niy.
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4.Tti tru&ng duyQt h6 scr:
_,1- T6 truong md thu mpc cira gi6o vi6n, Click mo k6 hopch bai day ct6 dgc

vd duy6t.

- Ntiu c6 v6n dd ndo cAn nhdn x6t thi t6 den phdn d6, sau do Click vdo
l6nh "Chdn" (phia tren b6n tr6i) thanh c6ng cp, ti6p flrc keo xu6ng Click vao
"Nha, xdt"; n6u xu6t hi6n b6ng "CAn luu tQp ndy dudi dang. . ." thi b6m OK.
T6 trucrng ghi nhdn x6t vio khung phia tr6n, b6n tr6i, xong nh6n 'Nhfln x6t".
Nhu vdy t6 truong dd nhpn xet xong.

5. GiSo vi6n xem nh$n x6t cria T6 tru&ng:

Gi6o vi6n mo lai K6 hopch bdi dpy cria minh, xem nhin x6t cria t6 truOng
OC Aieu chinh K6 hopch bdi day (n6u co), ghi i ki6n phin trOi trO6c cli6u chin[
cta minh du6i phAn nhpn x6t cria t6 trucrng, xong Click vdo "Tri ldi".

6. Ph6 HiQu tru&ng duyQt hd so:

+ C6ch 1: Duy6t K6 hoach bdi dpy bing nhfn x6t. Ph6 Hi6u tru&ng mo Kt5
hoach bdi dpy ctra gi6o vi6n, ti6p tpc nhdn x6t, c6ch thuc hiOn nhu T6 truong.

+ C6ch 2: DuyQt K6 hoach bdi dpy bing chir k1i.

- lh6 HiQu tru&ng mo K6 hoach bai day cria giao vi6n, ili5 nh6y chu6t o
A.

dong cu6i cua vdn b6n, Click vdo lQnh "Chdn" (phia tr6n b6n tr6i) thanh c6ng
cg, chgn "Hinh 6nh", chon "TAi l6n tir m6y tinh", sau d6 tim il6n noi (clulng
d6n) chria file chfr ky, click chgn chir ky d6 vd nh6n Open. Ntiu xu6t hiQn bing
"cAn luu t€p ndy du6i dang . . ." thi b6m oK. Sau d6 k6o chinh chu ky lai cho
phu hqp va cdng ld sang b6n ph6i.

- ChuyiSn file Word sang PDF: B6m vtro lQnh "TOp" tr6n thanh c6ng cu,
chgn "Tii xu5ng", chgn 'Tdi li6u PDF", sau d6 luu t6p vdo m6y tinh. (n6u t€n
tQp c6 dudi mo rQng ld docx thi x6a di, chi chira lai ctu6i ld pdf. Nhu vpy Kti
ho4ch bdi dpy dd dugc duyQt, c6 chir ky cua Pho HiQu tru&ng dudi dang pdf.

- Tai giiro initd duyQt l€n cho gi6o vi€n: Mo thu mr,rc K6 hoach bdi dpy
cira gi6o vi6n d6 vd t6i tQp l6n cho gi6o vi6n.

7. Thr;c hiQn vcri cic ho4t tlQng khic:
- Tir c6ch mo thu mpc cira Ph6 Hi6u tru&ng, cria T6 truong, cira gi6o vi6n

nhu tr6n; Ph6 HiQu tru&ng, T6 trucrng, gi6o vi€n c6 th6 thdnh lppc6y thu mpc cl6

t6i l6n vi duyQt girc titi liQu kh6c nhu: K6 hoach thdng,dA thi . . . .

- Quy trinh duyQt tdi liQu g6m 4 budc nhu sau:

1. Gi6o vi6n tii tdi li6u l6n.

2. T|tru&ng duyQt.

3. GiSo vien xem va chinh sria tii 1i6u.

4. Ph6 Hi6u truong duyQt vi trA lai tQp pdf cho gi6o vi0n.

Quy dinh cu th6 thdi gian thgc hi6n cho m5i bu6c tir hic gi6o vi6n tai tai
liQu l6n di5n bu6c Ph6 HiQu truong duyQt vir tri lpi tQp pdf cho gi6o vidn do b0
phfln chuy6n mOn quy dinh cu th6 cho phu hqp.



8. T4o c6y thu mgc cria tiri tiQu tr6n Driver:

HO so chuy6n m6n
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III. TA chrfrc thgc hi6n

l. B0 phfln chuy€n m6n: Trii5n khai k6 hoach thgc hi6n, bit dAu tir th6ng
912023, quy clinh cu th6 thdi gian thuc hiQn quy trinh 4 budc duyQt hd so chuy6n
m6n. Hu6ng din T6 tru&ng, gi6o vien vC ty ndng sri dpng c6ng nghe th6ng 1in,
sri dpng ting dung google driver d6 n6p, duyQt h6 so chuy6n m6n tryc tuy6n.

2. T6 truong chuy6n m6n: Thuc hi6n duyQt h6 so chuyen m6n theo k6
hoach vd theo quy trinh 4 bu6c.

3. Gi6o vi6n: Trang bi m6y tinh, cfp nh6t trinh d0 ung dUng c6ng nghe
th6ng tin, sri dUng img dqng google driver d6 n6p, duyQt h6 so chuy6n m6n truc
tuy6n./.

Noi nhQn:

- CB, GV, NV truong TH VP 3;
- Luu: VT.
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