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HUONG DAN

NOP, DUYET & QUAN Li HO SO’ SO SACH CUA GIAO VIEN
TRONG NG DUNG GOOGLE DRIVE
(Thuwe hién quan ly H6 so’ sé sdch Online)
Nam hoc 2022-2023

Cin ctr Chi dao cua nganh vé viéc tng dung CNTT trong quan li day va hoc, budc
dau thyc hién chuyén ddi sb trong gido duc, Truong THPT Nguyén Chi Thanh huéng
dan trién khai 4p dung viéc ndp, duyét quan 1y ho so s6 sach (ké ca gido an) cua tat ca
gido vién trén g dung Google Drive nhu sau:
|. MUC PICH, YEU CAU:

- St dung hd so s6 sach online, dam bao tit ca cac loai ho so sb sach (ké ca gido
an) cua gido vién duoc cap nhat, luu trir an toan trén hé thong Google Drive dudi sy quan
li cua to truong va BGH Nha truong.

- M&i gido vién c6 1 tai khoan gmail riéng, Noi dung céac loai hd so s sach cia
gido vién ndp 1én hé thong dugc bao mat, chi c6 To6 truong CM, BGH (khi duoc cap
quyén) thi xem duoc ndi dung ctia hd so s6 sach do.

- Céc loai ho so sb sach viét tay (s diém cd nhdn, sé ghi chép cdc cude hop, sé du
gio, nhdn xét danh gid cong tdc chii nhiém hang tuan...) thi khong dua 1én Gmg dung,
nhung khi da nhap liéu thanh file van ban hoac file bai giang thi khuyén khich dua 1én hé
thdng dé luu trir va theo di 1au dai.

- Thoi gian ndp cac loai ho so sb sach 1én hé théng: Theo ké hoach ciia nha truong.

- Quan li ké hoach bai hoc (gi&o an) khi gi4o vién 1én 16p: Khuyén khich gido vién
dung bai giang trinh chiéu phuc vu day va hoc. Gido vién khong nhat thiét phai in gido
an, néu can sir dung thi c6 thé mé may tinh, di¢n thoai di dong... Pam bdo day ding
chuan kién thirc va ki nang va ndi dung ma gido an da thé hién.

Il. HUONG DAN CAC BUOC TIEN HANH:
1) TO TRUONG TAO TK CHO CAC THANH VIEN TRONG TO:

bé ¢0 tai khoan guii, ndp HSSS. To6 trudng phai c6 mot Gmail
B1: Pang nhap Gmail >> B2: chuyén sang Drive
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B3: Tai Google Drive tao cac thu muc co6 tén la cac thanh vién trong td
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B4: Trong cac thu muc cac td vién tao cac thu muc con chira cc loai HSSS
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B5: To6 truong chia sé¢ thw muc vira tao >> dén cac dia chi mail cta t6 vién tuong tng va

chon ché do cho phép “ chinh sira”
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2) TO VIEN NOP HO SO SO SACH

Trong Gmail cta cac to vién c6 mot Mail tir dia chi cua to truong giri dén >> kiémtra
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Trung. Thu myc duige chia sé vai ban: “Tran Quoc Kigt"
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mail va m¢é thu muc tén cia minh >> M¢ Thu muc “KHBD”
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Chon “+” >> Chon Tai té€p I1én >> Chon tép HSSS can gui dén t6 truong
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3) TO TRUONG KIEM TRA VA DUYET HSSS

T6 truong ma lai cac thu muyc trong tai khoan minh di tao cho cac to vién >> Chon va
mo tép ho so can gop y

B2: Nhay dap vao tép KHBD
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Tai giao dién Google tai li¢u >> Chon ndi dung >> to truong ghi nhan xét >> dong lai
( hé thong tu luu)
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B3: Chon ndi chinh stra B o R G A R A
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Icéu 1: Thong tin 1a gi? e
A. Céc van ban va s6 ligu 2 Gl IS £
B. Hiéu biét ciia con nguwdi vé mét thiee thé, sy vat, khai niém, hién twgng

nao do
C. Van ban, Hinh anh, am thanh

D. Hinh anh. am thanh

CAu 2: Phat biéu nao sau day la dung?
A. Dir liéu chi ¢6 ¢ trong may tinh.

B. Dit liéu la nhitng gid tri sé do con ngwdi nghi ra.
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4) TO VIEN KIEM TRA LAI HO SO SO SACH SAU KHI GUI DUYET

T4 vién dang nhap vao Google Drive ctia minh >> chon thu myc minh muén kiémtra
lai >> chon mé tép can kiém tra.

Céu 1: Thong tin la gi? Phan dugc gop y
A. Cdc van ban va so Lien Kiét Tran Quéc v
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B. Hiéu biét cia con ngwoi vé mot thire the, s vat, khai niém, hién twong
nao do
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5) TO TRUONG GUT HO SO LEN BGH
B1: T6 trudng ding nhap vao Google Drive chon Thu myc cua to vién >> Chia sé
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B2: Chon gmail ctia ban giam hiéu( vd: thanhson.nct@gmail.com) >> chon ché d6
“ nhan xét” >> Chon “Gui”
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I11. CACH THUC QUAN Li

- Theo ké hoach cua nha trudng, T6 chuyén mén (t6 trudng/ t6 phdé CM) c6 trach
nhiém tao tai khoan cho timg gido vién va hudng dan GVBM ndp hd so s6 sach 1én ung
dung.

- GVBM c0 trach nhiém ndp ho so sd sach 1én hé thong dung thoi gian qui dinh
cua BGH.

- T6 CM (T6 trudng/ to phdé CM) kiém tra, gop ¥, chinh sira vé ndi dung cho
GVBM.

- GVBM chinh stra theo gop y ciia To CM, ¥ kién gop ¥ cia BGH Nha trudng.

- BGH xem hd so s6 sach cta gido vién, xem kiém duyét cac ¥ kién dong gop cua
T6 CM, xem phan hoi thong tin cia GVBM, kiém tra gop V¥ bat ki gido an ndo cua gido
vién qua hé théng duoc chia sé.

Pé nghi T6 CM, GVBM trién khai thyc hién huéng dan nay trong viéc ndp, duyét
hd so sb sach gido vién online, nam hoc 2023-2024.

Trong qud trinh thuc hién, néu gap c6 kho khan vudng mac vé cong nghé xin lién
hé v6i Thay Tién — 0909.374.113, Thiy Kiét — 0917.255.456 (t6 tin hoc) hodc trao ddi
truc tiép v6i Thay Son — PHT dé duoc hudng dan, giai dap cu thé.
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