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1. Pang nhap hé théng:
- Tai khoan cua gido vién dugc admin truong tao sau khi da cap nhat dua thoéng tin gido vién trén hé
théng. Luu y T6 trudng chuy@n mén hodc nhom truéng bé mdn phai duge admin gan phan cong
trong hé théng (muc Cong viéc - chirc vu).
- Giao vién thyc hién:
= Gi4o vién truy cap lién két http:/quanly.hcm.edu.vn/, nhan Ping nhap — muc Céip don vi
chon “Truwong” — chon cap quan ly (Truc thuéc/PGDY...) — chon tén truong — nhan Tiép tuc.
= Nhap Username va Password (tai khoan GV do truong cap).
- Chon Niam hoc 2020-2021 gbc phai trén, trudc tén ca nhan.
2. Ké hoach day hoc (KHDH):
Budc 1: T truong chuy@n mon (TTCM) cap nhat KHDH cua té bo mdn (thao tac xem & budc 2).
Budc 2: Gi4o vién (GV) cap nhat KHDH ca nhan dua trén KHDH cua té bo mdn. GV chi tao dwoc
KHDH ciia minh khi TTCM da cap nhat KHDH ciia té b mon. Thao tac nhu sau:
- Chon chitc nang Ké hoach day hoc GV > nhan nit Thém KHDH, giao dién nhu sau:
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+ Chon Khdi — chon Mén.

+ NGt Nap KHGD dé lay KHDH cua To bo mon (do TTCM nhap). TTCM ¢4 thé ding nit nay
dé lay KHDH tham khao tir chuy@n vién phu trach bd mén. Sau khi nap, cot ©® va @ khong thay doi
dugc. Trong truong hop muén thay d6i ¢ dong nao, ta chon dong va nhan ndt Xoéa dong. Néu mudn
chu dong nhgp/dan KHDH cua TT/GV, ta bé qua nat nay thec hién thao tac bén duwai.

+ Nhap KHDH vao bang 1 trong 2 cach:

Céach 1: Nhdp cac muc (* 1a bit bugc nhdp, khéng dwoc dé trong)

© Tuan: chon trong danh sach (*) néu danh sach tuan tréng lién hé admin trudong dé tao tuan.

® Thir ty tiét/Tuan: nhap, mdi tuan lubn bat dau tir tiét 1 (*)

© Day bai theo khung PPCT chuan QP16, khong thiét ké cha dé day hoc: nhap tén bai vao
Néi dung/kién thirc (*) va dé tréng cot @

©20 Day theo chi dé: nhap noi dung day trong tiét vao Nai dung/kién thic © (*) va
nhap Tén chi dé @

Luu y: Khi nhap KHDH Day theo chu dé va nhan Luu, hé thong khéng cho xda bo tén chu
dé. Nguoc lai, khi d& lvu KHDH khong c6 Tén chu dé, hé thong khéng cho nhap thém tén
cha dé. Cach diéu chinh: x6a bo cac dong da tao (néu it) hoic x6a bo KHDH d3 tao.

© Noi dung thudc: chon trong danh sach (*)

@ Hinh thuc: chon trong danh sach (*)


http://quanly.hcm.edu.vn/

Céach 2: Sao chép KHDH tar file Excel — dat con tré chuét tei é dau tién (vi tri @) dé dan
Xem théng tin chi tiét trong hudng dan ¢ cach 1, nhan nit Xuit Excel dé tham khao mau.
Chuan bi file excel KHDH du céc cot theo vi tri lui nhap dé dan vao luéi.

+ Nhén dé lvu KHDH.

+ Nhan dé tré ra xem danh sach cac KHDH d3 nhap.

3. Thue hién ké hoach day hoc:
- Chtrc ning nay hd tro Gido vién cép nhat viéc day hoc tirng tuan (S6 bao giang). Noi dung nhan
xét Tudn s& bi khéa sau 7 ngdy. VD tuin 9-15/9/2019 thi 22/9/2019 s& khoa. Khi tuan d6 d3 khoa,
GV chi dugc xem, khong théc tac trén cot ghi chl va phia dudi bang dugc.
- Dya vao thong tin cia KHDH théy/cé da cap nhat va TKB do admin truong cap nhat, giao dién
Thue hign ké hoach day hoc hién thi cho Gido vién nhu sau:

Chon Ma TKB, Tuén, Mo6n (chon khi GV day 2 mon)

The | Budi | Tiét | Mon | Lép | Noidung |Chu dé Noi dung thudc Trang thai |Day bu | Ghi chi
1 Tin | 10Al | Bai 1: aaa Chinh khoa (QD16) Hoan thanh
2 Tin | 10A2 | Bai 1: aaa Chinh khoa (QD16) Hoan thanh
Sang |3 Tin | 10A3 | Bai 1: aaa Chinh khoa (QD16) Hoan thanh
4 Tin | 10A3 | Bai 2: bbb Chinh khoéa (QD16) Hoan thanh
5
Tu 6 Tin | 10A1 | Bai 1:iii Chuong trinh nha truong
7 Tin | 10A1 | Bai 1:iii (tt) Chuong trinh nha truong
Chiéu | 8
9
10
1
2 Tin | 10A2 | Bai 2: bbb Chinh khoéa (QD16) Ving
Nam | Sang | 3 Tin | 10A1 | Bai 2: bbb Chinh khéa (QP16)
4

Nhan xét: ®Hoan thanh O Chua hoan thanh (GV fu danh gia)
Nhép Ghi chu
Thong ké tiét vang: 10A2 — 1 tiét

- Thong tin cho c§t Trang thai thudc 1 trong 4 loai sau:
1. Mac dinh “Hoan thanh”
2. Néu vang c6 GV day thay, chon: “Day thay”
3. Néu ving khong c6 GV day thay, chon: “Vang”
4. Khi nha truong td chire cac hoat dong chung va cap nhat vao hé thé)ng, cot Trang thai hién
thi né1 dung la “Hoat dong chung”
- Néu cot Trang thai thudc loai (3) va (4): hé thong s& thong ké tiét ving nay vao thoi lugng GV
phai day bu.
4. Cap nhat thong tin:
- Gi4o vién kiém tra thong tin nha truong da cap nhat. Néu c6 thay d6i vui 1ong béo voi admin
truong.




