HUONG DAN CAP NHAT KE HOACH GIANG DAY

1. Tai khoan giao vién:

- Nha trudng tao tai khoan sau khi dd cap nhét da giéo vién cua truong. Luu ¥ T6 trudng chuyén
mon hoic nhom trudng bé mon phai dugc phan cong trong hé théng (muc Cong viéc - chirc vu).

- Chon chirc nang QL Hé théng > chon muc Quan ly tai khoan > danh du chon danh sach > nhan
nat Tao tai khoan.
2. Ké hoach giang day (KHGD):

Budc 1: T6 trudng chuy@n mon (TTCM) cap nhat KHGD cua to bo man.

Budc 2: Gio vién (GV) cap nhat KHGD dya trén KHGD cua té bo mén. GV chi tao dwoc KHGD
khi to trwéng da cap nhat KHGD cia to bd mon.

Thao tac nhu sau:

- Pang nhap: dung tai khoan ca nhan do truong cap
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Chon truong: tén truong minh dang cbng tac
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Trwong THPT, trwong nhiéu cip hoc truc thudc Sé
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Trwong THCS, truwong nhiéu cap hoc

Click niat dang nhap
Xuat hién trang danh sach ké hoach giang day
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Chon ké hoach day hoc TT
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- Chon chtic nang Ké hoach day hoc GV > nhan nit Thém KHGD, giao dién nhu sau:
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(1) Chon khéi
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(2) Chon modn



Mﬁn:‘ Chon mén Sl QMNap KHGD

&t/tuan NOi dung/kié... Tén cha dé

(3) NUt Nap KHGD dung dé l1ay KHGD tir TTCM. TTCM c¢6 thé dung nit nay dé ldy KHGD
tham khao ttr chuyén vién phu trach b mon.
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(4) Vi tri bt dau nhap hoic chon dé dan KHGD c¢6 sin vao.
(5) NGt Lwu dé lvu KHGD
(6) Tro ra xem danh sach cac KHGD da nhap.
- Viéc nhap KHGD duoc thuc hién bing 1 trong 2 cach:
Céch 1: Nhdp truec tiép cac muc
Tuan: chon trong DS (cac s tir 1 dén 40), khéng dwroc chon tring Tuan.
Tht tu tiét/Tuan: Mai tuan ludn bat dau tur tiét 1.
Noi dung (hoic Tén cha dé va noi dung): nhap 1 trong 2 céch
= Day bai theo khung PPCT chuan QD16: nhap tén bai vao Noi dung;
= Day theo chu dé: nhap Tén cha dé va Néi dung day trong chu dé cua tiét do.
Noi dung thudc: chon trong DS.
— Hinh thic: chon trong DS.
* Bit budc nhap téi thiéu 5 muc néu trén.
Céch 2: Sao chép KHGD dd cé sin



— Chon KHGD di ¢6 sin (dam bao c6 du thdng tin chi tiét trong huéng dan ¢ cach 1 va noi
dung sip xép dung cot nhu giao dién trén) — sao chép bang cach chon Copy hoic nhén
Ctrl+C.
— Dan KHGD bing cach dit con tré chudt tai vi tri s6 5 — nhan Ctrl+V
* Thay/Co c6 thé xem thém video hwong ddn tai chirc nang nhdp KHGD.
Sau khi Té trueng ldp xong ké hoach chuyén mon va luu, gido vién ding nhap nhu t6 trueng, nhung
chen ké hoach gi4o vién, thao tac nhw té truwéng



