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Nhép thong tin vé hd so phap 1y cho Pon vi hoat ddng gido duc k§ niing séng va hoat dong
giao duc ngoai gio chinh khoa

a. Nhap théng tin sé dién thoai, email, website

= Chon muc 1 [Trung tdm] = chon muc 1.1 [H6 so trung tam] nhu hinh 1

1. Trung tam 2 Nhan s 3. Hocsinh -
T1Ho so trung B> fffim—

1.2. Chuong trinh giang day
1.3. Thong tin vé& hoat dong VP dai dién
1.4. Thong tin vé& nguwdri duoc hd tro T

1.5. Thong tin quéc gia 6 du hoc sinh di du hoc

Hinh 1: Hé so Trung tdm

= Tai muc 1.1 [H6 so trung tdm] ¢6 2 tab nhu hinh 2

=' 1.1. Ho so trung tam

Ho6 so don vi Théng tin gidy t& cap phép

Hinh 2: Céc Tab trong muc 1.1 [Hé so trung tdm]

= Chon Tab [H6 so don vi] va nhap thang tin vé sé dién thoai, email, website theo nhu hinh 3

Ho so don vi Théng tin gidy tér cap phép

Théng tin chung

Téndonvi  Céng ty Trach nhiém hitu han Thé Gii Ti Dién thoai lién hé Tinh/TP | Thanh phd Hb Chi Minh
Hon - Tru s& chinh
< Email lién hé Quan/huyén | — Chon huyén —-
Ma donvi | KnS-0130
Website Xa/phwong | — Chonxd —
Loai trung tim | Trung t3m K§ nang song va hoat dang
Tén nha dau tw Dia chi hoat déng

Bia chi nha dau tw

g

Hinh 3: Nhdp théng tin s¢ dién thogi, email va website...
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= Chon Tab [Thang tin gidy to cap phép] s& ¢d thong tin nhu hinh 4

1. Trung tm + 2 Nhdn sy v 3 Hoc sinh + 4. Hd so cp phép v 5 Hhsodinh kv

:I 1.1. Hé so trung tam m
Hé so dom vi Théng tin gidy tor cap phép

Giady chirng nhdn dang ky doanh nghiep Quyét dinh vé viéc cho phép hoat dong. gido du
M 56 DN 86 quyét dinh Ngay cdp a8
Ngay cdp DK lin ] Théi han cép phép 3  Ngay hét han cip ]
dau phép
86 DK thay dbi lan Ngay cap DK thay B Quyét dinh vé viéc cong nhan gidm dbc
thir ol ldn thir
. : -
cQ cép gly 84 quyét dinh Ngay cip ]
CNDKDN
Tén cong ty Ho tén giam déc Nhigm ky
Pla chi Thang fin gidy chitng nhAn ddu tu
86 gldy chirng
Quyét dinh vé cho phép thanh 4p nhin
86 quyét dinh Ngky cip G Ngay cdp lan déu ] :::ty thay ddi méi ]
Tho' han cdp phép £ Ngay hét han cip B CQ cap gidy ching
phép nhan

Hinh 4: Giao dién tab [Théong tin gidy to cap phép]

Lueu y: Véi Thong tin gidy to phdp Iy Pon vi chi nhdp thong tin vé gidy ching nhdn dau
tw (néu c0), Gidy chirng nhdn ding ky kinh doanh/ Chi nhdnh/ Pia diém kinh doanh, nhiing
quyét dinh con lai Phong Qudn Iy co sé gido duc ngoai cong ldp sé nhdp 1én hé thang.
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b. Nhap théng tin vé Gidy chirng nhan diu tw; Gidy chirng nhan ding ky kinh doanh; Gidy
chieng nhan ding ky dia diém kinh doanh; Gidy chitng nhan chi nhanh

* Nhap thong tin vé Gidy chitng nhan dau tu/ Kinh doanh/ Chi nhanh/ Pia diém kinh doanh:
= Chon Muc 5 [H6 so cap phép] = Chon muc 5.1 [Lap bao cao] nhu hinh 5

]
i 5. Hb so cap phép - 5 F

5.1 Lap bao cao

5.2 Gl¥ibao cdo

Hinh 5: Muc 4,1 [Ldp béao cao]

= Trong muyc 5.1 [Lap b4o cdo] = chon muc 1. [ H6 so phap 1y] = Chon nat 1énh [Thém méi]
nhu hinh 6

1. Trung tdm = 2. Nhdnsy v 3. Hocsinh * 4. Co s& vt chat, hoc phi 5. Ho 50 cap phép = 6. Ho so dinh ki
B8 5.1 Lap béo cdo

1. HO sor phap Iy 2. Ho so nhén s 3. D& én thanh 1ap

T
o - o | MNodycp Ao : L
Tén ho so Loai ho so M3 so doanh nghiép dang _ky lan CQ cap giay CNBKDN Danh sach file Ngay giri bao cdo
dau

Khéng co ban ghi ndo

Hinh 6: Thém méi Gidy chiing nhén
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= Thuc hién dién thong tin cua Gidy chitng nhan theo nhu hinh 7

Hé théng quan Iy ngoai céng lap

2% themisihitns so phap 1y / Tén loai hé so dang nhap o | oos B
Tén hé so (%)

Loai hé so: (*) | Gidy chirng nhén déng ky doanh nghiép
M3 sé doanh nghiép : (%)
Ngay cép dang ky ln dau : (7) = Lwu Ial th6ng tin
56 DK thay ddi lan thir : Ngay cap dang ky thay déi lan thie : =)
CQ cap gidy CNDKDN: ()
Tén cong ty BK: (%)
Dia chi céng ty BK: ()
Lén gtei (%)
I \Nhap sb 1

Chon File : | Choose File | No file chosen

File t5i da IMB.

Khang cé ban ghi nac

Hinh 7: Cac thdng tin vé gidy chizng nhdn

Luwu y: Vi cac thong tin cac ddu (*) 1a thdng tin bdt bugc phdi nhdp, khéng dwoc dé
trong.

1. Nhap thong tin Nhan sw
* Nhap thong tin nhan sy tryc tiép tirng ngudi

= Chon muc 2 [ Nhan su] = chon muc 2.1 [Ho so nhan su]. Tién hanh nhap théng tin gido vién
va nhan vién nhu hinh 8

1. Trung tam ~ 2 Nhansy v 3 Hocsinh 4. Cor s6 vt chat, hoc phi + 5 Hbso cipphép 6. Ho so dinh ky *
.. 2.1. Hb sor nhan s Xuft Excel Import Excel
Ho tén

Glay phép lao ddng
STT M nhén st Ngdy sinh Vi i viéc lam Chuyén nganh Gaotao |  CMNg chif déo E s | 10 | oin
ngay | ngay

Khéng co ban ghi ndo

Hinh 8: Céac thong tin vé gidy chiing nhdn

Lueu ¥ chon Vi tri viéc 1am (hinh 09a): déi véi Gido vién sé co thém phan co hiru hogc thinh
giang nhuw hinh 09b
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Hé thong quan I ngodi cong Iap o x
B® ThémiSira hd sonhéan sw “ m
Mé cor s6r Visa
Mé nhan su Ngay cép [} Ngay hét han ]
Tén nhén siwr Gidy phép lao ddng,
Ngay sinh Hinh thiec |~ Chon -
Gi¢i tinh | — Chon gidi tinh — §0 50 BHXH
Trang thai = — Chon trang thai - - S dién thoai
Bia chi thwong tra
Quéc tich | — Chon quéc tich — -
CCcCD
Ngay cdp =] Ngay hét han =]
Mei cép
Thong tin vi tri viéc 1am - trinh do
Vi tri viéc 1am | — Chon vi tri viéc lam — - Trinh d& chuyén mén | -- Chon trinh §6 chuyén mén — -
Hop déng lao dong Chuyén nganh d.tac
g ki hop abng CC nang e .ngs | Chon chimg ch nang o ngosi gt -
Can bd quan Iy
Ngay héthan | Gigo vién ﬁgﬂdmu day n.ngi¥ phii | — Chon chirng chi G40 tao day ngén naif phil hop — -
inén vién IV<hl-ll\l] nang lwc n.ngl¥ | - Chon khung nang lrc ngoai ngir — -
ﬁgpd‘tac day t.hoc phu -- Chen chirng chi dao tao day tin hoc phi hop — hd
Hinh 9a: Théng tin nhdp ho so Gido vién hogc nhan vién
: g tin nhgp h G hoac nh
| Hé thdng quan Iy ngoai céng lap 0o x
=. ThémiSira hé so nhan s - - Ghi m 2
a o /K héng nhép visa
Ma nhan s Ngay cap ] y hét han [ic]

Tén nhan sy Gidy phép lao déng

Ngay sinh i Hinh thi)c  Chon v
Gioitinh | - Chon gidi tinh -- - $6 s6 BHXH
Trang thai - Chon trang thai - - S dién thoai

Dia chi thuwéng tra

Quée tich | - Chon quﬁc tich -- -
CCCD

Ngay cép =] Ngay hét han Bl
Noi cép

Chon Can bé quan ly

— .

Théng tin vi tri viéc lam - trinh dé

Vitri vigc lam  Can bd quan Iy Trinh d6 chuyén mén | -- Chon trinh &8 chuyén man -- M

Chiec vu | — Chon vi chire vu — - Chuyén nganh d.tac
$é quyét dinh CC nang lyc n.nglé - Chon chiing chi néng lwc ngoai ngif — v
Ngay cip quyét dinh B ﬁC d.tao day n.ngiv phu -- Chon ching chi dao tao day ngén ngr phi hop - -
¥p
Nhiém ky Khung néng lwc n.nge | -- Chon khung nang luc ngoai ngly — v
Hop déng lao déng (h:C d.tao day t.hoc pha -- Chon chirng chi dac tao day tin hoc phu hop -- v
op
Ngay ky hop déng &
Ngay hét han B

Hinh 9b: Thdng tin nhédp ho so Gido vién hodc nhan vién
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* Nhap thong tin nhan sw theo danh sach tir file excel mau

= Pé nhap thong tin danh sach nhiéu gi4o vién va nhan vién. Chon muc [Import excel] nhu
hinh10

1. Trung t3m + 2 Nhansy - 3 Hocsinh * 4. Co 56 vt chét, hoc phi 5. Hb so cap phép = 6 Hosodnhky v

Ho tén

ma
. o iy phép lao dong
STT Ngaysinh | Gigitinh Quéc tich Vitri vige 1m Chirc vy Chuyén ngénh daotao | M@ ehidde o e
G... | ngady | ngdy

Khéng co ban ghi ndo

Hinh 10: Nhgp thong tin tu file excel
=> Chon muyc [file mau tai vé] nhu hinh 11

Hé théng quan Iy ngoai cong lap I B x

B® Nhép hé so nhan sy tir Excel Tai file mAu kém dir lidu m

Chon file
File t0i da IMB

Tai lén

iachil - e ” . Ngaycdp | Naayhéthan  Noicdp Ngay cép
thuromg tri Sotelsd ccep S6ho chiéu cceD ccen ccen VISA

Ho va tén Ngay sinh Gidri tinh Trang thai

Kndng c6 ban ghi nao

«|0|» ™ 50 + S8 ban ghitrang Khéng c6 ban ghi nao

Hinh 11: Tai file excel mdu
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=> Nhap thong tin 1én file mau theo hinh 12.

@ Autosave @ o) [ Import DanhSachNhanSuDonVi v £ Search (Alt+Q) Eric Tran o ® F = a X
File Home Insert Page Layout Formulas Data Review View Help - Comments
B em  n oA E=EDPe swee B B BEE Iy O [@

~ [Drin~
Paste U~ . dv Ay =T === . o o Conditional Formatas Cell Insert Delete Format Sort& Find& | Analyze
. g B I U-H - EE==EE EMergetemer |- % Y w8 Formatting > Table > Styles . ~ & Clear~ filter~ Select~  Data
undo | Clipboard Font & Alignment & Number ] styles calls diting Analysis v
D8 ~ i Ix ~
A B c D E F G H J K L M a
- g 1 g
N s Gidi . L . £ - s & ik ook
STT | Ma nhén sy Hg va tén Ngity sinh s Trang thai Bia chi thwomg tri | Quéc tich CCCD 56 b chiéu Ngay cp | Ngay hét han Noi cip
in
1
2
3
4
5
6
7
L] :-
2 &
10
11
12
13
14
15
16
17
18
19
20
21
2
23
aa v
» Sheet1  HuongDan | GIOLTINH | TRANG_THAI | QUOCTICH | TRANG_THAIGPLD | VT_VIECLAM | CHUC VU | ".. (® . »
i1 m - t + 100w

Ready T Accessibility: Investigate

Hinh 12: Théng tin trén file mau.
= Chon lénh [chon file] thém tap tin excel can tai 1én > chon Iénh [Tai 1én]

Lueu y: Khi nhdp can lwu y nhdp diing véi yéu cau va dinh dang. Vi du théng tin lién quan dén
ngay thang cé dinh dgng la dd/mm/yyyy. Sau khi nhédp théng tin xong, lwu file excel va dong
file.

2. Nhap thong tin chwong trinh giang day
=>» Chon muyc 1 [Trung tdm] = chon muc 1.2 [Chuong trinh] nhu hinh 13

1.1. H6 so trung tam
1.2. Chwong trinh giang day ’

1.3. Théng tin v& hoat déng VP dai dién

1.4. Théng tin v& ngudi droc hb tro

1.5. Théng tin qudc gia cé du hoc sinh di du hoc

Hinh 13: Nhdp thong tin chuong trinh giang day
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=>» Chon nut 1énh [Thém mai] nhu hinh 14

1. Trung tam ~ 2 Nhansu ~ 3. Hoe sinh = 4 Hb 50 cép phép + 5 Ho 5o dinh ky v

Thém méi

Xéa muc chon

=- 1.2. Chwong trinh giang day

[ o | @ | sin | Tenmen | Churng i dey Tai g dey Do séc
1 Va Tiéng Anh tiéng anh thiéu nhi adasdasd 1 Danh séch file dinh kem -

“« - » 50 v  Séban ghitrang Dong 1 dén 111

Hinh 14: Thém mai chuong trinh giang day
=>» Nhap thong tin theo hinh 15

Hé théng quan I ngodi cang lap o X

=' Thém/Stra churong trinh giang day

Theo thir tw tén churong
trinh gidng day rong
Quyét dinh cho phép hoat
ong (bt dAutir 50 1)

day: () -Chonmonday- v

{én chuong rinh gidng
day trong Quyet dinh cho
phép hoat dong

Chuwrong trinh day:
Tai liéu giang day:

Tén tai liéu theo chuong
trinh gidng day, luru §

o - nhap Tén sachfai liéu - Chaon nit lénh [Ghi] ki
File dinh kém : | Choose File | No flle chosen Nh xuét b - Coguan rhép déy dithng n

Flelogz 38 pnet hm Vet N -
Ném ruat ban

SIT Dinh dang flle Tén file Xem fie Xoa file

Knhang cd ban ghi nao

Hinh 15: Nhdp théng tin vé chuong trinh giang day
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3. Nhap théng tin hec sinh

=» Chon muc 3 [Hoc sinh] = chon muc 3.2 [Thong tin bao cao hoc sinh] theo hinh 16
|

3.1 Thong tin hoc sinh du hoc

3.2. Thong tin bao céo hoc sinh

Hinh 16: Nhgp théng tin hoc sinh

= Chon muyc [M6n day] = chon [Pot béo cao] = nhap s luong hoc sinh tuong ng vai ting
chuong trinh giang day = chon ndt Iénh [Cap nhap] dé luu théng tin hoc sinh nhu hinh 17

1. Trung tam 2. Nhdnsy v 3. Hocsinh 4. Co s& vt chdt, hoc phi = 5. Hb 5o cip phép = 6. HO 5o dinh ki *

=. 3.2. Thing tin bao cao hoc sinh

B1: Chon dot

o béo céo

“ Sougngiap | 36 rgmg HS Hoc sih rén 18 tui i Ghlell.'l
1 Tong sb O

2 M&m non

Mén day | Kj nang séng - Dotbdo cdo | Bao cdo dhu nénb2022—202301f08120220 -

3 | Tiéuhg
B3: Chon cap
4 THCS A
nhat )
5 THPT

Hinh 17: Nhdp théng tin sé hwong hoc sinh
4. Nhap co sé vat chat va hec phi:

= Chon muc 4 [Co so vat chat, hoc phi] = chon muc 4.1 [Thong tin co s vat chat] = chon
Thém mai nhu hinh 18a

1. Trung tam v 2 Nhansy v 3 Hocsinh v 4. Co 56 vat chit, hocphi v 5. Ho so cép phép v 6. Ho so dinh kj v

mi %1Thong tin co sg I ° 44 Théng tin cd s& vAt chét B2: Thém mdéi O Pl
a5 4.2 Théng tin hoc phi pphong | S0 phong - %) oien ban ngay kiém | pear o dia chifkiémra | BiEn ban co quan kiém
d - am doc ghi danh fra ic:]
I I

Knéng co ban ghi no

Hinh 18a: Théng tin co sé Vit chat
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= Quyén sir dung dat: chon Chu so hitu/ Hop dong thué nha, nhap dy du théng tin nhu hinh
18b

Hé théng quan I¥ ngodi céng I&p n ox

=. Khai bdo thang tin

Quyén sir dung dat : {(*) = Chl sé& hiku

Nhan Ghi dé
hoan thanh thdng
tin CSVC

Ho tén :

Hop §éng thué nha d&t
Bia chi nha dat :

86 vao s quyén chirng nhan :

Thing tin vé& phang hoc

S& lugng phong hoc : $0 Iwrng phong xay mei :

Thing tin vé& phang chirc ndng

S Iwrgng phong thur vién : 86 lwgng phong giam ddc :
$& lwgng phong ghi danh : 86 lwong phong may :
$& lwgng phong ghi danh :

Bién ban kiém tra phang chay,_chira chéy, ciru nan_ciru hj

Ngay kiém tra :

Dia chi dwec kidm tra :

Co quan kiém tra : O
Lich sir qud trinh O

Lén gtvi @ (%) o

Hinh 18b: Théng tin co sé vdt chat

= Chon muc 4 [Co s vat chat, hoc phi] = chon muyc 4.2 [Thong tin hoc phi] = chon Thém
méi, sau d6 nhap day du théng tin nhu hinh 18c va 18d

{Tungtim v 2Mdnsy v JHocsh v 4 Cosdvdtchathocphi v S Hosocpphép v fHosodinlg v

41 Théng t of 55 vat cha

Ny bt ddu Ny kel thic

B 42 Thing in oc pi

B2: chon Thém méi

. 4.2 Thing fin hoc phi
B1: chon ...Oﬂg I

Thong tin hoc phi Knding cd ban ghi ndo

Hinh 18c: Thong tin hoc phi

PHU LUC 3 TAI LIEU HUONG DAN NHAP LIEU PON VI HOAT PONG GIAO DUC KY NANG SONG VA HOAT
PONG GIAO DUC NGOAI GIO CHINH KHOA



12

Hé thdong quan Iy ngoai cong lap

B® Knai bao thong tin

Nhan Ghi dé

by by 4
Tén chirong trinh : (%) | K§ nang sdng b4 hoan thanh tﬁt
Lép @
.. — Chon mén day --
Capdd:  imiy vua

A i Tiéng Viét
Thex gian Iép hoc :

Tiéng Thal B1: chon
Hoc phi (ddng) :  Tin hoc
Ky nang song ol) O

Churong trinh khac -

K¥ nang song
Ngay bat dau : gay két thic : ]

Hinh 18d: Théng tin hoc phi
5. Nhap tinh hinh lién két giang day véi cac co sé gido duc

= Chon muc 6 [H6 so dinh ki] = chon muc 6.1 [Lap b4o c&o] nhu hinh 19

5. HB 50 cApphép + 6. Ho s dinh ky v

6.1. Lap bdo cdo

m2022-2023 (01/082022.] 62 Gl bao cao

Hinh 19: Hé so dinh ki
=» Trong muc [lap b&o céo] cé cac Tab nhu hinh 20
= Chon Tab [Tinh hinh lién két CSGD]
=» Chon nut Iénh [Thém mai]

4, Co' 56 vét chat, hoc phi » 5. Hb so cép phép

6. Hb so dinh ky +

Budc 3: Thém méi

. Lién ket v cac trirng nurdre ngoai

° Exmm

N

Knéng cb ban ghi ndo

Hinh 20: Cac muc trong phan ldp bao céo

= Nhat théng tin lién két = chon ndt 1énh [Ghi] dé luu lai thong tin nhu hinh 21

PHU LUC 3 TAI LIEU HUONG DAN NHAP LIEU PON VI HOAT PONG GIAO DUC KY NANG SONG VA HOAT
PONG GIAO DUC NGOAI GIO CHINH KHOA



13

Hé théng quan Iy ngoai cong lap

O X
=. Khai bao tinh hinh lién két CSGD Ghi va thém m

Dotbao cao: [1] | Bao cao dau nam 2022-2023 (01/08/202... ~

Cép hoc[2] --Chon cép hoc— -
Phéng GD [3] --Chon phéng GD- v
Trweérng [4]  — Chon tredng - v

Tén chwong trinh [5]

56 lwgng hoc vién [6]

Hinh 21: Nhdp théng tin lién két
6. Lap va Giri bao cao dinh ky
a. Lap bao cao dinh ki
=> Chon muc [6. Ho so dinh ki] = chon muc [6.1. Lap bdo cao] nhu hinh 22

Luu y: Muc 1 [Vé hé so phdp phdp]; muc 2 [Hé so nhan sw]; muc 3 [Théng tin hoc
sinh]; muc 4 [tinh hinh lién két] néu cé thay déi Pon vi thuc hién cdp nhdt thay déi nhw lan
khai béo dau tién.

b. Giri bao cao dinh ki
=> Chon muyc [6. Ho so dinh ki] = chon muc [6.2. Giri bao cao] nhu hinh 22

5. Hé so cdp phép 5. Hb so dinh k

6.1. Lap baoc cao

. 6.2. Giri bao cao

Hinh 22: Gui bao cdo dinh Ki
=» Chon muc [Dot bao cao] = chon nat Iénh [Guri bao cao] nhu hinh 23
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Hinh 23: Gui bdo cao dinh Ki

Luu y:

- Trong qua trinh hoat dong giao duc, Pon vi thuong
XUy&n cdp nhdt thong tin khi co sw thay doi.

- Trong thoi gian khodn 15 phit néu Pon vi khdng cé
thyc hién thao tac véi phan mém thi hé thong sé tu dong
dang xudt, do d6 khi don vi nhdp liéu va thuc hién luu
sé bj théng bao 16i. Vi thé don vi thuc hién ding nhdp
lai dé tiép tuc su dung.
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