PHU LUC
CAC BUOC THUC HIEN SO HOA HO SO CHUYEN MON
(kém theo cdng vin s6 437/CV-DTNT ngay 10/11/2022
cua Truong THPT DTNT Tinh).
Bwoc 1: Pang nhip vao phan hé Edoc.

Nguoi tao hé so sé hda ding nhap vao phan mém Smas tai dija chi
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Hinh 1

Sau khi dang nhap vao Smas, tai trang chu cua phan mém Smas thay, c6
va cac b phan bam Mé phan hé Edoc nhu hinh 2

Bang tin / Théng bao @ Hg sinh thai gido duc
Tatca Héthong Phong/sé  Quanfritnedmg  Can bd quan Iy _Edu'on_e
'ng dung ket ndi hoc duwérng
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eDoc

Hurgng dan sir dung chirc nang Lich bao gidng Hé thong quan Iy hd so 56 séch gido duc
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vu dé bao tri
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Hinh 2


https://smas.edu.vn/

Trang 2
Budc 2: Cap nhat chir ky dé ky duyét hé so.
Tai trang cha cua phan hé Edoc ngudi tao hd so s6 héa chon vao hd so cua
minh ¢ gdc trén bén trai man hinh nhu hinh 3, sau do chon thong tin ky duyét
nhu hinh 4 dé cap nhat chit ky dé sir dung ky duyét ho so dién tir.

Admin Trudng AT

Mau s bi khoa
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Hinh 3

Ho so ngudi dung

Bach Long Vuong

Biang xuat

Thidng tin ky duy&t

Phin mém hd tro
Hudng dan sir dung
Hinh 4

Nguoi tao ho so s6 héa upload (tai) anh chir ky (c6 ghi ho tén), chit ky
nhay hoac chir ky so CA dé thay cho chit ky anh va luu lai nhu hinh 5.



Trang 3

Anh chir ky m

Anh chir ky i/
‘1
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Anh chif ky nhay

Hinh 5
Bwéc 3. Tao hd so trinh ky.

Bé trinh ky ho so dién ti, tai menu bén tréi trang chi phan hé Edoc nguoi
trinh ky chon So trinh ky (hinh 6), chon s6 cap so va chon so can trinh ky tuong
ung dé uplaod Ién phan mém (Hinh 7).

Hinh 6



Trang 4

2022-2023 - Tatca -
B sbcipsa 2
S0 cap Phong ]
56 cip Truding 1
=N
_-".
K& hoach gido duc cua Gido K& hoach gido duc clia T8
vién chuyén mon

Hinh 7

Tiép theo nguoi trinh ky chon thém méi nhu hinh 8 va thyc hién thao tac
tai file 1én va bam luu nhu hinh 9.

Chi tiét K& hoach gido duc cua Gido viéen | 4 Quaylai — Thémméi
STT THAO TAC KY NOP NHAN sU' TRANG THAI FILENGP NGAY TRINH KY
Q, Timkiém 2022 - 2023 - Tatcd - TUNGAY - DENNGAY @

Khéng tim théy dif liéu.
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Hinh 8
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Hinh 9



Trang 5

Sau khi tai file ho so 1&n phan mém ngudi trinh ky chon trinh ky nhu hinh
10

Chi tiét K& hoach gido duc cia Gido vién |

& Quayla — Thém méi
STT THAO TAC KY NOP J. MNHAN SU' TRANG THAI FILE NOP NGAY TRINH KY
Q, Tim kiém 2022-2023 - Tatc - FNGAY - BEN NGAY &
rd 2022- 2023 Bach Long Vuong ® Chua trinh kf G TOM TAT THANH T... CT05 Dung.doc
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Hinh 10

Tiép theo nguoi trinh ky chon tha tu Ky duyét va bAm chén anh ky nhu
hinh 11.

Trinh ky s8 K& hoach gido duc cia Gido vién

< Quay lai L Phéngto
Budc S
1. cr

Chon dai tugng ky s&

Danh sach d&i tuong ky duyét s

Ho va tén Thir tu ky Loai d8i tuong ky s& Ky CA Ban hanh
M Budc 4. Chon thir ty ky Tét c4 nnén sy O
Bu'dc 1. Chon ngudi trinh ky
- Quan Iy t& bd mdn O
Budc 2. Chon T8 trudng/T6 phé ky duyét (néu cé)
- 3 C4n bd quan Iy truéng O

Burdc 3. Chon Hiéu trirdng/Phd Hiéu trudng ky duyét

Hinh 11

Tiép theo chon biéu tuong diu (+) dé thém chir ky vao vén ban, sau d6 nguoi
trinh ky kéo tha anh chix ky cua minh dén vi tri phu hop véi van ban. Ngoai ra
nguoi trinh ky co thé chen anh ky cua nhitng nguoi lién quan ky duyét ho so.

Anh ky chi chén duoc cho ho so 1a file pdf (khong &p dung dugc cho cac
loai file cd dinh khéc), vi vay nguoi trinh ky luu file & dinh dang pdf roi tai 1én.
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Hinh 12




Trang 6
Sau khi chén chir ky xong, nguoi trinh ky bam trinh ky nhu hinh 13

Trinh ky s KE hoach gido dyc cla Gido vién ¢ Quyli Ph emtsbo ¢ Chonddi tuong kj 5 I:I
nh chir ks

. BachLlong Vwang - 1389

Bach Long Virong - 1389

2

. B ThEGigi- 1976

Buwéc 4. Ky duyét ho so:

7 Tiép theo, tai menu bén tréi trang chu phan h¢ Edoc nguoi ky duyét chon
S6 ky duyét (hinh 14), sau @6 chon so cap so va tiep den la chon so6 can ky duyét
tuong tng (hinh 15).

Hinh 14



Trang 7

2022-2023 - Tatca -
B socipse 2
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K& hoach gido duc ctia Gido K& hoach gido duc cla T8 Sf theo déi va danh gia hoc
vién chuyén mon sinh (ldp hoc)
Hinh 15

Tiép theo, nguoi ky duyét chon ho so can ky duyét, click 2 Ian vao file dé
xem noi dung, neu ho so khong can di€u chinh thi nguoi ky duyét bam vao biéu
tuong ky duyét nhu hinh 16 dé ky duyét ho so.

O budc ndy néu nguoi trinh ky chua chén anh chir ky vao ho so ltc trinh ky
thi nguoi Ky duyét cd thé chén anh chit ky cua minh vao.

Chi tiét K& hoach gido duc cta Gido vién | & Quayla « Ky hang loat
STT THAO TAC KY NOP o, TRANG THAI 56 FILE NGP NGUBI TAO S8 TRANG THAI NGUDI KY
Q, Tim kigm - Tatcd - Tatch -
# 2022- 2023 Bangky sé ﬂ TOM TAT THANH T.. CTOS Dung.docx Bach Long Vuong Charky duyét
n 10 v Tﬁng cdng 1doéng
Hinh 16

Sau khi chon biéu tugng ky duyét s& xuat hién hop thoai nhu hinh thay, cd
va cac bo phan chon xac nhan nhu hinh 17

Xac nhan ky duyét s6

Ban dang thuc hién ky duyét 50 K& hoach gido duc cla Gido vién

Ban ot mudn tigp tuc khdng?

Bién ndi dung ky duyét vao khung, sau do chon xac nhan
A




Trang 8
Hinh 17

Néu hd so can diéu chinh, bd sung thi nguoi Ky duyét bam vao biéu tuong
dau X (bén trai biéu twong ky duyét cua hinh 16) dé tir chéi duyét, hop thoai tir
chdi ky duyét xuat hién ngudi ky duyét dién noi dung tir chdi duyét vao khung
va bam xé&c nhan (twong tu nhu hinh 17).

Luu y: Ky duyét hd so phai ding trinh tu: dau tién nguoi trinh ky phai ky
duyét ho so trinh ky cua ban than d tai Ién; tiép theo dén to truong/td phd ky
duyét (néu ho so theo quy dinh yéu cau cip t6 ky); cudi cung dén HT/PHT ky
duyét. Cac budc ky duyét cua to truong/té phé va HT/PHT thuc hién nhu gido
vién bo mén ky duyét ho so. Khi chon ngudi ky duyét, nguoi trinh Ky phai cha y
chon dung thanh phan ky duyét.

Ngoai nhiing buéc hudng dan thay, c6 va cac bo phan co thé xem tai ligu
huong dan hoac video hudng dan tai muc Bang tin/Théng bao cia phan mém
Smas nhu hinh 18.
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