UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
THANH PHO HO CHI MINH Péc lap - Tu do - Hanh phic
SO GIAO DUC VA PAO TAO

S6: 3805 /KH-SGDDT Thanh phé H6 Chi Minh, ngay 27 thangs nam 2025

KE HOACH
Té chirc tap huén hwéng din sir dung phan mém Vin phong dién tir caa
nganh Gido duc va Pao tao Thanh phé Ho Chi Minh

Thuce hién Ké hoach trién khai cac hoat dong cong nghe thong tin ctia nganh
Gi4o duc va Pao tao Thanh phd H6 Chi Minh sau sip xép.

S¢ Giao duc va Pao tao (GDPT) Thanh phd HO6 Chi Minh xay dung Ké
hoach t6 chuc tdp huan hudng din sir dung phan mém Vian phong dién tir clia
nganh GDDT nhu sau:

I. MUC PiCH, YEU CAU
1. Muc dich

Panh gia tinh kha thi, xac dinh hiéu qua va tinh tng dung cta hé thdng Vin
phong dién tir iOffice trong mdi trudng van hanh thyc t¢ tai Thanh pho Ho Chi
Minh sau sap nhap.

Thu thap phan hoi, ghi nhan y kién, khé khan, vudng méc tir nguoi ding dé
cai thién va toi uu hoa hé théng, hudng tdi trién khai nang cap mé rong cac tinh
nang nham dap Gmg nhu cau quan 1y s6 luong ngudi ding va dia ban rong 16n cua
Thanh phd sau sap nhap.

Dao tao va nang cao nang luc, hd tro can bo, chuyén vién, gido vién lam
quen va thuc hién cac nghiép vu thanh thao trén Hé thong Van phong dién tir
10ffice.

Xay dung quy trinh chuan, phat trién quy trinh nghiép vu dién tir phu hop
v6i1 ddc thu cua He thong va nganh.

2. Yéu cau

Céan bo, chuyén vién S¢ GDDT tham gia tdp huan nim viing va co thé thuc
hién thanh thao cac nghi¢p vu trén H¢ thong.

Cén bd quan ly, gido vién, nhan vién tai cac truong tham gia tap trung tai
diém cau chinh co6 thé thuc hién dugc cac thao tac co ban nhu ti€p nhéan, tra ctru,
khoi tao, phat hanh van ban.

Can cu trén két qua tap huin dé xuét cu thé cac ndi dung diéu chinh hé théng,
xay dung ké hoach dao tao boi dudng nghiép vu tiép theo, 10 trinh trién khai chinh
thirc trén toan nganh.
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Il. THOI GIAN, HINH THUC, THANH PHAN THAM DU, NOI
DUNG TAP HUAN

1. Thoi gian: 15 gio 00, thir Sau, ngay 27 thang 6 nam 2025.

(Thoi gian kiém thir két noi: 13 gio 00, thir Sdu, ngay 27 thang 6 nam 2025)
2. Hinh thire:

Truc tuyén trén Microsoft Teams: https:/bit.ly/taphuan VPDT

3. Chi tri: Ong Nguyén Vian Hiéu - Giam déc S GDPT.

4. Thanh phin tham dy:

- Lanh dao S¢&, Lanh dao, chuyén vién cac phong thuéc S& GDDT tinh Binh
Duong va tinh Ba Ria - Viing Tau.

- Can bo quan 1y, T6 trudng Vian phong, Vin thu cta cac co s gido duc tir
Mam non dén Trung hoc pho thong va Gido duc thuong xuyén trén dia ban tinh
Binh Duong va tinh Ba Ria - Viing Tau.

5. Noi dung

Tiép nhan, Xt 1y va Chuyén van ban dén, quy trinh tiép nhan, phéan loai, ding
ky, chuyén xu Iy va phuc dap van ban dén trén h¢ thong cho Lanh dao va chuyén
vién.

Giao viéc cua Lanh dao, cac thao tac khoi tao, chi dinh nguoi thuce hién, thiét
1ap thot han, theo doi va danh gia cong viéc dugc giao trén h¢ thong doi voi Lanh
dao cac cap.

Cai dat Bo cong cu nhan dang Thiét bi Ky s6 USB Token: Quy trinh cai dat
driver va phan mém quan 1y USB Token cua Ban Co yéu Chinh phu.

Pua hinh anh chit ky 1én Phan mém Vin phong Dién tir: Thao tac tai 1én va
cau hinh hinh anh chit ky cd nhan dé€ hién thi trén van ban dién tir.

Lay y kién cua Lanh dao Phong, quy trinh tao yéu cau 1ay y kién, Iya chon
doi tugng va tong hop ¥ kién trén h¢ thong.

Khoi tao Van ban di, soan thao, dinh dang, trinh ky va chuan bi phat hanh
van ban di cho chuyén vién.

Ky s6 trén Vian ban dién tir bang chimg thu s6 trén Hé thng.

Dang ky Lich cong tac, quy trinh tao, quan ly va chia sé lich cong tac ca
nhan, don vi trén h¢ thong.

Vin thu tiép nhan, chuyén van ban, déng d4u va ban hanh vin ban, quy trinh
chi tiét v€ vi¢c tiép nhan van ban dén, chuyén van ban noi b, thyuc hién dong dau
va cac budc ban hanh van ban di trén hé thong danh cho can bd van thu.

T6 truong van phong va Lanh dao nha trudng khdi tao van ban di, cac budc
soan thdo, trinh ky va hoan thién van ban di trén H¢ thong Van phong Dién tu.


https://bit.ly/taphuan_VPDT
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I1I. CONG TAC CHUAN BI, TO CHUC

1. T6 chitc cac diém ciu

Céc phong GDPT quan/huyén/thanh phd chon trén mdi dia ban phuong, xa
01 truong c6 hoi truong dam bao stc chura cho thanh phan tham du.

S& GDDT tinh Binh Duong, tinh Ba Ria — Viing Tau td chirc diém cAu tai
Hoi truong dap tmg s6 luong tham du.

Mdi diém ciu tai S& GDPT va phuong/xi cir 01 can bd 1am ddu mdi tham
gia nhom zalo: https://zalo.me/g/vIywfg038

2. Pam bao Ha tang ky thuit

Hé théng iOffice: khoi tao tai khoan ddi voi nhimg don vi tham gia van hanh,
Cap phat tai khoan va phan quyén truy cép phu hop cho tat ca ngudi dung tham
gia thtr nghiém.

Tai c&c diém cau : Pam bao may tinh, may chiéu/man hinh 16n, mang internet
on dinh, hé thong am thanh, micro, camera.

Thiét bi c4 nhan: dam bao may tinh cai dat tdi thiéu Windows 10, Office
2019 duogc két n61 mang internet toc do cao.

Chimg thu sd: dam bao chimg thu s6 con ddu nha truong, chit ky sé cong vu
ca nhan cua nhitng ca nhan tham gia van hanh trén hé thong duoc cap phat, con
hiéu luc va da duoc kich hoat.

Thong tin vé chuong trinh tap hudn, vui long lién hé S& GDDT Thanh phd
Ho6 Chi Minh théng qua Vian phong S6 GDPT Thanh phd Ho Chi Minh.

Pau moi lién hé:
- Ong Nguyén Ha Nguyén, Phé Chdnh van phong, Vin phong S¢ GDPT
Thanh pho Ho Chi Minh, DT: 096.1264.888

- Ong Nguyén Pirc Trung, Chuyén vién Vin phong S6 GDPT Thanh phé Ho
Chi Minh. BT: 097.7654.552

- Ong Hupnh Bang Khoa, Chuyén vién Vin phong S6 GDDT Thanh phé Ho
Chi Minh. DT: 093.1855.771.1.

Noi nhgn: GIAM POC
- S& Gido duc va Dao tao tinh Binh Duong
va tinh Ba Ria — Viing Tau (de phéi hop);;
- Céac Phong GDDT (de phdi hop);
- Ban Giam ddc (dé biét);
- Luu: VT, VP/V¢.

o

Nguyén Viin Hiéu


https://zalo.me/g/vlywfq038
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