DOI'TNTP HO CHI MINH TP HA N()l

ll()l DONG l)()l llUYl‘ N GIA LAM )
Jede oo Gia Ldam, ngay 20 thang 02 nam 2023

So: 45-CV/IHDD
Vv ting cueimg 1ng dung cong nohé thong tin
phuc Vi cong Iae t/mng' tin, hao cao

Kinh giri:  Cac Lién di true thude

Cén c{r chuong trinh cong tac Ddi va phong trao thiéu nhi huyén Gia Lam
nam hoc 2022 - 2023;

Can clr yéu ciu va tinh hinh thuc té tai cdc Lién doi truc thudc, nham déy
manh ung dung cong nghé thong tin trong cong tac thong tin, bao cdo; dam bao
tinh kip thai, khoa hoc, bao vé mdi trudng, han ché sir dung vin ban gidy, Hoi
dong DPo6i huyén Gia Lam dé nghj cac Lién doi thuc hién tot mot sé ndi dung sau:

1. D6i v6i vin ban c6 tinh chit thudng ky (bao céo két qua cac dot thi dua,
bao céo s6 lidu diu hoc ky, bao cdo sé liéu so két, téng két nam hoc.. .): Thuc
hién bdo cédo qua duong link online hodc upload ban scan (dang file pdf) qua hé
thong Google Drive ctia Hoi dong Déi huyén, khong sir dung vin ban giay.

2. D6i v6i hinh anh minh chimg cic hoat déng: Upload hinh anh lén hé
thong Google Drive ctia Hbi dong Doi huyén

3. D6i v6i van ban c6 tinh chét chuyen &, van ban phuc vu cong tac thi
dua - khen thuong Béao cao bang van ban glay, ¢6 xac nhan ctia Ban Giam hiéu.
Tuy theo yéu cdu cu thé, Hai déng Doi huyén cé huéng dan thuc hién phu hop
vai tung loai van ban.

Hoi dong Déi huyén dé nghl céc Lién doi trién khai thuc hién cac ndi dung trén.
Trong qué trinh thyuc hién, néu cé khé khan, vuéng mac, dé nghi béo cdo Hoi
déng Doi huyén dé duoc huéng dan, giai quyét./.

o TM. HQI PONG POI HUYEN GIA LAM
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DOI TNTP HO CHi MINH TP HA NOI
HOQI PONG POQI HUYEN GIA LAM

**k*k

N PHU LUC 1 ]
Huong dan thyc hi¢n cong tac thong tin, bao cio qua hé thong Google Drive
(Gui kém Céng van so -CVIDTN ngay 20/02/2023 cua Huyén doan Gia Lam)

1. P6i twong 4p dung

- Vian ban c0 tinh chat thuong ky: béo céo két qua cac dot thi dua, bao céo
s6 liéu dau hoc ky, bao céo s licu so két, tong két ndm hoc. ..

- Mot sb loai van ban khéc theo yéu cau.

2. Thoi diém ap dung: Tir 20/02/2023.

3. Hinh thirc 4p dung

- Péi véi sé liéu: Hoan thién biéu mau theo dudng link online (truy cap
duong link qua ma QR hoac gui kem email)

- Do6i véi vin bdn (truong hop khdng yéu cau van ban gidy): Van ban
duogc scan thanh dang file PDF, tat ca c4c trang cua van ban dugc scan thanh 01
file PDF duy nhit, c6 Xac nhan cua cp c6 tham quyén.

+ Quy udc cach dat ten van ban: M4 s6 don vi_tén don vi_tén vin ban

MA SO | KHOI TIEU HQC MA SO KHOI THCS
01 TH Bat Trang 29 THCS Bat Trang
02 TH Cao Ba Quat 30 THCS Cao Ba Quat
03 | THCo Bi 31 | THCS Cb Bi
04 TH Duong Ha 32 THCS Duong Ha
05 TH Duong Quang 33 THCS Duong Quang
06 TH Duong X34 34 THCS Duong X4
07 | THDPaTén 35 | THCS Pa Tén
08 TH Dang Xa 36 THCS Dang Xa
09 TH Dinh Xuyén 37 THCS Dinh Xuyén
10 TH Dong Du 38 THCS Dong Du
11 | THKiéu Ky 39 | THCS Kiéu Ky
12 TH Kim Lan 40 THCS Kim Lan
13 TH Kim Son 41 THCS Kim Son
14 | TH Lé Chi 42 | THCS Lé Chi
15 TH Lé Ngoc Han 43 THCS Ninh Hiép
16 | TH Ninh Hiép 44 | THCS Phu Péng
17 TH Nong Nghiép 45 THCS Phu Thi
18 TH Phu Dong 46 THCS TT Trau Quy




MA SO | KHOI TIEU HOC
19 TH Phua Thi
20 TH Quang Trung
21 TH Tién Phong
22 TH TT Trau Quy
23 THTT Yén Vién
24 TH Trung Mau
25 TH Trung Thanh
26 TH Van Duc
27 TH Yén Thuong
28 TH Yén Vién

MA SO KHOI THCS
47 THCS TT Yén Vién
48 | THCS Trung Mau
49 THCS Van Duc
50 THCS Yén Thuong
51 THCS Yeén Vién

Vi du: - Tén bao cao cua Lién doi Tiéu hoc Cao B4 Quat:
02_TH Cao B4 Quat_Bao cao.pdf
- Tén b&o cao cua Lién d6i THCS Duong Xa:
34 THCS Dwong Xa_Béo cao.pdf

4. Hwéng din thwe hién

a. Poi véi s6 ligu (d6i voi moi loai sb lidu, Hoi dong Poi sé giri m3 QR

chira duong link truy cap)

- Truy cap duong link Online va hoan thién biéu s liéu theo yéu cau.

b. Déi véi vin bdn (d6i véi mdi loai vin ban, Hoi dong Dai s& giri ma QR

chira duong link truy cép)

Chon file PDF d4 chuén bi

Nam hoc 2022 - 2023

+ Budc 1: Scan van ban thanh dang file PDF
+ Budc 2: DBat tén file PDF theo dung quy dinh tai Muc 3

+ Budc 3: Truy cap hé théng Google Drive ciia Hoi dong Doi

+ Budc 4: Click chudt phai vao man hinh -> Chon Tai tép 1én ->

05. Bao cao chung cac dan vi

01. Thir nghiém bao cao

Thu muc mad

Click chuot phai

Taitép Ién

&0 |

Tai thu muc Tén

Google Tai liéu

@

oogle Trang tinh
Google Trang trinh bay
Google Bigu méu

Ung dung khéc




+ Budc 5: Chon file PDF d4 chuén bi ’ 7
+ Budce 6: Cho qua trinh Upload file hoan tat, kiém tra file da dugc
Upload thanh cong trén hé thong

Drive cla toi Nam hoc 2022 - 2023 05. Bao cao chung cac don vi 01. Thir nghiém bao cao
Ten 1 Chii s6 hiru Sira ddi [an cudi Kich ¢ 8p
B 00_Méubso céo.pdf 16 6thg 2, 2023 b 5MB

* Lgeu Yz Thong s6 “Sira doi lan cudi” 1a can cir dé xac dinh thoi gian giri
vian ban. Cac don vi luu y khong chinh stra van ban sau thoi han yéu cau gui van
ban dé tranh viéc hé théng ghi nhan viéc giri vin ban qué han.

c. Poi véi hinh anh minh chirng hoat déng: Céc Lién doi upload hinh
anh hoat dong vao dung thu muc ctia Lién d6i minh. Truy cap dia chi upload
hinh anh qua ma QR (c4c budc upload hinh anh thyc hién gidng upload vin ban)

SCAN ME

Drive cta toi Nam hoc 2022 - 2023 03. Minh chimng cd sa gui =

Ten A Chi s& hiru Sira déi [3n cusi
B3 01.TH Bat Trang 1ol 23 thg 11, 2022 t6i
B 02.TH Cao B4 Quat & 23thg 11,2022 t8i
B o3THCEBI & 23thg 11, 2022 t8i
B 04.THDuong Ha 161 23thg 11, 2022 i
B 05.TH Duong Quang 161 23thg 11, 2022 i
B 06.TH Duong Xa 161 23thg 11, 2022 t6i
B o7THDaTen 161 23thg 11,2022 16i
B 08THDingXd 10 231hg 11,2022 toi
B8 09.TH Dinh Xuyén 10 231hg 11,2022 toi
B 10.THDéng Du 10 23hg 11,2022 toi
B 11.THKisuKy 10 23thg 11,2022 toi
B 12THKim Lan 10 23thg 11,2022 t6i




5. Hwéng din cach scan vin ban thanh file PDF
- Trong truong hop khdng c6 may scan chuyén dung, c6 thé s dung dién
thoai dé scan van ban thanh dang file PDF. Chi tiét tham khao:

HOI PONG POI HUYEN GIA LAM



