INGIDUNGIDONGINGHERHONGREIN
HONGIOUAN NN ANHAWHUON G

A0




Chiu trach nhiém néi dung:
Cuc Nha giao va Can bé Quan ly Co s& Giao duc

Bién soan:

TS. H6 Cam Ha

TS. Lé Huy Hoang
Th.S Nguyén Chi Trung

Ban bién tap:
TS. Pham Anh Tuan
Th.S Dang Tuyét Anh



UNG DUNG CONG NGHE THONG TIN
TRONG QUAN LY NHA TRUGNG

Yeje

duc vi Su phét trién ‘
www.vvob.be/vietham NHA XUAT BAN BAI HOC QUOC GIA HA NOI



UNG DUNG CONG NGHE THONG TIN
TRONG QUAN LY NHA TRUONG

MUC LUC

LOI GIOI THIEU

HUGNG DAN SU DUNG TAI LIEU

PHAN 1- CNTT TRONG QUAN LY NHA TRUGNG

>

moow

Gidi thiéu

Hoat dong

Hoc liéu cho hoat dong Phan 1
Cau hdi tu danh gia

Tai liéu tham khdo

PHAN 2 - GOOGLE APPS

>

moow

Gi6i thiéu

Céac hoat dong

Hoc liéu cho cac hoat dong Phan 2
Cau héi tu danh gia

Tai liéu tham khao

PHAN 3 - MINDMANAGER

>

moow

Gidi thiéu

Céac hoat dong

Hoc liéu cho cac hoat dong Phan 3
Cau héi tu danh gia va bai tap

Tai liéu tham khao

PHAN 4 - EXCEL

>

M U

Gi6i thiéu

Cac hoat dong

Hoc liéu cho cac hoat dong Phan 4
Cau hdi tu danh gia va bai tap

Tai liéu tham khao

10
10
11
14
14

15
16
17
20
58
58

59
60
62
86

130

130

131
132
133
146
186
186




UNG DUNG CONG NGHE THONG TIN
TRONG QUAN LY NHA TRUONG

LOI GIGI THIEU

Su xuat hién va phat trién manh mé cta cong nghé thong tin va truyén thong
da, dang va sé 1a nhan t6 thic day su phat trién cla thé gisi. Co thé noi, cong nghé
thong tin va truyén thong da tac dong tich cuc t6i hau hét cac nganh nghé trong xa
hoi, trong do co6 linh vuc gido duc, noi tinh hiéu qua cla viéc Ung dung céng nghé
thong tin ¢ trong day hoc va trong quan Iy déu da dugc ching minh.,

TU phia Bo6 GD&DT, nhiing nam gan day da c6 cac dé an, du an nham nang
cao nang luc gido vién va can bd quan Iy gido duc cling nhu tang tinh hiéu qué cuta
viéc Uing dung cong nghé thong tin trong nha trudng. o) Huéng dan thuc hién nhiém
vu nam hoc hang nam, ddy manh ing dung cong nghé thong tin lubn dugc nhan
manh. Nho vay, trong nhiing nam gan day da c6 nhing budc tién nhat dinh & linh
vuc Ung dung cdng nghé thong tin trong gido duc.

Tuy nhién, cac Ung dung clia cong nghé thong tin la vo cung rong rai. Hién
van con rat nhiéu cac phan mém dé sl dung va c6 thé gilp ngudi can bod quan Iy
gido duc thuc hién chic nang ctia minh t6t hon va dang tiéc rang cac phan mém
doé chua dudc khai thac triet d&. Nhan thay van dé trén, TS chic Hop tac Phat trién
va Hb trg Ki thuat ving Flamang, Vuong quéc Bi (VVOB Viét Nam) phdi hop véi cac
chuyén gia va nhém can bd nong c6t thude 5 tinh tham gia du an phat trién cuén
tai lieu “Ung dung Céng nghé théng tin trong quan Iy nha trudng”, nh&m cung cap
thém mot s6 cong cu cu thé, gilp viéc Ung dung cong nghé théng tin trong quén 1y
gido duc tré nén hiéu qua hon.

Cuén tai lieu “Ung dung Céng nghé théng tin trong quén Iy nha trudng” bao
gbm 4 phan chinh, dugc thiét ké cho khoa tap huédn 2 ngay, gdbm cac noéi dung
chinh sau day:

Phan | — Cong nghé thong tin trong quén I trudng hoc

Phéan Il - Google Apps

Phén Il — Mind Manager

Phéan IV - Excel

Mbi mot phan dudc viét theo céu tric sau:

A. GIOI THIEU
— Gi6i thiéu tom tat vé cong cu

— Muc tiéu

PHAN 1- CNTT TRONG QUAN LY TRUONG HOC
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B. HOAT DONG

Muc tiéu

Hoc liéu
Tién trinh

Huéng dan thuc hién hoat déng

banh gia

Luuy

Phan Gi6i thieu mang lai cai nhin tng quan vé cong cu/phan mém sé duoc
noi dén, bao gdbm gidi thiéu tom tat va muc tiéu cla toan bod phan do. Phan Hoat
déng bao gdbm muc tiéu nhd cho méi hoat dong cu thé, nhiing hoc liéu can co,
cac budc cu thé trong hoat dong do, danh gia vé hoat dong, luu ¥ va huéng dan
hoat dong v6i nhiing mé ta tinh huéng cu thé dé 1am ndi bat vai trd clia tng dung
cobng cu cong nghé thong tin. Ngoai ra, con c6 cac phiéu hoc tap hé trg cho cac
budc trong hoat déng tap huédn va phan tai liéu doc thém véi nhiing huéng dan ky
cang dé ngusi doc ndm dudc ting budc trong van dung mot cong cu cong nghé
thong tin cu thé.

V6i cach céu trac nhu vay, cudn tai liéu mong muén co6 thé hd trg ngudi tham
gia tap huan/doc gia:

— Y thdc vé tdm quan trong va tinh hiiu ich cla viéc Ung dung céng nghé théng
tin trong quén Iy gido duc;

— Biét cach sl dung Ung dung Document trong Google Drive dé chia sé, hop
tac bién soan, phé duyét truc tuyén cac van ban chi dao, quan Iy; st dung
ing dung Form trong Google Drive dé thuc hién khdo sat théng tin td phia giao
vién, hoc sinh, can bod quan Iy giao duc dé dé xuét bién phap quén Iy méi hay
danh gia, giam sat viéc trién khai cac hoat dong clia nganh, cla trusng; su
dung ung dung Google Calendar dé thiét lap lich cong tac truc tuyén cla don
vi, cla nganh;

—  Biét cach sl dung phan mém Mind Manager hd trd cho viéc biéu dién, md
rong, trién khai quan diém, xay dung va kiém soat ké hoach; hé tr¢ cho viéc hé
théng, tng hop thong tin thu nhan dugc véi légic chat ché va cach biéu dat
thdng minh.

—  Biét cach st dung phan mém Excell hd tro cho viéc ra quyét dinh nho biéu dién
va xem xét cac phuong an dé lua chon. Cu thé 1a hd tro cho céac tinh toan phan
tich, téng hop di liéu va thong tin & cac dang text, biéu do, cong thic,... tao
diéu kién két luan va phat hién van dé; hé tro cho moét s6 chic nang quan Iy mot
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Co s di lieu nhd, cho phép tra clu, cap nhat, xuat ra két qué & nhiing khudn
dang khac nhau, két n6i dugc véi nhiing loai co sé di liéu khac.

Cudn tai liéu dudc bién soan truéc hét dé hé tro cho viéc tap hudn truc tiép. Tuy
nhién, cudn tai liéu cting c6 thé dugc st dung nhu mot cudn tai liéu tu hoc, giup cac
nha quén Iy gido duc nang cao ky nang Ung dung céng nghé thong tin trong hoat
dong quadn Iy hang ngay cldia minh.

Trong qua trinh trién khai, nhom tac gid mong tiép tuc nhan dugc nhiing ¥ kién
déng gop clia cac nha khoa hoc, nha giao, nha quén Ii thuc tién va hoc vién dé bé
sung, diéu chinh tai liéu thém hoan thién va hu ich.

Nhom tac gid va ban bién tap chan thanh cdm on moi y kién dong goép cho viéc
nang cao chét lugng cla tai liéu.

Moi gbp ¥ xin guii vé dia ch:

TS. H6 C4m Ha: hahc@hnue.edu.vn

TS. Lé Huy Hoang: hoanglh@hnue.edu.vn
ThS. Nguyén Chi Trung: trungnc@hnue.edu.vn
TS. Pham Tuan Anh: ptanh@moet.edu.vn

ThS. Dang Tuyét Anh: tuyetanhd@gmail.com

NHOM TAC GIA
VA BAN BIEN TAP

PHAN 1- CNTT TRONG QUAN LY TRUONG HOC
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HUGNG DAN SU DUNG TAI LIEU

Tru6c hét, cudn tai liéu dugc bién soan ra véi muc dich trién khai mot khoa
tap hudn 2 ngay do T8 chic Hop tac Phat trién va Hb tro Ki thuat vang Flamang,
Vuong qudc Bf (VWOB Viét Nam) t6 chic. Tuy nhién, tai liéu cling dugc thiét ké dé
c6 thé st dung dudc moét cach linh hoat trong nhiing khoa tap hudn can bo quan Iy
nha trudng véi thai gian dai hon (khoéng ti 3 dén 5 ngay). Bén canh dé, nhom tac
gi& cting mong mudén cudn tai liéu co thé hd tro cho viéc tu hoc clia can bd quan Iy
nha trudng va nhiing ngudi lam viéc trong moi trudng gido duc khi ho chua c6 diéu
kién tham gia khoa tap huéan. Sau day la mot sé gidi thich nham gitp viéc st dung
cudn tai liéu dat duge hiéu qua cao hon, phu hdp hon véi déi tugng, muc dich va
béi canh.

Trinh tu va mai lién quan gida cac phan ndi dung

Tai liéu chia lam 4 phan, Phan 1 - Céong nghé thong tin trong quan 1y trudng hoc
— nhdm chuén bj thai do va tam Iy, tao déng co tich cuc cho ngudi hoc. Ba phan tiép
theo gi6i thiéu nhiing cong cu phan mém riéng biét - Google Apps, MindManager va
Excel. Trong cac khoa tap huan hay véi muc dich tu hoc, ngudi hoc khong nhét thiét
phai theo trinh tu xudt hién clia cac cong cu trong tai liéu ma cé thé coi mbi cong
cu la mot chuyén dé doc lap, cé thé hoc truéc hodc sau. Tai liéu gi6i thiéu cong cu
Google Apps va Mind Mananger tru6c. Hai cong cu nay co thé tréd nén hét stc hiu
ich trong nhiéu cong viéc tuy khong phic tap nhung thudng xuyén phai lam nhung lai
td ra chua quen thudc véi cac nha quan Iy trudng hoc. Phan mém Excel mac du da
quen thudc véi nhiéu ngudi nhung dudc gidi thiéu sau clng va tai liéu nay tap trung
gi6i thiéu kha nang hé tro ra quyét dinh cho ngudi st dung, diéu co6 thé chua dugc
n6i dén trong nhiing hiéu biét quen thudc vé Excel. Nhiing tinh huéng can phan tich
di lieu dé hé tro ra quyét dinh cho Nha quan Iy co thé khong thudng xuyén xuét hién,
st dung dugc Excel trong nhiing tinh huéng dé khéng phai 1a dé dang, don gian.
Nhung hiéu qua cla viéc st dung cong cu CNTT trong nhiing tinh huéng nay that
dang gia. Nhu vay, xét vé khia canh hoc st dung cong cu phan mém, co6 thé coi tai
liéu da xép trinh tu cac phan tang dan theo do kho va gidm dan vé tan suét xuat hién
cac tinh huéng thuc t€ s dung dugoc céng cu hé tro. T8 chic khoa tap huén hay tu
hoc cac cong cu ndi trén nén di theo trinh tu gidi thiéu trong tai liéu.

SU dung tai liéu trong khoa tap huan
M&i I6p tap hudn sé thuc hién cac hoat dong va théng qua cac hoat dong dé
dat dugc muc tiéu dat ra cho tling phan ndi dung tap hudn va cla toan bod khoa tap

hudn. Muc B clia méi phan néu huéng dan cho cac hoat dong cla phan nay.

DGi v6i mbi hoat dong, cudn tai liéu déu néu muc tiéu clia hoat dong do; danh
sach hoc liéu lien quan (c6 trong tai liéu); tién trinh thuc hién hoat dong. Lép tap
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huan dugc tién hanh theo ti€n trinh da néu ra nhu theo mot kich ban, ndi dung can
cho mdi buéc thuc hién kich ban dudc trinh bay & phan Huéng dan hoat dong va
trong cac Phu luc (gdm cac Phiéu hoc tap, vi du Pa. Pb; cac chi dan chi tiét vé thao
tac st dung cong cu, vi du Ta, Tb). Cac chi dan tham chiéu dén Phiéu hoc tap va
Phu luc c6 sén & nhiing budc néu trong tién trinh va & nhiing huéng dan hoat déng.
Nhu vay, v6i mdi hoat dong, hoc vién sé& nghién clu tinh huéng dat ra qua mo ta
tinh huéng & phan Huéng dan hoat dong (c6 thé ducc mé ta chi tiét hon trong phan
Phu luc). Ngay sau phan mé ta tinh huéng, tai liéu gi6i thiéu nhiing diéu ma cong cu
phan mém (hoc vién dang tim hiéu) sé& hé tro dé giai quyét tinh huéng dat ra. Cudi
mdi phan Huéng dan hoat dong, tai liéu néu cac budc dé cu thé viéc st dung cong
cu trong tinh huéng d6. DE hé tro t6t hon, ddm bado hoc vién thuc hanh dudc, tai
liéu c6 céac phu luc, huéng dan chi tiét ting budc st dung dé hoc vién tra clu trong
tling hoat dong (Vi du, cac Phu luc Ta, Tb). Sau khi thuc hanh s dung cong cu dé
gidi quyét tinh huéng, viéc hoan thanh Phiéu hoc tap gitp thu hoach va cling c6 lai
nhiing hiéu biét da c6 duoc qua tién trinh hoat dong nay.

Mbi mot cong cu ¢ thé dude gisi thieu va truyén tai dén hoc vién qua nhiéu
hoat déong, mdi hoat déng tuong Ung v6i mot tinh huéng cu thé. Trong Phan 3 va
Phan 4, k§ nang st dung cong cu trong mdi hoat dong & phia sau sé ké thtia mot
s6 kién thic va k¥ nang da gisi thiéu & hoat dong phia trudc. Bdi vay, déi véi hai
phan nay, tly theo thoi lugng khoa tap huén, néu khong thé tap huén tét ca cac hoat
dong, c6 thé chi chon mot s6 hoat dong ding truée.

Mac du viéc t6 chiic tap huan phai ddm béo diéu kién cung cép va cai dat cac
phan mém can co, & cudi mdi tai lieu déu gidi thiéu dia chi cac website cho phép
tai vé cac phan mém cong cu lién quan va tai liéu tham khao khac. Riéng déi voi
cong cu Mind Manager, do déi v6i nhiéu ngudi, cong cu nay chua quen thudc nhu
Google va Excel, tai liéu c6 phan phu luc huéng dan tai va cai dat.

Su dung tai liéu dé tu hoc

Ngudi tu hoc ¢c6 thé tu coi minh 1a mét nhdom hoc vién dac biét (chi gdm 1
thanh vién) va st dung tai liéu theo cach da néu trong huéng dan cho tap huén trén
day. Hoac don gidn hon, ngudi hoc c6 thé doc va lam theo tai liéu & muc huéng dan
hoat dong trong mdi hoat dong clia cac phan. Khi doc va lam theo tai liéu, ngudi
hoc c6 thé tra clu dén phu luc theo chi dan tham chiéu. Ngudi tu hoc nén hoan
thanh cac phiéu hoc tap & phan phu luc clia mdi phan dé cling ¢6 lai nhiing hiéu
biét da c6. Cac cau hdi tu kiém tra va bai tap cudi mdi phan mot 1an niia gidp ngudi
tu hoc téng két lai kién thic thu nhan dugc va tao thém co hoi rén luyén ky nang.

Chuang t6i mong réng tai liéu nay sé htiu ich cho cac khoda tap huén cting nhu
ban doc.

- CNTT TRONG QUAN LY TRUONG HOC
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A. GIOI THIEU

Ngay nay, Cong nghé théng tin (CNTT) v6i nhiing uu thé vugt troi da
di vao tat ca cac linh vuc. D6i véi gido duc va dao tao, Cong nghé
thong tin 1a cong cu déc luc hd tro ddi méi phuong phéap giadng day,
hoc tap va quan Iy, gbp phan nang cao hiéu qué va chat luong giao
duc. Tuy nhién, 1am thé nao dé viéc tng dung CNTT dat hiéu quéa
cao nhét trong quan Iy giao duc, bdi dudng chuyén moén cho doi
ngl can bo, gido vién dang la van dé dugc nganh gido duc dac biét
qguan tam. Trinh dd CNTT cla can bd quan Iy gido duc, clia gido
vién la mot nguyén nhan anh hudng truc tiép dén viéc (ng dung
CNTT trong gidng day, &nh hudng truc tiép dén cong cudc thay doi
gido duc can ban toan dién trong xu huéng toan cau hoa va hoi
nhap. Do do, tru6c hét mdi can bd quan Iy trudng hoc can nhan thiic
dudc vai trd ctia CNTT trong cong tac quén Iy gido duc va chi dong
tich cuc (ng dung CNTT dé nang cao hiéu suét quan Iy.

B. HOAT BONG

Muc tiéu:

Hoc liéu:

Tién trinh:

Danh gia:

Luu y:

Sau khi hoan thanh hoat déng nay, hoc vién sé

—  Mong muén tim hiéu ting dung CNTT hé tr¢ dudc gi va nhu thé
nao doéi voi ngudi lanh dao, ngudi quan Iy trudng hoc;

—  Mong mudén dap Ung dugc yéu cau “Nguoi quén ly can la ngudi
tién phong trong dng dung CNTT & méi truong giao duc”.

— Hoc liéu: Phu luc 1Pa, 1Pb, 1Pc, 1Pd, 1Ta, 1Tb, 1Tc, 1Td.
— Co sé vat chat: May chiéu, bang va phan/but viét, giay AO.

1. Chia hoc vién thanh 4 nhom. M&i nhém thdo luan theo mot phiéu
hoc tap (Nhém 1- phiéu 1Pa; nhém 2 — phiéu 1Pb; nhém 3 —
phiéu 1Pc; nhém 4 — phiéu 1Pd);

2. Daidién mdi nhém bao céo van tat két luan clia thao luan nhom,
ti€p nhan céac ¥ kién bd sung cla cac thanh vién trong 16p;

3. Tap huan vién két luan.
Két qué thao luan

Hoat dong nay c6 muc tiéu goi dong co tim hiéu, hoc tap va boi
dudng k¥ nang st dung cong cu CNTT cho ngudi quan Iy trudng hoc.

Doc thém: (Phu luc 1Ta, 1Tb, 1Tc, 17d)
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C. HOC LIEU CHO HOAT PONG PHAN 1

Phu luc 1Pa: CHU PE THAO LUAN NHOM

PHAN 1- CNTT TRONG QUAN LY TRUONG HOC

Cau hdi thdo luan:
Hay cho biét nhiing cong viéc chl yéu clia ngudi lanh dao, ngudi quan Iy trudng hoc?

Ung dung CNTT hé trd nhu thé nao déi véi cong viéc clia ngudi lanh dao, ngudi quan
Iy trudng hoc?

Phu luc 1Pb: CHU PE THAO LUAN NHOM

Cau hdi thdo luan:

Da6i voi ngudi 1anh dao va quén Iy trudng hoc phd théng, tng dung CNTT hd trg nhu
thé nao cho nhiing cong viéc sau day:

— Chia sé, hop tac bién soan, phé duyeét truc tuyén cac van ban chi dao, quan Iy;

— Khao sat thong tin tU phia gido vién, hoc sinh, can bd quan Iy giao duc;

— Thiét lap lich céng tac truc tuyén cla don vi, clia nganh;

— Thong bao, trinh bay quan diém theo cach md rong dan, trién khai quan diém, xay
dung va kiém soat ké hoach;

— Diéu khién cudc hop, trong dé can hé théng, tng hop théng tin thu nhan duge mot
cach nhanh chéng véi légic chat ché va cach biéu dat théng minh.

— Tinh toan nhanh, biéu dién cac phuong an dé phan tich, so sanh hd trg ra quyét
dinh lua chon phucng an hop Iy.

Hay néu nhiing cong cu (CNTT) da dugc st dung trong nhiing céng viéc trén va cho

biét hiéu qua s’ dung.

Phu luc 1Pc: CHU PE THAO LUAN NHOM

Cau hdéi thdo luan:

CNTT c¢06 vai trd nhu thé nao déi véi cong tac giao duc va quan Iy gido duc trong boi
canh toan cau hba va hoi nhap?
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Phu luc 1Pd: CHU BE THAO LUAN NHOM

CAau hdi thdo luan:

Vi sao ngudi lanh dao, ngudi quan Iy trudng hoc phai la ngudi tién phong trong Ung
dung Céng nghé thong tin  mdi trudng giao duc?

Phu luc 1Ta: CAC VAI TRO LANH DAO - QUAN LY CUA NGUGI HIEU
TRUONG TRUGNG PHO THONG VA SU HO TRO CUA CONG CU CNTT

Trong quan Iy trudng phé théng, cAc chidc nang co ban clia quan 1§ 1a:
— Lap ké hoach

— T6 chic

— Chidao va kiém tra

Ngudi Hiéu trudng phai thé hién dugc cAc vai trd chl yéu clia ngudi quan Iy:
— Dai dién cho chinh quyén;

— Hat nhan thiét lap boé may t6 chc, thiét lap diéu hanh doi ngt nhan Iuc trong moi
hoat dong clia Nha trusng;

— Nguoi chd chéttrong viéc t6 chic huy dong va st dung cac ngudn luc;

— Tac nhan xay dung mdéi quan hé gitia nha trudng véi gia dinh va xa hoi, van hanh
hé théng théng tin quén Iy gido duc, tng dung CNTT trong cac hoat dong giao duc
va quan Iy giao duc cla nha trusng.

Ngudi Hiéu trudng ciing khong thé thiéu dugc c4c vai trd 1anh dao:

Chi duong va hoach dinh

Dé xuéng su thay doi

Thu hat, dan dat

— Thdc ddy phat trién

Ngay nay CNTT da dudc tng dung trong moi linh vic dé 1am tang hiéu suét va chat

lugng cong viéc.

C6 thé tng dung CNTT trong cong tac quan Iy & trudng ph thong nham:

— Nang hiéu suét thu thap va quan Iy thong tin;

— H6 trg lap ké hoach va quéan Iy kiém tra giam séat theo ké hoach;

— H6 tro thuyét trinh, diéu khién, dan dat trong cac cudc hop, thdo luan nhdm thong
bao hay giai quyét van dé;

— H6 trd ra quyét dinh dua trén thé hién, phan tich va so sanh cac phuong an.
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Phu luc 1Tb: GIGI THIEU MOT SO CONG cU CNTT H6 TRO
CHO NGUOGI QUAN LY NHA TRUOGNG PHO THONG

— Mot s6 Uing dung clia Google Document rat dé& dung va réat hiu ich trong mot s
cong viéc quen thudc:

+ Ung dung Google Drive dé chia sé, hop tac bién soan, phé duyét truc tuyén cac
van ban chi dao, quén Iy;

+ (ng dung Form trong Google Drive dé thuc hién kh&o séat thong tin tu phia giao
vién, hoc sinh, can bd quan Iy giao duc vé dé xuat bién phap quan Iy méi hay
danh gia, giam sat viéc trién khai cac hoat dong clia nganh, clia trudng;

+ Ung dung Google Calendar dé thiét lap lich cong tac truc tuyén cda don vi,
cla nganh.

— Dung phan mém Mind Manager hé trg cho viéc thong béo, trinh bay quan diém
theo cach md rong dan, trién khai quan diém, xay dung va kiém soat ké hoach;
diéu khién cudc hop, trong dé can hé théng, téng hop thong tin thu nhan duge moét
cach nhanh chéng véi loégic chat ché va cach biéu dat théng minh.

— Dung phan mém Excel hé trg cho viéc ra quyét dinh nho biéu dién va xem xét cac
phucng an dé lua chon. Cu thé 1a hé trg cho céc tinh toan phan tich, téng hop di
liéu va thong tin & cac dang text, biéu dd, cong thic,... tao diéu kién két luan va
phat hién van dé; hé tro cho moét s6 chlic nang quan Iy moét co sé di liéu nhd, cho
phép tra clu, cap nhat, xuat ra két qua & nhiing khudén dang khac nhau, két noi
dugc véi nhiing loai co sé di liéu khac.

Phu luc 1Tc: QUAN LY GIAO DUC TRONG BOI CANH

TOAN CAU HOA VA HOI NHAP

Thé gi6i dang c6 su phét trién nhu v bao clia KH&CN, dac biét 1a xu thé toan cau hoa.
Nhing d&c trung cta thoi dai doi hdi phai co su déi mé6i trong giéo duc va quan Iy giao
duc & cac qudc gia trén thé gidi noi chung va Viét Nam noi riéng.

— Su phét trién nhu vi bdo cia KH&CN: KH&CN sinh hoc, cong nghé dién ti phat
trién manh va dac biét 1a su phat trién qué nhanh chéng clia mang théng tin toan
cau da lam thay ddi su tiép can dén thong tin, tri thic va trao déi thong tin, tri thic
clia xa hoi loai ngudi.

—  Xu thé toan c4u hoa va hoi nhap doi hdi phat trién CNTT, nham gén két tét ca cac
cong dong ngudi va cac qudc gia lai véi nhau.

—  Xu huéng déi méi va phét trién gido duc toan cau:
+ Qua trinh gido duc huéng téi ngudi hoc;
+ Thuc hién c6 hiéu qué céac tru cot cla gido duc va thuc hién dugc triét Iy hoc
su6t doi (hoc dé biét, hoc dé 1am, hoc dé chung séng, hoc dé lam ngudi, hoc
SuGt doi).

PHAN 1- CNTT TRONG QUAN LY TRUONG HOC
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UNG DUNG CONG NGHE THONG TIN
TRONG QUAN LY NHA TRUONG

Phu luc 1Td: NGUGI LANH PAO VA QUAN LY TRUONG HOC CAN
LA NGUGI TIEN PHONG UNG DUNG CNTT G MOI TRUGNG GIAO DUC

a. Theo qui dinh v& chuén Hiéu trudng trudng THCS, THPT va trudng PT c6 nhiéu c4p
hoc (Théng tu 29/2009 BGD&DT)

— Tieu chuén 1, Tiéu chi 4: Tac phong lam viéc khoa hoc, su pham.
— Tiéu chuén 2, Tiéu chi 10b: St dung dudc CNTT trong cong Vviéc.

— Tiéu chuén 3: Cac tiéu chi 11 (c6 nang luc phan tich du bao), 12 (c6 tdm nhin chién
lugc), 13 (c6 nang luc thiét ké va dinh huéng trién khai), 14 (c6 kha nang ra quyét
dinh dung dan kip thai), 15 (c6 nang luc lap ké hoach hoat dong), 22 (c6 kha nang
xay dung hé théng thong tin, tng dung c6 két qua CNTT trong quan Iy va day hoc).

b. Ngudi lanh dao va quan Iy nha trudng phéi thu hat, dan dat, thGc ddy can bé gigo
vién (ng dung CNTT trong gi4o dyc, trong day hoc dé dap (ng yéu cdu dit ra

— CNTT dugc coi la “mot khia canh dac biét quan trong trong hanh trang van héa clia
thé ky 21, hd trg cac m6 hinh phat trién chuyén déi méi cho phép md rong ban chat
va két qua hoc tap cla giao vién cho du viéc hoc do dién ra & dau” (Leach, 2005).

— Gido vién da dudc bdi dudng ki nang st dung cong cu CNTT trong day hoc, nham
déi méi phuong phap day hoc, nang cao chét lugng va hiéu qué day hoc.

— Nguoi l1anh dao va quan Iy nha trudng khong chi can uy tin, nang luc vé chuyén
mon, ma con phai guong mau, di dau trong tu hoc suét dsi, ting dung CNTT dé
nang cao hiéu suét cong viéc.

— Nguoi lanh dao va quan Iy nha trudng 1a ngudi tao dong luc, moi trudng va cac diéu
kién thuan Igi cho gido vién tng dung CNTT trong day hoc, sl dung cac coéng cu
tién tién dap Ung yéu cau cla thai dai.

D. CAU HOI TU DANH GIA

1.

Tim cac bang ching cho thdy cac cong cu CNTT tac ddong manh mé vao viéc
déi m6i phuong phap day hoc va nang cao hiéu suét cong viéc?

Trong mot nha trudng, néu ngudi Ianh dao va quan Iy nha trudng la ngudi tién
phong trong ting dung CNTT thi diéu nay sé anh hudng thé nao dén van hoa
nha truéng?

V6i vai tro 1a ngudi 1anh dao va quan Iy, thay/co da lam gi dé tao dong luc va
tao moi trudng Ung dung CNTT cho can b6 gido vién?

E. TAlI LIEU THAM KHAO

1
2.

Tai liéu tap huén nang cao nang luc Hiéu trudng trudng THCS (VVOB, 5-2009)
Cong nghé théng tin cho Day hoc tich cuc (VVOB, 5-2011)
Thong tu 29/2009 BO GD&DT






9

T
I
>
z
N
@
o
o
(7]
r
m
>
T
T
(7]

UNG DUNG CONG NGHE THONG TIN
TRONG QUAN LY NHA TRUONG

A. GIGI THIEU

Tom tat vé Google Apps

Theo Jeff Keltner (2007), tdm nhin clia Google la “t8 chic thong tin trén toan thé
gi6i va bién n6 thanh noi dé dang truy cap tai bat ct dau va htu dung” (organize
all the world’s information and make it universally accessible and useful). Dé
thuc hién dugc tdm nhin do, moét trong nhiing Ung dung Google phat trién trong
thai gian qua la bo cong cu Google Apps. D6 1a céac ting dung web dugc thiét
ké dé hd tro ngudi dung thuc hién cac cong viéc ca nhan, hop tac trong viéc t6
chuc, trao déi, cong bé thong tin. N6 bao gdm céac tng dung nhu Gmail, Talk,
Groups, Calendar, Docs, Sites, Video... Hién nay, Google Apps da c6 cac bd
cong cu khac nhau nhu Google Apps for Business, Google Apps for Education,
Google Apps for Government.

Trong Iinh vuc giao duc, Google Apps da dugc sl dung trong nhiéu bdi canh
khac nhau dé hd trg qua trinh hoc tap nhu: dung Gmail dé trao ddi thong tin;
dung Google Groups dé tao méi trudng hop tac va chia sé; dung Google Sites
dé xay dung céac trang web hd trg qua trinh hoc tap; dung Google Video dé khai
thac tai nguyén ho tro hoc tap...

Du6i goc do clia nha quan Iy giao duc, co thé st dung Google Apps dé hd
tro hoat dong quén Iy ctia minh. Trong khudn khé tai liéu nay, chang toi lua
chon va gidi thiéu 3 cong cu dién hinh clia Google Apps c6 thé hd trg tét cho
cac nha quan ly. Do la cac cong cu: Google Calendar; Google Document; va
Google Form.

Uu diém ndi bat clia cac cong cu néu trén 1a kha nang hgp tac trong viéc tao,
hoan thién, chia sé ng dung trong méi trudng truc tuyén véi nhiing ngudi co
lien quan va coé trach nhiém. Nho vay, do 1a nhiing sdn pham tao ra da coé su
dong thuan va théng nhéat, dé dang truy cap, nhanh choéng thay ddi néu can va
duoc luu trl v6i do tin cay cao trén Internet. Ngoai ra, do la cong cu kha don
gian vé k¥ thuat tin hoc, hoan toan mién phi khi s dung.

Lam viéc v6i cac cong cu trén doi hdi phai két néi mang Internet. Bén canh do,
vi cac san phdm tao ra va chia sé trong moi trudng truc tuyén, nén can quan
tam tGi van dé bao mat va an toan. Nhin chung, véi nhiing cong viéc doi héi tinh
bao mat va an toan cao, KHONG NEN st dung cac céng cu nay. Viéc chia sé
cac sdn phdm tao ra cling khéng nén dé & ché do “Public’ ma nén & ché do
“Private” va lua chon nhiing ngudi c6 trach nhiém va lién quan dé chia sé voi
su phan quyén phu hop véi vai trd cla ting ngudi. Nna quan Iy cting can dua
ra nhiing van ban chinh thic vé viéc st dung cac cong cu néu trén hd trg hoat
dong quan Iy clia co sé giao duc.



Muc tiéu

UNG DUNG CONG NGHE THONG TIN
TRONG QUAN LY NHA TRUONG

Sau khi tim hiéu c4c céng cy nay, ngudi hoc c6 thé:

— Trinh bay dugdc vai tro va y nghia cua viéc su dung cac céng cu Calendar,
Document, Form cia Google déi véi ca nhan va té chic trong cong tac quan ly;

- Lap duoc lich ca nhan, van ban qudn ly, biéu méu diéu tra; chia sé va hop tac
véi dong nghiép trong thuc hién cac cong viéc trén hé trg cac hoat déng quén
ly cua nha truong;

—  Dé xuéat dugc cac hoat déng quén ly cda ngudi lanh dao va cda nha truéng co
thé€ su dung cac cong cu noi trén.

B. HOAT BONG

2.1 HOAT PONG 1: SU DUNG GOOGLE CALENDAR

Muc tiéu: Sau khi hoan thanh hoat déong nay, hoc vién cé thé:

Hoc liéu: -

Tién trinh: 1.

Trinh bay dugc vai tro va y nghia cla viéc st dung Calendar
déi v6i ca nhan va té chic trong cong tac quan ly;

Lap dudc lich ca nhan, chia sé su kién hay toan bo lich ca
nhan cho dong nghiép hd tr¢ hoat dong quéan Iy.

Hoc liéu: Phu luc 2.1Pa, 2.1Pb, 2.1Ta, 2.1Tb.

Co s4 vat chat: May chiéu bang va phan/but viét.

Hoc vién lam viéc theo ca nhan kham pha cac chic nang cla
Google Calendar va tu tao mét lich ca nhan gdm 4 su kién theo
yéu cau trong phi€u hoc tap 2.1Pa. Khi thuc hién, tham khéo tai
lieu 2.1Ta.

Tap huén vién téng két cac chic nang cla Google Calendar,
céac thao tac ky thuat phic tap, trd 16i cac cau hdi tu phia nguoi
tham du.

Hoc vién lam viéc theo nhdm 4 ngudi. Mot ngudi déng vai Hiéu
trudng, 3 ngudi con lai déng vai té trudng chuyén moén va thuc
hién theo yéu cau trong phiéu hoc tap 2.1Pb. (Khi thuc hién,
tham khao tai liéu 2.1Tb).

Hoc vién (dai dién nhém) bao cao sa&n phadm clia nhom minh.
T6ng két mot s6 van dé can quan tam khi lap, chia sé ké hoach
quén Iy dua trén cong cu Google Calendar.
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UNG DUNG CONG NGHE THONG TIN
TRONG QUAN LY NHA TRUONG

Panh gia:  Két qua thdo luan

Luu y: Trong qua trinh cac nhom 1am viéc, tap huén vién dén truc tiép
nhom dé gidi dap thac mac lién quan téi ky thuat.

2.2 HOAT PONG 2: SU DUNG GOOGLE DOCUMENT

Muc tiéu:  Sau khi hoan thanh hoat dong nay, hoc vién cé thé:

Hoc liéu: -

Tién trinh: 1.

('}

Danh gi

Trinh bay dudc vai trd cla nhém phan mém truc tuyén
Google Document;

Soan dugc van ban tryc tuyén;

TS chic dugc viéc hgp tac bién soan, chinh stia, phé duyét
va cong bé van ban quén ly tai co sé giao duc.

Hoc liéu: Phu luc 2.2Pa, 2.2Pb, 2.2Pc, 2.2Ta, 2.2Tb.

Co sd vat chat: may chiéu, bang va phan/bat viét.

Hoc vién lam viéc theo nhém 4 ngudi, dung tai khodn Gmail
dang nhap vao Google Drive va mo td cac Ung dung trong
Google Drive va dién vao phiéu hoc tap 2.2Pa;

Tap huén vién t6 chic thdo luan, va két luan vé Google Drive.
Huéng dan mot sé thao tac co ban vé ing dung soan thao van
bén trong Google Drive;

Hoc vién thuc hanh soan thdo mét van ban don gian theo mau
phi€u hoc tap 2.2Pb. Trong qué trinh soan thao, hoc vién tham
khdo céac thao tac 4 tai liéu 2.2Ta;

Hoc vién dong vai theo cap (mot ngudi trong vai lanh dao, mét
ngudi trong vai can bd van phong) thuc hanh soan thdo, chinh
slia, va chia sé cho toan bo 16p tap huan mot van ban chi dao
vé ddi méi PPDH tai co s& gido duc clia minh. Trong qua trinh
soan thdo, hoc vién tham khéo cac thao tac & tai liéu 2.2Tb;

Hoan thién sa&n phdm, chia sé két quéa, du kién cac hoat dong
quan Iy c6 thé thuc hién vao phiéu hoc tap 2.2Pc. Thao luan va
gidi quyét cac kho khan trong qua trinh thuc hién.

:  Duatrén san phdm, cac noi dung bao céo va thdo luan clia hoc vién.

Luu y: Tap hudn vién cung voi hoc vién thdo luan, bS sung cho cac noi
dung sau mbi hoat dong.



UNG DUNG CONG NGHE THONG TIN
TRONG QUAN LY NHA TRUONG

2.3 HOAT PONG 3: SU DUNG GOOGLE FORM

Muc tiéu:

Hoc liéu:

Tién trinh:

-
[}

Panh g

Luu y:

Sau khi hoan thanh hoat déng nay, hoc vién co thé:

Soan thdo dugc bd cong cu diéu tra truc tuyén bang cong
cu Google Form;

GUi cong cu diéu tra t6i cac thanh vién qua email, thu nhan
va xU Iy duoc sob liéu.

Hoc liéu: Phu luc 2.3Pa, 2.3Pb, 2.3Ta.

Co sé vat chat: May chiéu bang va phan/but viét.

Hoc vién lam viéc theo nhém 4 ngudi, soan thdo bd cong cu diéu
tra truc tuyén bang Google Form theo mau trinh bay trong phuc
luc 2.3Pa. (Tham kh&o phu luc 2.3Ta dé thuc hién nhiém vu);

Céac nhom trinh bay sdn pham, dat cau hai, thdo luan. Tap huén
vién b6 sung mot s6 ky thuat dé hoan thién;

GUi cong cu diéu tra t6i cac thanh vién trong 16p tap huén, cac
thanh vién phan hoi; cac nhom xU Iy s6 liéu thu dudc; va dé xuat
cac hoat dong diéu tra tai co sé giao duc vao Phiéu hoc tap
2.3Pb (Tham kh&o phu luc 2.3Ta dé thuc hién nhiém vu);

Tap huén vién téng két cac kién thic coé lién quan.

Két qua thao luan, thuc hién cac nhiém vu hoc tap.

Tap trung vao khd nang Ung dung cla Google Form trong hoat
dong clia ngudi quan Iy
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UNG DUNG CONG NGHE THONG TIN
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C. HOC LIEU CHO CAC HOAT BONG PHAN 2

2.1. HOAT PONG 1: SU DUNG GOOGLE CALENDAR

2.1Pa: TAO LICH CA NHAN VGOl GOOGLE CALENDAR

Lam viéc ca nhan, dang nhép vao trang https://calendar.google.com va:

A. Kham phé& céc chtc nang chinh clia Google Calendar va dién thong tin vao phan
duéi day:

CRUC NENG 17 oo

CRUC NENG 2: ..o

CRUC NENG 3: .o

B. Tao mét lich ca nhan gém 2 sy kién sau day:

1. Hop Hoi dong dao tao nha trudng; thdi gian: 8:00 dén 10:00 sang thi Hai hang tuan
v6i 16i nhac théng qua email truéc do 1 tiéng;

2. Hop céac t6 trudng chuyén mon vé déi méi PPDH; thai gian: 14:00 dén 16:00 thi Sau
tuan dang trién khai tap hudn véi 16i nhac truéc do 1 ngay thong qua email; cudc
hop nay dudc chia sé véi cac thanh vién la té trudng chuyén mon.

Sau khi tao xong, chia sé lich dé vdi cac thanh vién trong nhém cung ban

2.1Pb: LICH HOAT DONG CUA NHA TRUGNG

Lam viéc theo nhém 4 ngudi, mét ngudi dong vai hiéu trudng, 3 ngudi con lai dong vai
t8 trudng chuyén mon, thuc hién cac cong viéc dudi day véi Google Calendar:

1. Hiéu trudng: Lén lich cong tac tuan chia sé cho cac thanh vién
2. Cac t6 trudng chuyén moén tra 16i va gop ¥ vé ké hoach cong tac tuan
3. Hiéu trudng: Diéu chinh lai lich cong tac tuan




UNG DUNG CONG NGHE THONG TIN
TRONG QUAN LY NHA TRUONG

2.1Ta: KHAM PHA GOOGLE CALENDAR

1. Mé va xem lich

Dung tai khodn Gmail, dang nhap vao trang Google Calendar theo dia chi calendar.
google.com dé mé trang quéan Iy lich c6 sn danh cho méi tai khoan ctia Gmail. Néu
nguoi dung da Ién lich va chia sé thi c6 hinh anh nhu dudi day va dudc hién thj theo
tuan. Trong lich, hién thj nhiéu su kién; méi su kién dugc xac dinh bdi thdi diém bat
dau, thoi diém két thac, s6 ngudi mai tham du, dia diém tham du, tinh trang xac nhan
cla cac thanh vién dugc madi, cach thic thong bao téi ngudi dung truéc khi su kién
diénra.

ry
aé“im : (SRR =3 ]
Calendar € ¥ Jundf-uld 20H - g Py = R
ura JU1T B
aam
S MT WT F B
T EE =
58 78 enmn
K2 T3 015 18 17 18
WA RO Tian
FLE L B R
1 L L tiam
Iy calendars ¥ iden
asmingsolamaas . @
sanfeclamomacom B o
Biag1-Ersctmnic whil_ 5 :
preweigcoamen - @
prowan@sclarmon. . @ dom
Searmera Company . B
iy
i
Oithar calendars
L5 Hahvdaye -] Fot
Bgm

Hinh a.2.1.1: Giao dién céng cu quén ly lich cda Google

Khi khong mudn hién thi lich theo tuan, cé thé thay déi cach thiic hién thi theo ngay,
theo thang, theo giai doan 4 ngay, hay chi hién thi cac su kién bang cach nhap vao
thanh cong cu & phia trén, bén phai clia s6 cla lich véi cac nat tuong Ung la: Day,
Month, 4 Days, Agenda.

Day Week Month 4Days Agenda | More = ¢v

Wed 1118 Thu 119 Fri 1120 Sat 121

5—12p
Release
warkshon

Hinh a.2.1.2: Cach thic thay déi vang hién thi lich
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UNG DUNG CONG NGHE THONG TIN
TRONG QUAN LY NHA TRUONG

2. bat lich cho mdt cudc hop (su kién)
C6 2 cach dé dat lich cho mot cude hop hay su kién:

Céch 1: Théng qua trang soan th3o chi tiét

(1) Nh&p chudt vao nat Create dé md trang soan thao chi tiét; (2) Dién cac thong
tin can thiét trong trang nay; (3) chon Save dé luu lai.

Két qua: o) vung hién thi lich, trong khung thai gian da chon cho su kién sé xuét hién
mot hinh chii nhat véi cac thong tin vé su kién, thé hién khoang thoi gian do da co lich.

. 4
g Search Calendar
95&&:%}% —

Calendar Today < 2

1 ¢ v GMT-08

S M TWTF S

35 26 27 28 29 30 3 Adam
12 34567
8 9 10 1112 13 14 Sam
15 16 17 18 19 20 21
32 23 24 25 26 77 28 Bam

29 30 3 1 2 3 4

Hinh a.2.1.3: Tao su kién thong qua trang soan thdo chi tiét

CAch 2: Tao tryc tiép trong vung hién thij lich

O viing hién thi lich, (1) nh&p chudt (vao thai diém bat dau cla su kién), ré va tha
(tai thai diém két thac su kién); (2) mot hop hoi thoai sé tu dong hién thi; (3) dién cac
thong tin can thiét cho su kién va nhap vao nat Creat event (Hinh a.2.1.4). Néu chon
Edit event s& md trang soan thdo chi tiét cho su kién giéng nhu & cach 1.

dan 116 Tue 117 Wed 118 Thu 1149 Fri 1720
a-tp Event | Appointment slots New! X
Holigay

When: Wed, January 13, 2012, 1pm - Zpm

Whal.  parfarmance Review

e.g.. Breakfast at Tiffany's

E:tﬂllqgwnt Edit event »

ip=2p

1:30p — 2:30p
Vendor
ralatinne

Hinh a.2.1.4: Tao su kién truc tiép trong vang hién thj lich




UNG DUNG CONG NGHE THONG TIN
TRONG QUAN LY NHA TRUONG

Tai bét ky thoi diém nao, déu co thé thay déi ndi dung chi tiét clia su kién da tao

tru6c doé bang cach nhap chudt vao “tiéu dé” clia su kién. Khi do trang soan thao chi
tiét s& duoc md va cho phép thay déi, bam Save dé Iuu lai su thay déi.

ip—-2p @

P%ce Review

Hinh a.2.1.5: Thay déi noi dung chi tiét cia mot su kién

3. Mgoi nguéi tham du
Dé& mai ngusi tham du su kién, thuc hién cac budc theo huéng dan dudi day:
— M@ trang soan thao chi tiét clia su kién

-~ Trong phan Add: Guests, nhap tén hay ho cla ngudi dudc mai, moét danh sach
nhting ngudi c6 lién quan xuat hién phia bén dudi

| Rooms, etc.
jal Add

“Jasmine Camine” <jcarmina(@electric-a

. Make some atiendees optional

Guests (=] Email guests
Isabella Moretti b4
: b 4

iy ey |8

Guests can | modify event
invite others
sea guest list

Hinh a.2.1.6: Tim va thém khach moi cho su kién
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UNG DUNG CONG NGHE THONG TIN
TRONG QUAN LY NHA TRUONG

—  Lua chon chinh xac ngudi can mai va nhdp vao nut Add

—  Lap lai thao tac nhu trén dé mai cac thanh vién khac cho su kién. (Hinh a.2.1.6)

-~ Nh&p vao tab Find a time dé xem xét su trung 1ap gitia su kién moi tao va cac
su kién da co cua khach mai. Qua do, tién hanh diéu chinh néu can thiét.

(Hinh a.2.1.7)

Performance Review

1132012 1:00am o 2 0dpm 1182012 Tirne zone

ClAiday | Repeat

Event delails
Go to evant | Show guests: all - required - none How by yms fhis jop!
Today { 3> Wednesday, Jan 18, 2012 [y Week
Babals Mot Waria Nanager Mary Appiesy

ouT PET

Add: Guests | Rooms, eic

ja| s

[ =Jasmine Camine” <jamine@slectric-3

Make spme afisndees optonal

Guests [ Emad guests

Isabella Monett

Mary Appleby b

Guests can || moddy event
imita othars
] gea quest list

Hinh a.2.1.7: Tim khodng thoi gian trong cla cac khach moi

— Gan quyén cho nhiing ngudi dugc mdi bang cach cho phép hay khong cho
phép ho dudc thay déi su kien (modify event); moi thém ngudi tham gia (invite
others); hay xem danh sach cac khach madi (see guest list) trong muc Guest can

(Hinh a.2.1.8)

—  Nhé&p Save dé Iuu lai su thay déi

Add: Guests | Hooms, elc.

ja{ Add

“Jasmine Carming” <jcarmine@ealectric-al

Make some attendees optional

Guests =] Email guests
Isabella Moretti x
x

iy ey 8

Guests can  _| modify event
invite others

sea guest list

Hinh a.2.1.8: Gan quyén cho khach maoi
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4. Dat 16i nhac cho su kién

MG trang soan thao chi tiét sy kién.

Trong muc Reminders, lua chon mét trong hai phudng an la théng bao qua email
(Iua chon Email) hay xuat hién bang thong béo truc tiép trén man hinh may tinh
(lua chon Pop-up)

Eventcolor [ T ETNE W

Reminders |Email :| 10/ minutes x
Pop-up :I 10 | minutes H

Add a reminder

Hinh a.2.1.9: Thiét Iap 16i nhdc cho su kién

Dé them cac 16i nhic, chon Add a reminder.
Chon Save dé Iuu lai.

5. Thiét 1ap tinh chu ky cho mét su kién

1.

M3 trang soan thao chi tiét su kién.

2. Chon ¢ Repeat.

Lol SAVE Discard
Weekly Revenue Meeting
142472012 9.00am to 10:00am 1724/2042 Time zone

ry dayl @Repeal...

Ewvent details Eind a time

Hinh a.2.1.10: Thiét Iap tinh chu ky cho mot su kién

3. Chon Edit, hop hoi thoai Repeat xuét hién, chon khoang thdi gian lap lai su kién

va céac thong s6 khac, chon Done.

Repeat x

Repeats: | Monthly -

Daily
Repeat every: | | Every weekday (Mon-Fri)
Every Mon., Wed., and Fri.

Repeatby: | |Euery Tugs., ana Thurs. e week

¢
Starts on: | TR

Ends:

D After| | bccurences
© On

Summary: Monthly on day 24

| Dane | Cancel

Hinh a.2.1.11: Thiét Iap thong s6 cho tinh chu ky cda mot su kién

4. Chon Save dé luu lai

0
o
o
<
w
-
o
o
o
o
o~
4
<
I
o




"

U
I
>
4
N
@
o
o
()
-
m
>
o
U
(7]

UNG DUNG CONG NGHE THONG TIN
TRONG QUAN LY NHA TRUONG

6. Dinh kém tép tin trong 16i mdi tham du
Dé dinh kém tép tin trong 16i mai tham du, can thuc hién theo hai buéc nhu sau:

Truéc hét, kich hoat chiic nang Event attachments.

1. Lua chon Settings (bi€u tuong banh rang), va chon Lab.
2. Chon Enable bén canh Event attachments.

3. Nhép Save dé luu lai.

Sau do, dinh kem tép tin trong I6i mai tham du:

1. MG trang soan thao chi tiét su kién.

2. Trong phan Attachment, chon Add attachment.
3. Lua chon tép tin trong Google Doc, chon Select, ho&c co6 thé tai 1én cac tép tin khac

Description
Select a file
Attachment | Add attachment Google Docs Q
Documents
Event color [ SpreadSh.“ts Annual Review Dec 14
o Presentations
Reminders |Email |=| 10 minu Folders
F’UF?-UDZ 10 miny Forms
Add a reminder Upload
Recently selected Cancel
Show me as Available @ Busy
Privacy @ Default Public T Private

Hinh a.2.1.12: Dinh kem tép tin trong Ioi moi tham du

Where Acadia (4)

Calendar  Megan Smith :l

Description

Annual performance review. Here is the written
review, along with information from HR.

Attachment B Annual Review %
W HR polic v

Make sure the guests have permission to access

the attached files. Leam more

Add another attachmeant

Hinh a.2.1.13: Loi moi dugc dinh kem 2 tép tin (Google Docs va Microsoft Word)

4. Chon Save dé luu lai.
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7. In lich lam viéc

1. Lua chon khung thai gian muén in.

Dy Week Month  SDays  Agenda = m | =

Thu 112 Fri 1132 Sat 14
| Leave for Bugnos Aires |

[7-Sa1Up Nowrirs Oronay] 7300
Buenos Airas

T30 = B:30
T Mew Hire Onentation

Hinh a.2.1.14: In lich lam viéc

2. Chon More, chon Print. Tai clia s6 Calendar Print Preview thiét 1ap cac thong sé
cho trang in.

3. Nhép vao nat 1énh Print dé in.

N
o
o
<
W
|
O
o
o
o
N
4
L
I
o




"

U
I
>
4
N
@
o
o
()
-
m
>
o
U
(7]

UNG DUNG CONG NGHE THONG TIN
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2.1Tb: LAP VA CHIA SE LICH CONG TAC BANG GOOGLE CALENDAR

1. Thiét 1ap 16i nhac su kién

Theo mac dinh, mot email sé dudc gui va moét thong bao dudce hién thj 10 phat truéc
khi su kién dién ra. Dé thay d&i thong s6 mac dinh trén, c6 thé thuc hién theo cac budc
dusi day:

- Mad Google Calendar.

— Trong phan My calendars, kich chuét vao mui tén bén phai cla lich can thay déi
va chon Notifications tU menu maéi xuat hién.

= My calendars =D
Maria Manager =
B Tasks Display only this Calendar

v Other calendars Calendar settings
Creste event an Lthis calendar
Share this Calendar

Hatfications '{b

EEEEEN
(11

NEEEEN
EEEEEE

Hinh b.2.1.1: Thiét Iap Ioi nhdc cho su kién

—  Trong phan Event reminders, Iua chon Email ho&c Pop-up.

Maria Manager Details
Calendar Defails ~ Share this Calendar  Nofifications

« Back to calendar

Event reminders:

Unless otherwise specified By default remindmevia | Email [=] 10 | minutes [«] before each event emove
Email 5
Fop-up ™

oy the indaadual event. der

Hinh b.2.1.2: Chon phuong thdic va thoi gian cho Ioi nhac

—  Nhap khoang thdi gian tuong Gng trudc khi dién ra su kién (tt 1 phat dén 4 tuan).
—  Chon Add a reminder dé tao thém I5i nhic hay Remove dé xoéa bd I8i nhac.
— Chon Save dé Iuu lai.
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2. Thiét 1ap théng bao su kién

Theo mac dinh, ngudi dung sé nhan dugc mot email khi ai d6 mdi tham gia mot su
kien méi, thay ddi hay huy bd mot su kién da tao truéc do hay hoéi dap vé mot I5i moi
su kién. Dé thay déi c4u hinh mac dinh trén, thuc hién cac buéc dudi day:

1. M& Google Calendar.

2. Trong phan My calendars, kich chu6t vao mai tén bén phai cla lich can thay déi
va chon Notifications tU menu méi xuat hién (Hinh b.2.1.7).

3. O phan Choose how you would like to be notified, chon Email check box tai méi
kiéu thong bao ngudi dung muén nhan dugc.

Calendar Details  Share this Calendar  Notifications

« Back lo calendar

Event reminders:

Unless olherwise spedified by By default remind mevia  [Email [=] 10 [ minutes befare each event emave
te indhidusl event "Pop-up[=] 10 | minutes [«] before sach event emae

#dd a reminder

Choose how you would like to

be notifiad: Emaill  5M3
Hew gvents:
Racaive anolification when somaona sends you an inslation to an event.

]

Changed events:
Reaceive a nofification when someone sends an updale zbout a changed event

[=]

Canceled events:
Raceive a notification when somaone sends an update about a cancelled event.

[=]

Event responses:
Recelve a nofification when guests respond to an event for which you can see the guest list.

2

Daily agenda:
Racaive an email wilh your agenda evary day al Sam in your current lime zone.

]

Hinh b.2.1.3: Thiét Iap thong bdo cho su kién

4. Chon Save dé luu lai.

3. Chia sé lich lam viéc

Theo mac dinh, thong tin vé trang thai lich (rdi/ban) clia ngudi dung dugc chia sé
v6i moi ngudi trong cung mot ¢co quan (st dung cung tén mién). Ngudi dung co thé
chia sé thém thoéng tin véi moi ngudi khac, véi moét s6 ngudi xac dinh, hay khéng chia
sé thong tin vé lich véi bat ¢ ai.

1. Md Google Calendar.

2. Trong phan My calendars, kich chu6t vao mai tén bén phai cla lich can thay déi
va chon Share this Calendar ti menu méi xuét hién.

Chon kiéu chia sé.
Chon Save dé Iuu lai.
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UNG DUNG CONG NGHE THONG TIN
TRONG QUAN LY NHA TRUONG

+ My calendars =
|| Maria Manager [F | 4P| pm
Tasks Display only this Calendar L
Calendar settings

- Oher calendars

Add a coworksr's calen:

M US Holidays

Create event on this calendar

Share this Calendar "b

TIatmCanons

EREEEN
EEEN

preaEEE
EEEEEN

Hinh b.2.1.4: Chia sé lich lam viéc

4. Xem lich ctia ngudéi khac

C6 thé xem dugc lich lam viéc clia ngudi dung nao dé néu ho chia sé lich lam viéc.

Truong hop khong chia sé, cé thé gli mot yéu cau téi ngusi dung do vé viéc chia sé
lich lam viéc.

1.
2.

M3 Google Calendar.

Trong danh sach Other calendars & phia bén trai, go tén, dém clia ngudi dung vao
6 Add a coworker’s calendar. Trong danh sach xuét hién, kich chuét chon ngudi
chung ta muén thém lich lam viéc cla ho vao dé quan Iy

» Other calendars [=] 10am

d | 14am

"Gary Goodsall" <gany@solarmora.com>
"Gavin Sehom” <gavin@solarmora.com>
"Gemy Gerard” <gerry{@solarmora.com>
“Kim Giraldo™ <kim_giraldo@solarmora.com=
Margot Ramsey

Hinh b.2.1.5: Xem lich cda nguoi khac

Néu ngudi dung da chia sé lich truéc do, lich clia ho sé& xuét hién trong muc Other
calendars, kem theo do la céac su kién clia ho cling xuét hién trong lich clia ching
ta. Néu tru6c dé ho chua chia sé lich 1am viéc, mot trang méi sé xuét hién cho
phép chung ta glii mét yéu cau chia sé téi ngudi dung.




UNG DUNG CONG NGHE THONG TIN
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5. Tao thém lich

Google Calendars cho phép tao véi s6 luong khong han ché lich. Vi du, c6 thé tao
lich cho nhém, doi lam viéc dé chia s&. Méi lich tao thém sé xuat hién phia dusi muc
My Calendars

1. M Google Calendar.

2. Kich chudt vao mai tén bén phai clia muc My calendars, Iua chon Create new
calendar trong menu maoi xuét hién.

= My calendars =
Waria Manager Create new calendar r.{ij
Tasks Settings

» Other calendars ~

Hinh b.2.1.6: Chia sé lich lam viéc

3. TaicUla sé Create New Calendar dat tén cho lich. Cting c6 thé b8 sung cac thong
tin vé miéu ta, vi tri, lua chon mai gid, thiét lap chia sé lich...

4. Chon Create Calendar dé hoan tat.
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UNG DUNG CONG NGHE THONG TIN
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2.2. HOAT PONG 2: SU DUNG GOOGLE DOCUMENT

2.2Pa: GOOGLE DRIVE

Lam viéc theo nhém 4 nguoi, dang nhap vao dija chi https.//drive.google.com va:

A. Nhap chubdt vao nat Create dé kham pha vé cac iing dung va cho biét:
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B. M6 ta ndi dung ctiia cac muc:
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2.2Pb: MAU VAN BAN

w

TEN UNG
DUNG

Document

Presentation

Spreadsheet

Form

Drawing

MOT SO UNG DUNG TRONG GOOGLE DOCS

Folder

Docurnent

Presentation

Spreadsheet

Farm

il ]

Oraming

Connect more apps
MO TA UNG DUNG

Day la Gng dung dung dé soan thao van ban (tuong tu nhu
phan mém Word clia Microsoft Office). Van ban dugc tao ra
duoc luu trd trén mang, cho phép chia sé véi ngudi khac dé
xem, ghi binh luan hay thay déi n6i dung van ban. Ung dung
nay rat hdu ich trong viéc hop tac bién soan van ban va chia sé
ndi dung van ban trong mot nhém nguoi.

Day la (ng dung dung dé tao bai trinh bay (tuong tu nhu phan
mém PowerPoint clia Microsoft Office). Bai trinh bay tao ra dugc
luu trd trén mang, dugc chia sé giéng nhu ing dung Document.

Day la ting dung dung dé xt Iy cac ban tinh (tuong tu nhu phan
mém Excel clia Microsoft Office). Bang tinh dugc tao ra va luu
tr trén mang, va clng dugc chia sé giéng nhu cac Ung dung
Document va Presentation.

bay la tng dung cho phép ngudi dung soan thdo bd cong cu
dé khdo séat ¢ ki€én ngudi ding truc tuyén. V6i cong cu nay,
ngudi dung sé thiét ké dugc mot bang hdi va gli kem qua
email t6i ngudi dudc hoi. Ngudi dude hdi trd 16 truc tiép vao
bang hdi trong email, gUi lai. Google Form sé téng hop va
thong ké két qua tra vé trén co sd tung cau hdi va dua ra ban
bao cao cudi cung.

bay la tng dung cho phép ngudi dung vé hinh (Shapes), chen
hinh anh (Image), chén chti (Text). Ung dung nay dudc dung
dé hé tro céc (ng dung khéc cua Google Docs nhu Document,
Presentation.
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2.2Pc: HOAT PONG QUAN LY SU DUNG GOOGLE DOCUMENT

Lam viéc theo nhém, thdo luan va dé xuét cac hoat dong cla ngudi quén ly co thé su
dung ung dung Document ctia Google Docs:

Noi dung hoat dong ctia ngudi quan I§ c6 thé st dung Document:
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2.2Ta: SOAN THAO VAN BAN BANG GOOGLE DOCUMENT

1. Truy cap van ban

C6 thé truy cap van ban dudc tao bdi Google Docs tU bat ky may tinh nao va bat
cl dau. Dé xem van ban tao ra, van ban dudc chia sé hay tao ra van ban méi, co thé
lam theo mot trong hai cach sau:

— Md Google Drive tai dia chf hitps://drive.google.com.
Google Drive la noi chiia cac van ban clia Google Docs (thém moét vai dinh dang
khac). Néu khong dudc phép st dung Google Drive, md trang c6 dia chi https://
docs.google.com.

— M@ tu s&n phdm khac clia Google Apps

Khi dang st dung san phdm cla Google Apps (nhu Gmail, Calendar), cac Ung
dung khac clia Google Apps sé& xuét hién & thanh cong cu phia trén clia clia sd.
Kich chon Drive dé st dung Google Docs. Néu khong cé Drive, chon Documents

Mail Calendar Drive Sites Video

)

Hinh a.2.2.1: M& Google Document tu ting dung khac cta Google Apps

2. Tao van ban
Kich chudt vao Create va lua chon muc Document.

=an

E Document
O Presentation
H ] Spreadsheet
B Form

&7 Drawing

I Folder

From template...

Hinh a.2.2.2: Thao tac tao van ban

Mot van ban chua c6 tieéu dé xuat hién trong clia s8 trinh duyét va cho phép bat dau
soan thao

2.1 Thay tén van ban

Kich chuot vao tiéu dé clia van ban (tieu dé sé |a Untitled document khi 1an dau tao
ra no).
Untitled document

Eila = B

Hinh a.2.2.3: Thay tén van ban
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2.2 Soan thao va dinh dang van bén

Nho hé théng menu va thanh cong cu, cac thao tac soan thdo va dinh dang dugc
thuc hién kha dé dang va quen thudc nhu khi st dung phan mém Word.

File Edit View Inset Format Tools Table Help

= e o~ L] - | Hormaltext : | Arial s 1Mpt - B F U A-FA- coM = it

il
.
il

Hinh a.2.2.4: Thanh thuc don va thanh cong cu cua trinh soan thdo van ban

Duéi day la mot s6 thao tac co ban
a. Chén dnh
Chon menu Insert > Image.

Insert Format Tools Table Help

M Image... ‘{'D

oD Link.. Chrl+K

' 1r* Equation...

Hinh a.2.2.5: Thao tac chén anh

Lua chon anh ti may tinh hay trén web (qua dia chi URL). Khi da dudc chén, cé
thé di chuyén, thay ddi kich thuéc ctia &nh.

b. Chen bang
Chon menu Table > Insert table kich chudt va ré dé tao s6 hang va cot theo yéu cau:

Table Help All changes saved

Inserttable .
r " -

Hinh a.2.2.6: Thao tac chen bang

Dinh dang va tao mau nén cho céac 6 trong bang: chon Table > Table properties,
thiét 1ap mau nén cho 6 (cell background color).

Ted Wallace Team Lead
Ashley Smith Project Coordinator
Sam Sterling Scout

Hinh a.2.2.7: Thiét lap mau nén cho bang
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c. Chen dudng lién két
Lua chon ndi dung chii (hoac 1a dnh) mudn trd thanh mot lién két.

To celebrate the start of summer, all of the above options are currently available at discounted
rates. Please see our web sile to learn more.

Hinh a.2.2.8: Chon chd dé tao lién két

Kich chuét vao biéu tuong lién két trén thanh cong cu.
.i' R - oo H

Hinh a.2.2.9: Nhdp biéu tuong lién két

Nhap dia ch? URL va nhdp OK. Co thé kiém tra dudng lién két tru6c bang cach
nhap vao Test this link.

Edit Link
Text to display web site

Link to
URL for the link

solarmora. com/summer-promol
Email address Test this link

Web address

Bookmark

Em -

Hinh a.2.2.10: Nhap dia chi URL cho lién két

3. Thiét lap 1é, kich cd trang, huéng van ban va mau nén cho trang

Chon File > Page setup.

Page setup
Orientation Margins (inches)
® Portrait Landscape Top 15
Paper Size Bottom .75
Letter (35" x 11") 5

T et 5
Page Color

e Right 1
.-
oK Cancel

Hinh a.2.2.11: Thiét Iap thong s6 cho trang van ban
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4. In van ban

Chon menu File > Print.

Tetal 7 eheots of paper
| P || cancel |
Y 1
Pagrs (= A
LCopeea i1 Y =

(o] Twe-aided
Lyt =] Porrat

J Lendscogs

Calar (=) Coler

o Blark and whis
Dt | Haaders and joobers

Prim wing sywiom dalog.. . (Cirf Rl «F)

Hinh a.2.2.12: In vdn ban
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2.2Tb: HOP TAC SOAN THAO VAN BAN BANG GOOGLE DOCUMENT

1. Chia sé van ban

V6i mot van ban dugc tao ra, cé thé chia s& véi ngudi khac. Khi do, nhiéu ngusi co
thé hop tac soan thdo van ban tai cung mot thai diém.

Kich chuot vao nut Share & phia trén, bén phai van ban, hoi thoai duéi day sé xuat hién:

Shanng setbngs

Wt has accens

Praate - Oty tha peals kated balow can Chenge
acwin
Covyy Sendth (you] cassyfisviermors cmn 1% e
. Banity Caccistors  benjprmer{fivoiarmons com (= F L

« Lrange

Hinh b.2.2.1: Chia sé van ban

1.1 Thiét Iap ché do chia sé

Céch thi nhat dé chia sé van ban la lua chon nhiing ngudi c6 thé tim thay va xem
van béan. Kich chuét vao dudng link Change va lua chon cac ché do chia sé duéi day:

Sharing settings
Visibility options:

(A Public on the web

Anmyone on the internet can find and access. No sign-in reguired

é Anyone with the link

Amyone who has the link can access. No sign-in required

B Solarmora

People at Solarmora can find and access

Bz People at Sclarmora with the link
| People al Solarmora who have the Ink can access
® a8 Private

Only people explcity granted permission can access. Sign-in required

MNote: ltems with any visibility oplion can sfill be published to the web. Leéam more

Save Cancel Leamn more about visibility

Hinh b.2.2.2: Cac ché do chia sé van ban
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1.2 MJi ca nhan xem ho&c soan thao

Cach thd hai dé chia sé 1a moi tryc tiép cac ca nhan véi nhiing quyén can thiép
khac nhau t6i van ban

Trong phan Add people, nhap tén, dia chi email hay nhém ngudi mudén chia sé van
ban va lua chon moét trong cac quyén co thé soan thao, cé thé binh luan, hay chi ducc
xem (Hinh b.2.2.3). Viéc phan quyén nay van coé thé thay ddi sau khi van ban da dugc
chia se (Hinh b.2.2.4).

Add people: Choose from contacts

"Mary Dorma” <mdorma@solarmara.com>, Can edit ~
v Can edit
+" Notify people va email - Add message Can comment @
g"’f &  Canview
email
Editors will be allowed to add people and change the permissions. [Change

Hinh b.2.2.3: Chia sé vdi tung ca nhan

Can edit: Nhiing ngudi dugc chia sé co thé thém, xoa, dinh dang noéi dung trong
van ban hay ghi binh luan cho van béan.

Can comment: Nhiing ngudi dudc chia sé& c6 thé ghi binh luan cho van ban nhung
khong co quyén bién tap ndi dung.

Can view: Ngusi dugc chia sé chi xem dudc van ban chi khong bién tap hay ghi
binh luan.

Néu mudn gui kém email dudng lién két t6i van ban dudc chia sé, chon Notify
people via email dé gli email v6i ndi dung mac dinh. Chon Add message néu muén
gui email v6i ndi dung clia ngudi dung.

Kich chon Share & save.

Shanng settings

Who has access

a Private - Only the people listed below can

Change
access
Cassy Smith (you) cassy@soclarmora.com Is owner
. Benito Cacciatore benjamini@solarmora.com Can edit = Py

. Murthy Desdai mdesdai@solarmaora.com ®

Hinh b.2.2.4: Thay déi quyén cho ting ca nhan duoc chia sé
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2. Hop tac xay dung van ban

Sau khi chia s& van ban, cé thé lam viéc v6i mot nhom ngudi véi thoi gian thuc
giéng nhu dang ngdi canh nhau. Phu thudc vao quyén dudc gan cho mdi thanh vién,
ho co thé tu cap nhat van ban, hay viét cac binh luan cho van ban.
2.1 Hgp tac soan thdo van ban

B4t cli ngudi nao dudc gan quyén “edit” déu cé thé thay ddi noi dung van ban.

Néu ngudi khac thay déi van ban cung thai gian ban dang soan thdo, ban sé& nhin
thdy su thay ddi dé ngay trén man hinh. Su thay déi van ban clia ngudi khac dugc thé
hién thong qua con trd chudt véi nhiing mau séc khac nhau. Vi du dudi day cho thay,
ai d6 dang cap nhat tén clia thanh vién trong du an (Hinh b.2.2.5).

Ted Wallace Team Lead
Julie /] Project Coordinator
Sam Sterling Scout

Hinh b.2.2.5: D4u hiéu cé ngudi dang thay déi van ban

Néu muén biét ai dang thuc hién hanh dong thay déi tén, di chudt qua con trd chudt
s& xuét hién tén clia ngudi thay déi van ban (Hinh b.2.2.6):

Ted Wallace Team Lead
Julie Rol Project Coordinator
Sam Sterling Scout

Hinh b.2.2.6: Tén cda nguoi thay doi van ban xudt hién

2.2 Hgp tac baing cach binh luan

Nhiing ai dudc gan quyén soan thao va binh luan cé thé thdo luan véi nhau thong
qua viéc st dung céac binh luan (comments) xuat hién phia bén phai cla van ban
Dé& binh luan cho nodi dung van ban:

—  Lua chon phan ndi dung muén binh luan.
—  Chon Insert > Comment.

—  Nhap ndi dung binh luan va nhap chudt vao nat Comment.

System Requirements
n order 1o e the Sclarmora SunScreensr apphoabion, your compuler should meat
tsi Trilovang isgurEments . i
e crack meth Faud sbout
w250 MB al RAM mimmum the bl rarme | bele the wil
s Broadhand of wirskess connection to the bnbemet u"“"!‘::“‘mr'm:l
Supported Operating Systems m =

= Miciosol Windows XP

Hinh b.2.2.7: Binh luan van ban
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Céc binh luan xuét hién phia bén phai clia van ban. Sau khi dudc tao, cac
binh luan c6 thé dugc chinh slia lai hay xoa bd.

Sau khi stia chiia van ban theo cac binh luan, nhip vao nut Resolve dé xac
nhan da dugc xem xét va khong xuét hién nda.

. mdorma bﬂulohre

1:43 FM Today
Please check with F'aul Mark as resolved and hide discussion l
final name. | believe this will

change. Paul can also give you

trademark attribution guidelines

v B

4:48 PM Today
Thanks Mary. | added the final
name and appropnate
attributions

Edit Delete

=N o

Hinh b.2.2.8: Binh luan dugc xd ly

3. Email ban sao cua van ban

Néu mudn chia s& van ban véi dinh dang khac, nhu Microsoft Word hay PDF, c6 thé
email van ban nhu moét tép tin dinh kém theo lénh dudi day:

Chon File > Email as attachment, lua chon dinh dang van béan, va soan néi dung

cla thu:

Email as Attachment

Attach as

POF =

To (required) Choose from contacts

“Sondra Jenkins" <sondra@solarmora.com>,

Subject
Project specs

Message
Hi Sondra,

Here are the project specs you requested. This is the |atest version and has been approved by
Bill Wells. We're still working on a new section about risks and back-up plans, and Il send you
an update as soon as that's finalized.

- Cassy

Send a copy to myself

Send Cancel

Hinh b.2.2.9: Tao ban sao cua van bdn bang dinh dang PDF
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4. Xuat ban nhu la mét trang web

Mot cach khac dé chia sé van ban 1a xuat ban n6 dudi dang mot trang web. Van
ban dudc xuat ban c6 moét dia chi (URL) duy nhat va la mot trang web riéng ré, diéu
nay khong bi anh hudng bdi lua chon khi chia sé van ban géc. Theo cach nay, bat cu
ai c6 dudc dia chi clia trang web do déu co thé xem dudc van ban.

Khi xuat ban van ban duéi dang moét trang web, cho phép:

—  Tao mot phién ban HTML cho van ban dé nhang vao trong blogs, Google Sites va
cac Ung dung khac

—  Chia sé van ban t6i s6 lugng 16n ngudi dung. V&i Google Docs, chi khoang 50
ngudi co thé cung xem van ban 3 mot thai gian.

—  Xuat ban céac phién ban khac nhau cla van ban trong qué trinh hoan thién

Dé xuét bdn mot van bén:
Chon File > Publish to the Web. Xuét hién hop hoi thoai “publish to the Web”:

Publish to the Web

Control publishing

[] Require viewers to sign in with their Solarmora account
# Automatically republish when changes are made

Start publishing
Note: Publishing & doc does not affect its visibilty option. Learn more

Close

Hinh b.2.2.10: Xuat ban van ban dudi dang mét trang web
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NEéu mudn tao ra phién ban cla van ban (one-time snapshot), bd chon muc
Automatically republish wen changes are made. Chon muc nay néu muén ndi dung
xuét ban luén luén phan anh chinh xac phién ban cudi cing clia van ban

Chon Start publishing s& xuéat hién Document link va Embed code cla trang web:

x
Publish to the Web
Control publishing

Require viewers to sign in with their Solarmora account
[¥| Automatically republish when changes are made

Hote: Publishing a doc does not affect its visibdity option. Learn more

Get a link to the published document
Document link
https:/idocs google comddocument/pub?id=1H2e AC5d 1iIM3Ahs0IXzSLACOGgl

Embed code

<iframe src="https://docs.google com/document/pub?
id=1H2eAC5d1iMIAhs01XzSLACOGU4 Y PadahIKiULnmvY &amp embedded=tr

ue"=<liframe= ”

Or share this link using: Gmail Facebook Twitter

Close

Hinh b.2.2.11: Két qua xuat ban trang web
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2.3. HOAT PONG 3: SU DUNG CONG CU GOOGLE FORM

2.3Pa: BO CAU HOI VE TU HOC CUA HOC SINH

Lam viéc theo nhoém 4 ngudi va hoan thanh bo cau héi dudi day bang cong cu
Google Form:

Cau 1: Theo em, tw hoc cé tam quan trong nhw thé nao
Rt quan trong

€ Quan trong

¢ Binh thwéng

¢ Khing guan trong

Cau 2: Theo em, nhiing yéu té nao can thiét cho tw hoc
[~ Tailidu hoc tdp

[~ Phweng phap tw hoc

[~ Céch day ciia thiy cd

[T Béng lwc va tinh kign tri

[T Sw gidp d& cia ban be

Cau 3: Em danh gia nhw thé nao vé mivc dé quan trong ciia cac yéu té can cho tw hoc

Khing quan trong Binh thuwing Quan trong
T&i ligu hoc tap s e r
Fhuwong phap tw hoc e e [
Cach day cila thiy ci o [l [
:E:]ﬁng lirc wa tinh kién - - o
Su gidp d& cla ban - - ~

be

Cau 4: Sé théi gian em danh cho viéc tw hoc trong 1 ngay la

IHrS 'I : IMins 'I : ISecs 'I

Cau 5: Em hiy liét ké nhiing han ché ctia ban than trong hoat déng tw hoc vao ¢ dwdi day
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2.3Pb: KHA NANG KHAI THAC GOOGLE FORM TRONG QUAN LY

Céng cu Google Form c6 thé dugc dung dé diéu tra, khdo sat nhing déi tuong nao
va vé noi dung gi?

A. Nhap chudt vao nat Create dé kham pha vé cac ling dung va cho biét:
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2.3Ta: HUGNG DAN SU DUNG GOOGLE FORM

PHAN 1: TAO BO CAU HOI

Md trang http://docs.google.com
2. bang nhap véi tai khodn Gmail

Kich chu¢t vao nat Create, chon Form, xuét hién hop héi thoai Choose title and
theme dé dat tén va lua chon mau cho bd cau hdi (Hinh a.2.3.1)

Choose fitle and theme

“ Cancel " Show for new forms

Hinh a.2.3.1: D4t tén va chon mau cho bo cau hdi

4. Dién thong tin mo t& cho bo cau hdi khdo sat va bat dau soan thdo céac cau hdi.
Khi soan méi cau hdi, can quan tam t6i cac thong tin duéi day (Hinh a.2.3.2):

Question Title: Tiéu dé cho cau hoi

Help Text: Thong tin hudéng dan trd 16i cau hoi
Question Type: Loai cau hoi

Nat “Done”: Két thuc mdi cau hdi

Nat “Add Item”: Thém cau hdi

Cac nut & phia bén phai clia cau hdi khi soan: Bién tap (Edit), Tao ban sao
(Duplicate), Xoa cau héi (Delete)
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Page1 af ¥
Khao sat tyr hoc
Catlll SN |

Cuesiion Tile Lirtitled Question
Hedp Tan
Cauestion Type Tewt =
{Their answer

Ade em

Hinh a.2.3.2: Giao dién bién soan cau hdi

Google Form cung cép kha nhiéu loai cau hdi véi nhiing muc dich khac nhau, dudi
day la giao dién tao tling loai cau hdi va cach thuc trd I16i ting cau hoi:

CAau hdi cha (Text): Ngudi dung tré 16i bang cach go truc ti€p vao 6 chi

s D
Ruiosiwn Tiki Unbotlend Qimeslion
Help Taxt
Quegthan Typs Text =
éTﬁlIr BNEWET

Hinh a.2.3.3: Cach tao cau hdi chi

Cau héi doan vin bén (Paragraph Text): Ngudi dung tra 16i go truc ti€p vao hop van ban

F AN |
Qusshan Title Untiled Clusstion
Halp Text
Guestion Typs |t‘--¢p:ph tewt -

iThair |lenger answer

Hinh a.2.3.4: Cach tao cau hdi doan van ban

N
o
o
<
W
|
O
o
o
o
N
4
L
I
o




"

U
I
>
4
N
@
o
o
()
-
m
>
o
U
(7]

UNG DUNG CONG NGHE THONG TIN
TRONG QUAN LY NHA TRUONG

Cau héi da phuong an (Multiple choice): Ngudi dung chon mét trong cac phudng an
bang cach kich chudt vao nat “radio button”

/ D n
Question Title Untitled Guestion
Help Text
Question Type [ Goto page based on answer
Option 1

or Add "Cther

Hinh a.2.3.5: Cach tao cau hdi da phuong an

CAau hdi da Iua chon (Checkboxes): Ngudi dung chon mét hay nhiéu phucng an bang
cach kich chudt vao cac nut “checkbox”

/|| DN
Question Title Untitled Question
Help Text
Option 1

or Add "Other

Hinh a.2.3.6: Cach tao cau hdi da lua chon

CA4u hdi Iya cheon ta danh sdch (Choose from a list): Ngudi dung chon phudng an
bang cach nhp chudt vao hop combobox, mot danh sach cac phuong an xuét hién,
va chon

s/ 0w
Question Title Untitled Question
Help Text
Question Type 5o to page based an answer
1. Option 1

2

Hinh a.2.3.7: Cach tao cau hdi lua chon tu danh sach
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Cau hdi dang ti Ig (Scale): Ngudi dung tra 16i bdng cach chon mét trong 5 mic do vé
van dé dudc hdi véi 1 1a thdp nhat va 5 la cao nhat

A IRER
Cluestion Title Untitled Question
Help Text
Cluestion Type
Scale 1% to 5 =

1: | Label {optional)

5 | Label {optional)

Hinh a.2.3.8: Cach tao cau hdi dang ti lé

Cau hdi dang Iu6i (Grid): Nguoi dung tré |6i bang cach nhap chudt vao cac phuong an
(tiéu dé cac cot) cho cac tieu chi khac nhau trong cau hdi (ndi dung cac dong)

/|| DN
Cuestion Title Untitled Question
Help Text
Question Type
Row 1 label Raow 1
Row 2 label
Calurnn 1 label Calumn 1

Caolurnn 2 label

Hinh a.2.3.9: Cach tao cau hdi dang Iudi

Cau héi ngay théng (Date): Nguoi dung di chuyén chuot t6i cac vi tri khac nhau dé xac
dinh ngay, thang, nam.

/||| u
Cluestion Title Untitled Question
Help Text
Question Type Date ~

v Include year

Include time

IMonth 'I IDay 'I |2013 'I Ex]

Hinh a.2.3.10: Cach tao cau hdi ngay thang
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Cau hdi thoi gian (Time): Nguoi dung di chuyén chuot t6i cac vi tri khac nhau dé xac
dinh gid, phat va budi trong ngay

2| 0 N
Cluestion Title Urtitled Question
Help Text
Cluestion Type
Duration

IHr vIZIMin vI IAMIF’M 'I

Hinh a.2.3.11: Cach tao cau hdi thoi gian

5. Sau khi hoan thanh, ndi dung phiéu khao sat c6 dang nhu Hinh a.2.3.12

Page 1 of 1

Khao sat tw hoc

Bé gitip BGH nha tiwémng co nhibng bign phap hd tro hoat déng tw hoc cia hoo sinh trong then gian e, 88 nghi cac em vui lang
tra 1&i chinh xac nhitng cdu hoi dwdi ddy. Trdn trong cdm on cac em

Cau 1: Theo em, ty hoc cé tam quan trong nhw thé nao
¢ Rét quan trong

" Quan trong

" Binh thuémg

 Khing guan trong

Céau 3: Theo em, nhiing yéu té nao can thiét cho tw hoc
[T Tailigu hoc tdp

[T Phuong phap tw hoc

[T Cich day cia thiy cd

[T Bidng I vwa tinh kign tr

[T Sy gitp dér cia ban bé

Additem -

Hinh a.2.3.12: Noi dung va hinh thdc phiéu khdo sat khi hoan thanh
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PHAN 2: CHIA SE BANG CAU HOI KHAO SAT (Hinh a.2.3.13)

Chon File, chon Add Collaborators;

2. O hop hoi thoai Sharing settings, nhap dia chi email clia ngudi muén chia sé (co
thé chia s& véi nhiéu ngudi, khi do dung déu “,” dé ngan cach céac dia chi);

3. Nhap Done khi hoan thanh.

Sharing settings

Link to share {only accessible by collaborators)

https:#fdocs.google. com/forms/d/ 1 gmCh_-i3y)'s_Rb1d3hCbhHulmIECUH104 06X ebo?

Share link via: g n u

Who has access

Private - Only the people listed below can

Change...
access

= Hoang L Huy (you) learners.guide. spki@... |5 owner
Add people:

Enter names, email addresses, or groups...

Editors will be allowed to add people and change the permissions. [Change]

Hinh a.2.3.13: Chia sé bang cau hdi khdo sat
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PHAN 3: GUI BANG CAU HOI KHAO SAT

1. Chon File, chon Send form hoac trong trang Confirmation page (Hinh a.2.3.14),
nhap vao nut Iénh Send form;

Zonfirmation Page
Confirmation message

Your response has been recorded.

v Show link to submit another response
Publish and show a link to the results of this farm 7

Allow responders to edit responses after submitting

Hinh a.2.3.14: Trang Confirmation page

2. Taihop hoi thoai Send form, nhap dia chi email (cach nhau bdi ddu “,”) cla nhiing
nguadi mudn khao sat théng qua bang hoi;

3. Nh&p nat Done dé hoan thanh;

Send form

Link to share

https:/fdocs. google. comforms/df gmCh_-iByj\'s_ Embed

Share link viaw W n u
-

Bd Send form via email;

+ Enter names, email addresses, or groups...

Looking to invite other editors to this form? Add collaborators,

Hinh a.2.3.15: Gui bang cdu hdi théng qua email
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4. Lua chon dich nhan théng tin tra I5i.

Sau khi gui form t6i cac dia chi email clia ngudi dugc hdi, xuat hién hop hoi thoai
“Choose response destination” yéu cau cung cép phuong an luu tri théng tin ngudi
dugc héi gui téi khi trd 16i bang hdi. Co céac lua chon dudi day:

—  New spreadsheet: v6i lua chon nay, Google Form sé tu hinh thanh mot bang tinh
méi dé luu cac du liéu trd vé ti ngudi dudc hoi:

- New sheet in an existing spreadsheet: v6i lua chon nay, Google Form sé nhan di
liéu trd vé tU ngudi dude hoi va tao thanh mot sheet méi trong bang tinh da co;

—  Keep respond only in forms: véi lua chon nay, Google Form luu truc ti€p di liéu
vao form va hién thi két qua cudi cung.

Choose response destination

I@ New spreadshest FORM RESPONSES SPREADSHEET

Khéo =4t ty hoo (Responses) E

Mew sheet in an existing spreadsheet... Madify, re-arrange, and analyze without
affecting ariginal farm responses.

Always create a new Spreadsheet ?

m Keep responses only in Forms Learn More

Hinh a.2.3.16: Lua chon noi nhan thong tin tré Ioi
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PHAN 4: XU LY VA TONG HOP KET QUA KHAO SAT

1. Céch trd I16i trong email

M& email v6i ndi dung khao sat, ndi dung bang hdi sé& xuét hién. Ngudi dung tra I0i
cac cau hdi va nhdp vao nat “Submit” dé hoan tat va gui két qué vé dia chi ma ngudi
hdi da lua chon truéc do.

Khao sat tu hoc

Bé gidp BGH nha treéng cd nhikng bign phap ki trr hoat dding tw hoc clia hoc sinh trong the gian
tdti, d€ nghi cac e vui lang trd 130 chinh xac nhing cdu hdi dwdi ddy. Tran trong cdm on cac em
Céu 1: Theo em, tw hoc cé tdm quan trong nhw thé nao

© RAt guan trong

7 Quan trong

" Binh thuang

" Khidng quan trong

Céu 2: Theo em, nhiing yéu té nao cén thiét cho tw hoc
[~ Tailigu hoc tép

[T Phuong phap tw hoc

[T Céch day cia thiy cf

[T Bng lwe vd tinh kién tri

[T Sw gidp d& cia ban b

Subrnit |

Mever submit passwords through Google Forms.

Powvered by Thiz cortent is nether created nor endarsed by Google.

CO"‘SIE Drive Report Abuse - Terms of Service - Additional Terms

Hinh a.2.3.17: Noi dung xudt hién trong email
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2. K&t qua thu thap di liéu tra 10i

Trong trudng hop chon noi nhan cau tré 16i 1a “New spreadsheet” hoac “New sheet
in an existing spreadsheet’, c6 thé xem duoc s6 lugng ngudi tra I8i va phuong an tra
I6i theo tling cau bang cach chon menu “Responses”, va chon “View response’. Co
thé xU Iy truc tiép di liéu bang (ing dung Spreadsheet clia Google Docs hay tai vé luu
duéi dang Excel clia Microsoft dé xu Iy.

Khao sat ty hoe (Responses)
Fila Edit “iew Ineet  Format  Dats Tools  Farm
-, o o i % 1731 - Al = | 98

&, -]

B
Chu 1: Theo am,  Chu 2: Theo em,
: 1y hoe o6 tim  nhing ybu 14 naoc
quan trgng nha odn thidt oho
1 this nao hge

Tai lifu hoc tip,
Fharong phiap e
hoo, Céch day cha

SA1I01E 15711 RbL quan tgng thily &4
Tan lidiu hoe tép,
3 Pharerng phiip v
SN 1:57:41 Binh tharceng oo

Tai lidu hoco t&p,
Exing Iuoc wii tinh
kidir 1, S gidp 3
SN 15007 Binh tharceng oda ban bé
Téi lifu hat thp,
5 Fharong phap ty
hae, Chch day cda
S0 D 1832 Rbt guan trong thiiy od
Tai lifu hoo tEp,
Pharong phap iy
hae, Chch day cda
M1 3 15847 Quan trong thily &8

Hinh a.2.3.18: Bang tinh chia két qua tra vé

3. Théng ké s6 liéu khao sat

Khi muén xem théng ké clia cong cu Google Form, chon menu “Responses”, chon
“Summary of responses”’. Két qua théng ké cac cau tra I6i dugc thé hién nhu Hinh
a.2.3.19.

5 responses

ikew al eRkpariEy Pobiliih analytici
Summary

Cdu 1: Thes em. fir hge ¢o tdm quan treng nhir thié nao

Rt quin tssng T &
Cuan rng 1 X
Hinh thudmg I
s Wbt g Ehdrg quaniong & 0%
Ciu 2t Thes em. nhimg y#u th nao cin thise cho b hos
T iy e tip 5 &3
s e e [ Pheangehiptuhec 4 2%
- Ciendy chamdyct 3 21
) Béng et vk lish kign i 1 79
iy =
iy o Tl Sy gipsd chabanbh 1 T
Déng eic v tish
By g 08-cn b |
] 1 : 3 4 %

Hinh a.2.3.19: Két qua théng ké két qua khdo sat bang Google Form
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D. CAU HOI TU PANH GIA

1.
2.

So sanh su giéng va khac nhau gitia Google Docs va Microsoft Office.

Phan tich uu diém va danh gia tinh kha thi khi sti dung Google Calendar trong
hoat dong quan Iy cla nha trudng.

Viéc mai ngudi tham du moét su kién khac véi viéc chia sé lich cho ngudi khac &
chd nao? Khi nao thi mai, khi nao thi chia sé?

Trinh bay cac thao tac dé thiét 1ap I5i nhic (notification) cho mot su kién.
Liét ké nhiing hoat dong quéan Iy co6 thé st dung Google Calendar.

Viéc soan thdo van ban bing Google Document cé nhiing uu diém gi so véi
Microsoft Word?

D&u hiéu cho biét nhiéu ngudi dang soan thdo va hoan thién van ban la gi?

Lam thé nao dé biét dudc ndi dung clia mot thanh vien dong gop vao soan théo
va hoan thién van ban?

Han ché cla Google Document 1a gi, nhiing loai van ban nao khong nén su
dung Google Document?

. Nguai dugc chia sé c6 nhiing quyén nao déi véi van ban?

. V&n ban chia sé dudc luu trti 8 dau? Lam thé nao dé tai dugc van ban do vé va

dung phan mém Word dé chinh sia?

. Google Document c6 thé doc dudc van ban Word khong, lam cach nao?

. Trong céac loai cau hdi clia Google Form, loai nao thudng dugc dung trong cong

tac quan Iy nhat, tai sao?

. Cau trd 16i clia ngudi dugc hodi y kién sé luu & dau?

. Liét ké nhiing hoat dong quan Iy co6 thé st dung Google Form?

E. TAI LIEU THAM KHAO

Sy, 0 N

Hoc tap vé Google Apps: http://learn.googleapps.com/

Téng quan vé Google Apps: http://en.wikipedia.org/wiki/Google_Apps
Ung dung Google Drive: http://drive.google.com

Ung dung Google Calendar: http://calendar.google.com

Ung dung Google Docs: http://docs.google.com
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A. GIGI THIEU

Tom tat vé cong cu MindManager

Mindjet MindManager, goi tat Ia MindManager, la phan mém cho phép tao ra
cac ban do tu duy (Mind Mapping). Ban db tu duy 1a mot so do dugc bat dau véi
mot chd dé trung tam (Central topic), ti do hinh thanh nhting chd dé chinh (Main
topic). Mi chli dé chinh lai c6 thé dugc chi tiét hda thanh cac chd dé con nhé hon
(Subtopic), tuong Ung véi nhiing nhanh & nhing mic sau hon. MindManager la
cong cu gilp trinh bay cac ¥ tudng va su phat trién cac y tuédng theo mot hay nhiéu
chiéu. Nhu vay co thé dung no cho viéc ghi chép, trinh bay cac ¥ kién ti mot nhom
ngudi cung “déng ndo” (brain strorming) dé phat trién hodc md rong ¥ tudng cho
mot van dé (chang han mot ké hoach hay mot du an) can phat huy tri tué cla tap
th&. Hinh 3.1 dusi day minh hoa mot bdn dé tu duy trinh bay nhiing uu diém cla
Mindjet MindManager 8, nd dugdc md tu tép “Welcom to MindManager.mmap” cé
s&n trong bd cai dat phan mém.

- y
Digcover Mo ( ] i
3 5 3 k Wark Viguall e
Mindjel Solutions Q | | untl n
\ )

(]

Thiid SEL yoLir A
dofailt starting mapl

] Sharted MindManager 8 |

MindManager B

[ 20in the | [ ] |
] e b { Share your maps with .
| Conversation | | Player |

Hinh 3.0.1 Nhang uu diém chinh cda MindManager.

Phan mém ban doé tu duy dau tién co tén goi la iMindMap dugc sang tao bdi
Tony Buzan' (Anh) - mét nha tam Iy va la cha dé cla phuong phap tu duy goi
la “gidn do ¥”, hay don gian goi la “ban do tu duy” (Mind Map). Mot s6 tac gia
dua trén ¥ tudng Mind Map, da tao ra cac bién thé méi, duoc thiét ké cho nhiing
trudng hop, linh vuc khac nhau nhu MindMap, FreeMind, NovaMind, MindMeister,
Mindomo, VisualMind, vv. Phan mém ban db tu duy duoc s dung phd bién hién
nay la MindManager cla hang Mindjet. MindManager cho phép dé dang truy cap
cac lénh thong qua giao dién tuong tu Office 2007, dé dang sl dung cac méau so

' Tony Buzan duoc cd thé gidi biét dén bdi nhiing cong trinh nghién ctu vé ndo bd va phuong phap tu
duy. Sinh nam 1942 tai London, éng la nguoi d& sang tao ra phuong phap Mind Map. Tony Buzan chinh
thic gidi thiéu phan mém iMindMap vao thang 12/2006. Ong la nha tu van thuong mai cho céc tap doan
da quéc gia nhu British Petroleum, Barclays International, General Motors, IBM, Walt Disney, éng con la
¢6 van cao cdp cho cac chinh phi va nhiéu t6 chic phi chinh phd. Ong da nhéan bang danh du vé Tam ly
hoc, Van chuong Anh, Toan hoc va cac mon khoa hoc tu nhién cda Trudng Dai hoc British Columbia nam
1964. (Ngudn tham khdo Internet)
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dd, cung cdp ché do xem nhiéu so dd, cho phép két ndi véi nhiéu ngudn di liéu,
trong dé bao gém cac lng dung phd bién clia Microsoft Office nhu Excel, Word,
PowerPoint. Dac biét, MindManager cung cap cac chic nang hé trg quan Ii cong
viéc, ra quyét dinh, gitp danh gia cac du an khac nhau, danh gia cac nguy co va
cac chién lugc. Phién ban Mindjet MindManager dudc huéng dan s dung & day la
Mindjet MindManager 2012 v10.2.209. (C6 thé xem hudng dan cai dat phan mém
nay & Phu luc 3.0T)

Muc tiéu

Sau khi tim hiéu céc céng cu nay, ngudi hoc c6 thé:

Trinh bay dugc nhiing thuan Igi khi dung Mind Manager hé tr¢ cho mot s6
cong viéc clia ngudi quan Iy nhu: trinh bay, md rong, trién khai quan diém;
xay dung va kiém soat ké hoach; hé théng, t6ng hop théng tin thu nhan
dugc moét cach logic va biéu dat théng minh;

S0 dung dugc Mind Manager tao ban do tu duy trinh bay y tudng, quan diém
va trién khai thanh ké hoach hanh dong;

SU dung dudc Mind Manager trong cac thdo luan dé thu thap thong tin,
nhanh chéng hinh thanh hé thong c6 danh gia, phan loai, gitp két luan hoac
phat hién van dé;

S0 dung ducoc Mind Manager trinh bay moét ké hoach, t6 chic hoat dong va
kiém tra theo ké hoach, theo phan céng da co.

Céc hoat dong chinh
3.1 Tao ban do tu duy trinh bay ¥ tudng, quan diém va trién khai ké hoach hanh

dong;

3.2 Tao ban do tu duy hd trg thdo luan: tao tién dé thdo luan, thu thap ¥ kién, hé

thong ¥ kién véi danh gia, phan loai;

3.3 Tao ban db tu duy trinh bay ké hoach dinh kém cac théng tin chi tiét (cac

Luuy

tép khac) dé trién khai, giam sat.

M&i hoat dong huéng t6i gidi quyét mot tinh huéng cu thé da dat ra.
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B. CAC HOAT DONG

3.1 HOAT DONG 1: TRIEN KHAI MOT KE HOACH HANH PONG

Muc tiéu:

Sau khi hoan thanh hoat déng nay, hoc vién c6 kha nang st dung dudc Mind
Manager tao ban do tu duy trinh bay ¥ tudng, quan diém va trién khai thanh ké
hoach hanh dong. Ban db tu duy do hoc vién tao ra c6 dac diém:

- Céac ndi dung phan cép theo cac van dé can thuyét trinh;

- Trong qua trinh trinh bay, co6 thé tam dong (&n) nhiing chll dé chua gisi thiéu
dén; va md (hién thi) ting chl dé dé trinh bay ngay néi dung cla chi dé do;

- Dinh kém cac gidi thich hay ghi chi tom t&t cho van dé dugc trinh bay.

Hoc liéu
- Phuluc 3.1Pa, 3.1Pb, 3.1Pc, 3.1Ta, 3.1Tb.

- Co sd vat chat: may chiéu, bang, phan/but viét.

Tién trinh
1. Hoc vién lam viéc theo nhém 6 ngudi, nghién ctu tinh huéng 3.1 theo Phu
luc 3.1Pa. Cac thanh vién trong nhém phéi hop tao mot ban do tu duy dap
Ung yéu cau cla tinh huéng dat ra (xem phan Huéng dan hoat dong duéi
day va tra clu Phu luc 3.1Ta);

2. Mot ngudi dong vai Hiéu trudng, 5 ngudi dong vai cac Phé Hiéu trudng, t6
trudng chuyén mon trong cudc hop, Hiéu trudng trinh bay mot ké hoach
nam hoc véi ban dd tu duy viia tao dudc;

M&i ca nhan hoan thanh phiéu hoc tap 6 Phu luc 3.1Pb;

Tap huén vién gidi dap cac cau hdi vé ky thuat st dung Mind Manager trong
viéc dap Ung yéu cau cla tinh hudéng nay;

5. M&i nhdm néu mot tinh hudng tuong tu nhu tinh huéng 3.1 ma nhém cho
rang Mind Manager c6 thé hd trg tét cho ngudi quén 1y.

Danh gia
Két qua thdo luan va san phdm ban do tu duy cla hoc vién

Luuy

Tap huén vién truc ti€p hd tro vé mat ky thuat st dung Mind Manager khi nhom
tao ban dd tu duy.
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Huéng dan hoat déng:

a) Dang tinh huéng

Nguoi 1anh dao céan trinh bay y tudng, quan diém va trién khai thanh ké hoach
hanh dong cho nha truéng.

b) Mb ta tinh huéng cu thé

Trong ké hoach nam hoc mdi (2013-2014) clia mot trudng THCS, Hiéu trudng
nh&n manh trudc toan thé can bo, gido vién nha trudng hai van dé I6n can trién khai
va thuc hién, do la:

- Céitao co sé vat chat cua truong;

- Nang cao chdt luong boi dudng hoc sinh gidi (HSG), dac biét 1a 4 bd mon
mdi nhon Van, Toan, Anh, va Tin hoc.

No6i dung cudc hop do dé gdm 3 phan trinh bay:

- Diém lai nhiing v&n dé chinh v& tinh hinh thuc hién ké hoach nam hoc truéc
(2012-2013), (20 phat);

- Nhiing nhiém vu chinh vé cac mat hoat dong clia nha trudng trong nam hoc
ma&i, (45 phat);

- Trinh bay ké hoach cai tao co sé vat chéat clia nha trudng va ké hoach trién
khai hoat dong nang cao chat lugng bdi duéng HSG dua trén ¥ tudng “Cau
lac bo cac bo mon van héa”, (45 phat).

Phan cubi clia cudc hop la phan lay ¥ kién dé xuat, thao luan clia cac thay co
trong cudc hop va phat biéu téng két (50 phat). Thai gian clia toan bd cudc hop, ké
ca gidi lao (20 phut) sé dién ra trong vong ba tiéng ti 8:00 dén 11:00.

Mot gid dinh noi dung cu thé ké hoach nam hoc dudc néu trong Phu luc 3.1Pa
c) Su hd trg clia MindManager trong tinh huéng da dit ra

Phan mém MindManager co thé giup Hiéu trudng trinh bay ké hoach ndm hoc
trong tinh huéng dugc mo ta chi tiét (Phu luc 3.1Pa) dudi dang mot bdn do tu duy
Vv6i hoi hop (Mind Map Seminar/Workshop). Ban dé tu duy nay thich hop dé trinh
bay moét ké hoach hanh déng t6ng quat (hoac chién Iugdc hanh dong theo ting giai
doan, thai ki) va cé thé dua vao nhiing ghi chép bd sung. N6 ¢6 dang nhu Hinh
3.1.1 dudi day.
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Nho c6 ban db tu duy nay, Hiéu trudng co thé:
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Trinh bay cac noi dung clia cudc hop theo cay phan cdp cac van dé can
thuyét trinh. Trong qua trinh trinh bay, c6 thé tam dong (4n) nhiing chd dé
chua gi6i thiéu dén; va mé (hién thi) tting ch dé dé trinh bay ngay noi dung
cla no;

Chuén bi truéc duoc cac gidi thich hay ghi chu tém t4t cho van dé duoc
trinh bay.

@ Chi dao chuyén mén 1
Toém tat tén tai cua - , )
= nam hot trrée - & Gido duc dao duc HS 1
3 Doingoai

& Cong tac chuyén moén 1 =
@ Gido duc dao duc HS 1 «

@ Ké hoach nam _-'n Quan li CSVC 1 =
hoc 2013-2014 - 4 Cong tac QLCB 1 +
" 4 @ Taichinh | g+
'} __,"":_'"'. & Dbingoai 1 -
# W
- ]
e Xay dung va

o cai tao CSVC  ©

ﬂ Nhiém vu

trong tamcaa - . tudng Cau lac
nam hoc 2013 Pbé cac bo mén .
0 Cac y kién déng gép

van héa
Hinh 3.1.1. Bdn do tu duy hoi hop thich hop cho trinh bay ké hoach
va ghi chép bd sung

Chon lua nhiing biéu tuong, hinh &nh dai dién cho ch dé hodc qui dinh chf
muc chud dé;

Thé hién méi quan hé gitia mot s6 chli dé thong qua cac dudng biéu dién;
Trung cau ¥ kién clia moi ngudi trong cudc hop dé chén bd sung vao “cay
ké hoach”;

Ghi (xuat) ban do tu duy nay ra mot tép Word hoac Powerpoint dé c6 thé
trinh bay trén nhing may tinh khéng c6 ng dung MindManager;

Tham chi Hiéu trudng c6 thé dua vao nhiing dusng lién két d& mé nhiing tép
dinh kém hoac nhiing trang web can truy cap dén, lién quan dén nodi dung
clia chl dé.

Trong ban dob tu duy & Hinh 3.1.1., “Xay dung ké hoach nam hoc 2013-2014"
trd thanh “y tudng” trung tam clia cudc hop, tU do cé 4 chl dé chinh, trong do cé 3
chl dé duoc chuén bi sén tuong (ng v6i cac nodi dung: “Tom tat tdn tai clia nam hoc
trusc”, “Ké hoach nam hoc 2013-2014", va “Nhiém vu trong tam clia nam hoc 2013”.
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M&i chl dé chinh lai dugc chia thanh cac ch dé nhd hon. Dau cong sau moi
chl dé cho biét trong ch dé dé dang &n nhiing nhanh chd dé con nhé hon. Khi
nhay chudt vao dau cong, ddu cong doé bién thanh déu trli va nhiing nhanh chiti dé
con nay sé ducc hién thi. Vay dau tri cho biét nhanh da dudc trién khai hoan toan.
Vi du nhu trong Hinh 3.1.2, chl dé “Xay dung va cai tao CSVC” va “Y tudng CLB
cac bo moén van hoéa” 1a hai chi dé da dudc trién khai hét, vi & cudi nhanh cé déu
trii. Nhiing chti dé con lai 8 nhanh ngoai cung 1a chua dudc trién khai hét, vi & cudi
nhanh c6 dau cong.

@ Cong tac chuyén mén  f »
-
@ Gido duc dao dric HS ! «

@ K& hoach nim 3 Quanli CSVC 7

hoc 2013-2014 . Céng tac QLCB 11 +
(= :
e Tai chinh _# «

‘-'I & Dbingoai 1=
Li do phai XD
] { S, N @) va cai tao "

Xaydungva  Ké hoach xay
cai tao CSVC = dung va céi tao

Tinh hinh bdi dudng HSG hién nay

Nhiém vu .,

trongtamcaa - ., Bién phap khic phuc tén tai J

nam hoc 2013 T

2 . Muyc dich cta CLB Il
YAtm:‘mg ACauA lac Tai sao chon tén goi nhw vay I
bd cac bd moén -
van hoa Thuan loi &
Khé khan i

Ké hoach thyc hién [ :

Hinh 3.1.2. Minh hoa cac chd dé dn nhanh con va hién thi hét nhanh con.

Biu tuong Notes cudi mot chi dé cho biét khi nhay chudt vao dé, MindManager
s& md trang mot trang ghi chi (Topic Notes) trinh bay néi dung chi tiét tucng Gng
vGi chl dé, xem Hinh 3.1.3.

Trong ban db tu duy, dudng lién nét biu dién maéi lien két truc tiép theo cép
cha con giia hai ch dé. Dudng ngat quang c6 hinh mai tén biéu thi méi quan hé
nao doé gitia hai chi dé. M6i quan hé nay sé dugc ngudi trinh bay gidi thich cu thé
trong ltc thuyét trinh.

Céc chi muc, hinh anh, biéu tuong gai ¥ nghia c6 thé dudc ngudi xay dung ké
hoach Iua chon va chén vao mot cach thich hgp trong cac 6 chli dé ctia ban db tu
duy. Nhiing hinh &nh nay tham chi cé thé chén vao trong nodi dung clia ghi chi (Topic
Notes), va ching c6 thé duoc chon trong thu vién cai dat sdn ctia MindManager
ho&c dudc chon tu nhiing tép hinh dnh bén ngoai, luu trén dia clng.
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~ & | Topic Hotes 2@ x s

@ Cong tac chuyén mén 1] + A ||'§"1| @EE 3= Al ﬁ
@ Giao duc dao dirc HS i+ Tai sao chon tén goi nhw vay
‘@ QuanliCSVC i+ « Phu hop v6i qui dinh vé |'
4 Cong tac QLCB [ + day thém hoc thém, vi
.S Tai chinh -H-+ coi d.ay l'c? hinh thac
= ngoai khoa;
& DOoi ngoai [l + . L. n
o Phu hgp v6i nguyén
i . Li do phai XD vong cua PHHS:
Tl va cai tao i A S . =
A ' = « Muon con minh co
Xaydungva - Ké hoach xay co hoi dugc hoc &
cai tao CSVC T dwng va cai tao % L N : |
)] 16p chuyén;
Tinh hinh bdi duéng HSG hié £ . ,
inh hinh boi fiwong SG n;nay_.;@ « Muén con minh c6
- Bién phap khac phuc ton tai A NG ~
P A T co hdi boi dudng
B Muc dich cia CLB H] < W |
Y tudng Cau lac : — : nang khicu;
) Tai sao chon tén goi nhw vay @'
b6 cac bé moén 2 : =T s S , ==
. Thuan loi [ e Muon con minh c6
van hoa T S A
Kho khan trong doi tuyén
Ké hoach thyc hien 3 3 HSG cua trué‘ng,
@i &
3l MR = :

Hinh 3.1.3. Minh hoa phan ghi chi cho chd dé “Tai sao lai chon tén goi nhu vay”

d) Thyc hanh va danh gia cong cu dugc st dung trong tinh huéng dt ra

Yéu cau: Tao ban dob tu duy cho Hiéu trudng sl dung trong tinh huéng dat ra
trén day (c6 thé tra clu Phu luc 3.1Ta)
Bu6c 1. M8 ung dung MindManager

Clia s8 chinh gitia clia man hinh Welcome Screen minh hoa mét ban dé tu duy
phd bién nhat trong MindManager, c6 noi dung huéng dan va giéi thieu nhting nét
khai quat nhat clia phan mém MindManager (Hinh 3.1.4).

HIOVNVINANIN - € NYHd
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Hinh 3.1.4. Hop thoai Welcome Screen trén Startup

Buéc 2: M3 mét tép Mind Map md&i
Budc 3. Ghi tép Mind Map lén dia va dat cho tép 4 Ian ghi dau tién

Buéc 4. Nhap n¢i dung cho 6 chd dé trung tAm (Central Topic) va djnh dang, mo t4
cho cho 6 chi dé nay

Budc 4a. Nhap ndi dung van ban cho 6 chd dé trung tam

Hinh 3.1.5. Chon dé nhdp véan ban vao mét 6 chd dé

Budc 4b. Dinh dang phoéng chd cho 6 chd dé trung tam

Budc 4c. Dinh dang 6 chd dé trung tdm: chon hinh dang 6, t6 mau cho nén va
duong vién

Budc 4d. Chen mot hinh dnh vao 6 chd dé trung tam
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Bu6bc 5. Thém céc chud dé chinh tur chd dé trung tdm va dinh dang, moé t cho céc
chd dé nay.

Tom tat ton tai caa
nam hoc trwéc

B Ké hoach nam
: hoc 2013-2014
f ‘Nhiém vu I
— trong tam cua i
¢ nam hoc 2013
|

-2 e Cac y kién déng gép
[

|
Hinh 3.1.6. Thém 4 6 chid dé chinh, nhap ndi dung, dinh dang, va mé td cho ting 6

Budc 6. Thém céc chi dé con cho c4c chu dé chinh va dinh dang, mé td cho ching

-~
[ Chi dao chuyén mén
Tém tat ton tai cua . .
. S e e - [ Gi4o duc dao duc HS
11 Béi ngoai
i Cong tac chuyén mén
Bl Giao duc dao duc HS
@ K& hoach nam Quan li CSVC
hoc 20132014
b o] oc ! Céng tac QLCB
I
> B Tai chinh |
P4 ‘. .
w ) Dai ngoai !
1
= Lidophdi XD @ V& co sé ha tAng |
4 @ va cai tao
=) = & Vé trang thiét bi
§ Xaydyngva | ks hoach xa:
> cai tao CSVC £ dung va cai fao
-
>
@ Nhiém :ll_l . Tinh hinh bdi dwéng HSG hién nay
g 1 :"gr'r“ght::;g:g = Bién phap khéc phuc tn tai
" : Muc dich cia CLB
Y tuéng Céu lac | - R
F b cée bd mén = Tai sao chon tén goi nhw vay
vin héa | Thuan loi
Kho khan
Ké hoach thuc hién
o
£
-1

" Hinh 3.1.7. Mot cay chd dé cho ké hoach nam hoc mdi
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Buéc 7. Chen thém céc ghi chi/chd thich cho mét 6 chd dé

| Cong tac chuyén mon

| I Cong téc chuyén mén ]

e Nhiém vu chuyén mon thuong

B Gido duc dao duc HS nién: Hiéu phé phu trach chuyén
1 Quan Ii CSVC | moén va TO trudng hai to Xa hoi
= ™ va Ty nhién lap ke hoach giang

- 2] Céng tac QLCB

day; ké hoach trién khai va dénh
@ Tai chinh gia.

- @ Déi ngoai

e Nhiém vu chuyén mén dugc chu
trong: Hi¢u pho6 chuyén mén, cac
t6 truong chuyén mén, gido vién
cha nhiém (GVCN), va tit ca cac
gi4o vién bd mon chu trong vao
cong tac bdi dudng HS kha gioi
dé tao nén mong cho cac doi

Hinh 3.1.8. Minh hoa cht thich cho mét chd dé

Bu6c 8. Nhém mét cum chi dé bang mot khung bao
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Hinh 3.1.9. Minh hoa cho viéc nhém chd dé va biéu thi méi quan hé j
clda nhém déi véi mot chd dé khac
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Buéc 9. Tao chu thich ngay canh (callout) va thiét Iap méi quan hé (Relationship)
gida cac chd dé/nhém chd dé

P El Chi dao chuyén mén i1 |

Tom tat ton tai cia | & i duoc gioj thiéu chi tiét trong
Ll ' FET (e tru»é;:: va | - E Gido dyc dao dirc HS -l o Rgioclion cu6i nam hoc truéc

M - 2 Béingoai 1

/, e T

“. Bl Cong tac chuyén mon  f #
s

b Y
‘J [2] Giéo duc dao dac HS 1 +

| @ Ké hoach nam | H Quan 1i CSVC il
(i1 AV ﬂ Cong tac QLCB [} =
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Fd ‘{_.v" I Tai chinh 1+
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" Li do phai XD
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L% Xaydungva K& hoach xay
\\. caitao CSVC T dyng va cai tao |
= _Nﬁém e = b, Tinh hinh béi dudng HSG hién nay B
{ trong tm cia -h,.“ Bién phap khac phuc ton tai M
AETn 73 2V " - Muc dich ctia CLB .
YAtu(V)‘ng Fali lac | Tai sao chon tén goi nhw vay '
1 bd cic bdé mdén - antoi I
vin héa Thuén loi &
Kho khan @

Ké hoach thyc hien BT
Hinh 3.1.10. Bai phét biéu cua Hiéu trudng vé xay dung ké hoach nam hoc madi

Danh gia céng cy da su dung (hoan thanh phiéu hoc tdp é Phu luc 3.1Pb)
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TRONG QUAN LY NHA TRUONG

3.2. HOAT DONG 2: THU THAP THONG TIN, HE THONG LAI VOl DANH GIA
PHAN LOAI PE PHAT HIEN VAN DE KET LUAN VAN BE

Muc tiéu:

Sau khi hoan thanh hoat déng nay, hoc vién cé kha nang st dung dugc Mind
Manager tao ban dé tu duy ho tro diéu khién mot thdo luan, thu thap, phan loai ¥
kién thdo luan, hinh thanh nhom quan diém dé phat hién van dé hoac két luan van
dé. Ban db tu duy do hoc vién tao ra c6 dac diém:

Thich hop dé trinh bay véi mot tinh huéng cé van dé dan dén thao luan;

No6i dung clia cac chd dé la khong biét truéc va ching dugce hinh thanh
theo thai gian thuc (hinh thanh theo dién bién thdo luan, tU ¥ kién cla cac
ca nhan, cac nhoém lam viéc);

Hb tro dac luc dugc cho ngudi diéu khién cudc hop, phat huy cac ¥ tudng,
kich thich tinh sang tao clia cac thanh vién hoac nhém thanh vién, t dé thu
thap, phan loai cac y kién va cudi cung lay ¥ kién vé quyét dinh cho van dé
dat ra.

Hoc liéu

Phu luc 3.2Pa, 3.2Pb, 3.2Ta, 3.2Tb.
Co s4 vat chat: may chiéu bang, phan/but viét, gidy A0

Tién trinh

1.

Hoc vién lam viéc theo nhom 6 ngudi, nghién cdu tinh huéng 3.2 theo Phu
luc 3.2Pa;

Mot ngudi dong vai Hiéu trudng, 5 ngudi dong vai cac thanh vién khac trong
cudc hop (co thé la dai dién clia cac nhom chuyén mon), Hiéu trudng néu
vén dé va diéu khién thao luan dong thoi thé hién cac thong tin thao luan
trén giay AO;

Céc thanh vién trong nhém phéi hgp tao ra mot ban dé tu duy dap dng yéu
cau cua tinh hudng dat ra, nhu da ghi lai trén gidy AO (xem phan Huéng dan
hoat dong dudi day va tra clu Phu luc 3.2Ta);

Mb&i ca nhan hoan thanh phiéu hoc tap & Phu luc 3.2Pb;

Tap huén vién gidi dap cac cau hdi vé ky thuat st dung Mind Manager trong
viéc dap Ung yéu cau cua tinh huéng nay;

M&i nhém néu mot tinh hudng thao luan vé moét van dé trong Nha trudng ma
Mind Manager c6 thé hd tro tét cho ngudi diéu khién thao luan.
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UNG DUNG CONG NGHE THONG TIN
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Danh gia
K&t quéa thdo luan va san phdm ban do tu duy da tao lap ducc

Luuy

Tap huén vién truc tiép hd tro vé mat ki thuat s dung MindManager khi nhom
tao ban db tu duy.

Huéng dan hoat dong:

a) Dang tinh hu6ng

Nguoi 1anh dao can thu thap thong tin, nhanh chéng hinh thanh mot ban hé
théng co danh gia, phan loai, tir do két ludan hodc phat hién van dé.

b) M6 ta finh huéng cu thé

Hiéu trudng mot trudng THCS & thanh phd Ha Noi quan tam dén mot van dé
duoc thé hién qua cau hdi sau (goi la cau hdi chinh):

C6 nén xem viéc (ng dung Cong nghé théng tin (CNTT) trong tiét day la mot
tiéu chi bat budc (goi 1a tiéu chi CNTT) dé danh gia mot gio day cla GV hay khong?

Hiéu trudng mudn toan bd gido vién cung thdo luan tim cau tra 16i dua trén
nhiing nhan dinh c6 co s khoa hoc va c6 tinh thuc té. D& thuc hién diéu nay, Hiéu
trudng triéu tap mot cudc hop dé trung cau ¥ kién cla tat ca cac can bd gido vién
tru6e khi ra quyét dinh cudi cung.

Dé cac ¢ kién dong gop dién ra tap trung va soéi ndi, Hiéu trudng chia tap thé
gido vién thanh 5 nhom chuyén mon. M&i nhém thdo luan va cl mot dai dién dua
ra y ki€én ctia nhém minh hoac phan bién ¥ kién clia nhom khac. Hiéu trudng sé la
ngudi truc tiép thu thap thong tin, phan tich, danh gia, dé cung hoi dong phat hién
van dé va dua ra két luan cudi cung.

Mot tinh huéng gié dinh vé budi hop th&o luan dudc néu chi tiét 3 Phu luc 3.2Pa

c) Su hd trg clia MindManager trong tinh huéng da dat ra

R6 rang tinh hudéng dat ra & day (mo ta chi tiét & Phu luc 3.2Pa) 1a mot tinh huéng
co van dé, hoi du 3 yéu to:
- C6 nhing co sé 14p luan ban dau, chdng han dé 1a nhiing 1ap luan ban dau
cla Hiéu trudng;
- Co6 van dé dugc néu ra chua biét ngay cach gidi quyét. Cau hdi chinh néu
ra chua tra I6i dudc ngay;
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- Vé&n dé co su hdp dan doi véi ngudi tham gia va nguoi tham gia cé thé gidi
quyét duoc dua trén su huy dong tri tué cda ca nhan va cta nhém lam viéc.
Nguai tham gia & day la tat ca gido vién cla Nha trudng. Cau hdi chinh lién
quan truc tiép dén cac giao vién.

MindManager v6i cong cu Brainstorm (dong n&o) réat thich hop véi viec diéu
khién thdo luan mot tinh huéng cé védn dé. Cong cu nay sé hd tro Hiéu trudng lan
lugt tién hanh dugc nhiing hoat dong sau day:

1) Gi6i thiéu chl dé thao luan (dat cau hdi chinh) tru6c toan thé giao vién

2) Dé xuat mot vai y tudng dau tien dé khdi dong cudce thdo luan. Nhiing ¢

tudng nay thudng coé tac dung dinh hudng tranh luan hoac kich thich cac ¢
tudng mai;

Hai hoat dong trén day c6 thé dugc chudn bi tru6c dudi dang mot ban dé tu duy
nhu Hinh 3.2.1.

Str dung CNTT mot
cach thich hop

Co s& ha tAng dap
|| 'ng dwgc UD CNTT

Phuong tién CNTT cua
GV day du

GV c6 kha nang khai
thac CNTT

Tiéu chi CNTT c6 dwoc

xem la bat buéc trong
69 danh gia gio day cua
= GV hay khéng?
(YES/NO/ YES and
NO?)

o Thé nao la s& dung CNTT \‘}
@ mot cach thich hop?

o Co s& hatang CNTT &
murc d6 nao thi dap ong
dwoc nhu cidu UD CNTT
@trong day hoc?

o Doi hdi vé trinh d6 va J

nang lwc CNTT déi voi GV &
L. muc @6 nao?

| Nhing cau héi khac? |

Hinh 3.2.1. Ban dé tu duy néu chd dé thao luan, khdi dong
va dinh hudéng thado luan

3

= Nhﬁ;ﬁg cau
9 Q héi dworc nay
sinh

3) Khditao moétchd dé trung tam cho ban do tu duy, st dung cong cu Brainstorm
(dong nao) dé thu thap cac ¥ kién, cac ¥ tudng clia cac ca nhan va clia cac
nhém. V6i cong cu BrainStorm, ban do tu duy sé dudc hinh thanh tu 3 loai
chu dé:

- Chu dé la cac y tudng méi (GENERAL IDEAS), ducc biéu thi bdi biéu tuong
quéa bong dién. N6 dudc nay sinh trong qua trinh trao déi, thdo luan;

- Chu dé 1a cac tranh luan (DEFINE CHALLENGES), dudc biéu thi bdi biéu
tuong ddu chdm hdi. N6 dugc ca nhan hodc nhom dé xuat dé tat ca cung
tham gia bay td ¥ kién, tim bién phap giai quyét;
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Chu dé la cac ghi chép hoac két luan clia ngusi diéu khién théo luan (6 day
la Hiéu trudng). N6 c6 thé 1a mot ghi cha (Notes), mot chi thich ngay canh
(Callout), hoac mot chi dé con (Subtopic). Ngudi diéu khién co thé chd
dong gan cho n6 mot bidu tuong nao doé thich hop;

PN R Z z 2 A N . P P N PN ~ .
4) Dieu khién cac nhém thao luan va ghi chép qua trinh dong n&o theo 3 loai
2 P A PN N Zot N . A . Z. 2 X
chu dé trén day. Hinh 3.2.2 dudi day minh hoa mot ghi chép don gian két
2 2 P N A ~
gua cua qua trinh déng néo.
Phan mém day
hoc hé tro tét qua
. trinh day hoc Thyc trang co sé&
P ha tng CNTT
Phan mem hoc cla trwong con
tap co tac dung chua t6t =
cling cb kién thire Ton tai .
va khuyén khich nhf}'né kho T[mh do QNTT
hoat déng tw hoc khan (N&u cta GV;con chuwa
. chaHS Mang lai nhing wu YES) . dong deu
PR diém ndi troi so voi d
CN]’T cung cap mdi |© PPDH khong tng JU— .
trwdng day hoc dung CNTT Qua trinh Boi ngl C-;‘;V tin
. tuongtactét = 1o A 2 hoc co thé gidp
5o oh . va Ket qua . céc GV khac
a phuong tién > ia - "
dung thich hop sé ::aﬁrg ‘éléecc D}rqség ung ho
tang hiéu qua cua Tén tai nhirn o ve
5 hoo: 5 - g g Qua
- dayva hoc; nhém thuan loi nhat Quan
«_dinh (Néu Yes) Buogc sw ing ho
[ Nhiéu cach ly giai khac nhau ] cta PHHS va cua
~ . xahoi
UD CNTT trong day hoc
c6 HAN CHE khong? Khéng lién quan dén dv gi®
© (Néu YES) = Cung bai day trén I&p
thao
Cén thém mét budi thao luan CNTT phuc vy
luan ctia GV cét can quaé trinh kiém
~ « tradanh gia
Nhiing d4u hiéu va tiéu chudn
@ dé danh gia tiéu chi CNTT
N A . z r 2 ~ 2 2 A
Hinh 3.2.2. Mot ghi chép don gian két qua thao luan
X , P N 2 PN N 2, 7 2 e , . z 2 P 2
5) Kétthuc qua trinh thao luan, Hiéu trudng co thé cau trlc lai cac chu dé thao

luan, bd di moét s6 chi dé khong can thiét, gdp mot s6 chli dé thanh cac
nhom riéng biét dé phan tich. Cuéi cung Hiéu trudng trinh bay két luan, dén
dich cudi cung cla cudc hop. Két luan & day chinh 1a chi dé “Ra quyét
dinh” dugc thém vao ban doé tu duy clia qué trinh déng n&o. Hinh 3.2.3. minh
hoa toan bo ghi chép don gian vé két qua cla cudc hop.
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GDP1 (4 thang dau) : NO

GD2 (4 thang tiép
theo): YES + NO

GD3 (sau 8 thang) : YES

RA QUYET DINH

Thyc trang co sé&
ha tdng CNTT
cuda trwdng con

Phan mém day
hoc hd tro tét qua

.. trinh day hoc _ . chuwa tét
L Ton tai N A
CNTT cung c&p mdi nhiing khé Trinh d6 CNTT
treong day hoc Mang lai nhitng khan (Néu clia GV con
. twong tac tot wu diém ndi troi R . YES) chwa dong deu &
" s0 voi PPDH Qua trinh
Pa phuong tién A A A K,{ >
dung thich hop s& khong trng dung va Ket qua
tang hiéu qua ciia « CNTT lam viéc )
.« day va hoc; cuda cac Boi ngi qv tin
hé hoc cé thé
nhom ) “ giup cac GV
S « khac

BPuoc sw Ung
ho ctia PGD va

[ Nhiéu cach ly giai khac nhau ]

Tén tai nhitng

thuan lgi nhét < Quan
UD CNTT trong day hoc «_dinh (Néu Yes) Buroc sie ing ho
¢6 HAN CHE khong? - Cung olia xa ht}si; * g
@ (Néu YES) #  thao &l -)
Nhing déu hiéu va tiéu chudn l@'”L
@ dé danh gia tiéu chi CNTT
Can thém mat budi thao
luan ctia GV cét can
\ A P N A ~
Hinh 3.2.3. Ban do tu duy sau qua trinh déng ndo
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d) Thyc hanh va danh gi4 cong cu da sl dung trong tinh huéng da dit ra

Yéu cau: Tao ban dd tu duy cho Hiéu trudng st dung trong tinh huéng dat ra
trén day (co6 thé tra ctu Phu luc 3.2Ta)

Buéc 1. Mé dng dung MindManager va tao mét tép ban dé tu duy méi

Bué6c 2. Tao bén dé tu duy néu chi dé thdo luan cda cudc hop va dé xudt mot vai y
tudng dinh huéng cho thdo luén

Bu6c 3. Tao mét chd dé trung tam méi dé bdt dAu thu thap y kién cda c4c nhém lam
viéc theo phuong phap déng ndo

Thuc chéat buéc nay tao mot ban do tu duy méi trong ciing mot tép MindManager
chiia ban do tu duy da tao & buéc 2. Can phai tao ra mot 6 chii dé tu do, khong gén
k&t vGi bat ki mot 6 chli dé nao trong ban do tu duy da co.

Bubc 4. Thém céc chii dé biéu thj nhiing y tudng méi bdng céng cy BrainStorm

Thyc trang co s&
ha tang CNTT
cua trwong con

e . chuwa tét E:f
Iﬁ;gg' e Trinh @6 CNTT
khan (Néu cua GV con chua
4 . L ) Doi ngd GV tin
Q‘ua Ermh R hoc c6 thé giup
va Két qua . cac GV khac
: Ia,m viec I Puoc sy ng ho
> cua cac Ton @i nhing ctia PGD va
e _ nhhom ) thuan loi nhat  lo———uan
= ©) ' dinh (Néu Yes) Buoc sy ing hd
o ctia PHHS va cua
> W X hoi
4
>
®
m
A

Hinh 3.2.4. Két qud tao cac 6 chu dé biéu thj y tudng maoi
béang cong cu Brainstorm.

Bu6c 5. Thém céc chd dé biéu thi nhiang tranh luéan bdng céng cu BrainStorm

Bang céach sl dung cong cu Brainstorm ta sé& ghi lai dugc tat ca cac tranh luan
va c6 thé thu dudc két qué co dang nhu Hinh 3.2.5.
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[ Nhiéu cach ly giai khac nhau ]

N

St dung CNTT trong day
hoc c6 HAN CHE khéng?

@ (Néu YES)
[ 2 nhém déng y ] Cung
< thao
Phan mém hoc tap 5 luén

dang GAME anh huéng
© 2 mat d6i voi HS

Can thém mot budi thao
luan caa GV cét can

~
Nhirng dau hiéu va tiéu chuan
@ aé danh gia tiéu chi CNTT

Hinh 3.2.5. Két qud thém céc 6 chud dé biéu thj cac tranh luan
béang céng cu Brainstorm

Budc 6. Thém chu dé biéu thj quyét dinh cubi cung va hoan t4t ban dé tu duy

Sau khi da biéu thi t4t c& cac ¥ tudng maéi va cac tranh luan cla cac nhom lam
viéc, Hiéu trudng co thé nhan xét va loai bd b6t nhiing 6 chii dé chia nodi dung khong
trong tam, va nhém cac 6 chli dé cha noi dung lién quan véi nhau dé dé nhan manh
va quan sat, tham chi dé xac lap nhiing dudng quan hé gitia cac nhom nay.

Hiéu trudng sé& néu nhiing nhan xét, phan tich toan bo ban doé tu duy, va sau do
cuing véi cac thanh vién trong cudc hop dua ra két luan hoac quyét dinh cudi cung. Do
do phai thém vao 6 chl dé trung tam cla ban doé tu duy mot 6 chii dé chinh biéu thi
“quyét dinh” va cac 6 chii dé con clia 6 chi dé chinh nay dé biéu thj ting ndi dung cu
thé cla quyét dinh. Ban db tu duy cudi cuing sé& c6 dang nhu Hinh 3.2.3. da trinh bay.

Dé& tao dugc ban dd tu duy cho tinh huéng 3.2, cac chic nang sau day clia Mind
Manager dugc sU dung:
- Chén thém mot 6 chi dé moi: New Subtopic

- Cac cong cu dinh dang, md ta cho font chi, cho 6 chd dé: Font, Size, Topic
Shape, Fill Color, Line Color.

- Chén thém cac chu thich cho tling chd dé: Note
- Cobng cu soan thao van béan trong cla sé Topic Notes

- Xéac dinh nhém bdi khung bao va chén chd thich ngay canh: Boundary,
Callout

- Xac lap méi quan hé gitia cac 6 chu dé: Relationship.
Danh gia céng cy da su dung (hoan thanh phiéu hoc tap 3.2Pb)
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3.3 HOAT PONG 3: THONG BAO, LEN KE HOACH VA KIEM TRA

Muc tiéu:

Sau khi hoan thanh hoat dong nay, hoc vién c6 kha nang st dung dudc Mind
Manager tao ban do tu duy hd trg trinh bay hodc xay dung mot ké hoach tu téng
quéat dén chi tiét. Ban do tu duy do hoc vién tao ra c6 dac diém:

- Hién thi dang cay céc su kién cda mot ké hoach (Event Plan, xem Hinh
3.3.1). Khi dung cay ké hoach dé trinh bay, ngudi du hop cé thé nhin ducc
via téng quat, via tap trung vao bat cl ndi dung hay moét su kién nao do
trong ké hoach.

- Co6 thé dong (&n di cac muc chi tiét hon) hay mé (hién thi chi tiét hon) moi
chli dé trén cay ké hoach & méi thoi diém trinh bay.

- Quéan Iy va gdn noi dung hay su kién ctia mot ké hoach véi nhiéu théng
tin chi tiét khac & nhiéu dang khac nhau nhu van ban, bang tinh, hay web
(XML).

Hoc liéu
- Phuluc 3.3Pa, 3.3Pb. 3.3Ta.

- Co sé vat chat: may chiéu bang, phan/but viét.

Tién trinh
1. Hoc vién lam viéc theo nhém 6 ngudi, nghién ctu tinh huéng 3.3 theo Phu
luc 3.3Pa.

2. Cac thanh vién trong nhém phdi hop tao ra moét ban doé tu duy dap ling yéu
cau cla tinh hudéng dat ra (xem phan Huéng dan hoat déng duéi day va tra
cUu Phu luc 3.3Ta)

M&i ca nhan hoan thanh phiéu hoc tap 6 Phu luc 3.3Pb

Tap huén vién gidi dap cac cau hdi vé ky thuat st dung Mind Manager trong
viéc dap Ung yéu cau cua tinh huéng nay.

5. M&i nhdm néu mot tinh huéng céan trinh bay ké hoach hanh dong trong Nha
trudng ma Mind Manager c6 thé hé trg t6t cho ngudi trinh bay hodc ngudi
kiém tra giam sat thuc hién.

Danh gia
K&t quéa thdo luan va san phdm ban dé tu duy da tao ra clia nhom.

Luuy

Tap huén vién truc tiép hd trg vé mat ky thuat st dung Mind Manager khi nhom
tao ban do tu duy.



Huéng dan hoat dong:

a) Dang finh hu6ng

UNG DUNG CONG NGHE THONG TIN
TRONG QUAN LY NHA TRUONG

Hiéu trudng can thong bao ké hoach, t6 chiic moét hoat dong cla nha truong va
kiém tra theo ké hoach, theo phan cong da co.

b) Mb ta tinh huéng cu thé

Hiéu trudng can thong bao, t6 chic va giam sat ké hoach da ngoai “Vé ngudn’

i

cho hoc sinh khoi 9 v6i nhiing muc thong tin chinh sau day:

1. Muc dich yéu cau
2. Thoi gian

3. Dja diém

4. Thanh phan

5. Cong tac chuén bj

6. Thuc hién ké hoach

7. Két thac hoat doéng

da ngoai

Xem mot gid dinh ndi dung chi tiét & Phu luc 3.3Pa

KE HOACH DA NGOAI VE
NGUON CHO KHOT 9

Muc dich yéu cau [g]

S Céng tac chuan bi

8 Két thic hoat dong &

8 Thwc hién ké hoach &

B Theo dbi giam sat qua trinh thwe hién }

Wu tién thwc hién cac cong viéc
dé ra trong ké hoach

E) X li nhivng vén dé phat sinh }@
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{ B Hop téng két dé rut kinh nghiém }

a A - % 5 o
{ a DPanh gia nhirng ket qua da dat dwoc ]ﬁ

Néu nhirng tén tai va nhivng van
) d& chwa thwc hién dwoc

{ ) Tim nguyén nhan caa nhirng tén tai } ‘ -

|| Ghi nhé& nhivng van dé can rat \
B kinh nghiém

Hinh 3.3.1. Cay céac su kién cua mot ké hoach hoat dong
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Su hé trg clia MindManager trong tinh huéng da dit ra

MindManager c6 thé giup Hiéu trudng tao ra moét ban dé tu duy dang cay
cac su kién cia mot ké hoach (Event Plan, xem Hinh 3.3.1). Khi Hiéu trudng
dung cay ké hoach dé trinh bay, ngudi du hop c6 thé nhin via téng quat,
viia tap trung vao bat cl ndi dung hay mot su kién nao do trong ké hoach
thuc hién.

Cha dé trung tam cla cay sé l1a “Ké hoach da ngoai vé ngudn cho khoi 9”.
Mbi ndi dung nhu “Muc dich yéu cau”; “Thoi gian, dia diém”: “Thanh phan”,...
“KE&t thiic hoat dong” s& 1a mot chli dé chinh cla cay, dugc xem nhu mot su
kién chinh dé ti do phat trién cac su kién chi tiét hon. o) day thuat ng “chu

dé” va thuat ngti “su kién” c6 thé ducc dung thay thé cho nhau.

Khi bat dau trinh bay, c6 thé “déng” hét cac chi dé con cla cac chl dé
chinh. Sau do, néi dén chd dé chinh nao, Hiéu trudng sé “mad” chd dé doé ra
dé thuyét trinh, va c6 thé mad tiép dén cac chi dé con & mic sau hon. Khi
mot ch dé chinh dugc trinh bay xong, né sé dudc doéng lai, chti dé chinh
méi dugc md dé gidi thiéu tiép.

C6 thé quén Iy va gén ndi dung hay su kién clia mot ké hoach véi rat nhiéu
thong tin chi tiét khac & nhiéu dang khac nhau nhu van ban, bang tinh, hay
web (XML). Nhiing chi tiét nay néu biéu dién bang cac chu thich (Notes/
Callout) thi lam cho ban do tu duy tréd nén quéa cong kénh va cing nhic. Dé
tién Ioi hon, MindManager cung cé&p nhing cong cu gitp Hiéu trudng thuc
hién nhing cong viéc hlu ich sau day:

1) Mot chi dé cé thé duoc gan nhan dé co thé nhanh chong dinh vi dén no
tu danh sach cac su kién.

2) Mot chu dé cé thé dugc dinh kém mot tép nao dob, thuong la tép van ban
Word, c6 thé md tép ra xem khi can biét ré hon, chi tiét hon dé thuc hién.
Vi du, Hinh 3.3.2. minh hoa chii dé “Bé phan chuén bj CSVC va thiét bj
cho toan bo chuyén da ngoai” dudc dinh kém mot tép Word chia nhiéu
thong tin chi tiét nhu danh sach nhiing ngudi thudc bd phan chuén bi
CSVC va thiét bi, nhiing phan cong cu thé cho ting ngudi va cac thong
tin lién quan khac.

3) Mot chd dé cé thé dudc dua vao (insert) bén trong né moét trang tinh
cho phép tao ra mot bang véi s6 hang va sé cot khong han ché dé ghi
chép théng tin clla moét danh sach. Vi du, chl dé “Ban chap hanh Poan
truong, mot sé can bo 16p, chi doan khdéi 7, 8” can dugc chi tiét bdi mot
bang danh sach nhiing can bd doan sé& tham gia vao budi da ngoai.
Danh sach nay cé thé dugc chén vao bén trong chi dé nay va khi can
c6 thé md no ra xem nhu Hinh 3.3.3a ho&c déng lai nhu Hinh 3.3.3b.
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B& phan thiét ké chwong trinh, |
xay dwng kich ban

(18u, trai, bién trai, dién
thap sang, trang tri...)

Céc bé phan Bo phan chuan bi co sé vat

phu trach cac

chéat, phwong tién cho toan bé
hoat déong da ngoai

2 B Iinh vyc =
Céng tac chuan bi & PA ta-sF ro-aos o

[iﬂ' Bo phan chuan bi CSVC va Phuong tien cho chuyen Da ngoai ve nguon.docx

Created: 30/03/2013 10:20:12 PM
Modified: 30/03/2013 10:20:33 PM
Size: 13.7 KB

[thwre hign cac hop dong |

Hinh 3.3.2. Mot chi dé duoc chi tiét héa bdi mot tép van ban dinh kem.

P The&i gian va dia diem )

- @ Toan thé hoc sinh khéi 9

| Ban chip hanh Doan treéng, mét N
[ s6 can bo I&p, chi doan khéi 7,8
| A B C o
[ 1 |STT Ho tén Chirc vu Vi tri dam nhiém
r[@i 2 | MguyEn Thi Ha [GY Wan Bithy CB GY
. | T 3 e Lé Thi Phucng|GY Sir Phi bi thy CB GY
Peg Thonnhphan i3 Kigu Hai Anh_|HS BC Bi thw CBKE
¢ 5 |4 P& Kigu Trang [HS 7A Bi thw CBKZ
‘ :
(a)
14
i
2
- @ Toan thé hoc sinh khéi 9 =
| 2
= Ban chap hanh Poan trwéng, mét - o
=21 B sé can bs 16p, chi doan khéi 7,8 Z
P Thanh phan & — =
/./’ i BGH, Giao vién cha nhiém khéi 9, &
(| mot s6 can bo gido vién khac =z
| - .E
) Pai dién mét sé cha me hoc sinh cac I&p 9 i+ o
P Cong tac chuan bj &
KE HOACH DA NGOAI VE
NGUON CHO KHOI 9

Theo doi giam sat qua trinh thwc hién —
1\

(b)

Hinh 3.3.3. Bén trong mot chid dé dugc chen truc tiép mot trang tinh
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4) Mot chd dé duoc lién két truc tiép dén mot chi dé con cé chida mot CSDL
hodc mot bang tinh cda Excel. Vi du, Hinh 3.3.4 minh hoa chi dé “BGH,
Gido vién chd nhiém khoi 9, mot s6 can bo gido vién khac” dugc lien két dén
mot chl dé con chiia danh sach nhiing GV thudéc BGH va céac giao vién chi
nhiém khéi 9.

5) MindManager con c6 thé cho phép mot chd dé lién két dén mot ban dé tu
duy chua trong mot tép Mind Map khac.

6) Ngoai ra MindManager con cho phép mét chd dé lién két dén cac nguén
CSDL khac hodc trang web hodc site cia mang SharePoint.

d) Thyc hanh va danh gia cong cu da sl dung trong tinh huéng da dat ra

Yéu cau: Tao ban dd tu duy cho Hiéu trudng st dung trong tinh huéng dat ra
trén day nhu & hinh 3.3.5.

Subtopic -
A B | C
1 |§TT Ho tén Chircvu
T2 1 Bangviet Ha Higu trudng
T3 2 Nguyén Thu Mgin  Higu phd chuyén mén
4 3 Ding Quang An Higu phé CSvC
T 5 | 4 Tran Binh Minh Higu phd phu trach HS
BGH, Gido vién chi nhiém khdi9, 3 & | 5 Nguyén Thanh Thao  GVCN 54
B mot s6 can bd giao vién khac T 6 L& vigt anh GVCM 9B
8 | 7 Mguydn MgocAnh  GVWCN 3C
To | 8 B Mai Lan GYCM 9D
10 9 Nguyén Thi Mai GVNG 9E
T 10 Nguyén Mgoc Chinh  GWCN 9F
Tz | 11 NgdWinChugng  GWCH 3Tin
R 12 Ha Ngoc Hanh GV 9Toan

Hinh 3.3.4. Mot chd dé duoc lién két dén mot chd dé con
chtia mot bang tinh Excel

Viéc tao ban do nay co nhiéu thao tac va cong cu quen thudc trong bai thuc
hanh cla tinh huéng 3.1 va 3.2. Bang dudi day mo ta nhiing cong viéc va ky nang
can co6 dé tao ban do tu duy cla tinh huéng 3.3 nay (tra clu chi tiét cach lam & Phu
luc 3.3Ta)



Cong viéc
Chon mau cay ké hoach cho ban
dod tu duy
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Vi du cu thé
Toan bd ban do

Gan nhan cho mot chi dé

Chén nhan cho 6 chl dé “Hop ban
t6 chic”

Chén mot lien két dén mot tép van
ban cho mot ch dé

Chen lién két cho 6 chi dé: “Bo
phan chudn bi CSVC, phuong tién
cho toan b6 hoat ddng da ngoai”

Chen mot trang tinh vao bén trong
mot chd dé

Chen trang tinh bén trong chl dé
“Ban chap hanh doan trusng, mot
s6 can bo 16p, chi doan khéi 7,8”

Tao mot chd dé con chia mot bang
tinh Excel

Chén chu dé con chia bang tinh
cho chd dé “BGH, Giao vién chu
nhiém khéi 9, mot s6 can bd giao
vién khac”

Két n6i dén mot tép ban do tu duy
khac

Két néi vdi tép ban do tu duy “Tai
chinh va céac hop dong” cho 6 chi
dé “Bo phan phu trach tai chinh,
thuc hién cac hop dong”
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Muc dich yéu ciu

Thei gian va dia diém

{
{
{

{ W Dam bdo an ninh, an toan J

T6 chirc hoat dong da ngoai dé qua dé
gido duc truyén thong uong nuéc nhé
W nguon

Xay dung va duy tri dé trc thanh hoat
W dong truyén thong hang nam

Yéu cdu té chirc chat ché, khoa
hoc, chuwong trinh sinh déng, hap
dan, tao duoc dn tuwong trong

W mdi hoc sinh

Tién hanh hoat déng trong 2
ngay, dip thang 3 ky niém Thanh
lap boan

J
}
|
J

Tai Con Son - Chi Linh - Hai Dwong ]@

©

B Toan thé hoc sinh khéi 9

[

!%

Ban chap hanh Poan trwéng, mét

Thanh phan

BGH, Gido vién chu nhiém khéi 9,
mét sé can bo gido vién khac

s6 can bd 1&p, chi doan khéi 7,8

(4] Dai dién mot sé cha me hoc sinh cac Iop 9 J@

KE HOACH DA NGOAI VE
NGUON CHO KHOI 9

Céng tac chuan bj

Thwc hién ké hoach €
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Két thuc hoat dong €

—

Hinh 3.3.5. Minh hoa bdn dé

{ E) T4 chirc théng bao ké hoach }@

3 Khau kiém tra

n Hop ban t6 chirc

B phan thiét ké chwong trinh,
xay dwng kich ban

1 e

I (18w, trai, bién trai, dién thip séng, trang tri...) }

Bo phan chuan bj co s& vat
chét, phwong tién cho toan bé
hoat déng da ngoai

Cac bo phan
phu trach cac

B linh vec

Bo phan té chirc tro choi, giao
Iwu, sinh hoat van héa..

BG phan bao v&, an ninh -
B phan tién tram =

B& phan phu trach tai chinh,
thwc hién cac hop déng

o

Trinh bay ké hoach &
Tiép thu cac y kién bé sung, dé xuét, gép y &
Piéu chinh va chédt cac phwong an©]

Kiém tra ra soat trwéc khi thwe hién E
Kiém tra trong qua trinh thwc hién

Kiém tra va théng bao két qua
sau dot da ngoai

~

~
~

B Theo d&i giam sat qua trinh thwc hién }!

}

Nam béat cac ngudn phat sinh

Uu tién thwc hién cac cong viéc
dé ra trong ké hoach

N

AY

R o x L Linh hoat giai quyét céc tinh .
B xw i nhirng van de phat sinh hudng phat sinh trén co s& hwéng K
dén muc dich yéu ciu téng thé "

cua ké hoach

{ Hop téng két dé rut kinh nghiém }‘ .-

{ B banh gia nhivng két qua da dat dwoc Jﬁ

{ )

{ 3 Tim nguyén nhan cia nhirng tén tai ]ﬁ

{ }

tu duy lap ké hoach da ngoai cho khoi 9.

Néu nhirng tén tai va nhirng van
E) @& chwa thyce hién dwoc

Ghi nh& nhirng van dé can rut
B kinh nghiém
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Trong thuc hanh tao ban dé tu duy cho tinh huéng nghién clu 3.3, mot s6 chic
nang sau day trong menu Insert da dudc st dung:

Chon mau ban do tu duy, mau lap ké hoach: Map Theme (trong menu
Design)

Tao nhan cho mot chd dé: Label (trong nhom Topic Element)

Chén mot tép tu lieu cho moét chi dé: Attachment (trong nhém Topic
Element):

Chén mot ban dd tu duy da cé cho moét chl dé: Insert Map (Trong nhém
Map Data)

Chén mot trang tinh trong mot chii dé: Spreadsheet (Trong nhém Topic
Data)

Chen moét trang tinh trich ti moét bang: Excel Range (Trong nhém Topic
Data)

Danh gia céng cy da st dung (hoan thanh Phiéu hoc tadp 3.3 P b)
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C. HOC LIEU CHO CAC HOAT PONG PHAN 3

3.0 HUGNG DAN CAI DAT PHAN MEM MINDMANAGER

PHU LUC 3.0T:

Huéng dan cai dat phan mém MindManager 2012

Mindjet MindManager 2012 Professional
Minopat MinoManagsr 3012 Protessonal - English
{Buia 10.2.404)

FeiBaas Koyps=Frouar™

Mindjat MincManager 312 Professanal - Geaman
(Bt 102404
Melesm Hdmr—da—ar™

Wit Mincbanager JO L2 Protecoana - French [Hids 102 404)
Frnas Kolps=Filogr™

Minadpat MincManager 2002 Professaonal - Japaness (Buld 10:2 404)
Rtiane W= 1apdoos™

Mindjet MindManager 2012 Professional

W s

Wit

Wiropes

Wirdtws

115

I4MB

14WBE

MB

1. Tai phan mém cai dat chuong trinh Mind Manager 2012 Professional

Bo cai dat phan mém Mindjet MindManager 2012 dugc gbi gon trong moét tép
chuong trinh ¢c6 tén tép dang MindManager_10.2.209_EN.exe, trong d6 day s6
10.2.209 bidu thi phién ban hién tai cia Mind Manager va cé thé thay ddi theo thoi
gian cap nhat clia hang Mindjet, hau t6 EN cho biét day la phién ban tiéng Anh.

C6 thé download phan mém nay ti website clia Mindjet theo ducng link dudi day:
http://www.mindjet.com/support/product-resources/channel-download-library/
Giao dién dé tai tép chuong trinh cai dat Mindjet sé& giéng nhu Hinh 3.0.1 duéi day:

COWNLIAD TIT

110

Hinh 3.0.1. Giao dién website téi tép chuong trinh cai dat Mind Manager 2012

Nhu trong Hinh 3.0.1, dong dau tién cho phép tai vé chuong trinh cai dat Mindjet
MindManager 2012 Professional phién ban tiéng Anh. Ta nhay chudt vao nut Download
dé tai tép vé may tinh. Nén tao moét thu muc riéng chi dé chia di liéu va tép chuong
trinh nay danh cho nhting 1an can cai dat lai sau nay.

' Chuong trinh cai dat duoc tai tir trang web cda chinh hang Mindjet thudng la ban dung thd, phdi mua dé
c6 thé st dung vinh vién. Trén thuc té, néu tim kiém vdi tir khéa “Mindjet MindManager 2012 full” ta cé thé
thdy mot s6 trang web cho phép tai phan mém nay mot cach khéng chinh thiic cung véi mot s6 tép chuong

trinh cung cép ban quyén dé st dung lau dai.
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2. Hudng dan cai dat phan mém Mindjet MindManager 2012 Professional

Gid sl tép chuong trinh cai dat phan mém Mind Manager 2012 (ban tiéng Anh) co
tén la MindManager_10.2.209_EN.exe. C6 thé cai dat phan mém Mind Manager mot
céach don giadn theo nhiing budc sau day.

Buéc 1. Chay tép chuong trinh cai dgt

Nhay dup chuot vao tén tép MindManager_10.2.209_EN.exe dé bat dau qué trinh
cai dat.

Qua trinh cai dat dugc bét dau véi giao dién nhu Hinh 3.0.2 duéi day, trong dé hop
thoai nhd bén dudi biéu thi nhiing khdi tao ban dau cho tién trinh cai dat phan mém,
trong do co viéc kiém tra xem téc do va dung lugng bd nhé con tréng clia may tinh co
du dap Ung cho viéc cai dat va st dung Mind Manager hay khéng. Néu cac diéu kién
vé c4u hinh hé théng nay dugc thda man thi viéc cai dat sé tiép tuc va ta sé thuc hién
nhiing buéc ti€p theo nhu sau:

Hinh 3.0.2. Khdi dong tién trinh cai dat Mind Manager 2012

Bubc 2. X4c nhéan cai dit phdn mém vao may tinh

Hop thoai Mindjet MindManager 2012 Installer thi nhéat hién Ién thong bao qua
trinh sao chép cac tép chuong trinh va di liéu can thiét vao may tinh sé dién ra, ta
chon Next dé tiép tuc, xem Hinh 3.0.3

E

& Mindjel RindManaper 2012 Installar

Welcome bo the Mindjel Mo lanager 2012
Installer

Thgr B i ecki R Wigard wll el ol M i, M@ anager
M 2012 on pour compuber. To conbirue, chk bast,
. ) Ik b5 sironghy recomesnded that you st ol Windows eograns
Mindjat bsFars punndg s Sebup Brogranm.

MindManager 2012 T P S
Prod narwarg. Chek Nat, Lo cortins wath e Latugs groge am.

WARRKING: This program is protecied Dy copright ke and
rernutions insatee,

Unauthiorioed repeoduction o distrbution of this rogram, o
oy ot off B, Py rerll N i chel afed crsenal
penalies, ared vl be prosscubed ko e madmon et
feosble unadar L.

|| P

Hinh 3.0.3. Bat dau thuc hién cai dat phan mém vao may tinh
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Budc 3. Xac nhan tuan thd ban quyén phdn mém

Hop thoai Mindjet MindManager 2012 Installer thi hai hién lén yéu cau ta xac
nhan dong ¥ tuan thd qui dinh cla viéc st dung phan mém co6 ban quyén, ta chon nat |
agree to the terms in the license agreement, réi chont Next dé tiép tuc, xem Hinh 3.0.4.

i% Mindjet WindManager 2012 Installer |X|

ndManager 2012
al

MINDJET MINDMANAGER END USER LICENSE AGREEMENT [ |
Updated: February 2012

These license terms are an agreement between you and the
Mindjet affiliate applicable to you, They apply tothe software that
accormpanies these license terms, which includes the media on which v

(31 agree ta the terms in the license agreement

o mot agree ko the terms in the license agreement

Installshield

[ Print license agreement ] [ < Back ]L Mexk = J [ Cancel ]

Hinh 3.0.4. Xac nhandéng y tuan thd ban quyén phan mém

Bu6c 4. Xac nhan tén nguoi dung va dja chi cd quan cong tac

Hop thoai Mindjet MindManager 2012 Installer thi ba hién 1én yéu cau ngudi dung
nhap tén va dia chi ndi lam viéc. Ta nhap hai thong tin nay vao hai hép van ban tuong
ing trén hop thoai? (xem Hinh 3.0.5), sau dé chon Next dé tiép tuc.

i& Mindjet MindManager 2012 Installer |X|

Mindjet MindManager 2012
[ I P al

me and organization,

User Mame:
et

rganization:

Installshield

[ < Back ” Mexk = N [ Cancel ]

Hinh 3.0.5. Nhap tén ngudi dung va ndi lam viéc

2 C6 thé nhap tuy y néu dung thd phan mém.
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Bu6c 5. Chon kiéu cai dit phdn mém

Hop thoai Mindjet MindManager 2012 Installer thi tu hién 1én yéu cau ta chon
kiéu cai dat. Néu chon kiéu chudn — Standard, phan mém duoc cai dat tu dong voi
tat ca nhiing dac trung, chic nang chinh cla phan mém. Néu chon kiéu tuv qui dinh —
Custom, qua trinh cai dat sé dudc tién hanh véi nhiing yéu cau ngudi dung lua chon
chi tiét, chdng han: nhiing thanh phan nao clia phan mém sé dugdc cai dat, thu muc
nao sé chla chuong trinh Mind Manager,... Ta nén chon kiéu chudn bang cach chon
nat Standard, réi nhay nat Next dé ti€p tuc, xem Hinh 3.0.6.

1 Mo jon sindmanagers 2012 Istaller

@ Ir redjet MindManager 2012

Pl sckect & s by

(5 St andard

h. & progr om Fstures wil b intaliod,
Ercommereiod fer mosk LRArS.

CCustom

Cheaaes which progrsm Features you vant ingtalied and wherg they
[ vl be rstaled.

(ST v |

Hinh 3.0.6. Chon kiéu Standard dé cai dat phan mém

Bu6c 6. Qui djnh nhdng noi xuét hién biéu tugng tt (Iénh) dé chay phdn mém

Hop thoai Mindjet MindManager 2012 Installer thii nam xuét hién (xem Hinh 3.0.7).
Ta can xac nhan cho phép hay khéng su xuét hién biéu tuong tat (cho phép nhay kép
chuot vao chang dé chay phan mém) & mot s6 vi tri nhu menu Start, man hinh nén
(Desktop), thanh cong cu nhanh (Quick Launch Toolbar). Mac dinh la tat ca nhiing
noi nay déu sé coé biéu tuong tat. Co thé dong ¥ voi tat ca cac mac dinh nay va chon
Install dé€ chinh thic cai dat phan mém véi tat cé cac thong s6é da dugc xac nhan tu
budc nay trd vé trude.

. neljen MindMapague 2012 lytallag

@ I'.. -'-::||.|.'I -":|I'l|'-‘-'|.1=l.H'd 02

Chak Instl ba besgin the invt allation,

I e WS e vt (3 e iy of oo ieatalation setEnge, chek Back,
ek, w1y fnik Rl vzl

[Flicreate shortout omthe Start Mervs,
[Flcreste shorout o the Desitop,
ﬂnuummmmummwmwm.

[ e | mu{}][ Cwxel |

Hinh 3.0.7. Chon nhdng noi xudt hién biéu tugng tat dé chay phan mém
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Bubc 7. Xac nhan hoan tét viéc cai dit phdn mém

Qua trinh cai dat phan mém dién ra nhu trong hop théng béao & Hinh 3.0.8a trong
vai phat hodc nhanh hon. Két thGic cong viéc nay, hop thoai nhu Hinh 3.0.8b xuét
hién, chon Finish dé xac nhan hoan tat viéc cai dat phan mém Mind Manager.

%)

I .:! Mindjel MindManaper 2017 2 Inslalles |.-

Mindjetl MindManager 20012
M Praofessional

ﬁ Mirndjek MirdManages 2002 i being installed. This may Lake serveral mirkes,
Shatus:
oyt duves I
(CCLLTTT 1
| Canel
(a)
I_;.-! Mindjel MindManager 201 2 Inslaller | ¥
mMindjet MindManager Installer Completed
The trestalishickd Wieard has ez pssfuly installed Mindjer
| M | MerdHanager Z0LE. Chik Freshs bo @it the rzand,

Mindjet
MindManager 2012

(b)

Hinh 3.0.8. Quéa trinh cai dat va hoan thanh viéc cai dat phan mém
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3. Cach mé phan mém Mindjet MindManager 2012 Professional

Sau khi cai dat phan mém nhu da huéng dan trén day, ta c6 thé chay thuc hién

phan mém Mind Manager 2012 b&ng moét trong ba cach sau day:

Nhay dup chuot vao biéu tuong Mindjet MindManager 2012 trén man hinh nén

(xem Hinh 3.0.9a).

Chon Iénh Mindjet MindManager 2012 tu khay (ng dung & trén thanh Start, vi

du cach thuc hién trong Hinh 3.0.9b.

Chon 1énh Mindjet MindManager 2012 trong nhoém Mindjet MindManager

2012 chon tu menu Start nhu trong Hinh 3.0.9¢.

Snagit 11 | Mindjet
MindManag
er 2012
uji] \
g

Adobe UniKey

Reader XI

M Snagit 11

@ Mindjet MindManager 2012

14 start g ) E & Mindist MindManager. ., [T Guide to Install Mind ..,

Ly e

8 Intesreel Esploer

otk Frgree

4= Rrmobn AssiEance

& Google Cheome § F) windows Medus Plyper

G icrosoft Dutiod 6 Wirdows Hovie Maker

o e

) Ukralso

.ﬁ Marosoft Office

) Undtey Vistnamass Input Methad

| W] = neroeanft whoard
ES adobse Reader X
& YLC media playe
|| Microsolt Cxoel 2

= 0 shareront
. Nt B moca eefox
2 Bragil 11 T —
W Pt 0 Canwn LEF3I300
Sl raodior Miodrs £ Canun Prinker Lrientalier
@ ~ozilla firefox ) Google Ovore
& Internet Downic ] LAC VIET ntvrons
) WinRep
B8 adnbe fimader 1

fj Ednncdshied e 471 0

) ©Eree Standard

i Bebren

T ‘ideotan

Ol ekt

) Interrat Download Manager
Sl ) Poichangs 3

&ll Programa B

Hinh 3.0.9. Nhiing cach md tng dung Mind Manager 2012.
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3.1 HOAT DONG 1: TRIEN KHAI MOT KE HOACH HANH PONG

3.1Pa: TINH HUONG CU THE

(Mé ta tinh huéng: Hiéu truéng trinh bay ké hoach nam hoc méi)

Trong k& hoach nam hoc mdéi (2013-2014) clia mot trudng THCS & TP Ha Noi, Hiéu
trudng nhan manh truéc hoi dong su pham nha trudng hai van dé I6n cén trién khai va
thuc hién, do la:

- Cé&itao co sd vat chét cua truong;

- Nang cao chét luong boi dudng hoc sinh gidi (HSG), dac biét 1a 4 bd mon mui
nhon Van, Toan, Anh, va Tin hoc.

Do do, noi dung cudc hop gdm 3 phan trinh bay:

- Diém lai nhiing van dé chinh vé tinh hinh thuc hién ké hoach nam hoc truéc
(2012-2013), (20 phat):

- Nhing nhiém vu chinh vé cac mat hoat dong cla nha trudng trong nam hoc
md&i, (45 phut);

- Trinh bay ké hoach cai tao co sd vat chat clia nha trudng va ké hoach trién
khai hoat dong nang cao chat lugng bdi dudng HSG dua trén ¢ tudng “Cau
lac cac bo mén van héa”, (45 phat).

Ngoai ra, phan cudi clia cudc hop sé la phan thao luan dé Iay y kién dé xuéat va
déng gop cla cac thay co trong cudc hop va phat biéu téng két (50 phat). Théi gian
cla toan bo cudc hop, ké ca gidi lao (20 phat) sé dién ra trong vong ba tiéng tu 8:00
dén 11:00.

Noi dung cu thé nhu sau:

1) Tinh hinh thuc hién ké hoach nam hoc truéc (2012-2013)

Viéc danh gia tinh hinh thuc hién ké hoach nam hoc truéc da dugc trinh bay chi
tiét trong budi hop “Téng két két nam hoc 2012-2013” tai hoi ddng su pham cla nha
trudng. Vi thé, trong budi hop ndm hoc méi, Hiéu trudng chi nhac lai mot sé ton tai
chinh can Iuu ¥ va khac phuc trong nam hoc:

- Chi dao chuyén moén: chua cha trong dén bdi dudng HS kha gidi dé tao nén
mong cho cac doi tuyén HSG;

- Gigo duc dao dic HS: chua phat huy dugc méi quan hé véi phu huynh hoc
sinh (PHHS) dé két hop giao duc, theo déi HS 3 nha;

- D6i ngoai: Chua trién khai dugc nhiing hoat dong két nghia véi cac don vi
trén dia ban nhu Bon vi quan doi C25 ctia B6 ndi vu va Phong Cong an Giao
théng quan.

2) Ké hoach nam hoc 2013-2014
- Tha nhat: Céng tac chuyén mén — giao duc van héa cho HS

+ Nhiém vu chuyén moén thudng nién: Pho Hiéu trudng phu trach chuyén
mon va T6 trudng hai t6 Xa hoi va Tu nhién lap ké hoach giang day; ké
hoach trién khai va danh gia.
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Nhiém vu chuyén mén dugc chu trong: Phd Hiéu trudng phu trach chuyén
mon, cac t8 trudng chuy&n mon, gidao vién cht nhiém (GVCN), va tat ca
cac giao vién bd mon chi trong vao cong tac bdi dudng HS kha gidi dé
tao nén mong cho céac doi tuyén HSG. Noi dung nay sé dudc dé cap chi
tiét hon phan thu 3 cdia cudc hop nay.

Thu hai: Gidao duc dao ddc hoc sinh

+

Pho Hiéu trudng phu trach vé cong tac HS chi dao viéc xay dung ké hoach
giao duc dao dlic cho HS dua trén qui ché xU li, khen thudng va ki luat.

Phé Hiéu trudng phu trach cong tac HS chi dao va trién khai ké hoach xac
lap m6i quan hé véi PHHS va cac don vi két nghia trong cong tac giao
duc toan dién cho HS.

Tha ba: Quén Ii CSVC

+

T6 trudng bd phan phan Hanh chinh va Pho Hiéu trudng phu trach CSVC
cla truong lap ké hoach s dung va ndi qui st dung céac trang thiét bj ctia
trudng, ké hoach mua sdm bé sung bao gébm du tra dé trinh 1én Phong
GD&DT.

Hiéu trudng va bé phan Hanh chinh clia trudng sé chiu trach nhiém chinh
vé ké hoach xay dung va cai tao CSVC cua trudng. Noi dung nay sé dugc
dé cap chi tiét & phan 3 clia cudc hop.

Thd tu: Coéng tac quan Ii can bo

+

Hiéu trudng truc tiép chiu trach nhiém vé ndi dung nay véi Phong GD&DT
va UBND Quan vé cong tac quan li can bo, trong doé c6 moét sé ndi dung
nhu: K& hoach nang lucng cho mét sé can bo theo dinh ki (T6 Hanh chinh
cung cép thong tin): 01 thay vé& huu (thay Vi Hung), 01 can bo chuyén
sang trudng khac gan nha hon vi li do stic khde va gia dinh (c6 Tran Tuyét
Khang), nhan thém 02 thay/co bd mon Sinh hoc va Anh van; va ké hoach
xay dung doi ngt ké can.

Hiéu trudng sé cung véi 3 Pho Hiéu trudng gilp viéc phan cong nhan su,
giao vién chl nhiém va phan I6p (Céng bd bang phan cong GVCN va
ba&ng phan céng gidng day cla GV trong nam hoc 2013-2014).

Tha nam: Tai chinh

+

Hiéu trudng truc tiép chiu trach nhiém vé nodi dung tai chinh va cung voi
t6 Hanh chinh, ké toan truéng quéan Ii nguén ngan sach nha nuéc cap va
ngudn thu khac dé dam béo chi tra theo dung qui dinh.

Céc thong tin vé thu chi s& dudc bd phan hanh chinh cong bé 1én bang
tin clia trudng tai sau 2 qui cia ndm hoc.

Tha sau: Boi ngoai

+

Ban doi ngoai cta trudng (Hiéu trudng, Pho Hiéu trudng phu trach chuyén
mon, Phé Hiéu trudng phu trach cong tac HS, cac t6 trudng chuy&n mon,
cac GVCN va bo phan hanh chinh) chiu trach nhiém vé van dé déi ngoai.

Nam hoc 2013-2014 tap trung vao 3 ndi dung chinh: Giao luu hoc hdi cac
trudng; Tham gia két nghia v6i cac don vi bd doi, cong an; va xin tai trg
cho Cau lac b6 cac mon van hoa
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3) Nhiém vu trong tam cita nam hoc 2013-2014

3.1. Xay dyng va cdi tao cd sd vat chét cla trudng

- Lido phai xay dung va cai tao co s vat chat

+

Vé co sé ha tang: Hong nhiéu chd, vi du nhu: Tran nha trong phong hoc
nhiéu chd bi rop, &nh hudng dén tinh mang clia HS va cac thay co giao;
Ban cong 16 16i thép gi, thiéu an toan; CEng trudng qua hep va sat voi
long dudng, khong con phu hop sau khi dudng phé dugc md rong va
nang cap. (Cac thay co khac dong gop thém nhing phat hién méi can
phai slia chiia)

Vé trang thiét bi “phan ctng” ¢ dinh: Nhiéu trang thiét bi da hong can
stia hoac thay mai, vi du nhu Hé théng may tinh trong phong may tinh
c6 nhiéu may hong mot s6 phan nhu CPU, bang mach chinh (mother
board), § cling, hodc man hinh; Thiét bi vé sinh xuéng cap mot sé bj vo,
dac biét 1a bi tAc khong dam béo vé sinh hoc dudng; Thiét bi & phong
thi nghiém nhiéu cai bi hdng ho&c va. (Cac thay cé khac dong gop thém
nhling phat hién moi can phai stia chtia)

- K& hoach xay dung va cai tao co sé vat chat

+

+

Thoi gian xay dung va cdi tao: 2 nam, trong doé uu tién thay thé mua sdm
trang thiét bij truéc.

Phu trach chinh: Ban giam hiéu (BGH), trong d6 Hiéu trudng duyét ké
hoach sUa chiia, cai tao CSVC do Pho Hiéu trudng phu trach CSVC lap
ra; Bo6 phan hanh chinh cung két hop véi BGH vé nhiing véan dé nhu: dé
trinh 1&én Phong GD&DT va UBND Quan vé ké hoach slia chtia, céi tao
CSVC; Tim kiém ngudn tai trg khac; Can déi va diéu tiét chi phi trong
2 nam dua vao cac ngudn thu; Tim kiém va tuyén doi tho vé xay dung
(tham kh&o Cong ty vé sinh moi trudng va Cong ty cay xanh dang trong
hop déng lau dai véi trudng).

Thuan Igi: Bugc su Uing hé ctia UBND Quan va UBND TP Ha Noéi; dudc
su Ging ho cula toan thé hoi dong su pham; dudc su Ging ho clia cac bac
PHHS va nhiing manh thudng quan (cac bo phan vé cong tac déi ngoai
lam t6t viéc nay).

Kho khan: Anh hudng dén gid hoc (tiéng &n, bui bam; ngudn thu khong
kip cac khoan chi, c6 thé xin vay ngan hang va dé xuat v6i Phong GD&DT
va UBND TP.

Cach khac phuc kho khan (cac thay co trong hoi ddng dong gop ¥ kién).

3.2. Nang cao chét lugng bdi dudng HSG

- Tinh hinh béi duéng HSG hién nay: Théng ké ti s6 liéu HSG trong 3 nam
gan day nhéat cho thay s6 lugng va chét lugng HSG gidm manh. Viéc phat
trién cong tac chuyén mon cla nha trudng can phai thay déi sao cho co
hiéu qué hon.

- Bién phép khdc phuc ton tai: Xin phép Phong GD&DT va UBND Quan cho
md cau lac bo (CLB) véi tén goi la “Cau lac bo cac bé mén van hoa”. Phoi




UNG DUNG CONG NGHE THONG TIN
TRONG QUAN LY NHA TRUONG

hop v6i cac trudng ban dé md rong thanh CLB trong pham vi toan Quéan chu
khong riéng clia trusng dé thu hat ngudn kinh phi cho viéc chi trd (GV va chi
dao, phuc vu) theo nguyén tac “L&y nhiéu bu it”, vi du CLB tuyén Toan réat
dong HS (30 em) sé bu cho doi tuyén Tin hoc chi cd 10 em.

Muc dich cla cau lac bo (CLB): Bdi duéng, nang cao kién thic cho mot s6
mon mai nhon: Toan, Van, Anh, va Tin hoc, nhdm tao ngudn cho doi tuyén
HSG va tao co hoi cho cac HS kha va gidi co thé thi dd vao cac 16p chuyén,
trudng chuyén & céap hoc cao hon.

Tai sao lai chon tén goi “Cau lac bé cac b mén van héa”: Phu hop véi qui
dinh vé day thém hoc thém, vi coi day la hinh thic ngoai knéa; Phu hop voi
nguyén vong clia PHHS: Muén con minh ¢6 ¢o hoi dugc hoc & 16p chuyén;
Muén con minh c6 co hoi bdi dudng nang khiéu; Muén con minh co trong
doi tuyén HSG cla truong, clia Quéan va ctia TP; Tranh phai di hoc thém tu
bén ngoai.

Thuan loi: Dugc hoi dong su pham nha trudng déng ¥; Dudc quan tam va
Ung ho clia Phong GD&DT va UBND Quan; dugc phép thu tién PHHS; dudc
phép mai GV gidi & bén ngoai trudng;

Kho khan: Khé mai nhiing GV gidi nhiét tinh cong tac, gilp dé nha truéng; Co
thé kho phéi hop véi trudng ban, vi du nhu sép xép thoi khoa biéu (TKB) sao
cho HS ¢6 thé tap trung thdi gian theo tling mon, ting budi; HS c6 thé khong
thich tham gia; PHHS c¢6 thé chua thay dugc nhiing Ici ich thiét thuc ma ho
mong doi.

Ké hoach thuc hién
+ Phutrach chung: Hiéu truéng
+ Hop mat v6i Phong GD&DT va PHHS: Hiéu trudng va cac lanh doi

+ Lapké hoach phdi két hdp cac trudng: Pho Hiéu trudng phu trach chuyén
mon

+ Phan cong phu trach cac CLB (goi tat la “Lanh doi”): BGH
+ Mgi GV ngoai: BGH va céac lanh doi
+ Theo doi gio day: 1anh doi

+ Thuc hién thu chi bdi dudng GV day, céng tac quan Iy va phuc vu: T8
hanh chinh

+ Tdéng s6 budi ctia méi CLB bd mon: 20 budi va dugc chia thanh 3 dot:
Dot 1 tru6ce khi thi HSG cép trudng (5 budi); trude khi thi HSG cap Quan
(15 bugi): va trudc khi thi HSG cap TP (5 budi).

Céc van dé khac (cac thay co trong hoi ddng déng gop ¥ kién).
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Phu luc 3.1Pb:

So sanh khé nang clia MindManager v6i cac phan mém hé trg trinh chiéu khac

Kha nang MS Word Power Point MindManager

Trinh bay noi dung cua
bai thuyét trinh

Thé hién noi dung phan
cdp theo cac van dé
thuyét trinh

Tam &n di nhiing chd dé
chua gidi thiéu cho dén
khi trinh bay ndi dung do

Dinh kem cac gidi thich
hay ghi chu tém tdt cho
van dé trinh bay

Thé hién mdéi quan hé
gitia mot s6 chu dé bang
cac duong néi

Chua duong lién két md
nhing tép dinh kem hodc
website lién quan

Xudt noi dung bai trinh
bay sang tép co6 dang
khac (Word/PowerPoint)

Dé xudt mot khd nang
khéac co thé so sénh)

Ghi cha: (*) Cot nay danh cho moét phan mém khac véi Word, PowerPoint,
MindManager va da tiing dugc thay/co st dung dé trinh chiéu 8 mot budi thuyét trinh.
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3.1Ta: TAO BAN PO TU DUY TRONG TiNH HUONG 3.1

Buéc 1. M3 ung dung MindManager
Néu MindManager da dugc md thi knong can thuc hién budc nay.

D& md ting dung MindManager, nhay chuét chon 1énh Mindjet MindManager 2012
tt bang chon Start / All Programs/ Mindjet MindManager 2012. Khi d6 man hinh chao
muing clia MindManager c6 thé c6 dang nhu Hinh a3.1.1 dusi day. Ta c6 thé dong hai
cla s6 Getting Started with MindManager 2012 va My Maps.

Cua s6 chinh gitia ctia man hinh chao mung minh hoa moét ban do tu duy phd bién
nhat trong MindManager, c6 ndi dung huéng dan va giéi thiéu nhiing nét khai quat
nh&t cla phan mém MindManager. Ta c6 thé khong can quan tam dén ban dé tu duy
nay hoac s dung luén n6 dé stia cac ndi dung bén trong cac 6 chl dé thanh noi dung
clia minh. Néu mudn lam diéu nay thi nén ghi sang mot tép Mind Map méi bang 1énh
File / Save As.

e p—— S — T ——— - - _
Ry St = fOSTART Chick tha liies " o
T = ity

| B Gatting Started with Mindbanager 2013 i rig io gel stared

Ves = i 7 Bty

Chrarview
Introductior

oL il i ||

=

B
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Boih L Wi

o T ] - 1

Maoping Bawss ol A S
Elring Yoor MaE - |
Croanecing, Yoex Bhay 042 S n hoachiran bac 200 i-i

Collstoras snd Share Your Map Wi
e R s e A wrcnms o Pedine
SEu Tau i Ty

Map Faster ﬁ
Ll hgepe g St e
Lbem Tarieiny -+ i L3 M N 1
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Hinh a3.1.1 Hop thoai Welcome Screen trén Startup
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Bu6c 2: M3 mét tép Mind Map m6i

D& mdé mot tép Mind Map mai, ta nhay chudt chon nat bidu tuong New (Default
Map) trén thanh Quick Access Tool Bar (xem Hinh a3.1.2.). Khi d6, mét man hinh ma&i
dugc md ra véi mot 6 co san cht Central Topic nhu Hinh a3.1.3

) |

EH@ - o @

Mew Blank Map (Chrl+M) Emiend Togen |

Create a new map based on the default
map template.

Hinh a3.1.2. Nhay chon nat New Hinh a3.1.3. Mot tép Mind Map mdi
duoc md ra véi nat Central Topic

Budc 3. Ghi tép Mind Map lén dia va dat cho tép 8 Ian ghi du tién

V6i tép mai, 1an dau tién ghi tép phai dat tén cho tép. D& ghi tép méi va dat tén
cho tép, ta nhay chon nat biéu tuong Save (Ctrl+S) trén thanh Quick Access Tool Bar.
Trén Hinh a3.1.2., do 1a nat biéu tuong thi ba hinh dia mém. Khi do, hop thoai Save As
hién 1én, ta go tu ban phim tén tép trong hdp van ban File Name, vi du tén tép la “Ke
hoach nam hoc 2013-2014.mmap”, xem Hinh a3.1.4.

Save As
Save in: |E}M9Maps v| Q2o
@ & Mindjet. mmap.

@Welcume to MindManager.mmap

Mindjet Connect

by Metwork
Places

* File name: |Ke haoach nam hoc 2013-2014.mmap | Save ]

Favorites

Save as type: | Mindjet Mindkd anager M apsz [*. mmap] w | [ Cancel ]

Hinh a3.1.4. Dat tén tép trong hop File name

Tén thu muc chta tép Mind Map hién thj trong danh sach Save in ctia hop thoai
Save As va tén thu muc mac dinh la My Maps (xem Hinh a3.1.4). Thu muc mdc dinh
My Maps thuc chét la thu muc cudi cung trong ducng dan C:\Documents and Settings\
XXX\My Documents\My Maps, trong do XXX |a tén ngudi dung hé diéu hanh Windows
clia may tinh dang st dung. Néu dong y ghi tép “Ke hoach nam hoc 2013-2014.
mmap” vao thu muc My Maps nay, ta nhay chon nat Iénh Save trén hop thoai va hoan
tat viec ghi tép va dat tén tép.
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Néu mudn qui dinh lai thu muc chia tép Mind Map, ta nhay chudt vao danh sach
Save in dé md ra mot danh sach & dia va thu muc can lua chon dé ghi tép (xem Hinh
a3.1.5.).

Savain | £ My M = Q3

Tacttog
@ ) My Dooumenty
7 I My Miaga
Mot Comect | o Wy Comoutm
e Lol D 1T
[I,@f = [IEIENTN
iy Mg s stTUPE [
......... : 3 VDA Do
7, ) i T 15
5 [T —
s 13 My Dotumenic
% My Hielrash. Flaes
i Uniaed Daikhog Shontcuts

* Fibn rumeem K hoschmam hos 2013 20 Semap | [ Sawe
Sove e | Wit Hblaruige Mogs " sersl # [ |

Hinh a3.1.5. M danh séach Save in dé chon lai 6 dia, tén thu muc luu tép.

Ché&ng han ta c6 thé chon & dia D, khi dé danh sach cac thu muc cla & dia D hién
len, ta nhay chon tén thu muc nao do, rdi co thé tiép tuc chon thu muc con (néu co)
clia thu muc nay, va cu tiép tuc nhu thé cho dén khi chon dung thu muc can luu trd.
Tén cta mdi thu muc du dinh chon dé luu tép sé hién 1én & danh sach Save in. Cudi
clng ta nhay chon nat Iénh Save trén hop thoai va hoan tat viéc ghi tép va dat tén tép.

Cha y 1: Trong qua trinh tao ban dd tu duy va khi két thic tao ban db tu duy ta phai
thudng xuyén ghi tép.

Buéc 4. Nhdp noi dung cho 6 chii dé trung tam (Central Topic) va dinh dang, mo ta
cho cho 6 chi dé nay

Buéc 4a. Nhap néi dung vén ban cho 6 chd dé trung tam

Dé& nhap van ban vao 6 chii dé trung tam (Central Topic), ta chon 6 nay (xem Hinh
a3.1.6) hodc danh dau khéi van ban (xem Hinh a3.1.6b), rdi go ti ban phim noi dung
clia n6 (xem Hinh a3.1.6¢), nhap xong, nhan phim Enter, ta thu dugc két qua nhu Hinh
a3.1.6d.

Hinh a3.1.6. Chon dé nhap van ban vao mét 6 chi dé
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Cach chuyén sang ché dé hién thi tiéng Viét

Dau ké vién mau dé duéi dong van ban cho thdy MindManager dang & ché do
hién thi tiéng Anh, do d6 n6 bao 16i khi nhap tiéng Viét. D& chuyén sang ché do hién
thi tiéng Viét, ta nhay chudt chon menu Review, rdi nhay chon nat biéu tuong Set
Language trong nhém Proofing (xem Hinh a.3.1.7a) dé md ra hop thoai Language nhu
Hinh a3.1.7b. Trong hdp thoai nay, ta cudn tim dén dong Vietnamese thi chon no roi
nhay chuot vao nat Default (sau dé 1a nhay chon Yes) va cudi cung nhay nat 1énh OK
dé hoan tat viéc qui dinh ngon ngi tiéng Viét.

@0-2H@ 0o [ p— X
m Home [nsert Design Review Yiew Select the language For this document:
Serbian (Cyrillic) A
ABE 7 AutoCorrect Options #JRemove ~ Simplified Chinese D
Slovak
& Set Language @] Previous Slavenian
Spelling Mew Spanish (Castalian) [Dict.]
ﬁ Map Stats Comment '@] Next spanish (Mexican) [Dict.]
. Swedish [Dict.]
Proofing Comments Fa Thai
Traditional Chinese = ‘
Set Language Turkish —
o
Sef the language used to check spelling, M_
guag P g The speller auton‘}%gically uses the dictionaries of
the selected lanquage, if available.
(a)
Disable Spelling
[J1n Teuxt of selected topics
[J1n Mates of selected topics
[ Default... ] L Ok, J [ Cancel J

(b)
Hinh a3.1.7. Chon ngén nga hién thj trong ban dé tu duy

Budéc 4b. Binh dang phéng chii cho 6 chid dé trung tam

D& dinh dang phéng chii cho 6 chii dé trung tam, truéc hét ta chon 6 chli dé trung
tam, réi chon menu Home, sau do ta cé thé qui dinh nhiing thudc tinh dinh dang sau
day tt nhém Font (xem Hinh a3.1.8):

- kiéu phong cht tu danh sach font,
- kich thuéc phéng tu danh sach size,

- kiéu phong dam (chon nat B), nghiéng (chon nat 1), gach chan (chon nat U),
hay gach ngang (chon ntt ABC),

- mau phoéng tu danh sach Font Color,
- canlé tréi, gitia, hay phai ti danh sach Alignment.

Times New Roman - 16 '_ A A Xﬁy dl,l’llg ké’ hoach
| £ U AR = | B nim hoc 2013-2014
Font fa
(a) (b)

Hinh a3.1.8. Binh dang cho 6 chd dé tu nhoém Font
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Budc 4c. Pinh dang 6 chi dé trung tam: chon hinh dang 6, t6 mau cho nén va dudng

vién

Dé& chon hinh dang cho 6 chl dé trung tam, tru6c hét ta chon 6 chii dé trung tam,
réi chon menu Design, sau d6 trong nhém Object Format, ta md danh sach Topic
Shape (xem Hinh a3.1.9) dé chon mot hinh dang cho nao dé. Ngoai ra, cac danh sach
Fill Color va Line Color & bén phai tuong (ing s& cho phép td mau nén cla 6 va tdé mau
clia dusng vién xung quanh 6. Hinh a3.1.9b 1a mot két qué chon dinh dang 6.

Design Reviewr View Help

DI:I Iﬁ EI & / z =5 Growth ~
— ] ~ e m— == Topi Lines ~ ‘ Xay dung ké hoach
Tssigclgv sTt?E:Ic- s;:::::- Culi::lllr - c.ﬁiﬂf- o = Align Image ~ R
bject Format e
Topic Shape (b)

Change the shape of the topic, such as
oval, rectangle, ar hexagon,

(@)

Hinh a3.1.9. Binh cho 6 chd dé to nhoém Object Format

Budéc 4d. Chen mét hinh dnh vao 6 chd dé trung tam
- Tru6c hét ta dat con trd soan thao tai vi tri can chén trong 6 chi dé,

- Chon menu Insert, réi trong nhom Topic Elements, md danh sach Image (xem
Hinh a3.1.10),

- Tu day ta c6 thé chon moét trong hai muc sau:
+ Insert Image From File... dé chon hinh &nh ti mot tép c6 trén dia.

+ Insert Image From Labrary... d& chon mot hinh &nh tu thu vién hinh anh c6
san clia MindManager.

Insert | Design Reviewr Yiewr Help

2 H® e | Dluad® =
o
wary | Ikons  Tags Hyperlink Attachment Motes Image | Label Alert Date 8
r - -* - - -* - - 'rlmev | @EH
Markers ™ Topic B [nsert Image From File...
Insert Image FmI‘T Library...
£

Hinh a3.1.10. Lua chon hinh dnh tu tép trén dia hay tu thu vién hinh dnh c6 san
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Néu ta chon dong Insert Image From Library... thi hop Library Images xuét hién
bén phai man hinh dé ta chon mét hinh &nh cu thé trong mét thu muc nao do tu danh
sach Images. Vi du, nhu & Hinh a3.1.9, trong hop Libarary Images, néu ta chon nhom
XP Style Images, chon hinh 14 c& trong ving Add Image... bén duéi thi sé& thu dugc két
qué nhu Hinh a3.1.11.

Cha y 2: Cach nhap van ban, dinh dang phéng va dinh dang cho cac 6 cha dé 1a
nhu nhau.

Céc thao tac nhap van ban va dinh dang, moé tad cho mot 6 chii dé bét ki déu thuc
hién tuong tu nhu déi véi 6 chl dé trung tam trén day, nghia la:

- Nhap ndéi dung van ban dudgc thuc hién tuong tu nhu budc 4a

- Dinh dang phong cho 6 cht dé dugc thuc hién tuong tu nhu budc 4b

- Dinh dang 6 chli dé dudc thuc hién tuong tu nhu budc 4c

- Chén mot hinh &nh chén vao 6 chi dé dugc thuc hién tuong tu nhu budc 4d

Library - Images X

| Enter image keyward v | Search

=2 Images

'ﬁ Favorites

# 3 My Pictures
1 Business
3 Calendar
Ca Deparkments
3 Documents
[ Industries
3 People
3 Places
Ca Projects
3 symbals

Add Image...

[[E3

09«

!/Isu!mg Q/l smolg mJu:ueas s,l Aeiqry .,Id dey l‘ﬂll nosay njq ysey @Jaumw l_g’lw Fm] @J

T § @

L
3
l

Icons

Images

)]

Hinh a3.1.11. Chen hinh dnh la co tu thu muc XP Style Images vao 6 chi dé
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Bgdc 5. Thém céc chd dé chinh ti chd dé trung tam va djnh dang, mo t cho cac chd
dé nay.

D& thém mot chi dé chinh (Main Topic) ti cht dé trung tam (Central Topic), ta
chon chli dé trung tam réi nhay chon nat 1énh Sub Topic trong nhom Insert clia menu
Home (xem Hinh a3.1.12a.).

WIO-EE & - - s
m Home Insert Design Review Yiew
ok I:EI % %Parent % [i_] A
B

[ Floating N
Paste Mew Me Hyperlink
- Torics 3uhh;'& CJ callout - Ir
Clipboard Add Topics Topic Ele
Insert Subtopic dnsert)
Ihsert a child of the selected fopic,

(@

Trong tinh huéng dang xét, tt 6 chd dé trung tam “Xay dung ké hoach nam hoc
2013-2014", ta sé& thém vao 4 6 chl dé chinh 1a “Tom t&t tdn tai clia ndm hoc truéc”,
“Ké hoach nam hoc 2013-2014”, “Nhiém vu trong tam cta nam hoc 2013” va “Cac ¢
kién dong gop”. Dua vao cha y 2 trén day, ta c6 thé nhap noi dung cho 4 6 chl dé
chinh, sau dé dinh dang va mé ta lai cho tling 6 ch dé nay dé thu duoc két qua nhu
Hinh a3.1.12b.

Toém tat ton tai cua
nam hoc trwéc

-

Ké hoach nam
hoc 2013-2014

Nhiém vu
trong tam cua

=

nam hoc 2013

Cac y kién dong gop }

(b)

Hinh a3.1.12. Thém 4 6 chud dé chinh, nhap ndi dung, dinh dang, va mo td cho ting 6
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Bué6c 6. Thém céc chu dé con cho cac chd dé chinh va dinh dang, mé t4 cho chdng

Viéc thém céac chi dé con cho tiing chd dé chinh hoan toan tuong tu nhu viéc
thém cac chi dé chinh ti chi dé trung tam. Theo cha ¢ 2, ta c6 thé nhap ndi dung va
dinh dang, mo t& cho cac 6 chi dé con, ti do dan dan tao ra mét cay cac chd dé nhu
Hinh a3.1.13 duéi day.

-
[} Chi dao chuyén mén
’ o e tnede 2~ B Gido dyc dao ditc HS
1 B6i ngoai
I3 Cong tac chuyén mon
El Gido duc dao dic HS
@ Ké hoach nam U Quanli CSVC
iy -
hoc 2013-2014 1 Cong tic QLCB
B Tai chinh
I Déi ngoai {
Li do phai XD @ V& co s6 ha tAng
@ va cai tao = .
® @ Ve trang thiet b
Xay dung va £ R
RN - Ké hoach xay
! cai tao CSVC ™ dyng va caiteo |
Nhiém vu Tinh hinh bdi dwéng HSG hién nay
:gr';ght::llzgl:g {T Bién phap khac phuc ton tai
—1 = Muyc dich ctia CLB
Y tuong Cau lac o e —
Fb@ cac bdo mon . Tai sao chon tén goi nhu vay
van hoa Thuan loi
Kho khan
Ké hoach thyc hién
O~
€ X 3 >

Hinh a3.1.13. Mot cdy chd dé tuong doéi day dud cho ké hoach nam hoc mdi

D& danh chi muc 1, 2, 3,... cho nhém chd dé con, ta lan Iuot nhay chudt vao dau
dong van ban trong ting hop chi dé con, réi nhay chon danh sach Priority trong nhom
Tasks clia menu Home (xem Hinh a3.1.14).

Priornity [Progress Resources Task ‘Bl-
- - - Info
([ Priority 1 Chil+Shift+1 |
] E Priority Ctrl+Shift+2 |
Priulitf& Chrl+Shift+3
= Priority 4 Ctrl+Shift+4
B Prriority 5 Ctrl+Shift+5

Remove

Hinh a3.1.14. Chon chi muc cho chd dé
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Buéc 7. Chén thém céc ghi chd/chd thich cho mét 6 chd dé

Dé chén chd thich cho mot chli dé ta thuc hién nhu sau

Chon 6 chu dé;

Md& danh sach Notes trong nhém Topic Elements clia menu Home (xem Hinh
a3.1.15), réi chon Vertical hozc Horizoltal tuy theo ta muén dat chi thich cho
6 chii dé & cot bén phai ban do hodc & hang bén duéi ban dé. Thong thudng

ta chon Vertical;

Biéu tuong sé& xuat hién bén canh 6 chl dé, dong thoi clia s6 Topic Notes

clng xuat hién bén canh;

Trong cla s6 Topic Notes, ta nhap noi dung cha thich cho cht dé gén voi
né. Tai day mot s6 cong cu don gidn trong soan thdo c6 thé dugc s dung,
nhu dinh dang van ban, danh sé thd ty dong, danh chi muc, va chén hinh
anh. Hinh a3.1.16 minh hoa chu thich dugc nhap cho chi dé “Cong tac

chuyén moén”.

Home | [nsert Design Review Yiew Help

o

[D.

7

oard

[EII % T Parent

[ Floating

Topic ~ Suhtuplc Q Callout

Mewr

Add Topics

[g Attachment -

| Motes 1
Hyperlink by
v E] Yertical

Top Horizontal

Hinh a3.1.15. Chon danh sach Notes dé nhap chd thich cho mét 6 chd dé

I I Cong tac chuyén mén |t

EEIEC

1 Giao duc dao dic HS
1 Quan li CSVC

4] C(")I':g tac QLCB

B Tai chinh

a péi ngoai F

® Nhiém vu chuyén mén thuong
nién: Hiéu phd phu trach chuyén
mén va Té truong hai td X3 hoi
va Ty nhién lap ké hoach giang
day; k& hoach trién khai va danh
gia.

e Nhiém vu chuyén mén dugc chu
trong: Hiéu pho chuyén moén, cac
t truéng chuyén mén, gido vién
cht nhiém (GVCN), va tét ca cac
giao vién by mén cht trong vao
cOng tac bdi dudng HS kha gioi
dé tao nén méng cho cac doi

Hinh a3.1.16. Minh hoa chd thich cho mét chd dé
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Buéc 8. Nhém mot cum chu dé bdng mot khung bao

Doi khi can gop mot s6 chi dé lai voi nhau thanh mot nhom dé bé sung cho nhom
nay mot cha thich ngay canh (callout) hodc dé mo td mot quan hé (relationship) gitia
nhom do véi cac chii dé hay nhém khac. Hinh a3.1.17. dudi day minh hoa cay chi dé
v6i gbc “Tom tat nam hoc truéc” tao thanh mot nhom, dude chd thich ngay canh, va
n6 ¢6 quan hé véi chll dé “Ké hoach nam hoc 2013-2014”.

Chi dao chuyén mén (71
Da duoc gioi thiéu chi tiét trong

= Tom tat ton tai caa | _ Gido duc dao diec HS it cudc hop cudi nam hoc trudc

nam hoc trwéc
“1 Pbi ngoai -

: E Cong tac chuyén mon [ +
% Gi4o duc dao dtc HS 11+

@ Ké hoach nam  |_| _,.E Qlié}n 1i CSVC +
hoc 2013-2014 /,/ 2 Cong tac QLCB i +

-

Hinh a3.1.17. Minh hoa viéc nhém chd va biéu thi méi quan hé
clda nhém déi véi mot chd dé khac

D& chén khung bao cho mét nhém chd dé, ta chon Ian Iugt nhay chuét chon cac
cht dé trong nhom trong khi nhan va giti nguyén phim Ctrl, sau dé trong ving Object
clia menu Insert ta chon loai khung bao cho nhém nay tu danh sach Boundary (xem
Hinh a3.1.18). Ta goi nhém nay la nhém “Tom tat ton tai clia nam hoc truée”.

m Home [nsert l Design Review Yiew He
S T e |

Relationship Buundar1r| Irons  Tags | Hyperlink Attachment M

Objed

= = = =
= = == == ==
= = = =

Delete Boundary

Format Boundary...

Hinh a3.1.18. Chon mot kiéu khung bao cho moét nhém chi dé
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Buéc 9. Tao cha thich ngay canh (callout) va thiét IAp m6i quan hé (Relationship) gida
céc chid dé/nh6m chu dé

Dé tao chd thich cho nhém “Tém tat tdn tai clla nam hoc truéc”, truéc hét ta chon
nhom, réi trong ving Add Topics clia menu Home ta nhay chon nat Callout (xem Hinh
a3.1.19), sau dé nhap ndi dung cho cha thich nay.

m Home [misert Design Review Yiewr Help
E ok [E\I % TL Parent ) [l Attachmen
[D =

[ Floating Motes -
Paste Mew Mewr Hyperlink
- F Topic = Subtopic QCEHE - L=l Image -
Clipboard Add Topics Topic Ele ments

Insert Callout Topic (Ctrl+ Shift +Enter)
Add a callout to any topic ar
relationship line in the map.

Jse callouts to bring attention to a
topic.

Hinh a3.1.19. Chon nut Iénh Callout trong nhém Add Topics cda menu Home

Dé& thiét 1ap md&i quan hé td mot chl dé (hay nhém) nay dén mot chl dé (hay
nhom) khac, cu thé & day la td nhom “Tém tét tdn tai clia ndm hoc truéc” dén chii dé
“Ké hoach nam hoc 2013-2014”, ta lam nhu sau:

- Nhay chon danh sach Relationship trong nhém Object cia menu Insert (xem
Hinh a3.1.20);

- Nhay chu6t vao nhém “Tom tat ton tai clia nam hoc truée”;
- Nhay ti€p chudt vao chl dé “Ké hoach nam hoc 2013-2014”.

F
W -Ed®# o0& [

Home nserk Design

S & T

Relatiunsr[:g Boundary

Itons Tags

-

Markers ]

Objects

Insert Relationship
Insert a relationship line bebween Do
topics in the map.

Click this button, then click twao topics in
a row to create the relationship,

Hinh a3.1.20. Chon nat Iénh Realationship trong nhém Object ctia menu Insert
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Khi d6, mot dusng cong mui tén lién nét xuat hién, dugc ndi ti nhém “Tom tét ton
tai clla nam hoc tru6c” dén chl dé “Ké hoach nam hoc 2013-2014". Ta dung chudt
kéo tha cac chdm vang néi cac “thanh dinh vi” dudng quan hé, dé uén dusdng quan hé
nay dén cac vi tri va hinh dang thich hdp (xem Hinh a3.1.21, b).

E Chi dao chuyén mén !

Da duc
HS cuéc hi

:6n tai cia re n
truec E Gido duc dao dirc
L1 Pbingoai 11
[l Cong tac chuyén mon 1 + -h
Bl Gigo duc dao dirc HS 11 +
ch nam = H Qui?ll’l liCSVC 1=
13-2014

' @ Céng tac QLCB |3

(@)

¢

Tom tat ton tai cha

nam hoc trwéc

P

Ké hoach nam
hoc 2013-2014

(b)

R

F

Hinh a3.1.21. Udn cac dudng quan hé nho hai thanh dinh vi

B Chi dao c
B} Gido duc
1 Béi ngoa

B3 Cong tac ch
El Giado cil_lc da
£1 Quan 1i CS\

Pail Cf;ng tac QI

Dé dinh dang cho dudng quan hé c6 nét dut quang, nhdm phan biét v6i cac
duong lien két gitia cac chl dé, ta nhay kép chudt vao dusng quan hé do. Hop thoai
Format Relationship xuét hién, ta s& chon kiéu dudng khong lién nét ti danh sach
Pattern (xem Hinh a3.1.22) va c6 thé lya chon cac qui dinh khac nhu do day mdng,
kiu dang clia dudng quan hé.

Format Relationship

Color:
Weight:
Pattern:

[Jauto adj

Previgw:

]

. Automnatic v

1tapt —

‘(II

LR R R R

Beqgin style:

Line shape:

~A Bezier 4

fhl

X

w

tap Theme vJ

[ ok

J[ Cancel J[ Apply J

Hinh a3.1.22. Ubn cac dudng quan hé nhd hai thanh dinh vi

Lam tuong tu, ta co thé thiét 1ap méi quan hé ti chdi dé “Cong tac chuyén mon”
dén chi dé “Y tudng Cau lac bd cac bd mon van hoa”, va moi quan hé tu chi dé
“Quan li CSVC” dén chl dé “Xay dung va céi tao CSVC’.
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Ban db tu duy thu dugc sau khi thuc hién 9 budc trén day cla dang nhu
Hinh a3.1.23.

-— = [ Chi dao chuyén mén
Tom tit ton tai cua = ba duworc gioi thiéu chi tiét trong
nim hoc trwéc - H Gido duc dao dac HS 1 cudc hop cudi ndm hoc truoe

- 1 Dbi ngoai i

B Cong tac chuyén mén 1 =

. -

& Gido duc dao dac HS 11 +

.

g

& .
@ Ké hoach nam il ) B Quén licsve Ll
hoc 2013-2014 ,)‘ 11 Cong tic QLCB 1 «

" - BATaichinh W+
/ ."'. 14 Déi ngoai =

I’ "\
{ ~ @bl
i “d ’ =
Xdydyngva K& hoach xay
ey cai tao CSVC T dung va cai tao .
Nhiém vu 3 L Tinh hinh bdi dwéng HSG hién nay | |
’ - ) ,
a tr?ng tamcaa - 'x‘\ Bién phap khéc phuc ton tai
nam hoe 2013 A . | Myc dich cia CLB ]
YAm?nghca]{ lac Tai sao chon tén goi nhw vay a
bo cac bo mon =1 -
van hoa Thugn loi
Kho khan

Ké hoach thyc hién 2 d

Hinh a3.1.23. Bai phat biéu cla Hiéu trudng vé xay dung ké hoach ndm hoc mdi
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Phu luc 3.2Pa: TINH HUONG CU THE

(Mé t3a tinh huéng 3.2: Hiéu truéng diéu khién thdo luan)

Hiéu trudng mot trudng THCS & thanh phd Ha Noi quan tam dén mot van dé ducce
thé hién qua cau hdi sau (goi la cau hdi chinh):

C6 nén xem viéc Ung dung Céng nghé théng tin (CNTT) trong tiét day Ia mét tiéu
chi bat buéc (goi Ia tiéu chi CNTT) dé danh gia mét gio day cla GV hay khéng?

Hiéu trudng mudn toan bd hoi ddng su pham cung thdo luan tim cau tra 16i dua
trén nhiing nhan dinh c6 co s3 khoa hoc va c6 tinh thuc té. Dé thuc hién diéu nay, Hiéu
trudng triéu tap mot cudc hop hoi ddng su pham dé trung cau ¥ kién cla tat ca cac
can bo giao vién truéc khi ra quyét dinh cudi cung.

Dé& cac y kién dong gop dién ra tap trung va soi néi, Hiéu truéng chia hoi déng su
pham thanh 5 nhém chuyén mon:
- Nhém TN (Tu nhién), gdbm cac mon nhu Toan hoc, Vat Iy, Sinh hoc, ...

- Nhém TH (Tin hoc), gdm mon Tin hoc va mén Cong nghé c6 day (ng dung
Tin hoc;

- Nhoém NN (Ngoai ngli), gdm 2 mon ngoai ngl cla trudng la Anh Van va Phap
van;
- Nhoém XH (Xa hoi), gdbm cac mon nhu Van hoc, Lich si, Dia Iy, ...;
- Nhom VT (Van thé), gdm cac moén nhu Am nhac, Hoa, Thé duc, ...
M&i nhém thédo luan cung nhau va cl mot dai dién dua ra cac y kién ctia nhém
minh ho&c dua ra cac ¥ kién phan bién nhom khac. Hiéu trudng sé la ngudi truc tiép

thu thap théng tin, phan tich, danh gia, dé cung héi déng phét hién van dé va dua ra
két luan cudi cung.

Tao tién dé cho thao luan

Dé cudc hop dién ra thuan Ii, sau khi néu cau hadi chinh, Hiéu trudng du tinh sé
khdi tao huéng tranh luan qua mot s6 lap luan ban dau nhu sau:

- RO rang, néu viéc ting dung CNTT trong day hoc lam tang hiéu qua cla day
va hoc, thi tiéu chi CNTT can phai dudc coi trong trong mot gic day:;

- Tuy nhién, viéc Ung dung CNTT trong day hoc chf lam tang hiéu qué cla day
va hoc khi thda man cac diéu kién sau day:

+ S0 dung CNTT mot cach thich hop;

+ Co s6 ha tAng CNTT déap (ng dudc nhu cau tng dung CNTT trong day
va hoc; GV ¢c6 phuong tién CNTT riéng cho su chuén bi clia minh d6i voi
cac bai day trén 16p;

+ GV c6 kha nang st dung va khai thac t6t CNTT trong day hoc.
- Nhtng nhan dinh trén day sé ndy sinh cac cau hdi méi nhu:
+ Thé nao la st dung CNTT mot cach thich hop?

+ Co sd ha tang CNTT & muc do (hién dai) nhu thé nao thi dap Ung dugc
nhu cau ng dung CNTT trong day va hoc?
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+ Doihdi vé trinh do va nang luc CNTT d6i v6i GV & mic do nao thi co thé
st dung va khai thac t6t CNTT trong day hoc?

TU nhiing cau hai trén, dan dén nhiing van dé can dudc tim hiéu, phan tich,
danh gia, va dé xuat y kién:
+ Thuc trang cd sé ha tang cua nha truong (thuan Igi la gi? kho khan la gi?

néu co6 kho khan thi co khac phuc duge khong? bien phap khac phuc nhu
thé nao?)

+ Thuc trang nguén luc CNTT (GV) cda nha trudng (thuan Igi la gi? kho
khan la gi? néu co6 kho khan thi co khdc phuc dugc khéng? bién phap
khdc phuc nhu thé nao?)

+ Ung dung CNTT trong gido duc c6 phai la mot yéu cau xa hoi dat ra cho
nha truéng khéng?

Nhiing th&o luan sau trén day c6 thé dan dén mot s6 phuong an tra 16i cho
cau hdi chinh:

+ YES: “tiéu chi CNTT la tiéu chi bat budc dé danh gia gio day”
+ NO: “tiéu chi CNTT khong la tieu chi bat budéc dé danh gia gic day”

+ YES and NO: “tiéu chi CNTT tuy khong la tiéu chi bt budc dé danh
gia gid day, nhung né dugc cong vao diém danh gia theo thang diém
xac dinh.

Hiéu trudng cting du kién trudc rang cé thé cac lap luan nay sé khong dudc dua
ra hét néu nhu trong cudc hop cac nhém da dua ra nhiing nhan dinh sac bén hon,
sém dan dén quyét dinh cudi cung (cau tra 16i cho cau hdi chinh).

Két qué gidi quyét tinh huéng (gia dinh)

Cubc hop da dién ra soi néi. Tuy Hiéu trudng khong trinh bay hét phan lap luan
clia minh, nhung cac nhom cting da dé cap dén nhiing 1ap luan chua dudc néu ra
nay, va déu théng nhat cau tra 16i cho nhiing cau hai lién quan.

Céc dai dién nhém da dua ra nhiéu ¥ kién c6 chét lugng. Cudi cung Hiéu trudng
cung hoi su pham tan thanh ra quyét dinh nhu sau:

Giai doan 1: Kéo dai khoang 4 thang, cho dén khi két thic nam hoc, sé
chon cau tra I6i 1a NO: “tiéu chi CNTT khong 1a tiéu chi bat budc dé danh gia
gis day”.

Giai doan 2: Kéo dai khoadng 4 thang, bat dau ti dau nam hoc méi dén hét
hoc ki |, s& chon cau trd 16i 1a YES and NO: “tiéu chi CNTT tuy khong la tiéu chi
bat budc dé danh gia gio day, nhung n6 dugc cong vao diém danh gia theo
thang diém xac dinh”. Mot bo phan gilp viéc cho Hiéu trudng sé xay dung
bang tiéu chi cting nhu cac déu hiéu dugc thtia nhan gid day la hiéu qua.

Giai doan 3: TuU sau hoc ki | clla nam hoc t6i day trd di, sé chon cau tra 1oi
YES: “tiéu chi CNTT la tiéu chi bat budc dé danh gia gio day’.
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Phu luc 3.2Pb:

So sanh kha nang ctia MindManager véi cac phan mém hé tro trinh chiéu khac
trong diéu khi€én mot cude thao luan

Kha nang MS Word Power Point MindManager

Gidi thiéu chd dé thdo
luan

Thé hién noi dung mot
cach t6éng quét, nhin nhan
van dé dudi nhiéu géc do
Tao hung khdi, kich thich
xudt hién cac y tudng mdi,
dinh hudng tranh luan

Cac y tudng xudt hién
dugc ghi nhanh vao trong
mot hé théng da t6 chic

Thé hién moéi quan hé
gitia mot s6 chd dé bang
cac duong néi

Nhanh chong cau trac lai
cac chud dé, gép mot sé
chd dé thanh cac nhém
riéng biét dé phan tich
Thé hién & dang so do két
qué cua cudc thdo luan
(gbm ca cac y kién tranh
luan)

Dé xuat mot kha nang
khac c6 thé so sanh)

Ghi chd: (*) Cot nay danh cho moét phan mém khac véi Word, PowerPoint, MindManager
va da tiing dugc thay/co st dung dé trinh chiéu 8 mot budi thuyét trinh.
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Phu luc 3.2Ta

TAO BAN PO TU DUY CHO TiNH HUONG 3.2

Bué6c 1. M3 dng dung MindManager va tao mét tép bén dé tu duy méi

- Cach mé ting dung MindManager va mé mot tép Mind Map méi thuc hién nhu
buéc 1 va buéc 2 cla Bai thuc hanh sé 1.

- Ta dat tén tép Mind Map la “Tieu chi CNTT trong danh gia gié day cla
GV.mmap” va luu ¥ ghi nhé thu muc chia tép nay.

Bu6c 2. Tao ban dé tu duy néu chd dé thdo luan cda cudc hop va dé xudt mot vai y
tudng dinh huéng cho thdo luan

Viéc tao ban do tu duy nay giéng nhu viéc tao ban dé tu duy hoi hop da ducc
hudng dan chi tiét trong budc 4 va budc 5 clia bai thuc hanh s6 1, bao gdbm céac thao
tac sau day:

a) Nhap noéi dung cho cac chl dé va dinh dang phong chi;
b) BDinh dang va mo t& cho cac 6 chi dé;

¢) Thém vao cac chl dé chinh ti chl dé trung tam, thém vao cac chl dé con
cho cac chli dé chinh hoac cho cac chii dé bat ki. Sau db nhap nodi dung va
dinh dang, mo t& nhu budc a) va budc b) trén day.

Bu6c 3. Tao mot chu dé trung tAm méi dé bat dau thu thap y kién cua cdc nhém lam
viéc theo phuong phédp déng nédo

Thuc chat & budc nay 1a tao motban dé tu duy méitrong ciing mét tép MindManager
chta bén dé tu duy da tao & budc 2. Mudn vay, ta phai tao ra mot 6 cht dé tu do,
khong gén két véi béat ki mot 6 chd dé nao trong ban dd tu duy da co.

Dé& tao moét 6 chl dé tu do, ta nhay chudt chon nat bidu tuong Insert Float Topic
trong nhom Add Topic clia menu Home (xem Hinh a3.2.1a), rdi nhay chudt vao mét vi
tri tréng trén man hinh MindManager, noi ma ta muén bat dau mot chi dé trung tam
méi. Két qué clia thao tac nay la ta tao dugc mot 6 chii dé méi co ndi dung Floating
Topic nhu Hinh a3.2.1b. Hién nhién ta s& nhap nodi dung cho 6 nay la “Qua trinh va Két
qué lam viéc clia cac nhém”. Ta goi 6 nay la 6 chd dé trung tam (mabi).

Bé&t dau tai day, coi nhu ngudi Hiéu trudng yéu cau cac nhom lam viéc dé dé xuat
cac ¥ tudng cho chli dé clia budi thdo luan. Viéc ghi chép cac y tudng mdi va cac
tranh luan sé& dugc dé cap tuong Uing trong buéc 4 va budc 5 sau day.

®h-EFE& 0o Qs
m Horme Ihsert Design Rewiewy Wiewy Help

== of, E % ?:, @ [I]Attachment' Wern
o z

1y = Motes - A
Paste ey [ et Hypetlink
- Topic subtopic Q - [== 1mage - A
Clipboard Add Topics Topic Elements

[ Floating Topic }

Insert Floating Topic

Insert a topicthat is not connected to (b)
any other topic,

(a)

Hinh a3.2.1. Tao chu dé trung tam dé bat dau qua trinh déng ndo
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Bu6c 4. Thém cé4c chu dé biéu thj nhang y tudng méi bdng cong cy BrainStorm
Gia st trong cudc hop, dai dién cac nhom da phat biéu cac y kién sau day:

- Nhom thi nhat phat biéu réng viéc qui dinh tiéu chi CNTT trd thanh mot danh
gia bat budc trong gid day cla GV chéc chédn sé& c6 nhiing kho khan nhat
dinh, vi du nhu thuc trang co s ha tang cla trudng con chua tot.

- Nhoém thd hai b8 sung cho nhém thi nhat dua thém vi du, dé la trinh do CNTT
clia GV con chua déng déu.

- Nhom thi ba cho rang, bén canh nhiing khé khan nhu hai nhom trén da néu
thi viéc qui dinh tiéu chi CNTT 1a mot tiéu chi bat budc trong danh gia gid day
clia GV cling ¢6 nhiing thuan Ioi nhat dinh, vi du nhu doi ngt GV tin hoc c6 thé
gilp cac GV khac.

- Nhom tha tu bé sung cho nhém thi ba thém hai vi du nia, dé 1a viéc ing dung
CNTT trong day hoc dugc su hd trg clia Phong GD&DT, ngoai ra con dugce
PHHS va xa hoi ting ho.

Céc ¥ tudng trén day c6 thé dudc Hiéu trudng sé ghi lai bAng cong cu Brainstorm
va thu dugc két qué nhu Hinh a3.2.2. Thao tac thuc hién viéc ghi lai nhiing ¥ tudng méi
nay sé duoc trinh bay tu cac budc 4.1 dén 4.5 dudi day.

Thye trang co s&
ha ting CNTT
cua trwdng con
« Chua tot

Iﬁg,rfg' Kho Trinh d6 CNTT
khan (Néu S, cta GV con chua
. YES) . dong déu =
P Boi ngld GV tin
Qua trinh hoc co thé gidp
va Ket qua . cac GV khac
|aj‘n viec Puwoc sy ing hd
cua cac Ton tai AhGing COaAPGD va
nhom { thuan loi nhat |<—> ¥ Quén
. dinh (Néu Yes) Puoc sw ing ho
cua PHHS va cla
. xa hoi

Hinh a3.2.2. Két qud tao céac 6 chid dé biéu thi y tudng mdéi bdng céng cu Brainstorm.

TU chd dé trung tam, dé tao ra 2 6 chl dé chinh “Tén tai nhdng khé khan (néu
YES)"va “Ton tai nhdng thuan loi nhdt dinh (néu YES)”, ta lam cac budc sau day:

- Budc 4.1: Chon 6 chl dé trung tam can thém céac 6 chi dé biéu thi nhing y

tudng mai, rdi mé danh sach Brainstorm va chon dong Enter Ideas (xem Hinh
a3.2.3a), lam xuét hién hop thoai Brainstorm - Ideas (xem Hinh a3.2.3b).
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— ré Brainstorm - Ideas %]
@ = L@

Idea

Brainstarm | Marker Share
- Index~ | | |

| @ Brainstorm Makes {optional)

Enter Challenges

Enter [deas

Inspiration Cards Add to map
(a) (b)

Hinh a3.2.3. Chon céng cu Brainstorm dé thém chid dé mdi biéu thi y tudng mdi

Budc 4.2: Trong hop van ban Idea nhap néi dung clia mét y tudng mdi cho
mot 6 chl dé con can thém vao. V6i 6 ch dé con thi nhét, ndi dung do l1a
“Ton tai nhdng khoé khan (néu YES)”.

Buéc 4.3: Trong hop van ban Notes (Optional) ta c6 thé nhap vao gidi thich ré
hon cho ¥ tudng méi via dugc ghi & hop Idea. Co & trong trudng hop ¥ tudng
moi v& mat cau chii khong cé gi kho hiéu, nén ta khéng can ghi thém diéu gi
vao hop nay.

Budc 4.4: Nhay chon nat 1énh Add to map va quay tré lai Budc 2 néu ta mudn
nhap noi dung clia y tudng mdi ti€p theo cho mét 6 chli dé con tiép theo can
thém vao. V6i 6 chl dé con tha hai, nodi dung dé la “Toén tai nhing thuan loi
nhét dinh (néu YES)".

Buéc 4.5: Nhay chon nat Close dé két thuc viéc thém cac 6 chld dé con biéu
thi cac y tuéng mdi.

B&ng cach sl dung céng cu Brainstorm theo 5 buéc trén day ta sé thu dugc két
qué c6 dang nhu Hinh a3.2.4.

Tdn tai

nhirng kho

khan (Néu

' YES)
Q‘ua E"nh . Tén tai nhitng
va Ket qua thuan lgi nhat }@
lam viéc " dinh (N&u Yes)
cua cac CNTT phyc vy
nhém quaé trinh kiém
o . tra danh gia

Khéng lién quan dén dy gi¢ bai day trén I&p

Hinh a3.2.4. Két qud thém cac 6 chi dé biéu thi cac y tudng madi
bang céng cu Brainstorm
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Bu6c 5. Thém céc chii dé biéu thj céc tranh luén bdng céng cu BrainStorm

Gia st co mot s6 nhom khong nhét tri véi nhau vé § kién cho rang “Viéc su dung
CNTT trong day hoc la co HAN CHE”.

- Nhoém tan thanh § kién nay 1ay vi du la khi day hoc trong mot phong may tinh,
HS sé& chi tap trung vao man hinh, do do rat kné quan Iy 16p hoc. Nhém khac
bd sung thém mot vi du la khi st dung nhiéu higu Gng dong trong bai giang
trinh chiéu sé lam cho HS bj phan tan va khong chi y dugc vao ndi dung chinh
cla bai hoc.

- Cac nhom khong tan thanh y kién “Viéc st dung CNTT trong day hoc la co
HAN CHE” thi phan bién rang: khi day trén phong may tinh thi phai thay déi
cach quan Iy 16p hoc; con khi st dung bai trinh chiéu thi phai han ché céac
hiéu Gng dong va st dung mét cach thich hdp. Nhu vay viéc sd dung CNTT
khong thich hop sé& gay anh hudng ngudc lai v6i nhiing UU DIEM ma CNTT
mang lai, chi ban than CNTT khong c6 han ché. Cang giéng nhu ban chét
thuéc b6 thi khong gay hai cho stc khde, nhung néu dung qué nhiéu thi lai
c6 tac dung ngugc, khac véi thude khang sinh ban than no viia co Igi viia co
hai cho stc khde.

V6i nhiing thé&o luan trén day, ta c6 thé coi § kién “Su dung CNTT trong day hoc la
co6 HAN CHE”1a mot tranh luan.

Mot ¥ kién cling dugc xem la mot tranh luan néu nd la mot van dé dugc tat ca cac
nhom thiia nhan nhung chua tim duge ngay cach gidi quyét. Vi du, tat ca cac nhom déu
nhét tri v6i § ki€n chung la: Néu coi tiéu chi CNTT la moét tiéu chi b&t budc trong danh
giéa gio day, thi can phai cu thé héa nhiing tiéu chudn, dau hiéu dé co thé “do ducc”
mc do st dung CNTT trong gid day. Tuy nhién cac nhém déu chua cé cau tra 16i day
du, ré rang cho van dé via néu. Vay y kién chung cho rang can “Nhing dau hiéu va
tiéu chudn dé déanh gia tiéu chi CNTT” la mot tranh luan.

Ta c6 thé thém vao cac 6 chl dé con biéu thi cac tranh luan, va sau dé thém vao
cac ghi cht (Notes) hoac chd thich ngay canh (Callout) dé ghi lai cac vi du, nhan xét
clia cac nhom vé tranh luan do. Truéc hét, ta nén thém vao 6 chi dé trung tam mot 6
chli dé chinh véi noi dung “Cung thdo luan”, réi sau do tién hanh thém vao 6 “Cung
th&o luan” cac 6 chl dé con biéu thi cac tranh luan. Sau day la cac budc dé thém cac
6 chl dé tranh luan:

Brainstarm = Challseoyges
'E;ulnu;;w Predefined Chalengen
[
Brainstorm | Marker Share Challers
| Ernier chalerge ke
| & Brainstorm Mutes ol
Enter Challenges
EnterIdeas
Inspiration Cards [ Addwme | | Do |
(a) (b)

Hinh a3.2.5. Thém chd dé tranh luan bédng coéng cu Brainstorm
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- Budc 5.1: Chon 6 chd dé “Cung thdo luan” ma ta can thém cac 6 chi dé
con biéu thi cac tranh luan, rdi mé danh sach Brainstorm va chon dong
Enter Challenges (xem Hinh a3.2.5a), lam xuét hién hop thoai Brainstorm -
Challenges (xem Hinh a3.2.5b).

- Budc 5.2: Trong hop van ban Challenge ta nhap noi dung tranh luan. Chéng
han ta sé& nhap vao tranh luan thi nhat 1a “CNTT co tao ra HAN CHE cho viéc
day va hoc khéng?”

- Budc 5.3: Trong hop van béan Notes (Optlonal) néu can ta c6 thé nhap noi
dung glél thich t “HAN CHE” & day la han ché gay bdi CNTT chi khong phai
la viec st dung CNTT clia ngudi dung c6 han ché.

- Budc 5.4: Nhay nut 1énh Add to map dé thém mot 6 chi dé méi biéu thj tranh
luan viia nhap, va co thé quay vé Budc 2 dé nhap tranh luan tiép theo. Vi du,
ta c6 thé nhap tranh luan thi hai 6 hop Idea la “Nhdng dau hiéu va tiéu chudn
dé danh gia tiu chi CNTT”.

- Budc 5.5:Nhay nut Iénh Close dé két thic viéc thém cac 6 chl dé biéu thi cac

tranh luan.
| Nhiéu cach ly giai khac nhau

St dung CNTT trong day
hoc c6 HAN CHE khéng?

© (Néu YES)
{ 2 nhém déng y J Cung
T thao
Phan mem hoc tap e luan

dang GAME &nh hwéng
@ 2 mat dbi voi HS

Céan thém mot bu0| thao
luan cua GV ‘cét can

)
thng dAu hiéu va tiéu chuan
@ aé ganh gia tiéu chi CNTT

Hinh a3.2.6. Két qua thém cac 6 chu dé biéu thj cac tranh luéan
bang céng cu Brainstorm

Bu6c 6. Thém chd dé biéu thj quyét dinh cubi cong va hoan t4t ban dé tu duy

Sau khi da biéu thj tat ca cac y tudng mdi va cac tranh luan cla cac nhom lam
viéc, Hiéu trudng c6 thé nhan xét va loai bd b6t nhiing 6 chii dé chiia nodi dung khong
trong tam, va nhom cac 6 chl dé chla néi dung lién quan v6i nhau dé dé nhdn manh
va quan sat, tham chi dé xac lap nhiing dudng quan hé gitia cac nhém nay.

Hiéu trudng nén c6 nhiing nhan xét, phan tich toan bé ban dé tu duy, va sau do
cung véi hoi dong su pham dua ra két luan ho&dc quyét dinh cudi cung. Do do can
thém vao 6 chi dé trung tam cla ban dd tu duy mot 6 chi dé chinh biéu thi “quyét
dinh” va céac 6 chli dé con cla 6 chl dé chinh nay dé biéu thi tting noi dung cu thé
clia quyét dinh.
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Phu luc 3.3Pa: TINH HUONG CU THE

(Mé t3 tinh huéng: Hiéu truéng trinh bay mét ké hoach té chic

cho hoc sinh di da ngoai)

Hiéu trudng can thong bao, t6 chiic ké hoach da ngoai “V& ngudn” cho hoc sinh
khéi 9 v6i nhiing ndi dung sau day:

1. Muc dich yéu cau

TG chic hoat dong da ngoai, qua dé giao duc truyén théng uéng nuéc nhé
nguon;

Xay dung va duy tri dé trd thanh hoat dong truyén théng hang nam:;

Yéu cau t6 chiic chat ché, khoa hoc, chuong trinh sinh déng, hap dan, tao
dugc an tuong trong méi hoc sinh;

Dam bao an ninh, an toan.

2. Thei gian

Tién hanh hoat dong trong 2 ngay, dip thang 3 ky niém Thanh lap Doan.

3. Pia diém

Tai Con Son - Chi Linh - Hai Duong

4. Thanh phan

Toan thé hoc sinh khéi 9:

Ban chédp hanh Doan trudng, mét s6 can bo 16p, chi doan khéi 7, 8;
BGH, Giao vién chl nhiém khéi 9, mot s6 can bd gido vién khac;
Dai dién mot s6 cha me hoc sinh cac 16p 9.

5. Cong tac chuan bi

Hop ban t6 chic dé trién khai va phan céng nhiém vu
Thanh lap cac bd phan phu trach cac linh vuc
+ BO phan thiét ké chuong trinh, xay dung kich ban

+ B0 phan chuén bj co s8 vat chat, phuong tién cho toan bo hoat dong da
ngoai (1&u, trai, bién trai, dién thap sang, trang tri...)

Bo phan t6 chic tro choi, giao Iuu, sinh hoat van héa
B6 phan bdo vé, an ninh
Bo phan tién tram

+ 4+ o+ o+

Bo phan phu trach tai chinh, thuc hién cac hgp dong
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Tién hanh t8 chiic thong bao trién khai ké hoach

+ Trinh bay ké hoach.

+ Tiép thu cac ¥ kién bé sung, dé xuét, gop ¥

+ Diéu chinh va chét cac phuong an

Kiém tra ra soat lai toan b6 cong viéc truée khi tién hanh thuc hién

6. Thuc hién ké hoach

Theo d&i, giam sat qua trinh thuc hién;
Uu tién thuc hién cac cong viéc dé ra trong ké hoach;
Nhanh chéng ndm bat nhiing tinh huéng phat sinh;

Linh hoat gidi quyét cac tinh huéng phat sinh trén co sé huéng dén muc dich
yéu cau téng thé cla ké hoach.

7. Két thac hoat déng

Hop téng két rat kinh nghiém:;

Danh gia nhiing két qua dat dugc;

Néu nhiing ton tai, nhiing van dé chua thuc hién dudc;
Tim nguyén nhan cla nhing tén tai;

Ghi nhé nhiing van dé can rat kinh nghiém.
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Phu luc 3.3Pb:

So sanh kha nang ctia MindManager véi cac phan mém hé tro trinh chiéu khac
trong thong bao, lap ké hoach, t8 chiic mot hoat déng

Kha nang MS Word Power Point MindManager

Thé hién céc su kién cla
mot ké hoach & dang
cay dé nguoi hop co thé
nhin téng quéat ké hoach
déng thoi tap trung dugc
vao tuang noi dung nao
ao

Kem theo mbi su kién
cla ké hoach la nhdng
théng tin chi tiét & dang
van ban, hoac XML

Mbi néi dung/ chd dé
lien két dén mot ban
do tu duy trong mot tép
MindManager

Kem theo mbi su kién
cla ké hoach la nhdng
thong tin chi tiét & mot
béng tinh

Kem theo mbi su kién
cla ké hoach la nhdng
théng tin chi tiét dé dé
dang kiém tra viéc thuc
hién

Dé xuat mot kha nang
khac c6 thé so sanh)

Ghi cht: (*) Cot nay danh cho mét phan mém khac véi Word, PowerPoint, MindManager
va da ting dugc thay/co st dung dé trinh chiéu & mot budi thuyét trinh
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Phu luc 3.3Ta
TAO BAN PO TU DUY CHO TiNH HUONG 3.3

Cong viéc Vi du cu thé

1 Céach chon mau cay ké hoach cho | Toan bd ban do
ban do tu duy

2 | Cach gan nhan cho mot ch dé Chén nhan cho 6 chl dé “Hop ban t8
chdc”

3 | Cach chén motlién két dén mottép | Chen lién két cho 6 cha dé: “Bo phan
van ban cho mot chl dé chuén bi CSVC, phuong tién cho toan
b6 hoat dong da ngoai”,

4 | Cach cheén mot trang tinh vao bén | Chen trang tinh bén trong chii dé “Ban
trong mot chti dé chdp hanh doan trudng, mot s6 can
bo 16p, chi doan khéi 7,8”

5 | Cach tao mot chli dé con chita mot | Chén chd dé con chia bang tinh cho
bang tinh Excel chl dé “BGH, Gido vién chl nhiém
khéi 9, mot s6 can bo giao vien khac”

6 | Cach két n6i dén mot tép ban do tu | Két noi vdi tép ban do tu duy “Tai chinh
duy khac va cac hop déng” cho 6 chd dé “Bo
phan phu trach tai chinh, thuc hién cac

hop déng”

1) Cach chon mau cay ké hoach cho ban dé tu duy

Sau khi chén them mot vai chii dé chinh (dé dé nhin két qué thuc hién), ta c6 thé
chuyén ban dé tu duy sang dang cay ké hoach theo mot mau nao dé. Cach thuc hién
nhu sau:

- Chon cht dé trung tam

- Trong menu Design, m& danh sach Map Theme, chon méau Right — Red (xem
Hinh a3.3.2.).

2) Cach gan nhan cho mét chu dé

D& gan nhan cho mot chll dé, ta chi viéc chon chl dé do rdi nhay nut Label trong
menu Insert (xem Hinh a3.3.3a), sau dé nén chon nhan mac dinh trong hép thoai
Label bang cach nhay chon nat Add (xem Hinh a3.3.3b).
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3) Cach chén mét lién két dén mét tép van ban cho mét chu dé

Gia sl ta can cheén lién két cho 6 cht dé: “Bo phan chuédn bi CSVC, phuong tién
cho toan bé hoat déng da ngoai” tép van Word cé tén la “Bo phan CSVC va Phuong
tien cho da ngoai ve nguon.docx”. Khi do, ta thuc hién cac buéc sau day:

Budc 1:  Chon 6 chii dé can tao lién két. Trong vi du nay, dé la 6 chl dé “Bo phan
chuén bi CSVC, phuong tién cho toan bé hoat dong da ngoai”

T chire hoat déng da ngoai dé qua o
gido duc truyén thong udng mee nho
) i

Xay dung va duy tri dé tré thanh hoat
W igng truyén thong hang nam

S Muc dich yéu cau S} R
Yéu cau to chirc chat ché, khoa
hoc, chiong trinh sinh dong, hap
ddn, tao duoc dn twong trong

W moi hoc sinh

W Dim bao an ninh, an toin

ngay, dip thang 3 ky niém Thanh

1ap Doan

Tién hanh hoat déng trong 2
¥ Thoi gian va dja diém (&}

Tai Cén Son - Chi Linh - Hai Dwong ]@

B Toan thé hoc sinh khéi 9

( Ban chép hanh Doan trwong, mot J

T B s6 can b 16p, chi doan khéi 7,8

® Thanhphin B
BGH, Gi4o vién chu nhiém khéi 9,
E) mét sé can bé gido vién khac

) pai dign mot sb cha me hoc sinh céc 16p 9 ]@

Hop ban té chirc [
B4 phan thiét ké chuong trinh,
xay dwng kich ban L}

(. s, bin e, dién thp sing. trang ti.)

KEHOA_CHD'ANGQAIVE o eEEr o so At
5 phan chuln bl co 56 va
NGUON CHO KHOL 9 Céc bo phan chi, phirong tén ho ton b

phu trach cac | |hoat déng da ngoai
B finh vye B phan b chirc trd choi, giao |
Iwu, sinh hoat van héa.. i
R Cong tac chuin bi B
=
B phan phuy trach tai chinh,
thie hign cac hop déng
Trinh bay ké hoach &

) T6 chiec théng bao ké hoach ]@ Tiép thu cac y kién bd sung, dé xuat, gép y &
Diéu chinh va chét cac phwong ane]

<]

—

Kiém tra ra soat trwéc khi thwe hién il

O Knau kidm tra |© Kiém tra trong qua trinh thyc hién [
Kiém tra va théng bao két qua

sau dot da ngoai

{ B Theo dsi giam sat qua trinh thyc hién }[ AN

Uu tién thwe hién cac céng viéc
- dé ra trong ké hoach
¥ Thuwc hién ke hoach

N&m bét cac nguén phat sinh

- . A P\ i Linh hoat giéi quyét cac tinh \
E) X li nhirng vén @& phat sinh huéng phat sinh trén co s& hwong  *
dén muc dich yéu ciu téng thé J

cua ké hoach

{ @ Hop tdng Két dé rat kinh nghiém L -7

{ B Danh gia nhirng két qua da dat dwoc ]E

{ Né&u nhirng tén tai va nhirng van }

= Kétthuc hoat dong 1 & chwa thyc hién dwoc

{ 3 Tim nguyén nhan cua nhirng tén tai ]ﬁ

Ghi nh& nhirng vén @& can rat
B kinh nghiém

Hinh a3.3.1. Minh hoa ban dé tu duy lap ké hoach da ngoai vé ngudn cho khoi 9.
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L (S [ B

Map hap Motes

Nl

[nserk | Design Revieywr Yiewr Help

Align  Topic

cHEG QLT

Topic Fill Line Lii

Theme - |Background Format | Topics = Sktyle - Shape = Color - Color ~

Assign from File...
Modify...
Background...

Motes Format...

Add Map Theme...

_—

Right - Cool Right - Gray
- Ll — ama
ete i = —
- - = -

By . -
i —
— =
Right - Red % Right - Teal

Assign from Template Organizer...

Make Current Map Theme the Default
Reset Current Map The me to Default

e -

Hinh a3.3.2. Chon mau Right — Red cho ban do tu duy
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D [ﬂ é E= spreadshe
: Custom Pr
Hyperlink Attachment MNotes Image Label Alert Date 3

-

- - - Time ~ @ Excel Rant
Topic Elements %

Topic D.

Label (Ctrl+5hift+F5)
Add a label to the topic.

You can wse labeled topics as anchors
wihen exporting to web pages,

(@)

Label %]

Label name:
| 34 MEDAT WE MEUON CHO KHOT 9 |

Exisking labels in this map:
Banh_gid_nhlng_k&t_qua_d&_dat_dum
Bigu_chinh_wa_chdt_cac_phurong_an
Hop_ban_t&_chirc
Tigp_thu_céc_v_kién_bd_sung__ d&_xué
Tini_nguy&n_nhan_cha_nhiing_tSn_tai
Trinh_bdy_ké_hoach

Zancel

(b)

Hinh a3.3.3. Nhay nut Label trong menu Insert dé gan nhan cho chi dé duoc chon

[ﬂ a &dd Attachment

Attachment Motes Image Label Alerl
T% - - - Filz(s):

-

(%) Aktach one or more existing Files

X

Topic Elements | |

7 Add Attachment (Ctrl+Shift+H)
Attach a file to a topic, Mame:

() Create new empty document as attachment

=

Extension:

The attachment is stored inside the |

| mmriap

document and will appear as a clickable

jcon in the topic, D Edit attachment now

You can add several attachments to a
topic,

L Ok, I[ Cancel J

(b)

&mwmrwmﬂimmml

han LAY wa Phuong tien

Lok it [ 0 CPHT T b anater b o che - 1 bewshop b b CHOL (% (3 (8 (@ [
g‘ = ~gtase 3 - e hoach da nona tonve sguan cho ||
! 191017_van-haa_ien-bien-phe jpg
by Mot 00050001019 pdl

|

ﬁ_‘lm; Hary churg ke oL
ke 2 - Thta chi ENTT :

= |Case 2 - Trung cau y wﬁﬂ

hplunﬂﬂtuﬂmu tien cha da ngnal ve nguon.doo
2 Microsnd L Wond Doounment

Hl|Case 3 - Ke hoach da 0 pate Madified: ASRANA 24T AM

Dechiop
§8  |Scdmoniice
S|ENTT Trong QLGE - Tal lew tap huan cha CROL 68
"mﬁ* EJWTTMM'Tih!.JIMmdﬁmE
Crarahy sachy o sinh kbol 9 < Truomg THCS Cvs o
* (effective-projgect -management -using-mind-maps-
B ENG_MPM2012_datasheet_300dpl. pel

|4 *

File: name: |i¢#mﬁﬁv&9h¢gmw#rwiwnrwh E Ingent I

Fleroipe:  |a0Fies[]

o [ toe |

(c)

Hinh a3.3.4. Tao mét lién két dén mot tép tu liéu bén ngoai
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Budc 2:  Nhay chon nut Attachment trong menu Insert (xem Hinh a3.3.4a) (hodc md
danh sach Attachment roi chon Iénh Add Attachment).

Budc 3: Hop thoai Add Attachment hién 1én, ta chon nut Open (xem Hinh a3.3.4b)
dé ma tiép hop thoai Select File.

Budc 4: Trong hop thoai Select File, tim va chon tép can lién két. Trong vi du nay,
dé la tép “Bo phan CSVC va Phuong tien cho da ngoai ve nguon.docx”,
rdi chon nat Insert dé hoan tat viéc chén tép lién két (xem minh hoa Hinh
a3.3.4¢).

4) Cach chén mét trang tinh vao bén trong mét chu dé

Gia sl ta can chén mot bang tinh vao bén trong chi dé “Ban chdp hanh doan
truong, mot sé can bo I6p, chi doan khéi 7, 8” mot trang tinh ghi danh sach can bo
ban chdp hanh doan trudng va mot s6 hoc sinh 1a can bo 16p cta chi doan khéi 7 va
8. Khi do, ta thuc hién cac budc sau day:

Budc 1:  Chon 6 chi dé can cheén trang tinh. Trong vi du nay, do la 6 chd dé “Ban
chéap hanh doan truéng, mot sé can bo I6p, chi doan khoi 7, 8”.

Budc 2: Chon menu Insert, rdi chon nat Spreadsheet (xem Hinh a3.3.5a).

Budc 3: Mot bang tinh tréng hién ra nhu Hinh a3.3.5b, ta nhay kép chudt vao no
dé chuyén sang bang tinh & ché do nhap dugc di liéu nhu Hinh a3.3.5¢
(thuc chat, ltc nay tng dung Excel da dugc lién két va nhing vao trong
MindManager).

é E zﬁadsheet @

om Properties

ﬁ Qutlook It

Image Label Alert Date 8 Map Insert SharePoint
- *  Time~ @ Excel Range Parts Map Ttems~
lements Topic Data Map Data
Spreadsheet k’;’ niém Thanh

Thdai gian va dia di Insert a spreadsheet into a topic,

Edit the spreadsheet by double-clicking
on a cell or right-clicking on the topic's | jnh - Hai Dudng
spreadsheet marker,

I

14
w
0}
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=
™
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T
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Format the spreadsheet and view the
data as a chart,

Ban chap hanh Poan trudng, moét
B sé can bé I8p, chi doan khéi 7,8

-
BGH, Giao vién chd nhiém khdi 9,
[E] mét s6 can bd gido vién khac

(a)




"

T
T
>
z
w
=
=
=]
=
>
Z
>
(@)
m
Py

UNG DUNG CONG NGHE THONG TIN
TRONG QUAN LY NHA TRUONG

Budc 4:

[E Ban chip hanh Poan trudng, mdt sé can bd 16p, chi doan khéi 7,8 =
A B | ¢ | D E F
1
2
3
4
[=] 5
B
7
8
9
10
11
17
(b)

[ Toan thé hoc sinh khéi 9 0

Ban chdp hanh Poan trudng, mot
E s& can bé 18p, chi doan khéi 7,8

Wl Al[E]B-2-A-1=- -8
= A, B C ] ﬁJI
1 |STT Ho tén Chivc vy Vij tri dam nhiém b
= 2 1 Mguyén Thi Hal|Gv “an Bi thu CB GY
3 2 L& Thi Phuong| &Y Sk Phd bi thi CB GY
4 3 Kidu Hai Anh [HS AC Bi thu CBIkKB
5 4 B Kiéu Trang [HS 74 Bi thu CBEIKY
B o
£ il | =
E [ o | [ Cancel ]‘

=] pai dién mét sé cha me hoc sinh caclap9 '+

(c)

Hinh a3.3.5. Minh hoa chén mét trang tinh vao trong mét 6 chd dé

Ta nhap di liéu cho bang tinh nay giéng nhu dang nhap di liéu cho bang
tinh Excel. Nhap xong nhay nat OK dé hoan tat viéc chén bang tinh. Khi
can nhap thém, xéa hay stia déi trong bang tinh nay ta lai nhay kép chuot
vao hinh Bang tinh dé chinh sla.
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5) Cach tao mét chu dé con chiia mét bang tinh Excel

Dé& chén mot chi dé con chiia mot bang tinh Excel, vi du chén chi dé con chia
bang tinh cho cht dé “BGH, Gido vién chid nhiém khdi 9, mot s6 can bo giao vién
khac”, ta thuc hién cac budc sau day:

Budc 1:

Budc 2:

Budc 3:

Budc 4:

Chon 6 chd dé can chén 6 chi dé con chua trang tinh. Trong vi du nay,
do 1a 6 chi dé “BGH, Gigo vién chid nhiém khoi 9, mot s6 can bo giéao
vién khac”

Chon menu Insert, réi chon nut Excel Range trong nhém Topic Data (xem
Hinh a3.3.6a).

Gia sU Ung dung Excel dang déng. Khi do, hop thoai Open hién lén, ta
chon & dia va thu muc chta tép Excel can md, rdi chon, mé tép Excel do
(xem Hinh a3.3.6b).

Tép Excel dugc mé ra, ta chon bang tinh, rdi xac dinh ving bang tinh can
trich chon. O day 1a danh sach gdm BGH va cac GV chd nhiém khéi 9 (xem
Hinh 3.3.6¢). Chon xong va nh&n phim Enter. Co thé can phai tang kich
thudc clia trang tinh dé nhin thay hét cac dong di liéu. Luu ¥ nhé dong tng
dung Excel.

6) Cach két ndi dén mét tép ban dé tu duy khac

Mot chli dé clia ban db tu duy co thé lien quan dén mot ban dd tu duy khac. Vi
du, néu nhu truéc do, ta da co6 mot ban do tu duy quén Ii, dién gidi vé tai chinh va cac
hop déng clia nha trudng, nd dugc luu trong tép “Quan Ii Tai chinh va Cac hop dong.
mmap”. Bay gid, dé chén ban db tu duy trong tép nay la moét nhanh con clia chd
dé “Bo phan phu trach tai chinh, thuc hién cac hop dong”, ta lam cac budc sau day:

Budc 1:

Budc 2:

Budc 3:

Chon 6 chl dé can chén mot ban do tu duy ti mot tép khac. Trong trudng
hop vi du da néu, ta can chon 6 chi dé “Bo phan phu trach tai chinh, thuc
hién cac hop déng’.

Chon menu Insert, trong nhém Map Data, nhay chon nat biéu tuong
Insert Map.

Hop thoai Insert Map hién 1&n, ta chon tép ban doé tu duy can chén, réi nhay
chon nat 1énh Insert. Theo vi du dang xét, ta sé chon tép “Quan i Tai chinh
va Cac hop dong.mmap” (xem Hinh a3.3.7).

I
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Jm‘ Design Review Yiew Help
3 HO e { b &

dary | Icons Tags Hyperlink Attachment Motes Image Label Alert Date &
: - - - - - - - Time =

EH spreadsheet

Custom Properties

@ Excel Range
Topic kxdta

Markers [ Topic Elements

(@)

FIX

lockin: |33 DATA v @-@ XoiE-
Ebrvly Recent | ~%Cac phuong an cho thue san van dong.xlsx
Daocuments ||} ~4DANH SACH HOC SINH GIDI CAC NAM - THCS CVA - Version 2.0.xlsx

@Desktop CASE 4 - DANH GIA CHAT LUONG THI HOC KI MON TOAN KHOI 9 - Yersion 2.0.xlsx
CASE 5 - CAC PHUONG AN CHO THUE SAN YAN DONG.xls

= glgtuments ASE 5 - CAC PHUONG AN CHO THUE SAN VAN DONG.xlsx

CASE 6 - DANH SACH HOC SINH GIOI CAC NAM - THCS CVA - Version 3.0.xlsx
i Elgmputer |DANH GIA CHAT LUDNG THI HOC KI MON TDAN KHOI 9 - Version 1.0.xlsx

DANH GIA CHAT LUONG THI HOC KI MON TOAN KHOI 9 - Version 2.0 - NHAP .xlsx
ggﬂl:cliztwork anh sach GY THCS CVYA Tay Ho Ha Noi.xlsz

ANH SACH HOC SINH GIOI CAC NAM - THLS CVYA - VYersion 2.0.xlsx
DANH SACH HOC SINH GIOI CAC NAM - Type: Microsoft Excel Worksheet
et qua dieu tra tham do y kien danh gi| quthor: Trung NC

QUAN LY CAN BO GIAD YIEN.xlsx Size: 12.7 KB
Date Modified: 03/04/2013 12:30 AM

File name: | - |

Files of type: |.C\II Excel Files (*.x*; * xlsx; *.xlsm; *.xlsh; * xlam; *. b *,xdim; *.xds; * by . htm; * html; *.mhk; V|

(o 3 (o
I |

I Al - = fa
| | C {—m
I i L el et T 2 e iy
| 2 5Ty Ko Chife vy :
|23 1 D Vidt HE Hidu trudg H
| 2 NpuwEn Thuhgan  Hidu pha chuydn mén E
Eakid 3 Dyng Quang An Higu phé CEVE ,
! 5 E 4 Trdn Binh Mink Hidu phd phi trich H‘EE
| &3 § Nguydn Thanh Thig GVEN 94 H
7 6 L& Vit Anh GVCN 98 :
8 7 Mguydn Ngoc Anh GVCNSC H
|24 # BUl Mal Lan GVCN 50 E
ELH 2 NguyEn Thi Mai GYNCIE
[ 4} 10 Nguydn Ngoc Chink GVLN 97 !
. 2] 1l NgdvinChuong GWCNSTIn & i
|2 R A bl R S
| 14 13 Tedn Thi Tuer GVCN 84
I 15 14 Wi HBng Hai GVEN BR
| 18 15 Nguyen Thi Hal GVONBC
112 19 Bu) Anh Ngoc GYLM A0

(c)

Hinh a3.3.6. Minh hoa chen mét chd dé con chda trang tinh
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w Outlook tems ~

Map Insert SharePoint

Parts I\‘ﬁp Ttems ~
Map Data

Insert Map

Add another map as a subtopic to the
selectian,

(a)

Thaorsms QL Tashrbrs Do oy g oves [E e |
@ Hop ddng xay dung (=)
B phan phu trach tai chinh, Tai chinh va cac hop déng >
thue hién cac hop ddng Hop dong thué xe cho can bd (&

(c)

i Hop ddng thué xe hoat déng ngoai khéa cho HS}B

Hinh a3.3.7 Minh hoa chén mot ban dé tu duy mdi cho mét chd dé
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D. CAU HOI TU DANH GIA VA BAI TAP

Cau héi

1.

Phan tich nhiing thuan Igi khi dung Mind Manager khi trinh bay viéc trién khai
mot ké hoach hanh dong.

2. Phan tich nhiing thuan Igi khi dung Mind Manager khi trinh bay va thu thap ¥ kién
trong mot budi thao luan.

3. Nhing ngudn di liéu nao ma ban dé tu duy trong Mind Manager 2012 c6 thé két
ndi dén? Cho nhiing tinh huéng can st dung nhiing ngudn tai liéu do.

4. Cong cu BrainStorm trong Mind Manager 2012 cung cap nhiing loai chi dé
nao? Cho vi du minh hoa.

5. Chira céac buéc dé qui dinh soan thdo bang tiéng Viét khi tao ban doé tu duy
trong Mind Manager 2012.

Bai tap

1. Hay tao mot ban db tu duy trinh bay ké hoach trién khai hoat déng chuyén mon
trong nam hoc clia nha trudng.

2. Hay tao mot ban do tu duy dé thu thap cac ¥ tudng dong gép déng thdi ndm
bat dugc nhiing kién nghi clia giao vién vé cong tac chi nhiém va cong tac doi
ngoai trong nha trudng.

3. Hay tao mot ban do tu duy dung trong viéc thong bao, Ién ké hoach va kiém tra

mot hoat dong t6 chic 1& hoi ki niém ngay thanh lap trusng.

E. TAI LIEU THAM KHAO

1.

2
3.
4

http://www.mindjet.com/products/mindmanager/
http://c4lpt.co.uk/top100tools/mindjet/
http://9.violet.vn/entry/show/entry_id/8851113
http://9.violet.vn/entry/show/entry_id/8851113
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A. GIOI THIEU

Gidi thiéu tom tat vé cong cu Excel

Excel 1a mot trong nhiing phan mém dugc sl dung rédt phd bién, thudc bo
phan mém Microsoft Office. Excel cho phép tao ra nhiing trang tinh (cac sheets)
lien quan véi nhau trong cing mot tép bang tinh (t&p workbooks hay tép .XLSX) dé
thuc hién nhiing thong ké (théng ké mo ta va thdng ké suy luan) moét cach tu dong
tt don gidn dén phdc tap. Nhiing s6é liéu clia Excel co6 thé ducc biéu dién dudi cac
dang bi€u db truc quan dem lai hiéu qua trong quan sat, phan tich. Hé théng tinh
toan co bén clia Excel dudc thuc hién bdi cac ham va chia thanh cac nhém chinh
(xem Phu luc 4Pa).

Muc tiéu:
Sau khi tim hiéu cong cu nay, ngudi hoc c6 thé

- Trinh bay dudc nhiing thuan Igi khi dung Excel hd trg cho mot s6 cong viéc
clia ngudi quén Iy nhu: tinh toan, phan tich va téng hop di liéu 8 cac dang
text, biéu do, cong thic,... tao diéu kién két luan va phat hién véan dé; biéu
dién va xem xét cac phuong an dé lua chon;

- S dung dudc Excel hé tro cho cac tinh toan phan tich, t6ng hop di liéu, thé
hién két qua & dang text va biéu db;

- S0 dung duoc Excel hd tro ra quyét dinh nhd biéu dién va xem xét cac
phuong an dé Iya chon.

Céc hoat déng chinh
3.1 Phan tich, t6ng hop di liéu, biu dién két qué mot cach truc quan

3.2 Biéu dién cac phuong an dé xem xét Iluya chon.

Luuy
Mbi hoat dong dugc huéng t6i gidi quyét mot tinh huéng cu thé da dat ra.
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B. HOAT DONG

4.1 HOAT DONG 1: PHAN TiCH, TONG HOP DU LIEU PE PHAT HIEN
VAN DE

Muc tiéu:

Sau khi hoan thanh hoat dong nay, hoc vién c6 kha nang s dung dugc kha
nang tinh toan tu dong cla Excel, dé tu tap bang diém cla cac 16p, nhanh chong
c6 duoc bang téng hop di liéu va thuc hién dudc:

- Théng ké (s6 luong va ti 1& phan tram) theo tung loai diém, theo xép loai,
theo cac muc dat chuén, dudi chuén, trén chuan;

- Phan tich va minh hoa nhiing s6 liéu da c6 bang biéu do truc quan;

- Tim khodng diém tap trung, nghia la di€m thi chi yéu roi vao khodng
(a, b) nao.

Hoc liéu
- Hoc liéu: Phu luc 4.1Pa, 4.1Pb. 4.1Ta.

- Co s6 vat chat: may chiéu bang, phan/but viét.

Tién trinh
1. Hoc vién lam viéc theo nhdbm 4 ngudi, nghién ciu tinh huéng 4.1 theo Phu
luc 4.1Pa.

2. Cac thanh vién trong nhom phdi hop dap ting yéu cau néu & phan Thong tin
dau ra Phu luc 4.1Pa (st dung, tra ctiu huéng dan & Phu luc 4Pa va 4.1Ta).

M&i ca nhan hoan thanh Phiéu hoc tap & Phu luc 4.1Pb

Tap huén vién giai dap cac cau hadi vé ky thuat st dung Excel trong viéc dap
Uing yéu cau cla tinh huéng nay.

5. M&i nhom néu mot tinh huéng tuong tu nhu tinh huéng 4.1 ma nhém cho
rang c6 thé dung Excel c6 thé hd trg t6t cho ngudi quan Iy.

Danh gia
Két qué thdo luan

Luuy
Tap huén vién truc tiép hd trg vé mat ky thuat st dung Excel khi nhém thuc hanh.
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Huéng dan hoat dong:
a) Dang tinh hubng

Nguoi quan ly can phéan tich va téng hop mot cach nhanh chéng cac da liéu dé
dua ra nhan dinh, phat hién van de.

b) Mé t3 tinh huéng cu thé

Trong ki thi mon toan hoc ki I, nam hoc 2013, nha trudng rat quan tam dén khoi
9, vi kh6i nay chuén bj thi vao cdp 3. Phé Hiéu trudng phu trach chuyén moén bao
cao v6i Hiéu trudng rang trong 5 16p clia khdi 9, co 4 16p (trii 16p 9A) két qué khac
thudng theo chiéu huéng chat lugng thap. Hiéu trudng triéu tap mot cudc hop gdm
cac giao vién toan va giao vién chii nhiém khéi 9, 1dy du liéu la cac bang diém thi
hoc ki mon toan clia 4 16p 9B, 9C, 9D, va 9E, dé tién hanh phan tich va téng hop
nhanh da liéu, to dé nhan dinh phat hién van dé, va don déc nang cao chat luong
day hoc moén todn cho hoc sinh khéi 9. (Xem mo ta chi tiét & Phu luc 4.1Pa)

c) Su hé trg cta Excel trong tinh huéng da dét ra

Excel cung cap kha nang tinh toan tu dong, cung cép nhiing ham va nhiing
cong cu cho phép hiéu trudng co6 thé thuc hién rat nhanh tat cd cac yéu cau trong
tinh huéng trén day.

- Tutap bang diém cla cac I16p, nhanh chong cé ducc bang téng hop d liéu
trén mot bang tinh duy nhét.

- CancUltrén D ligu téng hop, c6 thé nhanh chong théng ké dugc cac di liéu
(theo tting loai diém, theo xép loai, theo chuén) va vé dudc cac biéu do nhu
Hinh 4.1.1 dudi day.

- Tim dugc khodng diém tap trung (nhu la (3.164, 8.495) trong Hinh 4.1.2a)
sau khi tinh mot loat cac tham sé théng ké co ban nhu gia tri trung binh,
phuong sai, dé léch chuén.

T [ ) E L X ¥ ]

¢ PHAN TICH DU LIEU BPIEM THI HIOC Ki MOX TOAN KHOIL9

THONG KE TUSG LOAT HEN

THONG KE THEG TP LOAT

TRONEG KL THEO CHL A
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Hinh 4.1.1. Théng ké va vé dé thi theo xép loai va theo chuén
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Piém TB 5.829
Phuong sai 7.105
Do léch chuin 2.666
3.164
Khoang tap trun
SR IR 8.495
(a)
Khodng Xép logi  [Xi S6lwong  |Tilé % |Téng diém |Téng cic BP chénh léch
0.0-3.0 Kém 1.5 33| 17.5% 49.5 618.53
3.0-5.0 Yéu 4 36| 19.0% 144 120.48
5.0-6.5 TB 5.75 34| 18.0% 195.5 0.21
6.5-7.0 TB kha 6.75 12 6.3% 81 10.17
7.0-8.5 Kha 7.75 371 19.6% 286.75 136.49
8.5-9.5 Giéi 9 21| 11.1% 189 211.11
9.5-10 Xuét Sic 9.75 16 8.5% 156 245.94
189 1 1,101.75 1,342.93
Piém TB 5.829
Phuong sai 7.105
P 1éch chuin 2.666
3.164
Khodng tip trun
Sl 8.495
(b)

Hinh 4.1.2. Théng ké mo ta tim khodng diém tap trung

d) Thyc hanh va dénh gi4 cong cy da su dung trong tinh huéng da dat ra

Yéu cau: Phan tich, t6ng hop di liéu cho tinh huéng 4.1

Co thé sl dung Excel gidi quyét cac yéu cau dat ra trong tinh huéng noi trén
theo cac budc sau day (tra clu cach thuc hién chi tiét ting buéc & Phu luc 4.1Ta)

Buéc 1: Téng hop da ligu
a) M3 cac tép bang tinh chla cac bang diém cla khéi 9

b) Tao mot bang tinh méi chta diém clia cac 16p khoi 9
c) Téng hop di liéu tu cac bang tinh 9A, 9B, 9C, 9D, 9E
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P - < L A B c D E F
| TRUGNG THCS CHU VAN AN L - .
2 PHONG GIA0 DUC QUAN TAY HO 1 BANG TONG HQP PIEM KHOI 9
3| | > STT  9A 9B 9C 9D 9F
+ BIEM THI HOC KI 1 NAM HOC 2013 . : 5 5 3 3 c
5 MON TOAN . 5 & 3 ; ; s
s [LOPOE | 5 3 7 3 8 2 8
! . 5 4 9 3 8 4 8
s STT  |Hovatén|SBD  |Piém < - 3 5 p S
9 }' }’}’ 6 5 6 8 10 2 9 6
10 2 22 6 3 7 7 6 4 5 1
11 3 33 § 0 8 8 6 0 8 7
12 4 4 s 11 9 7 6 4 7 6.5
13 > =k =) 12 10 7 2 6 6.5 1
1= 6 20 f 13| 11 9 3 8 2 2
13 I
16 3 38 = 14 12 7 9 4 5 7
17 Q ag 63 13 13 7 6 4 6 4
15 10 110 1 16 14 9 10 6 10 2
19 11 121 2 17 15 6 0 10 6.5 9
20 12 132 15 16 7 3 7 8
2 ii 141 = s 17 7 4 g 8
= . S = 20 18 9 4 10 9 7
= 13 163 2 a 19 8 5| 63 2 4
24 16 176 8 220 10 9 4 4 7
= 17 187 § 2 2 9 10 4 2 1
28 18 igs 24| 22 7 2 8 6.5 6.5
= o =02 2 2| 23 10 10 6 2 7
28 20 220 26| 24 9 3 6 3 3
29 21 231 4 2| 25 8 10 6 4 5
31 23 2153 7 - = o o P P =
M 4 » M| 0a OB “oC oD | O S ¥2 4 4 » M| 9A OB 9C 9D 9E | TonghopDulieu %1
Ready | 5 | Ready | B4 |

(a) (b)

Hinh 4.1.3. Tao bang tinh mdi téng hop da liéu tu cac bang tinh da co

Budc 2. bt tén cho vang di liéu nguon

Dé& thuan Igi cho viéc tham chiéu dén mot vung di liéu trén Excel trong nhiéu
cong thiic ma ta sé can dén sau nay, vang di liéu dé nén dugc dat tén. Trong bang
tinh Tonghopdulieu, ta nén dat tén cho toan bod vung di liéu diém ctia bén 16p 9B,
9C, 9D, 9 E, nghia la ti 6 C3 dén 6 F52.Gia su dat tén cho vung nay la Dulieu?.
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Budc 3: Liét ké cac loai diém va tinh s Ian xudt hién tung loai diém va t 1é phén
tram tuong dng

H

I

J

PHAN TICH DU LI

2 THONG KE TUNG LOAI BIEM
3 Piém S6 lwgng | Tilé %
4 0 5 2.6%
5 0.5 0 0.0%
s 1 9 4.8%
7 1.5 0 0.0%
2 19 10.1%
2 2.5 0 0.0%
10 3 14 7.4%
11 1.5 0 0.0%
12 4 22 11.6%
13 4.5 0 0.0%
14 5 13 6.9%
15 5.5 0 0.0%
15 6 21 11.1%
17 6.5 12 6.3%
15 7 15 7.9%,
19 7.5 0 0.0%
20 8 22 11.6%
21 8.5 0 0.0%
22 9 21 11.1%
23 9.5 0 0.0%
24 10 16 8.5%
25 Céng 189

a) Ké vung bang tinh Théng ké xép loai

Hinh 4.1.4.Tinh s6 lugng va {7 1é phan tram theo tung loai diém

Budc 4: Tao bang Thong ké theo xép loai (tinh so luong va i lé % theo xép loai)

b) Dat tén cho cac vung diéu kién cho cac ham théng ké sé st dung
c) Tinh c6t s6 luong (xem Hinh 4.1.5)
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G H I I K

L M

N

[5} P Q

. PHAN TICH DU LIEU PIEM THI HOC Ki MON TOAN KHOI 9

THONG KE TUNG LOAI PIEM

2
3 Diém | Sélwong| Tilé %
4 0 3 2.6%
5 0.5 0 0.0%
5 1 9 4.8%
7 1.5 0 0.0%
5 2 19 10.1%
) 2.5 0 0.0%
10 3 14 7.4%
| 35 0 0.0%
12 4 22 11.6%
13 4.3 0 0.0%
14 3 13 6.9%
15 5.3 0 0.0%
16 6 21 11.1%
) 6.5 12 6.3%
15 7 13 7.9%
19 7.5 0 0.0%
20 8 22 11.6%
21 8.5 0 0.0%
22 9 21 11.1%
23 9.5 0 0.0%
24 10 16 8.5%
25 Cong 189 100%

THONG KE THEO XEP LOAI

Ehodng |  Xép loai S6 lirong Tilé %
0.0-3.0 Kém 33 17.5%
3.0-5.0 Yéu 36 19.0%
5.06.3 B 34 18.0%
6.5-7.0 TB khia 12 6.3%
7.0.8.5 Kha 37 19.6%
8.5.9.5 Giéi 21 11.1%
9.5.10 Nuat Sic 16 8.3%

189 100%

Hinh 4.1.5. Két qua tao vang bang tinh Thong ké theo xép loai

Buéc 5: Tao bdng Théng ké theo chuén tinh s6 luong va 7 lé theo chuén)

- fe | =DSUM{Dulieu2. SL.DuoiChuan)

R4
P Q R | s T
» N KHOI 9
2 THONG KE THEQ CHUAN
3 S6 lugng Iyl
[ Duréi chuan 103 54.50%
5 Pat chuan 27 14.29%
G Trén chuan 59 31.22%
7 Cong 189 100%

Hinh 4.1.6. Két qua tao vung bang tinh Théng ké theo chuén

Budc 6: Chén biéu dé biéu dién t 16 phan tram theo xép loai

Budc 7: Cheén biéu do biéu dién sé luong va (7 1é phan tram dudi chuén, dat chuén
va trén chuén
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Biéu dd biéu thi s& lwong va tilé dat hodc chuwa
dat so v&i chuan

120 34.50% 60.00%
100 - 50.00%
80 \ 31.22% 40.00%
i » | g

G0 \ 14.29% / 30.00%
40 - N 20.00%
20 - 10.00%
0 - - 0.00%

Dw&i chuan Pat chuin Trén chudn

e SO lrgng  —m=Ty &

Hinh 4.1.7. Dinh dang cho cac cot biéu doé

Buéc 8: Tim khodng diém tap trung

25
25
30
31
iz
33
i4
33
36
27
35
a5

41
42

H

I J K L M ') L]
Khoing | Xép logi Xi lj;lg Tilé% | Téng diém T:h"; ;"éf
0.0-3.0 Kém 15 33 17.5% 105 618.53
3.0-5.0 Yéu 4 36 19.0% 144 120.48
5.0-6.5 TB 575 34 18.0% 1955 021
6.5-7.0 TB kha 6.75 12 6.3% 81 10.17
7.0-8.5 Khi 7.75 37 19.6% 286.75 136.49
8.5-0.5 Gidi 9 21 11.1% 189 211.11
9.5-10 Xuat Sac 075 16 8.5% 156 24594

189 100%  1,001.75  1,342.93
Piém TB 5.829
Phwong sai 7.105
Dé léch chuin | 2.666
Khoang tap 1164
trung 8.495

Hinh 4.1.8. Két qua tim khodng diém tap trung

Danh gia céng cy da su dung (hoan thanh Phiéu hoc tdp 4.1Pb)
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4.2 HOAT PONG 2: BIEU DIEN CAC PHUONG AN, PHAN TiCH SO SANH
DE LUA CHON

Muc tiéu:

Sau khi hoan thanh hoat déng nay, hoc vién c6 kha nang st dung dudc khad
nang tinh toan nhanh cla Excel dé trinh ra cac phuong an, hd tro ra quyét dinh. Cu
thé hoc vién c6 thé dung dudc Excel:

- Tinh gia tri cac muc tiéu 3 mdi phuong an, so sanh ching 4 ting phuong an;

- T6ng hop két qué khao sat cac phuong an véi cac biéu do truc quan dé tao
diéu kién thuan Igi cho danh gia.

Hoc liéu
- Hoc liéu: Phu luc 4.2Pa, 4.2Pb. 4.2Ta.

- Co s4 vat chat: may chiéu bang, phan/but viét.

Tién trinh
1. Hoc vién lam viéc theo nhém 4 ngudi, nghién clu tinh hudéng 4.2 theo Phu
luc 4.2Pa;

2. Céac thanh vién trong nhom phdi hop dap ting yéu cau cla tinh huéng dat ra
(s dung, tra ctiu huéng dan & Phu luc 4Pa va 4.2Ta);

M&i ca nhan hoan thanh Phiéu hoc tap 6 Phu luc 4.2Pb;

Tap huén vién giai dap cac cau hadi vé ky thuat st dung Excel trong viéc dap
Ung yéu cau cla tinh huéng nay;

5. M&i nhém néu mot tinh huéng tuong tu nhu tinh huéng 4.2 ma nhém cho
rang c6 thé dung Excel c6 thé hd trg t6t cho ngudi quan Iy.

Danh gia
Két qué thao luan

Luuy

Tap huén vién truc tiép hd trg vé mat ky thuat st dung Excel khi nhém thuc hanh.
Huéng dan hoat déng:

a) Dang tinh hu6ng

Nguoi Ianh dao can xac lap mot sé phuong an khac nhau, phan tich so sénh cac
phuong an dé ra quyét dinh
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b) M6 t3 tinh huéng cu thé

Nha trudng c6 moét khu dat tréng dung lam san van dong nhdé danh cho cac
ddi béong clia can bd gido vién va hoc sinh cla trudng. Thinh thodng san van déng
dudc st dung cho cac hoat dong ngoai trdi trong céac dip 1& hoi cla trudng. Ngoai
hai viéc trén, nha trudng da cho nhiéu don vi khac thué véi hai muc dich chinh: tang
cuong méi quan hé véi cac don vi va tang thém ngudn thu cho nha trudng.

Lich thué thudng dugc xem xét trong hai qui: 6 thang dau nam va 6 thang cudi
nam. Co6 nhiing thong tin vé cac don vi dang ki thué san van dong ¢ Qui 1nam 2013.
Nha trusng cé dat ra mot s6 tiéu chi trong viéc xem xét cho thué.Van dé dat ra la
trudng sé& cho nhiing don vi nao thué?

Trén thuc té, kho c6 thé tim dudc mot phuong an thda man déng thdi cac muc
tieu déu dat gia tri cuc dai. B&i vay hiéu trudng dé xudt mot s6 phuong an, moi
phuong an nhdn manh vao mot hodc hai muc tiéu nao do dé cung bo phan cét can
cla trudng xem xét, phan tich va ra quyét dinh lua chon phucng an cho thué.

Nhiing mo ta chi tiét hon cho tinh huéng nay c6 & Phu luc 4.2Pa.

c) Su hé trg cla Excel trong tinh hubng da dat ra

Excel co6 thé giup hiéu trudng mot cach déc luc trong viéc tinh toan nhanh dé
trinh ra cac phuong an, rdi dua vao doé ra quyét dinh. Cu thé:

- Co6 thé tinh gié tri cac muc tiéu, so sanh ching & ting phuong an;

- T6éng hop két qué khado sat cac phuong an véi cac biéu do truc quan dé
tao diéu kién thuan Ioi cho danh gia. Dua vao bang tinh va biéu dd nay, moi
ngudi c6 thé cling nhau ban bac va dua ra quyét dinh lua chon phucng an.

PHUONG AN 1 (Uu tién nhiéu don vi dwgc thué, sip xép ting dan theo thoi diém két thuc)

STT [Tén don vi Piém [Ma Tir ngay Pénngay |Séngay |Giathué [Sétién [Chon [Chon 2[Cac don vi

4|Dén phong 2|D 10/03/2013| 25/03/2013 15 1800 27000 1 1jD
10{Hdi cuu chién binh quan 2|J 30/03/2013| 09/04/2013 10 1900/ 19000 1 1{DJ

1|Bo doi C22 5|A 30/03/2013| 29/04/2013 30 500/ 15000 0 0{DA

6|Cong ti cdy xanh 1|F 14/04/2013| 29/04/2013 15 1700/ 25500 1 0{DJF

9|Xudng phim 224 B 29/04/2013| 09/05/2013 10 1600[ 16000 0 1{DJI
2|Cong an phuong 5|B 14/05/2013| 19/05/2013 5 3500] 17500 1 1|DJFB, DJIB

7|Bd doi 123 3G 19/05/2013| 29/05/2013 10 1800] 18000 0 0|DJFG, DJIG
5|Hoi khuyén hoc 4[E 24/05/2013| 03/06/2013 10 2000( 20000 1 1|DJFBE, DJIBE
12|Pi bong quan 2|L 08/06/2013| 13/06/2013 5 3000/ 15000 1 1|DJFBEL, DJIBEL
3|Cyu hoc sinh 3)C 04/05/2013| 18/06/2013 45 300/ 13500 0 0|DJFC

8|Doan ca miia kich TW 1|H 18/06/2013| 08/07/2013 20 900 1500 1 1{DJFBELH, DJIBELH
11|Nha hang Tay Ho 1|IK 23/06/2013| 08/07/2013 15 1200] 18000 0 0|DJFCK

Cong 17 125500 7 7
21 116000

Hinh 4.2.1. Sdp xép cac don vi tadng dan theo ngay két thic
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PHUONG AN 2 (Uu tién nhiéu don vi dugc thué, sip xép ting dn theo thoi diém bt dau)

STT |Tén don vi Piém |Mai Tir ngay Dén ngay SO ngay [Gidthué  [Sotién  |Chen [Chon 2|Cac don vi
4{Dan phong 2/D 10/03/2013] 25/03/2013 15 1800 27000 1 1{D
10{Hoi cuu chién binh quan 20 30/03/2013| 09/04/2013 10 1900 19000 1 1(DJ
1{Bo doi C22 S5|A 30/03/2013| 29/04/2013 30 500 15000, DA
6| Cong ti cay xanh 1|F 14/04/2013] 29/04/2013 15 1700 25500 DF
9| Xuong phim 224 5|1 29/04/2013| 09/05/2013 10 1600 16000, 1 1(DJI
3| Cuu hoc sinh 3|C 04/05/2013| 18/06/2013 45 300 13500 DJIC
2|Cong an phuong 5|B 14/05/2013] 19/05/2013 5 3500 17500 1 1{DJIB
7|B0 doi 123 31G 19/05/2013| 29/05/2013 10 1800 18000 DJIG
5|Hoi khuyén hoc 4|E 24/05/2013| 03/06/2013 10 2000 20000 1 1|DJIBE
12{Dgi bong quan 2|L 08/06/2013| 13/06/2013 5 3000 15000 1 1{DJIBEL
8|Poan ca mua kich TW 3H 18/06/2013| 08/07/2013 20 900 1500 1 DJIBELH
11|Nha hang Tay Ho 11K 23/06/2013| 08/07/2013 15 1200 18000 1|DJIBELK
Cong 23 116000 7 7
21 132500
N < ~ Z . - A Ay < A
Hinh 4.2.2.5ap xép cac don vj tang dan theo ngay bat dau
S$6PV| DPiém | Doanh thu
Phwong an 1A 7 17 125,500.00
Phiwrong an 1B 7 21| 116,000.00
Phwong an 2A 7 23| 116,000.00
Phwrong an 2B 7 21| 132,500.00
135,000.00 23 25
21 21
130,000.00
]i//-' 0
125,000.00
132,500.00 ris
125,500.00 !
120,000.00
116,000.00 116,000.00 - 1g
115,000.00 -
110,000.00 M s
105,000.00 - T -0
Phuong an 14 Fhuwong an 18 Phuong an 24 FPhuong an 2B
B Doanh thu  =—#=Dim

Hinh 4.2.3. Téng hop cac phuong an va vé biéu dé biéu dién

d) Thyc hanh va danh gia cong cy da si dung trong tinh hubng da dat ra

Yéu cau: Tinh toan, biéu dién cac phuong an trong phan tich so sanh & tinh
huéng 4.2.

Co thé sl dung Excel gidi quyét cac yéu cau dat ra trong tinh huéng noi trén
theo cac budc sau day (tra cliu cach thuc hién chi tiét ting budc & Phu luc 4.2Ta)
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Budc 1: Nhap dd liéu va thuc hién nhing tinh toan ban dau

A B C D E F G H I

1 PHONG GIA0 DUC QUAN TAY HO

2 [ TRUONG THCS CHU VAN AN

3 DANH SACH CAC PON VI PANG KI THUE SAN VAN PONG CUA TRUONG

4

5 STT |Tén donvi Piém (M Tit ngay Pénngay |Séngay  |Gidthué  |S6 tién

6 1|Ba dai €22 5 [a 30/03/2013| 29042013 30 500 15000
7 2|Céng an phwimg 5 B 14/052013| 19/05/2013 5 3500] 17500
8 3|Cuu hoc sinh 3 e 04/05/2013| 18/06/2013 45 300 13500
9 4|Dan phong 2 b 10/03/2013| 25/03/2013 15 1800] 27000
10 5|Hai khmvén hoc 1 [E 24/05/2013| 03/06/2013 10 20000 20000
11 6|Céng ti cay xanh 1 |F 14/04/2013| 29/04/2013 15 1700] 25500
12 7|B4 dai 123 3 |G 19/052013| 29/052013 10 1800] 18000
13 §8|Poan ca mia kich TW 1 |H 18/06/2013| 08/07/2013 20 200| 18000
14 9|Xarémg phim 224 50 29/04/2013| 09/052013 10 1600] 16000
15| 10|Héicwuchisnbimhquin | 2 |J 30/03/2013| 09/04/2013 10 1900] 19000
16 11|Nha hang Tay Hb 1 K 23/06/2013| 08/07/2013 13 1200/ 18000
17 12|Ddibéng quin 2 L 08/06/2013| 13/06/2013 3 3000 15000

Budéc 2: Tao bdng tinh cho phuong an 1, tinh gia tri cac phuong an tot nhat

a) Sap xép lai cac don vi theo thi tu ting dan cla ngay két thuc thué.

Hinh 4.2.4. Bang tinh danh sach cac don vi dang ki san van déng

27 & .

Sort & |Find & -
Filter = |Select =

1l

I

Sort
Sort

Smallest to Largest

Largest to Smallest

Custom Sort..,

il

[ ‘-"‘;1 Add Level ” X Delete Level ” 53 Copy Level ]

QOptions...

My data has headers

Column

Sort On

Order

Sort by |§B€n Fosy

R | |'-a'a|ues

v | |Oldest to Mewest

|

OK ] [ Cancel

(b)

Hinh 4.2.5. Thuc hién lénh sdp xép cac don vi tang dan theo ngay két thic
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b) Dién gia tri cho cot Cac don vi

25/07/2013

05/07/2013

15/06/2013

26/05/2013

06/05/2013

16/04/2013

Axis Title

25/03/2013
EE\Q
zox‘
29/04/2)
04/05/2013

14/04/.

27/03/2013

07/03/2013

15/02/2013

26/01/2013

06/01/2013

Biéu do chon don vi dwoc sap xép theo ngay két thic

08/07/2013

08/07/2013

8/06/2013

\

13/06/2013
\

\

03/06/2013

§

9/05/2013

19/05/2013

23/06/201

9/05/2013

|

18/06/2013

08/06/2013,

29/04/2013

9/04/2013
14/05/2013
19/05/2013

29/04/2013

24/05/2013

30/03/2013

10/03/2013 T
30/03/2013

D J A F B G E L C
Axis Title

Ty Ngay

——Dén ngay

Hinh 4.2.6. Biéu dé céac don vi sdp xép tang dan theo ngay két thic

c) Dién gia tri cho cac cot “Chon” va “Chon 2" va tinh giéa tri cho cac phuong
an tot nhat

Budc 3: Tao bdng tinh cho phucng an 2, tinh gia tri cac phuong an tot nhat

Budc 4: Lap bang t6ng hop céac phuong an va vé biéu dé dé hé tro ra quyét dinh

a) Lap bang téng hop di lieu
b) Chén biéu dd tu bang téng hop di liéu
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f-| =SERIES(ThueSVD!SD536. ThueSVDISB537:5B560. ThueSVD!SDS57:5D560.1)

F G H I I K L
F 9
140000
120000
100000
80000
Hifm
50000
B Coanh thu
40000
20000
o A 4+
Phueong an Phuong an Phuong an Ph lk o
1A 1B 24
L. |
135,000.00 25
23
2‘1/\‘
130,000.00
21 L
17 20
132,500.00
125,000.00
125,500.00
r 15
120,000.00 B Doanh thu
=~ Diém
116,000.00 116,000.00 r 10
115,000.00
r5
110,000.00
105,000.00 T T T 0
Phwong an 1A Phwong an 1B Phwong an 2A Phwong an 2B

Hinh 4.2.7. Dinh dang cho cac cot biéu doé

Trong tinh hudng trén day, véi Excel ta da st dung cac cong cu va cac ky nang
sau day:

- Sao chép di lieu dé nghién cliu cac phuong an khac nhau:;
- Dién di liéu dua trén su quan sat biéu db:

- Ham co sé du lieu DSUM c6 ba tham s6: dia chi co sé di liéu, dia chi tén
trudng tinh téng, dia chi ving diéu kién tinh téng;

- Vé biéu db hai cot Oy dé biéu thi cac series di lieu véi dang biu do khac
nhau;

- Thiét ké va trinh bay cho mot bai toan da muc tiéu.

Danh gia cong cy da st dyng (hoan thanh Phiéu hoc tap 4.2Pb)
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C. HOC LIEU CHO CAC HOAT BONG PHAN 4

Phu luc 4Pa

Cac nhém ham co ban ciia Excel va mét sé khai niém

co ban vé trang tinh

Hé théng tinh toan co ban cla Excel dugc thuc hién bdi cac ham va chia thanh
cac nhém chinh sau day:

Cac ham théng ké don gidn nhu: SUM (tinh t6ng), COUNT (dém), AVERAGE
(tinh trung binh cong), MAX, MIN (cho gia tri I6n nhat va nhd nhéat), RANK
(xép hang), COUNTA (dém di liéu khong tréng);

Céac ham toan hoc nhu COUNTIF (dém véi diéu kién), SUMIF (tinh t6ng theo
diéu kién), ROUND (lam tron);

Cac ham lam viéc vdi dang dd liéu van ban (text) nhu: LEFT (cho mot s6 ki
tu xac dinh bén trai mot chudi), RIGHT (cho mot s6 ki tu xac dinh phai mot
chudi), MID (cho mot s6 ki tu xac dinh & bén trong chudi ki tu);

Cac ham lam viéc vdi dang di liéu ngay thang (date/time) nhu: DATE (cho
gia tri s6 clia ngay), DAY, MONTH, YEAR (tucng (ng tra gié tri ngay, thang va
nam clda mot di liéu day di ngay/thang/nam);

Cac ham logic thuong dung nhu: IF, AND, OR, NOT;

Cac ham tim kiém thong tin thudng dung nhu: VLOOKUP, HLOOKUP;

Céac ham lam viéc véi co sé da liéu nhu DCOUNT (dém), DSUM (tinh téng),
DAVERAGE (tinh trung binh cong), DMIN (tinh gia tri nhd nhéat), DMAX (tinh
gia tri I16n nhat);

Mot sé khai niém co ban

M®&i trang tinh clia Excel 1a mot bang cac hang danh sé thi tu tu 1 trd di va

cac coOt ki hiéu thi tu la A, B, Co

Giao clia mot cot va mot hang goi la 6 (cell). O dudc chi ra bai ten cot rdi dén tén

hang, vi du 6 A1, 6 B2. Céac ki hiéu A1, B2 nhu thé cling dugc goi la dia chi 6.

Mot ving bang tinh (range) la mot hinh chd nhat gém céac 6 lién ké. Vung

dugc xac dinh bdi 6 trai trén va 6 phai dudi, vi du ving A2:B2, viing A2:A14,

viing A2:B6. Cach viét nhu thé cting dugc goi la dia chi vang.

Viéc tinh toan tu déng clia Excel dua trén hai khai niém quan trong, do la dia

chi tuong déi va dia chi tuyét doi.

+ Dia chi tuong déi ctia mot 6 1a dia chi clia 6 do khi tham gia vao cong
thdc thi nd dugce bién ddi mot cach tuong Ung khi cong thiic nay dugc sao
chép t6i nhiing 6 khéac. Dia chi clia 6 viét mot cach binh thudng nhu trén
la biéu dién cla dia chi tuong déi clia 6. Vidu 6 A2, B2, A2:B6 |a cac dia
chi tuong doi.

+ Dia chituyét déi ctia mot 6 1a dia chi cia 6 do khi tham gia vao cong thic
thi né dugc giti nguyén (nghia la khong bién d6i mot cach tuong tng) khi
cong thic nay dugce sao chép t6i nhiing 6 khac. Dia chi tuyét déi clia mot
6 dudc biéu thi bdi dau $ truée tén cot va tén hang. Vi du 6 $A$2, $B$2,
$A$2:$B%6 1a cac dia chi tuyét doi. Néu chi c6 mot thanh phan cla 6
(hang hoac cot) dugc biéu dién bdi dau $ thi ta co dia chi hén hop. Vi du
$A2, B$2 la cac dia chi hén hop.
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Phu luc 4.1Pa: TINH HUONG CU THE

(Mé ta tinh huéng: Phan tich, tong hop dir liéu mét cach nhanh chong)

Trong ki thi moén toan hoc ki |, nam hoc 2013, nha trudng rat quan tam dén khoi
9, vi khéi nay chuén bi thi vao cép 3. Pho Hiéu trudng phu trach chuyén mon bao cao
v6i Hiéu trudng rang trong 5 16p clia khéi 9, co 4 16p (trti I16p 9A) két quéd khac thudng
theo chiéu huéng chét lugng thap. Hiéu trudng triéu tap mot cudc hop gdbm cac giao
vién toan va giao vién chl nhiém khéi 9, 14y di liéu la cac bang diém thi hoc ki mon
toan cla 4 16p 9B, 9C, 9D, va 9E, dé€ tién hanh phan tich va téng hop nhanh da liéu,
ttr do nhan dinh phat hién van dé, va dén déc nang cao chat lugng day hoc mén toan
cho hoc sinh khoi 9.

INPUT (Thoéng tin dau vao) trong tinh huéng nay gém:

1)  Boén bdng diém thi cda 4 I6p, mbi bang diém c6 dang nhu Hinh a4.1.1 duéi
day. Chu ¥ rdng si s6 cla céac 16p c6 thé khac nhau:;

2) D& diém chudn d6i véi dé thi toan ki | doi hdi HS (hoc sinh) phai dat tui 6.5 dén
7.0. Sé di dai diém chudn khong tinh ti diém trén 5 vi ¢o tinh dén kha nang t6i
thi6u dé HS co6 thé thi vao céac truong cép 3 trong thanh pho;

3) Bang qui dinh vé xép loai HS theo cach xép loai phd bién hién nay, cho trong
Bang 4.1 dusi day.

OUTPUT (Thong tin dau ra) gém:

1) Théng ké tiing loai diém (s6 lucng va t7 [&é phan tram);

2) Tinh toan va minh hoa truc quan bang biéu dé vé sé luong va (7 1é phan trdm
HS theo tung mic xép loai;

3) Tinh toan va minh hoa truc quan bang biu dé vé s6 lugng va ty Ié HS dat
chuén, dudi chuén va trén chuén;

4)  Tim khodng diém tap trung, nghia la diém thi chli yéu roi vao khoang (a, b) nao.

Bang 4.1. Qui dinh vé xép loai theo thang diém 10

Xép loai Khoang diém

Xuét sac tt 9.5 dén 10

Gidi tt 8.5 dén dudi 9.5
Kha tt 7.0 dén dudi 8.5
TB kha tt 6.5 dén dusi 7
B tt 5.0 dén dudi 6.5
Yéu ttr 3.0 dén dudi 5.0
Kém tt 0 dén dudsi 3
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5
A

B

C

D

TRUGNG THCS CHU VAN AN

1

2 PHONG GIAO DUC QUAN TAY HO
3

4+ BIEM THI HOC KI 1 NAM HOC 2013
5 MON TOAN

s LOP 9B

5 |STT Ho va tén|SBD Bifm

9 1 11 0
10 2 22 2
11 3 33 3
12 4 44 5
13 5 35 2
14 6 10
15 7 77 6
16 8 g8 ]
17 9 99 6
15 10 110 2
19 11 121 3
20 12 132 9
21 13 143 6
22 14 154 10

(a)

A
A

2 | STT
3 1
4 2
5 3
6 4
g 6
2 7
10 8
11 9
12 10
42 40
43 41
| 42
43 43
46 44
47 42
45 46
49 47
50 48
51 49
52 30
53 |Cong

B c ji) E F
1  BANG TONG HQP DIEM KHOI 9
9A 9B 9C 9D 9E
9 9 9 3 6
7 2 9 7 6
7 3 8 2 8
9 3 8 4 8
7 2 9 4 5
8 10 2 9 6
7 6 4 3 1
8 6 0 8 7
7 6 4 7 6.5
7 2 6 6.5 1
7 4 5 7 1
9 8 6.5 8 8
7 10 6.5 8 1
6.5 9 3 7 1
7 6 8 7 2
8 3 -1 1 3
-1 3 -1 10 10
-1 9 -1 -1 1
-1 9 -1 -1 6
-1 9 -1 -1 3
-1 -1 -1 -1 6
45 49 44 46 30
(b)

Hinh a4.1.1. Trich bang diém thi hoc ki | mén toan cda I6p 9B (sTsé 49)
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Phu luc 4.1Pb:

Panh gia kha nang cta céng cu Excel

Co va toi danh gia

Co cao kha nang nay

Tinh toan tu dong theo cac
cong thdc va da liéu nhap
vao

Téng hop da ligu, théng ké
mot cach nhanh chong

Phan tich, so sanh va minh
hoa nhiing sé ligu da co
bang biéu dé truc quan

Biéu dién thong tin trong
phan tich truc quan, tao
diéu kién tot cho phat hién
van dé

Dé xudt mot khd ndang khac
(néu co)
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Phu luc 4.1Ta

Huéng dan thuc hién tiing buéc gidi quyét tinh huéng 4.1 bang Excel

Budc 1: Téng hgp da ligu
a) M3 céc tép bang tinh chia céc bang diém clda khéi 9
M3 tép bang tinh chia cac bang diém thi mon toan cla cac 16p khéi 9, mdi bang
diém luu trén mot bang tinh (sheet). Nén diéu chinh dé cac bang nay c6 cing mot cau
trac. Hinh a4.1.2 dudi day minh hoa tén clia céac bang tinh la 9A, 9B, 9C, 9D, va 9E,
trong dé bang tinh 9E dang dugc chon.
A E L i)
1 TRUGONG THCS CHU VAN AN
> PHONG GIAO DUC QUAN TAY HO
3
4 DIEM THI HOC KI 1 NAM HOC 2013
5 MON TOAN " s c 5 S :
= L, 20 1 BANG TONG HQP PIEM KHOI 9
5 |STT Ho wva tén|SBD Bism 2 STT %A 9B 8¢ 8D 9E
= 1 11 g 3 1 9 9 9 3 6
2 7 2 9 7 6
10 2 22 6 4 3 7 3 8 2 8
11 3 33 8 5 4 9 5 8 4 8
12 4 44 & 7 3 7 2 9 4 5
13 5 ] 5 § ] ] 10 2 9 6
14 6 66 6 9 7 6 4 ] 1
~ p p 1 10 8 ] 6 0 ] 7
12 . . = n 9 7 6 4 7 6.5
15 s 58 2| 10 7 2 6| 65 1
17 9 89 6.5 13| 11 9 3 8 2 2
18 10 110 1 14 12 7 9 4 5 7
19 11 121 2 513 7 6 4 6 4
20 12 132 T s 14 9 10 6 10 2
21 13 143 Hooy s 6 0 10 65 9
22 14 154 2 s 16 7 3 4 7 8
25 15 165 9 19| 17 7 4 7 8 8
24 16 176 g 20 18 9 4 10 9 7
25 17 187 g 21 19 ] 5 6.5 2 4
s T R e S
=7 19 209 4 w2 7 2 8 6.5 6.5
23 =0 220 7 25| 23 10 10 6 2 7
9 21 231 4 26 4 9 3 6 5 3
30 272 2472 5.5 27 25 8 10 6 4 5
31 23 253 7 = 26 ! 4 § o9
M4 4 v vM[ oA OB -OC oD | 9 -~ ¥2 4 (> v oA 9B 9C 9D . GE | TonghopDulieu /%3~
Ready | B3 | Ready | P |
(a) (b)
Hinh a4.1.2. Tao bdng tinh méi téng hop da liéu tu cac bang tinh da c6
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b) Tao mét bang tinh m6i chia diém cla céac I6p khéi 9

Nhay chuot chon nat Insert Worksheet (xem Hinh a4.1.3a) dé chén mot bang
tinh (Sheet). Mot bang tinh méi sé dudc tao ra c6 tén mac dinh SheetN, trong dé N
la mot s6 cu thé biéu thi s6 thi tu bang tinh méi duge tao. Nhay chudt phai vao tén
bang tinh SheetN, chon 1énh Rename (xem Hinh a4.1.3b) rdi nhap tén bang tinh maoi
la Tonghopdulieu.

Insert...
] Delete
[S=- R )

Eename
-~ Move ar C-:up].-'..[.’\\&
e I &
| Ins®rt Worksheet [Shift+F11) |

View Code

&g Protect Sheet..,

(a) Tab Color +
Hide

Unhide...

Select All Sheets

L =

(b)

Hinh a4.1.3. Nhay chudt chon nat Insert Worksheet

c) Téng hop di liéu tr cac béng tinh 9A, 9B, 9C, 9D, 9E

- Trong bang tinh Tonghopdulieu, k& mot bang tréng cé dang nhu Hinh a4.1.4
dé chuén bi nhan di liéu tt cac bang tinh thanh phan. Bang tinh nay c6 50
hang diém, tlic 1a c6 dia chi ti 6 B3 (dong diém thi 1) dén F52 (dong diém
tha 50).

- Tai 6 B3 gd phim ddu bang “=" rdi nhay chon tén bang tinh 9A va thuc hién
dong tac chon 6 D9 va nhay phim Enter (xem Hinh a4.1.5).

- Trd lai 6 D9 cla bang tinh Tonghopdulieu, ta thuc hién kéo méc cta 6 nay
xudng dudi 50 hang, nghia la ti 6 D9 dén 6 D52 (xem minh hoa trong Hinh
a4.1.5).

- Sau khi tha tay ra khdi chuot, toan bo diém clia bang tinh 9A da dugc copy
sang (lién két véi) bang tinh Tonghopdulieu.

- Nhap diém -1 cho nhiing hang (ng v6i hoc sinh khéng thuc cé trong I6p.
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A B (= b E F
1 BANG TONG HQP BIEM KHOI @
z 5TT FA SE il a0 aE
L]
]
=
11
13
14
13
14
1¥
18
21
a3
WA x M| GA 98 BC 9D 9E | TonghopDubsu -
Ready | T3

Hinh a4.1.4. Ké bang dé tao mét mau cho viéc nhan di ligu

B3 - =04
=l A ® | ¢ o E F
| BANG TONG HQP PIEM KHOI 9
: STT 9 B 0 an 9E
SUM (" % o fu| 94D 3 1 9
(4] =« _ B c [ E F 1 b
1 TRUONG THCS CHU VAN AN - 3
2 PHONG GLAO DI C QUAN TAY HO - 1
£l &
2 |BIEM THI HOC KI 1 MAM HOC 20132 " ;5
5 [MON TOAN g -
4 LOP9A = g
1 g
¥ 51T Hg va tén|SED }_Jir_rr_\___‘l - 10
3 1 W g - )
" 2 20 7 i 1
11 3 30 ] iy 12
iz L i 9 15 13
L 3 30 Ei 18 14
14 [ i) E : 1
t] 16
1% 17
30 15
2 19
» 0
] 23 N
FL] =4 )

Hinh a4.1.5 (a) Chon 6 dé dién di liéu réi nhan Enter; (b) Sau khi di liéu 6 dau tién
duoc dién, thuc hién thao tac sao chép xubng dudi dé dién hét di liéu
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Dé tinh si s6 thuc su cla tung 16p (1a s6 luong cac dau diém khac -1) trong
cla bang tinh Tonghopdulieu, ch&dng han tinh si s6 cla I6p 9A, ta nhap cong
cong thic sau tai 6 B53 (cac I16p con lai nhap cong thic tuong tu) (xem Hinh
a4.1.6.)

=COUNTIF(B3:B52,”>-1")

B53

Fe | =COUNTIF(BIBI =17

A B = 1] B | L H

4 B 7 [ B 7 ]
7 43 & 3 -1 1 10
Ly 46 -1 X -1 10 10
i 47 =] 49 =1 =1 1
8 18 1 9 1 1 L
31 49 -1 9 -1 -1 3
50 -1 -1 -1 -1 L]

33 | Cdang 45 49 44 46 Si)

Hinh a4.1.6. Tinh s s cho tung I6p

Budc 2. D4t tén cda vang da ligu ngudn

Dé& thuan Igi cho viéc tham chiéu dén mot vaung di liéu trén Excel trong nhiéu
cong thiic ma ta sé can dén sau nay, vung di liéu do nén dugc dat tén. Trong bang
tinh Tonghopdulieu, ta nén dat tén cho toan bé vung di liéu diém clia bén 16p 9B, 9C,
9D, 9 E, nghia la tt 6 C3 dén 6 F52. D& dat tén cho vang nay |a Dulieu1, lam nhu sau:

Danh déu vang bang tinh ti 6 C3 dén 6 F52;

Chon menu Format, trong nhom Defined Names, m& danh sach Define Names
rdi chon 1énh Define Name... (xem Hinh a4.1.7);

Hop thoai New Name hién 1én nhu Hinh a4.1.7b, ta nhap tén ving bang tinh
trong 6 Name, & day 1a Dulieut, rdi nhay nat OK dé hoan tat viec dat tén.

Formulas Data Review View Add-Ins
= : 5 > = = Define Name|~
e B @@ S @
- == Define Mame...
Text Date & Lookup & Math Mare Mame %
A Time = Reference = & Trig = Functions = | Manager Apply Mames...
Library Defined Names
Hew Hame E]
Marne: | Dulisul |
Seope: |W0rkh00k w |
Carnrnenk:
(b)
Refers to: | =TonghopDulien! $C§3:§F$52 Faz
I Ok ] l Cancel l

Hinh a4.1.7. Dat tén cho mot vang dd liéu
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Bu6c 3: Liét ké céc loai diém va tinh s6 I4n xuét hién ting loai diém va t 1é phan tram
tuong ung

a)

b)

Tao bang tinh Théng ké tung loai diém

K& mot bang tinh gdbm ba cot Diém, S6 luong, va Ti1é % tu 6 H3 dén 6 J24 (xem
Hinh a4.1.8a).

Tinh cot Diém
Tai cot Diém, nhap giéa tri 0 va 0.5 tai hai 6 dau tién H4 va H5, sau doé dua chuot

dén diém méc clia vang H4:H5 dé kéo chudt dén 6 H24. Két qua thu dudc 1a day
21 loai diém bat dau ti 0 dén 10 va hon kém nhau 0.5 (xem Hinh a4.1.8b).

Tai 0 14, ta nhap cong thdc =COUNTIF (Dulieu1, H4) dé dém xem trong vung tat
ca céac diém cla bén 6p khéi 9 (da dugc gan tén la Dulieu) cé bao nhiéu diém
co gia trinhu 6 H4. K&t quéa 1a 6 14 nhan gia tri 5 (xem Hinh a4.1.8c).

Dua chuodt dén diém méc clia 6 14 dé kéo thd chudt dén 6 124 (tlc la nhan va gid
chudt trai trong khi kéo chudt dén 6 124, sau d6 nha nat chudt). Két qua thu dudc
la day cac s6 luong ting loai diém can tinh nhu Hinh a4.1.8d.

Tinh cot T7 lé %

Tru6c hét chon 6 125 va nhap cong thidc = SUM(14:124) dé tinh t6ng s6 dau diém,
ta dudc két qué 1a 189 dau diém

Tuong tu nhu cach lam khi tinh cot Diém, tai 6 J4 ta nhap cong thic =14/$1$25, sau
d6 sao chép cong thiic xuéng nhiing 6 con lai ctia cét J. Chon toan di liéu cot J
da dugc tinh va nhay nat - dé s6 liéu biéu thi dang phan tram va thu duoc két qua
nhu Hinh a4.1.8e.

] H 1 ¥ K o H I T E
+  PHAN TICH DU LIEU . PHAN TICH DU LIEU
3 THONG KE TUNG LOAL BIEAL 2 THOXG KE TUNG LOAL BIEM
Dicm | 56 hegng [ Tilé % 3 Dicm | %4 lwgmg | Tili %
4 o

: 5

& 8 1

7 1.5

§ ] 2

£ ] 1.5

18 10 i

1 11 15

12 12 4

; 13 4.5

i+ 14 &

-.: 13 5.5

:ﬁ 14 i

= 17 6.5

() 18 7

12 19 1.5

- 20 ¥

T 21 55

= ¥

- 0.5

r g

- 10
24

=] Céng a Cigng

(a) (b)
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H - £ =COUNTIF(Dubes! HE 24 - L& (18 i 1 |
N R = S == of w LI 1= . PHAN TICH DU LI
PHAN TICH DU LIEU DIEM THI , PHANTICHDULL . 1gdne g Ti-ve Loat BIEA
THONG KE TUNG LOAT BIEX 3 THONG KE TUNG LOALBIEM I Biem | 56 lwemg | Tild %
Bism | 56 loomg | Tabi s ] Piem | 56 heoug | Tili *s 4 0 5 16%)
" L 4 a b 1 L] 0 0.0%
b 3 0.5 o T 1 ¥ 455
1 4 1 ks J i 1.5 [] [
1.5 7 1.5 [ : . 2 T 10.1%|
2 J 2 1 ' 18 ] [0
] FL 7 L5 ] it B 3 14 T4
1 3 10 ] 14 i [ 35 ] 0%
i 1.5 11 LS i¥ n e
- 1z 4 21 11.6%
i3 | a 12 4 23 5 1% ‘I 4_-,,_‘,:'
gl [ 45 ] EX L : B 6
jd f- 14 g 11 : T o 0%
't [ 11 55 0 g = ; i |1I -
19 & 12 B 21 -2 p A%
) I i 6s 12 : 5 1 B
B = = = 12 .|. =3 15 T.9%%
12 7. 19 . [ .- it —; ]: l'ilﬂl':l
" = [] 12 = - 4 L
5.t 2 [ 0 ml | [X] [ [
¥ ! 9 11 - T 9 N 1Li%
9.5 ) 9.5 [ = E] [ [T
0 - 10] 1 11 (L] 1] RE
EL Ciwmg 5 Cimg =1 Cdng 159
(a) (b) (c)

Hinh a4.1.8. Tinh s6 lugng va t7 Ié phdn trdm theo ting loai diém

Budc 4: Tao bdng Théng ké theo xép loai (tinh s6 lugng va tf Ié % theo xép loai)

a) Ké vung bang tinh Théng ké xép loai

- Ké& vung bang Théng ké xép loai nhu Hinh a4.1.9., trong dé di liéu cta hai cot
Khodng va Xép loai dugc nhap ti ban phim. Cac di liéu clia hai cot S6 luong
va T7l1é % dugc tinh toan theo céng thdc nhu mo t& sau day.

- Ta dat tén cho vung bang tinh tU 6 H3 dén J24 1a Dulieu2: dat tén cho 0 tiéu
dé S6 luong (6 13) la SL.

b) Dat tén cho cac vung diéu kién cho cac ham théng ké sé s dung

- Tao mot bang tinh phu nhu Hinh a4.1.10, trong do6 1an luct dat tén nhiing
vung bang tinh biéu thi cac mic xép loai la Kem, Yeu, TB, TBKha, Kha, Gioi,
Xuatsac, Duoichuan, Datchuan, va Trenchuan. Vi du, ving bang tinh gém bén
0t W3 dén 6 X4 dugc dat tén la Kem, ving bang tinh gém bén 6 ti W5 dén
6 X6 dudc dat tén la Yeu.
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G

2

PHAN TIiCH DU LIE

THONG KE TUNG LOAT BIEM

K

™

)

[ P q

U PIEM THI HOC Ki MON TOAN KHOI 9

THONG KE THEQ XEP LOAI

7 Piem | S0 lwong | Tilé %o Ehodng |  Xép loai S lirgmg Tilé ®a

a 1 ] 2.6% 0L.0-1.0 Kém i3 17.5%

3 0.5 i 0.0% 1.0-50 Yiu 16 19 0%

4 1 a| 4.8% 5065 1B Y] 150

7 1.5 ] 0.0%% 6.5-7.0 TB kha 12 5.3%
2 19 10.1% 7085 Khi 37 19.6%

. 15 i 0.0% §.5.0.5 Gidi T 11 1%

10 3 14| 7.4% 9,510 Xuat Sic 16 5 49

11 A5 ] 0.0%% 159 100%:

12 4 22 11.6%

13 4.5 0 0.0%%

14 5 13| 6.9%%

14 5.5 1] 0.0%%

14 f 21 11.1%

17 6.5 12 6.3%

1% 7 15| 7.9%%

15 7.5 1] 0.0%s

20 8 22 11.6%

a1 5.5 ] 0.0%a

22 g 21 1L.1%

23 9.5 i 0.0%

24 10 18] 8.5%

a3 Cpmg 189 100%,

Hinh a4.1.9. Két qué tao ving béng tinh Théng ké theo xép loai

B |k

& |

W w X
Kém Piém Piém
»=() <3
Yéu Piém Piém
»=3 <5
Trung binh Piém Piém
==5 =H
TB Kha Piém Piém
==f.5 <7
Kha Diém Diém
=7 <83
Gioi Piém Piém
==8 5 <03
Xuat sic Piém Piém
==03 ==10
Duwéi chuin Piém Piém
<3
Dat chuin DPiém Diém
==(5 <=T0
Trén chuan Piém Piém

Hinh a4.1.10. Bang tinh phu dé mé t4 céc vung diéu kién tinh toén va dugc dat tén
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c) Tinh cot S6 lugng

Ta tinh dudc gié tri cho cac 6 trong cot S6 luong theo nhiing cong thiic nhu
Béng 4.2. Trong do:

+ Tinh téng s6 luong tai 6 N11 theo cong thiic =SUM(N4:N10)
+ Tinh giatricho cac 6 trong c6t O, trong dd 6 O5 c6 cong thdc la =N4/$N$1 1

Bang 4.2. Tinh gia tri cho cét sé lugng

M N

Xép loai $6 luong
4 Kém =DSUM(Dulieu2,SL,Kem)
5 Yéu =DSUM(Dulieu?2,SL,Yeu)
6 B =DSUM(Dulieu2,SL,TB)
7 TB kha =DSUM(Dulieu2,SL, TBKha)
8 Kha =DSUM(Dulieu2,SL,Kha)
9 Gioi —DSUM(Dulieu2,SL,Gioi)
10 Xuat sac =DSUM(Dulieu?,SL, Xuatsac)
11 Cong —SUM(N4:N10)

Budc 5: Tao bdng Théng ké theo chuén (Tinh s6 lugng va TT Ié theo chuédn)

Tao tiép bang théng ké theo chuén, trong dé cac cot S6 lugng va T7 e % duoc
tinh toan theo cong thic.

Céac cong thic trong ¢ot SO luong st dung cac vung da dugc dat tén trong
bang tinh phu:

+ Tai 6 R4 nhap cong thiic =DSUM(Dulieu2, SL, Duoichuan);
+ Tai 6 R5 nhap coéng thiic =DSUM(Dulieu2, SL, Datchuan),
+ Tai 6 R6 nhap cong thiic =DSUM(Dulieu2, SL, Trenchuan).

Cot Ti 1&é % do do tinh dudc dé dang, trong do tai 6 S5 nhap cong thic:
=R5/$R$7 vé6i R7 1a t6ng s6 luong dudc tinh bdi cong thic =SUM(R5:R6).

Fo | =DSUM(Dulieu?, 5L DuoiChuan)

R4 -
F Q R s T
1 N KHOI 9
2 THONG KE THEO CHUAN
3 §6 lieong Iy le
4 Duéi chuan 103 54.50%
5 Pat chuan 27 14.29%
5 Trén chuén 59 31.22%
7 Cong 189 100%

Hinh a4.1.11. Két qua tao vang bang tinh Théng ké theo chuén
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Bu6c 6: Chen biéu dé biéu dién 17 16 phan trdm theo xép loai

- Kéo tha chuodt dé chon lai ving bang tinh M3:N10. Chon menu Insert, trong
nhom Charts, nhay chon danh sach Pie, chon biéu db thd hai trong nhom 3-D
Pie (xem Hinh a4.1.12a). K&t qué thu dudc nhu Hinh a4.1.12b.

Insert Page Layout Formulas Data Review View Add-Ins

bd B2 @ 2 & il xS ol

Picture Clip Shapes Smartart Screenshot | Column Line Pie Bar Area  Scatter
Art - - - - - - - -
INustrations 2-D Pie
12 - Jx | Diém - - Q
G | H | I | 1 K |"-\ 9 |"-\___B ‘ |@G}‘
THONG KE TUNG LOAI BPIEM H
Diém | Sélwong| Tilé % K| QB
0 5 2.6% | 0 |
0.5 0 0.0% I
1 o 48% [ 2 ‘
— ) )
15 o  0.0% K @ IFQ\’
el o [T woboee
(a)

S6 lwong

B Kém

B Yéu
BTB

B TB kha
B Kha

B Gioi

I Xuét Sac
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Format Data Labels

Label Options Label Options

MNumnber Label Contains

Fil |:| Series Mame
Category Mame

Border Color Value

Border Styles Percentage

Shadaw Show Leader Lines

Glow and Soft Edges ResetLabel Text

Label Position

30 Format
i O Center
Alignment
) Inside End
(%) Qutside End
() BestFEit %

[ 1ndude legend key in label

B—

Close

(c)

S6 lwong

@ )
Kém, 33, 17%
® Q)

Xuét Sac, 16,
9%

® S ¢

Giéi, 21,11%’ ‘ B Kém
H Yéu
HTB

[0 :0
Yéu, 36, 9%
G,

O
B Kha
B Gisi
I Xuét Sac

; o)
TB, 34, 18%
o )

(d)
Hinh a4.1.12. Qué trinh chén biéu dé Pie biéu dién di liéu
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D4i tieu dé “S6 luong” cla biéu dé thanh “Biéu dé phan tram theo cac mic
xép loai”

Chon lai chudi (Series) di liéu trén biu do, réi chon menu Layout, trong nhém
Labels, nhay chon danh sach Data Labels r6i chon 1énh More Data Label

Options... dé md ra hop thoai Format Data Labels (xem Hinh a4.1.12¢). Trong
hop thoai nay nhay chon cac nut:

+ Category Name (dé hién tén cac xép loai)

+ Value (dé hién gié tri s6 luong)

+ Percentage (dé Excel tu tinh tf 1& phan tram tu s6 Iugng va hién thj),

+ Show Leader Lines (dé c6 dudng néi cha thich véi biu dd), va

+ Outside End (dé qui dinh cac nhan di liéu cla biéu ddé nadm phia ngoai
bidu dd)

+ Cudbi cung nhay nut Close dé két thuc. Két qué thu dugc cé dang nhu
Hinh a4.1.12d.

Bay gid c6 thé chon lai vang Legend (vung chi thich cho cac dusng biéu
dién) va nhan phim Delete dé x6a n6 khdi biéu d.

Ta can dinh dang lai cac nhan di liéu cho dé& nhin: Chon tap nhan du liéu
bang cach nhay chubt vao mot nhan, réi chon menu Home, chuyén sang
nhom Font dé dinh dang lai cho nhiing nhan di liéu nay mét cach phu hop,
sao cho thu dugc két qué co6 dang nhu Hinh a4.1.13a.

Nhay chudt vao tieu dé “s6é luong” clia biéu do va nhap nhan méi la “Biéu do
phan tram theo cac mic xép loai” va cé thé phai dinh dang phéng cho tiéu
dé nay mot cach hop li dé thu dudc két qué cd dang nhu Hinh a4.1.13b.

S6 lwong

Xuét Séc, 16,

9%

Kém, 33, 17%

Gidi, 21, 11%

Yéu, 36, 19%
Kha, 37, 20%

TB kha, 12, 6%

TB, 34, 18%
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Biéu do phan tram theo cac mirc xép loai
Xuét SAc, 16,
9%

Kém, 33, 17%

Giéi, 21, 11%

Yéu, 36, 19%
Kha, 37, 20%

TB kha, 12, 6%

TB, 34, 18%

(b)

Hinh a4.1.13. M6 t4 lai biéu dé

Dé& mo t& lai cho tiing phédn cla biéu do, ta chon riéng phan dé bang cach
nhay chudt vao no hai lan rdi nhau (khong nhay kép), 1an thi nhat tat ca cac
phan dudc chon, 1an thd hai chi mét phan dude chon. Vi du dé mo t& phan
biéu dd biéu thi xép loai kém cé dang dai mau gidm (gradient), ta s& lam nhu
sau:

+ Chon menu Format;

+ MG& danh sach Shape Fill, chon lénh Gradient, chon tiép Iénh More
Gradient;

+ Hop thoai Format Data Point hién 1én, mé danh sach Preset Color va chon
6 mau Rainbow (xem Hinh a4.1.14b.);

+ Chonnut Close dé dong hop thoai va thu dugc két qua nhu Hinh a4.1.14c.

Nhiing phan con lai co6 thé mé ta tuong tu, hoac truc tiép chon ti danh sach
Shape Styles (Xem Hinh a4.1.14d.).

Sau khi hoan tat viec mo ta biéu dé ta sé thu dudc két qud nhu Hinh a4.1.14e.
da gisi thieu.
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Fage Lagoul Fuimuiay Cala Frmey Wiew LERGH

- | =SERIES(ToughopDubieu!SNS3 Tonghop!

CAKE 4 - DANM (A CHAT LUONG
Deign Lepod | Formud
Iﬁ.ﬁﬁme Eill =
. Fflcmit

Thesne Colors
N EEEEEEE

opDulie! 554 58510, 1)

l ,. 'ﬁllllilill : *

THONG KE THEQ XEP LOAI

Khaing | Néplogi | Sdbugmg | Tilé%a Handard Cotn
00101 Kew | S e MEREEReess
30501 Ve | 6] 190% g D
S40-6.5 | H 15.0% tis #i
6570 | TBkha | 12 & 3% _
= - - - = ob  Lboed Fin Colaed
7085 | ¥k | 3] YT [
8.59.5 L 21 11.1% B
9510 | NuhSac | 16 gov) |G R —ua
189 1000% S e
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Nudt Sée. 16,
™ Kem, 13, 17% )
Gidd, 11, 118 |
'I'!I.l. 5, 19% Dl Varkabeor

TH khd, 12, 6%
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Biéu dé phan tram theo cac mirc xép loai
Xut Sic, 16,
9%

Kém, 33, 17%

Giéi, 21, 11%

Yéu, 36, 19% |
Kha, 37, 209

TB kha, 12, 6%

TB, 34, 18%

(c)

1]

Lhart Tools

Page Layout Farmulas Data Review View Add-Ins Design Layout Farmat

S shape Fill -

L shape Outline ~

4

(=) (=) (=] [= o] | A

v | = Shape Effects =
Shape Styles Fl

(d)

Biéu do phan tram theo cac mirc xép loai

Xuét Sac, 16,
9% Kém, 33,

17%

Gioi, 21, 1%

Kha, 37, 20%

Yéu, 36, 19% |

TB kha, 12,
6% TB, 34, 18%

(e)
Hinh a4.1.14 M6 t4 lai tung phéan hodc t4t ¢4 phén cla biéu dbé
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Buéc 7: g)hén biéu dbé biéu dién s6 lugng va t 1é phan trdm du6i chudn, dat chudn va
trén chu

Budc nay sé thuc hién viéc vé hai biéu do cho hai Chudi dii lieu Sé luong va T7 e
trong ving bang tinh Théng ké theo chuédn. Ta sé tao ra hai dang biéu dé khac nhau
trong cung mét hé truc toa dé chung truc Ox nhung tuong Gng cé hai truc toa dé Oy.

- Kéo tha chu6t chon vung di liéu Q3:S6 can vé biéu do viung dudc chon nhu

Hinh a4.1.15.
P Q | R | s |
1 KHOI 9
) THONG KE THEO CHUAN
3 8o Lirgng Ty 1¢
4 Duwéi chuan 103 54.50%
5 Pat chuan 27 14.29%
6 Trén chuan 59 31.22%
7 Cong 189 100%

Hinh a4.1.15. Chon céc vung dd liéu dé vé biéu dé

- Chon menu Insert, trong nhoém Charts, nhay chon danh sach Column, chon
loai biéu dé dau tién trong nhém 2-D Column (xem Hinh a4.1.16.)

Home Insert Page Layout Formulas Data Review View Add-Ins

T EHED P o @:&wo:-ﬂk

PivotTable Table Picture Clip Shapes SmartArt Screenshot alumn| Line Pie Bar Area  Sc

Art - - - - - -

Tables Nustrations 2-D Column
. i ——— | =1 A
P | Q | R | | |
. KHOI 9 > colfn
. |
2 THONG KE THEO CH Imuj |E@ |Eﬁ Ijﬂ
A
3 - So Wg Cylinder
4 Duw@i chuan 103 ; l
: Datain | 27— | [afl| B8] )
= = || | | |
& Tren chuan 59
— Cone
7 Céng 189 [

Al lraal s Al
Hinh a4.1.16. Chon loai biéu db can vé t danh séch Column

[

- Biéu do mé&c dinh dugc chén vao bang tinh hién tai, ta co thé di chuyén né
dén mot vi tri thich hop, chdng han dé n6 & phia dusi vung bang tinh Théng
ké theo chudn. Co thé tang hay gidm kich thuéc biéu dd nhu mong muén.

- Chon chudi di lieu mau dé (6 day la biu db cla di liéu T7 /8) (xem Hinh
ad4.1.17a.)
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Tiép theo chon menu Format, trong nhom Current Selelection va nhay chon
nat biéu tuong lénh Format Selection (xem Hinh a4.1.17b.) dé mé hop thoai
Format Data Series va trong hop thoai nay nhay chon nut Seconadary Axis
(xem Hinh a4.1.17¢.). K&t qua qua thu dugc c6 dang nhu Hinh a4.1.17d.

80 +

50 - m 56 lrgng
BTy Ié
10

20 +

o +.
Dur&i chuan Pat chu Trén chudn
Chart Area

(@)
-0 BANH 4 CHAT

n Home Inanrt Fage Lipmat Frrmda Data Erie Vinw ez Betign Lyt Fanmat
Barses Tyl - |..-.-._ — — . 2 Phape Fill =

| | s
3%, Formw ﬁml?ﬂ | Lt | | ﬂ::J At Aig | | Az | hag = G Smape Outtine =

£ eaeet o Harm e maps Lt =

d;r'. ] - y =5.'F.R‘.ES{'ITM'S&S".Tnnphnml'}dlru'E.Q‘i..1-Sd.}.i.G_TmrhapMm':.S::i:i]éF;éi;_;p

(b)

Format Data Series

i Series Options

Fil Series Qverlap

Separated | Overlapped
Border Color ? V] P
Border Styles
Shadow Gap Width
Glow and Soft Edges Mo Gap Large Gap

<]

3-D Format

Plot Series On

O Primary Axis
(® Secondary Axis

A

Close
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o
120 60.00%
100 50.00%
a0 40.00%
60 . 30.00% WS lwgng
mTylE
an 20.00%
20 10.00%
0 ; > T T 0.00%
Dwdi chuan Pat chuin Trén chudn
L

(d)
Hinh a4.1.17. Chon mét chudi di liéu can thém truc toa dé Oy

- Chon lai chubi di liéu mau dd (chudi da liéu Ti 1&)

- Chon menu Design, trong nhom Type, nhay chon nat biéu tugng Change
Chart Type (xem Hinh a4.1.18a.) dé m& hop thoai Change Chart Type, roi
chon biéu db tha tu (Line with Markers) trong nhém biéu dé Line (xem Hinh
a4.1.18b.). Két qua qua thu dudc c6 dang nhu Hinh a4.1.18c..

Bl -0 2y | |—._m.n-.
“ Heme~  Imiet - Pegelayool | Faesuldl' | Dein.  Mreew o View  Adddm | De Liyensd
Y & B === e
c':'., ‘:: J en | |05 4 B TR dn ll Is h ‘UY
B T— g:-s;g.f;._;;;;ii;;;ﬁ;;ﬂ.;;s.-;_';;;,_;.;p'u:;aﬂ'.'-;e;a;-s.asﬁ_};@;im-;;;;g;-g_:;
(a)
Change Charl Type
CB Temclates Coshuman s
(=7 "] | | | ¥ BE
i ol () ([0 i 03| 93| D
: " ﬂﬂl q[l ﬂ.ﬂl ’Ii bl ‘E—J H:'
:i: Aran
s e || ) a8) AA] )
& Sulxe
|_| ] e e l g [
iy Fndar
B .ﬂ.L.:iu.ﬁﬁ::E 'ﬁ!___.:i.:. W “
[ torge Tempintes. . | [ gt a5 Defuit chant | [ ox ][ comoni |

(b)
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124 #3.00%
180 4 L % 00k

w0 L a2.00%

8 yopok 54 Lrgng

-yl

10 2,00%

M4 - = 18.00%

g L goo%

Dirdvi chudn it phides Trén chuds

(c)
Hinh a4.1.18. Thay déi dang biéu dé cho mét chudi da liéu

Dé& thém tiéu dé cho toan bo biéu dd, chon menu Layout, trong nhom Labels,
nhay chon danh sach Chart Tile, chon mot kiéu dat tiéu dé cho biéu do, vi
du chon kiéu About Chart (xem Hinh a4.1.19a). Két qua thu dugc nhu Hinh
a4.1.19b. Trong hop van ban Chart Tile ta nhap tiéu dé cho biéu do la Biéu dé
biéu thi s6 lugng va tf Ié dat hodc chua dat so véi chudn, va dinh dang phéng
cho phu hop.

Lhart Tools
Formulas Data Review View Add-Ins Design | Layout |
] L I I Y T I
Axis  Legend Data Data Axes Gridlines Plot Chart
Titles = ~ Labels = Table = ~ < Area~
— Mone Axes Backg
A Iy Do nat display a chart Title
—1 Centered Overlay Title [o]
|I,l Overlay centered Title on u
—_ chart without resizing chart
—1| Above Chart
I Display Title at top of chart
area and resize chart
Maore Title Options... %
(a)
Chart Title
129 &), 00
100 —~ + 50.06%
B0 L L A0
80 10.0r S g
—-Ty 2
&b - Lo30.00%
] + 100
0 . +
Churdri c¥nsdn Bat chudin Trgn chufin

(b)
Hinh a4.1.19. Thém tiéu dé cho biéu dé
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- Chon Chubi di lieu S6 lugng, réi chon menu Layout, trong nhom Labels, chon
danh sach Data Labels réi chon mot kiéu hién thi nhan cla cot biéu dd, vi du

nhu chon
- Tuong tu

Hinh a4.1

kiéu Center (xem Hinh a4.1.20a).

chon Chudi di liéu S6 lugng, roéi chon menu Layout, trong nhom
Labels, chon danh sach Data Labels rdi chon mét ki€u hién thi nhan clia cac
moc trén dudng biéu dién, vi du nhu chon kiéu About. Két qua thu dugc nhu
.20b.

Chart Tools ‘

view View Add-Ins Design | Layout | Format

| | ] ] | |

Data Axes  Gridlines Plaot Chart Chart 3-
Table = ~ ~ Area Floo Bt
- None Background
||  Turn off Data Labels for !
&
—  selection 5Q356.TonghopDhuli
Center u 3

Display Data Labels and position
centered on the data point(s)
Inside End

Display Data Labels and position
inside the end of data points)
Inside Base

Display Data Labels and position
inside the base of data point(s}
COutside End

Display Data Labels and position
outside the end of data point(s)

More Data Label Options...

(a)

120

100

a0

60 -

40 |

20 +

Bi&u d6 biéu thi s8 lwong va ti 1é dat hodc chua
dat so véi chuan

54 50% 60.00%

50.00%

a5 40.00%
\ L 3p.00% = SO lrong

\" PR - 20.00% Tvie

- 10.00%

- 0.00%
Dur&i chuan Pat chudn Trén chudn

(b)

Hinh a4.1.20. Thém nhan cho c4c chubi da liéu
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- La&n lugt chon tiing tap nhan di liéu (bang cach nhay chon mét nhan), sau do trd
lai menu Home, chuy&n sang nhom Font dé dinh dang phong chii dam, chon
lai phong chi, kich thuéc phong chii mét cach phu hop, dé két qua thu dugc cod
dang nhu Hinh a4.1.21a.

- Chon lai biéu dé, chon menu Format, mé danh sach Legend roi chon lénh
Show Legend at Bottom, két qua thu dugc cé dang nhu Hinh a4.1.21b.

Bléu d5 biéu thi 58 lrong va ti1é dat hode chwra
dat so véd chudn

120 3d.30% 60.00%
100 50,003
B0 - 31935 + Al
60 L 3p.00% wemSdkegng
14.29% -
T
20 20,005 v
a0 -t + 10.00%
| 0.00%
Do ehwain Dan chiedn Tren chudn
(a)

Bl&u d6 bidu th| s& lwong va ti1& dat hodc chra
dat so wéi chuan

| 120 54.50% £0.00%
130 -+ + 50,005
a0 - 3129, - 40.00%
&0 14 5 + #.00%
a0 -+ + 20.00%
o I £ 10.00%
[ + .00
Dhudn chwdn Bt chuldn Trén chuln

-0 luong —me-Ty

(b)

Dé& dinh dang tung cot biéu dé, chon menu Format, mé danh danh sach Shape
Styles va chon mot kiéu mong doi, két qua thu dugc nhu Hinh a4.1.21c.

Bigu 48 bigu th] 58 lromg va ti 18 dat hodc chwra
dat so wii chuin

120 34.50% £0.00%
100 50.00%
30 11 37 - 40.00%
&0 e 30.00%
a0 20.00%
m 4 - Lo10.00%
] 0.00%
Diwréri chuan Dt chudn Trén chuiin

w5 ong =Ty

(c)
Hinh a4.1.21. Binh dang cho céc cét biéu dé
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Bué6c 8: Tim khodng diém tap trung

Viéc tim khodng diém tap trung can hai bang tinh nhu Hinh a4.1.22 dusi day.

Xét bang tinh trong Hinh:

- Cot Xi biéu thi diém trung binh clia méi khoang. Tai 6 K29 nhap céng thic:
=AVERAGE(VALUE(LEFT(129,3)),VALUE(RIGHT(129,3)))

Gidi thich cong thic trén day:
+ Ham Left(129, 3) cho két qua 1a 3 ki tu bén trai 6 129, nghia la bang “0.0".
Gia tri nay dugc déi thanh s6 0.0 thong qua ham Value(Left(129, 3))

+ Tuong tu ham Value(Right(129, 3)) cho gia tri s6 clia 3 ki tu bén phai 6 129,
nghia la bang 3.0.

H I 1) K L 11 3] (]
Khodng | Xdo teoi X I;"“ Ti % | Tieg &im r::; :1;::?
29 0.0-3.0 Kém 1.5 33 17.4% 49.5 615.53
30 3050 Yiu 4 i 19 0% 144 120,43
5.0-6.5 1B 575 34 1808 195 5 0.21
12 6.5.7.0 T khi 672 12 6.3% 51 10.17
7085 Eha 7.7% 37 19 6% 286.75 136.49
74 §.5-9.5 Gidi g Y] 11.1% 159 211.11
9,510 Nuat Sac 975 16 8 8y 156 24594
38 154 1% LIOLTS  1,342.93
=
3 Biem TH 5529
iw FPhwong sai T.105
20 B lich chuan | 2.666
Khoang tap 1164
trung B.405

Hinh a4.1.22. Két qué tim khodng diém tap trung
+ Kihiéu a = Value(Left(129, 3)) va b = Value(Right(I29, 3). Hai gia triava b
nay dugc cdng vao va chia trung binh théng qua ham Average(a, b).
Cot S6 lugng va TT & % dugc tinh tuong tu nhu Budc 4
Xét cot Téng diém, taid N29 ta nhap cong thic: =K29*L.29
Xét cot Téng BP chénh léch, tai 6 029 ta nhap cong thic: =(K29-$K$38)a2*.29
Hang 36 biéu thi téng cac cot dugc tinh bdi ham SUM.

Xét bang tinh bén dudi

- O K38 (tuong Ung véi Diém trung binh) dugc nhap cong thic =N36/L36
- O K89 (tuong Ung véi Phuong sai) dugc nhap cong thic =036/L36

- O K40 (tuong tng v6i DO lech chudn) dudc nhap cong thic =SQRT(K39)

- O K41va K42 (biéu thi Khodng tap trung) tuong Ung véi cong thic can nhap
la =K38-K40 va =K38+K40.
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Phu luc 4.2Pa: TINH HUONG CU THE

(Mé ta tinh huéng: Xac lap cac phuong an, so sanh, phan tich
dé quyét dinh lua chon mét phuong an)

Nha trudng c6 mot khu dat tréng dung lam san van dong nhd danh cho cac doi
boéng clia can bd gido vién va hoc sinh cla trudng. Thinh thodng san van déng dudc
st dung cho céac hoat déng ngoai trdi trong cac dip 1& hoi trudng. Ngoai hai viéc trén,
nha trudng da cho nhiéu don vi khac thué véi hai muc dich chinh - tang cudng moi
guan hé voi cac don vi va tang thém ngudn thu cho nha trudng.

Lich thué thudng dugc xem xét trong hai qui: 6 thang dau nam va 6 thang cudi
nam. Vi du Bang 4.2 duéi day la danh sach ghi chép lan luct thong tin clia cac don vi
dang ki thué san van dong é Qui 1 nam 2013 (Don vj tinh clia Gia thué 1a nghin dong).

Bang 4.2.1 Danh sach céc don vi dang ki thué san van dong cla trudng

Tén don vi Tu ngay Dén ngay n(::}ét :;’;3
1 B6 doi C22 30/03/2013 29/04/2013 500
2 Coéng an phudng 14/05/2013 19/05/2013 3500
& Cuu hoc sinh 04/05/2013 18/06/2013 300
4 Dan phong 10/03/2013 25/03/2013 1800
5 Hoi khuyén hoc 24/05/2013 03/06/2013 2000
6 Coéng ti cay xanh 14/04/2013 29/04/2013 1700
7 Bo6 doi 123 19/05/2013 29/05/2013 1800
8 Doan ca mua kich TW 18/06/2013 08/07/2013 900
9 Xudng phim 224 29/04/2013 09/05/2013 1600
10 Hoi cuu chién binh quan 30/03/2013 09/04/2013 1900
11 Nha hang Tay H6 23/06/2013 08/07/2013 1200
12 Doi bong quan 08/06/2013 13/06/2013 3000

Tai mdi thoi diém, san van dong chi co thé phuc vu cho moét don vi dén thué. Van
dé dat ra la trudng sé cho nhiing don vi nao thué? Sau khi ban bac, nha trusng da di
dén théng nhét rang viéc cho cac don vi thué dya trén 3 tiéu chi sau, trong do tiéu chi
s6 1 12 tiéu chi bat budc:

1) Khoéng co hai don vi nao giao nhau ngay thué;

2) BO tri cho thué dugc cang nhiéu don vi thi cang tét;
3) Téng s6 tién thu dugc trong mot qui cang nhiéu cang tot;
4) B0 tri dugc cho thué dugc cang nhiéu don vi can tang cudng méi quan hé thi

cang tot.
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Ta goi moét phuong anla mét lich cho thué thda man tiéu chi 1 bét budc (khdng co
hai don vi nao trung ngay thué). Trong cac tiéu chi con lai, tiéu chi nao dudc uu tién
hon tiéu chi nao con tuy thudc vao ting giai doan va tiing nam hoc va do nha truéng
ban bac, théng nhat. Nam hoc nay, nha trudng quyét dinh cac tiéu chi 2, 3, va 4 theo
thi tu da chi ra trén day dudc s&p theo tha tu uu tién gidm dan.

S6 don vi cho thué cho mét phuong an dugc goi la gid tri cda muc tiéu sé 1.
Téng sd tién cho thué trong mét phuong an dudc goi la gia tri cdia muc tiéu sé 2.

Tam quan trong cta méi quan hé gitia nha trudng va mot don vi duge danh
gia bang diém. Nhu vay téng s6é diém trong moét phuong an l1a gia tri cda muc
tiéu s6 3.

Ta goi gia tri cia mét phuong an la bé ba gia tri cda cac muc tiéu 1, 2 va 3.

Trén thuc té, kho co thé tim dugc mot phuong an c6 gia tri cuc dai, nghia la théa
méan dong thai gia tri clia ca ba muc tiéu déu dat cuc dai. Cho nén hiéu trudng thudng
thay mat ban giam hiéu dé xuat mot sé phuong an, méi phuong an nhan manh vao
mot hoac hai muc tiéu nao do dé cung hoi dong su pham hodc mot bd phan cét can
clia trudng xem xét, phan tich va ra quyét dinh chon phucng an cudi cing. Viéc xay
dung, lua chon va tinh giéa tri cho cac phuong an néu thuc hién bang tay sé mat kha
nhiéu thoi gian, can co6 su hd trg clia may tinh.
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Phu luc 4.2Pb:

Panh gia kha nang cta céng cu Excel

Cong cu Excel c6 thé hé tro Khéng

ra quyét dinh vi cé kha ning dong y

Thé hién ndi dung thuyét trinh mot
cach hiéu qué

Kich thich dugc y tudng mdi

Tinh toan tu déng theo cac céng thic
va dd lieu nhap vao

Téng hop di ligu, théng ké mot cach
nhanh chéng

Phan tich, so sanh va minh hoa nhing
s6 ligu da co bdng biéu dob truc quan

Tao diéu kién tot cho thdo luan, tuong
tac

Thé hién hay moé phdng cac phuong
an can xem xét

Tinh gia tri cac muc tiéu é méi phuong
an dé so sanh

T6éng hop két qud khdo séat cac
phuong an véi cac biéu dé truc quan,
tao diéu kién thuan Igi cho danh gia

(Pé xuat mot khd nang khac)
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TRONG QUAN LY NHA TRUONG

UNG DUNG CONG NGHE THONG TIN

Phu luc 4.2Ta

Huéng dan thuc hién tiing buéc gidi quyét tinh huéng 4.2 bang Excel

A B =
1 PHONG GLAD DUC QUAN TAY HO
I TRIONG THCS CHU VAN AN

D E

r

Budc 1: Nhdp da liéu va thyc hién nhdng tinh toédn ban dau

M3 mot tép bang tinh Excel méi, tai mét bang tinh (sheet) nao do, ké moét ving
bang tinh va nhap d liéu nhu Hinh a4.2.1 dudi day. Trong do, cac cot mau xam sé
dudc tinh toan theo cong thic, cu thé nhu sau:

- Tinh cot S6 ngay v6i cong thiic tai 6 dau tién la G6 =F6-E6. Cong thic nay sau

do6 dugc sao chép xudéng nhiing 6 con lai trong cot.

- Tinh cot S6 tién véi cong thiic tai 6 dau tién 1a 16 =G6*H6. Cong thiic nay sau

d6 dudce sao chép xudng nhiing 6 con lai trong cot.

DANH SACH CAC BON V] BANG KI THUE SAN VAN BOXNG CUA TRUONG

hanh cong viéc sau day:

a4.2.3a);

V6i nhiing cot con lai ta s& nhap dd liéu bang tay, trong do:

- M4 hoa cac don vi bang cac chi cai theo van Alphabe;

4

4 STT |Tén dom vi Biem  |Mi Tir mgiv Brénngiy (S0 mgay  |Gidthué |50 rien

i 1|B4 d& C22 : A 30032013 19042013 3 o0l 15000
7 2|Céng an phoring s |8 14052013 19052013 5 3500] 17500
& 3| Cura hoe sink i ¢ 04052003] 18062013 45 00| 13500
g | Ditmr prbidez : o 10032013 25032013 135 1800] 27000
10 3| Héi kduyen hgc 4 |E 24052013] 03062013 10 2000) 20000
11 6| Cimg 6 city nanh 1 |F 14042003 20042013 15 1700] 25500
12 T[Bs 4123 G 10022013 10042013 10 1500] 18000
13 §|Boan ca mmia kich TW 1 |H 18062013] 081072013 20 G000 18000
14 O Nurémg pham 224 £ 200042003] 09052013 10 1600] 16000
15 10[H&i comchiénbinhquin | 2 [ 30:032013) 09042013 10 1900] 19000
16 11|Nha hang Tay Ha 1K 23062013) 08072013 15 1200] 12000
17 12| bnimg epaim T L 0806 20013] 13062013 5 3000] 15000

Hinh a4.2.1. Bang tinh danh sach cac don vj dang ki san van dong.

- Tam quan trong clia mdi quan hé gitia don vi véi trudng dugc gan bdi gia tri
diém. Trong trudng hop nay ta c6 thé gan thang diém 5, chdng han véi mic
do gidm dan la (5: rat quan trong, 4: kha quan trong, 3: quan trong, 2: binh
thudng, 1: khéng quan trong).

Budc 2: Tao béng tinh cho phuong én 1, tinh gia trj c4c phuong an t6t nhat

Sao chép bang tinh ban dau da tao é budc 1 xudng bén dudi thanh mot bang
tinh m&i, b8 sung thém 3 cot “Chon”, “Chon 2” va “Cac don vi” nhu Hinh a4.2.2 va tién

a) Sdp xép lai cac don vi theo thd ty ting dan clda ngay két thuc thué.
- Chon vung béang tinh A21:L33;
- Chon menu Home, md danh sach Sort & Filter, chon Custom Sort (xem Hinh
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- Trong hop thoai Sort (xem Hinh a4.2.3b): mé danh sach Sort by chon trudng
“Dén ngay”; mé danh sach Order chon Oldest to newest, réi nhay nat OK dé
két thuc viec sdp xép cac don vi tdng dan theo ngay két thac thué (ttc la

theo trudng “Dén ngay”).

A B C (] E F L1} H
159 PHLONG AN 1 (Us tién nhisn dos vf duge theé, 14p 2ép tiag dia theo thi didm bt thic)

11 STT [Témdem s s |03 Tir mgay Beasgiy  [Somagiy  |Gidthee  [Somes  [Chon  [Chem 2[Cie dom v

1l 4|Dién phong D 10032013 18032013 15 1504 270 1 1|D

3 10| Hin cyris chaen buh quin b ] 10 1904 1 SHHH) 1 11

H 1|85 45 CI2 SlA 30 500 150040 1] 0[DA

- 6| Cong b i Lanh i3 15 1704 S5 500 1 QjDIE

6 9| Xirong phim 224 £ (1 10 1604 L60HH 1] 1|DIL

0 2| Cdang i plisrdmg H ] H 350 17504 1 1 IJEE. DJE

IE 7[BG &G 123 k[« 10 1504 1504 1] O|DJFG, DG

) S| Hen kebmrien hass 4|E 10 SOHH) SHHH) 1 1DJEEE, DIIBE

3 12| Bwd bdmg quin 2L 5 iHH) 150040 1 1|DIFREL. DIBEL
3| Cens b imsh HE a5 204 13504 L] DIEC
§|Prodn ca mia kich TW 1[H 20 HH) 1504 1 1|0 | DIIBELH

3 11]3ha hing Tav HS 1|k 15 1204 1 50HH) ] QDIECE
H Cing 17 125504 T 7
35 2l 1 16000

Hinh a4.2.2. Phudng an 1: Sdp xép cac don vj ting dan theo ngay két thic

ar | @ i
e l 1 d Level ” ¥ peets Lol ” 3 ooy Level || & | [gm | [7] my dans hes nesders |
Sort & | Find & - = =
Filter = |Select ;,::,;.- —— : Sort O Orrier
1 ‘El Sort Smallest to Largest v | Ll R M || Clddest in Ferwest h"
il Sort Largest to Smallest
E Custom Sart...
= il
1’\
(a) (b)

Hinh a4.2.3 Thuc hién Iénh sdp xép cac don vj tdng dan theo ngay két thic

b) Dién gia tri cho cot Cac don vi

- Taicot Cac don vi, 1an Iuct xét tu trén xuéng dusi dé ghi cac phuong an tét
nhat c6 thé dudc tai méi hang tinh ti hang do tré vé tru6c. Duéi day la vai vi

du vé cach tinh:

+ Taihang 1 nhap D biéu thi phuong an t6t nhat khi xét dén don vi D chinh

la don vi D.

+ Taihang 2, xét don vi J, vi ngay 30/3 (don
nén phuong an tét nhéat khi xét dén don vi

+ Taihang 3, xét don vi A, vi ngay 30/3 (don

vi J) sau ngay 25/3 (don vi D)
Jla DJ.

vi A) sau ngay 25/3 (don vi D)

nén ta c6 phucong an DA. Mat khéac, vi ngay 30/3 (don vi A) khong ding

sau ngay 9/4 (don vi J) nén ta khong thé
phuong an tét nhat khi xét dén don vi A la

c6 phuong an DJA. Tom lai,
DA.

+ Taihang 4, xét don vi F, ta thdy ngay 14/4 (don vi F) sau ngay 9/4 (don
vi J) nén ta c6 ngay phuong an tét nhéat lic nay la DJF.
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Hinh a4.2.4. Biéu dé c4c don vi sdp xép tdng dén theo ngay két thic
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Cha y: Viéc tim mot phuong an (danh sach cac don vi khong giao nhau vé ngay
thué) trén day c6 thé dua trén biéu dé cac doan thdng dudc sdp thi tu theo ngay két
thac thué nhu Hinh a4.2.4. Biéu dé nay dudc tao nhu sau:

- Chon hai cot du ligu “Ma”, “Tu ngay”, “Dén ngay”;
- Chonmenu Insert, nhom Charts, danh sach Line, chon bi€u dé Line With Markers;

- Biéu dd gdém 2 Chubi di liéu s& dugc chén vao bang tinh. Chudi thi nhat biéu
thi di lieu “TU ngay”, Chudi thi hai biéu thi di lieu “Dén ngay”. Ta can thay dbi
kich thusc dé biéu dd 16n hon mot chat;

- Tachon lai biéu dé dé lam xuat hién nhom menu Chart Tools, chon menu Design
va trong nhém Chart Layouts, chon Layout 10 dé chén dusng néi gitia hai Chudi
dd liéu, nhu Hinh a4.2.5;

Shart 1

Lhart:1ools

t Farmulas Data Beview View Add-Ins Design | Layout Farmat

Hinh a4.2.5. Chon Layout 10 dé chen dudng néi gida hai chudi dii liéu

- Chon ducng biéu dién di liéu mau dd bén trén dé chén nhan (ngay thang) xuét
hién tai vi tri bén trén dudng biéu dién (xem Hinh a4.2.6a), rdi chon dudng biéu
dién di liéu mau xanh bén dudi dé chén nhan xuét hién tai vi tri bén duéi dusdng
bi€u dién (xem Hinh a4.2.6b).

CASE 5 - CAC PHUONG AN

‘Chart Tools
view View Add-Ins Design | Layout | Format
o] (] (] (] [ J | () | [ o] [o
Data Data Axes Grldllnes Flot Chart 3-D Trendling Lines Up/Do
Labels | Table ~ = Area~ Rotation 7 b Bars
Mone Bacl.gl-:uund Analysis
{ |# -x Turn off Data Labels for 2 - -
! e ThueSVD!SF$22:5F$33.2)
1 Center H I J K
P Display Data Labels and position
J centered on the data point(s)
] Left 08,/07/2008/07/;
A Display Data Labels and position
1 left of the data points)
-] Right 18/06/2
<%= | Display Data Labels and position 13,/06/2013
1 right of the data point(s} 03/08,/201
] Above 0/05/2013
L Display Data Labels and position
1 above data point(s) [%
3 Below

Display Data Labels and position V
below data point{s)

Mare Data Label Options...

LeTrr— —

(a)
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| W LT o | CASE S = CAC PHUOMNG AN CHE

W Wil Agd-ina Dezkgn Lapout Foamat
[T T RE™ I 4 ] e
Doty | Cwia Lugy  Geldhmes R Trenagine Lings  Up/Deam
Latigly = Tahie - - - YL - * By E
Nens PR D : ~t L
T s ThueSVDISESI28ES33,1)
Lenfim I H : [ J' T K r_

Dsplay Coata Labeks and paiton
criteTed nr ARe datE pEnty)
Lest OB S07 /2008072008
Detgilay Cralla Lalrehy pnd gailisan
lefl of the dats ponlin

Hipnt 18/0
Dutplay Dt Latels snd poiitsan 13/0&2013
vight of 1Re dats pointie)
Above

Curplay Cata Labeeer snd poaitéan
amave fata pambin ;
Belivw

Dikplay Data Latels shd panilann
Beloue data ol
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HETE
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/0472013
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(b)
Hinh a4.2.6

Chon céach hién thi nhan cho cac dudng biéu dién di lieu ngay thang

Chon tap nhan di liéu cla dudng di liéu bén trén rdi nhay chudt phai, chon
lénh Format Data Labels (xem Hinh a4.2.7a). Hop thoai Format Data Label hién
len, chon dong Aligment trong danh sach bén trai, réi bam gidm trong 6 Custom
Angle vé -90°(xem Hinh a4.2.7b), cubi cung nhay nat Close dé dong hop thoai.
Két qua la nhan cla dudng di liéu sé dugc quay “dung ding”. Ta lam tuong tu
nhu dusng biéu dién di liéu bén dusi.

Chon toan bo biéu do va chon Iénh Copy — Paste (Chon ché dé “dan” hinh anh)
sang mot tép tu liéu Word va quay biéu dd 90°

CalibrifE = 10~ A" a7 Series 'Bénngi -
BIEESEA-8E 7
TZ=ro .'_w - .

Delete

Reset to Match Style

Faont...

04,/05/2013

Change Chart Type...
El select Data...

0472013

Format Data Series...

— % FormatData Labels...[% I —

(@)
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Format Data Labels

Label Options

MNumber

Fill

Border Color

Border Styles

—1T O

Shadow

Glow and Soft Edges

Q/naiInag

3-D Format

Alignment

137
pus

9/04/20
Ny

2013

G—

10/03/2013

Alignment
Textlayout

Vertical alignment: |Middle Cente... | %

Custom angle:

Autofit

Internal margin

Close

(b)

Hinh a4.2.7. Quay cac nhan dd liéu 90 d6

c) Dién gia tri cho cac cot “Chon” va “Chon 2” va tinh gia tri cho cac phuong an tét nhat

- Taicot Chon, danh ddu bang s6 1 cho cac don vi dugce chon trong phuong an

t6t nhat dau tién tim dugc.

- Gia tri cila mot phuong an la bo ba gia tri cla ba muc tiéu (s6 don vi, so tién,

va s6 diém). Tinh gia tri cho phuong an nhu sau:

+ Cu6i cot “Chon”, tai 6 J34, nhap cong thlic =SUM(J21:J33), ta dugc két

quala?.

+ Cubi cot “So tién”, tai 6 134, nhap cong thic =DSUM(A21:L33, 121,
J21:J22), ta dugc két quéa 1a 125500.

+ Cubi cot “Diém”, tai 6 C34, nhap cong thuc =DSUM(A21:L33, C21,

J21:J22), ta dudc két qua 1a 17.

- Lam tuong tu déi voi cot “Chon 2” véi phuong an tét nhat thi hai la DJIBELH,

ta dudc gia tri clia phuong an nay la (7, 116000, 21).

Budc 3: Tao béng tinh cho phuong 4n 2, tinh gi4 trj c4c phuong &n t6t nhat

Sao chép bang tinh ban dau da tao & buéc 1 xudng bén dudi thanh mét bang tinh
méi, bd sung thém 3 cot “Chon”, “Chon 2” va “Cac don vi” nhu Hinh a4.2.8 va tién hanh
cac cong viéc tuong tu nhu & budc 2, gdm sdp xép cac don vi tang dan theo ngay
bat dau (muc “Tu ngay”); Dién giéa tri cho cot “Cac don vi”; va dién gia tri cho cac cot

“Chon” va “Chon 2” rdi tinh gia tri cho cac phuong an t6t nhét.
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A B C 1] E F .G H I ] K L
17 PHUDNG AN 2 (U tén shien don v dwge theé, 1ap vép tieg &in theo thei diem bar dax)

35 STT |Timdomvj Diim A3 [Twngay  [Dénmgay  [Sangiy  [Giathaé [Somen | Chem |Chon 2[Cax dou
i & | D phadsng K (o] 10032015 2208 3018 11 1504 =T 1 1
i 10| B e el ey uim B 16 1300] 19008 1
! 1184 85 12 £lA 30 £04) 15000
1 B Céng i ek wirh 1IF 14 1701 258000
4 8| Xercrg plam T2 B[ 10 1504 16300
45 3| Coris bepe iamhy i 16062 4f 700 138008
4 2| Chng an plirong LB 140£3013] 15083013 H ) 17800
47 TIBs &5 15 =||I- 1908015 28082003 i 1504 150000
4 5| FE kebisioim b 4|E SAGEI0LE| O30S T003 ZTHH)| e
4 13| Ev g i 2|k CEOETOLE] 13062007 JHH) 1500
§|E§-o.:n om mia bk TW 3H IR0EI01E| 08072013 i ) 150
11[¥ha hiang Ta K 1k mo62003] 05072013 13 1200 15000
Cing 1 L1600
n LN2 5

Hinh a4.2.8. Phuong an 2: Sdp xép cac don vj ting dan theo ngay bat dau

Vi du:

- Cudi cot “Chon”, tai 6 J52, nhap cong thic =SUM(J40:J51), ta dugc két qua
la7.

- Cu6i cot “S6 tién”, tai 6 152, nhap cong thiic =DSUM(A39:L51, 139, J39:J40),
ta dudc két qua la 116000.

- Cubi cot “Diém”, tai 6 C52, nhap cong thiic =DSUM(A39:L51, C39, J39:J40),
ta dudc két qua la 23.

Buéc 4: Lap bang téng hop cac phuong 4n va vé biéu dé dé hé trg ra quyét dinh

a) Lap bang téng hop di liéu

D{ liéu clia bang t6ng hop & Hinh a4.2.9 da trinh bay truéc dé c6 thé dudc tao ra
bang cach sao chép gia tri (copy — Paste (value)) tt nhiing s6 liéu da tinh toan & buéc
3; ho&c nhap lai cong thic tinh toan nhu da lam & budc 3.

A B C D E
55

36 $6DV| Diém | Doanh thu
57 Phrrong dn 1A 7 17| 125300.00
38 Phrrong én 1B 7 21| 116,000.00
39 Phrrong dn 2A 7 23[ 116,000.00
60 Phwong an 2B 7 21| 132,500.00

Hinh a4.2.9 D liéu t6ng hdp cac phuong an

b) Chen biéu dé tu bang téng hop da liéu

Biéu dd & Hinh a4.2.9 tuong tu nhu biéu dé théng ké theo chuén vé s6 luong va t
l&é phan tram dugc gidi thiéu trong tinh huéng truéc dé (tinh huéng “Phan tich, tdng hop
du liéu dé phat hién van dé). Nhu vay, & budc nay ta sé vé hai biéu dé cho hai Chudi
di lieu Doanh thu va Diém dé truc quan hoa di liéu trong bang téng hop noi trén. Do
la hai dang biéu do khac nhau trong cuing mot hé truc toa dé chung truc Ox nhung
tuong Ung co hai truc toa do Oy.

- Nhan va git nguyén phim Ctrl trong khi chon 3 c6t di liéu rdi nhau B56:B60;
D56:D60; va E56:E60 (xem Hinh a4.2.10).
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B [ c [ D [ & ]

$6 PV | Diém | Doanh thu |
17| 125,500.00
21| 116,000.00
23] 116,000.00
21| 132,500.00

Phirong an 1A
Phirong an 1B
Phirong an 2A
Phwong an 2B

Hinh a4.2.10. Chon c4c vung di liéu dé vé biéu dé

Chon menu Insert, trong nhém Charts, nhay chon danh sach Column, chon
loai biéu dé dau tien trong nhém 2-D Column (xem Hinh a4.2.11)

| a| = =) B8]
i) Jm® | @A | [ fmc]
Uadaa| JaA | [LAA | | Jod]

hiia| [LaA | [IAA | |Lad|

Hinh a4.2.11. Chon loai bi€u dé cén vé tur danh séch Column

Biéu dé mac dinh dugc chén vao bang tinh hién tai, ta tang kich thuéc né mot
cach thich hgp.

Chon chudi di liéu mau xanh (& day la biéu do cla di lieu Diém) (xem Hinh
a4.2.12a).

Tiép theo chon menu Format, trong nhom Current Selelection va nhay chon
nat biéu tuong lénh Format Selection (xem Hinh a4.2.12b) dé md hop thoai
Format Data Series va trong hop thoai nay nhay chon nut Seconadary Axis
(xem Hinh a4.2.12¢). Két qué qua thu dugc cé dang nhu Hinh a4.2.12d.

£ =SERIES(TheeSVINSDESE TheSVDISBSE 7 SBS60, Thie SVDISDSET SD560, 13

I G H 1 ] K L
140000
110003
1050559
X0
® fifm
e i)
W Doank
00
200K

o4 : . Sulat
Phuong an Phuongan Phaeng an Ph incan
14 18 24 Chart dddh

(a)
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A1 B R R W A |

m Fome Inzert Fage Loyout Fomuter Dratn Eerien Vi sgd-Ina Dhexign Layout T ormat
Seaies Tyl

- — A% Shape Fill *
[ ] [ [ 1
= Fzemp iz-u-.lm E] Anc &oc ] &b doe L=~ = [ Shape Dutline =
| )
] Rrset ta 'k.m': Tighe S— — 8 = Thapes EMriti =

G Yk CrahdH A CHET

Chart 4 - | =SERIESTonghoplhBanS553, Tonshopihlisu SO54 5056, Tonshophaisu S554-55

(b)

Format Data Series

i Series Options

Fill Series Qverlap

Separated ™ Overlapped
Border Color ? ' V] Pe
Border Styles
Shadow Gap Width
Glow and Soft Edges Mo Gap 3 Largs Gap
3D Format 150%

Plot Series On

O Primary Axis
(&) secondary Axis

%

Close

(c)

135,000.00 25

130,000.00 20

125,000.00 -
- 15

120,000.00 - B Doanh thu
- 10 mpiém

115,000.00 -

110,000.00 - - °

105,000.00 - : - - 0

Phwong anPhwong anPhwong anPhwong éan
1A 1B 2A 2B

(d)
Hinh a4.2.12. Chon mét chudi da liéu can thém truc toa dé Oy

$6.2
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- Chon lai chubi di liéu mau xanh (chudi di liéu Diém)

- Chon menu Design, trong nhém Type, nhay chon nat biu tuong Change Chart
Type (xem Hinh a4.2.13a) dé md hop thoai Change Chart Type, réi chon biéu
doé tha tu (Line with Markers) trong nhém biéu doé Line (xem Hinh a4.2.13b).
Két qua qué thu dugc c6 dang nhu Hinh a4.2.13c.

FAIR™ Bl S =T | DANE GlA Ers
n PrOmE nen Fape Lagpoit Formuiss Dats Fruitw JiEm Erbddns Ceeaigr Lpout Fovmat
& B = | (==} _
.‘g‘ .’lF! SwmEn :les_.5 ™ O I | 'u"." L kN ]l i h "- L ‘
B ewe L owwaew
Chaat 4 - £ | =S5ERIES{TonghopDubien! S553, TonghopDulien! SQE4 3056, TonghopDuleu! 355-H3556,17
(a)
63
LA Templates CGllll'Il_ll B B B B B B ~
e |[dm| =4 48] S5 23] 93| J0
(i A=A pliulnR o) | /Rl 00 Rani 2Y
& PFie T ] - - ] ] w1
£ o i) Jaf| (B8 ) Lha) Jah] JAA
A Area . - - - -
XY (Scatter) Mﬁ_ﬂ |J ﬁ.ﬁﬂl |Jﬁ(5 MA{& |M
i stock -
b Surface tine — - —
@ Doughnut ‘/\J/ l/\_/ l/\_/ L;,:'.' ""fT‘ /\‘C‘
o =[], By |
@ Radar =
| e @l A8 [ac)] (] v
[ManageTemplahes... ] [ Set as Default Chart ] [ [0]4 ] [ Cancel
(b)
135,000.00 25
130,000.00 C 20
125,000.00 - r
- 15
120,000.00 - B s Doanh thu
" 10 —g=pidm
115,000.00 - r
110,000.00 - - o
105,000.00 - T T T -0
Phuwong Phuwong Phuwong Phuong
an 1A an 1B an 2A an 2B

(c)
Hinh a4.2.13. Thay déi dang biéu dé cho mét chudi da liéu
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Uéc luong va tang kich thuéc cta toan bo biéu db dé co thé hién thi di cac
nhan d liéu néu chang dugc chén vao.

Chon Chudi di liéu Doanh thu, rdi chon menu Layout, trong nhém Labels,
chon danh sach Data Labels roi chon mot kiéu hién thi nhan cla cot biéu dd,
vi du nhu chon kiéu Outside End (xem Hinh a4.2.14a).

Tuong tu chon Chudi di liéu Diém, rdi chon menu Layout, trong nhém Labels,
chon danh sach Data Labels rdi chon mot kiéu hién thi nhan clia cac méc
trén dusng biéu dién, vi du nhu chon kiéu About. Két qué thu dugc nhu Hinh
a4.2.14Db.

Di chuyén mot s6 nhan di liéu dén nhiing vi tri pht hop hon, chdng han dé
ching khong de 1én nhau.

Gl

view View Add-Ins Design |
oy e | (o
Data Axes  Gridlines Plat
Labels =| Table = - - Area -
) Mone
4| Turn off Data Labels for
selection

Center
Display Data Labels and position
centered on the data point(s}
Inside End

1l Display Data Labels and position
inside the end of data point{s}
Inside Base
Display Data Labels and position
inside the base of data point(s}
Qutside End

i

Display Data Labels and position |
outside the end of data pointt% :

vlore Data Label Options...

(a)
135,000.00 25
28 132,500.00
21
130,000.00
20
125,500,
125,000.00
15
120,000.00 - === Doanh thu
== Diém
116,000.00 116,000.00 10
115,000.00 -
F5
110,000.00
105,000.00 - 0
Phwong an 1A Phwong én 1B Phwong an 2A Phwong an 2B

Hinh a4.2.14. Thém nhan cho c4c chubi di liéu
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- Lan lugt chon tting tap nhan di liéu (bang cach nhay chon moét nhan), sau do
trd lai menu Home, chuyén sang nhom Font dé dinh dang phong chi dam,
chon lai phéng ch, kich thuéc phéng chti moét cach phu hop, dé két qua thu
dudc cd dang nhu Hinh a4.2.15.

135,000.00 25
23
21
130,000.00
21 L
17 20
132,500.00
125,000.00
125,500.00
15
120,000.00 = Doanh thu
=0=Diém
116,000.00 116,000.00 10
115,000.00
r5
110,000.00
105,000.00 0
Phwong an 1A Phuwong an 1B Phwong an 2A Phwong an 2B

Hinh a4.2.15. Dinh dang cho c4c nhén, cac cét biéu dé va tiéu dé biéu dé

Dé& dinh dang ting cot biéu dd, chon menu Format, mé danh danh sach Shape
Styles va chon mét ki6u mong doi, két qua thu dugc nhu Hinh a4.2.16.

135,000.00 25
23
2‘1/\
130,000.00
21 20
132,500.00
125,000.00
125,500.00
15
120,000.00 = Doanh thu
——Diém
116,000.00 116,000.00 t 10
115,000.00
r5
110,000.00
105,000.00 T T T 0
Phwong an 1A Phwong an 1B Phwong an 2A Phwong an 2B

Hinh a4.2.16. Dinh dang cho céc cét biéu dbé
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D. CAU HOI TU PANH GIA VA BAI TAP

Cau héi

1.

2
3.
4

Chi ra cac nhdbm ham théng dung trong Excel.
Phan biét dia chi tuyét déi va dia chi tuong déi? Hay dua ra vi du minh hoa.
K& tén it nhat 5 ham thong dung trong Excel va dua ra vi du thuc té dé minh hoa.

Chf ra mot tinh huéng can lam viéc véi nhiéu bang tinh (sheet) dé t8ng hop,
thong ké du liéu.

Chi ra hai tinh huéng can truc quan hoéa di liéu bang biéu dd, mot tinh huéng
can dén biu dd hinh cot va mot tinh huéng can dén biéu dé hinh tron.

Bai tap

1.

Tao bang tinh luu két qua hoc sinh gidi mot s6 mon clia mot s6 16p trong clng
mot khéi (chang han khéi 9) trong ba nam hoc 2010, 2011, 2012. T d6 vé cac
biéu dd biéu thi truc quan di liéu dé phan tich danh gia chat lugng hoc sinh gidi,
hd trg ké hoach nang cao chat lugng bdi dudng hoc sinh gidi.

Hay tao bang tinh Iuu danh sach gdm cac thong tin can thiét clia cac can bo
quan Ii, can bd gido vién nong cot va giao vién chd nhiém. TU do théng ké mot
s6 s lieu nhu:

- S6 luong, tT1é can bd & mot do tudi nao do (dé chuén bi cho 16p ké can)

- S6 luong, tT1é can bd & tiung bd mén giti cuong vi gido vién chl nhiém (dé
so sanh tuong quan giao vién chl nhiém gitia cac bd mon);

- V& biéu db truc quan hda nhiing di liéu théng ké trén day dé dé dang quan
sat, danh gia.

E. TAI LIEU THAM KHAO

1.

http://wiki.answers.com/Q/What_features_of_MS_Excel_are_used_for_
decision_making

http://www.cimaglobal.com/Thought-leadership/Newsletters/Insight-e-
magazine/Insight-2012/Insight-May-2012/Efficient-decision-making-with-Excel-
forecasting-models/

http://www.decisionspreadsheets.com/
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