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SO GD VA BT QUANG NGAI  CONG HOA XA HOI CHU NGHIA VIET NAM

TRUNG TAM GDNN-GDTX Poc 1ap — Tw do — Hanh phic
KHU VUC BINH SON
S6: 03 /KH-TTBS Binh Son, ngay 14 thang 8 nam 2025
KE HOACH

TAP HUAN HE THONG QUAN LY HO SO PIEN TU (EDOC)

1. Muc tiéu tip huin

Trang bi cho lanh an, can b, gido vién chuyén mén GDTX vé kién thuc va
k¥ nang st dung h¢ thong EDOC;

Nang cao nang lyc so0 trong quan 1y va xur Iy ho so, s6 sach dién tir;

Thuc hanh thanh thao cac ‘thao tac: dang nhap, cip nhat chir ky, trinh ndp hd
s0, ky duyét, chinh stra/x6a ho so.

2. P6i twong tham gia

- Giam ddc, cac Phé Giam doc;

- T6 truong chuyén mén GDTX;

- Tét ca gido vién, nhan vién van thu va gido vién chii nhiém 16p;

3. N¢i dung tip huin

Phin 1: Danh cho Giso vién

Gi6i thiéu khai quat hé thong EDOC, quy ché/quy dinh sir dung;
Ping nhap hé thong (qua SMAS hoic tryc tiép);

Cap nhat thong tin ky duyét (chit ky anh, chit ky s6);

Quy trinh trinh ky ho so;

Ky duyét ho so trén may tinh va dién thoai;
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Chinh sira, hily, x6a hd so dién tir.
Phin 2: Danh cho T truwéng chuyén mén

1. Nhan xét KHGD, KHBD (gi4o 4n),.. ctia gido vién (truc tiép trén hé thong
hodc qua file dinh kem);

2. Ban hanh s6 trong chtrc nang ky duyét.

Phén 3: Danh cho Giam ddc, cac Phé Giam doc
1. Ky duyét va phé duyét so;

2. Quan 1y danh muyc s6 va cap nhat $0;

3. Théng ké, bao céo dir liéu trén hé thong.



4. Thoi gian va dia diém

- Thoi gian: Ngay 25/8/2025 (thir 2); bat dau lic 7 gio 30 phut.
- Pia diém: Phong hoc 16p 11B1.

5. Phan cong thuc hién

P/c: V& Hong Quang, Pho Giam dbc: Tryc tiép hudng dan;
P/c: Lé Minh Lynh Thao, hd tro k¥ thuat;

b/c: Truong Thi Hanh, T trudng chuyén mon: Theo doi, ghi nhan muc do
thanh thao cua gido vién.

6. Tai liéu va chuén bi

Tai liéu huéng dan sit dung EDOC (file PDF, ban in);

May tinh, di¢n thoai thong minh cua tirng gido vién;

Tai khoan dang nhap SMAS/EDOC di dugc cap;

File mau KHGD, KHBD, PPCT,... dé thyc hanh trinh ky.

7. Kinh phi thye hi¢n: Kinh phi dugc bb tri tir ngudn ngan sach Trung tim
va cac nguon kinh phi hop phap khac;

Trén day la ké hoach T chirc tdp huan hé théng quan 1y hd so dién tu
(Edoc). bé nghi can bg, gido vién, nhan vién nghiém tic thyc hién./.

Noinhin KT GIAM POC
- Ban Giam doc; ~GIAM POC
-CB, GV, NV;

- Luu VT.
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