_ UBND TINH LONG AN CONG HOA XA HQI CHU NGHIA VIET NAM
SO GIAO DUC VA PAO TAO Poc 1ap — Tw do - Hanh phic

Sb: 830/SGDDT-HCQT Long An, ngay 25 thang 3 nam 2022
V/v tap huan (tryc tuyén) quan tri va
ung dung Microsoft Office 365

Kinh giri: ,
- Truéng Phong GD&DT cac huyén, thi xa, thanh pho;
- Hiu truong cac don vi truc thude Sé.

 Thyc hién K& hoach s6 4280/KH-SGDDT ngay 29/12/2021 ctia S¢ GD&DT
ve Phat trién Chinh quyén s6 va ddm bdo an toan thong tin mang nganh gido duc
va dao tao Long An nam 2022 va Coéng van 2181/UBND-VHXH ngay 15/3/2022
cua UBND tinh Long An v€ vi€c trién khai phan mém Office 365 va xay dung
Cong dong giao vién sang tao Microsoft tai Long An, S¢ Giao duc va Dao tao phoi
hop v&i Microsoft to chue tap huan quan tri va ing dung Office 365 cho céac co s&
gido duc nhu sau:

1. Noi dung tip huin:

Hudng dan thyc hién quan tri Office 365 vé cac nodi dung:

- Lép 1: Tong quan vé Windows 10 va Office 365. Ung dung duoc cic cong
cu thong dung trong cong viéc hang ngay va quan 1y (Phu luc 1).

- Lép 2: Hiéu va nam duogc tinh ning co ban cua cac ung dyung trong bo
Office 365. Huong dan st dung Microsoft Teams dugc trong day hoc truc tuyén
(Remote Learning), day hoc hon hop (Blended Learning) va sinh hoat to chuyén
mon. Hoc vién ung dung dugc cac ng dung OneNote, Forms va mot s6 cong cu
tuong tac online trong 16p hoc (Phu luc 2).

2. Thanh phin, théi gian, hinh thirc t6 chire 16p tip huin

a) Thanh phan:

-Lop I1:

+ Pai dién Phong HC-QT, Phong GDTrH Sé¢;

+ Pai diégn CBQL cua Phong GD&DPT, CBQL cac truong: THPT,
THCS&THPT, THCS ;

+ Pai dién CBQL cac truong MN, TH trf:n di\a ban thi diém chuyén ddi sb:
Duong Xuan Hoi (huyén Chau Thanh), thi Tran Can Giudc (huyén Can Giudc),
Phuong 4 (TP Tan An).

-Lop 2:

+ Pai dién chuyén vién Phong HC- QT, Phong GDTrH S¢;

+ Pai dién cén bd (gido Vién)~c6t can: Ph(‘)nqg GD&DT, cac truong THPT,
THCS&THPT, céac truong THCS (moi truong co thé cu tir 2-3 ngudi tham dy);
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+ Dai dién can b (giao vien) cdt can cac truong MN, TH trén dia ban x4 thi
diém chuyen d6i s6: Duong Xuén Hoi (huyén Chau Thanh), thi Tran Can Giudc
(huyén Can Giudc), Phuong 4 (TP Tan An).

b) Thoi gian:

- Lép 1: Bat dau luc 8 gio, ngay 30/3/2022 (1 ngay)

- Lép 2: Bt dau luc 8 gio, ngay 31/3-01/4/2022 (2 ngay)

¢) Hinh thirc t6 chire: tryc tuyén thong qua Microsoft Teams tai duong link:
http://bit.ly/LongAnO365

Luwu y: méji don vi chi tham gia 1 diém cau, khi tham gia hop dé nghi cdc
don vi dat tén diem cau theo tén don vi.

S¢ Gido duc va Pao tao dé nghi Thu trudng cac don vi cr doi tuong tap
hun dung thanh phan, da s luong, thong ké danh sach tap hudn (Phu luc 3) g
vé SO0 GD&PT qua dia chi vanphong.solongan@moet.edu.vn trwée ngay
29/3/2022 dé Phong Hanh chinh — Quan trj tong hop va tao tai khoan tap huin
(Phong GD&PT tong hop danh sach cac don vi tryc thude tham gia tap huén)./.

Noi nhdn:

- Nhu trén;

- GDb, cac PGD;

- Phong GDTrH;

- Luu: VT, HCQT.

guyén Hong Phic


http://bit.ly/LongAnO365
mailto:vanphong.solongan@moet.edu.vn
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Phu luc 1
(Pinh kém Céng vin s6 830/HCOT-SGDDT ngay253/2022)
NOI DUNG TAP HUAN
(Danh cho CBQOL — I ngay)

1. Muc tiéu:

Tap huén st dung Microsoft Teams va Office 365 co ban cho céac 1anh dao voi
muc tiéu dau ra:

- Trang bi cho cac lanh dao, CBQL va nhan vién hiéu biét tong quan vé
Windows 10 va Office 365.

- Ung dung duoc cac cong cu thong dung trong cong viéc hang ngiy va quan

ly.
2. Noi dung dao tao
Hoat Noi dung MO ta chi tiét
dong
- Gi6i thiéu tong quan Office 365
) Lam quen Window 10 | - Traj nghiém mét sé tng dung thong dung
Bu6i | va Office 365 — cong cta Office 365 trén mdy tinh va dién thoai
1 cu lam viéc canhan va | - Cai dat va xac thuec, dé)ng bo tai khoan trén
hop tac hiéu qua céc thiét bi c4 nhan (mdy tinh, dién thoai,
tablet)
_ - T6 churc va quan 1y trén MS Teams
Mot ngay lam viée cua | . Giao tiép va quan Iy kénh giao tiép trén
Budi nha quan 1y véi Office Tgams 9 ,
) 365 (cac cong cu - T6 chutrc buoi hoc tryc tuyén trén MS
Microsoft Teams, Teams
OneNote, Forms, - Chia sé va lam viéc hop tac bo cong cu
OneDrive) Office 365

- Thoi luong mdi budi dio tao 14 3,5h; Sang: Tir 8h — 11h30; Chiéu: Tir 13h30
—17h
- S6 luong 300 diém cau
- Yéu ciu vé hoc vién:
o Chu dong xéc thuc tai khoan 0365 cua nha trudng trude khi tap huan.
Huéng dan xac thuc tai khoan tai day: http://bit.ly/HDTKO365
o Cai dat ung dung Microsoft Teams trén may tinh va dién thoai.
Hudéng dan tai day: http:/bit.lyyHDMSTeams



http://bit.ly/HDTKO365
http://bit.ly/HDMSTeams
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Phu luc 2
(Pinh kém Cong vin s6830 /HCOT-SGDDT ngay25/3/2022)
NOI DUNG TAP HUAN
(Danh cho Gido vién cot can — 2 ngay)
1. Muc tiéu:

Tap huin sir dung Microsoft Teams va Office 365 co ban cho céc gido vién voi muc

tiéu dau ra:

- Hoc vién hiéu va nam duoc tinh ning co ban cia cac ung dung trong bo Office
365.

- Hoc vién st dung Microsoft Teams dugc trong day hoc truc tuyén (Remote
Learning), day hoc hdn hop (Blended Learning) va sinh hoat t6 chuyén mon.

- Hoc vién tng dung dugc cac tng dung OneNote, Forms va mot s6 cong cu twong
tac online trong 16p hoc.

2. Nogi dung dao tao:

Hoat N M@ ta chi tiét
" NOi dung
dong

- Gi6i thiéu tong quan Office 365

- Trai nghiém mot s tng dung thong dung cua
Office 365 trén may tinh va dién thoai

- Cai dat va xac thuec, déng bo tai khoan trén cac
thiét bi ca nhan (may tinh, dién thoai, tablet)

Mot ngay lam viéc
cua gido vién voi
Budi 1 | Office 365 (Teams,
OneNote, Forms,
OneDrive, Sway)

T6 chic 16p hoc | - T4 chirc va quan Iy 16p hoc trén MS Teams
online trén Microsoft | - Giao tiép va quan 1y kénh giao tiép trén Teams
Teams

Budi 2

T6 chac 16p hoc | - Chia sé va lam viéc hgp tac gifta sinh vién va
Bu6i 3 | online trén Microsoft |  giang vién
Teams - To6 chirc budi hoc tryc tuyén trén MS Teams

- Lam quen véi OneNote va ca nhan hoéa viéc hoc

Cac tap cua sinh vién trén Class Notebook Teams

2. ac ung dung day SR AR ‘

Budi 4 . - Giao bai tap va kiém tra danh gia trén Teams va
hoc tuong tac Forms

- Céc game tuong tac Kahoot, Mentermeter, Quizzi

- Thoi lugng mdi budi dao tao 1a 3,5h; Sang: Tir 8h — 11h30; Chiéu: Tir 13h30 —
17h

- S6 luong : 300 diém cau

- Yéu cu vé hoc vién:

+ Chu dong xéac thyc tai khoan 0365 cia nha truong trude khi tip huan. Hudng
dan xac thuc tai khoan tai day: http://bit.ly/HDTKO365

. Cai dit tng dung Microsoft Teams trén mdy tinh va dién thoai. Huéng dan tai
day: http://bit.lyyHDMSTeams



http://bit.ly/HDTKO365
http://bit.ly/HDMSTeams
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~Phulyc3
(Dinh kém Cong van s6 830 /HCQT-SGDDT ngay233/2022)
DANH SACH DANG KY THAM GIA TAP HUAN

Lop 1:

STT Pon vi Ho va tén Chirc vu Ghi chu
Lop 2:

STT Pon vi Ho va tén Chirc vu Ghi chu
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