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Phan mém Lich bdo gidng dién tlr do thay gido Huynh Dlrc

‘{ Luwu thiét ké dua trén nén tdng rng dung Microsoft Excel vai

/ j m3 |ap trinh VBA. Ung dung d3 duwoc Linh dao Phong GD&DT

\/E; huyén khuyén khich s&r dung dé 1én va in lich bdo gidng, thay

‘ thé lich bao gidng ghi tay hién dang s dung tir ndam hoc 2012

-2013. Phan mém duoc thiét k& nham ho tro gido vién trong

viéc |én va quan li lich bdo giang cta ca nhan. Dac biét, dit liéu cha phan mém duoc

thiét k& dé upload va hién thi lich bdo gidng l1én website cé modul twong thich. Dén

nay, v@i phién ban 2.1, phan mém d3 dap &ng tot cac yéu cau thyc té cta viéc 1én lich
bdo giang cua giao vién.

Quy thay c6 cd thé tai vé dung mién phi phan mém trong muc Tai nguyén hoc tap
>> Phan mém trén Website tai dia chi http://lytutrong.tienphuocqn.edu.vn

DE giup quy thay cd thuan tién trong qua trinh sir dung, tdi da danh mét trang dé
trinh bay hwéng dan cic thao véi chuong trinh. Tuy nhién, vi dé dung lwong tap
tin nho dé Iwu trit va phan phdi, cling nhw viec mé& va lwu tap tin dwoc dé dang

nén trong phan huwéng dan sir dung t6i chi trinh bay bang van ban ma khong cé
hinh dnh minh hoa. Trong tai liéu nay t6i sé trinh bay cach str dung chi tiét hon.
Va dé dé nam bat cac thao tac toi trinh bay theo ti€én do clia cong viéc.

I. Thiét Iap mdi trwdrng lam viéc

- Phan mém st dung phong chit tiéng Viét thuéc bang ma Unicode nén dat tuy
chon bang m3 Unicode trong bd gb Tiéng viét dang st dung.

- Vi phadn mém sl dung cadc Macro nén dé chuong trinh hoat déng duwoc quy
thay cd phai cho phép (Enable) chay cadc macro, hodc ha m&rc Macro Security xudng
Low. Cach thuc hién:

- Kh&i dong Excel
e DEi vdi Office 2003:
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Déi vdi Office 2007 vé sau: Nhdy chudt vao nut 1énh office (déi vdi office 2007)
hodic mé tab File (d6i vdi office 2010, 2013) chon Iénh Options

Geners!

Display
play

Add-ins

Proating

Customize Ribbon

Quick Access Toelbar

Trust Center

@ Help keep your documents safe and your computer secure and healthy.

Protecting your privacy

Huong dan su dung QLD_Verl.5 - Word

Trusted Publishers

Trusted Locations

Trusted Documents

about your privacy. Jbout how Microsoft o

please see the privacy statements.

Show the Microsof

Miceoscft Office Feedback “Send » Smile” Prvacy Statement

ord privacy stetement

Trusted App Catalogs
Addins
ActiveX Settings

Brogram Macro Settings.

Security & more

Protected View
Message Bar

File Block Setting

Microsoft Word Trust Center

The Trust Center

arthy Computing

your privacy and securiy.
Piivacy Option:

and privacy settings. y S ]

computer secure.

2. Chon trang
Trust Center

you o not change 9

3. Nhap nut Iénh
Trust Center Settings

Macro Settings

Developer.

[ Trust access

4. Chon trang
Macro Settings

?2 - 8 X

snin JO§

) Disable alf macros witheut natification
issble all macros with notification

© Dissble all macros except digitally signed macros
) Erable sl macros {not recommended; potentlslly dongerous code-csn rur)

<n Settings

24 project object model

5. Chon Enable
all macros

6. Chon OK

| Cancel

[ox ]

Caneel

1. Chon lénh

Options

7. Chon OK

J! Open File Location

Show All Properties

Last Modified By .
hoangluu.ltd@gmail.com

Related Documents

Add an author

Sau cac budc trén, thoat khoi Excel réi thue hién thao tac maé file Lich bdo giang
dién t& nhu nhu cach ma file Excel théng thuong.

Bién soan: Huynh Blrc Luu

Trang 3



II. Khé&i dong phdan mém

Thuc hién thao tac md tép tin Excel nhu binh thwong sé duoc giao dién:

22/08 | £
6 :

23/08 %
:

24/08

Buii chigu

Elwirdia|misiwiknialmisiwihia|mikiwiPDialmikiwiPia | Mmisiwippialmisiwipdiamisiwipia|lmisiwinalmiaiwipnialmiaiwi R iamiaiwiraia
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Kiém tra. nhan xét

Ngay ...

HIEU TRUFONG

.. thang ... ndm 20......
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Thir/ngay/budi| Tiét| Lép PPCT| (hodc P Tén bai giang Vot Ghi cha Tuan trurére IIl Tuan sau
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i — p—
3 a ? /\\._. l.: f
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3
@ =
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@ .
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=
fin]
on
=
«m
w
5

Giao dién chinh cua phdn mém lich bdo gidng dién ti phién bén 2.1

Bén trdi la trang lich bdo gidang, bén phai la bang chitc nang ctia chwong trinh.
M®&i chirc ndng duoc thiét ké dang biéu tuong nén dé dang nhan biét duoc tc dung
clia nd. Nhip chubt |&n biéu tuong trén bang chirc nang dé thuc hién 1énh tuong tng.
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IIl. Cac thao tac véi phan mém
1. Khai bdo théng tin ngudi s& dung
Sau khi ma& chuong trinh, ban chuyén sang Sheet “Bia” va khai bdo céc théng tin
can thiét. Day cling la mau in trang bia cla lich bdo gidng.

1. Nhap thong tin " PHONG GIAO DUC VA DAO TAO HUYEN TIEN PHUO'C
don vi quan li y TRUONG THCS LY TU TRONG

4 ?
dung Lich bao giang
|

hodc S8 bdo giang

C6 thé thay biéu
twong theo y muén

2. Khai bdo Ho va

tén gido vién su g s . .
P Gido vién: HUYNH bUC LUU
dung; To; SO hiéu 76: TOAN - LY
cong chuc (ddy sé Sé hiéu céng chirc: 34-15a.202-20839
la théng tin cdn

thiét néu upload
lich bdo gidng Ién
Website)

NAM HOC: 2013 - 2014
3. Khai bdo nédm hoc

Mau trang bia, noi khai bdo cdc théng tin ngudi dung

Bién soan: Huynh Dlc Luu Trang 5



2. Thiét Idp mdc thdi gian cho tudn
Khi b3t dau ndm hoc hodc sau mdt thoi gian nghi dai (nghi tét) thi gido vién phai
thuc hién thao tac nay dé dat lai méc thoi gian bat dau clia mot tuan.

......... nghi day day bu Béi budi

Bubi sang

= &2

Chon tudn || Théi gian, || Cép nhat
lich tiét day ghi chd

HOCKi| I LICH BAO GIANG Tir ngdy:  19/08/2013 LICH BAO GIANG DIEN TU
TUAN HOC THIF | 1 ) Gv: HUYNH BUC LUU - TRUONG THCS LY TU TRONG Dén ngdy: 24/08/2013 ) Version 21
ey = = Ve 1 I s
Thisingay/budi| Tiét| Lop PTF';‘T {r{:;’::"P‘-;:} Tén bai giang et | Ghi cha ” < Tuan trroc |I| Tudnsau >
- 1 — . J L 4
£
213 X P o P e s .
2 SId 1. Chon tuan muon dat moc thoi gian | \’/ @
5
— |5 ; Nhap chudt vao nut lénh Tuan trudc . Lén bio gidng n
19/08 |2 . 2 N . <
s hodc Tudn sau dé chon tuén, hodc nhép 0—
E 4 \ . A X . A N +
@ g vao nut lénh Chon tudan lich trén bdng i *’“' *’“’ :
4 chitc ndng dé chon tuan L Baoiy || Baohiy || Chuyén/
3
A
5
1
3
3

i chigu

20/08

2. Chon Thdi gian, tiét day

Thiet lap thoi gian, tiet hoc ... “

Tuan ap dung: 1

Thiét 13p thdi gian | Bigu chinh tigt day |

3. Chon thé Thiét lap thdi gian (m&c dinh)
Chon ngady - thang - nam cho thid 2 tudn nay:

4. Khai bdo ngay, thang, ndm cho th hai Ngay: | T "I Thang 8 "I Mam | 2013 T

cla tuan.

4. Nhap Ap dung Ap dung | Thoat |

Mbc thoi gian cac tuan tiép theo s& duoc tv dong tinh. Sau ky nghi dai ngay (nghi
tét) hodc khi can thiét thi thiét 1ap lai cho tuan dd, cac tuan tiép sau sé tu dong ap dung
mbc thdi gian mdi sau khi diéu chinh va khdng anh hudng dén cac tuan trudce do.

Vi du: Ngay 25/01/2014 | ngay két thic tuan hoc thir 23 va bét déau thoi gian
nghi tét, sau khi nghi tét 2 tudn, tudn hoc thit 24 khéng phdi bét dau tir 27/01/2014
theo nhung tinh todn cta chuong trinh ma phdi bét dau tir ngay 10/02/2014. Do dd
phdi tién hanh khai bdo méc thoi gian lai cho tudn 24.

3. Khai bdo, chinh stra thoi khda biéu

Chirc ndng nay duac st dung khi nhap thai khoa biéu (TKB) 1an dau, hodc mbi khi
TKB c6 su thay ddi, hodc can chinh stra TKB. T4t ca cac lan thay ddi TKB s& duaoc lvu lai
tai trang quan Ii thoi khéa biéu. Cach thuc hién nhu sau:
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\’// N 1. Nhap vao 2. Chon 3. Khai bdo TKB vao bang

N — nut 1énh Thoi tuan bat Luu y: Tén Idp tw nhdp va phdi thong
Lén bao giang In khéa bidu d3u cho TKB nhat; mén hoc chon trong danh sdch.
| | 2 |/
Bao/hiy Bao/hiy Chuyén_f THOT KHOA BIEU
nghiday || daybl || B0ibufi | Tuén bat dau ap dung: I [l ~| (éukhai béo TiB mor phai chon tudn &p dung TKB tnse khi thay déi noi dung bén duoi)
7 @ g Budi [Tiét Thir 2 Thir 3 Thir 4 Thir 5 The 6 Thee 7
s Bl Lép Mén Lép Mén Lép Man Lép Mén Lép Mén Lép Mén
Chon tudn Thf'r'\ gian, || Gap nhat Sang | 1 ~| &/3 Tinhge  ~ - - -l 6/3 Tinhoo
lich tiét day ghi cha 2 «| 64| Tinhoe - - - - &4 Tinhoc =
1 3 ~| 62| Tinhoc =~ - - ~| 62| Tinhoe -
||| e
A Q Y7, ] : 61| Tinhoc 61 Tinhoc
Xéa Thei | Phan phéi =
bao giang || khda biéu || ch. trinh Chieu| 1 | g/4 | Tinhoc ~| 83| Tinhoc = ~| 83| Tinhoeo - M -
i 2 | g2 Tinhoc ~| &1 Tinhoc  ~ | 81 Tinhoc = - -
= e 3| g5 Tnhoe < 85| Tnhee ~ . = - =
. — & ~| 82| Tinhoe ~ - = - .
Phuc héi || Capnhdt | H.dan 5 Py E—— . . = =
dinh dang diF ligu si¥ dung -
4. Nhan nut Luu TKB Nhap day dé m& trang quan I TKB

® |

Dinh dang [| Xéa TKB | Nhap TKB

N - N
THO'l KHOA BIEU
Tuan Téng s THIF 2
L= tiét day _
T || BEC D || e BUOI SANG BUOI CHIEU
‘1’_‘:(”59 tudn Tiét 1 Tiét 2 Tiét 3 Tiét 4 Tiét 5 Tiét 1 Tiét 2 Tiét 3 Tiét 4 Tiét 5
Lép|Mén hoc |Lép|[Man hoc |Lép|Mén hoc |[Lép|Mén hoc|Lép|Méan hoc|Lép|Mén hoc |Lép|[Mén hoc |Lép|Mén hoc [Lép|Mén hoc |Lép|Mén hoc
1 1 18 8/4 | Tin hoc | 8/2 | Tin hoc | 8/5 | Tin hoc
2 2 18 8/4 | Tin hoc | 8/2 | Tin hoc | 8/5 | Tin hoc
3 8 20 8/4 | Tin hoc | 8/2 | Tin hoc | 8/5 | Tin hoc

Nut 1énh Nhép TKB: Khi chon chirc ndng nay chuong trinh sé hién thi bdng nhép
TKB nhu & trén dé tién hanh chinh sira, nhdp mdi mét TKB. Tuy nhién, chuong trinh van
cho phép nhép TKB béng cdch nhdp truc tiép théng tin vao méu, mébi TKB nhdp trén mot
hang ngang.

Nut 1énh X6a TKB: Khi mudn xda
mot TKB (mét hang) hodc nhiéu TKB dé
duoc khai bdo, héy nhép chudt vao nut X6a tét ca cdc TKB d4 Iwu bat dau tir tudn: | E v|
lénh “Xéa TKB”, churong trinh sé hién thi

- _ ’ Luew yi: Tt od cdc TKB d4 luu bét déu tir tudn ban chon vé
mot hop thoai cho phép ban luva chon sau sé bi xoa

TKB dé tién hanh xda, khi xda thi cdc
thoi khda biéu dé duoc khai bdo tinh tir
tuan duoc chon sé bi xda.

Thure higén Biadng

Ngoadi hai chitc ndng co bén trén, chuong trinh con cung cap thém chire ndng “Binh
dang” dé phuc héi lai dinh dang mdc dinh cda trang TKB.
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4. Nhdp, chinh stra phdn phdi chuong trinh

L&n bao giang

&

| -
Eu’ fuT « | [Tuén ;
Lorl
Béo/hily || Béo/hiy || Chuyén/ hoc h
nghi day day bu Biéi budi 1 6
mE | = |- 1 6
A=A R | ;
Chan tudn Thq‘\ gian, || Capnhat | |- 2 6
lich tistday || ghicha | [...- 2 6
_____ 2 6
—
<q | = oy |l 6
Q = 20 ;
Xda Thé&i | Phéan phai 3 6
bao giang || khoa bigu J4 ch. trinh 4T Luyen tap 6
3 4 L Luyén tap 6
= O 4 | 12 6 .
Phuc héi || Cap nhét H. dan 5 e 5.
dinh dang di ligu st dung 5 14 6
5.8 6 .
6 16 Luyen tap 6

Nhan nut Phan phdi chuong trinh

Tai trang nay, thay co phai nhap dd théng tin trén cac cot @ moi dong gdm: Tudn
hoc; Tiét PPCT; Tén bai day; Tén mén hoc; Khbi I6p (nhw hinh énh). Cac dong cla PPCT
mot mon duoc nhap lién tiép, nhap du 37 tuan hoc cho mdt moén hoc, tuan nao khdng
co tiét khong nhdp ndi dung. Cac PPCT cla cdc mdn (hodc phan mon) nhap ké tiép
khdng cach nhau. Cé thé xda hodc khdng xda PPCT clia cdc mon khong day.

LhT) L Tén bai day Ten 1,
ho(=] PPC[~] ; [z|mén hg|[v]
LT Kemtraeudingdm | Daisd | 6.
LAt KIBmtra cudinAM e o Daiso | 6
LA stBem Buengthang Hinh hoc | 6
2 2 |§2 Ba diém thang hang Hinhhoc | &

Vi tri giao nhau gitta hai PPCT cta hai mén (phén mén) lién tiép, khéng cdch nhau

Pé viéc nhap PPCT dugc nhanh, thay c6 cé thé thuc hién viéc sao chép théng tin
tlr file chira PPCT dang st dung. Sau khi sao chép, néu trang PPCT thay déi dinh dang
hay nhap nut “Dinh dang” trén thanh cong cu cla chwong trinh dé phuc hoi trd lai.

Viéc nhap PPCT duoc thuc hién mét lan, sau dé chi cd chinh stra khi can thiét
hodc khi cé su thay déi. Tinh chinh xac cla théng tin & trang nay rat quan trong, vi d6
1a co s& chinh dé tao nén lich bdo gidng va la cdn c dé tinh todn thdng bdo tién d6 thuc
hién chuong trinh. Tén bai hoc chira ki hiéu toan hoc (gdc, diu can, ...) khdng duoc xir
li nén trudce khiin phai thém vao hodc cd cach ghi khac dam bao y nghia. Sau khi nhap
xong, nhan nut Save cla Excel hodc nhan Ctrl + S dé lvu dit liéu roi nhap vao nat "Péng"
dé trd lai trang chinh clia phan mém.
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5. Lén lich bdo gidng tudn
Moi su chuan bi ban dau néu khéng cé gi sai sot thi viéc 1én lich bao gidng tir bay
gid va vé sau s& duaoc thue hién rat don gidn qua 2 budc sau day:

1 b A A e A r 2 _ -
HOCKi| T ] | LICH BAO GIANG EEDIRETEEEN | |1 EAO GIANG DIEN TU
TUAN HOC THIF | 1 Gv: HUYNH BUC LUU - TRUONG THCS LY TU TRONG Bén ngdy:  24/08/2013 Version 2.1
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2 |z - \ 4 A=
> — —

— | 5.1 84 1 Tin hoc [Bai 1. May tinh va chweng trinh may tinh Z n o

19/08 |2 | 2 |82] 1 | Tinhoc [Bai1. My tinh va chueng trinh may tinh 2. Nhap Lén Lén bao giang In
L&) -~ P . . + Y = -

— | 3 |8h 1 Tin hoc |Bai 1. May tinh va chwong trinh may tinh 2 1 2
iy bdo giang o +
: | Y| ¢
= 1 6.::3 1 T!n hoc Bé! 1. Th?ng tin \.'a: tin hoc Bao/hiy Bao/hity Chuyé\]f
= 2 | 6/4 1 T!n hoc Bg! 1 Th?ng l!n vg t!n hoc nghi day day b i budi
3 o 3 | 62 1 Tin hoc |Bai 1. Théng tin va tin hoc =
=4 6] 1 Tin hoc |Bai 1. Théng tin va tin hoc | N | Fam) 3
m ; : [ i
; NV LN, o

R — S 1 | &/3 1 Tin hoc  |Bai 1. May tinh va chwong trinh may tinh : L . .

20/08 |2 [12. 181 1| Tinhoc " |Bai 1. May tinh va chong trinh méy tinh Chﬂ” ;”a” T?E't' gen. Cahp ":?‘
o385 | "2 | Tinhoc |Bai 1. May tinh va chuong trinh may tinh 1€ 16t day ght chu
S 4 |82 2 Tin hoc |Bai 1. May tinh va chwong trinh may tinh o —

5 |84 2 Tin hoc [Bai 1. May tinh va chwong trinh may tinh & 0 233 }
7
) Xéa Thei || Phan phéi
.‘g 3 bdo giang | khda biéu ch. trinh
4 ::
: (2]

—

21/08 | € |.2 Phuc hdi | Capnhat | H. dan
s j dinh dang dir ligu sl dung
=
m

5

K

512

213

=]

5 &

5
— | 5| 1|83 2 Tin hoc |Bai 1. May tinh va chweng trinh may tinh
22 81 2 Tinh Bai 1. May tinh va chuong trinh may tinh

22/08 |£ : in hoc |Bai ay tinh va chweng trinh may tin

2
5
N
S1.2
203
=]
6 5
5
212
23/08 |5 3
214
5
o 11163 2 Tin hoc  [Bai 1. Théng tin va tin hoc
S 2 |64 2 Tin hoc [Bai 1. Théng tin va tin hoc
.‘g 3 | 62 2 Tin hoc  |Bai 1. Thang tin va tin hoc
7 2 1.4.161 2 Tin hoc [Bai 1. Théng tin va tin hoc
5
|3 !
24/08 |5 |4
RN
5
Kiém tra, nhén xét Ngay ...... thang ......nam 20......
HIEU TRUGNG

Trang Lich bdo gidng tuan 1

Luwu y quan trong: Phdi dém bdo tudn lién trude tudn dang chon dé Ién lich bdo
giéng la tuén dé duoc 1én lich (trir tudn thi nhét).
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6. In lich bdo gidng tudn

Pé in lich bdo gidng, thay cd chon va cho hién thi lich tuan
can in (nhép vao nut 1énh “Tudn trudc” hodc “Tuén sau” dé chon
tuan, hodc nhép vao nut lénh “Chon tuén” trén béng chirc néng).
Nhap chudt 1én ndt 1énh “In” dé in lich bao giang tuan hién tai.

C6 thé xem trudc khi in bang nut Iénh Print Preview cla
Excel, va thuc hién l1énh in bang nut Iénh Print cla Excel.

K&t qud in |a lich bdo gidng cla tuan dang chon trén mot mat
gidy A4. Kep bang in vao hd so, nhu vay da hoan thanh viéc én lich
bao giang.

7. Bdo nghi day hodc hiy cdc khai bdo vé nghi day

\ %

L&n bao giang

7/

=

+
IR
& & =
Bao/hiy Bao/hiy Chuyén_f
nghi day day ba Bai budi
Chon tuin || Thei gian, | Cap nhét

lich tiét day ghi cha
—
S = >
Q| = 2
¥da Thei || Phan phéi
bao giang || khéa biéu || ch. trinh

Vi I do nao d, tiét day khdng duoc thuc hién theo ké hoach, gido vién phai tién

hanh khai bao.

HOCKi| T LICH BAO GIANG Tir ngdy: 0200972013 LICH BAO GIANG DIEN TU
TUANHOC THIF | 3 Gv: HUYNH BUC LUU - TRUONG THCS LY TU TRONG Dén ngay: 0T/09/2013 i Version 2.1
o J [ [ Tiét | Mén h o ar s Trés DR | [+ A
Thir/ngay/budi| Tiét| Lép PFI’ET {h{::ir:: F?F:;} Tén bai giang w:; Ghi cha -\Tuan trurére E Tuan sau/\/
- 1 } i .
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Néu mudn hiy cac khai bdo nghi day d3 duoc tién hanh, thay cd gido thuc hién
tuwong tu nhu viéc khai bao nghi day, chi khéc 13 viing chon bay gid 1a viing chita cac tiét
d3 duoc khai bdo nghi truwdc do6, néu dadm bao diéu kién hay, nat 1énh “Hiy bo nghi” s&
c6 hiéu luc va thay c6 nhp vao, xac nhan “YES” dé hly. Chuong trinh s& tu dong 1én lai
lich sau khi hily cac khai bdo nghi day. Néu khdng xuat hién cac nut “Bdo nghi” hodc
“Hly bdo nghi” dong nghta vdi thay c6 chua dam bao cac yéu cau dé thuc hién Iénh
(chuwa chon ving, chua khai bdo Ii do, viing chon vira chira tiét day va tiét nghi day, ...).
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8. Bdo day bu hodc huy khai bdo cdc tiét day bu

Khi c6 ké hoach day bu, gido vién phai khai bao ngay sau

khi I&n lich bdo gidng va trudc khi in ra gidy.

Pé tién hanh khai bao, nhip chudt vao nut 1énh “Bdo/Hay | | enbaoains
day bu”, sau d6 dién day ddi thong tin theo mau roi nhap nit “Ap || 4, & il 2
dung”. Néu vi tri tiét khai bdo day bu hop Ii (khéng tring tiét c6 || saomay | ssomiy | chuyén

gio hoc) chuong trinh s& thém tiét day bu

| &
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nghi day day bi Déi budi

Khai bao/Huy thong tin day bu ... “

vao lich roi |én lich lai cho khép dung.

‘ @ Khaibdo day b Hiy tiét day b d3 khai bdo ‘

M&i 1an “Ap dung” chi khai bdo duoc 1
tiét, hay tién hanh tuong tv dé cé duoc lich
day bu can thiét.
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Néu ban d3 tién hanh khai bao céc tiét day bu trong tuan va gid lai mudn hiy viéc
khai bdo vi mét If do nao dd. Tai tuan cd chira cac tiét day bu d3 duoc khai bao hay thuc
hién theo cac budc sau:
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9. Thiét Iap lai tiét day
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4. Ap dung
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10. Cdp nhat ghi cha.

Né&u ban nhap thém moét néi dung ghi chd nao dé vao lich bdo giang hién tai, khi
ban chuyén sang tuan khac va quay lai thi n6i dung ghi chl d6 s& mat di vi ban biét rang
trang bao giang dang nhin thdy |d mau in, noi hién thi ndi dung ctia mot tuan lich con
dit liéu duoc luvu & mot trang khac. Mudn luu lai cac gi chu d6, sau khi ban nhap xong
cac ghi chd ctia minh, nhip chudt vao biéu twong “Cép nhat ghi chd”, cac ghi chu cla
ban da dugc cap nhat vao trang dit liéu.
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11. Chuyén— Ddi budi day

Chrc ndng nay cho phép thuc hién viéc chuyén hodc déi budi day trong tuan. Do
yéu cau thuc t& ma nhiéu khi bd phan chuyén mén nha trudng tién hanh chuyén hodc
déi budi day tir tht nay sang thi khac trong tuan. Tién hanh theo cac budc sau day dé
thuc hién viéc chuyén hodc d6i budi day:

1. Chon Chuy&n/Ddi budi

Tudnapdung 23 2. Khai bdo théng tin chuyén/doi

4
?1/ é Thie- I 2 vl & Chuyéndén | The- I 3 'I
Lén bao giang In Budi- I Séng vl  Déi budi Budi: I 'I
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nghi day day bi Bii budi
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Chay: Néu lua chon la “Chuyén dén” thi lich day tai budi chuyén dén sé bi thay
thé bdi lich day cua bubi duoc chuyén dén, do vdy néu tai bubi chuyén dén cd lich day
thi lich day nay sé bi xéa. Nguoc lai, néu lua chon la “Béi budi” thi lich day cla hai budi
duwoc hodn déi cho nhau. Pham vi thuc hién chirc néng ndy chi gidi han trong mét tuén.

12. Cdp nhdat dit liéu tir phién bdn cdi.

Néu ban cé chuong trinh Lich bao gidng phién ban madi hon, ho3c ban can chuyén
di liéu lich bdo giang da Ién & mot file khac vao file hién tai, chrc nang nay sé giup ban
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thuc hién viéc dé mot cadch nhanh chdng. Dé thuc hién viéc chuyén dit liéu, ban mé file
mudn chuyén di liéu dén (file dich) réi tién hanh theo cac budc sau:

v, @ E 2. Chon file chira dit liéu nguon
Chon tuan | Théi gian, || Cép nhat

lich tiét day ghi chui
e
W E| 2

Xéa Théi || Phan phéi Tap tin SBG: | E:\Ho so ca nhan\Nam hoc 1314\SBG_v1.6 Luu 1314.:

bao giang | khéa biéu || ch. tinh

- @ Chike ndng ndy sé copy todn bd diF liéu tir file 56 bédo gidng ban chon vdo file s6
Q =F béo gidng hién tai va xba di dif liéu hién co trong file ndy.

Phuc hdi || Cap nhat H. din
dinh dang di ligu si¥ dung

1. Chon Thyc hién Thuc hién Huj |

1. Chon Cap nhat di liéu

13. Phuc héi dinh dang trang lich bdo gidng.

Néu ban thuc hién cac thao tac chinh sira trén trang bao K]
giang va d3 lam thay ddi dinh dang ban dau, chirc ndng nay sé Prucidi | cipona | 1.din
giup ban khoi phuc lai ngay dinh dang mac dinh dé mdt cach
nhanh choéng, chi can ban nhdy chudt vao biéu tuong “Phuc hoi

dinh dang” thé la xong. Chon Phuc h3i dinh dang

14. Xoa lich bdo gidng.

Trong trudng hop nao dé, thay cd mudn xda lich bdo gidng (vi dd Ién trudec nhung
nay cd thay dbi, hodc xéa hét dé bdt dau mét ndm hoc mdi ...) hdy nhdp chudt vao biéu
tuwong “Xda bdo gidng” trén bang chirc nang, chon pham vi xda va tién hanh xoa.

Luu y: Néu thay c6 thuc hién xda di liéu théng thudng trén trang bdo gidng dang
nhin thay thi khéng cé tdc dung xéa, vi ddy chi la trang hién thi, di¥ liéu duoc lvu & trang
khdc nhu dé ndi & trén. Vi vdy muén xda thay cé phéi thuc hién nhuv hudng dén.
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Chon tuén || Théi gian, || Cap nhét
B , lich tiét day ghi chd Tudn dang chan: 34
1. Chon Xda bao < . g e 2. Chon pham vi
gidng V| ' |2 @ Xéa tuan hién tai b
¥oa Thei || Phan phé
bao giang || khoa bidu | ch. trinh " Xda tit ci cac tuin

@ |6

Phuc hdi || Cap nhat H. din
dinh dang di ligu si¥ dung

| Thodt |

3. Nhan nut 1énh Xda
Né&u pham vi xda 1a “Tuan hién tai” thi chi xda lich bdo gidng cta tuan dang chon,
néu pham vi xda 12 “Tat ca cac tuan” thi s& xda toan bd lich bao gidng d3 lén, ngay bat

dau tuan 1 s& |a ngay hién tai.
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