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HD Webs - Quan ly dan sé & phd cap gido duc

1. B6i canh va nhu cau thuc té

Coéng tac phé cap gido duc yéu cau sé liéu dan sé theo dia ban (thén, xa) phai gan dugc véi tinh trang
hoc van va noi dang hoc (trudng, 16p). Trén thuc t&€, nhiéu dia phuong van quan ly phan tan bang sé
gidy hoac file Excel roi - dé trung, thiéu, sai dia ban va khé déi chiéu gilta thon - x& - nha trudng.

Khi dén ky bdo cdo hoac dau nam hoc (Ién I6p, & lai, chuyén cap, ti€p nhan), téng hgp thi céng ton
thoi gian, khé truy vét va dé Iéch giira cac don vi.

Phan mém dugc xay dung dé€ s6 hda ding chubdi cong viéc db: nhap liéu cé khda pham vi dia ban, lién
két ho - nhan khau - trudng - 16p, hd trg nghiép vu ddu ndm hoc va xuéat bdo cdo Excel theo mau
dang dung tai co sé.

2. Phan mém la gi?

«Quan ly dan s6 & phé cap gido duc» la hé théng phan mém web do HDWebs cung cap. Can b thon,
can bd x& va nha trudng cling lam viéc trén mot nén tadng théng nhat, nhung méi bén chi thao tac
trong pham vi dugc cdp quyén.

Phan mém khong thay thé toan bd hé théng quan Iy nha trudong (di€m danh tiét hoc, s6 diém chi tiét,
tai chinh...). Pham vi tap trung vao I6p d{r liéu dan s6 - hoc van - ph6é cap va cac nghiép vu dau nam
hoc gan phé cap.

* Dia chi truy cap: https://danso.hdwebs.vn

e Hinh thic: ing dung web (Chrome, Edge, Firefox phién ban cap nhat); khéng bat budc cai phan
mém desktop.

* Ngon ngir giao dién: ti€ng Viét.

» Pan vi van hanh nén tdng: HDWebs; don vj dia phuong van hanh nghiép vu theo tai khoan dugc
cap.

3. Pham vi nghiép vu

Trong pham vi
* Quan ly h6 gia dinh va nhan khau theo thén / xa.
e Gan nhan khu vdi trudong hoc, I6p, tinh trang hoc van.
e Danh muc thon (cdp xa); ho so truong, 16p, gido vién, co sé vat chat (cap truong).
» Lén I6p, cho & lai, ra truong, chuyén cap va ti€p nhan hoc sinh.
» Nhap liéu hang loat bang Excel; xuat bdo cdo Excel theo mau.

e Dang ky dung hé thong cong khai; cap tai khoan theo dia ban.

Ngoai pham vi
¢ Khong thay thé phan mém s6 diém / di€ém danh chi tiét ting tiét hoc.

¢ Khoéng thay thé hé théng tai chinh - ké todn nha truong.
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¢ Khong ma dir liéu toan tinh cho tai khoan thén / xa / trudong — moi tai khoan bi khéa theo pham
vi cap.

4. Muc tiéu khi tri€n khai

Vé dir liéu
e MOt nguén s6 liéu hd - nhan khau - hoc sinh dang thén / xa / truong.
e Gidm trung lap va sai dia ban nho khda pham vi tai khoan.

e Gan tré trong do6 tudi hoc vai trudng - I6p va tinh trang dang hoc / khéng hoc.

Vé quy trinh
e Théng nhat nhap liéu thon o ra soat / bdo cdo xa « 1én I6p / bdo cdo truong.

e HO trg nha trudng thuc hién 1én I16p, & lai, ra trudng, chuyén céap, ti€p nhan theo quy uéc nam
hoc (mé&c 1/8).

« Xuédt Excel dung nhém mau dang dung (diéu tra, MN, TH, THCS, XMC...).

Vé té chirc
e Phan rd trdch nhiém: thon nhap nén, xa giam sat - téng hop, trudng van hanh nam hoc.

* C6 bd hudng dan theo ting loai tai khodn dé tap hudn va tu tra clu.

5. Doi tuong su dung
Ba nhom ngudi dung nghiép vu chinh (khéng ké tai khoan quan tri nén tdng cla don vi van hanh):

5.1. Can bo thon
Pi€m nhap liéu goc. Chiu tradch nhiém d6 day da va dang cta ho gia dinh, nhan khdu trong thon
dugc giao.

Cong viéc chinh: thém / stra hé va nhan kh&u; cap nhat tinh trang hoc van; gan trudng khi tré dang
hoc; nhap Excel hang loat khi can; xuat bdo cdo nhém diéu tra & téng hop theo thon.

Khong quan ly danh muc truong, khéng chay 1én I6p hay ti€p nhan hoc sinh.

5.2. Can b xa

Diém ra soat va téng hgp. Quan ly danh muc thon (thém / stra / tdch-gop khi thay déi dia gidi);
theo doi ti€én d6 nhap liéu cac thén; xem hd, nhan khiu, truong trén dia ban; xuadt bdo cdo day du
theo xa hoac theo tung thoén.

Theo phan quyén hién hanh: xa khéng stra / xba h va nhan khau (d€ thén phu trach nhap) va
khoéng c6 chic nang [én 16p.
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5.3. Nha truong

Diém van hanh nam hoc. Quan ly thong tin truong, 16p theo khéi, gido vién, co sé vat chat; cap
nhat hoc sinh gan trudng; nhap Excel khi can.

Dau nam hoc: loc theo 16p; cho & lai; ra truong (cudi cap); 1én I8p trong truong; chuyén cap vai
truong dich chung / riéng (mau gido I16n L4, 16p 5, 16p 9); ti€p nhan hoc sinh chuyén dén; xuat bao
cdo dung cap hoc.

6. Ma tran phan quyén (tém tat)

«Cé» = dugc phép trong pham vi dia ban dugc cap; «Khdong» = khdng cé chirc nang hoac bi khéda.

Chuc nang Thon Xa Truong
Nhép / sita hé & nhan khau Cé Khong (chi xem) Cé (pham vi truong)
Qulan ly Adanh muc thon (thém / sta Khong cé Khéng
/ tach-gop)
Quan ly truong (16p, GV, CSVC) Khong Chi xem Co6 (truong minh)
Nhap Excel Co Khong Co
Lén I6p / Cho & lai / Ra trudong / Tiép . . .
nhan HS Khéng Khoéng Cé

. Diéu tra & téng hop DU nhém mau theo xd& Dung cép hoc cla
Bao cao R N |

theo thén / thén truong

7. M6 ta phan hé chuc nang

Duéi day moé ta tiing phan hé nguoi dung nhin thay trén menu (tuy vai trd ma hién dud hoac moét
phan). Ban HTML offline chi ti€t hon: mo-ta-chuc-nang.html trong thu muc tai liéu.

7.1. Dashboard (Téng quan)

Trang dau sau dang nhéap. Hién thi chi s6 nhanh ding pham vi tai khoan: sé h6, nhan khiu, hoc
sinh, 16p, gido vién...

C6 16i tat vao cac viéc thuong lam (ho, nhan khau, 1én I6p...). Gilp l1anh dao / cdn bd ndm nhanh
tién d6 dir liéu ma khéng cadn md tiing danh sach.

e Ai dung: thon, x3, truong (chi s6 khac nhau theo vai tro).
¢ Dau vao: dt liéu da nhap trén hé théng.

» Pau ra: soé liéu téng hgp tic thoi phuc vu theo ddi va chi dao.
7.2. HO gia dinh

Quan ly ho sa ho theo thon. Méi hd thudc ddng mot thon; tai khodn thon chi thao téc hd trong thén
minh.
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Thon: thém, sira, tim ki€m, xem danh sach nhan kh&u trong ho. Xa: xem / loc theo thon, khéng
stra. Truong: thao tac trong pham vi lién quan di liéu truong.

e Muc dich: nén tang gan nhan kh&u theo ho dé bdo cédo diéu tra va quan ly dan cu gan phé céap.

e Luu y: khdng xda hé tuy tién khi con nhan khau can gilr lich sur.

7.3. Nhan khau

H6 so ting nguodi: ho tén, ngay sinh, gidi tinh, dan tdc, tén gido, tinh trang hoc van, gan ho; véi
ngudi trong dé tudi hoc cé thé gan truong / 16p.

Ngay sinh va tinh trang hoc van la then chot d€ xac dinh dé tudi hoc va cac chi tiéu phé cap. Hoc
sinh chua gan trudong sé khong xudt hién trén danh séch 1én I6p clha trudng.

e Thén nhap / stta nén; xa chi xem; trudng cap nhat thong tin lién quan hoc sinh thudc truong.

¢ HO tro tim kiém, loc theo thén / truong / tiéu chi trén danh séach.

7.4. Quan ly thén

Danh cho tai khoan xa. Duy tri danh muc thon thudc xa: thém thon méi, stra tén, téch / gop khi
thay daéi dia giGi hanh chinh cap thén.

Danh muc thon ding la diéu kién dé cap tai khoan thén dang dia ban va xuat bdo céo theo thén
khéng bi léch.

e Ai dung: x& (cé quyén chinh). Thén / truong khéng quan ly danh muc nay.

e Trudc khi tdch-g6p 16n: nén xuat bao céo luu ho so.

7.5. Quan ly truong hoc (I6p, gido vién, CSVC)

X& xem danh sach truong trén dia ban. Trudng cap nhat ho so trudng minh: khai bao 16p theo khoi
va tén I6p thuyc té, danh sach gido vién, co s vat chat theo mau dang dung.

Lép du va dung khoi la diéu kién dé€ loc 16p khi 1én I6p va déi chiéu si sé dau nam.
e Cap hoc: mam non, ti€u hoc, THCS, lién cap... (theo cau hinh trudng).

e Trudng lién cap trén hé théng = ti€u hoc + THCS (khéng gom THPT / mam non trén ho so lién
cap).

7.6. Lén lép

Chtrc nang dau nam cla nha trudng. Quy udc tir ngay 1/8 hang nam bat ddu nam hoc / 16p méi (vi
du lén 16p 2025-2026 - 2026-2027).

Trén trang Lén 16p cé thé loc theo 16p; xem két qua du ki€n timg hoc sinh; tich chon dé& x&r ly hang
loat.

Cac nut tach riéng: «Cho & lai», «Ra truong», «Chay lén Iép». Khdng gép moi thao tdc vao mét nut
dé trdnh nham nghiép vu.

e Lén Iép trong cling truong: hoc sinh con hoc tai truong, khéng thudc dién & lai / khéng thudc khéi
bat budc chuyén truong.

e Cho & lai: gilr nguyén Iép trong nam hoc tuong Ung; phai x& ly trudc khi chay 1én 16p hang loat.

¢ Ra truong: hoc sinh cuéi cdp / hoan thanh; gé khoi danh sach dang hoc.

© 2026 HD Webs - Tai liéu gui don vi st dung Trang 6/10 - https://danso.hdwebs.vn



HD Webs - Quan ly dan sé & phd cap gido duc

e Chuyén cap (L& - ti€u hoc; I6p 5 » THCS; I6p 9 —» THPT): bat budc chon trudng dich chung (cung
xa) va/hoac trudng dich riéng tiing em.

* Sau chuyén cap: trudng nhan phai «Tiép nhan HS» thi hoc sinh mai chinh thic thudc truong mdi.

7.7. Tiép nhan hoc sinh

Truong nhan xt ly yéu cau chuyén dén: chdp nhan hoac tlr chéi. Tab hoc sinh di theo déi cac yéu
cau truong minh da gui.

Chi sau ti€p nhan, hoc sinh méi nam trong danh séch trudng dich véi I6p / khdi dé xuat.
* Ai dung: chi tai khodn trudng.

* Phéi hgp véi chitc nang Lén I16p (chuyén cap) cla trudng nguon.

7.8. Nhap dir liéu Excel

Nhap hang loat theo mau hé théng: tai mau - dién ddng cbt - tai I1én —» xem trudc (preview) — ghi
vao hé thong.

Gidm thoi gian nhap tay khi cé s6 / file cli. Bat budc ra preview trudc khi ghi dé tranh dit liéu 16i
hang loat.

 Ai dung: thén, truong (theo phan quyén). Xa khéng nhap Excel h6 - nhan khau.

e Khuyé&n nghi nhap thi vai dong trudc khi nhap ca thén / ca trudng.

7.9. Bao cao

Xuat Excel theo nhdm mau dang dung tai co sé: diéu tra & téng hgp; mam non; ti€u hoc; THCS;
XMC...

Thoén: nhém diéu tra theo thon. X&: dd nhém mau, chon toan x& hoac ting thon. Trudng: chi hién
mau ding cap hoc cla trudng.

Quy trinh: chon mau - chon dia ban / diéu kién —» xem trudc - tai file.

e Nén théng nhat thoi diém chét sé gilta thon - xa - trudng trude khi xuat nép chinh thiec.

7.10. Pang ky dung hé théng

Form cong khai trén trang chu: chon loai tai khoan (thon / xa / truong), dia ban, thong tin lién hé.
HDWebs ki€m tra roi cap tai khoan — khong tu kich hoat ngay.

Sau khi nhan tai khodn: dang nhap va déi méat khau lan dau.

8. Quy trinh lién thong thon - xa - truong

Phan mém phat huy hiéu qua khi ba cép phéi hgp ding viéc, ding thaoi diém.
* Thon nhép va cap nhat nhan than + hoc van; gan trudng khi biét tré dang hoc trudng nao.
e X& dbn doc thoén con thiéu dir liéu; chudn héa thén; xuat bdo cdo téng hop xa.

» Trudng chi nhan dién dugc hoc sinh da gan trudng; cha tri 1én 10p va béo cdo cap trudng.
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» Khi s6 liéu léch gilra xa va truong: kiém tra hoc sinh da gan ding trudng chua, da tiép nhan chuyén
cap chua, da cho 4 lai / ra truong chua.

Thu tu trién khai khuyén nghi
e Budc 1 — Cép tai khoan thén » nhap hd, nhan khau nén.
e Budc 2 — Cap tai khoadn xa — chudn hda thén, ra soat, xuat thir bdo cao.
e Budc 3 — Gan hoc sinh dlng trudng — cap tai khoan trudng — khai béo 16p, GV, CSVC.
e Budc 4 — Tap huén lén I6p / & lai / ra trudng / ti€p nhan quanh méc 1/8.

e Budc 5 — Xuat bdo cdo doi chiéu thon - xa - truang trudc khi ndp chinh thic.

Lich van hanh gogi y trong nam

e Trudc 1/8: thon ra ho - nhan khau d6 tudi hoc; trudng chét & lai, cubi cap, truong dich; xa xuat
thir bdo cdo.

e Tu 1/8: trudong chay & lai (néu con) - chon truong dich - 1én 1&p; trudng nhan ti€p nhan HS; doi
chiéu si sé.

e Trong nam / cudi nam: cap nhat bién dong; xa xuat theo yéu cau cap trén; chuan bj dot 1én I6p
nam sau.

9. Quy uéc nam hoc (méc 1/8)

T ngay 1 thdng 8 hang nam, hoc sinh bat dau nam hoc / 16p mdéi trén quy udc hé théng.
Vi du: dot Ién I6p ghi nhan tr nam hoc 2025-2026 sang 2026-2027; nam 2026 la nam cua |ép méi.
Nha truong nén hoan tat ra soat & lai / chuyén céap / truong dich trudc hodc ngay dau dot 1/8 dé dir

liéu khép s6 diém va bado cdo dau nam.

10. Loi ich khi tri€n khai

Thong nhat quy trinh nhép liéu va mau béo cdo gilra thon - x& - trudng.

Gidm trung lap, sai dia ban nho khdéa pham vi theo tai khodn.

Nha trudng cht déng 1én 16p, chuyén cap, ti€p nhan; xa theo déi qua bao céo.

C6 dau vét nam hoc (1én 16p, & lai, chuyén truong) phuc vu déi chiéu dau nam.

Trién khai trén web; tap huan theo vai tro; c6 huéng dan online va file HTML / PDF.
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11. Diéu kién tri€n khai téi thiéu

Ky thuat
e May tinh / thiét bi c6 trinh duyét cap nhat va mang Internet 6n dinh.

e Khéng bat budc cai dat phan mém riéng trén tirng may cén bd.

T6 chic
e Dau maoi thén (nhap liéu), xa (ra soat - bdo céo), truong (nam hoc - bao cdo truong).
e Danh muc thén va danh sach truong trén dia ban da théng nhat.

e CO s6 liéu nén (s6 / Excel cli) dé€ nhap va doi chiéu.

12. Chinh sach su dung (tém tat céng bd)

¢ Tai khodn thon va xa: mién phi.
e Tai khoan trudng: mién phi duy tri trong ndm 2026 (theo trang cha).

» Dan vi gui yéu cau dang ky cong khai; HDWebs kiém tra dia ban roi cap tai khoan.

13. DPoc ti€p va tai tai liéu

e Huéng dan st dung theo tai khoan (thao tac ting budc): https://danso.hdwebs.vn/huong-
dan/huong-dan-su-dung

e Huéng dan ngan c6 video: tao tai khoan - thon - xa - trudng — trong menu Hudng dan.
e Gidi thiéu cong ty & do6i ngl: https://danso.hdwebs.vn/gioi-thieu
* HTML offline: public_html/tai-lieu/gioi-thieu-phan-mem.html va mo-ta-chuc-nang.html

e NUt «Tai PDF» trén dau trang nay dé tai ban PDF gidi thiéu.

Phu luc
Luu y

e Phan mém: https://danso.hdwebs.vn — trinh duyét web, khéng can cai may tram.
 Tai khodn th6n & xa mién phi; trudng mién phi duy tri nam 2026 (theo trang chu).

e Ban HTML offline md ta chlc nang: thu muc public_html/tai-lieu/ (gioi-thieu-phan-mem.html, mo-ta-
chuc-nang.html).

e Huéng dan thao tac: https://danso.hdwebs.vn/huong-dan/huong-dan-su-dung

e H6 tro Zalo / SPT tai muc H6 tro trén trang chu.
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Tai liéu: GIOI-THIEU-PHAN-MEM - Xuat ngay 09/09/2026 - Online: https://danso.hdwebs.vn/huong-dan/gioi-thieu-phan-
mem - H6 trg: Zalo 0344 218 136 / 0905 689 289 - https://hdwebs.vn
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