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Abstract: Google Document designed by Google is a useful application in compiling and sharing texts in a group. Created documents are stored
on Internet and allow people to see, write a comment or change content. In this paper, authors introduce the idea of applying Google Document to
writing self-assessment report on quality of educational institutions and presents steps to use this tool in writing assessment forms and self-assessment

reports on quality of educational institutions.
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Tém nhin cua Google la “t6 chic thdng tin t'in
toan th' gitii va bith no thanh ndi di’ dang truy
céptai bét cliaéu vahlu dung” (organize allthe
world’s information and make it universally accessible
nhding (ng dung ma Google phat trith trong thdi gian
qua la bd cong cu Google Apps. Ao la cac tng dung
web aduc thint Kr a1 ho trd ngQdi dung thiic hith cac
cong virc canhén, hlp tac trong virc t& chilc, trao adi,
codng bdthdng tin, bao gdm cac (ng dung nhG: Gmaill,
Talk, Groups, Calendar, Docs, Sites, Video...

Trong khuodn kho bai viit, chung t6i I0a chon va
giti thitu cong cu Google Document ar (ng dung
trong t chlic vittbao cao th danh gia (AG) chétIiting
¢l stigiao duc. A8y la Gng dung dung &¥ soan thao
vin ban (VB) (tOung tG nhd phén mim Word cua
Microsoft Office). VB tao ra aduc lQu trd 'fn mang,
cho phep chia se Wi ngQui khac ar xem, ghi binh
luén hay thay adi néi dung. Ung dung nay rét hQu ich
trong virc hiip tac bitn soan va chia se néi dung VB
trong mét nhom ngQui.

1. Céu truc ban bao cao ti AG chét I0ing cu
su giao duc

Theo Congviin s6 462K TKACLGD-KAAH ngay
09/05/2013 ban hanh HOdng dén ti AG trdng aai
hoc, cao aung va trung cép chuytn nghitp thi céu
truc bao cao t0 AG sUp X1p theo th(itl sau:

Phén I: Adt vén aT

Phén II: Téng quan chung

Phén IlI: T AG cua nhatrQdng

Aéy la phén chinh cua ban bao cao ti AG, md ta
chitiitkitquatl AG cua nhatrQting, Ién 100t xem xet
10tiu chuén AG chétl0ting giao duc. Trong méititu
chuén, [én [GUt xem xet theo tling tivu chii. VUi maitiTu
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chii, phai Vi1t a8y au 5 phén: M6 ta; Aifm manh; Ton
tai; K1 hoach hanh a6ng; Ta AG.

Méu trinh bay phén ti AG cua triting (Phu luc 6):

Tituchuénl........ (Ghiaung trntitu chuéntheo
b6 titu chuén AG)

MU a&éu (nguin gon): phén nay mo tatom tiit, phén
tich chung Vi’ ca titu chuén (v co nhling aitm giao
thoa gilia cac titu chii rong cung 1 tiru chuén, Nfn
cén mo ta chung U aéy va se khoéng Iup lai trong
phén phén tich cac titu chi).

Tiru chii 1......... (Ghi aung trn tiru chi theo bo
tivu chuén AG)

1. Méta

2. Aiim manh

3. Tontai

4, Kr'hoach hanh aéng

5. TOAG

Tituchii 2......... (TO4Ng tG nha titu chi 1)

Kt luén v Titu chuén 1: (nTu tom tit airtm
manh néi bét, nhang tén tai cl ban cua titu chuén; s
I0Ung tiTu chiaat yr'u céu, sd10ang titu chikhdng aat
yTu céu).

Titu chuénn......... (TO4Ng tG nha tiTu chuén 1)

AG Ién |0t cho a1n hit 10 titu chuén theo céu
truc r'rn.

Phén IV: Kit luén

PhénV: Phuluc

2.Ung dung cong cuGoogle Document trong
Vit bao cao t0 AG chét I0ung cu st giao duc

2.1. Thu thép, xQ Ii, phén tich thong tin va
minh ching (MC). Cén t6 chiic thu thép, IOu (G va
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cép nhétthong tin, MC theo tling titu chi, tiTu chuén,
ar xuét quy trinh nha sau:

BOuc 1: Tao vaauttrn cac th( muc tidng Gng vii
cac hép MC.

Ating nhép Gmail, nhép chuétvao bitu tiing Drive
(hinh 2).
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Tai khoan cd...  Tim kiém YouTube
:
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Tin tirc Gmail Drive

Hinh 1. MU Google Drive

‘Drivec&at&i v

Thu muc mdi...

Téiléntép...

Tai lén thu muc...
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Hinh 2. Tao cac th( muc

Vao tab “Drive cua t6i” aT tao va att trn cac th(
mugc t0uang ang vui cac hdép MC (hinh 2). Cutht:

Tao thd muc “Ta AG”. Trong thd muc “Ta AG”,
tao cac th( muc tiung Gng vi cac “Titu chuén”™. Trn
cac th( muc aduc ki hitu bung chudi coitt nhét 4 kitd;
bao gém 1 chi cai, mét déu chém va 2 chii s6, theo
cong thlic: Hn.a trong ao:

- H: viit tit “Hop MC” (M6t titu chuén co thT co
nhitu Hop MC, thong thting aldic aanh sdtheo tling
chu kb kitm ainh hotic cac chu ki bao cao, cép nhét
cl sudalivu trong mét chu ki kitm ainh).
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- n: s th(th cua hop MC (cogiatrith 1 ain hit).

-a: soththcuatitu chuén (cogiatriti 1 ain 10).

Vidu:

H1.1: laH8p MC thi 1 thudce titu chuén 1.

H3.3: laHdp MC thi 3 thudc titu chuén 3.

Trong tng thd muc tiing Ong Wi cac “Tiru
chuén”, thittIép cac “Thl muc thung Gng vi cac titu
chi”. Trn cac thQ muc aGdc ki hitu bing chudi coiit
nhét 6 kiit(; bao gém 1 chcai, hai déu chémva 3 chi
s0, theo cong thlc: Hn.a.b. Trong ao:

- H: viit tit “Hop MC” (MC cua mdi titu chuén
aldc aut ttrong 1 hdp hotic mét sd hop).

- n: s6 th(th cua hdp MC (cogiatrith 1 arn hit).

-a: soththcuatitu chuén (cogiatriti 1 ain 10).

-b: s ththcuatitu chi(cogiatrith 1 ain hitso
tiru chii rong mai titu chuén).

Vidu:

H1.1.1: la H6p MC th(i 1 thudc titu chuén 1 cua
tiu chi 1.

H3.3.2: la Hop MC th(i 3 thudc titu chuén 3 cua
tiru chi 2.

BOuc 2: Titn hanh phén tich cac titu chi, titu
chuén; phén tich cac yru céu cua tling néi ham trong
tiru chii; thaolép danh muc cac MC theo nhiing yru
céu cua tling ndi ham trong titu chii, phén céng can
b6 thuéc cac nhom céng tac chuyn trach tm kitm
MC phuhtp Wi chic nting, nhitm vu ma nhiing can
b6 ao aang aam nhén hotic aa aam nhén.

S8 hoa cac MC (bao gém file scan, pdf, word,
anh, ém thanh, video,...) va ma hoa MC theo aung
yT1u céu. Ma MC addc ki hitu bung chudi cofit nhét 8
ki t0; bao gdm 1 ch cai, ba déu chém va 4 ch(i s6,
theo cong thlc: Hn.a.b.c. Trong &o:

- H: viit tit “Hop MC” (MC cua mdi titu chuén
aduc adt ttrong 1 hép hotic mét s6 hop).

- n: s6 thth cua hop MC (cogiatrith 1 ain hit).

-a:sothGthcuatituchuén (cogiatritd 1 arn 10).

-b: s ththcuatitu chi(cogiatrith 1 ain hitso
tiru chii rong mai titu chuén).

-c:sothth cua MC theo ting tiTu chii (cogiatrith
1 ain hi).

Vidu:

H1.1.1.1: laMC thGinhét cua titu chii 1 thudc titu
chuén 1, aduc act i hdp 1.

H3.3.2.15: laMC th(1 15 cua titu chii 2 thudc titu
chuén 3, altc aut G hop 3.

Bauc 3: VUi cac hdp MC daaddc tao, thanh vitn
cac nhom cong tac chuytn trach ailic phén céng thu
thép MC se IGu cac MC thu thép aluc vao cac hop
MC thint Iép suin, cac tai itu nhi ao aluc chia se dv
dang vui nhitu ngQuii.
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Lép bang danh muc cac MC, trong ao ghi ro ndi
dung, quyit ainh ban hanh, ndi ban hanh, thai gian
ban hanh ar' cothd i dang tra clu vaadi chituthdng
tin. Qua ao, ban th( ki kitm tra MC cac nhom trinrn
dr'dang; trong quatrinh th(c hith, ntu phatsinhthTm
MC, hay thay adi b6 sung lai MC cung di’ cép nhét,
b6 sung; cac nhom khi tith hanh vitt mé ta, phén tich
titu chiid(ia tr'in cac MC thu thép atitic cung thuén i,

2.2.Ungdung cong cuGoogle Document trong
viiit Bao cao t AG chét I0ng cui st giao duc

2.2.1. Viit Phitu AG titu chi

Bduc 1: Tao VB.

- Nhép chudt vao tab “Drive cua toi” va lda chon
muc Google tai litu (hinh 3).

‘Drivecl.'latéi -

'

Tai lén tép...

LN

Tai lén thu muc...

T

e BT

B Google Tailiéu

Hinh 3. Thao tac tao VB

- M6t VB co titu ar'la “Tai lifu khong co titu ar”

XUét hirn trong clia so trinh duyit va cho phep but
aéu soan thao (hinh 4).

Tai liéu khbng cé tiéu Gé ¢
Tép Chinh sira Xem Chén BDinh dan

100% ~ | Vinbanth...

s e ~ 7
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Hinh 4. Thao tac tao VB

BOuc 2: Thay trn VB.

- Nhép chudétvao tab “TTp” va ltia chon muc “Adi
trn”.

- T “Phitu AG titu chi” a0tic ki hitu bing chudi
coft nhét 3 kit(; bao gém 1 chii cai, mét déu chémva
2 ch( s, theo cong thiic: Pn.a. Trong ao:

+ P virt tt “Phitu AG titu chi.

+n:sothGtlcuatituchuén (cogiatriti 1ain 10).

+a: sothGtlcuatitu chi(cogiatrith 1 arn hitso
tiru chi trong méi tirtu chuén).
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Vidu:

+P1.1:laPhitu AG tivu chii1 thudc tifu chuén 1.

+ P3.2:laPhitu AG titu chii 2 thudc titu chuén 3.

+ P9.2: la Phitu AG titu chii 2 thudc titu chuén 9

+P10.2:laPhiiu AG titu chi2 thuéc tivu chuén 10.

+ Phitu AG cac tiTu chi, itu chuén sau khi aliiic
tao Iép cung cén a0dc 10u vao cac hép MC tiung Gng
ar giup cho virc quan Ii va co mét nhin nhén téng
quan viilcac MC - guin Wi tng titu chii, tiru chuén.

Bauic 3: Viit ban thao PhiTu AG titu chi

- Thic hitn cac néi dung theo méu Phuluc 5: Méu
Phiiu AG titu chi.

- Cac thao tac soan thao va ainh dang adtc th(c
hith giong nha sl dung phén miTm Word.

BOuc 4: Thit Iép chi'ad chia se Wi cac thanh
vitTn trong nhom cong tac chuyrn trach.

- Nhép chuét vao nut “Chia se” U phia tr'in, bTn

AAAAA

guangkienvndni@gmail.com

| - ’v n
2 1 13 1 14 | 150 | B | 0t

Hinh 5. Chia se VB
- Trong 6 “NgQui”, nhép trn, aja chi email cac
thanh viTn trong nhom cong tac chuyTn trach va l(ia
chon mét trong cac quyrh sau: Co th sCa, co thT
nhén xet, co th xem (hinh 6).
Nguréi

’ Nhép tén hodc dia chi email...

v Cothé sira
Co thé nhén xét
C6 thé xem

AAAAAA

se co thT thTm, xoa, ainh dang néi dung trong VB
hay ghi binh luén cho VB.

+ CothT nhén xet (Can comment): NhGng ngQdii
aluc chia se cothrghi binhluén cho VB nhiling khting
€O quyTn bith t&p néi dung.

AAAAAA
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cothT xem VB chl khéng coquyin bitn tép hay ghi
binh luén.

- Virc phén quyTn nay co th'thay adi sau khi VB
aaaluc chia se. Nhép chon “Gi", héi thoai dOui aéy
se xuét hitn (hinh 7):

CAl QUANG KIEN (ban)

La chi 86 hitu
guangkienvndn@gmail.com

I'| x

L4 chi s& hiru
v Céthd stra
C6 thé nhén xét

THU HA NGUYEN
nguyemhuhavndn@gmall‘com

Mai mei nguai:

Nhap tén hojc dia chi email... C6 thé xem

Hinh 7. Thay adi quyin cho ting ca nhén addc chia se

BOuc 5: Hp tac x@y ding VB. Aoc, thao Iuén,
gop yvachinh sfia (hop nhom cong tac chuyTn trach).

- Bét cli ngQui nao aldc gan quyin chinh sla
(Can edit) aru co th thay adi néi dung VB.

- Nhiing ai adiic gan quyin soan thao va binh
[uén (Can comment) cothi thao luén wii nhau thong
gua virc st dung cac binh luén xuét hith phia bTn
phai cua VB.

- A binh luén cho néi dung VB:

+ L0a chon phén néi dung muon binh luén.

+ Chon Insert > Comment.

+ Nhép ndi dung binh luén va nhép chutt vao nut
Comment, héi thoai di aéy se xuét hitn (hinh 8):

System Requirements

10 0rder 10 use e Solermore SUNSCIReNE! eppkcation, your ¢ ompuler shoukd meet

T T ) 1 6cp st T s, [ Eaiad |

Fraase chach wih Fav stout

o 250 MB of RAM murmum e gl naeme | Rebenn s o
« Brosdbend or wreiess connecton 1o B intermet g Pk din o you

 Supported Qperating Systems [— - ‘

| Microsoll Windows XP .

Hinh 8. Binh luén VB

.1c~|'.q
McbnkuihPul_"""‘"“"m
final name. | believe this will !
change. Paul can also give you
sl e o

v Bowd
448 PM Todey

Thanks Mary. | added the final
name and appropniale

Hinh 9. Binh luén addc xa fi
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- Cac binh luén xuét hitn phiia b'rn phai cua VB.
Sau khiaduc tao, cac binh luén coth aditic chinh sta
lai hay xoa bo.

- Sau khi sfia chlia VB theo cac binh luén, nhép
chutt vao nut Resolve a1 xac nhén daaldc xem xet
va khoéng xuét hitn ndia (hinh 9).

BOuc 6: Email ban sao cua VB. Aoc phan bitn
chinh sGa (mui chuyin gia ta vén - n'u co).

- N'u muén chia se VB vt ainh dang khac, nhi
Microsoft Word hay PDF, co thT email VB nh(i mét
t1p tin &finh kem theo [Thh dOdi aéy:

+ Chon File > Email as attachment, I0ia. chon ainh
dang VB va soan ndi dung cua thd (hinh 10):

Here ave the project specs you requested. This is the latest version and has been approved by
O 8 new section sbout naks and back-up plans. and N send you

Hinh 10. Tao ban sao cua VB bung ainh dang PDF

2.2.2. Vit Phitu AG titu chuén. Viic Ong dung
cdng cu Google Document ai th(c hith badc nay
t0ing t0 nha phén Vit Phitu AG titu chi, theo quy
trinh sau:

- Bluic 1: Aoc ra soat ki cac bao cao titu chiitheo
tlng tiTu chuén (cac thanh virn trong nhom cdng tac
chuyrn trach).

- BOuc 2: Ghep cac bao cao titu chii thanh bao
cao titu chuén (th ki).

- BOdc 3: Vit phén mi aéu va Kit luén cua titu
chuén (trGdng nhom, th{ k).

- Buc 4: Thao luén trong nhom céng tac chuyTn
trach, hdi aong tO AG.

2.2.3.ViitBao cao t0 AG. Vitc Ging dung cong cu
Google Document ar thlc hith bdudc nay tdng tG
nh( phén Vitt Phitu AG tivu chi, theo quy trinh sau:

- BUc 1: Ghep cac bao cao titu chuén, viit di
thao bao cao th AG (th(l ki hoi adng).

-BOuc 2: Kitmtra s6livu va b6 sung MC phuhtp.

- Buc 3: BiTh tép chinh slia, hoan thith bao cao
t0 AG (th( ki hoi a6ng).
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- BOuc 4: Aoc lai toan b bao cao ti AG; co tht
tham khao goc nhin cua mét thanh vitn doan AG
ngoai - xem Phuluc 2: Méu nhén xet Bao cao t0 AG
¢l st giao duc - Céng vin s6 1480/KTKACLGD-
KAAH ngay 29/08/2014 ban hanh HOting dén AG
ngoai adi Wi cac tridng aai hoc, cao aung va trung
cép chuyrn nghip (thG ki héi adng).

- BOuc 5: Tim phan bith adc 1ép aoc vacho y kith
stia chlia, hoi adng t0 AG aoc gop y.

- BOdc 6: Chinh slia bao cao réi gli cac bd phén
trong trQdng ar léy y kith nhén xet.

- BOdc 7: Chinh sGalén cudi vahdi adng phi duyit
bao cao ti AG.

* k%

Uu ai'tm néi bét cua Google Document la kha
nung hudp tac trong vitc tao, hoan thith, chia se VB
trong mai tridng trdc tuyTh vai nhding ngdi co lirn
guan va co trach nhitm. Nha véy, VB aluc tao ra
(Phitu AG tivu chi, titu chuén; Bao cao ti AG) cosii
aong thuén va thdng nhét; dr dang truy cép, nhanh
chong thay adi ntu cén vaaluc IGu trivai ad tin céy
cao trrn Intermet. Ngoai ra, ao la céng cu kha adn
gian v ki thuét tin hoc, hoan toan mitn phi khi s
dung. Tuy nhiTn, cung chinh vi cac san phém aduc
tao ra va chia se trong méi tridng trQc tuyTh, nrn

cén quan tém tdi vén a1 bao mét va an toan. Virc
chia se cac san phémtao rakhéng ntnar dchrao
cong khai (public) mantn Gchradrirng ta (private)
val@a chon nhiing ngQui cotrach nhitm, colith quan
ar’ chia se vi s phén quyTh phu hip vai tro cua
tingngui. A
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