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PHAN I GIOI THIEU TONG QUAN

1

Piic diém hé thong

e Hé théng duoc phat trién trén Web.

e Muc dich — ¥ nghia xay dung hé thong:

Théng nhat va tin hoc hoa cac quy trinh hoat dong tac nghiép, cac hinh thirc tiép
nhan, luu trit, phé cap, trao ddi, tim kiém, xtr 1y thong tin, giai quyét cong viéc
trong cac doanh nghiép dé nang cao chat luong va hiéu qua cua cong tac diéu
hanh cta lanh dao, cac hoat dong tac nghiép cua can bd, cong chuc.

Xay dung hé théng cac kho VB dién tr, khéc phuc mot cach co ban tinh trang cat
ctr thong tin, cung cip thong tin vé VB phuc vu yéu cu cua ldnh dao, can bd
quan ly, can bo chuyén mon mdt cach thuén tién, chinh xdc, déy dua va kip thoi.
Nang cao trinh d¢ ung dung va stir dung cac cong cu CNTT, ting budc tao ra thoi
quen lam viéc trong moi trudng mang va st dung thong tin dién tir, bén canh do
nang cao trinh d6 quan 1y, gbp phan tao thay d6i dot pha trong cac quy trinh xir
ly thong tin, giai quyét cong viéc clia can bd, cong chirc véi sy hd tro hiéu qua
ctia cac phan mém hoat dong trén mang, timg budc gop phan thuc hién cai cach
hanh chinh.

Quan 1y toan bd cac van ban ciia co quan bao gdm cac van ban dén, van ban di,
vin ban ndi bd, vin ban dy tho,... thuc hién gii va nhan VB véi cac co quan, to
churc, cd nhan bén trong va bén ngoai thong qua moi trudng mang.

Quan 1y toan bo cac dit liéu phat sinh trong qua trinh luan chuyén va xir 1y vin
ban bao gém cac phiéu giao viéc, phiéu trinh, phiéu xt 1y, cac ¥ kién trao ddi gop
¥ trong qua trinh xtr Iy van ban trén hé théng mang.

Tao lap va quan 1y cac hd so xir 1y van ban, thiét 1ap ludng xtr 1y dé c6 thé theo
ddi vét xir 1y van ban, luu lai toan bo qua trinh xir 1y ciing nhu hdi bao cia vin
ban trén hé théng mang.

Tao 1ap va quan 1y cac loai bdo cao vé cac tinh hinh luan chuyén, quan 1y va xtr
1y, theo ddi xtr 1y vin ban, két xuat cac thong tin tong hop nham phuc vu kip thoi
cong tac diéu hanh, tic nghiép cua lanh dao cling nhu ciia cac can bd trong co
quan.

Chuan héa, tao 1ap va luu trit cac thong tin danh myc nham quan 1y cac dbi tugng
tham gia vao h¢ théng, tro giup viéc nhap van ban va hd trg viéc phan xir 1y cac
loai van ban theo tham quyén giai quyét.

HJ trg cong tac luu trit van ban, hd so.

Tich hop véi cac thanh phan khac c6 lién quan cta hé thdng thong tin tai co quan
nha nuéc nham trao doi thong tin.

Pon gian hoa quy trinh, giam thoi gian xur 1y cong viéc, tiét kiém chi phi hanh
chinh va quan Iy chat ché tién trinh giai quyét thu tuc gbp phan ning cao hiéu qua
cua cong tac cai cach hanh chinh.

Xay dung h¢ théng cac kho van ban dién tu tap trung, khéc phuc tinh trang tan
man, thit lac, sai 1éch thong tin, cung cip thong tin vé van ban va hd so cong viéc
phuc vu yéu cau cua lanh dao, can bd quan 1y va can bd chuyén moén nhanh chong,
chinh xéac, day du va kip thoi.
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2 Poi twong nguwodi diung
e Vin thu
e Thuky
e Lanh dao don vi
e Lanh dao phong ban: Truong/ phd phong
e Chuyén vién
e Quan tri hé théng
3 Mo ta tai liéu

Noi dung tai liéu bao gdm cac phan sau:

= Phan [ — Giéi thiéu tong quan: Giup ngudi doc hinh dung duoc dic diém hé
théng, cAu tric tai liéu
»  Phan Il — Chi tiét cac chuc nang: Hudng dan quan tri hé théng thuc hién chi tiét
cac chirc nang
4 Cach ding nhap chwong trinh
4.1 Dang nhap
e D¢ ding nhap hé théng, ngudi ding can duoc cip tai khoan dang nhap véi tén va mat
khau truy cap.
e Khi dd duoc cip quyén, nguoi ding cé thé dang nhap hé thdng theo cac bude sau:
1. MG trinh duyét FireFox & mozilaFirefox  hogzc Chrome G Google tran may tinh,

nhép dia chi cua chuong trinh vao thanh address
2. Trén man hinh dang nhap, nguoi dung nhép tén dang nhdp va mat khau.
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e i . .
(A TRUGNG DAI HOC MO - BIA CHAT
.(%)fé HANOI UNIVERSITY OF MINING AND GEOQLOGY

N

BANG NHAP HE THONG

3. Nhin Ping nhap . Sau khi dang nhap thanh cong chuong

trinh hién thi man hinh 1am viéc twong tmg véi vai tro cta tai khoan ding nhap.
42 Thoat khéi hé thong

Nguoi dung sau khi dang nhap chuong trinh c6 thé thuc hién Thoat khoi man hinh 1am
viée, ngudi dung Kich chudt vao tén hién thi ciia nguoi ding dang ding nhap, chon
Thoat.

4.3  Céap nhat thong tin

e Sau khi dang nhap chuong trinh néu can chinh sira théng tin ca nhan ciing nhu cau hinh

nhan thong tin van béan, cong viéc qua email, sms thi nguoi dung thuc hién cac budce
nhu sau:

o Kich chudt vao tén hién thi ctia nguoi dung dang ding nhap. Chon Hé So ca
Nhan sau d6 chon Cap nhat thong tin
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HE THONG QUAN LY VAN BAN VA PIEU HANH

=

Hé théng quan Iy van ban Administrator

e ’ .

Tim kiém £1 HO s ca nhan
Lich ca nhén c
LICH CONG TAC
— — £ Thoat
ranban  Han xw ly Hém nay (08/12/202.,

Ngay mai (09/12/2020)

b P T T T T T 0

o Nhap cac thong tin muén thay doi va kich Cap nhat dé hoan thanh cép nhat
théng tin
Théng tin chi tiét cda nguwéi dung Administrator
Tén ngudi diing Administrator
Téntruy cip administrator
Thr tw 1
Sir dung
Ngay sinh 31/01/1989
Email admin@humg.com
Dién thoai
Di déng

Bia chi
5 Céu tric chwong trinh
e Sau khi ddng nhap vao hé théng, man hinh trang chu hién thi v6i bd cuc nhu sau:

1. Phia trén baner: Quan ly cac thong tin ca nhan ciing nhu theo doi nhanh théng
bao vé van ban, cong viéc, luu trit.

2. Bén trai man hinh: La menu cac chirc ning duoc phan cap dang cdy gdm 3 phan
hé chinh: Quan Iy vin ban diéu hanh, Quan Iy luu trit, Quan tri hé thong

3. Bén phai man hinh: Hién thi cac thong tin méi nhat vé lich 1am viéc cia Ban
lanh dao, Biéu miu, Thong béo.

4. O gitta man hinh: La noi theo ddi nhanh cac van ban dén, vin ban du thao, Cong
viéc mdi va chua duoc xu ly.
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75 TRUGNG DAI HOC MO - DJA CHAT HE THONG QUAN LY VAN BAN VA DIEU HANH
| G;?/ HANOI UNIVERSITY OF MINING AND GEOLOGY i . - - :
= B . LA = Hé théng quan I van ban Administrator

== Trang chil | Lich cng tic | Théng bao ndibd v | Quan iri hanh chinh

& QUAN LY VAN BAN

[Cemsnren ] ~

VAN BAN CHO' VAO s0 (0 LICH CONG TAC
Van ban dén v - . .
STT S0 ky higu Trich yeu Ngay den  Ngay vén ban Han xi Iy Hém nay (08/12/2020)
[ Vén ban di v
i P . Ngay mai (09/12/2020)
& Van ban cdng bd VAN BAN CHO' LAY 50 (0)
Thir ndm (10/12/2020)
Van ban néi bé v . - ‘ , .
Ngay tac Nguwéi tao Phong ban soan thao Trich yéu Thir siu (11112/2020)
&= QUAN LY CONG VIEC -

Thiv bay (12112/2020)
@ Giao vide Chii nhit (13/12/2020)
= Danh sdch céng viéc
[+ Céng viéc dang thuc hién Théng ké vén ban
Il Céng viéc dang che xir Iy —
Van ban dén v
[3 van bandi v

E2]TAI LIEU DUNG CHUNG

6  Cac chirc nang dung chung
6.1 Thém lién tiép
e Muc dich: HJ tro ngudi dung thuc hién thém mai lién tiép ban ghi ma khong can phai
mé form nhiéu lan.
e D¢ thém méi lién tiép ban ghi, nguoi ding thyc hién cac thao tac sau:
1. Mo¢ form Thém méi
2. Nhap dir li€u vao cac truong thong tin

. B Lvu .
3. Tich chon 6 Thém lién tiep, kich - dé hoan thanh thao cac thém maoi hoac

de huy bo thao tac.

6.2 Stra ban ghi
e Muc dich: H) tro ngudi dung thuc hién bo sung, chinh sira ban ghi khi ¢ thay doi hoic
sai sot.
e D¢ sira thong tin, ngudi dung thyc hién cac budc sau:
1. Trén danh sach, chon ban ghi mudn sira thong tin. Kich biéu twong 4 hoac:

—  Trén danh séach, kich vao phan thong tin duoc highlight. Trén form xem ban ghi,
kich nat . Chuong trinh s& hién thi cac ndi dung ctia ban ghi nhu khi
thém mai.

2. Cap nhat lai cac ndi dung ban ghi cho phu hgp.

3. Kich dé luu lai ndi dung da dugc sua doi, kich de huy bo

thao tac Sua.
6.3 Xem thong tin ban ghi
e Muc dich: H6 trg ngudi dung xem lai thong tin ban ghi sau khi thém méi hodc chinh

Sua

e Dé xem thong tin ban ghi, nguoi dung thyc hién nhu sau:
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— Trén danh sach ban ghi, chon ban ghi mubn xem, sau do6 kich biéu tuong Q hoic
kich vao phan thong tin dugc highlight & xem thong tin chi tiét cia ban ghi, kich

hoac S 42 thoat khoi form.

6.4 Xoa ban ghi
e Muc dich: HS tro ngudi dung x6a ban ghi khoi hé théng
e D¢ xéa mdt ban ghi, nguoi ding thyc hién theo cac budc sau:
1. Trén danh sach, chon mot ban ghi mubn x6a, kich biéu tugng Xba %

2. Chuong trinh hién thi thong béo xac nhan x6a, ngudi dung kich m dé xac

nhan viéc xo6a ban ghi hodc kich dé huy bo thao tac x6a. Ban ghi sau
khi x6a s& khong con hién thi trén danh sach.

e D¢ x6a nhiéu ban ghi, ngudi dung can thyc hién theo cac bude sau:
1. Trén danh séach, tich chon nhimmg ban ghi mudn x6a, kich biéu tugng X6a @ trén
dau danh sach.

2. Chuong trinh hién thi thong bao x4c nhan xéa, nguoi dung kich m dé xac

nhén viéc x6a ban ghi hoac kich deé huy bé thao tac x6a. Cac ban ghi

sau khi x0a s& khong con hién thi trén danh sach.
6.5 Tim kiém bén ghi
e Muc dich: Chuong trinh hd tro ngudi dung thyc hién Tim kiém dé dang ban ghi da
thém moi trén hé théng theo mot hodc nhiéu tiéu chi.

e D¢ tim kiém, nguoi dung can thyc hién cac budce sau:

T‘ ki =
1. Trén danh sach ban ghi, kich .

2. Chuong trinh mé ra man hinh Tim kiém, nguoi dung nhap tiéu chi tim kiém,

, Tim kiém , . . L N
kich . Co thé kich Tim kiém nang cao dé hién thi nhiéu diéu

kién tim kiém hon va kich Lam méi dé x6a hét cac diéu kién da tim kiém, thyc
hién tim kiém lai tir dau.
3. Chuong trinh thyc hién tim kiém va hién thi danh sach két qua twong tng voi
tiéu chi da nhap.
6.6 An/ hién ban ghi
e Muc dich: HJ trg ngudi ding thay d6i trang thai ciia ban ghi, cho phép ban ghi duoc
hién thi hodc khong hién thi trén cac form lién quan.
e D¢ an/ hién ban ghi, ngudi ding thuc hién cac budc sau:
1. An/ hién 1 ban ghi:
— Trén man hinh quéan 1y danh sach ban ghi, chon 1 ban ghi muén an/ hién, kich
biéu tuong 4n (1 hodc hién ] tai ban ghi da chon.
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v
— Chuong trinh m¢é ra form an/ hién ban ghi, kich /

tuong ing voi tung thao tac da thuc hién ¢ budce trén hodc kich
dé huy bo thao tac.
2. An/ hién nhiéu ban ghi:
— Trén man hinh quan Iy danh sach ban ghi, tich chon cac ban ghi mudn an/ hién,
kich biéu trong 4n ® hodc hién @ trén dau danh sach.

v
— Chuong trinh mé ra form an/ hién ban ghi, kich /

tuong ing voi tung thao tac da thyc hién & budc trén hodc kich
dé huy bo thao tac.
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6.7 Xem thong bio hé thong
e Muc dich: Truy cip nhanh dén cac chirc ning nghiép vu khi c6 thong bao xtr Iy.
e Dé Xem thong bao hé thdng, ngudi dung thuc hién cic bude sau
1. Pang nhdp vao hé thong

2. Click vao biéu twgng thong béo hé thong hién thi danh sach cac thong béo tir
hé thdng.
Ban cé 1 tin nhan méi vé céng viéc
| -
u Hoang Anh Diing 09/12/2020 09:20
Mgwréi ding Hoang Anh Diing da giri
théng bao Uy quyén téi ban
Xem tat ca

3. Click vao théng bao dé di dén chirc nang can xtr Iy

PHAN II NGHIEP VU VAN BAN

1 Vinban dén

e Muc dich: La nhém chtrc ning hd trg quan 1y todn bd cac van ban dén, ciing nhu thém
moi, luan chuyén, theo doi tinh hinh xtr ly, ¥ kién xur 1y van ban, thu hoi, tra lai van ban
trén hé thong. Céc van ban ma ngudi dung duge gan nhung chua doc s& duge boi do dé
d& nhan biét.

1.1 Thém méi vin ban dén/ ndi b (Vin thu)

e Muc dich: Khi c6 van ban gidy giri dén, van thu s& tao moi thong tin van ban vao hé
thong. Trong d6: van ban dén théng thuong 14 nhitng vin ban dugc nhén tir cac co quan
bén ngoai, con van ban dén nodi bd 14 nhitng vin ban dugc giri trong cung hé thdng tir
nhitng don vi con tryc thudc(truong hop nay vin thu thuong chi can vio s van ban
thong qua chirc nang stra van ban, khong can thém mai).

e Dé Thém méi vin ban dén, nguoi dung thuc hién cac bude sau:

1. Truy cdp menu chon Quén Iy vin ban / Vin ban dén/ Thém méi viin ban
2. Chuong trinh hién thi man hinh thém méi nhu sau:
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Thém méi van ban dén g
Sbvanban+ | S6 cong van dén Thém Shdén: |4
Co quan glri* Thém S0 ky higu
Ngay vin ban Ngay dén= | 09/12/2020
B khdn | Thuimg Bamit | Thudng
Trich yéu=
y
Loai van ban Cheon loai van ban Han xi 1§
Ghi cha
Don vi ddu mdi Chon Don vi phii hop Chon
Ngudi xir Iy Chon Ngui phdi hap Chon

SR L= % Chon file dinh kém

Thém lién tiép

[ v
3. Nguoi dung nhap thong tin cac truong trén man hinh thém méi van ban dén véi cac
truong thong tin nhu sau: (Luu ¥: Cac trudng c6 dau * 13 trudng bat budc phai nhap
dir liéu)
STT Tén trwong Muc dich - Luu y
Nhép cac thong tin co ban cta vin ban dén. Nguoi

S6 ky hi€u, Loai van ban,

1. , A - dung can nhap it nhét 3 ky ty, néu nhap qua gi6i han
Trich yéu, Ghi chu o A PR
dugc phép hé thong tu dong cat dir 1i€u
Sau khi tiép nhan vin ban dén Van thu thyc hién quan
ly va phan loai vin ban theo cac s6 hién dang c6 ciia
, don vi.
2. So6 van ban ;

Luru y: Céac budc dé thém nhanh, nguoi ding xem tai
muc: Thém nhanh S6 vin ban, Co quan/ Pon vi
giri dén.

Chuong trinh sinh tu dong sd dén theo ting s6 van
3 36 dé ban, nguoi dung khong dugce phép chinh stra thong tin
: 0 dén . Xy Ae s A X A A
nay. Ngoai ra hét mot nam so dén ty dong refresh ve

1.

Trén bi vin ban giri dén déu ghi rd thong tin Co quan/

Pon vi gui van ban. Nguoi dung lya chon tén Co
quan, don vi trong tng trén hé théng. Truong hop Co
L. quan giri chwa c6 trong danh sach, ngudi dung c6 thé
4. Co quan gt 2 . . L .
b6 sung thém thong tin qua chirc nang Thém nhanh.
Luwu y: Khi chua c6 thong tin twong Gng, c6 thé click
nat Thém & bén canh dé md ra form thém nhanh,
nhap cac thong tin twong tng voi ndi dung can thém.

- La thong tin ngay vian ban duoc gui dén.

© ax - Thong tin ngay dén phai 16n hon ngay vin ban.

5. Ngay dén N LA \ ;4R 2:A \
- Nguoi dung c6 thé st dung ban phim dé dién ngay

thang hodc kich vao truong dé chon thong tin tir 6 lich

6. Ngay van ban - La thong tin ngay ban hanh van ban
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- Ngudi ding c6 thé sir dung ban phim dé dién ngay
thang hodc kich vao truong dé chon thong tin tir 6 lich

Xéc dinh mic do xu 1y van ban. Nguoi dung chon
theo cac do khan:

- Thuong

- Khan, Hoa toc: Néu vin ban thudc khin, hoa tde thi
trén danh sach van ban dén cua nguoi nhan s€ hién thi
biéu tugng &

Xac dinh cép dd mat cta van ban. Khi chon sd van

7. Do khan

ban 1a S6 mat va d6 mat 1a mat, t6i mat, tuyét mat thi
trén from thém mai ngudi dung chi dugce phép nhap
8. Do mat cac thong tin nhu: S6 vin ban, Co quan/ don vi giri
dén, Ngay dén, s6 ky hiéu, ngay vin ban, Loai vin
ban, Do mat, Do khan, S6 buu dién, Han xir 1y, Ghi
chu

- Xéc dinh thoi han hoan thanh viéc xur 1y van ban.

9. Han xu ly - Ngudi ding c6 thé sir dung ban phim dé dién ngay
thang hodc kich vao truong dé chon thong tin tir 6 lich

Pon vi xit 1y, don vi phéi Chon don vi xir 1y, don vi phéi hop dé chuyén vin

10.
hop

ban trong trudng hop Van ban da c6 but phé tra ra cua
Lanh dao sau d6 v4i nhap vin ban vao hé thong

, _ .. | Chon ngudi xtt 1y, ngudi phdi hop dé chuyén vin ba
Ngudi xit Iy, nguor phéi On nguo1 xu ly, nguo1 pho1 hop d€ chuyeén van ban

11. hop trong truong hop Van ban da c6 but phé tra ra cua
’ Lanh dao sau d6 voi nhap van ban vao hé thong
- P6i v6i vin ban gidy da duoc scan hodc vin ban giri
dén qua email. Nguoi dung kich
& Chon file dinh kém |V
12. | File dinh kém dé tai van ban hoac tai liéu lién

quan dén vin ban 1én hé thong
- Bugc phép dinh kém nhiéu file va dinh dang .docx,
.doc, .xls, .xlsx, .zar, .zip

Lwru ,
4. Kich Luu - dé xac nhan vi¢c thém madi ban ghi voi cac ndi dung da bién

tap. Kich m dé hay bo thém méi. Sau khi thém méi thanh cong, vin ban
dugc dua ra ngoai danh sach va hién thi & muc Quan ly van ban / Van ban dén
/Danh sach van ban.

5. Luwu y: Cach st dung cac chic nang: Thém mdi lién tiép, Stra ban ghi, xem thong
tin bén ghi, xéa bén ghi, tim kiém bin ghi ngudi dung xem hudng dan st dung chi
tiét tai Muc 6: Cdc chirc ning ding chung

1.2 Insb vin ban (Vin thu)

e Muc dich: H6 tro ngudi dung xuat ra file word hoic excel danh sach cac vin ban dén

nham luu s6 va dé cac phong ban ky xac nhan nhan van ban.
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e D¢ In s6 van ban nguoi dung thuc hién cac bude nhu sau:

1. Truy cap menu Quan Iy vin ban / Vin ban dén / In s6 viin ban

, Tim kiém . .
2. Trén man hinh bao cao, nguoi dung lua chon Kich dé hién thi man

hinh tim kiém va nhép thong tin cac tiéu chi tim kiém theo nhu cau bao céo, sau do6

3 Q, Tim kiém 2 . ~ 1A 1
kich - dé thuc hién loc dit liéu bao cao.

3. Chuong trinh s& hién thi vin ban théa man diéu kién tim kiém da nhap. Khi d6

nguoi dung kich W @€ xuat bao cao ra word, kich £l @€ xuat bao cao ra excel, kich

&= dé in truc tiép bao céo trén trinh duyét.

In 6 vin ban dén

& B W

Q, Tim kiém
HE THONG QUAN LY VAN BAN
30 VAN BAN DEN
(Tir ngay 08/12/2020)
Ngay.than Ngdy thang  ro o va trich yéu ni Bon vi hodc
9ayIhaNg ¢4 gén Téc gia S6 ky higu cila vén ; yeuno vinos
den ban dung ngwdi nhan

Hién tai danh sach nay chwa co diF liéu.

Ky nhan

Ngay & thang 12 nam 2020

Ghi cha

4. Luu y: mdt s6 don vi c6 mau riéng biét s€ chon mau can in ¢ truong Mau bao céo

trude khi tong hop va in.
1.3 Y kién xir 1y viin ban (Vin thu don vi)

e Muc dich: Tinh ning hd tro vin thu nhap cac ndi dung but phé chi dao xir Iy cho mot

van ban dén.

e D¢ but phé y kién xir Iy, nguoi dung thuc hién cac budc nhu sau:

1. Truy cp menu Quan Iy vin ban / Vin ban dén / Danh sach vin béan dén.
2. Trén man hinh danh sach van ban, kich vao phan trich yéu hodc sé ky hiéu cua 1

van ban dé md ra man hinh xem thong tin chi tiét.

3. Trén man hinh xem chi tiét mot vin ban dén, kich vao tab Trinh lanh dao.

Ngui diing Thei gian N6i dung Béuméi Phéi hop

Van thu don vi 07/12/2020 15:38 Kinh trinh: Bi thir Ddng Van Bao

Van thu don vi 07/12/2020 15:37 Nguy&n Thi Hing

Van thu don vi 30/09/2020 11:45 Kinh trinh: Phé bi thur Bdi Van A

Man hinh nhép ¥ kién hién thi nhu sau

Han xis Iy

—
Trang théi Q

0O o oo
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Théng tin vé vin ban  Théng tin ludn chuyén [RUGLEEULEELE  Luwu the muc ca nhan

Trinh |&nh dao

L&nh dao but phé Chon lanh dao bit phé v
Don vi ddu méi Chon Bonwvi p\wéi hop Chon
Mgurai x(F Iy Chon Nguri phéi hop Chon

N&i dung

Han xi¥ ly [LEET I % Chon file dinh kém

4. Ngudi ding nhap thong tin cac truong trén man hinh Y kién xir 1y vian ban véi cac
truong thong tin nhu sau: (Luu ¥: Céc truong ¢ ddu * 13 truong bat bude phai nhap

dir liéu)

STT Tén trwong Muc dich - Luu y
Hién thi danh sich linh dao d¢ trinh van ban, d6i voi

1. Trinh lanh dao Vin thu don vi s& wu tién hién thi Ban giam hiéu nha
treong theo thur ty chire vu uu tién
Truong hop lanh dao but phé trén ban gidy, can bo
nhap thay noi dung 1én hé théng. Trudong thong tin

2. Lanh dao but phé hién thi danh sach Lanh dao don vi ctia ngudi dang

dang nhap, can bo chon tén 1anh dao da duogc trinh y
kién

.. Lz Trudng thong tin hd trg ngudi ding nhap ndi dung
3. Noi dung y kién , . - \
but phé xtr Iy cho van ban dang mo ra.

Khi nhén dugc van ban da co6 but phé cua lanh dao
trén ban gidy, can bo chon 1 trong 2 cach: dinh kém
file hodc scan van ban.

File dinh kém/ Scan van - File dinh kém: can bo da scan va day 1én may tinh
ban ca nhan, lic nay can bo chon tai file I1én.

- Scan vin ban: tinh nang hd tro két ndi thang toi may
scan, khi scan hoan thanh, file s€ dugc dinh théng Ién
hé théng ma khong can luu & may tinh ca nhan.

La don vi/ phong ban chiu trach nhiém chinh trong
S. Don vi/ Phong ban xtr Iy | viéc xtr ly van bén, c6 trach nhiém bao cdo hoan
thanh van ban.

Pon vi/ Phong ban phdi | La don vi/ phong ban phdi hop cing xir 1y vin ban
hop v6i don vi/ phong ban dau moi.

e La nguoi chiu trach nhi¢m chinh trong viéc xu ly van
7. Nguoi xu ly b
an

, La \.d‘ h,(h \ 717 - b 7. N e
8. Neuoi phéi hop ; ilgu01 ung phdi hop cung x Iy van ban vdi nguoi
xu ly
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9. Han xur ly

Khi but phé, Lanh dao c¢6 thé nhap thém ngay thang
Han xir Iy cia van ban néu co.

5. Kich nat Lwu va giri, chuong trinh s& luu thong tin dong thoi giri cho cac don vi

Ngudi diing
Van thu don vi
Viin thu don vi

Van thu don vi

dudi.
Th&i gian N&i dung Déuméi
0711272020 15:38 Kinh trinh: Bf thr Dang Van Bao
07/12/2020 15:37 Nguy&n Thi Hing
30/09/2020 11:45 Kinh trinh: Ph6 bi thur BUi Van A

1.4 Thong tin luan chuyén

e Muc dich: hd trg nguoi dung xem lai luu do

Phéi hop

Han xie Iy

dau mdi/ phdi hop da chon, danh sach y kién s& duoc hién thi nhu man hinh bén

—
Trang thi )

0000

ludn chuyén van ban, xem thong tin vé

nguoi dung da doc van ban chua vao thoi gian nao. Sau khi giri van ban, toan bd thong
tin giri nhan s€ dugc luu xudng danh sach phia dudi. Khi nguoi nhan mé van ban ra xem,
thong tin thoi gian nhén s€ dugc cdp nhat dé nguoi gui bict.

Thong tin vé van ban RUCLFELITELEINTL M Trinh linh dac  Lwu thu muc ca nhin

VTBEV Vin thur don vi GBTT Lé Van Hung
B& mén Céng nghé Phin mém

Nguwéi g
o
Van thu don vi

Wan thu don vi

GV Pham Thi Hai Vin
Tnrémg Dai hoc Mo - Bia chét

5:22 PM 01/10/2020

5:10 PM 01/10/2020

PTBM Hoang Anh Biirc
B& mén Cong nghé Phan mém

Born vi nhan Nguw&i nhan Théri gian giei
e R £ B Th Ha a3 541402820 47.2
B4 man Cang nghé Phén mém Hoang Anh Blc - X Iy 011042020 17:01
B6 mdn Cang nghé Phdn mém L& Van Hung - Xir Iy 01/10/2020 17:01

1.5 Thu hdi viin bin
e Muc dich: Khi giri nham hozc can chinh sira lai van ban, ngudi ding str dung chiic ning
Thu hoi vin ban dé dé 1y lai van ban khi vin ban di dwoc giri di. Tuy nhién chi thu hoi

dugc van ban khi ngudi nhan chua moé van ban.

Théi gian nhan

01/10/2020 17:10

e Dé Thu hdi vin ban ngudi ding thyc hién cac bude sau:
1. Trén danh sach vin ban, ngudi dung kich vao phan dugc hyperlink (trich yéu hodc

s0 ky hiéu) d€ mé man hinh xem chi ti€t van ban.

DL

Trén man hinh xem chi tiét vin ban, tai khung Thong tin luan chuyén vin ban, ngudi
. . #+ Thu hdi ) .
dung kich chon van ban muon thu hoi va kich deé thu hoéi van ban,

, v Co I .. ,
trén man hinh x4c nhan, nguoi dung kich - deé hoan thanh thu hoi van ban

hodc kich m dé huy thao tac.
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Théng tin vé vin ban [RUGICEIRIELRINTIW  Trinh linh a0 Lwu thw muc ca nhan
o
Tra i || Thu hi & xr 1y TR

VTBV Van ther don vi GB Bii Xudn Nam
Truéng Dal hoc M3 - Bia chét

CV Nguy&n Thi Thiy Hing
Ban khuyén hoc

BT Dang Quang Hung
Trréng Pai hoc Ma - Bia chét

Nouwoi gisi Don vi nhan Ngu®i nhan Thei gian giri Thei gian nhan Trang thai Ly do

(<3l

Van thw don vi Trugng Dai hoc M3 - Dia chit Dang Quang Hung 07/12/2020 15:38

Van thu don vi Ban khuyén hoc Nguyn Thi Thity Hang - Xi 1 07/12/2020 15:37

<]

Vin the don vi Truéng Dai hoc M8 - Bia chat Bui Xuan Nam 30/09/2020 11:45

3. Trudng hop vin ban giri cho don vi ¢6 nhiéu ngudi dai dién, khi thu hoi s& thuc hién
thu hdi vin ban cua tt ca ngudi dung dai dién.
1.6 Tralai van ban
e Muc dich: HJ trg nguoi dung tra lai vin ban cho ngudi giri. Khi ngudi nhan thdy vin
ban khong thudc pham vi xir 1y hodc giri nham dia chi dén ngudi dung tra lai va nhap 1y
do trd lai van ban cho nguoi gui.
e Dé Tra lai vin ban nguoi dung thyc hién cac budc sau:
1. Trén danh sach vin ban, ngudi ding kich vao phan duoc hyperlink (trich yéu hoic
s6 ky hiéu) & mé man hinh xem chi tiét vin ban.

2. Trén man hinh xem chi tiét van ban, ngudi dung kich dé tra lai van

ban cho nguoi gui, trén man hinh xac nhan, nguoi dung nhap ly do va kich

& hoan thanh tra lai hodic kich MEMESS d& hity thao tAc.

Tra lai van ban

Luwru y: Céc trromg ¢6 ddu * bat bubc nhép théng tin

Ma ta*

e

KXz

3. Truong hgp van ban gui cho don vi c¢6 nhiéu nguoi dai dién nhan, khi mot nguoi

dung tra lai van ban, toan bd nguoi dai dién con lai cling s€ dugc chuong trinh tu
dong thuc hién tra lai van ban theo.

1.7 Luu thw muc ca nhan

e Muc dich: hd trg ngudi dung luu vin ban vao thu muc do ngudi dung tu dinh nghia.

e Dé Luu thw muc ¢ nhan, nguoi ding thyc hién cac budc sau:
1. Trén man hinh xem chi tiét van ban, ngudi dung kich vao tab Luu thu muc ¢4 nhan.
2. Chon thu muc can luu va kich Luu.
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Théng tin vé van ban  Théng tin luin chuyén  Trinh linh dao

Lwu thw muc c¢a nhidn

Thu muc Chon thu muc -

1.8 Quadn ly cong viéc
e Muc dich: hd trg ngudi ding tao ra cong viéc xir Iy cho van ban dén — giao dau muc,
han x1r Iy cong viéc cho cac phong ban/ ca nhan hoac dua van ban vao 1 cong viéc dang
xtt Iy trude d6 néu thiy c6 lién quan. Tir d6 giup nguoi dung dé dang quan 1y theo ddi
tién d6 xir 1y vin ban/ cong viéc.

Théng tin vé van ban Chuyén lanh dao Y kién Luan chuyén van ban m Van ban dy thao

= Thém van ban vao cong viéc

STT Céng viéc Ngay bat dau Han xt Iy Thanh phan N&i dung Trang thai

e D¢ tao cong viée, ngudi ding thyc hién cic budc sau:
1. Trén danh sach vin ban, ngudi ding kich vao phan duoc hyperlink (trich yéu hoic

s6 ky hiéu) & mé man hinh xem chi tiét vin ban.
2. Trén man hinh xem chi tiét, kich vao tab Quan 1y ¢dng viée, kich biéu twong tao

cong vigc m

Théng tin vé van ban  Théng tin ludn chuyén  Trinh Ianh dao m Lwu thw muc ¢a nhan

STT Céng vige Ngay bét déu Han xir Iy Ngui lap Trang théi Thye hign

3. Chuong trinh hién thi man hinh tao méi cong viéc. Céch thtrc thuc hién xem chi tiét
muc Thém mdi cong viéc
1.9 Cap nhat trang thai nguoi dung
e Muc dich: Vi nhiing vin ban dén chi dé doc — sao luu hodc nhitng van ban da xir ly
xong thi ngudi dung sé& thuc hién thao tac thay doi trang thai clia ca nhan.
e D¢ Cip nhit trang thai ngudi ding, nguoi dung thuc hién cac bude sau:
1. Trén danh sach vin ban, ngudi ding kich vao phan dugc hyperlink (trich yéu hoic
s6 ky hiéu) & mé man hinh xem chi tiét vin ban.
2. Trén man hinh xem chi tiét vin ban, ngudi ding kich nit
3. Trén man hinh cap nhat trang thai, ngudi dung chon tinh hinh xir Iy cong viéc: Chua
xu ly, Pang xur ly, Ba xu ly
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Céap nhét trang thai nguwrdr dung

Lueu y: Céc trudmg c6 ddu * bat bude nhdp théng tin

Trang thai*
MNgay xir Iy

NGi dung

Chura =i Iy

v Ding

4. Sau do kich IMRERIN 4é x4c nhan hoan thanh viéce cip nhit trang thai hodc kich

de huy vi¢c cap nhat trang thai

2 Van ban di

e Muc dich: La nhom chirc niang hd tro quan 1y toan bo cac vin ban di thuong, vin ban di
mat cua don vi/ phong ban hoac c4 nhan. Nguoi dung co6 thé thuc hién céc thao tac thém
méi, luan chuyén, thu hoi van ban trén hé thong. Cac van ban ma ngudi dung duge gan
nhung chua doc s& duoc boi do dé dé nhan biét.

2.1 Thém méi van ban di

e Muc dich: HJ tro nguoi dung nhap thong tin van ban di can phat hanh 1én hé thong — 1a
cac van ban xir 1y bén ngoai hé thong — trinh bang gidy. Chuong trinh hd tro nguoi ding
c6 thé vira thao tac thém méi vin ban, vira thyc hién giri cho cac don vi/ phong ban trong
hé thdng va cac don vi bén ngoai c6 tham gia truc lién théng.

e Dé Thém méi vin ban dén, nguoi dung thyc hién cac budc sau:
1. Truy cdp menu Quén ly van ban chon Vin bén di / Thém méi van ban

2. Chuong trinh hién thi man hinh thém méi nhu sau:

Thém m&i van ban di

SBvanban: | S6 Congvanndibd nam 2020
Loaivanban | Congvén
Ngay van ban | 08/1212020
Nguaiky © | Chon ngudiky

Trich yéu *

Noi nhan Noi nhan

Ngoai P-Office

Ghi chu

Do khan | Thuong
VB dén lign quan | Chon v&n ban lién quan

FCELUNE R % Chon file dinh kem

Congbé O

| Them Phang ban soan thio *
v S ky higu

Han xi 1y

Chon

Chon noi nhén bén ngod

v D5 mat
VB di lién quan

The muc

Thém lién tiép

Truéng Pai hoc M6 - Bia chét

03/HUMG

Nhém don vinhan | Chon nhém don vi

Ngudinhan | Nhép

Thudng
Chon vén ban lién qua

Chon thw muc cé nhan

(]

Chon

3. Nguoi dung nhap thong tin cac truong trén man hinh thém mdéi van ban di voi cac
truong thong tin nhu sau: (Luu ¥: Céc trudng c6 ddu * 13 trudng bat bude phai nhap

dir liéu)
STT Tén truwong Muc dich - Luu y
Nguoi dung chon s vin ban di tir danh sach.
1. S6 vin ban Luu y: Cac budc dé thém nhanh, nguoi ding xem tai
muc: Thém nhanh S6 vin ban
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Chon tir danh sach don vi soan thao ra van ban dang

2. Pon vi soan thao .
thém.
3. Loai van ban Lua chon loai cua van ban dang thém méi
4, Nguoi ky Chon lanh dao thyuc hién ky duyét cho van ban.
- La ngay van ban c6 hiéu luc.
5. Ngay van ban - Nguoi dung c6 thé sir dung ban phim dé dién ngay

thang hodc kich vao truong dé chon thong tin tir 6 lich

L Nhép ngay thang 13 han xt Iy ctia vin ban dbi voi don
6. Han xu ly

vi nhan
7. Do khan Chon murc @6 khan cua van ban (néu co)
8. b6 mat Chon murc do mat cua van ban (néu co)

S€ tu dong sinh khi thém mdai van ban, s0 ky hiéu sinh

9. S6 ky hiéu theo quy luét: S6 van ban, Pon vi soan thao, Loai vin
ban,
10. | Ghichu Nhép ghi cht (néu co)
11. | Trich yéu Nhép ndi dung trich yéu ctia vin ban di
- La van ban dén lién quan dén vin ban duoc thém
maoi
12. | Van ban dén/ di lién quan |- Nguoi ding c6 thé chon dit lidu tir danh sach van

ban dén tuong tng véi vai tro dang nhap. Nguoi
dung chon dugc nhi€u van ban lién quan

Chia s¢ van ban tat ca nguoi dung trong don vi déu

13. | Cong cb
Ong €0 doc duoc

Lwru ,
4. Kich Luu - dé xac nhan viéc thém madi ban ghi véi cac ndi dung da bién

tap, sau d6 nguoi dung ¢ thé chinh stra lai thong tin. Hodc kich dé huy
b6 thém méi. Luwu y: Cach str dung cac chirc ning: Thém mdi lién tiép, Sira bin
ghi, xem thong tin bin ghi, xéa béin ghi, tim kiém ban ghi ngudi ding xem hudng
dan sir dung chi tiét tai Muc: 6. Cdc chirc nang ding chung

2.2 Cép sb vin ban

e Muc dich: Sau khi cic phong ban tao ra van ban du thao va da duogc phé duyét bdi lanh
dao don vi, van ban d6 s& dugc lya chon dé Chuyén phat hanh thanh van ban di, van ban
di nay s& duoc hién thi & Danh sach vin ban di chd cip s6 ciia van thu don vi/ phong
ban. Vin thu s& tién hanh cép s cho cac van ban nay dé tré thanh vin ban di.
o bé cé"lp s0 viin ban di, nguoi dung thuc hién cac budc sau:
1. Truy cdp menu Quén ly vin ban chon Vin ban di/ Danh sach viin ban chd cip
)
2. Trén man hinh danh sach, kich vao tiéu dé vin ban di mudn cép so.
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3. Trén man hinh thong tin chi tiét, chon Vao s cho van ban, lya chon céc thong tin
s6 van ban di trong tmg. Sau khi cip sb, van ban duoc trd thanh vin ban di cia don
Vi.

CHI TIET VAN BAN DI

586 ky higu Ngay vin ban Bon vi soan thao Tdng Céng Ty Xi mang Viét
& Nam
Ngay ban hanh S8 vén ban * Do méat
Loai véin ban Bién ban Do khdn Thudng | Ngudi ky
Ngén nglr Tiéng Viét Han xir Iy Ghi chd
Trich yéu Van ban du thao phong CNTT
Vén ban dén lién quan Van ban di lién File dinh k&m
quan

2.3 Luén chuyén vin ban
e Muc dich: hd trg ngudi dung thao tic giri vin ban dién tir téi ca nhan, phong ban, don
vi hodc nhém ngudi dung/ nhém don vi da tao trude d6. Sau khi giri van ban, toan b
thong tin giri nhan s& duoc luu xudng danh sach phia dudi. Khi ngudi nhan mé vin ban
ra xem, thong tin thoi gian nhan sé dugce cép nhat dé nguoi gui biét.

e D¢ giri van ban di, nguoi dung thyc hién cac budc sau:

4. Truy cap menu Quan ly van ban chon Van ban di/ Danh sach
5. Trén man hinh danh séach, kich vao tiéu dé vian ban di mudn gui.
6. Trén man hinh thong tin chi tiét, phan Thong tin luan chuyén vian ban, Kich vao tab

Thong tin ludn chuyén Gui van ban d¢ m¢ form.

Théng tin vin ban [REELETIIEI RSV Gopy  Giao vide  Lwu thw muc ¢é nhan

Noinhén Chon Nguéi nhéan Chon

Nhém don vi Nhém ngui ding

N g bonvinnin - S— S Tang yo O
7. Nguoi dung nhap thong tin Nguoi ding hodc Pon vi/ phong ban dé guri thong tin,
c6 thé Iya chon Nhom phong ban dé giri dong thoi dén nhiéu don vi thudc nhom (da
tao trudc do).
Ngudi nhan Tim Nhém phang ban

Phong ban

B Chuyén van ban

STT Tén truwong Muc dich - Luu y
Luya chon dich danh ca nhan nhan van ban. Nguoi

dung nhan van ban s€ xem ¢ danh sach van ban di.
1. Nguoi nhan Click vao nit Tim trong trudng hop mudn giri dén
nhiéu can b trong 1 hodc nhiéu phong ban/ don vi
khac nhau.
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Chon mot hoac nhiéu don vi/ phong ban nhan van
ban. Tai khoan dai dién cua don vi/ phong ban —

5 Pon vi/ Phong ban thA’c‘)ng t}lu:(‘n}g la ?/én‘ thu:;— s€ nhan van ban ¢ Van ban
dén/ Van ban chod vao so.

Vin ban gui lai cho don vi/ phong ban soan thao sé€
hién thi & ds van ban di

Giong nhu tao nhom/ group email, ngudi dung cé thé
chon cdc nhom do minh ty dinh nghia/ tao ra.

Khi giri theo nhom, thong tin ludn chuyén s& ty dong
tach riéng thanh tirng dong ctia don vi/ phong ban
trong nhom va hién thi danh sach & phan Don vi/
phong ban.

Truong hop cing 1 s6 vin ban nhung cac don vi nhan

3. Nhom don vi/ phong ban

4. File dinh kém lai c6 ni dung file dinh kém khac nhau, nguoi dung
s€ chon don vi va dinh kém ndi dung tuong ung.

8. Kich Chuyén vin ban, vin ban s& duoc giri dén ngudi nhan. Thong tin guri nhan s&
duoc luu lai thanh lich str, bao gdm: ngudi gui, thoi gian giri, don vi nhan/ ngudi
nhan...

2.4 Luu thw muc ca nhan

e Muc dich: ho trg ngudi dung luu vin ban vao thu muc do nguoi dung tu dinh nghia.

e Pé Luu thw muc ca nhén, nguoi dung thyuc hién cac budc sau:
3. Trén man hinh xem chi tiét van ban, nguoi ding kich vao tab Luu thu muc ca nhén.
4. Chon thu muc can luu va kich Luu.

Théng tin vin ban  Théng tin ludn chuyén Goépy  Giao viéc

Thu muc Chon thu muc

2.5 Gopy van ban

e Muc dich: Gri van ban dé xin y kién gop ¥ ctia phong ban, nguoi ding
e Dé Gép y viin ban nguoi dung can thyc hién cac bude sau:

1. Trén man hinh chi tiét vin ban, ngudi ding kich vao tab Gop y

2. Chon phong ban, ngudi dung dé nhan gép y va kich “Giri”
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Théng tin van ban  Théng tin luin chuyén m Giao viéc  Lwu thw muc ca nhdn

¥ kién x¥ Iy vdn ban +

Nguréi nhan Chon

N&i dung

Chon file dinh kém % Chon file dinh kém

Ngwai ding Bon vi Ngw&i nhan Théi gian Néi dung %

2.6  Quan ly cong viéc
e Muc dich: hd trg nguoi ding tao ra cong viéc xir Iy cho vin ban dén — giao dau muc,
han xtt ly cong viéc cho cac phong ban/ ¢4 nhan hodc dua van ban vao 1 cong viéc dang
xtt Iy trude d6 néu thiy c6 lién quan. T d6 giup nguoi dung dé dang quan Iy theo ddi
tién do xur 1y van ban/ cong viéc.

Théng tin van ban  Théng tin luin chuyén Gop § m Lwu thw muc ca nhan

5TT Céng viéc Ngay bét dau Han xtely  Ngwdilap  Trang thai Thuc hién

e Dé tao cong viéc, nguoi dung thyuc hién cac budc sau:
1. Trén danh sach vin ban, ngudi dung kich vao phan dugc hyperlink (trich yéu hodc
s6 ky hiéu) ¢¢ mé man hinh xem chi tiét vin ban.
2. Trén man hinh xem chi tiét, kich vao tab Quan ly cdng viéc, kich biéu tuong tao
+ Thém mai

cong viéc

Théng tin vin ban  Théng tin ludn chuyén Gopy m Lwu thw muc ca nhan

5TT Céng viéc Ngay bét dau Han xtely  Ngwdilagp  Trang thai Thwc hién

3. Chuong trinh hién thi man hinh tao m&i cong viéc. Céch thirc thuc hién xem chi tiét
muc Thém mdi cong viéc
2.7 Thu hdi viin bin
e Muc dich: Khi giri nham hozc can chinh sira lai van ban, ngudi ding str dung chiic ning
Thu hoi vin ban dé dé 14y lai van ban khi van ban da duoc giri di. Tuy nhién chi thu hoi
dugc van ban khi nguoi nhan chua mé ra xem, gui van ban cho nguoi dung khac. Khi
thu hoi lai tit ca van ban, nguoi dung mai thuc hién dugc thao tac chinh stra. Khéng thu
hoi vé6i van ban giri lién thong.
e Dé Thu hdi viin ban nguoi dung thyc hién cac budce sau:
1. Trén danh sach vin ban, ngudi dung kich vao phan dugce trich yéu hoic sé ky hiéu
dé mo man hinh xem chi tiét vin ban.
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2. Trén man hinh xem chi tiét van ban, tai khung Thong tin luan chuyén vin ban, ngudi
dung kich chon vin ban mudn thu hdi va kich nat ”Thu hdi” dé thu hdi vin ban, trén

, v Co [P N
man hinh x&c nhan, nguoi dung kich - dé hoan thanh thu hoi van ban hoac
kich m dé huy thao tac. Luu ¥: vin ban ngudi nhan ¢ mé ra doc thi khong
thé thu hdi duoc, s& an 6 checkbox twong ng.

Théng tin van ban [RICITTIFCIPIIYIN Gopy  Giaoviéc  Lwu thw myc ca nhan

Noi nhédn Chon Ngudi nhn Chon

Nhém don vi Nhom nguoi ding

B Phat hanh

Nguoi giri Don vinhan Ngui nhan Thoi gian gei Thevi gian doc Trang thai Ly do m]

Van th don vi HGi dng trudng Trdn Xuan Trudng 08/12/2020 05:35 PM m]

2.8 Insb (Vin thu)
e Muc dich: HJ tro ngudi dung in s6 cac vin ban di thuong da nhap vao hé thong.
e Dé In s6 vin ban di, nguoi dung thyuc hién cac budc nhu sau:
1. Truy cap menu Quan ly viin ban chon Vin bén di/ In s6 vin ban.

. , . Tim kiém [ _
2. Trén danh sach, kich dé hién thi man hinh tra cru va nhap thong tin

A L a1 X N L Q, Tim kiém [ » .
cac tiéu chi tim kiém theo nhu cau, sau do kich - dé thuc hién loc dir

liéu.

Théng ké van ban di

5«

NHA XUAT BAN GIAO DUC Ngay 1 thang 3 nam 2019

SO VAN BAN DI
(Tt ngay 01/03/2019 dén ngay 01/03/2019)
Tong s0 van ban la 0 van ban

STT S6 ky higu Ngay ban hanh Trich yéu Ngwoi ky Don vi soan thao Noi nhan

Hién tai danh sach nay chwa c6é dir liéu.

3. Chuong trinh s& hién thi van ban thoa man diéu kién tim kiém di nhap. Khi d6
nguoi ding kich W dé xuat bao cao ra word, kich B dé xuat bao céo ra excel, kich
dé suit bao cao ra file Pdf, kich & dé in tryc tiép bao céo trén trinh duyét.

3 Van ban du thio
e Muc dich: La nhém chirc ning hd trg quan 1y toan bd cc vin ban du thdo: du thao cong
vin, quyét dinh... dé trinh 1én cac cp lanh dao. Céc vin ban dy thao sau khi dugc phé
duyét co6 thé chuyén thanh vin ban di ndi bé phong ban hodc vin ban di cua don vi.
3.1 Thém méi van ban
e Muc dich: HJ tro ngudi ding tao méi thong tin cic vin ban dy théo can trinh céc cap.
e Dé Thém méi vin ban du théio, ngudi ding thuc hién cac budc sau:
1. Truy cap menu Quan ly vin ban chon Van ban du thiao/ Thém méi van ban
2. Chuong trinh hién thi man hinh thém méi nhu sau:
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Thém méi van ban dw thao

Loai van ban* Chon loai van ban v Ngay tao* | 09/12/2020
Han xir Iy Do khdn | Thudng v

Trich yéu*

Vén ban dén
Van ban di, du thao

Céng viéc lién quan Thur mye céa nhan Chon thw muc ca nhan "

Chon file dinh kém KYXEGLETEGTLEED

3. Nguoi dung nhap thong tin cac truong trén man hinh thém mdi van ban du thao véi
cac truong thong tin nhu sau: (Luu : Cac trudng c6 dau * 1a truong bt budc phai

nhap dir li¢u)
STT Tén truwong Muc dich - Luu y
1. Loai van ban Lua chon loai cua van ban du thdo dang thém méi
- Lu6n hién thi mic dinh 1a ngay hién tai.
2. Ngay tao - Ngudi ding c6 thé sir dung ban phim dé dién ngay
thang hoic kich vao trudng dé chon thong tin tir 6 lich
3. Han xur ly Nhip ngay thang la han xtr Iy cia van ban du thao
4. Do khan Chon mirc d6 khan cua vin ban du thao (néu co)
S. Trich yéu Nhap ndi dung trich yéu ciia van ban dy thao
Véi van ban dy thao dang tao, néu c6 lién quan dén
Vin ban dén lién quan cac van ban khac: van ban dén, van ban di, cong viéc,
5 Van ban di/dy thao lién ngudi ding s& gd tén hodc s6 ky hiéu dé tim kiém va
' quan kich chon.
Cong vi¢e lién quan Ngudi ding c6 thé chon mot hodc nhidu vin ban/
cong viéc.
Trudng hop ngudi ding khong day file dy thao soan
2 x thdo & dud1 may tinh cd nhan ma mudn soan thao file
7. Biéu mau . A LA A N (1R X
online trén h¢ thong. Ngudi dung chon cac biéu mau
c6 san dé soan thao
L e Sau khi chon biéu mau can sir dung, nguoi ding kich
8. Soan thao van ban . . v ek s . )
vao Soan thao va tién hanh soan thao online.
Pinh keém file ndi dung da soan thao dudi may tinh ca
9. | Chon file dinh kém i cettl 2o not dung ¢a 5ot Y
nhan hodc céc file tai li¢u lién quan.

B Lvu ,

4. Kich nit Luu - dé xac nhan viéc thém mai ban ghi véi cac ndi dung da
bién tap. Kich nit Thoat dé huy bo thém méi. Lwu y: Cach str dung céc chic ning:
Thém mdi lién tiép, Siva bin ghi, xem thong tin bin ghi, xéa bin ghi, tim kiém
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3.3

bdn ghi ngudi dung xem huéng dan st dung chi tiét tai Muc: 6. Cdc chirc ning

dung chung

5. Trudng hop kich nut Lwu va trinh, hé théng s& luu théng tin cta van ban dy thao

vira tao, déng thoi mé ra form lya chon 1anh dao can trinh.
3.2 Danh sach van ban/ van ban chua xir ly/ da xir ly

Muc dich: La danh sach cac van ban du thdo do nguoi dung tao ra hodc gui toi, trong

d6 hé thong s& loc va tach riéng cac van ban du thao ma ngudi dung chua, dang hoic da

xtr Iy. Tir d6 nguoi dung dé dang quan 1y cong viéc hiéu qua hon. Cac vin ban ma ngudi

dung dugc gan nhung chua doc s€ dugc boi do dé dé& nhan biét.

Céc thao tac tuong tac, xtr ly van ban du thdo tuong tu nhu céc thao tac mo ta & cac muc

dudi.
Pura y kién xir Iy

Muc dich: H6 trg can bo gui van ban dy thao tdi nguoi dung hoac phong ban don vi xin

v kién gop ¥ hodc trao doi cac ¥ kién lién quan dén dy thao. Thao tac dua y kién xu 1y

duoc thuc hién tuong ty nhu email.

Dé Pua y kien xir ly, nguoi dung thuc hién cac budc sau:

1. Truy cap menu Quan ly van ban chon Van béan du thao/ Danh sach

2. Mo van ban dy thao vira tao méi, kich biéu tuong Y kién xir ly

Théng tin van ban

Loai van ban Céng van

Ngwei tao Trén Hiru Bat
Trang thai ca nhan
Bé mat

Phwong thiec giri
Ngén ngie

Ngi dung trich yéu Ra cong van gia han van ban

File vdn ban

Van ban dén lién quan

Trang thai Cher duyét

Ngay tao 02/08/2018
Ngwai phé duyét
D6 khan Thwréng

Kiéu van ban

Bui Hang Cudng

STT 6 ky hiéu Ngay van ban Trich yéu
1 08.2018 29/07/2018 Van ban testv - cos update
Cong viéc lién quan
STT Tén Ngwoi lap Han xir Iy Noi dung Trang thai
1 Cong viec tesst 08.2018_Van ban testv - cos update Bii Hong Cuéng 22108/2018 Tesst cong viec
Y kién x(¥ Iy
Ngwoi dang Théi gian N&i dung Ngu&i duyét Han xir Iy ?/ Thao tic -

Trén Hiru Dat 02/08/2018 11:34

Bui Hiing Cuéng

3. Nhiép thong tin ¥ kién xir Iy. (Luu y: Céc truong c6 ddu * 1a truong bét bude phai

nhap dir li¢u)
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Y kién trao doi

Néi dung*

MNgui nhan
Nguwéi ding lign quan
Phang ban/don vi lién quan

Han xir Iy

File dinh kem % Chon file dinh kém

STT Tén trwong Muc dich - Luu y
Nhép ndi dung ¥ kién xtr Iy/ gép ¥ cho vin ban du
thao

G0 tén va chon tir danh sach nguoi dung can gui. Co

1. No6i dung

2. Nguoi nhan . .3 .
& i thé chon mdt hodc nhiéu nguoi dung

Tuong tu nhu trudng cc trong email, gd va lya chon

3 Neudi ding lién quan ngudi dung co lién quan dén dy thao.
Co6 thé lua chon cac phong ban/ don vi lién quan dén
4 Phong ban/ don vi lién van ban dy thdo. Dai di¢n cta cac phong ban/ don vi
' guan s€ nhan dugc ndi dung van ban du thao can xin/ dua

ra y kién.

c Han xit 1< Nhap hoic chon tir 6 lich hd tro Han xtr Iy — han chot
: an x . .
' Y dé nguoi nhan dua ra y kién gui lai.

6. File dinh kém Tai cac file co lién quan dén vin ban dy thao (néu c6)

4. Kich nit Pong y dé xac nhan viéc giri y kién. Kich nit Thoat dé hity bo thao tac.
3.4 Reply y kién xir 1y
e Muc dich: H tro can bo tra 10/ dua ra y kién phan hdi cho ngudi gui van ban du thao
t6i dé xin y kién. Nhitng y kién nguoi ding nhin thay chi 1a cc ¥ kién cta cap dudi gan
nhét.
o Déreply y kién xir Iy, nguoi ding thyc hién cac budc sau:
1. Truy cdp menu Quan ly van ban chon Van ban du thao/ Danh sach
2. Mo vin ban dy thao vira vira duoc gui t6i, kich biéu tuong Reply

Y kién x(r Iy [#Bua y kién
Ngwei ding Thei gian Né&i dung Nguwéi duyét Han xte ly % | Thao tac -
Hoang Thi Thanh 10/07/2017 04:04 PM | test
Chung
Heoang Thi Thanh 10/07/2017 04:02 PM | test -
Chung
Heoang Thi Thanh 10/07/2017 03:59 PM | Test tra lai vin ban -
Chung

3. Nhap thong tin ¥ kién xi I trong d6 truong. (Luu ¥: Cac trudng co dau * 1a trudng
bat budc phai nhap dit liéu). Cach thire thao tac gidng nhu viée dua ¥ kién.
3.5 Trinh lanh dao
e  Muc dich: Hb trg can bd/ 1anh dao phong giri trinh vin ban du thao 1én cac cip dé phé
duyét ndi dung.
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2

e D¢ trinh lanh dao, nguoi dung thuc hién cac budce sau:
Truy cap menu Quan ly van ban chon Van ban dy thao/ Danh sach
Mo vin ban dy thao can trinh, kich nit Trinh ldnh dao.

Nguoi dung nhap/ chon thong tin cac truong trén man hinh trinh 1anh dao nhu sau:

w e

(Luu ¥: Cac truong c6 ddu * 13 truong bit budc phai nhap dit liéu)

Trinh l&nh dao phé duyét

Leru y: Céc trivong co diu *bat bude nhdp théng tin

MNgay trinh ky * 25/09/2018
Lanh dao phé duyét* Chon lanh dao "
Lanh dao lién quan
Phang ban/don vi lién quan

Can bd lién quan

Ndi dung
4
STT Tén truwong Muc dich - Luu y

Hé thong mic dinh 1a ngay hién tai, tuy nhién nguoi
ding c6 thé Iya chon thong tin khac
Chon lanh dao phé duyét ndi dung van ban.

1. Ngay trinh ky

2. Lanh dao phé duy¢t - Can bg sé trinh 1én 1anh dao phong = truong Lanh
dao phé duyét s& hién thi cac lanh dao phong

N o Lya chon céc 1anh dao con lai — cung Cép v6i Lanh dao
3. Lanh dao lién quan . o o
phé duyét da chon ¢ trén

Phong ban/ don vi lién Lua chon céc phong ban/ don vi ¢6 lién quan dé biét vé

4. uan viéc trinh vin ban du thao 1én cac cip (gidng nhu cc
f trong email)
o Lua chon céc cén bd co lién quan dé biét vé viéc trinh
5. Cén bg lién quan o, s oam . x . .
van ban du thao 1én cac cap (giong nhu cc trong email)
: Nhap ndi dung so luoc vé viée trinh (Vi dy: “Kinh trinh
6. | Noi dung ap noi dung : . (Vidy

lanh dao phé duyét van ban ...”)

4. Kich Pong y dé xac nhan hoan thanh viéc gui trinh van ban dy thao 1én ldnh dao.
Kich Péng lai dé huy bo thao tac trinh. Luu ¥: cac van ban da giri phé duyét, can
bd tao ra s€ khong dugc phép stra/ x6a thong tin
3.6 Duyét/ Tir chdi/ Hity duyét

e Muc dich: Hb tro cac cap Lanh dao don vi/ Lanh dao phong ban/ Ngudi duyét thé thic
s& phé duyét cho van ban dy thao trinh/ giri 1én. Vi cac van ban ¢6 ndi dung hodc thé
thirc da phii hop, ¢ thé thao tac duyét dé khang dinh dong y vé6i van ban. Trudng hop,
van ban can chinh stra bd sung thém, nguodi phé duyét sé tu chdi va van ban duge mé lai
dé can bo vao chinh sira. Truong hop da duyét nhung thay can bo sung thém, ngudi phé
duyét c6 thé thao tac Huy duyét. Khi ldnh dao don vi/ ngudi duyét thé thire tir chdi/ hiy

duyét van ban dy thdo, can bd tao s€ phai chinh sua va trinh lai cac cép tir dau.

Trang 32/ 94



Tai liéu HDSD Qudn 1y vin ban va diéu hanh

e Dé phé duyét vin ban dw théio, ngudi dung thuc hién cac bude sau:
1. Truy cap menu Quan ly van ban chon Van ban du thao/ Danh sach
2. Mo van ban du thao vira dugc gui trinh.
3. Tién hanh phé duyét cho vin ban nhu sau:

—  Truong hop van ban ¢6 ndi dung chinh xac, 1anh dao phong kich Duyét va xac
nhan duyét sau do trinh tiép lén 1anh dao don vi hodc guri duyét thé thirc.

—  Trudng hop vin ban can chinh stra b sung, lanh dao kich Tir chéi va nhép 1y
do tir chdi. Hé thong sé& co thong bao gui tra lai cho can bo tao dong thoi trang
thai clia van ban dy thao 1a Tur chdi.

—  Trudng hop van ban di duyét va mudn huy thao tac dé tra lai cho can bo chinh
stra, kich nut Hity duy@t va nhép 1y do tir chéi. Hé thong s& c6 thong bao giri
tra lai cho can bo tao déng thoi trang thai ctia van ban dy thao 1a Tur chdi.

3.7 Chuyén phat hanh/ Két thiic
e Muc dich: HJ trg can bo tao c¢6 thé chuyén phat hanh vin ban dy thao thanh vin ban di
— ndm & man hinh danh sach cho vao sb ctia van thu. O moi thoi diém ngudi dung déu
c6 thé chuyén phat hanh véi cac cip: tai Tong cong ty — van ban ky thira 1énh, phat hanh
tai don vi hoac phat hanh cép phong ban — van ban ndi bo. Vi van ban dung ¢ mirc 1anh
dao don vi phé duyét, co thé chuyén phat hanh thanh van ban di cua don vi nam & danh
sach van ban di cho vao sb ctia van thu don vi hodc két thuc xur 1y. Chi c6 nguoi tao van
ban du thiao méi dugc phép chuyén phat hanh.
e Dé chuyén phat hanh, nguoi ding thuc hién cac bude sau:
1. Truy cap menu chon Van ban dy thao/ Danh sach
2. Mo vin ban dy thao can chuyén phat hanh.
3. Trén man hinh thdng tin, kich nit Chuyén phat hanh, chon pham vi trong Gmg va

kich Pong y
Chuyén phat hanh van ban dw thao.
Pham vi* Bon vi w

Luru § (néu cd)

P

+ Bbngy x Ding lai

— Pham vi Phong ban: Truong hop can chuyén thanh van ban di gui sang
phong ban khac trong don vi. Lc ndy vin ban s& dugc chuyén dén man hinh
vin ban chd vao so cua vin thu phong ban.

— Pham vi Pon vi: Truong hop van ban dugc lanh dao don vi duyét va can
chuyén thanh vin ban di giri sang don vi khac, kich ntit Chuyén phat hanh
va nhap thong tin luu ¥ khi phat hanh déi véi van thu don vi (néu o). Sau
d6 kich nut Pong y.

e Trudng hop vin ban sau khi phé duyét xong 1a hoan thanh xir 1y, kich nut Két thic va
x4c nhan két thuc. Van ban du thao s& dong lai moi thao téac, chi tim kiém va xem lai
théng tin.
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PHAN III QUAN LY CONG VIEC

4 Cong viéc
4.1 Thém méi cong viée
e Muc dich: HJ trg tao ngudi ding tao 1ap cac cong viée can xtr 1y nhu viée xir Iy cho
vian ban dén, cac cong viéc chuyén mon hay cong viéc ca nhén.
e Vai tro thye hién: Tat ca ngudi ding
e D& Thém méi cong viée, ngudi dung thuc hién cac budc sau:
1. Truy cap menu chon Quan ly cong viéc/ Giao viéc
2. Trén man hinh thém mai, ngudi dung nhap cac ndi dung nhu sau: (Luu y: Cac trudng
c6 ddu * 13 treong bat bude phai nhap di liéu)

Giao viéc

Tén cong vige®
Batddu* | 08/12/2020 Hanxir lj* | 081122020

Bon vi thuc hién* Don vi theo ddi

Ngun thc hién ~ Chen Ngudi theo dai Chon

STT Tén trwong Muc dich - Luu y

1 Tén cong viéc Nhap tén cong viéc dang bién tap
Chuong trinh méac dinh 1a ngay hién tai, tuy nhién

2 Ngay bét dau ngudi ding co thé tu thay doi thong tin theo mong
mudn.
Han chot, ngay phai hoan thanh cong vi¢c. Nguoi

3 Han xtr ly dung chon hodc nhép tay ngay thang, tuy nhién phai
16n hon hodc bang ngay tao.
La don vi/ phong ban chiu trach nhiém chinh trong
viéc xur 1y cong viéc, cd trach nhiém béao cao hoan

4 Pon vi thyc hién thanh cong viéc. Truong thong tin hién thi danh sach

cac don vi cua nguoi dang dang nhap.
Nguoi dung c6 thé chon nhiéu don vi xtr 1.

La don vi/ phong ban theo doi cung xu Iy cong vigce
5 Pon vi theo ddi Vf'ri don Vl XI:I ly. TI"LT(‘)’I‘lg th@flg tin tlién thi danh sach
cac don vi cia nguoi dang dang nhap.

Nguoi ding c¢6 thé chon nhiéu don vi phdi hop

La nguoi chiu trach nhiém chinh trong viéc xtr ly

.. o cong viéc, c¢o trach nhi€ém bédo cao hoan thanh cong
6 Nguoi thuc hién o
viéc.

Ngudi ding c6 thé chon nhidu nguoi xur 1y
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Luwu y: Mdi nguoi tham gia xir 1y chi giit 1 trong 2
vai tro xir Iy hodc phéi hop.

La nguoi theo doi cung xur Iy cong viée voi ngudi xur
. . ly. Nguoi dung co6 thé chon nhiu ngudi theo ddi

7 Nguoi theo doi . .. L
Luu y: Moi nguoi tham gia xtr ly chi gitt 1 trong 2

vai trd xir Iy hodc phdi hop

8 Nguoi giao viée Nguoi giao xu Iy cong viée

9 Tags Tags ctia cong viéc

10 | Bd quan trong Nhap d6 quan trong ciia cong viée (néu cb)
11 Do wu tién Nhap d6 uu tién ctia cong viéc (néu co)

12 | Mbta Mo ta tom tit cong viée

13 File dinh kem Pinh kém file dinh kém cho céng viéc

i 6 i 1 1 1 1
3. Kich Giao viéc de xac nhan viéc thém maoi ban ghi voi cac ndi dung

® Haybo [
da bién tap. Kich de hiy bo thém maéi. Luu y: Cach sir dung cac chic

nang: Thém mdi lién tiép, Svra ban ghi, xem thong tin bin ghi, xéa bdan ghi, tim
kiém ban ghi nguoi ding xem hudng dan st dung chi tiét tai Muc: 6. Cdc chirc

nang dung chung

4.2  Danh sach cong viéc
e Muc dich: La danh sach cac cong viéc ciia ngudi dung, trong d6 hé thong sé& loc va tach
riéng cac cong viéc méi giri dén — chua c6 thao tac, chua xir 1y, cac cong viée dang xir
ly dé - dang xir 1y, hodc cong viéc dd hoan thanh — DA xir 1y. Tir d6 ngudi dung dé dang
quan 1y cong viéc hiéu qua hon. Bén canh d6 khi kich vao mdi cong viéc chwa/ dang xir
1y, ngudi ding sé tién hanh xir Iy theo ding quyén han ctia minh.
e Vai tro thuc hién: Tat ca ngudi dung hé thong
43  Giao viéc tiép
e Muc dich: La chirc niing ho trg ngudi dung chia nhé cong viéc nhan dugc thanh cac
phan nhé hon dé xu ly
e Vai tro thuc hién: Nguoi tham gia xtr Iy cong viéc
e D¢ giao viéc tiép, nguoi dung thuc hién cac budc sau:
Truy cép menu chon Quén ly cong viéc / Danh sach céng viéc.
Trén man hinh danh sach, kich vao tén cta cong viéc can giao viée tiép.

w e

Trén man hinh xem chi tiét cong viéc, kich nut Giao viée tiép BESMREEL vic fiép
4. Thao tac giao vi¢c tiép thuc hién tuong ty nhu chirc nang Thém maoi cong viéce.
4.4 Cap nhat thanh phan tham gia
e Muc dich: Trong qua trinh xir ly cong viéc, nguoi tao cong viéc hoac Lanh dao dau mbi
c6 thé x6a thong tin ngudi dung.
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Vai tro thue hién: Nguoi tao, Lanh dao ddu mbi cua cong viéc.
Dé cap nhat thanh phan tham gia, ngudi dung thuc hién cac budc sau:

1. Truy cap menu chon Quén ly cong viéc / Danh sach céng viéc.
2. Trén man hinh danh séch, kich vao tén cia cong viéc can x6a b6t ngudi tham gia.
Luu ¥: khong x6a vai trd phong ban/ can b dau moi.

Cap nhéat thanh phan tham gia

Luru y: Cac truomg co déu *bat bubc nhip théng tin

Bon vi thure hign » B mdn K thudt co khi
Bion vi theo doi % B& mdn Bién khi hoa

Mgudi thue higén* Chon nguéri dang xF Iy Chon
Mguwi theo dai Chon ngudi ding theo dé Chaon

Cép nhit = Nhdap lai ® Thoat

3. Kich biéu twong x6a % va xac nhan Pong y x6a thong tin. Nhimng can bd/ phong ban
khong con tham gia thi cong viéc s& khong hién thi trén danh sach.

4.5 Y Kién xir ly

e Muc dich: HJ tro ngudi xir Iy cong viéc dua ra y kién trao ddi. Thao tac dua ¥ kién xur
1y dugc thuc hién twong ty nhu email.
e DéPua y kién xir Iy, nguoi dung thuc hién cac budc sau:
1. Truy cdp menu chon Quaén ly cong viéc / Danh sach céng viéc.
2. Trén man hinh danh sach, kich vao tén cta cong viéc dang x1r ly.
3. Phan Y kién xir ly
© B T Uakx, x4 & > 120t - N
0 H]:';-;;Emumlicang vige @
4. Nhép thong tin y kién xtr Iy. (Luu y: Céc truong co dau * 13 truong bat budc phai
nhap dir li¢u)
B I Uaxx x % &P Co. - _
'
STT Tén truong Muc dich - Luu y
1. | Noi dung ¥ kién Nhap néi dung ¥ kién xir 1y/ trao ddi cong viée
2. | File dinh kém Tai cac file c6 lién quan dén vin ban dy thao (néu c6)

5. Kich ndt Lwu dé chuyén noi dung t&i nhitng ngudi lién quan.
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4.6 Cap nhat trang thai cong viéc

e Muc dich: trong qua trinh xir Iy cong viéc, ngudi dung s& cip nhat tién do xtr 1y cua

minh theo timg thoi diém dé can bd quan 1y/ cAp trén c6 thé theo dbi. Va can bo dau médi

cua cong viéc c6 thé cap nhat tien do xu Iy cho toan bd cong viée.

e Vai tro thuc hién: Can by xur Iy cong viéc, Can by/ Lanh dao dau moi.

e D¢ cap nhat tien d§ ca nhan, nguoi dung thuc hién cac budc sau:

1. Truy cap menu chon Quén ly cong viéc / Danh sach céng viéc.

2. Trén man hinh danh séch, kich vao tén cua cong viéc dang xur 1y.

2 L. 13 Trang thai B 2 A n L.
3. kich biéu tuong Trang thai tuong tng dé€ cap nhat trang thai.

rang chi / Céng viéc | Chitiét cong vigc

4 Thanh phén tham gia M Giao viéctiép B Trang thai ==Danh gia @ Thoi gian thirc ta|

Hoan thanh

Théng tin chung [ERERETE

Tén cng viée Céng vige xi Iy cho vén ban viv.
Ngusi giao viee Hoang Anh Diing
Bon vi thye hign BG mon Ky thuat co khi (Pham Thi Thay, Nguy&n Thanh Tang, Trén Birc Hudn)
Nguwoi the hign

Tag

Mé ta

Dinh kem

Tién dé

1 Tam dimg

Ma NAXMRLMUJHZG © Hay
Thoi gian 08/12/2020 - 08/12/2020
Bon vj theo di B6 mén ign khi héa (L Xuan Thanh, B Nhur ¥, H3 Viét Bun)

Ngueoi theo dgi

Thi gian thye té

Trang thai

1. Kich chon trang thai twong Gmg v6i cong viéc dé cap nhat trang thai cho cong viéc

4.7 Danh gia cong viéc

e Muc dich: Panh gid mic d6 hoan thanh cong viéc.

e Dé Panh gia, nguoi dung thuc hién cac budc sau:

1. Truy cdp menu chon Quaén ly cong viéc / Danh sach céng viéc.

2. Trén man hinh danh séch, kich vao tén cua cong viéc dang xur 1y.

|
3. Kich bi¢u tugng Panh gia tuong tng

Trang chdl / Céng vigc / Chitiét cong vidc

@ Thoi gian thrc 1]

& Thanh phin tham gia M Giao viéc tiép 3 Trang thai I =Banh gia

Thong tin chung ERIRETLE

Tén céng viée Cang vigc xir f cho vén ban viv.
Nguwovi giao viec Hoang Anh Diing
Bon vi thye hign B3 mén Ky thuat cor khi (Pham Thi Thiy, Nguy&n Thanh Tung, Trén Birc Husn)
Ngwoi thigc hign

Tag

M8 ta

Binh kém

Tién do

Ma NAXMRLMUJHZG Trung binh

Thoi gian 08/12/2020 - 08/12/2020
Don vi theo doi B& mén Dién khi hoa (L& Xuan Thanh, D4 Nhuw ¥, H? Viét Bun)

Ngui theo déi

Thei gian thy té

Trang théi

4. Ngudi dung chon danh gia twong trng v6i mirc d§ hoan thanh cong viéc.

4.8 Yéu cau lam lai

e  Muc dich: Sau khi can bd bao cdo hoan thanh cong viéc, 1anh dao dau moi sé danh gia

két qua cong viéc. Truong hop chua dat yéu cau, lanh dao dau moi s€ yéu cau lam lai.

e D¢ yéu cau lam lai, nguoi dung thuc hién céc budc sau:

1. Truy cap menu chon Quan ly cong viéc / Danh sach cong viéc.

2. Trén man hinh danh séch, kich vao té€n cua cong viéc can bd da bao hoan thanh.

Trang 37/ 94



Tai liéu HDSD Qudn 1y vin ban va diéu hanh

I |
3. Kich biéu tugng Yéu cau lam lai tuong ung

Trang chi / Céngviéc / Chi tiét cong visc

Théng tin chung [RILETLES

Tén céng viée Cang viée xir Iy cho van ban viv. Ma NAXMRLMUJHZG

Ngui giao vigc Hoang Anh Diing Thoi gian 08/12/2020 - 08/12/2020

Bon vi thue hién B85 mén K thudt corkhi (Pham Thi Thity, Nguyén Thanh Tung, Tran B Huan) Bon vitheo déi B5 mén Dién khi héa (L& Xuan Thanh, D3 Nhu ¥, Hé Viét Bun)
Ngui thc hign Nowbi theo déi

Tag Thoi gian thyc t6

Mo ta

Dinh kem

Tién dé Trang thai

4.9 Cép nhat thoi gian thue té cho cong viéc
e  Muc dich:Cap nhat thoi gian thuce té hoan thanh cong viéc.
o Dé Cap nhit thoi gian thue té, ngudi dung thyc hién cac bude sau:
1. Truy cdp menu chon Quén ly cong viéc / Danh sach cong viéc.
2. Trén man hinh danh séch, kich vao tén cua cong viéc.

Y N £ Théi gian thuc té ,
3. Kich biéu tugng Thoi gian thuc te tuong ung

Trang chi | Céngviéc | Chitiét cong viéc

=
I

Théng tin chung RIRETES

Tén céng vige Céng vigc xir I cho van ban viv Ma NAXMRLMUJHZG
Ngwdi giao vise Hoang Anh Diing Thoi gian 08/12/2020 - 08/12/2020

Pon vj thc hign B6 mén Ky thuat co khi (Pham Thi Thiy, Nguy&n Thanh Ting, Trdn Déc Hudn) Bon vi theo ddi B6 mén Dién khi héa (L& Xuan Thanh, B8 Nhu ¥, HB Vigt Bun)

4. Ngudi dung nhép thoi gian thuc té

Cap nhat thei gian thec té

Leru y: Cac trudmg co déu * bt budc nhdp thang tin

Ngay bat dau 08/12/2020

Han x(r Iy 08/12/2020

Cdp nhat < Nhiap lai ® Thoat

5. Kich n(t cap nhit dé xac nhan thong tin.
5 Uy quyén (Linh dao)

e  Muc dich: HJ trg 1anh dao don vi, 1anh dao phong ban tao va trao quyén xu ly van ban,
cong viée cho lanh dao khac trong thoi gian ving mat/ di cong tic. Riéng tai Tong cong
ty , BLD co thé tao thong tin can bg nao 1a thu ky riéng — nhén va nhép thay céc noi
dung xir Iy 1én hé thong.

> Thém méi ity quyén
e D& Thém méi iy quyén, ngudi dung thuc hién cac bude sau:
1. Truy cip menu chon Piéu hanh/ Uy quyén.
2. Trén man hinh danh sach thong tin Gy quyén, kich Thém uy quyén.
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Quan Iy dy quyén/ thw ky

STT Nguwei iy quyén Nguwoi dwec dy quyén Thei gian Loai N&i dung L) (]

Hién tai danh sach nay chwa co di¥ liéu.
3. Nguoi dung nhap thong tin cac treong trén man hinh thém méi véi cac truong thong
tin nhu sau: (Luu y: Cac truong c¢6 ddu * 13 trudng bt budc phai nhap dit liéu)

Thém méi Gy quyén

Liru y: Cde tnromg o6 ddu = bat bubc nhap théng tin

Néi dung Oy quyén*

Thei gian*
Mgudi duoc Oy quyén® Chon nguai dwroc Gy quyén V

Moi nhén

File dinh kém % Chon file dinh kém

Thém lién tidp

STT Tén truwong Muc dich - Luu y

1. Noi dung ty quyén Nhép ndi dung ngan gon vé viéc ty quyén

2. | Thoi gian Chon khoang thoi gian bat dau va két thiac uy quyén.

3. Nguoi duoc uy quyén Chon mot ngudi 1anh dao cing cap sé& nhan oy quyén.
Chon don vi (BLD Tong cong ty Uy quyén) hodc

4. Noi nhan phong ban (Lanh dao don vi, 1anh dao phong ban uy
quyén) nhan dugc thong tin uy quyén dé biét.

5. File dinh kém Dinh kém céc file scan ndi dung y quyén (néu co)

-l

4, Kich Luu dé xac nhan viéc thém moi ban ghi véi cac ndi dung da bién
tap. Hodc kich Thoat dé hity bé thém méi. Uy quyén vira tao thong tin s& chua co
hiéu lyc, lac nay chi c6 nguoi tao ra duge xem. Luu y: Cach st dung cac chirc nang:
Thém mdi lién tiép, Siva bin ghi, xem théng tin ban ghi, xéa ban ghi, fim kiém
bdn ghi ngudi ding xem huéng din sir dung chi tiét tai Muc: 6. Cic chirc ning
dung chunag.
> Giri iy quyén

e Muc dich: nguoi dung sau khi tao méi thong tin s& giri cho nguoi nhan oy quyén. Lic

nay nguoi nhan va noi nhan s& xem duoc thong tin Gy quyén.

e D¢ giri ity quyén, ngudi dung thuc hién cac budc sau:
1. Truy cap Tén c4 nhan nguoi dung/ Uy quyén.
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HE THONG QUAN LY VAN BAN VA BIEU HANH

LY & 8l b - Bl

This s3u (11/1212020)

2. Trén man hinh danh sach thong tin iy quyén, kich biéu tugng giri 4 va xac nhan
giri. Nguoi nhan ty quyén s& nhan duoc théng bao va thong tin iy quyén.

Quan ly Gy quyén! thir ky

+ Thimiyquyén [+ Themirky | Q Timkidm
STT Ngwéi iy quyén Mgwéi duge iy quyén Thei gian Logi Ngi dung LY all

> Thu hdi ity quyén
e Muc dich: ngudi Gy quyén co thé thu hdi lai iy quyén/ dimng y quyén trudc thoi han.
Sau khi thu h6i, ngudi nhan Gy quyén sé& khong nhan va xir 1y thay vin ban/ céng viée
clia nguoi Gy quyén.
e D¢ thu hdi ity quyén, ngudi ding thyc hién cic budc sau:
1. Truy cap menu chon Tén c4 nhin nguoi dung / Uy quyén.

HE THONG QUAN LY VAN BAN VA BIEU HANH
@ 4 = Trroneg Boi e M g A Difng

ES Lic

LICH CONG TAC = Oy qurén

Hém nay (09/12/2020}

Ngdy
@ v 8 Thie sau (1/12i2020)

2. Trén man hinh danh sach thong tin oty quyén, kich biéu twgng thu hdi * va xac nhan
thu hoi. Nguoi nhan iy quyén s& nhan duoc thong bao va iy quyén sé mat higu Iyc.

Quan Iy Gy quydn/ thu ky

[+ miniraic ] e § Qi |
ST Ngusi ity quyén Nguisi dugc dy quyén Thii gian Logi Ngi dung 2 &

| Hading Anh Diing B3 Thi Thu Thiy 0911272020 09.00 - 1012/2020 10.00 Uy quydn Uy quyén & hop Q -

< Tramg 1A s |m Kétqud rén 1trang: 16w / Tong sd: 1

PHAN IV HANH CHINH QUAN TRI

6 Quan ly phong hop
e Muc dich: La chic ning hd trg ngudi quan tri phong hop quan 1y duogc thong tin cac
phong hop tai don vi minh, quan Iy cac yéu cau dat phong, phé duyét va tir chdi cac yéu
cau dat phong hop. Béo cdo thong ké tinh trang dat phong theo céc tiéu chi tim kiém
e Quan Iy phong hop bao gém céc chire ning sau: Danh muc phong hop, Thong tin dit
phong
e Vai tro thwe hién: Nguoi dung duoc gan quyén quan trj phong hop, va ngudi ding
trong hé théng c6 quyén dit phong hop
6.1 Quan ly danh muc phong hop
» Thém méi danh muc phong hop
e Muc dich: H) tro ngudi quan tri c6 thé bd sung cac phong hop mdi cia don vi,
thong tin chi tiét ctia phong hop.
e DéThém méi phong hop ngudi dung ¢ quyén truy cip vao chirc nang Hanh chinh
quan tri => Quan ly phong hop => Phong hop
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e Trén man hinh danh sach ngudi dung click chuong trinh hién thi ra

man hinh thém médi

Thém mdéi danh muc phéng hop

Luru y: Céc truong o6 ddu = bat bube nhép théng tin
Tén phang hop *
Dia diém *
Dién tich

Stre chira
Trang thiét bi

ThiF tw 10

Sir dung

Thém lientiép U

=

e Nguoi dung nhap thong tin cac truong trén man hinh thém méi phong hop vdi cac

truong thong tin nhu sau: (Luu ¥: Céc truong c¢6 ddu * 1a truong bit bude phai nhap

dir liu)
STT Tén truwong Muc dich - Luu y
1. Tén phong hop Nhép thong tin tén phong hop
2. Dja diém Dja diém cua phong hop
3. Dién tich Dién tich phong hop
4. Strc chura Nhap s6 chd ngoi
S. Trang thiét bi Nhap moé ta cac trang thiét bi dang c6 trong phong hop
6 | Thutw Thir ty hién thi
7 Str dung Phong hop c6 dugc stir dung hay khong

O1 } i 7\ A a 16 & 51 1 51 A 01
e Nguoi dung Kich dé xac nhan viéc thém madi ban ghi véi cac ndi

dung da bién tap.. Kich m dé hiry bo thém méi. Luwu y: Cach sir dung cac
chtic nang: Thém mdi lién tiép, Siva ban ghi, xem théng tin ban ghi, xéa bén ghi,
tim kiém ban ghi, An/ Hién béin ghi ngudi dung xem hudng dan st dung chi tiét tai
Muc: 1. Cdac chirc nang dung chung

» Xem tinh trang dit phong theo tirng phong
e Muc dich: HS tro nguoi dung c6 thé theo ddi dugc tinh trang dit phong theo timg
vao vio timg thoi diém khac nhau, dé nguoi ding lya chon cac phong hop cho phu
hop.
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e Dé truy cép xem tinh trang dit phong theo timg phong, nguoi dung truy cip vao
chirc nang Hanh chinh quan tri => Quan ly dat phong => Phong hop man hinh
hién thi ra danh sach phong hop

Trang chd | Phéng hop

Phong hop
Tén Bia chi Sirc chiva Dién tich Thiét bj STT Sir dung @& G 0]
Léu3 ting 3 010 10m may chieu lapiop 9 Q® @ & W
Phong hop B Téng & 8 Q® @ & W
Phéng hop truc tuyén Téng 9 40 ngu 50m2 7 Q ® @ & T
W |4|Trang |1 [ ]»]|[m Kétquatrén 1 trang: 10 v /Tong sb: 3

e Ngudi dung kich vao phan hyperlink tén ctia phong hop dé xem tinh trang dat theo
phong hop d6, man hinh hién thj

Chi tiét phéng hop

Thang Tudn MNgay Théng 8 20‘1 9 < > Hém nay

Thir hai Thir ba Thir tw Thir nam Thir séu Thir by Chi nhit
1 2 3 4

4p Hop fong ket 6 thang daulj 4p Hop giao ban phong
nam 2019

5 6 7 8 9 10 11
aHoi i rguo 1o dong
nam 2019
10:20a Hop gioi thieu ve
[phan mem p-office
12 13 14 15 16 17 18

e Ngudi ding co thé lya chon ché do xem theo “Thang”, “Tuan”, “Ngay”
6.2 Quan ly thong tin dat phong
» Thém méi yéu cau dit phong
e Muc dich: Ho trg nguoi ding thém méi yéu cau dit phong hop dé guri dén ngudi
quan tri phong hop.
Dé Thém méi yéu ciu dit phong, nguoi dung can thue hién cac bude sau:
Truy cap vao chirc naing Hanh chinh quén tri=>Quan ly dit phong=>Thong tin
dat phong
2. Trén man hinh danh sach yéu cau dt phong nguoi ding click vao “Thém méi” man
hinh hién thi
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Thém méi yéu ciu dat phong hop

Mguw&i dang ky | Van thw don vi Bonvi | Treéng Dai hoc Mé - Bia chat
Sé dién thoa Email | dunghoang046@gmail.com
Tir ngay * Dén ngay
N&i dung *
&
Chi tri * S6 nguoi*
Thanh phan*
Chon phéng | Phong hop mong muédn > Yéucdu | Nudc loc, Nude sudi, Nudc tra, Ca phé, Ban

R % Chon file dinh kém

Thém lign tigp U

« s

3. Nguoi ding nhip thong tin cac trudng trén man hinh thém méi yéu cau dit phong
v6i cac truong thong tin nhu sau: (Luu y: Cac truong c6 ddu * 13 truong bit bude

phai nhap dir liu)
STT Tén truwong Muc dich - Luu y
1. I;gélrfc:;f:zirl;};i ls © Nhap thong tin cac trudng co ban ciia yéu cau dit phong
2. Tir ngay, dén ngay Thoi gian bat dau, két thic ciia cudc hop
3. Noi dung Nhap ndi dung hop
4, Chu tri Nguoi chu tri cude hop
5. S6 nguoi tham gia S6 nguoi tham gia
6. Thanh phan tham dy Thanh phan tham du budi hop
7. Yéu cau Yéu cau can chuan bi cho cudc hop
8. Nguon kinh phi Nguon kinh phi

B Lwru .
4. Kich - dé xé&c nhan vi¢c thém mai ban ghi véi cac ndi dung da bién tap.

Néu kich Luu va gt h¢ thong sé trinh gtri luon yéu cau dat phong

dén nguoi quan tri phong dé phé duyét.

5. Kich deé Xoa tat ca dir liéu da nhap trén cac truong. Kich

dé hay bo thém méi. Lwu y: Céach sir dung cac chirc nang: Thém mdi lién tiép, Sira
bén ghi, xem thong tin bin ghi, xéa bén ghi, tim kiém bén ghi, An/ Hién bén ghi
ngudi ding xem hudng dan sir dung chi tiét tai Muc: 1. Cdc chivc ning ding chung

> Giri yéu ciu dit phong
e Muc dich: HS tro ngudi dit phong sau khi thém méi xong s& chuyén yéu cau dit
phong dén ngudi quan tri phong dé phé duyét
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e Dé giri yéu cau dit phong ngudi dung truy cap vao man hinh danh sach yéu cau dat

phong va click vao biéu tugng A giri yéu cau.

Giri ban ghi da chon

Chii y! Ban c6 chic chan mudn givi cac ban ghi da chon!
Giri hop phéng

o

e Ngudi ding click “Pdong y” dé hoan tat viéc giri yéu cau dit phong

> Tra ciru, tim kiém yéu ciu dit phong
e Muc dich: Chirc ning nay hd tro ngudi ding c6 thé tra ctru tim kiém lich sir dat
phong hop ciia minh, hd tro ngudi quan tri co thé theo ddi dugc cac yéu cau dat
phong hop, loc cc trang thai yéu cau dat phong can xir Iy dé phé duyét hoac tir chdi.
e D¢ truy cap vao chitc ning tra ciru tim kiém, nguoi dung truy cap vao duong din
Hanh chinh quan tri=>Quan Iy d:it phong=>Théng tin dit phong, man hinh hién
thi danh sach yéu cau dat phong

Ngwoi dit Bon v Tén phong NGi dung hop Thovi gian 6 nguoi Trang thai LY @0

Khoa Céng nghé Théng Bt diu - 08/12/2020 05:00 AM
tin

hop phang Kétthic: 08/12/2020 05.00 AM 12 Q2|48 0

L& Héng Anh

W[« Trang [ 1 [A[»][n Kétqua trén 1 trang: 10 v i Tong s&: 1

A J \ < A N . \ Q -anI klém \ 1 s A .
e D¢ tra ctru, tim ki€ém nguodi dung click vao man hinh hién thi

Pham vi x Nbi dung Tir khéa

Ngay bt ddu Ngay két thic

Trang thai Chon trang thai ~ Phéng hop Chon phang o

[ i [

' ' B B O, Tim kiém ,
e Nguoi dung chon céc ti€u chi tim kiém va click vao hé thong s€ tra

ra két qua tim kiém tuong Gmg
> Phé duyét/Tir chdi yéu ciu diit phong

e Muc dich: Giap ngudi quan tri dat phong phé duyét hodc tir chdi cac yéu cau dat
phong, bé tri cac phong hop phu hop véi yéu cau dat phong.

e Dé truy cap vao chirc ning Phé duyét yéu cau dit phong nguoi dung truy cap vao
duong dan Hanh chinh quéan tri=>Quadn ly dit phong=>Théng tin dit phong,
man hinh hién thi danh sach yéu cau dat phong. Ngudi dung loc ra cic ban ghi ¢
trang thai cho duyét.
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Quan Iy yéu cdu dat phong hop

Phamvi | x Noi dung Tir khéa
Ngay bit ddu Ngay két thiic
Trang thai Chon trang thdi v Phong hop Chon phang "
=
Nguti dit Bon vi Tén phong Ngi dung hop Théi gian 6 nguir Trang thai ? @ 0
s Khoa Céng nghé Thong N Bét Ghu - 08/12/2020 05:00 AM
Lelibaion tin hop phéng Két thiic: 08/12/2020 05:00 AM L2 Q¢ 480
W[« Trang [ 1 [H[»][n Kétqua trén 1trang: | 10~ / Tong sé: 1

o D& phé duydt yéu chu dat phong nguoi ding click vao @ | dé tir chdi phé duyét

yéu cau nguoi ding click vao & . Hé thdng s& hién thi cac man hinh tuong mg

Duyét yéu ciu dit phong

Tén phong Dia diém Dién tich Trang thai
Phang Séng Céng Tang 1, Ky tic xd nude ngoai 180m2 Con tréng [ile)
Phang Thuan Thanh Téng 3Nha C 12 ting 100m2 Con ring [ile)
Phang Phé Yén Téng 3 Nha C 12 ting 200 m2 Con réng [l
Phang Tir Liém Téng 1nha B 80m2 Con réng [l
Hbi trrérng 300 Sanh trrre Nha trrong 500m2 Con triing O
Phang hoc D& an ngoai ting 4 nha C5 ting 50m2 Cén tring O
ngi¥

Phang hop Khoa Déu khi Téng 3. Nha C12 ting 150 Con ring [ile)
Phang Biit Thép Téng 2, Nha C 12 ting 80m2 Con réng [l
Phong hop khac Khac Tay Con tréng 9]

e Khingudi ding chon phé duyét phong hop, hé thong s& hién thi danh sach cac phong

trong trong khoang thoi gian ngudi dung lua chon, ngudi dung tich chon phong va
click “Duyét” dé hoan thanh viéc phé duyét.

Twr chéi phé duyét yéu ciu dit phéng

Ly do*

&

X T

1
A

e Truong hop tir chdi, nguoi dung s& nhap 1y do tir chdi va click vao “Péng ¥ dé

hoan tat viéc tir chdi phé duyét yéu cau dit phong.
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e Thong tin vé viéc phé duyét/tir chdi yéu cau dit phong s& duoc giri lai cho nguoi
dung dung dat phong.
7 Quan ly dat xe
e  Muc dich: La chtc ning hd trg ngudi quan tri xe quan Iy dugc thong tin cac xe tai don
vi minh, quéan 1y cac yéu ciu dit xe, phé duyét va tir chdi cac yéu cau dit phong hop.
Bio cdo thong ké tinh trang dit phong theo cac tiéu chi tim kiém
e Quan Iy phong hop bao gom cac chirc ning sau: Danh muc phong hop, Thong tin dat
phong
e Vai tro thwe hién: Nguoi dung duoc gan quyén quan trj phong hop, va ngudi ding
trong hé théng c6 quyén dit phong hop
7.1 Quan ly danh muc xe
» Thém méi danh muc xe
e Muc dich: Ho tro nguoi quan tri co thé b6 sung cac xe cua don vi, thong tin chi tiét
cua xe.
e Dé Thém méi danh muc xe nguoi ding c¢6 quyén truy cip vao chic ning Hanh
chinh quan tri => Quan ly dit xe => Danh muc xe

e Trén man hinh danh sach nguoi dung click chuong trinh hién thi ra

man hinh thém méi

Thém méi danh muc xe

Lueu y: Cac trirding o diu *bat budc nhap théng tin

Tén xe * |
Ma ta
~
Thr twr 5
Sir dung

Thém ligntiép U

« s

e Nguoi dung nhép thong tin cac truong trén man hinh thém mai phong hop véi cac

truong thong tin nhu sau: (Luu : Céc truong c¢6 ddu * 1a truong bit bude phai nhap

dir liu)
STT Tén trwong Muc dich - Luu y
1. Tén xe Nhap thong tin tén xe
2. Mo ta Nhap mo ta
3. Tht tu Tht ty hién thi
4. Str dung Phong hop c6 dugce str dung hay khong
B Lwu .
e Nguoi dung Kich dé xac nhan viéc thém mai ban ghi vdi cac ndi dung

=~ Nhdp lai
L= - - A 4 A ~ A A 4 b 14
da bién tap. Kich - de Xoa tat ca dir liéu da nhép trén cac truong. Kich
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dé hity bo thém méi. Lwu y: Cach sir dung cac chirc ning: Thém mdi
lién tiép, Stva bin ghi, xem thong tin ban ghi, x6a bin ghi, tim kiém béin ghi, An/
Hién ban ghi ngudi dung xem huéng dan st dung chi tiét tai_ Muc: 1. Cdc chirc
nang dung chung

» Xem tinh trang dit xe theo tirng xe

e Muc dich: HJ trg nguoi dung c6 thé theo ddi duoc tinh trang dat xe theo ting xe
vao vao ting thoi diém khac nhau, dé ngudi dung lua chon cac xe cho phu hop.

e Dé truy cép xem tinh trang dit phong theo timg phong, ngudi dung truy cip vao
chirc nang Hanh chinh quan tri => Quan ly dat xe => Danh muc xe man hinh
hién thi ra danh sach xe

Quan Iy danh muc xe

Tén xe M6 ta Thie ty St dyng o® @l
Xe Ford 3 Qe e £ @0
Xe Camry 2 Qel® # @0
xe Altis 1 Qe & 60
Xe CAMRY 4 Q®\o & @0
Xe FORD TRANSIT 3 Qeo & @0
Xe CAMRY 2 Qe ¢ l@n

e Ngudi dung kich vao phan hyperlink tén ciia phong hop dé xem tinh trang dt theo
phong hop d6, man hinh hién thi

Chi tiét xe
Thang | Tudn Ngay Tha’ng 8 201 9 < > Hém nay
Thir hai Thir ba Thir tw Thir ndm Thie sau Thir bay Chu nhat
1 2 3 4
5 6 7 8 9 10 11
12 13 14 15 16 17 18

e Ngudi ding co thé lya chon ché do xem theo “Thang”, “Tuan”, “Ngay”
7.2 Quan ly thong tin dat xe
» Thém méi yéu cau dit xe
e Muc dich: HJ tro nguoi dung thém moi yéu ciu dat xe dé guri dén nguoi quan tri
Xe.
Dé Thém méi yéu ciu dit xe, ngudi dung can thuc hién cac budc sau:
Truy cap vao chuc naing Hanh chinh quan tri=>Quan ly dat xe=>Thong tin dat
Xe
2. Trén man hinh danh sach yéu cau dit xe nguoi ding click vao “Thém méi” man
hinh hién thi
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Thém méi yéu cau dat xe

Leeu y: Cac trinding co déu * bt bubc nhdp thong tin

Thai gian di* Théi gian vé*

NGi dung *

Diém dén

Diém dsn

File dinh kém @ Chon file dinh kém

<

3. Nguoi ding nhap thong tin cac truong trén man hinh thém méi yéu cau dat phong

V6i cac truong thong tin nhu sau: (Luu y: Cac truong c¢6 dau * 14 truong bat bude

phai nhap dir liéu)
STT Tén truwong Muc dich - Luu y
Thoi gian di, thoi gi .. . . 3
1. N telandl L glan Nhap thoi gian di, thoi gian vé
vé
2. No6i dung Mo ta ndi dung dat xe
3. | Diém dén Diém dén
4. | Piém don Diém don
5. File dinh kém File dinh kém néu c6

4, Kich dé xac nhan viéc thém mdi ban ghi vdi cac ndi dung da
bién tap. Kich de Xoa tat ca dir liéu da nhap trén cac truong. Kich
de huy bo thém mai. Luu y: Cach st dung cac chitc ning: Thém mdi

lién tiép, Stva ban ghi, xem thong tin ban ghi, x6a bin ghi, fim kiém béin ghi, An/
Hién ban ghi ngudi ding xem huéng dan st dung chi tiét tai_ Muc: 1. Cdc chirc

nang dung chung

> Giri yéu cau dit xe
e Muc dich: H) trg nguoi dat xe sau khi thém méi xong s& chuyén yéu cau dit xe dén
ngudi quan tri xe dé phé duyét
e Dé giri yéu cau dit xe ngudi ding truy cap vao man hinh danh sach yéu cau dit xe

va click vao biéu tugng 4 g gui yéu cau.
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Gtri ban ghi da chon

Cha y! Ban c6 chac chidn mudn glri cac ban ghi da chonl

Giri ©i hop giao ban

« o

e Ngudi dung click “Pong ¥ dé hoan tat viéc giri yéu cau dit xe
> Tra ciru, tim kiém yéu ciu dit xe

e Muc dich: Chirc ning nay hd tro ngudi dung co thé tra ctru tim kiém lich st dit xe
cua minh, hd tro nguoi quan tri ¢ thé theo doi duoc cac yéu cAu dit xe, loc céc
trang thai yéu cau dit xe can xir Iy dé phé duyét hosc tir chdi.

e D¢ truy cap vao chirc ning tra ctru tim kiém, nguoi ding truy cap vao dudng din
Hanh chinh quan tri=>Quan ly dit xe=>Thdng tin dit xe, man hinh hién thi danh
sach yéu cau dit phong

Quan Iy yéu ciu dit xe

Ngu tao Phong ban NGi dung Théi gian di Thei gian v& Xe Lai xe Trang théi ? @ 0

Phong Quan ha
Boan Van Hoa céng ching va di hop 06/07/2020 14:00 06/07/2020 17:00 © o Q
Doanh nghiép

. . Q Tim kiém .
e D¢ tra ctru, tim kiém nguoi dung click vao man hinh hién thi

Quén Iy yéu cdu dit xe

Pham vi x Nai dung Tir khoa
The gian di The glan v
Trang thai Chontrang thai ~ Nguai ding -
Xe Chonxe “

Q, Tim kiém m

; Q, Tim kiém )
e Nguoi dung chon céc tiéu chi tim kiém va click vao h¢ thong s€ tra

ra két qua tim kiém tuong mg
> Phé duyét/Tir choi yéu cau dit xe
e Muc dich: Gitip ngudi quan tri dit xe phé duyét hodc tir chdi cac yéu cau dit xe, bd
tri cac xe pht hop véi yéu cau dit xe.
e Dé truy cap vao chic ning Phé duyét yéu cau dit xe nguoi dung truy cap vao dudng
dan Hanh chinh quan tri=>Quan Iy dit xe=>Thong tin dit xe, man hinh hién thi
danh sach yéu cau dat xe. Nguoi ding loc ra cac ban ghi & trang thai cho duyét.

Quan Iy yéu cdu dit xe

Phamvi | x Ni dung Tir khéa
Thei gian di Thei gian vé
Trang thai Chon trang thi ~ Ngusi ding v
Xe Chonxe ~
Lo
Ngui tao Phong ban Ngi dung Théi gian di Théi gian vé Xe Lai xe Trang thai ? @ 0

Phong Quan ha
Boan Van Hoa cong chiing va dihop 061072020 14:00 0610712020 17:00 ®@ @ q
Doanh nghiép
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e Dé phé duyét yéu cau dit xe nguoi dung click vao © , dé tir chdi phé duyét yéu

cau ngudi ding click vao & . Hé théng s& hién thi cic man hinh twong tng

Quan Iy yéu cau dit xe

Pham vi x N&i dung Tir khéa

Thoi gian di Thoi gian vé
Trang thai Chontrang thdi “ Nguoi ding Nhép t&n ngudi ding “

Xe Chon xe v

Ngui tgo Phong ban Ngi dung Thovi gian di Thoi gian vé Xe Lai xe Trang thai K @ O

Phong Quan hé
Boan Van Hoa céng ching va dihop 06/07/2020 14:00 06/07/2020 17:00 @ o a
Doanh nghigp

e Khi nguoi ding chon phé duyét xe, hé thdng s& hién thi danh sach cic xe trong trong
khoang thoi gian ngudi dung lya chon, ngudi dung chon xe va click “Duyét” dé
hoan thanh viéc phé duyét.

Duyét thong tin dat xe

Danh muc xe Chon xe v L&i xe Chon lai xe ~

e Trudng hop tir chdi, ngudi ding s& nhap 1y do tir chdi va click vao “Pong ¥y dé
hoan tat viéc tir chdi phé duyét yéu cau dit xe.

Tir chéi phé duyét yéu céu dat xe.

Ly do*

g

e Thong tin vé viéc phé duyét/tir chdi yéu cau dat xe s& dugc giri lai cho ngudoi dung

dung dat xe.

PHAN V THONG BAO NOI BQ

8 Danh ba

e Muc dich: La chirc ning hd trg ngudi quan 1y danh ba c6 thé thiét 1ap thong tin vé cay
co cAu td chirc cta don vi, thiét 1ap danh ba ctia nguoi dung va cac cong ty thanh vién.
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= @ |Trangchi / Héthéng | Danhba (4

Pon vi Quan Iy danh ba

Boong thica BMG e

[}~ Hé thing quan I van ban -

Anh dai dign Tén hién thi Phéng ban Chire danh Email Bign thoai Didéng
[} & Truong Dai hoc MG - Dia chét

[E) Hai déng trrong
e tpvpkhoacodien Van phang Khoa Trudng phong tpvpkhoacodien@gmail.com
Ban Giam hiu

[B) Van phong Dang - Doan thé
. B) Hi Sinh vién
B Trung tam Ngoai gt - Tin hoc Trudmg phong Van phong Khoa Trudng phong tpvpkhoa@gmail. com

B Ban khuyén hoc

e D¢ Tra ciru, tim kiem danh ba nguoi dung click vao biéu tugng tim ki€ém, man hinh sé
hién thi

Quan Iy danh ba

Q Tim kiém

Pham vi « Tén hién thi % Email Tir khéa

Chic danh Chon chirc danh o

£

9  Thoéng bao

e Muc dich: La chirc nang hd trg van thu don vi hodc can bo chuyén trach ciia van phong
dang tai cac thong bao chung ciia h¢ théng. Nguoi ding hé thong c6 thé theo doi cac
thong bao khi con han thong bao

e Dé Thém méi thong bio, nguoi ding truy cdp vao chirc ning Thong bio ndi
bd/Théng bao man hinh hién thi ra danh sach thong bao va click vao “Thém méi”

Quan Iy théng bao

Théng bao Bon vi thong bao Ngay bét dau Ngay két thilc Str dung LY ]

Hién tai danh sach nay chia cé di liéu.

Thém md&i Thdéng bao

Tén*
Thé&i gian *

M&i dung

Binh kém % Chon file dinh kem  JREIEEEDLT)

Thém lién tiép
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e Nguoi dung nhéap cac truong thong tin trén man hinh thém mdéi don vi phong ban vai
cac truong théng tin nhu sau: (Luu y: Cac truong c6 dau * 13 truong bit budc phai nhap

dir ligu)
STT Tén trwong Muc dich - Luu y
1. Tén thong bao Nhap tén thong bao
2. Thoi gian Nhap thoi gian tir ngdy dén ngay
3. Mo ta Nhap mo ta thong bao
4. File dinh kém File dinh kém
5. Str dung Str dung

5

deé xac nhan viéc thém mai ban ghi véi cac ndi dung da bién tap.

|
e Kich

rw

2 Lam mdi

Kich dé Xoa tat ca dit liéu da nhap trén cac truong. Kich m dé
huy bo thém méi. Luu y: Cach st dung cac chtic nang: Thém mdi lién tiép, Siva béin
ghi, xem thong tin bin ghi, xéa ban ghi, tim kiém bdin ghi, An/ Hién bin ghi ngudi
dung xem huéng dan st dung chi tiét tai Muc: 1. Cdc chikc nang dung chung

PHAN VI TAI LIEU DUNG CHUNG

10  HOb so cdng viéc

10.1 Thém méi hd so cong viée ‘ ’ 7
e Muc dich: Ho tr¢ tao nguoi dung tao 1ap ho so cong viéc, nhom van ban dén di dé khai
thac quan ly.
e Vai tro thue hién: Tét ca nguoi dung
e Dé Thém méi ho so cong viée, ngudi dung thuc hién cac bude sau:
1. Truy cidp menu chon Tai liéu diung chung/ hdé so céng viée kich nit

Danh séeh nd sor

STT Ma hé s Tén hé s Ngay tao Ngy xiv iy Ngusi tgo Trgng thai a0

Hidn i danh sich niy chua G0 dif fgu.

2. Trén man hinh thém md&i, ngudi dung nhap cac ndi dung nhu sau: (Luu y: Cac
truong c6 dau * 14 truong bat bude phai nhap dit liéu)

Thém méi hé so tai ligu

Théi gian bét ddu” Thei gian két thic
Ngurri xir Iy * Chon can bg xir Iy v Ngui phu trach * Chon lanh dao phu trach o
Tinhtranghéso | Tae méi .

Nguoi xem

Ngusi cép nhét

Thém

Thém

.
[FERELLELIN Q Chon file dinh kém
2 T
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STT Tén truwong Muc dich - Luu y
1 M3 ho so Mi cua ho so
2 Tiéu dé ho so Nhap tiéu dé cho ho so
3 Thoi gian bat dau Thoi gian bat dau lap hd so
4 Thoi gian két thuc La thoi gian két thuc xir Iy xong hd so
5 Nguoi xtr Iy La nguoi truc tiép xtr Iy ho so
La ngudi chiu trich nhi¢m phy tréch xir Iy ho so
6 Nguoi phu trach 8 ) #m PR Y
La tinh trang cta hd so gom: tao méi, dang xtr 1y, di
7 Tinh trang hd so két thuc
8 Nguoi La nhitng ngudi duge xem, doc hd so
9 Nguoi cap nhat La nhiing nguodi da tham gia chinh stra, cdp nhat hd so
10 | Vin ban dén lién quan La nhitng vin ban lién quan dén ho so
La nhitng van ban di lién quan dén ho so, dugc nhom
11 Vin ban di lién quan lai gv au '
ai
12 File dinh kém Dinh kém file dinh kém cho cong viéc
=l Luu ,
3. Kich Luu dé xac nhan viéc thém mai ban ghi véi cac ndi1 dung da bién tap.

icr B

dé huy bo thém mé, quay lai danh sach ho so cong viéc. Luu : Céach st
dung cac chiic nang: Thém mdi lién tiép, Stra ban ghi, xem thong tin ban ghi, x6a ban ghi,
tim kiém ban ghi nguoi dung xem hudng dan sir dung chi tiét tai Muc: 6. Cac chirc ning
dung chung

10.2 Danh sach ho so cong viée

e Muc dich: La danh sach cac ho so cong viée ctia nguoi ding, co thé xem, tra ctru hd so
cong viée ciia ngudi dung tao hodc dugc phan quyén xem, tra ctru hd so.

e Vai tro thuce hién: Tat ca ngudi dung hé thong.

e Dé truy cap hd so cdng viéc, nguoi dung thuc hién cac bude sau:
1. Truy cap menu chon Tai liéu ding chung/ hd so cong viée

Danh sach hé so

STT Ma hé so

1 MHS)3 Hb so sonaviae

Ténhd sor Ngay tao Ngdy xiF I Ngui tao Trang thai

01-10-2019 17-12-2020 Van thu don vi

<] Trang [1]M[r][n
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11  Thuw vién tai liéu

e Muc dich: La chirc ning hd tro don vi/phong ban ding tai cc tai liéu biéu mau cua don
vi 1én hé théng dé ngudi dung c6 thé tra ctru, tim kiém tai vé.

e Thu vién tai liéu gdm cac chirc ning:
1. Danh muc tai liéu
2. Taili¢u

e Vai tro thuc hién: Nguoi dung & phong ban, don vi dugc gan quyén thuc hién chic
nang.

11.1 Biéu miu

e Muc dich: HJ tro tao biéu mau dung chung, ddi voi nhimg biéu mau c6 thé tai st dung
nhiéu 1an hodc cac don vi thuong xuyén sur dung thi quan tri cép cao thuc hién thém mai
biéu mau dung chung cho tat ca Khoa/phong ban cta Trudng dai hoc Mo - Dia chit.
Véi vai tro quan tri cép don vi dugc st dung biéu mau chung va biéu mau cta don vi
tao ra. Biéu miu sau khi thém méi s& hién thi tai man hinh thém m&i Dy thao van ban,
khung biéu mau tai trang chi. T4t ca ngudi dung hé théng déu c6 thé tra ciru va tai biéu
mau.
Vai tro thwe hién: Vin thu, Nguoi dung duoc cap quyén
> Thém méi biéu méu

bé Thém méi biéu mau, nguodi dung thuc hién cac budce sau:
Truy cap menu Tién ich chon Bi¢u miu

2. Trén man hinh danh sach, nguoi dung kich , chuong trinh hién thi

man hinh thém ma&i nhu sau:

Thém méi Biéu mau

Si¥ dung

Binh kém* % Chon file dinh kém  FREIGERED

Thém lién tiép

5 imno | e

3. Nguoi dung nhéap thong tin cc truong trén man hinh thém méi biéu mau véi cac
truong thong tin nhu sau: (Luu ¥: Céc trudng c6 ddu * 13 trudng bat bude phai nhap
dir ligu)

‘ STT | Tén truong ‘ Muc dich - Luu y
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Nhap thong tin cac truong co ban ciia biéu mau.

1. Tén biéu mau, Mo ta Ngudi ding can nhap it nhat 3 ky tw, néu nhap qua
gidi han dugc phép hé thong tw dong cit dir liéu
Quyét dinh vi tri hién thi ban ghi trén danh sach va
2. Thir tw cac form lién quan. Thong tin s€ tu dong tang va
nguoi dung dugc phép chinh sira

Tich chon — D¢ biéu mau dugc sir dung va hién thi tai
cac form lién quan; B6 tich chon — D€ biéu mau

3. | Sudung khong con hiéu luc va khong hién thi tai form lién
quan
Ngudi dung tai file biéu mau di soan thao tir may tinh
4, File dinh kém ca nhan 1én hé théng. Chi dugc dinh kém 1 biéu mau

va dinh dang .docx

4. Kich deé xac nhan viéc thém mai ban ghi v6i cac ndi dung da bién
tap. Kich dé Xoa tat ca dir liéu da nhap trén cac truong. Kich

% Thodt [ i
- de huy bd thém mdi. Luu y: Cach st dung céc chirc nang: Thém maoi
lién tiép, Siva ban ghi, xem thong tin bin ghi, x6a ban ghi, tim kiém ban ghi, An/

Hién béin ghi nguoi ding xem huéng din sir dung chi tiét tai Muc: I. Cdc chire

nang dung chung

11.2 Danh muc tai liéu
» Thém méi danh muc tai liu
e Muc dich: Ho tro thém méi cay thu muyc tai li¢u, phan cép theo cha con
e Pé Thém méi danh muc, nguoi ding truy cip vao chtic ning Tai liéu diung
chung/Thw vién tai liéu/Tai liéu man hinh hién thi cy danh muc

THU MUC TAI LIEU QUAN LY TAI LIEV

Thi ty Tén Danh muc Nguwoi tao Q &0

PR P Hién tai danh sdch nay chwa co di¥ liéu.
©06ng th cd B MS tht ca J

e Nguoi dung click vao “Thém madi”
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Thém mdi Danh muc Tai liéu

Tén danh muc*

Danh muc cha Chon danh muc "
Pham vi Céng cdng v
M3 ta
Thr tu 1
Hién thi
Thém lign tiép
o « s
STT Tén truwong Muc dich - Luu y
1 Tén danh muc Nhép tén danh muc
2 Danh muc cha Chon danh muc cha
3 Pham vi Chon pham vi danh muc
4 M6 ta Nhap mé ta tom tat tai ligu
5 Thur tu Nhap thtr ty danh muc
6 Hién thi Tich chon hién thi dé sir dung, khong tich dé 4n

e Nhap thong tin danh muc, chon danh muc cha, nhap mé ta, nhap thu tu hién thi va

trang thai str dung sau d6 click “Luu” dé thém méi danh muc vao h¢ thong.
11.3 Tai liéu
» Thém méi tai li¢u

e Muc dich: H trg ngudi dung thém mdi tai lidu vao cac thu muc ciia ngudi dung
hodc cac thu muc duogc chia sé.

e D¢ Thém méi Tai ligu: Nguoi ding truy cdp vao chic ning Tai liéu dung
chung/Thw vién tai li¢u/Tai liéu man hinh hién thi.

Trang chi | Thr vign Tailiéu / Tai ligu Q
THU MUC TAI LIEU QUAN LY TAI LIEU
[~ ]
This ty Tén Danh myc Nguoi tao kY 80

& 2 PP Hién tai danh sdch nay chi 6 diF liéu.
B 0ong tht cA @M tit ca e tal danh sach nay ehua co di iew

e Nguoi dung click vao “Thém madi1” man hinh s€ hién thi
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Thém man tai iéu

Tén tailigu” Danh muc Chon danh muc "
Mé ta
v
o
Co quan ban hanh Nhép tén co quan ~ Loaivanban | Chon loai van ban w
Ngay ban hanh Ngay hiéu luc
Linhvuc | Chonlinh vuc v Trang théi Cé hiéu luc v

Tai liéu lién quan | Chon tai liéu lién quan

Thir tw 2 FIEGTINTN N % Chon file dinh kém

Them lign tidgp [

STT Tén truwong Muc dich - Luu y
1 Tén tai liéu Nhap tén tai li¢u

2 Danh muc Chon danh muc tai liéu

3 M6 ta Nhép mé ta tom tit tai liéu

4 Co quan ban hanh Chon co quan ban hanh tai li¢u

5 Loai van ban Chon loai van ban

6 Ngay ban hanh Chon ngay ban hanh tai li¢u

7 Ngay hiéu I Chon ngay bat dau co hiéu luc cho tai liéu

8 Linh vuc Chon linh vuc cho tai liéu

B Chon trang thai cho tai liéu gom: ¢6 hiéu luc, chua co
9 Trang thai A TR
hiéu luc, hét hiéu luc

10 Tai liéu lién quan Chon tai li€u lién quan

11 | Van ban di lién quan La nhitng vin ban di lién quan d&én hd so, duoc nhém

lai
12 Thuu tu Nhép thtr ty tai li€u
12 File dinh kém Pinh keém file dinh kém cho cong viéc

e Nguoi dung nhdp céac truong dir li€u: Tén tai liéu, danh muc, mo ta, tha tu, st dung,
chon file dinh kém va click vao nut “Luu”

> Tra ciru, tim kiém tai liéu
e Muc dich: Gitip ngudi dung c6 thé tra ciru tim kiém tai liéu theo thu myc, theo tén,
mo ta tai liéu
e Dé Tra ctru, tim kiém Tai liéu: Nguoi ding truy cip vao chic ning Tién ich/Thu
vién tai liéu/Tai liéu. Nguoi dung click vao nat “Tim kiém” man hinh hién thi.
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Pham vi % Tén tai liéu Tir khda

[armin [ <om

e Nguodi dung chon cic tiéu chi tim kiém va nhép tir khoa tim kiém, hé thong s& hién
thi két qua tré ra.

PHAN VII THU MUC CA NHAN

12  Van ban

e Muc dich: HJ tro tim kiém, tra cru vin ban cua ca nhan.

e  Vai tro thuc hién: Tat ca nguoi dung hé thong.

e Dé tim kiém tra ciru vin bén, nguoi dung thyc hién cac budce sau:
1 .Truy cép menu Thu muc ca nhan chon Vin ban

Trang chi / Thir muc & nhén

Thu myc Danh sdch
@odngtétcd BIME thrcd Loai » Vanbindén  x Vin bin dl

X £

Ni dung Loai a0
Hién Lai danh sach ndy chira ¢6 aiF lidu.
Tim kigm
2 .Kich vao nut
Trang chd / Thu muc cé nhin 9
The muc Danh sach
— =
@Bong tatcad BME tétca NGi dung Loai ol

: A A
3. Nhép loai van ban can tim kiém va nhan

Danh sach

Loai » Vanbandén  x Van bandi

—— Q. Tim kiém m

N&i dung Loai

Hién tai danh sdch nay chwa cé dif liéu.
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13 Tailidu

13.1 Danh muc tai li¢u
» Thém méi danh muc tai liéu
e Muc dich: Ho tro thém méi cay thu muc tai licu, phan cép theo cha con
e Dé Thém méi danh muc, ngudi dung truy cip vao chirc ning Tai liéu dung
chung/Thw vién tai liéu/Tai liéu man hinh hién thi cdy danh muc

THU MUC TAI LIEU QUAN LY TAI LIEU

Hién tai danh sach nay chwa co di lidu.

©0ong titcd @ MG titca

e Nguoi dung click vao “Thém moi”

Thém mdi Danh muc Tai liéu

Tén danh muc*®

Danh muc cha Chon danh muc "
Pham vi Cdng cdng "
Mé ta
Thi tw 1
Hién thi

Thém lién tiép

2 Mgl | T

STT Tén truong Muc dich - Luu y

1 Tén danh muc Nhép tén danh muyc

2 Danh muc cha Chon danh muc cha

3 Pham vi Chon pham vi danh muyc

4 Mo ta Nhéap mé ta tom tit tai liéu

5 Thu tu Nhép thtr ty danh muc

6 Hién thi Tich chon hién thi dé su dung, khong tich dé 4n

e Nhap thong tin danh muc, chon danh muc cha, nhap mo ta, nhap thu tu hién thi va
trang thai str dung sau d6 click “Luu” dé thém méi danh muc vao hé thong.
13.2 Tai liéu
» Thém méi tai li¢u
e Muc dich: Hd trg ngudi dung thém mdi tai liéu vao cac thu muc ciia ngudi dung
hodc cac thu muc dugce chia sé.
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e Pé Thém méi Tai liéu: Nguodi dung truy cdp vao chic ning Tai liéu diung
chung/Thu vién tai liéu/Tai lifu man hinh hién thi.

Trang chi | Thurvién Tai ligu | Tai ligu Q
THU MUC TAI LIEU QUAN LY TAI LIEU
[ ]
Thi ty Tén Danh myc Nguwoi tao ¥ -]

PR PR Hién tai danh séch nay chura c6 di ligu.
B béng tatcd @ M& tat ca J

e Nguoi dung click vao “Thém madi” man hinh s€ hién thi

Thém mdi tai iéu

Tén tai lidu= Danh muc Chon danh muc ~
Mé ta
£
[+]
Co quan ban hanh Nhép tén co quan v Loai vin ban Chon loai van ban v
Mgay ban hanh MNgay higu luc
Linhvec | Chonlinh vuc ~ Trang théi Cé hiéu lrc v

Tai ligu lién quan | Chon tai liéu lién quan

Thirty |2 ZIEEHLEEGLEN % Chon file dinh kém

Thémligntidgp [

STT Tén truong Muc dich - Luu y
1 Tén tai liéu Nhép tén tai liéu

2 Danh muc Chon danh muc tai liéu

3 M6 ta Nhap mé ta tom tat tai ligu

4 Co quan ban hanh Chon co quan ban hanh tai li¢u

5 Loai van ban Chon loai van ban

6 Ngay ban hanh Chon ngay ban hanh tai li¢u

7 Ngay hiéu I Chon ngay bat dau co hiéu luc cho tai liéu

8 Linh vuc Chon linh vuc cho tai liéu

. Chon trang thai cho tai liéu gém: ¢6 hiéu luc, chua ¢c6
9 Trang thai n TR
hi¢u luc, hét hiéu luc

10 Tai liéu lién quan Chon tai li€u lién quan

11 Van ban di lién quan La nhing vin ban di lién quan dén ho so, duoc nhém

lai
12 Thuu tu Nhép thtr ty tai li€u
12 File dinh kém Pinh keém file dinh kém cho cong viéc
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e Nguoi dung nhdp céac truong dir li€u: Tén tai liéu, danh muc, mo ta, thi tu, str dung,
chon file dinh kém va click vao nut “Luu”

> Tra ctru, tim kiém tai liéu
e Muc dich: Gitip ngudi ding c6 thé tra ctru tim kiém tai liéu theo thu muc, theo tén,
mo ta tai ligu
e Dé Tra ctru, tim kiém Tai liéu: Ngudi ding truy cip vao chtc ning Tién ich/Thuw
vién tai liéu/Tai liéu. Nguoi dung click vao nat “Tim kiém” man hinh hién thi.
rmsie

Pham vi x Tén tailiéu Tir khéa

[armin [ e

e Nguoi dung chon céc tiéu chi tim kiém va nhap tur khoa tim kiém, hé théng s& hién
thi két qua tra ra.

14 Lich ca nhan

e  Muc dich: Hb tro tin hoc hoa lich ctia mdi c4 nhan, tai day nguoi dung co thé tao ra va
quan 1y cac su kién, cong viéc, lich hop theo ngay thang ciing nhu thuc hién sap xép cac
cong viéc uu tién theo mau sac khac nhau. Ngudi ding chi dugc xem va quan 1y lich ca
nhan cua minh.

e Vai trd thuc hién: Tat ca nguoi ding hé thong

e Dé Thém méi lich ca nhan, ngudi dung thuc hién cac budc sau:

1. Truy cap menu Tién ich chon Lich c4 nhan

2. Trén man hinh lich biéu, nguoi dung kich vao 6 ngay thang dé hién thi man hinh
thém méi da mic dinh thoi gian hogc kich dé chuong trinh hién thi man hinh thém
mo1 nhu sau:
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Thém mi Lich ca nhan

Tidu dé*

Ma ta

Th&i gian*
Thanh phan tham gia hanh phan tham gia
Bia chi

Mau sic

Thém lién tiép

3. Nguoi dung nhap thong tin cac truong trén man hinh thém méi lich ca nhan véi cac
truong thong tin nhu sau: (Luu ¥: Céc truong ¢ ddu * 13 truong bat bude phai nhap
dir ligu)

STT Tén truong Muc dich - Luu y
Nhép thong tin cac truong co ban cua lich ca nhan,

1. Tiéu dé, Mo ta, Pia diém Nguoi dung can nhap it nhét 3 ky tu, néu nhap qua
gi61 han dugc phép hé théng tu dong cat dix liéu

Thong tin thoi gian bat dau va két thuc cong viéc, su
kién ciia ca nhan. Nguoi dung c6 thé sir dung ban

2. Thot gian . s ,
8 phim dé dién ngay thang hoac kich vao truong dé
chon thong tin tr 6 lich
) Lam ndi bat cong viéc, su kién ndi bat, can vu tién,
3. Chon mau su kién ’ £ VIFC, Sl j

quan trong

, B Thém mdi ; . ) C . . .
4. Kich - dé xac nhan viéc thém mai ban ghi véi cac ndi dung da bién

tap. Kich dé Xoa tat ca dir liéu da nhap trén cac truong. Kich

lién tiép, Siva bin ghi, xem thong tin bin ghi, x6a ban ghi, tim kiém ban ghi, An/
Hién béin ghi nguoi dung xem huéng din sir dung chi tiét tai Muc: I. Cic chire

nang dung chung

15  Chat ndi bd

e  Muc dich: HO tr¢g nguoi dung trao doi cac cong viéc can xur ly, cong viéc chuyén mon
hodac cong viéc ca nhan.
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e Vai tro thye hién: Tat ca ngudi ding
e Dé thyc hién Chat, nguoi dung thuc hién céc budce sau:
1. Ping nhap vao hé thng

L0
2. Click vao biéu tuong ° 0 phia dudi bén tay phai ciia man hinh

3. Chuong trinh hién thi man hinh nhu sau:

FasTe
. K

Clig
0 Nguyén Van A °

Navic
o Nguy&n VAn B

Search d
0 Pham Van This - ph... .

4. Nguoi dung kich chon vao tén ciia ngudi ma minh muon chat, chuong trinh hién

thi man hinh chat nhu sau:

Nhap tin nhan
Lal] %
5. Nguoi dung nhip ndi dung mudn chat vao chd nhap tin nhin va nhéan enter
Nhap tin nhan
&l %
6. Dé dinh kém anh chon l, dé dinh kém file chon %

> Tao nhém chat
e Muc dich: Hd tro ngudi ding cé thé trao ddi cac cong viée can xir 1y, cong viée
chuyén mon hoic cong viéc ca nhan véi nhidu ngudi cing mot lac trén hé théng
e Vai tro thuc hién: Tt ca nguoi dung
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D¢ thuc hién Tao nhom chat véi nhiéu nguoi cung mot luc, nguoi dung thuc hién cac
budc sau:

1. Trén man hinh chat, nguoi dung kich @ chwong trinh hién thi man hinh nhu sau:

@ Nguyén viin B (2]

il

Mhap id hodc tén nguwdi ding...

(] Trwdng phong CNTT ®

[] Nguyén Van A
(] Pham Thi Mai [
(] Trdn Lan Anh - lananh ®

[] Nguyén Van Tang - nvtung

-

Mhap tin | m Tao nhdm
Fa] %

2. Tich chon vao ngudi ma muon cho vao nhém sau do click Tao nhom, hién thi man hinh
nhom chat nhu sau:

Administrator - Administrator, Hd S§ Chuéan - hschuan, Pham Thi Mai Hwong - pt... . 9 o o

v 4 ngueod

Administrator - Administrator d3 thém Nguyén van A - nva, Pham Thi Mai Hwong - ptmhuong,
Nguyén Thi Nam- ntnam vao nhém

Nhép tin nhan_..
LIZI %

3. Click n dé d6i tén nhoém, Hién thi man hinh nhu sau:
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localhost: 1007 says

Vui [éng nhap tén nhom:

Nhép tén nhém ma nguoi dung mudn dit rdi nhin OK

4. Click . dé nguoi dung roi khoi nhom

PHAN VIII BAO CAO THONG KE

16  B&o cao thong ké viin ban dén

e Vai tro thuc hién: Vin thu, Ngudi ding dugc cap quyén

e D¢ thuc hién céc thao tic, trén menu trai nguodi dung kich chon Quén ly van ban,

diéu hanh/ B4o c4o thong ké
16.1 B&o c&o chi tiét tinh hinh xir Iy viin ban dén

e Muc dich: HS trg nguoi dung xuat ra file word hodc excel danh sach cac vin ban dén

cling nhy tinh hinh xir Iy nham luu trit va giri bao céo cap trén vé tinh hinh giai quyét

van ban.

e D¢ Bdo cao tinh hinh xir ly van ban dén nguoi dung thyc hién cac budc nhu sau:

1. Truy cap menu Bdo cdo thong ké/ Vin ban dén/Bio cdo chi tiét tinh hinh xir 1y

van ban

A e, : B Q Timkiém [
2. Trén man hinh b&o cao, nguoi dung kich - de hién thi man hinh tim

kiém va nhap thong tin cac tiéu chi tim kiém theo nhu cau bao céo, sau do kich

dé thuc hién loc dir liéu bao cao.

= o

Pham vi

56 dén

x SBkyhigu x Trichyéu x Ghicha

Tir khoa

Ngay dén

Co quan giri Ngéy VB
S6 van ban Chon sb van ban Loaivan ban Chon logi van ban
D6 khdn Chon B4 khdn D6 mat Chon B mat
Nguei xir Iy Bon vixw Iy Chon don vi
Lanh dao xur Iy Chon ngudi ding Han xt Ij van ban
Trang thai Tétca Tinh trang Tétca
Nam 2020 Lanh dao xir I Chon ngui ding
Trang thai Titca Tinh trang Tétea
Bon vixir Iy Chon don vi N

Han xi¥ I§ van ban

Mo trugng

Tétca

Q Tim kiém m An tim kiém néng cao
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3. Chuong trinh s& hién thi vin ban théa man diéu kién tim kiém da nhap. Khi d6

ngudi dung kich cac biéu twong twong tng dé xuat hodc in truc tiép nodi dung bao

cao.

Bao cio Chi tiét tinh hinh X Iy vin ban

O - -

™ Ngay nhan Co quan ban hanh
(1 @ @)
1 081212020 Cyc HTQT - Bo
GD&OT

W[« ]rang [1 ] [»][n

Ghi chi:
- C4t 10: Ghi trong han, dén han hodc qud han,
- C6t 11: Ghi 0% x0r 1Y, dang xr I, chua xr 1§

SO/ky higu van ban

@)

Ngay vin ban

&)

02/08/2020

BAO CAO CHI TIET TiNH HINH XU LY VAN BAN DEN

(Tis ngay 0111212020 dén ngay 09/12/2020)

Thei diém xuat bao cao: 09/12/2020

Trich yéu ngi dung

van ban Han xG 1y

Iy

(8) m ]

viv van ban dan 1

- Cot12, 13, 14, 15: Tinh theo quy dinh v& thoi han x Ij cda chuyén vién (theo bit phé cda lEnh dao)
Yéu chu: List k& dwoe van bin theo ting tiéu chi: hoan thanh truGc han; hoan thanh ding ham; qua han hoac/v théng ké theo mét khoang théi gian

16.2 B&0 c4o tinh hinh xir 1y vin ban dén don vi

Don vi chi tri (7

Can bdlchuyén
vien xie Iy

©

Trang thai Tinh

vanban  trang van
dén ban dén
(10) ()
conhan | Dangxily

Tinh trang xG 1§ vén ban ciia
chuyén vién
Panghan  Conhan  Qué hgn

(13) (14) (15) (16)

K&t qua trén 1 trang: {0~ / Tong sd: 1

e Muc dich: HJ trg nguoi dung xuat ra file word hodc excel danh sach cac vin ban dén

cling nhu tinh hinh xir Iy nham luu trit VA giri bao céo cap trén vé tinh hinh giai quyét

van ban.

e D¢ Bao cao tinh hinh xir ly van ban dén ngudi dung thyuc hién cac budc nhu sau:

1. Truy cip menu Bao cdo thong ké/ Vin ban dén/Bao cdo tinh hinh xir Iy vin

ban dén don vi

2. Trén man hinh béo céo, nguoi dung kich

Q Tim kiém

dé hién thi man hinh

tim kiém va nhap thong tin cac ti€u chi tim kiém theo nhu cau béo céo, sau do

kich dé thuc hién loc dir liéu bao cao.

=

Phamvi | x SSkyhiéu x Trichyéu x Ghichd
Sd aén
Co quan giri
56 vén ban Chon 56 van ban
D6 khén Chon 6 khén
Nousi xir Iy

Lanh dao xir Iy
Trang thai
Nam

Trang thai

Bon vixir I

Han xir 1 vén ban

Chon ngusi ding
Titca

2020

Tétca

Chon don vi

Tir khoa
Ngay dén

Ngay VB

Loai vén ban

D6 mét
Donvixt I

Han xir [ van ban
Tinh trang

Lanh dao xi¥ Iy
Tinh trang
Nousixt I

Msi trugng

Chon loai van ban
Chon Bé méat

Chon don vi

Tétca

Chon ngui ding

Tétca

Tétea

Q Tim kiém m An tim kiém néing cao

3. Chuong trinh s& hién thi vin ban théa man diéu kién tim kiém da nhap. Khi d6

ngudi dung kich cac biéu tuong twong tng dé xuét hodc in truc tiép ndi dung

béo cao.
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Bao cio van ban dén don vi

s @ Q Tim kiém

T Don vi

m ]

Téng
1 KhoaCodién
2 KhoaCéng nghé Thong tin
3 Khoa Gido dyc Quéc phong
4

Ban khuyén hoc

Téng s6 nhan

o s o s s

BAOQ CAQ TINH HINH XI¥ LY VAN BAN DEN DON VI
( Nam 2020)

$6 vén ban don vi tiép nhan

Van ban phai xir I

Vén ban khéng phai xi Iy D& hoan thanh Chua hoan thanh Téng sé
Truoc han Ping han Qua han Trong han Qua han True han Bing han
@ (5) ) (U] @) © (10)=(5) (11)=(6)+(8)

2 0 0 0 2 0 0 2

1 0 0 0 0 0 0 0

0 0 0 0 1 0 0 1

1 0 0 0 0 0 0 0

0 0 0 0 1 0 0 1

17  Bao cao théng ké viin ban di

Qué han
(12)=(7)+(9)

0

0
0
0
[]

e Muc dich: Hb trg nguoi dung xuat ra file word hoic excel danh sach cac van ban di

nham luu trir v béo céo cp trén vé sé luong vin ban di trong khoang thoi gian nhit

dinh.

17.1 Théng ké vin ban di

e Dé Théng ké viin ban di ngudi dung thuc hién cac bude nhu sau:

1. Truy cap menu Bio cdo théng ké/ vin ban di/ Thong ké viin ban di

2. Trén man hinh b&o cao, nguoi dung kich de hién thi man hinh tim

. . . Q, Tim kiém
kiém va nhap thong tin céc ti€u chi tim kiém theo nhu cau bao céo, -

dé thuc hién loc dir liéu bao cdo.

= Q Tim kiém

Pham vi
6 ai

56 vin ban

Ngui ky

Bon vinhan

Bon vi nhén bén ngoai

Nam

x Trichydu  x S6 ky hiéu

Chon loai s6

Chon nguti ky

2020

Tir khoa

Ngay van ban

v Loai vin ban Chon loai van ban
v Don vi soan thao Chon don vi soan thao
Ngudi nhan

T £

3. Chuong trinh s& hién thi vin ban théa man diéu kién tim kiém da nhap. Khi d6

nguoi dung kich cac biéu tugng trong ung dé xuat hodc in bao céo.

STT S6 ky hiéu
2 02HUMG
W[ a|Trang [1[m[s][n

TRUONG BAI HOC MO - BIA CHAT Ngay 9 théng 12 nam 2020

Ngay ban hanh

07/12/2020

BAO CAO THONG KE VAN BAN DI

(Tir ngay 01/10/2020 dén ngay 09/12/2020)
Téng sé vén ban a 1 vén ban

Trich yéu Nguwoi ky Don vi sogn thio Noi nhan

fof ghgh B Thi Thu Thay Tréng Dai hoe M3 - Bia chét Trong nganh:

Ngoai nganh:

Kétgua trén 1trang: 10+ /Tong sé: 1

17.2 Théng ké tong hop vin ban di
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e Dé Théng ké tong hop vin ban di ngudi dung thyuc hién cac bude nhu sau:
1. Truy cap menu B4o cdo thong ké/ viin ban di/ Thong ké tong hop vin ban di

2. Trén man hinh bao cao, nguoi dung kich dé hién thi man hinh tim

kiém va nhap thong tin cac ti€u chi tim kiém theo nhu cau bao cao,

dé thuc hién loc dir liéu bao céo.

a8 Q Tim kiém

[ o oo
3. Chuong trinh s€ hién thi vin ban théa man diéu ki¢n tim kiém da nhap. Khi do
nguoi dung kich cac biéu tugng twong ung dé xuat hodc in bao céo.
TRIONG BAI HOC MO - BIA CHAT Ngay 9 thang 12 ném 2020

THONG KE TONG HQP VAN BAN BI

Tatca

STT $6 vin ban 86 lwong
1 S8 Céng van ndi bd nam 2020 2

W[ «|Trang [ 1 ][ v][n Kétqua trén 1 trang: 10~ / Tong s6: 1

PHAN IX QUAN TRI HE THONG

18 Co ciu to chie

e Muc dich: La nhom chtrc niing hd trg ngudi quén tri quan 1y danh sach don vi va phong
ban trong hé théng; d& dang thiét 1ap nguoi dai dién nhan van ban cong viéc cia timg
phong ban, don vi. Vian thu cac don vi, phong ban c6 thé dinh nghia cac nhom don vi/
phong ban thuong xuyén gui nhan van ban.

e Co céu to chirc gdm cic chirc ning sau:

1. DPon vi, phong ban
2. Nhom don vi, phong ban
e Vai tro thuc hién: Quan tri cip cao, Quan trj cip don vi
e Trén menu trai, kich chon Quan tri h¢ thong/ Co ciu td chirc
18.1 DPon vi, phong ban
» Thém méi don vi, phong ban

e Muc dich: H6 tro tao méi don vi phong ban, khi phat sinh thém don vi Khoa/phong
ban tai Truong Dai hoc Mé - Dia chit, nguoi quan tri cip cao s& sir dung chirc niang
thém mai don vi, phong ban dé b sung thong tin vao hé thong.

Dé Thém méi don vi phong ban, quén tri cap cao can thyc hién cac bude sau:
Truy cidp menu Quén tri hé théng, chon Co cdu té chirc/ Pon vi, phong ban
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, + Thém méi o
2. Trén man hinh danh sach, ngudi dung kich , chuong trinh hién thi
man hinh thém méi nhu sau:
Thém mdi don vi, phdong ban
Chon don vi, phéng ban Bonvi -
Tén don vi* |
Tén viét tat
Bon vi cép trén Hé théng quan Iy van ban o
Blia chi
Bién thoai
Fax
Thir tur 41
Tryc thudc nha mién (]
Donvilignkét U
Hién thi
Lakhoa UJ
Thém lién tigp  UJ

Luru = Nhap lai *® Thoeat

3. Nguoi dung nhap thong tin cdc truong trén man hinh thém mdi don vi phong ban

v6i cac truong thong tin nhu sau: (Luu y: Cac truong c6 ddu * 1a truong bit bude

phai nhap dit liéu)
STT Tén truong Muc dich - Luu y
Tén don vi, phong ban,
1. Tén viét tat, Dia chi, Nhép thong tin cac truong co ban cua don vi, phong ban
bién thoai, Fax
Do Lva chon don vi don vi cép trén cua don vi, phong ban
2. Don vi cép trén .
dang bién tap
Quyét dinh vi tri hién thi ban ghi trén cay don vi, phong
3. Tht tu ban va céc form lién quan. Thong tin s€ tu dong tdng va
nguoi dung dugc chinh stra
Tich chon — Bé don vi, phong ban duogc hién thi tai danh
4, Hién thi sach cua cac chuc nang lién quan; Bo tich chon — bé don
vi, phong ban khong hién thi tai cac chtrc nang lién quan
Chon don vi/phong Chon 1a don vi, ¢6 sb cong van riéng;
5. NPT A .
ban Chon 1a mot phong ban thude don vi.

Luuy:
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1. Quan trj cip cao duoc quyén tao ra va quan 1y tat
ca don vi phong ban trén h¢ thong

2. Quan tri tai don vi chi co quyén xem thong tin cta
phong ban thu¢c don vi minh quén ly va chinh
sira thong tin mot sd truong nhu: Tén viét tat,
Nguoi nhan VB, Nguodi nhan CV, Dia chi, Dién
thoai, Fax, Email

5 La Khoa La khoa

Luru ,
4. Kich dé xac nhan viéc thém méi ban ghi vdi cac ndi dung da bién tap.

Kich de Xoa tat ca dir liéu da nhap trén cac truong. Kich

dé hily bo thém méi. Lwu y: Cach sir dung cac chirc nang: Thém mdi lién tiép, Siva

bdn ghi, xem thong tin bin ghi, x6a bin ghi, tim kiém ban ghi, An/ Hi¢n béan ghi

nguoi dung xem hudng dan sir dung chi tiét tai Muc: 1. Cic chirc ning ding chung
» Cap nhit thong tin don vi phong ban va chon nguwdi dai dién

e Muc dich: Sau khi quan tri cp cao thém mdi don vi phong ban véi cac thong tin chung,
Lac nay quan tri cép don vi thuc hién cap nhat thong tin Tén viét tit, Dia chi, Dién thoai,
Fax, Email cling nhu thiét 1ap nguoi dai dién nhan van ban, cong viéc guri dén phong
ban & don vi - 1a nguodi dai dién nhin van ban hodc cong viéc gui dén don vi, phong
ban hodc khi khong gtri dich danh.

e D¢ Cap nhat thong tin don vi phong ban va chon ngwoi dai dién, quan tri cip don
vi thuc hién cac budc sau:

1. Truy cap menu Quan tri hé thong, chon Co ciu to chirc/ Pon vi, phong ban
2. Trén man hinh danh séch, chon Cap nhat don vi = tai ban ghi can chon nguoi dai
dién, chuong trinh hién thi man hinh nhu sau:
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Cap nhét don vi, phong ban

Chon don vi, phang ban Bon vi v
Tén don vi* Hé théng quan Iy van ban
Tén vidt tat |
Bon vi cp trén Chon don vi -
Ngw&i nhan VB Chon nguéi dai dién
Nguwai nhdn CV Chon nguwdi dai dién
Blia chi
Bién thoai
Fax
Thir 1
Tryc thudc nha mién
Don vi lién két
Hién thi
Lakhoa U

3. Nguoi dung nhdp thong tin cac truong trén man hinh cdp nhat don vi phong ban
v6i cac trudng thong tin nhu sau: (Luu ¥: Cac trudng ¢6 ddu * 13 trudng bat bude

phai nhap dir liu)
STT Tén truwong Muc dich - Luu y
1 Tén viét tat, Dja chi, Pién | Bo sung hoic chinh sira mot sb thong tin co ban cua
' thoai, Fax, Email don vi, phong ban
Ngudi nhan VB, Nguoi S& hién th‘i danl‘l ‘séc‘h nguoi dl‘l.n;g tlAlu(f)c \’/2‘10 ;ph(‘)ng
2. ahan CV ban don vi nguoi dung dang thiét 1ap. Cé thé chon 1

hodc nhiéu nguoi dai dién cho phong ban don vi do.

4. Kich deé xac nhan viéc cap nhat don vi, phong ban. Kich

: , _ B % Thoit [ )
deé Xoa tat ca dir liéu da nhap trén cac truong. Kich - de huy bo thao tac.
Luwu y: Cach sir dung cac chtc ning: Thém mdi lién tiép, Stra ban ghi, xem thong

tin ban ghi, xéa bdin ghi, tim kiém bin ghi, An/ Hi¢n bdn ghi ngudi ding xem
huéng dan st dung chi tiét tai Muc: 1. Cdc chirc ning ding chung
» Import don vi

e Muc dich: Import danh sach don vi da c¢6 sin vao hé thong
e Déimport don vi, quan tri vién can thuc hién cac budc sau:
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s _ < Tai file mau import
1. Trén man hinh don vi, kich

Trang chi / Hthéng | Bon vi, phong ban w

QUAN LY BON VI, PHONG BAN \
B oong tatcd BME tatca 4 Them moi | Tai file miu \mpoEI [@ import o lisu

5= H& thdng quan I van ban

5~ & Trueng Dai hoc Ma - Bia chét

b B HA AAnn tnvinn

2. Nhap danh dach don vi vao mau excel vira tai vé va kich

[£) Import di liéu
Trang chii / Hé thdng / Don vi, phong ban -

QUAN LY DON VI, PHONG BAN \
B oong tétcd EMé tAtcd * Thém moi & Tai file m3u import| [ import o liéu

- Hé théng quan I van ban

E}- & Truéng Dai hoc M3 - Bia chét

3. Nguoi ding chon file import vao hé thong:

Import dir liEu
File Import % Chon file dinh kém

« e
Kich dé xac nhan. Kich de huy bo

18.2 Nhom don vi

e Muc dich: Khi can gtri van ban cho nhiéu don vi, phong ban khac nhau ma khong can
chon nhiéu 1an thi nguoi dung sir dung chirc nang nhém don vi dé gom nhoém don vi
trén hé thong.

e Vai tro thuc hién: Van thu don vi, Quan tri hé théng

e Dé Thém méi Nhém don vi, ngudi dung thyc hién cac bude sau:

1. Truy cap menu Quan tri h¢ thong, chon Co cdu té chirc/ Nh6m don vi

v
2. Trén man hinh danh sach, nguoi dung kich , chuong trinh hién thi

man hinh thém maéi nhu sau:
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Thém md&i nhom don vi

Tén nhém *
Chon donvi * MNhap tén nhom don vi, phong b: (] Chon tit ca
ThiF tw 13
Hiénthi 4
Chiase U

Thém lién tiép U

3. Nguoi dung nhap thong tin cac truong trén man hinh thém mdéi nhém nguoi dung

v6i cac truong thong tin nhu sau: (Luu y: Cac truong c6 ddu * 1a truong bat bude

phai nhap dir liéu)
STT Tén truong Muc dich - Luu y
1 Tén nhém La thong tin hién thi tai danh sach cac chtrc ning lién
quan
2 bonvi - C6 thé chon 1 hodc nhiéu don vi, phong ban va kich
dau “x” dé bo chon.
Tich chon — Pé nhom don vi duoc sir dung va hién thi
, tai cac form lién quan; Bo tich chon — Pé nhém don vi
3. Str dung . en 1A R e A
khong con hiéu lyc va khong hién thi tai form lién
quan
Quyét dinh vi tri hién thi ban ghi trén danh sach nhém
4. Thu ty don vi va trén cac form lién quan. Thong tin s€ tu
dong tang va nguoi dung dugc phép chinh sura

A
4. Kich dé xac nhan viéc thém mai ban ghi véi cac ndi dung da bién

tap. Kich dé hay bo thém méi. Lwu y: Cach sir dung cac chirc ning:
Thém mdi lién tiép, Sira ban ghi, xem thong tin bin ghi, xéa bin ghi, tim kiém
bén ghi, An/ Hi¢n bin ghi ngudi ding xem hudng din st dung chi tiét tai Muc: 1.
Cdc chirc nang dung chung
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19 Tai khoan

e Muc dich: La nhém chire nang hd tro ngudi quan tri tao ra, quan Iy va phan quyén
ngudi dung trong hé thong. Vin thu cac don vi, phong ban c6 thé dinh nghia cac nhom
nguoi dung thudng xuyén giri nhan van ban.

e Tai khoan gdm céc chirc ning sau:

1. Quan Iy vai trd hé thong
2. Chuc danh
3. Quan ly nguoi dung
4. Nhoém nguoi dung
e Trén menu trai, kich chon Quan tri hé théng/ Tai khoan
19.1 Quan Iy vai tro hé thong , ,

e Vai tro thuc hién: Quan tri cap cao, Quan tri cap don vi

e Dé thyc hién céc thao tac nghiép vu, nguoi dung kich chon menu Quan tri Hé théng,
chon Vai tro h¢ théng

» Thém méi vai tro

e Muc dich: Khi phat sinh thém vai trd, ngudi quan tri cap cao thyc hién thém méi cac
vai trd dung chung trén hé théng. Néu don vi phat sinh vai trd khéng ndm trong vai tro
dung chung thi quan tri don vi s& tién hanh thém méi vai tro sir dung riéng tai don vi
minh.

e Dé Thém méi vai tro, quan tri vién can thyuce hién céc bude sau:
Truy cap menu Quan tri hé thdng, chon Tai khoan/ Vai tro hé thong

+ Thém méi .
2. Trén man hinh danh sach, nguoi dung kich -, chuong trinh hién thi
man hinh thém maéi nhu sau:

Thém mdri vai tro

Tén vai tro * |
Blorn i Chon don vi 0
Thir tr 47
S& dung
Mé ta

3. Nguoi dung nhap thong tin cac treong trén man hinh thém mai vai tro voi cac truong

thong tin nhu sau: (Luu ¥: Céc truong c6 ddu * 1a truong bat budc phai nhap dit liéu)
STT Tén truwong Muc dich - Luu y
1. Tén vai tro, Mo ta Nhép thong tin cac truong co ban cua vai tro
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- Vi vai trd quan trj cip cao s& hién thi tit ca cic don
vi phong ban cua Trudng Pai hoc Mo - Dia chat
) - V6i vai trd quan tri cdp don vi chi hién thi cac phong
2. Pon vi . . A o
ban thudc don vi cua nguoi dung dang thiét 1ap.
- C6 thé chon 1 hodc nhiéu don vi phong ban va kich

dau “x” dé bé chon.

Tich chon — Dé chon tat ca don vi phong ban trong
danh séch
Quyét dinh vi tri hién thi ban ghi trén danh sach vai

3. Chon tit ca

4. Tht tu tro va cac form lién quan. Thong tin s€ tu dong tang
va nguoi dung dugc phép chinh stra

Tich chon — Dé vai trd dugc sir dung va hién thi tai
5. St dung céc form lién quan; B tich chon — Dé vai tro khong
con hiéu lyc va khong hién thi tai form lién quan

; == Thém mdi . o R o o o
4. Kich - deé xac nhan viéc thém mdi ban ghi véi cac ndi dung da bién
tap. Kich de Xoa tat ca dir licu da nhép trén cac truong. Kich

m dé hily bo thém méi. Luru y: Cach sir dung céc chirc niang: Thém mgi
lién tiép, Sira bin ghi, xem théng tin bin ghi, xéa bin ghi, tim kiém béin ghi, An/

Hién ban ghi ngudi ding xem huéng dan st dung chi tiét tai_ Muc: 1. Cdc chirc

nang dung chung

> Ciu hinh quyén cho vai tro

e Muc dich: Sau khi thém méi vai trd, ngudi quan tri sir dung chic nang Phan quyén cho
vai tro dé gan quyén sir dung cac tinh ning trén hé thong theo timg vai tro twong Gng.
Quan tri cap cao dugc phép ciu hinh tit ca vai trd trén hé thong. Dbi v6i quan tri cip
don vi chi dugc xem vai tro dung chung va chinh stra vai tro sir dung riéng cho don vi
minh.

e Pé thuc hién thao tiac gan quyén: nguoi dung can thuc hién cic bude sau
1. Trén danh sach vai tro, ngudi dung chon vai tro can gan quyén

Quan Iy vai trd hé théng

STT Tén vai tro Mé ta @@l
46 Liixe Q ¢ @& ®end
45 Super admin Q ¢ #eerl
44 Lanh dao bé mon Q ¢ &eoud
43 vén thu khoa Q| ¢ 8@ @0
42 Tiép nhan Q¢ ve om0
39 thanh tra vien Q| ¢ e om0
39 Kiem thu Q ¢ & e end
38 vatro1 Q| ¢ |8 |@ w0
38 VAITRO 1 Q ¢ & @ om0
38 Vai r6 test Q| ¢ |8 |@ w0
«| Trang [ 1 rs[]@ Kétqua trén 1trang: 10 ~ / Tong sb: 54

2. Kich biéu tuong @ s& hién thi danh sach quyén trén hé thong
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Cap nhat quyén cho vai tro: Super admin

B béng tat cad [ M& tat ca

"[Il FdVvan ban dén

-] (Lich cong tac tuan
"[:I [Van ban di

--[:l Evan ban du thao
"[':I ECong vige

"[:I ELich lam viéc

--[:n EHG so tai lidu

-D EiThing bao

"[:I EBicu mau

-D B34t phang hop
-D Mot e

--D &0y quyén

-D E@Hé thong

--Cl EdThdng ké bdo cdo
"[:I ®avai trd theo chiFc vu
-D ELoai ho so tai iéu

=-C3 E@Théng tin dat bdo

3. Chon quyén can gan cho vai tro va sau do kich de hoan thanh vi¢c

gan quyén.
19.2 Chire danh
e Vai tro thue hién: Quén trj cap cao

e D¢ thyc hién céc thao tac nghiép vu, nguoi dung kich chon menu Quan tri H¢ théng,
chon Tai khoan/ Churc danh

» Thém méi chire danh

e  Muc dich: Hb tro tao méi chirc danh cho tirng don vi, phong ban hodc dung chung trén
toan hé thong, khi phat sinh thém chirc danh, quan tri cp cao str dung chirc ning thém
moi chie danh dé bd sung thong tin vao hé thng.

e Dé Thém méi chire danh, quan tri cép cao thuc hién cac budc sau:
1. Truy cap menu Quan tri hé thong va chon Tai khoan/ Chirc danh
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|
2. Trén man hinh danh sach, nguoi dung kich , chwong trinh hién thi

man hinh thém ma&i nhu sau:

Thém mdi chire danh

Té&n chifc danh * |

Bon vi/ phong ban* Chon don vi 0
Maé ta
P
ThiF tw 73
S0 dung

Thém ligntiép U

3. Nguoi dung nhap thong tin cac truong trén man hinh thém mdi chirc danh véi cac
truong thong tin nhu sau: (Luu ¥: Céc truong c6 dau * 13 truong bat budce phai nhap

dix liu)
STT Tén truong Muc dich - Luu y
1. Tén chtrc danh, Mo ta Nhap thong tin céc trudng co ban cua chirc danh
- Vi vai trd quan tri cap cao sé hién thi tat ca cic don
vi phong ban ctiia Trudong Pai hoc Mo - Dia chét
5 Pon vi - Vi vai tro quan tri cdp don vi chi hién thi cic phong

ban thudc don vi ctia nguoi ding dang thiét 1ap.
- C6 thé chon 1 hodc nhiéu don vi phong ban va kich
diu “x” dé bo chon.

< Tich chon — Pé chon tat ca don vi phong ban trong
3. Chon tat ca , ) .
danh sach don vi/ phong ban

Quyét dinh vi tri hién thi ban ghi trén danh sach chuc
4. Thu tu danh va cac form lién quan. Thong tin sé tu dong tang
va nguodi dung dugc phép chinh stra

Tich chon — DBé chirc danh dugc sir dung va hién thj
5 Sir d tai cac form lién quan; B¢ tich chon — Pé churc danh

. 0 dun ,
Hne khong con hiéu luc va khong hién thi tai form lién

quan

B Lvu
4. Kich - dé xac nhan viéc thém mdi ban ghi véi cac ndi dung da bién tap.

Kich deé Xoa tat ca dir liéu da nhap trén cac truong. Kich

dé hity bo thém méi. Luwu y: Cach str dung cac chirc ning: Thém mdi lién tiép, Siva
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ban ghi, xem théng tin ban ghi, x6a bin ghi, tim kiém ban ghi, An/ Hién bin ghi
nguoi dung xem hudng dan st dung chi tiét tai Muc: 1. Cic chive ning ding chung
> Phan quyén cho chirc danh

e Muc dich: Hd tro phan quyén (gan vai trd) cho chirc danh, nham muc dich giam thao
tac phan quyén cho ngudi ding, ngudi quan tri chi can chon chirc danh thi ngudi dung
s& ¢6 quyén tuong Ung.

e D¢ gan quyén cho chic danh, ngudi ding can thuc hién cac bude sau:
1. Trén danh sach chtrc danh, ngudi ding chon chirc danh cin gan quyén

Quan Iy chirc danh

STT Tén chive danh Vai tro

St dyng ® w0
1 Chi nhigm Chuyén vién Q¢ el
2 Uyvién Chuyén vién Q¢ e orlD
3 | Phé Chatich Lanh dao don vi Q¢ e er0d
4 | Pho trrdng phang hanh chinh LT_Trutng phong, Lanh dao phong ban, Lanh dao phang Hanh chinh, Quan tri hé théng Q¢ e enl
5 | Chitich Lanh dao don vi Q ¢ 8o o0
6 | Phé bithu Chuy&n vién, Lanh daoc phang ban, Lanh dao don vi Q¢ e ew0
7| Bith Lanh dao don vi Q ¢ |8eeE0
8 | admin Toan quyén hé théng, Van thu don vi, Lanh dao bd mén, Super admin Q ¢ #® e a0
9 | Chitich Hi déng Trugng Lanh dao don vi Q¢ meenl
10 | Chuyén vién phong hanh chinh tdng hop LT_Chuyén vién, Chuyén vién, Quén 1 hé théng Q ¢ |8 eoa0
][« rang [ 115 0] (1] Kétquatrén 1trang: 10+ Tong s6: 43

2. Kich biéu tugng % & hién thi danh séch quyén trén hé thong
Céap nhét vai tro cho chirc vu

Tén vai tro Mo ta
Toan quyén hé théng Co quyén trén tit ca cac chiic nng hé théng
LT_Can bé lwu tri¥
LT_L&nh dao lwu triF
LT_Chuyé&n vién
LT_Trw&ng phdng
LT_Can bé thu thap

LT_L&nh dao thu thap

LT_Lanh dac thu thap

Van thu don vi

O 00 0o o0 oo oid

Van thu phong ban

Chuyén vién

<]

L&nh dac phong ban

]

Lanh dao phéng Hanh chinh O

3. Chon quyén can gan cho chtrc danh va sau d6 kich

4.

dé hoan thanh viéc gan quyén.
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19.3 Quan ly ngwoi dung

e Vai trd thyc hién: Quan tri cip cao, Quan trj cdp don vi

e Dé thyc hién cac thao tac, ngudi dung kich chon menu Quan tri hé thdng, chon Tai
khoan/ Nguwoi dung.

» Thém méi ngwoi dung

e Muc dich: H tro thém mdi ngudi ding vao hé théng, quan trj cAp cao thuc hién thém
moi cac nguoi dung co vai tro quan tri tai tat ca don vi thude Truong DPai hoc M¢ - Dia
chét, sau d6 quan tri cép don vi vao hé théng thuc hién thém madi cac nguodi dung thude
don vi minh.

e D& Thém méi nguoi ding, quan tri vién can thyc hién cac budc sau:
1. Truy cip menu Quén tri hé thong va chon Tai khoan/ Nguoi dung

|
2. Trén man hinh danh sach, nguoi dung kich , chuong trinh hién thi

man hinh thém ma&i nhu sau:

Thém m&i ngwedi dang

Luru y: Céc trrémg c6 ddu = bét bube nhép théng tin
Tén truy cap* Tim Tén hién thi*
Bon vilPhong ban * Chon don vilphdng ban v Chire danh * Cheon chirc danh v
Vitri céng tac* Chon vi tri cong tac - Email *
Ngay sinh Gigitinh @ Nam O Nii

Bia chi Dién thoai

Di déng ThiF tw 69

Sir dung VICTtonhdt [
Kyjthiralénh [ Tén viét tit
Anh dai dién
Thém lién tiép O

3. Nguoi dung nhép thong tin cac truong trén man hinh thém mai nguoi dung véi céc
truong thong tin nhu sau: (Luu ¥: Cac truong c6 ddu * 13 truong bat budc phai nhap
dir liu)

STT Tén truwong Muc dich - Luu y
Tén hién thi, Ngay sinh,

1. | Dia chi, Di dong, Pién Tu dong hién thi theo Tén truy cap.
thoai, Gi6i tinh, Email

- Véi vai tro quan tri cap cao s& hién thi tt ca cac don
5 Pon vi/ Phong ban Vi p,h.(‘)ng ba}n Cfl:’:l Tr.uc‘ing bai hoc %\/I(j)x- D?a c,hét ‘

- Vi vai tro quan tri cap don vi chi hién thi cac phong
ban thudc don vi ctia nguoi dung dang thiét 1ap.
Quyét dinh vi tri hién thi ban ghi trén danh sach
3. Thu tu nguoi dung va cac form lién quan. Thong tin s€ tu

dong tang va nguoi dung dugc phép chinh stra
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Kich hoat/Ngtrng kich
hoat

Tich chon — Bé nguoi dung hoat dong va hién thj tai
cac form lién quan; B6 tich chon — Dé ngudi dung
khong con hiéu lyc va khong hién thi tai form lién

quan

5. Tén truy cap

La thong tin dé ngudi dung dang nhap vao hé thong.

Chinh la tén email

6. Chtre danh

Chirc danh dugc chon tuong tmg véi vai trd - quyén

han ctia nguoi dung do.

VTCT to nhat (vi tri chire
vu to nhit)

Pé xac dinh vi tri chirc vu cao nhat cia don vi, dé
dam bao nut trinh ky s€ khong hién thi vdi vi tri cap

cao nhat.

8. Anh dai dién

Ho tro ngudi dung chon anh ca nhan tir may tinh lén

hé théng

Luru
4. Kich - dé xac nhan viéc thém mdi ban ghi véi cac ndi dung di bién tap.

Kich dé Xoa tat ca dir liu da nhdp trén cac truong. Kich

% Déng

dé hity bo thém méi. Luu y: Cach sir dung cac chirc ning: Thém

mdi lién tiép, Siva ban ghi, xem thong tin bin ghi, xéa ban ghi, tim kiém bén ghi,

An/ Hién bin ghi ngudi ding xem huéng dan sir dung chi tiét tai Muc: 1. Cdc chiic

ndang dung chung

> Chuyén don vi cong tac

e Muc dich: HS tro chuyén nguoi dung sang cac don vi, phong ban khac nhau. Khi can

bd chuyén cong tac sang don vi hodc phong ban mai, ngudi quan tri cap cao dugce quyen

chuyén thong tin can bd sang tat ca phong ban, don vi tryc thudc Truong PDai hoc Mo -

Dia chat. Bi voi quan tri cip don vi chi duge phép chuyén thong tin can bd sang cac

phong ban thudc don vi minh.

e D¢ Chuyén don vi cong tac, quan tri vién can thuc hién cac budc sau:

1. Trén man hinh danh sach ngudi dung, tich chon nit g tai mot ngudi ding mudn

chuyén don vi cOng tac.

Bon vi Quan Iy ngui diing
Bong titcd @ MG tatca & Taiflemiuimport | B Import o liu + Thém chirc danh kiém nhigm Q Tim kiém

[ & Hé théng quan I van ban Ton hidn thi

[~ Trueng Dai hoc Md - Dia chét

s Trén Thanh Ha
B Hai déng trrong fan thann s
[ Ban Glam hiu N
Pham Thi Thanh Phuong
[ Véin phéng Bing - Boan thé
- [ B Sinh vién Duong Biie Binh
9

[ Trung tam Ngoai ngi - Tin hoc
B Ban khuyén hoo Bang Quang Tuyén

K Co diél P
& Khoa Co dién Nguyén Thi Anh Thu

[ Van phong Khoa

2. Hé thdng hién thi man hinh chuyén don vi cong tac nhu dudi day

Tén truy cip Bon vi/ phong ban

tranthanhhao.geo He thang quén Iy van
ban

phamthithanhphuong :;n‘“""g quan j van

duongducdinh Hé thang quan If van
ban

Hé théng quan Iy van

dangquangtuyen A

) He théng quan Iy van
nguyenthianhthu ban

Chirc danh

Phé Higu trudng

STT

Stz dyng

®o@ll

Q ¢ @& ee@0

Ou-# (#|% | @ @ @0

Q ¢ |#& @@ @0

Q ¢ B @ e@O

Q ¢ |#& @@ @0
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Cép nhat ngwdéi dang

Lwru y: Céc trudng c6 diu * bat bube nhép théng tin
Tén hién thi* Tran Thanh Hai Tén truy cép* tranthanhhao.geo
Ben vilPhéng ban * Hé théng quan Iy van ban v Chire danh * Phé Hiu trréng "
Vi tri cong tac* Lanh dao Bon vi v Email * tranthanhhao.geo@humg.edu.vn
Ngay sinh Gigitinh @ Nam O Ni¥
Dia chi Dién thoai 04 38385093
Di ddng 0985 460629 Thir tw 0
Str dung Ky thira 1énh O
VICTtonhdt [ Tén viét tat
pap

3. Nhép dit li€u vao cac trudong thong tin:
- Pon vi/ Phong ban: Chon thong tin don vi phong ban ma can bd chuyén dén
cong tac.

4., Kich ————— @€ xac nhan viéc chuyén d6i don vi cua can bo. Kich

2 Nhaplai [ , L % Donglai
de Xoa tat ca dir liéu da nhap trén céc truong. Kich de

hiy bo thém moi.
» Thém méi vai tro cho nguwoi dung
e Muc dich: Mot ngudi dung c6 thé kiém nhiém mot s6 chirc ning trén hé thong nhu
kiém nhi¢m quan ly dat phong, dat xe, thu vién tai liéu....
e Dé Thém méi vai tro cho nguoi dung, quan tri vién can thuc hién céac budc sau:
1. Trén man hinh danh sach ngudi dung, tich chon nut #* tai mot ngudi ding mudn
chuyén don vi cong tac.

Trang chd | Héthdng / Ngudi ding -
Donvi Quin Iy ngudi ding

BHong tétcd B & tatca & Taiflemduimport | @ mportdirlisu [| 4 Thém chirc danh kiém nhism

5}~ & Hé théng quan Iy van ban

Ten hién thi Tén truy cép Bon vil phong ban Chirc danh STT Siv dung ewall
[~ Truéng Pai hoc M3 - Dia chit .
5 . He théng quan lj van | oo 5
2 Ho abng ruéng Trén Thanh Hai tranthanhhao geo bin Phé Hiu trudng 0 [ ci ] ?;*u & @ @0
Ban Gim hié o ée a1 v
an Glam bicu Pham Thi Thanh Phuong phamthithanhphuong ::"""’"9”“3" iy van 0 [ cs] Q ¢ | eern
- B Van phong Déng - Doan thé
[ Héi Sinh vian Duong Bc Binh duongducdinh ::""'“"g”“"’" e 0 = Q¢ Baewal
[E] Trung tam Ngoai ngt - Tin hoc Ho i .
. 5 6 thing quan Iy van N J=
) Bon khuyén hoo Ding Quang Tuyén dangquangtuyen b 0 [ ci | Q ¢ [#aleesD
Khoa Co dié L T ) -
- & Khoa Co dién Nguyén Thi Anh Thu nguyenthianhthu ::"""’"”“a" 1y van 0 [cs] Q ¢ naewsn

2. Hé thong hién thi man hinh Thém méi vai tro cho ngudi dung nhu dudi day
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Céu hinh vai trd nguéi diung:

ID Tén vai tro Mo ta
3558 Lai xe
3558 Super admin
3555 Lanh dao bd mdén
2555 | van thw khoa
1555 | Tiép nhén
543 vatro 1
544 | VAITRO1
545 Vai tro test
_-"'ai trd test
546 nhan vien
547 vaitro 3
542 can bg thanh tra phang thanh tra
538 Theo ddi ty quyén
539 theo roi uy quyen
540 THEO DOI UY QUYEN HAU
a1 ct cong tac cong tac thang
537 Phé chénh thanh tra
536 Chanh Thanh tra
535 LT_Cau Hinh M4u Bao Cao
534 LT_Bao Cao Co S& Don Vi

533 Vai tro Lanh dao - Truyen thong

o000 00000000000 OO0 D OO

532 phong van thu

5N Chi thi coa NHNN Chi dao phang chfmg lut bdo O -

3. Nguoi dung tich chon vao céc vai tro trén man hinh:

. Cap nhét , N 2 gAs P,
4. Kich dé xac nhan viéc chuyén d6i don vi cua cén bd. Kich
de Xoa tat ca dir liéu da nhép trén cac truong. Kich de huy

bd thém moi.

> Reset mit khiu cho ngudi ding
e Muc dich: Cho phép ngudi quan tri c6 thé thuc hién reset lai mat khau ctia ngudi ding
vé mat khau mic dinh.
e Dé Reset mit khiau nguoi diung, quan trj vién can thuc hién cac bude sau:
1. Trén man hinh danh sach nguoi dung, tich chon nut 2 tai mot nguoi dung mudn
chuyén don vi cong tac.
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Trang chi | Héthéng / Ngudi ding Ao
Pon vi Quan Iy nguoi ding

B Dong thtcd @M tét cd & Taiflemuimport | [ Importdiiicu [ 4 Thém chirc danh kism nhism

1~ & Hé théng quan Iy vén ban

Tén hién thi Tén truy cap Bon vif phong ban Chisc danh STT Sip dung ®owad
E}- @ Truéng Bai hos M6 - Dia chét .
5 L Hethéngquanljvan | ..
i Ghog trung TrAn Thanh Hai tranthanhhao geo e Phé Hidu trudng 0 =R q}&m YA ol (]
Ban Gidm hig S

an lam sy Pham Thi Thanh Phuong phamthithanhphuang ::""'""9““” yvan 0 Q¢ naeesn
Van phong Bang - Boan thé Pham Thi Thanh Phugng
Héi Sinh vién Duong Birc Dinh duongducdinh HE thong quan I vén 0 Q¢ #a el

ban
Trung tam Ngoai ng - Tin hoc

BE B B

San khuyén b Pang Quang Tuyén dangquangtuyen :;""'""g“““" (e Q ¢ Ba®wal
.. B} Ban khuyén hoc
=} & Khoa Co dié L ‘ -
Bl Khoa Ca dién Nauyén Thi Anh Thu nguyenthiznhthy Do nengauantyvan 0 Q¢ naeenn
- B} Vén phong Khoa
- ) B mon Dién khi hoa L& Thi Thy Nga lethithuynga T 0 [cs Qs #aeweD
[E] BS mén K§ thuat co khi e g v v
=1 56 i K thut Bien - Dign 0 Hb Van Quan hovanquan h;" ong quany van 0 =R Q s Ba ees0
[ B mon K thust Bién - Bign ttr

2. Heé thdng hién thi man hinh Reset mat khau cho ngudi dung nhu duéi day

Cap nhat mét khdu nguwrdi ding

Tén hién thi Tran Thanh Hai
Tén dang nhap tranthanhhao.geo

Mat khéu *

3. Nguoi dung nhap mat khéu mac dinh mudn reset cho nguoi dung

. Cép nhét I A 2 2. ., , R
4. Kich dé xac nhan viéc chuyén d6i don vi cua can bd. Kich
de Xoa tat ca dir liéu da nhap trén cac truong. Kich de huy

bo thém moi.
» Thém chirc danh kiém nhiém

e  Muc dich: Khi can bd ki€ém nhiém cong tac tai nhiéu don vi, quan tri cép cao sur dung
chirc niang Thém chirc danh kiém nhiém dé gan thong tin ngudi dung vao cac don vi
khac nhau.

e Dé thuc hién thao tac thém chirc danh kiém nhiém, ngudi quan tri cap cao can thuc
hién cac budc sau:

=4 Thém chirc danh kiém nhiém

1. Trén danh sich nguoi dung, Kich nat man hinh

s€ hién thi giao di¢n nhu sau
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Thém chirc danh kifm nhiém

Luru y: Céc trirgng co déu * bat budc nhip théng tin

Tén ngwai dang * Nhép tir khda tim kiém
Blon vi* Hé théng quan Iy van ban "
Chirc danh * Chon chirc danh "

2. Nguoi dung nhap thong tin cac trudng trén man hinh thém méi ngudi dung c6 san
Vv6i cac truong thong tin nhu sau: (Luu y: Cac truong ¢ dau * 14 trudng bat buoc
phai nhép di liéu)
STT Tén truong Muc dich - Luu y
- Hb tro tim kiém tén hién thi cua nguoi dung da co

trén hé thong

1. Té uoi du X X
en nguot dung - C6 thé chon 1 hogc nhidu don vi phong ban va kich

dau “x” dé bo chon.

- Vi vai tro quan tri cap cao sé hién thi tat ca cac don
vi phong ban ctia Truong Pai hoc Mo - Dia chét

5 Do vi - Vi vai trd quan tri cap don vi chi hién tl}i cac phong
| ban thudc don vi ciia nguoi dung dang thiét 1ap.

- C6 thé chon 1 hodc nhidu don vi phong ban va kich
diu “x” dé bo chon.

3. Chirc danh Thay d6i chirc danh ciing nhu quyén ctia nguoi ding

trén hé thong
¢ A A Ao n JN n . eoqn ;, < , ﬂ Nhép |-ﬂ|
3. Kich Cap nhit dé xac nhan viéc thém mai nguoi dung c6 san. Kich

. . , % Thoat [ ,
de Xoa tat ca dir liéu da nhap trén cac truong. Kich - de huay bo thém méi.

» Import nguoi dung
e Muc dich: Import danh sach nguoi dung di c¢6 sin vao hé thong
e D¢ import ngudi diung, quan tri vién can thyc hién cac bude sau:

4. Trén man hinh danh sach nguoi dung, kich .

Trang chii | Hé théng | Ngusi ding 6
Bonvi Quan Iy nguéi diing

B Bong tatcd B M& tt cd + Thém chire danh kiém nhigm

- & Hé théng quén 1 van ban 3 Tén hién thi Tén truy cip Do vil phong ban Chisc danh STT S dung ®wg0

B3~ & Truéng Bai hoe Md - Bia chét - = S P P e

5. Nhap danh dach nguoi dung vao miu excel vira tai vé va kich

Import di¥ ligu
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Quan Iy ngwéi ding

& Tai file mu import [A Import di¥ ligu + Thém chirc danh kiém nhiém

Tén hién thi Tén truy cap BDon vil phong ban Chirc danh STT Sir dung L |

tpvpkhoacodien tpvpkhoacodien Van phang Khoa Trwdng phong 68 m Q¢ 8% @ e T

6. Ngudi dung chon file import vao hé thong:

Import dir liEu
File Import % Chon file dinh kém

=
7. Kich dé xac nhan. Kich de huy boé.

19.4 Nhom nguoi dl‘lng‘ ‘

e Muc dich: Khi can gui van ban hodc cong viéc cho nhi€u can b thudc cac don vi,
phong ban khac nhau ma khong can chon nhiéu 1an thi nguoi ding sir dung chirc ning
nhoém ngudi ding dé gom nhém ngudi dung trén hé thong.

e Vai tro thuc hién: Van thu don vi, Van thu phong ban, Quén tri hé théng

e DéNhém ngwoi dung, nguoi dung thuc hién cac budce sau:

5. Truy cap menu Quan tri hé thdng, chon Tai khoan/ Nhém ngudi diing

a
6. Trén man hinh danh sach, nguoi dung kich , chuong trinh hién thi

man hinh thém madi nhu sau:

Thém md&1 nhém nguwdri dang

Té&n nhém* |
Nguréri dung* Chon ngui ding
Thir tw 1
Sir dung
Mé ta

Thém ligntiép

7. Nguoi dung nhap thong tin céc truong trén man hinh thém mdi nhoém nguoi dung
v6i cac truong thong tin nhu sau: (Luu ¥: Céc truong co dau * 13 truong bit budc
phai nhap dir li¢u)

| STT ‘ Tén trwong ‘ Muc dich - Luu y
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5 Tén nhom nguoi dimg, M6 | La thong tin hién thi tai danh sach cac chirc nang lién
ta quan
- Vi vai tro quan tri cép cao,van thu sé& hién thi tit ca
ngudi dung trén hé thong
6. Nguoi dung - V6i vai tro van thu phong ban chi hién thi nguoi dung
thudc don vi minh
- C6 thé chon 1 hodc nhiéu don vi phong ban va kich
déu “x” d¢ bo chon.
Tich chon — Pé nhom ngudi dung duoc sir dung va
, hién thj tai cac form lién quan; Bo tich chon — pé
7. Str dung . g R e \ 1A .2
nhom nguodi dung khong con hiéu luc va khong hién
thi tai form lién quan
Quyét dinh vi tri hién thi ban ghi trén danh sach nhom
8. Thu ty nguoi dung va trén cac form lién quan. Thong tin s€ tu
dong tang va nguoi dung dugce phép chinh sura
8. Kich m dé x4c nhan viéc thém mai ban ghi véi cic ndi dung da bién tap.
Kich dé huy bo thém mai. Luu y: Cach st dung cac chirc nang: Thém
mdi lién tiép, Stra bin ghi, xem théong tin bin ghi, x6a bin ghi, tim kiém bén ghi,
An/ Hién béin ghi nguoi dung xem hudng dan sir dung chi tiét tai Muc: 1. Cdc chirc
nang dung chung
20 Danh muc
e Muc dich: La nhom chirc ning hd tro nguoi ding quéan 1y va tao ra cic danh myc ding
chung trén toan hé thong
e Danh muc gom cac chirc niing sau:
1. Danh muc
2. Co quan gui, nhan
3. Loai van ban
4. S6 vin ban
e Trén menu trai, kich chon Quan tri hé¢ thong/ Danh muc
20.1 Danh muc dong

Muc dich: Ho trg tao danh muc dong, khi cac form nhap lidu phat sinh thém céc trudng
thong tin dang combo, nguoi quan tri cip cao sit dung chtrc niang thém méi danh muc
dé dinh nghia tén truong ciing nhu dit liéu.

Vai tro thue hién: Quan tri cip cao

» Thém méi danh muc

e Dé Thém méi danh muc, quan tri vién can thyc hién cac budc sau:
1. Truy cap menu Quén tri hé théng, chon Danh muc/ Danh muc déng
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v
2. Trén man hinh danh sach, ngudi dung kich , chuong trinh hién thi

man hinh thém ma&i nhu sau:

Thém mdi danh muc

Liru y: Cac truomg co ddu *bat bubc nhép théng tin
Tén danh muc * |
Tén viét tit *
Chirc ndng sir dung * Chon chirc nang sir dung
ThiF tw 10

Si¥ dung

Maé ta

Thém ligntigp

3. Nguoi dung nhap thong tin cac truong trén man hinh thém mai danh muc voi cac

truong thong tin nhu sau: (Luu ¥: Céc truong 6 ddu * 1a truong bit bude phai nhap
dir liu)
STT Tén truwong Muc dich - Luu y
Tén danh muc, Tén viét
tat, Mo ta

Nhap thong tin céc trudng co ban cua danh muc

- Quyét dinh danh muc dang bién tip s& sir dung cho
cac chirc nang twong ung trén hé thong nhu: Vin ban
dén, Vian ban di, Du thao, Cong viéc, Chuong trinh
2. Chtic nang su dung cong tac, Xu 1y kién nghi

- Nguoi dung thuc hién nhdp té€n chic nang va kich
chon ban ghi

Quyét dinh vi tri hién thi ban ghi trén danh sach danh
3. Thua tu muc va cac form li€n quan. Thong tin s€ ty dong tang
va nguoi dung dugc phép chinh stra

Tich chon — Bé danh muc dugc sit dung va hién thi tai
cac form lién quan; Bo tich chon — bé danh muc
khong con hi¢u luc va khong hién thi tai form lién
quan

4. Kich dé xac nhan viéc thém méi ban ghi véi cac ndi dung da bién tap.

Kich de Xoa tat ca dir liéu da nhap trén cac truong. Kich

dé hay bo thém méi. Lwu y: Cach sir dung céc chirc nang: Thém mdi lién tiép, Sira
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bdn ghi, xem thong tin bin ghi, x6a bin ghi, tim kiém ban ghi, An/ Hi¢n bén ghi
nguoi dung xem hudng dan str dung chi tiét tai Muc: 1. Cic chirc ning ding chung
» Thém méi dir liéu cho trwong théng tin

e Dé Thém méi dir liéu cho trwong thong tin, quan tri vién can thuc hién cac bude
sau:

1. Sau khi thém méi thanh cong danh muc, ngudi ding kich vao phan thong tin dugc
highlight (tén danh muc)

2. Trén man hinh danh sach dir liéu, nguoi dung kich , chuong trinh

hién thi man hinh thém ma&i nhu sau:

Thém mdéi Danh muc gia tri

Liru y: Céc truomg c6 ddu = bat bubc nhap théng tin
Tén danh muc gid tri* |

Tén viét tat *

Ma ta
e
Thir tw 1
Si¥ dung

Thém ligntiép U

3. Nguoi dung nhap thong tin cac truong trén man hinh thém mai dir li€u cho danh
muc voi cac trudng thong tin nhu sau: (Luu y: Cac trudong ¢ ddu * 13 truong bat
budc phai nhap dir li¢u)

STT Tén truwong Muc dich - Luu y
1 Tén danh muc, Tén viét Nhép thong tin cac truong co ban cua danh muc gia
© | tat, Mo ta tri

Quyét dinh vi tri hién thi ban ghi trén danh sach di
2. Thu tu li¢u danh myc va céc form lién quan. Thong tin sé tu
dong tang va nguoi dung dugc phép chinh sua

Tich chon — Dé dit liéu danh muc duoc st dung va

3 Sir d hién thj tai cac form lién quan; Bo tich chon — Dé dix
: U dun \

Hng liéu danh myc khong con hiéu luc va khong hién thi

tai form lién quan

i B Lru g
4. Kich - dé xac nhan viéc thém ma1 ban ghi voi cac ndi dung da bién tap.

Kich dé Xoa tat ca dir liéu da nhap trén cac truong. Kich

dé huly bo thém méi. Lwu y: Cach sir dung cac chirc nang: Thém mdi lién tiép, Siva
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bdn ghi, xem thong tin bin ghi, x6a bin ghi, tim kiém ban ghi, An/ Hi¢n bén ghi
nguoi dung xem hudng dan str dung chi tiét tai Muc: 1. Cic chirc ning ding chung

20.2 Co quan giri, nhan ,
e  Muc dich: Khi phat sinh thém co quan gui - nhan van ban, ngudi quan tri cap cao sé su
dung chtrc ning thém moi co quan giri nhan dé bd sung thong tin vao hé thong.
e Vai trd thyce hién: Quan tri cip cao
Pé Thém méi Co quan gi nhan, quan tri vién can thuc hién céc bude sau:
Truy cip menu Quan tri hé théng, chon Danh muc/ Co quan giri nhin

2. Trén man hinh danh sach, nguoi dung kich , chuong trinh hién thi

man hinh thém maéi nhu sau:

Thém méi co quan giri, nhan

Tén co quan * |
Tén viét tat *
Thir tur 774
Mo ta
A
Si¥ dung

O

Thém lién tiép

2 apis | = o

3. Nguoi dung nhap thong tin cac truong trén man hinh thém méi co quan gui nhan

v6i cac truong thong tin nhu sau: (Luu y: Céac truong c6 ddu * 1a truong bit bude

phai nhap dir liéu)
STT Tén trudong Muc dich - Luu y
1 Tén noi co quan gui, nhan, | Nhap thong tin cac trudng co ban clia co quan gui
" | Tén viét tat, Mo ta nhan

Quyét dinh vi tri hién thi ban ghi trén danh sach co

2. Thu tu quan gui nhan va cac form lién quan. Thong tin s€ tu
dong tang va nguoi dung dugce phép chinh sura
Tich chon — Bé co quan gui nhan dugc st dung va

. hién thi tai cac form lién quan; B¢ tich chon — bPé co

3 Str dung e A o A A R
quan gui nhan khong con hi¢u lyc va khong hién thi
tai form lién quan

4. Kich dé x4c nhan viéc thém moéi ban ghi voi cac ndi dung da bién tap.

Kich de Xoa tat ca dir liéu da nhap trén cac truong. Kich

dé huly bo thém méi. Lwu y: Cach sir dung cac chirc nang: Thém mdi lién tiép, Siva
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bdn ghi, xem thong tin bin ghi, xéa bin ghi, tim kiém bin ghi, An/ Hién ban ghi
nguoi dung xem hudng dan str dung chi tiét tai Muc: 1. Cic chirc ning ding chung

20.3 Loai van ban
e Muc dich: Khi phét sinh thém loai vin ban méi, ngudi quan tri cip cao s& st dung chirc

nang thém maoi loai van ban dé bo sung thong tin vao hé thong.
e Vai tro thuc hién: Quan tri cap cao
e D¢ Thém méi loai van ban, quan tri vién can thyuc hi¢n cac budc sau:

1. Truy cap menu Quén tri hé thong, chon Danh muc/ Loai vin ban

|
2. Trén man hinh danh sach, nguoi dung kich , chuong trinh hién thi

man hinh thém madi nhu sau:

Thém mdi loai van ban

Tén loai van ban * |

Tén viét tat
Loai* Van ban dén -
ThiF tw 28
Si¥ dung
Mé ta

Thém lién tigp

21 e

3. Nguoi dung nhép thong tin cac truong trén man hinh thém méi loai van ban véi cac

truong thong tin nhu sau: (Luu : Céc truong c¢6 ddu * 1a truong bit budc phai nhap

dir ligu)
STT Tén truong Muc dich - Luu y
Tén loai van ban, Tén viét . .
1. it M ; t” Nhép thong tin céc trudng co ban cua loai van ban
at, Mo ta

- Quyét dinh loai vin ban dang bién tap sé& sir dung cho
cac chirc ning tuong (mg trén hé thong nhu: Vin ban
2. |Loai dén, Vin ban di

- Nguoi dung thuc hién nhap tén chirc ndng va kich
chon ban ghi

Quyét dinh vi tri hién thi ban ghi trén danh sach loai
3. Thu tu van ban va céac form lién quan. Thong tin sé& ty dong
tang va nguoi dung duogc phép chinh stra

4 Sir d Tich chon — Pé loai van ban duoc st dung va hién thi
. u aun ., N " I [ ,
Hne tai cac form lién quan; Bé tich chon — D¢ loai van ban
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khong con hiéu luc va khong hién thi tai form lién
quan

B Liru
4. Kich - dé xac nhan viéc thém mai ban ghi vdi cac ndi dung da bién tap.

Kich de Xoa tat ca dir liéu da nhap trén cac truong. Kich

dé hay bo thém méi. Lwu y: Cach sir dung cac chirc nang: Thém mdi lién tiép, Sira
bén ghi, xem thong tin bin ghi, xéa bén ghi, tim kiém bén ghi, An/ Hién bén ghi
ngudi dung xem hudng dan st dung chi tiét tai Muc: 1. Cic chirc ning ding chung
20.4 S6 vin bin 7
e  Muc dich: Khi phat sinh thém s6 van ban, quan tri don vi s€ str dung churc ndng thém

moi sd vin ban dé bd sung thong tin vao hé thong.
e Vai tro thuc hién: Quan tri don vi
e Dé Thém méi so vin ban, quan trj vién can thuc hién céc bude sau:
Truy cap menu Quan tri hé théng, chon Danh muc/ S6 viin ban

2. Trén man hinh danh sach, nguoi dung kich , chuong trinh hién thi

man hinh thém ma&i nhu sau:

Thém méi s6 van ban

Tén sd van ban* |

Bonwi * 0
Loai van ban * Chon chirc nang .
Ma ta
A
ThiF twr 100
S0 dung

Thém ligntidgp [

M Luu = Nhap lai ¥ Thoat

3. Nguoi dung nhap thong tin cac treong trén man hinh thém mai s6 van ban voi cac

treong thong tin nhu sau: (Luu ¥: Cac trudng c6 ddu * 13 trudng bat budce phai nhap
dir liu)
STT Tén truwong Muc dich - Luu y
Tén s6 vin ban, Mo ta,

1. Coe Nhap thong tin cac trudng co ban cua s6 van ban
Loai van ban
) - Vi vai tro quan tri cap cao s€ hién thi tat ca cac don
2. Pon vi

vi phong ban ctia Truong Pai hoc Mo - Dia chét
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- Véi vai tro quan tri cép don vi khong dugc chon thong
tin cua truong Pon vi

- C6 thé chon 1 hodc nhiéu don vi phong ban va kich
dau “x” dé bo chon.

- Quyét dinh loai vin ban dang bién tip s& sir dung cho

cac chirc ning tuong (mg trén hé thdng nhu: Vin ban
3. Chtrc nang dén, Vin ban di

- Nguoi dung thuc hién nhap tén chuc nang va kich
chon ban ghi

Quyét dinh vi tri hién thi ban ghi trén danh sach so
4. Thu ty van ban va cac form lién quan. Thong tin s& tu dong
tang va nguoi dung dugc phép chinh stra

Tich chon — D¢ s6 van ban dugc st dung va hién thi
tai cac form lién quan; Bo tich chon — D¢ s6 van ban

> Sur dung khong con hiéu lyc va khong hién thi tai form lién
quan
Tich chon — Dé s6 vin ban 1a s6 mat, khi nhap van
ban chi duoc nhap mot sb truong va chuwong trinh s&
oz yéu cau chon thong tin tai truong D6 mat 1a: Mat, Téi
6. La s6 mat

mat, Tuyét mat
Bo tich chon — Pé s6 van ban dang bién tap 14 s6
truong

4. Kich - dé xac nhan vi¢c thém ma1 ban ghi voi cadc ndi dung da bién tap.

Kich dé Xoa tat ca dir liéu da nhép trén cac truong. Kich

dé hay bo thém méi. Lwu y: Cach sir dung céc chirc nang: Thém mdi lién tiép, Sira
bén ghi, xem thong tin bin ghi, xéa bin ghi, tim kiém bén ghi, An/ Hién bén ghi
ngudi dung xem hudng dan st dung chi tiét tai Muc: 1. Cic chirc ning ding chung

21  Log hé théng

e Muc dich: HJ tro nguoi quan tri theo ddi ndi dung cong viéc ciing nhu thoi diém
thao tac cla tat ca nguoi dung trén hé thong. Dbi véi vai tro quan tri cp cao duoc
xem va tim kiém nhat ky thao tac ctia tit ca don vi, phong ban trén hé thong. Vai tro
quén trj cap don vi chi xem va tim kiém nhét ky thao tac ctia ngudi dung thuc don
vi minh.

e Vai tro thwe hién: Quan trj cap cao, quan tri cap don vi

> Tra ciru nhit ky hé théng
e Dé tim kiém, nguoi dung can thuc hién cac budc sau:
1. Nguoi dung truy cap vao Quan tri h¢ thong/ Nhat ky hé thong

2. Trén danh séch ban ghi, kich.
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3. Chuong trinh mé ra man hinh Tim kiém, nguoi dung nhap tiéu chi 1 hodc két
hop cac tiéu chi tim kiém.

Q Tim kiém @ Xudt Excel

£ e

4. Sau d6 kich Chuong trinh thuc hién tim kiém va hién thi danh
sach két qua twong tmg véi tiéu chi da nhap. Kich biéu tugng X6a @ dé x6a bt
thdéng tin trén danh sach

> Xuét nhit ky hé théng ra file excel
o Dé xuit excel, nguoi dung can thuc hién céc budc sau:
1. Nguoi dung truy cip vao Quan tri hé thong/ Nhat ky hé thong

o [B] Xuét Excel . .
2. Trén danh sach ban ghi, kich dé xuat tat ca nhat ky trén danh

séch

22 Céhu hinh hé théng

e Muc dich: Khi ¢6 nhu cau ciu hinh théng tin may chi giri email, sms dé giri thong tin
trén hé thong, nguoi dung sir dung chirc nang cdu hinh sms, email dé thiét 1ap thong tin.
e Vai trd thyc hién: Quan tri cip cao
Pé CAu hinh sms, email, quan tri vién can thuc hién cac budc sau:
Truy cdp menu Quan tri hé théng/ Cau hinh hé théng/ Ciu hinh sms, email

2. Trén man hinh danh sach, nguoi dung kich , chuong trinh hién thi

man hinh thém ma&i nhu sau:
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Thém méi Cau hinh Sms, Email

Lirw y: Cac truomg co ddu * bat bube nhép théng tin

Tén céu hinh -
Tén truy cdp *
Cdng

Mat khéu *

May chd gt email *
Wy

Url anh

Thém ligntiép 1

3. Nguoi dung nhap thong tin cac trudng trén man hinh cdu hinh sms, email vdi cac
truong thong tin nhu sau: (Luu ¥: Céc truong c6 ddu * 1a truong bit bude phai nhap

dir liu)
STT Tén truwong Muc dich - Luu y
1. Tén cu hinh Thong tin tén cta cAu hinh (VD: Email, SMS)

” Tén ¢ R Xac dinh thong tin dia chi email hoic s6 dién thoai thuc
. €n truy caj A ) . . - A a1 A
y c@p hién gtri email hodc sms trén h¢ thong

3. Cong La thong tin cong cua dia chi email

, La thong tin mat khau cta dia chi email thuc hién gui
4. | Mat khu o OTE Hn 1T ' Fehlen g
trén hé thong

) ) La thong tin may chu cta dia chi email thyc hién gir
o. May chu gtri email . 5 p Y i : \0 e
trén hé thong

6. Url La dia chi web services danh cho cau hinh guri sms

La thong tin duong link ctia &nh baner cua don vi gui

7. Url anh .
email

B Lwu
4. Kich - dé xac nhan viéc thém mdi ban ghi vaoi cac ndi dung da bién tap.

Kich deé Xoa tat ca dir liéu da nhap trén cac truong. Kich

dé huly bo thém méi. Lwu y: Cach sir dung cac chirc nang: Thém mdi lién tiép, Siva
bdn ghi, xem thong tin bin ghi, x6a bin ghi, tim kiém ban ghi, An/ Hi¢n bén ghi
ngudi ding xem hudng din st dung chi tiét tai Muc: 1. Cdc chikc ning ding chung
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