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1 GIOI THIEU

1.1  Muc dich va y nghia cia tai li¢u

Tai liéu nay dugc xdy dung nham hudng din nguoi dung hiéu va st dung duogc cac chire
nang ctia hé théng phan mém quan 1y so tay Pang vién tai cac don vi to chiic.
1.2 Pham vi ap dung

- Pham vi ap dung cia tai liéu: Tai liéu ndy ap dung cho hé théng phan mém quan Iy
s6 tay Pang vién danh cho d6i tuong nguoi dung bao gém cac chirc ning

° Dang ky tai khoan

° Hb so Pang vién

o Quan 1y tai khoan

° Cong viéc dugc giao

° Sinh hoat chi bd

° Danh sach cudc thi

° DPong gop v kién

) Hoc tap nghi quyét

o Khao sat — 1y y kién

° Danh ba

1.3  Quadn ly cong viéc

° Sinh hoat chi bd

° Lich lam viéc

° Khao sat

° Van kién- Tai li¢u

° Trao dbi

° Nghiép vu cong tac xay dung Pang

° Ghi chu c4 nhan

° Chuyén dé sinh hoat
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- boi tuong st dung tai liéu: Tai li¢u nay dung cho nguoi dung

1.4  Cac thuit ngir viét tat

Thuat ngir Dinh nghia Ghi chu

1.5  CAu tric tai liéu

Tai lidu nay bao gdm 4 phan dugc b tri nhu sau:

Phan 1: Gi6i thiéu muc dich y nghia cua tai li¢u, pham vi ap dung, cac thuat ngir va ciu
trac tai liéu, ddi tuong sir dung.

Phan 2: Tong quan vé san pham

Phan 3: Gidi thidu cac chirc nang cua hé thong

Phéan 4: Hudng dan sir dung cac chirc ning di néu trong phan 3

2 TONG QUAN VE SAN PHAM

2.1 Tong quan vé san pham

Hé théng phan mém quan 1y s6 tay Dang vién dugc trién khai phuc vu viéc quan 1y Pang
vién, cac don vi to chirc Pang d& dang, nhanh chéng, thay thé phuong phap thu cong
truyén thong hién tai. Dong thoi hé thong cho phép cac quan tri cac don vi t6 chic c6 thé
tmg dung hé théng phuc vu cong tac quan Iy nghiép vu ctia minh nhu: Quan 1y tai khoan,
t6 chtrc Pang, hd so Pang vién, quan 1y vin ban — tai liéu, quan 1y giao viéc,... Nho viéc
tmg dung phan mém giup cac don vi to chirc Pang khong phai dau tu kinh phi dé trang bi

phan mém quén 1y cho cdc co quan quan 1y nha nuwdc mot cach dé dang, thuan tién.
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2.2 Piu méi hd tro, hwéng din sir dung
- Trong qua trinh thuc hién, cac van dé vé thao tac lién quan dén san pham/img dung,
ngudi ding lién hé dén dau mbi sau:
- Trung tdm CSKH — Viettel
- Dién thoai: 19008098-nhanh 2
- Email: cskh_gpdn@yviettel.com.vn
2.3  Cac ngi dung khac
- Déi v6i nhitng ndi dung bt budc nhép liéu duoc biéu hién bang ky hiéu dau (*).
- Yéu cau t6i thiéu dbi voi nguoi str dung: Ngudi sit dung phai biét st dung may

tinh, hiéu dugc quy trinh nghiép vy, céc tinh nang ctia phan meém.

3 GIOI THIEU CAC CHUC NANG

STT Chirc nang Mo ta Poi tugng sir
dung

1 H6 so Dang vién Chinh stra thong tin ho so Nguoi dung

2 Pong gop ¥ kién Thuc hién dong gop ¥ kién Nguoi dung
dén cac don vi quan ly

3 Hoc tap nghi quyét Tham gia hoc tip nghi quyét- | Ngudoi dung
liy y kién

4 Danh ba Hién thi danh sach ban be, Nguoi dung

danh sach 161 moi két ban

5 Cong viée dugc giao Xem chi tiét cong viéc, bao Nguoi dung

cdo, phan hoi cong viéc

6 Sinh hoat chi by Phan 4nh sinh hoat, xem bao | Nguoi dung

cdo sinh hoat, tai xudng tai

lidu
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7 Lich lam viéc Xem lich cong viéc, lich sy Nguoi dung
kién

8 Khao sat — lay y kién Tham gia khao sat, tai tai liéu | Nguoi diung

9 Van kién tai liéu Xem chi tiét thu muc, tai liéu, Nguoi dung
d4nh dau thu muc, tai liéu
quan tam

10 Trao doi Thém tin nhan, thém nhém Nguoi dung
chat, tim kiém moi nguoi.

11 Danh séach cudc thi Tham gia lam bai thi Nguoi dung

12 Hoc tap nghi quyét Xem chi tiét hoc tap nghi Nguoi dung
quyét, tai xudng tai liéu

13 Ghi chu ca nhan Thém moi, stra, x0a, tai Nguoi dung
xudng tai liéu

14 Chuyén dé sinh hoat Tai xudng tai liéu Nguoi ding

15 Quan 1y tai khodn HO6 so tai khoan , d6i mat Nguoi dung

khau
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4 HUONG DAN SU DUNG CAC CHUC NANG HE THONG
4.1 Dang ky tai khoan
Budc 1: Nguoi dung mé mot trinh duyét bat ky. Truy cap vao Hé théng quan 1y so tay

Dang vién

A \ s6TAY DANG VIEN

€ Trang chi [ T5 chirc Ding b Thii Nguyén ] Hoat déng Dang bg ~ [E, Chuyén dé sinhhoat Kham pha 3D  Dong gép ¥ kitn

Tin néi bit

1101 myh] Tinh fy Bde Thdt (1S - 17/7/1€87)

it ad chinh sfich vé plhén phet Lo tifing
28 md mit bute v cr dif quin If vi
i o sim =i [l desnli
T3 ¢irte <l g Thye 1w AYing ngmytn (e
Hp tmy M bt Wfimg nlieh

TIN MO

\_‘_?‘-u Trye tuyén: Khai mac Ky hop thir hai, Hgi déng nhan dén

o Thdi Nguyan knda XV, higm kj 2021 - 2028

op thir b H6i ddng nhan dan
V. ér Ky 2021 - 206 8 duoe

SO TAY DPANG VIEN

Dang nhap

Ban chura nhap tén dang nhap hoac 56 dien thoai

a) N

B3n chira nhdp MATKRAG

Ghi nhé mdt khiu Quén mat khiu?

Béng nhap
e :

wra o6 i khodn)

Budc 3: Hién thi man hinh dang ky tai khoan. Nhap day du cac truong thong tin, trong do

cac truong co dau (*) 12 bat budc nhép.

10
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Pang ky tai khoan

Anh thé Bang vién (=) %6 thé Dang vign [ )
Chon tép | Chwra co tép nao dugc chon

Howatén( =) Mgay sinh (=)

54 dién thoai | * Qué quan *)

M3 xac thuwe (5 ) MNgay vao ©ang ([ * )

l Mhap ma xac thrc Mhin ma xac thure &

Ban chwa nhap ma xac thue

. MNgay vao 2ang chinh thire { * )
Mat khau ( * )

| l ;

Ban chwa nhap mat khau Meoi cap thé Bang { * )

Mhap lai mat khdu ( *)

Mai sinh hoat ©ang

Bang bd (=) Mei sinh hoat 23dng (%)
- Chon ©ang bo -- - — Chon dom vi - o
Bon vi cong fac
Bon vi cdng tac Chirc vu noi cdng tac Hanh ddng
— Chon don vi -- - -- Chon chirc vu - v u

Thém

Béng vién cw trl

T4i 95 doc va dbng ¥ v&i thaa thudn =i dung.
Biang ky

€ Quay lai tfrang chi

Trong d6 1 s thong tin duoc 14y tir thé dang khi up thé 1én:
+ Anh thé dang vién: Tai 1én ding anh thé dang vién dé ldy duoc thong tin ca nhan
+ Ho va tén: Tu dong léy theo anh thé

11
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+ M s6 thé Pang: Tu dong lay theo anh thé

+ Ngay sinh: Tu dong iy theo anh thé

+ Qué quan: Ty dong lay theo anh thé

+ Noi cip thé Pang: Ty dong 14y theo anh thé

+ Ngay vao Pang: Tu dong lay theo anh thé

+ Ngay vao Dang chinh thirc: T dong ldy theo anh thé

Lueu ¥: S6 dién thoai chinh la tai khodan dé ding nhdp vio hé thong

4.2  Ping nhap vao hé thong

Budce 1: Nguoi dung mé mét trinh duyét bat ky. Truy cip vao Hé théng quan 1y sb tay
Dang vién

Budc 2: Tai trang chi> Click dang nhap> Sir dung tai khoan va mat khau da dang ky hoic

dugc co quan chirc nang cung cap dé nhép vao 6 “Tai khoan” va “Mat khau”

SO TAY DANG VIEN

Pang nhap

=]
=)

Ban chuwra nhap tén dang nhap hoac so dién thoai

C 3

Ban chuwra nhap mat khau

Ghi nhé mat khéu Quén mét khdu?

Ban chua cd tai khoan? Ding ki

Budc 3: Click Pang nhap dé hoan tat viéc ding nhap vao hé thong.

12
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4.3  Quan ly Tai khoan
4.3.1 Chinh sira thong tin tai khoan
Budc 1: Pang nhap tai khoan vao hé théng > Click Tén tai khoan

-
() Trang chi  Cociuté chire -~ [F] Hoat ddng Dang bs - Chinh quyén ~ [, Hoat dong cic Ping bé tre thude - H Bh ©Taikhodn @

Tin néi bat Chao ban: Tai khodn Dang vién

l Sotay
VIDEO FE I Bng xudt
SO TAY DANG VIEN
| Heé théng 16 chirc Dang

| Quan i céng vie

7 Phim tai lieu
£l |\/énk\én—Ta\ liéu Dang
S

| Danh ba

z | Hoi nghi Ban Thwong
1 vu Tinh dy I3n thir 1... | Trao abi

| Déng gép ¥ kién

BFTE DAy nhanh tién db 13p
quy hoach tinh | Léy ¥ kién

> 0:00/341 D i | Khdo sat
PR Cono an tinh dy
W nhanh tién do hoan... | Hr6ng déin s dung
I
TIN M6
1.163 dang vién dwoc trao tang, truy tang Huy hiéu Bang
dot2-9
21/110/2021 1 09:35
Dip 2-9 nam nay, toan finh ¢6 1.163 dang vién duoC trao
tang, truy tng Huy hiéu Ding
Pha ng vién: Nhiéu khé khin cin thdo g&
9 2111 22
4 Nghi quyét Dai héi dai biéu Dang b tinh [An thir XX, nhigm ky = = A
£ 2020 2025 KHONG CO ANH

Budc 2: Click Menu Quan 1y tai khoan > Click H6 so tai khoan > Chinh sira day du thong

tin > Click Luu lai thyc hién chinh stra Hd so tai khoan thanh cong

6 tay Ho so tai khoan ¢
©  Quin i tai knoan
® Ho va tén *
B HO so taikhodn, NGUYEN THI THU PHU'ONG 36
(S #  Dbimatkndu E N
Dién thoai -
E H6so pang vien 0981704936

7= cong viéc duoc giao
Email Thay i anh

45
B s sinnoatening
6 Dung Irong file 6i da 5 MB
= Hoc tap ngnt quyét o Dinh dang: JPEG, PNG, .JPG, .GIF, .BIMP
Gi6i tinh
(=) o Nam ) Nif
BB Dann sach cude thi
B Ngay sinh
»

& «ndosat- I3y y kién
1 v 5 v 2003 v

@ 5ong gop § kién
. iachl
B Taeu
\ Ba BinN - HANOI
Lieh tam viéc
E} Dannoa

4.3.2 D6i mat khiu
Budc 1: Pang nhap tai khoan vao hé théng > Click Tén tai khoan
Budc 2: Click Menu Quan 1y tai khoan > Click P6i mat khau > Nhap diy du cac truong

thong tin > Click Luu lai thyc hién d6i mat khau thanh cong

13
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= E SO TAY DANG VIEN & o0 -

nm\, Sotay > Quan Iy tai khoan > Dbi mat khau

© Quan Iy tai knoan -

Mat khau cii () =
B HO so tai knodn
PRV Mat kndu méi (%) =
P Ddi mat khiu
) H6 0 Dang vien \ Nhap lai mat khdu () =
7= Cong viéc duoc giao Luu lai

Luuy Hly
'1  IMat khdu moi c6 do dai tdi thidu 8 ky tu
#&% sSinn hoat chi b + Mat khau phai bao gém ca chiF hoa, chi¥ thiséng, s6 v ky tur G3c biét
P ——— v Knong i en cng nzp noge emall
/I3t khdu MG knéng GoC 04t I Demo@123, 1234563A@, 123456783A@
BB Dann sach cude thi

B Kndosat- 14y y kién v

@ 26ng gop ¥ kin 2
B Taie v

Lich lam viéc

B pannva

2 Traoadi

I Ghicnicannan

Don viquan Iy

4.4 HO so Pang vién

4.4.1 Cap nhat anh thé Dang vién (Doi voi Dang vién du bi)

Budc 1: Bang nhap tai khoan Dang vién du bi
Budce 2: Click Ho so Bang vién> Click nit Cap nhat anh thé
Budc 3: Hién thi man hinh cap nhat anh thé Pang vién. Thuc hién tai anh 1én va nhép cac
truong thong tin bat bude

Cap nhap anh thé Bang

Anh thé Dang vién ( )

Khéng cd tép nao duoc chon

M3 sé the Bang { *) Hovatén(™) Ngay sinh ( * )

Bia chi thurdng tra

Noi cip thé Dang (7 )

Mgay vao Dang { *)

Ngay vao Dang chinh thirc ()

Budc 4: Click Luu lai dé hoan thanh viéc cip nhat

14
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4.4.2 Thong tin co ban
Budc 1: Dang nhap tai khoan Pang vién
Budc 2: Click Tén tai khoan > Hd so Pang Vién
Budce 3: Tai tab Thong tin ca nhan > Click icon chinh stra

NGUYEN THI THU PHU'ONG 36

S6 thé Pang vién: 95642 Nei sinh hoat Chi bd tryc thudc 13
Ngay sinh: 01/05/2003 6 dién thoai: 0981704936 Email: chwra cap nhat

Thay anh YYéu cAu cap nhat sb thé Dang vien, s dién thoai

Tong quan  Théng tin canhan  Van ban - tailiégu Dangvién cwtra  Dang vién tw kiém diém

Théng tin co ban

Ho va tén: NGUYEN THI THU PHUYONG 26 $6 CMND/CCCD:

$6 thé Dang vién: 95642 Ngay cap CMNDICCCD:
Ngay vao Dang: 07/05/2022 Nei cdp CMND/CCCD:
Ngay vao Dang chinh thire: 07/05/2022 Ngay hét han CMND/CCCD:
Noi cép thé Pang: nn

Noi sinh hoat: Chi bd truc thude 13

Chike vu Dang: Bang vién - Chi bd truc thude 13

Gidi tinh: N

Ngay sinh: 01/05/2003

6 dién thoai: 0981704936

Qué quan: Ba Binh - Ha Néi

Nghé nghiép:

Gap nhdp anh thé Dang

Budc 4: Hién thi man hinh chinh stra thong tin co ban. Thuc hién chinh stra thong tin,

trong d6 dau * 13 truong bat budc

15
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Ho va tén *

NGUYEN THI THU PHUFONG 36
56 thé Ddng vién *

95642

Mgay vao Dang *
07052022 B

Mgay vao Dang chinh thirc *
074052022 ]

Noi cap thé Bang *
hn

Gigi tinh

Mam | NiF

Mgay =inh =
01052003 [

Cué quan *
Ba Binh - Ha Nai

58 dign thoai *

0981704936

Moi sinh hoat dang =

Bangbd(*) INoi sinh hoat Bang (7 )

- Chon domvi - -

Bon vi cdng tac Dang

Bon vi cng tac Bang Chire vu nod céng tac Bang Hanh déng

— Chon chire vy — - n

S5 CMNDICCCD
Mgay capMgay hét han CMNDICCCD
Moi cép CMNDVCCCD

Mghé nghigp

Budc 5: Click Luu lai dé hoan thanh viéc chinh sira thong tin co ban
4.4.3 Thong tin khac

Budc 1: Bang nhap tai khoan Bang vién

Budce 2: Click Tén tai khoan > Ho so Pang Vién

Budc 3: Tai tab Thong tin ca nhan > Click icon chinh sura thong tin khac

16
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= E SO TAY DANG VIEN & | v

wue quan:

s6tay Nghé nghiép:

©  Quan Iy tai khodn ~

7= Cong viéc duoc giao

Quéc tich: Dia chi thwong tri:
&% sinh hoat chi b

Dan toc: Trinh d6 van héa:

T Hoc tap nghi quyét S s 5
Tén gido: Trinh d6 hoc van:
B8 Danh sach cudc thi Tinh trang hén nhan: Email: qlavtinhtn@gmail.com
fi  Knaosat-1dy y kién - Ly luan chinh tri:
@ B6ng gopy kién
B e M Qua trinh cong tac
Lich 1am viec
STT Ngay hiéu lvc Loai diéu chuyén Chirc vy Phéng ban Noi lam viéc Hanh déng
Danh ba
1 1410112022 LoaiA Phéng hanh chinh VHY V|
Trao déi

Ghi chil ca nhan
Téng s6 ban ghi: 1 | 20/trang «

iowolom

Budc 4: Hién thi man hinh chinh stra thong tin khac. Thyc hién chinh stra thong tin, trong

d6 dau * 13 truong bat bude

Qudc tich
— Chon quﬁctich -
Dan téc
Tén gido
Tinh frang hdn nhan
Bdc than
Trinh d6 van hoa
Trinh g hoc vin
Ly luzn chinh fri

Bia chi thuéng ird

Email

Budc 5: Click Luu lai dé hoan thanh viéc chinh sira thong tin khac

4.4.4 Qua trinh cong tac

4.4.4.1 Thém méi qua trinh cong tac

Budc 1: Dang nhap tai khoan Pang vién

Budc 2: Click Tén tai khoan > Click H6 so Dang vién
17
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Budc 3: Tai tab Thong tin ca nhan > Click button Thém méi qua trinh cong tac

= m 56 TAY DANG VIEN & B8
Quéc tich: Bia chi thwong tri:
stay
Dan tac: Trinh @6 vin héa:
©  Quin Iy tai khoan - Tén gido: Trinh @6 hoc vén:

N L Tinh trang hén nhan: Email: gldvtinhtn@gmail.com
E Ho sobangvien

L Iuan chinn trf:
7= cong viéc duoc giao
. s
&% sinh hoat chibj \
= Hoc tap nghi quyét Qua trinh cong tac

I8 Danh sich cude thi

STT Ngay hiéu lyc Loai diéu chuyén Chire vy Phéng ban Noi lam viéc Hanh déng
T «ndo sat- 1y y kién v 1 14/01/2022 LoaiA Phong hanh chinh VHV ® 8
@ 96ng gop ¥ kién
B miie ¥ Téng'sé ban ghi: 1 20/trang «
Lich 1am vigc
B pannva Khen thuéng
2 Trao adi

Budc 4: Hién thi man hinh thém méi qué trinh cong tac. Thuc hién nhap diy du thong tin,
trong d6 diu * 1a truong bét budce

Bang vién *

NGUYEN THI THU PHUO'NG 36

Phéng ban *

Chirc vy

Chirc danh

Naoi lam vie *

Mgay hiéu luc *

Ngay quyét dinh

s quyét dinh

Loai diéu chuyén *

Tai ligu dinh kém
I Chon file t3i 1én

(Chii §: HE tro file jpg. png, jpeg, bmp, doc, xisx, ppt, .pdfva tdi da 10MB)

s s i
Lwru va thém tiep Hay

Budc 4: Click Iuu lai dé hoan thanh viéc thém méi qué trinh cong tac
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Tai liéu Hudng Dan Str Dung Hé Thong Qudn Ly S6 Tay Pdng Vién

4.4.4.2 Chinh sitra qua trinh cong tac

Budc 1: Bang nhap tai khoan Bang vién

Budc 2: Click Tén tai khoan > Click Hb so Pang vién
Budc 3: Tai tab Thong tin c4 nhén > Click icon chinh sura

= m 56 TAY DANG VIEN & 88

Quéc tich: Bia chi thwong tra:
S tay
Dan toc: Trinh @6 vin héa:
©  Quén Iy tai knoan v Tén giao: Trinh @6 hoc van:

Tinh trang hén nhan: Email: Idvtinhtn@gmail.com

Ly ludn chinh tri:
Y= cong vic duoc giao

Sinh hoat chi bo

-
o
& Hoc tap nghi quyét Qua trinh cong tac

Danh séch cudc thi

STT Ngay hiéu lyc Loai diéu chuyén Chirc vy Phéng ban No'i 1am viéc h dong
i «ndo sat- gy y kién hd 1 14/01/2022 LoalA Phong hanh chinh VHV /s 0
@ 96ng gop ¥ kidn
B rae ¥ Téng 6 ban ghi: 1 20/ trang «
Lich tam viéc
[E} Dannva Khen thuéng
2 Trao d6i

Buéc 4: Hién thi man hinh chinh sira qué trinh cong tac. Thuc hién nhap dﬁy du thong tin,

trong d6 dau * 1a truong bat budc

19



Tai liéu Hudng Dan Str Dung Hé Thong Qudn Ly S6 Tay Pdng Vién

Bang vién *
NGUYEN THI THU PHUFONG 36

Phéng ban *

Tester

Chirc vu

Nhén vién

Chirc danh

Noi lam vige *

VHY
Ngay hiéu luc *
02/08/2022
Ngay quyét dinh

56 quyét dinh

Loai diéu chuyén *
Méi bd

Tai ligu dinh kem

L Chon file ti I&n

(Chu y: H tro file jpg, png, jpeg, bmp, .doc, xsx, ppt, .pdf va téi da 10MB)

Budc 5: Click Luu lai d@é hoan thanh viéc chinh stra

4.4.4.3 Xoéa qua trinh cong tac
Budc 1: Bang nhap tai khoan Pang vién
Budc 2: Click Ho so Pang vién

Budce 3: Tai tab Thong tin chung > Click icon x6a

20



Tai lieu Huong Dan Sir Dung Hé Théng Quan Ly S6 lay Ddng Vién

= E SO TAY DANG VIEN & [\
Quéc tich: Bia chi thwong tra:
sbtay
Dan toe: Trinh 66 van hoa:
©  Quan Iy tai knoan v Tén gido: Trinh @6 hoc vén:

Tinh trang hon nhan: Email: Idvtinhtn@gmail.com

Ly ludn chinh tri:
Y= Céng viéc duoc giao

Sinh hoat chi bd

=
= Hoc tap ngniquyét Qué trinh céng tac
=

Dann séch cuge tni STT Ngay hiéu lyc Loai diéu chuyén Chire vy Phéng ban Noi lam vige Har
i «ndo sat- gy y kién ~ 1 1410112022 LoaiA Phong hanh chinh VHY ® /s 0
BDéng gop ¥ kién

Taiie . P
ailiéu Téng s6 ban ghi: 1 20/ trang «

Danh ba Khen thuéng

[}

B

Lich tam viéc
B
Budc 3: Hé thong hién thi popup xac nhan x6a

+ Click X6a dé xac nhan x6a qua trinh cong tac, ban ghi bi mat khoi danh sach

+ Click Hity bo dé quay lai danh sach

Xoa qua trinh cong tac

Ban c6 chac chan mudn xéa qua trinh cong tac?
Lwu y: X0a xong khdng thé khdi phuc lai dugc

Huj bé Xoa

4.4.5 Khen thuéng

4.4.5.1 Thém m¢i khen thuéng
Budce 1: Pang nhép tai khoan Pang vién
Budc 2: Click Tén tai khoan > Click Hb so Pang vién

Budc 3: Tai tab Thong tin ca nhan > Click button Thém mai khen thudng
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Tai liéu Hudng Dan Str Dung Hé Thong Qudn Ly S6 Tay Pdng Vién

= m SO TAY DANG VIEN

sbtay

©  Quén iy tai khodn ~

E Hb so bang vi

Céng viéc aroc giao

Sinh hoat chi bd
& Hoc tap nghi quyét
BB Dann sach cude thi

B Kndosat- 14y y kién ~

Bong gop ¥ kién

Tailiéu ~

Lich tam vigc

B pannva
S Trao dbi

Ghicht ca nhan

Don viquanly

Quéc tich:

Din
Ton gido:
Tinh trang hén nhan:

Ly luan chinh tri:

Qua trinh cong tac

STT Ngay hiéu lvc Loai diéu chuyén
1 141012022 LoaiA
Khen thuéng
STT  séknenthwong  Ngayky  Ngay hiéulve
1 345 1410112022 1410112022

chire vy

Bia chi thwong tri:
Trinh d6 van héa:
Trinh d hoc van:

Email:

Phong ban

Phong hanh chinh

Ly do

qidvtinhtn@gmail com

Noi lam vigc

knen thurdng 12 D6ng gop vao cng cude g cudc XAy dumg don viDGng gop vao cdNg cudc Xy dimg don viDong gop vao cong
cue xay dieng don viDong gop vao cong cudc xdy dung don viD6ng gop vao cong cudc xdy dng don vIDGNg gop vao cong

cuse xéy dung don vi

@ ¥

Hanh déng

6 ban ghi: 1

|

20/trang «

Hanh déng

Ngay cap nhat

11/03/2022 <

Téng $6,ban ghiz 1

» 2 O

20/trang «

Budc 4: Hién thi man hinh thém méi khen thudng. Thuc hién nhap dﬁy du thong tin,

trong d6 dau * 13 truong bat budc
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Tai liéu Hudng Dan Str Dung Hé Thong Qudn Ly S6 Tay Pdng Vién

Biéng vién *

NGUYEN THI THU PHUCONG 36

Loai khen thurdng
— Chon loai khen thrdng — b
hgay kj *
Mgay hiéu Iwc *
K& hoach khen thudng
Danh higu d3 khen thrdng

Sd khen thudng *

Ly do

I ta

Cin cif

Tai liéu dinh kém

1. Chen file i lén

(Chil : HE tr file jpg, .png, jpeg, bmp, .doc, sk, .ppt, .pdfva tdi da 10MB)

e
Lwu va thém tiep Huy m

Budc 5: Click luu lai dé hoan thanh viéc thém méi khen thudng
4.4.5.2 Chinh sira khen thuong

Budc 1: Dang nhap tai khoan PBang vién

Budc 2: Click Ho so Pang vién

Budce 3: Tai tab Thong tin ca nhan > Click icon chinh sura
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Tai liéu Hudng Dan Str Dung Hé Thong Qudn Ly S6 Tay Pdng Vién

= m SO TAY DANG VIEN

sbtay

©  Quén iy tai khodn ~

E Hb so bang vi

Céng viéc aroc giao

Sinh hoat chi bd
& Hoc tap nghi quyét
BB Dann sach cude thi

B Kndosat- 14y y kién ~

Bong gop ¥ kién

Tailiéu ~

Lich tam vigc

B pannva
S Trao dbi

Ghicht ca nhan

Don viquanly

Quéc tich:

Din
Ton gido:
Tinh trang hén nhan:

Ly luan chinh tri:

Qua trinh cong tac

STT Ngay hiéu lvc Loai diéu chuyén
1 141012022 LoaiA
Khen thuéng
STT  séknenthwong  Ngayky  Ngay hiéulve
1 345 1410112022 1410112022

chire vy

Bia chi thwong tri:
Trinh d6 van héa:
Trinh d hoc van:

Email:

Phong ban

Phong hanh chinh

Ly do

qidvtinhtn@gmail com

Noi lam vigc

knen thurdng 12 D6ng gop vao cng cude g cudc XAy dumg don viDGng gop vao cdNg cudc Xy dimg don viDong gop vao cong
cue xay dieng don viDong gop vao cong cudc xdy dung don viD6ng gop vao cong cudc xdy dng don vIDGNg gop vao cong

cuse xéy dung don vi

@ ¥

Hanh déng

Téng s6 ban ghi: 1

|

20/trang «

Ngay cap nhat

11/03/2022 <

Téng $6,ban ghiz 1

anh déng

» 2 O

20/trang «

Budc 4: Hién thi man hinh chinh stra khen thudng. Thuc hién nhap day du thong tin,

trong d6 dau * 13 truong bat budc
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Tai liéu Hudng Dan Str Dung Hé Thong Qudn Ly S6 Tay Pdng Vién

Bidng vién *

NGUYEN TH| THU PHUFONG 36

Loai khen thudng
Dot xuat
MNgay ky *

qqqqqqqq

K hoach khen thudng
Danh higu d3 khen thréng

S0 khen thudng *

453

Ly do

Nhin vién xust séc

Md ta

Can cl¥

Tai liéu dinh kém

T, Chon file i 180

(Chil §: HE tro file jpg, .pno, jpeg, bmp, doc, xisx. .ppt, pdf va t6i da 10MB)

Budc 5: Click Luu lai dé hoan thanh viéc chinh stra

4.4.5.3 Xoa khen thuéng
Budc 1: Bang nhap tai khoan DPang vién
Budc 2: Click Ho so Pang vién

Budce 3: Tai tab Thong tin ca nhan > Click icon x6a
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Tai lieu Huong Dan Sir Dung Hé Théng Quan Ly S6 Tay Dang Vién

= m SO TAY DANG VIEN & || -

Quéc tich: Dia chi thwong tri:
56 tay
Dén téc: Trinh @6 van héa:
O quan 1y tai knodn v Ton gido: Trinh @ hoc vén:

N N Tinh trang hén nhan: Email: gldvtinhtn@gmail.com
B3 Hb sobang vien

Ly ludn chinh tri:
#=  Cong viéc duoc giao

&% sinn hoat chi b6
=

Hoc tap nghi quyét Qua trinh cong tac

B8 Danh sach cudc i

STT Ngay hiéu lyc Loai diéu chuyén Chirc vy Phéng ban Noi lam viéc Hanh dong
M wndo sat-idy y kién v 1 1410112022 LoaiA Phong hanh chinh VHV ® /s 8
@ Bong gop ¥ kién
B e M Téng séodnghic 1 20 /trang «
B Lichiam viec
B pannba Khen thuéng
2 Trao doi

STT S khen thwéng Ngay ky Ngay hiéu lyc Ly do Ngay cp nhit déng

B Ghicnu canhan
o 1 345 140012022 14001/2022  Khen thurdng 12 D6ng gop vao cong cudc g cude xdy dung don viDng gop vao cdng cudc xdy dung don viDong gop vao cong 11/03/2022 ® s
= Donviquinly cudc xay dung don viDong gop vao cong cudc xdy dung don viDong gop vao cong cudc xdy dung don viDéng gop vao cong

cude xay dung don vi

Téng sbbanghivt  20/trang «

Budc 3: Hé thong hién thi popup xac nhan x6a
+ Click X6a dé xac nhan x6a khen thuong, ban ghi bi mat khoi danh sach

+ Click Huy bo dé quay lai danh sach

Xo6a khen thwdng

Ban co chac chan mudn x6a khen thurdng s0 4537
Lueu y: Xoa xong khdng the khéi phuc lai dwoc

4.4.6 Yéu ciu chuyén sinh hoat ding

4.4.6.1 Thém mdéi
Budce 1: Bang nhép tai khoan Pang vién
Budc 2: Click Tén tai khoan > Click H6 so Dang vién

Budc 3: Tai tab Thong tin cd nhan > Click button Thém moi
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Tai liéu Hudng Dan Str Dung Hé Thong Qudn Ly S6 Tay Pdng Vién

Qué trinh cong tac + Thém méi

Khen thudng -+ Thém mbi

Knong o6 ditliéu
“Yéu ciu chuyén sinh hoat

Budc 4: Hién thi man hinh thém méi Yéu cau chuyén sinh hoat dang. Thuc hién nhap day
du thong tin, trong d6 du * 1a truong bat budce

Hinh thirc diéu chuyén *

— Chon hinh thirc — v

Chi bé Bang cii *

Chi bé trie thude 13
Chirc vu Bang cil
Bdng vién
Chirc vu Bang mdi *

— Chon chifc vu Bang — -

File dinh kém *

T Chon file i 1én

(Chi - HB trerfile jpg, png, jpeg, bmp, doc, sk, ppt, pofva tdi da 10MB)
Loai di chuyén "

— Chan loai di chuyén —

W
-

Budc 5: Click Iuu lai dé hoan thanh viéc thém méi Yéu cau chuyén sinh hoat dang

4.4.6.2 Chinh sira Yéu ciu chuyén sinh hoat dang
Budc 1: Dang nhap tai khoan Pang vién
Budc 2: Click Ho so Pang vién

Budce 3: Tai tab Thong tin ca nhan > Click icon chinh stra
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Tai liéu Hudng Dan Str Dung Hé Thong Qudn Ly S6 Tay Pdng Vién

Yéu cAu chuyén sinh hoat + Thém méi
ST Cri b Bang ci Chi b3 Bang méi Hinh thibe diéu chuyén Loai Chibe danhcii Chisc danh méi Trang thai Hinh agng
n 5 SEPSPNNS . 5 SEIPSPNNS - A S oren B A Giri yéu cdu
1 Chib e thude 13 - Bing bd bd phan 1 Chi b3 trye thude 1 - Bi3ng b b phan ai 0 Chinh thire Ding vién Dangvién Nhip R

Budc 4: Hién thi man hinh chinh sira Yéu cau chuyén sinh hoat dang. Thyc hién nhap day

du thong tin, trong d6 du * 1a truong bat bude

Hinh thirc diéu chuyén *
MGi bd v

Chi b§ Bang cii *

Chi bd tnye thude 13
Chirc vu Bang cil

Bdng vién
Bang bd m&i *

Béng bd bé phan (Bdng bd oo s&) x
Chi bd Bdng mdi *

Chi bd trirc thudc 1 -
Chirc vu Bdng méi *

Bang vién -

File dinh kém *

(Chi : Ho i file jpg, png, jpeg, bmp, .doc, sk ppt, pdfva toi da 10MB)
Loai di chuyén *
Chinh thirc v

Budc 5: Click Luu lai dé hoan thanh viéc chinh sta

4.4.6.3 Xéa Yéu cau chuyén sinh hoat ding
Budc 1: Bang nhap tai khoan Bang vién
Budc 2: Click Hb so Pang vién

Budc 3: Tai tab Thong tin ca nhan > Click icon x6a

Yéu cau chuyén sinh hoat + Thém méi
STT Chi bd Bang cii Chi bd Bang mi Hinh thire dieu chuyen Loai Chirc danh ¢ii Chirc danh méi Trang thai Hanh déng
o 5 P, a 5 oA - PP P S . A Giri yéu cau
1 (Chi bd fruc thude 13 - Dang bd bé phan 1 Chi b6 frue thude 1 - Bang bd b phan Nai bd Chinh thirc Béng vien ‘Dang vién Mhap L0
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Tai liéu Hudng Dén Sir Dung Hé Thon

Budc 3: Hé thong hién thi popup xac nhan x6a

+ Click X6a dé xac nhan x6a Yéu cau chuyén sinh hoat ddng, ban ghi bi mat khoi danh

sach

+ Click Huy bo dé quay lai danh sach

Xo6a yéu cau chuyén sinh hoat

Ban co chac chin mudn x6a yéu cdu chuyén sinh

hoat?

Lwru y: X6a xong khing thé khéi phuc lai dugc

4.4.6.4 Giri yéu ciu

Budc 1: Dang nhap tai khoan Bang vién

Budc 2: Click Ho so Pang vién

Budc 3: Tai tab Thong tin ca nhan > Click giri yéu cau

Yéu cAu chuyén sinh hoat

ST Chi b3 Bang cii Chi b3 Bang méi Hinh thisc diéu chuyén Logi

Trang thai

1 Chib e thude 13 - Bing bd bd phin 1 Chi b3 trye thude 1 - Bi3ng b b phdn i 08 Chinh thire

Budc 3: Hé thdng hién thi popup xac nhéan gui
- Click gui dé giri yéu cau dén don vi chi bo cii

- Click Huy b6 dé dong popup.

Giri yéu cau

9 Ban cd chic chan mudn gl yéu ciu?
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4.4.7 Van ban — Tai li¢u

4.4.7.1 Thém méi van ban- tai li¢u
Budce 1: Pang nhap tai khoan Dang vién
Budc 2: Click Tén tai khoan > Click H6 so Pang vién

Budc 3: Tai tab Van ban tai liéu > Click button thém mai

NGUYEN TH| THU PHU'ONG 36

S6 thé Pang vién: 95642 Noi sinh hoat: Chi bé triec thudc 13

Ngay sinh: 01/05/2003 $6 dién thoai: 0981704936 Email. chwa cap nhat

@ Thay dnh Yéu cdu cap nhat s8 tné Dang vién, s6 dién thoai

Toéng quan  Théng tin canhan  Vanban-tailiéu Dangviéncwtri  Dang vién ty kiém diém

Van ban - tai liéu ﬁ

C&p nhdp anh thé Dang

e

Budc 3: Hién thi man hinh thém méi van ban- tai liéu. Thuc hién nhép cac truong thong

tin trong do diu * 1a bit budc nhap

Thém méi van ban

Tén van ban *

File tai liéu *

I chon file tai 18n

Liru va thém tiép

30

(Chi y: HO tro file *.x1s:* doc;*.ppt;* xlsx;*.docx;*.pptx;*.pdf: va tdi da 20MB)

‘ Hay
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Tai liéu Hudng Dan Str Dung Hé Thong Qudn Ly S6 Tay Pdng Vién

Budc 4: Click Luu lai dé hoan thanh viéc thém méi

4.4.7.2 Chinh sira van ban- tai li¢u
Budce 1: Pang nhap tai khoan Dang vién
Budc 2: Click Tén tai khoan > Click H6 so Pang vién

Budc 3: Tai tab Van ban tai liéu > Click icon chinh stra

Van ban - tai ligu

STT Tén van ban Ngay tao Hanh déng

1 Wan ban 1 02/08/2022 Er |

7

Budc 3: Hién thi man hinh chinh stra vin ban- tai liéu. Thyc hién nhap céc truong thong

tin trong d6 dau * 1a bit budc nhap
Chinh swra van ban Van ban 1

Tén van ban *

Wan ban 1
File tai ligu *

de test tong hop ...

(Chi y: HE tro file *.xls;*.doc;* ppt;™ xlsx; *.docx;* pptx;=.pdf; va t6i da 20MB)

-

Budc 4: Click Luu lai dé hoan thanh viéc chinh sta
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4.4.7.3 Xéa van ban- Tai li¢u
Budc 1: Bang nhap tai khoan Bang vién
Budc 2: Click Tén tai khoan > Click Ho so Pang vién

Budc 3: Tai tab Van ban tai liéu > Click icon Xo6a

Van ban - tai liéu

STT Tén vin ban Ngay tao Hanh déng
1 Van ban 1 02/08/2022 ERr |
Budc 4: Hé thong hién thi popup xac nhan x6a
+ Click X6a dé xac nhan x6a, ban ghi bi mat khoi danh sach
+ Click Huy bo dé quay lai danh sach
Xdéa van ban X
Ban co chac chan mudn x6a van ban Van ban 17
Lweu y: Xda xong khéng thé khdi phuc lai duoc
Huy bd
4.4.7.4 Tai xudng vin ban- tai liéu
Budc 1: Pang nhép tai khoan Pang vién
Budc 2: Click Tén tai khoan > Click Hb so Pang vién
Budc 3: Tai tab Van ban tai liéu > Click icon Tai xudng
Van ban - tai liéu
STT Tén vin ban Ngiy tao Hanh déng
1 Van ban 1 02/08/2022 i 70

A

- File tai liéu duoc tai vé may tinh
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Tai liéu Hudng Dan Str Dung Hé Thong Qudn Ly S6 Tay Pdng Vién

4.4.8 Hinh anh

4.4.8.1 Thém méi hinh dnh

Budc 1: Dang nhap tai khoan Pang vién

Budc 2: Click Hb so Pang vién

Budc 3: Tai tab Van ban tai liéu > Hinh anh > Click button Thém mai

= E SO TAY DANG VIEN & |-
1 Van ban 1 151212021 Ve
6 tay

©  Quan Iy tai khodn -

ED Hé soBéng vien

7= Ccéng viéc duoc giao

o

Téngsébanghi:1  20/trang «

&% sinh hoat chi bd

& Hoc tap nghi quyét

I3 Danh sach cusc thi ST Tiéu dé hinh anh Hinh dnh Ngay tao Hanh aéng
M Kndosat- Ay § kién . 1 Hinhann1 &7 xuéng 151212021 VR

@ 9onggopy kién

B e - Téngsébanghi:1  20/trang

Lich 1am viéc
Budc 3: Hién thi man hinh thém méi hinh anh. Thyc hién nhap cac truong thong tin trong

d6 dau * 1a bat budc nhap
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Tai lieu Huong Dan Sir Dung Hé Théng Quan Ly S6 Tay Dang Vién

Thém m&i hinh anh
Tiéu dé& hinh anh *

Hinh anh *

1 Chon anh

(Chu y: HO tro file * jpg;*.gif:* png;* jpeqa;* bmp va toi da 20MB)

Liru va thém tiep

‘ Huy

Budc 4: Click Luu lai dé hoan thanh viéc thém méi

4.4.8.2 Chinh stta hinh anh

Budce 1: Bang nhap tai khoan Pang vién

Budc 2: Click Tén tai khoan > Click H6 so Dang vién

Budc 3: Tai tab Van ban tai liéu > Hinh anh > Click icon chinh stra

= E SO TAY DANG VIEN
n, 1 vanbani
6 tay

O Quan iy tai khoan -

E3 Hd so Dang vien

Y= cong viéc duoc giao

&% sinh hoat chi bo Hinh anh

& Hoc tap nghi quyét

B3 Danh séch cuoe thi sTT Tiéu & hinh dnh
B kndosat-1dyykién v 1 Hinn &nh 1
@ 9onggopy kién

B Taileu v

Lich lam vige

15/12/2021 & s a

Téng sébanghi: 1 = 20 /frang «

Hinh anh Ngay tao \ Hanh déng

&Tdi xuéng 15112/2021 o

Téng sébanghi: 1 20 /frang -
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Budc 3: Hién thi man hinh chinh sira hinh anh. Thyc hién nhap cac trudng thong tin trong

d6 dau * 1a bat budc nhap

Chinh swa hinh anh Hinh anh 1

Tiéu d& hinh anh *
Hinh anh 1

Hinh anh *

hig

x

(Chl y: HO tro file * jpg;*.gif;*. png;*.jpea;*.bmp va toi da 20MB)

‘ Hiy

Luru lai

Buéc 4: Click Luu lai dé hoan thanh viéc chinh sta

4.4.8.3 Xoa hinh anh
Budc 1: Dang nhap tai khoan PBang vién
Budc 2: Click Tén tai khoan > Click H6 so Dang vién

Budc 3: Tai tab Van ban tai liéu > Hinh anh > Click icon Xo6a
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Tai lieu Huong Dan Sir Dung Hé Théng Quan Ly S6 Tay Dang Vién

= E SO TAY DANG VIEN
n’ 1 van ban 1 15/12/2021
6 tay o~

O Quan iy tai khoan -

Y= cong viéc duoc giao

&% sinh hoat chi bo Hinh anh
& Hoc tp nghi quyét

B Danh séch cuc thi st Tiéu de inh anh Hinh dnh Noay tao

B Kndost-tyykién . 1 Hinndnn1 LTl xubng 15/12/2021
@ 9onggopy kién
B Taieu v

Lich lam vige
Budc 4: Hé thong hién thi popup xac nhan x6a
+ Click X6a dé xac nhan x6a, ban ghi bi mat khoi danh sach

+ Click Hity bo dé quay lai danh sach

Xo6a hinh anh

Ban co chac chan mudn xoéa hinh &nh Hinh &nh 12
Lwu y: Xda xong khéng thé khédi phuc lai duoc

Huy bd

4.4.8.4 Tai xudng hinh anh

Budce 1: Pang nhap tai khoan Dang vién

Budc 2: Click Tén tai khoan > Click H6 so Pang vién

Budc 3: Tai tab Vin ban tai liéu > Hinh anh > Click icon Tai xuéng

= E 50 TAY DANG VIEN
1 Van ban 1 15/12/2021
6 tay v

©  Quan Iy tai khodn -

7= Ccéng viéc duoc giao

&% sinh hoat chi b Hinh dnh
T Hoc tap nghi quyét

5 N STT Tiéu @& hinh anh Hinh anh Ngay t:
BB Dann séch cudc thi éu d& hinh an inh anl iy tao

B kndosat- 14y y kién - 1 Hinh dnh 1 &Tai xuéng 15/12/2021
@ 9onggopy kién
B Taiieu v

Lich lam vigc
- File anh duogc tai vé may tinh
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Tai liéu Hudng Dan Str Dung Hé Thong Qudn Ly S6 Tay Pdng Vién

4.4.9 Video

4.4.9.1 Thém mei video

Budc 1: Dang nhap tai khoan Bang vién

Budc 2: Click Tén tai khoan > Click H6 so Pang vién

Budc 3: Tai tab Van ban tai liéu > Video > Click button thém moi

né tay

O Quany tai knoan

ED b sobang vien

7= cong viéc duoc giao

&% sinh hoat chi bo
1= Hoc tap nghi quyét
I8 Dann sach cudc ti
B Kndo sat- 14y ¥ kién
Béng gop y kign

Tailiéu

B o e

Lich tam viéc

Danh ba

Trao ddi

Ghi chii ca nhan

i W 1w

Do vi quan Iy

Budc 3: Hién thi man hinh thém méi video.

1 van ban 1

Hinh anh
STT Tiéu dé hinh anh
1 Hinh dnh 1
Video
sTT Tiéu @é video
1 Video 1

diu * 13 bit bude nhap

15/12/2021

Hinh anh

&Tai xuéng

Video

73 xuéng

Tong séban ghi: 1 20/trang

Ngay tao Hanh dong

15122021 ]

Téng sé ban ghi: 1 20/frang -

~ ozm

Ngay tao Hanh géng

15112/2021 V]

Thuc hién nhap céac truong thong tin trong do6
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Thém méi video

Tiéu dé video *

Wideo *

T Chon file tii 18n

(Chi y: HO tro file *.mp3; . wav:* wmv;*.mpg;*.avi;*. mp4)

Liru va thém tiép

Budc 4: Click Luu lai dé hoan thanh viéc thém méi

4.4.9.2 Chinh swra video
Budc 1: Dang nhap tai khoan PBang vién
Budc 2: Click Tén tai khoan > Click Ho so DPang vién

Budc 3: Tai tab Van ban tai liéu > Video > Click icon chinh stra
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Tai lieu Huong Dan Sir Dung Hé Théng Quan Ly S6 Tay Dang Vién

n'[ 1 Van ban 1 15/12/2021 & 2 0
6 tay
O  quan Iy tai knoan v

E Hb so dang vien Téng s6 ban ghi: 1 | 20/trang «

Y= cong viec duoc giao

& sommoranso Hio

T Hoc tap nghi quyét

sTT Tiéu @é hinh anh Hinh anh

&! Danh séach cudc thi Nody tao Hanh aéng

B Kndosat- 14y y kién v 1 Hinhanh1 &Tai xubng 151212021 7 0

@ 96ng gop ¥ kién

']

B raieu v £ e

Téngséban ghi:1  20/trang
Lich 1am viéc

Danh ba

2 Trao ddi
WP Ghichi canhan

ST Tiéu dé video Video Ngay tao Hanh dong

Y= Bonviquan ij N
1 Video 1 &.T3i xubng 15/12/2021 a

Budc 3: Hién thi man hinh chinh stra video. Thyc hién nhap céc trudng thong tin trong do

dau * 1 bat budc nhap

Chinh swra video Video 1

Tiéu dé video *
Video 1
Video *

vd3 Bcedc.mp4d

(Chi y: HO tre file *.mp3;* wav:* wmv:*.mpg;*.avi;*.mp4)

o -

Budc 4: Click Luu lai dé hoan thanh viéc chinh sta

4.4.9.3 Xoa video

Budc 1: Dang nhap tai khoan PBang vién
39



Tai liéu Huéng Dan Sir Dung Hé Thong Qudn Ly Sé Tay Ddng Vién
Budc 2: Click Tén tai khoan > Click H6 so Dang vién

Budc 3: Tai tab Van ban tai liéu > Video > Click icon Xoa

n 1 Van ban 1 15/12/2021 & 2 0
0 tay v
O  quan Iy tai knoan v

E Hb so dang vien Téng s6 ban ghi: 1 | 20/1rang «

Y= cong viec duoc giao
&% sinh hoat chi b6 Hinh @nh
T= Hoc tap nghi quyét
&; Danh séch cusc thi sTT Tiéu dé hinh anh Hinh anh Ngay tao Hanh déng
B Knaosat- iy y kién v 1 Hinh dnh 1 &Téi xubng 15/12r2021 /7 0
@ 96ng gép ¥ kidn
B raieu v PP
Téng séban ghi: 1 20/trang «

Lich lam vige
[E Dannva
2 Trao adi
PP Ghicni canhan s R I,

STT Tiéu aé video Video Ngay tao Hanh dgng
7= Donviquanly

1 Video 1

&Tai xubng 15112/2021 N ,~

Budc 4: Hé thong hién thi popup x4c nhan x6a
+ Click X6a dé xac nhan x6a, ban ghi bi mat khoi danh sach

+ Click Huy bo dé quay lai danh sach
Xoa video

Ban c6 chac chan mudn xéa video Video 17

Lwu y: X6a xong khéng thé khdi phuc lai dwoc

Huy bd

4.4.9.4 Tai xudng video
Budce 1: Pang nhép tai khoan Pang vién
Budc 2: Click Hb so Pang vién

Budc 3: Tai tab Vin ban tai liéu > Click icon Tai xuéng
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Tai liéu Hudng Dan Str Dung Hé Thong Qudn Ly S6 Tay Pdng Vién

B '
6 tay
© quinly taiknodn v
Y= cong viec duoc giao
&% sinh hoat chi bd
1= Hoc tap nghi quyét
BB Dann sach cude thi st
B «ndosat- gy y kién v 1
@ 5ang gop y kign
B raieu v
Lich 1am viéc
Danh ba

Video

P Ghicha ca nhan

2 Trao ddi
g STT

i Ponviquan Iy
1

van ban 1

Hinh &nh

Tiéu @é hinh anh

Hinn dnh 1

Tiéu dé video

Video 1

- Video dugc tai vé may tinh

4.4.10 Pang vién cu tra

Hinh anh

&Taixuéng

Video /

Budc 1: Click Ho so Pang vién > Tab Dang vién cu tra

15/12/2021

Ngay tao

15/12/2021

Ngay tao

15/12/2021

Téngséban ghi: 1 20/trang «

Hanh géng

/s 0
Téngséban ghi: 1 20/trang -

Hanh dong

/s O

Budc 2: Chon dang b va chi bo noi cu tra. Noi cu tra sinh hoat dang list theo dang bd.

Pang ky
Bangbd (*)
Bang bd bd phan (Dang bé co s6)

Gldy gii thiéu

Novi cu tra sinh hogt Bang (* )

x v Chi b trrc thudc 1

Danh_Sach_Nguon_Nhan_Luc_Cong_20220503_8bed6.xisx

(Chiy: HE tro file jpg. .gif, .png, jpeg, .bmp, ico, .xIs, .doc, .ppt, xIsx, .4ocX, .ppix, paf va téi da 10MB)

Panh gia

Budc 3: Click nat Gui dé gui diang ky cu tri. Chi b noi cu tra s& nhin thiy dang ky cua

dang vién.

4.4.11 Pang vién tr kiém diém

4.4.11.1 Thém mai

Budc 1: Click Ho so Pang vién > Tab Pang vién tu kiém diém > Click nat Thém méi
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Tai liéu Hudng Dén Sir Dung Hé Thon

Thém méi Dang vién tw kiem diem

N&i dung kiém diém *

File dinh kem *

I chon file t3i 1En

(Chi y: HE tre file xls, doc, .docx, .ppt, .xIsx, pptx, .pdf va tdi da 10MB)

Banh gia *

® ' Hoan thanh xuat sac nhiém vu
Hoan thanh tt nhiém vu
Hoan thanh nhigém vu
Khéng hoan thanh nhiém vy

Liru va thém tiep ‘ Hay |

Budc 2: Nhap thong tin cac truong cd dau * 1a bat budc.

Budc 3: Click Luu lai

Luwu $: Néu ton tai ban ghi dang vién tw kiém diém ma ban ghi d6 chia & trang thai Pa

duyét thi khong thém maoi dwoc nita

4.4.11.2 Chinh sira

Budc 1: Click Ho so Pang vién > Tab Pang vién tu kiém diém > Click icon chinh sira
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Tai liéu Hudng Dén Sir Dung Hé Thon

Tong quan Théngtincanhdn Vanban-tailiéu Dangvién cwtru  Dang vién ty kiém diém

f

STT Nam N&i dung kiém diém Banh gia Ngay danh gia Trang thai

1 2022 Bang vién ty kiém digm Hean thanh tt nhiém vu 02/08/2022 Nhap

Budc 2: Nhap thong tin cac truong co dau * 13 bét budce

Chinh stra Pang vién tw kiém diém

NGi dung kiém diém *

Piang vién tr kiém diém

File dinh kém ~*

de_test_tong_hop_...

(Chi y: HO tre file xls, .doc, .docx, .ppt, .xIsx, pptx, .pdf va tdi da 10MB)

Banh gia *
Hoan thanh xuat sdc nhiém vu
® Hoan thanh tt nhiém vu
Hoan thanh nhigm vu
Khong hoan thanh nhiém vy

o -

Budc 3: Click Luu lai
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Tai liéu Hudng Dén Sir Dung Hé Thon

4.4.11.3 X6a dang vién ty kiém diém

Budc 1: Click Ho so Pang vién > Tab Péang vién tu kiém diém > Click icon x6a

Tong quan Thongtin canhan Vanban-tailigu Dangviéncwtru Dang vién tw kiém diém

1

STT Nam N6i dung kiém diém Danh gia Ngay danh gia Trang thai Hanh déng
. . . N . . . N . A G danh gia
1 2022 Bang vién ty kiém diem Hoan thanh tot nhiém vy 02/08/2022 Nhap s ® 2T
= m

A

Budc 2: Hién thi popup x4c nhan x6a

- Click Xo6a dé x6a dang vién tu kiém diém

- Click Huy bo dé déng popup

Xo6a Dang vién tw kiém diém

Ban c6 chac chan mudn x6a ban tu kiém diém?
Lweu y: Xda xong khéng thé khdi phuc lai duoc

Huy bd

4.4.11.4 Gri danh gia

Budc 1: Click Ho so Dang vién > Tab Pang vién tu kiém diém > Click giri danh gia

Tong quan Thongtin canhan Vanban-tailigu Dangviéncwtru Dang vién tw kiém diém

1

STT Nam N6i dung kiém diém Danh gia Ngay danh gia Trang thai anh déng
. . . N . . . N . A G danh gia
1 2022 Bang vién ty kiém diem Hoan thanh tot nhiém vy 02/08/2022 Nhap s ® ST
= m

Budc 2: Hién thi popup x4c nhan giri
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Tai liéu Hudng Dén Sir Dung Hé Thon

- Click gui dé guri dang vién tu kiém diém. Chi bd quan 1y dang vién s& nhin dugc
ban ghi. Sau khi giri xong c6 thé thu hdi khi don vi quan 1y chua duyét.
- Click Huy bo dé déng popup

Gtri danh gia

Ban co chac chan mudn gii?

Huy bd

4.5 Cong viéc duogc giao

A

4.5.1 Cong viéc ndi b

5

Buéc 1: Bang nhap tai khoan Pang vién

Budc 2: Click Cong viéc dugc giao

Sé tay Cong viéc dwoc giao

1)

© quan 1y tai khoan —Trangthai— | Thoigian bat dau Tim kiém tiéu @& cong viéc

E2 Hb so Dang vién

Cong viéc 2/8

Céng viéc dwroc giao

) o Dang dién ra
' Sinh hoat chi bd
Chura danh gia

= Hoc tap nghi quyét 02/08/2022 - 03/08/2022

i Kndosat- 14y y kién

4.5.1.1 Phan hoi

Budc 1: Click icon phan hoi dé gtri phan hoi
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Tai lieu Huong Dan Sir Dung Hé Théng Quan Ly S6 Tay Dang Vién

S0 tay ¥ Coéng viéc dwoc giao

©  Quan Iy tai khodn v —Trang thai— ~  Thoigian bat dau Tim kiém tiéu dé cong viéc

3 H& sobang vién
Cong viéc 2/8

Cdng viéc dwroc giao

= Loai cong viéc

) o ¥y Trang thai Pang dién ra
= Sinh hoat chi bd _
=) Banh gia Chuwa dann gia
(O Thoi gian 02/08/2022 - 03/08/202

= Hoc tap nghi quyét

3 Dann séch cudc thi O Phén hoi <] Bao cao cong viéc

M «ndosat- 14y y kién v

Budc 2: Hién thi giao dién phan hoi, nhap céc thong tin

Phan hoi

N&i dung phan héi (%)

Budc 3: Click Guri phan hoi dé hoan thanh.

4.5.1.2 Bao cao cong viéc
Budc 1: Click button Bao céo cong viéc dé gui bao co
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Tai lieu Huong Dan Sir Dung Hé Théng Quan Ly S6 Tay Dang Vién

S0 tay Cong viéc dwoc giao

©  Quan Iy tai khodn —Trang thai— ~  Thoigian bat dau Tim kiém tiéu dé cong viéc

3 H& sobang vién
Cong viéc 2/8

Cdng viéc dwroc giao

= Loai cong viéc

) o ¥y Trang thai Pang dién ra
= Sinh hoat chi bd _
=) Banh gia Chuwa dann gia
(O Thoi gian 02/08/2022 - 03/08/2022

= Hoc tap nghi quyét

3 Dann séch cudc thi O Phén hoi <] Bao cao cong viéc

M «ndosat- 14y y kién

Budc 2: Hién thi giao dién giri bdo cdo, nhap cac thong tin, trudng dit lidu ¢ dau (*) 1a

bt bude nhap

Cong viéc dwgc giao
Loal cong viéc: Ky thi Thévi gian: 16/03/2022 - 17/03/2022 Trang thai: Dang dién ra

Né&i dung
123

WVan ban - Tai liéu

Tén tai liéu Tai xudng

Bao cao cdng viéc

N&i dung (*)

Van ban tai liéu
oy

I Chonfiletiilén |

Tw danh gia cdng viéc

Trang thai cdng viéc

Huy Bao céo cong viéc

Budc 3: Click button Bao céo cong viéc dé hoan thanh bao céo.
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Tai lieu Huong Dan Sir Dung Hé Théng Quan Ly S6 Tay Dang Vién
4.5.1.3 Chi tiét

Budc 1: Click button Chi tiét
= m SO TAY DANG VIEN

hiay . Sdtay Coéngviéc duoc giao

O auin iy aiknodn o —Trangthdi— ~  Thoigian [em] Tim kiém tén cudc thi Q

EJ Hé so Dang vién

¥=  cong viee duwogc giao Cong viée giao cho noi by ®enan nm/

¥~ Loai cong viée - K& hoach

s o .
‘as® Sinh hoat chi bd © Trang thai: 93 két thic

o L @ chitiét
~7 Panh gia: Chira danh gia

1= Hoc tAp nghi quyét
@© Thai gian : 28/02/2022 - 01/03/2022

B8 Danh sach cuge thi

B kndosét-1dy v aén v
@ Dong gop v kién

B v
Lich lam vic

EI Dann ba
Budc 2: Hién thi man hinh chi tiét cong viéc

+ Click icon tai xudng de¢ tai tai liéu (néu co)

Chi tiét

Loai cdng viéc: Thévi gian: 28/02/2022 - 01/03/2022 Trang thai: (D3 két thic)
NGi dung
Céng viéc dwgc phdi hop thirc hign béi cac dang vién
Van ban - Tai liéu
Tén tai liéu Tai xubng
Mau_testcase Test_tai_hieu_nang_c1589 X

ATTT Mau_7d3b1 L

N&i dung bao cao

Tai lidu dinh kém bao céo

Khédng cd di¥ liéu
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Tai liéu Hudng Dén Sir Dung Hé Thong Qudn Ly S6 Tay Ddang Vién

4.5.2 Cong viéc don vi
- D41 voi nhitng cong viée cia don vi, bi thu ctia don vi d6 s€ tiép nhan va thyc hién

b

cdo cong vi¢e
S0 tay Cdng viéc dwgc giao

Cong viéc ndibd Cong viéc donvi

Ho so Dang vién

- Trang thai — ~ héi gian bat dau m Kiém tiéu @& céng v

Cdng viéc dwroc giao

A0
Y
W ©  Quan Iy tai khodn
(~
"

‘&% sinh hoat chi bd sdsd
= Hoc tp nghi quyét e
D& Kkét thiic
Ei Danh sach cudc thi Chua danh gia
15/07/2022 - 16/07/2022

O Phan hdi | @ Chi tiét

B Kn3osat- 14y v kign

o290 +

Biang gop v kién

D

4.5.2.1 Phan hdi
Budc 1: Click menu Cong viéc dugc giao > Click tab Cong viéc don vi

Budc 2: Click icon phan hoi dé gtri phan hoi

©  Quan Iy tai khodn —-Trang thai — ~ héi gian bat dau Tim kiém tiéu @& cong viéc

[E3 H6 so Dang vign

Cong viéc 2/8

Cong viéc dwroc giao

) . Blang dién ra
am* Sinh hoat chi bd =

Chura danh gia

= Hoc tap nghi quyét 02/06/2022 - 03/08/202

M «ndosat- 14y v kién

Buée 3: Hién thi giao dién phan hdi, nhép céac thong tin

49



Tai lieu Huong Dan Sir Dung Hé Théng Quan Ly S6 Tay Dang Vién

Phan hoi

NGl aung phdn ndi

Budc 4: Click Giri phan hoi dé hoan thanh.

4.5.2.2 Bao cdo cong viéc
Budc 1: Click menu Cong vi¢e duoc giao > Click tab Cong viéc don vi

Budc 2: Click button Bao céo cong viéc dé guri bao cao

© Quan Iy tai khodn v —Trang thai— ~  Thdigian bat diu Tim kiém tiéu @& cong viéc

E3 Ho so Dang vién
Cong viéc 2/8

Codng viéc dwroc giao

= Loai cong viéc

) o %7 Trang thai Bpang dién ra
aa* 3inh hoat chi bd _
= Danh gia Chura danh gia
(X Thdi gian 02/08/2022 - 03/08/2022

& Hoc tap nghi quyét

2 Dann sécn cudc thi O Phén hdi <] Bao cao cong viéc

i Kndosat- 14y y kién v

Budc 3: Hién thi giao dién giri béo cdo, nhdp cac thong tin, trudng dit lidu ¢ dau (*) 1a

bét budc nhap
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Tai liéu Hudng Dén Sir Dung Hé Thong Qudn Ly S6 Tay Ddang Vién

Cong viéc dwgc giao

Loaicong vigc: NGib9  Thoi gian: 14102021 -221102021  Trang thai: Sang dién ra

Nai dung
Céng viée giao cho ndi b3 finh

Van ban - Tai ligu

Bao cao cong viec
Noi dung (°}

Budc 4: Click button Bao céo cong viéc dé hoan thanh bao céo.

4.5.2.3 Chi tiét
Budc 1: Click menu Cong viéc dugc giao > Click tab Cong viéc don vi

Budc 2: Click button Chi tiét

Giao viéc 25/06
= Loai cong viéc
17 Trang thai B ket thic
=) Banh gia Chuwa danh gia
(2 Théi gian 25/06/2022 - 26/06/2022

[ (O Phan hoi ] @ Chi tiét

Budc 3: Hién thi man hinh chi tiét cong viée

+ Click icon tai xuong dé tai tai li¢u (néu co)
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Tai liéu Hudng Dan Str Dung Hé Thong Qudn Ly S6 Tay Pdng Vién

4.6 Sinh hoat chi bo

4.6.1 Thuong ky
Hién thi danh sach céc sinh hoat chi bd thudng ky ma chi bo quan Iy dang vién ding ky.

4.6.1.1 Péng gop y kién
Budc 1: Click Sinh hoat chi by > Tab thudng ky > Click niit Pong gop y kién

Q

Sinh hoat thang 8 (Thang 8 - 2022)

02/08/2022 - 31/08/2022

Sap dién ra

<] Bong gép v Kién

Budc 2: Nhap thong tin cac truong c6 dau * bit budc
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Dong gop v kién Sinh hoat thang 8 (Thang 8 - 2022)
Tiéu d& dang gop (%)
NGi dung déng gdp (%)

Tai ligu dinh kém

Chon file upload (Téi da 20MB)

File dinh dang : xis; xIsx; pdf..doc; docx, dung #ong i da 1a 2008

‘ Hay

Giri dong gop

Budce 3: Click Gui dong gop. Chi bo quan Iy dang vién s€ xem dugc dong gop.

4.6.1.2 Xem nghi quyét
Budc 1: Click Sinh hoat chi by > Tab thuong ky > Click niit Xem nghi quyét

Sé tay inh hoat chi b

©  Quan y ai khodn Thwongky Chuyén dé
E3 Hb so Bang vién
Nhap néi dung fim kiém Q

-
P

¥=  cong viéc duoc giao

Sinh hoat chi ba thang 7 (Thang 7 - 2022)

14/07/2022 - 15/07/2022
=" Hoc tap nghi quyet Xem danh sach ti liéu

Hoan thanh

m Danh sach cudc thi

B Kndosat- 1y ¥ kién @ Xem nghi quyét

@ Dong gop v kién

Budc 2: Hién thi théng tin ma chi b giri nghi quyét
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4.6.2 Chuyén dé

Hién thi danh sach cac sinh hoat chi bd thudng ky ma chi bo quan 1y dang vién ding ky

4.6.2.1 Péng gop y kién

Budc 1: Click Sinh hoat chi bo > Tab chuyén dé > Click nit Pong gop y kién

Sinh hoat thang 8 (Thang 8 - 2022)

02/08/2022 - 31/08/2022

Sap dién ra

Budc 2: Nhap thong tin cac truong c6 dau * bit budc

<] Bong gop v kién

Dong gop v kién Sinh hoat thang 8 (Thang 8 - 2022)
Tiéu dé& dang gop (%)

NGi dung déng goép ()

Tai liéu dinh k&m

Chon file upload (T4i da 20MB)

File dinh dang : xis; xIsx; pdf.doc; docx, dung [wong i da 1a 2008

‘ Hiy

Gi¥i dong gop
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Tai liéu Hudng Dan Str Dung Hé Thong Qudn Ly S6 Tay Pdng Vién

Budc 3: Click Gui dong gop. Chi bo quan ly dang vién s€ xem dugc dong gop.

4.6.2.2 Xem bao cao

Budc 1: Click Sinh hoat chi bd > Tab chuyén dé > Click nat Xem bao cdo

Sinh hoat chibd

Thwong ky  Chuyén dé

Q
Sinh hoat thang 8 (Thang 8 - 2022) Sinh hoat chi bé chuyén dé thang 8 (Thang 8 - 2022)
02/08/2022 - 31/08/2022 02/08/2022 - 03/08/2022
Sap dién ra Hoan thanh

Xem danh sach tai liéu

Budc 2: Hién thi thong tin ma chi b giri bao cio

4.7  Hoc tip nghi quyét
Budce 1: Pang nhép tai khoan Bang vién

Budc 2: Click menu Hoc tap nghi quyét > Click button Xem chi tiét ¢é xem
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56 tay

©  Quan Iy tai khodn

Eil

H& so Bang vién

"y
1

Cdng viec degc giao

Sinh hoat chi bg

Hoc tap nghi quyét

Danh sach cudc thi

M ndosat- 1y kién

Hoc tap nghi quyét

- Trang thai — v

Hoc tap nghi quyét 2/8

02/08/2022 16:37 - 03/08/2022 16:07

Pang dién ra
NGi bo
Ba Blinh - Ha Ngi

- Hién thi man hinh chi tiét hoc tap nghi quyét

Thong tin chung

Tiéu gé Hoc tép nghi quyét 2/8
Trang thai Dang dién ra

Thi gian bat déu 02/08/2022 16:37
Thai gian két thic 03/08/2022 16:07

Dia aiém dién ra: Ba Binh - Ha Noi

Loai hinh: NGi bé

N&i dung

Hoc tap nghi quyét 2/8

Tai ligu dinh kém

Nguon Nhan Luc Cong 20220425 772e2

Video

« Quay lai

Tiéu gé tai liéu

@ Xem chi tiét

Hanh déng

e

Hoan thanh

Budc 3: Click niit Hoan thanh dé hoan thanh nghi quyét. Sau khi click Hoan thanh s& hién

thi danh sach cudc thi lién quan dén hoc tip nghi quyét néu co.

4.8 Danh sach cudc thi
4.8.1 Lam bai thi

Budc 1: Bang nhap tai khoan Bang vién

Buéc 2: Click menu Danh sach cudc thi > Click button Vao lam dé 1am bai thi
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Danh sach cudc thi
- Trang thdi - ~  Thaigian Tim kiém tén cudc th Q

Cudc thi 2/8

02 Thévi gian: 17:43 02/08/2022 - 18:41 31/08/2022 L.
. . <] Vao lam
Trang thai: Bang dien ra

17y vy SO ngudi da thic 0 nguwdi

Buéc 3: Hién thi man hinh 1am bai thi, thuc hién lam bai> Click Hoan thanh sau khi chon

xong dap an cua cau hoi.

° Cuéc thi 2/8 ® Thei gian lam bai
NGUYEN TH!S'%HU PHUONG caut: el m
1 <

$6 thé Dang vién: 95642 2
Noi sinh hoat: Chi b trirc thuéc 13 5 B
Ngay sinh: 01/05/2003 0 Huong dan thi
$6 dién thoai- 0981704936 4 1. Nhdp vao 6 tich dap an & dau méi

2 phwong an dé chon phuong an ding. &
tich dap an hinh trdn 12 chi c6 mét
phirong &n dang. O tich d4p &n hinh

Cau 2:

1 vung a cau ¢o thé co nhidu phirong an
2 ding.

3 2. Nnén nit "Hoan thanh” G& hoan thanh
4 cugcthi

3. Ngui thi c6 thé thay ddi cac phuong
&ntrd 164 chia minh trrée khi hoan thanh

cuge thi
Hoan thanh )
4. Cac tiéu chi xép hang sé tinh theo this

1t tién nhu sau: sé cau trd 161 ding
nhiéu nhét , thi gian hoan thanh sém
nhat

Budc 4: Sau khi lam xong c6 thé xem lai dé biét két qua dat hay khong. Hé thong s& luu

diém cao nhat trong cac 1an 1am bai.
Danh sach cudc thi
~Trang thdi - +  Thoigian Tim ki€m tén cudc th Q
Cudc thi 2/8

02 Théi gian: 17:43 02/08/2022 - 18:41 31/08/2022

Trang thai: Bang dien ra ‘ PR ‘
08/2022 BELRETEIERGIN NI _ |

4.8.2 Tim kiém cudc thi

Tai vung tim kiém: nhap céc thong tin tim kiém > click button tim kiém dé tim cudc thi
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Danh sach cudc thi

- Trang thdi - ~  Thigian Tim kiém tén cudc th Q

Cudc thi 2/8

02 Thai gian: 17:43 02/08/2022 - 18:41 31/08/2022
Trang thai: Bang dién ra

0872022 BELRETEIERG I M T

4.9 Khao sat - LAy y kién
4.9.1 Khado sat
Budce 1: Pang nhép tai khoan Dang vién
Budc 2: Click Khao sat - Lay y kién > Click Khao st
= E 5O TAY BANG VIEN

né tay Sotay > Khao sat-lay y kién > Khao sat

O quin Iy tai khodn ~ @ angthai- v~ Thoigia B Tim kiém kndo s Q
E Hésopang vien

—_ R Cudc khao sat tinh Uy Cuéc khao sat moi
¥=  cong viéc duoc giao

Thoi gian: 10/03/2022 00:00 - 31/03/2022 23:59 Thoi gian: 22/02/2022 0000 - 28/02/2022 23:59

a0 . o s
&% sinh hoat chi b D Trang that. Dang dién ra WEREAEDEN O Trang thai. 94 két thiic

& Hoc tép nghi quyét @ Nguoitham gia kndo st 0 nguoi @ Nouoi tham gia kndo sat: 1 nguoi

B8 Dann sach cud i

Knhdo st - 1dy § kién ~ i cat A 2 it mibe &4 5 .
e 7Y Cudc khao sat moi Khao sat mirc song dan cw nam 2021
Théi gian: 07/01/2022 00:00 - 17/01/2022 23:59 Thoi gian: 1511212021 0000 - 31/12/2021 23:59
& LAk D Trang thai: £3 két thic O Trang thai: 03 két thic
€@ Nguvitham gia khdo sat 2 nguai D Nyusi tham gia khdo sat: 4 ngusi
@  9ong gop ¥ kién
B Taie v
Lich lam viéc Danh sach hop déng Tw danh gia
B oamoe Thoi gian: 02/11/2021 00:00 - 03/11/2021 23:59 Thoi gian: 02/11/2021 00:00 - 10/11/2021 23:59
D Trang thai: 9 két thic O Trang that: 94 két thuc
= Trodd BB Mot tham i ki <38 s BB in1eii tham iz ki <3t 0 s

Budc 3: Click button Tham gia khao sat dé lam khao sat

58

‘ @ Xem lai ‘



Tai liéu Hudng Dan Str Dung Hé Thong Qudn Ly S6 Tay Pdng Vién

= E SO TAY DANG VIEN

Quén Iy tai khodn

B.
o
=

Ho so Dang vien

€ong vigc ouoc giao

sinh hoat chi b

i

T Hoc tap nghi quyét

B pann sich cuoc ti
LY

Kndo sat - 14y ¥ kién

Béng gop ¥ kién

Tai liéu

Lich lam viéc

o]

Danh ba

Trao d6i

1

Buée 4: Hién thi giao dién cude khao sat, lam khao sat > click button Gtri khao sat dé

Sotay > Khao sat-lay y kién > Khao sat

v @ angthdi— -

Cudc khao sat tinh Uy
Thoi gian: 10/03/2022 0000 - 31/03/2022 23:59
D Trang thai: Dang dién ra

@ nNguoi tham gia kndo sat 0 nguadi

Cudc khao sat m&i
Thoi gian: 07/01/2022 00:00 - 17/01/2022 23:59
D Trang thai: D3 két thiic

€@ nNguvitham gia khdo sat: 2 nguadi

Danh sach hop déng
Thoi gian: 02/11/2021 00:00 - 03/11/2021 23:59
D Trang thai: 93 két thic

BB N tham nia thdn <3 0 s

hoan thanh khao sat

né tay

© Quan Iy tai knoan
E2 Hb so Dang vien

Cong vigc duec giao

Sinh hoat chi bd
= Hoc tap nghi quydt
BB Dann saen cuge thi

B Kndosat- 4y  kién

@ Kndosat

&, Léyykién

Bong gép ¥ kién

Tai ligu

Lich 1am viéc

o]

Danh ba

Trao ddi

1

E SO TAY DANG VIEN

Théng tin chung

« Tiéu d&: Cudc kndo sattinh Oy
v v D trong: Céng khai
+ Trang thai: Dang dién ra

Danh séach cau hoi
Ban dang & khu viyc nio tai Ha Noi
Noi thanh
Ngoai thanh
Ban d3 c6 nha chua?
DEco
Chuaco
Ban dang & nha riéng hay nha tro
Nha riéng chinh chi
Nhatro
Gia tién dién noi ban dang &

@i4 Aign nha niréde

4.9.2 LAy y Kién

Tham gia khio sat

Cudc khao sat méi

Thai gian: 22/02/2022 0000 - 28/02/2022 23:59

O Trang that: 94 két thuc

@ Ngudi tham gia khdo st 1ngudi

Khao sat mire song dan cw nam 2021
Thei gian: 15/12/2021 00:00 - 31/1212021 23:59
D Trang thai: 94 két thic

€ Ngudi tham gia khdo sat: 4 nguoi

Tw danh gia

Thoi gian: 02/11/2021 00:00 - 10/11/2021 23:59
O Trang that: 94 két thic

BB Ninisai tham aia khdn <5t 0 nasAi

+ Théi gian bit dau’ 10/03/2022 00:00
v Tho gian két thiic: 31/03/2022 23:59

Cudc khao séat tinh Uy

Budc 1: Pang nhép tai khoan Pang vién

Budc 2: Click Khao sat - Lay ¥ kién > Click Lay ¥ kién
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= 'm SO TAY DANG VIEN

Sdtay > Khao sat-lay y kién > Liyy kién

Quin 1y i khoin v & angthai— v Q

Hb so Bang vien

Céng viéc dwoc giao Hoi dap - 1y y kién

Thoi gian: 22/02/2022 - 26/02/2022

o1 .
&% sinh hoat chi bo R

D Trang thai: 4 két thic
7= Hoc tap nghi quyét € oitvong Téca
B8 Danh sach cuge thi
& Knso sat- iy y kién o

Lay y kién dang vién

@ Kndosat

Thoi gian: 17/02/2022 - 28/0212022
[ Trang thai: D3 két thic
@ oéitvong Ttca

éu: Xem tai lidy

Ly y kién

‘

Bong gop ¥ kién

B Taile v
Lich tam viéc
Hoc tap nghi quyét t2
& pamva °¢ P nghi quy
Thoi gian: 05/01/2022 - 29/01/2022
2 Trao d6i [ Trang thai: D3 két thic
- @ Béitvong Tatca

4.10 Péng gop y kién

Budc 1: Bang nhap tai khoan Pang vién

Khao sat dang vien

Thoi gian: 17/02/2022 - 28/02/2022
[ Trang thai: 93 két thic

@ béitong Tétca

B Taiiéu xem tailieu

Hoc tap nghi quyét t3

Thoi gian: 05/01/2022 - 29/0112022
D Trang thi
@ oéitvong Tatca

4 két thic

Hoc tap nghi quyét t1

Thoi gian: 05/01/2022 - 27/01/2022
[ Trang thai: D3 két thic

@ béiwong Tétca

Budc 2: Click Trang c4 nhan > Click menu Péng gop y kién

= m 6 TAY DANG VIEN

né tay So6 tay > Dong gop y kién
©  Quan lj tai khodn v &

E Ho so Dang vien . .
Nguyén Hai Yén
Cong vigc awroc giao
S6 thé Dang vién: 212 Noi sinh hoat: Dang bd Thanh phd Thai Nguyén
Sinh hoat chi b6 Ngay sinh: 01/10/2021 $6 dién thoai: 0333443794 Email: yenyen212@gmail.com

& Hoc tap nghi quyét
BB Dann sach cude thi

B Kndosat- 14y y kién ~ Thong tinchung  Van ban - tai liéu

Béng

B Tale \ . Théng tin co ban

Lich lam vic

Ho va tén: Nguyén Hai Yén
B oannba $6 thé Dang vién: 212
2 Troddi Ngay vao Ding: 011072021
X ) Ngdy vio Bing chinh 02/10/2021
Ghi chii ca nhan hirc:
Bon vi quan iy Noi cdp thé Dang: Ha Noi
Noi sinh hoat: Dang bd Thanh phd Thai Nguyén
Chire vy Bang: 81 thi - Dang b6 Thanh phd Thai Nguyén

Bithur - Don vi 2 trrc thude

Gidi tinh: Nam
Ngay sinh: 0111012021
$6 dién thoai: 0333443794

$6 CMNDICCCD:
Ngay cip CMND/CCCD:
Noi cap CMND/CCCD:

Ngay hét han:

& |-

Budc 3: Nhép cac thong tin, cac trudng di liéu c6 dau (*) 1a bat bude nhap > Click button

Gui ¥ kién dé hoan thanh.
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= E $6 TAY DANG VIEN &

aé tay Sotay > Dong gopy kién
©  Quan Iy tai khodn v

& Hé so Dang vien Néi dung déng gép ¥ kién (%)

aie

‘= Cong viéc duoc giao
@ sinh hoat chi b
& Hoc tap nghi quyét Tep dinh kem
B Dann sach cude i

B Kkndosat- iy ¥ kién v & chon file t3ilén

@ Bong gopy kikn

B raeu v
Lich lam viéc Bon vi tiép nhan (%

Chon -
[E} Dpanhba

Dién thoai (%)

2 Traodsi

0333443794
P Ghichicanhan

Ma xac thiee (1)

7= Bonviquinly Nhan ma xac thuc  [ENRERENERERGIIT

tin c6 danh ddu () bat bubc phai nhap, khéng duoc bd tréng
n6i dwoc Iy lai ma xac nhan

Giri y kién dong gop €

4.11 Tai liéu
4.11.1 Van Kkién tai li¢u
Budc 1: Dang nhap tai khoan Pang vién

Budc 2: Click Tai liéu > Click Van kién tai liéu

= ‘m SO TAY DANG VIEN @00~

nC tay Sotay > Tailieu > Van kién tai ligu
©  quinij taiknoin A ¢ loaivanbin v Choncoquanbanhanh v Ngaybanhanh [ Nh3 héa tim kié Q
E Hé so pang vien

Tailéuméi  Titea  Quantam

Céng viéc duoc giao

Sinh hoat chi b

Thi muc

[}

Hoc tap nghi quyét
B8 Danh sch cusce thi f‘

B Kndo sat-1dy y kién ~

D6ng gop Y kiéy

Chuyén @é sinh hoat Quyét dinh Thw vién anh Thw muc 19/1

-’

Laos Health Declaration Test hién thi khong cin 15 The myc lugts b luit 2 The myc Iudt! b lust Th myc cho don Vi con tryc ... The myc AV

Tai ligu

& vankién tilieu

B Nohiép vu coliac xay dun.

@ Chuyén aé sinhifioat

Lich tam vigc

Danh ba

1 =

Trao ddi

Ghi chu ca nhan

¢  Chi tiét thw muc- tii liéu

Budc 1: Click tén thu muc, tai liéu dé xem chi tiét
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= ‘m SO TAY DANG VIEN @00~

0 tay S6 tay > Tailiéu > Van kién tai liéu

Quan Iy tai khodn ~ £ lcaivanbdn v Choncoquanbanhanh v Ngaybanhanh [ Nhap ti¥ knoa tim kié Q

g o B3

Hb so Dang vién .
Tailéuméi Titcd  Quantam

= cong viéc duoc giao
&% sinh hoat chi b
Thi muc

1= Hoc tap nghi quyét

B8 Danh sch cusce thi

B Kndo sat-1dy y kién ~

Chuyén @é sinh hoat Quyét dinh Thuw muyc chi thi Thw vién anh

Laos Health Declaration Test hién thi khong cin 15 The myc lugts b luit 2 The myc Iudt! b lust Th myc cho don Vi con tryc ... The myc AV

Tailigu
& Nohiép vu coliac xay dun
@ Chuyén aé sinhifioat

Lich 1am viéc

& pannva
2 Trao adi

PP Ghichicanhan

Budc 2: Hién thi giao dién chi tiét thu muc, tai lidu

= m SO TAY DANG VIEN
aétay
o

=

Gan day
Quén Iy tai khodn v
Hb 50 DAng vién

= Céng viéc duoc giao Khang cé hoat déng nao gan day

Thw muc
= Hoc tap nghi quyét

m Danh sach cudc thi
R Kndo sat-14y ¥ kién v

@ 9onggop ¥ kin

Tai ligu

Thw muc 1
€ van kign i liéu
B MNghigp vu cong tac xay dun
& Chuyén dé sinh hoat o
Tai ligu

Lich 1am viéc

@ Danh ba

1

Trao d6i

P Ghicnicanhan

Y= onviquin Iy Tai liéu tester

@ Tim kiem thw muc- tai li€u

Tai ving tim kiém: nhap cac thong tin tim kiém > click button tim kiém dé tim thu muc-

tai lidu.
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= E SO TAY DANG VIEN @ Q
né tay Sotay > Tailieu > Van kién tai lieu ,

© auiniy taiknoan hd & loaivanbin v Choncogquanbanhanh v Ngaybanhanh [ Nhap il knoa tim kié Q |

B Hé soDang vién

Tailiéumoi  Titea  Quantam

Y= coéng viéc droc giao
&% sinh hoat chi b6 The muc

& Hoc tap nghi quyét

B8 Dann sach cuse thi f "
-

B «ndosat- iy y kién ~

@  96ng gop y kién

Chuyén &é sinh hoat Quyét dinh Thw muyc chi thi Thw muc 19/1 Thu muc don vi truc thude.

3 Tailieu

Van kién tai ligu

o

Nghiép vy cong tac xay dun f‘
e

Chuyén dé sinh hoat

Lich tam viec

E pamba

Laos Health Declaration Test hign thi khéng cén f5 Thu myc ludts b lut 2 Thw myc ludt/ b ludt Thu myc cho don vi con tryc ... Thu myc AV

2 Trao déi

<  Danh dau quan tim

Click icon Quan tam trén cac thu muc, tai liéu. Thu muc, tai liéu s€ duoc hién thi ¢ tab
Quan tam

= m 50 TAY DANG VIEN ® 00~

né tay S tay > Tailieu > Van kién tai lieu
©  Quanjtai knodn v € loaivanbin  ~ Choncoquanbanhanh v Ngaybanhanh [ Nndptirknoa tim kié Q
[ Ho so bang vien .
Tai liéu moi Tatca Quan tam
7= Cong viéc duoc giao
@ Sinh hoat chi b6
T Hoc tap nghi quyét

B8 Dann sach cuc thi

B Kndosat- 14y y kién ~

@ B6ng gopy kién

Chuyén @ sinh hoat Quyétdinh Thu muc chi thj Thee vién anh Thie muc 1911 The muc don vi trye thude

Tailigu

S van kién tailieu
&  Nghiép vu cong tc xay dun =
& Chuyén dé sinh hoat f“
Lich 1am viec
B pannva
Laos Health Declaration Test hién thi khéng can f5 Thw muc luat/ bé ludt 2 Thw muc Iudt/ b6 ludt Thw muc cho don vi con trye ... Thw muc AV
2 Trao déi

4.11.2 Nghiép vu cong tac xay dung dang

Hién thi céc tai liéu thudc loai vin ban Nghiép vu cong tac xay dung dang.

Budc 1: Dang nhap tai khoan Pang vién

Budc 2: Click Tai li¢u > Click Nghiép vu cong tac xay dung dang
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= m SO TAY BANG VIEN

EC tay Sotay > Tailieu > Nghiép vu cang tac xay dyng Dang
©  qQuan Iy tai knoan ~ o
st Tén vin ban

3 Hé sopang vien

1 Tai ligu 1971

¥=  cong viéc duoc giao

5&% sinn hoat chi b3

T Hoc tap nghi quyét
B8 Danh sach cude thi
M Kndosat- 14y ykién M

@ Dong gép ¥ kitn

B

u

S van kién tai liu

@ Chuyén Gé sinh hoat

Lich 13m viéc

[E Dpanhba
<  Xem chi tiét

Budc 1: Click tén van ban dé xem chi tiét

E SO TAY DANG VIEN

Eé tay Sotay > Tailieu > Nghiép vu cong tac xay dwng Dang
©  quany tai knoan v Py
s Tén van ban

[E Ho so bang vien
‘= Coéng viéc duoc giao ! BN ER
‘@t Sinh hoat chi bg.
1= Hoc tap nghi quyét
B8 Dann séch cue thi
B ndosat- 14y y kién v
@ B6ng gop ¥ kién
S vankién tai ligu
% B Nghiép vu cong tac xdy dun.
@  Chuyén @& sinh hoat
Lich lam viéc

[z} Dannba

Budc 2: Hién thi giao dién chi tiét

86 higu Filet

21515
$6 hiéu File dinh kem
21515 <

Théng tin
Toanvin  Thuoctinh  Lichsi
& Tai xuéng
Loai Excel Excel  So_cap ban.
Chil's& hiu
Lén stra ddi 17/03/2022 10:05

gén day nhat
Détao 19/01/2022 11:23

Ho tén thisinh -
Nguyén Van A 17/07
4
5
3
s
o
10
1
12
12
14
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@ Xem file dinh kém

Budc 1: Click icon tai file danh sach

= E SO TAY DANG VIEN

né tay Sotay > Tailieu > Nghiép vu cong tac xay dwng Dang
© Quan Iy tai khodn v ey
Tén van bin
E Ho sopang vien
1 Tailiéu 19/1 21515

7= Cong viéc duoc giao

&% Sinh hoat chi b6

& Hoc tap nghi quyét

BB Dann sach cude thi

B Kndosat- 14y y kién v

@ 96ng gop ¥ kién
S vankién tailieu

% &  Nghiép vu cong tac xay dun
@ Chuyén & sinh hoat

Lich 1am vigc

Budc 2: Hé thong tra vé file tai lidu
4.11.3 Chuyén d¢é sinh hoat

Hién thi céc tai liéu thudc loai vin ban Chuyén dé sinh hoat.
Budce 1: Pang nhép tai khoan Pang vién
Budc 2: Click Tai liéu > Click Chuyén dé sinh hoat

= E SO TAY DANG VIEN

né tay S0 tay > Tai liéu > Chuyén de sinh hoat
© Quan Iy tai khodn v ey
Tén van bin

E Ho sopang vien
P 1 Tailigu excel QD.47HVCTQ
7= Ccong viéc duoc giao
&% sinh hoat chi b 2 Dang PDF QB.47 HVCTQG
& Hoc tap nghi quyét 3 ewrwerwer 123FG
EB  Dann sach cuse thi o | w0 15t
T Kndo sat- iy y kién v Boeen 404

5 Hién thi tat ca 123ada
@ B6ng gop ¥ kién

6 iy

7 4545 4

S vankién tailieu
& Nghiép vu cong téc xay dun 8 rér 34123

%0 Chuyén g sinh hoat 9 o @
Lich tam viée

10 3r3 3335532
B pannva

" ee 111123
2 Trao doi

< Xem chi tiét

Budc 1: Click tén van ban dé xem chi tiét
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= m SO TAY DANG VIEN

Hscta\, Sétay > Tailiéu > Chuyeén dé sinh hoat

© Quany taiknoin v

E Ho sopang vien

‘= Cong viéc duoc giao
‘&t Sinh hoat chi bg.
& Hoc tap nghi quyét
BB Dann sach cude thi
B Kndosat- 14y y kién v
@ 96ng gop ¥ kién
S vankién tailieu
&  Nghiép vu cong tac xdy dun

%@ Chuyén @ sinh hoat

Lich lam viée |

[ pannva

2 Traodéi

]

Tén van ban

Tai liéu excel

Dang PDF

ewnverwer

Tail

Hién thi tt ca

trtrt

4545

Ter

33

Budc 2: Hién thi giao dién chi tiét

Théng tin
& Tai xubng
Loai Excel
Cha s& hiru
Lén sira adi £ 1740812022 10:05

gén day nhat
Détao 19/01/2022 11:23

Toanvan  Thusctinh  Lichsir

Excel  So_cap_ban.

Ho tén thisinh -
Nguy&n Van A 17/07

"
12
13
14
15
16
17

@ Xem file dinh kém

Budc 1: Click icon tai file danh sach
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86 hiéu

QD.47HVCTQ

QD.47HVCTQG

123FG

15t

123ada

y

4

34123

3335532

111123

& 20~

File dinh kem



Tai lieu Huong Dan Sir Dung Hé Théng Quan Ly S6 Tay Dang Vién

= m 6 TAY DANG VIEN
B.

O  Quan Iy tai khoan v o

Sétay > Tailiéu > Chuyeén dé sinh hoat

s Tén van bin
E Hb so bang vien

1 Tai liéu excel QD.47HVCTQ

7= Cong viéc duoc giao

&% sinn hoat chi b6 2 Dang PDF Q.47 HVCTQG

= Hoc tap nghi quyét 3 ewrwerwer 123FG
B8 Dann sach cuee thi o | w0 15t
B Kndosat- 14y y kién v . L .
5 Hién thi tat ca 123ada
@ 96ng gop ¥ kién
6 trtrt iy
7 4545 4
S vankién tailieu
B Nghiép vu cong tac xdy dun 8 rer 34123

%@ Chuyén G sinh hoat o | om o

Lich lam vige

10 3r3 3335532
E Danh ba

1 ee 1111123
2 Trao doi

Budc 2 : Hé thong tra vé file tai liéu
4.12 Lich lam viéc

Budc 1: Pang nhép tai khoan Pang vién

Buée 2: Click menu Lich 1am viéc> Hién thi lich cong viéc va su kién

= E SO TAY DANG VIEN
néta\,

86 hiéu

\FHE ginh kem
&

13

123

e

® 00~

Sbtay > Lich lam viec
© Quan |y tai khoan v & onloailich — - B chradiénra B Dangdiénra B Kétthic
B Hb so ang vien m Thang 3 2022
7= Cong viéc duoc giao

T2 b T4 bl T6 s CN
a0 R
P Sinh hoat chi b
&% sinh hoat chi bd. , ) r y . .
) i 123123

T Hoctdp ngnquyét
BB Dann sach cuse thi
B Kndosat- 14y y kién v
@ B6ng gop ¥ kin

7 8 9 10 1" 12 13
B raileu v 123123
B pannva \
2 Trao abi

14 15 16 17 18 19 20
P Gnicni c4 nén 122123

Budc 3: Click Chon loai lich dé loc



Tai lieu Huong Dan Su Dung Hé Thong Qudn Ly S6 Tay Dang Vién
= E SO TAY DANG VIEN @ 00~

B. v Sbtay > Lich lam viec /

©  Quan Iy tai khodn v £ on loai lich — N B chradiénra B Dang diénra B Kétthic
E H6 so ang vien Thang 3 2022
— Chon loai lich —
¥ cong vie duoc giao Lich cong vic
T T4 TS Te T CN
o . Lich st kién
&% Sinh hoat chi bd
1 2 3 4 5 6
) i 123123
T Hoctipnghi quyét
BB Dann sécn cude thi
B Kndosat- 1y y kién v
@ 9ong gopy kién
7 8 9 10 1" 12 13
B Taieu v 123123
Lich iam viéc
[ Danhba
2 Trao déi
14 15 1 17 18 19 20
T Gni chi cé nnén

Budc 4: Click vao cac mau trén lich dé xem chi ti€t lich cong viéc/ sy kién

= E SO TAY DANG VIEN @ 00~

T2 T T4 T e T CN
m. v | 2 3 A 5 6
123123
5 3

©  Quan Iy tai khodn v

[ Hb so bang vien

7= céng viéc avoc giao

&% sinn hoat chi b 7 H 9 10 11 12 13
123123

T Hoc tap nghi quyét

BB Dann séch cude thi

s Kndosat- 14y y kién v /
@ 96ng gép ¥ kién 14 15 16 17 18 19 20

. T
B Taiie v (5208 Cong viec ngay
Lich iam viéc
B pannva
2 Traoddi
2 2 2 2 2 2% 27

PP Ghich canhan

- Hién thi chi tiét lich cong viéc, su ki¢n

Lich cong viéc

Tigu d& cong viéc - Cdng viéc ndi bd ngay 10/1
Loal nhiém vy - Nhiém ky

Théi gian bat dau :17:25 10/01/2022

Théi gian két thac C17:25 31/01/2022

Hinh thirc - NGi bd

Bon vi td chirc - BAng bé tinh Thai Nguyén

Béi tirgng tiép nhan

- 1. Thirc hién cdng viéc

Not dung 2. Bao cao céng viéc
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Tai liéu Hudng Dén Sir Dung Hé Thon

4.13 Danh ba

4.13.1 Ban be
Buéce 1: Bang nhap tai khoan Pang vién
Budc 2: Click Tén tai khoan > Click Menu Danh ba> Tab Ban bé: Hién thi danh sach ban
beé

= E SO TAY DANG VIEN & @0~
né tay So tay > Danh ba
©  Quan Iy tai khodn Q
E Hb so bang vien
Y= céng viéc droc giao
&% sinh hoat chi bo. ¢ Hopiv Tai khoan don vi con
A 0373548001 Huy két ban " Huj két ban
T Hoc tap nghi quyét I\ ia don vi trec thude

0 ban chung
B Dann sach cuec thi

T Knosat- iy y kién

@ 9ong gopy kién

B Taiie

Lich lam viéc ’

2 Traoadi

P Ghichu ca nhan

Budc 3: Click button Huy két ban dé x6a ban bé khoi danh sach > Hién thi popup xac
nhan hay két ban

+ Click Huy két ban dé xac nhan huy két ban

+ Click Huy bo dé quay lai danh sach

Xac nhan

Ban c6 chac chan mudn hiy két ban véi ngurdi nay?

Hdy két ban Hay b

4.13.2 Tab Loi moi két ban

Budc 1: Pang nhép tai khoan Pang vién
Budc 2: Click Tén tai khoan > Click menu Danh ba> Tab Loi moi két ban: Hién thi danh

sach 161 moi két ban
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Tai liéu Hudng Dén Sir Dung Hé Thong Qudn Ly S6 Tay Ddang Vién

= B 6 TAY DANG VIEN

né tay Sb tay > Danh ba

O auin 1§ tai khodn v o

m kiém moi ngu Q
E3 Hb so Dang vien /

Banbé  L&i moi két ban

I=  Céng viee droc giao —_— ‘

o o . . ’

‘aa® SINN hoat chi by Tai khoan don vi con ere—
0965789780 P nian

& Hoc tap nghi quyét Bon vi con clia don vi tryc thude
0 ban chung

Tk chéi
&i Danh sach cudc thi

B Kndo sat- 1y y kién v

@ 9ang gop v kién

B Taiiéu v

Lich lam viéc

Budc 3: Chon hanh dong
+ Click Chép nhin dé ddng ¥ xac nhan ban bé
+ Click Tir chbi dé tir chdi két ban
4.13.3 Goiy két ban
Budc 1: Dang nhap tai khoan PBang vién
Budc 2: Click Tén tai khoan > Click menu Danh ba> Tab goi y két ban: Hién thi danh
sach c6 thé két ban thudc noi cong tac, noi cu trd, noi sinh hoat

Danh ba ®
Tatcd || Tim theo ho teg Q

Banbé Loimoikétban Goiy két ban

PO XUAN THQ Bd XUAN THO PO XUAN THQ Bd XUAN THO
0981704891 0981704892 0981704903 0981704904

BT T TR TR

Budc 4: Click Két ban dé gui 101 moi két ban dén ngudi khac
Budc 5: Click Nhén tin dé néi chuyén véi ngudi khéc.

4.14  Trao doi

Budc 1: Dang nhap tai khoan Pang vién

Buéc 2: Click Trao ddi
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Tai liéu Hudng Dan Str Dung Hé Thong Qudn Ly S6 Tay Pdng Vién

E SO TAY BANG VIEN

Ié tay Sotay > Trao doi
©  qudnj tai khodn ~ o a
E Héso Dang vien .
¢ Tin nhén ® abe

Y= Cong viée duoc giao

&% sinh hoat chi bo

. Nguyén Hai Yén d thém Tai khoan don vi con vao cudc héi thoai
& Hoc tap nghi quyét

B8 Dann sach cuée thi @ Nguyén Hoang Hai
a

a Nguyén Duy Quang

Tai khoan don vi con
yth

M Kndosat- I3y ykién -
@ 96ng gopy kién

B Taneu v
Lich am viéc

[E} pannva /
—

Trao adi

I

P Ghichi canhan

< Thém méi tin nhin

Budc 1: Click icon thém mdi tin nhin

= m SO TAY DANG VIEN o m(C

né tay Sotay > Trao doi

©  auany tai knoan v o aQ l

[ Hosobang vien .
Tin nhan ® abe /
%= Ccoéng viéc duoc giao

&% sinh hoat chi b

88 Tao nhom moi
, . Nguyén Hai Yén d& thém Tai khoan don vi con vao cudc hdi thoai
T Hoc tAp nghi quyét

BB Danh sach cude thi % Nguyén Hong Hi
5. a

0 Nguyén Duy Quang

Tai khodn dom vi con
i

Fi  Kndosat- 1y y kién v
@  96ng gép f kidn

B Taiieu v
Lich 1am viec

& pamnba

& Trao abi

P Ghichi ca nhan

Bude 2: Hién thi giao di¢n thém mdi tin nhén, nhap thong tin > click button luu lai dé

hoan thanh thém mai
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Tai lieu Huong Dan Sir Dung Hé Théng Quan Ly S6 Tay Dang Vién

Tin nhan m&i

Thém ngudi vao cude hdi thoai (*)

Nhap tén ngudi vao cudc héi thoai

¢ Tao nhém méi

Budc 1: Click icon thém méi > Tao nhoém méi

= ‘m SO TAY DANG VIEN o |

ﬂ;@ tay v Sdtay > Trao doi

O quany tai knodn v € kiém mol nguo a l
E Hé so bang vien .

Tin nhan ® abe & o

L]

¥ Cong viéc duoc giao ®

Q Tim kiém ngudi va nhom Tin nhn mél Nty
&% sinn hoat chi b (16032022 ¥

88 Taonhomméi
. N abe Nguyén Hai Yén da thém Tai khoan dom vi con vao cudc hdi thoai
T Hoc tap nghi quyét
BB Danh séch cudce thi @ Nguyén Hoang Hii
a

Fi  Kndosat- 1y y kién v ,

e Nguyén Duy Quang
@ 96ng gop ¥ kién

. Tai khoan dom vi con

B raie v I

B Licn lam vie
B panhba

&
& Trao déi

P Ghicnu ca nhan

Budc 2: Hién thi giao di¢n tao nhom, nhap thong tin > Click luu lai dé hoan thanh viéc

thém moi
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Tai lieu Huong Dan Sir Dung Hé Théng Quan Ly S6 Tay Dang Vién

Tao nhém méi

+ HGi thoai nhém

Tén nhém ()

Thém ngudi vao cudc hdi thoai (*)

4  Xoa cujc tro chuyén

Budce 1: Click Xo6a cudc tro chuyén

= ‘m SO TAY DANG VIEN @ |

H%‘ay v Sotay > Trao doi
9 Quan 1y tai knodn M ° kiém moi nguoi Q
(3 H6 o Dang vien .
Tin nhdn ® abc &
)

#=  céng viéc duoc giao

Q Tim kiém ngudi va nhém ) s
& sinh hoat chibo P 603202

= resenaa _
B8 Danh sach cude thi @ Nguyén Hoang Hai

B kndosit-idy yién v e W xoa cuse o chuyed

@ 96nggopy kién ¥
N Tai khoan don vi con
B Taiieu v SN

Lich Iam viéc

Nguyén Hai Yén d thém Tai khoan don vi con vao cudc hdi thoal

(=

[ pannba
=

B Ghicna cannan
Budc 2: Hién thi popup xac nhan xoa
+ Click Xoa dé xac nhan x6a cudc tro chuyén, cudc tro chuyén bi mét khoi danh sach tro
chuyén

+ Click Huy bo dé quay lai danh sach

73



Tai liéu Hudng Dén Sir Dung Hé Thong Qudn Ly S6 Tay Ddang Vién

X6a cudc tré chuyén

Ban c6 chac chan muén xéa cudc trd chuyén nay?

Huy bd

<  Tim kiém nguoi va nhém

Tai vung tim kiém: nhap cac ti€u chi tim kiém > click button tim kiém dé tim kiém nguoi
va nhém

= B SO TAY DANG VIEN
Eé tay ~ So tay > Trao doi /
(=]
[ce}

Quan If tai knodn ] & kigm moi nguoi Q

HO so Bang vién .
Tin nhan ® abe

7= Cong viéc droc giao
Q Tim kiém nguw&i va nhém

&% sinh hoat chi bo

R , Nguyén Hai Yén d4 thém Tai khoadn don vi con vao cudc
= Hoc tAp nghi quyét

B8 Dann sach cudc thi @ Nguyén Hoang Hai
a

B Kndosat- 14y y kién ~ .
Q Nguyén Duy Quang

@  oong gop v kién -

. L Tai khodn don vi con
E Tai liéu ~ ® i
Lich 1am viéc
E’ Danh ba
—

Trao dbi

I

P Ghichicannan

@ Giri tin nhin

Click vao cudc tro chuyén muon chat > nhap tin nhan > click icon gtri dé gui tin nhan.
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Tai liéu Hudng Dan Str Dung Hé Thong Qudn Ly S6 Tay Pdng Vién

= m SO TAY DANG VIEN & |0~
] Q
néta\,

Tin nhén ® @ Nguyén Hoang Hai o
©  quany tai knodn v

[ Hb so bang vien

= abe &Q) Nouyén Hoang Hai 10:26 28102021
7= Cong viéc duoc giao -

123123
&% sinh hoat chi bd > Nguyén Hoang Hai
ag . Hoang Hai 2021
T Hoc tap nghi quyét . 123123
0 Nguyén Duy Quang
8 Danh sach cuoe thi - ™ 4R Nouyén Hoang Hai 10:32 28/102021
. Tai khodn dom vi con 123123
B Kndosat- 1y y kién v win
@ ing gopy kién
B Taie v D) Nouyén Hoang Hai 16.44.191022022
a
Lich lam vic
@ Nguy&n Hoang H3i 16:45 1910212022
B pannva )
= 7
&4 UEDE @A) Nguydn Hoang Hai 16:45 1910212022

P Ghichi ca nhan

7= Donviquanly

=o|

4.15 Ghi chu ca nhan
4.15.1 Thém méi ghi chi ca nhan
Budc 1: Dang nhap tai khoan Pang vién
Budc 2: Click menu Ghi cht ca nhan> Click button Thém méi

= E SO TAY DANG VIEN & o0 -
B. Sbtay > Ghi chu ca nhan

©  Quan Iy tai knodn v o Q f
E Ho sopang vien

7= Ccéng viéc droc giao
&% sinh hoat chi bd
Knong co di ligu

& Hoc tap nghi quyét

B3 Dann sach cuse thi

B Kndosat- 1y y kién v

@ 9ong gopy kién

B Taic v

Lich 13m viée

B pannva /
2 Trao déi

Budc 3: Hién thi man hinh thém méi ghi chi. Thue hién nhap day du cac trudng thong

tin, trong d6 dau * 14 trudng bat budc
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Tai lieu Huong Dan Sir Dung Hé Théng Quan Ly S6 Tay Dang Vién

Thém méi ghi cha

Tiéu d& (%) Tai liéu dinh k&m

NGi dung mé ta (*)
X chon file tii1én

- Binh dang file jpg, gif, png,
bmp, ico...

- Dung long tdi da: 208

Buéc 4: Click Luu lai dé hoan thanh viéc thém mai
4.15.2 Chinh sira ghi chu ca nhan
Budc 1: Dang nhap tai khoan Bang vién

Budc 2: Click menu Ghi chu ca nhan> Click icon chinh stra

= m SO TAY DANG VIEN @ @0~
B. © Sétay > Ghichisca nhan
©  quanytai knodn v Ngay tao ) Tim kiém ghi chit Q 1
E Ho so ang vien
STT Tiéu dé Tai liéu Ngay tao Hanh déng
¥=  Cong viéc duoc giao
1 Ghichia 10:17 17/03/2022 @ o
&% sinh hoat chi bd
= Hoc tap nghi quyét
BB Dann sécn cude thi
B Kndosat- 1y y kién v
@ 96ng gop y kign
B Tae v
Lich lam viéc
B pannva
2 Trao déi

Ghi chii ca nhan

Budc 3: Hién thi man hinh chinh stra ghi chi. Thyc hién nhap day du cac truong thong

tin, trong d6 dau * 1a trudng bat budc
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Tai lieu Huong Dan Sir Dung Hé Théng Quan Ly S6 Tay Dang Vién

Chinh stra ghi chu

Tiéu @& (7 Tailiéu dinh kém
Ghichl a
NGi dung mé ta (*)

. Chon file tai Ién
abc

- Binh dang file jpg, gif, png,
bmp, ico...

- Dung lrgng tdi da: 2008

Budc 4: Click Luu lai dé hoan thanh viéc chinh sira ghi chi
4.15.3 Xoa ghi chu ca nhan

Buéc 1: Bang nhap tai khoan Pang vién

Budc 2: Click menu Ghi cht ca nhan> Click icon x6a

= n 6 TAY DANG VIEN o |0~
Hsétay ~  Shtay > Ghicha ca nhan

©  Quin iy tai knodn v Ngay tao 8 Tim kiém ghi cha Q i

E Hb so bang vien
STT Tiéu dé Tai liéu Ngay tao Hanh déng

Y= Ccéng viéc droc giao
1 Ghichia 10:17 17/03/2022 @ [

&% sinh hoat chi b6

= Hoc tap nghi quyét f
BB Dann sécn cude thi

B kndosat- 14y y kién -

@ 5ong gopy kién

']
B Taic v

Lich lam viéc
B Dannva
=

Trao ddi

Budc 4: Hé thong hién thi popup xac nhan x6a
+ Click X6a dé xac nhan x6a, ban ghi bi mat khoi danh sach

+ Click Huy bo dé quay lai danh sach
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Tai liéu Hudng Dén Sir Dung Hé Thong Qudn Ly S6 Tay Ddang Vién

Xoa x

Ban c6 chac chan mudn x6a?
Lweu v: Xda xong khéng thé khdi phuc lai dwoc

Xoa Huy bd

4.15.4 Tim kiém ghi cht c4 nhéan
Budc 1: Pang nhép tai khoan Pang vién
Budc 2: Tai ving tim kiém: nhap cac thong tin tim kiém > click button tim kiém dé tim
ghi chu
= B o womcven 6 20 -

Quan Iy tai khoan v Ngay tao [ Tim kiém ghi chi Q | 1

Hb so Dang vién
STT Tiéu dé Tai liéu Ngay tao Hanh déng

Hscta\, v Sbtay > Ghicha ca nhan /
o
=

Céng viéc duoc giao

1 Ghichia 10:17 17/03/2022 ® », 0

& sinn hoat chi b

= Hoc tap nghi quyét

BB Dann sécn cude thi

B kndosat- 14y y kién .
D6ng gop ¥ kién
Tai gy v

@

B

Lich 1am viéc
E pamnba
=

Trao ddi

Budc 4: Click icon Tai xuong dé tai xuong tai liéu
= m $O TAY DANG VIEN @ @)
sty ©  sbtay > Ghicha ca nhan

©  quin Iy tai khodn v Ngay tao B Tim kiém ghi cha Q IH

E Hbso Dang vien
STT Tiéu gé Tai liéu Ngay tao Hanh dong

1 Ghichia &T3p tin Ginh kém 10117 17/03/2022 ® », 0

&% sinh hoat chi b5
T Hoc tap nghi quyét /
BB Danh séch cuée thi

7= cong viéc duoc giao

B Kndosat- 14y y kién .
@ onggopykién

B raieu v
Lich tam viéc

[E Damnva
=

Trao ddi /
I Ghichicanhan
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Tai liéu Hudng Dan Str Dung Hé Thong Qudn Ly S6 Tay Pdng Vién

4.16 Don vi quan ly

Hién thi danh sach cac don vi ma tai khoan c6 quyén quan ly.

Budc 1: Chon menu Don vi quan ly

FO®@C

B

¢SED 090 +

k¢

o

s6 tay

© quany tai khodn

) H6 so pang vien

Céng viéc duroc giao

Sinh hoat chi b
& Hoc tap nghi quyét
B Dann sécn cudc thi

f&  Kndosat-tdy y kién

Déng gop ¥ kién
B raeu

Lich tam viéc
B Damnba

2 Tracaél

B Ghicnicannan

Bon viquan ly

- Loai don vi - -

sTT Tén don vi Ma don vi
1 Chi bd co s& 3 CBCS3
2 Chi b6 co s& thude TTT ERER
3 Chi bd truc thuéc 3256
4 Ghibotrrc thuoc 1 1
5 Chi b truc thudc 13 CB13
6 Chi b tryc thude 15 15
7 Chibb truc thuée 3 3
8 Chi b trirc thuéc dang bé co s& 12
9 Béngbo bo phan 852
10 Bédng bé co & DBCVF
1 Bingbocosd 1 DBCS1

Loai don vi

Chibé co sd

Chibd co 86

Chi bo trirc thudc

Chi b trirc thudc

Chi bo trirc thudc

Chi b5 trirc thuge

Chi bé trire thudc

Chi b trirc thudc

Déng b b phan

Ding b6 co 56

Bing b6 o' 56

Budc 2: Click icon chi tiét dé vao trang don vi.

FOo®@C

B

SED 090 +

ke

56 tay

© quany tai khodn

() H6 so pang vien

Céng vigc duroc giao

Sinn hoat chi b
& Hoc tap nghi quyét
B Dann sacn cude thi
B Kndosat- ly § kién

@ 96ng gop ¥ kién

liéu
Lich lam viec
[E Dpannba
2 Traoddi

B Ghicnicannan

Don viquan ly

- Loai don vi - -

STT Tén don vi Ma don vi
1 Chi b6 co s& 3 CBCS3
2 Chi b6 co s& thuée TTT ERER
3 Chi bd truc thuéc 3256
4 Chibdtrc thuc 1 1
5 Chi b truc thudc 13 CB13
6 Chibo truc thudc 15 15
7 Chibb truc thude 3 3
8 Chi b trirc thudc dang bé co s& 12
9 Bangbod bo phan 852
10 Bédng bé co & DBCVF
1 Dangbocosd 1 DBCS1

Loai dom vi

Chi bd co s&

Chi b6 co's&

Chi bd truc thudc
Chi b6 trirc thude
Chi bd truc thudc
Chi b trurc thuge
Chi bb truc thusc
Chi bd truc thudc
©ing bd b phan
Dang bb co &

Bing b6 056
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Bia chi

Huyén Binh Hoa, Tinh Thai Nguyén

Huyén Dai Tix, Tinh Thai Nguyén

X4 Ban Ngoal, Huyén Dai Tik, Tinh Thai Nguyén

XaAn Khanh, Huyén Dai T, Tinh Thai Nguyén

Huyén Dai T, Tinh Thai Nguyén

Huyén Dai Tir, Tinh Thai Nguyén

Huy&n Dai Tix, Tinh Thai Nguyén

Huyén Dai Tir, Tinh Thai Nguyén

Huyén Dai Tix, Tinh Thai Nguyén

X3 An Khanh, Huyén Dai Tir, Tinh Thai Nguyén

Huyén Binh Hoa, Tinh Thai Nguyén

Dia chi

Huyén Binh Hoa, Tinh Thai Nguyén

Huyén Dai Tix, Tinh Thai Nguyén

X4 Ban Ngoal, Huyén Dai Tik, Tinh Thai Nguyén

Xa An Khanh, Huyén Dai T, Tinh Thai Nguyén

Huyén Dai Tir, Tinh Thai Nguyén

Huyén Dai Tix, Tinh Thai Nguyén

Huyén Dai Tix, Tinh Thai Nguyén

Huyén Dai Tir, Tinh Thai Nguyén

Huyén Dai Tix, Tinh Thai Nguyén

X3 An Khanh, Huyén Dai Tir, Tinh Thai Nguyén

Huyén Dinh Hoa, Tinh Thai Nguyén

Do vicha

Dang bo trirc thuoc tinh 1

9ang bo trirc thudc tinn

Dang b6 b6 phan 1

Ddng b b phan

B3ng bd b6 phan 1

Dang b6 co' 56 1

9ang b b phan

Déng b6 co s&

éng b6 co s

Dang bo trurc thudc tinh

Dang b tryc thude tin

Don vicha

Dang bo trirc thuoc tinh 1

Dang b6 truc thudc tinh

Dang b6 b6 phan 1

9ang b b phan

Dang b6 b6 phan 1

9dng bo co 58 1

Dang b b phan

Déng b6 co s&

4ng b6 co 5

Dang bo trurc thudc tinh

Dang bo trurc thudc tin

Hanh déng

2 % B B B B B B B O

Hanh déng

N

T B B I B B B B B B
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