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Phin 1: GIO'l THIEU CHUNG VE ’'NG DUNG

Giéi thiéu

Phin mém Quan ly hanh chdnh dién t& van phongdwoc phat trién véi muc dich dem lai sy
tién dung d6i v&i ngudi dung (ca ngudi quan ly 1an ngudi dung thong thwong) trong viéc
quan ly cong viéc, trao do6i thong tin va chia sé tai nguyén.Hé théng dwogc thiét ké khoa
hoc nham dap &ng dwoc hdu hét cac nghiép vu hanh chanh hang ngay clia mot co quan,
don vi. Hé thdng dwogc thiét ké theo tirng nhém chirc ndng phu hop véi tirng loai doi
twong st dung, kha ning phin quyén chirc ning linh hoat dwoc thiét ké gitip nha Quan tri
c6 thé tuy chinh cho tirng loai nhan vién str dung hé thong v&i tirng muc dich khac nhau.

Muc tiéu hé thong mang lai

X4y dung hé thong quan ly, trao doi, cAp nhat thong tin va chia sé tai nguyén khép kin cta
mot cong ty, don vi théng qua module Quan 1y nhan sw. O’ bit ctt dau, nhan vién ciing c6
thé thwc hién cac tc vu van phong thwdng nhit nhw xem lich cong tac, chuyén, giao nhin
viéc, tao lich cong tac, trao doi thong tin v&i quan ly hodc dong nghiép...

Nha quan 1y c6 thé 1én lich céng tac, giao viéc cho nhan vién cip dwéi..., danh gid cong viéc
nhan vién mot cach chinh xac, diéu hanh, chi dao don gian va hiéu qua hon.

Dir liéu quan ly tap trung, nhan vién c6 thé dé dang truy xuit va st dung trén hé théng tai
nguyén cua tirng doanh nghiép, kip thdi ndm bat cong viéc dwoc giao gitp cong viéc tré
nén nhanh chéng, hiéu qua hon.

Hé thdng giup doanh nghiép gidm chi phi in 4n va tiét kiém thoi gian xr 1y cong van.

Xt ly van ban dén va di nhanh chdng, kip thoi.

Cong nghé sir dung

Microsoft ASP.Net 2.0.
Microsoft SQL Server 2008.

Hé théng quan ly hanh chinh dién to Trang 4
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Phin 2: HWONG DAN SU’ DUNG

Nhom chirc nang nghiép vu chung

Lich don vi

Chirc nang nay dung dé xem lich céng tac ctia don vi, c6 thé xem lai lich cong tac cla
nhitng tudn trudc do. Lich cong tac co thé dwoc cdp nhit thuwong xuyén tir nha quan ly.
Ung dung c6 hd tro in lich cong tac tuan.

Cdch dung.

Menu trai, chon “Lich don vi”.

Mic dinh hién thi tuin hién tai, muén xem cac tudn khac, ngwdi dung chon tuin va bam
nuit “Xem”.

Bim nut “In lich ” @€ in lich dang hién thi.

Tuan th 48 (01-12-2014 = 07-12-2014) ~ Nim2014 « Trudng Cao ding Ki thudt Ly T Trong TPHCM - | Xem

Al
< Tudn tru'dc > Tudn sau = n lich

HNoay Gidt Ndi dung Cha tri bia diém Ghi chad

01-12-2014

. Trudng khoa
Thir 2 Pi cong tdc HN cing nghé théng | HN
tin

02-12-2014

Thi 3

03-12-2014

Thir 4 Hop toan nhan vién Giam ddc Phéng hop

04-12-2014

Thir 5

05-12-2014

Thif 6

06-12-2014

Tho' 7

Cha nhit
07-12-2014

Ghi chi :

Lich phong khoa

Chirc ning nay dung dé xem lich céng tac cla tirng phong khoa, c6 thé xem lai lich cong
tac ctia nhitng tudn trwéc dé. Lich cdng tac c6 thé dwoc cip nhit thwong xuyén tir nhin
vién duoc phan quyén quan ly noi dung cda lich phong khoa. U'ng dung c6 hé tro in lich
cong tac tuan.

Cdch dung.

Menu trai, chon “Lich phong khoa”.

Mic dinh hién thi tuan hién tai, mudn xem cac tudn khac, ngwdi dung chon tuin va bAm
nut “Xem”.

Chon phong khoa mu6n xem lich cong tac sau dé6 bAm nat - *em | d& xem lich c6ng tac theo
tirng phong khoa.

Bam nut “In lich” @€ in lich dang hién thi.

Hé théng quan ly hanh chinh dién to Trang 5
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Tudn thir 48 (01-12-2014 -> 07-12-2014) » N3m 2014 » 17 -CSLTT - Trung tdm Bao tri - Ca dién v

Xem

L —Z
< Tudn trudc >

Ngay

Tudn sau = n lich

Gid N&i dung Cha tri Pia diém

| Chon khoa cén xem lich céng tac !

Ghi cha

Thir 2
01-12-2014

Thir 3
02-12-2014

Thir 4
03-12-2014

Thir 5
04-12-2014

Thir 6
05-12-2014

Thir 7 .
06-12-2014 14h00 |Hop Khoa Tru'dng Khoa VP Khoa

Chi nhat
07-12-2014

3. Lich cong tac chung

- Chirc nang nay dung dé xem lich cong tac chung, c6 thé xem lai lich cong tac cia nhirng
tudn trwédce dé. Lich cong tac c6 thé dwoc cdp nhit thwong xuyén tir nha quan ly. Ung dung

c6 hd tro in lich cdng tac tuan.

Cdch dtng.
- Menu trai, chon “Lich cong tac chung”.

- Mac dinh hién thi tuin hién tai, muén xem cac tuan khac, ngwoi dung chon tudn va bim

nut “Xem”.
- Bam nat “In lich” d€ in lich dang hién thi.

L
Tudn thi 48 (01-12-2014 -> 07-12-2014) + Nam 2014 - | Xem < Tusn trudc } Tudn sau C= n lich

Nogay Gid N&i dung Chii tri Pia diém

Ghi chi

Thir 2
01-12-2014

) - Trurang cic L
08h00-10h00 | Ho giao ban ddu tudn phang ban Phéng hop

Thir 3
02-12-2014

Tha 4 . - = = o . i i
03-12-2014 08h00-10h00 | Phéng van tuy&n dung nhan sy mdi Tru'déng phéng Phéng hop

Thir 5
04-12-2014

Thi' 6 s s P . . ! .
05-12-2014 08h00-11h00 | Bai hdi cdng nhan vién chi'c Hiéu trudng H@i truang

Thir 7
06-12-2014

Chi nhat
07-12-2014

Ghi chu :

4. Lich canhan

Hé théng quan ly hanh chinh dién to

Trang 6
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- Chtrc nang nay dung dé chu dong tao va cip nhéit lich cong tac cia riéng minh trong tuan,
c6 thé xem lai lich céng tac ciia nhirng tudn trudc do6 va chia sé lich cd nhan cho cac user
khac. U'ng dung c6 hd tro in lich cong tac tuan.

Cdch dung.

- Menu trai, chon “Lich ca nhan” hé thng mic dinh hién thi tudn hién tai.

- Nhép truc tiép thong tin 1én lwéi c6 thi twong rng trong tuan.

- BAm nit “Lwu” d€ hoan tat.

| il tT 35 POO0G 2012 - 06062017} o | MO 2012, EPMT ST - | lEm
‘ﬁﬁiﬂmﬁm

™ 2 Cho phép user khac
xem lich

(Tﬁnwﬁ: >Tﬂ|u|n — Lafw

|:_ Thang tin lich dang xem —_:|

207

iy Pl

Tt &

- Bam nit “In lich” d€ in lich dang hién thi.
- Bam nut “Gan quyén xem” va chon user cin chia sé lich. User sau khi dwoc gan sé c6
quyén xem lich ctia user cho phép.

Hé théng quan ly hanh chinh dién to Trang 7
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Chign Nigudh Nhin Tin Whin =
Hudng dlin chon : OF chon ngu nhin thi ban kly check vio &
wudng cla ngudi md ban mubn ol thy &

Click g/ chgn Trd vé
Y Nguylin V3 Vit Anh
) ©3 Thi Li Dung
) Nguyén Xudn Ding
) Tr8n Thi L Gisng
) Quén Thi Hda
) Nguydn Thi Anh Hing

) Trdn Thi Hing i e c;
) D#ng Thi Thy Huoeg Chon hguoi dung hoac

J L& Lin Huong ! oS3 B
) Nguydn Thj Ling nhdm nguwdidung

) L& Thi Hang Ly

) A TrBn Thanh Mai
3 VO Lé Minh

) Nguylin NI Tra My
) Vi Thi Nhai

o Click chon nguwoi dung hodac nhém nguwoi dung dwoc xem lich cong viéc ca
nhan.
o Bam nut “Chon”.

Trwong hop ngwdi dung muén xem lich cic tuan khac, click chon tuin cin xem (tudn hién
tai dwoc danh ddu mau dé), bAm nut “xem”.

5. Thong bao

- Chtrc nang nay dung dé tao va xem thong bao cua don vi. Nha quan 1y c6 thé Théng bao
dén nhan vién nhirng tin tic va cong viéc méi nhit.

- Giup nguoi dung co6 thé kip thoi doc nhirng thong bdo méi nhat tir phia nha quan ly hoac
tlr nhan vién khac.

- Quanly c6 thé dang théng bao cho toan nhan vién. (* Khi dwo'c phan quyén)

Cdch dtng.

- Menu tréi, chon “Thoéng bao” hé théng hién thi danh siach théng bido da nhan (trong dé
dong dit liéu in ddm thé hién théng bao chwa doc, mac dinh sé hién thi nhirng thong bao
mai).

! Q L. x

L - 'f‘ — . L] . -

W Ta0 C3p nhat |“|Bﬁ doc Chua doc = n Xoa TG ~ Tim

[l chn d& File Ngu'di tao Ngay tao Hét ha&ﬂ@tx Chua doc

[7] | Théng béo cip dién D3 Tuan Viét O ? 03 01 2015 ( ?Iic:_k{ r;:[Wc_:ln égm

5 c . Nguyén Trung 22-11-2014 22-12-2014 0al !nong bao

R £ | biing 09:29:33 o000 | - | U]

Tim thdy 2 dong  Hidn thi 20~ dong

Xem thoéng bdo nhén: Click chon vao tiéu dé théng bao dé doc nodi dung, Click vao biéu
twong bén cot File twong rng d€ download tai liéu dinh kem.

Hé théng quan ly hanh chinh dién to Trang 8
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Xem NGi Dung Théng Bao =3

XEM THONG BAO

Tigu dé: ¥ Théng bao tuyén dyng nam 2012
tguéigii: @ Nguyén Thi Thanh Nhan
Ngay givi: T 23.07-2012 15:22:13
Noi dung: Céng ty CB phin Tién bi Qubic té ( AIC ) 34 va dang phit trién kinh doanh higu qué & céc finh virc nhu: Xik Iy mbi

trvéng, Thweng mai va Bau tw, Kinh doanh Bat dong san, Cung éng lao déng nuéc ngoai, Quan I quy, Gido duc
4o tao.

File dinh kém: & [23-07-2Q12 15.28.19]262014_226668127364791_471589_n.jpg

‘click dé download
file

Click @& in théng bao

Click dé dong va tré vé
Trd vé

Hé théng quan ly hanh chinh dién to Trang 9
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- Tao thong bao maéi:

N ya \ ¥ 4 N \ s A 7 I .
o Bamnut' ™ ™°, man hinh Quan ly thong bao hién thi
LQE' Ly Théng Bao =
Tiéu @& : [Théng bao cudc thi van nghé ngay Nha gido Vit Nam 20/11 | <= 1. Nhap tiéu de
Ngdy héthan : 23-11-2011 [] €«— 2. Click chon ngay
- _ [24-10-2011 06.43. 26]Théng bo.docx K _
Fle dinh kém [ e )] — 3. Click chon dé upload file
B| 7 [<|=|=]=]EEEEE @ E)
Ta0 fiﬁ'rl Avrial ‘z‘ 1(8pt) |z|

Kinh g&i cac Phong ban,

Dé chudn bi churong trinh van nghé cho ng3y Nha gido VN sip t6i.
Nay Phong TC xin thdng bdo dén cac phong ban nhu sau:
1/ M&i phong ban chudn bi du thi 2 tiét muc. a i
2/ Ngay thi: 8h ngay 05/11/2011 ¢ 4. Nhap ndi dung
3/Téng duyét chwrong trinh van nghé: 8h ngay 15/11/2011

Tran trong !
N8i dung :
5. Click chon dé lwu

® Copyright by TMVN Group . =

. ] \ -_Ll.fu -_Trdvé
o Nhéip Tiéu dé thong bio.
o Click chon Ngay hét han.
o Bam nut “Thém file” dé upload file dinh kém (néu co).
o Nhap No6i dung.
o B&am nut “Lwu” d€ lwu théng bao vira tao.
o Bam nut “Tré vé” dé quay vé man hinh chinh.

- Trén man hinh, click d€ Iwa chon xem: théng bdo m&i hodc thong bao cii hodc tit ca. Sau
dé click bAm nut “Xem”.

- Click ddnh d4u v vao 6 chon ' thong bio dé chon cac thao tac: cAp nhat, xem thong
bao da doc - chwa doc, in, x6a thong bao.

6. Dién dan - Gép y dw thao vian ban

- Cau ndi thong tin gitra tit ca thanh vién, 1a noi moi ngudi cé thé dong gop y kién, chia sé
kinh nghiém, giai dap thic mac vé moi hoat dong cua cong ty.
Cdch dung.

- Menu tréi, chon “Dién dan - Gép y dw thao vian ban” Hé théng hién thi danh sach chua dé
sap xép mic dinh theo ngdy tao méi nhat.

- Trwdong hop mudn xem nodi dung trao doi Click chon ndi dung chi dé can xem.

Hé théng quan ly hanh chinh dién to Trang 10
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F E
= i x
W 120 chide| " cap nhat X6 din
[ Chii dé& Ngu'di tao Ngay tao Lugt xem
o I 04-12-2014 .
[ | Quan ¥ ngudi hoc P4 Tudn Viet 13:36:30 0 &
Timthdy 1 dong  Hign thi 20 ~ déng

- Tao chu dé méi bAm nut “Tao chu dé” Nhip tiéu dé va ndi dung trao doi, Click chon nut
“...” € upload file (néu c6). Bim nut “Lwu” dé hoan tit.

=3

[ Tao Chil P&

Chu &8 : Quén Iy ngudi hoc
File dinh kém :
[B ][] [ar] e[ =] [ ][] =] ] e R i EE ][] [ [Ru][ 2] [©
W[ &][&][%)[—[2][®] Fontenr - i

l?\E-STmng dao tao theo hé thﬁn_g tin chi, vai trd cha ddng va tw chiu trach nhiém cla nguéi hoc cé tinh quyét dinh téi chat lveng dao tao,

Bah cd thong nhatvéi quan diém nay khdng?

MGi dung :

wu || Trave

- Tham gia trao ddi dién dan véi chu dé da co:

o Click chon chi dé can tham gia y kién, man hinh thé hién néi dung ctia cha dé

Hé théng quan ly hanh chinh dién to Trang 11
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; =
L X
uTi_m cha d& ~ Cipnhit X Jin

] Cha d& Ngu'di tao Ngay tao Lu'gt xem
— e . 27-12-2012
Puanlvnqu"é'lh«?c | Vi Vén Birc 08:56:36 &4 =

Tim th&y 1 dang @ . -

Chon chi dé can tham gia y kién

- Séxuit hién man hinh :

- ,
+¥ - x
S vien  capnhat X6 Jim

Ngi dung File  Noudigii Ngay gifi )

@ﬁTrong dao tao theo hé thdng tin chi, vai trd chi dgng va tur chiu trach nhiém cia e . 27-12-2012
naudi hoc oé tinh quyét dinh t6i chat lugng dao tao, Ban cd thing nhit wdi quan diém Wi Van B 08:55:35 o
nay khang?
Van d& |3 lam the ndo d€ x3y dung v& néng cao tinh fur chu, tur chiu trach nhiém clia
ngurdi hoc khi ma sinh vién cia minh hign van rat "ngoan”, rat “vang |&i" thay cd gido?
Téi r&t mudn ching ta thding nhat vdi quan diém trén nhu mét digu kién can trong dao
tao theo HTTC cling nhwr xu hurdng dao tao hién nay, cd nghia khdng cd nd thi moi cd
gang cla ching ta d8u 13 w6 nghia trudc khi trao ddi wéi nhau nén 1am the ndo d& od né.
Biing nhu ban Thu H& nai, SV cda ching ta "ngoan™ qud, “wang I&i" qua. Nguyén nhan
[T | khéng néi ra chac ai diing hidu va k&t qua thi ...Can lam thé nae u? thi chic chén ¢ lang Vili VEn Birc
phai "san Ao, s&n quan” ma lam théi, ca SV nita. SV minh y&u thi phai bi€t y&u nhifing ai,
y&u tir d8u va gidp hoc khic phuc i y&u, IEI' lai nigm tin trudc khi dao tao nghg cho ho.
Timng budc, timg budc ai ai ding gidp ho, chang nhé lai k thanh cdng. Bang sg bay gid
& théi da thd g, "vd cam" théi.
Mudn vay thi ching ta ¢an phai tao digu kién, tao mdi trudng cho cac em thuc hign dudc
vai tré dé thdy Bl &, Mt théi quen cd hifu va curc ki khé thay G6i 1a SV thuding thigu
tinh cha dgng, théy ndi gi nghe ndy, dan bai ndo doc bai ndy (mé durgc the cling 1& may
[] | 1&m ri). R&t him khi cic em chi dong trao ddi wdi GV. C6 v kién cho réng nén thay dai Huynh Vinh Phic
tir cach danh gid. Tuy nhién, ai cing bi€t [a can thay déi, nhung thay d6i nhur the nao
va b3t d3u tir d8u thi ¥ kién chura théng nh&t. Tir ndi d8n lam, tr lam sai d&n lam ding 13
ca mgt doan durang dai.
Qua v ki€n cla T.Phic, Téi thdy cd hai vin 88 c3n trao ddi réng va sdu hon:
[ | 1) M&i truding hoc t3p phét huy tinh tr chi cla SV phéi bao gdm nhing gi; Vi Van Bire
2) Lam the ndo &€ thay d8i nhan thirc cling nhur théi quen hién nay cda ngudi hoc,
H&u hét ching ta déu s& cdng nhan sur quyét dinh cla vai trd ngurdi hoc ddi vaéi thénh
bai cla qua trinh gidna day. Nhung, hdu hét ching ta s& khéng cng nhan mot digu sinh
vién cla ching ta khong con "hién™ nhur cac thé hé trudc, Ho sé chi ddng khi ho cam
nhén durge &p hre cia di€m thudng ki, &p e canh tranh cia thi truding lao d8ng va
quan trong han hét Ia cd ngudi chi cho ho thay ap luc.
m Thir nhat, noudi hoc di ¥ thire kém dén m3y cing s& hoc vi digm. N&u iaﬂh?ng hé sd cia Biii Minh Trigt 11-01-2013
diém thudéing ky 18n 0,4 hay 0,5 tham chi han thi vi diém s sinh vién s& san sang doc 15:41:53
nhitng tai i€y ma ta mudn ho doc, phat bigu ddng gdp trén Idp, d thuc t& 18y 58
li€u...Tom lai |& danh gid sinh vién theo hé so hoc t8p. Tuy nhién, ai trong ching ta cling
bi€t danh gid thudng ky rdt vat va néu phai danh gid nhigu Bn (nhigu cdt diém thuéng
ky) thudng xuyén thi cdn phai cd mirc bdi dufing turong (ng (con tiép).

01-01-2013

HE Thi Thu Ha 08:52:53 #

01-01-2013
14:08:23 e

02-01-2013
10:06:50

02-01-2013
15:00:56

Tim thdy 6déng  Hiénthi 20 w dong

Hé théng quan ly hanh chinh dién to Trang 12
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o Bam ntt “Y ki€n”, man hinh y kién hién thi

¥ Kién

Chii g : AIC thigt thyfc huting ing ngay M@ trung the gdi 5/6

File dinh kém : |_Thém file

.I@\ﬂ\l |[<]= ==l EEEl &R =
=

[El=l[2][®]  Fontehir . chchr

Y kién bao vé méi trwdmg

Ngi dung :

Luu Trd vé

Nhéip noi dung cin trao déi.

Bim nut “Lwu” d€ lwu ndi dung vira tao.

Bam nut “Tré vé” dé quay vé man hinh chinh.
Xem noi dung vira tao:

o O O O

_i- G
Wi | x .
Y kiEn ~ Capnhat ! ¥éa

Tim
Eﬁ Trong dao tao theo hé thang tin chi, vai tré chd déng va tu chiu trach nhigm cla o 27-12-7012
O ngudi hoc cé tinh quy&t dink tdi chat lrgng d3o tao, Ban cé théng nhat vdi quan digm Vi Van i 08:56:36 &
nay khang?
Van g Ia lam the ndo J€ x3y dung va nang cao tinh fur chi, tr chiu trach nhiém cia ) . 01-01-2013
(= H& Thi Thu H
ngudi hoc khi mé sinh vién cda minh hién van rat "ngoan®, rat "vang |6i" thdy cf gido? @ thi Thu Ha 08:53:58 =
T&i r&t mudn ching ta théng nhat vdi quan diém trén nhu mét digu kién can trong dao
tao theo HTTC cling nhur xu hudng 3o tao hién nay, cd nghia khéng cd nd thi moi cd
gang cla ching ta d8u 1a vé nghia trudc khi frao dai vdi nhau nén lam the nao 48 cd né.
Biing nhu ban Thu Ha nai, SV cla ching ta "ngoan”™ qué, “vang I&i™ qua. Nguyén nhan 01-01-2013
[] | khéing ndi ra chac ai ciing hiu va k&t qua thi ...Con 1am thé ndeo u? thi chac chin o lang Vi Van Birc 14:08:23 &
phéi "s3n do, s8n quan” ma l&m théi, ca SV nita. SV minh y&u thi phéi bigt v&u nhifng i, e
yeu tr ddu va gidp hoc khic phuc c&i véu, Ié'r lai niém tin trudc khi dao tao nghé cho ho.
Tirng burdc, tirmg budc ai ai cling gidp ho, chang nhé lai k thanh cdng. Bang s bay gid
la thai dd thd o, "wd cam” thai,
Mudn vay thi ching ta can phai tao digu kién, tao méi trudng cho cac em thuc higén durgc
vai trd da thdy Birc &, Mat thai quen i} hu‘u va cu‘c ki k‘ho ﬂ'uay dm [& sV ﬂ'uu‘crng thicu
tinh chd déng, thay ndi gi nghe ndy, dasdks — disedalolinn |3 may ~
[ | 13m rdi). R&t hiém khi cc em chil di v ki én vira dwroc thém y ddi Huynh Vinh Phic ”‘}59[1]6‘?‘233 &
tr cach danh gid. Tuy nhién, ai cli : . : nao e
va bat dau tir dau thi ¥ kiEn chira Vao diing &
ca mit doan dudng dai. -
Qua vy kién cia T.Phic, Téi thdy co hai v n trao déi réng va séu hdn: 07-01-2013
[ | 1) M8i trurding hoc t3p phit huy tinh cia 5V phai bao gm nhimag gi; Vi Van Birc 15:00:56 F:
2) Lam thé nao 4€ thay d8i nhan ciing nhur thdi quen hién nay cla nguwdi hoc, e
e —— = - - 06-04-2013
] |y kién vé vigc day va hoc | LE Anh Tudn 15:04:10 &

Tim théy 6dong  Hignthi 20+ dng

Click danh dau v" vao 6 chon ' théng bdo dé chon cac thao tic: Cap nhat, Xéa cac cha dé

hodc y kién da tao.

Hé théng quan ly hanh chinh dién to
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II. Nhom chirc nang thw ca nhan

1. Thw nhap

- Chtrc nang nay dung dé xem cac théng tin thw nhap.
Cdch dung:

- Menu trai, chon “Thw nhap” hé thong hién thi danh sach cac thw nhap da soan thw ma
khong gtri.

3
3

[ Tiéu dé File Ngay gui Ppddoc Chuadoc
] | Phang hoc khoa Kinh t& e 0

B "lasasr 0 :

[7] | Phibng hoc 01313?22? 0

Tim thdy 3 dong  Hién thi 20 + déng

- Xem thu nhép: Click vao Tiéu dé thw sé hién thi man hinh Quan Ly Tin Nhan
- Xbéa thw nhap: Click danh diu v vao 6 chon ' trwdc dong dir liéu chira thw cin x6a, bAm
nat “Xoa”.

2. Thw da gwi

- Chirc ndng nay dung dé xem cac thong tin qua hop mail ca nhén.

Cdch dung:
- Menu trai, chon “Thw da gii” hé thong hién thi danh sach cac thw da gwri.

U Soan thur x Xdéa -

] Tiéu dé File Ngudi nhan Ngay guri pd doc  Chua doc

] | Cac Phéng P& Tudn Vigt e 1

[] | 6iri dén cac phong ban P8 Tudin Vigt ey 0 1
Timthdy 2 dong  Hién thi 20 ~ dong

Hé théng quan ly hanh chinh dién to Trang 14
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- Trwong hop muén doc thu: Click chon vao tiéu dé thw cin doc

- Xbéa thu: Click danh diu v vao 6 chon ' trudc dong dir liéu chira thw cin xdéa, bAm nit
“Xoa”.

- Soan thu mé&i: bAm ntit“Soan thw” sé hién thi man hinh Quan Ly Tin Nhan.

Quan Ly Tin Nhdn 1 Nhap tigu gé (5l
Tiéu d& : G dén cdc phong ban
Noui nhan : | B Tuan Vist % 2. Click chon ngwdi nhan ‘-—-,-[Z]
Cc:| D6 Tudn Viet % \[Z]

File dinh kem : .-kS. Upload file dinh kém

ElEo]d)e ==
[—=I[=][®] ¢ Font cnir v cacnt -

Mgay 20/11/2014, Treng cd budi 1am viéc vé Ngay nha gido Viét Nam

N1 dung - 4_Nhap néi dung tin nhin

5.Click gti tinnhén €=—— [ e | —— 6. Huy soan tin nhin

o Nhéip néi dung tiéu dé thu.

o Bim nit E] bén canh muc “Ngweoi nhian” hodc “CC"dé hién thi danh sach
nguoi dung.

Chon Ngu#di Nhan Tin Nhan =

Hudng dan cheon : BE chon ngudi nhan thi ban hay chedk vao & vudng
clia ngudi ma ban mudn g thur d&n.

= Diopenvil
[l Truéng phéna
= [Cl1.Phéng ban 1
[F10) Phang Ban
[CI0) EPMT EPMT
0 van Thy
[C10) Higu Trudng
[CI0) Phé Higu Trudng
[F10) Whn vign 2
# [0 2.phdng t& chite hanh chin
# [l 3.phdng quan i vin thu

Chon ngwri dang
hodc nhom ngwa
dung

Hé théng quan ly hanh chinh dién to Trang 15
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=2l

o Click chon nut (s bén canh muc “File dinh kém” (néu cd) dé hién thi bang
Upload file.

(@) Upload File - Moxzilla Firefox

j ¥ aic.epmt.vn/UploadFile.aspx

D:hinh\262014_2266 | Browse.. | 1 Click chon file
— 2. Click upload file

Mat sd dinh dang dudc upload jpg jpeg png bmp gif swf txt fiv doc doox s xdsx pdfrar
zip chm ppt pptx rtf avi mp3 mp4 mpa3 mpa4 wma wmv avi wav PPS ogg tif tiff jpe jfif
dib

Kich thurdc file upload khdng dugc vurgt qua SME,

\g Lwu y dinh dang va kich cé& file
trrdre khi upload

Chon file :

o Nhép ndi dung thw vao 6 “Néi dung”.
o B&am nut “Glri” d€ send thuw vira tao, hodc “Poéng” dé hiy thuw vira tao.

3. Thw nhan

- Toan b0 cong viéc dwoc lwu trit, chirc nang phan biét nhitng thw chwa doc, da doc va ghi
chu thw méi gitp ngwdi dung kip thoi cip nhit thong tin méi nhat.
Cdch dtng.

- Menu tréi, chon “Thw nhin”hé théng hién thi danh sach thw da nhén (trong d6 dong dir
liéu in dAm thé hién thw chwa doc, mau trang thé hién thw da doc).

L e o x

WSD@H thu| %% chua doc | 7' P3 doc Xda i
[ Tiéu dé File Ngudi giri Ngay giri

[ | Re: V& viéc ding ky 3m thé cdng chifc Huynh Thién Tan 12-01-2013 08:38:46
= :I'I':inél:ggagukle;ggla?ai hdi Dai bigu CBCS Tru'éng Bai hoc Bng Thip & | Tran van Luan 11-01-2013 16:07:34
[ | w8 viéc dang k¥ lam thé cdng chifc Huynh Thién Tan 11-01-2013 15:47:40
[ | Coithihkl 2012 2013 ¥ Nguvén Qudc Anh 11-01-2013 15:33:05
[ | Guifile dinh kem % | Mguyén Thi Nhanh 11-01-2013 10:57:26
1 | M3u so két hoc ki 1 - ndm hoc 2012 - 2013 % | HB Ngoc Pha 11-01-2013 10:54:25
[ | Giri mau b sung i lich Pang hang nim Hguy&n Thi Nhanh 11-01-2013 10:52:48
= [E%EGB?] Thing ké két qua ddng ky giang day chinh guy (ndm hoc 2012- L& Anh Tusn 11-01-2013 07:43:25
] | G Tudn # | Van Thi Huy&n 10-01-2013 12:25:42

. T = P - - - s . B i
B gﬁl‘iﬁ} PHANM BO 5O LUQT CAM BO COI THI CHINH QUY, KHONG CHIMH 3 Nguy&n Quéc Tudn 09-01-2013 17:13:00
[ | GUT A TUAN PHONG QLETI Bii Ngoc MNga 09-01-2013 09:53:19
[ | Re: K&t qua ding ky giang day HK2 ndm 2012-2013 (cip nhat 8-1-2013) Tran Thuy Hoang Yé&n 08-01-2013 20:01:44
[ | Re: K&t qua dinag ky giang day HKZ n3m 2012-2013 (cip nhat 8-1-2013) Pharm Xuin Vién 08-01-2013 19:22:18
[ | Lru ¥ vigc dua thdng bdo trén Egov Vi Mguyén Chan 08-01-2013 09:25:38
e s oan - - - - ¥ | . -
[ | K&t qua ding ky gidng day HK2 ndm 2012-2013 (cdp nhit 8-1-2013) o L& Anh Tudn 08-01-2013 09:21:07

Hé théng quan ly hanh chinh dién to
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- DPoc thu: Click chon vao tiéu dé thw can doc.

Quan Ly Tin Nhén| B
Tigu g8 : Cac Phang
Ngu@i giri : D& Tudn Vigt
Ngudi nhan : | | B8 Tudn vigt » [I]
CC : | Chon nguwéi nhan [I]
[a][u]lsd = ][[E|=E|E]EEEEeE®[=E
B[ &[5 ][%]=][2][®] : Fort i - Gichi -
Ngay 20/11/2014, Trwérng ¢4 budi hop céing nhan vidn chivc nhan naay 18 Mha gidg Viét Nam
Méi dung :
Traki [ Traitited || chuyénuép || Trave
o Théng tin thw hién thi.
o Bam nut “Tra loi” hodc “Tra lovi tat cd” dé thwc hién tra 1oi thu.
Quan Ly Tin Hhin =
Tiéu d& : Re: Cac Phong
Ngui nhan : | | D6 Tudn Vigt % E
CC : | Chon nguixi nhan E

Fie dinh kém :
=~ [E=EEE=FEEER=
[—I[2][e] ¢ Font cher v it v

B4 nhan dwec thy

From: D& Tudn Viét

Sent: 04-12-2014 14:15:46

To: D4 Tuan Viét

Ngay 20/11/2014, Trwéng g budi hop cing nhan vign chive nhan ngay 18 [iha gida Viét Nam
M&i dung =

[ i || oing |

o Nhép ndi dung trd loi va bAm niat “Gii”.

- Xba thu: Click danh diu v vao 6 chon = trwéc dong dir liéu chira thw can x6a, bAm nit

“Xoa” .
- Soan thw méi: bAm nut “Soan thw”. Thao tac thwc hién twong tw Soan thw ctia chirc nang
Thuw da gui.

Hé théng quan ly hanh chinh dién to Trang 17
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nhirng thw can danh dau, bAm nut “Chwa doc” hoic “Pa doc”.

Giao viéc

Nhém chirc nang quan ly cong viéc

Cho phép nha quan ly giao viéc cho nhén vién cip dwdi va quan ly tién do thyc hién cta

tlrng cong viéc
Cdch dung.

Menu tréi, chon “Giao viéc” hé thong hién thi danh sach céng viéc da giao cho nhén vién (
sap xép theo thi tw thoi gian).

&

Tao cong viéd

"\ Chua hoan tit

Ixxéa

Tim

&ithuchién  Ngay bt dau o Nody két thic Pidoc Chuadoc Trang thii

] Tén cdng viéc
Ty 1
] A Py 2012 05-12-2012 1 4
Taomoi cong — Thay déi trang thai céng
| vieC vién ViGe 2012 05-12-2012 1
LY o
[7] | cap nhat nhom nguai ding S~ -2012 05-12-2012 1
[] | c8p nhat danh muc phong | # | Ha Vi Hodng 08-11-2012 09-11-2012 1 L 4

Tim thdy 4 dong  Hign thi 20 [+] dng

Click chon vao tén cong viéc d€ xem dién bién cong viéc da giao va bo cdo tlr ngudi duoc

nhan viéc.

W Giri bio cio

Thdng tin giao viéc

Tén cing viéc : Cdng viéc A
Naudinhin vidc : DS Tudn Vidt
Ngudi gidm sit : DO Tudn Viet
MNaay quri : 04-12-2014
File dinh kém :

Naudi giao visc: DS Tudn Vigt

NGi dung :

Cdp nhdt danh muc phang

Ngay ket thic: 05-12-2014

Chu'a cé bao cao !

o bDE gtri bao bao céng viéc, bAm nit “Giri bao cao”. Man hinh viét bao cao hién

thi.

Hé théng quan ly hanh chinh dién to
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=M

O O 0O O 0 O

CONG TY TNHH MTV EPMT

Dia chi: 43A dwdong An Nhon, Phuong 17, Quan Go VAp, Tp.H6 Chi Minh

Website: http: //www.epmt.vn Dién thoai: (08) 66.797.357

Viét Bio Cio

Tén bidocdo:
Ngu@inhin: NguyZn Khanh Luong

File dinh kém : | Thém file

= |[<E]EEEFEEE El2] @R

Fant chir - CEchit -

W& dung :

Nhap Tén bao cao.
Click chon Ngwoi nhan.

Bam nut “Thém file” dé upload file dinh kém (néu co).

Nhap Noi dung bao cdo.

Bim nut “Lwu” dé lwu va givi bao co.

Xem bao cao da gui

WY Giii bso cio

Thédng tin giao viéc
Té&n cdng viéc :
Ngudi nhan vige :
Ngudi gam sat :
Ngay gui :
File dinh kém :
Ngu'di giao viéc :
NGi dung :
Cdp nhdt danh muc

Cong viéc A
Pd Tudn Vit
P4 Tudn Vit

04-12-2014 Ngay k&t thic: 05-12-2014

P4 Tudn Viét

phong

Dién bi&n c6 1 bao cao

D6 Tudn Viet gii 6 Tudn Viét: Bao cdo vao lic 04-12-2014 14:32:00 4(

-

Bdo cdo

Bdo cdo vira dwoc tao va giri

~

-

- Tao codng viéc m&i: bAm nut “Tao cong viéc” dé giao mot cong viéc mabi. (Cac bude thuc
hién twong tw chitc nang Soan thw ctia chitc nang Thw da gui).

- Truwong hop céng viéc da hoan tit, Click danh diu v vao 6 chon
click chon biéu twong * hoac g8 thay ddi trang thai cong viéc.

2. Nhan viéc

tén cong viéc, sau dé

- Cho phép nhéan vién quan ly cong viéc dwoc giao va thwc hién bao cdo tién do cong viéc
cho cip trén.
Cdch dung:

- Menu trai, chon “Nhin viéc” hé théng hién thi danh sach cong viéc ngudi dung dwgc giao

- (sap xép theo thir tw thoi gian).

Hé théng quan ly hanh chinh dién to

Trang 19
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W Giri bao cao A
[ Tén cong visc File Nguii thire hién Ngay bat ddu @ MNody két thiic Trang thai
[cang vide ‘ | P& Tudn Viat 04-12-2014 | 05-12-2014 |

ﬂm}@qdfmg\mé’n thi 20 + déng
—

Check vao cong vié cén
gli bdo cao

- DE gtri bao cdo, click danh diu v vao 6 chon = cong viéc va bAm nut “Giri bao cao”.
- Hodc click vao céng viéc dé xem nodi dung cong viéc dwoc giao va bAm nit “Giri bao cao”.

W Giri bo cao

Théng tin giao viéc
Tén cing vigc : Tuyé&n Dung Nhan Sy’
Noudi nhén viéc:  EPMT EPMT
MNgay gui : 04-09-2012 Ngay két thic : 13-09-2012
File dinh kém :
Moudi giso viec:  EPMT EPMT
NGi dung :
Tuy&n Dung Mhan Sur

Chua cé bao céo !

- Thao tac gri bao cao thuc hién twong ty Giri bao cdo giao viéc.
- C6 2 trang thai cong viéc: (Trang thai nay chi dwoc chinh sra b&i nguoi truc tiép giao
viéc, treong hop ngwdi nhan viéc khong dwoc phép thay doi trang thai cdng viéc nay).
o *:DPang thyc hién
o . DPahoan tat

3. Théng ké giao viéc

- Cho phép nhéan vién quan ly viéc thong ké giao viéc.
Cdch dting:
- Menu trai, chon “Théng ké giao viéc” hé thong hién thi danh sach céng viéc.

Hé théng quan ly hanh chinh dién to Trang 20
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Q?Hoa‘m et B Grura hosn tat x){ﬁa Chon ngudi giém it ~ 1

[ Tén céng viéc File Ngudi the hién  Ngay bat ddu @ MNgay két thic D& doc  Chira doc Trang thai
[C] | Tuyén dung nhan s B ¥ % | Nguydn Thanh Hai 25-11-2014 26-11-2014 0 1
[C] | céng viéc A D6 Tudn viat 04-12-2014 05-12-2014 0 1

Tim thdy 2 dong Hién thi 20 ~ ddng

I:l Qui han hodn thanh céng viéc

Han hoan thanh cdng viéc chi con trong ngay hém nay

I:l Han hodn thanh cdng vic con khiing qua 5 ngdy

Han hoan thanh cdng viéc can trén 5 ngay

. . x N N ‘A s w , Hoan tdt .. " .
Click danh dau v vao 6 chon ' cong viéc va bAm nut , dé chuyén trang thai
céng viéc thanh hoan tit.

. 7 ¢ \ A A A \ N 7 &Chu‘ﬂ hﬁﬁl'l tﬂnt ~ ~
Click danh dau v vao 6 chon ' co6ng viéc va bAm nut , dé chuyén
trang thai cong viéc thanh chwa hoan tit.

Click danh du v' vao 6 chon ' céng viéc va bAm nut X0a| 18 x6a cobng viéc.

***Chu y:

IV.

1.

. n |:| Qua han hoan thanh cdng viéc
o Cong viéc to mau hong:

X o I:I Han hoan thanh kéng viéc chi con trong ngdy hém nay
o Cong viéc td mau vang:

Han hoan thanh céng viéc con khéng qua 5 ngay

Cong viéc t6 mau xanh la cay: I:I
- Han hoan thanh cdng viéc cdn trén 5 ngdy

O

Cong viéc t6 mau xanh dam:

O

Nhém chirc nang quan ly van ban

Van ban phap quy
Lwu trit van ban, quyét dinh, ké hoach... cia bd gido duc 1am tai nguyén hd trg nhan vién
c6 thé truy cap, sir dung mot cac tip trung va hiéu qua.

Cdch dung.
Menu trai, chon “Vin ban phap quy”, chwong trinh hién thi danh sach cac van ban mau.

Hé théng quan ly hanh chinh dién to Trang 21
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-+ N Kxéa{ Click x6a van ban ) B e— —

Clicktao &1k yoay iy Trich y&u File Loai Tag  Noiphathanh  Ghichi
van ban
rowz= (5-12-2014 | Trich y&u van ban khic
[ | oo1 04-12-2014 | Trich y&u clda van ban Van ban hanh chinh

Tim théy 2 dong  Hién thi 20 ~ déng

- BAmnut * Temé man hinh tao méi vin ban phap quy hién thi:

Quan Ly Van Ban 55

Sd hiéu gdc : 001
trich yé&u
Trich yéu :
Mgay ky : 23-8-2012 B
 [24-08-201 2 10.09.1714a1 be7 30 2d9350c3 18 resize 50000 K

File dinh kém :

Loai van ban : Van ban doan -

Taqg :

Mai phat hanh :

Click lwu

Ghi chi : van ban

[ Lwu ][ Tré vé

2. Van ban phap quy nha trwong.

- Luu trit vdn ban, quyét dinh, k& hoach... cia tredng 1am tai nguyén hé tro nhan vién co6
thé truy cap, sit dung mot cac tip trung va hiéu qua.
Cdch dung.

- Menu tréi, chon “Van ban phap quy nha trwdong ”, chwong trinh hién thi danh sach cac
van ban mau.

Hé théng quan ly hanh chinh dién to Trang 22
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Click tao

md&i van ban

méi xxéa Click x0a van ban ) Vin ban hanh chinh Tim

Naay ky Trich yéu File Loai Tag Noi phat hanh Ghi chu

03-12-2014 | Trich y&u van bin || van ban hanh chinh \ \ \

Tim thdy 1 dong  Hin thi 20 ~ déng

Thao tac thwc hién twong tw chirc nang van ban phap quy

3. Vin ban mau
- Luwu trir vin ban mAu, lam tai nguyén hd tro' nhan vién cé thé truy cap, st dung mot cach
tap trung va hiéu qua.
Cdch dung.
- Menu trai, chon “Van ban mau”, chwong trinh hién thi danh sach cac van ban mau.
T Tao vin ban miu xxéa ~Tat ca- hd i
] Tén van ban Fila Tag Loai vdn ban Ghi chu
[l | vdn ban doan miu 1 Vin ban doan
T, van ban hanh
[7] | vdn ban mau 2 chinh
Tim thdy 2 dong Hién thi 20 ~ ddng

Tao vin ban mau: bAm nit “Tao vdn ban mau”, man hinh Quan Iy mau vin ban hién thi

0O O O O

o

Quan Ly M3u Vin Ban X2 ]

Logi vén ban @ Van ban hanh chinh -
Tén vén ban : Vén ban mau 01

| [24-07-20312 10.59.20]404026 200269574384 319 120222765E_n,fogx

File dinh kém :
Thém file

Tag :

Ghi chi

Tré ve

Chon Loai van ban.

Nhap Tén van ban.

B4m nut “Thém file” dé€ upload file dinh kém.

Nhiap tén Tag (mdt sd tir nglt dién hinh trong van ban nay dé khi ngudi dung dé
trong viéc tim kiém), Ghi chd (néu cd).

Bam nut “Lwu” dé hoan tit.

Hé théng quan ly hanh chinh dién to Trang 23
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- Chinh stra vin ban mAu: click chon tryc tiép 1én Tén van ban. Man hinh Quan ly mau van
ban hién thi, sau dé cip nhat cac thong tin can thiét.
- Xbavan ban: click danh dau v vao 6 chon ' Tén van ban va bAm nit “Xéa”

V. Nhoém chirc niang phin quyén va quan tri hé thong

- Chtrc ning chi danh riéng cho Quan tri hé thdng ndm quyén cao nhit trong toan bd tng
dung. (Sé dwgc hwdng dan truc tiép).

1. Quan ly ngwoi dung

- Chirc ndng nay dung dé quan ly nguoi dung hé théng.

=
£ 5 Chon nhém quyén 17 - CSLTT - Trung tdm Bao tri - CR dién - Tim
[7] M3 nhan sur Ho tén Pan vi [ Click @é chon ' Nhom quyén Chifc vu Nhém sSTT 5
i . 04. Phé
[ | 01017001 B4 Tudn Viét | CSLTT | 17 - CSLTT - Trung tam Bao tri - Co dién | tru'dng Nhan vién 1 301
phong, khoa
Tim thdy 1 déng Hiénthi 20 « ddng
Click chon dé dwa Click dé
ngwdi ding vao chon nhém
nhom quyén

Cdch dting:

- Menu tréi, chon “Quan ly ngwoi dung”, chwong trinh hién thi danh sach nguoi dung hé
théng (danh sach ngwoi dung nay sé dwgc phin quyén vao hé thong Egov trong chwong
trinh Quan ly nhan su).

- Click chon dé xem nguoi dung theo phong ban (mac dinh sé hién thi tat ca).

- Phan nhém quyén cho nguwoi dung (Nhém quyén dwoc dinh nghia & chirc ndng Quan ly
nhom nguwoi dung):

o Nhitng nguwoi dung chwa dwgc phidn nhém quyén sé hién thi trang thai “Chwa
c6” & cot Nhom quyén.

o Click chon vao trang thai “Chwa c6” clia nguoi dung mudn tao nhom quyén
moi.

o Man hinh Quan Iy nguwdi dung hién thi:

Quan Ly Ngudi Ding =

MNham guyen : - Chon nhdm guyén - -

[ wu || Trave |

o Click chon Nhém quyén cho nguwdi dung.
o Bam nut “Lwu” dé lwu dir liéu.

Hé théng quan ly hanh chinh dién to Trang 24
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o Hodc badm nut “Tré vé” dé khéng phan nhém quyén cho nguwoi dung.
- Chon nhém ma nguwoi dung tham gia (Nhém nay dwoc dinh nghia & chirc nang Quan ly
nhom).
o Click chon vao s6 nhém can thém cho ngwoi dung & cot Nhom.
o Man hinh chon Chirc niang hién thi

[ Chon Nhém EX5)

= [Dponvit
[T Treang phang

Luu Trd vé

o Click chon nhém cho nguwdi dung.
o Bam nut “Lwu” dé€ lvu dir liéu.
o Hodc bdm nit “Tré vé” dé khong chon nhém.

2. Quan ly nhém ngwoi dung

- MO6i nhém ngudi tiy thudc vao chirc trach, nhiém vu dwgc phan cong sé dwoc st dung
tirng chirc nang cu thé trong &ng dung.

- Chirc nang quan ly nhém nguwoi dung cho phép Quan tri thém, thay déi phan quyén cho
tirng nhoém ngudi dung mot cach linh dong va phu hop véi chirc nang cong viéc.
Cdch dting:

- Menu tréi, chon “Quan ly nhém ngwoi dung”, chwong trinh hién thi danh sdch nhém
nguoi dung hé thong.

Hé théng quan ly hanh chinh dién to Trang 25
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Thém xx' Tim
] Tén nhém 5 M ta User Chii'c ndng Menu
[C] | 01. Ban Giadm hiéu 1 15 30
[ | 02. van thwr Van thu trudgng ] 14 42
[] | 03. Lanh dao phong khoa 1 6 32
[C] | 04. Phé trwdng phdng, khoa 0 9 35
[[] | 05. chuyén vién téng hop phong va gido vu khoa 1] 7 33
[] | 06. Nhém Giang vién & Nhan vién phuc vu 1] 7 32
[] | Administrator Quyén tdi cao 2 15 45
[[] | Hhém Quan tri Egov Quan tri Egov 1] P 8 11
Tim thdy 8 dong  Hién thi 20~ dang Click dé phan Click d& chon Cic

quyén chirc nang .
L i dung menu st dung

- Tao m&i nhom ngwoi dung: click chon niut “Thém”, man hinh Quan ly nhém nguwoi dung
hién thi

Quan Ly Nhém Ngudi Ding 53

Tén nham : Quan by nhin s

M& ta : Quan by théng tin nhan swr chirc wu

| wu || Tréve |

o Nhap Tén nhém va Mo ta
o Bam nut “Lwu” dé lwu dir liéu.
o Hodcbam nit “Tré vé” dé€ hiy bo tao nhém ngwoi ding.
- Phéan quyén cac chirc ndng cho nhém nguwdi dung:
o Click chon vao cot Chirc nangngay tai nhom nguwoi dung mudn phin quyén.
o Man hinh Chon chic nang hién thi

[ Chon Chiic Ning X5 ]
[#] Tham, sira, Xda Théng bdo
[¥] Quan I dién dan
Quén Iy vin ban mau
Quan Iy van ban phd cip
[¥] Gifi tin nhdn
[¥xda tin nhin
¥ Giti béo cio
Giao, Xda cdng vidc
[¥] chia sé lich c3 nhan
[¥] Quan Iy van ban phap quy
[T1van thy (quan i vin ban dén, di)
[Tl chi dao xi¥ I vin ban d&n

o Click chon cac chirc nang.
o Bam nut “Lwu” dé lwu dir liéu.

Hé théng quan ly hanh chinh dién to Trang 26
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o Hodc bdm nit “Tré vé” dé€ hiy chon chirc ndng cho nhém ngwoi dung.
- Chon quyén st dung Menu ctia hé thong cho nhém nguwoi dung:

o Click chon vao c6t Menu ngay tai nhom ngudi dung muén phin quyén st dung.
o Man hinh Chon menu hién thi

Chon Menu =)
# [¥] Nghigp vy chung
# [¥IHg théng
® ¥ Thy cd nhin
# Clvin ban
= [C]Quan ly cng vigc
® [ vin ban di- d&n

Luu Trd vé

o Click chon cac menu dwoc st dung cho nhém ngwoi dung.
o Bam nut “Lwu” dé lwu dir liéu.
o Hodcbim nut “Tré vé” dé hiy chon menu cho nhém nguwdi dung.

- Xb6a nhém nguoi dung: click danh ddu v" vao 6 chon nhém ngudoi dung va bam nut
[ z »
Xoa”.

3. Quanly lich don vi

- Ban gidm ddc c6 thé 1én lich cdng tac trong tudn cho toan thé nhén vién thuc hién, lich
cong tac nay c6 thé linh dong thém maéi va cip nhat phu hop véi tinh hinh hién tai cia co
quan.

Cdch dting:

- Menu trdi, chon “Quan ly lich don vi”, chwong trinh hién thi man hinh Quan ly lich céng

tac don vi cia don vi dwoc chon trong tuan hién tai.

Hé théng quan ly hanh chinh dién to Trang 27
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Tudn thi 48 (01-12-2014 -»> 07-12-2014)

~ 2014 - Trrdng Cao dang K¥ thudt Ly Tu Trong TPHCM - || =— ~Thém viéc Qw‘u < Trd v

Ngay

Gid NGi dung Cha tri Dia diém

Ghi chu

Thir 2
01-12-2014

Truwdng khoa cdng

‘BiCUﬂQ tac HN nghé thang tin

o |

Thir 3
02-12-2014

Thir 4
03-12-2014

Hop toan nhdn vién

Gidm déc ‘Phhng hop ‘

Thir 5
04-12-2014

Thi 6
05-12-2014

Tha 7
06-12-2014

Chi nhit
07-12-2014

Ghi chi :

- Tao méi lich: Click chon nut “Thém viéc”, man hinh Quan Iy lich don vi hién thi

3n LV Céng Vid

Ngdy : Thir2 (23-07-2012) -

Gig: 05 w hOD » - 05 v hOD &

Hop todn céng ty

N&i dung :

Chii tri: NguyEn Thi Thanh Mhin

Dia difm : Phéng hop ting 4, Céng ty C& phin Tién bé Quéc t8 AIC. S5 £3 Tué Tinh, phuréing Nguygn Du, quén Hzi B2 Trumg, TP Ha N&i

Ghi chii :

[ wu | Tréve

©)
©)
©)
©)
©)

Click chon Ngay, Gio.

Nhap noi dung cong viéc.

Nhip Chu tri, Pia diém, Ghi chd (néu cd).

Bam nut “Lwu” dé lwu céng viéc vira tao.

B4m nit “Tré vé” dé quay vé man hinh chinh.

- Hiéu chinh lich cong tac:

o

o Man hinh Quan Iy céng viéc cta lich hién thi, chinh stra thong tin can.

(@]

Click chon biéu twong “  ngay tai lich can chinh stra.

B4m nit “Lwu” dé lwu cip nhéat.

- Xoalich cong tac:

©)
©)

Click chon biéu twong u

Xac nhan thao tac x6a.

ngay tai lich can x0a.

4. Quan ly lich phong ban

Hé théng quan ly hanh chinh dién to

Trang 28
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hién tai cia phong ban thudc co quan.
Cdch dung:

- Menu trai, chon “Quan ly lich phong ban”, chwong trinh hién thi man hinh Quan ly lich

phong ban.

Tudn thi 48 (01-12-2014 -> 07-12-2014)

v 2014 - 17 -CSLTT - Trung tdm 832& - Co dién

-

Lt
~Thém viéc ELU‘U

< Trd vé

Ngay

Gid

Ngi dung

(Chgn phang ban cénﬁ
thém lich
H‘i

Pia diém

Ghi chid

Thir 2
01-12-2014

09h00-10h00

Hop trién khai k& hoach cing tac Tru'dng phong

Van phong Khoa

Thir 3
02-12-2014

07h00-10h00

Tuyén nhan sy mdi Tru'dng phong

Phong hop

Thit 4
03-12-2014

Thir 5
04-12-2014

09h00-10h00

Hu'dng din nghigp vu quan ty Hiéu tru'éng

Hdi tru'dng

Thit 6
05-12-2014

Th 7
06-12-2014

Chi nhit
07-12-2014

Ghi chi =

- Tao méi lich: bAm nit “Thém viéc”, man hinh quan ly cong viéc hién thi

sn 1y Cong vite =

Ngdy : Thir2 (23-07-2012) -

Gir: OB w hOD » - 05 v h 0D
Hop todn céng ty
N&i dung :
Chii tri: NguyEn Thi Thanh Mhin
Dia difm : Phéng hop ting 4, Céng ty C& phin Tién bé Quéc t8 AIC. S5 £3 Tué Tinh, phuréing Nguygn Du, quén Hzi B2 Trumg, TP Ha N&i
Ghi chii :
[ un [ Treve

o Click chon Ngay, Gio.
o Nhéap noi dung cong viéc.
o Nhép Chu tri, bia diém, Ghi chd (néu cb).
o B&am nut “Lwu” dé lwu cong viéc vira tao.

o Bam nuit “Tré vé” dé quay vé man hinh chinh.

- Hiéu chinh lich cong tac:

o Click chon biéu twgng © ngay tai lich cin chinh stra.

o Man hinh Quan Iy cong viéc cta lich hién thi, chinh sira thong tin can.
o Bam nut “Lwu” dé lwu cip nhat.

Hé théng quan ly hanh chinh dién to
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Xd6a lich cong tac:

o Click chon biéu twong /' ngay tai lich cin x6a.

o Xac nhan thao tac xéa.

5. Phin quyén quan ly lich phong khoa

- Mbi ngudi dung tiy thudc vao chirc trach, nhiém vu dwoc phan cong sé dwoc Quan ly lich
phong khoa khac nhau .

- Chtc nang phin quyén quan ly lich don vi cho phép quan tri thém, thay déi phin quyén
cho tirng nguwdi dung mot cach linh dong va phu hop véi chirc nang caa viéc quan ly lich
don vi.

Cdch dung:

- Menu trai, chon “Phin quyén quan ly lich phong khoa”, chwong trinh hién thi danh

sach nguoi dwoc phin quyén quan ly.

W thém xx' Jim

B ¥én ngut ding Phong ban hién tai Phong ban
[7] | Pang Thanh Hai 37 1
[ | Huynh Héng Hanh 31 1
[7] | L& Thanh Binh 03 2
[T | nguy&n Anh Thy 23 1
[ | nguyé&n Thi ¥&n Phi 27 1

Tim thdy S5déng  Hiénthi 20 ~ dang

- Tao van ban mau: bAm nut “Thém”.

Hé théng quan ly hanh chinh dién to Trang 30
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[ Thém Ngudi Mdi @]

Mgurdi ding

Phong ban:
= [CJ(2)Co s& chinh

(1l 1 -1 -Khoa Céng n
1 4 -1 - Khoa Xy du
ong K& toan - Tarvy
hinh - Ngan hang
duc thu'dng xuyén
tra gido duc
ang tdc HSSY
(T3 11 - 1 - Phdng Do tao
7]} 12 - 1 - Phong Khoa hoc déi ngoai
(1) 13- 1 - Phong Quan by du' @n
[C][) 14 - 1 - Phéing Quan tri
[C][) 15 - 1 - Phéing T& chifc cin b
OD 16-1-TTT QHDM wa HT HSSW
[T 17 - 1 - TT Ngoai ngi - Tin hoc

Chon ngudvi
dung

Chon phéng ban

leu || Travé

6. Quan ly lich cong tac chung

- Ban giam d6c c6 thé 1én lich cong tac trong tuin chung, lich cong tac nay c6 thé linh dong
thém mé&i va cap nhat phu hop véi tinh hinh hién tai cia co quan.
Cdch dting:

- Menu trai, chon “Quan ly lich cong tac chung”, chwong trinh hién thi man hinh Lich c6ng
tac ciia tuan hién tai.

Hé théng quan ly hanh chinh dién to Trang 31
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Tudn thir 48 (01-12-2014 -> 07-12-2014) ~ 2014 - ~ Tham vic ELU‘U ( Trd v

MNgay

Gid NGi dung Cha tri Pia diém Ghi chi

Thir 2
01-12-2014

08h00-10h00

Tru'dng cic phong
ban

‘Phbng hop ‘

Ho giao ban dau tudn

Thir 3
02-12-2014

Thit 4
03-12-2014

08h00-10h00 ‘Phéng van tuyén dung nhan sy mdi

Trwdng phang ‘Phbng hop ‘

Thir 5
04-12-2014

Thi 6
05-12-2014

08h00-11h00

Bai hdi cdng nhan vién chirc Hiéu trudng

Hi trudng ‘

Thir 7
06-12-2014

Chu nhat
07-12-2014

Ghi chi :

- Tao méi lich: bAm nit “Thém viéc”, man hinh Quan 1y lich cong tac hién thi

Quan Ly Céng Vigc ==
Mam: 2014 -
Tudn : Tudn thi 48 (01-12-2014 -= 07-12-2014) -
Ngdy : The 4 (03-12-2014) -
Gid: 08 +h 00 » - 10 +h 00 =
[a][z][z][=~ ][] E]=|=]EEEE]e]a] =B
Ei[&|[s]Z ][9] ¢ Font e v cachit v
Ngi dung : | 2hEng van tuyén dung nhan sw mai
Chu tri : Trudng phong
Pia diém : Phang hopl
Ghi chu :
[ wu || meve
o Click chon Ngay, Gio.
o Nhap nodi dung céng viéc.
o Nhép Chd tri, Dia diém, Ghi chd (néu cd).
o B&am nut “Lwu” dé lwu cong viéc vira tao.
o Bam nuit “Tré vé” dé quay vé man hinh chinh.

- Hiéu chinh lich cong tac:

©)
©)
©)

Click chon biéu twong “  ngay tai lich can chinh stra.
Man hinh Quan ly cong viéc cda lich hién thi, chinh stra thong tin cn.
B4m nit “Lwu” dé lwu cip nhat.

- Xoalich cong tac:

@)
@)

|

Click chon biéu twong ngay tai lich can x0a.

Xac nhan thao tac x06a.

Hé théng quan ly hanh chinh dién to Trang 32
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7. Quan ly menu

- Chirc ndng ho tro ngudi dung quan ly Menu ctia hé thdng.

Cach dung:

- Menu trai, chon “Quan ly menu”, chwong trinh hién thi danh sich cdc menu cta hé thong.

¥

Xx'

Umém oz Cap nhat Tim
] Tén menu Tiéu dé Link Vi tri Target Hiénthi  Thirtw 5

] | nghiép vu chung Trang ngu'di ding Default.aspx Menu trai 1 &
[C] | Thu ca nhan Quan I thy' cd nhin Menu tri 2 E
[[] | Quan W céng viéc Quan k¥ cdng viéc Menu trai 3 &
[ | van ban Vin ban Menu trai 5 F,
[ | vén ban di - dén Van ban di- dén Menu trdi 6 &
[[] | H& théng Quan tri hé thdng Default.aspx Menu trai 10 &

Tim thdy 6 dong  Hién thi 20~ dang

- Tao menu goc:

o Trén thanh céng cu, click chon nit “Thém”, man hinh Quan ly menu hién thi

O O O O O O O O

Quan Ly Menu

[

Menu cha : Menu g

Tén menu :  Van Ban
Lign k&t :
Tigu g2 trang : Vin Ban

Vitri: Menu trai -

Target 1 ---- -
Thirtw: 0
H'énth'!
MS t2
[ wu || Trove |

Hé théng quan ly hanh chinh dién to

Click chon Menu cha: Menu géc.
Nhip vao Tén menu, Lién két, Tiéu dé trang.
Chon vi tri menu .
Click chon Target.
Nhip vao Sé thi tu.
Check chon Hién thi hodc khong
Nhip vao Mo ta (néu cd).

B4m nut “Lwu” dé dir liéu vira tao.

Trang 33
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o Hodcbam nut “Tré vé” dé hdy tao menu goc.
- Tao menu con:

o Trén thanh céng cu, click chon nat “Thém”, man hinh Quan ly menu hién thi.
o Hodc click truc tiép 1én menu goc muén tao menu con dé xem cac menu con da
dwgc tao trude do, click chon niat “Thém”, man hinh Quan ly menu hién thi

Quan Ly Menuw [ESm]

Menu cha :  HE thdng -
TE&n menu :  Quan Ly Mhdém
Lign k&t : [Eas.aspec
Tigu JdE trang :  Quan Ly Nhdm
Witri 2 Menu trd .
Targset 1 -——- -
Thirtw: 11

%] Hazn thi

Luru Trd we

Click chon Menu cha: Tén Menu goc da dwoc tao trudc.
Nhép vao Tén menu, Lién két, Tiéu dé trang.

Chon vi tri menu.

Click chon Target.

Nhép vao so thi tw.

Check chon hién thi hodc khong

Nhip vao Mo ta (néu cd).

B4Am nut “Lwu” dé dir liéu vira tao.

Hodc bAm nit “Tré vé” dé huy tao menu con.

O O o0 O O O O O O

- Cap nhit menu: click danh diu v’ vao 6 chon menu va click nat “Cap nhat” hoac click

nat “ ngay tai menu can hiéu chinh. Sau dé chinh stra cic thong tin can.
- Xo6a menu: click ddnh d4u v' vao 6 chon ' menu va click nat “Xéa”.

8. Quanly nhém

- Chirc ning hé tro ngwoi dung tao ra cAic nhém khac nhau trén danh muc user nham tao
tién ich trong viéc trao dé6i mail, thong tin ndi bo.

- VD: User c6 thé tao ra cic nhém Trwdng phé don vi, nhém gido vu, nhom dang ay... dé
tién viéc giri thw nhém.
Cdch dung:

- Menu trai, chon “Quan ly nhém”, chwong trinh hién thi danh sach cac nhém.

Hé théng quan ly hanh chinh dién to Trang 34
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I"Thém xx ) Tim
[ Tén nhém 5 Bon vi S6 thi tw
[7] | Ban bién tap web Trréing Cao ding K¥ thudt Ly T Trong TPHCM 10
[Tl | Nhém Ban giam higu Trwong Cao dang K¥ thudt Ly Tu' Trong TPHCM 1
[7] | Nhém Céng doan Treéing Cao dang K thudt Ly Tw Trong TPHCM 7
[7] | Nhém Chuyén vién téng hgp phong Trudng Cao ding K thuit Ly Tu' Trong TPHCM 4
[T | Nhém Dang ay Trwéng Cao ding K¥ thust Ly Tu' Trong TPHCM 6
[7] | Nhém Poan trurding Trrdng Cao dang K§ thudt Ly Tu' Trong TPHCM 8
[T | Nhém Gido vu cic khoa Tréng Cao ding K¥ thust Ly Tu' Trong TPHCM 5
[7] | Nhém Phé truéng phong, khoa Trudng Cao ding K thuit Ly Tu' Trong TPHCM 3
[C] | Nhém Quan tri Egov Trwéng Cao dang K¥ thust Ly Tu' Trong TRPHCM 9
[7] | Nhém Trudng phong, khoa, trung tim Truding Cao ding Ki thuidt Ly Tu Trong TPHCM 2
[T | van the Trrdng Cao ding K thudt Ly Tu Trong TPHCM 0
Timthay 11 dong  Hién thi 20 ~ dang

- Tao nhém moi:

o Trén thanh céng cu, click chon nit “Thém”, man hinh Quan ly don vi hién thi

Quén Ly Nhém =X

Bonvi: Bonvil -

Tén nhém :

wu || Trave

o Click chon bon vi.

o Nhap vao Tén nhém.

o Bam nut “Lwu” dé dir liéu vira tao.

o Hoicbam nut “Tré vé” dé hiy tao nhom.

- Xo6anhdm : click ddnh d4u v vao 6 chon = nhdém va click nut “Xéa”.

9. Quan ly loai van ban.

- Chirc nay gidp nguwoi quan tri hé théng quan ly toan bé loai vian ban.

Cdch dting.
- Menu trai, chon “Quan ly loai vin ban”, chwong trinh hién thi toan bo thuw.

Hé théng quan ly hanh chinh dién to Trang 35
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q;lhim. xxéa Tim
[ Tén loai vin ban Nhém van ban S0 van ban di S6 van ban lvu hanh Hién thi
[ | Bao cao BC-CBCDS6 i 0
[7] | Bién Ban BB-CBCR2 0 0
[7] | céng tac dang CTD-CBCHSS 3 3
[7] | cong tac sinh vién CTSV-CBCD 3 3
[7] | céng van cochl 0 0
[T | chi thi CT-COCH 0 0
[7] | Hop dGng HD-CBCD 0 0
[] | K& hoach KH-CBCD 0 0
[ | kkkkk bbb 0 0
[ | Quyét dinh QP-CHCD 0 0
[7] | T8 chirc - can bé TCCB6 i} i
[ | T& trinh TTr-CBCD 0 0
[7] | Théng bao TB-COCD i} i
[ | Thu mai TM-CDCD 0 0
[7] | van ban doan D-CHCH 0 i
[] | vdn ban hanh chinh HC-COCD 0 0
[7] | van ban khac K-CBCD 0 i
[7] | van ban Luat L-cace 0 0
[] | vdn ban NCKH NCKH-CRCD i 0
[] | van ban tai chinh TCh-cBCH i i
Tim thiy 20 dong  Hignthi 20+ dong
- Chon rnen hién thi man hinh thém loai van ban.
~ Quan Ly Loai Vin Ban 5
Tén loai van ban : Céng tic dang
Mhdm vin ban : CTB-CDCBSS
S& van ban di: 3
S& van ban Iru hanh: 3
Hién thi, @n : Hién thi
wu || Tréve
- Chick chon tén loai van ban hién thi man hinh chinh st¥a loai vin ban
Hé thdng quan ly hanh chinh dién tor Trang 36
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Quan Ly Loai Van Ban

=

'\

Tén loai van ban : Quyét dinh
MWhdm van ban : QB-CBCH
54 van ban di: 0
S& vdn ban lru hanh: 0

Hién thi, @n : Hién thi

wu || Tréve

10.Quan ly toan bg thw

Chirc nay gitip ngwdi quan tri hé thong quan 1y toan bd thw cia nhan vién.

Cdch dung.

Menu trai, chon “Quan ly toan bd thw”, chwong trinh hién thi toan bé thuw.

x Xda " . Jin
[ Tigu d& File Ngudi g Ngay gii

[ | re: v& vigéc ddng ky lam thé céng chifc Huynh Thién Tan 12-01-2013 08:38:46
[7] | HOANG TRONG_khoa Nghé Thuit_ déng ky lam thé céng chifc Chéu Hodng Trong 11-01-2013 20:54:43
[ | De nghi & | Bli Thi Kim Hang 11-01-2013 20:4%:20
[7] | Phéing hoc khoa Kinh t& hoc ki 2, ndm hoc 2012-2013 L& Anh Tudn 11-01-2013 18:42:19
[T] | Re: v& vigc dang ky lam thé céng chifc L& Anh Tudn 11-01-2013 16:20:15
[T] | ®an xin nghi thi 4 | L& Minh Curdng 11-01-2013 16:09:07
[T] | w& vigc dang ky lam thé céng chirc Huynh Thién Tan 11-01-2013 15:47:40
[ | Tan & | vii Nguyén Chan 11-01-2013 15:40:31
[[] | Coi thihk1 2012 2013 F | NguyEn Quéc Anh 11-01-2013 15:33:05
[7] | ve truong nam 2003 % | Huynh Tan Thach 11-01-2013 15:15:35
[7] | rQLHCHN] Lich hoc quan by Hanh chinh nha nudc L& Anh Tudn 11-01-2013 15:06:37
[7] | e ké&t cf vin hoc tip HK I & | Vo Tan Vinh 11-01-2013 14:32:20
[ | Gia & | Vi Mguyén Chan 11-01-2013 14:10:58
[7] | Bai Giao thoa van hoa & | Pham Thi Thanh Mai 11-01-2013 12:23:41
[7] | Khoa THMN gui danh sach sinh vien khoa 2012 chua co the % | L& Duy Cuding 11-01-2013 11:27:15
[7] | Théng bae v/v ci sinh vién di ang hé Luong Thi Haynh Mhu 11-01-2013 11:11:11
[T | PHIEL BO SUNG HO SO % | Huynh Thi Hing Vinh 11-01-2013 10:59:53

Chi xem dwoc thong tin vé thw : Tiéu dé, nguoi giri va ngay gii.
C6 thé click chon dé download file dinh kem cta thu.

Chon nhan su dé tim thu: bAm nut ~. , man hinh chon nhan sw hién thi

Hé théng quan ly hanh chinh dién to
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Chon Nhin Su
B L = AL - FTIONY NUNIED VU AUGL KNGU g0 Ugng 3
%1 (6 - AIC -Phéng K& hoach Mhan su
7 (132 - AIC - Ban Quan |y va Phat trién Dur an 5

(20 16 - AIC - Phdng Nghiép vu ¥ust kh3u lao déng 1

1138 - AIC - Ban B&u tur

113 - AIC -Ban Trg Iy Thur ky

11 34 - AIC - Ban Quan hé Qudc t&

(124 - AIC - Ban Quéan |y v& Phat trién Dur &n 1

(2131 - AIC - Ban Quan |y va Phat trién Dur 4n 4

11 26 - AIC - Ban Quan |y va Phat trién Dur &n 2

(119 - AIC - Truéing Bao tao Qudc t& AIC

1122 - AIC - Ban Tur van K§ thudt

=l 21 - AIC - Ban Gidm d&c

13 v Quéc Bao=eeii1 Click chon nhén s
L1 Tr&n Manh Ha
) Mauy&n Xuin Nauy&n
|1 Mguy&n Thi Thanh Nhan
1 Mauy&n Nhung
] Mguy&n Hing Son
® 314 - AIC - Dii xe
7 (118 - AIC - Phéng Hanh chinh Téng hap

MobiBies vms 0 LI e

R e _
2.Click’chon m v

H EEEEEEE
m

Chon Trd vé

Click chon nhin su cén tim.

B4Am nut “Chon” dé chon nhén su vira tim.

Bim nut “Tré vé” dé hiy chon nhan suw.

Tr& vé man hinh chinh, bAm nut “Tim” d€ xem toan bd thw cia nhan sw vira
tim.

o O O O

- Xoathu: click danh d4u v' vao 6 chon ' thw cin xda va click nit “Xéa”.

Hé théng quan ly hanh chinh dién to Trang 38
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Phin 3: YEU CAU HE THONG
I. Yéu ciu Hosting - Domain

- SQL server 2008.

- 1ISe6.

- Windows server 2003/2005.
II. Yéuciau may tram - Client

- Heé diéu hanh: Microsoft Windows XP SP2 tr& 1én.
- Trinh duyét web: IE 6.0 ( FireFox, Chrome ) tré 1én.

Hé théng quan ly hanh chinh dién to Trang 39



