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1 Quan ly tai khoan ngwoi dung
1.1 Dang nhap

HUB-EOffice hd tro phuong thirc ddng nhap thdng qua hé théng xac thuc ciia Gmail
(da duoc cap theo tén mién buh.edu.vn). Cu thé nhu sau:
Buwdc 1: Str dung trinh duyét web trén may tinh (Chrome, Edge, Firefox, CocCoc, ...).
Nhap dia chi eoffice.hub.edu.vn vao thanh dia chi.

G Google b4 -+

& = @ £ -eofficehub.eduvn [n Y
Budéc 2: Chon diing nhap bang Gmail bing cach nhn vao biéu tugng & & goc dudi bén
phai caa man hinh.

( https://sso.hub.eduwn/®/loginire X +

« > C 8 sso.hub.eduvn/#/login?redirect_url=https:%2F%2Fecfficehub.eduvn%2Fapp%2F... o |2 v [

Bang nhap

Tén hoac email dang nhap

™ Nguai dung

Mat khau dang nhap
Khong gidy t&

O Moi ltic moi noi Quén mét khdu?
O Lam viéc hiéu qua o G

Budc 3: Khi cira s6 méi hién 1én yéu cau nhap email va mat khau. Nguoi dung nhap email

Vi tén mién buh.edu.vn va mat khau twong Gng.



(G Bang nhdp - Tai khodn Google X -+

« = C @ accounts.google.com/ofoauth2/auth/identifier?response_type=code&client_id=2.. B & o a
G DPing nhap bang Google
bang nhap
Tiép tuc t&i hub.edu.vn
Email hoac sé dién thoai
Ban quén dia chi email?
Buwéc 4: Giao dién sau khi da dang nhap dugc vao chuong trinh.

¢ chita x  + v - Box
&« - C @ eoffice.hub.eduvn/App/index.html#/app/tasks/mainhandling Q v w O a

% E-Office =
o Nhiac vigc
= Céng viée . Tim kim cong vigc
B Vin ban . Téng cong viéc: 1 Chuax Iy (0/0) O Chua két thic (0/0) O B3 ket thic 1/1 B

Chi tri O Chia xem O Sip hé han (0/0) O Qud han (0/0)

= Lich céng tac - O PExly (0)
& ichxe M | | cotwor | weren | wonwdn [ mwiovi | rawemi |
& Quan Iy bigu mau Khang c dif liéu
& Tir dién dit ligu -
& Thing ké

1.2 Ping xuat

Sau khi két thic phién 1am viéc, nguoi ding can ding xuat khoi hé thdng. Cu thé
nhu sau:
Buéc 1: Nguoi dung click vao dia chi email ¢ goc trén cling bén phai man hinh va nhan

chon Thoat ra



Chitri x +
<

& - C & eofficehub.eduvn/App/index.html#/app/tasks/mainhandling Q = % O &

o Nhac vigc —E E"
= Céng viec . Tim ki€m cdng vigc -
B Vin bin | Téng céng viéc: 1 Chuax 1§ (0/0) [ Chua két thic (0/0) O D3 két thic 1/1 B
Cha tri 0 chuz xem D siphéthen (0/0) O Quahan (0/0) o
£ Lich céng tic - O B3 xt Iy (0) héng tin Sira théng tin

— L A T seaaEn |
& Quan K bidu m3u Khang co dit ligu (] | ] ] | .

Thoat ra

& Tir dién dif ligu - —=

& Thing ké
1.3 Cap nhat thong tin
Sau khi ding nhap thanh cong, nguoi ding c6 thé cap nhat théng tin ca nhan cua
minh. Cu thé nhu sau:
Buéc 1: Nguoi ding nhan chon Sira thong tin

Chitri x +
<

& = C & eofficehub.eduvn/App/index.html#/app/tasks/mainhandling Q = % O &

Jat Nhac vigc _E E._
= Céng viéc . Tim ki€m cdng vigc -
B Vin bin | Téng céng viéc: 1 Chuzx(f1y (0/0) O Chua két thiic (0/0) O D3 két thic 1/1
Chd tri ) Chua xem O Siphéthan (0/0) O Quihan (0/0) -
[ Lich cdng tac - 0 D3 ¥ I (0) héng tin Sira théng tin
.| AT T e
& Quan If bidu mu Khéng ¢4 dit lidu EEEEEN
& Tir dién dif ligu - i | Thodtra |
& Thing ké

Buwéc 2: Ngudi ding cung cap cac thong tin méi vao biéu mau



Thdng tin tai khoan

Anh dai dign
‘ ¢ ‘

Ho va tén dém Tén

test Van Thu Truong (=]
Hoc ham hoc vi viét tit Ho tén d8y da

Hoc ham hoc vi vist tit test Van Thu Truong [+
Ngay sinh 58 dign thoai

12/31/1969 0 s k& dign thoa
Email

Emai =

Buéc 3: Nguoi ding nhan nit Péi thong tin dé cap nhat cac thong tin mai vao hé thdng
1.4 Quan ly cdng viéc

Sau khi dang nhap thanh cong, hé théng tu dong chuyén vé giao dién chinh véi thong tin
tém tat vé tinh hinh thuc hién cac c¢ong viéc co lién quan toi ngudi ding.

£ Chati X  +

& C & eofficehub.edu.vn/App/index.html#/app/tasks/mainhandling Q 2 % O &

=

o MRE - s
71 Nhac viéc

Tim kim cong vigc

= Cong viéc -

B Vin ban . | Téng céng viéc: 1 Chvaxf1y (0/0) O Chua kétthic (0/0) O B3 két thic 1/1 B
Cha tri O Chua xem D Siphéthan (0/0) O Qua han (0/0)

[ Lich cong tac - 0 P3xF I (0)

& tichxe S | | g | o | i [ woe | meemn

& Quan Iy bigu mau Khang c dif liéu

& Tir dién dii igu -

& Thing ké

1.4.1 Nhic viéc
Ngudi ding nhian myc Nhic viéc dé ma giao dién danh sach cac cong viéc cé thoi han va
dang & trang thai “Sap hét han” hodc “Qu4 han™:
- Cong viéc ¢o trang thai “Sap hét han” khi chi con 20% thoi gian tinh dén thoi han
hoan thanh.
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- Cong viéc co trang thai “Qua han” khi vuot qua thoi han hoan thanh.



1.4.2 Cong viéc chuyén tiép
Nguoi dung nhan myc Cong viéc dé mé danh sach céc loai cong viéc gan lién véi vian ban

dugc chuyén tiép theo cac vai trd khéac nhau.

% test Van Thu Truong

[ Nhic vigc
= Cang viéc ’ Tim kiém cding viéc
O chis 1 (1/2) Téng cong viec: 4 ChuaxirIj (1/1) O Chua k&t thic (1/2) O D4 két thic 2/2 - 0 v
Cha tri [ Chuia xem O sap h& han (0/0) O Qua han (0/0)
@ Phéi hgp (0/0) [ P&y (1)
+ Théng Bao (0/2) SO PENS
BI
¥ Viéc quan trong
8 test Chanh van Chi tri: test Van Thu Truong / X&ay dung k& hoach ndm 2023
! Tat ca . . N ‘. N
:  testVan phon = = 21/09/2022
& phong/test Vdn phong; phong CONgWIEE. [1 Twong tac] 14:57
+ T ey - Srye o~ r - - 3 . 3 = -
20 vigc Théng diép: ba chuyén  Vai trd cia ban: Cha tri Chira xem
& Ds Cbng Viéc
B Van ban - First | Previous Mext = Last

& Lich oong tic .
Nguoi ding nhan vao timg vai tro dé xem danh sach cac cong viéc tuong ang:
- Chu tri: chiju trach nhiém chinh trong viéc thuc hién (bao gom thao tac Két thuc)
- Phéi hop: chiu trach nhiém phéi hop thuc hién (khong bao gom thao tac Két thiic)
- Théng bao: xem cho biét vin ban (cong viéc), khdng can thao tac xir ly
Trong mdi danh sach cong viéc dinh kém véi timg vai tro, ngudi ding nhan vao ting céng

viéc dé xem thdng tin chi tiét vé cong viéc, lich st xtr Iy va cac thao tac xir Iy,

Théng tin van ban

Ngay ban hanh:  21/09/2022
Trich y&u: Xy dung k& hoach nam 2023

Thdi han: 25/09/2022

Xy | Lich sirxly

Nguoi dung vao thé Xir ly va lya chon thao tdc muén thyc hién:



1.4.2.1 Chuyén tiép

Véi vai tro Chu tri, Phéi hop, ngudi ding cé thé chuyén tiép van ban cho don vi/ca nhan.
Nguoi ding nhin nat Chuyén tiép trén thanh céng cu dé mé giao dién Chuyén van ban
cho Pon vi / Ca nhan.

Chuy&n vén ban cho dan vif ca nhan

Théng diép | - Chon théing diép —

Phdi hop thut hién

Ngui nhan chi tri | Tim néng cac Q
Chon nguwdi Xt I chinh

Ngudi nhan phdi hgp | Tim nang cao Q,
test Van thu CNTT x

Chon nguwdi xi¥ I phdi hop

Nguti nhén dé& bigt | Tim nang cao Q

Ngur&i nhan dé biét

STT MNgudi nhdan/ phong ban 56, ky hiéu Vai tro Mirc do Han xr ly Ghi chi Trang thai
tes:t Valj thu CNTT / test Phong Quan ly Cong nghé Binhihuong o e
thong tin

TAv 78 Lnfnae
déy dé upload

% Binh kém file: Nhdp vao d d

- Chon ndi dung thong diép mac dinh; bo sung thong tin, cac y kién chi dao, dé xuat
xt 1y, du Kién cac don vi nhan van ban.
- Chon Don vi, Ca nhan nhan van ban véi cac vai tro khac nhau:
o Nguoi nhan chu tri, chju trach nhiém cha tri thuc hién cong viéc lién quan
dén van ban chuyén dén.
o Ngudi nhan phéi hop, chiu trach nhiém phdi hep thyc hién cong viéc lién
quan dén vin ban chuyén dén.
o Nguoi nhan dé biét, khong phét sinh cong viéc.
- Thiét ap thang tin bd sung cho mdi Pon vi, C4 nhan nhan vin ban
o Hanxuly
o Ghichu
- Nhan nat Chuyén van ban, lac ndy vin ban dugc chuyén cho cac Pon vi, Ca nhan

noi trén (kém theo théng tin bo sung, néu co).



1.4.2.2 Thu héi

Nguoi ding cé thé thu hdi van ban dén (gan lién véi cong viéc) do minh da chuyén tiép
cho nguoi khéac.

Théng tin van ban

Ngay ban hanh: = 21/09/2022
Trich yéu: Xay duhg k& hoach nam 2023

Thdi han: 25/09/2022

Xy Lich sirxdly

T I

Trong thé Xt 1y, nguoi dung nhan nat Thu hai trén thanh cong cu dé mé giao dién Thu
hdi va lya chon cac phuong an thu hoi:
- Nhéan nat Thu héi dinh kém tén ngudi nhan: Chi thu héi vin ban tir nguoi nhan do
- Nhan nat Thu hoi tat ca: thu hoi vin ban tir tat ca cac doi tugng da nhan
1.4.2.3 Kétthic

Véi vai tro Chu tri (hién tai), ngudi dung két thic cong viéc dugc giao theo vin ban dén.

Théng tin van ban

Ngay ban hanh: = 21/09/2022
Trich yéu: Xay duhg k& hoach nam 2023

Thdi han: 25/09/2022

Xy Lich sirxdly

T I

Trong thé Xir 1y, ngudi dung nhan nit Két thdc trén thanh céng cu dé mé giao dieén Két
thiic va cung cap cac noi dung:



- Thong digp
- Tap tin dinh kem
Keét thiic

Théng diép - Chon théng diép -

/di linh dag
ong viéc lién guan dén van ban.

% Dinh kém file: Nhdp vao ddy d& upload

m Thost
Sau d6, ngudi dung nhan nat Két thic dé thuc hién thao tac hodc Thoat dé huy bo.
1.4.2.4 Hoan thanh
Véi vai tro Phéi hop, ngudi ding 6 thé giri béo céo da hoan thanh cong viée duoc giao

theo van ban dén.

Théng tin van ban

Ngay ban hanh:  21/09/2022
Trich y&u: Xy dung k& hoach nam 2023

Thdi han: 25/09/2022

Xy | Lich sirxly

e I I

Trong thé Xt 1y, ngudi dung nhan nat Hoan thanh trén thanh cong cu dé mé giao dién
Chuyén van ban cho Pon vi / C4 nhan. Mic dinh, thong diép hién thi 1a “hoan thanh” va

ngudi nhan dé biét 12 ngwoi da phén céng (chuyén tiép) van ban nay cho ngudoi ding.



Thong diép | — Chon thing diép —

Hoan thanh

Ngudi nhén cht tri | Tim néng cao Q
Chon ngurdi X(F Iy chinh
Ngudi nhdn phdi hap | Tim néng cao Q
Chon ngurdi X Iy phdi hop
Ngu®i nhan dé bigt | Tim nang cao Q
test Chanh Van phéng/test Van phong; x
Nguéi nhan dé biét
STT Ngudi nhdn/ phong ban Sd, ky higéu Vai tro Murc dé Hanxirly  Ghichid Trang thai
Chua od dif liéu
% Dinh kém file: Nhdp vao ddy d& upload

mod
1.4.3 Cobng viéc ca nhan
Ngudoi dung nhan myc Danh séch cong viéc dé ma danh sach cac cong viéc do nguoi ding

tu tao va thuc hién céac thao tdc Thém/Stra/X6a/Giao cong viéc.

] test Van Thu Truong

P
11 Nhac vigc

= Céng vigc -
O Cha tri (2/12) MNhap ndi dung fim kidm... E [FThém | (£ Ska | W X6a | ¥ Giaovide 0w
@ Phéi hop (0/1) O Trich yéu néi dung vin ban E——
! Théng Bao (0/3) Chudn bi tai liéu tAp hudn sir dung EOffice

* Viéc quan trong

& Titca Trang ddu | Trang trudc n Trang sau | Trang cudi

+ Tao viéc

& Ds Cong Viéc

B van oon -
1.4.3.1 Thém cdng viéc
Nguoi dung nhan nit Thém dé mo giao dién Tao viéc/Van ban lién quan
- Thé Tao viéc: Nhap thong tin
o Trich yéu: théng tin vin tit vé cong viéc
o Dinh kém: céac tap tin dinh kém (biéu mau)
o Thoi han: thoi gian hoan thanh
o Tu két thic: nhan chon néu mudn tu két thic cong viéc khi dén thoi han



Tao viéc fan ban lién quan

= Soan bing editar

@rich yéu X3y dung k& hoach £ chiic L& 13t nahiép

o
= Dinh kém file: ® Nhap vio ddy dé upload
@ Thai han: 151092022

@ Tag van ban : .
- 120 ‘ Thém tag:

@ Tu két thic:

Chuyén Tidp Xem danh sach cing vidc

- Thé Van ban lién quan: Nhap thong tin van ban lién quan (str dung cac tiéu chi tim

kiém) va dua van ban tim thay vao/ra cong Viéc.

Tao viéc Van ban lign quan
2022 - \@n ban dén ~ 56 van ban | Test_Van ban dén KTDBCL 202 | Tim theo | Trich yéu ~
o Te Tim kiém
S& dén/Ky higu  Tén loai va trich y&u néi dung

372022 Test_Théng bdo - Théng bio xét cong nhan t6t nghigép BHCQ, Vin b3ng 2 chinh quy, Chinh quy CLC, Vira lam vita
File dinh kém: %

Trang dau | Trang trudc n Trang sau | Trang cudi

S dénfKy hiéu Tén loai va trich y&u ndi dung

372022 Test_Théng bdo - Thing bdo xét cong nhin tét nghiép BHCQ, Vin b3ng 2 chinh quy, Chinh quy CLC, Vira lam vira
File dinh kém: %

Nean dons sich alog il

Nguoi dung nhin nat Chuyén tiép dé thyuc hién thao tac giao viéc (Ian dau tién).
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Giao viéc

Ngudi nhan cha tri | Tim nang cao Q
Chon nguwévi xi¥ ly chinh

Ngudi nhan phdi hap | Tim nang cao Q
Chon ngudi xir Iy phéi hop

Ngudi nhan d& bigt | Tim nang cao Q

Nguwdi nhan d@é biét

Han xu Ghi chi Trang

STT Ngudi nhdan/ phong ban Sd, ky hiéu  Vvai tro Miic do Iy thai

Chura cd dir liéu

@ Pinh kém file: Nhdp vdo diy dé upload

Chuyén vin ban Thoat

Giao dién giao viéc xuat hién. Tai day, nguoi ding chon ndi dung théng diép mac dinh; bo
sung thdng tin, cac y kién chi dao, dé& xuat xtr ly, du kién cac don vi nhan van ban.
- Chon Bon vi, Ca nhan nhan van ban vai cac vai tro khac nhau:
o Nguoi nhan chu tri, chiu trach nhiém chi tri thuc hién cong viéc lién quan
dén van ban chuyén dén.
o Nguoi nhan phdi hop, chiu trach nhiém phéi hop thuc hién cong viéc lién
quan dén vin ban chuyén dén.
o Nguoi nhan dé biét, khong phét sinh cong viéc.
- Thiét ap thng tin bd sung cho mdi Pon vi, C4 nhan nhan vin ban
o Hanxuly
o Ghichu
- Nhan n(t Chuyén vin ban, lac ndy vian ban dugc chuyén cho cac Pon vi, Ca nhan
noi trén (kém theo théng tin bd sung, néu co).
Sau d6, giao dién Tao viéc mai xuat hién.
1.4.3.2 Swa cong vigc
Nguoi dung chon mét cdng viéc mudn chinh sira, nhan nit Sira dé mé giao dién soan thao

cong Viéc.
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Nhap néi dung tim kiém._. E [2 Thém [# Sira i xoa 4 Giao vigc 10

U Trich yéu ndi dung véan ban Trang thai

Chuén bi tai ligu tdp huén str dung EOffice

Trang ddu | Trang trurdic Trang sau | Trang cudi

Sau khi cap nhat xong thdng tin va noi dung vin ban, ngudi ding nhan nit Cap nhat.

Tao viéc Van ban lién quan

= Soan bang editor

ETrich y&u Chudn bi tai liéu tap hudn str dung EOffice

Binh kem file:

% Nhap véo diy dé upload
Thdi han: 20/09/2022
Tag van ban : :
Thém tag
Tu k&t thiic:

Cap Nhap Xem danh sach cong viéc

1.4.3.3 Xoba cbng viéc
Nguoi dung chon mét cdng viéc mudn x6a, nhan nat X6a, giao dién xac nhan “Xo6a cong

viéc” xuat hién.

MNhap ndi dung tim kiém... n B Tném | ' ska | @xoa ||+ Giaoviéc 10 W
U Trich yéu ndi dung véan ban Trang thai
Chudn bi tai lidu tap huin str dung EOffice
| ~U Tap Ung

Trang ddu | Trang trurdic Trang sau | Trang cudi
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Nguoi dung nhin DPong y dé x6a hoidc Thoat dé huy thao tac.

Canh béao
Ban c6 chdc chan mudn x6a cac van ban nay
khéng?
Thoat

1.4.3.4 Giao cbng viéc
Nguoi ding chon mét cdng viéc mudn giao, nhan nit Giao dé thuc hién thao tac giao viéc

(14n sau).

Nhap néi dung tim kiém.. 2] Thém [# sira i xoa 4 Giao viéc 10w

U Trich yéu ndi dung vén ban Trang thai

Chudn bi tai liéu tap huén s& dung EOffice

Trang ddu | Trang trrdic [ Trang sau = Trang cudi

Giao dién giao viéc xuat hién. Tai day, ngudi ding chon noi dung théng diép mic dinh; bd
sung théng tin, cac y kién chi dao, dé& xuat xi ly, dy kién cac don vi nhan vin ban.
- Chon Bon vi, Ca nhan nhan van ban véi cac vai tro khac nhau:
o Nguoi nhan chu tri, chiu trach nhiém cha tri thuc hién cong viéc lién quan
dén van ban chuyén dén.
o Nguoi nhan phdi hop, chiu trach nhiém phai hop thuc hién cong viéc lién
quan dén vin ban chuyén dén.
o Ngudi nhan dé biét, khéng phét sinh cong viéc.
- Thiét ap thng tin bd sung cho mdi Pon vi, C4 nhan nhan vin ban
o Hanxuly
o Ghichu
- Nhan n(t Chuyén vin ban, lac ndy vian ban dugc chuyén cho cac Pon vi, Ca nhan

noi trén (kém theo thong tin bo sung, néu cd).
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Ngudi nhan cha tri | Tim nang cao Q
Chon ngurevi xt¥ Iy chinh

Ngudi nhan phdi hdp | Tim nang cao Q
Chon nguai xir Iy phéi hop

Ngudi nhan dé bigt | Tim nang cao Q.

Nguwdi nhan dé biét

STT Ngudi nhan/ phong ban Sd, ky hiéu  Vvai tro Miic do
Chura e dir liéu

@ Dinh kém file: Nh3p véo diy dé upload

Chuyén vin ban Thoat

2 Quan ly van ban
2.1 Thao tac ddi véi viin ban dén
Chuin bi: Nguoi dung nhan muc Vin ban > Vin ban dén dé hién thi danh sach c4 Vin

ban dén trong S6 Pon vi (mic dinh ndm hién hanh). Tai diy, ngudi dung thuc hién cac

thao tac lién quan t6i van ban dén.

@ E'Offlce = test Van Thu Truong
£ Nhic vigc
= Cong viéc -
B van ban - 2 Thém # Sia T xéa # Chuyén vin ban
@ van ban dén 2022 %~ Chon s& van ban. . v Vui long nhip Tim kiém ning cao ﬂ 10 v
4 Vén ban di TUF ngay: | ddmmMiyyy: | DEN NGAY: | ddmiMiyyy:
2 Lich cing tac hd 6 Han
NGAY BEN e NO1G 50, KY HIEU NGAY KY TEN LOAI VA TRICH YEU NOI DUNG XUE
& Lich Xe - Iy
& Quan ly bigu mau NQé” ) i Théng béo - Tham gia Ban gilip viéc Hai ddng tuyén
& Tir dign dit lidu . 16/09/2022 2/2022 han'g Nha CV-BHNH(den) 16/09/2022 dung cng chikc loai C NHNN ndm 2022
- nuwéc
% Thong ké . . P PP A o e e
& Thong ) Théng bao - Quyét dinh vé ViEC cong bd bao céo dinh
Nga" . " ky quy dinh tai Théng e s6 09/2022/TT-NHNN ngay
13/09/2022 /2022 hang Nn&  CV-DHNH(@&n)  13/09/2022  15/7/2022 ciia Ngan hang Nhi nurérc Vet Nam.
TILEE File dinh kém: %
s6 van ban: 2 Trang Gau = Trang trroc n Trang sau | Trang cudi

Nguoi ding nhan tryc tiép 1&n tén loai va trich yéu ndi dung vin ban dén mudn xu ly.
Giao dién théng tin van ban xuat hién:
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- Thé Lich st hién thi qua trinh xr Iy ¢6ng viéc lién quan dén vin ban

- Thé Xu ly voi céc thao tac cd thé thuc hién ddi véi van ban

Théng tin van ban

S0: 2/2022
56, ky hiéu: CV-DHNH(d&n)
Ngay ban hanh:  13/09/2022

Quyét dinh v& viéc cdng bd bao cao dinh ky quy dinh tai Théng tr sd 09/2022/TT-NHNN ngay 12/7/2022 cla Ngan

Trich yéu: hang Nha nuridc Vit Nam.

Linh vuc: Pao tao

Loai van ban: Théng bao

Tinh chat: Binh thudng

Mific dd mat: Binh thirdng

File VB: 1. 1533.22 Qb cong bo bao cao dinh ky tai thong tu so 09.pdf ( Xem )

Xrly  Lich strxrly
T I

Nguoi dung vao thé Xir Iy va lua chon thao tac mudn thuc hién:

2.1.1 Chuyén tiép

Véi vai trd Chu tri, Phdi hop, nguoi dung cd thé chuyén tiép vin ban cho don vi/ca nhan.
Ngudoi dung nhan ndt Chuyén tiép trén thanh cong cu dé mé giao dién Chuyén vin ban

cho Pon vi / Ca nhan.
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Chuy&n vén ban cho dan vi/ ca nhan

Thdng diép - Chon théng diép -

Ngudi nhan chi tri | Tim néng cao Q
test Ban Giam hiéu x

Chon ngudi xt¥ Iy chinh

Ngudi nhan phdi hgp | Tim nang cao Q
Chon ngudi xi¥ Iyl phéi hop
Ngudi nhan d& biét | Tim nang cao Q,

Nguai nhan dé biét

STT Ngudi nhan/ phong ban 50, ky higéu Vai trd Mic dg Han xir Iy Ghi chi Trang thai
1 test Ban Giam hiéu CV-DHNH(dén) Binh thwong v Chua xem  Xda
% Binh kém file: Nhap vao ddy dé upload

o
- Chon ndi dung thong diép mac dinh; bo sung thong tin, cac y kién chi dao, dé xuat
xt Iy, du kién cac don vi nhan van ban.
- Chon Bon vi, Ca nhan nhan van ban vai cac vai tro khac nhau:
o Nguoi nhan chu tri, chiu trach nhiém chi tri thuc hién cong viéc lién quan
dén van ban chuyén dén.
o Nguoi nhan phéi hop, chiu trach nhiém phdi hep thyc hién cong viéc lién
quan dén van ban chuyén dén.
o Nguoi nhan dé biét, khéng phét sinh cong viéc.
- Thiét lap thdng tin bo sung cho mdi Pon vi, Ca nhan nhan van ban
o Hanxuly
o Ghichu
- Nhan n(t Chuyén vin ban, lac ndy vian ban dugc chuyén cho cac Pon vi, Ca nhan
noi trén (kém theo thong tin bo sung, néu co).
2.1.2 Thu hoi
Nguoi ding cé thé thu hdi van ban dén (gan lién véi cong viéc) do minh da chuyén tiép
cho nguoi khéac.
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Théng tin van ban

Sé:
S0, ky higu:
Ngay ban hanh:

Trich yéu:

X ly Lich sir xur Iy

Chuyén Tiép

1/2022
CV-DHNH(dén)
13/09/2022

Quyét dinh v& viéc cdng bd bao cdo dinh ky quy dinh tai Théng tuw s6 09/2022/TT-NHNN ngay 12/7/2022 cia Ngan hang Nha nudc
Viét Nam.

Trong thé Xt 1y, nguoi dung nhan nat Thu hai trén thanh cong cu dé mé giao dién Thu

hoi va lya chon cac phuong an thu hoi:

- Nhan n(t Thu hdi dinh kém tén ngudi nhan: Chi thu hdi van ban tir ngudi nhan do

- Nhan nat Thu hoi tat ca: thu hoi van ban tir tat ca cac d6i tuong da nhan
2.1.3 Kétthac

Véi vai tro Chu tri (hién tai), ngudi dung két thiic cong viéc dugc giao theo vin ban dén.

Théng tin vin ban

S6:
58, ky higu:
Ngay ban hanh:

Trich yéu:

Xirly  Lich sir xir Iy

Chuyén Tiép

1/2022
CV-DHNH(d&n)
13/09/2022

Quyét dinh v& viéc ofng b& bao cdo dinh ky quy dinh tai Théng tu s& 09/2022/TT-NHNN ngay 12/7/2022 clia Ngén hang Nha nudc
Vit Nam.

o [

Trong thé Xur 1y, ngudi ding nhan nit Két thic trén thanh cong cu dé mé giao dién Két
thiic va cung cap cac noi dung:

- Thong di¢p

- Tap tin dinh kém
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Két thic

Théng diép - Chon théng diép —

&t thuc cdng viéc lién

quan dén van ban.

% Dinh kém file: Nhdp vao dy dé upload

Sau d6, ngudi dung nhan nat Két thic dé thuc hién thao tac hodc Thoat dé huy bo.

2.1.4 Hoan thanh

Véi vai trd Phéi hop, ngudi ding c6 thé giri bao cao da hoan thanh cong viée duoc giao

theo viin ban dén.

Théng tin vin ban

56 1/2022
56, ky higu: CV-DHNH(d&n)

Ngay ban hanh: 13/09/2022

Trich yé&u:
richyed Viét Nam.

Xirly  Lich sir xir Iy

Quyét dinh v& viéc ofng b& bao cdo dinh ky quy dinh tai Théng tu s& 09/2022/TT-NHNN ngay 12/7/2022 clia Ngén hang Nha nudc

Trong thé Xt 1y, ngudi dung nhan nat Hoan thanh trén thanh cong cu dé mé giao dién

Chuyén van ban cho Pon vi / Ca nhan. Mic dinh, thong diép hién thi 1a “hoan thanh” va

ngudi nhan dé biét 12 ngwoi da phan céng (chuyén tiép) van ban nay cho nguoi ding.

Chuy&n vin ban cho dan vif ca nhan

Théng diép - Chon théng diép -

Hoan thanh

Ngudi nhan chi tri | Tim néng cao Q,

Chon ngun xi Iy chinh

Ngudi nhan phdi hgp | Tim néng cao Q

Chon ngudi xi¥ Iy phdi hop

Ngudi nhén dé& bigt | Tim nang cao Q

test Ban GH/test Ban Giam higu; x

Ngurai nhan d@é biét

STT Ngudi nhan/ phong ban S4, ky hiéu Vai tro
Chua cd diT liéu

% Binh kém file: Nhdp vdo dy dé upload
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2.2 Thao tac dbi véi viin ban di
Chuin bi: Nguoi dung nhan muc Vin ban > Vin ban di dé hién thi danh sach ca Vin

ban di trong S6 Pon vi (mic dinh ndm hién hanh). Tai day, ngudi dung thuc hién cac thao

tac lién quan téi van ban dén.

4 E-Office =] test Van Thu Truong
soLuTiBnE
[\ Nhic viéc
= Cong viéc -
B Vin ban = 2 Thém & sira o x6a
& Vvin ban dén 2022 x v Chon 6 van ban.. v Vui lang nhip Tim kiém ning cao iﬂ L
4] Van ban di TUF ngay: | dammiyyy) | DEN NGaY: | damimivyy:
£ Lich cong tac - e NGAY i
so’,KY HIEU [ ANG VAN TEN LOAI VA TRICH YEU NOI DUNG NGUOI KY NOTNHAN VAN BAN ~DILIEL) | LLE
. VAN BAN : KHAC THAL
& Lich Xe - BAN
3n Iv bidu ma i ] o test Phong Khao thi va
& Quan ly bigu mau Théng bao - BAao cao thic trang £Am bio chi lrong
. A A : 5 test Trwdng ; D& phat
& Tir dién dit lidu - 1UCV- phéng may thi trac nghiém tai khu v | 15! . A y !
N DHNH 15/09/2022  5¢ Hoang Diéu 2 phéng test Phong Quan tri tai hanh
@ Théng k& QLCNTT  sdn
54 van ban: 1 Trang dau = Trang truéc Trang sau | Trang cudi

Nguoi dung nhan tryc tiép 1én tén loai va trich yéu ndi dung van ban di mudn xir ly. Giao
dién thong tin vin ban xuét hién:

- Thé Lich st hién thi qué trinh xir Iy cong viéc lién quan dén van ban

- Thé Xt Iy voi céc thao tac c6 thé thuc hién ddi véi vin ban

Théng tin van ban

S8, ky higu: 1/CV-DHNH
Ngay ban

hanh: 15/09/2022

Trich yéu: B0 cAo thut trang phdng may thi trdc nghiém tai khu vut 56 Hoang Diéu 2

Loai van ban:  Thdng bdo
Tinh chat: Binh thuting

Mifc d§ mat: Binh thuing

Xrly  Lich sorx@ly

Chuyén Tiép Hoan thanh

Nguoi dung vao thé Xir Iy va lya chon thao tdc muén thuc hién:
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2.2.1 Chuyén tiép

Véi vai tro Chu tri, Phéi hop, ngudi ding cé thé chuyén tiép van ban cho don vi/ca nhan.

Nguoi ding nhin nat Chuyén tiép trén thanh céng cu dé mé giao dién Chuyén van ban

cho Pon vi / Ca nhan.
Chuy&n van ban cho don vif ca nhén

Théng diép | — Chon thing diép —

Kinh trinh Ban gidm hiéu chi dao xr ly.

Ngudi nhan chil tri | Tim néng cao Q
test Ban Giam higu x

Chon ngwdi xcr If chinh

Ngugi nhén phdi hgp | Tim néng cac Q
Chon nguedi X1 Iy phdi hop

Ngudi nhan dé bigt | Tim ning cao Q,

Ngu&i nhan dé biét

STT MNgudi nhan/ phong ban 50, ky higu
-5 o 1/CV-BHNH-
1 test Ban Giam hiéu QLCNTT

% Dinh kém file: Nh4D vao ddy d& upload

Vai tro Mirc dd Han xr ly Ghi chi Trang thai

ong v Chua xem Xda

Chuyén van ban Thoat

- Chon ndi dung thong diép mac dinh; bo sung thong tin, cac y kién chi dao, dé xuat

xt Iy, du Kién cac don vi nhan van ban.

- Chon DBon vi, Ca nhan nhan van ban vai cac vai tro khac nhau:

o Nguoi nhan chu tri, chju trach nhiém cha tri thuc hién cong viéc lién quan

dén van ban chuyén dén.

o Nguoi nhan phdi hop, chiu trach nhiém phai hop thyc hién cong viéc lién

quan dén vin ban chuyén dén.

o Ngudi nhan dé biét, khéng phét sinh cong viéc.

- Thiét ap théng tin bo sung cho mdi Pon vi, C4 nhan nhan vin ban

o Hanxu ly
o Ghichu

- Nhan nat Chuyén van ban, lac ndy vin ban dugc chuyén cho céc Pon vi, Ca nhan

noi trén (kém theo thong tin bo sung, néu cd).
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2.2.2 Thu hoi
Nguoi ding cé thé thu hdi van ban dén (gan lién véi cong viéc) do minh da chuyén tiép
cho nguoi khéac.

Théng tin van ban

S8, ky higu: 1/CV-DHNH
Ngay ban

hanh: 15/09/2022

Trich yéu: Béo cAo thut trang phong may thi trdc nghiém tai khu vut 56 Hoang Diéu 2

Loai vanban:  Théng bdo
Tinh chat: Binh thuting

Mic d§ mat: Binh thuting

Xrly  Lichsorxlly

v [ e

Trong thé Xt 1y, nguoi dung nhan nat Thu hai trén thanh cong cu ¢é mé giao dién Thu
hdi va lya chon cac phuong an thu hoi:
- Nhan nat Thu hoi dinh kém tén nguoi nhan: Chi thu héi van ban tir nguoi nhan d6
- Nhan nat Thu hoi tat ca: thu hdi vin ban tir tat ca cac doi tugng da nhan
2.2.3 Kétthuc
Véi vai trd Chu tri (hién tai), ngudi dung két thiic cong viéc dugc giao theo vin ban dén.

Théng tin vén ban

54, ky higu: 1/CV-BHNH
Ngay ban
- 15/09/2022
hanh: /0%
Trich yéu: BAo céo thuc trang phdng may thi tréc nghiém tai khu vuc 56 Hoang Diéu 2

Loai van ban: Théng bao
Tinh chat: Binh thuing

Mirc d§ mat: Binh thuting

XTly  Lich sirxir Iy

v [ e

Trong thé Xur 1y, ngudi ding nhan nit Két thic trén thanh cong cu dé mé giao dién Két
thiic va cung cap cac noi dung:

- Thong di¢p
21



- Tap tin dinh kém
Két thiic

Théng diép | - Chon théng diép —

K8 thi cong viEs lEn quan 80 ¥an ban. P
;

% Dinh kém file: Nhdp véo dy dé upload

m Thodt
Sau d6, ngudi dung nhan nat Két thic dé thuc hién thao tac hodc Thoat dé huy bo.
2.2.4 Hoan thanh
Véi vai tro Phéi hop, ngudi ding 6 thé giri bao céo da hoan thanh cong viée dugc giao
theo vin ban dén.

Théng tin van ban

S8, ky higu: 1/CV-DHNH
Ngay ban

hanh: 15/09/2022

Trich yéu: Béo cAo thut trang phong may thi trdc nghiém tai khu vut 56 Hoang Diéu 2

Loai vanban:  Théng bdo
Tinh chat: Binh thuting

Mic d§ mat: Binh thuting

Xrly  Lichsorxlly

I )

Trong thé Xt 1y, ngudi dung nhan nat Hoan thanh trén thanh cong cu dé mé giao dién
Chuyén van ban cho Pon vi / C4 nhan. Mic dinh, thong diép hién thi 1a “hoan thanh” va

ngudi nhan dé biét 1 ngwoi da phan céng (chuyén tiép) van ban nay cho nguoi ding.
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Thiing diégp - Chon théng diép -

Hoan thanh

Ngudi nhan chd tri | Tim nang cao Q
Chon nguwdi xir Iy chinh

Ngudi nhan phdi hgp | Tim nang cao Q
Chon ngudi x@ Iy phéi hop

Ngudi nhén dé bit | Tim néng cao Q
test Ban GH/test Ban Giam higu; x
Nguéi nhan dé biét

STT Ngudi nhan/ phong ban 5S4, ky hiéu Vai tro Mic dé Hanxirly  Ghi chid

Chua cd dir liéu

Trang thai

% Binh kém file: Nhip véo diy dé upload

hos
3 Quan ly phong hop
Nguoi dung vaéi vai tro Van thw Trwong hoac Ngwoi duyét lich phong hep vao muc Lich
cong tac, co thé thuc hién cac thao tac khac nhau ddi véi Lich hop, bao gdm quan Iy danh
sach phong hop, xem lich, ding ky lich va duyét lich cip Truong
3.1 Xem lich cbng tac
Ngudoi dung chon muc Xem lich cong tac dé xem lich cdng tac cua tuan hién hanh (ing
véi ngay hién hanh).

(] test Van Thu Truong

£\ Nhic vigc
== Cong viéc -

B van ban MM | LichTong  LichBon i

£ Lich cong tac -

LICH CONG TAC TUAN [ 38| NAM
@ Xem lich céng tac
19/09/2022 Bén 25/09/2022
+ bang ky/Duyét lich

@ Xem phong hop triing Tim kiém Chiithich Bnsia: 13n1:84 LAn2: Xanh 130 3: Tim

& Lich Xe -

Thanh phan

& Danh sach bidu miu
Thir' hai 19/09/2022
& Thong ké R
Hap V& gidl phdp cBng nghé cho hé dio ;'3’;" Fifty | DU
08:30 pvEg phap cng nght - Ban chi dao d& an Ban xay dunhg dé an hop 36 | Phong Quan Iy Cong
tao tr xa Thanh O fro 1o
HA TR nghé thong tin;
Ghi chu :

Giao dién Lich cong tac tuan xuat hién, véi hai the Lich Truong va Lich Pon vi (Ctia nguoi
dung).
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(] test Van Thu Truong

£\ Nhicvige
== Cong viéc -
B vin ban M Lich Tong  Lich Bon i
e l LICH CONG TAC TUAN 38 | NAM
i 19/00/2022 D&n 25/09/2022
+ Dang ky/Duyét lich
@ Xem phong hop triing Tim kigm Chd thich [Ansta: Lan1:H0 Lin2: Xanh Lan 3: Tim
& Lich Xe - TRis] Pia diém

& Danh sich bigu miu

& Thong k& Thanh phan chitri Pia diém Ngudi tao
Thii ba 20/09/2022
Ong . .
. o P Phdng | test Van thu CNTT/test
. Hop trién khai cdng t&c nam hoc 2022- . B a Pham 5 PR,
08:00 2023 cila phéng QLCNTT Lénh dao, chuyén vién phong QLCNTT Thanh hop 56 Png QAuan !y Cong
HD nghé théng tin;
An
Ghi chi :

Nguoi dung c6 thé tai Lich Ban 13nh dao trong tap tin dinh kém (néu co).
3.2 Dang ky lich
Nguoi dung chon muc Ping ky/Duyét lich dé dang ky lich cong tac cua don vi ¢ hai cap:

Cép truong va Cip don vi. Tai giao dién Lich cdng tac tuan, ngudi dung c6 thé Thém mai
lich hoic Stra/Xéa lich.

@ _E-Office (=] test Van Thu Truong
£\ Nhdc vigc
= comgiee - |

_ LICH CONG TAC TUAN[ 37 | NAM [ 2022 |

@ Xem lich cing tac

12/09/2022 Pé&n 18/09/2022 | Xem Tuan Hién Tai | ‘ Xem Ngay Hién Tai |
Bang ky/Duyét lich
@ Xem phong hop triing + Thém m Tim kiém —Loctheo trang théi —

& Lich Xe -~ Chathichlansia: 1:06 2:Xanh 3:Tim

& Danh sich bigu mau B Thoi gian NGi dung

& Tir dién di ligu -
3.2.1 Thém lich
Nguoi dung nhan nat Thém dé mé giao dién Théng tin chi tiét caa lich cong tac.
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@ quﬁi‘.c‘:.e M test Wan Thu Truong

[ Nhic viéc

= Cbng viéc -

B Vvan ban M Lich Tueng  Lich bon vi
£ Lich cong tac -

LICH CONG TAC TUAN| 37 | NAM

12/09/2022 bén 18/09/2022 | ¥em Tudn Hién Tai | ‘ Xem Ngay Hién Tai |

@ Xem lich cing tac

+ Bbang ky/Duyét lich

¢ Lich Xe ~ | Chathichlansia: 1:£0 2:Xanh 3:Tim

& Danh sich bigu miu B Thai gian NGi dung

8 trdGndrica -
Nguoi ding cung cap day du thdng tin theo yéu cau:
- Thoi gian bat dau
- Thoi gian két thic
o Chon cip: Cap truong va Cap don vi
- Noi dung
- Thanh phan tham duy
- Email nhic lich c& nhan (chon mét hoac nhiéu tir trong danh sach c6 sin)
- Chutn
- Dia diém
o bia diém Trudng (chon mot trong s cac phong hop), hoic
o bia diém khac (cung cap dia diém chi tiét / phong hop)

- Link phong hop truc tuyén (néu co)
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Théng Tin Chi Tiét

Thai Gian Bt Bau oen [ B0 Thdi Gian Két Thiic Chon dan vi.

19/09/2022 08:30 = 19/09/2022 10:00

Ngi dung oen [ EE RED

Honp ¥E gigl phdp cing nabé cho hé dao tao W xa

Lich Trurorng W

Thanh Phan Tham Dy oen [E5)

Ban chi dap d& dn
Ban x3y dung g8 an

Email nhac lich ca nhan

Chon ngwdi nhan

Chu tri £en m m

Ong Boan Thanh Ha
P o Lo | i | e mi | 0 g e |
Phéng hop 36 TTD v

Link hop truc tuy@n

Link hop trurc tuyén

Lo [

Sau khi cung cap day du cac thong tin, nguoi ding nhan nat Luu dé hoan tat viéc dang ky.
-
LICH CONG TAC TUAN [ 38 | NAM

19/09/2022 P&n 25/09/2022 ‘ Xem Tun Hién Tai ‘ ‘Xem MNgay Hién Tai ‘

X Upload Lich Tudn

ChithichAnsia: 1:90 2:Xanh 3:Tim

B Thdi gian Noi dung

Thit hai 19/09/2022

Hop v& giai phap Ban chi dao dé an LR
) . - . . - | OngBoan | Phong hop CNTT/test Phong
[J| 0830 | congnghtchoht Banxdydung 6€ | o hba | seTro | 109202 Quan Iy Géng nghé || ché duyet
dao tao tr xa an théng tin;
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3.2.2 Swa lich

Nguoi dung chon Lich c¢éng tdc mubn chinh stra va nhan nit Stra ¢é mé giao dién Thong

tin chi tiét cua lich cong tac.

.|
LICH CONG TAC TUAN [ 38 | NAM | 2022 |

19/09/2022 Bé&n 25/09/2022 ‘ Xem Tuan Hién Tai ‘ ‘Xem Ngay Hién Tai ‘

PR #» sz | & - Cap nhattrang thii - [ERE L —Loctheotrang thdi—

& Upload Lich Tuédn

ChithichlGnsia: 1: B4 2:Xanh 3:Tim

That hai 19/09/2022

Hop v& giai phap Ban chi dao de an LR LS
) N 2 cho ha . ~ | Ong®©odn | Phong hop CNTT/test Phong
(] 08:30 O?ng nght\a he l?-an Xy dung de Thanh Ha 36 TTD 15/09/2022 Quan Iy Céng nghé | Chd duyét
dao tao tir xa an théng tin;

Sau khi cung cap day du thong tin chinh stra, nguoi ding nhan nat Luu dé hoan tat viéc

chinh stra.

3.2.3 Xoba lich

Nguoi dung chon Lich cdng tdc mudn x6a va nhin nat Xo6a vinh vién.

.|
LICH CONG TAC TUAN [ 38 | NAM | 2022 |

19/09/2022 Bé&n 25/09/2022 ‘ Xem Tuan Hién Tai ‘ ‘Xem Ngay Hién Tai ‘

+ Thém m 8 In- | % Xoa~ | Capnhdtirang thii- SRRl —Loctheo trang thai—  +

&, Upload Lich Tudn

Chithichlansia: 1:B6 2:Xanh 3: Tim

B  Thi gian Noi dung

Thit hai 19/09/2022

Hop v& giai phap Ban chi dao d& an RS
. N 2 cho ha . ~ | OngBoan | Phong hop CNTT/test Phong
O| 0830 | cngnghtchoh Banxdydung @& | o hka | seTro | L10%202 Quén Iy Cng nghé | Chd duyét
dao tao t xa an théng tin;
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Giao dién x4c nhan “Xoéa vinh vién” xuit hién.

A

Canh bao
¥da Lich sé xda ludn danh sach cac thanh phan nhan
théng bdo. Ban cd chic chin mudn xda Lich nay khdng?

ﬂ Thoat
Nguoi dung nhan nat OK dé thuc hién xd6a hodc Thoat dé hay bo thao tac.
3.3 Duyét lich
3.3.1 Duyét lich cap truwong
Nguoi dung chon muc Ping ky/Duyét lich dé duyét lich cong tac cap Truong.
= test Van Thu Truong

[\ Nhic vigc
= Cong viéc -
B van ban Ml [ uchemg  uchponw
[m Lich céng téc ] - o )
LICH CONG TAC TUAN [ 38 | NAM

@ Xem lich cong tac
19/09/2022 Dén 25/09/2022 | Xem Tudn Hién Tai ‘ |Xem Ngay Hién Tai |

[+ R Dyl ]

@ Xem phéng hop tréng + Thém m Cdip nhét trang thai — IEREVEEL] —Loctheo trang théi - v

I Tao ds phing hop

& Upload Lich Tuiin
& Lich Xe

& Quan Iy bigu m3u

Chithich lansifra: 1:96 2:Xanh 3: Tim

& Tir dién dif ligu -
% Thang ké
& Thong Thif hai 19/00/2022
. . . test Van thu'
Hop vé giai phap Ban chidao d&dn | - a o =
. = = = = = Ong Boan | Phong hop CNTT/test Phong
0| % ;g';ggggg;? he ;':" xayding @& | ponhka | 36t | 92 | ousniy conanghé | chis duyét
thdng tin;

Tai giao dién Lich cong tac tuan, ngudi ding chon thé Lich Truong dé xem cac dang ky
phong hop véi cac trang thai khac nhau.
Nguoi dung chon Lich céng tac (cho duyét) va chon Cap nhat trang théi vai trang théi:
- Da duyét
- Khéng duyét
- Bosung

- Huybo
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Lich Truting ~ Lich Bon Vi

LICH CONG TAC TUAN [ 38 | NAM

19/09/2022 b&n 25/09/2022 ‘ Xem Tudn Hién Tai | ‘Xem Ngay Hién Tai

Bd duyét
X, Upload Lich Tuan Khéng duyét
B sung

. . _ Hiy bé
Chithichlansia: 1:80 2:Xanh 3:Tim

Thit hai 19/09/2022

Hop vé giai phap Ban chi dao d& an test Van thur
) N - . a2 | Ongboan | Phdng hop CNTT/test Phang
08:30 | cong nghe cho he Banxaydung de | o iks | seTro | /09202 Quén Ij Céng ngh& | Chd duyét ]
dao tao tr' xa an théng tin;

Sau khi chon moét trang thai trong danh sach Cap nhat trang thai, cac lich da chon ngay lap

tirc chuyén sang trang thai do.

£ Upload Lich Tuén

Chithichldnsfa: 1:D4 2:Xanh 3: Tim

Thit hai 19/09/2022

Hop v& giai phap Ban chi dao dé an test van tu
) . . . s 5| OngBoan | Phdng hop CNTT/test Phong
08:30 | cong nghé cho he Banxdydungd& | norhra | et | 1/09202 Quén Iy Céng nghé | Da duyét
dao tao tr xa an thdng tin;

3.4 Tao danh sach phong hop
Nguoi ding nhan ndt Tao danh sach phong hop dé mo giao dién Quan ly phong hop. Tai
day, nguoi dung c6 thé Thém/Stra/X6a phong hop.
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(] test Van Thu Truong

[\ Nhdc viéc
= Cidng viéc - o

QUAN LY PHONG HQP [
B van ban -

lm Lich cing tac l - Q searcn. & Them T

o . = e i
Xem lich cng tac O Tén phong Hién thi mau

+ DPang ky/Duyét lich
9 ko /Duygt i Phong BVLA 36 TTB

@ Xem phong hop tring

Tao ds phong hop

& Lich Xe -

Phdng hop 56 HD

Phong hop 36 TTD

B Hoi trrdng 36 TTD

& Quan Iy biéu mau
HOI trudmg 56 HD Héi trudng 56 HD
& Tir dién dit ligu -
€ Thiing ké Showing 0to 10 of 5 First = Previous n Next | Last

3.4.1 Thém phong hop
Nguoi ding nhan nit Thém dé ma giao dién Thém phong hop.

QUAN LY PHONG HOP o S = %
[J  Tén phong Hién thi mau

Tai day, ngudi dung cung cap thdng tin vé phong hop:
- Tén (bat buoc): Tén phong hop, gan lién dia diém
- S6 thir tu: S6 hién thi thir ty trong danh sach tim kiém phong hop
- Maunén
- Mau chir

Thém phong hop
Tén phéng hop
Phéng hop C101-56HD

54 thir tu
6

Mau nén

| RS

Mau chir
#dsf21d
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Sau khi cung cip day du thong tin, ngudi dung nhan nat OK dé luu phong hop hoic Thoat

dé hay bo thao tac.
3.4.2 Swa phong hop

Ngudi dung chon phong hop trong danh sach muén sira, nhan nit Sira dé mo giao dién Sta

phong hop.
QUAN LY PHONG HOP

Q .

Search

) Tén phang
[#] Phéng hop C101-56HD
Phong BVLA 36 TTD
Phong hop 56 HD

Phdng hop 36 TTD

+ Thém] & =ka | @ Xoa 10 W

Hién thi mau

Phong hop C101-56HD

Sau khi cung cip day du thong tin, nguoi dung nhan nit OK dé luu phong hop hoic Thoat

dé hay bo thao tac.
Sira phong hop
Tén phong hop
Phéng hop C101-56HD

S8 thir ty
6

Mau nén

[ T

Mau chir
#def21d

3.4.3 Xoba phong hop

Nguoi dung chon phong hop trong danh sdch mudn xda, nhan nit Xoa.

QUAN LY PHONG HOP

Q .

Search

) Tén phong
[¥] Phong hop C101-56HD
Phong BVLA 36 TTD
Phong hop 56 HD

Phang hop 36 TTD
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Giao dién x4c nhan “Xoa phong hop va cac lich lién quan dén phong hop” xuit hién, nguoi

dung nhan nat OK dé x6a phong hop hoic Thoat dé huy bo thao tac.

A

Canh bao
Ban co chac chan mudn x6a cac Phang hop nay
khiing? Néu xéa phéng hop nay tit ca cac lich
phong cé lién quan sé& bj xéa hét

4  Quan ly lich xe

Nguoi dung vai vai tro Vin thwe Trwong hoac Ngwol duyét lich xe vao muc Lich xe, co
thé thyuc hién cac thao tac khac nhau dbi vai Lich xe, bao gdm quan ly danh sach xe, danh
sach tai xé, xem lich xe, dang ky lich va duyét lich xe.

4.1 PDPang ky/Xem lich xe

Nguoi dung chon muc Ping ky / Xem lich xe dé xem lich xe cta tuan hién hanh (tng véi

ngay hién hanh). Ngudi dung nhan nat Xuat lich dé in ra bao céo.

(] test Van Thu Truong

[\ Nhic viéc
= Cbng viéc . ~ N .
Danh sach xe LICH BIEU XE TUAN NAM
B van ban -
12/09/2022 D&n 18/09/2022
f Lich cong tac - Huyndai
» 45 ché Trang thai: Chef duyét @SOS duyét @B Hiy duyst @EEBG sung @ Hiy b
— | smesow  Eroey pyem
wosarientone | e
= County_29 chd
B8 Danh sach xe SO0A-012.57 Tudn Mon Tue Wed Thu Fri Sat Sun
B Danh sach tai x& Huyndai = ! : ’ ?
. County_29 chb
& Quan Iy biéu mau SI)r:\t—vO_O‘l.BS
& Tir dign dif liéu * [ Ford Transit 16
k Thing ké
& Theng 50A-012.19
FTTLEE 36 5 6 7 [ 9 10 11
50M-004.69
Innova_7 chd
51A-1844

Foturner_7 ché
50A-005.72

Innova_7
ché-Té
cing tac
tai BH
Quic Gia
TPHCHM
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4.2 PDang ky lich xe

Nguoi dung chon muc Ping ky / Xem lich xe. Tai day, ngudi dung co thé Thém/Sira/X6a
lich xe.

4.2.1 Thém lich

Nguoi dung nhan nit Thém lich dé ding ky st dung xe.

Danh séch xe LICH DIEU XE TUAN | 38 | NAM
12/09/2022 P&n 18/09/2022
Huyndai

ce_45 chd Trang thai: Cher duyét GEEROE duyét @B Hiy duyét @ GG sung @D Hiy bo
8 Xust lich
50M-004.84

wonaai[J— LD
County_29 chd 5

S0A-012.57 Tudn Mon Tue Wed Thu Fri Sat Sun
35 1 2 3 4
Huyndai
County_29 chd
50A-004.35

Ford Transit_16
chd
S50A-012.19

Camry_5 Chﬁ 36 5 ] 7 8 9 10 1
30M-004.69

Innova_7 chd
51A-1844

Trong giao dién Thém lich, nguoi dung cung cap cac théng tin:
- Chon xe
- Nhiém vu c6ng tac
- Ngay gio bét dau, két thac
- Diém di, diém dén

-S4 lugng céan bo
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Duyét lich Xe
Chon xe
Innova_7 ché v

Mhiém wvu cdng tac
T4 cing tac tai PH Quic Gia TPHCM

Mgay gidf bat dau Ngay gid k&t thiic
16/09/2022 08:00 16/09/2022 12:00
Diém di Diém dén
PH Ngdn hang TP. HCM (36 Tdn That Bam) BH Qubc Gia TRHCM

S& Iugng can bd di
4

Ghi chil

Sau khi cung cip céac thong tin, ngudi ding nhan niat Pong v dé luu hodc Thoat dé hay bo
thao tac.

4.2.2 Swa lich

Trén ma tran lich dang ky xe, ngudi dung nhan chudt mot 1an tai vi tri tng voi lich dang

ky xe ciia minh va nhan nit Sira bén dudi thong tin lich xe.
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— £ £ 3 2 R
Sat Sun

Tudn Mon Tue Wed Thu Fri
35 1 2 3 4

Chi tiét

Xe dang ky: Innova_7 chd
Nhiém vu céng tic: T cong tac tai DH Quéc Gia TPHCM
Vao lic: 08:00 - 16/09, Dén 12:00 - 16/09
36 5 & Diém di: DH Ngéan hang TP. HCM (36 Tén Thét Bam)
Biém dén: BH Quéc Gia TP.HCM
S6 ngudi di 4
MNgwri Iai xe: null
Ghi chi: null

MNgwoi dang ky: test Van thu CNTT
Bang ky luc: 13:31
37 12 13 . — S - —

Innowva_7
chi - Té
cing tac
tai BH
Quic Gia
TPHCM

38 19 20 21 22 s i 24 25

Trong giao dién Stra lich xe, sau khi cung cip cac thong tin, ngudi dung nhan nit Céap
nhat dé luu hoiac Thoat dé huy b thao tac.

Stra lich xe
Chon xe

Innova_7 chd -
Mhiém vu cdng tac

T6 cong tac tai DH Quic Gia TPHCM

Ngay gity bat dau Ngay gitf k&t thic
16/09/2022 08:00 16/09/2022 12:00
piém di Digm dén
BH Ngan hang TP. HCM (36 Tdén That Bam) BH Qudc Gia TP.HCM

58 luigng can b di
4

Ghi chd

4

e =
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423 Xobalich
Trén ma tran lich dang ky xe, ngudi ding nhan chudt mot 1an tai vi tri tng voi lich dang
ky xe cua minh va nhan nit X6a bén dudi thong tin lich xe.

— = £ 6 B R
Sat Sun

Tudn Mon Tue Wed Thu Fri
35 1 2 3 4

Chi tiét

Xe dang ky: Innova_7 chd
Mhiém vu céng tic: T cong tac tai DH Quéc Gia TPHCM
Vao lic: 08:00 - 16/09, Bén 12:00 - 16/09
36 5 & Diém di: DH Ngan hang TP. HCM (36 Tén Théat Bam)
Biém dén: BH Quéc Gia TR.HCM
S6 ngudi di- 4
MNgwrai 18i xe: null
Ghi chi: null
MNgwroi dang ky: test Van thu CNTT
Bang ky luc: 13:31
37 1z 13 == == -~ = .

Innova_7
chd - Té
cong tac
tai BH
Quic Gia
TPHCM

38 19 20 21 2 | 24 25

Giao dién xac nhan xda lich xe xuat hién, chon nat Bong ¥ dé thuc hién x06a, hoic Thoat
dé huy bé thao tac.

A

Canh bao
Ban cd chac chan mudn xda lich Xe nay khéing?

I | Thoat

4.3 Duyét lich xe
Nguoi dung chon muc Ping ky / Xem lich xe dé xem Lich dang ky sir dung xe.
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— = 3 3 B 6
Sat Sun

Tudn Mon Tue Wed Thu Fri
35 1 2 3 4

Chi tiét

Xe dang ky: Innova_7 chd
Nhiém vu céng tic: T cong tac tai DH Quéc Gia TPHCM
Vao lic: 08:00 - 16/09, Dén 12:00 - 16/09
36 5 & Diém di: DH Ngéan hang TP. HCM (36 Tén Thét Bam)
Biém dén: BH Quéc Gia TP.HCM
S6 ngudi di 4
MNgwri Iai xe: null
Ghi chi: null
MNgwoi dang ky: test Van thu CNTT
Bang ky luc: 13:31
37 1z 13 == == -~ = —J

Innowva_7
chd - T6
cing tac
tai BH
Quic Gia
TPHCM

38 19 20 21 22 E_ i 24 25

il

Trén ma tran lich dang ky xe, ngudi ding nhan chudt mot 1an tai vi tri tung véi lich dang
ky xe va thuc hién cac thao tac can thiét:

- Strandi dung

- Duyét/ Khdng duyét

- Xoa dang ky
Moi thay doi ¢6 hiéu luc ngay lap tic.
4.4 Danh sach xe
Nguoi ding vao muc Danh sach xe dé quan ly danh sach xe hién cé. Tai day, ngudi ding

c6 thé Thém/Stra/X6a xe.
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(=] test Van Thu Truong

£\ Nhic viéc
£ Cong viéc - o
QUAN LY XE
B van ban -
Q .. + Thém 10 v
£ Lich cong tac - Seah

e M O Hinh anh Bién 56 Tén xe 80 hiéu xe

@ Ding ky/Xem lich .
ng ky/Xem lich xe 50M-00484 Huyndai Space_45 Chd ol

:
50A-012.57  Huyndai County 29 chd o7

B Danh sach tai x&

50A-004.35 Huyndai County_29 chf 05
& Quan Ij bigu miu .

50A-012.19  Ford Transit_16 chd 05
& Tir dién dif lidu -

® 50M-00469 Camry_5 chd 02

& Thing ké

51A-1844  Innova 7 ché 03

50A-005.72  Fotumer_7 chd 04

4.4.1 Thém xe
Nguoi dung nhan nat Thém dé ma giao dién Thém xe.

QUAN LY XE
Q Search... 10 b
J' Hinh anh Bién so Tén xe S0 hiéu xe

501-004.84 Huyndai Space 45 Chd 01
Tai day, nguoi dung cung cap thong tin vé xe:

- Sé hiéu xe

- S6 ¢chd ngoi
- Hinh anh

38



Thém xe

58 higu xe Hang xe
08 Toyota
Tén xe Bién s8 xe

Corola 5 ché 50A-11011

S8 chd ngdi

[

Hinh anh

Click vao day d& chon hinh Xe hoc kéo tha hinh xe cin chon vao day

Sau khi cung cip day du thong tin, nguoi ding nhan nit Bong ¥ dé luu hoidc Thoat dé hay
bo thao tac.

4.4.2 Sira xe
Ngudi ding chon xe trong danh sach muédn sira, nhan nit Sira dé mé giao dién Sta xe.

+ Thém ﬁ X6a 10w

QUAN LY XE

] Hinh anh Bién s0 Tén xe S0 hiéu xe
50M-004.84 Huyndai Space 45 Chd 01
v y pace_:
o7

50A-012.57 Huyndai County 29 chd
Sau khi cung cép day du thong tin, nguoi ding nhan ndt Cap nhat dé luu hoic Thoat dé

huy bé thao tac.
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58 higu xe Hang xe
01 Huynda
Tén xe Bién 58 xe
Huyndai Space_45 Chd 50M-004.8

58 ché ngdi

45
Hinh anh
Click vao day d& chon hinh Xe hofic kéo tha hinh xe cin chon vao day
4.4.3 Xoa xe

Nguoi dung chon xe trong danh sach mudn x6a, nhan nit Xo6a, giao dién xac nhan “Xoa
xe va céc lich lién quan dén xe” xuét hién.

QUAN LY XE

[J Hinh anh Bién so Tén xe S0 hiéu xe
50M-004.84 Huyndai Space_45 Chd 01
50A-012.57  Huyndai County_29 chd o7

Nguoi dung nhan nit Bong ¥ dé x6a hoic Thoat dé hity bo thao tac.

Canh bao
Néu x6a Xe, Lich Xe lién quan ciing sé bj x6a!
Ban cé chac chan mudn xda cac Xe nay khong?

Thoat

45 Danh sach tai xé
Nguoi dung vao muc Danh séach tai xé dé quan ly danh séach l1ai xe hién cé. Tai day, ngudi
ding c6 thé Thém/Stra/X6a tai xé.
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(] test Van Thu Truong

£\ Nhic vigc

= Cong viéc -

B v b B Quan Iy tai x&

£3 Lich cdng tac - Q Vulng nhdp e v
@ Pang ky/Xem lich xe D30 Th& Diing 0908070779

B Danh sach xe

L& Tan Trong 0908674311

- Ngd Chi Cdng 0938485958
& Quan ly biéu mau
& Tir dién di¥ ligu . Nguy&n Th& Anh 0937637591
@ Thing ke Tran Ngoc Tin 0907947989
Showing 1 to 10 of 5 First | Previous n Next = Last

45.1 Thém tai xé
Nguoi dung nhan nat Thém dé ma giao dién Thém tai xé.

Quan Iy t3i x&
Q, Vi lang nhip 10w
Tén tai xé bién thoai
B0 Thé Diing 0908070779
L& Tén Trong 0908674311

Tai day, nguoi dung cung cap thong tin vé lai xe:
- Hovatén
- Dbién thoai
Thém mdi tai xé
Ho va tén dém

Bién thoai

Sau khi cung cip day du thong tin, nguoi dung nhan nit Bong y dé luu hoic Thoat dé hay
bo thao tac.
4.5.2 Sira thong tin tai xé
Nguoi ding chon tai xé trong danh sach muén sira, nhan nat Sira dé mé giao dién Sta
thong tin tai xé.
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Quan Iy t3i x&

+ Thém | [& S 0 xoa 10 W
Tén tai x& Dién thoai
Bi0 Thé Diing 0908070779
L& Tan Trong 0908674311

Sau khi cung cép day du thong tin, nguoi ding nhan nat Cap nhat dé luu hodc Thoat dé
huay bo thao tac.

Cap nhap théng tin tai xé

Ho va tén dém

Dao Thé Diing

Pién thoai

0908070779

45.3 Xoba tai xé
Nguoi ding chon tai xé trong danh sach muén x6a, nhan nit Xoéa, giao dién xac nhan “Xoa

tai x&” xuét hién.

Quan Iy t3i x&
+ Thém [# sira 10w
Tén tai x& bién thoai
Do Thé Diing 0908070779
L& Tan Trong 0908674311

Nguoi dung nhan nat Bong ¥ dé x6a hoic Thoat dé hity bo thao téc.

Canh bao
Xoa tai x& nay s& anh hudng tdi lich xe ban cd chic
I3 mudh xda khdng
Thoat
5 Quan ly bieu mau

Nguoi ding vao muc Quan ly biéu mau va thyc hién céc thao tic Xem va Tai biéu mau.
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M3 test Van Thu Truong

£\ Nhic visc
£ Cbng viéc - -

Quan Iy bigu mau
B Vin ban -
£8 Lich cong tic . ‘ui léng nhip Tim don vi ddfMMfyyyy 4 Thém 10 w
& Lich Xe -
& Quan I bidu mu Tén ‘Dan vi ban hanh Loai biéu mau Ngay ban hanh
& Tir dign dif licu . Phu luc Minh chirng thi dua 04/07/2022

File dinh kém: % ( Tai vé )

& Thong ké

Ban xin di hoc od digu kién Vn phing bigu-mau 20/04/2022
File dinh kém: % ( Xem | Tai v& )

Biu m3u vé& xin chuyén doin vi cng tic Phang Do tao chuyén-cdng-tac 26/04/2022
File dinh kém: % ( Xem | Tai vé )

Biu mAu v& xin nghi thai san Vén phang bigu-mau 20/04/2022
File dinh kém: % ( Xem | Tai v& )

Showing 1 to 10 of 4 First | Previous Next | Last

Trong danh sach biéu mau, ngudi ding nhan nit Xem (néu trinh duyét hd tro xem truéc
biéu mau) hodc nhan nat Tai dé tai biéu mau vé may tinh.
Tén Pan vi ban hanh Loai bigu mau Mgay ban hanh

Phu luc Minh chifng thi dua 04/07/2022
File dinh kém: % ( TAi V& )

Ban xin di hoc co digu kién van phong bieu-mau 20/04/2022
File dinh kem:J% ( Xem | Tai vé )
Biéu mAu V& xin chuy&n dan vi cdng tic Phong Dao tao chuyén-cong-tac 26/04/2022

File dinh kém: % ( Xem | Tai v& )

Biéu mau v& xin nghi thai san van phong biu-mau 20/04/2022

File dinh kém: % ( Xem | Tai v&)
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