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Hwdng Dan St Dung Eoffice

I. Huwéng din ding nhap
Mg trinh duyét web (chrome, firefox, internet,...) va nhap dia chi:
Khi d6 s& xuat hién man hinh dang nhap.
bang nhap
Tén hodc email dang nhap

Mat khau dang nhap

@ Khong gidy tor - -
Quén mat khau?

O Moi lic moi noi

O Lam viéc higu qua

Giao di¢n chire nang dang nhdp E-OFFICE
<+ Nhap thong tin vao 6 Email ding nhap va Mat khau ding nhap, sau d6 nhan nit
Ddang Nhap.
Il. Quan ly vian ban

1. Vin ban dén
M@ ta: Van thu 14 ngudi toan quyén tao s6 vin ban, nhap vin ban, stra vin ban, x6a vin
ban.
+ Thao tac thuc hién: Nhan chon Menu Vin ban = Vin ban dén dé mo giao dién

xem danh sach cong van trén s6 van ban den.

[ Thém (& Sira & xéa Xin j kién phén phéi | (& Chuyén vin ban

Chon s6 van ban... v Vui long nhép... n 10 v
Ngay

Ngay dén sédén | Noigwi 56, ky hiéu thang Tén loai va trich yéu ndi dung SKH tra I&i
Bo Giao Céng van - V& viéc giam sat chat lvong ky thi

23/01/2019 852019 ducvabDao UBND 23/01/2019  tét nghiép 2018-2019
tao Han xt¥ Iy: 14/01/2019
8¢ Gido Gidy mi - Té chirc cudc thi tim hing bién

23/01/2019 84/2019 ducvaDao UBND 23/01/2019  CEO twong lai 2019
tao Han xtr Iy: N/A

Lwoi xem van ban



1.1 Thém méi van ban:

Dé thém mai cong viéc nhan chon vao

B Thém

. Giao dién thém m&i van ban dén

hién ra. Van thu nhap toan bo nhitng trudng ¢ hinh duéi. Nhing trudng c6 dau * 12 bat

budc nhap.

@56 van ban: * Chen s8 van ban ~ |+ @56 dén: * © MNgay dén: dd/mmiyyyy
@ Ky hiéu géc: = & Noi gir: = Chen ndi giri... R
® Loai van ban: ~ @ LTnh vire: Chon linh vuec... w +
@ Trich yéu: *
e
ay Ly 5 ©58 ky hié
@ MNEay ky: * dd/mm/yyyy EThai han: dd/mm/yyyy :ré T;_y =y

@ MuUc dd mat:

EFile vB dén:

& File dinh kém:

Chon mic dé mat...

. nhiip vio 48 upload

% nhép vao dé upload

@ Moi nhan va luu:

®Tag van ban:

Nh&n "Tab" & thém thé

¥  @Tinh chat: Chon tinh chat...

Xem s8 dang ky vin ban dén

Xem s6 dang ky van ban dén

Nhap hoan tat thi chon dé huu lai. Chon

vé danh sach vin ban dén.

dé quay

1.2 Stra van ban:

[# SiFa _

Check chon vao d6i twong can chinh stra va nhan

56 vén ban:

Ngay dén:

56 vén ban dén 2019 v o+ S8 dén: 85/2019 23/01/2019
56 ky higu: UBND Noi guti B& Gidgo duc va Dao tao v |
Loai vén Linh
. Cong va ~ Ban nghi phé v | o
ban: Ong van w: n nghi phép

& Trich yéu:

V& viéc giam sat chat lugng ky

thi tdt nghiép 2018-2019

& Thoi B S8 ky
& Ngay ky: jo1/ 101/ r
gy ky 23/01/2019 han: e hidu tra I3
b e a oo o & Tinh . .
Mirc dd mat: Chon miic dé mat... v +h ,,Ln Chon tinh chat...
chat:

File VB dén:

File dinh
kém:

% nhap vdo dé upload

% nhap vdo dé upload

1. UBND Ol.pdf =



Sau khi stra van ban xong chon [Cap nhat] dé luu lai. Chon [Xem sb diang ky] dé xem
danh sach van ban dén.
1.3 Xo06a van ban:

Tai lu6i danh sach cong vin. Check chon vao dong vin ban can xo4. chon Oxoa  gp

c6 théng bao xac nhan xo6a van ban.

Canh bao
Ban cf chac chan mudn x6a cac vin ban ndy khang?

Cancel

Nhan OK dé xac nhan x6a. Nguoc lai, chon Cancel dé hay bo thao tac vira thyuc hién.
2. Xiny kién phan phéi
Tai lugi danh sach cong van. Check chon vao dong vian ban can xin y kién. Bam

Xin  kién phan pho S S VA . . -
. Sau do, dién day du thong tin nhu hinh dudi

Xin y kién phan phéi

Théng diép
GUi ddng chi xem xét
s
Ngudi nhén
L& Thi Dung x

Chon ngudi nhén
STT Ngudinhan/ phdong ban Ghi chud Trang thai
1 L& Thi Dung / Khoa Quan tri kinh doanh Xda

@ Dinh kém file: Mhdp vdo ddy dé upload

1 x

Chuyén vén ban Tho#t

Chon dé tién hanh chuyén. Hozc chon 793t dé haty bo thao tac vira thuc hién.
3. Chuyén viin ban

Tai lu6i danh sach cong van. Check chon vao dong van ban can chuyén. va chon
[Chuyén vin ban] . Sau d6, can dién ddy du thong tin nhu hinh duéi day:

Chuyén vin ban cho dan vi/ ci nhan
Théng diép
Gifi cac dBng chi xir ly.
Ngudi nhan
Nguy&n Phurgng Dung / Trung tim Dao tao tir xa x
Chon ngudi nhan

STT Ngu@inhan/ phong ban S0, ky hiéu Vai tro Mic do Han xur ly Ghi chad Trang thai

Nguyé&n Phuong Dung / Trung tm Dao

N UBND Cha tri v Binh thudng ~ 23/01/2019 D3 dén Xda
tao tr xa

% Dinh kém file: Nhap vao day dé upload

1. x

Chuy&n vin ban Thoét



Chuyén vin ba TSR 2 9 5 X 1o , L
Sau d6 chon dé tién hanh chuyén. Hoic chon %3t @é huy bo thao tac vira
thuc hién.

4. Van ban di
M0 ta: Vin thu 14 ngudi todn quyén tao sb vian ban di. Bong thoi ciing giir quyén thém,
Stra, x0a cong van di.

o

» Thao tac thuc hién: Nhan chon Menu Vin ban = Vin ban di dé mé giao dién xem
danh sach cong van di trén so.

2 Thém # Stra @ Xéa Xin § kién phén phéi | w | (& Chuyén van ban

Chon sé van ban \ Vui lang nhép... 10
Bon vi,
nguwoi
s6,ky hiéu  Ngay thang  Tén loai va trich yéu néi dung vin nhan ban sélwong  Ghi
vin ban vin ban ban Ngwei ky Neri nhan van ban Iwu ban chi
J0TCOR 120212019 Cé.rjg vé'n - Tﬁhr}nﬁg ba"ao vé viéc b Ngliyén Ba
nhiém can bé mot cira Nham

Gidy md¥i - Quyét dinh thoi gian td
18/NEU 18/01/2019  chirc héi thi thé thao toan trirding Ph Neu
nam 2019

Trang dau Trang trudc Trang sau Trang cudi
4.1 Thém méi van ban di

Thao téc: Nhin chon vao = Thém

. Giao dién thém mai van ban di. Giao dién hién thém
hién ra, can bo mot cira dién day du thdng tin trén form (Céc truong c6 dau * 1a bat budc).

Vui long xem hinh duéi day:

=56 van ban: * Chen s6 van ban v @58 di * [ Ngay gl dd/mm/yyyy
Ky hiéu g8 = Boonvi
soan: *
& Loai vin ban: w & Linh vuc Chon linh vurc. : +
B Ngay ky: * dd/mm/yyyy B Mgudi ky:
ETrich yéu: =
4
@ Mirc db - . o
& Thai han: dd/mm/yyyy mit: ’ Chon mifc dd mat.. v @ Tinh chat: Chon tinh chat... ¥
@ File VB di; % nhiip vao dé upload

& File dinh kém: T
% nhiip vao dé upload

@ Noi nhan va lvu:

©Tagvan ban: Nhan "Tab" d€ thém thé



Sau d6 chon M=k dé Iuu lai. Chon dé xem danh sach vin ban di

4.2 Swra van ban di

Tai danh sach cong vin di. Check chon vao dong vin ban can chinh sira va nhan & sba

=58 van ban: S5 van ban di 2019 CE
= Loai van ban: Cidng van -
= 58 ky hiéu: 20TCCB

= Ngay ky: 12/02/2019

Théng bdo vE viéc b nhiém can b§ mét ara

& Trich yéu:

& Thdi han: dd/mm/yyyy

& File VB di: % nhap véo dé upload
& File dinh kém: % mhip véio dE upload
&2 Noi nhan:

danh sach van ban di.

4.3 X6a van ban di:

B bon vi soan:

& Linh wuic:

= Ngurdi ky:

2 Mirc dg mat:

Phéng T8 chifc can b x

Thing bao

Nguy&n 23 Nh3m x

Chon mic 4 mat... v @ Tinh chat: Chon tinh chat... v

1. UBND 02.pdf
x

P < 5 2 . { & da Y 2
Sau khi stra van ban xong chon dé luu lai. Chon de xem

Tai danh sach cong vin di. Check chon vao dong vin ban can chinh x6a va nhan O xoa

S€ ¢0 théng b&o x&c nhan x6a van ban.

Canh bao

Ban c6 chic chdn mudn x6a cac van ban nay khéng?

Cancel

Nhan OK dé xac nhan xé6a. Chon Cancel dé hiy bo thao tac vira thuc hién.



I11. Quan ly Cdng viéc
1. Taoviéc
M@ ta: Chirc ning cho phép ngudi dung. Vi du cip lanh dao cé thé tu soan thao cong
viéc. Sau dé giri cong viéc ngay cho ngudi/nhom ngudi/phong dé thuc hién cong viec
nay.
1.1 Tao méi cong viéc

Nhéan chon Menu Cdng viéc > Tao viéc dé bit dau soan/tao méi cong viéc.

Nhép ndi dung mudn qui vao day

®Trich yéu :

@ Dinh kém file: % NMhap vao day dé upload 1. qd530.pdf (1009%) % Xem

o o

Giao dién chure nang Tao viéc
Nhap théng tin vao trich yéu va tai liéu kém theo, chon [Chuyén tiép] dé bat dau chon

ngudi nhan viéc. Tiép theo, g6 chon ngudi/tén phong va bAm [Chuyén vin ban]

. Giao viéc
Ngui nhén Tim néng cao Q
D& Anh Céng x
[chon ngusi nhan
STT Ngudi nhan/ phong ban S0, ky hiéu Vai tro Muc do Han xtr ly Ghi chu Trang thai
1 DS Anh Céng / Phong Tong hap Cha tri v Binh thuéng v 31/05/2019

@ Dinh kém file: Nh3p vao déy dé upload

Xem danh sach cdng viéc da tao: Dé xem danh sach cdng viéc da tao nhan chon vao

nGt i danh sach céng viéc .

Nhap néi dung tim kiém Bthem & sia M x6a 4 Giaoviec 10
Trich yéu ndi dung van ban Trang thai
Nhap néi dung muén giri vao day Chuwa xem
gl xem chirc nang trang thai Da xem

Yéu cdu ddng chi van thw trich xuat théng ké x{ Iy van ban thang 6-2019

Trang dau = Trang trugc - Trangsau | Trang cudi

1.2 Sira cOng viéce da tao
Tai danh s&ch cong viéc, check chon vao dong cong viéc can chinh sira va nhin
[Sua]



GUi théng bao b sung trang thiét bi che cac phang ban
ETrich yéu :

@ dinh kém file: % Mhip véo diy 48 upload

Xemn danh sach céng viéc

Sau khi chinh stra, nhan chon dé hoan tt.
1.3 Xoba cbng viéc

Tai danh sach cdng viéc, check chon vao déi twong can xoé nhin chon TX*% | Sg
c6 théng bao xac nhan xda cbng Vviéc.

Canh bao
Ban c6 chic chdn mudn xba cic van ban ndy khéng?

Cancel

Nhan OK dé xac nhan x6a nguoc lai chon Cancel dé hay bo thao tac vira thyc hién.
1.4 Giao cOng viéc da tao

Tai danh sach cong viéc. Chon vao T G130 viec

. Sau d6 dién day du thong tin nhu
hinh bén duéi:

Giao viéc
Théng diép
Vui léng tdng hop cho tdi bdo cdo quy I ndm 2019
Ngui nhan
Bui Bic Diing / Phang Téng hgp x
Chon ngudi nhan
STT MNgudi nhin/ phéng ban 58, ky hiéu Vai trd Mifc dd

Han xir Iy Ghi chi

Trang thai
1  Bii Birc Diing / Phong Tang hop

Cha tri v Binhthudng ~ 23/01/2019 B3 dén Xda
% Dinh kém file: Nh3p vdo diy dé upload

1. UBND 02.pdf x

Sau d6 chon de tien hanh chuyén hoac nguoc lai chon de huy bo
thao tac vura thuc hién.
2. Cong viéc chua xir ly

M@ ta: La noi nguoi dung thdy duoc nhirng cdng viéc ngudi khac chuyén téi cho minh.
Luc nay trang thai la cong viéc mai, chua xem.



Thao tac: Chon menu Cong viéc/ Chua xir Iy ¢& mo giao dién ludi van ban chua xir 1y.

£ Cong viéc -
O chua xir Iy (1) AETCEy -
:™ Pang xir ly (0)

+ Gan déu sao (0)

R 56 dén Théng tin giri Trich y&u Thdi gian guri
& paxrly (1)
. r Van thu Trugng / Phéng Téng hdp; Mr.A please do me a report 04:52 - 23/01
@ Sap hét han (0)
@ Qué han (1) First | Previous n Next = Last

Mubn xu ly ¢6ng viéc ndo thi chon vao dong cong viéc d6 dé bat ra cira sd6 xem théng
tin chi tiét. Tir cira S6 nay s& c6 bo nut xir Iy cdng viée trong tng.

Thdng tin van ban

Mgay ban hanh: 23/01/2019
Trich yéu: Mr.A please do me a report
File VB: 1. UBND 0L.pdf ( Xem )

XU Iy Cac y ki€n (¥ If van ban

e

2.1 Chuyén Tiép cong viéc
Pé chuyén vin ban dén nguoi nhan khac/phong ban khac nhan chon vao nit [Chuyén

Tiép], s& xuét hién giao dién Chuyén van ban.

Chuy&n vin ban cho dan vi/ cd nhan
Théng diép

Vui léng téng hop bdo cio
Ngudi nhdn

Nguyén B& Nhdm x

Chon ngudi nhan

STT Mgudi nhdn/ phong ban S8, ky higu Vai tro Muc dg Han xur' ly Ghi cha Trang thai

1 Nguyén B4 Nhim / Phong Tai chinh - K& todn Chi tri v Binh thuéng ¥ 13/02/2019 Xda

% Dinh kém file: Nhp vdo diy dé upload

1. UBND 0Z.pdf x

Chuy#n vin ban Thodt

A a1 1 L , Chuyén Tié
Nhap thong diép va chon nguoi nhan, dinh kém file (néu ¢o), sau d6 chon Lyen e g

nguoc lai chon 2%t dé hily bo thao tac vira thuc hién.

2.2 Tra loi

Nhap chon vao 6 dé phan hoi dén nguoi gui van ban cho ban.



| Chuyén van ban cho don vi/ ca nhan

Théng diép

Mgudi nhin

Nguyén 24 Nhdm x

Chon ngu@i nhan
STT Mgudi nhan/ phong ban S8, ky hidu Vai trd Muic do Han xur' ly Ghi cha Trang thai
1 Nguyén B4 Nhim / Phong Tai chinh - K& todn Chi b v Binh thuéng ¥ 13/02/2019 Xda

| % Dinh kém file: MA3p vdo diy dé upload

. hos
Nhap day du thong tin nhu hinh trén va chon [Chuyén vin ban] dé tra 15i cho nguoi gui

viéc cho ban. Nguoc lai chon 2% @& hay bé thao tac vira thuc hién.

2.3 Két thac ludng vin ban o ‘ , ’
Sau khi van ban da xur Iy xong. Bé két thdc luong van ban, nhan chon [Két thdc]. Sau do

nhap thong diép dé két thic.

3. Cong viéc Pang xir ly
M0 ta: Menu [Pang xtr 1y] 1a noi hién danh sach cong viéc da xem nhung chua xur ly.
Thao tac thuc hién: Nhan chon menu Céng viéc = Chon Pang xir ly dé xem danh
s&ch cong viéc Pang xu ly.

0 o 0

<% Pang xir Iy (1)

% Gin diu sao (0)

R 58 dén Théng tin giri Trich yéu Thai gian guri
& Paxirly (1)
Van thu Truding / Phéng Tang hap; Mr.A please do me a report 04:52 - 23/01
© Sap hét han (0)
First | Previous [ Next | Last

@ Qua han (1)
Dé xir ly cdng viéc: Thao tac tuong tr muc 2.1 caa phan nay.
4. CoOng viéc da xir ly
M0 ta: Menu [Pa xur 1y] 1a noi hién danh sach cong viéc da dugc chuyén xir 1y roi.
Thao tac thuc hién: Nhan chon menu Céng viéc = Chon Pi Xir Ly dé xem danh séach
cac viéc da xu ly.
oo

<t Pang xr Iy (1)

% Gin dau sao (D)

R 54 dén Théng tin giri Trich y&u Thdi gian giri
& paxirly (1)
83/2019 Van thu Truding / Phéng Téng hop; Quan ly dao tao hop 2019 15:02 - 22/01
©® Sap hét han (0)
First | Previous [l Next | Last

@ Qua han (1)

5. Cong viéc sap hét han
M6 ta: La menu chira danh sach cac cong viéc con lai han xt 1y 1a 1 ngay, chua xir ly.



6.

= Cing viéc -
@ Sap hét han (0)

Co6ng viéc qué han

MO0 ta: La menu chira danh sach cac cong viéc da qua han xir Iy ma chua duoc xu ly.

= Cing viéc -

@ Qua han (1)

IV. Tir dién dir liéu

1.

Quan ly danh s&ch s6 vin ban

M6 ta: La noi Tao sd/ Stra tén sd/ X6a sd vin ban.

Thao tac: Nhan chon menu Tir dién dir liéu = DS s6 vin ban d&é mo giao dién chirc

nang Danh sach s van ban

TS R

QUAN LY 50 VAN BAN
QUAN LY SO VAN BAN
Nhdp ndi dung tim kiém.. b

Tén s6

Hop ddng giang day
Te trinh
Quyét dinh

Bién ban

Tim kiém: Bé tim kiém s6 van ban nhanh chéng c6 thé gb tir khoa vao

b

dung tim kiém...’

-
A

1.1 Thém m@i so van ban

p =+ Thém mdi
Nhan chon

S6 dén/di

0

Loai s6

Van ban di

Van ban di

Van ban di

Van ban di

Str dyung

A

()

S -

=+ Thém méi

, s& xuat hién hop thoai Thém mai s6 van ban.

1 X6a

1 X6a

1 X6a

1 X6a

“Nhdp n¢i

b



Thém madi s6 van ban

Tén: | 5§ yan ban 2019
SG dénf di:
Ky higu: NEU
Loai: VEn ban dén v

| o |
Nhép cac thong tin nhu: Tén (bat budc), S6 dén/di; Ky hiéu; Loai (bat budc).
Nhan OK dé tién hanh lvu méi va nguoc lai chon Cancel dé hay bo tac vu.
- Ap dung sé: Sau khi tao méi s6 vin ban, dé st dung duoc can kéo thanh trugt ¢ cot Ap

dung sang bén phai, & chuyén tir trang thai OFF sang ON.

Quan Iy 58 van ban

Vui long nhap L + Thém & x6a nhidu
Tén Loai Ap dung
S8 van ban 6i 2019 Van bén i [ m
S8 van ban &én 2019 Van ban dén [ m
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1.2 Chinh sira $6 vin ban:
Pé chinh stra thdng tin s6 vin ban di tao nhan chon vao tuong ing Vai
tén s6 can chinh stra.
Cap nhat sd van ban
Tén:
58 dén/di:
Kyhigw: | oo

Loai: Vin ban dén v

Giao dién chite nang Cap nhdt sé6 van bdn

Sau khi chinh sira, nhan chon OK dé luu lai hoac ngugc lai chon Cancel dé hay bo tac

vu.



1.3 X6a sb vin ban

2oz - , ~ Je N W i X6a , r: oaA S
Dé x6a bo s6 van ban da tao. Nhan chon vao nut - tuong (ng vai tén so, s€ co

thong béo xac nhan x6a sb.

Canh bao
Néu xoa S0 van ban, tat ca Van ban thudc 56 nay ciing sé bi xda vinh vién.
Ban cd chac chan mudn xdéa khdng?

Cancel

Chon OK dé tién hanh x6a hoic nguoc lai chon Cancel dé hay bo thao tac vira thuc hién.

2. Quan ly danh muc loai van ban

Thao tac: Nhan chon Menu Tir dién dix liéu = Loai vin ban dé mo giao dién chic

nang Quan ly loai van ban
Quan Iy Loai Van Ban
=] Loai Van Ban Thém | Sira | Xda

= Thong Bao Thém | Sira | Xda

To trinh Thém | SCa | Xéa

2.1 Thém méi loai van ban

Thao tac: Bé thém mai nhan chon nit hem

ban.
THEM VA HIEU CHINH LOAI VAN BAN
Té&n loai van ban

Vigttat

Cha

Loai Van Ban

, S& xuat hién hop thoai Thém mai loai van

[ ]

Pién cic thong tin nhu: tén loai vin ban, viét tat, Chon cha cho loai vin ban d6, nhan

OK dé Iuu lai va ngugc lai chon Cancel dé hay bo thao tac.

2.2 Chinh sira loai van ban



Thao tac: Check chon vao loai vin ban can chinh sira va nhan chon =2 . Sau khi chinh
stra nhan chon Siza dé luu lai. Nguoc lai chon Thoat
THEM VA HIEU CHINH LOAI VAN BAN

Tén loai vin ban

Viét tat

Cha

Loai Van Ban x v

2.3 X0a loai van ban

Check chon vao dbi twong can x6a va nhan nat 2 s& xuat hieén hop thoai xac nhan

x6a van ban.

Canh bao

-y

Ban cé chdc mudn xda loai van ban nay khing ?
Cancel

Nhan chon OK dé x6a va nguoc lai chon Cancel dé hay bo thao tac vira thuc hién.

3. Quan ly Linh vyc van ban
Thao tac: Nhan chon Menu Tir dién dir liéu = Linh vwe viin ban dé mo giao dién

churc nang Linh vuc van ban



Quan ly linh vurc van ban o S - %
<+ Thém 10

Tén Linh Vigc Vin Ban Viét tat

Thur vién

Hai déng quan tri

Dam bao chit lugng

T chirc nhan sw

Tai chinh

Céng nghé Théng tin
Truyén théng su kign

Hop tac quéc t& & Béi ngoai
Sinh vién

Hop tac doanh nghiép

Showing 0 to 10 of 19 First Previous n 2 Next Last

3.1 Thém méi linh vygc

Lo ) . ., Thém o )
bé thém méi linh vuc van ban nhan chon vao nat , € xuat hién hop thoai

Thém linh vuc van ban, nhap thong tin vao hop thoai va chon dé luu lai hoac

nguoc lai chon dé huy bo thao tac vira thuc hién.

Thém linh vuc van ban

3.2 Chinh sira tén linh vuc
Tha tac: Tai danh muc tén cac linh vuc, check chon vao linh vuc twong tng sau d6 chon
[# Sira



Quan Iy inh vire van ban 8 S = %X

+T'|ém 1 xoa 10

Tén Linh Vipe Van Ban Viét tat
Thur vién

Héi déng quan tri

Bong y

Sau khi chinh sira nhan chon dé luu lai hodc nguoc lai chon

dé huay bo thao tac vira thuc hién.

Stra linh vuc van ban

3.3 X0a tén linh vuc

Nhan chon vao linh vuc vin ban sau d6 chon I X6a :
Quan Iy finh vwre van ban o S - x
+ Thém (& sira 10
Tén Linh Vigc Van Ban Viét tat

Thu vién

Hi déng quan tri

S& xuat hién hop thoai xac nhan xda.

Canh bao

Ban c6 chic chin mudn xéa cac Linh virc van ban nay khéng?

Thoat

, _ Thodt | _, ,
Chon dé xda va nguoc lai chon de hay bo thao tac.

4. Quan ly Noi giri vian ban
M@ ta: Tao danh muc nay Bé thiét 1ap danh sach céc noi giri van ban phuc vu cho

van thu chon lic nhap/tao van ban thay vi go tay.



Thao tac; Nhan chon menu Tir dién dir liéu > Noi giri vin ban dé mé giao dién
chirc nang Noi guri van ban.

Quan Ly Noi G&i Van Ban LA

- X
....... + Thém 10
Tén sé Email Dién thoai Dia chi
Trurdng phong TVS lib_pscvietnam@gmail.com | 02866834035 5 Hoa Sita, Phurdng 7, Quén Phi
Nhudn
Trudng phong E-Ofice eoffice@psctelecom.comvn 02866834035 5 Hoa Sifa, Phudng 7, Quan Phi
Nhuan
Trudng phong CNTT cntt@gmail.com 0286683054 5 Hoa Sifa, Phudng 7, Quan Phi
Nhuén
Showing 1 to 10 of 3 First | Previous n Next | Last

4.1 Thém méi tén noi giri van ban
Nhan chon ¥ Tém §é thém méi noi guri van ban.
Thém mdi noi gli van ban
TéEn*
Email Bién thoai

Bia chi

Dién cac thong tin nhu Tén noi guri (bét budc), Email, Dién thoai, Dia chi vao, chon

ongy . i A b b ,
dé Iuu lai nguoc lai chon de huay bo thao tac.

4.2 Chinh sira tén noi giri vian ban

Thao tac: Check chon vao noi gtri can chinh sira va chon & 808

Quan Ly Noi G&i Van Ban

e & = X
=+ Thém Iﬂlx’oa 10
Tén sé Email Dién thoai Dia chi
Trudng phong TVS lib_pscvietnami@gmail com 02866834035 5 Hoa SiFa, Phudong 7, Quén Pha
Nhuan
Trudng phang E-Ofice eoffice@psctelecom.comvn 02866834035 5 Hoa Sira, Phudng 7, Qudn Phu
Nhuén
Truéng phong CNTT cntt@gmail.com 0286683054 5 Hoa SiFa, Phuong 7, Quén Phd
Nhuan

Showing 110 10 of 3 First = Previous - MNext Last



Sau khi chinh sira nhan chon dé luu lai nguoc lai chon

thao tac vira thuc hién.

Cap nhét naoi gi van ban

Tén
Trudng phang E-Ofice

Email Bién thoai
eoffice@psctelecom.com.vn 02866834035
Bia chi

5 Hoa 5ira, Phuéing 7, Quan Phu Nhuan

4.3Xoa tén noi giri vin ban

d

>

€

h

Thao tac: Tai danh sach tén cac noi giri, Check chon vao dong can x6a, va chon

1 x6a

Quan Ly Noi G&i Van Ban

o

F]
o

u

: 4

Q Vui long nhap + Thém | (& Ska 0 v

Tén sé Email Bién thoai Bia chi
Truwdng phong TVS lib_pscvietnam@gmail.com 02866834035 5 Hoa Sira, Phwrong 7, Quén Phu
Nhuén
Tr&ng phong E-Ofice eoffice@pscielecom.comvn 02866834035 5 Hoa Sifa, Phuréng 7, Quéan Phu
Nhudn
Trwdng phong CNTT cntt@gmail.com 0286683054 5 Hoa Sira, Phrdng 7, Quén Phu
Nhuan
Showing 1 to 10 of 3 First | Previous n Next Last

S€ ¢6 théng bao xac nhan xoa.

Canh bao

Ban co chac chan mudn xda cac Noi glri nay khong?

Thoat

y bo



Thoat

Chon dé x6a noi giri hodc nguoc lai chon dé huy bo thao tac vira thuc hién.

V. Lich cong tac
M0 ta: La noi cho phép dang ky lich va duyét lich cong tac. Bao gom 2 menu. Menu
Xem lich cong tac va Bang ky/Duyét lich
1. Menu [Xem lich cong tac]

La noi xem lich chinh thtrc d3 duoc admin duyét. C6 céc ché do xem lich theo tuan, theo nam.

LichTrsng BonVi  Lich Bio V& Ludn An

LICH CONG TAC TUAN | 4 |NAM | 2019 Chil thich Lan Sira :
Lan 1: Bo

21/01/2019 Ben 27/01/2019 L&n 2: Xanh

Lan 3:
Ban giam hiéu tru'c : Hoang Van Cuding

Tim kiém

B/c Hoa (Phd Hiéu trudng), ciing cic B/c: Thanh, Hung, Hoan (P. QLKH); GS. Phang
Toa dam khoa hoc "Khoa HO Tu Bao, Vién trudng Vién John von Neumann, BH Qudc Gia TP.HCM; Cac hop
08:30 hoc Dir liéu (Data Science) B/c |3 thanh vién Hgi dong KH&DT; cdc Giang vién, sinh vién (Khea Toan Kinh 1001 P.QLKH chuan bi tai
trong kinh t&, quan tri kinh t&; Vign Céng ngh& Théng tin Kinh t&; Khoa Tin hec Kinh ©&; Vién Quan i Kinh tang ligu
doanh va quan ly" doanh; Khoa Quan tri Kinh deanh; Khoa Marketing; Chuigng trinh Tién tién va 10 Nha
Chdt Iuidng cao va POHE) va can bg, giang vién cd quan tam. A2
PhG Higu :m”g
14:00 Tiép cdng dan. B/c Cuding (Pho Hiu trudng), cing dai dién lanh dao cdc don vi: P.TTPC, P.TH. trugng Hoang t“a?1p ’:
Vin Cudn Nh;’A !

2. Dang ky lich cong tac
M0 ta: Cho phép nguoi dung giri yéu cau dang ky lich cho admin. Lich nay sau khi
duoc duyét s& dugc cong bd thé hién 18n menu [Xem lich cong tac]
2 Lich cdng tac
& Xem lich cing tac

4+ Pdng ky/Duyét lich

Thao tac dang ky lich: Tai menu Lich cong tac, chon Pang ky/Duyét lich. Sau d6 thao
tac nhu hinh dudi day:



Thong Tin Chi Tiet
Thai Gian Bat Dau oen [0 B20 Chon don vi.

Thir 4 08/06/2019 14:00 = Lich Trudng v

Noi dung Den m m

Vé viéc tap hudn phan mém EQFFICE

Thanh Phan Tham Dy Pen E m

T&t ca trudng dan vi, frudng phong ba, trudng khoa vién.

Céc user nay sé nhan dugc email tir
hé théng khi admin lich cé stra lich.

Email Nhac Lich
Bui Dic Diing x  Cao Tién Cudng x

Chon ngudi nhan

RN o6 | xanh | 1im |

Thay hiéu phd

Pia diém Den m

Phong hgp C

PRI o | xaoh | Tim |

mang theo tai liéu

Sau khi dién day du thdng tin, chon Luu dé chd admin duyét lich xac nhan. Trang théi
cua lich hién tai la cho duyét

chaTri Piadiém Ghi Chi Ngay Tao Ngudi tao Trang thai
Hop ban ndi dung ra d8 cho ky thi | Ban giam hiéu va trudng Thay higu Phong mang theo et
00:00 | yoc ky 2 nam 2019 phé cic ba mén tuong | hopC | caihew | 1022019 : d”“_"gfph””g g || ELEmE
Thii tr ap;
20/02/2019
gz Duyét Lich Duyét
01:30 test test test test test 24/01/2019 | Lich/Khoa Ngoai nglf | Chd duyét
kinh t&;

3. Duyét lich cong tac
M0 ta: Admin c6 quyén duyét lich s& kiém tra cac yéu cau. Sau d6 c6 thé chinh
stra/x6a hoic duyét lich dé cong bé 18n lich chinh thuc.
Thao tac: Xem hinh dudi day:



LichTruéng  BonVi  Lich Bio Vé Ludn An

2. Chon cac thao tac
dé diéu chinh lich

# Sfa | @ ThingRic | & In~ | % Xda~
4. Chon Duyét/

1. Chon mac thoi
gian can duyét

Lan 1: Do

L&n 3: Tim

— Loc theo trang théi — v

Chii thich Lan Sira :

Lan 2: Xanh

can duyét

Khong duyét/Bs ~ NgayTee Nguditao Trang thii
Khing duyét g/ y, /,
N n- = - sung/ Hay bo van thur
Hop ban ndi dung ra d& cho ky thi BD sung b - R = . .
4 : op i q
00:00 hoc ky 2 ngm 2019 iy bo 13/02/2019 Ig:c.a‘ngfphong Tdng Chd duyét
3. Check chon dong Duyzt Lich Duygt
24/01/2018 | Lich/Khoa Ngoai nglr | Chd duyét

kinh t&;

Thao tac x6a lich ¢6 thé phuc héi & nat [Thung rac].
VI. Théng ké

M0 ta: Chirc ning thong ké cho phép can bo luya chon mdc thoi gian mudn théng ké va
hang loat c4c tiéu chi kém theo dé xuat ra dit liéu mong mudn dang file excel. Tay thuoc

vao biéu mau ma cach bé tri dit liéu khac nhau.

Tim ki€m
Tén cau truy van
THONG KE BIEU MAU
56 DANG K¥ VAN BAN £I
SO DANG KY VAN BAN DEN

Tong sb: 3 Cau truy van

Hoan tat./



