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I. HUONG DAN CHU'C NANG CO BAN

1. Pang nhap

Cach vao cong thong tin giang vién (cong thong tin nhan sw): Sir dung trinh
duyét website (google chrome hodc Cdc cde, v.v) gd duong dan toi website:
https://vctech.edu.vn

v (= Zalo-ViAnhTuin X € (1) Facebook X % Dang nhip X % E-Office X % E-Office X @ Trang chi x  + = X
€« > C 23 vctech.edu.vn * ° H
B8 &
= Tap chi khy Tainguyénss  Thudién tir Tim kiém Q

RN N s P

7™\ TRUGNG CAO BANG KY THUAT CONG NGHE VIET - BUC

W VIET NAM - GERMANY COLLEGE OF TECHNOLOGY

A GIOITHEU DAOTAO  TUYENSINH  KHOAHOCCONGNGHE ~ CACTOCHUC  SINHVIEN {GIANGVIEN Y THUVIEN  LIENHE I

htpsi//vctech.eduvn

yel Type here to search

Trén thanh menu chinh cua trang chi chon muc “gidng vién” dé vao hé thong

Cac buéce thuc hién:

v (= Zalo-ViAnhTuin X € (1)Facebook X % Ding nhip X % E-Office X % E-Office X % Ding nhip x 4+ = 5 X

€ > C % egovvctecheduvn/login.html ™ a % @

HE THﬁNG llllﬂ“ Tm a TRUGNG CAO DANG K THUAT CONG m

‘VIET NAM - GERMANY COLLEGE OF TEK

DANG NHAP HE THONG

i [Nhép tén dang nhap

Nhap mat khau

20250617

L Type here to search

Hinh minh hoa Man hinh dang nhap


https://vctech.edu.vn/

Budc 1: Tén dang nhdp: Nhap ma nhan sy

Budére 2: Nhap mat khau (1an dau mic dinh 14 1111)
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L Type here to search

- Buwéc 3: Nhap mi bao vé (néu co)

- Buée 4: click dé déing nhap vao hé théng

2. M¢ thanh chirc nang chinh

La noi chira cac chiric nang dé nguoi dung str dung chon thao tac.

Thao tac thyc hién: Click vao biéu = tuong

# Dashboard

ONG TAC NGAY 31/08/2020

Click dé mé thanh
chirc nang chinh

Pphong KHTC)
Ch tri: Nguy&n Ngoc Khudng
Dia diém: hai truting A

TR nosy

Vii Hodl Anh, Hoang Thi Minh Chau, Tran
viéc véi trudng pho phong TSBT  Minh D, Bién Thi Hang Ha, Vi My
Hanh, B3 Tuéin Hanh, Tran Thi Kim Lién,
Duting Hai Nam, Pham Trung Thién,

Nguy&n Anh Tudn, Dudng Thé Viét ...

Xem thém

Hop thu Théng bao

2 4

Hinh minh hoa Man hinh trudc khi click vao biéu tuong thanh chirc ning

Sau khi click vao biéu twong thanh chtrc ning nhu hinh trén, thi két qua s& hién

thi ra nhu hinh bén dudi




# Dashboard

LICH CONG TAC NGAY 31/08/2020 H Hop thu Théng bao
- 2 4

Théi gian Tiéu dé Thanh phan Ghi chi . )

Vil Hoai Anh, Hoang Thi Minh

Chau, Tran Minh B, Bién Thi

Hong Ha, Vii M§ Hanh, D& Tuén

Hanh, Tran Thi Kim Lién, Dudng

W Hiéu truéng 1am viéc véi trwéng pho

phong TSBT (Tp: BGH, Trudng phéng
Ca ngay KHTC_) ) Hai Nam, Pham Trung Thién,

Chu tri: Nguyen Ngoc Khufdng Nguyén Anh Tugn, Dudng Thé Viék

Dia diém: hdi truting A

Xem thém

Hinh minh hoa Man hinh sau khi click vao biéu twong thanh chirc ning
3. P6i mat khau
Chtc ning dbi mat khau dugc str dung trong cac truong hop sau:
- Dbi mat khau mic dinh cua tai khoan.

- Nhu cau nang cao bao mat tai khoan.

Cac budc thuc hién:

Bwoc 1: Click vao o e
# Dashboard Tén ngwfvi St dung () Xoa cache

LICH CONG TAC NGAY 31/08/2020 Hop thw

@& Thay adi bi danh
A Théng bao @ ‘
@ Thay ddi théng tin

Bwérc 2: Click D6i
mat khau

{4 Lich cong tic Vii Hoai Anh, Hoang Thi Minh

U . Chau, Tran Minh Bc, Bién Thi
B Higu trrdng lam vic vai trurdng phd S (S0 L

‘ ::‘?r“cg) TSDT (Tp: BGH, Trudng phong Hanh, Trén Thj Kim Lién, Duong
Ca ngay Hai Nam, Pham Trung Thién,

Chu trl: Nguyén Ngoc khuidng Nguyén Anh Tun, Dudng Thé Viét
HG sd Bia diém: hoi truting A

£ Dbang xuat
Hop thu &

Giao nhan viéc

Xem thém
Thong tin lién lac

Vén ban méu
Véin ban dén

Vén ban di

B Danh muc

£ THONG

Hinh minh hoa Thao tac d6i mat khau

- Buwdce 1: NSD click vao bicu tugng Ho va Tén: IR e i

- Bwéce 2: NSD click Do matkhau  Man hinh cap nhat mat khau hién thi



- Buwdc 3: NSD nhép céc thong tin:

o Matkhau cli: Mdt khau dang svr dung. Yéu cdau nay nham ndng cao tinh bao
mdt de phong truong hop khong phai nguoi dung thyc hién yéu cau doi mat
khau

o Mat khau méi: Nhap mdt khau méi — Mat khau ma NSD muon doi thanh

o Nhap lai mat khau: Xdc nhdn lai mdt khau méi vira nhdp dé dam bao tinh
chinh xac cua mdt khau sap thay doi. Yéu cau nay deé dé phong truong hop
NSD co sai sot trong qua trinh nhdp liéu

- Bude 4: NSD click dé luu thong tin

Cap nhat mat khau

Mat khau o (*)

Mét khdu mdi (%) I

Nhap lal mat khdu (%)

Bwéc 3: Thay
dodi theo yéu cau

Buwéc 4: Click
Iwu dé hoan tat

Hinh minh hoa thay d6i mat khau
4. Cac cong cu thuwong gap

4.1. Biéu twong

Biéu twong Dién giai Ghi chi
m Thém d& xuat
Luu 8 xust Luu dir liu

n Tim kiém dir licu

Xem noi dung




Biéu twong Dién giai Ghi chi

Déi mat khau | Button Ddi mat khau

E Button mé rong ndi dung

Xuat dir liéu trén man hinh ra file excel

O Tai file dinh kém

Bang biéu twong nit hé théng
II. CAC CHUC NANG THUQC NHOM E-OFFICE
1. Thong bao

La chtrc nang hién thi cac thong bao cuia nha trudng, hoac tao mdi mdt thong bao
nao do dé gui dén tat ca nhan sy thudc hé thong.

Cach vao chire nang: E-OFFICE 2 Thong bdo

@ Dashboard ~ Théng bdo x (=]

Click Thém dé
thém théng bao

E-OFFICE Théng bao

1 —
B Théng béo O ST Tieude Ngay hét

(51 Lich cong tac Huynh Thi

H PHAT SONG VE TRUONG 27/09/2020 Ly

Click X6a dé xda
théng bao

= Hap the Click dé va \
Ick de vao man  kng pso thic hien 16 sa danh gis, phan loal theo higu qu cong viéc Quy
eyl hinh théng bao  boae

27/09/2020  NguyZn Thi

24/08/2020
15:43

Click Tim kiém
deé tim kiém cac
théng bao

6ng bao thdi gian nghi L& ky niém Ngay Quéc khanh 242 24/10/2020  Nguyn Thi Vén

Click dé tai file
dinh kém

Quyét dinh Ban hanh Néi quy cd quan cia Truting Cao)
H8 Chi Minh

18/08/2020
08:42

17/09/2020  NguyZn Thi Van

— Quyét dinh Ban hanh Quy ché& lam viéc cua Trudng Cao dang Ly Tu Trong p " X 18/08/2020
z
i Nhom nhén sy lién hé - 5 Thanh phé Ho Chi Minh (-3 17/09/2020 Nguyén Thi Van 08:38 [263] [212] o
= - . Théng bao V& két ludn mét s6 néi dung cuéc hop Ban Giam hiéu va Trudng " . 15/08/2020
B Nquti ding s 6 . & 14/09/2020 N Thi V: 275! 200 =
. “ don vi, doan thé cila Trudng Cao ding Ly Tur Trong Thanh pha Ha Chi Minh Nk SR 14:19 2281 (2001 .
- Théng bao Vé viéc chuyén sang sir dung céng théng tin "eoffice.Ittc.edu.vn" . 14/08/2020
7 N o 13/09/2020 Nguy&n Thi Vi 277, 198, @ @
thay cong théng tin "egov.|ttc.edu.vn” /09 iguy=n Tl vin 15:57 1277 (e8]
O 8  THONG BAO CHUP HINH LAM BANG TEN 13/09/2020  NguyEn Thi Van 14/0038{::20 [280] [195] Z o
Phan quyén .
Quyét dinh Ban hanh Quy dinh chifc nang, nhiém vu ciia cac dan vi va héi . . 13/08/2020
9 : & 12/09/2020 N Thi Vi 271 204 @
B Danh myc < ong thuse Truang Cao ding Ly Tu Trong Thanh phé Ha Chi Minh /091 AaurEn ThEVE 16:18 al | [20d]
= Quyét dinh Ban hanh Quy ché& T8 chirc va hoat déng ciia Trwdng Cao ding P, 12/08/2020
O 10 Ly Tuf Trong Thanh phd H5 Chi Minh o 11/09/2020 Nguyén Thi Vén 111 [269] [206] o

Man hinh xem thong bao
1.1. Chirc nang thém mai thong bao

Chon nut Thém dé thém méi thong béo giri dén toan trudng, thao tac ting budc
nhu hinh dudi dé hoan thanh thém méi thong béo.



Thém mdi

Budre 3:
Nhap ndi

Kinh giri quy Thay, Co giao
dung théng
bao

Phuic.

Tran trong va cam on.

Budc 5:
Click Luwu

Buwdrc 4:
Binh
kem file @ Binh kam

neu co

Tiéu d& (*) [H& Théng] Tai lidu hudng din EGOV
Loai thdng béo ® Chung © Ban vi © Phang ban Budc 2:
) Chen Ioai
Ngay hét han 31/12/2019 théng bao
MNGi dung = = = = al
B I Uae ====m " A-%. =1 Do &
Kigu - Binht. - Phéong - C..- 2L % TDmaHTML

Thong bao nay co chira tai liéu huwdng dan sk dung va thao tac chirc nang trén
website egov.vpve.edu.vn ; nhém chirc nang danh cho van thu tai triréing Cao déng nghé& Vinh

Trong gua trinh s dung néu gap khé khan hay can hd tro, xin Quy Thay Cé lién hé sé dién thoai hd
tro khach hang bén Cong ty TNHH Tién Bo Sai Gon: (025) 66 755 866 - (028) 66 797 357.

+ - 0 X

Budc 1:
Nhép tiéu

dé théng
bao

Man hinh thém théng bao
1.2. X6a thong bao

Dé x6a ting thong bao riéng 1é, nguoi ding thao tac nhu hinh duéi:

Théng bao
Chon biéu twgng nay dé xoa
O STT Tieudé tirng théng bao
y O 1 THONG BAO BANG KY MO MOT NGANH NGHE PAO TAO
R o THONG BAO KE HOACH TG CHUC CHUONG TRINH TALKSHOW DINH HUGONG NGHE NGHIEP a
HSSV THOT PAI 4.0 NAM 2019
» O 3 CV THAM GIA CHUONG TRINH HOC BONG TAI AN B0 o
3 =] 4 [Hé Théng] V.V nhép diém mén hoc trén EGOV
» a 5 [Hé théng] Tai liéu hudng déan st dung Hanh chinh dién ti danh cho giang vién, gido vién
3 =] 6 céng vén 262 cua téng cuc GDNN vé tu' danh gia chét lugng o
»o 0 7 KE HOACH KIEM KE TAI SAN 2019 o
» O 8  QUYET PINH HOI PONG KIEM KE TAI SAN 2019 o
[ 9 QUYET PINH POAN DU HOI GIANG CAP TiNH o
» g 10 File cai d&t phén mém ASC
4 a El 2 || > || H 10+ jtems per page

hét han P3&xem Chuaxem

23/12/2019

20/01/2020

21/12/2019

31/12/2019
31/12/2019
13/01/2020

06/01/2020

[26]

[36]
[49]
[48]
[58]
[53]
[50]
[57]

[63]

Tim kiém

[191] Z o
[181] G o
[168] @ o
[169] = o
[159] @ o
[164] @z o
[167] Z o
[160] @ o
[154] & o

1- 10 of 15 items

Minh hoa x6a thong bao riéng 1¢

Dé x6a nhiéu thong bao cung lic, ngudi dung thao tac nhu hinh dudi:




Théng béo Bubc 1. Check chon . ] Sl
théng bao cin x6a Budc 2. Chon nat xda
STT Tiéu da Ngay hét han P& xem Chua xem
» - THONG BAO DANG KY MO MOT NGANH NGHE DBAO TAO o 28/12/2019 [o1 [217] F o
, |:| 5 :.:23?:;3;:;:1?:;2:;“ CHUONG TRINH TALKSHOW PINH HUGNG NGHE NGHIEP = | smeEmE 28] [191] 5
» 3 CV THAM GIA CHUONG TRINH HOC BONG TAI AN PO o 20/01/2020 [36] [181] @ @
» 4 [Hé Théng] V.V nhap diém mén hoc trén EGOV [49] [168] z a
» 5  [Héthéng] Tai liéu hudng dén sir dung Hanh chinh dién tir danh cho giéng vién, gido vién 21/12/2019 [48) [169]  a
» 6  cbng van 262 clia tong cuc GDNN vé tu dénh gia chét lugng o [58] [159]  a
» 7 KE HOACH KIEM KE TAI SAN 2019 a  31/12/2019 [53] [164]  a
» 8 QUYET PINH HOI DONG KIEM KE TAI SAN 2019 o 31/12/2019 [50] [167]  a
» 9 QUYET BINH POAN DU HOI GIANG CAP TiNH o 13/01/2020 [57] [160]  a
» 10 File cal dat phan mém ASC 06/01/2020 [63] [154]  a
« 2 (> |m 10~ items per page 1-10 of 15 items.

Minh hoa x6a nhiéu thong béo
2. Lich cong tac chung

La chirc nang hién thi thong tin lich cong tac toan truong. Pong thoi 14 chirc nang
dé tao ra céc lich cong tac toan truong moi hodc chinh stra hoac xo6a cac lich cong
tac toan trudong da tao trudc do.

Cach vao chire nang: E-OFFICE - Lich céng tic = Lich cong tac chung

# Dashboard  Lich cong tic chung x =

vvvvvv

Bwéc 3: Chon
tuan dé xem lich

ai

Bwoc 4: Click dé
thém lich m&i

Nguyén Ngoc Khuong  hdi truding A

Bwéc 1: Click vao de
den man hinh Lich cong
tac chung

Man hinh xem lich cong tac chung
Tai chirc nang Lich cong tac, nguodi dung thuc hién dugce cac nghiép vu sau:
- Chon nut “Hém nay” dé xem lich cong tac cua tudn hién tai
- Chon nit “Tré vé” dé xem lich cong tac ciia tuan trudc
- Chon nut “Tiép” dén xem lich cong tac ctia tuan tiép theo
2.1. Thém mdi lich cong tac chung

Chon nut Sw kién méi dé thém méi lich cong tac chung, thao tac timg budc nhu
hinh duéi dé hoan thanh thém méi lich cong tac
8



Thém mdi lich - %

That gian (*) 29/10/2024 08:00 ~ 29/10/2024 17:30

o B1: Chon
L&p lai theo Chon ~ | Dén ngay thoi gian
Tiéu d& (%)

Tap hudn sir dung phan mém

NGi dung

B2:Nhép tiéu 4

R de lich cong
Ngudi chu tri Truding Giang - Khéng x u
Ngui tham du = u
B3: Chon nhan sw
Dia difm <& 1 Trinh V&n B& Phang hop 1 cha tri va nhan sw .
tham gia
Ghi chi
B4:Nhap dia 4

Mau sic - . - dieém va ghi chu afsras R R R

% Dinh kém

B5: Chon file

dinh kém néu

Man hinh thém méi lich cong tac
Lueu y: khi check vao é “Bé gio két thiic” 1a lich céng tdc sé khong hién thi gio
ket thuc. Chi hién thi gio bat dau cua lich cong tac.
2.2. Xéa lich cong tac chung
Dé x06a dugc lich cong tac da tao thanh cong. Ngudi dung thuc hién nhu sau:
- Buwéc 1: Chon chudt trai vao Tiéu dé cua lich cong tac
- Bwéc 2: Hé thong s& hién thi ra man hinh chi tiét lich cong tac nhu sau

- Buwérc 3: Chon nut Xéa dé xoa lich cong tac

Chi tiét lich cong tac Y
Tiéu da: [DONGAN] Téap hudn str dung EGOV 3 va module Quan ly tai san
Thdi gian: Ngay 25/12/2019 - Thdi gian: Ca ngay
Chu tri: Pham V&n Than
Tham du: Nguyén Quéc Hoang
Pia diém: 90, Buting 30/4, Phuting Binh Thang, Thi xa Di An, Tinh Binh Dudng
Chon nut X6a dé xéa lich nay
EX

Man hinh Chi tiét lich cong tac
2.3. Chinh sira lich cong tac chung
Dé chinh stra lich cong tac di tao thanh cong. Nguoi dung thuc hién nhu sau:
- Buéc 1: Chon chudt trai vao Tiéu dé cua lich cong tac
9



- Buwéc 2: Hé thong s& hién thi ra man hinh chi tiét lich cong tac nhu sau

- Buwéc 3: Chon nat Sira dé sta lai thong tin lich cong tac

Chi tiét lich cong tac 5 -0 x
Tiéu da: [DONGAN] Tap huén sif dung EGOV 3 va module Quan ly tai san
Thdi gian: Ngay 25/12/2019 - Thai gian: Ca ngay
Chu tri: Pham Van Than
Tham du: Nguyén Quéc Hoang
Pia diém: 90, Pu®ng 30/4, Phuting Binh Thang, Thi xa Di An, Tinh Binh Dudng
Chon nut Stra dé stra lich nay
siat Jll oo [ oo |

Man hinh Chi tiét lich cong tac
2.4. Lich cong tac phong ban

La chirc nang hién thi thong tin lich cong tac phong ban. Pdng thoi 13 chirc nang
dé tao ra cac lich cong tac méi cho phong ban hoic chinh stra hodc x6a céc lich
cong tac phong ban da tao trudc do.

Cach vao chirc nang: E-OFFICE 2 Lich cong tic = Lich cong tac phong ban

# Dashboard  LichcAnhan % B8 xuitlich céngtac % Quan i ch déxut = Danh myc phong hop % Lich céing tc phong ban = Lich cong tacchung % Théng bdo [}

# Su kién mdi

o7 Tuan 03/08/2020 - 09/08/2020 BiHémnay  <Trdvé  Tigp>

Thif sau

o7jojaog | 00071730 W Dayla test he thong tif Admin 1o Thi Thiy Hang  Hoji truding A

Click dé thém mai
lich céng tac

Click d& dén man
hinh "Lich céng tac
phong ban"

Hinh minh hga man hinh lich cong tac phong ban
Tai chirc nang Lich cong tac, nguoi dung thuc hién dugce cac nghiép vu sau:
- Chon nut “Hém nay” dé xem lich cong tac cua tudn hién tai
- Chon nat “Tré vé” dé xem lich cong tac cua tuan trudc

- Chon nat “Tiép” dén xem lich cong tac cua tuan tiép theo

10



2.5. Thém mdi lich cong tac phong ban

Chon nut Sw kién méi dé thém méi lich cong tac phong ban, thao tac timg budc
nhu hinh dudi dé hoan thanh thém méi lich cong tac

Thém mdi lich

Chon phang ban Khoa Dugc

Th&i gian () [ Ca ngay

07/08/2020 8:00 SA @ ~ 07/08/2020 5:30 CH @© [ An gid k&t thac
Tiéu d& (=) Day | test hé thdngtir Admin

Bwdec 1: Nhap
MN&i dung th&i gian
Buwd&c 2: Nhap tiéu dé P
Chu i H® Thi Thiy Hing > n
Tham dur

Bang Thi Van Anh x |[Nguy&n Thi Can >
H® Thi Dung » |[Nguyén Thu Hang >
HS Thi Thity H3ng > |Dao Van Hoang >
Pi3ng Thi Soa x |[Trugaachisa Thiog

Buwdc 4: Nhap dia
diém

I Bwdéc 3: Chon
ot e ROt truting A Chen nhan sw chua tri va
Ghi chii nhan sw tham gia
e

@& Pinh ke
mu-g@h-quyt-1-638.jpg =<

Bwde 5: Binh kem file

Hinh minh hoa Thém méi lich cong tac phong ban

- Luwu y: khi check vao é “Bé gio két thiic” la lich cong tdc sé khéng hién
thi gio' két thiic. Chi hién thi gio bat dau cua lich c¢éng tdc.

2.6. Xoa lich cong tac phong ban
Dé x6a duoc lich cong tac di tao thanh cong. Nguoi dung thuc hién nhu sau:
- Buéc 1: Chon chudt trai vao Tiéu dé cua lich cong tac

- Budic 2: Hé thong sé& hién thi ra man hinh chi tiét lich cong tac nhu sau

11
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- Buwée 3: Chon nut Xéa dé xoa lich cong tac

Chi tiét lich cdng tac B -0 X
Tiéu deé: Day 13 test hé thding tir Admin
Thdai gian: Ngay 07/08/2020 - Thdi gian: 08:00 - 17:30
Pinh kém: Taivé [Xem] mu-ngh-quyt-1-638.jpg
Chu tri: HB Thi Thiy Hing
Tham du: Béng Thi Van Anh, Kiéu Mai Anh, Nguyen Thi Cén, HB Thi Dung, Nauyén Thi Thuy Duang,

Nguyén Thu Hang, Hb Thi Thiy Hang Pao Van Huang Nguyén Thi Ludng, Nguyén Thi Thiy
Ngén, Tran Thi Oanh, Béng Thi Soa, Trudng Chién Thang Nguyen Thl Hong Thanh Trén Thi
Anh Tha, Nguy&n Thl Héng Tho‘m Nguyen Thi Minh Th

Dia digm: Hai truding A Click "X6a" dé xda
lich nay

Xoa lich phong ban
Stra lich cong tac phong ban
Dé chinh stra lich cong tac di tao thanh cong. Nguoi dung thuc hién nhu sau:
- Buwée 1: Chon chudt trai vao Tiéu dé cua lich cong tac
- Buwéc 2: Hé thong s& hién thi ra man hinh chi tiét lich cong tac nhu sau

- Bwéc 3: Chon nut Sira dé stra lai thong tin lich cong tac

Chi tiét lich cong tac b - O X
Tiéu dé: Déy la test hé thdng tir Admin
Thdai gian: Ngay 07 /0872020 - Thdi gian: 08:00 - 17:30
Pinh kém: Tai vé [Xem] mu-ngh-quyt-1-638.jpg
Chu tri: HB Thi Thay Hang
Tham du: Béng Thi Van Anh, Kigu Mai Anh, Nguyen Thi Cén, H5 Thi Dung, Nguyé&n Thi Thuy Duacng,

Mguyé&n Thu H&ng, HS Thi Thiy Hang, Pao Van Hoang, Nguyén Thj Lugng, Nguy&n Thi Thiy
Ng&n, Tran Thi Oanh, Bdng Thi Soa, Tru‘dng Chlen Thang Nguyen Thi Hng Thanh, Tran Thi
Anh Tha, Nguy@n Th| Hong Thgm. Ng N [hity, Pham Thi Ha| Yén
Pia diém: H&i trudng A Click "S(ra" dé sira
lich nay

Stra lich cong tac phong ban
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3. Hop thu

La chirc ning cho phép ngudi dung thudc hé théng co thé gui thu ndi bo trong
truong cho nhau.

Cach vao chirc nang: E-OFFICE - Hop thw

4 Dashhoard  Hiptr <2

ot o= ¢ o CEEEE i
(m} STT  Tiéu gé MNguti gui Ngay nhign

I‘mm!n N e e
LENEE B 20 v mdutintrang Khing cd dif Iiéu d& hién thi

Ther d& gin

The nhédp

Thiing réc

Tai chtc nang Hop thu, nguoi dung thuc hién duoc cac nghiép vu sau:
- Chon nat “Soan thu” dé soan thu guri noi bo

- Chon nut “Thw dén” dé xem nhiing ndi dung thu ma nguoi dung da
nhan duoc

- Chon nut “Thw da giri” dé xem nhitng n6i dung thu ma ngudi ding da
gui

- Chon nit “Thw nhap” dé xem nhitng ndi dung thu ma ngudi ding dang
viét do

- Chon nut “Thung rac” d€ xem nhitng noi dung thu ma nguoi da xoa

Thém mdi thu

Tiéu & () Viét ngi dung thir

Nguti nhén Dodn Trudng Giang - khdng x .
B1: Chon 'Soan B2: Nhap tiéu dé thw

ther' “

[ [ Khéng phan hoi

NG dung
B3: Chon ngudi B5: Néu khon: 6
SvE éu - Bnt. - Phéng - - 51 Tma E g muon
nhan va cc A nguéi nhan phai héi thi
check vao

B4; Dinh kém
file néu c6

B6: Nhép ndi dung thw

B7: Chon 'Gui thu'
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Lich cd nhan

La chuc nang hién thi thong tin lich cong tac c4 nhan. Pong thoi 1a chic nang dé
tao ra cac lich cong tac méi cho cd nhan hoac chinh stra hodc x6a cac lich cong
tac ca nhan da tao trudc do.

Cach vao chirc nang: E-OFFICE 2 Lich cong tac = Lich ca nhin

# Dashboard Vcanhan % DB xult lich cong tac ®  Quan Iy lich 88 xult % Danh myc phong hop ®  Lich cdng tac phang ban % L

1T Tudn 03/08/2020 -

B LICH LAM SANG HOC KY TI DIEU CHINH TU. Click dé thém maoi

08:00 - 17:30 han Quéc M
NGAY 11.05.2020 lich ca nhan

' 1730 M LICH LAM SANG HOC KY T DIEU CHINKTU o
0 NGAY 11.05.2020
Click dé aén man
hinh "Lich ca nhan"
. M LICH LAM SANG HOC KY 11 DIEU CHINH TU
5001730 NGAY 11.05.2020 FOEGUOC IS
1730 M LICH LAM SANG HOC KY L DIEU CHINNTU o
7 NGAY 11,05.2020
Thir séu W LICH LAM SANG HOC KY 11 DIEU CHINH TU
07/08/2020 08:00 - 17:30 NGAY 11.05.2020 Phan Qudc H)I

Oinh BA, Nguylin Dodn Binh, L& Vén Binh, Tran Xu.

Hinh minh hoa lich ca nhan
Tai chirc nang Lich cong tac, nguodi dung thuc hién dugc cac nghiép vu sau:
- Chon nut “H6ém nay” dé xem lich cong tac ca nhan cua tuan hién tai
- Chon nit “Tré vé” dé xem lich cong tac c4 nhan cia tuan trude
- Chon nut “Tiép” dén xem lich cong tac c4 nhan cia tudn tiép theo
3.1. Thém lich ca nhan

Chon nat Sy kién méi dé thém mai lich cong tac ca nhan, thao tac timg budc nhu
hinh dudi dé hoan thanh thém mdi lich c4 nhan

14




Thém mdi lich

Thai gian (%) [ C& ngay

Tiéu d& (%)

Bwdc 2: Nhap tiéu

diém
Dia diém

Ghi chi

Mau sic

mu-ngh

07/08/2020

Bay |a Test hé thdng tir Admin

Budéc 4: Nhap dia

héi truang C

% Pbinh kém
-quyt-1-638.jpg %

Bwdc 5: Binh kem file

+ -0 X

8:00 sA O ~ 07/08/2020 30 CH @ O An gid két thic

Buwdéc 1: Nhap
th&i gian
aé
H5 Thi Thily Hang x

Truong Chi&n Thing x

Chon
Budéc 3: Chon

nhan sw chu tri va
nhan sw tham gia

Thém lich ca nhan

- Luwu y: khi check vao é “Bé gio két thiic” 1d lich cong tdc sé khéng hién
thi gio két thiic. Chi hién thi gio bat dau ciia lich cong tac.

3.2. X0a lich ca nhan

Dé x6a duoc lich ca nhan d3 tao thanh cong. Ngudi dung thyuc hién nhu sau:

- Buédc 1: Chon chudt trai vao Tiéu dé cta lich ¢4 nhan

- Buwéc 2: H¢E théng s& hién thi ra man hinh chi tiét lich c4 nhan nhu sau

- Buwéc 3: Chon nat Xéa dé xéa lich ca nhan

Chi tiét lich cong tac

Tiéu dé:
Thai gian:
DPinh kam:
Cha tri:
Tham dy*

Dia diém:

+ =0 X

Day |a Test hé thdng tir Admin
Ngay 07/08/2020 - Thai gian: 08:00 - 17:30

Taivé [Xem] mu-ngh-quyt-1-638.jpg

HB Thi Thiy Hang

Trugng Chign Théng

Click "X6a" dé Xoa

héi trudng C . .
lich nay

Xoa lich ca nhan
15



Stra lich cd nhan
Dé chinh stra lich cong tac di tao thanh cong. Nguoi dung thuc hién nhu sau:
- Buwéec 1: Chon chuét trai vao Tiéu dé cua lich cong tac
- Buwéc 2: Hé thong s& hién thi ra man hinh chi tiét lich cong tac nhu sau

- Buéc 3: Chon nut Stra dé sira lai thong tin lich ca nhan

Chi tiét lich cong téc £ =0 X
Théng tin lich cong tac
Tiéu dé: Day la Test hé thdng tir Admin
Thdi gian: Ngay 07/08/2020 - Thdi gian: 08:00 - 17:30
Pinh kam: Taivée [Xem] mu-ngh-quyt-1-638.jpg
Cha tri: HG Thi Thiy Hang
Tham du*: Truong Chign Thing
Pia diém: héi truding C Click "stra" dé Stra

lich nay

Sl - B

Stra lich ca nhan
4. Pé xuit lich cong tac

La chuc nang hién thi théng tin dé xuat lich cong tac. Dong thoi 13 chire nang dé
tao ra cac dé xuét lich cong tac hodc chinh stra hodc xda dé xuit lich cong tac da
tao trudc do.

Ciach vao chirc ning: E-OFFICE 2 Lich cong tic = Dé xuit lich cong tic
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+# Dashboard £ xuit lich cing téc % Lich cé nhan % (-

£ Tudn 03/08/2020 - 09/08/2020

B Thang tin nguth tao B Trang thai
Ngudl tao: HO Thi Thity Hing
08:00-17:30 M Day la d& xuat test tw Admin. H5 Thi Thily Hang Vo lic: 07/08/2020 09:24
Dan vi: Khoa Dugc

Thir sdu FY £
07/08/2020 Click "Pe xuat lich"

dé them mai @é xuat

Click dé dén man
hinh "Dé xuét lich
cong tac"

Hinh minh hoa Man hinh dé xuét lich cong tac

Tai churc nang D¢ xuat lich cong tac, nguoi dung thuc hién dugc cac nghi¢p vu
sau:

- Chon nut “Hém nay” dé xem lich cong tac dé xuét cta tudn hién tai

- Chon nut “Tré v&” dé xem lich cong tac dé xudt cta tuan trudc

- Chon nut “Tiép” dén xem lich cong tac dé xudt cia tuan tiép theo
4.1. Thém dé xuit

Chon ntt P& xuit lich dé thém méi dé xuit lich cong tac, thao tic timg budc nhu
hinh duéi dé hoan thanh thém méi dé xut.

Dé xuét lich cdng tac ® - 0 x

Thai gian (%) [ Ca ngay

07/08/2020 8:005A O ~ 07/08/2020 5:3gCH @ O An gi&s k&t thuc

Tiéu dé (%) Day |1a d8 xust test tur Admgin. = =
Bwée 1: Nhap

th&i gian

Buwdc 2: Nhap tiéu dé

H& Thi Thoy Hang x
Bwd&c 4: Nhap dia

diém Pham Thi Hai Y&n x

Dia diem Phong hop 2 Chon

Ghi chti P o Bwdc 3: Chon
Rax 1o test 47 e thding nhan sy chu tri va

nhan sw tham gia
mE N .

% Pinh kem
mu-ngh-quyt-1-638.jpg X

Bwdc 5: Binh kém file

Thém mdi dé xuat lich cong tac
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- Luwu y: khi check vao 6 “Bé gio két thiic” 1a lich cong tdc sé khéong hién
thi gio két thiic. Chi hién thi gio bdt dau cua lich c¢éng tdc.

4.2. Xéa dé xuat
Dé x6a duoc lich d& xut cong tac di tao thanh cong.
Nguoi dung thye hién nhu sau:
- Bude 1: Chon chudt trai vao Tiéu dé cua lich dé xuét
- Buwéc 2: Hé thong s& hién thi ra man hinh chi tiét lich dé xuét nhu sau

- Buwéc 3: Chon nat Xéa dé xoa lich dé xuit

Chi tiet lich de xuat t =B X
 Thong i cong

Tiéu dé: Day la d8 xudt test tur Admin.

Thai gian: Ngay 07/08/2020 - Thdi gian: 08:00 - 17:30

N&i dung: Test

Dinh kém: Taivé [Xem] mu-ngh-quyt-1-638.jpg

Cha tri: Ho Thi Thay Hang

Tham dy: Pham Thi Hai Yén

Dia diém: Phong hop 2

Ghi chu: Déy I test tir hé théng Click "X6a" dé Xoéa

lich @& xuét
[z

Xoa lich dé xuét
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4.3. Chinh sira dé xuat
Dé chinh stra lich dé xuat da tao thanh cong. Ngudi dung thuc hién nhu sau:
- Buée 1: Chon chudt trai vao Tiéu dé ctia lich dé xuat
- Buwéc 2: HE théng s& hién thi ra man hinh chi tiét lich dé xuét nhu sau

- Buéc 3: Chon nat Sira dé sira lai thong tin lich dé xuat

Chi tiét lich de xuat P o-e X
Théng tin lich cdng tac
Tiéu dé: Day la dé xuat test tur Admin.
Thai gian: Ngay 07 /08/2020 - Thdi gian: 08:00 - 17:30
Noi dung: Test
Pinh kém: Tai vé [Xem] mu-ngh-quyt-1-638.jpg
Chu tri: H& Thi Thay Hang
Tham du: Pham Thi Hai Yén
Dia diém: Phong hop 2
Ghi chu: Péy Ia test tir hé thdng Click "Stra" dé Stra

lich dé xuat

E

Stra lich dé xuét
5. Quan Iy lich dé xuét

La chirc nang hién thi thong tin cac lich cong tac da duoc dé xuat. Pong thoi 1a
chire nang dé quan 1y cac dé xuat lich cong tac di tao trudc do .

Ciach vao chirc niang: E-OFFICE = Lich cong tic = Qudn Iy lich dé xudt
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Hop thy

Click dé dén man

hinh "Quan ly lich
a8 xuét"

Khng duyét

=1 Lich th
% Lich theo tulin
= D& xuflt tam ngung lich day

) D xult day bi

@ Dashboard  Quén Iy lich dé suft » D8 xullt lich cong téc & Lich cd nhin x Nhap tir khoa tim
) kiém
Quén Iy lich @& xuét
Chon v 03/08/2020 m 16/08/2020
ST Ngay Thisi gian *  Tiéu dé Chii tri Dia diém
1 07/08/2020 08:00-17:30  [Xem] Day la d& xudt test tu Admin.
Click "Tim" dé tim
10+ mlu tinftrang lich dé xuét

d

Thong tin ngui tao Trang thai
Ngui tgor Ha Thi Thiy Hing

Tao mél
Dan vi: Khoa Duiic

1-1ciat

Hinh minh hoa Man hinh quén 1y lich dé xuét

5.1. Pé xuat duyét lich

Pé dé xuit duyét lich ta thuc hién céc thao tac sau:

- Bwoe 1: Click vao

dé chon lich muon dé xuat

- Buéc 2: Click nat Pé xuat dé dé xuat duyét.

e Trang thai lich dé xuit s& thay d6i nhu hinh bén dudi

# Dashboard

Quan ly lich dé xuat

Tir khéa

STT Ngay ¥

1 07/08/2020

[
Tao mdi
Lich 02 xuat duyét

Lich 04 duyt

Knng duyét

1 Lich theo tign d

% Lich theo tuar

b+ Di&m danh sinh vién

Budrc 1: click

Quén I lich 08 xudt x D& xuét lich cdng tac % Lich c& nhan

Trang thai
Chon v
Thaigian*  Tiéu dé

08:00 - 17:30

chon lich

[Xem] Day 1a dé xuat test tu Admin.

Tif ngay Bén ngay

16/08/2020

Chu tri

HB Thi Thiy
Hang

Phang hop 2

DUUL £. GIGK

Dia diém

Thong tin ngui tao Traha thai

Nuai tgo: H5 Thi Thily Hang

N D8 xust
Vao lic: 07/08/2020 09:24 duvét
uyd
Dan vi: Khoa Dutc ¥
1-1clal

Dé xuit duyét
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5.2. Duyét lich

Dé duyét lich dé xuét ta thuc hién cac thao tac sau:

- Bwoe 1: Click vao

dé chon lich mudn dé xuat

- Bwéc 2: Click nat Duyét dé duyét xuat duyét.

e Trang théi lich dé xuét s& thay d6i nhu hinh bén dudi

TP

1 07/08/2020  08:00-17:30  [Xem] Day la dé xuat test tw Admin. Hing

Buérc 1: click
chon lich

Tao méi
Lich @ xust duyét
Lich d3 duyét

Khiing duyet

# Dashboard | Quan Iy lich d& xust x DR xudt lich cBng tac x  Lich ca nhan %
Quan ly lich dé xuat
Tif khda Trang thé Tir ngdy Dén ngay
v 03/08/2020 m 16/08/2020 ®
STT Ngay ™ Thiti gian *  Tiéu dé Chi tri Bia diém
1O Th Thiy
Phang hgp 2

0

[omet [ otna | oo |

Buoc 2: click
Duyét

Thong tin nguai tao
Noudsi tao: H Thi Thily Hing
Vao luc: 07/08/2020 09:24
Don vz Khoa Dugc

ng thai

Duyét

1-1cial

Duyét dé xuat
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