BO CONG THUONG CONG HOA XA HOI CHU NGHIA VIET NAM

TRlZ'(‘)'I\’(; CAO DANG KY THUAT Doc lap - Tu do - Hanh Phic
CONG NGHE VIET-bUC
S6: 470/ TB-CDKTCNVD Song Cong, ngay 27 thang 3 nam 2026

THONG BAO
V/v sir dung Cong thong tin dién tir danh cho can bg, vién chire, lao dong
Ung dung cong ngh¢ thong tin trong quan Iy ndi bo nam 2026 cua truong Cao
dang K¥ thuat Cong ngh¢ Viét- Duc; nham nang cao hi¢u qua xu ly cong viéc va to
uu hoa quy trinh nghi¢p vu gitra cac Phong, Khoa, Trung tam. Nha truong thong
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bao vé viée su dung “Cong thong tin dién tu danh cho can bg, vién chire, lao dong”
nhu sau:

1. Doi twgng ap dung:

Toan the can bg, chuyén vién va nhan vién (duoc giao nhiém vu gui1 —nhan cac
cong van, quyét dinh, soan thao va dang lich cong tac, thong bdo...) dang cong tac
tai cac Phong, Khoa, Trung tdm thudc Khoi Vian phong va quan ly hanh chinh cua
Nha truong.
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2. Dia chi truy cap va tai khoan:
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« Diachi h¢ thong: Co hirong dan kem theo
« Tai khoan: Siwr dung ma nhan sw gui kem theo huwong dan

. Mat khau: Mdr khdau mac dinh ban dau 1111 déi véi tat ca cdce tai khoan (Luu

v thay doi mat khau sau khi dang nhap s dung lan dau dé bao vé dir liéu
nghiép vu).
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3. Cac chire ning chinh danh cho Khoi Vin phong:
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« Quan ly van ban va ho so: Tiép nhan, xu ly va luu trtr van ban di/dén; quan ly
ho so nhan su, gut va nhan cac van ban ndi bo.
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« Quan ly cong viéc: Theo dor tien do thuc hién nhiém vu duoc giao, cac thong
bao. lap ké hoach cong tac tuan/thang.

« Ira ctu va bao cao: Khai thac kho dur liéu dung chung phuc vu c¢ong tac tham
muu, tong hgp so licu bao cao gui So va Bo theo quy dinh.

4. Thoi gian trién khai:
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 Thoi gian hoat dong chinh thue: Tur ngay 27/3/2026. Sau thoi gian nay, cac
ludng cong viée hanh chinh sé duge uvu tién xu ly hoan toan trén he thong.
o Tai liéu hudng dan, danh sach cac tai khoan (file word) dugc gui kem theo
thong bao.
S. To chire thue hién:
. Lanh dao cac don vi: Don doc. giam sat chuyén vién, nhan vién thuoc quyen
quan Iy thue hién nghiém tac viée cap nhat dir liéu va bao cdo trén he thong.
. Can bo. chuvén vién: Chu dong nghién ctru tai li¢u hudng dan, thuc hign dung
quv trinh thao tac dé dam bao tinh dong b¢ cua h¢ thong.
Trong qua trinh van hanh, cac y kién dong gdép hodc vudng mac ky thuat de
nghi gui vé phong Quan Iy Dao tao d’c Vit Anh Tuan dién thoai 0973543876 d¢ dugc
ho tro Kip thor.

Dé nghi cac don vi va ca nhan lién quan nghiém tac trién khai thue hign./.

HEU TRUONG

Noi nhan:

Ban Giam hi¢u (dé bao cao):
Cac Khoa, Phong, TT:

Luu: VI.QLDI.
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Hoang Minh Thai
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