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I.

IL.

I11.

MO DAU
I.1 Muc dich tai li¢u
Huéng dan str dung hé thong Phong hop khong gidy VNPT-eCabinet

I.2 Pham vi

Danh cho ddi tuong nguoi dung la: Quan tri hé théng, Quan tr1 lich don vi, Bao cao
két luan theo Két luan hop

I.3 Cach sir dung

Xem tir trén xudng

TONG QUAN
Hé thong cho phép quan 1y cac thong tin

1.
2. Quan ly nhan sy: Quan ly nhan sy thudc cac cép don vi cua don vi ddc lap

3.

4. Quan ly phién hop: Quan ly cac phién hop, vi tri ngdi trong phién hop, két luan

N

6.

7.
8.
9.

Quan 1y don vi: Quan 1y cac don vi theo cac cap cua don vi doc 1ap
Quan ly menu: Quan ly cac menu va phan quyén truy cp menu

hop, Cau hoi biéu quyét trong phién hop

Quan 1y khach moi: Quan ly danh séch cac tai khoan khach moi tham gia hop
Quan 1y biéu quyét: Quan 1y cac biéu quyét theo phién hop hodc khong theo
phién hop

Quan 1y loai phién hop: Quan ly cac loai phién hop theo ting don vi doc lap
Quan 1y chirc danh: Quan 1y cac chic danh theo ting don vi doc 1ap

Quan Iy nhém nhan vién/gan nhém nhan vién: Quan ly cdc nhém nhanvién
theo tirng don vi doc 1ap

10. Quan 1y lién két: Quan 1y céc lién két theo ting don vi doc 1ap

HUONG DAN SU DUNG CHUC NANG HE THONG

IT1.1

Ping nhap/Ping xuét hé thong

Pé dang nhap vao hé théng, ngudi ding phai c6 tai khoan dang nhap hé théng va

truy cap vao duong dan truy cap. Hé thong hién thi nhu dudi:

( /

VNPT e-Cabinet

Ghi nhé dang nhap
Man hinh ding nhdp hé thong
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Thuc hién phép tén truy cap va mat khau hop 1€ chon Bang nhap. Pang nhap thanh
cong h¢ thong hién thi trang quan tri:

HE THONG HOP KHONG GIAY TO VNPT E-CABINET

VNPT

VNPT v

BT hi
2§ Trang chi & Théng tin cé nhan

® Bing xut

2] Quantriha théng &

Quan ly don vi dc [ap

Quan Iy nhan vién quén tri 1 UBND Quéan 3 UBND Quén 3 (- Hoatdéng ) = a
12 UBND Quan 4 UBND Quan 4 € =8
13 ITKV2 ITKV2 8 @ =@
14 UBND Quan 6 UBND Quan 6 G ng ) Z =@
15 S K& hoach dautu SoKHDT_TPHCM (€ ng ) z =8
16 Sé Tai Nguyén méi truéng SoTNMT_TPHCM G ZE8
17 S& Gido Dyc va Dao Tao SoGDDT_TPHCM C g ® Ea
18 S Théng tin va Truyén Théng SoTTTT_TPHCM & ng ) =8
19 UBND TPHCM UBNDTPHCM z =28
20 Khac Khac FE &
Hign thi 11 - 20 cda 20 K&t Qua . 1n

Man hinh quan tri véi quyén Quan tri toan hé thong

Dé dang xuat hé thong, nguoi dung chon vao tn hién thi & goc trén bén phai
man hinh, chon [Ping xuit] dé ding xuit khoi hé thong.

I11.2 Huéng din tao lich va duyét lich (Nguoi tao lich va Quan tri lich don vi)

Tém tat: Cac chire nang nay danh cho nguoi tao lich va quan tri lich don vi dé
chuén bi trude khi vao phién hop, dé thiét 1ap 1 cudc hop nguoi dung thuc hién cac
budc sau

1. Tao lich hop >> cong bd lich

2. Sép xép vi tri ngoi

3. Thém biéu quyét/ldy y kién (néu co)

IIL.2.1 Quan ly loai phién hop
> Truy cap menu: Quan tri/Quan ly loai phién hop
> Phén quyén: Quan trj hé thong /Nguoi ding duge phan quyén truy cip menu
‘Quan ly loai phién hop’
» Chtic nang cho phép quan 1y loai phién hop, bao gdm céac chirc ning: tim kiém,
) thém,q stra, x0a loai phién hop.
H¢ thong hién thi nhu sau:
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w%. HE THONG HOP KHONG GIAY TO'

a . + Admin UBND TRHCM

=/ UBNDTPHCM

BE Trang chi

E Quén 1§ lich hop . Nh3p tén loai phién hop +  Thém loai phién hop
Béo cao Kt luan STT Teén loai phién hop Mo ta i
E Quan tri ~ 1 Phién hop Thugng truc Phién hop Thudng truc o
Quén|j phién hop 2 Théoludntd Théo lugn t6 Zm
Quanly chire danh 3 Hopthamtra Hop thim tra Z @
Quén If don v
4 Hopthudng kj thang Phién hop Thuang trire HOND tinh Z @
Quén Iy lién két
&n chinh tha én chinh thi 4
Quin  menu 5 Hep phién chinh thic Hop phién chinh thic Fo
Quén Iy nhan sy 6 Hep phién tris bi Heop phién trl bi (£ |
Quan Iy khach mai 7 Hop ndidung khac Hop ndi dung khac Z @
Quan|y nhom nhan vién 8 Hop céc ban chi dao Hop cic ban chi dao [Ea |
Quén I phong hop
9 Hop bat thuing Hop bat thudng Z o
Quan Iy loai phién hop

I11.2.2
>
>

>

He

Danh sdach loai phién hop

Tim kiém: cho phép tim kiém theo [Tén loai phién hop]

Cap nhat: Click @ de vao man hinh c@p nhat loai phién hop, loai phién hop
dang kich hoat ma d3 ton tai phién hop thi khong duogc cap nhat vé Khong hoat
dong.

X6a: Click @ dé xo6a loai phién hop (Loai phién hop da c6 phién hop khong
duoc x6a)

Thém méi: Click [Thém loai phién hop] dé vao thém méi loai phién hop cho
don vi doc 1ap hién hanh (trang thai ‘Kich hoat” méi thém dugc phién hop)

Cap nhat loai phien hop

Tén loai phién hop *

Trang thai

@ | xichhoat

Huy

Man hinh thém mai loai phién hop

Quan ly phién hop
Truy cdp vao menu: Quan tri/Quan ly phién hop
Phan quyén: Phan quyén: Quan tri hé théng/Quan 1y lich don vi/Pang ky lich
hop /Nguoi dung dugce phan quyén truy cip menu ‘Quan Iy phién hop’
Chuc nang cho phép quan 1y cac phlen hop ctia don vi bao gom: tim kiém,
thém, stra, x6a phién hop; sap xep vi tri nguoi tham gia trong phién hop, upload
két luan hop, thém Biéu quyét/lay Y kién trong phién hop.
thong hién thi:
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;) 2 o .vAdminUBNDTEHCM

B5 Trangchu

E] Quén Iy lich hop . Nhap tiéu dé ... Q -Tatca- v =+ Thém phién hop

Béo cdo K&t luan Thii gian két
thiic
E] Quén tri ~
2 I s e 07:00 1400 Phéng Hop = e

Quin Iy phian hop 1 Hop trao d8i kinh nghiém trién khai hé théng E-cabinet 26/06/2019 26/06/2019 o1 FEgo=on
Quén Iy chie danh 2 Hop tang két k& hoach quy Il ném 2019 (L ZTL PhangHop 5 ) P EOED

. N 22/06/2019  22/06/2019 02 . -
Quan Iy don vi
Qudn I lién ket 3 Hop ridn khai hé theng phan miam Hop khéng giy tef 1200 170 PhongHer o) Zw e = @

24/06/2019 24/06/2019 01

Man hinh danh sach phién hop

> Tim kiém: cho phép tim kiém theo: Tiéu dé/Trang thai ctia phién hop

> Cap nhat: Click @ dé vao man hinh cép nhat phién hop/ Duy¢t(Cong bd)
phién hop(chi cap nhat dugc phién hop chua dién ra)

> Xéa: Click @ dé xo6a phién hop (Néu c6 rang budc s& khong duoc x6a)

11.2.2.1 Tao phién hop
> Phén quyén: Quén tri h¢ théng/Quan trj lich don vi/Dang ky lich hop/ Nguoi
dung dugc phan quyén menu ‘Quan 1y phién hop’
> Trén man hinh Quan 1y phién hop: Click dé vao tao phién hop.

Déng ky lich hop

Thanh phén chinh

Tiéu dé: *

Nhap tiéu dé lich hop...

Loai phién hop: *

Hop giao ban v
Noi dung:
ol dung Nhap néi dung lam viéc.
4
Chureng trinh hop: IEMHML B 7 U 2 iSic====@ 0 & &
A% M&u - | Binh dang = | Phéng ~| Ca chid -
Chon tai file
Théi gian tir: * Thai gian hét han:

dd/mm/yyyy hh:mm dd/mm/yyyy hh:fadi
Dia digm hop: * ﬂ
Chon tir danh sach

Man hinh tao phién hop

> Loai phién hgp: Chon tir loai phién hop thém & QL loai phién hop trude do.

> Chuong trinh hop: C6 thé nhap truc tiép trén form nhép li¢u hodc check chon
[Chon tai file] dé tai file dinh dang: word/PDF dé hién thi 1én chuong trinh hop

> PDia diém hop:
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>

>

Néu phong hop khong quan ly tai don vi thi phai nhép dia diém hop va so dd
hop mau sau (trong mau chi 24 chd, néu mudn thém bat thi mé file mau va
chinh stra cac th¢ HTML tuong g trong )
=
sodophong (2).txt
- Trudng hop nhap Kinh do + Vi do: Thi hé théng s& cho phép diém danh khi
truy cip cudc hop va cho phép hé thdng truy cap vi tri truy cip
Nguoc lai check @ [Chon tir danh sach] dé chon phong hop dang quan 1y tai
don vi (HD & muc QL phong hop): khi d6 chon icon Bl dé bat popup danh sach
phong hop, click vao dong tén phong hop dé chon phong hop twong tng.

Luu y:

>

Néu cdu hinh “Kiém tra phong hop”’ va chon kich hoat kiém tra phong hop
ban/ ranh. Thi khi chon phong hop, néu phong hop o trang thai ban thi hé
thong sé disable va khong cho phép lua chon phong hop do.

Néu khéng check kiém tra thi khi chon phong hop, hé théng van cho phép chon
phong hop co trang thdi ban.

Thanh phin tham gia: Click + link dé thém thanh phan tham gia/hd
trg/khach moi tuong img trén

Chutri: * 4 Thém ca nhan cha tri Cé nhan tham du: 4+ Thém thanh phan tham du

Bon vitham du: 4 Thém don vi tham du Cé nhan ho tro:  +Tham thanh phan hé tro

Nhém tham du: 4 Thém nhém tham du Bon vi bdo cdo:

Khach méi: 4+ Thém khach mai tham du

>
>

Chi tri: nguoi chi tri cude hop c6 quyén truy cap thong tin didu hanh cudc hop
Ca nhan tham du: chon va gan cac ca nhan tham du cudc hop

Pon vi tham du: Gan don vi tham du thi nguoi dung c6 vai tro “Tiép nhdn lich
don vi’ s€ tiép nhan lich va gan ngudi thudc don vi ciia minh vao cudc hop
tuong tng

Nhém tham du: Chon nhém nhan vién tham du cudc hop, thi cac nhan vién
thudc nhém tham du s€ duogc truy cdp cudc hop

C4 nhan hd tro: Néu duoc gan 13 ca nhan hd trg thi ngudi dung d6 sé co quyén
diém danh va hd tro trong cudc hop

Khach moi: Danh sach khach mo1i s€ dugce tao trude ¢ Quan Iy khach moi,
khach moi khi truy cap hé thong s& c6 quyén nhu nhitng nguoi tham gia hop
Sau khi cudc hop két thic ngudi quan tri hé thong s& vao xo6a hoic hiy kich
hoat cac tai khoan khach moi nay

Pon vi bio cao: La cic don vi khong hodc c6 trong hé thong bao cdo trong
cudc hop, nhap tir ban phim
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< Thong tin tai liéu hop: Chon vao * dé thém cac nhom tai lidu trong cudc
hop

Nhom tai liéu hop +

Nguwi duyét tai liéu: + Thém nguai duyét

Teén nhom tai lieu: P n

OTai tai lidu

Cénhan chuanbi: +Thém ca nhan chuan bi tai ligu Don vi chuan bj:  +Thém don vi chuan bi tai liéu

Canhan truy cap: + Thém cd nhan duoc truy cap tai liéu Pon vi truy cap:  +Thém don vi dugc truy cép tai lidu

a (VNPT E-CABINET)_QL phien hop_SRS_v2.0.docx Ennn

Chi cép nhat tai liéu sau khi lich d3 céng bé

Man hinh thém méi phién hop — phan tai liéu hop

> Sau khi tai file tai liéu thi c6 thé chon [ ¢ sira tén file tai 1én, néu khong sira
thi hé thong s€ 1ay tén file tai 1én.

> Chon bl d tai file

Chon ﬂ dé xoa file tai lén.

Chon =) @8 cAu hinh 13 tai liéu mét cta hé théng, tai liéu ndy s& chi hién thi

cho phép xem file truc tiép trong thoi gian gidi han da cau hinh, khong dugc

phép tai hay luu file. Néu gén ca nhan hay don vi truy cép thi chi nguoi d6 hoac

ngudi tham gia hop cua don vi dugc gan d6 mai dugc truy cap.

VvV V

> Chon u ﬂ dé sip xép vi tri file trén danh sach tuong tng

Check B4 dé hién thj file 1én cudc hop hodc uncheck dé an khoi cudc hop.

> Chon vao + [Nguoi duyét tai liéu]: dé thém nguoi duyét tai liéu do ngudi dugc
gan ‘chuan bi tai liéu’ upload lén

» Chon vao * [Nguoi/Pon vi chuan bi t?li liéu] dé thém Ca nhan/Pon vi chuéq bi
tai liéu twong tng (khi gan don vi chuan bi tai liéu thi ngudi c6 vai tro *Chudn
bi tai lieu hop don vi’ ctia don vi d6 s€ c6 quyén upload tai liéu 1én cudc hop)

\4

Nhém tai liéu hop +

Ngudi duyet tai lieu: + Tham nguai duyét

[ Chicap nhét tai ligu sau khi lich da céng bd

> Khi ?check chon vao 0 [Cl}i cap nhat tai li¢u sau khi lich da cong 196] thi Nguoi
chuan bi tai li¢u chi co6 thé upload file khi cudc hop dugc cong bo trén frontend
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hé théng. Nhung ngudi tham gia s& khong nhin thay tai lidu cho t6i khi tai liéu
duoc duyét
> Nguoc lai khi bé check chon thi nguoi chuan bi ¢ thé nhin thiy cudc hop ngay
ca khi cudc hop chua cong bd trén danh sach lich don vi dé c6 thé upload tai
lidu. (cudc hop nay s& khong hién thi voi nguoi tham gia hay ngudi dung hé
thdng cho t6i khi cudc hop dugc cong bd)
Luwu y: Nguoi Chudn bi/Duyét tai liéu sé nhan duoc tin nhan va mail tu dong cua hé
théng théng bdo vé viéc Chudn bi/Duyét tai liéu cho cudc hop twong g

« Gan nguoi truy cap tai liéu hop:
Trén man hinh tao phién hop, c6 thé gan Ca nhan va don vi truy cap nhém tai liu hop

Nhém tai ligu hop +

Nguai duyét tai liéu: + Tham nguai duyét

Ten nhom tai lieu: n

O Tai tai lidu

Cé nhan chuan bi: 4 Thém ca nhan chuan bi tai ligu BDaon vi chuanbi:  +Thém daon vi chuan bi tai ligu

Cé nhén truy cép: + Thém cd nhan dugc truy cap tai liéu Pon vj truy edp:  +Thém don vi dugc truy cap tai lidu

a (VNPT E-CABINET)_QL phien hop_SRS_v2.0.decx E nnn

Chi cap nhat tai ligu sau khi lich da cong bd

Muc gan nguoi truy cdp trén man hinh thém/swa phién hop

» Truong hop gan nguoi truy cap nhém tai liéu thi ngudi dé duge phép truy cap
tai liéu hop thudc nhom tai liéu hop do

» Truong hop gan don vi truy cap nhém tai li¢u thi nguoi thude don vi tham gia
cudc hop do s€ duoc truy cap cac tai liéu thudc nhom tai li¢u do

> Trudng hop khong gan truy cip thi toan bo ngudi tham gia hop sé& co quyén
truy cap nhom tai liu hay tai li¢u do.

> Chon vao E dé thiét 1ap tai liéu mat, va gan Ca nhan/Pon vi truy cap tai liéu
hop twong tmg — néu chi duoc gan ¢ day thi chi co quyén truy cap tai lidu nay
thoi.
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Thiét lap tai lieu mat
La tai lieu mat: Khiéng kich hoat

Han truy eap

Ca nhan truy cap: + Thém thanh phin tham du

Don vi truy cap: +Thém don vi tham du

Man hinh thiét ldp tai liéu mat va gan ca nhan/don vi truy cdp tai liéu

> Trudng hop: Thiét 1ap 1a tai liéu mat, va co gan ca nhan va don vi truy cap tai
li¢u do thi chi cd nhan va nguoi tham gia cudc hop thudc don vi dé s€ duoc
phép xem tai li¢u t&i1 thot gian han dugce cau hinh, khong dugc phép Iuu va tai

file.

> Trudng hop: Khong thiét 1ap 1a tai liéu mat, nhung c6 gan c4 nhan va don vi
truy cap tai liu do thi chi ca nhan va nguoi tham gia cudc hop thude don vi s€

duogc truy cap tai liéu

Lueu y: Sé phin quyén tir mire nhé nhdt (VD: Néu gan cho 1 ngudi truy cdp nhom tai
lieu, sau do lai gan nguoi do truy cdp tai liéu thugc nhom do, thi nguoi do chi c6
quyén truy cdp tai liéu dwoc gdn ma khéng phdi tdt ca cdc tai liéu thudc nhom tai liéu)
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bang ky lich hop
Thanh phan chinh
Tieu de: *
Loai phién hop: * Hop giao ban v

Noi dung:

Churong trinh hop: [ Chontifile

GaTai tai ligu

Thai gian tir: * Thai gian hét han:

Dia diém hop: * ﬂ

B3 Chon tir danh sach

Chutri: * +Thém ca nhan chd tri Cé nhan tham du: 4 Thém thanh phan tham du
Don vitham du:  + Thém don vi tham du Cénhan hé trg! +Thém thanh phin hé tro
Nhom tham du: 4 Thém nhém tham du Bon vi bao céo:

Khach moi: 4 Thém khach mai tham du

Thanh phan khac

Thanh phan khac:

Yéu cau khac:

Nhém tai liéu hop +

Ngudi duyet tai lieu: +Thém nguai duyét

Chi cép nhat ti lidu sau khi lich d3 céng bd

Man hinh thém maoi phién hop
> Sau khi Nhap day du thong tin can thiét 1én thi chon vao [Luru lai] dé thém moi
phién hop & trang thai ‘Cho xir Iy’ >> cac cudc hop ndy sé& chuyén t&i cho
ngudi ‘Qudn tri lich don vi’ duyét va cong bé.
> Chon [Céng b6]dé thém moi phién hop & trang thai “Da duyét’ (Nut [Cong bd]
— chi hién thi v&i vai trd ‘Quan tri lich don vi’)
Luwu y: Phién hop ‘da duyét’ sé hién thi 1én danh sdch lich cd nhén, lich don vi cia
nguoi chu tri, nguoi tham gia, nguoi thuéc don vi hogc nhom tham gia va khach moi
Nguoc lai ‘Chwa duyét’ thi chi sé khong hién thi lén.
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111.2.2.2 Tao phién hop nhiéu nji dung
- Phan quyén: Quan tri hé thong/Quan tri lich don vi/Dang ky lich hop/ Nguoi
dung dugc phan quyén menu ‘Quan 1y phién hop’
- Trén man hinh Quan ly phién hop: Click dé vao tao phién
hop nhiéu noi dung.
Dang ky lich hop

Ngudi tao lich: Nguyn Thanh Tiing - Email: lnanbi@vnpt vn - Bién thoai: 0943295949

Tieu de:* Nhap tigu d& lich hop...

Leai phién hop: * PR -
ala on Hop tong két ké hoach nam v

Thi gian: *
g dd/mm,/yyyy

Bia diém hop: * ﬂ

B Chontirdanh séch

Chitri: * +Thém cé nhin chi tri Canhan tham dw:  + Thém thanh phin tham du
Bon vitham du:  +Thém don vitham du Cénhan hé rg: +Thém thanh phEn hd tro
Nhém tham du:  +Thém nhém tham du Khéch mdi:  + Thém khach mai tham du
Cap nhat KL hop:  +Thém thanh phin cép nhat Don vi bae cao:

Nhép cac thong tin cudce hop tuong tu cudc hop 1 ndi dung
- Dé thém méi 1 ndi dung hop, an nut * ™™ reiena ek khi 46 hé thong sé hién thi dong
ndi dung cho phép nhap thong tin ndi dung hop

STT Théi gian Néi dung Thao tic
; 07:00 Hop bé sung thanh phian dur bi cho dot tuyén quan thang 10/2019 B0
10:00 “ .
) 13:00 Trién khai dai hinh nhap ngii ném 2019 BDOo
1500 L .
. Bat dEu B l']rjﬁ
K&t thic

+Thém ndi dung hop khac
Man hinh thém maoi phién hop nhiéu ngi dung

- Nhép Thoi gian bét giﬁu—ké't thac va tiéu dé cua ndi fiung hop sau do 4n nat [=] @& luu
lai thong tin (Ti€u dé+ thoi gian hop). Sau do co thé, thuc hién cac chiic nang sau:

- Chon dé nhan ban noi dung hop

- Chon [Z] dé ddng bo thong tin hop tir cude hop gde cho ndi dung hop tuong tng

- Chon dé x6a ndi dung hop

- Chon [ qé cap nhat thong tin ndi dung hop, khi do hé théng hién thi man hinh cap
nhat thong tin ndi dung hop
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Cap nhat ndi dung

Thanh phan chinh
Tieude: ¢ Hop bd sung thanh phan du bi cho dot tuyén quén thang 10/2019
“~
Théi gian tir: * 0700 Thai gian hét han: 10:00
Bonvi tham du:  +Thém don vi tham du Ca nhan tham du:  +Thém thanh phan tham du
Nhoém tham du:  +Thém nhdm tham du Khachméi: +Thém khach méi tham dy

Cép nhat KL hop: +Thém thanh phan cap nhat

Nhém tai ligu hop +
Nguai duyét tai liéu: +Thém ngui duyét

Chi c8p nhat tai liéu sau khi lich g8 céng b

Gan vj tri ng6i: +Gan vi tri ngdi

Thém cau héi bigu +Thém cau héi bigu quyét
quyét:

i
Man hinh cap nhdt ngi dung hop
Luwu y: Trén man hinh cap nhat ndi dung hop:

+ Tiéu dé + thoi gian léy tr form cudc hop cha, cé thé sira lai
+ Cé& nhan/Pon vi tham gia/Nhém tham gia/Céa nhan cap nhat KL hop: duoc gan trong
ndi dung hop nao thi chi dugc truy cap ndi dung va chiic nang tuong tng thudc noi
dung hop do
+ Ngudi chi tri/Ngudi hd tro/So dd vi tri ngéi: mac dinh léy ttr cudc hop cha

=>> Sau khi nhap thong tin, An niit [C4p nhét] dé luu lai ndi dung hop tuong tng

STT Théi gian Ndi dung Thao tic
; 07:00 Hop b8 sung thanh phin du bi cho dgt tuyén quan thang 10/2018 B 0Oe
10:00 P o
) 13:00 Trién khai d6i hinh nhap ngii nam 2019 B0 e
15:00 P a

+Thém ndi dung hop khac

Nhom tai ligu hop +
Ngudi duyét tai liéu: +Thém nguoi duyét

Chi cap nhat tai liéu sau khi lich d3 cong bé

Cho phép thanh phan tham du hop xem trudc lich
Thiét 1ap phién hop truc tuy&n/Chia sé trinh bay

Phién hop cd bao chi tham gia

Ha trg chuy@n &m thanh thanh text - ma phong hop: c7557882537966f060763a501 fo8dadef6c745e9
Théng tin giri Email/SMS théng bao lich hop

Gri tr dong (B6 tich dé’tl,rso%n néi @ Gli SMS G Email
ung)

¥emn lich st xir Iy
Nhén bén cube hop R

Man hinh thém mé&i/Cdp nhdt phién hop nhiéu ndi dung
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- Sau khi thém ndi dung hop va cac thong tin twong Gng, chon vao [Luwu cho xir ly]
hoic [Cong bd] dé cap nhat thong tin phién hop nhiéu ndi dung

- Sau khi Iuu hay cong bd lich hop c6 thé vao cap nhat vi tri ngdi va biéu quyét cho ting
phién hop

*
o

Cap nhit vi tri ngoi cho tirng ni dung hop:
- Vao man hinh cép nhat Phién hop nhiéu ndi dung, chon cap nhat néi dung hop do va
chon vao [Gan vi tri ngoi]
Cap nhat noi dung

Thanh phan chinh

Tiéu dé: . . PR
Hop bd sung thanh phdn du bi cho dot tuyén quan thang 10/2019
%
Thai gian tir: o700 Thai gian héthan: 000
Do vi tham du: +Tham don vi tham du Ca nhan tham du:  +Thém thanh phian tham du
Nhom tham du:  +Thém nham tham du Khach méi: +Thém khach méi tham du

Cap nhat KL hop: +Thém thanh phan cép nhat

Nhém tai liéu hop +

Ngui duyét i liu: +Thém nquéi duyét

Chi cap nhat tai liéu sau khi lich da cong bd

Gan vi tri ngdi: +Gan vi tri ngdi

Thém cau héi biéu +Thém cau hoi biu quyét
quyét:

Capnhat [N

Man hinh chon chire ndng cdp nhdt gdn vi tri ngéi cho tirng néi dung hop

< Céap nhét biéu quyét cho tirng ndi dung hop:
- chon vao [Thém cau héi biéu quyet]

Cap nhat néi dung

Thanh phan chinh

Tiéu dé: = N _ = sz
Hop bd sung thanh phan du bi cho dot tuyén quén thang 10/2019
“
Thei gian tir: 0700 Thai gian hét han: 1000
Donvithamdw: +Thém dan vi tham dy Ca nhantham dy: +Thém thanh phin tham dy
Nhém tham duw: -+ Thém nhém tham du Khach méi: +Thém khach méi tham du

Cép nhatKL hop: +Thém thanh phan cap nhat

Nhom tai ligu hop +

Ngusi duyét tai ligu: +Thém nguoi duyét

Chi cap nhét tai liéu sau khi lich d3 cong b3

Ganvi tringdi: +Gan vi tri ngoi

Thém cau héi bigu [+Thém cau héi bidu quyét
quyet:

Man hinh chon chirc ndang cdp nhdt biéu quyét cho ngi dung hop
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II1.2.2.3  Giri sms/Mail va Thiét ldp cudc hop trwc tuyén
> Sau khi cudc hop duogc cong bo, nguoi cong b lich c6 thé guri sms va email
thong bao tdi cho nhitng nguoi tham gia hop twong tmg(cé cau hinh nhén
sms/email) dé thong bao lich hop, giri tai liéu hop, hay gui link tham gia hop
tryc tuyén qua chirc ning giri sms/email cia hé thong.
Thuc hién nhu sau:
Vao menu: Quan 1y phién hop, chon cap nhat phién hop da cong bd

Ca nhan chuan bi: +Thém ca nhan chuan bi tai lisu Don vi chuan b +Thém don vi chuan bi tai ligu

ﬂ Tai liéu trién khai hé théng e- cabinet Eﬂnnn
Qe Eooon

ﬂ Chi cap nhat tai liéu sau khi lich d& céng bd

Luu xir Iy lai | SMS/Email |z

Chon vao nut dé vao man hinh nhdp ndi dung sms/mail hay thiét 1ap cudc hop
truc tuyén, hé thong hién thi nhu sau:

Thong bao SMS/Email

Tiéu de: * .
feude Théng béo lich hop: Giao ban tuan 1 thang 7 ndm 2019

Ngi dung: * .
erdung Kinh guri cdc déng chil
Day |a théng bdo v& cude hop Giao ban tudn 1 thang 7
D& nghi céc déng chi tham gia day dg, dung gia
Ed
Guri SMS: @ Guri Email: @ Thiét 1ap hop
truc tuyeén:
STT Tenfile
Tai liéu hop 1
1 Tai liéu trién khai hé théng e- cabinet 3
2 KE&hoach tuan Ld

Danh sach nguoi nhan m Huy

Man hinh thiét ldp va givi mail/sms

» Néu check chon [Giri sms]: Hé thong s& guri sms twong Gmg thong béo cudc
hop theo Noi dung nguoi dung nhap vao

> Néu check chon [Giri email]: Hé thong s& giri email twong (mg thong bao cudc
hop theo Tiéu dé + Noi dung nguoi dung nhdp vao va c6 dinh kem file tai liéu

hop néu tai liéu d6 dugc check chon cho tat ca ngudi tham gia hop va danh sach
nguoi nhan thém
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> Néu check chon [Thiét 1ap hop trwe tuyén]: Hé thong s& giri mail va sms link
tham gia hop truc tuyén tdi cho toan bd nguoi tham gia hop va ngudi thém
trong danh sach nguoi nhan thém
Lueu y: C6 thé thém danh sach nguwoi nhan link truy cdp hop trie tuyén (chon vao niit
[Danh sach nguoi nhdn] dé thém nguwoi nhdn bén ngoai khéng cé trén hé thong)

II1.2.2.4  Qudn Iy vi tri ngoi

> Phan quyén: Quan tri hé thong/Quan trj lich don vi/Pang ky lich hop
Trén danh sach phién hop: chon vao icon chirc nang ® [Quan 1y vi tri] dé cap nhat vi
tri cho nguo1 tham gia hop tuwong ung:

(=& HE THONG HOP KHONG GIAY TO'
=/ UBND TRHCM

Q . + Admin UBND TPHCM

B3 Trangchu

[E] Quanlylich hop Nhap ticu da ... Q Tat cé- : + Thém phién hop
Béo cdo Kétluan
Dia diém Trang thal
B Quinui v
" 2 s 07:00 14:00 Phéng —
& - r4 =
Quén Iy phién hop 1 Hop trao dai kinh nghiém trién khai hé thdng E-cabinet 26/06/2019  26/06/2019 Haop 01 @ = g
fusnly ehie danh 2 Hopténg két k& hosch quy Il nam 2019 Loo 2500 Phong Z & e &
Quan Iy doi SEAR) LA 22/06/2019 22/06/2019 Hop 02 .
uan ly don vi
2 g s | 12:00 17:00 Phéng
Quan ly lien k&t & & thé En mam | & ETRG (v piaya ) [ 1=
y 3 Hoptrién khai hé théng phin m&m 'Hop khéng gidy t&' 24/06/2010  24/06/2019  Hop 01 (-~ pEauyér ) & e =a

Auidin B

Man hinh danh sach phién hop

Man hinh cap nhat vi tri hién thi tuong Ung: ¢6 2 cach la gan vi tri c¢b dinh hodc gan ip
co dinh trén may tinh ctia phong hop c6 dinh trang bi cho cudc hop

Chon vi tri Hop trao déi kinh nghiém trién khai hé théng E-cabinet

Gan vi tri
Gan ip n

Man hinh gan vi tri cho cudc hop
> Trwong hop [Gan vi tri ngdi] theo so' dd hop:

Tai muc [Gan vi tri] chon 3 dé vao chon nguoi tham gia cudc hop:
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Chon nhan vién

1 Lénh dao UBND TP HCM Chu tich UBND TPHCM

Mguyén Thanh Phong

2 Vi&n phong UBND TP HCM 0. Pham Thé Trung Phd giam déc VNPT IT2

3 Lanh dao UBND TP HCM L& Thanh Liém Pho chi tich UBND TPHCM

Man hinh chon nguoi tham gia dy cudc hop

> Sau dé gan vi tri ngdi twong tmg theo so d6 cude hop

Lueu y: S6 chéd ngoi va vi tri sé theo file so do da dinh kém theo cuéc hop/Phién hop
hodc phong hop ma gan cho cudc hop/Phién hop

Chon vi tri Hop trao déi kinh nghiém trién khai hé théng E-cabinet

Gan vi tri n

-|Nguyén Thanh Phong 1 i}
-|Pham Thé Trung 2 W
- L& Thanh Liém 3 jm)

Gan ip n

Man hinh set vi tri ngéi cho nguwoi tham dw hop

B -

> Truong hop [Gan vj tri theo ip truy cap hé théng] thiét bi trong phong
hop: Truong hop nay 1p phai o dinh tai cac vi tri dugc set tuong tng, khi
nguoi tham du hop ngdi vao vi tri do va login hé thdng thi hé thong sé& ty dong

diém danh va xép vao vi tri twong ng d6

> Tai muc [Gan ip] click vao iconf3 dé thém dong nhap ip tuong tmg véi 1 vi tri

trong cudc hop
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Chon vi tri Hop trao dai kinh nghiém trién khai hé théng E-cabinet

Gan vij tri n
Gan ip n

-|123.56.42.12 1 o}
-(123.56.42.13 2 jzf
-1123.56.42.14 3 o

Man hinh set vi tri theo IP truy cap hé théng

Sau khi set xong click vao [Cap nhat] dé cap nhat vi tri cho cudc hop
Luwu y: Chi chon 1 trong 2 cach la: gan nguoi vao vi tri hoac gan IP thiét bi vao vi tri

II1.2.2.5  Xuit bdo cdo diém danh
> Phan quyén: Nguoi dung vai tro Tao lich/Quan tri lich don vi

> Trén danh sach phién hop: chon vao icon chirc ning # [xuit bao cdo diém
danh] dé xuat bao c4do di€ém danh cudc hop

Nhap tiéu d& Q -Tét cé- v Tir nga Dén nga: +  Thém phién hop

1 Phién hop ngay 19 13:00 19/08/2019 16:00 19/08/2019 sdsd ( i) F @ e

Man hinh danh sach phién hop

> Click vao button ¢ trén dé xut file béo cdo diém danh tong hop; c6 thé xuat
bao céo tong hop theo cac diéu kién tim kiém
> Click vao button ¢ dong ban ghi phién hop thi xuit bao cao diém danh chi tiét

111.2.2.6 Xem lich sw xwr ly phién hop
> Phan quyén: Quan tri hé théng, quan tri lich don vi
> Truy cap: Quan tri hé théng, quan }ri lich don vi truy cap vao chirc nang Quan
ky phién hop -> Chon phi€n hop can xem lich st xtr Iy-> Cap nhat phién hop.
Trong giao dién cap nhat thong tin phién hop hién thi chirc nang “Xem lich st
xu ly”

Nhém tai ligu hop +

Ngubi duyét tai lidu: + Them nguoi duyat

Chi cap nhat tai liéu sau khi lich da céng bd

Cho phép thanh phan tham du hop xem truge lich
Lruchaxily | congbs [EEY

STT Ngudi cap nhat Thai gian cap nhat a Trang thai phien hop

1 Nguyén Thanh 15:23 14/09/2019 Cép nhat Cherxir Iy

2 Nguyén Thanh 15:22 14/09/2019 0 Cong b

3 Nguyén Thanh 14:55 14/09/2019 Cong bo
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111.2.2.7 Nhdén bdn cudc hop
Pé nhén ban 1 cudc hop, trén danh sach phién hop, chon vao icon O

[ —
= Quén b lich hop N Nhap tidu d& Q Tatcad - Tir ngay Dé&n ngay @ +  Thém phién hop
= : Chirc nang nhan

Béo céo Kétluan Thai gian kat bén cuse hop

Thoigianbatdau  thic Dia diém
E Quan tri ~
o . S I, 11:00 12:00 Phéng hop loan ST & &9 0
Quén Iy phién hop 1 Hop Hai d&ng bAu clr HOND céc cdp khoa X 107112019 19/11/2019 tost ~ D3 duy B o

Az s kama han

Man hinh danh sach phién hop

- Khi d6 hé théng hién thi man hinh cap nhat phién hop véi dir liéu cac truong
thong tin s& dugc nhan ban gidng hét cudc hop duge nhan ban

- Ngudi dung thuc hién cép nhat dit liéu cac trudng thong tin theo ¥ mudn va
nhan nat [Cap nhat] dé hoan thanh thém mdi 1 phién hop

Luu y:

- Truong hop hé thong Bdt cau hinh ‘Kiém tra phong hop trong’ thi bat budc
ngueoi ding phdi thay doi thoi gian hop dé tranh bi triing, néu trimg thi khéng
thém duoc

- Chi nhdn ban cdc dir liéu trén man hinh Phién hop, Khéng nhédn ban biéu quyét
gan voi cugc hop

II1.2.2.8  Xuit file danh sich hop
- Phéan quyén: Nguoi dung cé vai tro “Quadn tri h¢ théng murc don vi” hoac “Quan tri
lich don vi “
- Toém tit: cho phép ngudi dung xuat file danh sach lich hop theo cac diéu kién tim kiém
- Truy cép: Menu Quan tri >> Quan ly phién hop

« o
== Trang chil Nhap tiéu dé .. Q -Tatca v Tir ngay Dén nga B4} + Xudtfile | + Thém phién hop

E Quantri >

Théi gian bit Thai gian két
Quan ly phién hop dau thie Dia diém
Quan Iy bigu quyét . - R 11:.00 16:00 phéng hop T T g enn
1 Hop giao ban tudn 071 ky 1 ndm 2020 03/01/2020 03/01/2020 ] (voaduer ) B = o
Quén ly chie danh
Quén Iy don vi R 09:00 10:00 phonghop gz ® % e 0
'y 2 Bdo cdo tdng két ndm 2019 23/12/2019 23/12/2019 p (voEduyie ) @ oo

Ouan 16 lign kat

- Thuyc hién tim kiém theo diéu kién tim kiém sao cho c6 dit liéu tra vé, chon nut [Xufit
file], dé xuat file bao c4o dinh dang excel. Biéu mau nhu dudi
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Thong ké tinh hinh cac cudc hop

Tir ngay: 01/10/2019 Dén ngay: 31/122019
STT|Téu Cuge hep| 2% brey bat ““‘i‘:: ket Chi tri Hj tre D:;h:;::;i:n D“":jg:::::]’: 8 | Biduquyét | Bio cao két luin
i
3

I11.2.3 Quan Iy biéu quyét/Lay y kién
< Tao biéu quyét ngoai cudc hop
> Phan quyén: Nguoi dung c6 quyén truy cap menu: Quén Iy biéu quyét
» Truy cap: Quan tri ndi dung/Quan tri/Quan 1y biéu quyét

B3 Trang cha

=] quénlylich hop ~ uy&
Bao céo K&t luan Gi ta Thai gian xuat ban Thai gian héthan Phign hop
E Quan tri ~ 1 Testky s& loanbt 15/07/201911:20 23/07/2019 00:00 Biéu quyét
Quan ly phién hop 2 Test trong cude hop loanbt 15/07/2019 11:10 24/07/2019 00:00 Bigu quyét

an ly bie &t
Quan 1y bigu quye 3 Bigu quyst ngoai cuse hop leanbt 15/07/2019 1105 18/07/2019 00:00

Quan ly chire danh

4 Naidung 2 khéng bio mat, khéng kj 5 admin 15/07/2019 10:15 18/07/2019 00:00 Bigu quyét (vian) ® &
Quén ly don vi
Quén I lien ket 5 :i'iﬁ;:il'w béo mét. o6 ky 55, 06 gl admin 15/07/2019 10:10 17/07/2019 00:00 Bigu quyst (i) ® &
y
Quan Iy menu
Téng s8: 5

Quan Iy nhan su

Man hinh danh sdch céu héi biéu quyét trong cudc hop

> Tim kiém: cho phép tim kiém theo [tiéu dé ndi dung biéu quyét]
> Thém méi ndi dung biéu quyét/Liy ¥ kién: Chon vao nit [Thém méi] hé
thong hién thi man hinh thém cau héi nhu duoi
Them méi noi dung lay y kien

Tiéu dé: *

Loai ngi dung lay y kién @ = 840 mit
Ky 56 xéc nhén bicu @ | Cé sir dung chifky 55
quyét
Giri SMS/Email: @[ | Co gli SMS/Email

File dinh kém &File dinh kém

Théi diém phét hanh: * o . Thai diém hét han: *

Ngudi theo déi  +Thém nguéi theo dbi
Don vi 1dy ¥ ki€n  + Thém don vi I3y § kign

Nhén vién I3y § ki€n +Thém nhan vién 13y ¥ ki€n

Nai dung 4

MNdi dung lay ¥ kién: *

¥ kign khac:

Bép an: * n

Man hinh thém cdu héi biéu quyét trong cudc hop
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>

>

>

>

K&t qua bigu quyét: Test ky s6

cl

Loai ndi dung lay v kién: Bdo mdt/ khéng bdo mdt twong g véi viéc hién thi
két qua biéu quyét cong khaz/Khong cong khai tuong u’ng Vi nguoi biéu quyét

Ky sd x4c nhan biéu quyét: ¢d sit dung thi sé ¢ phai ky s6 xdc nhdn khi thue hién
biéu quyét/cho y kién, nguwoc lai thi khong can ky so

Guri sms/email: chon 6 givi thi hé thong sé giki sms/email 101 6 di¢n )
thogi/email cua nguoi dung khi nguoi ding dwoc gan la ldy y kién cho biéu
quyét (Luu y: nguoi dung phdi kich hoat nhan sms/email o thong tin ca nhan)
Thoi gian phat hanh: thoi gian bt dau hién thi cho phép ngwoi dimg tham gia
biéu quyét(phdi nhdp thoi gian sau thoi gian hién tai)

Thoi gian hét han: sau thoi gian nay thi biéu quyét sé khong hién thi, khéng cho
phép thuc hién biéu quyét

Nguo1i theo doi: Sé diroc xem noi dung va két qua ciia biéu quyét

Pon vi 13y ¥ kién: Nguroi co quyen Tlep nhan phleu 14y ¥ kién/biéu quyet cua
don vi d6 sé duoe biéu quyét/cho y kién twong vmng véi ndi dung dwoc gan doé
Nhan vién 14y v kién: sé duwoc quyén biéu quyét/cho ¥ kién twong iing véi ndi
dung duwoc gan

Chon nat s RN A RSN @8 thém c4c cAu hoi biéu quyét

Dé thém cau tra 16i cho cau hoéi: nhap cau tra 161 va nhan chon vao nit

Sau khi nhap dir liéu chon vao [Luu nhap] dé luu nhap ndi dung lay y kién,

chon [Giri] dé gui ndi dung biéu quyét/Lay ¥ kién t6i ngudi tham gia biéu
quyét/Lay ¥ kién

Cap nhat: Chck # 3 vao man hinh cap nhat cau hoi biéu quyét (chi cap nhat
dugc biéu quyét chua dugc xem, hay da c6 nguoi cho biéu quyét/y kién, nguoc
lai icon nut sira sé& bi 4n di)

X6a: Click @ dé xo6a cau hoi biéu quyét (Biéu quyét di co ngudi biéu quyét
thi khong dugc xoa, icon nut xoéa sé bi an di)

Xem két qua biéu quyét: click vao & dé xem két qua biéu quyét

Théng k& theo dép én  ~ Y loc

100% (1 phiu bau)

0% (0 phigu bau)

0% (0 phigu bau) @ Papéanl1(1/1) @ Dépéan2 (0/1)
@ Dép an 3 (0/1) Diép &n 4 (0/1)
Dap &n 5 (0/1)

0% (0 phigu b3u)

Y ki&n khac

Man hinh xem két qua biéu quyét
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> Co thé loc két qua theo dap an, ca nhan, don vi
> C6 thé di chudt vao S6 phiéu bau trén timg dép 4n dé xem danh sach ngudi bau
chon ¥ kién/dap an dé

< Thém biéu quyét trong cudc hop
> Phan quyén: Nguoi dung vai tro Tao lich/Quan tri lich don vi
> Trén danh sach phién hop, dé thém bicu quyét/Lay y kién trong phién hop thi
nguoi dung chon vao icon @ [Quan 1y biéu quyét] trén danh sach:

% HE THONG HOP KHONG GIAY TOY
%/ UBND TPHCM

Q . + Admin UBND TPHCM

B3 Trangchu

E Quan If lich hop . Nhap tieu dé Q -Tatca- v + Thém phién hop

Bio cdo K&tluan i gi Théi gian
k&t thic Dia diém Trang thai
[ Quinwi v
" 2 s 07:00 14:00 Phéng .
& - = =
Quan Iy phién hop 1 Hop trac ddi kinh nghiém trin khai hé théng E-cabinet 26/06/2019  26/06/2019  Haop 01 @Izl- g

Quan ly chie danh 00:00 23:.00 Phong
e A~ . DA duyét rg =
o 2 Hop téng két k& hoach quy Il nam 2019 22/06/2019  22/06/2019  Hop 02 & e =g
Quan ly don vi
Quan Iy lin ket 3 Hop trién khai hé théng phin mam Hop khang gidy 1 1200 17:00 Phong @ % e B

24/06/2019  24/06/2019 Hop 01

i b

Man hinh danh sdch céu héi biéu quyét

Sau khi click vao icon @ thi hé théng hién thi man hinh thém cau hoi biéu quyét: c6
thé thém nhiéu cau hdi bi€u quyét

Nhap ndi dung |8y y kién/bigu quyét.. + Thém mdi

Ngu&i tao Théi gian xuat ban Thai gian hét han Phizn hop
1 Testkysd loanbt 15/07/2019 11:20 23/07/2019 00:00 Bidu quyét ® ¢
2 Testtrong cude hop loanbt 15/07/201911:10 24/07/2019 00:00 Biéu quyét ® @

Man hinh danh sdch néi dung biéu quyét cia 1 phién hop

>> Thyc hién thém biéu quyét nhu thém bén ngoai cudc hop nhu huong dan bén trén.
Luweu y: Hé thong tw dong gan nguoi tham gia biéu quyét nhir sau:

+ Nguoi theo doi = Chu tri phién hop

+ Pon vi lay ¥ kién = Pon vi tham gia biéu quyét

+ Nhan vién lay y kién = C4 nhan tham du
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Thém méi ndi dung 13y y kién
%’hénh phan chinh
Tieu de: *

Nhap tiéu dé néi dung Iy  kién

Loai ndi dung lay y kien @ = Baomat

K7 o6 xéc mhanbiy @ Cssicung chirky 35 Biéu quyét trong phién hop. Khi thém mai,
e hé théng tw dong fill théng tin nhw sau:

Gui SMS/Email: ( C6 giri SMS/Email
Ngwoi theo ddi = Chd tri
&File dinh kém Pon vi lay y kién = Don vi tham dw
Nhan vién lay y kién =Ca nhan tham dw

File dinh kém:

5i dicem oht hanh: *
Thi digm phathanh: t

Ngubi theo déi +Them nguoi theo dai
Nguyén Thanh &
Don vjlay y kién +Them don v ldy y kign
Nhan vién Iy y kién +Them nhan vien lay ¥ kign
LevanHall ™ M
Nguyén Hoa & A e
NguyénThanh @ A M

Thém néi dung gy  kign +

I11.3 Quan trj hé thong

Tém tit: Chic ning cho phép quan tri hé thdng trén don vi doc lap, cac thong tin
thudc don vi doc 1ap s€ chi hién thi trén don vi do.

Phan quyén: Nguoi dung vai trd ‘Qudn tri hé thong mire don vi’

HE THONG HOP KHONG GIAY TO' VNPT-ECABINET ] ] + Quin tri UBND SLA

UBND TiNH SON LA Lich g&n nhit Lich cé nhan Tai ligu cé nhan Lich don vi Lién két khac
1 & Quén tr] ngi dung
22 Thang tin ¢ nhan

@ Trangchd > Lich don vi

Lich tuan v < Tusn 27 > 3% Cau hinh hé théng

4@ Dang xudt

Thu 2
01/07/2019

Thu 3
02/07/2019

Thir 4
03/07/2019

Thu 5
04/07/2019

Thur 6
Man hinh khi dang nhap bcing tai khoan quan tri hé théng mutc don vi

Chon vao tén tai khoan & goc trén bén phai dé truy cap vao cac chirc ning
1. Quan tri ndi dung: dé truy cap vao phan [Quan trj hé thong]
2. Thong tin ca nhan: Dé vao xem va cap nhat théng tin ca nhan
3. C4u hinh hé théng: Pé cau hinh hé thong
4. Pang xuét hé thong
Khi truy cap menu [Quan tri ndi dung] thi h¢ thdng hién thi man hinh quén tri (Phan
Backend cuia hé thdng) nhu sau:
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@ HE THONG HOP KHONG GIAY TO'

7 UBND TRHCM Q .  Admin UBND TPHCM

B3 Trangchi

Trang quan tri ni dun
=] auanlylichhop 94 T 9

Bao cdo Két lun

E Quan tri v
Quan ly phién hop
Quan Ij chirc danh
Quan ly don vi
Quan ly lién ket
Quén 1§ menu
Quan ly nhan su
Quan ly khach mai
Quin 1j shém nhn vién
Quan ly phang hop
Quan ly loai phién hop
Quan ly tin tic

Ao 1 abamiin s

Man hinh quan tri hé thcfng muec don vi-UBND TP HCM

I11.3.1 Quén ly don vi doc lap

111.3.1.1 Thém, svwa, xoa don vi doc lap

> Truy cap menu: Quan tri hé théng/Quén tri don vi doc lap
> Phan quyén: Tai khoan Quan trj toan hé théng
» Churc nang cho phep nguoi dung quan 1y thong tin cac don vi doc lap trén he
’ théng, cho phép thém, sura, x6a don vi doc 1ap
H¢ thong hién thi nhu sau:

%, PHONG HOP KHONG GIAY
s BOPHAN HO TRO ITKV4

+ Them donvj

Hién thi 0 - 0 ca D K&t Qua

Man hinh danh sach don vi doc lap
> Tim kiém: cho phép tim kiém theo [Tén don vi]
> Cap nhat: Click & dé vao man hinh sira/cap nhat thong tin don vi
> Xéa: Click @ dé x6a don vi: chi cho x6a cac don vi khong cé rang budc
> Thém méi: Click dé vao man hinh thém méi don vi, hé théng hién
thi nhu hinh dudi.
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Thém méi don vi
Ten don vi:(%)
M3 don vi:
Tén vit tat:
Dia chi:
Dién thoai:

Loge: & Tii logo

Trang thai: 4

b
Man hinh thém maoi don vi doc lap

Luu y:
> Mac dinh sau khi thém don vi déc ldp thi don vi sé la con ciia don vi cha nhat
trén hé thong va hoat dong nhw 1 don vi doc ldp
» Khong dwoc phép thém don vi co tén hodac ma da ton tai
» Trang thai phai duoc check chon thi don vi méi hoat dong
111.3.1.2 Tao tai khodn c6 quyén qudn tri hé thong mirc don vi ciia don vi déc

lap

> Budc 1. Sau khi tao don vi doc 1ap, thuc hién truy cap vao don vi doc 1ap vira
tao

»3, PHONG HOP KHONG GIAY
@' BOPHAN HO TRO ITKV4

~ Quin trj don vj dc lip

B phan hd trg ITKV4
B0 phan hé trg ITKV4
Trung tam phat trién 1
Trung tam nghién ctiu
@ Dang xudt

85 Trangchi

PR Nhép don v
E Quan trj hé theng '
Quan Iy don vi déc lap

) quanylich hop >

1 Trung tam nghién clu FEa

B quinti > 2 Trung tém phattrién 1 LU

Hién thj 1 - 2 cua 2 Két Qua.

> Bl;('wc 2: Truy cép menu: Quan tri >> Quan ly chirc danh: Tao chttc danh QT hé
thong murc don vi

+ . PHONG HOP KHONG GIAY

=%  BOPHAN HO TRQ ITKV4

B3 Trangchu {”j

[E) Quinwihethang > N tén chirc:dank 3 +  Thém chirc danh

B quan Iy lich hop >
1 VNPT_Net 020 Chuyen vien o
2 UNPTNerO19 Thr ky @ a
Quén Iy phien hop
3 UNPT_Net 018 Phé Chanh Van phang Bang Uy @ o
Quan Iy biéu quyét
4 VNPT_Net.017 Chanh van phong Dang Uy o
Quén Iy chuc danh
- 5  UNPT_Nel016 Ph6 Bf Thir Boan Thanh Nién @ &
Quan ly don |
Quin 1§ lién kat 6 VNPT_Net_015 Bi Thur Doan Thanh Nien Z o
g 7 VNPT Net 014 Ph6 Chi tich Cong doan ral |
Quén iy nhan su 8  UNPT_Net013 Chil tich Céng Boan @ o
Quén I khdch mf 9 VNPT_NeL012 Pho BI Thu Dang Uy Za
Quan Iy nhém nhan vign 10 VNPT_Net_011 Bi Thur Bang Uy o
Quinly phéng hop Hig thi 1 - 10 cia 20 K&t Qud n 5 .
Quén Iy loai phién hop

Quén Iy tin e

Quén I chuyén muc

Thém mai chire danh:
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Thém mai chire danh

Ma chiic danh: Nhap ma chire danh..

L e
Tén chire danh: Quan tri hé théng mic don vi |

Trang théi: * @ = Kich hoat

> Budc 3: Truy cap menu: Quan tri >> Quan 1y nhan sy: Thém mdi nhan sy, va
gan vai tro ‘Quan tri hé thong murc don vi’ cia don vi doc lap.

Thém méi nhan su
Donvi: *

5 =Bg phan hé tro ITKV4

Ho va tén: * . ; Chire danh: * . .
: Nhap ho va tén Téng Giam déc v

. e
Noay sinh: dd/mm/yyyy Gii tinh: Nam v

*

$6 dién thoai: Email: *

Nhap so dién thoai Nhap ema

o

Dia chi: Nhép dia ch

. -

Taikhoan: Nhap tai khoan..
Nhap mat khau: * X&c nhan mat khau: * L
Nhap xac nhan mat khau
Vai tré: n
Anh dai dign: &3T3i anh dai dien

Chir ky:

&Tai chir ky

Man hinh thém nhan su
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Gan vai tré

STT T‘ekl; nhom nhéan vién
| 1 Quan tri mirc hé thédng mdrc don vi |

2 Quan tri lich don vi

3 Tiép nhan lich don vi

4 Bao cdo két luan hop

w

Dang ky lich hop

[=)]

Ngudi dang hé théng
7  Lanh Pao co thu ky hé trg
8 Chuén bi tai liéu hop don vi
9  Ti&p nhan phi&u &y y ki&n/bigu quyét
10  Hé trg chung
Man hinh gan vai tro
Luwu y: Sau khi tao xong tai khoan quan tri hé théng mirc don vi s& c6 quyén quan tri

hé thong muc don vi, va import dir li¢u nhan sy, don vi, chttc danh, vai tro cho don vi
do.

I11.3.2 Quén ly giao dién theo domain
Phin quyén: Acc vai tro Quan tri hé thong muc cao nhat
Truy cap: Menu Quan ly giao dién domain
Tém tit:
- Chuc nang cho phép quan tri hé théng thuc hién céc cu hinh giao dién h¢ théng theo
tung domain
- Khi thyuc hién c4u hinh thanh cong trén domain nao, thi khi truy cdp vao domain giao
dién s& hién thi theo cau hinh da cap nhat.
Man hinh danh sach domain

S e
2) Quantri hé thing > #  Domain Tén donvi Thisi gian tac. Trang théi Thao tic
Quan 1y don vi dée 1ap 1 hupsftest ecabinetyn Pon vitest 19/03/202011:46:34 Hoat déng Z &
Quén I nhan vién quén tri
) 2 hupiflocalhosta181 MKV 20/03/2020 152500 Khéng hoat déng Za
Guan 1§ c3u hinh hé thang
siiftestz ecabinet, 3m K - /2012020 51 5 g
) THrEETTED - 3 hupsiften2ecabinetin Trung t8m Kinh doanh VNPT - Long An 3/20/2020 5:01:13 PM Hogt déng 8

Loai di tuong khach hang Hién thi 1- 3 clia 3 K&t Qua
Trang théi trié khai
Thanh phan d3 trién khai

Thém thanh phan trién
kha

() Quanly giao dién Domain-

Quén I gias dién

Form danh sach giao dién theo domain
- Trén danh sach co thé tim kiém giao dién theo Tén domain
- Chon vao cac icon [Cap nhat]/[X6a] twong tng trén danh sach dé Cap nhat/Xoa twong
ung ban ghi
- Chon vao [Thém domain] dé vao man hinh thém maéi
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Cap nhat giao dién theo Domain

Domain Tén domian cd dang : hitp:/fabc.xyz
Tén don vi . .
&n don vi
Trang thai
Trang d”én!; nhép
Anh Dai din @Tai file
Icon dai dién T file
Tén img dung
Théng tin ban
quyen
M& mau
background
M& mau nut
dang nhap
Giao dién trang trong
Anh nén header Téi file
M3 mau toan trang
Chon don vi Chen donvi
Logo don vi @Tai file

i
Form thém maoi cap nhat giao dién theo domain

Sau khi cau hinh c4c thong s6 , an nat [Cap nhat] dé hoan tat cau hinh.

Cau hinh duoc kich hoat thi khi truy cap vao domain hé thong s€ hién thi theo cau hinh tuong

ung nhu sau:

M3 mau
background

Phan thay déi giao dién trang dang nhdp theo cau hinh
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a [} ] B =] e 6 ok -
Léy ki Lich giin nhik Lich cd nhin Taihgu cdnhin Lich donvi Lién kék khic & Q BT s

" - Anh header
oo Logo don vj . Ténbonvi J
e m——-—m! b

Thir2
16/03/2020

Thid M& mau
17/03/2020 2
0 toan trang
Thir 4
18/03/2020

This
19/03/2020

Thiré
20/03/2020
ThiET
21/03/2020

Chi nhat
22/032020

Logo don vi
— .
« »
nhs jnn Thi
ién

_ ECABINET CHAT o

Phan thay déi giao dién trong

I11.4 Quan tri hé théng mirc don vi
II1.4.1 Quan ly don vi

» Truy cap menu: Quan tri/Quan ly don vi

> Phan quyén: Quan tri hé thong /Ngudi dung dugce phin quyén truy cip menu
‘Quan ly don vi’

» Chtic nang cho phép ngudi dung quan 1y don vi doc 1ap theo cap cha con gdm
cac chtrc nang: tim kiém, thém, stra, x6a don vi

@ HE THONG HOP KHONG GIAY TO

7 UBND TRHCM & . v Admin UBND TPHCM

B3 Trangcha

Danh s&ch don vi

Quén Iy lich h -
B quinylichhep Téng s& don vi : 4 don vi
Bao cao Két luan -
2 @ & UBND TPHCM Hoat
E Quan tri “ @

& & van phong UBND TPHCM B &
& & Lanhdao UBNDTPHCM & [
& VNPT Thanh Phe Ha Chi Minh B 5 [ZEET)

Quan Iy don vi $E>Trm‘:mg DHYDUOCHCM B & T

Quén Iy lien két

Quan Iy phién hop

Quan ly chuc danh

Man hinh Quan ly don vi

> Nhap tén don vi dé tim kiém theo két qua dé xudt hé thdng hién thi twong g
> Chon® dé vao cap nhat don vi

» Chon 5 dé vao x6a don vi

> Chon [Tao méi] dé vao man hinh Tao méi don vi.
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Thém moi don vi

Tén don vi:(*)

Bon vi cha:
’ VEn phéng UBND TPHC! | ~
° EUBND TP HCM
@ & Lanh dao UBND TP HCM
9 Zv3n phong UEND TP HCM
Ma don vi:

Tén viét tat:
Pia chi:
Bién thoai:

Trang thai: @@ | Hoatding

Fr—— i
Man hinh thém moi don vi
Luu y:
» Chi thém don vi thuoéc don vi doc lap hién hanh twong ung
» Chi cho chon don vi cha co trang thai ‘Hoat dong’
> Khong dwoc thém moi don vi da t6n tai trén cung don vi cha

II1.4.2 Quan ly chirc danh
» Truy cap menu: Quan tri/Quan ly chirc danh
> Phén quyén: Quan tri hé thong /Nguoi ding duge phan quyén truy cip menu
‘Quan ly chuc danh’
> Chl'xc nang cho phép quén 1y chirc danh trén don vi ddc 1ap hién hanh, g6m tim
_kiém, thém, stra, x6a chirc danh
H¢ thong hién thi nhu sau:

HE THONG HOP KHONG GIAY TO
UBND TPHCM

o . ~ Admin UBND TPHCM

B3 Trang chi

E Quan Iy lich hop . Nhap tén chic danh + Thém chirc danh

Béo cao Két luan STT Ma chirc danh Ten chiic danh Thao téc
= quantr v 1 Khac Khéc [Eal - |

Quén Iy phién hop 2  QTHT Quén tri hé théng &
Quan Iy chic danh 3 CTUBND Ch tich UBND TPHCM =g
Quan Iy don vi 4 PCTUBND Phé chi tich UBND TPHCM Z &
Quan Iy lién k&t 5  CVPUB Chanh Vin Phong Z 8
Quén I menu 6 CHVN Chuyén Vién Z a8
Quén Iy nhan sy B .

7 DBU DaiBigu &g
Quan Iy khach mai

8 T Giam B&c TTTH (- |
Quén Iy nhém nhan vién

9 BLD Dai Dién Lanh Dao = a
Quén ly phong hop

10 LDIT2 Giam dde VNPT IT2 =@
Quan Iy loai phién hop
Quan Iy tin tic Hign thi 1- 10 cia 18 K&t Qué n PN
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Man hinh danh sach chirc danh

> Tim kiém: cho phép tim kiém theo [Tén chirc danh]
Cap nhat: Click @ dé vao man hinh cap nhat chirc danh

> Xoa: Click @ dé xo6a chirc danh(Chirc danh da thém cho nhan sy thi khong
duoc x0a)

\4

> Thém méi: Click Inilkkisilsttetll (¢ vao man hinh thém mdi chirc danh cho
don vi doc 1ap hién hanh:

Them mdi chire danh

Ma chire danh:
Tén chirc danh: *

Trang théi: * (@ | Kichhoat

Man hinh thém moi chire danh

Luu y:
» Chirc danh thém cho don vi nao thi chi duoc dung trén don vi do
> Khong thém trung chirc danh trén cung 1 don vi

I11.4.3 Quaén ly nhan sy

111.4.3.1 Thém nhan sw bang chirc ning “Thém nhén suw”
> Truy cap menu: Quan tri/Quan ly nhan sy
> Phan quyén: Quan tri hé thdng /Nguoi ding duge phin quyén truy cip menu
‘Quan ly nhan sy’
» Chirc nang cho phep quan ly thong tin nhan sy thudc don vi doc 1ap hién hanh,
g6m tim kiém, thém, stra, x6a, gan vai tro nhan su
Hé thong hién thi nhu sau:
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«n HE THONG HOP KHONG GIAY TO'
=/ UBNDTPHCM

o . + Admin UBND TPHCM

B3 Trang chi

8 e Nhap tén nhan sy Chon daon vi v Chon chircdanh + Thém danh muc
E Quan ly lich hop ~

Béo cao K&t lugn

Ho va ten Chic danh Trang thai Thao tac
E Quan tri -
Van phong UBND 0. Ngd Xuan Giam déc Vién théng . . —
dong 74
Quén I§ phién hop 21 TPEEY Tt LT Nam 0987654345670 ngoxuantrqggqueng@gmail.com o
Quén Iy chirc danh L&nh dao UBND TP
22 Hach % RTTTH Dai Bidu Nam 0987654 nguyenthanhpho@gmail.com @ @&
Quan ly don vi

e L Lanh dao UBND TP . .
Quén Iy lin ket 23 Hach = P KSTT Dai Bidu Nam 0918600689 nphong@gmail.com @ o

Quén Iy menu
Lanh dao UBND TP

N - & . — =
Quin Iy nhan si 24 e PTH Dai Bigu Nam 09876543 nguong@gmail.com @ o

Quén I khdch mdi Lanh dao UBND TP
S REE Dai Bigu Nem 09876543 nguyehphong@gmail.com & J

Quén ly nhém nhén vién

N Lanh dao UBND TP . _
Quén Ij phang hop 26 Hach % S8 KHOT Dai Bidu Nam 008765432 nguyeng@gmail com @ &

Quén Iy loai phién hop
Lanh dao UBND TP . .
Quén 1 tin tic 7 e SETTTT Bal Bigu Nam 098765432 nguyenthanhphong@gmail.com z o

Man hinh danh sach nhan su
> Tim kiém: cho phép tim theo cac diéu kién: Tén nhan su/Pon vi/Chirc danh
> Cap nhat: Click @ dé vao man hinh cép nhat thong tin nhan sy
> Xoa: Click @ dé x6a nhan su, hodc click [X6a nhan sy] trén man hinh cap
nhat
> Thém méi: Click dé vao man hinh thém méi nhan su cho don vi
doc 1ap hién hanh:
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Theém moi nhan su

Pon vi: * .
' Lanh dac UEBND TP HCM

¢ Y UBND TPHCM

Hova tén: * Chire danh: * A
: Ihdp ho va t&n Khac
Ngay sinh: * Gigi tinh: *
dd/mm/yyyy am
S6 dién theai: * . Email:*
Dia chi: *
Taikhoan:* .
Nhap mat khau: = Xac nhan mat khau: *
Vai tro: n
Anh dai dign:

&aTai 4nh dai dién
Chif ky:

Gan Gy quyén: n

Trang thai: * @@ | Kich hoat

&T3i chif ky

Man hinh thém moi nhan sw
> Ngudi dung nhap diy du cac truong thong tin bit budc.
> Luu y: Khi nhap vao truong ho va tén thi ty dong chuyén dbi sang trudng tén
tai khoan, theo dinh dang [Ho va Tén] -->[hovaten]. Trudng hop trung tén tai
khodn thi ty dong tang Ién 1, theo dinh dang [hovatenl]
Click E d@ phan quyén cho nhan vién
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1 Quan tri murc hé théng mire don vi
2 Quan tri lich don vi
3 Ti&p nhan lich don vi
4 Bao cdo két luan hop
5  Bangky lich hop
6  Ngudi ding hé thdng
7  LanhDao cé thu ky hé tro
8 Chuan bi tai liéu hop don vi
Pon vi:
° & uBND TRHCM®
& Lanh dao UBND TP HCM
& Trudng DH Y DUGC HCM

& Vin phong UBND TP HCM
&G VNPT Thanh Ph3 H5 Chi Minh

Huy

Man hinh phén quyén nhan sy

V61 cac Nhém nhan vién cho don vi dgc 1ap s€ c6 cac nhom vai tro co dinh la:

>

>

Quan tr1 murc hé théng muc don vi: La nhém co quyén quan tri trén don vi hién

hanh (toan quyén)

Quan tri lich don vi: quan tri lich don vi doc lap, c6 thé tao lich hop, duyét lich

(Cong bb lich), duyét tai liéu (cho phép hién thi hay an trén cudc hop), duyét

danh sach nguodi tham gia, danh sach don vi tham gia cudc hop

Tiép nhan lich don vi: Quyén nay cho phép ngudi dung tiép nhan cac cudc hop

ma don vi d6 dugc gan vao, khi dé nguoi dung dugc phép gan nguodi thudc don

vi d6 tham gia vao cudc hop tuong tng.

Dang ky lich hop: Quyén nay cho phép nguoi dung co quyén Tao lich hop cua

don vi & trang thai ‘Chd duyét’ va hé thong sé chuyén cho ngudi c¢é vai tro
‘Quan tri lich don vi’ duy¢t

Chuan bi tai liéu hop don vi: Ngudi dugce gan quyén nay sé phai thay mat don

vi thuc hién chuan bi tai liéu cho cudc hop ma don vi d6 duge gan 1a “Pon vi

chuan bi tai lidw’

B4o cao két luan: Ngudi ding gan quyén nay sé thay mat don vi thyc hién béao

cdo két qua thuc hién theo két luan cua 1 cude hop ma gan don vi bao céo 1a

don vi do.

Ngoai ra cac nhom nhan vién khéc c6 thé tao trén myuc QL nhém nhan vién
Dé nhdém nhén vién c6 thé truy cdp cdc menu chuc nang thi can gdn nhom nhén vién
vao cac menu tuong ung trén muc QL menu (hudéng dan bén dudi)
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Luu y:
» Khong duoc thém nhan sy trung email va tai khoan truy cdp
» Khong duoc xoa nhan sy o trang thai ‘Hoat dong’'(Kich hoat)
> Viéc gan uy quyén tdi khoan, thi tai khoan dugc 1y quyén sé cé cdc quyén
giong nhu tai khoan uy quyén

111.4.3.2 Import nhan sw
> Truy cap menu: Quan tri=>Quan ly nhan sy
> Phén quyén: Quan trj hé thong
» Chtrc nang cho phép import danh sach nhan sy, chirc danh, vai tro, tai khoan,

d

DuLieuKhoiTao-Temp

don vi... theo mau template sau; 2% (1sx

Hé théng hién thi nhu sau:

Nhap tén nhan su... Chon don vi ~ Chon chuc danh ~ M

Chire danh Gidi tinh 1 a Thao téc
1 Phong PM2 Nguyén Hoa Nhan vien Nu 0900000000 email3@gmail.com (1o ) = o
2 Phong Tai Chinh Lé Van Thanh Phé phong Nam 0900000000 email2@gmail.com ( + Hoat déng ) @ o
3 Phong QLSP Lé vanHa Truéng phong Nam 0900000000 email1@gmail.com (v Hoatdong ) & @
4 vanphong Nguyén Linh Nhan vién Nu 947435544 mail4@gmail.com (  Hoat déng ) o
5 Van phong Nguyén Hoa Nhan vién Nu 947435589 mail3@gmail.com (v oat dong ) [E2N |
6 Vinphong L& Van Hai Phé phong Nam 947435588 mail1 @gmail.com (~ Hoataong ) o
7 Vvanphong L& Vvan Nam Trudng phong Nam 947435587 mail2@gmail.com [  Hoat déng ] o
8 Don vi_TestSV Nguyén Thanh Quén tri don vi Nam 0989878765 hhhhh@gmail.com (v Hoatdong ) Z o

Hién thi 1 - 8 cia 8 K&t Qua.

Man hinh quén 1y danh sach nhan su

> Nhan vao chtic nang “Import dit liéu” hé thong hién thi 1én giao dién sau:
i =

Import théng tin

1. Nhap mét khdu méc dinh chung
cho tat ca tai khoan nhén sw

Mat khau méc dinh: *

Filei 1
e impor &File import (xls) 2. Tai l&n file danh sach
= -
3. Nhén import

> Nguoi ding nhap cac thong tin trén form impot bao gdm: Nhap mat khau mic
dinh chung cho tat ca tai khoan nhan sy import, tai file danh sach nhan sy can
import.

> Sau khi nhan nat Import thi toan bd dir liéu duoc thém vao hé thong va hién thi
danh sach nhan sy kém theo thong bao thanh cong:
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Nhap l}w nhan s Chon don vi ~ Chon chirc danh ~ + Thémnhan su

Thao tac thanh céng. Report cac van dé sau import:Téng s& chirc danh import: 2
Téng s6 don vi import 1

Tai khoan da ton tai:hoangnamphong - Khang thuc hién import, bo qua.

Téng s6 nhan vién import 1

Tong sd chare danh import: 3

Téng sG don vi import 1

Tong 6 nhan vién import 4

Chirc danh 6 tir Trang théi Thao téc
1 Vanphong Nguyén Linh Nhan vién Nu 947435544 maild@gmail.com ( v @ o
2 Vanphong Nguyén Hoa Nhan vién Nu 947435589 mail3@gmail.com & o
3 Van phong Lé Van Hai Phé phong Nam 947435588 maill@gmail.com @ o
4 Vin phong Lé Vin Nam Trudng phong Nam 947435587 mail2@gmail.com @
5  Donvi_TestsV Nguyén Thanh Quan tri don vi Nam 0989878765 hhhhh@gmail.com (~ Hoatdéng ) o

Hién thi 1 -5 clia 5 Két Qua.

Luwru y: Phai nhip day du cac truong dit liéu va theo dung dinh dang file template khi
thuc hién churc nang import nhan suy.

I11.4.4 Quan ly menu
» Truy cap menu: Quan tri/Quan ly menu
> Phan quyén: Quan tri hé thdng/Ngudi dung duoc phan quyén truy cip menu
‘Quan ly menu’
» Churc nang cho phep nguoi dung quan Iy va phan quyén truy cip menu trén don
vi doc lap gom: Tim kiém, gan quyén truy cap menu

3 HOP KHONG GIAY TO . o
UBND TRHCM o . v Admin UBND TPHCM
5§ Trangchd
E] Quén If lich hop . Nh3p tén menu

Bdo cdo Két ludn

STT Ténmenu Duimg din
) quinti v 1 Quan I khich méi g kend/QLNhanSu/D aspx =
Quan|j phién hop 2 BaocaoKétluan q kend/QLKetLuan/DanhSachBeK| aspx e
Quén |y chirc danh 3 Danh sach bidu quyét /Pages/Backend/QLBisuQuyet/DanhsachBieuQuyst_NhanVien.aspx -: Hoat dirg) =
Quénty dom i 4 Gan Nhém nhan vién/Nhan vién/Don vi /Pages/Backend/QLNvNnvDv/DanhSachNnvNyvDv. aspx [£4
Qe 5 Quanly chuyén muc /Pages/Backend/QLChuyenMuc/DanhSachChuyenMuc.aspx (~Hoat déng ) [E;
6 Quénytintde /Pages/Backend/QLTinTuc/DanhSachTinTuc.aspx £,
Quén I khiich mi 7 Quanly phién hop /Pages/Backend/QLPhienHop/DanhSachPhienHop.aspx (Hostdéng ) =
Quan Ij nhém nhan vién 8 Quénly phong hop /Pages/Backend/QLPhongHop/DanhSachPhongHop.aspx =
Quén Iy phéng hop 9 Quanly két luan /Pages/Backend/QLKetLuan/DanhSachKetLuan.aspx =
Quan Iy loai phign hop 10 Quan Iy vi tri ngdi /Pages/Backend/QLViTri/DanhSachPhienHop_ViTri.aspx =

Quan Iy tin tic

S Téng 618 n . s
Man hinh Quan Iy menu
> Hé thong hién thi toan bd danh sach menu duoc gan cho don vi doc lap, co thé
tim kiém theo tén menu
» Chon & d& gan quyén truy cp menu cho nhan vién hodc nhom nhan vién
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Gan Menu cho Nhém Nhan Vién/Nhan Vién

Ténmenu * Danh séch biéu quyét

Gan nhén vién n
Gan nhém nhén vién n

Cap nhat Gan Huy

Man hinh cap nhdt menu

Chon B ¢ gan Nhén vién va Nhém nhan vién truy cip menu
Luu y:
> Mdc dinh hién thi todan bé menu quan tri ( gan cho don vi doc ldp) voi nguoi
dung thuoc nhom Quan tri hé théng murc don vi trén don vi doc lap twong ung
> Cdc menu trén trang chii sé hién thi véi toan bo nguoi ding.
» Con lai menu quan tri chi hién thi vé&i cac nhan vién dwoc gan truy cdp va nhdn
vién thugc nhom nhdn vién dwoc gan truy cdp menu

II1.4.5 Quaén ly va gan nhém nhan vién

1I1.4.5.1 Danh muc nhom nhdn vién
» Truy cap menu: Quan tri/Quan ly nhom nhan vién
> Phan quyén: Quan tri hé thong /Ngudi dung dugce phin quyén truy cip menu
‘Quan ly nhém nhan vién’
» Chirc nang cho phep quan ly nhom nhén vién(Vai tro) cho don vi doc lap hién
’ ha‘mh,ﬁ gom Tim ki€m, thém, stra, x6a nhém nhan vién
H¢ thong hién thi nhu sau:

wa. HE THONG HOP KHONG GIAY TO
-/ UBND TRHCM

oy . + Admin UBND TPHCM

BS Trang chd

B quan I lich hop - Nhap t&n nhém +  Thém nhém nhan vién
Bao cao Két luan STT Tén nhém nhén vién Trang théi
E] aquinti - 1 Linh9ao o

Quén Iy phién hop 2 VinPhong Z @

Quén Ij chirc darh Tongadi2
Quén Iy don

Quan Iy lién két

Quén Iy menu

Quan Iy nhan su

Quén Iy khach mai

Quan Iy nhém nhan vién

Quén Iy phong hop

Danh sach nhom nhan vién

> Tim kiém: cho phép tim kiém theo [Tén nhém nhén vién]

Cip nhit: Click @ dé vao man hinh cap nhat nhom nhan vién

> Xoéa: Click @ dé x6a nhém nhan vién(Nhom nhan vién di c6 rang budc thi
khong dugc xo6a)

> Thém méi: Click [Thém nhém nhén vién] dé vao man hinh thém médi nhém
nhan vién cho don vi doc 1ap hién hanh:

\4
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Cap nhat nhém nhan vién
Tén nhdm nhan vién *

Trang thai (@[ | Kichhoat

Man hinh thém moi nhom nhan vién

Luu y:
» Nhom nhan vién thém cho don vi nao thi chi duwoc dung trén don vi do
> Khong thém trung nhom nhdn vién trén cung 1 don vi

111.4.5.2 Gdan nhom nhdn vién — nhan vién-don vi
» Truy cap menu: Quan tri >>Gan nhom nhan vién/Nhan vién/Pon vi
> Phan quyén: Quan tri hé thong /Ngudi dung dugce phin quyén truy cip menu
‘Géan nhom nhan vién/Nhan vién/Pon vi’
> Tom tat: Chuc ning cho phép quan Iy gan nhan vién vao nhém nhén vién co
quyen trén tung don vi twong g, bao gom: thém, stra, x6a nhdm nhan vién
Hé théng hién thi nhu sau:

wa. HE THONG HOP KHONG GIAY TO
>/ UBND TRHCM

n . ~ Admin UBND TPHCM

BS Trang cht

Bao cdo K&t ludn STT Tén Nhan vién Tén Bon vi Tén Nhom Nhén vién
E Quén tri ~ 1 Biic Canh Vén phong UBND TP HCM F o
Chuzn bi tai liéu hop don vi
Quan Iy phién hop 2 TiénDiing Van phong UBND TP HCM Z o
Quén Iy chic danh 3 BicCanh Lénh dac UBND TP HCM F o
Dang ky lich hop
Quén Iy don v 4 TiénDiing Lénh dao UBND TP HCM F o
Quan Iy lién két 5 B/cNgd Minh Chau Lanh dao UBND TP HOM Z o
Quén Iy menu 6 BDS4NaiVu Lénh dao UBND TP HCM o
Quan 1§ nha Lénh Bao
uan Iy man sy 7 LéThanhLiém Lénh dao UBND TP HCM Zo
Quan If khach méi 8  ManhDing Vin phng UBND TP HCM =]
Quan Iy nhém nhan vién
9 Admin UBND TRHCM UBND TRHCM Z o
Quén Iy phong hop N Quan tri lich don vi
10 B/cHo Thi Quyén UBND TRHCM Z o

Quan Iy loai phién hop
Quén Iy tin tirc Hién thi 1- 10 cla 31 K&t Qua. n 2 3 4 s

Quan Iy chuyén muc

Gan Nhom nhan vien/Nhan

vién/Bon

Man hinhqdanh sach quan hé nhan vién/Pon vi/Nhom nhan vién
Trén danh sach co theé:

> Tim kiém: cho phép tim kiém theo:Tén nhém nhan vién/Nhan vién/Don vi

> Cap nhit: Click @ d vao man hinh cap nhat nhém nhan vién

> Xoéa: Click @ dé x6a nhém nhan vién(Nhom nhan vién da c6 rang budc thi
khong dugc x6a)

> Gan nhan vién- nhém nhén vién-Pon vj: Click [Gan nhan vién vao nhom]
de gan thém nhan vién vao nhom trén timg don vi
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Gan Nhan vién vao Nhom

Chon Nhém nhan vién

-Nhém 1@
Nhan vien/D it
an vien/Don vi
Tran Vinh Ha - Phéng Téng hop |Trudng phang o
Trén Binh Viét - Phang giai phap 2 Tén chic danh o
Mac Binh Chi- Phong gii phap 1 "Tén chirc danh |lﬂl

Man hinh gan nhom nhan vién

Chon vao n dé vao chon nhom nhan vién, va nhan vién vai tro trén tung don vi tuong
g, Sau d6 click nit [Gan nhan vién vao nhoém] dé hoan tat. Khi d6 nhan vién sé& co
quyén truy cdp chirc ning trong tng ma nhom nhan vién dugc gan vao trén don vi
dugc chon cho nhan vién

> Cdp nhdt chirc danh nhom nhdn vién tham gia hop
+ TH: khong cip nhat chitc danh nhan vién trong nhém, thi mic dinh 1y chirc danh
trén hé théng muc QL nhan su
+ TH: Cép nhét chirc danh nhan vién trong nhém thi khi gan vao cudc hop thi s& hién
thi chtrc danh md&i cap nhat

> Import gan nhém nhan vién/Nhan vién/don vi

Budc 1: thuc hién export cac dit liéu Nhan sy, Pon vi, Nhém nhén vién
+ QL nhan vién: Thuc hién export theo dk tim kiém
+ QL don vi: Thyc hi¢n export theo dk tim kiém
+ QL nhoém nhan vién: Thuc hién export theo dk tim kiém

Budc 2: Vao menu Gan nhom nhan vién/nhan vién/don vi, click vao nut [Import
dir liéu]

Tim kiém theo Tén Nhém Nhan vién/Nhan vién/Bon vi... & Importdirliéa | + G&n Nhan vién vao Nhém

STT  Ten Nhanvién Ten Bon vi Ten Nhém Nhan vien
1 Nguyén Minh Manh Don vitest o
Hé trg chung
2 Thi Trugng BDon vi test [E30 |
3 Nguyén Mai Anh BDon vi test Ngui ding hé thang [Eg ]

Tai file import mau va nhap dit liéu theo mau: Léy 1d nhan vién, id don vi, id nhém
nhan vién tuong tng tir cac file export & Budce 1
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Chen file: * &Tai tai lidu

Chi nhan file .xlsx =

Taitemplate import

E3 -
Buéc 3: :Fhuc hién in}port file Ilhélp dir liéu & Bu('yc’ 2
Luu y: Chi can dit li¢u trong hodc 161 ¢ 1 dong 1a hé thong sé khong thyc hién import
va thong bio 161

I11.4.6 Quan Iy lién két
> Truy cip menu: Quan tri/Quan 1y lién két
> Phan quyén: Quan tri hé thdng /Nguoi dung duge phan quyén truy cip menu
‘Quan ly lién ket’
» Chirc nang cho phep quan ly cac lién két, gdm tim kiém, thém, stra, xoa lién két
H¢ thong hién thi nhu sau:

&« C Y @ Khongbdo mat | demo.ecabinetvnptyn/Pages/Backend/QlLienKet/DanhSachlienKet.aspx a % N @ @ B & B Da tam dimg ° :

w8 HE THONG HOP KHONG GIAY T
&/ UBND TRHCM

o . + Admin UBND TPHCM

BS Trang chi

B aunijlihhp .~ EEEEE

Bao caa Két luan Tén Lién K&t
=) quanti - 1 https://dmhc.vdc2.com.vnfindex.php/bbb/shareRoom?id=hoinghi1&mid=42698c862198a: bc7a2f26ca7df7a Hop Trut Tuyén & Chia sé di ligu Hoatdong & @
Quan Iy phién hop 2 hitp://vpdt-ubnd.tphem.gov.vn/ V&n Phong Dién TG UBND TPHCM  Hoatdéng & @
Quan Iy chic danh 3 http:/congbao hochiminheity.gov.vn/ ©ang Bdo TPHCM Hoatdong [ @
Quan Iy don v 4 hitp://vbpl.vn/pages/portal.aspx Co S Quy Pham Phap Lugt Hoatdong & @
5  http:#/eduhochiminhcity.gov.vn Cang théng tin s& Gido Dyc Hostdéng & @
Quan Iy menu 6  hitp/sgtvthochiminhcity.govn 6 giao thang van tai Hostdong & ©
Quan ly rhan sy 7 http:#/csdl.thutuchanhchinh.vn/Pages/trang-chu.aspx CSDL Luét Quéc Gia Hogtdéng & @

Quén Iy khdch mai
_ Hignthi 1-10 cia 7 K&t Qua
Quan I rhém nhén vién

Moan hinh danh sach lién két

> Tim kiém: cho phép tim kiém theo [Tén lién két]

> Cip nhat: Click @ dé vao man hinh cap nhat lién két

> Xoa: Click @ dé xoa lién két

» Thém méi: Click [Thém lién két] dé vao man hinh thém mdi lién két cho don
vi doc 1ap hién hanh:
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Them maéi Lien Ket
Bia chi Lién Két: *

Tén Lign Két: * . )

Whap tén Lien Ket

Trang théi: * (@ | Kich host

Man hinh thém mdéi lién két

Lién két ¢ trang thai "Kich hoat’ s€ hién thi 1én muyc: Trang chii/Lién két khac trén h¢
thong.
C Y ® Khéngbdo mat | demo.ecabinetvnptyn/Pages/Frontend/PhienHop/DanhSachLichLamViec.aspx a &% N @ H Y & B B3 tam dimg ° H

TR HE THONG HOP KHONG GIAY TS =
/ UBNDTRHCM Lichgannhat  Lich cénhan

B [} @ . .
Admin UBND TPHCM
Téiliucanhan  Lichdonvi  Liénkdtkhac g

CSDL Luat Quic Gia
S4 giao théng van tai

# Trangchti > Lich c4 nhan

€6ng théng tin s& Gido Duc
Co'S& Quy Pham Phdp Luat
% Cong Bao TPHCM

V3n Phong Bién T UBND TPHCM
Hop True Tuy&n & Chia sé dir liéu

Lich tun v || < Tuén 27 N

Tha 2
01/07/2019

Thir 3
02/07/2019

Thua 4
03/07/2019

Thi s
04/07/2019

Thu 6
05/07/2019

Man hinh hién thi lién két da thém cho don vi doc ldp twong iing

I11.4.7 Quén ly chuyén muc tin tirc
» Truy cap: Quan tri/Quan ly chuyén muc tin tuc
> Phén quyén: Quan trj hé thong /Nguoi dung duge phin quyén truy cip menu
‘Quan ly chuyén myc’
» Chuc nang cho phép ngudi dung quan ly cac chuyén muc tin tire/thong bao cta
don vi.
Hé théng hién thi:

STT  Tén chuyén muc Mb ta Trang théi

1 Tin trung tdm (- Hogtdéng ) Z o

2 Théng bao cda VP Trung tam R&D

Téng s6: 2
Man hinh danh sach chuyén muc
> Chon vao [Thém chuyén muc] dé vao man hinh thém chuyén muc
> Chon vao & dé vao man hinh cap nhat thong tin chuyén muc: Chi cho phep céap
nhat chuyén muc khi chuyén muc chua ton tai tin tirc
> Chon M dé xo6a chuyén muc & trang thai ‘Khong hoat dong’
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I11.4.8 Quan ly tin tirc
> Truy cap: Quan tri/Quan ly tin tirc
> Phan quyén: Quan tri hé thong /Nguoi dung dugce phin quyén truy cip menu
‘Quan ly tin tac’
» Churce nang cho phép nguoi dung quan 1y cac tin turc/thong bao ctua don vi.

Nhéap tiéu d# tin tlc +  Thém tin tic

STT  Tiéu défin tic

1 Théng bae t8 chic héi nghi nguéi lao déng trén cac don vi o
2 Théng béo 8 chirc du thau du &n Théng bdo 18 chic dau thau du an [E4N. |
Tong si: 2

Man hinh danh sach tin tuc
» Chon vao @ dé vao man hinh cip nhét tin tc, @ dé xo6a tin tirc
> Chon vao [Thém tin tirc] dé vao man hinh thém chuyén muc
Cap nhat tin tue

Chon chuy&n muc: *

Tiéu dé tintorer

i MEu ~| Binh dang ~| Phéng -| C& chit

Noi dung:* Jfgwémm_ BIUxx<EEEE=E=E0E N

File dinh kém: GFile dinh kém

Trang théi (@ = Kichhoat

Man hinh thém moi/Cdap nhat tin

111.4.9 Quan ly khach moi

» Truy cap: Quan tri/Quan 1y khach moi
> Phan quyén: Quan tri hé thong /Nguoi ding duge phan quyén truy cip menu
‘Quan ly khach mort’
> Toém tat: Chirc nang cho phép nguoi ding quan 1y thong tin khach moi tham gia
cac cudc hop: Thém, stra, x6a, Tim kiém
Man hinh hién thi
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w8 HE THONG HOP KHONG GIAY TO
#/ UBND TPHCM

a . ~ Admin UBND TPHCM

B3 Trang chi

E Quan 1 lich hop " Nhép tén nhan sy... Chon phién hop +  Thém khach mai

Béo céo K&t luan STT Tén khéch mai Phién hop Trang théi

=] quantr v 1 BUi Thi Loan 0980004556 anc@vnptvn @ o

Quén Ij phién hop

Téng s6: 1
Quén Iy chie danh
Quén ly don vi
Quén I lién két
Quén Iy menu
Quan ly nhan sy
Quén Iy nhém nhan vién
Quan ly phéng hop

Quén I loai phién hop

Man hinh quan ly khdach moi

> Tim kiém: cho phép tim theo cac diéu kién: Tén Khach moi/Phién hop tham
gia cua khach moi

> Cap nhat: Click & dé vao man hinh cép nhat thong tin khach moi

> Xéa: Click @ dé xo6a khach moi khi cudc hop két thuc

> Thém méi: Click [Thém khach moi] dé vao man hinh thém méi:

Thém mai khach mai
Ho va tén: * ) . Chire danh: * .
N Nhdp ho va tén... Nhé&p chirc danh..
Ngay sinh: Gigi tinh:
gay sin dd/mm/yyyy rortm Nam v
56 dién thoai: * I Email: * .
: . Nhap sb dién thoai.. Nhap email...
Bia chi: -
: Nhap dia chi...
Tai khoan: * . )
Nhap tai khoan..
Nhép mét khau: * e Xde nhan mét khau: * . L
; ’ Nhap mat khiu... : : Nhap xac nhan mat khau..
Anh dai dién:
o &3Tai 4nh dai dién
Chir ky: ,
Y QT chi ky
Trang thdi: * @ | Kich hoat

Man hinh thém moi khach moi

Luu y:
> Nguwoi dimg phdi nhdp day dii cdc trwong théng tin bdt budc.
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> Khi nhdp vdo trieong ho va tén thi tw dong chuyén déi sang truong tén tdi
khoan, theo dinh dang [Ho va Tén] -->[hovaten]. Truong hop trung tén tai

khoan thi ty dong tang lén 1, theo dinh dang [hovatenl]
» Khong thém khach moi co email, tai khoan da ton tai

> Khi khach moi o trang thai ‘Kich hoat’ thi moi co thé gadn vao cugc hop

111.4.10 Quan ly phong hop
» Truy cap menu: Quan tri/Quan ly phong hop
> Phan quyén: Quan tri hé thong /Nguoi dung dugce phan quyén truy cip menu
‘Quan ly phong hop’
> C}lﬁc nang gho phép quan ly thong tin phong hop tai don vi doc 1ap hi¢n hanh,
~gom tim kiém, thém, stra, x6a phong hop
H¢ thong hién thi nhu sau:

VNPT E-Meeting

53 Trangchi

= ouinti

2 Phong 805, Trun
3 Phong 804, Trun
4 Phong 803, Tru
5 Phéng 02, Trun

6 Phang 701, Trum

© o o o O O @ O O © O

> Tim kiém: cho phép tim kiém theo [Tén phong hop]

Phong 1301, Tép dodn VNPT

9
9
ng 1
9
9

tha nhi VNPT, 53 57 Hujnh Thic Khang - Ha Noi

1am EGOV tba nha VNPT, s3 10 16 24 Lang Qudc t& Thang Long 0
1am EGOV tba nha VNPT, s8 10 16 24 Lang Qudc t& Thang Long 0
am EGOV 1ba nha VNPT, 58 10 16 24 Lang Qudc 1& Thing Long 20
18m EGOV 15a nha VNPT, 58 10 16 24 Lang Qudc 1& Thing Long 0
1Bm HIS t5a nha VNPT, 5510 15 24 Lang Qudc 1€ Théng Long 0

Man hinh danh sach phong hop

+ Thém phing hop

| B B 8 8 @

> Cap nhat: Click @ dé vao man hinh cip nhét phong hop(chi cap nhat duoc
phong hop khong str dung)

> Xéa: Click @ dé xoa phong hop (Néu c6 rang budc s& khong dugc xo6a)

> Thém méi: Click [Thém phong hop] dé vao man hinh thém mdi phong hop
cho don vi doc 1ap hién hanh:
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Thém phong hop
Tén phang: * S& cho: *
enphong Nhép tén phong... o cne
Dia diém: * Mhap dia diém..
Mo ta:

Sedo:t & Tai so do

Kinh dé: Vi dé:

Trang thai: * @ | Kich hoat

Tao phong Huy

Man hinh thém maoi phong hop

> Tai so d6: 1a upload file so dd phong hop (S6 chd, b tri chd ngdi) theo dinh
dang .html

=

sodophong (2).txt

Luwu y: Nhap Kinh do, Vi do cho phong hop, néu muon diém danh tw dong qua toa do
truy cdp cua nguoi dung

111.4.11 Quan ly brandname sms
> Phan quyén: Quan tri hé thong mirc don vi
> Tom tat: chirc nang cho phép quan tri hé théng mtc don vi thue hién cdu hinh
brandname sms, Brandname nay s€ ap dung trén don vi dugc céu hinh. Truong
hop khong cau hinh hé thong s& mic dinh giri sms tir hé thong qua dau sd 993.
Nguoc lai néu cau hinh thi hé théng s& giri theo dau s ctia brandname

> Truy cap: Vao Quan tri/Quan ly BrandName
Heé théng hién thi:

+ Thém BrandName

Hinh thirc guri tin Hinh thire ni dung tin Trang thai hoat dong

Hién thi 0 - 0 clia 0 K&t Qua.

Man hinh danh sach brandname sms
1, Chon vao nut [Thém brandname] d€ vao man hinh thém méi
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Thém méi BrandName W
Hinh thie giri SMS: *
i thae gut Qua BrandName néi mang v
Hoat dong: *
Contract ID: * Agent ID: * Label ID: *
Nhap .. Nhap .. Nhap ..
Template 1D: * ISTELCOSUB: * CONTRACT TYPEID: *
Nhap .. Nhap .. Nhap ..
API USER: * API PASS: * USER NAME: *
Mhap .. Nhép .. Mhiép ..
API LINK: * Né&i dung cé dau *
Nhap .. Cé dau v

Man hinh thém moi cau hinh brandname

Trén man hinh thém méi BrandName thuc hién nhap day du cdu hinh cac trudng thong
tin, 4n [C4p nhat] dé hoan tat
Luu y:
- He tho”'ng chi chay cac brandname o trang thai ‘Hoat dong’
- Truong hop cé nhiéu brandname trén 1 don vi, hé thong sé chay theo
brandname hoat dong dau tién trén danh sach

111.4.12 Quin 1y cAu hinh hé théng
> Phan quyén: Quan tri hé thong mirc don vi
> Tom tat: cht'rc néng cho phép quan tri hé théng muc don vi thuc hién cau hinh
cac tham s0 h¢ thong
» Truy cap: Vao Quan tri/Quan ly c4u hinh hé thong
H¢ thong hién thi:

B3 Trangchi

(2) Quiniylich hop s STT  Tén céiu hinh
1 | Téning dung
=) ouinui -

2 Anh dai dién trang déng nhap r3
Quan Iy phién hop
3 Logodonyi =3
Quan Iy bigu quygt
4 NBidung SMS théng béo phién hop méc dinh 3
Quan If chic danh
Tiu d& email théng bao phign hop mac dinh =
Quan Iy don i
6 Noidung email thang bao phign hop méc dinh 3
Quan 1Y lién két
& dién thoai hé o 4
Quan If menu
8 Email hd rg =
Quén I nhan su
N 9 Bia ehi don vi @
Quan 1Y khach méi
crrdand 3
Quén Ij nhom nhan vign U || Rl &
B » md héa f #
Quén I phéng hop 1 Key mé héa e [r:
- . 2 ép Qué " xéa lich d3 chng b8 =
Quén 1 laai phién hop 1 Cho phép ‘Quan tri lich don vi' xba lich 3 céng b [r,
Quan I tin tic 13 Tén tab speechToText trong phién hop (42 trdng 1a disable) @

Quan Iy chuyén myc

&n/Nnén

Danh s, Eu quydt

, ,
Man hinh Quan ly cdu hinh hé thong
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Trén man hinh dé thiét 1ap cau hinh, chon vao icon # trén dong tham so tuong Uing
**@ia1 thich cac loai tham so:

1 Tén tng dung Cap nhat tén trng dung

2 Anh dai dién trang ddng nhdp  Cép nhat anh d?,i dién trén trang
login cua h¢ thong

3 Logo don vi Logo cua don vi, hién thi trén trang
login h¢ thong, va phan header,
footer cua h¢ thong

4 Noi dung SMS thong bao Thiét 1ap mAu tin nhan sms mic dinh
phién hop méc dinh cho céac phién hop
5 Tiéu dé email thong bao phién  Thiét 14p tiéu dé email mic dinh
hop mac dinh thong bao phién hop
6 Noi dung email thong bao Thiét 1ap nd1 dung email mac dinh
phién hop mac dinh thong bao phién hop
7 S6 dién thoai hd tro Thiét 1ap s dién thoai hd trg hién thi
trén phan footer cua cac trang trén
hé thong
8 Email hd tro Thiét 1ap email hd tro hién thi trén
phan footer cua cac trang trén h¢
thong
9 Dia chi don vi Thiét 1ap dia chi don vi hién thi trén
phén footer cua cac trang trén h¢
thong
10 Password quan tri Thiét 1ap password mac dinh cho hé
thong
11 Key ma hoa file Thiét 1ap ma hoa file trén hé thong,

khi khong thiét 1ap thi mac dinh s&
khong ma hoa file (upload trén hé

thong)
12 Cho phép “‘Quan tri lich don Check chon thi nguoi dung vai tro
vi’ x0a lich da cong bd QT lich don vi s c6 quyén x0a lich

da cong bo, nguoc lai thi chi Quan
tr1 h¢ thong muc don vi méi cod
quyén x0a
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13 Tén tab speechToText trong D& trong thi khi thyc hién hop khong
phién hop (dé trong 1a disable)  hién thi chirc nang speechtotext
Nhap tham s6 thi cho phép sur dung
tinh ndng nay khi thyc hi¢n hop
14 Kich hoat mat khiu manh Khong check thi cho phép nguoi
quan tri dat Ipét khau free, khong
rang budc diéu kién 7
Check 9hon thi kh1 dat m:cflt khau,
mat khau phai chura it nhat 8 ky tur
bao gom chit hoa, chit thuong va so
15 Phan tiéu dé khi Export dit liéu Thiét 1ap tiéu dé mac dinh khi
lich lam viéc Export dir 1iéu lich lam vi¢c
16 Bat céuq hinh speech to text cho phan
Kich hoat thu nghiém speech  phat biéu
to text trong thong tin dicu
hanh
17 Diém danh tu dong Kich hoat diém daph tu dong tham
gia hop trén hé thong
18 Thong bao lich hop trude khi  Kich hoat thong bao lich hop tur
dién ra (so phut) dong qua sms, mail truéc khi cude
hop dién ra sau thoi gian cau hinh
19 Dung luong Upload t6i da mdc  Céu hinh dung luong t6i da luu trix
dinh (MB) tai liéu ca nhan cho nguodi dung
thuoc don vi
20 Hé thong Cau hinh tich hgp QLVB:
QLVB(iOffice/eOffice) 10ffice/eOffice
Link_QLVB Link hé théng QLVB dugc tich hop
Link QLVB_API Link API cta hé théng QLVB dugc
tich hop
Token key (eOffice) Token key ctia hé thong QLVB duoc
tich hop
21 Kiém tra phong hop tréng Thiét 1ap kiém tra phong hop ban/

ranh
+ Néu check thi chi cho phép chon
phong hop ranh
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+ Néu khong check chon thi cho
phép chon phong hop bén khi tao
phién hop

II1.4.12.1  Ciu hinh giri sms/email thong bdo tw djng
- Phan quyén: Quan tri hé thong, Quan tri hé théng mic don vi
- Tém tat: Chirc ning cho phép cdu hinh mau tin nhin sms, Tiéu dé ndi dung mail thong
béo ty dong twong tng timg ciu hinh
- Truy cdp menu: Quan tri/Quan 1y cau hinh hé thong

Hé thong hién thi danh sach ciu hinh nhu sau:

26 Théng bao lich hop =
Théng bao hay lich hop =
28 Théng bao dugc gan tham du hop =
29 Théng béo két luin hop =
30 Théng bdo nhic lich tu déng 3
31 Kich hoat théng bao SMS 3

32 Kich hoat théng bao email #

Man hinh danh sach QL cdu hinh hé thong

1. Thong bao lich hop: Thiét 14p ndi dung sms, email thong bao lich hop ty dong t6i
ngudi tham gia hop khi ¢6 lich hop gan cho ngudi dung dé duoc cong bd

2. Thong bao hity lich hop: Thiét 1ap noi dung sms, email thong bao huy lich ty dong
td1 nguoi tham gia khi lich hop bi huy

3. Thong bao dwec gan tham du: Thiét 14p ndi dung sms, email thong bao lich hop
tu dong téi nguodi dugce nguoi khac gan tham gia hop

4. Thong bao két luan hop: Thiét 1ap ndi dung sms, email thong bao lich hop tu dong
to1 nguoi dugc nguodi khac gén tham gia hop

5. Thong bao nhic lich tw ddng: Thiét 1ap nodi dung sms, email thong bao lich hop tu
dong toi nguoi duoc ngudi khac gan tham gia hop trude thoi gian da cau hinh

6. Cau hinh Kich hoat thong biao SMS: Cho phép ngudi ding Check/uncheck dé
bat/tit thong bao qua sms cho ngudi ding twong g véi timg loai thong bao nhu md
ta trong form cau hinh:
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Cap nhat tham so

Gan duyét tai ligu hop  (Khi gan ngudi duyét tai liéu hop cho
phién hop)

Gan chuan bi tai liéu hop  Khi gdn ngu&i chudn bi tai liéu cho
phién hop

Khi nguwéi duyét tai liéu hop, thurc hién

Duyét tai liéu h
uystistiicuhop duyét thanh céng tai liéu hop

e Khi ngu i duyéthhuén bi tai liéu thrc hién
Gui y kién tai liu hop  1ham ¥ kién trao 6éi rén danh séch tai liéu
dé upload

(Khi chi tri chon [Chuan bi] & ndi dung hop cla

Chudn bingi dung hep s hon nhidy noi dung)

Ni dung hop k& tigp (Khi két thic 1 ndi dung hop cla Phién hop nhiéu
ndi dung ma sau dé van con ndi dung hop ké tiép)

Huy néi dung hop (Khi chil tri chqn [Hiy] & ndi dung hop cla
Phién hop nhiéu ndi dung)

7. Céu hinh Kich hoat théng bio Email: Cho phép ngudi dung Check/uncheck dé
bat/tit théng bao qua email cho ngudi ding tuong tng véi timg loai cau hinh véi timg
loai thong bao nhu mo ta trong form cu hinh:

Cap nhat tham s6

Gan duyét tai lidu hop  (Khi gén ngurdi duyét tai liéu hop cho
phién hop)

Gan chuan bi ti liéu hop  Khi gan ngudi chuan bi tai liéu cho
phién hop

Khi ngw&i duyét tai liéu hop, thue hién

Duyét tai ligu h iy A i
vyettatfieunop duyét thanh cong tai liéu hop

e e Khi ngur i duyét/Chuan bi tai liéu thuc hién
Gui y kién tailieu hop tpam y kién trao ddi trén danh séch tai liu
@4 upload
(Khi chi tri chon [Chuén bi] & néi dung hop ctia

Chugn bindidunghop o) hop nhiéu néi dung)

Nai dung hop k& tigp (Khi kétthic 1 ndi dung hop cda Phién hop nhiéu
ndi dung ma sau dé van con ndi dung hop ké tiép)

Huy néi dung hop (Khi chil tri chgn [Hiy] & ndi dung hop ctia
Phién hop nhiéu néi dung)

Lo ] e

% Thue hién ciu hinh: Chon vio dé cap nhat cac cau hinh tuong ting & trén

- Nhap thong tin hop 1€ va an [Cap nhat] dé luu lai ciu hinh cho don vi doc lap
dang xét

- An [Reset] hé thong s& mic dinh iy theo c4u hinh cta don vi goc

% Vi cdc cdu hinh néi dung sms, email:

Luwu y: Nhip diing key tham sé nhu ghi chii thi hé thong méi nhdn dang dwoc va fill div

ligu tw dong twong vung (Vi dy: Tiéu dé lich hop: {tieudelichhop))

- Man hinh cdu hinh cdc mdu tin nhin sms/email
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Cap nhat tham s& o
NG dt
NN SMS | Nngp gidtri tham s§
#
Tiéu dé emeil NR3p g4 tri tham s6.
¥
Ngi dung email |,
Koku - | Dinhdsng - Phéng - | caena
BIU [ERCRL ER IFEIE N |

L= A-B BMEHM

Giri email
Giri SMS

Ghi chii :ueu~ennnnnp> ‘neud‘é \rn hop
inguoitac: Ten ngui &
HSlaienac) T g tao
{ihoigianbatdau}; Thoi gian baf dau
{thoigianketthuc: Thoi gian két thiic
dinktruycapk: Link truy cap

Man hinh cdu hinh thong bao lich hop tw dong

< Man hinh cAu hinh nhic lich tu dong

Cap nhat tham so

Sir dung cu hinh gdc

Ndi dung sms

Tigu dé email

MNdi dung email

Thii gian théng bao
trurde hop (phit)
Gri email

Giri SMS

Ghi chi

x

Bi/c cb cudic hop sap dien ra trén hé thiing eCabinet vao lic{thoigianbatdau} va kit thic Iic

{thoigianketthuc} . N&i dung; {tieudelichhop}, link truy cap: {linktruycap} P
7

Bi/c cb cudic hop sap dien ra trén hé thiing eCabinet vao lic{thoigianbatdau} va kit thic Iic

{thoigianketthuc]

fhoig ) p

KiSu - | Binhdang - Phdng - | Céchi >

B I U [ER L+ £ @m|iEiEle 2 22

L Mm= @ A- A- BMIHTML

Bic cé cudc hop s3p dign ra trén hé thing eCabinet vao Iicfthoigianbatdau} va két thic kic
{thoigianketthuc} . NGi dung: {ieudelichhop}, link truy cp: finktruycap}

10

<

{tieudelichhop}: Tiéu dé lich hop
{nguoitac}: Ten ngudi tao
{thoigiantao}: Thoi g a0 . .
{thoigianbatdau}: -14
{thoigianketthuc}: Thm gian ket thic
{linktruycap}: Link truy cap

- Truong hop khong nhép thoi gian thong bao trude hop thi hé thong s& khong bao
- H¢ thong s€ thong béo trudc s6 phut da nhép trudce khi dién ra hop
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I11.4.12.2  Céu hinh sira tai khodn
> Phén quyén: Quan tri mirc hé théng
> Tém tat: Chirc ning cho phép quan tri mirc hé théng duoc duge cau hinh “Sta
tai khoan” cho phép quan tri h¢ thong thay tén tai khoan cua nguoi dung.
> Thuc hién:
+ Quan tri muc hé thong truy cap vao menu “Quén 1y cau hinh hé thdng”, giao dién

hién thi 1én nhu sau:
(%", PHONG HOP KHONG GIAY

“& pON V| TEST

Quan ly chire danh

t 5 Tiéu d& email théng bao phién hop mac dinh r3
QuaRe} don vi
6 No6i dung email théng bao phién hop méc dinh =
Quan 1y lién két
) 7 S& dién thoai hd tro =
Quan Iy menu
) 8 Email hé trg =
Quan Iy nhan sy
ot . —
Quan ly khach mai 9 Dja chi don v| (e
Quan Iy nhém nhan vién 10 Password quan tri @
Quan ly phong hop n Key ma hoa file 4
Quan Iy loai phién hop 12 Sira tai khoan =
Quan Iy tin tc 13 Dung lugng Upload t6i da méc dinh (MB) @
Quan Iy chuyén muc 14 Cho phép 'Quan trj lich don vi' x6a lich da cong b =
?ié:.%r;in\"inhén vién/Nhén 15 Tén tab speechToText trong phién hop (d€ tréng |a disable) =
Danh sach biéu quyét 16 Kiém tra phong hep tréng =
Quan ly mau thu méi hop 17 Kich hoat mat khdu manh =

Quan ly cau hinh hé théng 18 Hé théng QLVB(iOffice/eOffice) =

+ Chon cap nhat “Stra tai khodn™ va tich chon. Truong hop khong tich thi khong stra
duoc tén tai khoan cua nhan su.

+ Sau khi tich chon “Stra tai khoan” QTHT vao module quan 1y nhan sy, chon nhan su
can cap nhat lai tén tai khoan va thyuc hién stra tén tai khoan.

II1.4.12.3  Ciu hinh diém danh tw djng

Phan quyén: Quan tr1 murc hé théng/ Quan tri hé théng muc don vi

Tém tit: Chic nang cho phép bat/tat diém danh tu dong trong cudc hop

Thue hién: Quan tri mitc hé thong truy cép vao menu “Quan 1y ciu hinh hé thong”, tai
dong tham s6 ‘Diém danh tu dong’ click vao icon cédp nhat

Quén Iy tin tirc 21 Token key (eOffice) @

Quan ly chuyén muc §

22 Kich hoat thir nghiém speech to text trong théng tin digu hanh 4
Gén Nhém nhan vién/Nhan
vien/Banvi 2 |23 Bigm danh tu déng 3

Danh séch bigu quyét

24 Théng bao lich hop trude khi dién ra (s& phuit) =
Quén Iy mau thu méi hop

Quan ly c&u hinh hé théng 1

> TH: Tich chon thi hé¢ théng s& mic dinh diém danh toan bd ngudi tham gia hop
> TH: Khéng tich chon, hé théng s& mac dinh chi cho phép nguoi dung tu diém
danh(x4c nhan tham gia), hodc ngudi hd tro cudc hop diém danh

lIL.4.12.4 ~ Dung lugng Upload toi da mic dinh (MB)
Phén quyeén: Quan tri mac hé thong/ Quan tri h¢ thong muc don vi
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Tém tit: Cho phép thiét 1ap Dung luong ti da luu trix tai liéu c4 nhan cho timg ngudi
dung thudc don vi doc lap

Thure hién: Quan trj mirc hé thong truy cip vao menu “Quan 1y cdu hinh hé thong”, tai
dong tham s6 ‘Dung luong Upload t6i da mic dinh (MB)’ click vao icon cap
nhat

G4n Nhém nhan vién/Nhan | 13 Dung lugng Upload t8i da mac dinh (MB) =
vien/Bon v 2

14 Cho phép "Quan tri lich don vi' x6a lich d& cong bs (I
Danh sach bigu quyét

15 Tén tab speechToText trong phién hop (dé tréng la disable) .

Quan ly mau thu méi hop

Quan ly cdu hinh hé thang 1 16 Kigm tra phong hop tréng =

> TH: Bo tréng, hodc nhap 0 thi hé théng s& mic dinh khong gidi han dung
luong

> TH: Nhap n (MB), hé théng gidi han chi cho upload luu trit n (MB) cho mdi tai
khoan nguoi dung

[11.4.12.5 Kiém tra phong hop tréng

Phan quyén: Quan tri mutrc hé théng/ Quan tri hé théng mirc don vi

Tém tit: Cho phép kich hoat chirc ning kiém tra phong hop tréng/Pang c6 cudc hop
st dung

Thue hién: Quan trj mirc hé thdng truy cap vao menu “Quan ly cAu hinh hé théng”, tai
dong tham s6 “Kiém tra phong hop trong” click vao icon cap nhat

Gan Nhém nhan vién/Nhan
vién/Daon vi

2 | 16 Kigm tra phong hop tréng

Danh sach bigu quy&t
17 Kich hoat mat khau manh [

Quan Iy mau thu mai hop

,1 18 Heé th&ng QLVB(iOffice/e0ffice) 74

Quén Iy c&u hinh hé théng

> TH: Tich chon thi hé théng thuc hién kiém tra phong hop tréng/bén
> TH: Khong tich chon, hé théng khong kiém tra phong hop trong/ban

II1.4.12.6 Cau hinh xac thue tai khoan theo AD cho timg don vi déc 1ap

Phan quyén: Quan tri murc hé théng/ Quan tr1 hé théng murc don vi

Tém tit: Cho phép cau hinh xac thuc tai khoan theo AD cho cac tai khoan cia don vi
doc lap

Thue hién: Quan tri mitc hé thong truy cép vao menu “Quan 1y ciu hinh hé thong”, tai
dong tham s6 ‘Cau hinh xé4c thuc tai khoan (AD, mail, database,..)” click vao
icon cap nhat

Trang: 54/76



HDSD_VNPT_E-CABINET V1.0 Phién ban: 1.0

VNPT

Cap nhat tham s

ExchangeService#https://mail vnpt.vyn/EWS/Exchange.asmx

Man hinh cdu hinh xdc thuc tai khodan
- Trén man hinh cip nhat thuc hién nhap tham s6 cau hinh va an [Cap nhat], khi
do hé thong sé ap dung viéc xac thuc theo cau hinh da nhap.

1. TH khong céu hinh: Hé théng s& xac thyc tai khoan diang nhap hé thong thong qua
username, pass trén database cua eCabinet
2. TH cAu hinh: Hé théng dap tmg thém 2 loai

> activedirectory: ActiveDirectory#123.31.40.144;0u=users
Néu cdu hinh theo loai ndy, khi ding nhdp vao hé thong s& goi dén username pass &
phan hé thdng da cdu hinh dé xac thuc

> St dung dich vu xac thuc ctia mail exchange:
Vi du: ExchangeService#https://mail.vnpt.vio/EWS/Exchange.asmx
Néu str dung cau hinh loai nay, khi nguoi ding dang nhép tai khoan vao hé thong s&
xac thyc qua tai khoan mail theo dich vu xac thyc ctia mail exchange tuong img
(Luwu y: Hé thong chi hé tro xdc thue qua username va pass, chwa hé tro dong bo tdi
khodn, tai khoan van phdi import thii cong hodc ding service dong bé)

I11.4.12.7  Céu hinh Piém danh sir dung Qrcode
> Phan quyén: Quan trj mirc hé théng mirc don vi
> Tém tit: Chirc ning cho phép quan tri muc hé théng duoc cau hinh “Piém
danh sir dung QRcode”. Chirc ning cho phép diém danh qua Qrcode trén app
ecabinet.
> Thuc hién:
+ Quan tri mtrc hé théng mirc don vi truy cép vao menu “Quan 1y cu hinh hé thong”
giao dién hién thi 1én nhu sau:

>
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Cap nhat tham sé

Man hinh c¢dp nhdt cdu hinh diém danh sir dung Orcode

- Véi cac don vi bat cdu hinh nay thi khi giri mail thong bao cudc hop hodc guri
thu moi, hé thdng s& giri kém ma Qrcode twong Gmg dé ngudi tham gia hop cd
thé diém danh qua Qrcode

I11.4.12.8  Céu hinh tai khoan giri mail theo don vi ddc 1ap

Phéan quyén: Quan trj hé thong muc don vi

Tém tit: Cho phép cu hinh tai khoan giri mail cho don vi doc 1ap

Thue hién: Quan trj mic hé thdng truy cip vao menu “Quan 1y cau hinh hé théng”, tai
dong tham sb ‘Cau hinh chudi két ndi tai khoan email quan tri” click vao icon
cap nhat

Cap nhat tham sé X

Man hinh cap nhdt tham s6

> Thyc hién nhap dung chudi cdu hinh, ding thir tu cic tham s6 nhu sau:

> Sau d6 an nat [Cap nhét] d€ cép nhat cau hinh:
=>Khi d6 h¢ thong sé& ap dung cau hinh va tat ca mail giri tir hé thong s& lay tén theo
dung username da nhap trong chudi ciu hinh
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Vi du: Nhap chudi cau hinh nhu sau:
hostname=mail.vnpt.vn;port=587;username=saolion@gmail.com;password=abcdef;en
ablessl=true

=>> Sau khi c4u hinh thanh cong, tit ca cac mail duoc guri tir hé thdng ecabinet sé 1a
tén mail: saolion@gmail.com

I11.4.12.9 Mt s6 cac cau hinh khac

- Phan quyén: Quan tri hé théng murc don vi

- Tém tit: phan nay huéng dan cau hinh cic cau hinh dang check/uncheck
- Truy cap: Menu Quan tri/Quan 1y cAu hinh hé théng

35 Hién thi ma don vi @

36 Tign t& tai khoan 4

39 Tich hop chat =
- Thuc hién cau hinh:

Trén danh sach cdu hinh chon vao B ren danh sach, khi d6 hé théng hién thi man hinh cau
hinh nhu sau:

Cap nhat tham s6

Hién thi ma don vi

- Check/Uncheck, 4n nut [Cap nhat] dé hoan thanh

- An nat [Reset]: v& gid tri mic dinh ban dau.

> Céu hinh “Hién thi ma don vi”: (Mdc dinh uncheck), Néu “Check” thi hién thi
‘Ma don vi’ thay cho ‘Tén don vi’ nhu hién tai trén danh sach lich don vi; Nguoc
lai “Uncheck” thi hién thi Tén don vi

> Chu hinh “Ty dong gan nguodi tham dy khi gan don vi”: (Mdc dinh uncheck),
Néu “Check” thi hé théng sé ty dong gan nguoi co vai tro ‘Ti ié'p nhan lich don vi’
cua don vi dwoc gan tham gia vao cudc hop dai dién tham gia cho don vi do ma
khéng can phai thue hién gan nguoi thude don vi vao tham gia nita
Nguoc lai “Uncheck” thi van dé la don vi tham gia, va nguoi tié}) nhan lich don vi
dé van phdi vao gan nguwoi thudc don vi d6 vao tham gia cude hop

> Céu hinh “Tich hop chat”: (Mdc dinh check), Néu “Check” thi tich hop chat (Hién
thi chirc nang chat) cho don vi duoc cau hinh, Nguoc lai “Uncheck” khong tich hop (/fn
churc nang chat)
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> Céu hinh “Tién t6 tai khoan”: Cho phép nguoi dung cép nhap chudi tién t6 tai
khoan cho don vi trong timg, néu cap nhat thi chudi nhap vao mic dinh thém vao
tai khoan nguoi dung khi dugc thém maoi

> Cau hinh” Bé kich hoat notification ngudi ding”: cho phép ngudi ding
check/uncheck dé an/hién chirc ning notification trén man hinh ciia nguoi dung
(icon hinh chiéc chudng)

> Céu hinh “Cho phép ngudi xem lich dwoe upload tai liéu”: Cho phép
check/uncheck dé bat/tit tinh niang cho phép ngudi dugc xem chi tiét lich hop
dugc phép cap nhat tai liéu hop.

> Cau hinh “Mai khich hang (EVN, UBND_HNI)”: cho phép nhap mi khach
hang 1a EVN hodc UNBD_HNI vao ciu hinh, khi d6 giao dién sé& hién thi an theo
mi khach hang di c4u hinh twong tng

111.4.12.10 Céu hinh Danh sach quyén xem toan b lich don vi (cac ID quyén
cach nhau béi ddu phay)
Phan quyén: Quan tri hé théng murc don vi
Tém tit: Cho phép cau hinh cac nhém ngudi dung dugce phép truy cap lich don vi
Thye hi¢n: Quan tri mirc hé théng truy cap vao menu “Quan ly cAu hinh hé théng tai
dong tham s6 ‘Danh sach quyén xem toan bo lich don vi (cac ID quyén cach
nhau bai dau phay)”, chon vao cap nhat

- Trén form cap nhat, nhip danh sach ID nhom nhan vién cach nhau bang dau *,’

L&y danh sach ID nhém nhan vién bang cach
Wao menu: QL nhdm nhén vién == export nham nhan vién

T — e

Cap nhat tham sé

Danh sach uyen xem
toan bo lich don vi (cdc
ID quyen cach nhau bai

dau phay)

o Man hinh cau hinh quyén xem lich don vi
Luu y: de ldy duoc id nhom nhén vién, nguoi ding vao chirc nang: Quan Iy nhom nhan vien,
thuc hién export dé lday danh sdch.
- Sau khi c4u hinh thi chi nhitng ngudi ding thudc cdc nhom nhan vién dugc cau
hinh mé&i c6 thé truy cép [Lich don vi]
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I11.4.12.11 Céu hinh: kich hoat diing nhiap OTP bang sms

Phéan quyén: Quan tri hé théng/Quan trj hé théng muc don vi

Truy cép menu: Quan ly ciu hinh >> Chon vao cdu hinh: Kich hoat dang nhap
OTP bang sms

Tom tit: khi check cdu hinh thi don vi d6 s& 4p dung login qua xéac thuc OTP

Khi vao Quan 1y cau hinh: chon dén cau hinh sau:

STT  Tén ciiu hinh

Kich hoat déng nhép OTP bang SMS | &
S4 dién thoai hé g \ @

Chon vao nut [Cap nhat] dé vao man hinh cip nhét

Cap nhat tham so

Kich hoat déng nhap OTP bang
SMS

Form cap nhat cau hinh
Check/uncheck sau d6 4n [Cap nhat] dé bat/tat cAu hinh: Khi bt cau hinh thi
cho phép nguoi dung thudc don vi phai nhap diung user/pass thi méi gui ma otp
t61 s6 dién thoai cua ngudi dung va cho phép dang nhép theo mé otp. Nguoc lai
tat cau hinh thi dang nhap binh thuong

Chon [Reset] dé reset vé cau hinh cua don vi goc

Luwu y: Login dung user/pass

Khi don vi bdt cdu hinh, hé théng s€ thuc hién gui ma OTP theo dau sé cua
brandname don vi da cau hinh, toi so dién thoai cua nguoi dung twong ung
Don vi khong co brandname riéng sé thuc hién gui trén dau sé mdc dinh 993
cua hé thong

Hién tai dang cho phép nhdp sai OTP t6i da 5 lan, néu sau 5 lan khong dung hé
thong sé chan login trong vong 15 phut

I11.4.12.12 Cau hinh check triing thoi gian hop ciia chi tri

Phéan quyén: Quan tri hé théng/Quan tri hé théng muc don vi

Truy cip: menu: Quén Iy cau hinh >> Chon vao c4u hinh: Kiém tra chu tri tring
thoi gian

Tom tat: chire nidng cho phép bat/tat ciu hinh check trung thoi gian hop cua chu

tri. Néu bat(tick cau hinh) thi Nguoi dung chi dugce chu tri 1 cude hop tai 1 thoi
diém

Khi vao Quéan 1y cau hinh: chon dén cau hinh sau:
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41 Tien 16 tai khoan @

| 42 Ki€m tra chu tri triing thi gian | =

43 B4 kich hoat gl Notification cho ngudi ding =

- Chon vao nit [Cap nhat] dé vao man hinh cip nhat

Cap nhat tham so

Kigém tra chii tri triing théi gian

Form cap nhat cdu hinh
- Check/uncheck sau d6 4n [Cap nhat] dé bat/tat cu hinh
- Chon [Reset] dé reset vé cau hinh cua don vi gbc
Luu ¥: Sau khi bat cau hinh, nguoi dung s& thiy hé thdng check tring thoi gian chu

tri cudc hop khi tao méi hodc cép nhat 1 cude hop bat ky (Man hinh Thém
ma&1/Cép nhat phién hop & menu: Quan 1y phién hop)

111.4.13 Huwéng din tao miu va ciu hinh file thw moi hop
bé thuc hién xuat file thu; moi hop, thuc hién theo trinh tu sau:
II1.4.13.1  Qudadn ly mau thw moi hop

> Phan quyén: Quan tri don vi, quan tri don vi muc hé théng
> Tém tit: Chirc ning cho phép ngudi dung thiét 14p mau thu moi hop. Ngudi
dung c6 thé tai file mu dinh dang .docx 1én hé thong 1am mAiu thu moi, c6 thé
thém cac keyword vao ndi dung file, tuy vao keyword va phién hop str dung thu
moi ma hé thdng s& fill dit liéu twong Gmg cua keyword cho thu moi hop
> Truy cap:
+ B1: Quan tri hé thong vao menu chtre nang, truy cép vao module “Quan ly mau thu
moi hop”. Hién thi 1én danh sach mau thu moi hop (néu co):

+  Thém méu gidy mai
STT  Tén mau gidy mai

o

N

1 Gidy mai hop

Tang sé: 1

+ B2: QTHT chon “Thém méi giéy mdi”, man hinh hién thi 1én form thém méi thu
moi:
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< C (Y & ecabinetvn/iv_126]_41_63TsE_34u_35_124F S4c 44Kw_49ely 45 AOVAVD 40 34ivEObs 92 92 123z 47dS_126 625 38R 47 * NoaggBETHE 6

Thure hién tai file mau

Cap nhat mau giay moi thu méi hop 18n hé
thong
Tiéu de * Gidy mo hob —

Chon file: *

&Tai template

Chi nhén file docx

Tai danh séch keyword

+ QTHT nhép day du thong tin mau thu moi hop, upload file mau thu moi hop va
nhén nat “Cap nhat”. Thong tin mau thu moi dugc thém méi thanh cong va hién thi
ngoai danh sach thu moi.
Luu y:
> C6 thé tai file Danh sdch ' keyword vé dé xem cdc keyword. Cac keyword nay
c6 thé thém vao trong mau thw moi hop, khi mau thw sir dung cho cudc hop
nao thi cac keyword nay sé fill dir liéu twong wng vao thu moi hop tai vi tri
cua keyword
[w]=

Thu-Moi-Van-Phong-

Vi du: 1 file thu moi hop c6 keyword: UB.docx

III.4.13.2  Xudt file thu méi hop
> Phén quyén: Quan tri lich don vi, ngudi duoc phan quyén truy cap
» Toém tat: Chirc niang cho phép quan tri lich xuat thong tin thu moi
» Truy cap: Menu chiic ndng — Quan ly phién hop -> Cap nhat/ thém méi phién
hop

Nhém tai liéu hop +

Nguoi duyét tai lieu: <+ Thém ngudi duyét

Chi cap nhat tai liéu sau khi lich da cong bo

Cho phép thanh phan tham du hop xem trudc lich
Phién hop cé bao chi tham gia

H& trg chuy&n am thanh thanh text - ma phong hop: 05313d3390a4aaaec65652a7f9989202¢50203c2
Théng tin giri Email/SMS théng bao lich hop

GUi tw déng (Bé tich dé tu Gui SMS () Gui Email () Video conference [
soan ndi dung

Xem lich st xdr Iy
Luu xu ly lai m Huay lich | Thu moi hop | [0

> Nhan vao “Thu moi hop”, hién thi 1én form “Xuét thu moi hop™:
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Xuat thu méi hop
Tén file: *

Hop_don_vi_abc

Cheon méu thu mai: * Thu méi tham gia hop M
S8 thu mai: *
Ho tén nguai ky: *

Chirc vu ngudi ky: *

Hién thj chuong trinh
hop:

> QT lich/ ngudi tao lich nhip day du thong tin form xuét thu moi hop va nhan
nut “Phat hanh” thu mo1 hop. Nguoi tao lich co thé nhan nat “Xem tht” dé xem
trude mau thu moi hop.
Huy phat hanh: Sau khi phat hanh thu moi hop, dé hity phat hanh, nguoi tao lich hodc
ngudi dugce phin quyén xuat file thu moi hop vao cap nhat phién hop -> nhin vao nut
chtrc nang “Thu moi hop” dé phat hanh, giao dién hién thi:

Xuat thu mai hop

. . %
Tén file: Hop_don_vi_abc

Chon mau thu mai: *

Thu mai tham gia hop v
S6 thu maéi: *
. N
Ho tén nguai ky: Nguy&n Thanh
. N
Chure vu nguoi ky: Gidm ddc

Hién thi chuong trinh
hop:

Huy phat hanh Huy

111.4.14 Huwéng din thue hién chite ning speech to text
e MO ta: Chire nang cho phép nguoi dung thue hién chuyén doi giong noi (phat
biéu) sang dang van ban.
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e Phan quyén: Quan tri hé théng, quan tri lich don vi, nguoi du hop.
Pé thyc hién chirc ning nay, tién hanh theo cac budc sau:
Budc 1: Quan tri hé thong vao menu “Céu hinh hé théng”. Chon cap nhat chirc ning
“Kich hoat thir nghiém speech to text trong thong tin diéu hanh” va tich chon.

* . PHONG HOP KHONG GIAY P
e DON VL_TESTSV L . »Nguyén Thinh
Quan I *- iEu quyét 8 Email hé trg =
Quén Iy chirc danh 9 Dia chi don vi =z
Qudn ly don vi 10 Password quén tri 4
Quan ly lien ket 1 Key ma héa file =
Quan Iy menu 12 Cho phép 'Quan trj lich don vi' x6a lich d4 cong ba r.4
Quan Iy nhan sy
RIS 13 Ten tab speechToText trong phién hop (d€ tréng la disable) =
Quan Iy khach mai z
14 Kiém tra phong hop tréng £4
Quan Iy nhém nhan vién
15 Kich hoat mat khau manh 4
Quan Iy phéng hop
16 l(ich hoat thir nghiém speech to text trong thong tin digu hanh
Quan ly loai phién hop
. 17 He théng QLVB(iOffice/eOffice) 3
Quan ly tin tire
" x 18 Link_QLVB =
Quan ly chuyén muc
Gén Nhom nhan vien/Nhan 19 Link_QLVB_API =
vien/Daon vi
20 Token key (eOffice) =z

Danh sach bigu quyét

Quan Iy cau hinh hé théng

Cap nhat tham so

e -

Bude 2: Quan tri‘ hé théng, quan t,ri lich don vi vao modulg Quan ly Phién hop -> Tao
lich hop. Nhap day du thong tin bat bude va Tich chon “Ho trg chuyén am thanh thanh
text” va Luu lai hoac Cong bo.
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Nhém tai liéu hop +

Nguai duyét tai liéu: +Thém ngudi duyét

Chi cép nhét tai liéu sau khi lich @3 céng b&

Cho phép thanh phan tham du hop xem truéc lich

Pﬂkn hop cé bdo chi tham gia

| Hb trg chuyén 4m thanh thanh text
Thong tin gui Email/SMS théng bao lich hop

Gri tu dong (Bo tich dé tv Gui SMS Gui Email
soan noi dung)

Video conference

> Sau do vao cap nhat phién hop méi tao. Copy ma phong hop theo anh sau:

Nhém tai liéu hop +

Nguoi duyét tai lieu: +Thém ngudi duyét

Chi cap nhét tai liéu sau khi lich da céng bé

Cho phép thanh phan tham du hop xem trude lich

Phién hop cé béo chitham gia

Hb trg chuyén 4m thanh thanh text - ma phong hop:|1a9127fcc0e42fd678ced2cb6dc7f0833d472ch4

Thong tin giri Email/SMS thong béo lich hop

Giri tw dong (Bo tich de tu @ Gui SMS Gui Email
soan noi dung)

Xem lich sur xur |

Luu xtr ly lai m Hay lich | Thu meihop |G

Video conference

Bude 3: Cai dit ung dung speech to text trong may tinh theo file sau:

Origin STLrar
> File cai dat:
> Giai nén file va chay phai “Run”
g

Qe app 9/6/2019 11:46 AM File folder
2 WPy32-3680 6/24/2019 11:38 AM File folder
desktop 6/24/2019 11:31 AM Configuration settings
@ f3c10f2ec1e05ed678893ce8a2d2e2bc559d16d...  9/18/2019 1:54 PM WAV File

C)

C)

C)

@ f3c10f2ec1e05ed678893ce8a2d2e2bc559d16d...  9/18/2019 11:39 AM WAV File
@ f3c10f2ec1e05ed678893ce8a2d2e2bc559d16d...  9/18/2019 11:41 AM WAV File
@ f3c10f2ec1e05ed678893ceB8a2d2e2bc559d16d...  9/18/2019 11:47 AM WAV File

run 6/24/2019 11:31 AM Windows Batch File

> Nhan “OK” va nhép cac thong s sau:
+ Server meeting: 103.238.71.103:8888
+ Sever nhan dang: 103.238.71.103:50051
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+ Email: vnptit@vais.vn
+ Mat khau: vnptit@123
+ Tén phong hop = Ma phong hop
> Khi bat ddu phién hop thi nhan “Bat dau” dé thuc hién thu va convert dit liéu
trong phién hop:

Buwéc 4: Nguoi tham du hop thuc hién phat biéu, chu tri cho phép bt dau phat biéu

DANG PHAT BIEU
STT Dong chi Chic vu ¥ Thai gian bat dau phét biéu Thai lugng N&i dung ding ky Tacvu
1 NguyénVanA Giam déc sé XD 11/07/2019 17:00 3 phut 15 Ve viéc... D i)
DANH SACH DANG KY PHAT BIEU
STT Pong chi Chiic vu Thai gian dang ky Noi dung dang ky Técvu
1 NguyénVvan A Giam dgc s XD 11/07/2019 17:00 Ve viéc... [X]

DANH SACH DA PHAT BIEU

STT Pong chi Chire vu Thoi gian bat dau phat biéu Thoi lugng Noi dung ding ky Bai phat biéu
1 NguyénVanA Gigm déc s¢ XD 11/07/201917:00 5 phut 12 giay Ve viéc... U i |

> Nguoi dung click vao icon [3, cho phép xem realtime ndi dung dang phat biéu
(dugc convert tir am thanh thu dugc sang text)
> Trén danh sach phat biéu:

o Click vao icon $ , hé thong hién thi dialog thong tin nhu sau:

00:00 / 22:37

H - —— + I«Od»l S %

T6i nght la né chi la mét trong nhidu van dé ndi com ma thai gian gan day ma ctr tri birc xtc lo Iing nhung cting phai néi
thing. Bay la nhirng van dé khéng méi nhwng van e lién tuc dién ra nam nay qua nam khac khién xa héi thue sw bét an. Vi
du nhw c&u chuyén thi cir cir tri khong thé khong lo Idng khi ndm ngodi, xay ra gian lan nang diém tai Son La Hoa Binh, Ha
Giang ma cho dén nay thi co' quan canh sat diéu tra m&i khéi té 8 bj can tai Son La va ho nhan hinh phat nhu thé nao thi
chiing ta van phai ché cong viéc ctia Toa an. t6i thdy lo ngai. Day la nhirng nguai sai pham nay ho déu la can b dang vién.
Nhi¥ng ngudi gite vi tri quan trong trong bd may, co’ quan cdng quyén cila dia phueng. Ho da khdng gwong mau ho quén
mét quy dinh néu guong clia Trung uong va coi nhe trach nhiém cting nhw nghia vu clia ngudi can bé, céng chire, vién
chtre dé thure hién nhirng hanh vi trai phap luat khién ho dang phai déi mat voi nhirng ban an cla phap luat va quan trong
hon Ia lam cho nhidu em hoc sinh dang dé tuong lai. Dw luan thi méat niém tin vao nganh gido duc. Dw ludn c6 quyén dat

o Click vao * cho phép tai file word hodc file audio
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Tai thong tin

&

Téi xuéng audio

Tai xubng noi dung

I11.4.15 Tich hop Egov Report

II1.4.15.1  Thém méi va dong bg don vi trién khai lén eGov Report

< Phén quyén:
- Quan tri hé thdng: toan quyén truy cap Phan hé tich hop EgovReport
- Quan tri hé théng muc don vi: Pugc phép cap nhat thong tin va trang thai trién
khai ctia don vi minh
% Tém tat: Chic nang cho phép nguoi dung thuc hién cép nhat cac
thong tin trién khai cua g dung Ecabinet tai cac don vi 1én hé thong
Report va dong bo thong tin trién khai v€ Ecabinet phuc vu cho viée
thong ké va bao céo trién khai.
¢ Thuc hién: Quan tri h¢ thong truy cap vao menu Tich hop Egov
Report

Budée 1: Thém thanh phan trién khai/Cap nhat thanh phan trién khai
- Phan quyén: Vai tro Quan trj hé thong

- Truy cdp: menu [Thém thanh phan trién khai] dé thyc hién thém méi 1 don vi
trién khai hoac dé cap nhat thong tin trién khai da co.
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. . P | [ ———— ~ e - - q
== Trang chi Nhap don vi. & Ddngbd lugt truy cép | Export s ligu trién khai + Thémdonvi

[Z] Quan trihé théng > i & i Ma dai turong trién khai Ma thanh phan trien khai Trang thai
Quén ly don vi doc lap 1 UBND TP Ha Ngi UNBTHNI BKTD.TINH 1KHD (~ Hoat dong ) Z =&
Quén ly nhan vién quan tri
2 Van Phong UBND TP Ha N&i VPUBNDHNI BDT.TINH 06T Z =2 a
Quén Iy c&u hinh hé théng
3 S6 GDOT TP Ha Néi SoGDOTHNI BDVO.TINH 0.GT ([ Hoardong ) Z = a
=] Tichhop EGOV Report - - g
londsienghhiching 4 SV TETPHONG ST BoTTIN e
Trang théi trién khai 5 UBND Tinh Vinh phie UBNDVPC QLNN.TINH 0.GT (+ Hostdang ) =g
Thanh phan d trién khai
6 Vin Phong UBND Tinh Vinh Phic VPUBNDVPC BDT.TINH 1.KHD @8
L}:ém thanh phan trien
ai . .
7 UBND Tinh Phii The UBNDPTO BDT.TINH 1cT ("~ Hoatdong ) zE@a
[Z] Quanly giao dién Domair
8 UBND TP Hai Phang UBNDHPG theValus theValus ¥ = a
Quén Iy giao dién
9 UBND Huy&n Vin Ban LCI.UBND.VBN BDV.TINH 0.GT ([~ Hoat dong ) Z &3 a
10 VNPT Héi Duong VNPTHDG theValue theValue = =a
Hign thi 1- 10 cla 526 K& Qua u Scl3ud 5 N

Man hinh Danh sach thanh phan trién khai

- Trén man hinh chon nut [Thém don vi] hodc nut [cdp nhéat] trén cot [Thao tac]
dé thém mdi/cap nhat thanh phan trién khai

[
x
Thém mdi don vi
Tén don viz(*)
Ma don viz(*)
Tén vigt tat:
Dia chi:
Dién thoai:
546 luong phéng hop:(*) 9
Neayt2e:) 5000103/04
BGi ugng trién khal:(*) Chon d&i tuong trign khai N
Trang théi trién khal:(*) Cheon trang thai trign khai M
Tinh thanh:(") o1 o tinh thank N
Trang thai:

Man hinh Thém méi/Cdp nhdt thanh phan trién khai

- Pdi tuong trién khai: 14 cac d6i tuong trién khai quy dinh trén hé thong Egov
Report dugc dong bd vé Ecabinet (Trén menu: Loai doi twong khach hang)

- Trang thai trién khai: 1a cac trang thai trién khai quy dinh trén hé thong Egov
Report duoc dong bo vé Ecabinet (Trén menu: Trang thai trién khai)

Budéc 2: Pong bo thong tin trién khai tir Ecabinet 1én h¢ thong EGov Report
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Trén danh sach thanh phan trién khai trén ecabinet, An nit [Pong bd] dé thuc hién
dong bo cac thanh phan trién khai c6 ma don vi’ 1én hé thong Egov Report

o Ty | ) S _ e - _ .
52 Trangchi Nhap den vi... i Pong b lugt truy cap | Export s liéu trién khai +  Thém don vi

[E] Quéntri hé thang > i H i Ma dai tugng trien khai Ma thanh phan trién khai Trang thai
Quén Iy don vi déc l3p 1 UBND TP Ha Nai UNBTHNI BKTE.TINH 1KHD (( Hoat dang ) e =1 |
Quan ly nhan vién quan tri
2 Van Phong UBND TP Ha Noi VPUBNDHNI BDT.TINH 0.GT z=a
Quén ly c&u hinh hé théng
3 S¢ GDOT TP Ha Noi SoGDBTHNI BDVA.TINH 0.GT ( Hoat dong ) zEa
=] Tich hop EGOV Report ~
Loai d6i twong khach hang 4 S&'Y T8 TP Ha Noi SoYTHNI BDT.TINH = a
Trang thai trién khai 5 UBND Tinh Vinh phic UBNDVPC QLNN.TINH 0.6T (~ Hoat déng ) z=2a
Thanh phan da trién khai
6  VanPhang UBND Tinh Vinh Phiic VPUBNDVPC BDT.TINH 1KHD ¥ = a
Thém thanh phan trien
khai
7 UBND Tinh Pha The UBNDPTO BDT.TINH 1cT ([ Hoardong ) Z = a
=) Quanly giao dizn Domaire
8 UBND TP Hai Phong UBNDHPG theValue theValue z=a
Quén ly giao dign
9 UBND Huyén Van Ban LCI.UBND.VBN BDVO.TINH 0.GT ( Hoat dong ) zEa
10 VNPT Hai Duang VNPTHDG theValue theValue @8
Hignthi 1-10 cla 526 K&t Qua. n A3 5 N

Man hinh danh sach trién khai trén ecabinet

Luwu y: Chi don vi t6n tai ma don vi, thong tin doi twong trién khai, trang thai trién
khai, va trang thai hoat dong moi co thé dong bo lén Egov Report

Budée 3: Pong b luot truy cip theo tirng don vi tir Ecabinet 1én hé thong EGov
Report

- An nut [Pong b lwot truy cap] dé thuc hién dong bd sb luogt truy cap trén don
V1 trién khai 1én hé théng Egov Report

. . e b | ~ s - - R
52 Trangchi Nhap den vi... i Dong bd | Z Dong b lugt truy cdp | Export s liéu trién khai +  Thém don vi

5] Quantihéthéng > i H i iMa dai turgng trién khai Ma thanh phan trién khai
Quan Iy don vi déc lap 1 UBND TP Ha Nai UNBTHNI BKTO.TINH 1KHD (( Hoatdong ) Z =a
Quén Iy nhan vién quén tri
2 Van Phong UBND TP Ha Noi VPUBNDHNI BDT.TINH 0.GT z=a
Quan Iy cdu hinh hé théng
3 S& GDOT TP Ha Noi SoGDBTHNI BDVO.TINH 0.GT ( Hoat dong ) zEa
=] Tichhop EGOV Report ~
Loai di twang khach hang 4 S&'Y T8 TP Ha Nai SoYTHNI BDT.TINH Z 3@
Trang théi trién khai 5 UBND Tinh Vinh phiic UBNDVPC QLNN.TINH 0GT T Ea
Thanh phan d3 trién khai
6 Van Phong UBND Tinh Vinh Phic VPUBNDVPC BDT.TINH 1.KHD Z =2 a
;I?:ém thanh phan trien
al
7 UBND Tinh Phi The UBNDPTO BDT.TINH 1.cT ([~ Hoat dong ) Z &3 a
E Quan ly giae dién Domair
8 UBND TP Hai Phang UBNDHPG theValue theValue = =a
Quén ly giao dién
9 UBND Huyén Van Ban LCI.UBND.VBN BDVO.TINH 0.GT ( Hoatdang ) =30
10 VNPT Hai Duang VNPTHDG theValue theValue @8
Hign thi 1- 10 cla 526 K&t Qua n 23 5 N

Man hinh danh sdch trién khai trén ecabinet
II1.4.15.2  DPong bé tir Egov Report vé Ecabinet
- Phan quyén: Vai trd Quan trj hé thong
- Truy cp: Vao menu [Thanh phan d trién khai] dé thyc hi¢n tra ciru cac thanh
phan/DPon vi da trién khai
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E Quan tri hé thdng >

Quén ly don vi déc lap
Quén ly cdu hinh Gy quyén

=) Tich hop EGOV Report ~

Leai déi tuong khach hang
s gEND https://test. ECABINET.

Trang thai tidn khai 1 UBNDTPHN 'r:I;Ha o st 12/11/2019 BOTTINH |2 06T 12/11/2019  0GT  False
: Nai

Thanh phan da trién khai

) Hign thi 1-1 cia 1 K&t Qua
Thém thanh ph3n trién
khai

- Trén man hinh chon nut [Déng bo] dé thuc hién dé)ng bo dir liéu da trién khai
tor H¢ thong Egov Report vé Ecabinet

P

111.4.15.3  Cdp nhgt thong tin va trang thai thanh phan trién khai — (Qudn tri hé
thong mirc don vi)

- Phan quyén: Vai trd Quan trj hé théng muc don vi
- D€ thyuc hién cdp nhat thong tin va trang thai trién khai cho don vi thyc hién nhu sau:

Buwéc 1: Truy cap menu [Quén Iy don vi], chon nut stra don vi gbc dé vao man hinh
stra thong tin trién khai cia don vi(Poi tugng, tinh thanh)

[Cramy mischs diomi i

E} Oudnm

Thng gl diom vt B ot o

LB T bk WO gn:;::' -

Banlinh dse & BT

TTEHTT&VT oF 5 )

Trang thm EGow [ I8 (B
Chan by dige vl I Trung them ERF [ 5% )

Ban thi chink ké hoach | 2D

Han phdt i thi oty [ 1 ST

Budéc 2: Bé thuc hién cap nhat trang thai trién khai, chon nut [Cap nhat trang thai
trién khai] trén man hinh Quan 1y don vi

[E] Qudn b lich hop .

[Cramby mischs diomi vi

: Dhusbn B
Thngaddonvi: Bdonw
ulnl TP HA MDY & BT
Banlinhdpe B BT
TTCHTT&VT o _".m
Trang thm ECo it 2 (22D
Craan by dem v I Trung then ERF B 3 ()
Ban i chink ki hoach B _im

Ean phge it oty [ 1

Trang: 69/76



/ HDSD_VNPT_E-CABINET V1.0 Phién ban: 1.0

VNPT

- Sau khi cac don vi cap nhat thong tin trién khai xong, ITKV s€ c6 nhi€ém vu
dong bd thong tin cua cac don vi thudc quyén quan ly 1én Egov report (Xem
muc Thém méi va dong bo trién khai)

II1.4.15.4  Export dit liéu trién khai
- Phan quyén: Vai tro Quan tri hé théng (Hodc vai tro quan tri & cac bg phan itkv)

- Tém tat: chtrc ning cho phép xuét dit liéu trién khai cua cac don vi thudc quan
1y ctia acc thyc hi¢n export ra file excel theo mau cia Ban TTBH
- Truy cap: menu Tich hop Egov Report/ Thém thanh phan trién khai

Trén man hinh chon vao nat [Export so li¢u trién khai] dé export dit lidu trién khai ciia cac
don vi thudc quan 1y ciia nguoi thuc hién export

+ Thémdanvi

(=) Quantihéthdng > Ma d&i turong trién khai 1ia thanh phan trign khai Trang thai Thao tic
Quén ly don vi déc lap 1 UBND TP Ha Nai UNBTHNI BKTD.TINH 1.KHD (+ Hostdang ) =g
Quan Iy nhan vién quan tri i §

2 Van Phong UBND TP Ha Noi VPUBNDHNI BDT.TINH 0.6T (v Foat dang ) ZE=a
Quan Iy cdu hinh hé théng
3 S& GDOT TP Ha Néi SoGDDTHNI BDVE.TINH 0.6T ("~ Hoatdang ) el =1

=] Tichhop EGOV Report ~ : g
Loai di tugng khach hang 4 S& Y T& TP Ha Ngi SoYTHNI BDT.TINH (~ Hogtdéng ) Z B2 a6
Trang théi trién khai 5 UBND Tinh Vinh phic UBNDVPC QLNN.TINH 06T (~ Hoat 86ng ) FB=2a
Thanh ph3n da trién khai

6 Van Phang UBND Tinh Vinh Phic VPUBNDVPC BDT.TINH 1.KHD ZBEa
mém thanh phan trien
ai —
7 UBND Tinh Phii The UBNDPTO BDT.TINH 1.cT (( Hoat dang ) zEa
=) Quanlyj giao dizn Domaire
8 UBND TP Hai Phong UBNDHPG theValue theValue (v Foat dang ) ZE=a
Quan ly giac dién
9 UBND Huy&n Vin Ban LCI.UBND.VBN BDVB.TINH 0.6T (v Hoat dang ) zEa
10 VNPT Hai Duong VNPTHDG theValue theValue (~ Hostdong ) Z =2 a
Hign thi 1- 10 cia 526 K&t Qua n B 5 . >

Man hinh danh sach trién khai

Hé thong xuét ra file miu nhu sau: Gom 2 sheet: TongHop, ChiTiet

- Sheet TongHop: tong hop dit liéu cua cic Pon vi theo tinh thanh di khai bao,
v6i cac don vi chua cdp nhat thong tin trién khai thi gom vao 1 dong cudi cia
sheet 1a [Chua cap nhat]

- Sheet ChiTiet: Théng ké chi tiét dir liéu trién khai cta cac don vi da cap nhat
thong tin trién khai

Trang: 70/76



VNPT

HDSD_VNPT_E-CABINET V1.0

Phién ban: 1.0

A B C D
1 TAPPOAN BUU CHINH VIEN THONG VIET NAM CONG HOA XA HOI CHU NGHIA VIET NAM
2 CONG TY VNPT IT Péc Lip - T do - Hanh Phic EE——
5 Tong s phang bop
——— — - - theo khai bao clla cac |
4 BIEU CUNG c{m st_ﬁ LIEUDICH VU VNPT ECABINET donvi thude fnh thann |
5 Tinh d&n thii diém: 16:56 ngay 04/03/2020 trang tng 1
6
7 4
8 STT Tinh thinh s nguoi ding Phong hop
57 1 [sinhDwong 13 0
0] 2 [camau 38 2
17 3 |pandng 247 0
127 a4 |Hanai 10 1252
137 5 |HaipDwong 96 0
147 6 |Haiphang 243 0
157 7 |HungYén 4 0
16 8 |VinhPhic 25 3
17[ 9 [Chuacapnhat 27604 10
18" TGNE CONg 28280 1267
19
20 Garm toan bd cac dan v da khai bao
21 trén eCabinet thude quén by cla i Téng 56 ngudl ding da
2 ngLron xudt dit igu, nhung chira cap kich hoat (tai khoan) trén
23 nhat thang tin va trang thai trien khai ; céc donvi thude firh
24 thanh turormg Lng
25
26
27
28
29
an
M 4 » M| TongHop / ChiTiet ~#J El 4
Sheet TongHop
1 CHI TIET DANH SACH KHACH HANG ECABINET
2
3 Thang
: STT Pon vi so Iu‘a’:igngu'm Tinh/TP T:i:?::;“ l[’:::lgb::? Phéng hop Luru trir Ngay bit d3u sir dung
6 1 |B&nh ViénDaKhoa An Tam 0 Ha N&i Gigi thigu 0 ; 0 MB 12/11/2019
77 2 |cucthuBinh Phudc 247 03 Ning Gigi thigu 1. oM 0 Téng dung ligng 1 29/10/2019
g8 3 |ponvia 0 Ha Noi K hopdor 0 N1 ding 0 d4ding cho toan  |07/01/2020
9] a Don vi1ll 1 Hai Phong Gidi thiét & '?@af tham gia 0 bé tai liéu hop+tal  [12/11/2019
10 5 |ponvizas 0 Héi Phong Gigi thig 1 phién hop 0 liéu ca nhan cla 12/11/2019
1] 6 |ponvitest 57 Hai Phong Thit nghigm 0 a1 donviteong ¢ng - 5171172019
12 7 [Hai Dwong00ix 0 Hai Duong Chinh thirc 0 0 29/10/2019
13| 8  [HOND- UBND HUYEN KY ANH tinh HA TINH 47 Hai Duong Thit nghigm 0 a4 7.71MB 29/10/2019
1] 9 HGi dong nhédn dan tinh Pha Yén 1 Hai Phong Thi¥ nghiém 0 0 OMB 29/10/2019
157 10 [Hung¥én 1 Hung Yén Thi¥ nghiém 0 0 OMB 29/10/2019
16 1 Hung Yén 1 1 Hu'ng Yén Chinh thirc 0 0 omMB 29/10/2019
17] 12 Hueng Y&n2 2 Hung Yén Tam ngirng 0 0 0OMB 29/10/2019
18] 13 [ITkva 13 Binh Drong Huy dich vu 0 12 49.28MB 29/10/2019
19| 14 [TRUNG TAM VIEN THONG 7 - VNPT HA N&I 10 Hai Phong Gigi thigu 0 0 OMB 29/10/2019
20 15 [TTKD H3 NG 1 Hai Phing Thit nghiém 0 0 OMB 12/11/2019
21 16 |UBND huyén Chuong M{ 9 Ha Noi Gidi thiéu 0 0 31.55MB 29/10/2019
22| 17 |UBNDHUYEN CHUONG MY - HA NOI 1 Ha Noi Gigi thigu 0 0 OMB 29/10/2019
23] 18 [UBND HUYEN HUONG KHE - HA TINH 49 Hai Duong Thit nghiém 0 0 0MB 29/10/2019
22 19 |UBND Huyén van Ban 172 Hai Phong Gidi thigu 0 13 26.08MB 03/01/2020
25| 20 |UBNDTP.C3Mau 38 CaMau Gidi thigu 2 34 5.64MB 29/10/2019
% 21 Uy Ban Qudan Iy cac van d& x3 hoi 0 Hii Phang Thi¥ nghiém 0 0 0MB 12/11/2019
27/ 22 |Vinh phic 25 Vinh Phic Gigi thigu 3 0 0.69MB 16/01/2020
22 23 [Mhrhic1 1 H&i Phang Thi nghiém 0 0 OMB 11/13/2019
594 » [ TongHop | ChiTiet /¥3 [T«

Sheet ChiTiet

111.4.16

Show man hinh lén (TV)

- Phan quyén: Truy cép bang vai trd tao lich hodc Quan tri

lich don vi

Tom tat: chire nidng cho phép két ndi v6i man hinh 16n trong phong hop dé hién
thi thong tin cudc hop 1én man hinh 16n

Truy cdp menu: Quén 1y phién hop, chon chirc ning [C4u hinh man hinh TV]

trén c¢Ot Thao tac
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B3 Trang chi

() Quénlylich hop N Nhap tiéu d& Q -Tat ca- Tir ngay Dén ngay

=]

+  Them phlen hop
Bao cdo Kétluan i Thai gian bét dau Thai gian kat thic DPia diém a
B Quénti >
1 Hop HDND céc cap TP Ha Noi 19:0012/11/2019  23:0012/11/2019  test (“paduyt )
Quén Iy phién hop

Heé thng hién thi man hinh c4u hinh thong tin cAc man hinh nhu dudi:

B3 Trangchi

Phién hop: Hop HBND céc c3p TP Ha Nai Trang thai: Dang thue hién

=) Quénlylichhop > v D
o Loai man hinh
Bdo cdo Két luan
B auinti 5 1 Man hinh khai mac =
Quén Iy phién hop 2 Man hinh so' do phong hop =
Quén ly bigu quyst
3 Man hinh thuc hién hop =
Quan ly chae danh
Quén Iy don vi 4 Man hinh bigu quy&t &
Quan Iy lién két 5 Man hinh tam nghi @
Quén ly menu
6 Man hinh k&t thuc phién hop @

Quan ly nhan su

» Chon nat [Preview] dé xem trudc man hinh show TV, 4n nut [Truoc], [Sau] dé

chuyén man hinh twong ung (Click ra khoang ngoai man hinh dé déng man
hinh xem trudc)

» Chon vao link tén cac man hinh & ¢4t [Loai man hinh] dé mé man hinh tuong
ung v )
» Chon vao nut [Cap nhat] dé cap nhat cau hinh

111.4.17 Tich hop hé thong QLVB
» Chirc nang cho phep nguoi dung gan file tai lidu tu hé thong quan 1y vin ban
khi thém mo1i phién hop va khi tao biéu quyeét.
» Thyc hién theo cac bude sau:
Buwdée 1: Cau hinh tich hop véi hé thong quéan 1y van ban:
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f « " PHONG HOP KHONU: GIAY
Quan Iy biu quyét 8 Email ho trg
Quén Iy chire danh 9 Dia chi don vi r
Quan ly don vi 10 Password quan tri 4
Quan I ligm két 11 Keymahoafile @
Quéin I er 12 Cho phép 'Quan tri lich don vi' x6a lich da cong bé [y
Quén Iy nhan sy = X = =
13 Tén tab speechToText trong phién hop (d& tréng la disable) ry
Quan ly khdch mai X _
14 Kigm tra phéng hop tréng rs
Quan ly nhom nhén vién
15 Kich hoat mat khau manh g
Quan ly phéng hop
16 Kich hoat thir nghiém speech to text trong thang tin digu hanh .4
Quan ly loai phién hop
17 He théng QLVB(iOffice/eOffice) ry
Quan Iy tin tac
g 18 Link_QLVB =
Quan Iy chuyén muc
Gdn Nhém nhan vién/Nhan 19 Link_QLVB_API rs
vién/Don vi
20 Token key (eOffice) =
Danh séch bigu quyét
Quan ly cau hinh hé thong

- Quan tr1 hé théng thuc hién nhap cac tham s6 cu hinh:

+ Hé théng QLVB(iOffice/eOfice): Tén hé thong quan 1y vin ban
+ Link QLVB

+ Link QLVB_API

+ Token Key

Vi du tich hop véi hé thong eOffce:

+ Hé théng QLVB(iOffice/eOfice): eOffice
+ Link QLVB: https://vnpt-eoffice.vnptsoftware.vn/qlvbdh
+ Link QLVB_API: https://vnpt-eoffice.vnptsoftware.vn/qlvb_dichvu

+ Token Key:
$2a$10$Kp6gr8NCdu6TaPp.fGfcOeBanuoySqODEhyronSvNACZ9P51S7JpS

Buée 2: Pang nhap vao hé théng eCabinet bang tai khoan nguoi dung 14 tai khoan trén
hé thong eOffice (TK eCabinet = TK eOffice) thi hé théng méi lién thong dir licu tix
eOffice sang.

Buwdc 3: Thuc hién gén tai li¢u theo tirng nghi¢p vu nhu sau:

> Tao phiéu y kién tir h¢ thong QLVB
> Quan trj hé thong vao menu Quan ly biéu quyet hoic tao biéu quyét trong phién

hop => Thém méi biéu quyét. Hé thong hién thi lén form thém moi va gan tai
lidu tir hé théng QLVB nhu sau:
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B8 Trangchi Bao mit

&a Quan tr]

Quan ly phién hop

Loai ndi dung lay y kién @[
bieu @

uyét

Ky s6 xac nhan Co sirdung chir ky s6
q

Girl SMS/Email: @ = C6 gui SMS/Email

Quén Iy biéu quyét File dinh kém:

&File dinh
Quan ly khach mai kém
Quan Iy loai phién hop

Danh sach bigu quyét 0a toc i

trich y&u van band dén @

Thai diém phat hanh: * dd/mmiyyyy hh:mm

Ngudi theo d6i  + Thém nguai theo dai
Don vj lay y kien + Thém don vj I8y v kién

Nhan vién lay y kién +Thém nhan vién Iy y ki

1. Click vao hién thi ra danh
séch tai liéu duoc |4y tir he

théng QLVB ma user dang
nhap duoc quyen xem

Van ban lién quan: |+ Gan Van ban lién quan

/mm/yyyy hh:mm
Xda: Xoa tai liéu da
gan

én

Thém ndi dung I&y y kién 4

> Frontend: Ngudi dung duoc 1dy ¥ kién. Vao xem thong tin biéu quyét, c6 thé

xem file van ban.

> Gan Vian ban lién quan vao tai

mo1/Cap nhat thong tin lich hop

Tén nhom tai liéu:
Nhap tén nhom tai liéu

GaTai tai ligu

+Gan Van ban lién quan

Ca nhén chuan bi:
+Thém ca nhan chuan bj tai liéu

_Cénhantruycap:
+Thém ca nhan dugc truy cap tai liéu

liéu hop

Quan tri n01 dung_Backend: Quan tri hé théng hodc quan tri lich don vi tao

Click vao day bat ra form chon cac

van ban lién quan de gan

Donvichuanbi:
+Thém don vi chuan bj tai liéu

Tai tat ca
cac file dinh
kém cla véan

ban

Don vj truy cap: o
+Thém don vi dugc fruy cap tai liéu

EEEEE

Do mat Trang thai Thao tac

D6i voi van bén, khi click

vao day sé md file dau tién
cUa van ban. Khi xem 1 tai
ligu, menu trai s& list tét ca
céc file dinh kém cua van

[
a VB-3611-Hoan-thien-e-office-theo-RACLpdf
B 7.ppm2is
Cac vén ban lién quan
dwoc gan hién thi va co
cac icon chirc nang
tuong tw nhu 1 tai liéu
hop
- Trang chu: Frontend: Nguoi dung vao phién hop dugc gan tham dy => Vao Tai
liéu hop dé€ cap nhat tai li¢u/Xem chi tiét thong tin tai li¢u hop
TAI LIEU HOP
STT Ten tailigu Thai gian cap nhat
NHOM 1
1 VB-3611-Hoan-thien-e-office-theo-RACI04082019084750.pdf 20:47 4/8/2019
2 SpeechTeText.docx 20:47 4/8/2019
3 DSKHaiBao-VNPTxlsx " 20:47 4/8/2019
Trich yéu cla vén
NHOM 2 ban

CongVanITGuiTapDoan1.docx

> Tao Vin ban tir Két luan hop

Thém nit nay véi

dugc cap nhat tai lié

Tai tat ca cac file dinh
kém cua vén ban
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- Thém thong bao két luan hop:
o Cho phép Géan Van ban lién quan

(Tuwong ty nit Gan van ban lién quan vao tai li¢u hop & trén)

—— Tigencipr Tt Thote
(8 ciieca] = et < ]
o Cho phép Tao van ban tur file Thong bao ké‘f luan hop. Khi tao van ban
tir file théng bao két luan hop, tu ddng gan Vin ban lién quan vao két
luan hop

TAI LIEU KET LUAN

STT Tentailigu Théi gian c3p nhét Trang thai Thao téc
'\ 'VB-3611-Hoan-thien-e-office-theo-RACI04082019090255 pdf ©(0) [y 21:02 4/8/2019 ((#Céngbs ) [SIF W -

BAO CAO KET LUAN
Thém 1 icon dé tao Van ban. Khi

N&i Dung Béo cdo K&t luan o click vao icon nay mé ra trang
) ) thém méi 1 véin ban. Khi van ban
duoc thém, tv déng gén lién quan
gilra van bén va nhom tai ligu hop

twong ing

> Gan Van ban lién quan vao bao cao ket luan hop

Y kién phan hoi
NGi dung: * .
Kieu ~ | Dinhdang ~ | Phong ~ | Cochir -
B I U @ Q b £ @|lE x|l ==
E Ml © A- B B MaHTML
I
Tai liéu: *

&Tai tai ligu

+Gan Van ban lién quan

Ca nhan truy +Thém thanh phan truy cép
cap

Dan vi truy cap +Thém dan vi truy cap
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111.4.18 Quaén ly nguoi dung da xoa

Phin quyén: Quan trj mutrc hé théng, Quan tri mirc khu vue, Quan tri hé théng mirc don vi
Truy cip: Menu Quan trj hé thong/Quan 1y ngudi dung di xoa

Tém tit: Chirc ning cho phép quan tri hé théng khoi phuc céc tai khoan di xoa. Truong hop
khi khoi phuc lai tai khoan bj tring, hé thong s& mic dinh ty dong thém hau t6 s6 tht tu vao
tén tai khoan trude khi khoi phuc dé phén biét.

b b Khai phuc
Nhap tai khodn hodc t&n nhén su. t4i khodn
S S i = S e = A  hao tac

1 Bli Loan loanbt Phéng ban1 Don vi test 03/27/2020 loanbta NguoiDung
2 Nguyén Thi Ha hant Ban lanh dao Baon vi test 03/26/2020 loanbt3 NguoiDung o
3 Tran Van Viét twviet Phong ban 2 Bon vi test 03/26/2020 loanbt3 MNguoiDung 2
4 Khéch méi 9 khachmoi2g bon vi test 03/27/2020 loanbt3 KhachMoi D
5 Khach mai 4 khachmoi26 Bon vi test 03/27/2020 loanbt3 KhachMoi 2

Man hinh danh sach nguoi dung da xoa

- €06 thé tim kiém theo tén hoic tai khoan ngudi ding

- Chon vao 9 dé khoi phuc tai khoan tuwong tng ctia don vi

111.4.19 Quin 1y ¥ kién gop y
Phan quyen Quan tri hé thong muc don vi
Truy cap Menu Quan tri hé thong/Quan 1y ¥ y kién gop ¥
Tém tit: Chirc ning cho phép quan tri hé théng mirc don vi
- Tim kiém danh sach phién hop da kich hoat/V6 hiéu hoa chirc nang giri y kién, gop y
- Kich hoat/V6 hiéu hoa chirc nang giri ¥ kién/Gop ¥, danh gia Tan thanh/Khong tan
thanh y kién/gop y trong cudc hop.

Nhap tiéu dé phién hop

Hep phueng 4n phéng chéng 10 lut, ngdp mén ndm 2020 10 <
2 Xay dung va trién khai céc hé théng cép thoat nudc trong khu dé thi ném 2020 15
3 Hop giao ban tuin &- Quy | - Nam 2020 10 ’

Man hinh Quén 1y ¥ kién gop ¥

- Khi check vao 6 V6 hi€u hoa, thi khi d6 nguoi tham gia hop s€ khong dugc thao tac
bét ¢l chirc ning nao, ma chi duoc view dif liéu trén tab [Y kién] & man hinh Chi tiét
cuoc hop khi tham gia hop

- Khi click vao link s6 lugng ¥ kién, gop y ciia phién hop trén danh sach, hé thong s&
link sang man hinh danh sach y kién gop ¥ ctia phién hop twong ting

IV. PHULUC
N/A
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