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. TONG QUAN

1. Gigl thiéu wng dung

Phén hé [Lich céng tic] dugc xay dung dé gitp ngudi dung quan 1y va theo ddi cac sy
kién va lich cong tac tai co quan. Phan hé bao gdm céc chirc ning chinh nhu sau:

= Thiét 13p lich cong tic cho tuan lam viéc hién tai bao gdom lich cong tac chung
cho ca co quan va riéng cho phong ban hoac ca nhan.

= Cho phép thiét lap chu ky lap lich tu dong theo ngay, theo tuan, theo thang va
theo nam. MJi c4 nhan cé thé tham gia vao quy trinh tao, duyét, hoan lich, doi
lich...theo dting vai tro cua tirng nguoi.

= Cung cap cong cu nhic nhd moi nguoi trudc thoi diém dién ra su kién.

= Hién thi lich cong tac 1én giao dién dung chung cua co quan va phong ban dé
ngudi lién quan c6 thé vao xem.

= Cung cap cong cu tra ctu dé tim kiém lich hop hién tai va trong qua khir duoc
nhanh chéng.

2. Pham vi tai liéu

Huéng dan cac chire ning can thiét dé nguoi dung c6 thé st dung duoc phan hé lich cong
tac.

Il. QUAN LY TAI KHOAN

1. Pang nhap hé théng

Pé sir dung cac chitc ning da dugc phan quyén, nguoi dung can phai ding nhap hé thong.
Cac buoc thuc hién nhu sau:

4 Budc 1: Mo trinh duyét web, gd vao dia chi sau: http://10.201.0.45.

|/ B zimbrs: Thigen %V @ Trang chii - Phan mem L x =T ]
- C # | [ http://10.201.0.45,

Hinh 1: G6 dia chi vao trinh duyét web.

4 Budc 2: Chon link “Péng nhdp” trén goéc phai man hinh dé mé giao dién “Péing nhap
hé théng”.

Tai ligu hiring dan siF dung

¥ ' EDAN'QUAN 5 TP. HO CHi MINH A Diing nhap

ANIRHGNG PIEN TU

Hinh 2: Chon link “DPang nhap”.
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#+ Budc 3: Nhap thong tin tai khoan bao gom: tén hién thi va mat khau.

DANG NHAP HE THONG

Tén hién thi
Mat khau

] Mné téi

Hinh 3: Man hinh dang nhap.

#+ Budc 4: Chon nit “Pding nhdp” dé vao hé théng.

Tai giao dién “Pdng nhdp hé théng”, néu ngudi dung check vao muc “Nhé £6i” thi hé
thdng sé ghi lai thong tin tai khoan hién tai, lan sau khi mg giao dién nay nita, hé thong sé
tu 1y thong tin cii dé nguoi dung dang nhap, khong can phai gd lai.

2. Chinh siwra tai khoan ca nhan

Sau khi ding nhap, ngudi dung c6 thé chinh stra lai thong tin tai khoan ctiia minh cho phu
hop, cac budc nhu sau:

# Budc 1: Tur bat ky giao dién nao, c6 thé chon vao tén tai khoan trén goc phai giao dién
dé vao giao dién chinh sura.

Quan Tri

Administrator

Hinh 4: Vao giao dién chinh sira.

# Budc 3: Nhap thong tin chinh sira trén giao dién “Tai khodn Ciia téi” bao gdm: Tiéu
dé, Tén dang nhap, Pia chi email, Tén, Ho, Gidi tinh, Sinh nhat. ..
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u - > > -
Tai khoan cua toi
9 <T&i khodn cia tdi= chika cic théng tin ¢d nhan cia ban, ban cd thé xem, sika thénag tin 1V lich, cing ddnag va thanh vién don vi, va cicthiét 13p cd nhan.

Quan Tri

Chi tiét G Quan Tri
Tidu dé A
[=] Théng tin ngwéi ding
Chi tiét

Tén hién thi (Bat budc)

Mt khiu

Bia chi thuw dién t (Bat budc) S CQC Slt?
- - o] Thay ddi (5 Xoa Cdc nhdém ngu&i dling
admin@newsaigonsoft.con D o R .
Cacvai trd
Tén (Bat budc) Binh danh ngwéi diing Chuyén muc
Tri 10198
i Nhan dang
Tén dém Ngay sinh Bia chi
1 [=| | hangmat 21| [ 1970 [=]| £ S0 dién thoai
Cac dia chithw dién tir khac
Ho Gii tinh Trang web
Quan Nam |Z| Tai khodn chat
Mang x3 hi
Xirng danh Tén cong viéc SMS
Iz‘ Administrator OpenlD

Cau hinh khac
Hinh 5: Giao dién thong tin chi tiét tai khoan c4 nhén.

Ghi lai

# Budc 4: Sau khi thay doi, chon dé luu thong tin, néu khong mudn luu lai

Hiy bd

chon l

3. Thoat khéi hé théng.

Sau khi 1am viéc xong, nguoi diung can dang xuat khoi hé théng thi lam nhu sau:

#+ Bud6c 1: Tur bat ky giao dién nao cua chuong trinh, ngudi dung c6 thé nhap chuét trai
vao mili tén md rong () bén canh tén tai khoan dé thiy cac chic nang an bén trong.

Quan Tri

-

Administrator

Hinh 6: Mé cac chirc nang mé rong.

# Budc 2: Chon “Thodr” tir menu xo6 xudng dé thyc hién dang xuat khoi hé thong.

[] Hién thi cdu hinh ¢ng dung | Thoat
M Chuyén t&i & Quan Iy &) Thém
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Hinh 7: Thoat khéi hé théng.

111. THAO TAC SU DUNG

1. Pang ky lich

Trang nay cho phép ngudi co tham quyén vao diang ky lich cong tac tuan bao gom ca lich
co quan, lich phong ban, lich ca nhan va lich xe.

Dé vao giao dién “Pdng ky lich”, ta lam nhu sau:

+4 Budc 1: Chon “Lich céng tic” trén thanh diéu hudng.

Trang diéuhanh  Quanlyvanban Lichcongtac Théong baochidao  HO so hanh chinh

N ";DQN QUAN 5 TP. HO CHI MINH
§LICH CONG TAC

4+ Budc 2: Chon tab “Lich céng tic” trén thanh menu ngang, tiép theo chon “Ping ky
lich” tir menu X6 xudng.

Trang chu Cong viéc Bio cao tong hop Lich céng tac Danh ba Tai iéu

v Lich cdng tac € Bang ky lich

Hinh 8: Cheon chitc ning “Ping Ky lich”.
4 Budc 3: Hé thdng xuét hién giao dién “Pang ky lich” nhu sau:
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Trangchi  Congviec  Baocaotonghop [ICRCCR Danhba  Taikiéu

v Lichcongtdc  + Dang ky lich

Danh muc Ngay | Tuén | Cacswkién
B Cénnan Duyét o Péngkylich = Xudttéptin
L Lich Co Quan
) @ 30/09/2013 - 06/10/2013 @
+ Lich du kién (8) THUFINGAY THOIGIAN  NOIDUNG BIA DIEM THANH PHAN THAM DU NGUFOTCHOTRI | PHAN CONG CHUAN Bl XE CONG TAC
") Lich Phng Ban ——— 15:00 | Béo cdo tién df trién khai phan mém Phang hop 1 A
i hai
-+ Lich chinh thire Ngay 30/09/2013 16:00 Khao sat ha tang 5S¢ ~
» Lich du kién -
8:00 Hop giao ban Phang hop 1 Cac phéng ban chuan 7]
|4 LichB6 Tri Xe Thir ba bi tai lidu va bdo cdo
+ Lich chinhthirc ey AL
+ Lich dw kién (2)
The tw 1~
Ngay 02/10/2013
2:00 gidm sét tur phé binh va phé binh sau 01 nam PH1 S& va CSP Mguy&n Khai s
thuc hign Nghi quyét TW khéa X tai So Ke Hoan
hoach va Dau tu
10:00 Théng dy khai mac Trién ldm Quéc té Hai trwerng Newsaigonsoft Mguy#n Viét Trung s
Vietbuild 2013 tai Can The
14:00  kidm tra, gidm sat tw phé binh va phé binh sau Phang B TTCNTT, NSS Pham Viét Trung A
o 01 nam thyc hién Nghi quyét TW khda X tai
Thie nam =~ Trerng Bai hoc Y Drec Can Tho
Ngay 0311012013
15:00 Hop... Cai Cach Hanh Chinh ¥ ]
16:00 | hop Ban Chi dao xdy dung gia dat Phang A NSS L& Trung Kién A
18:00 adasd Van Ngoc Théng Nhat A
1800 A Nguy&n Trung Hiéu, Phap A
Ché
9:00 Nghe bao cao k&t qua trién khai phan mém Phéng hop 1 | Nguyén Khai Hoan, Lé Trung  Nguy#n Viét Trung | Trung tam chuén bi A~
Thir sau “ Ki&n, Tran Phwdc Son phong hop. may chiéu
Ngay 0411012013 Pham Vit Trung, Nguyén
Viét Trung
Thir bay
Ngay 05/10/2013

Chii nhat
Ngay 06/10/2013

Hinh 9: Giao di¢n “Ping ky lich”.
Giao dién “Pdng ky lich” duoc chia thanh 2 phan chinh: Khung bén trai 1a danh muc lich
chtra cac loai lich ma nguoi dung di dugc phan quyén quan ly. Mai loai lich duoc chia
thanh hai nhom 1a “Lich de kién” va “Lich chinh thirc”.
- Lich dw kién: s& hién thi nhitng lich méi dang ky, chua dugc duyét.
- Lich chinh thic: s& hién thi nhitng lich da duoc duyét.
Dé xem hoic cap nhat lich, nguoi dung kich chudt vao tén loai lich trong danh muc. Khi
d6, khung cira s6 bén phai s& hién thi bang danh sach lich cho ngudi dung xem va cap
nhat thong tin.

1.1. Pang kv lich co quan

Chte nang nay cho phép ngudi c6 tham quyén vao diang ky lich 1am viéc caa co quan.
Dé dang ky lich co quan, ta 1am nhu sau:

4 Budc 1: Chon muyc “Lich Co Quan” & khung danh muc bén trai. Khi d6, hé thong s&
hién thi mac dinh giao dién “Lich de kién” 1én khung ctra s6 bén phai cho ngudi dung
dang ky. Tuy nhién, néu ngudi dung dang & giao dién “Lich chinh thirc” thi van co
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thé dang ky lich binh thuong. Hé théng s& tu dong chuyén tat ca lich méi dang ky sang
lich du kién.

Danh muc Chon
(4 cannan "Ljch co =k Bang ky lich = Xudttép tin chon tab
- - " i
_,@ | quan cén xem
® 07/10/2013 - 13/10/2013 ®

+ Lich chinh thirc

W T 6 THIFNGAY THOIGIAN  NOI DUNG Bla BIEM THANH PHAN THAM DU NGUOICHUTRI  PHAN CONG CHUANBI  XE CONG TAC

T oy, | Hé thdng A A

méc dinh
[ Lich Phéng Ban n
Thie hai "
» Lich chinhthie | " Ngay 07/10/2013
» Lich du kién

[/ Lich Bé Tri Xe Thie ba

+ Lich chinh thirc Ay R

+ Lich dur kién

Thie tw
Ngay 09/1072013

Thir nam
Ngay 10/10/2013

Thip sau &
Ngay 11/1012013

Thir bay
Ngay 1211072013

Chii nhat I
Ngay 13/10/2013

Hinh 10: Chgn chirc niing “Lich co quan”.

Giao dién dang ky lich duy kién duoc chia thanh 3 tab: Ngay, Tudn va Cdc sw kién.

- Tuan: tab nay cho phép dang ky va luu trit danh sach lich 1am viéc cia co quan theo
tuan.

- Ngay: tab nay cho phép dang ky va luu trit danh sach lich lam viéc cua co quan theo
ngay.

- Cac sy kién: tab nay cho phép dang ky va luu trir cac su Kién phat sinh cua co quan.

1.1.1 Pang kv lich co quan trong tuan

Pé dang ky lich co quan trong tuan, ta lam nhu sau:
4 Budc 1: Chon tab “Tudn” trén giao dién lich du kién co quan.

Mgay Tudn Cac swr Kién Lich trong tam

' Duyét /= Pang ki lich (S Xuat tép tin
Chon tab "Tudn"

&) Lich tuan 2: 06/01/2014 - 12/01/2014 ®

Hinh 11: Giao dién “Ping ky lich”.
+ Budc 2: Hé théng chuyén sang giao dién “Lich co quan trong tu@n” va hién san
bang dang ky lich trong tuan tir thir hai dén chu nhat.

NeoCALENDAR.V4 - Tai liéu huéng dan sir dung — Phdn hé lich céng tac

11/39



CONG TY CO PHAN PHAN MEM SAI GON MOI NSS

bia chi: 243/78 Chu Van An, P.12, Q.Binh Thanh, TP.HCM
NEW SAIGON SOFT Dién thoai: (+84 8) 39 840 999 Fax: (+84 8) 35 127 147
Website: http://newsaigonsoft.com Email: contact@newsaigonsoft.com

Hgay Tuan Cac sir kién

-/ Duyét @, W Xudttép tin
I

Chon niit nay G& dang ky
® o7/10/2010 " y ce cang ky
lich cho ngay bat ky
THUFNGAY THOIGIAN  NOI DUNG BlA BIEM THANH PHAN THAM DU NGUOICHUTRI | PHAN CONG CHUAN Bl XE CONG TAC

This hai @)
Ngay 07/10/2013

Thir ba@R)
Ngay 08/10/2013

This tw(@)
Ngay 09/10/2013

/4

Cheon biéu twong dang ky |
trén tlng ngay cu thé dé

Thir nam@) - _— |hé théng hian thi sdn ngay

Ngay 10110;2013/ hop cho ngudi diing.
"
Thir 5éu@
Ngay 11/10/2013
Thi bay @)

Ngay 12/10/2013

S,
Hinh 12: Giao dién “Lich co quan trong tuin”.

Nguoi dung c6 thé chon chirc ning “BPdng ky lich” theo 2 cach:
+ Néu chon nut " Pangkylich  chyno trén thanh cong cu thi hé thdng s& cho phép
ngudi dung ding ky lich cho mot ngay bét ky.
+ Néu chon biéu tuong thém méi “* ngay trén ting ngdy trong tuan thi hé thong s&
mic dinh sin ngay d6 dé nguoi dung nhéap thong tin. Chirc ning nay thuan tién khi
ngudi dung can ding ky lich cho nhiéu ngay trong tuan va khong can tinh ngdy ma
minh dang ky.

4 Budc 3: Sau khi chon nat dang ky lich, hé thong xuét hién giao dién nhu sau:

Pang ky lich mGi

e Leu + Quay lai
Ngay bat dau: (%) - | gitr + phit-ngay 089/01/2014 m - Thixi gian hop i phit
Su kién: Budi sang Budi chidu Cangay Khéng
D LPu tién: M3c dint| (36 1 14 d6 wu tién cao nhat)
Néi dung: (*)
Phan cong chuan bi:
Thanh phén tham d chinh: m

Nowéi chil tri

Dia diém: Chon .= Daidién thanh phan tham di:

Bia diem khac: Thanh phan tham dw khac:

Xe cong tac: Chon . |5  Dinhkém tép tin: + Chon

Xe cong tac khac:

Loai sur kién: Chon - =
Lap lai: Khéng bao gid -
Nhac nhé:

Thém nhac nhé?
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Hinh 13: Giao di¢n “Dang Ky lich”.
Giai thich giao dién:

- Ngay bit dau: chon thoi gian bit dau lich hop can ding ky bao gém gid, phit va
ngay hop.

- Thoi gian hep: muén ding ky hop trong bao lau thi nhap thoi gian vao day. Vi du:
mudn ding ky hop trong 1gid 30 phit thi nhap sé 1 vao 6 gid, 30 vao 6 phut.

- Sw kién: Ira chon sy kién cho lich. Néu chon céc su kién ¢ dinh nhu Buéi sdng,
Buéi chiéu hoic Cd ngay thi hé théng sé tu dong tinh gio bat dau va thoi gian hop
cho nguoi dung. Néu chon sy kién 1a “Khéng” thi nguoi dung co thé nhap thoi gian
hop tuy y.

- Po wu tién: nhap do uu tién cho lich, lich c6 d6 wu tién thap s& dugc wu tién xép
trudc cua danh séach lich trong ngay.

- Nai dung: nhap noi dung lich co quan can dang ky.

- Phan cong chuian bi: nhap cac cong viéc can chuan bi.

- Ngudi chir tri: chon nguoi chi tri cudc hop. Nguoi dung chi can nhap mot vai tir
khoa lién quan dén tén hodc phong ban cua ngudi chi tri can chon. Hé théng s& xo
xuéng danh sach tat ca ngudi va don vi ¢6 lién quan véi tir khoa d6 cho nguoi ding
lya chon. Vi du: Néu nhap tir khoa “Lé”, hé thdng sé& liét ké toan bo ngudi dung co
chtra tir khoa “Lé”.

Nowéi chi tri: P @ ____[ Nhap tir khda can tim
[ lethihongeuc - L& ThiHong Ciic - T Chire Cén B T
i o Hé thang tra v& danh
\ leviettien - L& Vigt Tien - Thanh Tra sach két qua lién quan
4\ Itthuan- L& Thi Thu An - Xy Dung Chinh Quy3n vGi tir khda cho nguroi

- - I . . — ding lwa chon
tronghuong - Lé Trong Huwéng - Cai Cach Hanh Chinh 1

letrungkien - L& Trung Kién - Ban Giam Bdc

Hinh 14: Chon ngudi chii tri.

- Thanh phan tham du chinh: cho phép chon va luu danh sach thanh phan tham du.
Tai 6 nay, ngudi dung cé thé gd vao mot vai tir khoa lién quan dén tén hoic phong
ban cua ngudi tham dy dé hé théng liét ké danh sach rdi lya chon tuong ty nhu khi
chon nguoi chu tri.
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Thanh phan tham dw chinh: ngruyén
Pai dién thanh phin tham du: - Mauyen Thi Minh Mguyét _ntmnguyet.q3 (PHONG GIAO DUC BAO TAO

Thanh phan tham dw khac| 55 a0 tir khoa dé fim
Dinh kém tép tin: thanh phén tham dw

ong _ntlong.q3 (PHONG GIA

Suweng _nttsuong.g3 (FHONG GIAQ DUC BAC TAO Q3)

Nguyén Hoang Lam _nhlam.q3 (PHONG GIAC DUC 840 TAD Q3)

Nguyn ThiLan _ntlan.q3 (CONG AN ©3)

Nguyén Giao Chau _ngchau.q3 (FHONG LE-TE-XH @23
Nguyén Brkc Hao _ndhao.q3 (FHONG KINH TE Q3)
blanin Thiblans Whana  mtnbdbhnn a3 (0L LIRILL TE ~7]

Hinh 15: Chon thanh phan tham du.
Ngoai ra, ngudi ding co6 thé chon thanh phan tham du tir danh sach thiét 1ap san. Cac
budc thuc hién nhu sau:
+ Bugc 1: Bam vao biéu twong 6 vuong “ bén goc phai cua 6 “Thanh phan tham
dw chinh”.

Thanh phan tham dw chinh:

e

Mé& clra s6 "Danh
sdch thanh phan
tham du"'

Hinh 16: Mé cira s6 “Danh sach thanh phin tham du”.
+ Budc 2: Hé théng s& xuét hién cira s6 “Danh sdch thanh phan tham du” cho
nguoi dung lya chon.
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| DANH SACH THANH PHAN THAM DU
Phéng ban Mguréri diing Ludng
| 'a' Chon ¥ Bong

| Tén Té chivc cdp trén

| 5TT

| 1 BAN CHI HUY QUAN SU Q3 UY BAN NHAN DAN QUAN 3

_ 2 CONG AN Q3 UY BAN NHAN DAN QUAN 3
3 PHONG GIAQ DUC BAG TAD Q3 UY BAN NHAN DAN QUAN 3
4 PHONG KINH TE Q3 UY BAN NHAM DAN QUAN 3
5 PHONG LB-TB-XH Q3 UY BAN NHAN DAN QUAN 3
6 PHONG NGT VU Q3 UY BAN NHAM DAN QUAN 3
7 PHONG QUAN LY G THI Q3 UY BAN NHAM DAN QUAN 3
8 PHONG TAI CHINH KE HOACH Q3 UY BAN NHAN DAN QUAN 3
9 PHONG TAI NGUYEN MOI TRUONG Q3 UY BAN NHAN DAN QUAN 3
10 PHOMNG TU PHAP Q3 UY BAN NHAN DAN QUAN 3
11 PHOMNG THONG KE Q3 UY BAN NHAN DAN QUAN 3
12 PHONG VAN HOA THONG TIN Q3 UY BAN NHAN DAN QUAN 3

Hinh 17: Giao dién danh sach thanh phén tham du.

Giao dién “Danh sdch thanh phdn tham dg” duoc chia thanh 3 tab: Phong ban,
Ngudi dung, Ludng.

- Phong ban: liét ké danh sach phong trong co quan. Ngudi dung co thé vao day dé
chon noi nhan theo phong ban (c6 thé chon ca phong hodc chon ngudi cu thé trong
phong), thuan tién khi lich nay can moi ca phong tham du.

- Nguoi dung: liét ké danh sach nguoi ding dang ton tai trong hé théng, cho phép
chon thanh phan tham du theo nguoi.

- Luodng: cho phép chon thanh phan tham dy theo luong. Ngudi dung cé thé tao
ludng dé chon va luu lai dé chon cho nhitng 1an sau, thuan tién khi can moi mot
nhom thanh phan tham dy thuong xuyén.

a) Tab Phong ban:

Dé chon phong ban, ta lam nhu sau:
+ Budéc 1: Chon tab “Phong ban” trén giao dién “Danh sdch thanh phan tham du”.

+ Budc 2: Chon phong ban muén mai hop. Sau khi lich dugc duyét, hé thong sé sao
chép lich nay xubng lich phong ban cho ngudi dung.
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DANH SACH THANH PHAN THAM DLF
Phdng ban Mgwréri diing Ludng
'&' Chon # Bdng

o Nhap tir khoa d&

STT I:l fim phong ban
e UY BAN NHAM DAM QUAN 3
O\\ Chon tén phong ’

Té chikc cdp trén

2 muén méi hop. UY BAN NHAN DAN QUAN 3
@3/ : B0 Q3 UY BAN NHAM DAN QUAN 3
4 PHONG KINH TE Q3 UY BAN NHAM DAN QUAN 3
5 PHONG LB-TB-XH Q3 UY BAN NHAM DAN QUAN 3
6 PHONG N31 VU Q3 UY BAN NHAM DAN QUAN 3
7 PHONG QUAN LY B& THI Q3 UY BAN NHAM DAN QUAN 3
8 PHONG TAT CHINH KE HOACH Q3 UY BAN NHAM DAN QUAN 3
9 PHONG TAI HGUYEN MOT TRUGNG Q3 UY BAN NHAM DAN QUAN 3
10 PHOMNG TU PHAP Q3 UY BAN NHAM DAN QUAN 3
11 PHOMNG THENG KE Q3 UY BAN NHAM DAN QUAN 3
12 PHOMNG VAN HOA THONG TIN Q3 UY BAN NHAM DAN QUAN 3

»

m

Hinh 18: Chon phéng ban.

+ Budc 3: Truong hop khong mudn chon ca phong thi click vao tén phong ban, hé
théng s& mo ra danh sach thanh vién thudc phong ban d6. Mudn chon thanh vién nao
thi danh dau chon nguoi d6. Sau khi lich dugc duyét, hé thong s& sao chép lich nay
xudng lich c4 nhan cta nguoi duoc chon.
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DANH SACH THANH VIEN

Phéng ban Ho va tén

-?- + X Nguy&n Trung Hiu _nthau (Chuyén Vién)

i3_Trong Hu'dng _tronghuong (Chuyén Vién)

SO NOI VU cﬁr.,TH[s h o c
= e . . o [ Trirdng Phona)

2. Dénh dau
chon ngurdr _ntksang (Chuyén Vién)

ai Cich Hanh Chinh tham du

Ban Gim Bdc §

én _nvtuyen (Phd Tr'déng Phong)

Y

1. Click chon
tén phéng ban

dé mé& danh
sach thanh
vién cla

Lf=T = = T = T |

Van Phang
10 Xdy Durng Chinh Quy®én

Béng § Béng

Hinh 19: Chon thanh vién tham du.

+ Budc 3: Bdm nat @ €M 42 yy lai. Sau khi luu néu muén xoa bo thanh phan
tham dy thi bAm vao biéu tuong dong .

Thanh phan tham di chinh: NguyEn KhdiHoan % SO NOIVY CAN THD (x )""ﬁ}(éa bd thanh phan tham dy } =

b) Tab Ngwoi dung:

Pé chon ngudi dung, ta lam nhur sau:

+ Budc 1: Chon tab “Ngwoi ding” trén giao dién “Danh sdch thanh phan tham
du”.

+ Budc 2: Chon ngudi dung muén moi hop. Sau khi lich duoc duyét, hé thdng s& sao
chép lich nay xubng lich ca nhan cta ngudi dugc chon.
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DANH SACH THANH PHAN THAM DU b4

Phang ban Magireri ditng Ludng
@' Chon # Bing

] # Théng tin tim kiém

Téng 200 1 [+ 12345678910 w w

f STT  Howvatén Phong ban Chirc vu |
1 Nguy&n Thi Lan CONG AN Q3 Linh Dao Phéng
2 L& Kim Giang PHONG GIAQ DUC BAD TAD Q3 Linh Dao Phéng
3 L& Trudng Ky PHONG GIAQ DUC BAD TAD Q3 Linh Dao Phéng

;® 4\ Nguy&n Thi Minh Mouyét PHONG GIAQ DUC BAD TAD Q3 L3nh Bao Phang ;

Chon thanh phan PHONG GIAQ DUC BAD TAD Q3 Chuyén Vién

/5/ tham du mudn mé PHONG GIAO DUC DAO TAG Q3 Chuyén Vién
;® 7 L& Thi Hoa : PHONG GIAD DUC BAO TAO Q3 Chuygn Vién {
| 8 Ly Thi Suang PHONG GIAO DUC DAO TAOD Q3 Chuy&n Vién ‘
| 9 Mgd Thi Ldc PHONG GIAO DUC PAO TAOD Q3 Chuy&n Vién [
| 10 Nguyén Thanh Long PHONG GIAQ DUC DAO TAO Q3 Chuy&n Vién ;

Hinh 20: Chon thanh vién tham du.

+ Budc 3: Bdm nat @ €m0 48 1y lai.

¢) Tab Ludng:

Dé thuc hién tao ludng, ta lam nhu sau:

+ Bu6c 1: Chon tab “Luéng” trén giao dién “Danh sdch thanh phan tham du”.

DANH SACH THANH PHAN THAM DLF

Phdng ban Mguwedri dilng @

'a' Chon == Tao ludng & bPong

Hinh 21: Chen tab “Luéng”.
+ Bugc 2: Chon biéu tuong “Tgo ludng” trén giao dién “Luéng” dé mé cira s6
“Thém mdil Cap nhat luong”.

DANH SACH THANH PHAN THAM DLf

Phdng ban Nguwrévi diing Ludng

'@' Chon @ # bong

Hinh 22: Giao dién “Ludng”.
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+ Buéc 3: Nhap thong tin cho ludng can thém:
THEM MOVCAP NHAT LUONG

b4

Tén ludng: (%)

M nhdn:

Luru Bdng

Hinh 23: Giao di¢n “Thém méi/ Cap nhat luéng”.
= Tén ludng: nhap vao tén ludng can tao (bat budc).
= Noi nhan: chon noi nhan can dwa vao ludong. Pé chon noi nhin, ngudi
ding can nhap vao mot vai tir khoa c6 lién quan dén noi nhan d6, hé théng
& X0 Xuéng danh sach noi nhan tim dugc cho nguoi dung lua chon.

THEM MOICAP NHAT LUONG

el Lwu #& Pong
o _ G tir khoa dé tim
Tén ludng: [*) @"\L ngl_ﬂ_’ri nhan

Hevi nhdn: ngu'fe*nl

Nguyén Thi Minh Mguyét _ntmnguyet.q2 (FHONG G A0 DUC DAD TAQ Q3 - Lanh Bao

MguyEn Thanh Long _ntlong.g3 (PHONG GIAD DUC BAC TAD Q3 - Chuyén Vién)
Nguyén Thi Thu Sueng _nttsuong.q3 (FHONG GIAD DUC A0 TAQ Q3 - Chuyén Vién)

Nguyén Hoang Lam _nhlam.g3 (PHONG GIAQ DUC BAO0 TAO Q3 - Chuyén Vién)

Hinh 24: Tim thanh phin tham du.
+ Budc 4: Sau khi chon noi nhan xong, danh sach két qua s& duoc thu gon lai. Thong
tin noi nhan da chon s& duoc cap nhat 1én ving hién thi bén dudi. Nguoi ding mudn
chon tiép noi nhan khac dé dua vao ludng thi phai gd lai tir khoa va chon nhu buéc 3.
Sau khi chon xong, néu muén xéa bé noi nhan da chon ra khoi danh sach thi chon
biéu twong x6a & bén goc phai cia no.
THEM MCI/CAP NHAT LUONG
el Lwu 3 péng

Tén ludng: () Chuy&n vién

HNei nhan:

Nguyén Thi Mirl Nhap tén hodc tén dang nhap hodc tén xniﬁg'ﬂé‘s‘g ra ]:} @

L0 Temmo—oore e >

th

Tréin Kim Dung _tkdung.q3 (FHONG GIAD DUC
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Hinh 25: Xéa noi nhén ra khéi ludng.

+ Budc 5: Chon nit “Lurn” dé luu thong tin di chon va trd vé giao dién “Luéng”.
Luc nay, trén giao dién “Luéng” s& xuat hién thong tin ludng da tao dudi dang cay

phan cip. Tai ddy, ngudi dung xem, chon ludng, chinh sira hoic x6a ludng khéng can

thiét.

'a' Chon

Phang ban Mgwréri dilng Ludng

== Tao ludng # Bong

Click vao day dé
xem chi tiét ludng

ludng

Hinh 26: Giao dién “Ludng” sau khi thém méi.

Luwu v: Vi mdi ludng c6 thé chtra nhiéu noi nhan, do dé khi chon thanh phan tham
du tir ludng, ngudi dung can luu y:

+ Néu chon vao tén ludng thi mic dinh s& chon tat ca noi nhan bén trong ludng do.

+ Néu khong mudn chon tat ca, thi vao xem chi tiét ludng. Mubn chon noi nhan nao
thi danh diu chon noi nhan do.

I Ho tén

@ Chuyén vién

&n Thi Minh Nguyét [PHONG G40 D

()

Chon ca

: im Dung (PHONG GIAO DUC DAO TAD Q3 -
ludng :

“

§ T A 5
DUC BA0 TAO 3 -

~hrnedn LASn
L--u__.'l:-'-- Wi

Hinh 27: Chon ca ludng.

I Ho tén

Chuyén vién

Tran Kim Dung (PHONG GIA0 DUC BAO TAOD Q3 -

Chon thanh phan
tham dw trong ludng

@Nguyén Thi Minh Nguyét [PHONG GIA0 DUC BAO TAO Q3 -

e e
Chuvén Vién

Hinh 28: Chon thanh phin tham dw trong ludng.
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- Pai dién thanh phan tham du: nhap thong tin nguoi dai dién.

- Thanh phin tham dw khac: nhap thong tin thanh phan tham dy khac, dung trong
truong hop thanh phan tham dy can thém khong nam trong danh sach duoc thiét 1ap
san.

- Dia diém: bim 6 nay s& x6 xudng danh sach dia diém ma quan tri da thiét 1ap sin.
Nguoi dung chi can lya chon dia diém cho lich hop tir danh sach nay.

- Pia diém khac: nhap thong tin dia diém khac, dung trong truong hop dia diém can
thém khéng nam trong danh sach duoc thiét 1ap sin.

- Xe cong tac: bAm 6 nay s& X6 xubng danh sach dia diém ma quan tri da thiét lap san.
Nguoi ding chi can lya chon dia diém cho lich hop tir danh sach nay. Sau khi luu,
lich sé dugc sao chép sang lich xin xe.

- Xe cong tac khac: nhip thong tin dja diém khac, dung trong trudng hop dia diém
can thém khong nam trong danh sach duoc thiét 1ap san.

- Loai s kién: bdm 6 nay s& x6 xudng danh sach dia diém ma quan tri da thiét lap
san. Nguoi dung chi can lva chon dia diém cho lich hop tir danh sach nay.

- Dinh kém tép tin: chon tép tin dinh kém theo lich hop.

- Lap lai: phan nay cho phép ngudi dung thiét 1ap chu ky lap dé hé théng tu dong lap
lai lich cho nhitng ngay sau. Mac dinh, lich sé khong duoc lap “Khong bao gio”. Khi
chon 6 nay sé& c6 4 chu Ky cho nguoi dung lua chon bao gom: Hang ngay, Hang tuan,
Hang thang, Hang nam.

Lap lai:

kKhing bao gid -

Khdng bao gidr
Hang ngay
| Hang tuan

Hang thang

Hang nam

Hinh 29: Chon chikrc ning “Lap lai”.
Cic buéc thiét 1ap chu ky lip:

«* Lap hang ngay:
Pé thiét 1ap chu ky 1ap lich theo ngay, ta lam nhu sau:
- Budc 1: Bam chon 6 “Ldp lai” — “Hang ngay”
- Budc 2: Hé thong sé hién thi giao dién l3p lai hang ngay cho nguoi nhap thong

tin chu ky.
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Lap lai: Hang ngay
Cdch mdi | 1 ngay

CAc ngay trong tudn (Thik hai Bén Thir s4u)
Lap cho dén khi: Khéng ngay kétthic
gity phut, ngay 25/09/2013 m

Hinh 30: Giao dién “Lap hang ngay”.
+ Céach mdi ...ngay: néu chon muc nay thi hé thong s& cho phép nhap sb ngay
lap cu thé. Vi du: ngudi dung mudn sau 2 ngay lich nay s& tu dong lap lai thi
nhap vao sb 2.
+ Cac ngay trong tuin (Thir hai dén thir sau): néu chon muc nay thi lich s&
duoc ty dong 1ap lai tir thir hai dén thir sau (khong tinh thir 7, chii nhat).
+ Lap cho dén khi:
= Khéng ngay két thic: néu chon muc nay thi lich s€ duoc lap lai mai
mai.
= ...gi0...phit, ngay...: néu chon muyc nay thi hé théng s& cho phép nhap
vao thoi gian két thuc chu ky. Tir thoi diém nay vé sau, lich s& khong
duoc lap nira.
s Lap hang tuan:
Dé thiét 1ap chu ky lap lich theo tuan, ta lam nhu sau:
- Budc 1: Bam chon 6 “Ldp lgi” — “Hang tuan”
- Budéc 2: Hé thong sé hién thi giao dién Iap lai hang tuan cho ngudi nhap thong

tin chu ky.
Laplai:  Hang tuan -
Cach méi| 1 tudn vao:
Chi nhat Thir hai Thir ba Thik tur Thi¥ nam Thir sau Thir bay
Lép cho dén khi: Khdng ngay kétthic
gity phit-ngay 25/09/2013 m

Hinh 31: Giao dién “Lip hang tuin”.
+ Cach mbi ...tudn vao: cich may tuan thi 1ap mot lan va lap vao ngiy thir may
trong tuan. Vi du: ngudi dung mudn sau 2 tuan lich nay s& ty dong 13p lai va chi lap
vao ngay thi hai thi nhap vao s6 2 va danh dau chon 6 Thi hai.
+ Lip cho dén khi:
= Khong ngay két thiic: néu chon myc nay thi lich s& duoc lap lai mai mai.
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= ...gi0...phiit, ngay...: néu chon muc nay thi hé théng s& cho phép nhép vao
thoi gian két thuc chu ky. Tur thoi diém nay vé sau, lich s& khong duoc lap
ntra.
% Lap hang thing:
Dé thiét 1ap chu ky l3p lich theo thang, ta 1am nhu sau:
- Budc 1: Bam chon 6 “Ldp lgi” — “Hang thing”
- Budc 2: Hé thdng sé hién thi giao dién Iap lai hang thang cho ngudi nhap thong

tin chu ky.
Laplai: | s g thang ~
Ngay | 27 ciamdi |1 thang
Chu nhat - | DEu tign « | clamdi 1 thang
Lap che dén khi: Khéna ngay kétthic
qity phut-ngay 27/09/2013 m

Hinh 32: Giao dién “Lap hang thang”.
+ Ngay... ciia mdi ...thang: cach mAy thang thi 1ap mot lan va 13p lai vao ngay
may trong thang. Vi du: nguoi ding mudn sau 1 thang, lich nay sé& tu dong lap
lai va 13p vao ngay 20 ciia thang thi nhap vao sd 20 vao 6 ngay va sd 1 vao 6
thang.
+ Lip cho dén khi:
= Khéng ngay két thiic: néu chon muc nay thi lich s& duoc lap lai mai
mai.
= ...gi0...phit, ngay...: néu chon myc nay thi hé théng sé& cho phép nhap
vao thoi gian két thic chu ky. Tir thoi diém nay vé sau, lich s& khong
duoc lap nira.
« Lap hang nam:
Pé thiét lap chu ky lap lich theo nam, ta 1am nhu sau:
- Budc 1: Bam chon 6 “Ldp lgi” — “Hang nam”
- Budc 2: Hé théng sé hién thi giao dién lap lai hang nim cho ngudi nhap thong

tin chu ky.
Lép lai: Hang nam -
Thang 1 - |30 cia méi |1 nam
Chu nhat ~ | |D3utién ~ | cla Thang 1 - clamdi 1 nam
Ldp cho dén khi: Khéing ngay két thic
gitr phit- ngay | 30/09/2013 m

Hinh 33: Giao dién “Lap hang nam”.
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Thang 1 - | |30 clamdi |1 nam

+ : muc nay cho thiét 1ap chu ky
nim theo ngay thang cu thé. Vi dy: nguoi ding mudn sau 1 nam, lich nay s& tu
dong lap lai vao ngay 30 cua thang 1 thi nhap thong tin lan luot nhu sau: Thang
1, 30 cia mdi 1 nam.

Cht nhat -~ D3u tién - | cha Thang 1 - | chamdi 1 nam ,
; E : muc

nay cho thiét 1ap chu ky ndm theo tudn va theo thtr. Vi du: nguoi dung mudbn
sau 1 nam, lich nay sé& tu dong lap lai vao ngay tha hai, tuan dau tién cua thang
1 thi nhap théng tin lan luot nhu sau: Thi hai, Pau tién, cua Thang 1 mdi 1
nam.
+ Lap cho dén khi:
= Khéng ngay két thic: néu chon muc nay thi lich s€& duoc lap lai mai
mai.
= ...gi0...phit, ngay...: néu chon muyc nay thi hé théng s& cho phép nhap
vao thoi gian két thuc chu ky. Tir thoi diém nay vé sau, lich s& khong
duoc lap nira.
- Nhic nhé: phan nay cho phép nguoi dung thiét 1ap chu ky nhic nha dé hé thong tu
dong giri thong bao nhac nhd dén nguoi dung trude khi lich bat dau.
Dé tao nhic nha cho lich, ta 1am nhu sau:
+ Budc 1: Chon lién két “Thém nhdc nhé” & duéi cung cua giao dién “Pdng ky
lich”.

Xe cing tac khac:

+

Loai s kién: Chon -

Binh kém tép tin: + Chon

Ldp lai: Khéng bao gic -
Mlj" giao dién thém

Mhac nhoe (ih_em b ”D'ff'? — nhac nhé

+ Budc 2: Chon thoi gian va cach thac nhac nhé. Mudn hé théng giri nhic nho trude
thoi gian bat dau bao lau thi chon bay lau.

s w . j @ )
Mhac nhdr: Nhac mn_' 15p [z bang |Email 7 | "~Cj’}{ﬁua bd nhac nhé
Thém nhac nhd?

4 Budc 3: Sau khi nhap cac thong tin can thiét, chon nut bl B 58 lai.

Luwu y: Cac truong dir lidu c6 ddu sao mau do (*) 1a bat budc phai nhap. Cac cot khac c6
thé bo qua.

1.1.2 Dang ky lich co quan trong ngay

Pé dang ky lich co quan trong ngay, ta 1am nhu sau:
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4 Budc 1: Chon tab “Ngay” trén giao dién lich du kién co quan. Tiép theo chon nut
“Bdang ky lich” dé vao giao dién dang ky lich.
ontab L @Tnén CAac s kién
.“]'ggkl tab ‘L,f@ 8 Xuittép tin

g

2 Chon nit ] LICH BAN GIAM POC TRONG NGAY
£ang y lich ® 02/1022013 @
Téng 0 |=|
STT Thei gian MNgi dung Dia diém Thanh phan tham dw Mg chi tri Phan cang chuan bi Hgureri dang ky

Khéng t8n tai dif liéu

Hinh 34: Chgn chitc niing “Ping ky lich”.

4 Budc 2: Hé théng chuyén sang giao dién ding ky lich mai nhu sau:

Dang ky lich m&i

fml Lwu + Quaylai
Ngay bt dau: () ~ | gitr ~  phit-ngay 01/10/2013 m -Théigian hop ity phit
Swr kign: Budi sang Budi chiéu Cangay Khéng
|
Noi dung: (*)

Phan cang chudn bi:

Ngéi chi tri:
Thanh phén tham d chinh:
Bai dién thanh phan tham dw:

Thanh phén tham dv khac:

Dia diém: Chon -
Bia diém khac:
Xe cong tac: Chon -

Xe cong tac khac:

Loai sw kién: Chon -
Binh kém tép tin: + Chon

Lap lai: Khéng bao gid -
Nhac nhé:

Thém nhic nhé?

Hinh 35: Giao dién “Ping ky lich hop”.
Viéc nhap thong tin dang ky lich co quan trong ngay ciing twong ty nhu khi dang ky lich
co quan theo tuan.

1.1.3 Dang ky sw kién
Pé dang ky su kién phat sinh ctia co quan, ta lam nhu sau:
4 Budc 1: Chon tab “Cdc sw kién” trén giao dién lich du kién co quan. Tiép theo chon
nat “Pdng ky lich” dé vao giao dién ding ky lich.
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[ ¢ -ﬂ:dl)éng k‘jl\u:i’

I 1. Chon tab "Cae

— s kién" P N - P

2. Ghon chire. BANG THEO DOI CAC SU KIEN

nang "BPang ky

lich" Noi dung Pia diém Thanh phan tham die  Nguwdi chi tri Phan cong chudn bi Ye cong tac
1 8:00 UBND TP wira quyét dinh thanh p Phong Cai cich hanh chinh A~
thudic van phang UBHD TPHCM.
2 15:00 3333333 Sd théng tin A~
3 9:00 krnkdrl,|; sa... agrhdtjdthtr Mguen van a - 33aaaa A~
gdfsdf

4 8:00 A Cai Cach Hanh Chinh P
5 Budi sang hap A
6 Ca naay hap v& chi dao A
7 3:00 EEEEEEEEEECE] Toan co guan #~
8 Budi chigu hopl A
9 16:00 Trién khai thi di€m mét s& quin huyén trén dia ban tphem A

Hinh 36: Chgn chitc niing “Ping ky lich”.

4 Budc 2: Hé théng chuyén sang giao dién ding ky lich méi nhu sau:

Bang ky lich méi

el Lwu + Quay lai
Ngay bt dau: () - | gir +  phit-ngay 01/10/2013 M - Thii gian hop iy phit
Suwr kign: Budi sang Buéi chiéu Cangay Khng
|
Noi dung: (*)

Phén cong chuén bi:

Nguwéi ch tri:
Thanh phan tham die chinh: fi-]
Dai dién thanh phan tham du:

Thanh phén tham du khac:

Dia diém: Chon -
Bia diém khac:
Xe cong tac: Chon -

Xe cong tac khac:

Loai sw kién: Chon -
Binh kém tép tin: + Chon

Lap lai: Khéng bao gid A
Nhac nhés:

Thém nhac nhi?

Hinh 37: Giao dién “Ping ky sw kién”.
Viéc nhap thong tin dang ky su Kién cua co quan ciing tuong ty nhu khi dang ky lich co
quan theo tuan.

1.1.4 Pang kv lich trong tam

Muc dich: Thiét 1ap lich trong tim trong tirng tuan.
Dé dang ky lich trong tim trong tuan, ta lam nhu sau:
4 Budc 1: Chon tab “Ljch trong tdm” trén giao dién lich dy kién/ lich chinh thirc cua
cO quan.

Mgay Tuan Cac s Kién ( Lich trong tam h

H Luru
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Hinh 38: Chgn chirc nang “Lich trong tam”.

4 Budc 2: Hé théng chuyén sang giao dién dang ky lich trong tim nhu sau:
Noay Tuan Cac swr kién Lich trong tam
el Leu

Tuan bat dau: (%) m

NGi dung: (%)

Hinh 39: Giao dién “Pang ky lich trong tam”.

- Tuan bit diu: chon ngay bat ky trong tuan. Ngay duoc chon nam trong tuan nao thi
lich trong tim s& dugc hién thi trén tudn d6. Mdi tuan chi duoc thiét 1ap mot lich
trong tam.

- Ndi dung: Nhap ndi dung lich trong tim trong tuan.

Lich trong tam sau khi dang ky s& duoc hién thi trén dau danh sach lich cua tuan do.

{ngay) Tuan CAc s Kién Lich trong tam

v Duyét == Béng ky lich = Xuat tép tin

—3y | Trongtadm: Lich tét
@ Lich tusn 8: 17/02/2014 - 23/02/2014 @

THIFIMGAY THOIGIAN  NOI DUNG PlA DIEM

Thir hai
(ngay) 17/02/2014

Hinh 40: Hién thi “Lich trong tam”.

1.2. Lich dw kién co' quan

Lich dy kién s& hién thi tat ca lich co quan da duoc dang ky. Ngudi ding c6 thé vao xem
va cap nhat lai cho phu hop.
1.2.1 Xem lich dw kién

Dé xem lich duy kién, ngudi dung chon “Lich Co Quan” — “Lich du kién” tir khung bén
trai.
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' Duyét {- Béng ky lich Xuit tp tin
[/ caNhan o st Renek e

)
— © Lich tuan 7: 10/02/2014 - 16/02/2014 ®
-+ Lich chinh thikc
» Lich du kién (1) THUINGAY THOIGIAN  NOI DUNG PIADIEM THANH PHAN THAM DU NGUOICHOTRI  PHAN CONG CHUAN Bl | XE CONG TAC
L Lich Phéng Ban S—
i hai
» Lich chinh thike (ngay) 10/02/2014
» Lich du kién
¥ Lich B6 TriXe This ba

(ngay) 1170212014

-+ Lich chinh thikc

+ Lich dur kién

Thie tue I
(ngay) 1210212014

The ném
(ngay) 13/0212014

. 16:00 = | Hop giao ban -
Thip séu
(ngay) 1410212014

Thib bay
(ngay) 15/0212014

Chi nhat
(ngay) 16/0212014

Hinh 41: Chen chite ning “Lich du kién” co quan.
Mic dinh, hé thong sé& hién thi danh sach lich du kién cuaa tuan hién tai. Néu mubn xem
lai danh séach lich dy kién cua tuan cii hon, bAm vao mii tén tré vé& “®~, Tuong tu, néu
mubn xem danh sach lich cua tuan mai hon, badm vao mili tén tiép theo “@,
{ngay) Tuan Cac sur Kién Lich trong tam

wr' Duyét == Béang ky lich (W Xuat tép tin

@) Lich tusn 7: 10/02/2014 - 16/02/2014|®
=\

Di chuyén t64 w

Di chuyén t&i THO' GIAN
tuan cl hon

Thir hai "

tudn méi hon

Dé xem chi tiét lich du kién, nguoi dung click vao dong thong tin cua lich do.

Thir sau
(ngay) 14/02/2014

14:00 =ttie |L\ch tiép khach Phong hop 2 CQNG AM Q3, PHONG | /,r Chon xem Audi R8 ~

GIAD DUC DAO TAD Q3 “~

Thip bay 1 chi tiét lich
(ngay) 15/0212014

1.2.2 Swa lich dw kién

Dé chinh sta lich du kién, ta 1am nhu sau:
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4 Budc 1: Chon biéu tugng # trén dong thong tin cua lich du kién, tiép theo chon

AY

“Sgra” tir menu xo xubng.

THIFINGAY THONGIAN NOI DUNG DIA DIEM THANH PHAN THAM D NOUIGRCHU PHAN CONG CHUAN RL HGUOTRENG
Duyét
800  |Hop trién khai phén mém SO CANH SAT PHONG May chiéu @@

Thir hai £ mai o CHAY CHUFA CHAY, Ban Nuwérc udng -

2 5 & ai K 5 Xoa
Ngay 30/09/2013 Giam Dac, Do Ky thuat

258, Bdi Tong hop 258

[Chuia o0 ngui o]

Thir ba
Ngay 0111012013
[Cherz od ngudi e
Hinh 42: Chon chite ning chinh sira lich di kién.

4 Budc 2: Hé théng chuyén sang giao dién chinh sira lich nhu sau:

Dang ky lich méi

&l Lwu + Quay lai
Ngay bt dau: (*) 8 | + phit-ngay 30/09/2013 m - Thiri gian hop | 1 gitr phit
Swr kién: Budi sang Buéi chiéu Cangay Khéing
Hop trign khai ph3n mém
Néi dung: (*)

May chiéu

Nurdc uéng
Phan cong chuan bi:
Nowoi chi tri:

SG'CANH SAT PHONG CHAY CHIACHAY % BanGidmBéc %  DBIKjthudt2s8 @

Thanh phan tham due chinh: PoiTénghop 258
Dai dién thanh phan tham du:
Thanh phén tham dv khac:
Dia diém: Chon =
Bia diém khac:
Xe cong tac: Chon -
Xe cong tac Khac:
Loai siF kién: Chon v
Binh kém tép tin: + Chon
Lap lai: Khang bao gidr -

Hnac nne: Tném nndcnn?

Hinh 43: Giao dién chinh sira lich dw kién.
Nguoi dung tién hanh chinh stra bang cach x6a thong tin cii va nhap méi. Viéc chinh sta
lich cong tac cling twong ty nhu khi thém méi.

1.2.3 Xéa lich du kién

Chuc ning nay cho phép ngudi ¢ tham quyén xoéa bo cac lich dy kién khong can thiét.

Dé x6a lich duy kién, ta tién hanh cac buéc sau:

4 Budc 1: Chon biéu twong # trén dong thong tin cua lich du kién, tiép theo chon
“Xéa” tir menu xo6 xudng.
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THIFINGAY THO GIAN  NOI DUNG BIA DIEM THANH PHAN THAM DUF "G"'?R-IC"'] PHAHN CONG CHUAN BRI — NGUOIPANG |
8:00 | Hop trién khai phdn mém SO CANH SAT PHONG May chigu SUZ. @
i lra_

Thiv hai - CHAY CHUFA CHAY, Ban Nwérc udng =
Ngay 30/09/2013 Giam Béc. Dai Ky thuat = 2>

258, Bdi Tong hop 258
[Churs o nguir o]

Hinh 44: Chon chite ning “Xéa lich duy kién”.
4 Budc 2: Hé thdng hién thong bao hoi ngudi dung co chic mubn x6a bo lich dy kién
hay chua.

Ban cd chic mudn thue hién thao tac nay?

| ok || Haybs |

Hinh 45: Théng b4o x4c nhin “Xéa lich dw kién”.
4 Budc 3: Chon “OK” thi hé thdng s& x6a bo lich du kién ra khoi danh sach. Néu
khong mudn xéa, chon “Hiy bé”.

1.2.4 Duyét lich
Chtc ning nay cho phép ngudi c6 tham quyén duyét lich du kién cua co quan.

Dé duyét lich du kién, ta 1am nhu sau:

4 Budc 1: Chon biéu tugng # trén dong thong tin cua lich du kién, tiép theo chon
“Duyét” tir menu X6 xuéng.

s

THINGAY THOIGIAN NI DUNG BIA DIEW THANH PHAN THAMDY  MEUCRCHU PHAN CONG CHUANRI_ NGUOLDANG
Duyét
8:00 | Hop trién khai phan mém SG CANH_SAT PHONG Méy chiéu Sia
This hai = i CHAY CHUFA CHAY, Ban Nwc ubng )
Ngay 30/09/2013 Giam Béc, DI Ky thuat oa
[Chura b ngudi trure]

Hinh 46: Chon chirc ning duyét lich.

4 Budc 2: Hé thong hién thong bao yéu cau ngudi ding xac nhan thao tac duyét lich:
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Ban thit sw mudn that hién thao tde nay?

| ok | [ Hoyos |

Hinh 47: Théong bio yéu ciu xac nhan thao tac duyét lich.

4 Budc 3: Chon “OK? thi lich s& dugc duyét. Néu khong mudn duyét, chon “Hiiy bé”.
Luwu ¥: Chi nhimg user c6 quyén duyét lich thi méi c¢6 chirc ning nay.

Sau khi duyét lich, hé théng chuyén lich nay sang giao dién “Lich chinh thirc”
Cua co quan.

1.3. Lich chinh thirc co quan

1.3.1 Xem lich chinh thac

Pé xem lich duy Kién, ngudi dung chon “Lich Co Quan” — “Lich chinh thirc” tir khung
bén trai.

Danh muc (ngay) Tuan Cac sw kién Lich trong tam

[ CaNhan /' Duyét <= Bang ky lich () Xuat tép tin

a @ Lich tuin 7: 10/02/2014 - 16/02/2014 &)
- Lich chinh thirc
Lich du kién (1) THUINGAY THOIGIAN  NOI DUNG DIADIEM THANH PHAN THAM DU NGUOTCHUTRI  PHAN CONG CHUAN B XE CONG TAC
[ Lich Phéng Ban PRt
Thir hai “*
+ Lich chin thire (ngay) 10/0212014
+ Lich du kién - - .
:00 Hop t§ chifc d3u nam Phong hop1  PHONG KINH TE Q3, VAN | Nguyén Anh Tudn | Bang cap nhat BMW Series |
L Lich BS TriXe N PHONG UBND Q3 5
» Lich chinh thive Thie ba i
+ Lich dur kidn (ngay) 11/02/2014 2:00 Hop du bi Phong hop2  PHONG KINH TE Q3, VAN | Nguydn Anh Tuin | Bang cap nhat Audi R& A
_ PHONG UBND Q3
#
Thip t

(ngay) 1210212014

Thie ném
(ngay) 13/02/2014.

Thie séau
(ngay) 14/0212014

Thir bay
(ngay) 15/0212014

Chii nhat -
(ngay) 16/02/2014

Hinh 48: Giao dién “Lich chinh thic”.
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Mic dinh, hé thong s& hién thi danh sach lich du kién cuaa tuan hién tai. Néu mubn xem
lai danh sach lich duy kién cta tudn cii hon, bAm vao mii tén tro vé “ @7, Tuong tu, néu

muébn xem danh sach lich ctua tuan méi hon, bam vao mii tén tiép theo “@,

{ngay) Tuan Cac sur Kién Lich trong tam

w' Duyét == Béang ky lich (W Xuat tép tin

@) Lich tusn 7: 10/02/2014 - 16/02/2014|®
=\

Di chuyén téi

tuan méi horn

THOI GIAN

Di chuyén t&i
tuan cl hon

Thir hai "

Dé xem chi tiét lich du kién, nguoi dung click vao dong théng tin cua lich do.

Thir sau

(ngay) 14/02/2014
14:00 =t¥0e |Lich tiép khach Phong hop 2 CQNG AN Q3, PHONG //r Chon xem Audi R8 7~
Thir bay 1" GIAQ DUC BAD TAO Q3 ~ chi tiét lich
(ngay) 15/02/2014 [

1.3.2 Hoén lich
Chirc nang nay cho phép ngudoi c6 tham quyén hodn lich co quan da duoc duyét.

Dé hoan lich, ta 1am nhu sau:

4 Budc 1: Chon biéu tugng #° trén dong thong tin cta lich chinh thirc, tiép theo chon
“Hodn lich” tir menu X6 xuéng.

Thir nam 1
Ngay 03/10/2013
Chira o ngudi e
f o Hoan lich

| Sira !
7:00 Hop wéi lanh dao cdng ty A Xda K/’

Thip séu ‘I~ = 5

Ngay 041012013 An lich trong ngay
i lerimwte N D lich
[Chua od ngudi T

Hinh 49: Chon chire ning “Hoén lich”.
+ Budc 2: Hé thong hién thong bao cho ngudi dung xac nhin, ¢6 muon hoan lich hay
chua.
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Ban thit sw mudn that hién thao tde nay?

oK ][ Hiiy bé

Hinh 50: Thong bao yéu ciu xac nhan thao tic hodn lich.

4+ Budgc 3: Chon “OK” s& xuat hién man hinh “Hoedn lich” nhu hinh bén dudi. Néu

khong mudn tiép tuc hoan lich chon “Hiiy bé”.

' HOAN LICH

|l Hodn lich # Pong
Ngay hop: 04/10/2013 07:00 Ngueéri cha tri:
NGi dung: Hop véi lanh dao céng ty A
Ly do hoan:

Hinh 51: Giao dién “Heén lich”.

+ Budéc 4: Ngudi ding nhap 1y do vao 6 “Ly do hodn” va chon nit bl Hodnlich  g&

thong tin hoan lich.

1.3.3 Doi lich

Chtc ning nay cho phép ngudi co tham quyén doi lich co quan dd duoc duyét sang mot

thoi diém khac.

Dé doi lich, ta lam nhu sau:

4 Budc 1: Chon biéu tugng #° trén dong thong tin cta lich chinh thirc, tiép theo chon

“Dgi lich” tir menu x4 xudng.

Thie twe I~
Ngay 02/10/2013
BT ER Y] Hodn lich
Slra !
Lﬁ%ﬂﬁ Hop bdo cdo Daéi tuyén truyén, Déi thi dua Nwéc ubng Xda //
P nam "I khen thudng, D6i Van hda, . N
NJ;:J;{;;;&:; Vé::ghgﬁ';% duDCI, t;g lhoaao .ér?_ll]chhtrong ngay
[Chur e ngudi ture] — =
Hinh 52: Chon chirc ning “Doi lich”.
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4 Budc 2: He théng xuat hién giao dién “Dei lich”, nguoi ding nhap vio cac thong tin
can thiét nhu: Thoi gian, Pia diém, Ly do dui lich.

DO LICH

|l D&ilich ® Bong

Ngay hop: 03/10/2013 18:00 Nguwedi cha tri:

NGi dung: Hop bao cao

Ngay bat dau: (*) - | gir + | phit-ngay 03/10/2013  m - Thiri gian hop gity phiit

Ly do déi:

Hinh 53: Giao dién “Doi lich”.
’ , i, D¥ilich 2 A . T & Bon 2

4 Buoc 3: Chon nat | ™= : dé luu thong tin doi lich. Chon R 0 é

haty bo thong tin d3 nhép va trd vé giao dién lich du kién.

Luu y: Cac truong dir liéu c¢6 dau sao mau d6 (*) 1a bat budc phai nhap, cac cot khac co
thé bo qua.

Sau khi doi lich, trén tinh trang cua lich s& c¢6 cau thong bao mau dé cho biét lich da
duoc doi vao ngay, gio nao va thoi gian hop trong bao lau.

10:00 =W | Hop giao ban Phong hop 2 | Chau Nguyén Boan Trang Nguy&n Anh Tudn  Dang cép nhat Audi R P

Thiv bay
(ngay) 29/0372014

Tinh trang: Lich hop d3 dugc déi lai vao
29/03/2014 10:00:00

11:00 =¥ | Hop giao ban Phong hop 2 | Chau Nguyén Boan Trang Nguy&n Anh Tudn | Bang cap nhat Audi R8 75

1.3.4 An lich

Chuc niang nay cho phép nguoi co tham quyén an lich chinh thirc, khong cho hién thi trén
trang chu nira.

Dé an lich trén trang chuy, ta tién hanh cac budc sau:

4 Budc 1: Chon biéu twong # trén dong thong tin cua lich du kién, tiép theo chon
“4An lich” tir menu xo xudng.

Thir ba I
Ngay 01/10/2013
Chua o ngu true
. S Hoan lich

| Sira
18:00 | Hop bao cdo trién khai D4i thi dua khen thuréng Xéa @

Thip tw Sttt 2 .

Ngay 02/10/2013 An lich trong ngay !
D lich

[Chura 8 ngudi true]
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Hinh 54: Chon chite ning “An lich”.

4 Budc 2: Hé théng hién théng bao cho ngudi dung xac nhan lai thao tac an lich,

Ban cé chac mudn thuc hién thao tic nay?

0K ][ Huiy bé

Hinh 55: Thong bdo xac nhan “An lich du kién”.
4 Budc 3: Chon “OK” thi lich s& khong duoc hién thi trén trang chu nira. Néu khong
mudn tiép tuc an lich, chon “Hiiy bé”.

1.3.5 Hién thi lai lich bi 4n

Chuc niang nay cho phép ngudi ¢ tham quyén hién thi lai lich d bi an trén trang chi.

Dé hién thi lai lich trén trang chu, ta tién hanh cic budc sau:

4 Budc 1: Chon biéu twong # trén dong thong tin cua lich du kién, tiép theo chon
“Hién lich trong ngay” tir menu xo6 xudng.

9:00 Nghe bao céo két qua trién khai phan mém Phang hop 1 Mguyén Khai Hoan, L& Trung Mguyén Viét Trung | Trung tam chudn bi ) A
Kién, Tran Phwéc Son, phong hop, may _ cii thy mai .
Thip sau <F Pham Viét Trung, Nguyén mﬁ l_’ et
L sau Viét Trung Hodn lich
Ngay 04/10/2013 L e
Budichidu B Cai Cach Hanh Chinh v (
(il Xoa
< Hign lich treng ngay:‘,

Thir bay Ll Dai lich

Ngay 05/10/2013

Hinh 56: Chon chirc ning “Hién lich trong ngay”.
4 Budc 2: Hé théng hién thong bao cho ngudi dung xac nhan lai thao tac hién thi lich.

Ban ¢ chac mudn thuc hién thao tic nay?

oK ][ Hiiy bé

Hinh 57: Thong bao xac nhan “Hién lich trong ngay”.
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#+ Budc 3: Chon “OK” thi lich sé& khong dugc hién thi lai trén trang chu. Néu khong
mudn tiép tuc hién thi lich, chon “Hiiy bé”.

1.4. Lich phong ban

Chtc niang nay cho phép cac phong ban ding ky va xem lich cong tac tuan.

Quy trinh ding ky, kiém duyét va cong bd lich phong ban ciing twong ty nhu lich co
quan. Nguoi dung tham khao lich co quan dé biét cach thyc hién.

Danh muc Noay Tuan Cac sw kién
Cé Nhan ok Bing ky lich ) Xudt tép tin
# Lich Co Quan
o o @ 30/09/2013 - 06/10/2013 @
» Lich chinn third ChON “"Lich B o
Phéng Ban" P— - - . " S . - :
» Lich durkidn ( THOMNGAY THOVGIAN  NOI DUNG BIABIEM THANH PHANTHAMDU  NGUOICHUTRI  PHAN CONG CHUAN BI  XE CONG TAC
= 4
Thie hai
> Lich chinh thire Ngay 30/09/2013
» Lich du kién (2)
(4 Lich B TriXe Thir ba

+ Lich chinh thikc Ngay 0111072013

- Lich du kién (2)
Thie twe
Ngay 02/10/2013

. 15:00 Hop
Thir nam -
Ngay 03/10/2013
Budichiéu | B
Thr sau
Ngay 04/10/2013

This bay I~
Ngay 051012013

Chi nhat
Ngay 06/10/2013

Hinh 58: Chon chirc ning “Lich phong ban”.

Luu v: Dé ding ky va xem duoc lich phong ban, bat budc nguoi dung phai thuéc mot
phong ban trong hé thdng. Nguoc lai, hé théng s& bao 15i.

Danh muc Hgay Tuén Cac swr kién
() CaMhan ' Duyét == Bing ky lich () Xudt tép tin
Lich Cor Quan

- & Nguwoi ding phai cé phéng ban mé&i xem duec lich
i+ Lich chinh thiic

t+ Lich du kién (9 30/09/2013 - 06/10/2013 . . N
0 @ sops) (e Théng bao 16i khi ngwai

» Lich Phang Ban ding chira cé phong ban

THIFINGAY THOI Gl BIABIEM THANH PHAN THAM DU HGUON CHU TRI  PHAH CONG CHUAN Bl = XE CONG TAC

i+ Lich chinh thiic
i+ Lich dwkién
» Lich B4 Tri Xe
i+ Lich chinh thiic

%4 Lich du kién (2)

Hinh 59: Théng bio 15i khi chwra ¢6 phong ban.

1.4.1 Xem lich ciia phong ban khac
Chirc nang nay cho phép nguoi c6 tham quyén xem lich ctia cac phong ban khac.

Dé xem duoc lich cua phong ban khac, ta 1am nhu sau:
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4 Budc 1: Pang nhap hé thong vai vai tro xem lich ciia phong.
#+ Budc 2: Chon “Lich phong ban” — “Lich chinh thirc” bén khung danh muc lich

bén trai.
Danh muc
_# CaMNhan
_ Lich Cor Quan
“+ Lich chinh thixc

“+ Lich du kién

i I Lich Phdng Ban |

[ Lich chinn thie |

‘v Lich du kign

¥ Lich B Tri Xe
“+ Lich chinh thic

“+ Lich du kién

Hinh 60: Chon chikc ning lich chinh thirc ciia phong ban.

4 Budc 3: Chon phong ban can xem lich tai 6 “Danh sdch cdc phong ban”.
HNoay Tudn Cac swr kién Lich trong tam
/' Duyét o= Bing ky lich () Xuat tép tin

Trong tam: Lich tét
Danh sdch cic phing ban | VIEN KIEM SAT NHAN DAN Q3 E

@ Lich tudn 1: 30/12/2013 - 05/01/2014 @

THUNGAY THOIGIAN  NOI DUNG BlA BIEM THANH PHAN THAM DI NGLPO1 CHU TRi
-
Thie hai [ viEn ki siT niin DA 2 =
Ngay 3011212013 BAN CHi HUY QUAN SU Q3
CONG AN Q3
Thie ba = PHONG GIA0 DUC BAO TAO Q3
Ngay 31/12/2013 PHONG KINH TE 03
PHONG LE-TB-XH 03
Thl:itlj"u" :HAMHNA“‘H“H 1 = » L3
Ngay 01/0172014

Thie nam
Ngay 02/0172014

Hinh 61: Chon phong ban cin xem lich.

1.5. Lich bé tri xe
Chtc nang nay cho phép ngudi ¢ tham quyén quan 1y lich xe cong tac trong co quan.

Quy trinh dang ky, kiém duyét va cong bd lich xe ciing twong tw nhu lich co quan. Nguoi
dung tham khao lich co quan dé biét cach thuc hién.
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Danh muc Ngay Tuan Cac siF kién
() CéNnan = Bang ky lich 8 Xuat tép tin
|/ Lich Co Quan

@ 30/09/2013 - 06/10/2013 B
» Lich chinh thire

+ Lich dur kién (9) THUNGAY THOIGIAN  TIEUBE NOI DUNG LICH XE CONG TAC NGUGN CHU TRI

[# Lich Phéng Bal PR
- Thir hai ©*
+ Lich chinh i) Ghon "Lich Ngay 30/09/2013
. | Bo TriXe"
» Lich du kién
e 9:00-17:00 | lich céng tac Phéng ban A
[ 2(tich B6 Tri Xe Thirba Mguwii dang ky:
+ Lich chinh thire Ngay 011022013 g:00.16:00 | Dang ki xe cong tac tinh Bang ki xe Co quan A
Mguwéi dang ky: Quan Tri
» Lich dur kién (2)

Thie e
Ngay 021012013

Thir nam
Ngay 031072013

Thir sau
Ngay 04/10/2013

Thr bay ‘I
Ngay 05/10/2013

Ch nhat
Ngay 06/10/2013

Hinh 62: Chen chite ning “Lich bd tri xe”.

1.6. Lich c4 nhan

Chtre nang nay cho phép nguoi dung quan 1y lich lam viéc ca nhan ctia minh.

Quy trinh ding ky, kiém duyét va cong bd lich xe ciing twong ty nhu lich co quan. Nguoi
ding tham khao lich co quan dé biét cach thuc hién.

Danh muc Noay Tuan

annan )| Chon "Lich = Bang ky lich
M_Ca Nhan i
*O C3 Nhan"
L& Lich CorQuan

o ® 30/09/2013 - 06/10/2013 @
» Lich chinh thirc

+ Lich dw kién (9) THUMNGAY BUOI SANG BUGI CHIEY
(¥ Lich Phong Ban Thib hai

+ Lich chinh thirc Ngay 30/09/2013 I

+ Lich du kién (2)
L Licn B8 TriXe This ba

+ Lich chinh thike gy DA

- Lich du kién (2)
Thie tw
Ngay 02/10/2013 <

Thir nam
Ngay 03/10/2013 I

Thie sau
Ngéy 04/10/2013 I

Thir bay
Ngay 05/10/2013 I

Chii nhat
Ngay 06/10/2013 I

Hinh 63: Chon chirc niing “Lich ca nhan”.
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2. Lich cong tac chinh thirc

Trang “Lich céng tdc” dugce dung dé hién thi danh sach lich chinh thtc cua toan co quan.

Dé vao giao dién lich cong tac, chon tab “Lich céng tdc” trén thanh menu ngang, tiép
theo chon “Lich céng tdc” tir menu X6 Xudng.

Trang chi Cong viéc Béo cio téng hop Lich cong tac Tai liéu

7 Lich cong tac_y Dang kj lich

Lich cong tac

Lich co quan theo ngay Lich co' quan theo tuan Lich phéng ban theo ngay Lich phéng ban theo tuan Lich b6 tri xe theo ngay Lich bd tri xe theo tuan Lich ca nhan theo tuan

LICH CO QUAN TRONG NGAY
(Thir sdu, Ngay 4/ Thang 10/ Nam 2013)

Lich budi Sang Lich budi Chiéu

P . s ,
9:00 Khéng cé lich co quan nao trong chieu nay

NGi dung: Mghe bao cdo két qua trién khai phin mém

Thanh phin Mguyén Khdi Hoan, Lé Trung Kién, Trdn Phudrc Son, Pham Viét Trung, Mguyén Vidt Trung
Ngudri chi tri Naguyén Viét Trung

Dia digm: Phong hop 1

Hinh 64: Chgn chitc niing “Lich cong tac”.
Giao dién nay duoc chia thanh nhiéu tab bao gdm: Lich co quan theo ngay, Lich co
quan theo tudn, Lich phong ban theo ngay, Lich phong ban theo tuan, Lich bé tri xe
theo ngay, Lich bé tri xe theo tuan. Tuy theo vai tro ciia ngudi diung ma hé thdng sé hién
thi tat ca hoac an mot sé tab. Mudn xem danh sach lich thudc loai lich nao thi click chon
tab tuong Gng.

Lich cong tac

Lich co quan theo nga Lich co quan theo tuén Lich phong ban theo ngay Lich phéng ban theo tuan Lich bd tri xe theo ngay Lich bé tri xe theo tuén Lich ca nhan theo tudn
== \ \. :' o ) T =
\ ! LICH CO QUAN TRONG.NGAY
\ i - - e
Y ! (Thir séy,flgay 4/ Thing 10FREm 2013) -~
) ' - - -
i s ' et
. R . - T
Lich budi Sang ) o Lickii5i Chiéu
3 — -

Lwa chon loai lich can xem | -~~~ -

Khdng o6 lich cor quan nao trong chidu nay !

9:00

Hoi dung: Nghe bdo cdo két qua trién khai phdn mém

Thanh phin Naguyn Khai Hoan, L& Trung Kién, Trin Phure Son, Pham Vit Trung, Nguy8n Viét Trung
Ngudi chi i Nguyén Vit Trung

Bia diem Phong hop 1

Hinh 65: Chon loai lich can xem.
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