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. TONG QUAN

1. Giéi thiéu wng dung

Phéan hé Quadn Iy ké hoach dugc xay dung nham hd trg ngudi dung quan 1y ké hoach va
tién trinh thuc hién cua nhitng nguoi tham gia xt Iy. Phin hé nay bao gém cac chirc ning
chinh nhu sau:

- Lap ké hoach 1am viéc cho ting dir 4n ctia phong ban/ t chic.

- Thiét lap va phan bd cong viéc dén cac thanh vién tham gia du 4n.

- Cho phép nguoi Xt Iy nhan viéc truc tiép trén hé thong.

- Cung cap cong cu dé ngudi quan 1y cap nhat tién do thuc hién cho timg nguoi
tham gia xu 1y.

- Cho phép tra ctru, tim kiém ké hoach/ cong viéc theo nhiéu tiéu chi.

2. Pham vi tai liéu

Huéng dan cac chic nang can thiét dé nguoi dung c6 thé sir dung dwoc phan hé quan 1y
ké hoach.

Il. QUAN LY TAI KHOAN

1. Pang nhap hé théng

Pé sir dung cac chirc ning di 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.

o S|

)/ B zimbra: Thuaen %V @ Trang chii - Phan meém Le x L)
€« C' i |[) http/10.201.045/

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 liéu hiromg dan siF dung

# Ding nhip

Hinh 2: Chon link “P#ng nhap”.

#+ Budc 3: Nhap thong tin tai khoan bao gom: tén hién thi va mat khau.
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DANG NHAP HE THONG
Tén hién thi
Mat khau
[ Mhe thi

Hinh 3: Man hinh dang nhap.

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

Tai giao dién “Pdang nhdp hé thang”, 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 lay thong tin cii dé ngudi dung dang nhap, khong can phai g lai.

2. Chinh stwra tai khoan ca nhan

Sau khi ding nhap, nguoi dung cé thé chinh st lai thong tin tai khoan ctia 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 Cia téi” bao gdm: Tiéu
dé, Tén dang nhap, Pia chi email, Tén, Ho, Gidi tinh, Sinh nhat...
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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

Tiéu dé&
(=]

Tén hién thi (Bat budc)

= V.

Dia chi thw dién tF (Bat budc)

. . & Thay ddi (5 X6a
admin@newsaigonsoft.con
Tén (Bat budc) Binh danh ngw&i ding
] 10198
Tri
Tén dém Naay sinh
1 [=|| hangmat 21| | 1970 [=]| £
Ho Gidi tinh
Quan Nam E
Yurng danh

Tén cong viéc
E Administrator

Hinh 5: Giao dién théng tin chi tiét tai khoan ca nhén.

4+ Budc 4: Sau khi thay déi, chon Ghi lai

Hiy bd

chon l

3. Thoat khéi hé théng.

B Quan Tri

Théng tin ngwéi dung
Chi tiét

Mt khdu

Té chirc

CAc site

Cdc nhdém ngu&i dling
Cacvaitrd

Chuyén muc

Nhan dang

Bia chi

S dién thoai

Cac dia chithw dién tir khac
Trang web

Tai khodn chat

Mang x3 hi

OpenlD

Cau hinh khac

dé luu thong tin, néu khong mudn luu lai

Sau khi 1am viéc xong, ngudi dung can dang xuat khoi hé théng thi 1am nhu sau:

#+ Budc 1: Tur bat ky giao dién ndo cta chuong trinh, nguoi dung nhap chuét trai vao mii

tén m& rong (B) bén canh tén tai khoan.

-

Quan Tri

Administrator

Hinh 6: Mé cac chirc ning mé rong.

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

[] Hién thicdu hinh ¢ng dung | Thoat
& Quan Iy

& Chuyén toi

L) Thém
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Hinh 7: Thoat khéi h¢ thong.

111. THAO TAC SU DUNG

1. Thém ké hoach

Muc dich: cho phép ngudi c6 tham quyén thém maéi ké hoach 1am viéc vao hé thong.
Dé vao giao dién thém ké hoach, ta lam nhu sau:

#+ Budc 1: Chon “Trang diéu hanh” trén thanh diéu huéng.

Trang iéu hanh  Quanlyvanban Lichcongtac Thongbaochidao HO sohanhchinh  Khiéu naito cao

UHANTDAN QUAN 5 TP. HO CHI MINH
[PHONG PIEN TU

#+ Budc 2: Chon “Qudn Iy ké hoach” — “Thém ké hogch” trén thanh menu ngang.

Trangchi  Congvitc [EEIEICITEEI] Vuviec Baociotinghop  Tailiéubiéumdu  Gateway  Chidao tir Uy ban
Them ké hogch | »Xirlj ké hoach  »Tra ciru

Thém ké hoach

e Luu k] Lwuvanhaptiép ok Nhip m&i

Nguri nhap: Quan Tri Phéng ban nhap: (%) Van Phang UBND

Phaong ban tao: () Vin Phéng UBND = Nguwoi tao: (%) Chon
Tén ké hoach: ) Loai k& hoach: () Chon
$6 giai doan: () P STT Tén Thi gian thue hign

X 1 Giai doan 1 15/05/2014 @ - 22/05/2014 @
Thei gian thie hign: 15/05/2014 - 22/05/2014
Ghi chi:

4

Dinh kém: + Chon Hé sor cong viéc: o

Hinh 8: Giao dién “Thém ké hoach”.
Giai thich giao dién:

- Nguoi nhap: mic dinh tén nguoi nhap 1a tén hién thi cia nguoi dung dang ding
nhap. Nguoi dung khong duoc phép thay doi.

- Phong ban nhap: mic dinh phong ban ctia nguoi dang dang nhap.

- Phong ban tao: 1a phong ban ctia ngudi d tryc tiép tao ké hoach.

- Ngudi tao: 1a ngudi truc tiép tao ra ké hoach. BAm chon 6 nay s& x6 xubng danh sach
ngudi dung thudc phong ban tao da chon. Ban chi can chon nguoi tao tir danh sach
nay.

- Tén ké hoach: nhap tén ké hoach can tao.

- Loai ké hoach: chon loai ké hoach tir 6 nay dé phan loai ké hoach can tao.
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- S6 giai doan: phan nay cho phép phan chia ké hoach thanh nhiéu giai doan khéc
nhau. Dé thiét lap giai doan thuc hién, ta 1am nhu sau:
+ Budc 1: Chon biéu tugng thém méi "# bén trai thanh tiéu d& cua bang danh sach
giai doan:

$6 guai doan (*) Chon thém mdi Théi gian thuc hién
giai doan Khang tan tai di igu

Hinh 9: Chon biéu twong “Thém méi giai doan”.
+ Budc 2: Hé thdng s& co thém 1 dong méi bén trong bang danh sach cho nguoi
dung nhap tén giai doan va thoi gian thyc hi¢n.

& STT Tén Thai gian thuc hién

® 1 [ siai goan 1 04/11/2013  ® - 11/11/2013

Hinh 10: Nhép théng tin giai doan can thém.

+ Budc 3: Sau khi thém, mudn xo6a bo giai doan thi bam vao biéu tugong xoda.
Tén Thi gian thu'c hién

P ST
4:_ 1 Giai doan 1 04/11/2013  ® | 11/11/2013 &
Hinh 11: Xéa bé giai doan.

Lap lai cac budc trén dé thiét 1ap cac giai doan khac cho ké hoach.

$6 giai doan: (") ST Ten Thai gian thyc hign

L Giai doan 1 18/02/2014  # - 25/02/2014 &

2 Giai doan 2 26/02/2014  #|-|05/03/2014 &

- Thai gian thuc hién: 1a téng thoi gian thuc hién cia tat ca cac giai doan cong lai. (hé
théng sé tu cong thoi gian cua cac giai doan duoc tao va hién thi 1én giao dién cho
nguoi dung).

- Ghi chi: nhap ghi cht cho ké hoach.

- Pinh kém tép tin: muc nay cho phép dinh kém tép tin vao ké hoach. Bam nut
“Chen” d& mo ctra s6 “Open” ciia Window va chon tép tin can dinh kém.

- H@ so cdng viéc: muc nay cho phép chon hd so cong viéc dé chira ké hoach. Bé chon
hd so cong viéc, ngudi ding bAm chon biéu twong cai dit “&” s& mé ra danh sach ho
so cong viéc dang ton tai dudi dang cdy phan cap. Mudn gan ké hoach vao ho so
cong viéc nao thi danh dau chon hd so cong viée do.

HO sor cong viec: IE'
Tat ca

v | O Hgsa1

£ Bud6c 3: Sau khi nhap cac thong tin can thiét, nguoi dung c6 thé chon mot trong cac
nuat 1énh sau dé két thuc.
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bl Lo nay cho phép luu lai théng tin ké hoach da nhap.
k! Lvuvanndptiep . thong tin ké hoach di nhap, ddng thoi 1am méi giao dién
thém méi dé nhap tiép thong tin ké hoach khac.

~# Nhaplai -y 4a hét thong tin dd nhap, 1am mai giao dién dé nhap lai tir dau.

Luu v: Khi nhip thong tin ké hoach, nguoi dung can luu ¥:
= Céac truong dir liéu c6 dau sao mau do (*) 1a bat buoc phai nhap. Cac cot khac co thé
bo qua.
= Sau khi luu thong tin thanh cong, trén giao dién thém mdi ké hoach s& c6 thém nut

Le %63  cho phép nguoi dung huy bo thong tin ké hoach sau khi da Iuu.

Danh sach ké hoach ERLEWTCLEE M Cong viéc tir ké hoach

Thém ké hoach

L—_J Luru H Lweu va nhép tiép "{F' HNhidp mdi L% Xoa

Yéu cdu clha ban d3 dwoc xir Iy thanh céng.

Ngwdri nhap: Quan Tri
Phang ban tao: (*) Van phong o
Tén ke hoach: () K& hoach x&y dung du an A

Hinh 12: X6a bé ké hoach sau khi thém.

2. Danh sach ké hoach

Muc dich: cho phép quan 1y danh sach ké hoach di tao. Viéc quan 1y bao gdm tra cuau,
xem chi tiét ké hoach, thiét lap cong viéc cho ké hoach, giao viéc va cap nhat tién do thuc
hién cho tung nguoi xu 1y.

Pé vao giao dién danh sach ké hoach, ta 1am nhu sau:

#% Budc 1: Chon “Trang diéu hanh” trén thanh diéu hudng.
Trang diéu hanh Quanlyvanban Lichcongtac Thong bdochidao HO sohanhchinh  Khiéu naitd cao

JSDAN QUAN 5 TP. HO CHI MINH

FPHONG PIEN TU

4+ Budc 2: Chon “Qudn Iy ké hoach” — “Danh sdach ké hoach”.
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[ sl n Thémkéhoach  Cong viéc tir ké hoach

Ké hoach

= Tao ké hoach = Xudttéptin

Loai ké hoach Nhap tir khéa tm kiém
TAtca STT & Tén Loai ké hoach Nowéi tao Thii gian thwe hién Ghichi Binh kém Hoat dong
K& hoach xay dung 1 K&hoach kim tra ca sd ha tng K& hoach xay dung HB Thu 18/02/2014 - 25/02/2014
K& hoach trién khai 2 K& hoach phat trién dy dn 03 K& hoach trign khai Pham Thi Y&n 18/02/2014 - 13/03/2014 ¢ ~ Hanh ddng

Duang Kigu
Phugng Nhung

pidéntrang 1 [=] (1) 1 15 []

3 K& hoach trign khai hé théng phan m&m vin phang dién
w

K& hoach trién khai 18/02/2014 - 10/03/2014

Hinh 13: Giao di¢n xir Iy ké hoach.
Giao dién “Danh sdch ké hoach” dugc chia thanh 3 phan chinh: khung bén trai 13 danh
sach cac loai ké hoach dang ton tai trén hé théng, khung bén phai 1a ving tim kiém va
hién thi danh sach ké hoach.

% Vung tim kiém: cho phép tim kiém ké hoach theo nhiéu tiéu chi.

< Vung hién thi ké hoach: hién thi danh sach ké hoach cho ngudi diung. Mic dinh,
s& hién thi tat ca ké hoach ma nguoi dung di tao. Néu ngudi dung thyuc hién chic
ning tim kiém thi danh sach nay s& dugc thu gon lai theo tiéu chi ma nguoi ding
da nhap.

< Vung hién thi chi tiét ké hoach: liét ké thong tin chi tiét ké hoach da duoc chon
tir danh sach bén trai.

2.1. Tim kiém ké hoach

Chuc ning nay cho phép nguoi dung tim kiém ké hoach trong danh sach duoc nhanh
chong.

2.1.1 Tim kiém co ban

La chirc ning tim kiém dé tim ra tat ca cong viéc ¢o lién quan véi tir khéa di nhap.
Dé tim kiém co ban, ta tién hanh cac budc sau:
4 Budc 1: Nhap tir khoa can tim vao 6 tim kiém. Tiép theo chon biéu tuong kinh lap

% dé kich hoat chitrc nang tim kiém dix liéu.

Nhap tirkhéa fim kiém | =

STT = Tén Loai ké hoach Hgwdi tao Théi gian thuwe hién Ghichd Dinh kém Hoat dong :

1 K& hoach kifm tra co s ha ting 1’ Nh%P tu h xdy dung HE Thu 18/02/2014 - 25/02/2014 o 2 Thu-_c;hlen
khéa can tim tim kiem

2 K& hoach phdt trién du n 03 K& fioach trién khai Pham Thi Y&n 18/02/2014 - 13/03/2014 =) ~ Hanh ddng

3 55 hoach trién khai hé théng phdn mém vdn phang dién K& hoach trién khai EHSQ\?QK’I‘JEHUHQ 18/02/2014 - 10/03/2014 ~

Hinh 14: Chon tiéu chi tim kiém co ban.

4 Budc 2: Hé thdng sé tra két qua 1én giao dién.
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51T .A Tén Loai ké hoach Nowdi tao Théi gian thre hign Ghichi Dinh kém Hoat ddng o

Duang Kigu

. i
K& hoach trién khai phirong Nhung

18/02/2014 - 10/03/2014 &

| 1 K& hoach trign khai hé& thdng phin m&m vin phang dign
i

Hinh 15: Két qua tim kiém co ban.

2.1.2 Tim kiém nang cao

Dé tim kiém ké hoach nang cao, ta 1am nhu sau:

4 Budc 1: Chon vao miii tén chi xuéng ~ trén giao dién tim kiém co ban.

Nhap tir khda im kiém Q IZ|

STT = Tén Loai ké hoach Howdi tao Théi gian thuwe hién Ghichd Dinh kém Hoat dong

1 K& hoach kiém tra co s& ha tng K& hoach xdy dung HE Thu 18/02/2014 - 25/02/2014 4 Chon chirc

~ ~ nang tim kiém
2 K& hoach phdt tri€n du 3n 03 K& hoach trién khai Pham Thi Y&n 18/02/2014 - 13/03/2014 4 néng cao
Duang Kigu

K& hoach trién khai Phiang Nhung

& tri & théi 30 mEm va 3 z
3 rKS hoach trién khai hé théng phdn mém vdn phang dién 18/02/2014 - 10/03/2014 )

Hinh 16: Chon chitc niing tim kiém néng cao.

4 Budc 2: Giao dién tim kiém ké hoach nang cao xuat hién nhu sau:

TiM KIEM NANG CAO p 4

Tén ké hoach || Loai ké hoach |5t o3 .

I_I[c‘rigianthuc 01/02/2014 & |-|31/03/2014 m Hoat dng Pang hoat déng -
ién

Tochibctao 75¢c3 ~  Nowditao Tat ca -

£ Timkiém  x Dong lai
Hinh 17: Giao dién tim kiém nang cao.
4+ Budc 3: Nguoi dung lya chon tiéu chi can tim va nhap vao tir khoa thich hop. Tiep

theo, chon nat ' # . FE thuc hién tim kiém dit liéu theo tiéu chi da nhap.
4 Budc 4: Hé théng hién thi két qua tim duoc 1én giao dién cua ving danh sach.

2.2. Swra ké hoach

Chte ning nay cho phép chinh sira noi dung ké hoach dang ton tai trén hé théng.

Pé chinh sira thong tin ké hoach, ta lam nhu sau:

4 Bud6c 1: Tur danh sach ké hoach, chon nat -~ Haam@0n8 | ap qong thong tin cua ké
hoach can chinh stra. Tiép theo, chon “Si#a” tir menu x6 xudng.

STT =~ Tén Loai ké hoach Ngwéi nhdp Thési gian thipc hién Ghi chi Pinh kém
1 K& hoach phit trign dy &n 01 K& noach pRALEEN  Guan T 20/10/2013 - 05/11/2013 /[~ anh dong
2 K&hoach phat trign dy 4n 02 KE hoach PRACTEN quan T 30/10/2013 - 14/11/2013 Nowng host 3m0
. e k& hoach ning c5p s3n Xoa
3 K& hoach phat trign du n 03 pham O Quan Tri 30/10/2013 - 06/11/2013 &~ Hanmagng

Hinh 18: Chon chikc niing sira ké hoach.
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4 Budc 2: Hé théng mo ra giao dién “Chinh si#za ké hogch” nhu sau:

| siPA KE HOACH % |

| Lwew ) Lwu va nhap tiép = Nhip méi | @ Xoa # Bong lai

| Nguai nhap Quan Tri Phong ban nhadp (*)  VIEN KIEM SAT NHAN DAN Q3

i Phong ban tao (%) VIEN KIEM SAT NHAN DAN Q3 = Ngudi tao (*) Quan Tri -

| Tén k& hoach (*) K& hoach phét trign du &n 01 Loai k& hoach (*) K& hoach phat trén CNTT -

‘Sﬁgiaidoa.n (*) ‘¢4 SIT Tén Thai gian thuc hién ’
X 1 Giai doan 1 20/10/2013 m - 05/11/2013 m

Thi gian thuc hién 20/10/2013 - 05/11/2013
‘Ghichl.i ‘

_Bl’nh kém + Chon |
| |

Hinh 19: Giao dién chinh sira ké hoach.

Nguoi dung tién hanh chinh stra bang cach x6a thong tin cil va nhap méi. Viéc chinh sia
ké hoach ciing tuong tu nhu khi thém méi.

2.3. X6a ké hoach

Chtc niang nay cho phép ngudi dung x6a bé ké hoach dang ton tai trong hé thong.

Dé x6a ké hoach, ta tién hanh cac budc sau:

4 Budc 1: Chon nut - Hanhddng " ¢sn qong thong tin cua ké hoach can chinh sira.

Tiép theo, chon “Xda” tir menu X6 xudng.

STT « Tén Loai ké hoach Ngui nhdp Théi gian thiee hign Ghi chil Dinh kém

1 K& hoach phat trign dyf 3n 01 éﬁ.{.‘.?am phat trén Quan Tii 29/10/2013 - 05/11/2013 @[~ Hanhdong
& hoach phit tré Sira
2 K&hoach phat trign du dn 02 KE hoach paL 8N quan Tri 30/10/2013 - 14/11/2013

Mgung hoat ding

3 K& hoach phat trién dy dn 03 ’;ﬁaﬁrﬁa‘h naNg G SN 0 T 30/10/2013 - 06/11/2013

Hinh 20: Chon chite niing “Xéa ké hoach”.
4 Budc 2: Hé thdng hién thong bao hoi ngudi dung c6 chic mudn xéa bo ké hoach hay
chua.

Ban cd chic mudn thue hién thao tac nay?

0K ][ Hiiy bé
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Hinh 21: Xdc nhin “Xéa ké hoach”.

4 Budc 3: Chon “OK” thi hé théng s& x6a bo ké hoach ra khoi danh sach. Nguoc lai,
chon “Huiy bé” s& huy bé thao tac x6a, van gitt ké hoach.

2.4. Nowng hoat dong/ Kich hoat lai ké hoach.

2.4.1 Newng hoat dong ké hoach

Dé “Ngung hoat dpng” mot ké hoach trong danh sach, ta tién hanh cac budc sau:

4 Budc 1: Chon nut “Hanh déng” trén dong thong tin cia ké hoach can ngung hoat
dong, chon “Ngung hoat dgng” tir menu X6 Xuéng.

STT  Hova tén ¢ Bonvi ¢ Chircvu ¢ Tén dang nhap ¢ Bién thoai 4 Email MD Hoat dong

i BUI Chi D& gﬁ;na”ﬁ”ﬂ”mf‘a” chanh vp bede.tanbinh 0913731241 bede.tanbinh@tphem.gov.vn @ ~ Hanh déng
ae Sira

2 Biii Quang Hiéu t‘,fé‘ffghtﬁ“"‘ s Chanh VP hoiktstphcm 0013806969 hoiktstphem@hcm. fot.vn & Ngung hoat dong

Hinh 22: Chgn chirc niing ngung hoat dong.

4 Budc 2: Hé thong hién thi thong bao hoi nguoi dung c6 mudn ngung hoat dong ké
hoach hay chua?

Ban cd chic mudn thue hién thao tac nay?

| ok || Hiyps |

Hinh 23: X4c nhén “Xéa ké hoach”.

4 Budc 3: Chon “OK” thi hé thdng s& chuyén ké hoach sang danh sach ké hoach ngung
hoat dong. Nguoc lai, chon “Huiy bé” s& hity bo thao tac, van giir ké hoach.

2.4.2 Kich hoat lai ké hoach

Ké hoach khi bi ngung hoat dong van ton tai trong hé théng nhung khong c6 hiéu luc. Dé
kich hoat lai ké hoach nay, ta thuc hién nhu sau:

4 Budc 1: Str dung chirc nang tim kiém dé loc ra ké hoach khong hoat dong.

Ké hoach

=k Tao ké hoach

Tén k& hoach Loai k& hoach Tatca
Thai gian thuc hign 01/11/2013  m -|31/12/2013  m Hoat ddng Ngung hoat déng ]

5 Tétca
Tat ca Ngu'si tao

T8 chifc tao

Pang hoat déng
£ Tim Kiém

Ngung hoat dong |
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Hinh 24: Loc ra ké hoach khéng hoat d¢ng.
4 Budc 2: Chon nat “Hanh dgng” trén dong thong tin cua ké hoach can kich hoat,

AY

chon “Hoat dgng” tir menu x6 xuéng.

STT =« Tén Loai ké hoach Nguw&i nhdp Théi gian thyre hién Ghi chi Dinh kém

1 K& hoach phat trin dif 3n 01 Ei%ﬂa‘h phat trén Quan Tri 04/11/2013 - 12/11/2013 &' = Hanh dong

Hinh 25: Chgn chirc ning “Hoat dong”
4 Budc 3: Hé théng hién thi thong bao hoi ngudi dung c6 mudn kich hoat lai ké hoach
hay chua?

Ban cé chac mudn thuc hign thao tac nay?

oK ][ Hy bé

Hinh 26: Xac nhan hanh dong kich hoat lai ké hoach.
4+ Budc 4: Chon dé dong y hoic chon - dé huy thao tac kich
hoat va trd vé giao dién chinh.

2.5. Xem chi tiét ké hoach

Chtc nang nay cho phép xem thong tin chi tiét cua ké hoach dang ton tai trén hé thong,
ddng thoi cho phép nguoi ¢6 thim quyén thém mdi cac cong viéc can thuc hién va giao
viéc cho nhirng nguoi tham gia.

Dé xem chi tiét ké hoach, ta lam nhu sau:

4 Budc 1: Tir danh sach ké hoach, ngudi ding chon tén ké hoach can xem chi tiét.

STT =« Tén Loai ké hoach Ngwdi nhdp Théi gian thurc hign Ghi chii Binh kém

1

K& hoach phat tridn dyf an 01 Eﬁ;‘.ﬁ“h phat trén Quan Trj 04/11/2013 - 11/11/2013 <[~ Hanh dgng

[ Chon tén ké hoach ) éﬁ#a(h pracerén Quan Tri 04/11/2013 - 11/11/2013 =~ Hanh ddng
dé vao giao dién
xem chi tiét

Hinh 27: Chon tén ké hoach cin xem chi tiét.

4 Budc 2: Heé théng mo ra giao dién chi tiét ké hoach nhu sau:

NeoCORE.v4 - Tdi liéu hwéng dan sir dung — Phdn hé quan Iy ké hoach 16/ 27



CONG TY CO PHAN PHAN MEM SAI GON MO - NSS
bia chi: 243/78 Chu Van An, P.12, Q.Binh Thanh, TP.H) Chi Minh

NEW SAIGON SOFT Dién thoai: (+84 8) 39 840 999 Fax: (+84 8) 35 127 147
Website: http://newsaigonsoft.com Email: contact@newsaigonsoft.com
Ké hoach
= Thém céng vigc | sira ké hoach - Trové
Tén ké hoach: K& hoach trign khai phdn mém Loai ké hoach: K& hoach phdt trén CNTT
Ngu'di tao: Nguyén Vin Chung Phong ban tao: VIEN KIEM SAT NHAN DAN Q3

Théi gian thuc hign:  04/11/2013 - 11/11/2013

Ghi chui:
e
Chuzn bj nguy&n van Chung
Trién khai Nguyén Van Chung Quan Tri —
Bidéntrang 1 [+] 1 10 [+]
< i v

‘ |_nang|hwcmén diing han Pang thyc hién tré han s Hodn thénh ding han e Hodin thénh tré han

Hinh 28: Giao dién chinh sira ké hoach.
(1): ving nay hién thi thong tin chi tiét cia ké hoach dang chon.
(2): ving nay hién thi danh sach cong viéc di thém vao ké hoach.
(3): truc thoi gian biéu dién tong thoi gian thuc hién ké hoach ma nguoi dung da chon khi

thém mai. Néu ké hoach duoc chia thanh nhiéu giai doan thi mdi giai doan s& dugc to
mot mau dé phan biét.

06M1 o7 08 0811 1011 13M 14111 | 15111 | 16/11 | 17 18111

Khdng tBn tai dif lidu
Giai doan 1 Bi dn trang = 10 [=] —G@\ doan 2

Di chuyén thanh trugt bén dudi dé xem cac moc thoi gian phia sau trong trueong hop thoi
gian qua dai.

19/02 20/02 21i02 22102 23/02 24102 2502 26102 27102 2802 01/03 0203 0303

Nguyén Thi Bich Lién

“an BG Anh Thoa

Didéntrang 1 [+] 1 10 [=]

(4): ving nay hién thi danh sach ngudi thuc hién theo han xt Iy ma ho duoc giao.
(5): dong chii thich vé ¥ nghia mau trong ving (4).

s Blang thec hién ding han . 13 59 vigc VAn con han xir 1y, chua dugc cap nhat ngay
hoan thanh.

Bangthwe higntre han - 13 cong viéc van da hét han xua 1y, chua duoc cap nhat ngay
hoan thanh.

s Hodn thanh ding han - 13 c6ng viée dd duoc cap nhat ngay hoan thanh, va ngay hoan
thanh nam trong han xu 1y.
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s Hodn thanh tré han - 3 cano vide dd duoc cap nhat ngay hoan thanh, tuy nhién ngay
hoan thanh da tré han xir 1y.

2.6. Thém cong viéc

Chte ning nay cho phép thém mdi cong viée vao ké hoach va giao viée cho nguoi tham
gia xu ly.

D¢ thém mai cong viée vao ké hoach, ta lam nhu sau:

4 Budc 1: Chon xem chi tiét ké hoach.

MNhap tirkhoa tim kém Q-
STT ~ Tén Loai ké hoach Ngwréi tao Thdri gian thirc hién Ghichii Dinh kém Hoat ddng

1 K& hoach kigm tra cd sd ha ting K& hoach xdy dung H&d Thu 18/02/2014 - 25/02/2014 &

2 K& hoach phdt trign dy dn 02 K& hoach trign khai Pham Thi Yén 18/02/2014 - 13/03/2014 1= ~ Hanh ddng
3 fé hoach trién khai h& théng phdn mé&m van phang dién K& hoach trign khai EHL?QI?QKI"?\E\IUHQ 18/02/2014 - 10/03/2014 &

Hinh 29: Chon xem chi tiét ké hoach.

4 Budc 2: Chon “Thém céng vigc” trén giao dién chi tiét ké hoach.

Ké hoach
[ sta ké hoach « Treve
Tén k& hoach: T K& hoach phit trién dy @n 01 Loai k& hoach: K& hoach phdt trén CNTT
Ngu'di tao: Nguyén Vin Chung Phang ban tao: VIEN KIEM SAT NHAN DAN Q3
Théi gian thue hién:  04/11/2013 - 11/11/2013
Ghi chii:

Hinh 30: Chon chirc niing thém cong viéc.

4 Budc 3: Hé théng ma ra giao dién thém mai cong viéc nhu sau:

| KE HOACH PHAT TRIEN DU AN 03 (18/02/2014 - 13/03/2014) b4

| = Leu ! Lwuvanhip tiép == Nhip méi # Bdng lai

E Tén cong viéc: (*) B wu tién: Chon -
Phdng ban giao: (*) Vin phang - Ngwvi giao: (%) Chon -
Théigian thwe hién: (*)  1g/02/2014 @ - 13/03/2014 m
Phong ban xi Iy (*) Vin phéng - Ngueeri xie Iy (%) Chon -

Ghi chii: "
Binh kém:: # Chon

Hinh 31: Giao dién thém méi cong viéc.
- Tén cong viéc: nhap tén cong viéc can thém.
- P wu tién: bam 6 nay s& x6 xubng danh sach d6 quan trong ma quan tri da thiét
lap san, chon do6 quan trong tir danh sach nay.
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- Phong ban giao: chon phong ban giao viéc.

- Nguwoi giao: chon nguoi giao Viéc.

- Thoi gian thuc hién: chon thoi gian thuc hién cong viéc. (ngay két thac cong
viéc phai nhé hon hoic bang ngay két thic ké hoach). Néu 16n hon, hé thong sé
béo 16i nhu sau:

KE HOACH PHAT TRIEN DUF AN 03 (18/02/2014 - 13/03/2014)

e Leu H Lwu vé nhip tiép == Nhdp mé&i 3 Bong lai

€ Ngay két thic cong viéc phai trwére ngay két thic ké hoach

- Phong ban xi ly: chon phong ban cua nguoi Xt ly

- Ngudi xir Iy: bam 6 nay s& x6 xudng danh sach ngudi dung thudc phong ban xir
1y da chon, ban chi can chon nguoi xt 1y tir danh sach nay.

- Ghi chu: nhap ghi chu cho cong viéc.

- Pinh kém: muyc nay cho phép dinh kém tép tin vao cong viéc. BAm nut “Chen”
dé mo ctra s6 “Open” ciia Window va chon tép tin can dinh kém

4 Budc 4: Sau khi hoan tat, bam ndt “Luwu” trén giao dién chi tiét dé luu lai va tro vé
giao dién chinh.
Luu y: Céc truong dir liéu c6 ddu sao mau do (*) 13 bat budc phai nhap

2.7. Xem chi tiét cong viéc

Chtc niang nay cho phép xem day du thong tin chi tiét cong viéc da thém vao ké hoach.
Pé xem chi tiét cong viéc, ta 1am nhu sau:

4 Budc 1: Vao giao dién chi tiét ké hoach, tiép theo chon vao tén cong viéc dé xem chi

tiét.
Chi tiét ké hoach HO so cong viéc
o= Thém cong viéc |} Sira ké hoach (S Xuat tép tin = Tréevé
Tén ké hoach: K& hoach phét trién dy &n 03
Hgweéri tao: Pham Thi YEn(Van phdng)
Ghi chii:
Céng viéc 18102 19/02 20102 21102
Chudn bj tai ligu Qliﬂkfﬁm _CHhi ‘
tiet cdng viéc ————
Hwréng dan En BA Anh Thoa
B

Hinh 32: Chon chirc niing xem chi tiét cong viéc.
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#+ Budc 2: Hé thdng mé ra giao dién chi tiét cong viéc cho ngudi ding

| [ sl [ X6a % Donglai

Chuén bi tai ligu

1810212014 - 28/02/2014

| Tén cing viéc:

Thdi gian thwc hién: Hguwrdi giao: H&@ Thuy Linh{Van phdng)

Ghi chi:

I
 Tép tin dinh kem: Xem danh sach ngudi

*0F Iy cdng viéc

< Danh sach nguwdi xir Iirl é’-_L

Hinh 33: Giao dién chi tiét cong viéc.

2.8. Stra cong viéc

Chtc nang nay cho phép chinh sira lai noi dung cong viéc trong ké hoach.
Pé chinh sira thong tin cong viéc, ta lam nhu sau:

#+ Budc 1: Vao giao dién chi tiét cong viéc. Tiép theo, chon nut “Ssa”.

Chura hoan thanh
)

1

rruuvel

| 1 Sira | | @ Xda # Bdng lai
- = Chudn bi tai liéu

Stra cdng viéc 1810212014 - 2810212014 Nouwéi giao: HB Thuy Linh(van phang)

AITITCTI,
|

Tép tin dinh kém:

+ Danh sach nguwdi xir Iy

Chwa hoan thanh
)

1

rauvel
Hinh 34: Chon chikc niing sira cong viéc.
4+ Budc 2: Hé thong mé ra giao dién “Chinh siza céng viéc” nhu sau:
KE HOACH PHAT TRIEN DU AN 03 (18/02/2014 - 13/03/2014) b4
el L # Pong lai
Tén cdng viéc: (*) fchugn bi tai ligu DG wu tién: Chon -
Phdng ban giao: (*) Vin phang - Ngwvi giao: (%) H& Thuy Linh -
Thoigian thue hién: (*) | 13/02/2014 @ |- 28/02/2014 @
Phéng ban x(F Iy {*) Vin phana - Nowdi x( 1§ () Duang Kigu Phugng Nhung -
Ghi chu:
Binh kém:: # Chon
Hinh 35: Giao dién chinh sira cong viéc.
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Nguoi dung tién hanh chinh stra bang cach x6a thong tin cil va nhap méi. Viéc chinh sta
cong viéc cling tuong tu nhu khi thém mdi.

2.9. Xo0a cong viéc

Chte ning nay cho phép ngudi dung x6a bo cong viéc trong ké hoach.

Dé x6a cong viéc, ta tién hanh cac budc sau:

4 Budc 1: Vao giao dién chi tiét cong viéc. Tiép theo, chon nit “Xda”.

B X oengis |

Tén cdng vif i liéu Chwra hoan thanh
| Chon chtrc nang . L e |
Thei gian t x6a cong viec - 2810212014 Ngwéi giao: HE Thuy Linh(Van phéng) 1
Ghi chii:
|
Tép tin dinh Kém: I
# Danh sach nguedei xik Iy

muuvel
Hinh 36: Chgn chirc ning x6a cong viéc.
4 Budc 2: Hé théng hién thong bao hoi nguoi dung c6 chac mudn xéa bo cong viéc hay
chua.

Ban cé chac mudn thuc hién thao tic nay?

| ok || Haybe

Hinh 37: Xac nhan “Xéa cong viéc”.
4 Budc 3: Chon “OK” thi hé thdng s& xo6a bo cong viéc ra khoi ké hoach. Nguoc lai,
chon “Hiiy bé” s& hity bo thao tac x6a, van giit cong viéc.

2.10. Cap nhat tién dé thuc hién

Chtc ning nay cho phép nguoi quan 1y ké hoach cap nhat tién do thuc hién cua nguoi
tham gia xu 1y.

Dé cap nhat tién do6 thuc hién, ta tién hanh céc budc sau:

4 Budc 1: Vao giao dién chi tiét ké hoach. Tiép theo, chon tén ngudi xir Iy can cap nhat
tién do.

NeoCORE.v4 - Tdi liéu hwéng dan sir dung — Phdn hé quan Iy ké hoach 21 /27



CONG TY CO PHAN PHAN MEM SAI GON MO - NSS

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

Cong viéc D41 D51 )6/ il DB/ 10011 MM
Chen ngudi xt ly §& mé
giao dién cép nhét tién dé

Chudn bi

Trién khai Nguy&n Van ¢

Hinh 38: Chon chitc niing sira ké hoach.
#+ Budc 2: Hé thdng hién giao dién chi tiét cong viéc va c6 thém 6 “Ngay hoan thanh”
cho nguoi dung cap nhat ngay xtr Iy hoan thanh cong viéc.

[ sira | & Xoa gl Luu ¥ Déng lai

Tén cing viéc: Chudn bi
Théi gian thuc hién: 04/11/2013 - 12/11/2013 Ngay hoan thanh: "
Phong ban giao: VIEM KIEM SAT NHAN DAN Q3 Ngu'di giao: Quan Ty -
o . o L Chon ngay
Naurdvi X ly Phong ban xur Iy Théri gian xue Iy hoan thanh Tinh trang
Mguyén Van Chung VIEN KIEM SAT NHAM DAN Q3 051112013 - 06/11/2013 camrgrthirc hién dting han
Ghi chii:

Hinh 39: Chgn ngay hoan thanh.
#+ Bud6c 3: Chon “Luu” dé luu lai. Sau khi luu, hé thong s& dya vao thoi gian xu 1y va
ngay hoan thanh dé cap nhat lai tién d6 theo mau quy dinh.

3. Cong viéc tir ké hoach

Muc dich: cho phép ngudi xur Iy tra ctru cong viéc dugc giao, gia han va cap nhat tién do
thuc hién.

Dé vao giao dién cong viéc tir ké hoach, ta lam nhu sau:

#+ Budc 1: Chon “Qudn Iy ké hoach” trén thanh diéu hudng.

Trang @iéu hanh  Quan Iy ké hoach Quanlyvdnban Lichcongtac Thong bdochidao HO so hanh chinh

4+ Budc 2: Chon tab “Céng viéc tir ké hogch” trén thanh menu ngang;
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Danh sachké hoach ~ Thém ké hoach [N e

Céng viéc tir ké hoach
N tirkhéa im kgm

Cong viéc tir ké hoach Trang thai
Téng 2 Didéntrang 1 [¢] 1

Huwéng dén
18/02/2014

Chudn bi tai liéu
18/02/2014

Ban triec tuyén [1]

Hinh 40: Giao dién tra ciu cong viéc.
Giao dién “Céng viéc tir ké hogch” duoc chia thanh 3 phan chinh 13: Vung tim kiém,
vung hién thi danh sach ké hoach va ving hién thj thong tin chi tiét cong viéc:

< Vung tim kiém: cho phép tim kiém cong viéc theo nhiéu tiéu chi.

< Vung hién thi danh sich cong viéc: hién thi danh sach cong viéc. Miac dinh, s&
hién thi tat ca cong viéc ma ngudi dung duoc giao xur 1y. Néu nguoi dung thuc
hién chirc ning tim kiém thi danh sach nay s& duoc thu gon lai theo tiéu chi ma
nguoi dung da nhap.

< Vung hién thi chi tiét cong viéc: liét ké thong tin chi tiét cong viée da duoc chon
tor danh sach bén trai.

3.1. Tim kiém céng viéc

Chtc niang nay cho phép nguoi dung tim kiém cong viéc trong danh sach dwoc nhanh
chong.

3.1.1 Tim kiém co ban

La chirc nang tim kiém dé tim ra tat ca cong viéc c6 lién quan véi tir khoa da nhap.
Pé tim kiém co ban, ta tién hanh cac budc sau:
4 Budc 1: Nhap tir khoa can tim vao 6 tim kiém. Tiép theo chon biéu tuong kinh lap

“4 dé kich hoat chtrc nang tim kiém dit liéu.
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Céng viéc tir ké hoach

Nhép tir khda tim kiém

£

Cing viéc tp Trang thai
e 1. Nhap tir khéa 2. Thue hién
Tong 2 can tim [=] . tim kiém
Hwréng dan
18/02/2014
Chudn bi tai liéu
18/02/2014

Hinh 41: Chon tiéu chi tim kiém co ban.

4+ Budgc 2: Hé thong sé tra két qua 1én giao dién.

Céng viéc tir ké hoach

chudn bi Q -
Cong viéc tir ké hoach Trang thai v
Tdng 1 pidéntrang 1 [«] 1

Chuan bi tai liéu

18/02/2014

Hinh 42: Két qua tim kiém co ban.

3.1.2 Tim kiém nang cao

Pé tim kiém ké hoach, ta lam nhu sau:

4+ Budc 1: Chon vao miii tén chi xuéng ~ trén giao dién tim kiém co ban.

Céng viéc tir ké hoach

Nhdp tir khda fim kigm 9§ D

Cong viéc tir ké hoach Trang thai

Chaon chirc néng

Téng 2 S 1 =l ! tim kiém nang cao
Hwéng dan
18/02/2014
Chuan bi tai liéu
18/02/2014

Hinh 43: Chon chite niing tim kiém néng cao.

4+ Budc 2: Giao dién tim kiém cong viéc nang cao xuat hién nhu sau:
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TiM KIEM NANG CAO #

Tén ké hoach
Tén cong viéc Tinh trang T5t ca
Phang ban giao Chan - Nagureri giao chon -

£ Timkiém % Dong lai

Hinh 44: Giao di¢n tim kiém ning cao.
4 Budc 3: Nguoi dung lua chon tiéu chi cAn tim va nhap vao tir khoa thich hop. Tiép

theo, chon nat - # PRI 15 thuc hién tim kiém dit liéu theo tiéu chi da nhap.
+ Budc 4: He théng hién thi két qua tim duoc 1€n giao di¢n cia vung danh sach.

3.2. Gia han

Chtre nang nay cho phép nguoi xtr 1y gia han thém thoi gian xir Iy cong viéc duoc giao.
bé gia han cong viéc, ta lam nhu sau:

4 Budgc 1: Mé cong viéc can gia han.

Cong viéc tir ké hoach
Nhap tir kha tim kism L - Chi tiét cong viec Gia han
Cang viéc tir ké hoach Trang thai = |/ Gia han |} Cdp nhét tién a&
Thng 2 Didéntrang 1 [+] 1 Hauwdi giao: H& Thily Linh(V&n phong) Hgay giao: 18/02/2014
. " Trang thai: Bang thiec hién ding han
Hwéng dan
18/02/2014 | Thevi gian xdr Iy: 18/02/2014 - 28/02/2014 Ngay hoan thanh: m H
Chudn bi tai liéu . . . i
18/02/2014| Keé hoach: K& hoach phat trien dw an 03
N&i dung cbng vigc: Chuén bi tai ligu
Ghi ch:

Hinh 45: Chon xem chi tiét cong viéc.

4 Budc 2: Chon nut “Gia hagn” trén giao dién chi tiét cong viéc.

Chitiét cong viec | Gia han
Nguwéi giao: H& Thay Linh(V&n phang) Ngay giao: 18/02/2014
Trang thai: Dang thwre hién ding han
Thii gian X ly: 1810212014 - 2810212014 Ngay hoan thanh: L=
Ké hoach: K& hoach phat trién dw an 03
Néi dung céng viéc: Chudn bi tai lidu
Ghi chu:

Hinh 46: Chon chirc niing gia han cong viéc.

4 Budc 3: Hé théng mo ra giao dién thém méi cong viéc nhu sau:

NeoCORE.v4 - Tdi liéu hwéng dan sir dung — Phdn hé quan Iy ké hoach 25/ 27



CONG TY CO PHAN PHAN MEM SAI GON MOI - NSS
bia chi: 243/78 Chu Van An, P.12, Q.Binh Thanh, TP.H) Chi Minh

NEW SAIGON SOFT Dién thoai: (+84 8) 39 840 999 Fax: (+84 8) 35 127 147
Website: http://newsaigonsoft.com Email: contact@newsaigonsoft.com
‘ GIA HAN THO'I GIAN XUF LY & |
e Lwu k! Lwu vanhap tiép = Hhip m&i # Dbonglai
| Ly do: %) |

Ngay gia han: 18/02/2014 - Ngudi gia han: Nguyén Thi Bich Lién
Thi¥i gian gia han: (*) l:INgE‘F,r Th¥i han mi m

Hinh 47: Giao dién thém méi cong viéc.

- Ly do: nhap ly do gia han.

- Thoi gian gia han: nhap s6 ngay mudn gia han thém (nhap s6 nguyén duong).

- Thoi han méi: ngay két thuc xtr Iy méi. (sau khi nhap ngay gia han, hé théng s&
tu tinh ra han xtr ly mai.)

- Luwu y: Céc truong dir liéu c6 ddu sao mau do (*) 1a bat budc phai nhap

- Thoi han két thuc xtr Iy méi phai nho hon hodc bang ngay két thuc ké hoach. Néu
ngay két thuc cong Vviéc vuot ngay két thic ké hoach, hé théng s& bao 18i nhu sau:

GIA HAN THO' GIAN XIF LY A |

e Lwu k! Lwuvanhap tigp == Nhip mdi # Bdng lai

&3 Thei gian gia han phai trong th&i gian thuwc hién cdng viéc

4 Budc 4: Sau khi hoan tat, bam nat “Luew” trén giao dién chi tiét dé luu lai va tro vé
giao dién chinh.

3.3. Cap nhat tién @6 thuc hién

Chtc ning nay cho phép ngudi thuc hién xu 1y cap nhat tién do thyc hién cho cong viéc
duogc giao.

Dé cap nhat tién d6 thuc hién, ta tién hanh cac budc sau:

4 Budc 1: Mé cong viéc can gia han.
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Cong viéc tir ké hoach

Nhap tir khéa fim kiém Q, | - Chi tiét cong vigc Gia han
Cdng viéc tir ké hoach Trang thai - [ Giahan [ cap nhat tign d&
Téng 2 Didéntrang 1 [+] 1 Nguwei giao: W& Thay Linh(Van phéng) Ngay giao:
. * Trang thai: ‘Dang thwc hién dang han
Hwérng dan
18/02/2014 | Theéi gian xdr Iy: 1810212014 - 280212014 Ngay hoan thanh:
Chuin bi tai liéu . . . i
18/02/2014 | | K& hoach: Ke hoach phat trien dw an 03
Noi dung cdng viéc: Chuan bi tai ligu
Ghi chii:

18/02/2014

Hinh 48: Chon xem chi tiét cong viéc.

4 Budc 2: Chon nat “Cdp nhdt tién d¢” trén giao dién chi tiét cong viéc.

Chitiétcongviéc | Giahan
Ngrvi giao: H& Thiiy Linh(Van phéng) Ngay giao: 18/02/2014
Trang thai: BDang therc hién ding han
Thivi gian X Iy: 1810212014 - 2010212014 Ngay hoan thanh: =]
Ké hoach: Ké hoach phat trién duw an 03
NGi dung cong viéc: Hu'dng dan
Ghi chu:

Hinh 49: Chon chire niing “Cap nhat tién d”.

4 Budc 3: Hé théng xuat hién giao dién “Cdp nhat tién dé xi Iy cong viéc” nhu sau:

| CAP NHAT TIEN BO XUF LY CONG VIEC

| d Lwu k! Lwuvanhdp tiép == Nhip md&i K Bonglai

NGi dunag: (*)

Tién do: (*) % Ngay cap nhat: (*) 18/02/2014

Binh kém: + Chon

Hinh 50: Giao dign “Cap nhat tién d¢”.
- N@i dung: nhap ndi dung xu 1y cong viéc.
- Tién dd: nhap s6 phan tram thuc hién. (nhap s6 nguyén duong)
- Ngay cap nhat: ngay cap nhat tién do.

- Pinh kém: muc nay cho phép dinh kém tép tin vao tién do thuc hién. BAm nut
“Chgn” dé m¢ ctra s6 “Open” cia Window va chon tép tin can dinh kém
4 Budc 4: Chon “Lun” dé luu lai. Sau khi luu, hé théng sé duwa vao thoi gian xir Iy va

ngay hoan thanh dé cap nhat lai tién d6 theo mau quy dinh.
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