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. TONG QUAN

1. Gigi thiéu &wng dung

“Trang diéu hanh” 13 trang thong tin chung phuc vu quan 1y diéu hanh. Myc dich chinh
1a cung cip cac s liéu, bao cao tong hop tir cac phan hé khac, gitp 1anh dao quan 1y va
theo doi toan b thong tin hién c6 tai don vi.

2. Pham vi tai liéu

Tai liéu nay st dung cho du an NeoCORE.v4

Il. QUAN LY TAI KHOAN

1. Piing nhip hé théng

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

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

L,

/ B Zimbra: Thu dén % V@ Trang chii - Phan mém L: x L}

€ C i | [ http//10.201.045

Hinh 1: G6 dia chi vao trinh duyét web.
4+ Bud6c 2: Chon link “Pdng nhdp” trén goc phai man hinh dé mo giao dién “Ping
nhdp hé théng”.

Tai ligu hrdng dén st dung

# Biing nhap

Hinh 2: Chon link “Ping nhip”.

4+ Bud6c 3: Nhap thong tin tai khoan bao gém: tén hién thi va mat khau.
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PANG NHAP HE THONG
Tén hién thi
Mat khau
[T Mne thi

Hinh 3: Man hinh ding nhap.
4+ Budc 4: Chon nit “Ping 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, 1an 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 siwra tai khoan ca nhan

Sau khi dang nhap, ngudi ding cé thé chinh sira lai thong tin tai khoan ctia minh cho phu
hop, cac budc nhu sau:

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

Quan Tri
Administrator

Hinh 4: Vao giao dién chinh sira.

#+ Budc 3: Nhap thong tin chinh sira trén giao dién “Tai khodn ciia t6i” bao gom:
Tiéu d¢, Tén dang nhap, Dia chi email, Tén, Ho, Giéi tinh, Sinh nhat...
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Tai khoan cua toi

Q <T4i khodn clia tdi= chira cic thdng tin cd nhan clia ban, ban cé thé xem, sia théng tin 17 lich, cng ddng va thanh vién don i, va cacthiét 1ap cd nhan.

Quan Tri

Chi tiét

Tigu dé&
Tén hién thi (Bat budc)

amin

Pia chi thwr dién t (Bat budc)
admin@newsaigonsoft.con

Tén (Bét budc)
Tri

Tén dém

Ho
Quan

Xwng danh

[=]

#+ Budc 4: Sau khi thay d6i, chon

Hiy bd
chon l :

3. Thoat khéi hé thénqg.

2] Thay ddi [ %da
u

Binh danh ngwdi ding
10198

Ngay sinh
1 [=|| thangmat  [=]| | 1970 [=]|
Gidvi tinh
Nam [=]
Tén cong viéc
Administrator

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

Ghi lai

6 Quan Tri

(V]

Théng tin ngw&i ding
Mt khdu

Td chirc

Cac site

Cdc nhdm ngudi ding
Cacvai trd

Chuyén muc

Nhan dang

Bia chi

sb dién thoai

Cac dia chithw dién ti¥ khac
Trang web

Tai khodn chat

Mang x3 héi

SMS

OpenlD

Cau hinh khac

dé luu thong tin, néu khong mudn luu lai

Sau khi lam viéc xong, nguoi dung 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 nhip chuét trai
vao miii tén mé rong (EM) bén canh tén tai khoan dé thiy cac chic niang an bén trong.

Quan Tri

-

Administrator

Hinh 6: Mé cac chirc nang mé rong.

#+ Budc 2: Chon “Thoedt” tir menu x6 xudng dé thuc hién diang xuét khoi hé théng.
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[] Hién thi cdu hinh ¢ng dung

M Chuyén tdi

Thoat

&) Thém

& Quan Iy

Hinh 7: Thoat khéi h¢ théng.

I11. THAO TAC SU DUNG

1. Trang chu

Sau khi ddng nhap thanh cong, mic dinh s& chuyén sang “Trang chi” cua trang dicu
hanh. Truong hop ngudi diung dang ¢ phan hé khac, chon “Trang diéu hanh” trén thanh

>

diéu hudng, tiép theo chon “Trang chs” trén thanh menu ngang.

hi JiDAN QUAN 5 TP. HO CHi MINH
G PIEN TU

Trang diéu hanh  Quan Iy véin ban

Lichcongtac  Thongbéochidao Hosohanhchinh  Khiéu naitdcao  Tailiéu hwong dén sirdung  Thr dién tir

. QuéanTri .

RICINESTA Congviec  Quanlykéhoach  Vuviéc  Bao cao tong hop
® | Tatca
Tong cong viéc can xie Iy: 2
~ 2 Hb so hanh chinh
"7 1 Viratiép nhan

» 1 Ho so Kinh té

Tailiéubiéumdu  Gateway  Chidao tir Uy ban

“Tinh hinh xi¥ Iy cong viéc | Thongbaoméi | Thongbaocii | Quanly |

Phamvi
phan phéi: Chung

Tigu . - Ngayxudt Ngayhét
a Kiéu  Noay sira bn tiaii

Thém thd
Ngay |01/05/2014
Van ban dén: 32

M - 31/05/2014 M| - Xem baocao

L Théng
Céng viéc van ban dén: 75 f‘;g‘ Chung 15/05/2014 15/05/2014 15/06/2014 |\4 2
| €

Hién thi 1 két qua
Ngay 01/05/2014
Van ban di: 26

m - |31/05/2014 ®m - Xem bao cio

Céng viéc van ban di: 49

Ngay | 01/05/2014
Van ban néi bd: 0

m -|31/05/2014 m - Xem bdo cio

Cong viéc van ban noi bo: 0

Bantruc tuyén (0)  ——

Hinh 8: Giao dién “Trang cha”.

Giao dién “Trang chi” duoc chia thanh 3 phan: Bén trai 1a khung nhic viéc, & giira 1a
vung hién thi danh sach cong viéc thudc nhin coéng viée da chon bén trai. Bén phai la

vung hién thi bang thong ké tong hop va cac thong bao méi — cii trong co quan.
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Mic dinh bang “Nhdc vigc” bén khung trai s& duoc 4n di, dé hién thi bang “Nhdc viéc”,
ta bam vao biéu twong ““bén gbc trai trén cua man hinh “Trang chi”.

Trang chud Cong viéc Bao cao tong hop Bao cao dinh ky Tai liéu

2 Mé réng khung
5 "Nhac viée"
Tong :
2 Bién ban hop

4 Thong bao két luan
3 NGi dung chidao

4 Céng viéc tir ké hoach

Hinh 9: Mé bang “Nhic vige”.

Néu mubdn thu gon lai lai bang “Nhdc viéc”, bAm vao miii tén bén goc phai nhu hinh sau:

Trang chu Cong viéc Bao cao tdng hop Baocaodinh ky  Tailiéu

Nhac viéc " Tat ca
Tatca (19) /.| Tong cong viéc can xi Iy: 19
Van ban dén Thu gon bang [0 ban hop
Vin ban di "Nhac viéc"  ng bao két ludn
Van ban ndi bd 3 Mbi dung chi dao

Bién ban hop (8) 4 Céng viéc tir ké hoach
Théng bao két luan (4)

Ndi dung chi dao (3)

Khiéu nai td cao

HG sor hanh chinh

Vi pham hanh chinh

Céng viéc tie ké hoach (4)

Chrra dinh kém két qua

Hinh 10: Thu gon bang “Nhic viéc”.
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1.1. Nhic viéc
Tong hop nhén cong viéc tir tat ca phan hé trong hé théng:

- Tét ca: hién thj tong sé cong viéc can xir 1y.

- Hb so hanh chinh: hién thi tong s6 hd so can xir 1y.

- Vin ban dén: hién thi tong s6 vin ban dén ma ngudi dung can xir 1y.

- Vin ban di: hién thi tong s6 vin ban di ma nguoi dung can xt 1y.

- Vin ban ndi b: hién thi tong sb van ban ndi bd ma ngudi dung can xu 1y.
- Théng bao két luan: hién thi tong sé thong bao két luan can xu 1.

- Ndi dung chi dao: hién thi tong sb noi dung chi dao can xur 1y.

- Khiéu nai td cdo: hién thj tong s6 don thu can xu 1y.

- Vi pham hanh chinh: hién thj tong s bién ban can xu 1y.

1.2. Tatca

Khi nguoi ding click chon nhan cong viéc trong danh sach nhan bén trai, hé théng sé loc
ra cong viéc can xu 1y thudc nhan d6 va hién thi 1én giao dién & gitra. Tir giao dién nay,
ngudi dung c6 thé bAm vao con sb cong viéc can xir Iy dé chuyén sang man hinh “Xi Iy
cua cong vi¢e do.

Tat ca

Tdng cong viéc can xiF Iy 1

~ 1 Chra dinh kém két qua Chuyén nhanh dén giao
1 Héi thaofpi nghi dién "X ly" cia cong
q{j} <:L viec trorng (ng.

1.3. Théng ké tdng hop

Hién thi bang thdng ké tong quat, cho phép xem tinh hinh tiép nhan va xu 1y cong viéc
chung cua toan co quan theo cac moc thoi gian.

- Ngay: cho phép chon ngay can xem thong ké.
- Nbi dung chi dao: cho biét s6 lwong noi dung chi dao ma toan co quan nhan duoc
trong khoang thoi gian da chon.
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- Vin ban @én: cho biét sé luong van ban dén ma toan co quan di tiép nhan trong
khoang thoi gian da chon.

- Cong viéc vin ban dén: cho biét sé lugng cong viéc ma co quan can thyc hién trén
cac vin ban dén da tiép nhan.

- Vin ban di: cho biét s6 luong vin ban di ma toan co quan d tao ra trong khoang thoi
gian da chon.

- Coéng viéc vin ban di: cho biét s6 luong vin ban di ma co quan can thuc hién trén
cac van ban di da tao.

- H0 so: cho biét s6 lwong hd so ma toan co quan d3 tao ra trong khoang thoi gian da
chon.

- Cong viéc hd so: cho biét s luong hd so ma co quan can thyc hién trén cac ho so da
tiép nhan.

Pé xem thong ké tong hop, ta lam nhu sau:

+ Budc 1: Chon mdc thoi gian can xem.

+ Budc 2: Chon nut +~ *emPaecde 4oy chire ning twong ng.

+ Budc 3: Hé thdng tu tdng hop dit liéu tir phan hé twong tmg va hién thi két qua 1én giao
dién.

+ Budc 4: Ré chudt vao cac ddy mau trén thanh két qua thong ké dé xem sé lugng cong

viéc theo trang thai cu thé.

Cong viéc van ban dén: 124

Sy |
4 cong vigc da xr ly I

1.4. Thong bao
- Théng bio méi: hién thi tit ca thong bao méi ma ngudi ding duoc quyén xem.
- Théng bao cii: hién thi cac thong bao ma nguoi dung danh dau da doc.
- Quan Iy: cho phép tao thong bao va cong bd thong bao theo tirng pham vi. (Chi
nhitng user dugc phan quyén méi thay chirc nang nay).
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1.4.1 Tao thong bao

Pé tao thong bao, ta lam nhu sau:

#+ Budc 1: Chon tab “Qudn Iy trén giao dién “Théng bdo’.

Thong baoméi  Théng bao cil

Pham vi phan . . .
phi: (=] Thém théng bao

4+ Budc 2: Chon nut i

Théng bao méi | Thing baocii | Quan Iy

FPham vi
phan r Thém thing bao

phi:

4+ Budc 3: Nhap noi dung thong bo.
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Thém théng bao

Muc « Quay lai
Eﬂgir;ﬂ viphan H& théing Phdn m&m La&i B
Tiéu dé&:
Buwéng din:
Mdi dung
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- Pham vi phan phéi: chon pham vi phan phéi thong bao.

- Tiéu dé: nhap tiéu dé cua théng bao.

- Puwong din: nhap dudng link Url dé din dén trang lién quan véi noi dung thong
bao (néu co).
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CONG TY CO PHAN PHAN MEM SAI GON MOI - 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

- Noi dung: nhap ndi dung thong bao.
- Ngay phat hanh: chon ngay cong bd théng bao.
- Ngay hét han: chon ngay hét han théng bao.
4 Budc 4: Chon nut “Ghi lgi” dé luu thong tin d3 nhap.

Khi dén ngay phat hanh, h¢ thong s& hién thi thong bao 1én tab “Théng bdo mdi” cia
nhitng nguoi dung thudc pham vi phan phdi da chon.

Néu ngudi ding bam vao link “Pdnh diu di dec” thi hé thong s& chuyén thong bao duoc
danh dau tir giao dién “Théng bdo mdi” sang giao dién “Théng bdo cii”.
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Hé thdéng Phdn mém Ldi
Théng bao

Toan thé co quan 1am bl vao thik bay ngay 22/02/2014
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