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Gi6i thiéu tong quan vé Smart Office

Gi61 thiéu chung

Smart Office- La mot bo phan mém Vin phong dién tir, bao gdm cac Module nghiép
vu duoc ng dung cho cac don vi vai muc tiéu tin hoc hda toan bé quy trinh quan ly
va dieu hanh doanh nghiép.

Phién ban ctia phan mém
Phan mém bao gém 02 phién ban :
v Phién ban WebApp: Chay trén cac trinh duyét Web bao gdbm(Chrome, FireFox,
Cbc Cbc)
v Phién ban MobileApp: Pap tng cho hé diéu hanh iOS trén cho Apple Store va
Android trén chg Google Play.

GETITON £ Download on the
» Google Play [l @8 App Store
Cong nghé phat trién

v' Pugc phét trién trén nén tang cong nghé Microsoft Visual Studio(C#, MVC).
v' Hé quan tri co so dix liéu MS SQL Server phién ban 2012 tro Ién.

M6 hinh tng dung
v' Phan mém dugc ung dung voi cac mé hinh doanh nghiép doc 1ap, mé hinh phan
cap, mo hinh téng céng ty, cong ty me va cong ty con truc thudc.
v' M® hinh quan ly tap trung, trén nén tang Cloud Server Online, dap tng sb luong
I6n nguoi st dung.
Pbi tugng sir dung phan mém
v' Toan b cac don vi, phong ban truc thugc mé hinh tong cong ty
v/ C4c ca nhan truc thudc cac phong ban thuoc md hinh quan 1y caa cong. Dé truy
cap vao hé thdng mdi ca nhan duogc hé théng cung cap maot tai khoan, mat khau
dinh danh(account, password) nhat dinh.

Cac Module nghiép vu trong phan mém

S.News Quadn ly tin tirc & thdng bao

S.Calendar | Quan Iy lich hop, cdng tac tuan




S.Doc Qudn Iy van ban(dén, di, phat hanh ndi bg)

S.Task Quan ly dir &n, cbng viéc

S.Car Qudn Iy va diéu hanh xe cong

S.Asset Quan ly tai san céng

S.Chat Trao doi ngi bg(Chat)

S.Stationery | Quan Iy Vin phong pham

S.Uniform | Quan Iy dong phuc

S.HRM Quan ly nhéan sy

S.CRM Quadn ly khach hang

oc0BE0DNAG

Ghi chl:Hé théng sé phan quyén sir dung cac Module nghiép phl hop véi tieng tai
khoan sur dung, dung voi tieng ca nhan vai vai tro, nhiém v, thuc hién cong viéc cua
chinh minh.

II. Huwéng din sir dung phién ban WebApp
1. Ping nhap vao hé thong

v' M@ trinh duyét Web: Vi trinh duyét Chrome(dé xuat st dung mic dinh) va gd
duong dan truy cap hé théng tam thoi tai thoi diém chay thir nghiém nhu sau:
http://businessportal.vn

v Nhap tai khoan, mat khau truy cap(user , pass) da duoc cap cho ca nhan bai hé
théng. Vi du nhu: tai khoan chaund, mat khau hacom@123, sau d6 bam nat
“Truy cap” dé vao hé théng.


http://businessportal.vn/

Ghi chi:Sau thoi gian chay thiz nghiém va hoan thién phan mém sé duoc chuyén vé
tén mién chinh thite va duwoc quan tri thdng bao téi nguwoi sik dung sau.

v' Thong tin hd tro, giai dap trong qua trinh chay va sir dung phan mém:
o Lé Duy Chau:
o Nguyén Pinh Khwong:
o Hotline ciia Cong ty phai hop phap trién san pham: 090 142 6788 Email:
cskh@orientsoft.vn

>Sau khi ding nhap thanh cong vao hé théng, hé théng mdc dinh man hinh trang chii
(Dashboard) ciia phan mém véi cac khoi thong tin chinh hién thy trén man hinh nhw hinh
Sau:


mailto:cskh@orientsoft.vn
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Bo trudng bé KHDT Nguyén Chi Diing va Chu tich UBND tinh Ninh Thuan Luu Xuan st
Vinh dén tham va chuc tét Cong ty CPDT Hacom Holdings s

jay 20/01/2020, tai Hoi sd Tp. Phan Rang Thap Cham - Ninh Thudn, Céng ty CPDT Hacom Holdings vinh du don doan céng tac
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2. M0 ta trang chii Dashboard cua hé théng phan mém
Man hinh Dashboard hién thi cac khi thdng tin chinh sau:



2.1. Khdi Module Thong bao ndi bo cia cong ty:(S.News)
v' Bao gom ndi dung text va file s hoa dinh kém(*.pdf), dong thong bao hién thi 03
théng bao gan nhat.
v' Dé doc thong bao ngudi st dung b thé Click vao dong théng bao dé doc noi
dung chi tiét cua thong béo va me file dinh kém.

= TIN TUC VA SU KIEN (2]

Ké hoach té chirc cac Chuong trinh dip Tét Canh Ty 2020

Tai ligu dinh kém

& Einh ludr ® 4 Ngudi xem o Chia sé
“\ Nguyén Duy chiu @O

‘P Nguyén Duy Chiu  App comment

(._" P‘ng Vin Thio i

— Hacom Admin

2% Hacem Admin
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Giao dién doc néi dung chi tiét cia Thong béo

2.2. Khdi Module Quan 1y van ban(S.Doc)
v Pay 1a khoi thong tin hién thi vin ban dén méi nhét va vian ban di méi nhat cua
chinh tai khoan diang nhap vao hé thng.
v' Pé thuc hién doc chi tiét ndi dung vin ban hay Click vao timg van ban dé hé
théng lién két dén Module quan 1y van ban.
v Bé ma dén Module quan Iy Vin ban c6 thé click vao Tab “Vin ban dén” hoic
Tab “Vin ban di” nhu hinh sau dé lién két Module quan Iy Van ban S.Doc.
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Giao di¢n khai thdng tin Quan [y véin ban

2.3. Khoi Module Lich hop tuan:(S.Calendar)

v Hé théng mic dinh noi dung lich hop tuan hién tai ctia cong ty ma ngudi sir dung
dang nhap, nguoi dang nhap truc thudc cong ty do.

v Vi du: Nguoi dang nhap 1a Nguyén Duy Chau, thudc Cong ty CP dau tu Hacom
Holdings.

v Lich hop thé hién noi dung hop trong ngay, thudc tuan hién tai, bao gom céc
thong tin chinh nhu(nguoi 1ap,ngdy, thoi gian cu thé, ndi dung, ngudi chu tri,
thanh phan tham dy, dia diém).

v' Nguai 1ap lich, nguoi chu tri, ngudi tham dy, hé théng hién thi anh dai dién. Dé
xem chi tiét thong tin nhu ho va tén, chirc danh, thudc phong ban don vi nao thi
nguoi dung cd thé di chudt 1én hinh dai dién do.

I Cong ty €6 phan dau tu Haco ' chi nhanh Hacom Ninh Thusn N Cong ty CP Thanh Dong Ninh ... 7 Cong ty TNHHMTV I

o Nguyén Nhu Thirc (Phé ban Nang lugng)
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Phong hop Nha Trang (09:00 - 12:00)

09:00

Hop du an MIK: té chirc trién khai dy an

ﬂ Nguyeén Duy Chau (Pho ban)
@
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Phong hop Da Lat (09:00 - 12:00)

Thi Ba Cac dong chi c6 mat theo thdi gian quy dinh
25/02/2020

Hop trién khai nha mau HH2

Giao di¢n khai théng tin Lich hop tuan hién tai



v' Dé xem lich hop tuan cua cac don vi truc thuoc khac, ngudi ding cé thé chon
Logo cua timg don vi cu thé, Vi du nhu Chi nhanh Hacom Ninh Thuan, Cong ty
Cp Thanh Bong Ninh Thuan,...

v' Dé xem chi tiét cac ndi dung lich hop tuan khac trude dé, cac lich cua cac don vi
khac hay chon muc “Lich hop tuan 9” dé lién két vao Module Lich cong tac tuan
S.Calendar.

2.4. Khdi Module Tin tirc & Su kién(S.News)
v Hién thi tin t&c va sy kién noi bat cua cdng ty, bao gdm 01 tin méi nhat Ién trén
va céc tin gan nhat bén phai.
v' Bé doc noi dung tin chi tiét, click vao tirng muc tin dé hé thong lién két sang
Module Tin tic S.News
v’ Pé doc cac tin khac co thé click vao Tab “Tin tic & su kién” dé lién két dén
Module Tin tic S.News.

- Ohado Ming sl
- up BAO riuu BEN w- =1
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Bo trudng bé KHDT Nguyén Chi Diing va Chu tich UBND tinh Ninh Thuan Luu Xuan
Vinh dén tham va chuc tét Cong ty CPDT Hacom Holdings
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UBND tinh Quang Trj lam viéc véi nha dau tu vé cic

iy an ks 6 thi va khu biét thef cao cip trén dija ban.

UBND tinh Quéng Tri lam viéc voi nha dau tu v cac
dy an khu do thi va khu biet thy cao cép trén d

:

o4
@ Théng bdo tuyin duong cic ¢ nhin, 16 chic dat
mﬁ\\“ ‘“ thénh tich cao trong ném 2019

Thong bdo tuyén duong cac ca nhan, 16 chic dat
thanh tich cao trong ndm 2019

31533 Thong bio ngh té duiomyg ich 2020
il T % Théna b hi 16t ducong lich 2020
¢ Thena bao nahi tét duong lich 2020

L& ky kit hop ddng thi cdng phan thd ta nha B1, B2 -
Cin 3 Dydnnha &3 héi Hacom Galadity

"
Chitu ngay 06/12/2019 Cong ty CP Thanh Dong
Ninh Thudn da té chie budi L& ky két Hop dang t

- 1

86 tiding b KHOT Nguyn Chi Diing v Chi tich
UBND tinh Ninh Thusn Luu Xuin Vinh dén thim

Nhan su da doc tin ®

#7 05 pinh Khuang 13:51 13/02

Mhan vién IT | Ban Té chite-Hanh chinh

Pang Van Thao 13:32 08/02
Chénh vin phang | Vdn phang HBQT va Ban TGD

‘ Nguyén Duy Chau 14:02 05/02
i

Phé ban | Ban Td chiic-Hanh chinh

t:-_fl Hacom Admin 13:12 05/02

Qudn trj hé théng | Ban T8 chire-Hanh chinh

Giao dién doc ngi dung tin, ngi dung binh ludn tin, danh sach nhan su da doc
tin
v Tly theo tirng tin ma hé thdng c6 thé cho ngudi doc tin viét binh luan(comment).
v' Khi ngudi doc ndi dung tin tic, hé thdng tu dong ghi lai thong tin ngudi doc tin,
thoi gian doc.
v' V&i mdi muc tin, hé théng thong ké sb luot binh luan va dém sé ngudi da doc noi
dung tin.



Tin tdc khac

B trudng bé KHDT Nguyén Chi Diing va Cha tich UBND tinh Ninh Thuan Luu Xuan Vinh dén tham va
chuc tét Cong ty CPDT Hacom Holdings

Chao Mimg. Ngay 20/01/2020, tai H¢i1 sd Tp. Phan Rang Thap Cham - Ninh Thuan, Cong ty CPOT Hacom Holdings vinh dy don doan c¢dng
+.C L 2" BAO Tisiw 0EN 1V * -
\/ [ .

am W tac do Bo trudng bo KHBT Nguyen Chi Dang va Chu tich UBND tinh Ninh Thuan Luu Xuan Vinh cang lanh dao cac Ban

T6i ngay 30/6/2019, tai Quang truéng Trung tam Van hoéa - Dién anh tinh, Tinh uy, HDND, UBND, Uy ban Mat trén T8 qudc Viét
Nam tinh long trong t8 chifc Lé ky niém 30 nam |ap lai tinh Quéng Trj (01/7/1989 - 01/7/2019) va dén nhan Huan chudng Ddc

lap hang Nhat. Bang ndi lic va tiém nang clia dia phudng, ndm trong quy hoach phat trién khu vifc kinh té da dugc Chinh phl

phé duyét, Quang Tri hifa hen mét mién dat c6 stc bat mdi trong thdi gian tdi. Pong hanh cing sy kién, Céng ty CPPT Haco

»:.06 14/01 @ 3

DPoan céng tac tinh Quang Tri va lanh dao UBND tinh Ninh Thuan ghé tham céng trudng du an nang
lugng Hacom

S Chiéu ngay 27/8/2019, Cdng ty CP Dau tu Hacom Holdings da tiép don Doan cong tac tinh Quang Tri do dong chi Nguyén Van
Hung, Uy vién Trung udng Dang, Bf thu Tinh ty lam Trudng doan clng véi Dong chi Luu Xuén Vinh, Phé Bi thu Tinh Gy, Cha tich

UBND tinh tai Van phong Hoi s& - Khu d6 thj Bién Binh Saon Ninh Chif (Khu 2)

Giao dién danh sach tin tizc khac

2.5. Khéi thong tin Bang trang thai sir dung xe cong (S.Car)
v Hién thi danh sach cac xe cong: Bao gém hinh anh cua xe, bién sé xe, chd ngoi,
hadng san xuat.
v Hién thi 03 mau phan biét trang thai sir dung cua xe tai thoi diém hién tai nhur:
o Mau do: xe dang dwoc Sur dung
o Mau vang: xe da dwoc cap lénh sir dung nhung chua di
o Mau xanh: xe dang ¢ trang thai ranh, ko si dung

=W 0E 55194

g BMV 118i
L —— 5 chd | BMW

Giao dién Bang trang théi si dung xe

30F-282.62

Mercedes S450
4 ché | Mercedes
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2.6. Khoi thong tin Danh ba
v' Mic dinh list cac danh ba lién hé bao gém théng tin : Hoa va tén, chirc vy, phong
ban, s dién thoai, email cia nhan su trong cong ty cua tai khoan ding nhap.
v Cho phép tim kiém nhanh theo tén, s dién thoai.. .
v' Dé tra ctru chi tiét hon, loc theo nhiéu tiéu chi khac nhau nhu don vi, phong
ban,... c6 thé click vao tab “Danh ba” dé lién két vao trang danh ba.

£ Tim kiém

O Nguyén irc Son

M. 0912684684 | sonnd@hacomholdings.vn

° Tran Pang Cong
Nguyén Nhu Thirc
0983480596 | thucnn@hacomholdings.vn
Lé Tuan Anh
Poan Quang Le
0914008892 | ledg@hacomholdings.vn
Tran Thi Thu Thuy
0987633839 | thuytt@hacomholdings.vn

ﬁ Nguyén Duy Chau

2.7. Khoi thong tin Chtic mung sinh nhat
v Hién thi danh sach nhan sy trong cdng ty c6 sinh nhat trong ngay, c6 thé xem
duoc hinh anh dai dién nhan su, chic vy, sb dién thoai, email,. ..
v' Pé xem chi tiét hon click vao Tab “Chitic ming sinh nhat” dé vao trang thong tin
chdc murng sinh nhat nhén sy, danh séch cac nhan sy sinh nhat trong céc thang
thudc nam.

11



Sinh nhat: Hom nay

o Tran Thi Trung
58 | trungtt@hacomholdings.vn
e Tran Thi Thu Thay
7633 | thuytt@hacomholdings.vn
) Ding Vin Thao
b )
0983256169 | thaodv@hacomholdings.vn

2.8. Thong bao (Notify) cia hé théng:

v Hién thi cac Notify cho nguoi st dung biét cac thong bao cua hé thdng vé céc
van dé lién quan nhu: Thong bao mai, tin tc mai, van ban méi, sinh nhat, trao
d6i noi bo, ...

v' Dé doc dugc chi tiét noi dung va lién két vao cac Module nghiép vu lién quan toi
mdi thdng béo, cé thé click vao timg dong dé doc hoic chon “Xem tat ca” nhu
hinh sau:

12



A Thoéng bao

Lé Thi Huong Chuyén & hoan thanh
16:33 24/02/2020 ip qua han

?

ua han

Lé Thi Huang ok
( - 16:03 24/02/2020

D

Lé Thi Huong Ok chua
15:38 24/02/2020

®

Lé Thi Huong GUi di
15:25 24/02/2020

D

\ |dings.vn

Lé Thi Huong Hello
15:21 24/02/2020

Xemtatca >
I

»

noldings.vn

2.9. Box khdi Module chtic ning
v Hién tai dang & trang Dashboard nguoi dung c6 thé lién két sang cac Module
nghiép vu khac dé thuc hién str dung chi tiét nhu sau:

13



S.Admin
Quan tri

S.News
Tin tic & Thong bao

S.Doc
Van ban

S.Calendar
Lich cong tac

N
<

S.Task
Cong viéec & Dy an

2.10. Thay d6i thong tin ca nhan cia tai khoan dang nhap

v Chon vao anh dai dién goc phai trén cung, chon menu Thiét Iap

5’53@@

# Thiét lap

@ Dang xuat

14




A
Xin chao Nguyén Duy Chau

Quan ly théng tin, quyén riéng tu va cac tly chon bao mat tai khoan cua ban trong hé théng Smart Office

a . . ~ 2: A 2

Thoéng tin ca nhan Thay doéi mat khau

Xem va diéu chinh théng tin ca nhan cla Béo vé tai khoan ca nhan cla ban trong
ban trong hé théng khi co thay déi tir hé théng bang cach thay déi mat khau
ban.

khi can thiét.

Néu muén thay dbi théng tin ca nhan: Chon muyc “Thong tin c4 nhan” dé thay doi
mot s6 thong tin ca nhan

15



Xin chao Nguyén Duy Chau
Quan ly théng tin, quyén riéng tw va cac tly chon bao mat tai khoan cua ban trong hé théng Smart Office

Ma nhan su

chaund

Nick Name

Chéau

Mobile

0969568969

Email

chaund@hacomholdings.vn

Ngay sinh

25/01/1982 =

v @D
Quay lai Luu lai

v" Néu mudn thay ddi tai khoan dang nhap chon “Thay ddi mat khau”, hé thong yéu
cau x&c nha lai mat khau cii va nhap méi khau méi muédn thay doi. Sau khi thay
d6i xong hé thdng yéu cau diang nhap lai bang mat khau mai.

16



. b = Fad
Xin chao Nguyén Duy Chau
Quan ly théng tin, quyén riéng tw va cac tlly chon bao mat tai khoan clia ban trong hé théng Smart Office

Mat khau cii

Mat khau mdi

ssssene

Nhap lai mat khau

17




MODULE QUAN TRI HE THONG
1. Thao tac chung

Tt trang chu ciia phan mém chon chirc ning chon module di liéu

= CONG TY €O PHAN PAU TU HACOM HOLDINGS

UBND tinh Quang Tri lam viéc vdi nha dau t1
11:1117/00

Théng béo

[ ]

®

S.Admin
Quan tri

e Trén Thi Thu Thay 10:20 11/02/2020 e
o 09:10 10/02/2020 e P& Van Tin

Trén Thi Th
D4 Van Tinh

@ Buai Thi Phugng Hing 16:36 05/02/2020

° Nguyén Thi Nhung 14:22 08/02/2020
o Hoang Hai Nam 12:01 09/02/2020

@ Bui Thi Phucng Hing

o Nguyén Thi Nhung
o Hoang Hai Nam

S.News

Tin tirc & Théng bao

S.Doc
Van ban

S.Calendar
Lich céng tac

16:36 05/02/2020

12:01 09/02/2020

L=

9

° @

D4 hoan
S.Task
Céng viéc & Du én . .
Sap qua han
Qua han

£ Tim kiém

@ Bui Thi Phudng Hang

0963735773 |

phuonghangbt@hacomholdings.vn

Chon Module Quan tri hé thong S.Admin

2. Khai bao thong tin don vi st dung
Tur trong trang cha cta S.Admin chon Cong ty

Smart Office

# Trang cho

B Congty

o—
o=

== Danh muc »

phan déu tu Hacom Holdings

2.1. Thém maoi thong tin

o Chon chirc ning ® Thém céng ty

18




Q, Céng ty €8 phan dau tu Hacom Holdings

Théng tin M6 hinh t& chi’e  Ngudi dung Quyén Module Tuy chinh  Lich sif ddng nhap

i Danh sach céng ty chi nhanh truc thudc @ Thém céng ty

Cdéng ty CP Thanh £éng Ninh
s Thusn wee Trung Van, Quan Nam Tir Liém, Thanh phé Ha Noi
) S& dién thoai 024 666 46333 Email contact@hacomholdings.vn
U] Céng ty TNHH MTV Hacom Nha Website www.hacomholdings.vn M3 s8 thué 0101777882
encom Trang Pang hoat déng e

Chi nhanh Hacom Ninh Thuén .

Céng ty C6 phan dau tuv Hacom Holdings

Bia chi: Tang 5 thap B, tda nha The Light - CT2, Khu d6 thi Trung Van, Phudng

o Nhép thong tin cho don vi

Cap nhat théong tin cong ty
Tén cdng ty

Chi nhanh Hacom MNinh Thuan
Tén viét tat

Hacom Ninh Thuan

Bia chi

L& TM-09, Budng Bang Quang Cam, KBT bién Binh San - Ninh Chi (K2), Phudng My

Binh. TP Phan Rang - Thap Cham. Ninh Thuan.

Website M3 s thué&
58 dién thoai Emuail
025.96528888
5TT
1

kich hoat (D)

Logo Anh n&n
()
[ |

Theat

o Chon Luru lai dé cap nhat thdng tin

19



2.2. Sura thong tin don vi
o Chon dong théng tin cua don vi, chon tuy chon [ee]

o Chon Sira thong tin

i Danh sach cdéng ty chi nhanh tru'c thudc & Thém céng ty

m‘z_“ Chi nhanh Hacom Ninh Thuan
s Cong ty CP Thanh Béng Ninh

. Thuan ) Hay kich hoat

[l Xéa cong ty

] Cong ty TNHH MTV Hacom Nha

Trang

o Chinh sira thong tin, sau d6 chon Luu dé cap nhat thong tin
2.3. Huy kich hoat

o Chon dong thdng tin cua don vi, chon tuy chon [ee]

o Chon Huy kich hoat

o Hé thdng sé& update lai thdng tin lai thanh Pa khéa

Théng tin M6 hinh té chilc  Ngudi ding  Quyén Module Tay chinh  Lich sif ddng nhap

i Danh sach céng ty chi nhanh truc thudc ® Thém cdng ty

m‘,:,,,, Chi nhanh Hacom Ninh Thuan e

2.4. X0a cong ty
o Chon dong thdng tin cua don vi, chon tuy chon oo ]

20




o Chon Xoa cong ty

o Hé théng dua ra thong bao

Xac nhan?

Ban cd mudn xda codng ty nay khdng!

o Ngudi ding chon C6 hoac Khoéng dé xac nhan

3. Khai bao thong tin phong ban
Chon cong ty sau d6 chon sang tab M hinh to chirc

3.1. Thém mai phong ban

o Chon chirc nang Thém mdoi phong ban [P Thém phang ban

Cap nhat phong ban
Ténm phéang

HSi Bang Quan Tri
Ky higu

HBPaT

Thudc phong

Fax S& dién thoai
Email
STT

1

o Nhap thong tin sau d6 chon Luwu lai dé cap nhat théng tin
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o Chon Thoéat dé thoat form nhap liéu

3.2. Thém méi phong ban cép con
o Chon phong ban céap cha

o Chon chturc nang thém phong ban truc thugc

STT E LUST O TREE ) Thém phéng ban

STT  Tén phoéng ban

1 Haéi Bdng Quan Tri

2 Ban Kiém soat 4 [
Thém phang ban truc thugc

3 Ban TGD

4 Van phong HDQT va Ban TGD

o Nhap théng tin phong ban truc thudc sau d6 chon Luu lai dé cap nhat théng tin

3.3. Chinh stra thong tin phong ban

o Chon phong ban can stra, chon chirc ning stra &

STT = U [0 TREE ¥ Thém phéng ban

STT  Tén phéng ban

1 Ha&i Béng Quan Tri

2 Ban Kiém soat ® il

o Form nhap liéu s& hién thi ra dé chinh sta

o Chon Luu lai dé cap nhat thong tin vao hé théng
3.4. Xoa phong ban

o Chon phong ban can xéa, chon chirc ning x6a @

o Hé théng dua thong bao nhac nhé ngudi ding
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Xac nhan?

Ban cd mudn xda cong ty nay khdng!

o Nguoi dung chon C6 hoic Khéng dé xac nhan

4. Quan tr1 nguoi dung

o Xac dinh cong ty can thyc hién khai bao va quan tri ngudi dung(Tong cong ty
hoac cac don vi truc thugc).

o Chon Tab “Ngudi ding” s& hién thi danh sach ngudi ding thudc don vi da

chon

Y STTV TataaVv Q

Hacom Admin

Quan tri hé théng

Ban T8 chifc-Hanh chinh
Con lam viéc

LGoie

Tran Thi Thu Thay

Trudng ban

Nguyén Nhu Thic

Ph6 ban Nang lugng
Ban Pau tu-Kinh doanh

Con lam viéc

LCGepie

Tran Thi Trung

Nhan vién

Ban Kiém soat
Con lam viéc

LGpoie

m: 5

Phong ban

Vi Ngoc Toan

Hanh chinh

\ ot
BN
Pang Van Thao

Chanh van phong

Van phong HDQT va Ban TGD

Con lam viéc

LeGoie

i ST

# GRID  [J TREE 2 Thém ngudi dung

Tran Phu Chién

Chu Tich

Pang Hai Nam

Trg Iy chl tich

Van phong HDQT va Ban TGD
Con lam
LG Q¢ ¢
24 Hién thi 1-24 cia

o Hién thi danh sach nguoi dung: Hé théng cho phép 03 cach hién thi théng tin
nguoi st dung(List, Grid, Tree) va két hop list ngudi ding theo phong ban.
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4.1. Thém md&i nguoi dung:

o Chon muc “Thém ngudi ding” va cap nhat cac thong tin can thiét cia nguoi
dung.

Cap nhat ngudi dung

Thong tin chung Phong ban Quyén Module Tuy chinh

Anh dai dién Ma nhéan sy Nick Name
Ho Tén
Tén truy cap Mat kh3u
Ngay sinh Gidi tinh
dd/MM/yyyy £ Nam v
Dia chi
Chit ky
Sé dién thoai Email
Chic vy

Thubéc phéng

Con lam viéc o Da nghi viéc Nghi huu

Luu ¥: Hé thdng yéu cau tdi thiéu phai nhap 05 thong tin can thiét(Ma nhan su, ho, tén,
tén truy cap, mat khau).

24



4.2. Xé&c dinh nguoi dung d6 vao co cau t6 chirc thudc phong ban nao, chon muc “Phong

ban”

Cap nhat nguai dung ®
Théng tin chung Phong ban Quyén Module Tuy chinh

@ Thém phong ban

Thuodc phong Chuc vy Phong chinh

1 i—OR

Thoat| Hoi D6ng Quan Tri

Ban Kiém soat
Ban TGP
Vén phong HBQT va Ban TGD
Ban Dau tu-Kinh doanh

Ban Kinh t€-Kv thuat

Ghi cha:

o Vi mdi nguoi st dung & phong ban nao néu 1a vai tro chinh thuoc phong ban
do thi chon nut gat “Phong chinh”, cac vai tro kiém nghiém ¢ cac phong ban
khac thi khong can ma chi can chon phong.

o V&i nguoi dung chi thuoc mot phong ban cu thé nao thi xac dinh phong ban d6
va gat nut “Phong chinh”.

5. Quan tri quyén trong hé thong

o Chon Tab “Quyén” d¢ hién thi danh sach
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Théngtin - Mé hinh té chiic  Ngudi ding Quyén Module Tuy chinh  Lich sir dang nhap

@ Thém quyén

STT  Quyén Module User Trang thai .
Y i STT Tén Module Chiic ndng

1 Nhén Vién ; s.Admin
Quan tri

2 Vénthu 5 S.Account
Tai khoan

3 Van thu phang 3 s.Doc
Van ban
S.Task

4 Chanh van phong =
Céng viéc & Dy an

S.News
Tin tifc & Théng bao

5  Trudng phong

DOEBAOD®

6 S.Calendar

6 umae o
7 S.Asset

7 Quén tri hé théng Tai sén céng
S.Car

S.Stationery

9 Van phéng pham
10 S.Uniform
Bdng phuc

5.1. Thém méi quyén

o Chon muc “Thém quyén” va cap nhat tén quyén, xac dinh loai quyén

Cap nhat Role ©

Tén quyén

Loai quyén

|
Nhan vién

Van thu

Vén thu phong
Chanh van phong
Trudng phong
Lanh dao

Quan tri hé théng

o Nhap va xac dinh xong chon nut I1énh “Luu”
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5.2. Chinh stra quyén, x6a quyeén, kich hoat

o Chon vao quyén can qua, xac dinh “Chinh sira quyén” hoic “Xda quyen”,
“Kich hoat” 1a bat tit sir dung hoic khoa lai.

STT Quyén Module Trang thai

User
o X -

1 Nhaén Vién

2 - - -
2 Van thu | [ Chinh sia quyeén
& Phan quyén Module

3 Van thu phong | O Kich hoat

° | [ Xéa Quyén

4 Chanh van phong

5 Trudng phong Kich hoat oo

6 Ladnh dao Kich hoat ess

7 Quan tri hé théng

° Kich hoat sse

5.3. Xac dinh quyén tao ta duoc sir dung Module nghi¢p vu nao
o Chon vao quyén va xac dinh Module nghiép vu duoc st dung, bang céch gat
nit chirc nang va chon nat Iénh “Lwu” lai, nguoc lai néu tit Module thudc
quyén do.

STT  Quyén Module User Trang thai o lai
sTT Tén Module Chiic ning —

1 Nhan Vien |:> (- ] [ icnnoot [N |

$6 Module sir dung
l [ Chinh sita quyén

S.Admin
Quan tri
2 Vanthu S.Account

R Tai khodn
& Phan quyén Module

Sir dung
3 van thu phen A §Dec
phong l & Kich hoat 3 Van ban
o e 5.Task
4 Chanh van phong l & X6a Quyén 4 -

Kich hoat e 6
7

5 Tnidng phéng

S.Calendar
6 Lanh dao Lich céng tac
S.Asset

Ta

7 Quan trj hé théng i sén cong

S.Car °
Linh i e @

S Stationery

HOEEA0DI®
©e000

I

Van phong pha
Van phong pham

S.Uniform
Bong phuc

S.Report

Bao cao

ue
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6. Thiét 1ap module hién thi trong hé théng

o Bing cach chon Tab “Module” dé diéu khién

Théng tin M hinh t& chifc

®

Nguaiding Quyén Module Tiy chinh  Lich sif dang nhap

@ Thém Module

(&)

S.Admin S.Account S.Doc S.Task
Quan tri @ Tai khoan Vin ba Céng viéc & Dy
0 - —
oD
té
S.News S.Calendar S.Asset S.Car
Tin tifc & Théng bao Lich céng tac Tai sdn céng Lénh digu xe
S.Stationery S.Uniform S.Report S.MyBox
Van phang pham Bdng phyc Béo cdo Chia sé tai ligu

o List cac Module dugc str dung, dugc danh dau check 1a duoc sir dung, néu xéac

dinh khéng str dung chon bo check.

o Thém Module str dung: Chon muc “Thém Module”, xac dinh Module str dung

va chon nat lénh “Luu lai” dé cap nhat lai.

Chon Module

S.Crm
Khach hang

=)

S.DataStore

Kho dir liéu
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7. Lich sur truy cap hé théng

o Hién thi danh sach ngudi sir dung truy cap vao hé thong dé phuc vu cho Admin
theo ddi, bao gom céc thong tin co ban nhu(ma truy cap, thoi gian, tir tai khoan
nao, tir dia chi IP nao,...).

IV. SUDUNG MODULE QUAN LY VAN BAN S.DOC
1. Thao tac thuc hién

o Trén man hinh giao dién trang cha Dashboard, dé sir dung va khai thac Module
Quan 1y va ban “S.Doc” hay chon biéu tuong S.Doc nhu sau:

ﬁ?@ﬁ

<

S.Admin S.Doc S.Task
Quan tri Van ban Cong viéc & Dy an

hanh

=

S.News S.Calendar S.Chat
Tin tfc & Thong bao Lich cong tac Trao dGi

29



2. Man hinh lam viéc cua Module S.Doc

4 Thém VB © Tao dy thio
a * Nguyén Duy Chiu

ﬁ Le n‘i‘ Huang
ﬁ Lé ‘Thﬂl‘Huung
ﬁ Lé Thi Huong
ﬁ L& Thi Huﬂn?

ﬁ Lé Thi Huang
ﬂ Lé Thi Huang

¥§ hidu: 1 Mgy van b 23

= CONG TY CO PHAN DAU TU HACOM HOLDINGS

SOE-Khéng toang duge

Nhém vén ban: Két luan cudc hop Ca quan ban hanh
Ngay dén: 24/02/2020 Thude linh vire

File van ban géc dinh kem: da 1

BAN QUAN LY TOA NHA THE LIGHT
lang 1. Chung curr CT2, Khu do thj Trung Van

Qudén Nam Tir Liém, Thanh pho Ha Noi
Tel: 04 6683 8620 — Hotline: 0975 642 958

2020/CV-BQL Ha Noi, ngay 02 thang 5 nam 2020

THONG BAO VE VIEC PHONG CHONG DICH BENH
VIRUT CORONA

Kinh giri: Toan thé Cu din/Chii s¢' hiru tai Toa nha The Light CT2 Trung Van

Ban quan ly xin thdng bao tdi toan thé Cu din/Chu s& hiru vé viée dich bénh Corona hién da

dién bién rat phirc tap va ¢6 nguy co lay nhiém cao, nhim han ché t6i thiéu dich lay nhiém
trong toa nha. BQT sé thay doi phuong an an ninh trong tda nha nhu sau:

1. Tam thoi bo hé thong quet thé van tay, quet thé tir trong thang may.

2.1. Menu chirc nang

Bao gom cac chikc ndng sik dung nhw sau:

<A

T

Van ban nhan

van ban guri

Danh muc ~

Churc vu

P& khan

Hinh thirc gtri

Linh vuc

Nhom van ban

Ngudi ky

Ndi ban hanh

NS nhan

SSE coOng van

Cau hinh duyét
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o Vin ban nhan: La danh sach van ban dén, van ban dy thao di cua chinh tai
khoan dang nhap.

o Vin ban giwri: La danh sach vin ban cua chinh tai khoan dang nhap gui di.

o Danh muc: Khai bao cac danh muc lién quan dén viéc quan 1y thong tin vin
ban nhu (Chwre vy, d6 khan,...)

o Cau hinh duyét: Thiét 1ap qui trinh luan chuyén, xir Iy vin ban
3. Vin ban dén

o Danh sach van ban dén, hién thi anh dai dién nguoi giri, thoi gian, trich yéu
van ban, so hi¢u, ngay van ban.

o Chon vao van ban dé doc chi tiét thong tin van ban dén va vin ban goc da duogc
so hoa (file dinh kém).

ﬁ Nguyén Duy Chau Nhom van ban: K \ Ca quan ban hanh: VAN PHO
i Ngay dén Thude linh vuc: |
File van ban géc dinh kém: &

Thong tin vin ban
“ L& Thi Huang aén & : 7 DANQUAN LY TUA TNIIA T LIGITT

Fang 1. Chung cur CT2, Khu d6 thi Trung Vin

Peace Qudn Nam Tir Liém, Thanh pho Ha Noi
Tel: 04 6683 8620 — Hotline: 0975 642 958
ﬂ Lé Thi Huong .
S6: L5../2020/CV-BQL Ha Néi, ngay 02 thang 5 nam 2020

P ar— THONG BAO VE VIEC PHONG CHONG DICH BENH
VIRUT CORONA
ﬂ Lé Thi Huong

Kinh giri: Toan the C

Lhiru tai Toa nha The Light CT2 Trung Vin

Viin biin gbe da duge sé hoa

Ban quén ly xin thong béo t6i toan thé Cu dan/[Chu s& hiru vé viéce dich bénh Corona hién dang
ﬂ L& Thi Huong dién bién rat phirc tap Ya c6 nguy co ldy nhiém fao, nham han ché t6i thiéu dich lay nhiém
trong toa nha. BQT sé{thay doi phuong én an glinh trong téa nha nhu sau:
1. Tam thoi bé hé thomswfiet thé van tay, quet thé tir trong thang may.
ﬂ Lé Thi Huong 2. Trién khai cic chét bao vé tai ting B1 va B2 khéi Cuw dan tir 7h dén 21h hang
ngay. Nhiém vu ciia cic chot bio vé nay:
- Kiém soat toan by ngudi ra vao toa nha.
- Diing may do thin nhiét do tit ci nhirng ngudi vio thang méy, néu phat hién c6
n Lé Thi Huong nguvi sﬁl £ ¢ 5 s 3 rea £ &
i » Ngudi sot 1a khach/ nhan vién van phong: Kién quyét ko cho vao toa nha.
» Nguoi st 1a cu dan: Lap danh sich theo ddi va yéu ciu cur din phai ty cach
ly ddng thoi phai di kham tai cic co séy té.

3.1. Thém moi Vin ban dén (hay goi cach khac 1a s6 hoa vin ban)

o La van ban dén tir cac don vi ngoai giri dén cong ty bang nhiéu hinh
thirc(chuyén phat, truc tiép,...).

o Céan bd van thu ctia Cong ty truc tiép cap nhat thdng tin van ban va sé hoa
(scan) van ban nay thanh file .pdf.

o Budc thuc hién: Chon muc “Thém VB trén thanh cong cu
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Cap nhat van ban &

Trich y&u

[ l

sS& ky hiéu

( ]

NJgi ban hanh

[ ]

MNgay van ban

[ dd/ MM yyyy | i
Van ban dinh kem Tai liéu dinh kem

Vao sé s& S& coHng van

[ ] S8 cong van dén 2020 - Vao s8 tu déng

—+ THEM LA CHON NANG CAO

o Cap nhap cac thdng tin bat budc: Trich yéu, s ky hiéu, noi ban hanh, ngay van
ban, van ban dinh kém.

o Ngoai ra cd thé cap nhat cac thong tin khac bang cach chon vao myuc “THEM
LUA CHON NANG CAO?” dé thuc hién.
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Nhom van ban Thuéc phong ban

Két luan cudc hop v Ho6i Déng Quan Tri
P6 khan D6 mat

P66 mét cao v D6 méat ndi bod
Thudc linh vuc Hinh thac gui

Ngoai giao v Hinh thac gli gian tiép
Ngi nhan

van phong chung cta cha tich Nguyén Van A

Ngudi ky Churc vu
Tran Cao Trudng v Giam déc

Ngay dén S6 trang S6 lugng ban
27/02/2020 B 1

Tu khoa

o Sau d6 chon nit “Luu” dé Iuu lai thdng tin cap nhat van ban

3.2. Stra, x6a van ban

o Chon vin ban can “Sia”, click chon biéu tuong Sta

Lé Thi Huang 24/02/2020 [4 Tl
Sda
S6 ky hieu: 33333 | Ngay van ban: 23/02/2020 56 hos
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®

Cap nhat van ban
Trich yé&u

Van ban dau tuan 24/2
S6 ky hiéu

112233

Ngi ban hanh

BAN TONG GIAM BASC v

Ngay van ban

23/02/2020 =1
Vain ban dinh kem Tai liéu dinh kém
ﬂ I;;-E 158098C90C5148A5B8 B
ABO77448ACFB48TB

cua BQL tdéa nha CT2 vé
viéc phéong chéng dich
bénh Virut Corona.pdf

Vao sé sé S8 cdng van

19 S6& céng van dén 2020 Vao sé ty déng

+ THEM LUA CHON NANG CAO

o Cap nhat lai thdng tin can stra d6i, sau d6 chon nut “Luru lai” dé ghi lai thay
doi
o Tuong tu néu x6a hdy chon biéu tugng “Xda” dé thuc hién x6a vin ban khoi
hé thdng. Truong hop x6a vin ban ndy chi 4p dung van ban méi cap nhat chua
phat sinh quy trinh luan chuyén, xa ly.
3.3. Chuyén xtr Iy van ban
Sau khi cap nhat thong tin van ban s6 hoa xong, budc tiép theo chon vin ban dé
chuyén xt 1y vin ban dén nay.

Hé thong ap dung cac chize néing chinh cho vigc chuyén xi Iy vin ban nhw sau:
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v' Chon duyét mic dinh: La nhom d3 thiét 1ap mic dinh trude d6 boi quan tri,
vin ban s& ty chuyén dén cac thanh vién thuoc nhdm nay.

v' Chon nhdm quyét: Cho phép chon nhém nhan vin ban can chuyén dén
v Chon nguoi duyét: Chon dich danh nguoi nhan, cho phép chon nhiéu ngudi

v Phan phét: La chuyén phan phét vin ban téi toan bo nhan su trong cong ty
va cho phép nhan su thugc céng ty truc thudc.

v Chuyén luu trit; Ap dung cho truong hop cap nhat s6 hoa vin ban cii, khong
can xtr Iy ma chuyén vao kho di liéu cua hé théng dé phuc vu tra ciru sau
nay(chuyén vao Data Store)

Trinh duyét van ban ®

Nhom duyét

Nhém duyét van ban dén

”e

Thai gian

27/02/2020

Néi dung

Han x{r ly

Huy Gii

Giao dién chon nhom duyét mac dinh
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Phan phat van ban

Paon vi

Céng ty C6 phian dau tu Hacom Holdings X

An dé them

Ngudi nhan khac

@

@ Hacom Admin

Nguyén Nhu Thirc

‘ Nguyén Hoéa Binh

Huy

Gui

Giao dién chon phdn phat van ban (mdc dinh phan phat cho tdt ca nhan su thuge

cbng ty ma ban dang nhdp)

o Ngoai toan bd nhan su thudc cdng ty mic dinh, ban c6 thé chon b sung nhan
su khéac ngoai cong ty ra bang cach nhap @tén nguoi can chon, sau d6 chon

nGt “Giri” dé thuc hién chuyén vin ban.

3.4. Tim kiém van ban

o Chon biéu tugng tim kiém, sau d6 nhap gia tri can tim kiém vin ban vao 6 noi

dung nhu (Trich yéu vin ban, sb hiéu,...), sau d6 nhan phim Enter.
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® Thém VB ® Tao du thao Qt
) ‘Nhép noéi dung...
‘ NQUYéI'I Duy Chau zrrvereuey
) | Du thao 1
S8 ky higu: 33fff | Ngay van ban: 28/02/2020 Phan phat
“ Lé Thi Huong 24/02/2020
- SOE-Khéng toang dudc
S8 ky hiéu: 33333 | Ngay van ban: 23/02/2020 S8 hoa

3.5. Loc van ban

o Chon biéu tugng loc vin ban, sau d6 xac dinh nhom vén ban can loc

® Thém VB ® Tao dv thao o Wn
. | Tétca
‘ Nguyen Duy Chau
4 Duthaoi1 o
) So6 hoa
S6 ky hiéu: 33fff | Ngay van ban: 28/02/2020
XU ly chinh

Lé Thi Huong
SOE-Khéng toang dudc Phan phat
S8 ky higu: 33333 | Ngay van ban: 23/02/2020

>

Luu tr
Lé Thi Huong
Thuc hién phat trién SOE 2020 khan cap dé tr§en kI Tra lai
S6 ky hiéu: SOE2020 | Ngay van ban: 19/02/2020

d

Du thao

Lé Thi Huong ,
Vin ban dau tuan 24/2 Chg déng dau
S6 ky hiéu: 112233 | Ngay van ban: 23/02/2020

®

Da dong dau

Lé Thi Huang 17/02/2020
Quy dinh viéc nhap khau thuéc la nguyén liéu theo han ngach thue quan
theo Hiép dinh D4i tac toan dién va Tién bd Xuyén Thai Binh Duong

S8 ky higu: 03/2020/TT-BCT | Ngay van ban: 24/02/2020 S8 hod

>
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3.6. Xem quy trinh quy trinh luan chuyén

o Chon biéu tugng (...) d& xem quy trinh duyét, luan chuyén xt Iy van ban.
Ngoai ra con cho xem lai noi dung trao d6i giri nhan vin ban tao Tab “Lich
su”.

Quy trinh duyét

il Quy trinh duyét (2) O Lich st (1)

Lé Thi Huong

13:38 27/02/2020

® pang cha duyet ® p3 duyét

3.7. Tao mo1 Van ban du thao

o Chon chirc ning “Tao dw thao” dé cap nhat vin ban du thao, sau d6 cap nhat
c4c thong tin can thiét(Trich yéu, van ban dinh kém(file dy thao .doc, docx)).

38



Du thao van ban

Trich yéu

Nhoém van ban Thudc linh vuc

Ké&t luan cudc hop ¥ Ngoai giao

Sé trang

1

Thuéc phong ban

Héi Pong Quan Tri

Van ban dinh kém Tai liéu dinh kém

o Sau khi cap nhat cac thong tin can thiét chon nut “Luwu lai” dé cap nhat lai vin
ban du thao.

3.8. Khai bao Danh muc

Trong menu “Danh muc” list tat ca cac danh muc lién quan dén viéc quan 1y van
ban. Viéc khai bao danh muc nham chuan héa ngi dung cac danh muc dé sur dung
d6ng nhat trong hé thng.

o Danh sach cac danh muc bao gém (Chuc vy, d6 mat, do khan,....sd cong
van,..).

o Dé thyc hién viéc khai bao, quan Iy noi dung danh muc chon vao Tén danh
muc va thuc hién viéc: Thém, x0a, swa, chinh sira ngi dung
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Cap nhat danh muc chuc vy

Tén chirc vy

Bugc sir dung

s @D Hanh chinh
Trang thai D

o Muc Trang thai: Cho phép tit khi khong st dung noi dung dé trong danh muc

V. MODULE TIN TUC VA THONG BAO
1. Thao tac chung

o Tirtrang cha cia phan mém chon chire ning chon module di ligu ™

= CONG TY €6 PHAN DAU TU HACOM HOLDINGS P s o i
2 7 - z + . ar
e K& hoach t6 chiic cac Chuong trinh dijp Tét ¢
Théng béo @
11:20 21/01 &€
° . B3 hoan
S.Admin S.Doc S.Task
Quan i Vén ban Cong viéc & Du &n . .
_ ) . Sap qua han
Van ban dén Van ban d Qué han
Trén Thi Thu Thiy 1020 11/022020 Tran Thi Tk
Théng béo két ludn hop Ban lénh dao Céng ty thang Théng bao ky
02.2020 02.2020 S.News S.Calendar S.Chat
D& Van Tinh 09:10 10/02/2020 P& Vin Tin Tin tic & Théng bao Lich céng tac Trao ddi
Quyét dinh ti&p nhan éng Nguyén Thanh Vi - cin bé ki Quyét dinh t|

thudt nhdn cdng tac tai Phong guan Iy thi céng thudt nhan clrng e s v ey syuor oy o

o Chon Module Tin tirc va thdng bao S.New

o Chon Tin titc dé quan ly théng tin vé Tin tac
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- Smart Office

(] Trang cha

I Tin tuc v I

Danbh muc tin

i

Tin duw thao

Tin chd duyét

R

Tin 43 duyét

&

C&8u hinh duyét

w1 Théng bao >

o Chon Théng béo dé quan ly thdng tin vé Thong bao

Smart Office

fal Trang chu

Tin tirc >

I =t Théng bao -»I

[E—1

Loai théng bac
g Théng bao du thao
=]
[ Théng bio che duyét
g b

LIy Theng bao da duyat

‘E} C&u hinh duyé&t
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2. Quan tr1 Tin tc

2.1. Khai bao danh muc
Smart Office

= DANH SACH DANH MUC TIN Pz o M
{al  Trang ch v STTY Tatcd™v Q @ Thém danh muc
Tin tuc > STT  Tén danh muc Danh muc cha Trang thai
Danh c tin
et —:> 1 Tinngibg Khang
=) Tin du thao
2 Tin doan the Khéng Kich haat
@ Tin ch& duyét

3 Tin thi trudng Khéng
Gy

Tin d3 duyét

o Chon Danh muc tin: danh sach danh muc tin s& hién thi

o Thém danh muc
v" Chon n(t 1énh thém # Thém danh muc

v Nhap thdng tin cho danh muyc tin tuc

Cap nhat danh muc tin

Tén danh muc
Tin ndi bd

Danh muc cha

Khdéng

S5TT

2

Trang thai e

v' Chon n(t 1énh Luu lai dé cap nhat danh muc tin méi vao hé théng

o Stra danh muc

v Chon Danh muc tin can chinh stra, chon ndt Iénh tiy chon oo ]
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= DANH SACH DANH MUC TIN

¥ STT~ Tatcda™~ Q
sTT Tén danh muc

1 Tin ndi bd
2 Tin doan thé

3 Tin thi trudng

Danh muc cha

Khéng

Khéng

Khéng

s o &
® Thém danh muc
Trang thai

l B Chinh sifta danh muc

il ¥6a danh muc

oo

v Chon Chinh stra danh muc dé sira théng tin

Ten danh rmuc
Tirn S b

Danh muc cha

Khang

sSTT

=

Thoat

Cap mnhat damnh muc tim

v" Nhap thdng tin can chinh sta

v/ Chon n(t 1énh Luu lai dé cap nhat danh muc tin da duoc diéu chinh vao hé

théng

v/ Chon Thoét dé thoét form nhap liéu.

o Xba danh muc

v' Chon Danh muc tin can x6a, chon ndt 1énh tiy chon [eee]

= DANH SACH DANH MUC TIN

¥ OSTT v Tated >~ Q
STT Tén danh muc

1 Tin ndi bé
2 Tin doan thé

3 Tin thi trudng

Danh muc cha

Khéng

Khéng

Khéng

P s o M
@ Thém danh muc
Trang thai

| I Chinh sifa danh muc

il ¥6a danh muc

s

v Chon nut I1énh Xéa danh muc
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v' Hé théng dua thong bao nhic nhd nguoi ding

Xac nhan?

Ban cd mudn xda codng ty nay khdng!

v Nguoi duing chon C6 hoic Khong dé xac nhan

2.2. Thiét 1ap quy trinh duyét tin tic

%

. Smart Office = DANH SACH NHOM DUYET m @ 6N

fal  Trang chi ¥ Tatea™~ Q @ Thém nhém duyét

Tin tuc ~ STT  Tén nhém duyét Phéng ban Thanh vién Trang théi
2 Nhém duyét 5 Van phéng HPQT va Ban TGD
[# Tin chér duyét
3 Nhém duyét tin 1 Ban T& chirc-Hanh chinh
E—‘I_l Tin di duyét

= Danh muctin . s
1 Ban truyén théng néi bo Ban T chirc-Hanh chinh

B3 Tin du thao

Nhom duyet i 2 Ban Kidm sost
=1 Théng bao > 5 Nhém duyét tin 3 Ban Tai Chinh K& toén
[ Nhom duyét tin 4 Heéi Bbng Quan Tri

o Chon Céu hinh duyét: danh sach Nhdm duyét s& hién thi
o Thém Nhom duyét

v" Chon n(t 1énh thém & Thém nhém duyét

Cap nhat nhom duyét 2

Tén nham duwst

Ban truyén théng ndi bd

Phong ban

Ban Td chirc-Hanh chinh -

Tramng thai c MNhom duyéet mac dinh ﬂ
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v Nhap théng tin cho nhém duyét

v Chon trang thai cho nhom duyét: ‘:) kich hoat hoac

v Thiét 1ap nhdm duyét 12 mic dich:

khda

o I) mac dinh: khi duyét tin s& mac dinh theo nhom duyét nay

. khong: sé khéng stir dung mac dinh ma chon.

v/ Chon nit Iénh Lwu lai dé cap nhat thong tin vao hé thdng

v' Chon Thoét dé thoat form nhap liéu
o Chinh stra nhdm duyét

v/ Chon nhém duyét can chinh stra théng tin

= DANH SACH NHOM DUYET

Y Tatcdav Q

STT  Tén nhom duyét Phéng ban Thanh vién

Ban T8 chitc-Hanh chinh

1 Ban truyén théng ndi bd
2 MNhém duyét 5

Van phang HEQT va Ban TGD

3 MNham duyét tin 1 Ban T4 chitc-Hanh chinh

@ Thém nhém duyét

Trang thai

& Chinh sifa nhém duyét
) Hay kich hoat

il X6a nhém duyét

v' Chon Chinh stra nhém duyét dé sira théng tin

Cap nhat nhom duyét

Tén nhdam duyét

Ban truyén théng ndi b

Phong barn

Ban T& chirc-Hanh chinh

Thoat

Mham duyét mac dinh c
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v" Nhap thdng tin can chinh sta
v Chon nit Iénh Luu Iai dé cap nhat nhém duyét da duoc diéu chinh vao hé
thong
v' Chon Thoét dé thoat form nhap liéu.
o Huy kich hoat
v' Chon nhém duyét can huy kich hoat, chon nat 1énh tdy chon [oee]
v Chon chtre nang Huy kich hoat
v Hé thng s& update lai thdng tin lai thanh Pa khéa

STT  Tén nhom duyét Phéng ban Thanh vién Trang thai
1 Ban truyén théng néi bo Ban Té chitc-Hanh chinh m m
2 Nhom duyét 5 Van pheng HPQT va Ban TGD

o Xo0a nhom duyét
v' Chon Nhém duyét cin xda, chon ndt Iénh tiy chon [+** ]
v Chon nut 1énh X6a nhom duyét

v' Heé théng dua thong bao nhac nhd nguoi ding

Xac nhan?

Ban cd mudn xda cong ty nay khdng!

v' Nguai ding chon C6 hoic Khéng dé xac nhan
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2.3. Thém méi tin

. Smart Office

DANH SACH TIN DU THAO

J?Eﬂ@@

fal Trang cha v STTY Tated™ Q ELIST @BGRID @ Thém tin mgi
Tin tuc v STT  Tiéu d& Ngay tao Kiéu tin Anh dai dién Trang thai
£ Danh muc tin DU AN NHA & XA HOI HACOM
q  SALACITY:DAY NAANH TIEN BO 08-01-2020 Théng thuéing Mai duf thao
THI CONG, HOAN THANH DU AN
B 1in dy thao —> SEM HON THOI GIAN DU KIEN
7 o KHAM PHA NGAY VAN HOA, DU
Tin chd duyét 2 LICH NINH THUAN GIUA LONG HA 07-01-2020 Théng thudng Méi du thao
NOI
I Tin aa duyst
Hacom Holdings: Y&u thudng ngap N N . .
{§} 3 tran dém Trung thu 2019 06-01-2020 Théng thudng Mai du thao e
C3u hinh duyét
. . . 7 . ) ~ Lot A .
o Chon tin du thao: danh sach Tin du thao s€ hién thi
A A= -
o Thém bai tin
7 4 A s /.?. = i H
v" Chon chirc nang thém mégi = Thém tin mdi
Cap nhat tin du thao =

Anh dai dién Tiéu d&

Kigu tin

Théng thudng

Loai tin

An d€ thém

= B @ A-

DLF AN NHA ¥ XA HOI HACOM GALACITY

Thoat

NSi bat Cho phép comment
STT

11
MNéi dung

Kidu - Dinh dang ~ Phéng

B I U |+ = Q&

DU AN NHA & XA HOI HACOM GALACITY:

DAY NHANH TIEN DO THI CONG, HC

Mo ta
Du dn nha & x3 hoi Hacom GalaCity, toa lac trong Khu dé thi mdi ©dang Bic (Khu K1), Thanh Phd Phan Rang- l
Thap Cham, tinh Minh Thuin do Céang ty C8 phin Thanh Béang Ninh Thuin lam Chid diu tu, dugc khdi cong x&y

dung ddng nhan dip ky niém 44 nam MNgay Gidi phang Ninh Thuan 16/4. Hacom GalaCity dugc danh gia la Khu
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v Nhap théng tin cho bai tin
v Thiét lap hién thj thong tin

e Tin noi bat: L @) tin noi bat hoac

tin binh thuong

e Cho phép nguoi xem nhap danh gia: () cho phép nhap danh gia

hoac

khéng cho phép

v Chon nit Iénh Lwu lai dé cap nhat bai tin méi vao hé thong

v' Chon Thoét dé thoét form nhap liéu.

o Chinh stra bai tin

v/ Chon Bai tin can chinh st:a, chon ndt 1énh tly chon oo+ ]

Y STT~ Tatcdv Q

STT

Tiéu dé

DU AN NHA & XA HOI HACOM
GALACITY: DAY NHANH TIEN BO
THI CONG, HOAN THANH DU AN
SOM HON THOI GIAN DU KIEN

KHAM PHA NGAY VAN HOA, DU
LICH NINH THUAN GITA LONG HA
NOI

Hacom Heldings: Yéu thugng ngip
tran dém Trung thu 2019

L& ky k&t hgp déng tin dung du &n
nha & x3 héi Hacom Galacity NHA &
XA HOI HACOM GALACITY

Ngay tao

08-01-2020

07-01-2020

06-01-2020

05-01-2020

Kiéu tin

Théng thudng

Théng thudng

Théng thudng

Théng thudng

Anh dai dién

= LIST

B GRID @ Thém tin méi

Trang thai

Méi du thao

# Chinh sifa tin

£ Xem trudce

B> Chon duyét méc dinh
B> Chon nhém duyét

B> Chon ngudi duyét

il Xéa tin

v Chon Chinh sira tin dé sira thong tin

v/ Chinh stra thong tin bai viét

v/ Chon n(t 1&nh Lwu lai dé cap nhat bai viét da duoc diéu chinh vao hé

théng

v' Chon Thoét dé thoat form nhap liéu.

o Xem trudc

v/ Chon Bai tin can xem trudc, chon ndt Iénh tly chon [oee ]
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Y STT~ Tatcdv Q

STT  Tiéu dé Ngay tao

DU AN NHA & XA HOI HACOM
,  GALACITY: DAY NHANH TIEN BO 03.01-2020
THI CONG, HOAN THANH DU AN

SOM HOM THOI GIAN DU KIEN

KHAM PHA NGAY VAN HOA, DU

2 LICH NINH THUAN GITA LONG HA 07-01-2020
NOI
Hacem Heldings: Yéu thugng ngip

’ tran dém Trung thu 2019 06-01-2020

L& ky k&t hgp déng tin dung du &n
4 nha & x3 hdi Hacom Galacity NHA ¢ 05-01-2020
XA HOI HACOM GALACITY

Kiéu tin

Théng thudng

Théng thudng

Théng thudng

Théng thudng

= LIST

Anh dai dién

=,

il— e

B GRID @ Thém tin mé&i

Trang thai

Mdi du thio ven

& Chinh sifa tin
£ Xem trudc

B> Chon duyét méc dinh

W

B> Chon nhém duyét
B Chon nguéi duyét

il Xéa tin

v' Chon Xem trudc, bai viét s& hién thi cho ngudi ding xem

v' Chon Thoéat dé thoét bai viét can xem trudc

o Duyét tin:
v' Chuyén mic dinh
v Chon nhom duyét
v Chon nguoi duyét

2.4. Duyét tin

2.5. Thong tin Tin da duyét
3. Quan tri thong bao

3.1. Khai bdo danh muc
3.2. Thiét 1ap quy trinh
3.3. Thém méi thong bao
3.4. Duyét thong béao

3.5. Thong bao da dugc duyét
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