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HUONG DAN SU DUNG

CHUC NANG QUAN LY CONG VIEC
1. Giao viéc

Chtrc nang giao viéc cho phép lanh dao quan 1y va theo doi cac cong viée tao ra
va giao di, bao gom cac chirc ning: thém mdi, sira, x6a, tim kiém, giao viéc, xem chi
tiét cong viéc.

1.1. Man hinh Danh siach cong viéc
Vao man hinh:
- Ding nhap vao hé théng

- Vao menu Quan Iy cong viéc > Giao viéc = hién thi man hinh Danh sach

cong vi¢c nhu sau:

’
VOFF_ICG VAN BAN DEN VAN BAN BI QUAN LY CONG VIEC QUAN LY DANH MUC Vin th - Trdn Thi Hwong @ o I
=] = = = = =
Giao viéc Cdng viéc duorc giao Céng viéc dang ky Phé duyét cdng viéc Banh gia CV giao Banh gid CV dang ky
B Nam nay | B8 Théng nay | £ Tuén nay | (3 Hom nay -

Tim kiém néang cao

Tén cong viéc N@i dung céng Loaicdngviéc  _ cpon— - Linhwee _ chop— -
vige
Moaytao [ty | 31/01/2017 Ngaytao [@én | 02/03/2017 Han xi¥ If [ty Han xi¥ 1§ [8m
ngayl ngay] ngay] ngay]
Trangthdigiao  __ cpon - Trangthdicdng  __ cpop— - Panhaid  __cpon -
vigc vigc

1 i [1-2i2]

STT Tén cong viéc Han xtr Iy Hgay giao  Tién do(%) ‘Banh gia Trang thai cong viéc Trang thai giao viéc Nguwréi thire hién Tépdinh kém Sira Xoa
112312312 24/02/2017  24/02/2017 0 Pat Hoan thanh B3 giao viéc Tran Thi Huong

2 asda 24/02/2017 240212017 0 Chua danh gia Chura thuc hign Chuwa giao viéc & E

1 i [1-212]

Céc churc nang co thé thuc hién & man hinh nay bao gom:

1. Loc va Tim kiém cOng viéc: tinh ndng loc cong vi¢c theo ndm nay, thang nay, tuan

nay, hdm nay.
2. Timkiém nang cao: Cac budc thyc hi¢n tim kiém nang cao:
o Nhép mot hoic nhiéu tiéu chi tim kiém
o Nhén nat Tim kiém => Két qua tim kiém s& hién thi & bang bén dudi. Khi m¢ man

hinh giao viéc => mac dinh hién thi tat ca cac cong viéc ma tai khoan dang nhap
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Phan hé Quan Iy cong viéc v1.0

tao ra va giao viéc.
3. Thém moi cong viéc: Nhin nat Thém m&i + => hién thi man hinh thém méi vin
ban, kiém tra man hinh nay => xem muc 3.1.2.
4. Xem chi tiét cong viéc: Nhin vao dong dit liéu cta ban ghi cong viéc mudn
xem trén bang dé mo man hinh Xem chi tiét cong viéc => Xem muc 3.1.3.
5. Stra cong vige:

o Dbi véi cong viée co trang thai = Mdi tao => CoOt Stra s& hién thi ndt (c6
icon') cho phépSira. i véi cong viée co trang thai = DA giao viéce thi
cot Stra khong hién thi niit cho phép stra.

o Nhin vio nit Stra 1 => Hién thi man hinh Sira cong viéc.

o Man hinh Stra cong viéc chi khac man hinh thém méi & chd: man hinh
Stra mic dinh hién thi cac gia tr1 da luu, con lai nghi€p vu giéng hét man
hinh Thém méi.

6. Xoba cong vigc

o Dbivési cong viéc co trang thai = Mdi tao => Cot Xo0a sé& hién thi nat (co

iconE) cho phépXoda. Poi voi cong vide co trang thai = Da giao viéc thi

cot X6a khong hién thi nt cho phép Xoa.

o Nhén vao nit Xoa E => Hién thj thong bao xac nhan:

|® Ban ¢ chac mudn x6a céng viéc khéng?

| Chap nhin | Ba qua

= Nhan nit Chip nhin dé xac nhin Xoéa
= Nhin B6 qua dé hay bo viéc x6a cong viéc.
7. Xem T¢p dinh kém:
o Dbi véi cong viee co Tép dinh kém => Cot Tép dinh kém sé& hién thi

icon ' cho phép xem ndi dung file dinh kém v&i cong viée do.
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o Nhén vao icon = => Hién thi hop thoai

Opening Day con phan tich Truyén.doc

You have chosen to open:

IE_IJ Day con phan tich Truyén.doc

from: http://vanphengdientuvnhotvn

What should Firefox do with this file?

Openwith | Microsoft Word (default]

which is: Microsoft Werd 97 - 2003 Docurment

4k

= i Save File

Do this autornatically for files like this from now on.

OK

Cancel

= Chon Open with d¢ mo file dinh kém luén ma khong can luu vao

may tinh.

= Chon Save File dé thuc hién luu vao may tinh trudc

» Nhin OK dé thuc hién thao tic, nhan Cancel dé huy bo thao tac.

1.2.  Thém mdi cong viéc

Vao man hinh: Nhan nat Thém méi ¢ thanh menu trong man hinh Danh séch cong

viéc => Man hinh thém md1i hién thi nhu sau:

Trung tdm Cbéng nghé thong tin Viettel 1

5/37



Phan hé Quan Iy cong viéc

v1.0

] [ Lwu va thém méi

Thém mei céng viéc

Loai céngviée  __ oppn

Tén cdng vic *

NGi dung cdng
vigc*

Van ban lién quan

B Lwu va déng || B Lwu va giri

v Linhwee | chon —

STT 61Ky hidu

Céng viéc lién quan

STT Tén cong viéc

Tép van ban dinh kém

ép dinh k&m lafile dang: jpeg, jpg, gif, img, png, doc, docx, XIS, xlsx, ppt, pptx, b, pdf, Zip, rar, 7z, xml. Dung Iwgng khéng qua 10MB

Cac budc thuc hién thém moi:

1. Nhép cac thong tin cOng vige:

- Bduutién | __ cpon—

Hanxitly | 02/03/2017

Trich yéu

i trong xir 1y

Tép dinh kém Thao tac

+*

Tép dinh kém Thao tac

+*

o Cac trudng danh ddu (*) 1a cac truong bat budc nhap, néu khong nhap

khi Irru s& hién thi thong béao 13i.

o Chon vin ban lién quan (khong bat budc): Nhan nit L muc van ban

lién quan d&é ma popup Chon van ban lién quan.

Chon vin ban lién quan x

Van ban dén | Vén ban di
561Ky higu

Trich véu

Ngayban | 01/03/2017
hanh
1 "
STT S8IKY higu
1 5i
2 i

3 8/PTH-UBND

4 a1

5 1012222

6 3nét voffice

B2 |- 02/03/2017

Loaivan ban — Chon —

= Ngaytao  31/01/2017

Trich yéu
Tridu tap cudc hop gap toan UBND
B trinh ban hanh cia éng chién
Tra lii Thudn
Cang van trinh kj S& TNMT
CV glri s6 GDDT

test

+/ Chon X Huay

[1-616]

Tép dinh kém

= Thyc hién tim kiém vén ban 1ién quan trong 2 tab: Vin ban dén,
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Vin ban di (da ban hanh).

= Tich chon van ban lién quan 161 nhan nat Chon. Nhan Huy dé

dong lai popup Chon van ban lién quan.

= Sau khi chon vdn ban lién quan xong => van ban s¢€ hién thi trong

bang thong tin twong trng.

o Chon Cong viéc lién quan (khong bat budc): Nhan nit L muc Cong

viéc lién quan dé mo popup Chon cong viéc lién quan.

Cheon céng viéc lién quan x

Giao viéc Céng viéc dwoc giao Cdng viéc dang ki
Tén cdngviéc | Bon vilCa nhan thuc hién

Ngaytao Tirngdy | 31/01/2017 B Dénngay | 02/03/2017 =

1 (A

sTT Tén cong viéc Ngréi thwre hién Tép dinh kém

+/ Chon X Hay

* Thuc hién tim kiém Cong viéc li€én quan trong 3 tab: Giao viéc,

Cong viéc dugc giao, Cong viéc dang ky.
= Tich chon Cong viéc lién quan roi nhan nit Chon. Nhian Huy dé
dong lai popup Chon Cong vige lién quan.
= Sau khi chon Cong viéc lién quan xong => Cong viéc s& hién thi
trong bang thong tin twong rng.
2. Chon Nguoi thuc hién cong viéc nay
3. Nhin nit :
o Luu va thém méi: Luu thong tin cong viée vira nhap dong thoi reset cac
truong veé gia tri mdc dinh.
o Luu va dong: thyc hién luu cong viéc vao CSDL, cong viéc ¢ trang thai
Mo tao.

o Luu va gtri: Luu cong viéc dong thoi giri giao viée cho ngudi thuc hién,
cong vigc ¢ trang thai Da giao viéc. Truong hop khong nhép ngudi thuc

hién ma nhin nit Luu va gui=> H¢ théng s& hién thi thong bao 16i ban
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chua chon nguo1i thyc hién.

4. Nhan nit dé quay lai man hinh DS,
1.3.  Xem chi tiét cong viéc

Man hinh xem chi tiét cong viéc hién thi nhu sau:

« || =
-
Loai cong viec CVCM Linhviec  Céng nghé théng tin BPowutién QT &
Tén céng viée Congvigctdi giao cho Trdn Xuan Chién Han xirly  02/03/2017

Théng tin céng viéc Congviéc phai hoan thanh 1a 123

STT  S&/Ky hiéu Trich yéu Tép dinh kém
sTT Tén cong viéc Nguweéi thire hién Tép dinh kém
STT Bon vi thirc hién Ca nhan thirc hién Vai tré Loai xiF Iy Trang thai Kétqua Tiéndo(%) Tépdinh kém Danh gia
1 Phang Téng hop Tran Xuan Chién Chuyénvién X Ij chinh  Chuwa thuc hién 0%
2 Phang Tang hop Binh Hoang Diing Chuyénvién Phdihop  Chwa thuc hién 0%
B =

Céc thao tac ¢6 thé thuc hién & man hinh nay:

1. Nhan nat dé quay lai man hinh DS

2. Nhan nat = => dé xem lich sir xtr Iy cong viéc.
3. Mot s nut chire ning khéac hién thi tuy theo trang thai cong viée:
o Trang thai cong viéc = M1 tao => Hién thi nit Giao viéc
o Trang thai cong viéc = Chua thyc hi¢n|Pang thuc hién => Hién thi nat
4. Xem Tép dinh kem:
o Dbi vdi cong viee c6 Tép dinh kém => Cot Tép dinh kém s& hién thi
icon ' cho phép xem ndi dung file dinh kém véi cong viéc do.

o Nhén vao icon - => Hién thi hop thoai
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Opening Day con phan tich Truyén.doc -

You have chosen to open:
IE—I_’] Day con phan tich Truyén.doc

which is: Microsoft Word 97 - 2003 Decument
from: http://vanphongdientu.wvnhotyn

‘What should Firefox do with this file?

Openwith | Microsoft Word (default)

4k

= i Save File

Do this automatically for files like this frorm now on.

QK Cancel

= Chon Open with dé mé file dinh kém luén ma khong can luu vao

may tinh.
» Chon Save File dé thuc hién luu vao may tinh trudc
= Nhin OK dé thuc hién thao tac, nhan Cancel dé hity bo thao tac
5. Giri y kién xu Iy:
o Nhap ¥ kién xir Iy r6i nhan enter trén ban phim => Y kién sé& hién thi &
Muc Y kién xtr Iy theo tht ty thoi gian.
o Tat ca moi ngudi nhin thiy cong viéc nay déu xem duoc.
2. Cong viéc duoc giao

Man hinh nay cho phép lanh dao cip dudi va chuyén vién quan 1y cac cong viéc duoc
giao boi clp trén, bao gém cac chirc ning: xem chi tiét cong viée, cap nhat tién do,

Xem lich str xir Iy cong viéc, trao d6i y kién va hoan thanh cong viéc duge giao.
2.1.  Man hinh Danh sach cong viéc dwogc giao
Vao man hinh:

- Ping nhap vao hé thong

- Vao menu Quan Iy cong vi¢c >> Cong viéc dugc giao => hién thi man hinh

Danh sach cong viéc dugc giao nhu sau:
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=

Giao viéc Céng viéc dwoc giao Cdng viéc dang ky
(I Nam nay | B Thang nay | [2] Tuan na {21 Hém nay

Tim kiém néng cao

Tén céng viéc Néi dung céng Loaicdngvic  __ cpgn - Linhwre  _ cpon — -
vige
Noaytao [ty | 31/01/2017 Mgaytao [@8n  02/03/2017 Han xik 1§ [tr Han xit I [3ém
ngay) ngay) naay) naay)
Trang thai cang - Banh gia -
vige
" [1-11]
STT Tén cong viéc Han xtr Iy Noay giao Tién do(%) Panh gia Trang thai céng viéc Ngwéi giao Tép dinh k
1 Cong viéc i giao cho Trin Xuan Chién 0210312017 0210312017 0 Chuwa danh gia Chura thipc hién Tran Ngoc Thach

> [1-111]

Céc chuc nang co thé thyc hién & man hinh ndy bao gom:

1. Loc va Tim ki€ém cong vi¢c: tinh nang loc cong viéc theo ndm nay, thang nay,

tudn nay, hom nay.
2. Timkiém nang cao: Cac budc thyc hién tim kiém nang cao:
o Nhap mot hoac nhiéu tiéu chi tim kiém
o Nhéan nat Tim kiém => Két qua tim kiém s& hién thi & bang bén dudi.
Khi mé man hinh Cong viéc dugc giao => mac dinh hién thi tat ca cc

cong viéc ma tai khodn dang nhap nhan dugc tir cap trén.

3. Xem chi tiét cong viéc: Nhan vao dong dir li¢u ctia ban ghi cong viéc muon

xem trén bang dé m& man hinh Xem chi tiét cong viéc => Xem muc 3.2.2.
4. Xem Tép dinh kém:
o bbivoi cong viéc co T¢p dinh kem => Cot Tép dinh kém s& hién thi
icon ' cho phép xem ndi dung file dinh kém véi cong viéc do.

o Nhén vao icon - => Hién thi hop thoai
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Opening Day con phan tich Truyén.dec

You have chosen to open:
IE—I_’] Day con phan tich Truyén.doc

which is: Microsoft Word 97 - 2003 Decument
from: http://vanphongdientu.wvnhotyn

‘What should Firefox do with this file?

Openwith | Microsoft Word (default)

4k

= i Save File

Do this automatically for files like this frorm now on.

OK

Cancel

= Chon Open with dé mé file dinh kém luén ma khong can luu vao

may tinh.

» Chon Save File dé thuc hién luu vao may tinh trudc

= Nhin OK dé thuc hién thao tac, nhan Cancel dé hiy bo thao tac.

2.2.  Xem chi tiét cong viéc

Man hinh xem chi tiét cong viéc hién thi nhu sau:

* || & Theo d& Cép nht tién d6 Tra la Tao giao viéc

Théng tin cong viéc Y kien xir ly
16ng tin cdng vié 1en xu ly —

Loai céng viéc CVCH Linhvire  Céng nghé thang tin Db wutien OT ;
Tén cong viéc Cong viéc ti giao cho Trén Xudn Chién Han xply 02/03/2017

Thong tin cong viec  CAnaviéc phai hoan thanh 13 123

Van ban lién quan

STT  SB/Ky hidu Trich yéu Tép dinh kém

Céng viéc lién quan

STT Tén cong viéc Ngwéi thure hién Tép dinh kém

Tép dinh kém

Théng tin thipe hign

STT Bon vi thipc hién ‘Ca nhan thirc hién Vai tré Loai x( If Trang thai Kétqua Tiéndd(%) Tépdinhkém BDanh gia

1 Phéng Téng hop Trin Xuin Chién Chuyénvién X1y chinh  Chuathic hién 0%

2 Phéng Téng hop Binh Hoang Ding Chuyénvién Phéihop  Chuathuchién 0%
LRIE T T

>
r r r A A 2 \ b \ .
Céc thao tac c6 thé thyc hién & man hinh nay:
Trung tdm Cbéng nghé thong tin Viettel 1 11/37
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1. Nhan nit dé quay lai man hinh DS

A , ": A . 5 5 17 A ‘A
2. Nhan nut => dé xem lich st x1r Iy cOng viéc.

3. Mot s nat chie ning khéac hién thi tiy theo trang thai cong viée:

(@)

@)

Trang thai cong viéc = Chua thuc hién => Hién thi nit Cap nhat tién d6,
Tra lai, Tao giao viéc.

Trang thai cong viéc = Pang thuc hi¢n => Hién thj nat Céap nhat tién do,
Tao giao viéc.

Trang thai cong viéc = Hoan thanh

Trang thai cong viéc = Hoan thanh va danh gia khong dat, yéu cau thuc
hién lai.

Trang thai cong viéc = Hoan thanh va danh gia khong dat, khong yéu cau

thuc hién lai.

Trang thai cong viéc = Hoan thanh va danh gid = bat.

4. Xem Tép dinh kem: Tham khdo muc 6. Muc 3.1.1.

5. Giri y kién xu Iy:

(@)

Nhap y kién xir Iy roi nhan enter trén ban phim => Y kién s& hién thi ¢

Muc Y kién xtr Iy theo thir tu thoi gian.

Tat ca moi ngudi nhin thay cong viéc nay déu xem dugc

2.3.  Cép nhit tién do

Nhéan nat Cap nhat tién do trong man hinh xem chi tiét => Man hinh cap nhat tién do

hién thi nhu sau:

Trung tdm Cbéng nghé thong tin Viettel 1 12/37
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Cap nhat tién dé

Trang thai cingviéc BDang thwc hién

Kétqud ||

Tieén dd(%)* >

Tép van ban dinh k&m

SRS NENTep dinh kém |a file dang: jpeg, Jpg, gif, img, png, doc,

docx, xls, ¥lsx, ppt, pptx, b, pdf, zip, rar, 7z, xml. Dung lweng khdng gua
10MB

Céc bude thyuc hién cap nhat tién do:

1.

24.

Nhap két qua, tién do (gia tri cho phép tir 0-100, ngoai khoang nay hé t hong s&
hién thi thong bao 15i)

Dinh kém tép vin ban (nu co)
Nhéan nat Luu lai dé luu thong tin cap nhat tién do
Nhan nat déng dé dong popup.

(*) Luu y: khi cap nhat tién d6 = 100 => Hé thdng sé& ty hiéu la cong viéc da

hoan thanh, cong viée tr dong chuyén trang thai Hoan thanh — chd danh gia.

Tra lai

Nhan nat Tra lai trong man hinh Xem chi tiét => Hién thi popup sau:

Trung
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Giri tra lai X

Lj dotralai* ||

Tép van ban dinh k&ém ép dinh kém |4 file dang: jpeq, jpg, gif, img, png, doc,

docx, xls, ¥lsx, ppt, pptx, td, pdf, zip, rar, 7z, xml. Dung Iweng khdng qua
10MB

Céc budc thyc hién tra lai cong viée (trong trudng hop giao viéc nham, hoic khong

mudn nhan viéc duoc giao vi nhiéu Iy do..):
1. Nhap ly do tra lai
2. Chon tép vin ban dinh kém (néu c6 hodc khong)
3. Nhén nat Tr lai dé thyc thi
4. Nhan nat déng dé dong popup.
2.5. Tao giao viéc

Nhén nat Tao giao viéc trong man hinh Xem chi tiét => hién thi man hinh thém mai

cong viec — Tham khao muyc 1.2. Thém mdi cong viéc.

Man hinh Tao giao viéc chi khac duy nhét ¢ diém: phan thong tin Cong viéc lién quan
mic dinh hién thi sin thong tin cong viéc vira thuc hién xem chi tiét.

3. Cong viéc dang ky

Chuc ning Cong viée dang ky cho phép chuyén vién va lanh dao cap phong ban thuc
hién quan Iy va theo ddi cac cong viéc dang ky, bao gdm cac chirc ning: thém mdi,
stra, x0a, tim kiém, xem chi tiét cong viéc, giri/trinh phé duyét.

3.1.  Man hinh Danh sach cong viéc

Vao man hinh:
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Phan hé Quan Iy cong viéc v1.0

- Ping nhap vao hé thong

- Vao menu Qudn ly cdng viéc >> Cong viéc dang ky => hién thi man hinh

Danh sach cong vi¢c nhu sau:

= = =
Giao viéc Céng viéc dwoc giao Céng viéc dang ky
5 E 4 Lwu va gl
Loaicngviéc cpon - Lnhvee chon— - Pouwutidn | cpop— -
Ngay bitddu | 02/03/2017 Ngay kétthic | 02/03/2017 Mgudi duyét - & x
Tén cdng viéc
Néi dung céng
vigc
Van ban lién
quan
STT S5/ Ky higu Trich yéu Tép dinh kém  Thao tac
w
Congviéclién
quan
STT Tén cong viéc Ngw&i thee hién Tép dinh kém Thao tac
B
Tép van ban E8W N Tép dinh kiém 1a file dang: jpeg, ipg, gif,img, png, doc, dock, xis, Xisx, ppt, ppt, b, pf, zip, rar, 7z, xml. Dung lueng khdng qua 10MB
dinh kEm
5 Bl Lru 4 Lwu va gl

Céc chtrc nang c6 thé thuc hién & man hinh nay bao gom:

1. Loc va Tim kiém cong viée: tinh ning loc cong viéc theo ndm nay, thang nay,
tudn nay, hom nay
2. Timkiém nang cao: Cac budc thuc hién tim kiém nang cao:
o Nhép mot hoac nhiéu tiéu chi tim kiém
o Nhéan nat Tim kiém => Két qua tim kiém s& hién thi & bang bén dudi.
Khi mé man hinh Cong viéc dang ky => mac dinh hién thi tat ca cac
cong viéc ma tai khoan dang nhap dang ky.
3. Thém m&i cong viéc: Nhan nit Thém méi + => hién thi man hinh thém méi
van ban, kiém tra man hinh nay => xem muc 3.3.2.

4. Xem chi ti€t cong viéc: Nhan vao dong dir li¢u cua ban ghi cong viéc mudn

xem trén bang dé m¢ man hinh Xem chi ti€t cong viéc => Xem muc 3.3.3.

5. Stra cong viéc:
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o Dbi véi cong viée co trang thai = Mdi tao va T chdi duyét => Cot Stra
s& hién thi nat (c6 icont!) cho phép stra.

o Nhan vao nit Stra &' => Hién thi man hinh Stra cong viéc.

o Man hinh Stra cong viéc chi khac man hinh thém méi & chd: man hinh
Stra mdc dinh hién thi céc gia tri da luu, con lai nghi€p vu giéng hét man
hinh Thém méi.

6. Xoba cong viéc
o bbivoi cong vié€c co trang thai = Moi tao va Tu chdi duyét => Cot Xoa

s& hién thi nat (c6 icon ) cho phép Xoda.

o Nhén vao nit Xoa E => Hién thi thong bao xac nhan:

,-g"r;;fb Ban cé chac mudn xéa céng viéc khdng?

| Chap nhan | B qua

= Nhin nit Chap nhin dé xac nhin Xoéa
= Nhin B6 qua dé hay bo viéc x6a cong viéc.
7. Xem T¢p dinh kém:
o Péi véi cong viee co Tép dinh kém => Cot Tép dinh kém sé& hién thi

icon = cho phép xem ndi dung file dinh kém vdi cong viéce do.

o Nhén vao icon - => Hién thi hop thoai
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v1.0

Opening Day con phan tich Truyén.dec

You have chosen to open:
IE—I_’] Day con phan tich Truyén.doc

which is: Microsoft Word 97 - 2003 Decument
from: http://vanphongdientu.wvnhotyn

‘What should Firefox do with this file?

Openwith | Microsoft Word (default)

4k

= i Save File

Do this automatically for files like this frorm now on.

OK

Cancel

= Chon Open with dé mé file dinh kém luén ma khong can luu vao

may tinh.

» Chon Save File dé thuc hién luu vao may tinh trudc

= Nhin OK dé thuc hién thao tac, nhan Cancel dé hiy bo thao tac.

3.2.  Thém méi cong viéc

Vao man hinh: Nhan nat Thém méi ¢ thanh menu trong man hinh Danh séch cong

viéc => Man hinh thém md1 hién thi nhu sau:

Trung tdm Cbéng nghé thong tin Viettel 1
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v1.0

Giao viéc Céng viéc duoc giao

oal [ Lwu va them méi B Lwu va dong

Thém méi céng viéc dang ky

Loai cdngviéc  __ cpop— -
Ngay batdiu  02/03/2017
Tén congviéce

Néi dung céng

viéc®
Van ban lién
quan
STT $01Ky higu
Congviéclién
quan
STT Tén cbng viéc
Tép van ban
dinh kém

oal [ Lwu va them méi B Lwu va dong

Céng viéc ding ky

€2 Luru va g

Linh vue

— Chon —

Ngay kétthic | 02/03/2017

€2 Luru va g

Cac buodc thuc hién thém moi:

1. Nhap cac thong tin cong viéc:

- Péuutién  __ opon
NoLedi duyét =
Trich yéu

Ngwéi there hién

ép dinh kém |2 file dang: jpeg, jpg, gif, img, png, doc, docx, xis, xisx, ppt, ppby, bd, pdf, zip, rar, 7z, xml. Dung lreng khdng qua 10MB

Tép dinh kém Thao tac

+

Tép dinh kém Thao tac

+*

o Céc truong danh diu (*) 1a cac truong bat budc nhap, néu khong nhap

khi Irru s& hién thi thong bao 16i.

o Chon vin ban lién quan (khong bat budc): Nhan nuit ¥+ muc van ban

lién quan dé mé popup Chon vin ban lién quan.

Chon vén ban lién quan x

Van ban dén
961Ky higu

Trich véu

Mgay ban
hanh

STT
1 5

2 M

Vin ban di
01/03/2017 8 - 02/03/2017
1 "
SEIKY higu

3 8/PTH-UBND

4 111

5 1012222

[ 3nétvoffice

Loaivanban  _ ~hon
=] Ngaytao  31/01/2017
[ Tim kiém
Trich yéu

Triéu tap cudc hop gdp todn UBND
VB frinh ban hanh cia éng chién
Tra lixi Thudn

Cong van trinh kj S& TNMT

CV gl s& GDDT

test

+/ Chon X Huy

| 02/03/2017

[1-616]

Tép dinh kém

Trung tdm Cbng nghé thong tin Viettel 1
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» Thuc hién tim kiém vén ban lién quan trong 2 tab: Van ban dén,

Van ban di (da ban hanh).

= Tich chon van ban lién quan 161 nhan nat Chon. Nhan Huy dé

dong lai popup Chon van ban lién quan.

= Sau khi chon vdn ban lién quan xong => van ban s€ hién thi trong

bang thong tin tuong trng.

o Chon Cong viéc lién quan (khong bit budc): Nhan nat LI muc Cong

viéc lién quan dé mé popup Chon cong vige lién quan.

Chon céng viéc lién quan x

Giao viéc Céng viéc dwoc giao Cdng viéc dang ki
Tén cdngviéc | Bon vilCa nhan thuc hién

Ngay tao, Tlrngay | 31/01/2017 B Bénngay | 02/03/2017 =]

1 (A

sTT Tén cong viéc Ngréi thwre hién Tép dinh kém

+/ Chon X Hay

= Thyc hién tim kiém Céng viéc lién quan trong 3 tab: Cong viéc

dang ky, Cong vi¢c dugc giao, .
= Tich chon Cong viéc 1ién quan roi nhan nit Chon. Nhian Huy dé
dong lai popup Chon Cong vige lién quan.
= Sau khi chon Cong viéc lién quan xong => Cong viéc s& hién thi
trong bang thong tin twong rng.
2. Chon Ngudi phé duyét cong viéc nay: Nhin nit & #mo popup Chon nguoi
duyét
3. Nhan nat :
o Luu va thém méi: Luu thong tin cong viée vira nhdp dong thoi reset cac
truong vé gia tri mac dinh.
o Luu va dong: thyc hién luu cong viéc vao CSDL, cong viéc ¢ trang thai
Mot tao.

o Luu va giri: Luu cong viéc dong thoi giri Cong viée dang ky cho ngudi
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phé duyét, cong viéc ¢ trang thai phé duyét = Cho duyét. Truong hop

khong nhap nguoi duyét ma nhin nat Luu va giri=> Hé thdng s& hién thi

thong bao 16i ban chua chon ngudi duyét.

4. Nhéan nat dé quay lai man hinh DS.

3.3.  Xem chi tiét cong viéc

Man hinh xem chi tiét cong viéc hién thi nhu sau:

N N
) ™~

]
~ /

e

I~

Giao viéc Céng viéc dwoc giao Cong viéc dang kj Phé duyét céng visc Déanh gia CV giao  Danh gid CV ding ky

Xem cong viéc

] et
Thang tin cong viéc ¥ kién xir Ij
Loai cong viéc Cang viéc chuyén mén Linh vire Hanh chinh & ’;;—,. 181 dung v& nhin phim Enter d&
Mgay bt dau 12/01/2017 Mgy két thiic 12/01/2017
Tén cong viéc Céngviéc dang ky 1 Trang thai W&itao
Noi dung céng viéc Céngviéc dang ky 1 D wru tién Binh thuéng
Nguw&i duyét Nauy&n Thi Phueng Hanh-Trieéng phang-Phéng Té chirc hanh chinh
Vén ban lién quan
STT  S&/Kj hiéu Trich yéu Tép dinh kém
1 907/GM-BYT  Tap hufn phatngdn, cung cip thang tin y t& va xi¥ I khiing hoang truyén théng
Cdng viéc lién gquan
sTT Tén cdng viéc Ngwr&i thee hién Tép dinh kém
1 TestCongviécA Nguyén Minh Hai
Tép dinh kém
Théng tin thirc hién
STT Ben vi there hién Nowdi thiee hién Vai tro Trang thai Kétqua Tiéndd(%) Tépdinhkém Banh gia
1 Phéng T8 chirc hanh chinh Nauy&n Thi Phurong Hanh Trwéng phéng  Chua thirc hién 0%
] Tt

Céc thao tac c6 thé thuc hién & man hinh nay:
1. Nhannat © dé quay lai man hinh DS

s Theo ddi

2. Nhan nut => d¢ xem lich st xtr Iy cong vigc.

3. Mot sb nat chuc nang khac hién thi tuy theo trang thai cong vigc:

o Trang thai cong viéc = Mdi tao va Tu chdi duyét => Hién thi nat ©

5 Theo ddi
, Gui phé duyét

o Trang thai cong viéc = Chd duyét|Hoan thanh=> Hién thi nut
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-

o Trang thai cong viéc = Chua thyc hi¢n/Pang thuc hién|Thuc hién lai,

trang thi phé duyét = da phé duyét => Hién thi nat © , L~ ,

Cap nhat tién do.
4. Xem T¢p dinh kem:
o Déi véi cong viee co Tép dinh kém => Cot Tép dinh kém sé& hién thi
icon == cho phép xem ndi dung file dinh kém vdi cong viéc do.
o Nhéan vao icon ' => Hién thi hop thoai
Opening Day con phan tich Truyén.doc e ]

You have chosen to open:

] Day con phan tich Truyén.doc

which is: Microsoft Word 97 - 2003 Document
from: http://vanphongdientuwnhotan

What should Firefox do with this file?

L1

Openwith | Microsoft Word (default)

= i Save File

Do this autornatically for files like this from now on.

QK Cancel

=  Chon Open with dé mé file dinh kém luén ma khong can luu vao
may tinh.
» Chon Save File dé thuc hién luu vao may tinh trudc
» Nhén OK dé thuc hién thao tic, nhan Cancel dé huy bo thao tac
5. Giri y kién xu Iy:
o Nhap y kién xir Iy rdi nhan enter trén ban phim => Y kién s& hién thi &
Muc Y kién xtr Iy theo thtr ty thoi gian.

Tat cd moi ngudi nhin thay cong viéec nay déu xem duogc.
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3.4. Céip nhat tién do
Nhén nt Cap nhat tién do trong man hinh xem chi tiét => Man hinh cap nhat tién do

hién thi nhu sau:

Cap nhat tién dé

Trang thai cingviéc BDang thwc hién

Ketqua ||

Tién dd(%)* -

Tép van ban dinh kém ép dinh kém |3 file dang: jpeg, jpa, gif ima, png, doc,

docx, xls, ¥lsx, ppt, pptx, td, pdf, zip, rar, 7z, xml. Dung Iweng khdng qua
10MB

Céc budc thyc hién cap nhat tién do:
1. Nhép két qua, tién do (gia tri cho phép tir 0-100, ngoai khoang nay hé thong s&
hién thi thong bao 15i)
2. Pinh kém tép vin ban (néu co)
3. Nhéan nit Luu lai dé luu thong tin cap nhat tién do
4. Nhan nit dong dé dong popup.

(*) Luu ¥: khi cip nhat tién do = 100 => Hé thong s& tu hiéu Ia cong viéc da
hoan thanh, cong viéc tr dong chuyén trang thai Hoan thanh — chd danh gia.

4. Phé duyét cong viéc

Chtrc nang Phé duyét cong viéc cho phép lanh dao thuc hién quan 1y va theo doi cac
cong viéc ding ky tir cAp dudi, bao gdm cac chirc ning: tim kiém, xem chi tiét cong

viéc, Phé duyét cong vige, tir choi cong viéce.

4.1.  Man hinh Danh sich cong viéc
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Vao man hinh:
- Dang nhép vao hé thong

- Vao menu Quan Iy cong vi¢c >> Phé duyét cong viéc => hi€n thi man hinh

Danh sach cong viéc nhu sau:

= = =
Giao viéc Cdng viéc dwoc giao Cing vigc dang ky Phé duyét céng viéc Banh gia CV giao Banh gia CV dang ky

() Nam nay | E# Thang na %] Tuan na QHQ'“na_‘
Tim kiém nang cao

Tén congviéc MN@i dung céng

vigc

Mgy bat daut | 31/01/2017 Bénngdy | 02/03/2017

Naay kétthuc tir Bénngay
ngay ngay
Bdénh gia - Trang théi cdng - Trangthdi duydt -pop v
viéc
"
STT Tén cong viéc Mgay bitdiu Ngay kétthic Tién dd(%) Danhgia Ngayhoanthanh Trang thaicong viec Ngwdiduyét Xily Tép dinh kém

"
Céc chtrc nang c6 thé thuc hién & man hinh nay bao gom:

1. Loc va Tim ki€m cong vi€c: tinh nang loc cong viéc theo ndm nay, thang nay,

tudn nay, hém nay
2. Timkiém nang cao: Cac budc thyc hi¢n tim kiém nang cao:
o Nhap mét hodc nhiéu tiéu chi tim kiém
o Nhin nit Tim kiém => Két qua tim kiém s& hién thi & bang bén dudi.
Khi m¢ man hinh Phé duyét cong viéc => mac dinh hién thi tat ca cac

cong viéc ma tai khodn dang nhap tao ra va Phé duyét cong viéc.

3. Xem chi tiét cong viéc: Nhan vao dong dir liéu ctiia ban ghi cong viéc muon

xem trén bang dé mé man hinh Xem chi tiét cong viéc => Xem muc 3.4.3.
4. Xem T¢p dinh kem:
o bbivoi cong viéc co T¢p dinh kem => Cot Tép dinh kem s€ hién thi
icon ' cho phép xem ndi dung file dinh kém voi cong viéc do.

o Nhén vao icon - => Hién thi hop thoai
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v1.0

Opening Day con phan tich Truyén.dec

You have chosen to open:
IE—I_’] Day con phan tich Truyén.doc

which is: Microsoft Word 97 - 2003 Decument
from: http://vanphongdientu.wvnhotyn

‘What should Firefox do with this file?

Openwith | Microsoft Word (default)

4k

= i Save File

Do this automatically for files like this frorm now on.

OK

Cancel

= Chon Open with dé mé file dinh kém luén ma khong can lru vao

may tinh.

» Chon Save File dé thuc hién luu vao may tinh trudc

= Nhin OK dé thuc hién thao tac, nhan Cancel dé hiy bo thao tac.

4.2. Xem chi tiét cong viéc

Man hinh xem chi tiét cong viéc hién thi nhu sau:

Trung tdm Cbéng nghé thong tin Viettel 1
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Vanbandén Vanbandi Lich [SUELEASINEUES

Giao vigc Céng viéc dwgce giao Phé duyét cong viéc  Danh gia CV giao  Bénh gia CV ding ky

Xem céng viéc

. Phé duyét || Tir chdi duyét

Théng tin cong viéc ¥ kien xir ly

-
Loai cong viéc Cang viéc chuyén man Linh vrc Hanh chinh & ’;:;g; néi dung vi nhan phim Enter de gui
MNgay bat dau 12/01/2017 Mgay két thic 12/01/2017

170

Tén cong viéc Cang viéc dang ky 1 Trang thai Chir duyét
Noi dung cong viéc Cang viéc dang ky 1 B0 wu tién Binh thurong
Moo duyét Trinh Hng Son-Giam Béc-Trung tim Biéu phdi Qudc gia vé ghép B phan co thé ngudi

Vién ban lién quan

STT  S1Ky hiéu Trich yéu Tép dinh kém

1 907/GM-BYT Tép hudn phatngén, cung cap thang tin y t& va xi¥ I khiing hodng truyén thang

Cong viéc lién quan

STT Tén cong viéc Ngwéi thwre hién Tép dinh kém
1 TestCdngvidcA Nauy&n Minh Hai
Tép dinh kém

Théng tin thec hién

STT Bon vi thrc hién Nowdi thiee hién Vai tro Trang thai Kétqua Tiéndd(%) Tépdinhkém Banh gia

1 Phbng Té chikc hanh chinh Nauy&n Thi Phurong Hanh Trwéng phong  Chura thuc hign 0%

. Phé duyét || Tie chéi duyét ViettelAD.com |

Céc thao tac co thé thuc hién & man hinh nay:
1. Nhannat © dé quay lai man hinh DS

, % Theo ddi
2. Nhén nat i

=> dé xem lich st xir Iy cong viéc.
3. Nhéan nat Phé duyét dé thyc hién phé duyét
4. Nhan nat Tur chéi dé thuc hién tir chdi cong viee dang ky
5. Xem Tép dinh kém:
o Déivéi cong viéc co6 Tép dinh kém => Cot Tép dinh kém s¢€ hién thi
icon - cho phép xem ndi dung file dinh kém vo&i cong viée do.

o Nhén vao icon - => Hién thi hop thoai
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Opening Day con phan tich Truyén.doc -

You have chosen to open:

IE—I_’] Day con phan tich Truyén.doc

which is: Microsoft Word 97 - 2003 Decument
from: http://vanphongdientu.wvnhotyn

‘What should Firefox do with this file?

Openwith | Microsoft Word (default)

4k

= i Save File

Do this automatically for files like this frorm now on.

QK Cancel

= Chon Open with dé mé file dinh kém luén ma khong can lru vao

may tinh.
» Chon Save File dé thuc hién luu vao may tinh trudc
= Nhin OK dé thuc hién thao tac, nhan Cancel dé huy bo thao tac
6. Gui y kién xir 1y:
o Nhap ¥ kién xir Iy r6i nhan enter trén ban phim => Y kién sé& hién thi &
Muc Y kién xtr Iy theo thtr ty thoi gian.

TAt ca moi ngudi nhin thay cong viéc nay déu xem duoc.
5. Danh gia cong viéc giao
Chtrc nang Péanh gia cong vi¢c giao cho phép lanh dao danh giad dugc cac cong viéc da

giao va da dugc hoan thanh.
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5.1. Man hinh Danh sach cong viéc
Vao man hinh:
- Ping nhap vao hé thong
- Vao menu Quan ly cong viéc >> Panh gia cong viéc giao => hién thi man hinh
Danh sach cong vi¢c nhu sau:

= =
Giao viéc Céng vigc dwoc giao Céng viéc dang ky Phé duyét cong viéc Banh gia CV giao Banh gia CV dang ky

YNam nay | B Thang nay | (2 Tuan nay | [=) Hom nay
Tim kiém nang cao
Tén congviéc Mdi dung céng Loaiclngvidc  _ cpop v Linhvee chop -
vigc
Ngay giaoviéc  31/01/2017 =] Ngay giaoviéc  02/03/2017 B Han xi¥ I [tir Han xi¥ Iy [d&m
[tir ngay] [dén ngay] ngay) ngay]
" [1-111]
STT Tén cong viéc Han xir Iy Ngay giao Nguwréi thiec hién Tién do(%) Tép dinh k
1 Congviéctdi giae cho Trin Xuan Chién 02/03/2017 02/03/2017 Trin Xudn Chién 100

" [1-111]
Céc chtrc nang c6 thé thuc hién & man hinh nay bao gom:

1. Loc va Tim kiém cong viéc: tinh ning loc cong viéc theo nim nay, thang nay,

tudn nay, hém nay.
2. Tim kiém nang cao: Cac budc thuc hién tim kiém nang cao:
a. Nhap moét hodc nhiéu tiéu chi tim kiém
b. Nhan nit Tim kiém => Két qua tim kiém s& hién thi & bang bén dudi.
Khi mé man hinh Panh gia céng viéc giao => mic dinh hién thi tit ca
cac cong vi¢c ma tai khoan dang nhép tao ra va Banh gia cong viéc
giao.
3. Thém méi cong viée: Nhan nat Thém méi + => hién thi man hinh thém méi
vin ban, kiém tra man hinh niy => xem muc 3.1.2.
4. Xem chi tiét cong viéc: Nhan vao dong dir liéu ciia ban ghi cong viéc mudn

xem trén bang dé m¢ man hinh Xem chi tiét cong viéc => Xem muc 3.1.3.

5. Stra cOng viéc:
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a. Doi voi cong viée co trang thai = Méi tao => Cot Stra s& hién thi niit (co
icont2)) cho phépStra. Pbi voi cong viée ¢ trang thai = Pa Panh gia
cong viéc giao thi cot Sira khong hién thi nat cho phép sira.

~4\ => Hién thi man hinh Stra cong viéc.

b. Nhan vao nit Sira
. Man hinh Stra cong viéc chi khac man hinh thém méi & chd: man hinh
Stra mic dinh hién thi cac gia tri d Iuu, con lai nghiép vu giéng hét man
hinh Thém mai.
6. Xoba cong viéc
a. Déi v6i cong vi€c co trang thai = Mdi tao => Cot Xoa sé& hién thi nat (co
icon E) cho phépXoa. Pdi v6i cong viée co trang thai = Da Panh gia

cong viée giao thi cot X6a khong hién thi nut cho phép Xoa.

b. Nhin vao nat X6a 2 => Hién thi thong bao x4c nhan:

|® Ban ¢ chac mudn xda cing viéc khng?

| Chap nhin | Bé qua

i. Nhan nat Chap nhan dé xac nhan Xoéa
ii. NhianBo qua dé huy bo viéc xoa cong viéc.
7. Xem Tép dinh kém:
a. Ddi v6i cong viéc co T¢p dinh kém => Cot Tép dinh kém s& hién thi

icon - cho phép xem ndi dung file dinh kém véi cong viéc do.

b. Nhan vao icon  => Hién thi hop thoai
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Opening Day con phan tich Truy&n.dec ﬁ

You have chosen to open:
Iﬂ_’l Day con phan tich Truyén.doc

which is: Microsoft Word 97 - 2003 Document
from: http://vanphongdientu.vnhot.an

What should Firefox do with this file?

Open with | Microsoft Word (default) =
= i Save File
Do this autornatically for files like this from now on.
OF Cancel

i. Chon Open with dé mé file dinh kém luén ma khong can lru vao

may tinh.
ii. Chon Save File dé thuc hién lwu vao may tinh trudc
iii. Nhan OK dé thuc hién thao tac, nhan Cancel dé huty bo thao tac.
5.2.  Xem chi tiét cong viéc

Man hinh xem chi tiét cong viéc hién thi nhu sau:

=] = = = = =
Giao viéc Cdng viéc dugc giao Cdng vigc dang ky Phé duyét cong viéc BDanh gia CV giac Danh gia CV dang ky
* || = Theo dé
Théng tin cong viéc Y kién xiv Iy
1 y -
Loai céng viec CVCH Linhvee  Céng nghé théng tin Péuvutien OT ;
Tén céng viee Conavidctdi giao cho Trén Xuan Chién Han xirly 02/02/2017

Théng tin céng viec  Cangvidc phai hoan thanh 12 123

Van ban lién quan
STT  S&/Ky hidu Trich yéu Tép dinh kém
Céng viéc lién quan
STT Tén cong viéc Nguwréi thure hién Tép dinh kém
Tép dinh kém
Théng tin thiec hién
STT  Ponvithwe hién Ca nhan thirc hién Vai tro Loai xi¥ Iy Trang thai Kétqua  Tiéndo(%) Tépdinhkém Banh gia
1 Phang Téng hop Trén Xuan Chién Chuyénvién X Iy chinh  Hodn thanh Hoanthanh  100%
2 Phéng Téng hop Binh Heang Diing Chuyénvién Phéihop  Chua thuc hién 0%
4+~ || &Th
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Céc thao tac c6 thé thyc hién & man hinh nay:
1. Nhannat © dé quay lai man hinh DS

®s Theo dbi

2. Nhan nut => dé xem lich su xtr 1y cong viéc.

3. Panh gia cong viée, nhan nat danh gia hién thi popup sau:

Danh gia cong viéc

STT Bonvithiee h Canhanthwec  Vai trd Loai x(rly  Trang thai Tién dd{%) Y kién
Phong Tong  Tran Xudn A o
1 i Chuyenwvien XU ly chinh Hoan thanh 100 Bat -
hop Chien
— Zhon —
Phang Tdng Binh Hoang ; "
2 ) Chuyénvién Phéihop  Churathic hién 0 Khong dat
Banh
gia

Chon trang thai Pat hay khong dat
a. Chon Dat cho cong vi¢c danh gid hoan thanh tdt roi nhdp ndi dung danh
gia sau d6 nhan Luu,

b. Chon Khong dat cho cong viéc hoan thanh chua tbt, trong trudng hop

nay hé thong s€ dua ra cau hoi:

Ban o6 mudn ngwii 3dng ki thee hién lai cing
viéc ndy khing?

[ Chép nhdn ]| Khing || Bigqua |

= Néu nhan Chép nhan => Ngudi thyc hién s& phai thyc hién lai
cong viéc => Nhin thay cong viéc nay trong muc Cong viéc dugc

giao.
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= Néu nhan Khong => Nguoi thyc hién s& khong phai thuc hién lai
cong viéc nay.
= Nhin B6 qua => déong lai popup Xéc nhan, quay lai Popup Panh
gia cong vigce.
= Nhan luu dé thyc Iuu thong tin danh gia. Nhan dong dé dong
popup.
4. Xem T¢p dinh kem:
a. Déi v6i cong viéc co6 Tép dinh kém => Cot Tép dinh kem s€ hién thi
icon =" cho phép xem ndi dung file dinh kém véi cong viéc do.

b. Nhin vao icon - => Hién thi hop thoai

Opening Day con phan tich Truyén.doc -

You have chosen to open:
Iﬂ_’l Day con phan tich Truyén.doc

which is: Microsoft Word 97 - 2003 Document
from: http://vanphongdientu.vnhot.an

What should Firefox do with this file?

4k

Open with | Microsoft Word (default)

= i Save File

Do this autornatically for files like this from now on.

QK Cancel

i. Chon Open with dé m¢ file dinh kém ludn ma khéng can lru vao

may tinh.
ii. Chon Save File dé thuc hién luu vao may tinh trudc
iii. Nhan OK dé thyc hién thao tac, nhan Cancel dé huy bo thao tac
5. Guri ¥ kién xir 1y:
a. Nhap ¥ kién xir Iy r6i nhan enter trén ban phim => Y kién sé& hién thi &

Muc Y kién xtr Iy theo tht ty thoi gian.
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b. Tt ca moi nguoi nhin thdy cong viéc nay déu xem duoc ¥ kién.
6. Danh gia cong viéc dang Ky

Chuc nang Banh gia cong vi¢e dang ky cho phép lanh dao danh gid dugc cong viée
dang ky da hoan thanh.
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6.1. Man hinh Danh sach cong viéc
Vao man hinh:
- Ping nhap vao hé thong

- Vao menu Qudn ly cdng viéc >> Péanh gid cong viéc dang ky => hién thi man

hinh Danh sach cong vi¢c nhu sau:

= = =
Giao viéc Céng vigc dwoc giao Céng viéc dang ky Phé duyét céng vigc Baénh gia CV giao Banh gia CV dang ky
£ Mam nay | B8 Thang nay | & Tuan nay | =1 Hom nay
Tim kiém nang cao
Tén cngvigc \ Néi dung céng
vigc

Mgy batddutlr | 31/01/2017

01/20 Dénngay | 02/03/2017 Ngay kétthic tir Bén ngay
ngay ngay
Banh gia v Trangthdicdng chon - Trangthdiduydt  cpon -
vigc
i
STT Tén cong viée Hgay bitdiu MNgay kétthic Tién db(%) Danhgia MNgay hoanthanh Trang thai céng viéc MNgwéiduyét Xirly Tép dinh kém

"
Céc chtc nang c6 thé thyc hién & man hinh nay bao gom:

1. Loc va Tim kiém cong viéc: tinh ning loc cong viéc theo nam nay, thang nay,

tudn nay, hdm nay.
2. Tim kiém nang cao: Cac budc thuc hi¢n nhu sau:
o Nhap mdt hoac nhiéu tiéu chi tim kiém
o Nhéan nat Tim kiém => Két qua tim kiém s& hién thi & bang bén dudi.
Khi mo méan hinh Panh gia cong viéc dang ky => mic dinh hién thj tat
ca cac cong viéc ding ky cuia cap dudi (tai khoan dang nhap c6 quyén
phé duy¢t) voi trang thai da hoan thanh.
3. Xem chi tiét cong viéc: Nhan vao dong dit liéu ciia ban ghi cong viéc mudn xem
trén bang dé mé man hinh Xem chi tiét cong viéc => Xem muc 3.1.3.
4. Xem T¢p dinh kém:
o bbivoi cong viéc c6 T¢p dinh kem => Cot T¢p dinh kém s& hién thi
icon ' cho phép xem ndi dung file dinh kém véi cong viéc do.

o Nhén vao icon - => Hién thi hop thoai
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Opening Day con phan tich Truyén.dec

You have chosen to open:
IE—I_’] Day con phan tich Truyén.doc

which is: Microsoft Word 97 - 2003 Decument
from: http://vanphongdientu.wvnhotyn

‘What should Firefox do with this file?

Openwith | Microsoft Word (default)

4k

= i Save File

Do this automatically for files like this frorm now on.

OK

Cancel

= Chon Open with dé mé file dinh kém luén ma khong can luu vao

may tinh.

» Chon Save File dé thuc hién luu vao may tinh trudc

= Nhin OK dé thuc hién thao tac, nhan Cancel dé hiy bo thao tac.

6.2.  Xem chi tiét cong viéc

Man hinh xem chi tiét cong viéc hién thi nhu sau:

* || < Theo dd
Théng tin cong viéc Y kién xw ly
] ¥ -
Loai cong viéc CVCH Linhviec  Céng nghé théng tin Pouutien OT x
Tén cong viec Congvidctdi giao cho Tran Xuan Chién Han xiply 02/03/2017
Thong tin cong viéc  Céngvidc phai hoan thanh 12 123
V&n ban lién quan
STT S&/Ky hidu Trich yéu Tép dinh kém
Céng viéc lién quan
STT Tén cong viéc Nguwéi thire hién Tép dinh kém
Tép dinh kém
Théng tin thirc hién
STT  Bonvithirc hién ‘Ca nhan thirc hién Vai tré. Loai xir Ij Trang thai Kétqua  Tiéndo(%) Tépdinh kém Danh gia
1 Phéng Téng hop Trén Xuan Chién Chuyénvién X(1j chinh Hoan thanh Hoanthanh  100%
2 Phang Tang hop Binh Hoang Diing Chuyénvién Phéihop  Chura thue hién 0%
~ || &Th
>
Céc thao tac c6 thé thyc hién ¢ man hinh nay:
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2. Nhannit © dé quay lai man hinh DS

® Theo dfi

3. Nhan nut => dé xem lich sur xtr ly cong viéc.

4. Panh gia cong viéc, nhan nit danh gia hién thi popup sau:

Danh gia cong viéc

STT Bonvithiee h Canhanthwec  Vai trd Loai x(rly  Trang thai Tién dd{%) Y kién
Phong Tong  Tran Xudn A o
1 i Chuyenwvien XU ly chinh Hoan thanh 100 Bat -
hop Chien
— Zhon —
Phang Tdng Binh Hoang ) "
2 ) Chuyénvién Phéihop  Chuathirc hién 0 Khong dat
Banh
gia

Chon trang thai Dat hay khong dat
a. Chon Dat cho cong vi¢c danh gid hoan thanh tdt roi nhap ndi dung danh
gi4 sau 6 nhan Luu.

b. Chon Khong dat cho cong viéc hoan thanh chua tbt, trong truong hop

nay hé thong sé dua ra cau hoi:

Ban co muon ngwii ddng ki thee hién lai cing
viéc nay khdng?

[ Chap nhén ]| Khéng || Béqua |

= Néu nhin Chéap nhan => Ngudi thyc hién s& phai thyc hién lai
cong viéc => Nhin thiy cong viéc niy trong muc Cong viée dugc

giao.
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= Néu nhan Khong => Nguoi thyc hién s& khong phai thuc hién lai
cong viéc nay.
= Nhin B6 qua => déong lai popup Xéc nhan, quay lai Popup Panh
gia cong viéc.
¢. Nhan lwu dé thuc luu thong tin danh gia. Nhin dong dé dong popup.
5. Xem T¢p dinh kem:
a. Ddi voi cong viee c6 Tép dinh kém => Cot Tép dinh kém s& hién thi
icon ' cho phép xem ndi dung file dinh kém véi cong viéc do.

b. Nhin vio icon = => Hién thi hop thoai

Opening Day con phan tich Truyén.doc &l

You have chosen to open:
#] Day con phan tich Truyén.doc

which is: Microsoft Word 97 - 2003 Document
from: http://vanphongdientu.vnhot.vn

What should Firefox do with this file?

Open with | Microsoft Word (default)

4k

=i Save File

Do this autornatically for files like this from now on.

QK Cancel

i. Chon Open with dé mé file dinh kém luén ma khong can lwu vio

may tinh.
ii. Chon Save File dé thuc hién Iuu vao may tinh trude
iii. Nhan OK dé thuc hién thao tac, nhan Cancel dé huy bo thao tac
6. Guriy kién xu Iy:
a. Nhap y kién xtr Iy rdi nhan enter trén ban phim => Y kién s& hién thi ¢
Muc Y kién xtr Iy theo thtr ty thoi gian.

b. Tat ca moi nguoi nhin thay cong viéc nay déu xem duoc y kién.
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