QUAN LY ANH CHU KY

1. Quan ly anh chir ky
Chte ning cho phép nguoi dung bat ky trén hé thong khi trinh ky cho c4 nhan ky duyét co
tich chon anh chir ky thi nguoi trinh dugc phép chon sang cac loai anh chir ky 1a chir ky

bang.

1.1. Man hinh thém méi dnh chir ky

Quan tri hé thdng cta don vi ¢6 thé upload anh chit k¥ 1én cho nguoi ding trong don vi hodc nguoi dung ciing

c6 thé ty upload anh chit ky cho chinh minh.

Néu ding nhéap bang acc Quan tri hé théng/ Quan trj hé thdng don vi -> Quan tri -> Quan Iy ngudi ding
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Budéc 1: Click button Chon dé chon anh ky

Nguoi ding c6 thé upload nhiéu anh chit ky 1 lac dé nguoi trinh ky ¢ thé chon phi hop véi timg thé thirc vin

ban.

Dbi véi anh ky loai 1: Bit bude chon khi ¢4 nhan chwa c¢6 anh ky loai 1 nao hodc c6 anh ky loai 1 nhung hét
hiéu luc hodc c6 hiéu lyc nhung ngimg hoat dong. Néu khong roi vao 3 truong hop trén thi khong bit budc

chon
D6i v6i anh ky loai 2,3,4nh in khong bat buc chon
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Buwéc 2: Chon ngay hiéu luc cho cac loai anh mudn thém méi
Bude 3: Nhan Ghi lai dé thém méi cac anh da chon

1.2. Stra anh chir ky

Click icon Sira & danh sach anh chit ky -> hién thi man hinh Sira
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1.3. View, thay d6i anh ky khi trinh ky, sao chép, trinh ky lai viin ban
Budc 1: Chon ca nhan ky duyét -> tich chon anh chir ky. Mac dinh anh chit ky ctia ca nhan
1a anh chit ky loai 1 ¢6 hiéu lyc tai thoi diém trinh ky Buwdc 2: Di chudt dén tén anh & cot

Anh ky dé view anh
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1.4. View thay doi anh ky khi stra van ban trinh ky



Dang nhap véi ace 1a nguoi tao van ban trinh ky

1. Doi voi cac van ban cii ( tao trudc ngay trién khai chirc nang) co tich chon anh chir ky

+ Mic dinh hién thi anh chit ky loai 1 c6 hi€u lyc tai thoi diém hién tai.

+ Popup chon anh s& hién thi tt ca cac loai anh c6 hiéu lyc tai thoi diém tao vin ban dén thoi

diém hién tai ( bao gdm anh chit ky Pang va anh thong thuong)
2. Ddi véi cac van ban lac trinh di chon loai anh ky
+ Mic dinh hién thi dang anh chir ky da chon khi tao

+ Popup chon anh s& hién thi tt ca cac loai anh c6 hiéu lyc tai thoi diém tao vin ban dén thoi
diém hién tai ( bao gdm anh chit ky Pang va anh thong thudng)
Cac thao tic view anh truée, chon anh thay thé gidbng nhw man hinh trinh ky

1.5. View anh chir ky trong chi tiét vin ban

Cho phép view lai anh ky da chon

Budéc 1: DGi voi cac ca nhan c6 tich chon anh chit kY, di chudt dén Loai anh ky & cot Anh ky dé view lai anh

da chon
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1.6. View, thay déi anh ky khi xem vin ban cho xét duyét, da xét duyét, linh dao da
ky duyét

Chure nang cho phép van thu xét duyét sua anh chit ky ciia nhiing nguoi ky duyét (da ky hoac chua ky)
Buwéc 1: Di chudt dén Loai anh ky & cot Anh ky dé view anh da trinh ky

Kiém tra anh mac dinh va l?iy danh sach anh trwong hop lanh dao chwa ky duyét:

+ Ddi voi cac anh da trinh ky tir trude (chua chon loai anh ky, chi tich hién thi anh chit ky) thi mdc dinh hién

thi anh loai 1 ¢ hiéu lyuc tai thoi diém trinh ky
+ Pdi v6i cac vin ban trinh c¢6 chon loai anh ky thi mic dinh hién thi ding anh luc trinh

+ Popup ldy danh sach anh ky dé thay thé s& 1dy ra cac anh c6 hiéu luc tir thoi diém trinh ky dén thoi diém hién

tai

Kiém tra anh mic dinh va ldy danh sach anh truong hop linh dao da ky duyét:

+ Ddi véi cac anh da ky tir trude (chua chon loai anh ky, chi tich hién thi anh chit ky) thi mac dinh hién thj

anh loai 1 ¢6 hiéu lyc tai thoi diém ky duyét
+Pbi v6i cac van ban ky duyét trudc d6 co6 chon loai anh ky thi mac dinh hién thi ding anh nay

+ Popup ldy danh sach anh dé thay thé s& 14y ra cac anh c6 hiéu lyc tir thoi diém tao vin ban dén thoi diém

ky duyét

Budc 2: Click icon Anh & ¢ot Thao tac dé chon loai anh ky mudn thay doi
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Budc 3: Chon anh ky & popup -> Nhan button Cap nhat -> Hé thong thong bao “Céap nhat thanh cong”.

Anh méi duoc chon hién thi thay thé cho anh cii
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cho ban hanh/ d3 ban hanh
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1.7. View, thay déi anh ky tai vin ban chd ban hanh, da ban hanh

Chure nang cho phép van thu xét duyét sura anh chit ky ciia nhitng nguoi ky duyét (da ky)

Buwéc I: Di chudt dén Loai anh ky & ¢6t Anh ky dé view anh da ky duyét

Kiém tra anh mic dinh va ldy danh sach anh truong hop linh dao da ky duyét:

e

+ Pdi v6i cac anh da ky tir trude (chua chon loai anh ky, chi tich hién thi anh chit ky) thi mac dinh hién thi

anh loai 1 ¢6 hiéu lyc tai thoi diém ky duyét

+Pbi v6i cac van ban ky duyét trudc d6 co6 chon loai anh ky thi mac dinh hién thi ding anh nay

+ Popup ldy danh sach anh dé thay thé s& 1dy ra cac anh c6 hiéu luc tir thoi diém tao vin ban dén thoi diém

ky duyét

Bude 2: Click icon Anh & cot Thao tac dé chon loai anh ky mudn thay déi
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Buéc 3: Chon anh ky & popup -> Nhin button Cap nhat -> Hé thng thong bao “Cap nhét thanh cong”.

Anh méi duoc chon hién thi thay thé cho anh cii

¥ea

1.8.

Vanbanlienke I©

File trinh ky

Danh séch ky ban hanh (1

® — [ L&CaoCuing

+ nhav (0)
1ay (0

1 file_trinhky_mau_pdf

Trudng san |
Nhém san p
Trung tam P
mém Van ph
dign tor-TT

Trung tam P
mem Viettel

STT

@6 Lan FPhuong

Nhén chon dé
Xac nhéan chon

Ngay hiéu luc

26/05/2017

26/05/2017

26/05/2017

Ngay hét hiéu luc

Tich chon vao
anh muon thay
doi

Loaianhky @ Chon anh

Anh ky loai 1 @

Anh ky loai 2 ‘o)

Anh ky loai 3 c

View file xem anh chir ky & cac Module

Thuc hién view file xem anh chit ky ¢ cac Module:

+ Trinh ky bién ban hop ( Xem trudc file , sau khi ky duyét...) -> Hién thi dung anh chit ky

+ Quan ly bién ban hop -> View file tir van ban s¢ cur -> Hién thi dung anh chit ky
+ Van ban -> Danh sach van ban -> View file-> Hién thi dung anh chir ky

+ Vin ban -> In file chit ky mgc -> Hién thi dung anh in



+ Vin ban -> Thu vién vin ban -> View file -> Hién thi dung anh chir ky

+ Vin ban -> Tim kiém vin ban -> View file -> Hién thi dang anh chir ky

+ Vin ban -> Cong b van ban -> View file -> Hién thi dang anh chir ky

+ Quan 1y cong viée ca nhan -> Ky phiéu giao viéc-> View file sau khi ky -> Hién thi dang anh chit ky

+ Quén ly cong viéc ca nhan -> Ky phiéu danh gia -> View file sau khi ky -> Hién thi dung anh chir ky

+ Quan ly cong viéc ca nhan-> Ky danh gia KI -> View file sau khi ky -> Hién thi dung anh chit ky

+ Quan 1y cong viéc ca nhan -> View file khi cong viée ¢6 ngudn gdc vin ban-> Hién thi dang anh chit ky

+ Quan 1y nhiém vy don vi -> View file khi nhiém vu c6 ngudn gdc vin ban > Hién thi dang anh chir ky



