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I. Gigi thiéu chung:

Module Lich cong tac 1a mot phan caa hé thdng “Quadn Iy van bdn va diéu hanh”, hd tro
cho viéc quan ly lich céng tac cta co quan, lich cong tac cua phong ban, lich cong tac cua
tirng c& nhan.

Module Lich cong tac duoc xay dung nham muyc dich gilp nguoi st dung dé dang theo
ddi duoc cac cong viéc, cac budi hop trong co quan minh. Chuong trinh lich ¢éng tac trg gilp

ngudi ding phéan bd cac cong viéc ctia minh mot cach hiéu qua.
Il. Chirc ning diing chung:

1. Xem lich cong tac:

Khi lich cong tac duoc xuat ban thi toan bo nguoi dung déu co thé xem.
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n n Tir ngay: 17/12/2012 dén ngay 23/12/2012

Nogay

Thir hai
17122012

Thir ba
18M2r012

Thir tu
19122012
ThiF ndm
201272012
Thir sau
21122012
Thir bay
221212012
Chii nhat
2312202

- 8h Hop giac ban d3u tudn
- 8h30 Lanh dao hop giao ban

- Bic Phé cha tich cdng tac Ha Ndi

- Hop ban tinh hinh phat trién Kinh té coa tinh ndm 2012 (B/c Phé CT chd tri héi nghi)

- Céc Bic 1anh dao tiép dén Thi tiréng tai hdi trrémg H1 phong 3094

Chiéu

- 13h30 Bic Chil tich chi tri héi nghi két nap Bang

- Héi thao Cdng nghé thang tin

- Bic Cho tich tiép dén doan ngoai giac Anh Qudc

- Todn co quan téng vé& sinh

Ngudi sir dung ciing c6 thé xem lich cua tuan hién tai hoic nhitng tuan trude do.

2. Uy quyén nhap lich:

Giao di¢n lich cbng tac

BT

Chure ning uy quyén nhap lich cho phép ngudi sir dung uy quyén cho mot ngudi khéc

nhap lich thay cho minh.

Buwéc 1: Chon chirc nang “Uy quyén nhdp lich”.

~ Lich cong tac

s Lich corquan
= Lich phdng ban

= Lich cd nhan

Uy quyén nhap lich

Buwéc 2: Tai giao dién uy quyén, nhip chudt vao chic niang “Chen”.
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STT Ngwdi dwrore Oy quyén #

Buwéc 3: Giao dién lva chon nguoi nhap lich thay hién thi, chon nguoi can uy quyén nhap lich
thay = “Chgn”.

Danh sach céan bd ]
— Chon phdng ban — -
\/an thi Thir ' -

Bam Xuan Trwedng

Pac Manh Diing

P40 Thi Bich Hang

Pao Xuan T

Blinh Mooc Curong

Binh Thi Minh Tam

Binh Yan Canh

Boan van Ding

Bang Duy Ha

Bang Thanh Binh

Bang Thi Yén Nhung

Pang Tudn Dat

Bé Mgoc Bich

B0 Thi Liém

B0 Thi Thoa

B4 Van Khai

B4 Xuan Thuy

B4 Xuan Thang E
[Fng Van Thanh -

Chon || Bang |

Buwéc 4: Tai 6 “Uy quyén nhap lich cho:” tén can bo lya chon di xuat hién, = Chon nut

“Thém”.

Uy quyén nhap lich cho: FENRIIRIT; Chon

STT MNgwdi dwroc Uy quyén #

Trang 3/9



Huréng ddan sir dung Hé thang Qudn Iy van ban va diéu hanh version 2.0

Sau khi ty quyén, nguoi duoc ay quyén s& xuat hién tai danh sach. Néu muén loai bo viéc ay

quyén thi lya chon chirc ning “Loai khéi danh sach”.

STT Ngwi direc Oy quyén #

1 Vanthi Thu Loai khéi danh séu:n{_

* NgLeoi duroe dy guyén co thé nhip mdi, chinh slka, x6a va xudt ban thdng tin lich thay cho ban !

I11. Cdp nhgt théng tin lich céng tac:

1. Thém méi lich cong tac:

Thao tac thém mai lich cong tac d6i véi lich co quan, lich phong ban, lich ¢4 nhan 14 nhu
nhau. Ngudi dugc cap quyén mai ¢6 quyén nhap lich co quan va lich phong ban, mac dinh
ngudi str dung cd thé nhap lich ca nhan caa minh, néu dugc ty quyén thi cd thé nhap lich
thay.

- CO thé nhap lich caa tuan hién tai hodc nhitng tuan tiép theo.

- Sau khi nhap lich va chua chon “Xudt ban” thi chi ngudi ¢ quyén nhap lich méi xem

duoc, Néu di chon “Xudt ban” thi toan bo moi ngudi déu cd thé xem lich.
Buwéc 1: Chon chirc nang can nhap méi lich (Lich co quan, Lich phong ban, Lich ca nhan).

- Chon “Thém mgi”.

Thém méi Tir ngay: 24/12/2012 dén ngay 30/12/2012

I << l Tudn hién tai l =

Ngay

ThiF hai
241212012
Thirba
251212012
Thirtw
26M2/2012
Thir nam
27122012
Thir sdu
28122012
Thir bay
29122012

Chi nhat
30M2/2012
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Buwéc 2: Giao dién cap nhat thong tin hién thi, Cap nhat thdng tin cho lich céng tdc = Chon

“Luww” dé luu thong tin lich, chon “Xudt ban” dé Iuu va cong bb lich.

<= | Lwu Xuéthénk Tir ngay 24/12/2012 dén ngay 301122012
Ngay Bubi sang Budi chiéu
bBEHUGEWJNF-=EHa BEUGEAMF=EEe
- Hop giag ban
-8h30 Héi thap Cd & thong tin
o 51 thaa GAng nahé thang tin
24122012
Press ALT D for help Press ALT O for help
bAUEAFEded b EoERH#N F-=EE=
Thir ba
25122012
Press ALT D for help Press ALT O for help

2. Chinh sira lich cong tac:
Tuong tu chirc nang nhap mai lich cdng tac, chirc nang chinh sira cling dugc thuc hién voi
ngudi c6 quyén cap nhat lich.

Bwoc 1: Tai giao di¢n xem lich cbng tac, chon chiic nang “Chinh sia”.

Chinh stra Tir ngay: 17/12/2012 dén ngay 23/12/2012

I << I Tudn hién tai I >

Ngay

Chiéu

Thir hai - 8h Hop giao ban diu tun

- 13h30 Bic Chd tich chid trl hdi ngni két nap Ban
171202012 - 9h30 Lanh dao hop giac ban 9 P g

Thirba
18122012 - Bit Phd cha tich cdng tac Ha Nai - Héi thao Céng nghé théng tin

Thirtw = P
19/12/2012 - Hop ban finh hinh phat trién kinh t& cda finh ndm 2042 (Bfc Phd CT cha tri hdi nghi)

Thir nam . " el . A . P
20/12/2012 - Cac Bic 12nh dao tiep don Thi trgng tai hoi trueng H1 phong 308A - Biic Chd tich tiep don doan ngoai giao Anh Quoc
Thir sdu . FETP
21M202012 - Toan cor quan tang vé sinh

Thir bay
22122012

Chi nhat
23122012

Buwéc 2: Tai giao dién chinh stra, stra lai thdng tin caa lich cong tac, chon “Luru” dé luu thong
tin vira chinh sira, chon “Xudt ban” dé luu va cong bd lich, chon “Hiiy xudt ban” dé luu va

hay cong bé lich.
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< Luru Xoa Hiy xuét ban F

3. Xoa lich cbng tac:

Thao tac nhu chirc nang chinh sira, tai giao dién chinh stra chon nuat “Xdéa”.

<< Liru Xda Hiy xudt ban

Thong bao “Ban ¢6 chdc musn x6a lich khéng?” hién thi. Chon “OK” dé xda lich, chon

“Cancel” dé hay thao tac.

Ban ¢d chac mudn xda lich khéng?

—ﬂ» oK ||| cance

IV. Chire nang qudn tri lich cong tac:

Chtre ning quan tri lich cong tac danh cho quan trj hé théng. Ngudi quan tri ¢d thé cap
quyén cho ngudi sir dung tai ddy. Tai chirc niang nay chi thém ngudi ding c6 quyén nhap lich
co quan, lich phong ban, va quyén quan tri lich.

Buwéc 1: Chon chirc ning “Quadn tri quyén”.
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= Lich cong tac

= Lich coquan
=+ Lich phéng ban

= Lich cd nhan

Uy quyén nhap lich
Quan tri quyén

Buwéc 2: Danh séch nhitng nguoi duoc cap quyén hién thi: Mudn cap quyén cho mot nguoi

dung khac, thao tac thém nguoi ding vao danh sach bang cach nhap chudt vao nut “Chen”.

Buwéc 3: Giao dién danh sach can bo hién thi, chon nguoi can cap quyén = “Chen”.

Danh sach céan bd X

— Chon phdng ban — -

Bui Thi Hoa

Bii Dodn Quyét

BUi Thi Bich Hang

Bui Thi Hoa

Buivan Diing

Bach Trong Tudn

Bim Son

Cao Van Phu

Chanh van phéng UBND

Chu Hang Ci¥

Chu Thanh Tng

Chu Thé Canh

Chu Thé Binh

Chuyé&n vién 1 CNTT

Chuyé&n Vién 1 Nguyén

Chuyén vién 1 phang hanh chinh
Chuyén vién 1 phdng ndi vu
Chuyén vién 1 phdng van x3
Chuyén vién 2 CNTT -

S cron | oone

[n] »

Trang 7 /9



Huréng ddan sir dung Hé thang Qudn Iy van ban va diéu hanh version 2.0

Buwéc 4: Tai 6 “Nguoi dung:” can bo duoc lua chon cap quyén hién thi, chon nat “Thém” dé

thém nguoi ding vao danh sach nguoi duoc cip quyeén.

Bwéc 5: Cap quyén cho ngudi sir dung bang cach tich chon vao céc cot quyén twong tng.
- Quan ly lich co quan: Cap nhat, chinh stra, x6a lich co quan.
- Quan ly lich phong: Cap nhat, chinh stra, x0a lich phong ban.

- Quan tri: Quyén quan tri toan bo module lich cong tac.

STT Tén nguwedri diing Quan Iy lich co quan Quan Iy lich phdng Quan tri #
1 BUi Thi Thire

2 GiangVan Hung

3 Siéu Quan Tri

4 Chuyén vién 1 phdng van x3
5 Dang Hai Nam

& Vanthi The

EIEEEEIENENE

EIEEEEEEE

Bo=Eoe oo
s

7 Chuyé&n vién 1 phong ndi vy
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