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I. HUONG DAN SU DUNG PHAN MEM:

1. Quin tri hé thong:
1.1. Danh muc:

a. Loai hinh khen thuéng:

Churc nang cdp nhdt cac hinh thirc khen thuong co trong Thi dua khen thuong.

Duong dan:

Qudn tri hé thong / Danh muc / Loai hinh khen thuéng / Thém mdi

Thong tin loai hinh khen thudng

Méi sb

Tén loai hinh khen thirdng*

|

URL théng tin*

[

Bong ¥

_ Cap nhat trudng thong tin [Tén logi hinh khen thuong] va nhin Beshtfl ¢

b. Danh hi€u thi dua:
Puong dan:

luu lai thong tin loai hinh khen thuong da dugce cap nhat.

Qudn tri hé thong / Danh muc / Danh hiéu thi dua

DANH MUC DANH HIEU THI BUA

Hidntni| A thong tin

sTT Phan loal Tén danh higu Pham vi ép dung Thao tae
1 Ap dung déi v&i céa nhan Chién si thi dua co s& Cép Tinh; Cip Huyén; Gép Xa: =

Ap dung déi vai ca nhan Chidn =1 thi dua tean quéc Cip Nha nuec; moo=

3 Ap dung déi voi ca nhan ©hién si thi dua cép BS, nganh, tinh, doan thé trung vong Chp NNa nuee; Cép Tinh; moo=

a Ap dung déi v&i ca nhan Lao déng tien tién Cép Tinh; Cip Huyén; Gép Xa: m o=
s Ap dung dbi voi ca nhan Chién si tien tidn Cép Tinh; Cdp Huyén; Cép Xa; =
& Ap dung déi voi tap thé Co thi dua eiia Chinh phi Chp Nha nuoe; m =
Ap dung dbi vol tap thé ©o thi dua cip BO, nganh, tnh, dodn thé trung uong Clhp Nha nube wooE=

- Pé cap nhat thém 01 Danh hiéu thi dua, don vi di chuyén con tré chon

- Phan mém hién thi:



Mé s0

| |

Tén danh hiéu thi dua*

| |

Phan loai

[ Ap dung ddi vé1 cé nhan ~ ]

Pham vi ap dung

| |

Bong§

- Tai ddy, ta cAp nhat thong tin vao cac truong dit liéu co trén. Va nhan Péong
y dé luu lai thong tin danh muc.
c. Hinh thwre khen thwong:

Chirc nang cdp nhdt cdc hinh thirc khen thuong trong Thi dua khen thuong.

Puong din:
Qudn tri hé thong / Danh muc / Hinh thirc khen thuwéng / thém mdéi

Théng tin hinh thire khen thirdng

Ma sd

[ |

Tén hinh thirc khen thudng*

[ |

Phan loai
Pharn vi ap dung

[ |

B6i treng ép dung

[ |

Mirc khen cé nhan Mirc khen tap thé

E | L |

Bingy

- DBon vi thuc hién cap nhéat [Tén hinh thicc khen thuong]; [Phdn loai]; [Pham
vi dp dung] va [Péi twong dp dung].



- Nhan dé luu lai thong tin ma don vi vira cip nhat.

d. Du thao quyét dinh:

Churc nang giup cho don vi quan tri thuc hién cdp nhdt, chinh sia cac mau biéu
dit thao chung cho hé thong nhuw: Dy thdo quyét dinh khen thuwéng; D thdo to trinh
hé so dé nghi khen thuéng; dir thio to trinh phé duyét khen thwéng.

Puong din:
Thém moi

Quidn tri h¢ théng / Danh muc / Dw thio quyét dinh /

Théng tin chi tiét

Mé 56

|

Tén phéan loai*

[

Phén loai dy thao

Dv thao quyét dinh khen thirdng

SH thir tir

Theo dai

[ «

] [ Khéng theo dbi

Bong ¥

- Cap nhat thong tin /[Tén phan logi]; [Phadn logi dy thao] va nhan

luu lai thong tin.

ongy M

DANH MUC DU THAC QUYET BINH, TO TRINH

Phén logi dip thio

[rhrea -]
Hién m. thong tin

Tirm kidm:

L

sSTT Phan loal

Tén dy thao

Thao tac

1 Dy thao quyét dinh khen thudng

Quyét dinh khen thudng (Miu chung)

2 Du thio t& trinh hd so dé nghi khen thuéng

Du thio t& trinh hé so dé nghi khen thudng

3 Du thao t& trinh phe duyét khen thudng

Dy thao to trinh phé duyét khen thudng

Hidn thi 1 dén 3 trén 3 thong tin

-bé cap nhat chinh stra cac du thao quyét dinh khen thudng, tai cot Thao tdc

ta nhan chon = dé thuc hién cap nhat mau biéu dy thao chung cho hé thong.



THONG TIN DU THAO QUYET BINH KHEN THUONG

Paragraph v BvAly AvBAY B I U S =v Ty iDy =S @ k@ @AYEY o o

- Tai day, don vi cap nhéat chinh stra du thdo va nhan dé luu lai mau
biéu du thdo cho hé thong.
e. Nhom doi twgng:

Chirc ndng cdp nhdt danh muc chi tiét cdc nhém doi twong khen thuéng la cd
nhan, tdp thé, ho gia dinh.

-bé cap nhat nhom dbi tuong, ta thuc hién theo duong dan:

Qudn tri hé thong / Danh muc / Nhém doi twong / Thém méi

Théng tin chi tiét

Nhém phan loai Thém

Tap thé v ]

Ma sb

| |

Tén phan loai*

| |

56 thir t

K |

- Tai day, ta cap nhét cac thong tin /Nhém phdn loai]; [Tén phdn logi] va nhan
Ping §

dé luu lai thong tin nhom ddi tuong vira cap nhat.
1.2.  Hé thong chung:

a. Pham vi khen thudng:
Churc nang cdp nhdt danh sdach dia ban trén toan tinh quan [y.
Duwong din:
Qudn tri hé thong / H¢ thong chung / Pham vi khen thuwéng / Thém mdi
4



Thong tin dia ban quan Iy

Ma sb Tén dia ban*

[ J J

Phan loai Trre thudc dia ban

[ Bon vi hénh chinh cdp Tinh - ] [ - ]

Bon vi phé duyét khen thwdng Bon vi x&t duyét hd so

[ ) )

- Cap nhat cac thong tin [Tén dia ban],; [Phan loqi]; [Truc thudc dia ban],
[Pon vi phé duyét]; [Pon vi xét duyét] va nhan
b. Don vi:
Chirc nang cdp nhdt danh sdch cac don vi tai tung dia ban quan ly.
Duong din:
Quan tri hé thong / Hé thong chung / Don vi

- Tai cOt thao tdc ta tim t&i dia ban can cap nhat danh sach don vi, chon dé
chuyén sang man hinh Danh sach don vi. Tai ddy nhin dé thuc hién cap
nhat cac thong tin don vi thudc dia ban quan ly.

- Tai day don vi thuc hién cap nhat cac truong thong tin nhu: /Tén don vij,
[Tén don vi hién thi bdo cdo]; [Tén don vi cdp trén]; [Dia chi tru sé]; [Pia danh];
[Chirc vu nguoi kyJ,; [Ho tén nguoi ky]; [Chirc vu nguoi ky thay],; [Dia ban quan
ly],; [Thong tin lién hé]

- Nhén dé luu lai thong tin don vi vira cip nhat.

c. Tai khoan:

Chite ndang quan Iy danh sdch tai khodn ding nhdp giao dién phan mém.
Puong din: Qudan tri hé thong / H¢ thong chung / Tai khodn

-Di chuyén con tré chudt t&i don vi can tao tai khoan dang nhap vao giao dién
phﬁn mém, tai cot Thao tdc nhan vao hinh < dé thuc hién tao thong tin tai khoan
dang nhap phan mém.

- Tiép dén nhan dé tao thong tin tai khoan dang nhap.



THEM MO TAI KHOAN NGLFO1 DUNG

Bonviquanly Tén tai khoan* Trang thai

| = v

Tai khodn truy cip* Mét khau*

| | |

- Thuc hién nhép cac thong tin [Tén tai khoan]; [Trang thai], [Tai khoan truy
cdp]; [Mat khau]

- Pé luu lai thong tin tai khoan, nhan v toon thann |

- O man hinh Danh séach tai khoan, tai cdt Thao tac co cac nit chirc nang nhu:

o dé phan quyén chirc nang nghiép vu trén phan mém cho tai khodn
duwoc chon;
o) 1 d@é thue hién phan quyén nhanh cho tai khoan dwoc chon theo nhom

tai khodn (nhém chirc nang) dé dwoc phan quyén triede day.

7 dé chinh sira lai théng tin tai khodn truy cdp phan mém (nhw: Tén
tai khodn; trang thdi; mdt khau dang nhdp phan mém.

o w dé xéa bo tai khodn ddang nhdp phan mém dwoc chon.

d. Nhom chirc nang:

La chirc nang phdn quyén cho mét nhém tai khoan dang nhdp giao dién phan
mém co nghiép vu giong nhau.

Duong din:

Qudn tri hé thong / H¢ théng chung / Nhém chirc ning / Thém mdi

ThSrng tim mhaSrm chdagre nidarng tai khoam

O ]

Ten Nhoarm chdrc Ndarng ™

( J

Sd thur tor

[ J

- Ta cép nhat trudng thong tin /[Tén nhém chire ndng] va nhan

6



DANH SACH TAI KHOAN

Huénmim:ngtm Tim kiém:

' &£ om

2 £ om

a £ om

4 £ o
- Tai cot Thao tdc ta thay hién thi cac nit chirc nang:
o dé chinh stra lai tén nhom tai khoan;
o ) dé x6a bé nhom tai khoan duoc chon;
o ©= dé thuc hién phan quyén chirc ning cho nhom tai khoan dugc chon.
I1. Tao tai khoan ding nhap phan mém:

Pé tao thém 01 tai khoan dang nhap phan mém, don vi thuc hién cac bude sau:

Buwoc 1: Cap nhat chic nang Pham vi khen thuwong;

Buwoce 2: Cap nhat chicc ndang Don vi co6 theo timng pham vi khen thudng;

Buwée 3: Cap nhat chtic ndng Tai khodn (chuc nang tao tai khoan dang nhdp).

Buéc 4: Phan quyén chitc nang nghiép vu cho tai khoan dang nhap.

- Bon vi thuc hién nhan chon

ma don vi da cap nhat & chuc nang Nhom chirc nang.

- Hoac nhan

nhap.

- Man hinh phan quyén chiic nang tai khoan hién thi:

dé thuc hién phan quyén chirc nang cho timg tai khoan dang

dé phan quyén chirc nang theo nhom tai khoan

Mé s

Tén chirc néng

Phan quyén

Thao tac

Xem hé so Thay déi G“"';D"'""-“
hé so

Quan Iy phong trao thi —

Iphongtrac =

qlphong dua Ez
phongtracthidua Phong trao thi dua

Danh sach phong tréo thi >

—-1--1 dsphongtraothidua [FL / S =

dua =

1-=1--2 dshosokhenthuongthidua Hb so khen thuéng / v B

: . Héso-dé-nghikhen =) = ( 2

- Tai day, don vi di chuyén con tré chudt tim tdi timg chirc ning nghiép vu va

nhin = & thue hién phan quyén hoic khong quyén chirc nang nghiép vu do.
- Nhan m dé quay vé man hinh Danh sach tai khoan.




III. THONG TIN HO TRQ:
Cong ty TNHH phat trién phan mém cudc séng (LifeSoft)

Dia chi tru sé: SO nha 16, duong Gamuda Garden 3-9/3, phuong Yén S&, quan
Hoang Mai, thanh phd Ha Noi.

S6 dién thoai: 0243.634.3951

Phu trach khéi ky thuat:

Pho giam dbc: Tran Ngoc Hiéu - Sb dién thoai: 096 8206844
DANH SACH CAN BO HO TRQ PHAN MEM

STT CAN BQ HO TROQ SO PIEN THOAI
1 Ngb Thé Duong 0916.678.911
2 Hoang Ngoc Long 0985.365.683
5 Nguyén Tran Huynh 0964.304.891
6 Trinh Minh Khai 0389.095.454
7 Nguyén Xuan Truong 0917.737.456




