Hwéng dan st dung
Hé thdng quan ly H6 so céng viéc NetOffice

1. Dia chi truy cap
Ban co6 thé truy cap vao NetOffice bdng mét trong cac dia chi sau:

e Truy cap tr mang LAN cua trwdng: http://vanthu.ueblocal.edu.vn:8080

e Truy cap tr mang Internet: http://vanthu.ueb.edu.vn:8080

e Truy cép tw trang web cla trwong: tlr trang chd, ban chon muc “Hé théng
quan ly ho so cong viéc” nhw hinh bén dwéi:

WighEmail | & kan - hudng dan @g quEn 4 hi so c@ Hé thdng website o8 nhén | So b website

Chua y: Phan mém NetOffice dugc thiét ké tuong thich voi trinh duyét Internet
Explorer, vi vay, chung t6i khuyén cao ban nén St dung trinh duyét nay dé truy
cap vao phan mém.

2. Hwéng dan str dung mét sé6 chirc nang cia phan mém NetOffice
2.1. Pang nhap vao phan mém

Sau khi truy cap vao trang dau tién cla phdn mém, giao dién ciia phan mém xuét
hién nhw hinh bén dw&i:

Click vao day
dé ding nhap

HE THONG QUAN LY HO SO CONG VIEC
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Dé co thé dang nhap vao hé thong, ban kich chudt vao dudng link “HE THONG
QUAN LY HO SO CONG VIEC’. Man hinh dang nhap hé thong xuat hién nhw sau:

Ping nhap hé théng

Tén dang nhap- |

IMat khau- |
Bang nhap

DPé c6 thé dang nhap vao phan mém, ban can dwoc clp tai khoan (username,
password) b&i phong HCTH.
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2.2. Gi&i thiéu mét s6 chirc nang cia phan mém
2.2.1. Xem lich lam viéc cua Lanh dao trwong DPHKT

Lich céng tac JUEILEIE

LICH LAM VIEC
1 \ CUA LANH PAO TRUONG PAI HOC KINH TE
29 Al S-w.um - - - =
— he Rosd P TU NGAY 8.11.2010 DEN NGAY 14.11.2010

THUF HAI, 08/11/2010

0 8h30 - P.601 Pho HT Tran Anh Tai lam viéc véi Ban KHTC-BHQGHN

2 14h00 - Treéng Dang L& Phs HT Trdn Anh Tai du 1&p tap hudn cia UB kiém tra

Hdng Phong

3 14h00 - Phang 203MBH Higu trréng hop véi té soan thao Bao cdo “Xay dung mét s nganh,
chuyén nganh va hoat ddng KHCH dat trinh 48 qudc té”

3 15h30 - P.GO1 Ban Giam higu hop chudn bi dan doan danh gia ngoai cia AUN
Thanh phén tham dw: Hai déng tw danh gia. Giam dic TTEBCLGD.
trr@ng cac phang, ban

2.2.2. Tra ctru van ban di, van ban dén

Sau khi dang nhap vao phan mém, ban cé thé tra ctru van ban di, van ban dén
bang cach kich chudt vao cac chirc nang trén thanh thywc don ngang cta phan
méem

‘van phéng | Lich cong tac | Danh ml_ch(ffbi cong viéc |7V:§|1 WThﬁng ﬁn té’hg hap

< Quaylai DOimatkhdu s
Trang truge | Trang sau &

Chuyén tigp xi Iy Loc van ban: ] Q

S§6 dén | Ngay dén | S6/ ky hiéu VB | Cd quan ban hanh | Trich yéu

2.2.3. Tim kiém van ban
=

Cac chirc nang

Tim kiém theo tigu thire
Tinh hinh héi bao
Danh sach VB ca nhan
Danh sach VB chung
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Ban c6 thé tim kiém van ban bang céc tiéu thirc khac nhau theo hwéng dan cla

form tim kiém nhw hinh bén dwdi:

TiM KIEM VAN BAN

Sé dén téng hop:
S van ban-

MNgay ban hanh -

VB Thuréng/QPPL:
Linh vue:

MNguéi ky:

MNei nhan:

B mat:

Trich yéu-

I| >>i

S/ ky higu VB:

Mgay gl

Loai van ban:

Ben vi soan thao:

Led Led L) BN B 1

Mguwé&i soan thao:

Tinh trang hdi bao

B khan-

EN

e d6 quan trong:

Chép nhan |

tir | ﬂ
dén - [ i)
| H
| H
| 5
|Tét cave |
I o
| Tét ca =l
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