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1. GIOI THIEU

1.1. Muc dich va y nghia cuaa Tai li¢u

—  Tai liéu nay cung cap cho ngudi quan tri hé thong cua cac Bo/Co quan/Dia phuong st dung cac
tinh ning ctia quan tri trong viéc thiét 1ap cac thong tin trong hé théng quan 1y co s& dit lidu theo
doi.

—  Lam tai liéu dao tao cho cén bd trién khai dao tao.

1.2. Pham vi tai li€u
e Tai liéu nay ap dung cho hé théng quan 1y co s dif liéu theo ddi
e Tai liéu nay phuc vu ddi twong sau:

o Quan tri Bo/Co quan/Pia phuong

1.3. Cac thuit ngir va tir viét tit

Thuéat ngir Pinh nghia Ghi chu
CP Chinh Phu

TTg CP Thu tuéng Chinh phu

VPCP Vian Phong Chinh Phu

1.4. Cac yéu ciu vé phén citng va phin mém

Céc yéu cau ciu hinh may tinh dé st dung phan mém Quén 1y céng van va hd so cong viéc nhw
sau:

Yéu cau phan cting

CPU 2.8 GHz tr¢ 1én, 1IGB RAM

May c6 két ndi mang LAN

Yéu cdu phan mém

Str dung trinh duyét Firefox 8.0 tré 1én

Phan mém soan thao vin ban : Microsoft word

Phan mém doc file .pdf : Adobe reader, Foxit reader ...

Phan mém hd tro gd tiéng Viét : Unikey, Vietkey ...
1.5. CAu tric Tai liéu
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Tai liéu gém 3 phén, duoc bd tri nhu sau:

Phan 1 - Gidi thi€u: Gidi thi¢u chuong trinh, néu muyc dich, y nghia, pham vi, cAu trac tai liéu, cac

thuat ngir va tir viét tit
Phan 2 - Gidi thi¢u cac chirc ning clia chuong trinh ghi nhan trong tai liéu nay

Phan 3 - Hudng dan str dung céac chirc nang da néu trong Phan 2
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2. GIOI THIEU CAC CHUC NANG

v Cdc chire ning sir dung trong hé thong

Poi twong sir

STT Chirc nang Mo ta
dung
1 | Thém md&i nhan vién Thém méi nguoi dung Quan tri B9, co
quan, dia phuong
2 | Danh sach nhan vién Tim kiém, stra, d6i mat khau thong | Quan trj BO, co
tin nguodi dung quan, dia phuong

3 | Thém méi phong ban don | Thém mdi cac don vi thudc Bo/Co | Quan tri BY, co

Vi quan/Pia phuong quan, dia phuong

4 | Danh sach don vi Tim kiém, stra thong tin don vi Quan tri B9, Co

quan, dia phuong

5 | Quan ly cay don vi Thém mdi don vi cha quan 1y cac | Quan tri B9, Co
don vi cip duéi, stra/x6a/tim kiém | quan, dia phuong

quan ly cay don vi
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VA 14067 GPCP_TDKL — Tai liéu Huéng Din St Dung v1.0

3. HUONG DAN SU DUNG CAC CHUC NANG HE THONG:

3.1. Thém méi nhan vién
Chirc nang nay cho phép cac Quan tri cia B6/Co quan/ Pia phuong thyc hién thém méi nguoi dung.

Buwdce 1: Dang nhap vao account quan tri (vi du: qt_bng), chon vai troé Quan tri B9, Pia phuong

HE THONG QUAN LY CO SO DU LIEU THEO DOI

Ver 1.0 Build 7994

Trangchll | Trogidp | Chuyén phong ban | Quan tri BO Cong An - B4 Cong An | Thoat

Chon don vi x

Bonvi B& Céng An E

, :
Buwée 2: Nhan nut Y de vao céc chtic nang

Buwdre 3: Nhan vao chiic nang Thém moi nhdn vién, hién thi man hinh sau:

Vaitrd Quan tri B&, Bia phuong E[

HE THONG QUAN LY CO SO DU LIEU THEO DOI

Ver 1.0 Build 7994

@ Trang chd | @ Trogiip | & Chuyén phong ban | & Quan tri Bo Cong An - Bd Cong An | ' - Thoat

Thém mo&i nhan vién dén oniline

© Danh muc | Théng tin nhin vién

[t

Thém méi phong ban don vi

Ho va tén* || i Ngay sinh | B

Email

Danh sich don vi Tén truy cip* bea_ Mt khau®

Quznty &y domv .Ten truy cap phai bat dau: bca_ (vi d_l_l bca__l_lgu.yenvana)

S& DT nhan tin Tén hign thi

Danh sdch nhan vién aTheiet
k Danh sich dan vi )
Buwdc 4: Nhap thong tin vao cac truong:
Thong tin STT Tén truong Thao tac nhap
1 Ho va tén* Nhap ho tén nguoi dung
2 | Email Nhap dia chi email ciia nguoi dung
3 | Ngay sinh Nhap ngay sinh ctia nguoi dung

Thém mdi nhan — — = YRR
Nhap tén truy cép (t€n truy cap phai bat
vién A N X A A, L ) P ’

4 Tén truy cap* dau la tén viét tat cua don vi minh, vi du:

bng_nguyenvanan)

5 | Mat khau* Nhap mat khau (mat khau phai c6 it nhat 8
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Thong tin STT Tén truong Thao tac nhap

ky tu gom c6 chir hoa, chit thuong, sd, ky

tu dac biét)
6 S4 dién thoai nhén tin Nhap s6 dién thoai nhin tin
7 | Tén hién thi Nhap tén hién thi ciia nguoi ding

Buée 4.1: Nhan nit Chon don vi, hién thi man hinh sau:

| DANH SACH BON VI @ | | THONG TIN TiM KIEM 7] |
[=F = B Ngoai giao A Tén dorn vi | | Ma don vi
L) ea téc quicts -
d hniaces: Tim ki&m

| KET QUA TiM KIEM @ |
O Bd Ngoai giao BNG
O Ban hop tic quictsé 24234

Trang 1
[ = =
L DANH SACH BON VI BA CHON QJ

Buée 4.2: Tim kiém don vi, nhdn nat Thém méi dé chon don vi. Hién thi man hinh sau:

HE THONG QUAN LY CO SO DI LIEU THEO DOI

Vier 1.0 Build 7994

@ Trangchi | @ Trogiip | & Chuyén phong ban | % Quan tri B6 Cong An - BG Cong An |~ Thoat

Thém mai nhan vien D g ddin onine

© Danh myc ‘ Théng tin nhan vién .
Ho va tén* Nguyén Lan Anh Ngay sinh |
Thém méi nhan vién = = =
Email
Thém méi phong ban don vi
Danh sach don vi Tén truy cip* bca_nguyenlananh M3t khiu* lasasssses
= P T =
Quan 1 cy donivi . Tén truy cap phai bat dau: bca_ (vi du bca__nguyenvana)
56 8T nhan tin Tén hién thi
Danh sach nhanvién Tan vidt tit

Check chon vai tro

| Danh sach dan vi

CBp nh3t tién d§ thy'c hién NV CV - L
1 Téngecucll TCI Phé duy&t nhigm vu cdng vidc | |

Phan cdng c3p nhat tién dg

3

Buwéc 4.3: O danh sach vai tro, check chon vai trd cho ngudi ding

Buwée 5: Nhan nut _ de thém mdi nguoi dung. Sau khi thém mai xong hién thi thong

bao Thém mai thanh cong.

3.2. Danh sach nhén vién
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VA_14067_GPCP_TDKL — Tai liéu Huéng Dan Str Dung v1.0

Chirc nang nay cho phép quan tri Bo/Co quan/Bia phuong tim kiém, sira thong tin nguoi ding, doi

mat khau
3.2.1. Tim kiém nguoi ding

Buwdre 1: Nhan vao menu Danh sach nhdn vién, hién thi man hinh tim kiém nguoi dung

HE THONG QUAN LY CO SO DI LIEU THEO DOI

Ver 1.0 Build 7994

6 Trang chii | @ Tro gitp | 48 Chuyén phang ban | & Quan tr Bg Céng An - B6 Cong An | Thoat

© Danh muc Danh sach ddn vi @ | | Théng tin tim kigm )

- (B8 Céng An Tén truy cp [ Hova tén
Thém méi nhan vién o = 4
I:s Cuc Dan dung Email | 56 dign thoai
e Téng oyo 3 —_— - = -
Thém méi phang ban don vi B Vai trd |- Tdtos vl Trang thai ngui ding Hoat diing v
Danh séch don vi I‘trr—\—‘Teng‘?w” Tim kiém
L[} Bonvia

Quén ty cdy don vi

| Danh sdch nhén vién (Téng s& 14)

Phén

Danh séch nhén vién

L& Thj Thng cong &
bea_leanhhong Anh AHONG 768678678678686068 ey ci Thayasi | & O
Hong nhat
tin 46
Cip
nhét
Ting tién 46
cucll thuc
hién
NV CV
Phé
a duyét
bea_tranthilananh Ir;‘"::r!‘ TLANH tr com Téng nhigm  Thayadi & [
cucl vy

cing
viéc
Phén
obng
cép
nhét
tién a6

Ting
cucll

Budre 2: Nhap céc tiéu chi dé tim kiém

Buwde 3: Nhan nut - de tim kiém nguoi dung.

3.2.2. Sira thong tin ngwoi dung

Buée 1: O danh sach nguoi dung, thuc hién nhén vao nat Stra , hién thi man hinh stra thong tin

nguoi dung.

BM_QTKT_HDSD 10117



VA_14067_GPCP_TDKL — Tai liéu Huéng Dan Str Dung v1.0

Stra thong tin nhan vién

| Théng tin nhan vién )
Ho v tén* MNguyén Hué Linh Nady sinh il
Email
Tén truy cap* bng_nguyenhuelinh MNgu'di ding dang hoat ddng
Tén truy cap phai bat dau: bng_ (vi du bng__nguyenvana)
56 BT nhin tin _ I Tén hign thi
M higu USB token _ Tén vigt tht

Danh sach daon vi

[¥] c3p nhat tidn @5 thuc hign NV CV
Ban hep tac quéc té HTQT [C1ph& duyét nhiém vu céng vigc
[Cphan céng cip nhat ién d

Budre 2: Nhap thong tin vao cac truong mudn stra

. Béng ¥ .
Buwdre 3: Nhan ntt dé cap nhat stra thong tin nguoi dung.

3.2.3. Doi mat khiau ngudi ding
Chirc ning nay cho phép quan tri B6/Co quan/Dia phurong d6i mat khau nguoi ding

Thay ddi

Bude 1: O danh sach nguoi dung, cot Mat kh&u nhan vao link . Hién thi man hinh sau:

&l P&i mat khdu

Mat khdu meéi
At khau dai it nhat 8 ki tw, cé k7 tu chik hoa, chik thudng,

50 va kit dac biét (1@#5%"&*)
| Ghilai || Beng

Budre 2: Nhap mat khau méi

Luu y: Mat khau phai c6 it nhat 8 ky tw, gdm ky tu chit hoa, chir thudng, sé va ky tu dic biét
. Ghi lai . . .
Bwére 3: Nhan nut dé Iuu doi mat khau.
3.24. Chuyén nguoi diung sang khong hoat dong

Chirc ning nay cho phép quan tri Bo/Co quan/Bia phuong chuyén ngudi dung c6 trang thai Hoat dong
-> khong hoat dong hoic tir khéng hoat dong -> hoat dong. Néu chuyén ngudi dung sang trang thai
khong hoat dong thi s€ khong dang nhép dugc voi tai khoan doé nira.
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VA_14067_GPCP_TDKL — Tai liéu Huéng Dan Str Dung

Bude 1: O danh sach nguoi dung, thuc hién nhén vao nat Stra

nguoi dung.

Stra thong tin nhan vien

, hién thi man hinh stra thong tin

Thdng tin nhan vién

®
Ho va tén* Nguyén Hué Linh Naay sinh I D
- : T
Tén truy cap* bng nguyenhuelinh ' Ngudi diung dang hoat ddng
Tén truy cap phai bét dau bng {vidu bng ___nguyenvana})
56 DT nhin tin : = | Tén hién thi
M3 hiu USB token Tén viét 5t

| Danh sach dan vi

1 Ban hop tac quoc té HTQT

[ cip nhit tién d6 thu'c hign NV CV
[C1Ph& duyét nhiém wu céng vigc
[CIphan cong cip nhat ién do

[ Dongy [ oeng |

Buére 2: Khong check vao truong Ngudi ding dang hoat dong dé chuyén sang trang thai khong hoat

ddng. Sau khi chuyén sang trang thai khong hoat dong thi nguoi dung d6 s& khong ding nhap dugc

vao tai khoan nira.

Stra thong tin nhan vien

Thdng tin nhan vién

@
Ho va tén* Nguyén Hué Linh | Naay sinh '. D
Email ' ~ bé check trwong nay néu muén chuyen -

ngwoi dung sang khéng hoat dong

Tén truy cap* bng nguyenhuelinh ' Ngudi diung dang hoat ddng

Tén truy cap phai bét dau bng {vidu bng ___nguyenvana})
56 BT nhin tin : = | Tén hign thi
M3 hiu USB token Tén viét 5t _ o

| Danh sach dan vi

1 Ban hop tac quoc té HTQT

[ cip nhit tién d6 thu'c hign NV CV
[C1Ph& duyét nhiém wu céng vigc
[CIphan cong cip nhat ién do

[ Dongy [ oeng |

3.3. Thém méi phong ban don vi

Chtic nang nay cho phép quan tri B6/Co quan/Dia phuong thém médi phong ban don vi

Buwdére 1: Dang nhép vao account quan tri (vi du: qt_bng), chon vai tro Quan tri B9, Dia phuong
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HE THONG QUAN LY CO SO DU LIEU THEO DOI

L)
Jf Ver 1.0 Build 7994
v

& Trangchd | @ Trogidp | &6 Chuyén phong ban | % Quan tri B& Céng An - B6 COng An | - Thoat

Them moi phong ban don vi HW dn online

Théng tin phong ban

© Danh muc

Thém mdinhin vién Tén dan vif?) Baon vi cha Bd Cong An o

Thém mdi phong ban don vi l M3 don vi() Tén day du

Danh séch donvi
Mé @
Quan Ij cdy donvi

Danh sdch nhan vién 56 thir o

Buwde 3: Nhap thong tin vao cac truong:
Thong tin STT Tén truong Thao tac nhap

1 Tén don vi* Nhap tén don vi
2 Pon vi cha Chon don vi cha

Thém méi phong 3 | Ma don vi* Nhép ma don vi

ban don vi 4 | Ten day da Nhap tén day du cta don vi
5 Mo ta Nhap thong tin mo ta don vi
6 S4 tht tu Nhap s6 thir tu cua don vi

. Ghi lai . .
Buéc 4: Nhan nut de thém mdéi phong ban don vi. Sau khi thém mai xong hién thi thong

bao Thém madi don vi thanh cong.
Buée 5: Nhan nat Khéi phuc dé nhap méi cac théng tin phong ban don vi

3.4. Danh sach don vi
Chirc ning nay cho phép quan tri Bo/Co quan/Dia phuong tim kiém/sira thong tin don vi
3.4.1. Tim kiém don vi

Buée 1: Nhin vao menu Danh sdach don Vi, hién thi man hinh tim kiém don vi
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VA _14067_GPCP_TDKL — Tai liéu Huéng Dan Sir Dung v1.0

HE THONG QUAN LY CO SO DU’ LIEU THEO DOI

Ver 1.0 Build 7994

& Trang chd | (D Tro gidp | & Chuyén phdng ban | & Quan tri BG Cong An | ' = Thoat

- B6 Cong An

Danh sach don vi D Hubng adn onine

Danh sach phong ban dan vi |

© Danh muc

- ! Théng tin tim kigm )
= P [E- B8 Céng An al b - - = -
Them mdi nhan vién [) Cuc Dan dung Tén dan vi | | Madonvi | |
Téng cuc 3 - [ | oz r ]
Thém mdi phdng ban don vi S Téng euc | Tén day dd | | Mat |
{553 To0g el Hoat déng | Tétca =]
) BanviA Ban vi cha 2R

Quan Iy cay donvi

Danh sdch nhan vién

‘ Danh sach dan vi
CA B& Céng An Céng An acco
gfdgdfadfg
2 (] dd CucDén dung | CucDandung | |B&Céng 1 il
. CucHau can
3 O CHC CucHau can CucHau can Téng cug 1 [~

Budre 2: Nhap céc tiéu chi dé tim kiém

: Tim kigm : . .
Bwére 3: Nhan nut dé tim kiém don vi.

3.4.2. Sira thong tin don vi

Budée 1: O danh sach don vi, thuc hién check vao checkbox & cot Sira.

HE THONG QUAN LY CO SO DU LIEU THEO DOI

Wer 1.0 Build 7994

¢ Trangchd | @ Trogidp | 2& Chuyén phong ban | & Quén tri BG Cong An - B Cong An | ' = Thoat

Danh sach don vi D Hurimg dén online

© Danh muc Danh sach phong ban don vi 7] |

- I Théng tin tim kiém @
N . [=}-£ B8 Céng An 3 : I
Thém m@i nhan vién [} Cuc Dan dung Tén don vi | | M3 daonw | |
Téng cuc 3 5 5 . ; <
Thém m@i phong ban don vi g Taag ancl Ten day dd L o Mé & |
| Téngcucl Hoat ddng : Télca E
Danh sach donwi B
- [ ey & Ban vi cha R

Quan Iy cdy donvi

Danh sdch nhdn vién

! Danh sach dan vi

BCA Bd Cdng An B6 Cdng An ca q
check vao checkbox deé sira
cac théng tin don vi - : gfdgdfadig
CucDandung ||CucDandung | BdCéng i v
— . : |Cuc Hau cin i
|/CucHAaucdn | |CucHAucAn | Tongcul < I
Cuc phong
¥

4 O pecc Cuc phang chay | |Cuc phong chay  Thng cug chay chita chdy 1
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VA 14067 GPCP_TDKL — Tai liéu Huéng Din St Dung v1.0

3.5. Quan ly cay don vi
Khi mot don vi mudn giao cép nhat tién do cho cac don vi khéc, thi vao chirc nang nay dé cAu hinh.
3.5.1. Tim kiém quan ly cay don vi

Buée 1: Nhan vao menu Qudn Iy cdy don vi, hién thi man hinh tim kiém don vi

HE THONG QUAN LY CO SO DU LIEU THEO DOI

Ver 1.0 Build 7994

@ Trang cnd | @ Tro gidp | <& Chuyén phong ban | & Quén tri BO Cong An - Bo Cong An |~ Thoat

panh myc quan Iy phan cap don Huﬁﬂg dén oniine

Quan ly don vi/ca nhan

© Danh muc L
Ponvi* =

Thém m&i nhan vién
Quan Iy don vi * |55

Thém m@i phong ban don vi

Danh sdch donvi

Quan Iy cdy donwvi

Danh sach nhan vién

Két qua tim kiém

il &
? o

1 B4 Cong An Cuc Hau canjung cuc I;Cuc phéng chay chifa chay,Cuc Dan
dung;Cuc diéu tra;

Trang 1
Tong sd ban ghi: 1

Budre 2: Nhap céc tiéu chi dé tim kiém

Thong tin STT Tén truong Thao tac nhap
7 1%k A A .
Tim kiém quéan 1y I | Dt Nhgp tén don vi
cay don vi 2 | Quan ly don vi Nhap tén cac don vi

Bwére 3: Nhan nut - dé tim kiém don vi.

3.5.2. Thém méi thong tin quéan ly don vi

Bude 1: Nhén vao menu Qudn Iy cdy don vi, hién thi man hinh Quan ly cay don vi
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VA 14067 GPCP_TDKL — Tai liéu Huéng Din St Dung v1.0

HE THONG QUAN LY CO SO DU LIEU THEO DOI

Ver 1.0 Build 7994

@ Trang cnd | @ Tro gidp | <& Chuyén phong ban | & Quén tri BO Cong An - Bo Cong An |~ Thoat

@ Hueng o8n oniine

Quan ly don vi/ca nhan

Ponvi* =

© Danh muc

Thém m&i nhan vién
Quan Iy don vi * Ezil

Thém m@i phong ban don vi

Danh sdch donvi

Quan Iy cdy donwvi

Danh sach nhan vién

Két qua tim kiém

@
F %

1 B4 Cong An Cuc Hau canjung cuc I;Cuc phéng chay chifa chay,Cuc Dan
dung;Cuc diéu tra;

Trang 1
Tong sd ban ghi: 1

Buwdée 2: Nhap cac thong tin thém méi quan 1y cay don vi

Thong tin STT Tén truong Thao tac nhap

Thém méi thong | | | PO V! Nhép don vi

tin quan ly don vi 2 | Quanly don vi Nhap tén cac don vi

Budc 3: Nhan niit dé thém méi thong tin quan 1y don vi

3.5.3. Sira thong tin quan ly don vi

Buée 1: O danh sach quan 1y ciy don vi, & ¢ot Stra nhin vao nit =

HE THONG QUAN LY CO SO DU LIEU THEO DOI

Ver 1.0 Build 7994

@ Trang cnd | @ Tro gidp | <& Chuyén phong ban | & Quén tri BO Cong An - Bo Cong An |~ Thoat

panh myc quan Iy phan cap don g din oniine

Quan ly don vi/ca nhan

Ponvi* =

© Danh muc

Thém m&i nhan vién
Quan Iy don vi * Ezil

Thém m@i phong ban don vi

Danh sdch donvi

Quan Iy cdy donwvi

Danh sach nhan vién

Két qua tim kiém

1 BGCoHngAn

Cuc Hau can;Tang cuc I;Cuc phang chéy chita chay;,Cuc Dan
dung;Cuc diéu tra;

@
F %

Trang 1
Tong sd ban ghi: 1

Budre 2: Nhap thong tin vao cac truong mudn stra

Thong tin STT Tén trwong Thao tac nhap

. * A .
Stra thong tin 1 Bon v Nhép don vi

quan ly don vi 2 | Quan ly don vi Nhap tén cac don vi
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Buée 3: Nhin nat : : dé cap nhat thong tin don vi.

3.5.4. Xéa thong tin quan ly don vi

Buée 1: O danh sach quan 1y cay don vi, & c6t X6a nhan vao nat ®

HE THONG QUAN LY CO SO DU LIEU THEO DOI

Ver 1.0 Build 7994

@ Trangcnd | @ Trogidp | 25 Chuyén phong ban | & Quén tri BS Cong An - BO Cong An |~ Thoat

panh myc quan Iy phan cap don D Husong dén oniine

Quan ly don vi/ca nhan

Bonvi* B3

© Danh muc

Thém m&i nhan vién
Quanlydonwvi*® | =

Thém m@i phong ban don vi

Danh sdch donvi

Quan Iy ciy denvi ®)
sSe s ._ ..
1 B4 Cong An ‘Cuc Hau can;Tong cuc ll;Cuc phéng chay chira chay,Cuc Dan E’ 3

dung;Cuc diéu tra;
Trang 1
Tong sd ban ghi: 1

Budre 2: Nhan nit “OK” dé dong ¥ x6a, hodc nhin nit “Cancel” dé huy thao tac x6a
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