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Tw danh gis ciia Nha triromg

Cén ctr Quyét dinh s6 173/QP-DHSPKTND ngay 05/4/2022 cta Hiéu truéng
Truong Pai hoc Su pham K¥ thuat Nam Dinh vé viéc thanh lap hoi déng Tu danh
gia co sé gido duc Pai hoc.

Dé thue hién cong tac luu trir va khaj thac minh ching phuc vu céng tic tur
danh gia va d4nh gi4 ngoai CSGD. Nha truong x4y dung va dua vao st dung phan
mém Quan ly van ban néi bo ddi véi cac don vi va cac nhém tu danh gid. Yéu cau
cac don vi cd nhan thuc hién mét sb noi dung sau:

1. Van hanh va khai thac phin mém theo dia chi: (huong dan chi tiés tai phu
luc 1 hodic phan tro gitlp truee tiép trén thanh cOng cu ciia phan mém)

- Bia chi dang nhap mang néi bd: http://192.168.1.69:8668/

- Dia chi dang nhap qua Internet: http://113.160.196.134:8668/

- Tai khoan: ho tén day du viét lidn khéng du ctia c4 nhan.
- Mét khau méec dinh 1a sé dién thoai ctia c4 nhén da ding ky.
2. Poi véi cae don vi:
- Trién khai ap dung phan mém vao viée dang tai vin ban cta don vi tham
muu dé phat hanh; vin ban lién quan trire tiép, van ban don vi luu trir quan ly,
- Cung cdp, trao déi noi dung vin ban khi ¢ cac don vi va Trudng cac
nhém danh gia yéu cau.
- Théng nhét cach dat tén file, noi dung trich luc vin ban theo phu luc 2,3.
3. Poi véi cac nhém tw dénh gid:
- Trién khai ap dung phin mém vio viéc dang tai minh chimg cia nhém,
- Truong nhém yéu ciu cic don vi cung cép minh chimg d@é phyc vu céng
tac tu ddnh gia ctia nhém minh.
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_ Théng nhét cach dit tén file, cach viét the noi dung trich luc va quan ly
minh chimg theo phu luc 2, 3.

Trong qué trinh thye hién néu c6 vudéng mac phat sinh yéu cau phan anh vé
Ban Giam hiéu (qua phong TTr&DBCL) dé xem xét giai quye"‘t/ﬁu’___J

Noi nhan:

_ Ban Giam hiéu (dé c/d);

- Hai dong THG;

- Cac don vi;

- Luu: VT, TTr- DBCL (03 ban).

‘-.!:_»‘_____’ﬁy

““Pang Quyét Thing
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Phu lye 01: Huéng dan st dung phan mém Quan Iy van ban noi bd (Kém theo
Thong bdo sé .../ TB-DHSPKTND, ngay ../.../2022 cuq Hiéu Trudng Truong
DHSPKTND)

1. Dia chi ding nhdap

Nguoi dung str dung trinh duydt web bt ky dé ding nhap vio he thong.
Khuyeén cdo nén st dung phién ban méi nhét cia trink duyét Chrome.

Bia chi dang nhép mang ndi bd: http://1 92.168.1.69:8668/

Dia chi dang nhap qua Internet: http://113.160.196.1 34:8668/

Tai khoan 1a tén ngwei siv dung vié lién khong dau. Mt khéu la 56 dign
thogi cd nhin trong danh ba ciia Nha truong.
2. Ding nhip hé théng

Nguoi sit dung cén sir dung tai khodn va mat kh4u cia minh dé dang nhap
vao hé théng.
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Bang nhép hé théng TLNB
Tai khoan
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Mt khiu Quenmit khdu ¢

Hinh 1: Giao dién dang nhdp hé Iho"ng
Néu dang nhap thanh cong, ngudi dung sé duogc chuyén sang ctra s6 moi
hién thi list danh sach t3; ligu, néu khong hé thong s& thong bao va yéu ciu nguoi
ding nhp lai thong tin dé ding nhép.
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Hinh.2: Giao dién man hinh danh sdch tai liéu
3. Cip nhat thong tin cd nhdn
Sau khi dang nhap thanh céng, ngudi ding co thé cap nhat cac thong tin
c4c nhan: Tén nguoi dung, hom thue, dién thodi... Dé thuc hién cap nhét th6ng tin

c4 nhan, ngudi dung lua chon chirc nang thong tin ca nhan tir thuc don tha xubng

khi nhin vao 151 chao & goc trén bén phai ctra s6 1am viéc.

Téi {:fﬁ b . ~ L A
Quan tri hé thong
Thay d6i mat khau
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Théng tin cla 1o
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Hinh.3: Giao dién thay doi thong tin cd nhan

Sau khi lua chon chitc néng “Thong tin cG nhdn” hé thong s& chuyén ngudi
dung t6i cua & m&i hién thi cac thong tin va ngudi dung co thé lya chon dé thay
d6i. Sau khi hoan thanh vige thay dbi cac thong tin ca nhén, nguoi dung nhan vao
nat “Cap nhat” dé luu lai. Hé théng s& cho biét viéc cap nhat thanh cong hay thét
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bai bang mét théng béo nhé hién thi & gbc trén bén phai ctia man hinh,
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Hinh 4: Giao dién cira sé thay doi théng tin cd nhén
4. Thay doi mdt khiu
Dé dam bao an toan cho tai khoan, ngudi ding nén thuong xuyén thay d6i
mét khau. Thao tic thay dbi mat khéu thue hién tuong tu nhir thay ddi théng tin
ca nhan. Nguoi dung nhap mat khiu cll, mat khiu méi va xac nhéin mat khiu mai,
tiép theo nhén nut “Cap nhat” dé luu lai.

Thay doi mat khau
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Hinh.5: Giao dién thay dsi mét khdu
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5. Giri yéu cau tai liéu

Nguoi ding c6 thé giri yéu chu ou thé dén phong, khoa, trung tam dé nho
hd tro tim tai liéu minh can. D& gui yéu cAu, nguoi s dung nhan vao nat “Gui
yéu ciu” & trang chi va lua chon don vi mudn gl yéu cAu, nhap thong tin va

upload file néu cin. Sau d6 nhan vao niit “Xac nhéan”.
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Hinh.6: Giao dién gii yéu cdu 1di liéu
6. Déng tai liéu nhom dinh gid

Ngudi duge phan quyén truéng nhom s& ¢o thé dang tai tai liéu ciia nhom
vao tung tieu chudn/tiéu chi. Pé thuc hién, nguoi ding vao chuc nang danh muc,
chon menu “Tai ligu nhom tu danh gid”.

Nhén vao timg tiéu chuan/tiéu chi @ xem danh muc tai li¢u co trong tiéu

2 v r W & 7 N "
chuan/tiéu chi do. Nhan vao biéu tuong da tai 1én mat tai lidu.
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Hinh.7: Giao dién liét ké van ban
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Hinh 7: Giao dién sipa thong tin tai ligy
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Phu luc 02: Hudéng d&n quy uéc dat tén file, quy uée ma hoa minh ching, noi dung
trich luc van ban (Kém theo Thong béo sé ../TB- PHSPKIND, ngay /2022 cua
Hiéu Truong Truong PHSPKTND)

1. Quy udc dat tén file:

_File van ban bao gdm 5 phén duge cach nhau bing 1 ky tu“_”: A_B_C_D_E,

trong do:
A | Ten viét tit clia van ban (theo Nghi dinh s6 30/2020/ND-CP).

B | S6 vén ban c6 s6 nhé hon 10 thi thém s 0 phia bén trai.

Co quan, don Vi noi ban hanh.
Ngay thang nam ban hanh van ban gom 8 chit sO (ghi nam trudc, dén
thang, ngay: vi du ban hanh ngay 20/5/2022 ghi la 220520, dbi véi ngay
thang c6 s6 nhé hon 10 thi thém s 0 phia bén trai)

E | Trich luc tom t4t ctia van ban (vi du: Quyét dinh vé viéc thanh lap HP Tu

d4nh gia co s GDPH...)

2. Quy uéc tén ma hoa minh chung:

({38

_ M3 hoa minh ching dugc dat gbm 4 ph??m duoc cach nhau bang 1 ky tu “.”:

Hn.ab.cd.ef, trong do:

Hop minh chimg, moi tiéu chuén duogc dit 1 hop

b | 86 thit tur tiéu chudn, tiéu chuan co 56 nho hon 10 thi thém sb 0 phia bén

trat.

od | 6 thir tu tiéu chi, tiéu chi c6 s6 nho hon 10 thi thém 56 0 phia bén trai.

of | S6 thir tu minh ching, minh chimg €6 <6 nho hon 10 thi thém s6 0 phia

bén trai.
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Phuy Tue 03: Quy dinh va quy udc viét tit trong (Kém theo Théng bdo sé . /TB.
DHSPKTIND, ngdy .../.. /2022 cia Hiéu Trucng T rieong DHSPKT, ND)

1. Qui dinh cach viét tit tén cac van ban hanh chinh: (Theo Nghi dinh s6 30/2020/NP-
CP ngay 5/3/2020 vé cong tdc van thu)
STT Tén logi van bin hanh chink

Quyét dinh
Chi thi
Quy ché QC
Qui dinh Qyb

Théng bao TB
T =

7 | Huéng dan
8 ( Chuong trinh CTr
9 |Ké hoach

ChiF viét tit

Hop déng

Cong dién
18 | Ban ghi nhg BGN
19 | Bédn thoa thuin BIT
Giay moi

Tir viét diy di

L Rl e ST~ o
RRC R i) T gy e
BN T S Sy
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Céan b0 quan ly

Chuan dau ra

Chuyén giao cong nghé
Céu lac bd
Cong nhan k§ thuat
Cong nghé thong tin
Co sO vat chat
Chuong trinh dao tao
13 | Céng tac sinh vién CTSV
14 | Dam bao cht luong DBCL L
W PCCT WT = | -
" 16 | Dai hoc PH T
17 | Dai hoc Su pham Ky thuat Nam Pinh W’f
18 | Doanhﬁ DN Rl T |
Doan Thanh nién Cong sén Ho6 Chi e W
19 _ PTNCSHCM
el Minh
20 | Gido duc va Pao tao GD&DPT
21 | Giao duc nghé nghiép GDNN ey 41 |
22 | Gia tri cdt 10 E/
23 | Giatri vén hoa GTVH
" 24 | Giang vién GV T RY F
25 | Hoi dong tuyén sinhh HDTS T L
26 | Hoi sinh vién HSV WO ST T
27 | Hop tac quoc té HTQT
28 | Hoc vién Hv iAo
29 | K& hoach chién luge KHCL
30 | Khoa hoc cong nghé
31 | Khoa hoc - Hop téc quoc té KHHTQT

Két ndi

33 | Khao thi va Dam bao chat luong KTPBCL

34 | K& toan - tai chinh KTTC

35 | Ky tic xa KTX

36 | Kinh té xa hoi KTXH e SRS

37 | Lao dong - Thuong binh va X4 hoi ﬁm_ﬁ:—’—
38 | Luu hoc sinh rg—j—r—#







