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1. Gi&i thiéu hé thong
Muc dich
e Heé thdng Check-in B6 Tw 1énh hé tro quan ly théng tin can bd, thiét 1ap hdi nghi
va phién hop, ddng thoi tw ddng ghi nhan thoi gian Check-in/Check-out théng
qua viéc quét Can cwdc cdng dan (CCCD).

e Heé thdng giup gidm thdi gian diém danh, han ché sai sét va cung cép bao cao
tham dy theo th&i gian thyec.

PHAN I: SITE NHAP LIEU CAN BO

2. Quan ly Can b6

2.1 Mo ta chire nang
e Chirc ndng Quan ly can bd dwoc sir dung dé tao méi, cap nhat va quan ly théng
tin cGa toan bod can bd trong hé théng.

e Danh sach can b nay sé dwoc st dung khi tao phién hop va thwc hién
Check-in.

2.2 Cach truy cap

Tw Menu bén trai, tai muc Thanh phan & Tham gia — ngudi dung chon Can bé

2.3 Cac chure nang

e Thém moi
e Chinh stra
e Xem chi tiét



e Xoa
e Tim kiém

2.4 Tao méi can bo
Mo ta

Cho phép tao théng tin mét can bd méi trong hé théng.

Cac buwéc thwce hién
Bwéc 1: Tai man hinh Quan ly can b, chon Tao méi.

Quan ly Hoi nghi A aamin

Can bo Trangchu > Can bo
Danh séch can b3
B Lich phien hop
ia di
Titcadonvi v | Titcachicwy v Titchtangthdi v Hiénthi | 10 v dong
0 Al Hova tén Cipbic ccep Chic v Bonvi Trang thai Noay cip nhat Thao thc
ok Thudng Chinh quyén - Chinh tri vién phd, Ding - BTL 20/05/2026 Xem | Sta
i i 21 L H. . 079202016275 . P Hoat o
@ Phién hop dang dién ra © Quoe Hao wéng P B thu, Boan - Phé Bi thu ™ =) 18:39:21 | xoa
D Phién hop sép dién ra 2 25/05/2026 Xem | Sua
P - :
19 Avats Ngo Tén Phat 079201023475 M Hoat dong a0 | xea
- N P Lam Nhu 25/05/2026 Xem | Sua
e 18 ata Pruang - 086189003627 - M Hoat dgng omean | xea
83 chicvy . Nouyén Qué 25/05/2026 Xem | Sit
7 iguyén Quic em | Sita
7 - 086202005837 - MmcC Hoat déng
) avata Hu 09:36:29 Xoa
[ cépbac v ‘
2 Nguyen Van 19/05/2026 Xem | Sua
&4 Phong ban 15 - 98765432102 - - Hoat o
avata e =) 15:10:52 | x6a
l a8 Canbe
= Nguyen Van : R : 19/05/2026 Xem | sia
13 Avats n 012345678901 Hoat dong raores | xea

Bwéc 2: Nhap thdng tin can bd.

Trwong Bat buéc Giai thich

Ho va tén Cé Nhap ho va tén day di cta can bo theo gidy to tuy than.
Vi du: Nguyén Van A.

CCCD Co Nhap sé Can cwdc cong dan cla can bd. Day la théng
tin dinh danh duy nhéat dwoc str dung dé ddi chiéu khi
thwe hién Check-in/Check-out. Vi du: 086105008746.




S6 dién thoai | Khéng Nhap sbé dién thoai lién hé clta can bo. Vi du:
0999999999.

DPon vi Co Chon don vij cong tac cia can b tir danh sach da dworc
khai bao trong hé théng. Vi du: B6 Tw Iénh Quan khu 7.

Phong ban Khong Chon phong ban tryc thudc cua don vi da chon. Danh
sach phong ban sé dwoc loc theo don vi twong wng. Vi
du: Phong Tham muu.

Chirc vu Khong Chon chirc vu hién tai ctia can bd trong co quan hoac

(Chinh quyén) don vi céng tac tr danh sach chirc vu da dwgc khai
bao. Vi du: Trwédng phong.

Chirc vu Khéng Nhap chtrc vu clia can bd trong té chirc BDang (néu co).

(Pang) Vi du: Bi thw Bang uy, Pho Bi thu Chi bd.

Chirc vu Khoéng Nhap chirc vu clia can bd trong td chirc Doan hodc

(Poan) doan thé (néu c6). Vi du: Bi thw Doan Thanh nién.

Cap bac Khoéng Chon cép bac quan ham cla can bo tir danh sach da
dwoc khai bao trong hé théng. Vi du: Dai ay.

Anh daidién | Co Tai lén anh chan dung cla can bd dé phuc vu nhan dién
trong hé thdng. Nén sr dung anh rd mat, nén sang, dinh
dang JPG, JPEG hoac PNG. Vi du: Anh thé 3x4 hoac
anh chan dung chinh dién.

Anh khac Khong Tai lén anh khéac cla can bd dé phuc vu bd sung théng

tin trong hé théng. Téi da 4 anh. Vi du: Anh gidy khen,
gidy chirng nhan.

Bwéc 3: Nhan Lwu va Xac nhan théng tin can bd trudce khi Lwu.




Quan ly Can Bo

Tao can bd

Thang tin can b

Nhap thong tin dé tao
Bonvi*
Ho va tén * ccep *
Gidi tinh Ngay sinh
Chen gidi tinh v
5@ dién thoai Cépbac
Chiic vy (Chinh quyén) Anh dai dién *

Choose File  No file chosen

Chitc vu (Pang)

Chic vy (Boan)

3 el o

Trang chii > Taocan b

Bwéc 4: Nhan Xac n
thanh cong.

han hodc Xac nhan va Tao méi dé khéi tao thong tin can bo

BON VI:
BCH PHONG THU KV

PHONG BAN
Chi huy

HO VA TEN
Lam Quéc Hung

GIGI TINH:

6 DIEN THOAL

GHUC VU (CHINH QUYEN):

CHUC VU (BOAN)

ANH DAI DIEN:

ANH KHAC:

Xac nhan thong tin can b

(@ Vuiléng kiém tra lai toan bd thong tin da dién trudce khi luu vao hé théng

s6 cee:
086100256484

NGAY SINH
cAP BAC
-- Chon cap bac --

CHUC VU (BANG)

Chinh sifa lai

[ saconn N xaconanva reoma

Két qua



Théng tin can bd dwoc lwu thanh céng va xuét hién trong danh sach.

Lwuy
e CCCD khéng duorc trung véi can bod da ton tai.

e Neén nhap day da don vi, chirc vu va cap bac dé thuan tién khi tao phién hop.
e Khuyén khich tai anh c6 kich thwéc 500x500 px dé téi wu hé thdng.

3. Quan ly Bbon vi

3.1 M6 ta chirc nang

Chtrc nang Quan ly Born vi cho phép tao va quan ly danh sach cac don vj trong hé
thdng. Théng tin don vi dwoc s dung khi khai bao can bo, tao thanh phan tham dw
phién hop va théng ké bao céo.

3.2 Cach truy cap

Tw Menu bén trai, tai muc Thanh phan & Tham gia — ngu®i dung chon Pon vj

3.3 Cac chirc nang

Tao m&i don vi

Xem théng tin don vi
Chinh stra don vj
Xba don vi

Tim kiém don vj

3.4 Tao méi don vi
Mo ta

Cho phép tao théng tin mét don vi méi trong hé thdng.



Cac bwéc thue hién

Bwéc 1: Tai man hinh Quan ly Pon vi, nhan Tao méi.

Danh sach dan vi Trang chi > Danh séch don vi
Danh sach don vi @
5 Lich phién hop
Q oiadiém
Tatcama v Hiénthi 10 v dong

&% Hoinghi o Ten aan i va donvi mot Nasy cap nhat Thaotsc
@ Taohéinghi
Ronoinanl 12 MT™M 5327 - 01/06/2026 16:33:55 Xem | Stia | Xéa
(® Phién hop dang dién ra

n mc 5260 - 25/05/2026 09:19:33 Xem ‘ Sua ‘ Xéa
£ Phién hop sip dién ra

1 BTLTP BTL-TP B Tu 1énh Thanh phé 19/05/2026 09:32:18 Xem | Sta | Xéa

2 BCH B BDBP BCH-BDBP B Chi huy Bé déi Bién phong 19/05/2026 09:32:18 Xem | Sta | Xdéa
&3 anvi

3 TQs QS Ban Chi huy quan sy 19/05/2026 09:32:18 Xem | Stia | Xéa
0O Chitcvy
oo

5 4 BCH PTKV 1 PTKV-1 Ban Chi huy Phang th khu vifc 1 19/05/2026 09:32:18 Xem | Sua | Xéa

& cépbac i huy g th khu /05/. m | |
& Phongban 5 BCH PTKV 2 PTKV-2 Ban Chi huy Phong this khu vife 2 19/05/2026 09:32:18 Xem | Sta | Xéa
M Canbd 6 BCH PTKV 3 PTKV-3 Ban Chi huy Phong thu khu vuc 3 19/05/2026 09:32:18 Xem | sua | xoa

Bwd&c 2: Nhap thong tin don vi.

Trwong | Bat buéc Giai thich

Tén donvi | Co Nhap tén day da cta don vi. Vi du: BTL Quan khu 7.

Ma don vi | Khoéng Nhap ma viét t4t cta don vi dé thuan tién trong quan ly va
tim kiém. Vi du: QK7.

M0 ta Khéng Nhap théng tin bd sung hoac ghi cha vé don vi (néu cé).

Bwéc 3: Nhan Lwu hodc Lwu va Thoat.

Quan ly Can Bo ) suver Admin ~

Tao dan vi Trang chii > Tao don vi

Thong tin don vi
Nhap théng tin dé tao don vi mdi

Tén don vi* Ma don vi

2

Mata

5 Luu Luwu va Thoat Huy




Két qua
Hé théng hién thi thdng bao "Tao thanh céng" va don vi s& xuét hién trong danh sach.
Lwuy

e Nén tao danh sach don vi triedc khi nhap thong tin can bé.
e Khéng nén tao nhiéu don vi c6 cung tén dé tranh nham 1an khi lwa chon.

4. Quan ly Chure vu

4.1 M6 ta chirc nang

Chtrc nang Quan ly Chirc vu cho phép khai bao cac chirc vu dwoc sir dung trong hé
thdng. Danh sach nay sé& dwoc sir dung khi tao hodc cap nhat théng tin can bo.

4.2 Cach truy cap

Tw Menu bén tri, tai muc Thanh phan & Tham gia -~ ngudi dung chon Chire vu

4.3 Cac chirc nang

Tao moi
Xem
Chinh stra
Xoba

Tim kiém

4.4 Tao mé&i chirc vu
M6 ta

Cho phép tao théng tin mét chirc vu méi trong hé thdng.



Cac bwéc thue hién

Bwéc 1: Tai man hinh Quan ly Chirc vu, nhan Tao méi.

Quan ly HGi nghi A admin v
Chtic vu Trang ch > Che vy
Quan ly chifc vy @/
£ Lich phien hop
L oiadiém
Tatca v Hiénthi 10 v dong
&% Hoinghi © Ten chic vy Losi chie vy Nady cép nhit Thaotéc
Tao hdinghi - ' i
13 Gi6i thidu Chinh quyén 01/06/2026 16:41:27 Xem | Sua | Xéa
(@ Phién hop dang dién ra
12 Pho Bi thu' Doan 29/05/2026 15:48:28 Xem | Stra | Xéa
£ Phién hop sip dién ra
n Bithu Doan 29/05/2026 15:48:18 Xem | Stra | Xéa
10 Pho Bi thy Dang 29/05/2026 15:48:M Xem | Sta | Xoa
C 9 Bi thu Pang 29/05/2026 15:48:00 Xem | Sua | Xoa
3 Chicvy
10 v
. 8 Pho phon: Chinh quyén 29/05/2026 15:40:36 Xem | Sta | Xoa
& cépbac phong quy /05/: | |
& Phongban 7 Truéng phong Chinh quyén 29/05/2026 15:38:34 Xem | Sta | Xoa
e Cénbd 6 Pho ban Chinh quyén 29/05/2026 15:38:20 Xem | Stra | Xéa

Bwéc 2: Nhap théng tin.

Trwong Bat budc Giai thich

Tén chircvu | Co6 Nhép tén chirc vu. Vi du: Trwéng phong

Loai chrc vu | Co Chon loai chtre vu twong wng. Vi du: Chinh quyén,
bang, boan.

Bwé&c 3: Nhan Lwu hodc Lwu va Thoat.

QUén Iy Cén B@ R Super Admin v

Tao chiic vu Trang ehi > Tao chife vy
Théng tin chitc vu

Tén chifc vy *

Loai chic vu *
2 Chinh quyén ~

Chife vu c8p trén

3 e -

Két qua
10



Chtrc vu méi dwoc thém vao danh sach va cé thé lwa chon khi khai bao can bé.

Lwuy

e Khoéng nén tao trung tén chure vu va loai chire vu.
e Can tao day du cac chirc vu trwde khi nhap div liéu can bo.

5. Quan ly Cap bac

5.1 M6 ta chirc nang

Churc nang Quan ly Cap bac dung dé khai bao danh sach cip bac quan ham cla céan
bd. Théng tin nay dwoc st dung dé quan ly hd so can bd va lwa chon thanh phan tham
dw phién hop.

5.2 Cach truy cap

Tw Menu bén trai, tai muc Thanh phan & Tham gia — ngu®i dung chon Cap bac

5.3 Cac chirc nang

Tao moi
Xem
Chinh sira
Xba

Tim kiém

5.4 Tao mé&i cap bac
Mo ta

Cho phép tao théng tin mét cp bac mai trong hé thdng.

Cac bwéc thwce hién

11



Bwéc 1: Tai man hinh Quan ly Cap bac, nhan Tao méi.

Cap bac Trang chi > Cdp bdc

Quan ly cap bac
B3 Lich phién hop

O oiadiém

Hiénthi 10 v dong

& Hoinghi D Tén Tharty hién th] Noay eap nhat Thao téc
Tao hoi nghi N .
13 Tan binh - 01/06/2026 16:46:30 Xem | sta | xéa
(® Phién hop dang diénra
1 Dai tuéng 1 29/05/2026 17:46:55 Xem | Stua | xéa
£ Phién hop sp dién ra
2 Thugng tuéng 2 29/05/2026 17:08:10 Xem | Sua | xéa
3 Trung tuéng 3 29/05/2026 17:08:10 Xem | Sta | xéa
[Ez ponvi
4 Thiéu tuéng 4 29/05/2026 17:08:10 Xem | Sua | xéa
8¢ chievy
oo v
I & cépbac 5 Daita 5 29/05/2026 17:08:10 Xem | Sua | xéa
& Phongban 6 Thugng ta 3 29/05/2026 17:08:10 Xem | Sta | Xéa
28, Cén b 7 Trung ta 7 29/05/2026 17:08:10 Xem | Sta | Xéa
8 Thidu ta 8 20/05/2026 17:08:10 Xem | Stta | Xéa

Bwéc 2: Nhap thong tin.

Trwong Bat budc Giai thich

Téncipbac |[C6 Nhap tén cip bac quan ham. Vi du: Thiéu uy, Pai ay,
Thiéu ta, Trung ta, Pai ta.

Tht tw hién thi | Khong Nhap s6 thir tw dé sép xép cap bac trong danh sach.
Gia tri cang nhé sé hién thj trwdc.

Bwéc 3: Nhan Lwu hodc Lwu va Thoat.

Quan ly Can Bd N super Admin v

Tao cﬁp béc Trangchi > Tao edp bac

Théng tin cap bac

Tén*

ThU t hién thi

0

3EEm -

Két qua

Cép bac dwoc thém vao danh sach va co thé Iwa chon khi khai bao can bo.

12



Lwuy

e Nén thiét 1ap th& tw hién thj theo dung th& tw quan ham dé thuan tién khi lua
chon.

6. Quan ly Phong ban

6.1 Mo ta chirc nang

Chtrc nang Quan ly Phong ban cho phép khai bao cac phong ban tryc thuéc don vi.
Phong ban sé& duwoc st dung khi quan ly thédng tin can b va hé tro’ loc thanh phan tham
dv phién hop.

6.2 Cach truy cap

Tw Menu bén tri, tai muc Thanh phan & Tham gia -~ ngu®i dung chon Phéng ban

6.3 Cac chuwrc nang

Tao moi
Xem
Chinh stra
Xoba

Tim kiém

6.4 Tao méi phong ban
M6 ta

Cho phép tao théng tin mét cp bac mai trong hé thdng.

Cac buwéc thwce hién
Bwéc 1: Tai man hinh Quan ly Phéng ban, nhan Tao méi.

13



Phong ban

Quan ly phong ban

TTTTTTTT

01/06/2026 16:48:14 Xem | Sta | Xoa

Bwéc 2: Nhap thong tin.

Trwong Bat budc Giai thich

Tén phong ban | Co Nhép tén phong ban. Vi du: Phong Tham mwu, Phong
Chinh tri, Phong Hau can.

Tht tw hién thi | Khong Nhap s6 thir tw dé sép xép phong ban trong danh sach.
Gia tri cang nhé sé hién thj trwdc.

Phong ban céap | Khéng Chon phong ban cép trén néu phong ban dang tao la

trén phong ban truc thudc. Néu la phong ban cip cao nhét
thi c6 thé dé tréng. Vi du: Chon "Phong Chinh tri" 1am
phong ban cép trén cla "Ban Tuyén huan".

bon vi Co Chon don vi quan ly phong ban tr danh sach da dwoc
khai bao trong hé théng. Vi du: BTL Quan khu 7.

Bwéc 3: Nhan Lwu hodc Lwu va Thoat.

14




Quan ly Can Bd A super Admin ~

Tao phong ban Trang chi > Tao phong ban
Théng tin phong ban

Tén *

Th ty hién thi

o]

Phong ban cap trén

onvi =

3o -

Két qua
Phong ban dwoc tao thanh céng va cé thé dwoc lwa chon khi khai bao thdng tin can bo.
Lwuy

e Nén khai bao day du cac phong ban trwdc khi nhap danh sach can bé.
e Danh sach phong ban sé dwoc str dung dé tim kiém, loc can bd va lwa chon
thanh phan tham dy khi tao phién hop.

15
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