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1. Cap quyen quan Iy hp thw don vi

Nguoi dugc quyén Quan tri hop thu (thudng 1a chanh vin phong, can bo quan ly cong nghé
thdng tin cua don vi) s& c6 quyén cip quyén Quan ly hép thir cho mot hay nhiéu ngudi sir dung

khéc.

Phan quyén quan Iy : eic@cit.ctu.edu.vn

Danh sédch can b$ dang quén Iy hép ther
Cén bd quan Iy

001124 x

GHOOO1 <Binh Thi Thu Phuong>

HND0O2 <Lé Thj Bich Thiy>

Hinh 1: Chue ndng phdan quyén quan Iy hép thw cho cdn bé

T Thue don chinh & Hinh 2, chon chirc nang [Quan tri hop thu]. Danh sich cac hop thu
ctia don vi ma ban c6 quyén quan tri s& hién thi ra. Bam vao nat [Phan quyén qudn 1y] twong &ng
v6i hop thu ban mudn gan thém ngudi quan 1y dé lya chon can bo c6 quyén quan Iy hop thu. Tai
khung nhap - Hinh 11, nguoi quan tri hop thu nhap ho tén hoic ma sb can bo, hé thdng s& tim
trong dit liéu can bo va liét ké két qua pht hop. Lwa chon can bo tir danh sach goi y. C6 thé tiép
tuc tim va chon nhiéu can bo truéc khi nhan /Luu] dé hoan tat qua trinh phan quyén. Hé théng
phan quyén thanh cdng néu thdng tin cac can bo vira chon duoc hién thi twong Gng vaéi hop thu

don da chon nhu Hinh 12.

= Danh sach hgp thw dang quan tri

Ma dan vi Tén hép thur Can b quan Iy
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Hinh 2: Danh s&ch cé&c can bg duwoc phan quyén quan ly mét hép thue
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2. Théng ké cdng van
Chirc ning thng ké cong van nham hd tro nguoi quan ly hop thu, quan tri hop thu thong
ké nhanh chéng va chinh xac V& tinh hinh gui, nhan va xir Iy cong vin cia don vi theo don vi thoi
gian. Chirc ning théng ké dugc phan loai theo cong vin di va cong vin dén. Vi mdi loai cong
van, hé thong s& théng ké vao vé biéu dd cot chdng phan theo trang thai xir 1y. Cong vin dén s&
duoc thdng ké theo 3 trang thai bao gdm: chua xir ly, chd but phé va di xir 1y; trong khi cong vin
di duoc thdng ké theo trang thai dang bién soan va da chuyén.

Nguoi stir dung c6 thé chon khoang thoi gian thong ké theo mot tirng ngay, tirng tuan, ting
thang hoac tirng nam.
1.1  Théng ké céng van theo ngay

Chte ning thdng ké cong vin theo ngay hd tro tinh ning [Loc] két qua théng ké trong mot
khoang thoi gian nhat dinh. Mic dinh hé théng s& chi hién thi két qua théng ké trong vong 30
ngay, ngudi str dung co thé tly bién lai khoang thoi gian hién thi két qua nhu Hinh 15 va Hinh 16.
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Hinh 4: Keét qua thong ké cong van den theo ngay
Doi véi truong hop ngudi dung duogc cap quyen quan ly nhiéu hon mét hop thu, hé thong

s& thong keé tat ca hop thu ma ngudi d6 ¢6 quyen quan ly hoic thong ké riéng biét cho tirng hop
thu.
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Hinh 3: Két qud thong ké cong van di theo ngay
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1.2 Théng ké céng van theo tuan
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Hinh 5: Két qud thong ké cong van dén theo tuan
Két qua thong ké dugc hién thi theo thir tu tuan trong nam va duoc phan theo trang thai cong van.

1.3  Théng ké céng van theo thang
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Hinh 6: Két qua thong ké cong van dén theo thang
1.4 Thong ké céng van theo nam
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Hinh 7: Két qud thong ké céng van dén theo nam
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