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Ra soat vi tri viéc lam theo Hwéng dan 07-HD/BTCTW va K& hoach 1294/KH-DHTL

HUONG DAN PANG NHAP VA SU DUNG
HE THONG TLU-VTVL

Twng buéc cho tirng vai tro ngudi dung
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Danh cho Can b0, vién chirc; Nguoi ké khai ctia don vi; Can bé Phong To chirc can bo;

Lanh dao Truong; Quan trj vién
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Cach doc tai liéu nay: (1) xem bang “Tdi la ai — doc phan nao” & muc I; (2) m& ddng phan cua vai
tro minh; (3) méi phan bat dau bdng 6 NG CANH (dung khi nao, can chuén bi gi), dai LO TRINH,
roi cac thé BUWO'C 1am 1an lwot; (4) s6 trong vong do trén anh tring sé buéc.



TLU-VTVL - Hwéng dan dang nhap va s dung theo vai tro

Noi dung

I. Gi@i thiéu chung — T6i la ai, doc phan nao
Il. Dang nhap, déi mat khau, dang xuat (moi nguoi)
lll. Hréng dan theo tirng vai tro
1. Can bd, vién chirc
2. Ngu i ké khai ctia don vi
3. Can bd Phong T6 chirc can bd
4. Lanh dao Trwong
5. Quan tri vién
IV. Héi dap nhanh va ho trg
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TLU-VTVL - Hwéng dan dang nhap va s dung theo vai tro

I. Giéi thiéu chung

TLU-VTVL la trang web ndi bd dé cac don vi nop file ké khai vi tri viéc lam (Excel), hé thong tw
kiém tra 16i trong vai giay, va Phéng Té chirc can bd (TCCB) theo ddi, yéu cau chinh stra, xac nhan,
tong hop toan Truong.

1. TGi la ai - doc phan nao

Can bo, vién chirc I, 1.1 Khai bao vi tri ctia minh, xem ban mé ta cong viéc, theo ddi don vi
déa ké khai dén dau (chi xem)

Nguoi ké khai cia don I, 1.2 Ké Al theo quyét dinh chirc ndng, nhiém vu; dién file; ndp; stra 16i;
Vi trd 16 yéu cau clia Phong TCCB
Céan bd Phong TCCB I, 1.3 Theo ddi ti€n do; ki€m tra, nhan xét, gtri yéu cau, xac nhan lan nop;

slra danh muc; téng hop nép B
Lanh dao Trudng I, 1.4 Xem tién do, tong hop toan Trudng (chi xem)

Quan tri vién I, .5 Tao tai khoan, cap quyén, xem th(r theo vai tro, cau hinh dang nhap

2. Cac moc th&i gian
I S TN
Pon vi glri biéu A1-B2 30/10/2026 Ké hoach 1294/KH-DHTL

GUi di¥ liéu ban dau vé Bo 10/11/2026 Hwéng dan
07-HD/BTCTW

Hoan thanh nhu cau nhan lwc, phwong an 20/11/2026 Huwéng dan
07-HD/BTCTW

Ban T6 chirc Trung wong téng hep phurong an 25/11/2026 Huwéng dan
07-HD/BTCTW

3. BOn tir can hiéu trwéc

Tw Nghia - vi du Phong Pao tao

Al — Nhiém vu Viéc Ién dugce giao trong quyét dinh chive ning, nhiém vu; mdi khoan la mét dong.
Vi du: NV.PDT.001 “Tuyén sinh” — can cir QD 2685/QD-DHTL, Muc llI, khoan 1.

A2 — Cbng viéc Viéc cu thé dé lam mdt nhiém vu; cdt B ghi ma nhiém vu A1; mbdi dong mét vi tri, mét
san pham. Vi du: CV.PDT.002 “Ti€ép nhan, xét duyét hd so thi sinh” — vi tri CM04 —
san pham: ho so.

B1 — Khéi lvong M®bi cong viéc mdt dong: s6 san phadm/nam x s6 phat/san pham - s8 gioy — s6 nguoi
can. Vi du: 9.500 ho so x 15 phdt.

Lan nop Mbi lan ndp file la mot 1an ma&i c6 s6 th tu; 1an cdi van lwu dé déi chiéu.

Anh trong tai liéu chup bang chirc nang “Xem thi theo vai trd”, nén goc trai ghi “Quan tri vién — Xem
thir: ...”. Trén may clia ban chd do la tén ciia ban. Khung va s mau dé trén anh la danh diu cla tai
lieu, khéng co trén web.
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TLU-VTVL - Hwéng dan dang nhap va s dung theo vai tro

Il. Pang nhap, doi mat khau, dang xuat

NGO CANH

Ban la Moi ngu&i dung.

Khi nao M®i lan vao hé théng.

Can chuén bi Email @tlu.edu.vn hodc tén ding nhap do quan tri vién cép (vi du pdt, kentt).
Lam xong thi Thay trang Tién dd va thanh menu xanh theo ding vai trd ctia ban.

Email @tlu.edu.vn (moi can bd, vién chtrc) Cach A - nit d6 “Pang nhap bing Email TLU”

Tén dang nhap dugc cap riéng (tai khoan Cach B - muc “Tai khoan dwgc cap riéng”

don vi, quan tri)

Céach A - bang nhap bang Email TLU

BUOC

BUOC

BUOC

BUGC

Mé& dia chi https:/Ipop-os.tailf7ee68.ts.net
O dau: Trinh duyét Chrome, Edge, Firefox ho&c Safari.

Bam nut dé “Pang nhap bang Email TLU”
O dau: Khung “Céach dang nhap chinh” trén trang d&ng nhap (sé 1 trén Hinh 1).

I Lwu y: Khéng go email vao 6 “Tén dang nhap” & muc bén dudi — muc dé chi danh cho tai
khoan dwoc cap.

Chon email @tlu.edu.vn va nhap mat khau email & trang ctia Microsoft
O dau: Trang dang nhap Microsoft 365 tw mé ra.

— Mat kh&u la mat khdu Outlook/Microsoft 365 cla ban.

— Xac thwe thém (ma trén dién thoai) néu dwoc hoi.

Quay vé TLU-VTVL

v K&t qua: Vao trang Tién dd. Lan dau, tai khoan c6 vai tro Can bg, vién chirc.

I Lwu y: Buoc giao ké khai cho don vi? Bbang nhap mcf)t‘lén roi bao quan tri vién hoac Phong
TCCB cap quyén Ngwei ké khai; lan sau dang nhap bang nat dé la cé quyén maéi.
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TLU-VTVL - Hwéng dan dang nhap va s dung theo vai tro

DAIHOC
THUY LQI =) Pang nhap

TLU-VTVL - Truong Dai hoc Thay lgi

© CACH PANG NHAP CHINH

Hé thdng ra soat vi tri viéc lam

S Moi can bg, vién chirc Trudgng dung niat nay

Ti€p nhan, kiém tra va téng hop file ké khai vi tri viéc lam cta cac don vi
theo Hudng dan 07-HD/BTCTW va K& hoach 1294/KH-BHTL — ky thong ké
01/10/2025 - 30/9/2026.

Pang nhap bang Email TLU

Email @tlu.edu.vn (Outlook)

4 NOop file ké khai Excel
= bon vi ndp file d4 dién, hé théng kiém tra trong vai gidy va chi rd 16i & dong nao,

o Bam nut d6 & trén e Chon email @tlu.edu.vn

o Nhap mat khau email & trang Microsoft

cdt ndo, stra thé nao. ,
: Lan dau hé théng tu tao tai khoan Cdn b, vién chirc; quyén cao

s - - hon do quan tr vién cap.
Kiém tra, xac nhan )

Phong TCCB theo d@i ti€n d9, xac nhan tirng 1an ndp, luu nhat ky moi thay di.

& Tai khoan dugc cap riéng

Tong hop toan Trudn
Bl 9 Tai khoan don vi, quan tri - khdng phai email TLU

Khai lugng céng viéc va s6 ngudi can theo tirng vi tri; tao file téng hgp dé nop
Bo.

Vai tro: Can bd, vién chirc - Ngudi ké khai clia don vi - Can bo Phong
TCCB - Lanh dao TLU - Quan trj vién. Tir dién thuat ngir - Huéng dan

Théng tin ctia tdi
dang nhap va str dung (PDF)

Can b, vién chirc xem ban mo ta cdng viéc va khung nang luc cla vi tri minh.

Hinh 1. Trang ddng nhap — nat dé “Bang nhap bang Email TLU”. S6 trong vong dé trén &nh = sé budc.
Cach B - Pang nhap bang tai khoan dwoc cap riéng

el Bam dong “Tai khoan dwoc cap riéng”
1 O dau: Du6i khung nat dé (s6 1 trén Hinh 2).
v Két qua: O nhap tén dang nhap, mat khdu mé ra.

G0 tén dang nhap (vi du pdt) va mat khau
O dau: S8 2 va 3 trén Hinh 2.
I Lwu y: Tén dang nhap khdng phai email; g6 chir thwong, khéng dau.

Biam “Pang nhap bang tai khoan dwoc cap”
O dau: Sé 4 trén Hinh 2.
v Két qua: Vao trang Tién do v&i quyén cla tai khoan.
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TLU-VTVL - Hwéng dan dang nhap va s dung theo vai tro

2 Moi can b9, vién chirc Trrgng duing nit nay

E Pang nhap bang Email TLU

Email @tlu.edu.vn (Outlook)

Hé thdong ra soat vi tri viéc lam

) : o Bam nut do & trén e Chon email @tlu.edu.vn
Tiép nhan, kiém tra va téng hop file ké khai vi tri viéc lam cta cac don vi o NFan st ki erails e M oaor
theo Huéng dan 07-HD/BTCTW va K& hoach 1294/KH-DHTL — ky théng ké e .

01/10/2025 - 30/9/2026. Lan dau hé théng tu tao tai khoan Cdn bé, vién chirc; quyén cao

hon do quan trj vién cap.

S . A 4
4 Nop file ké khai Excel
() PN . g A o = RS —— A Y s Ty 5
Bon vi nop file da dién, hé théng kiém tra trong vai gidy va chi ré 16i & dong nao,
¢t ndo, stra thé nao. Tai khoan dugc cap rigng A
Tai khoan don vi, quan tri - khdng phai email TLU

Kiém tra, xac nhan
Phong TCCB theo dai ti€n d9, xac nhan tirng lan ndp, luu nhat ky moi thay dgi. Nadanannio
va’duv kentt (khdng nhap email) )

Téng hop toan Trudng

Khai lrgng cong viéc va s6 ngudi can theo timg vi tri; tao file tdng hop dé nop N3t khau

Bo.
l )
Thong tin ctia toi o z
Can b, vién chirc xem ban mo ta cdng viéc va khung nang luc cda vi tri minh. L =] Péng nhap béng tai khoan dugc cap
@ Vi tri viéc lam la gi? Poc trong 5 phit Vai tro: Can b, vién chirc - Ngudi ké khai ctia don vi - Can b Phong

TCCB - Lanh dao TLU - Quan tri vién. Tir dién thuat ngir - Huéng dan
dang nhap va sir dung (PDF)

Hinh 2. Muc “Tai khoan dwoc cép riéng” khi da mé. Sé trong vong do trén anh = sé budc.
Poi mat khau va dang xuat

Poi mat khau ngay lan dau (tai khoan dwoc cap)

O dau: Bam tén cha ban & g6c phai trén — D&i mat khau.

A — Nhap méat khau ci, mat khau mai (it nhat 8 ky tw) — Lwu.

— Tai khoan Email TLU déi mat khau trén Outlook/Microsoft 365, khong do6i & day.

Pang xuat khi xong viéc
B O dau: Bam tén & goc phai trén - DPang xuat.
I Lwu y: Dung may chung thi luén dang xuét.

Gap 16i khi dang nhap

“Ban vira g6 email vao 6 Tai khoan duogc Dung nat dé “Pang nhap bang Email TLU”.
cap”

“Sai tén dang nhap hoac mat khau...” Kiém tra tén dang nhap (chir thwong), phim Caps Lock; quén mat
khau - nho quan tri vién cap lai.

“Dang nhap bang Email TLU khdng thanh  Thr lai; van 16i thi giri quan tri vién anh chup théng béo.
cbng”

Khong thdy menu “Nop file ké khai” Tai khoan dang la Can bg, vién chirc —» nho clp quyén Nguoi ké
khai.
Trang hién thi la sau khi web cap nhat Tai lai trang: Ctrl + F5 (Mac: Cmd + Shift + R).
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TLU-VTVL - Hwéng dan dang nhap va s dung theo vai tro

lIl. Hwéng dan theo tirng vai trd

Thanh menu xanh & dau trang thay déi theo vai trd va ludn hién khi cudn trang. O tim kiém & dau trang
tim nhanh ma, don vi, vi tri, céng viéc (gd phim / dé nhay vao 6). O méc thoi gian cho biét con bao
nhiéu ngay dén han gan nhat. Trén dién thoai: bdm nut Menu & dau trang dé mé& cac muc; bang dai
hién thanh tirng thé, khéng phai vuét ngang.

1. Can b9, vién chirc

NGO CANH

Ban la Cén bd, vién chirc cia Trwdng, dang nhap bang Email TLU.

Khi nao Muén khai bao vi tri clia minh, doc ban m ta céng viéc, hoac xem don vi da ké khai
dén dau.

Can chuén bi Biét minh dang dam nhiém vi tri nao (vi du CMO1 Giang vién).

Lam xong thi HO so “Cla tdi” cé don vi, vi tri; doc duwgc ban mé t& cong viéc va khung nang luc

clia vi tri. Chi xem, khong nop file.

LO TRINH - cac giai doan

1 Pang nhap (natdé) | -| 2 M& “Cua toi” _| 3 Khai b‘i‘r’id““ VEVI | | 4 poc ban mé ta

CEEC BAm Cua toi trén thanh menu
& dau: S6 1 trén Hinh 3.

Khai bao don vi cong tac va vi tri dang dam nhiém - Lwu

O dau: Khung Khai bao / cap nhat (s6 2).

v K&t qua: Khung bén phai hién tién do ké khai cda don vi minh (Ian ndp m&i nhét, trang thai,
s6 16i).

Doc ban mo ta cong viéc va khung nang lwc cua vi tri
O dau: Khung bén phai (s6 3), hodc menu Danh muc — bam tén vi tri (Hinh 4).
I Lwu y: Thay cong viéc clia minh chwa dwoc don vi ké — bao nguoi ké khai ctia don vi.
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TLU-VTVL - Hrdng dan dang nhap va str dung theo vai tro

n
Xem thir: Can b, vién chic - PDT

DAIHOC = N = i o ia T z Quan tri viéi
@ THOVLO! TLU-VTVL ® Timma, donvij, vitri, céngviéc...(/) 9 10/11+ con 1 ngay e

2 Théng tin clia ti

o* Taikhodan Pon vicua tdi - tién do ké khai
Ho tén Quén trj vien Lén nép méi nhét Lén1- TONG HOP BIEU CAC DON Vl.xlsx —
VTVL _PDT_tach_tu_tong_hop_TCCB.xlsx
Email =
Trang thai ® Can siia
Tén ddng nhap admin
L&i phai stta/ canhbao 1/0
Vai trd Cdn b, vién chirc
Nép luc 08/11/2026 23:56 - Phong TCCB (téng hop)
Bon vi Phong Bao tao
B&m vao 1dn ndp dé xem nhiém vu, céng viéc, khdi ludng don vi déké khai (chi xem). Néu cong
Vitri viéc lam — chua khai s s s Fa =
: viéc clia ban chua cé, hdy bao ngusi ké khai ca don vi.
?ﬂ Khaibdo / cap nhat II 1] Bén mé ta céng viéc va khung néng luc caa vi tri
Hotén Chon vjtriviéc1am & bén trdi dé xem bén mé ta (nguén: Ban mé td cong viéc va
Quén tri vién khung ndng luc 35 VTVL cla Trudng, 08/11/2026).

Bon vi céng tac
Phong Dao tao (PDT) v
Vi tri viéc lam dang dém nhiém

—chon— v

Hinh 3. Trang “Caa t6i”. S6 trong vong dé trén dnh = sé budc.

@ ?ﬁlﬁfg‘ TLU-VTVL  ® Timma, don vi, vi tri, céng viéc...(/) £ 10/11- con1ngay Quén tri vién

Xem thir: Can b, vién chirc - PDT

« Danh muc

@ e+ Quén ly dao tao

Nhém Chuyénmon, Can el ND 232/2026 /ND-CP, Phu luc Il STT 79; Bang
nghiép vu danhmuc VTVL DHTL 08/11/2026 (du thdo)
Bac theo danh muc khung  Bdc 3 dénbdc Bdc sl dung Béc 3, bdac 4
5
Hién c6 (30/9/2026) 9VC-9NLD Ché& dd / gid lam viéc chudn  Phg bién (40 gid/tudn)

I 1t Bé&n mé ta céng viéc va khung néng luc

CMO4 - Quanly déo tao

1. THONG TIN CHUNG

1. Ténvi triviéc lam: Qudn ly dao tao

2. Nhém vi tri

&c lam: Quan ly O Chuyén mén [ HS trg O
3. Béc nghé nghiép dudc sirdung: Bac 3, bac 4
4. Linh vuc hoat déng: Tuyén sinh, quan Iy dao tao cdc trinh do, hinh thifc ddo tao; quan Iy vén bang, ching chi, dir liéu dao tgo theo nhiém vu dudc giao.

5. Dan vi: Phong Ddo tao; Phong Quan ly déo tao (Phan hiéu); Phong Béo tao va Khoa hoc céng nghé (Vién Dao tao va Khoa hoc ting dung Mién Trung); b phan ddo tgo clia
cdc donvi

6. Cédp quanly: Trudng Phong Déo tao
7. Vi tri viéc lam lién quan: CM05; HT04; HTO3

Hinh 4. Ban mé ta céng viéc va khung nang luc cia mét vj tri
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TLU-VTVL - Hwéng dan dang nhap va s dung theo vai tro

2. Ngwoi ké khai cua dorn vi

NG( CANH

Ban la Nguoi duwoc don vi giao ké khai (tai khoan vai tro “Nguwi ké khai clia don vi”). Chi
thay dtr liéu don vi minh.

Khi nao T khi nhan nhiém vu ké khai dén khi Phong TCCB xac nhan lan ndp; va mai khi co
yéu cau chinh stra (chuéng do).

Cén chuan bi Quyét dinh chirc ndng, nhiém vu cla don vi; danh sach nguwdi va vi tri; s6 sach,
phan mém dé dém so san pham; Phiéu do thoi gian.

Lam xong thi Lan ndp & trang thai “Hop 1€, ché xac nhan”, rdi dwgc Phong TCCB xac nhan.

LO TRINH - céc giai doan

1 Xem, khai
b&o nhiém vu qua lai 7 cau

| 2 pienfile B 3 Nop n 4 Poc két ) 5 Sira, nép 6 Traloiyéu

Giai doan 1 - Xem, khai bao chirc ning, nhiém vu va tai file mau day da

1

Bam Chtrc nang, nhiém vu trén thanh menu

O dau: S6 1 trén Hinh 5. Trang m& san don vi ctia ban.

— Dboc so d6 Khoan nhiém vu - A1 - A2 -, B1 (s6 2): m6t khodn QD = mot dong Al; mot
nhiém vu c6 nhiéu céng viéc A2; mdi cong viéc mot dong B1.

Bam Tai file miu day du (Excel) - file d€ d6i sanh v&i ban tw lam

O dau: S6 3 trén Hinh 5.

— Mau gia dinh hoan chinh ding theo chirc ndng, nhiém vu — khéng |y tir di¥ liéu don vi da
glri; Al & cap dorn vi, khong tach theo bd mon.

— Bon vi thudc Qb 2685 (11 phong, trung tam): Al theo céac khoan clia Qb (that); A2 tach tir
tlrng diém clha QDb.

— Don vi chwa cé quyét dinh trén hé théng (khoa, vién...): nhiém vu dé xuat theo chirc nang
théng thwdng clia loai don vi; cin c ghi “GIA DINH”.

— Trang dau file cho biét don vi du hay thi€u quyét dinh va phan nao la gia dinh; 6 cam la gia
dinh hoac may goi y.

I Lwu y: Khéng ndp nguyén file mau — sé liéu B1 trong do 1a gia dinh, web sé& bao 16i va

khong tinh gio.

Bam Tai ban QD (PDF ky s6) d€ Iwu ban quyét dinh dinh kém ho so
O dau: S6 4 trén Hinh 5 (don vi thudc QD 2685).
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TLU-VTVL - Hwéng dan dang nhap va s dung theo vai tro

DAIHQC 5 = e - D 9 Quan tri vién
@ THUYLUI TLU-VTVL ® Timma, don vi, vi tri, céng viéc...( /) £ 10/11- con1ngay Q Xem thir-Ngudi ké khai cia don vi - POT

(N Tiéndé & Népfileké khai & Yéucdu [ Chlcnang,nhiémvu & Vidumdu [0 Danhmuc & Caatdi (@ VTVLIlagi?

[ Chirc néng, nhiém vu ctia don vi - cén cirké Al

@® Nguyén téc: ngusi phu trach don vi ké trang Al theo ding quyét dinh chifc néng, nhiém vu ciia ddn vi minh. C6t Can cirghi s6 quyét dinh dé kém muc, khodn; hé so gii di sé
dinh k&ém bén quyét dinh. M3i khodn nhiém vu trong quyé&t dinhla mat dong A1 (cé thé tdch theo diém 1.1,1.2... néu cdn); viéc chi tiét dua xudng A2. Nhiém vu dé chuyén giao

hod&c khéng con Iam vén ké, chon trang thdi tuong tng.

QUVE’T DINH TRANG A1 TRANG A2 TRANG B1
Khodn nhiémvu NHIEM VU CONG VIEC KHOI LUGNG
VD: Muc lll, khodn 1 - Tuyén sinh = | 1khodn=1dong-m&NV.PDT.001-cétD | = | nhiéuddng cholnhiém vu-cétB = —  1déngcho méicéng viéc -s8sdn phdm
ghis3 @b, muc, khodn NV.PDT.001 - m&i dong 1vi tri, 1sén x 58 phut
phém - tach tircdc diém1.1,1.2...

£ Chuabiét bt ddu thé nao? Xem Viduméu (gié dinh) - Khoa CNTT - TLU: di tron tirquyét dinh chifc ndng, nhiém vu dén gis 1am viéc, s ngudi cdn va thira/thiéu nhan sy.

Bonvi
Phong Ddo tgo - c6 QD v
FKhaibdo chitc néng, nhiém vu ciia Phong Déo tao

Don vi dang diing @D 2685/QD-DHTL (2019). Néu dé cé quyét dinh chiic ndng, nhiém vu méi thay thé (vi du sau sdp nhép), hay khai bdo dé hé théng dung quyét dinh mdi. Chi cénnhapsé,
ngdy quyét dinh va ddn phdn nhiém vu; hé thong tu tdch khodn, diém va xdc dinh céng viéc tusng ing.

@® Khaibdo chirc néng, nhiém vu

$ File mau ddy di ciia Phong Dao tao - mot file duy nhét (A1, A2, B1) dé déi sanh véi bén tulam. Méu gia dinh hoan chinh dung theo chiic ndng, nhiém vu - khéng Idy tirdiliéu
don vi da giii; A18 cdp ddn vi, khong tdch theo b mén. Altheo cdc khodn clia @D 2685/QD-PHTL (that); A2 tdch tif ting diém clia quyét dinh, ho&c theo nhiém vu tucsng
(ing khi khodn khéng c6 diém. Sé liéu B 1a gid dinh; moi phén gid dinh té cam.

L &, Taifile méu ddy di (Excel) l

Hinh 5. Trang “Chtrc ndng, nhiém vu”. S6 trong vong dé trén dnh = sé budc.

Khai bao chirc ndang, nhiém vu cta don vi khi hé théng chwa c6 quyét dinh

cua don vi, hoac don vi da cé quyét dinh méi

O dau: Trang Chirc ndng, nhiém vu - nut Khai bao chive niang, nhiém vu (hoac Cap nhat

khai bao).

— Nhéap s0, ngay quyét dinh, noi chi*a nhiém vu (vi du “Diéu 2"), trich yéu; tai ban PDF néu
co.

— Dan phan nhiém vu cta quyét dinh: mdi nhiém vu mot dong bat dau “1.”, “2.”...; viéc cu thé
bat dau “1.1.”, “a)” ho&c “-". Chwa c6 van ban dién tl: bdm Dién khung goi y theo loai don
Vi roi stra.

— B&m Xem trwéc cach hé théng hiéu: mdi nhiém vu 1a modt dong Al; khoan co diém -
cong viéc tach tlr diém; khoan khong cé diém - hé théng chon cong viéc ctia nhiém vu
twong tng trong kho tri thikc (ghi ré6 mic giong).

— B&m Lwu khai bao va cap nhat file mau.

v Két qua: File mau day du duwng lai theo quyét dinh vira khai; bang déi chiéu va két qua kiém

tra 1an ndp ma&i nhét tinh theo quyét dinh nay. Trang thai Che xac nhan cho téi khi Phong

TCCB xac nhan.

I Lwu y: Khai bao diing quyét dinh that ctia don vi; Phong TCCB c6 thé yéu cau stra (thong

bao dén & muc Yéu cau).

Chép cau can cw cho tirng khoan nhiém vu
O dau: Dong “Can ct ghi & Al cét D” dwdi mdi khoan (s6 1 trén Hinh 6).
— M@ “... diém — viéc cu thé” (s6 2) dé xem cac diém 1.1, 1.2... dung khi ké cong viéc A2.
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TLU-VTVL - Hwéng dan dang nhap va s dung theo vai tro

Muc lll. Phong Dao tao
» Chire néng (5)

Nhiém vu (phan B): 5 khodn - A1nén cé it nhét 5 dong tuong tng.

oo"u én sinh

“Gn el ghi 6 AlcotD: QD 2685/QD-DHTL ngay 27/12/2019, Muc lil (Phong Dao tao), phdn B, khoén 1 I

IeS(ﬁém - viéc cu thé (duing khi k& A2) |

° Xay dung véa quan ly chudng trinh déo tao cdc bac, cac loai hinh déo tao
Cénclrghi 8 AlcotD: QD 2685/QD-DHTL ngay 27/12/2019, Muc lll (Phong Do tao), phdn B, khodn 2
» 4 diém - viéc cuthé (dung khiké A2)

e T8 chirc véa quén Iy dao tao céc bdc, cac lodi hinh dao tao
Cénclrghi 6 AlcotD: QD 2685/QD-DHTL ngay 27/12/2019, Muc Il (Phong Dao tao), phdn B, khoén 3

» 16 diém - viéc cu thé (diing khi ké A2)

o Phat trién déo tao cdc bdc, cdc loai hinh déo tao
Cénclrghi g AlcotD: QD 2685/QD-DHTL ngay 27/12/2019, Muc lll (Phong Ddo tgo), phdn B, khodn 4
» 4 diém - viéc cuthé (dung khiké A2)

° Truyén théng véa hgp tdc trong dao tao
CénclrghidAlcotD: QD 2685/QD-DHTL ngay 27/12/2019, Muc Il (Phong Dao tao), phdn B, khoén 5
» 5diém - viéc cu thé (dung khi k& A2)

Cdc muc khdc clia QD 2685/QD-DHTL chua gén véi don vi ndo trén hé thang: Muc XIV (Ban Dao tgo va Cong tdc sinh vién, Co sé Pha Hién); Muc XV (Ban Hanh chinh - Qudn tri, Co s&Phé Hién).
Hinh 6. Tirng khodn nhiém vu kém cau cdn ctr mau. S6 trong vong dé trén dnh = s6 budc.

Khoa, Vién, Phan hiéu chwa c6 trong Qb 2685: ké Al theo quyét dinh chirc nang, nhiém vu riéng
clia don vi va ghi s6 quyét dinh d6 & cot Can clr. Chua c6 ban quyét dinh - lién hé Phong TCCB.

Giai doan 2 - Pién file Excel

Dién trén File ké khai mau cua Trwdng v0.3, ddi sanh véi file mau day du

O dau: Tai mau & trang Nop file ké khai (lién két “tai mau”) hoac trang “VTVL la gi?”.

— A1: m6i khoan nhiém vu clia quyét dinh mot dong; tén ding quyét dinh; cot D = s6 Qb +
muc, khoan; cot F chon trang thai tir danh séach.

— A2: cOt B = ma nhiém vu A1; mbi dong mot ma vi tri (cot C), mdt san pham dém duwoc (cot
E); viéc hai vi tri cung lam - tach hai dong.

— B1: mbi cdng viéc mot dong; sé san pham trong ndm (dém that), sé phat/san pham (do 3-5
lan lay trung binh), ngudn s6 liéu; cot R phai hién DAT.

— B2: chi khi cach lam thay d&i trong ndm. C1, C2 da dién sén dé tra cru; C3, D1, D2 do
Phong TCCB lam.

I Lwu y: Khong déi tén trang, khdng chén/xda c6t, khong gd vao 6 xam. Chi tiét tirng cot: tai
lieu 01.

Giai doan 3 - Nop file

CLel Bam Nop file ké khai trén thanh menu
7 O dau: S6 1 trén Hinh 7. O don vi da chon sn; ky théng ké dé nguyén.

L Go ho tén ngwoi ndp, bAm Choose File chon file .xIsx
sJ & dau: S6.2 va 3 trén Hinh 7.
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TLU-VTVL - Hwéng dan dang nhap va s dung theo vai tro

BUOC Bﬁm N@p va kiém tra
9 O dau: S6 4 trén Hinh 7.
v Két qua: Sau vai giay, trang két qua ctia lan ndp mé ra.

Xem thir: Ngudi ké khai ciia don vi- PDT

@ ¥abl‘vl?£" TLU-VTVL  ® Timma, don vi, vi tri, céng viéc...(/) £ 10/11 - cén 1ngay Ja Quén tri vién

& Nopfileké khai £ Yéucdau [ Chicnéng,nhiémvu £ Viduméu O Danhmuc 2 Ciatéi @ VTVLIagi?

&, Nop file ké khai ctia don vi

P cCéancirAlchiadon viban: QD 2685/QD-DHTL ngdy 27/12/2019 - Muc Il (Phong Déo tao, 5 khodn). Méi khodn mét dong Al, cét Cén clrghi s6 QD kém muc, khodn. Xem
nhiém vu vé céu cdn cdméu — - Tdi file méu ddy di ctia don vi

Ponvi Ky théng ke \oudinop (ho tén) Bl Excel (XIsx) o_
Phong Pao tao (PDT) v 01/10/2025-30/9/2026 LHQ tén/ chitc vu I No file chosen L & Nép va kiém tra )

= Trudc khindp, don vjtusoat

1. Moi dong & trang A2 déu cé ma vi tri (QLO1-QLO6, CMO1-CMO8, HTO1-HT21) vama nhiém vu dd cé & trang Al.

2. Cét Vén ban cén cif va Ndi luu hd sd & trang A1 ghi véin bdn that (s8, ky hiéu, ngay) - khong con chir méu“...”.

3. Cdc 6 c6 danh sdch thi chon trong danh sdch, khéng tu gd (Trang thdi 8 AT; “Cé dinh mc / Kiém dém, uéc lugng thuc t&” &B1).
4.0 s chi ghi sé (ghi 30, khong ghi“30 phit”); khéng gé vao & mau xdm (6 ty tinh); khong chén hay xéa dong.

5.0 trangB1, ct R (K&t qud tu kiém tra) hién DAT & moi dong.

6. Ténfilenénddt: VTVL_<ma don vi>_<ngay>.x1sx ,vidu VTVL_KCNTT_20261115.x1sx .

@ Truéng Dai hoc Thily Igi - Ra sodt vi tri viéc lam theo Huéng dén 07-HD/BTCTW - K& hoach 1294 /KH-DHTL

Tidién thutngr  Vitriviéc lamlagi?  Vidumdu

K&t qua kiém tra ty dong khong thay xac nhan nghiép vu clia don vi va Phong TCCB.

Hinh 7. Trang ndp file. S6 trong vong dé trén anh = sé budc.
Giai doan 4 - Poc két qua kiém tra

Xem trang thai va s6 16i phai sira, canh bao

O dau: Hang 6 téng & dau trang lan ndp (s6 1 trén Hinh 8).

— Can slra: con 16i phai stta — slra rdi nop lai.

10 — Hop 18, chd xac nhan: hét 16i phai stra - ch Phong TCCB.
— Pa xac nhan: xong.

— Bi tra lai: doc ly do & muc Yéu cau.

Bam Tai file da danh dau 16i — stra tai chd

O dau: NGt xanh dam (s6 2 trén Hinh 8).

BUGC — Chinh file da ndp: 6 16i t6 d6, canh bao vang, goi y xanh nhat; ré chudt vao 6 doc ghi chd

11 cach stra. ) )

— Trang dau “00_LOI_CAN_SUA” liét ké moi 16i, baAm “Di t&i 6" dé nhay t&i cho can stra.

— Mudn so v&i ban hoan chinh: bAm Tai file mau day da caa don vi (s6 3). Céc file it dung
nam & Tai thém (s6 4).
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DAIHOC . - S — T 3 Quan tri vién
@ THOVLO! TLU-VTVL ® Timma, donvij, vitri, céngviéc...(/) 9 10/11+ cén 1ngay Jal gL R I—

® VTVLIag?

Phong Ddo tao — Ién ndp thir1

TONG HOP BIEU CAC DON VI.xisx — VTVL_PDT_tach_tu_tong_hop_TCCB.xIsx : nép 08/11/2026 23:56 bdi Phong TCCB (téng hop) - ky théng ké 01/10/2025-30/9/2026

Trang thdilén nép 1 o 17 / 60 0 / 0
® Cénsita 16i phdi stfa cénh bdo nén xem Igi "™ nhiém vy / congviec @ déng khai lugng hop.g:/

téng

o,

1= Tai thém (it diing): file ggi y stia, danh sach 16i, file ké khai chudn héql

Téifile da danh ddu 16 - sira tai chd € Taifile mdu ddy di clia don vi(dé dsisanh) )

@ sitanhanh: bdm Tdi file da ddnh déu 16i - sia tai ché. Filemd ra & trang 00 _LOI_CAN_SUA liét k& moi 151, bdm "Di t&i 6" dé nhdy téi ding 6;6 dé = 13i phdi sifa, vang =
cdnhbdo, xanh = ggiy; ré chudt véio 6 dé doc céch slia. Stia xong luu file véindp Iai - khang cén chép sang file khdc.
Muén bi€t ban hoan chinh tréng thé nao: bdm Tdi file mu day di ctia don vi - mét file duy nhdt cé di A1, A2, B1dé déi sanh véi ban tulam; trang déu ghi ré don vi dé c6 quyét
dinh chiic ndng, nhiém vu hay chua vé phén ndo & gid dinh (t6 cam).

Trang thdi do Phong TCCB cdp nhat sau khi doc ndi dung. Néu con I6i: téi danh séch 18i, sifa trong file Excel réi ndp lai (thanh 1én nép méi).

R Paichiéu A1véi quyét dinh chifc néng, nhiém vu

QP 2685/QD-DHTL ngay 27/12/2019 - 5/5 khodn nhiém vu dd cé & A1 -17/17 dong A1 ghi s8 QD & cét Cén clr - xem todn vin nhiém vu clia PDT

Khoén trong QD Nhiém vu A1 tuong iing Can cirnén ghi
Muc Iil, khoén 1 NV.TLU.DT.03 (theo néidung) Qb 2685/QD-DHTL ngay 27/12/2019,
Tuyén sinh Muc Il (Phéng Pdo tao), phén B, khodn 1

Hinh 8. Trang l&n ndp. S6 trong vong dé trén dnh = s6 budc.

Xem bang “Poi chiéu Al v&i quyét dinh chirc nang, nhiém vu” (don vi thudc
Qb 2685)

O dau: Gitra trang l1an nop (s6 1 trén Hinh 9).

— M@i khoan trong QB: da c6 dong Al nao, con thiéu khoan nao, cau can cir nén ghi.

I Lwu y: Mrc Léi phai stra; Canh bao nén xem lai; Govi y la cach ghi tét hon, khdng bét budc.

R DPaéichiéu A1véi quyét dinh chifc néng, nhiém vu

Qb 2685/QD-DHTL ngady 27/12/2019 + 5/5 khodn nhiém vu da cé & A1 +17/17 dong A1 ghi s6 QD & cot Cén clr * xem toan vdn nhiém vu clia PDT

Khoén trong QD Nhiém vu A1 tuong iing Can cirnén ghi

Muc lll, khoén 1 NV.TLU.DT.03 (theo ndidung) Qb 2685/QD-DHTL ngay 27/12/2019,
Tuyén sinh Muc Il (Phéng Pdo tao), phén B, khodn 1
Muc Ill, khodn 2 NV.TLU.DT.02 (theo néidung), NV.TLU.DT.05 (theondidung), NV.TLU.DT.09 (theondi Qb 2685/QD-DHTL ngay 27/12/2019,
Xay dung vaqudn Iy chuong trinh daotgo  dung), NV.TLU.DT.10 (theondidung) Muc Il (Phong Pdo tao), phén B, khodn 2

cdc béc, cdc logi hinh dao tao

Muc lll, khoén 3 NV.TLU.DT.04 (theondidung), NV.TLU.DT.06 (theondidung), NV.TLU.DT.08 (theo néi Qb 2685/QD-DHTL ngay 27/12/2019,
Té chirc vé qudn ly ddo tao céc bac, cdc dung), NV.TLU.DT.11 (theondidung), NV.TLU.DT.12 (theondidung), NV.TLU.DT.14 (theo Muc Il (Phéng Pdo tao), phén B, khodn 3
logi hinh dao tao ndidung), NV.TLU.DT.17 (theondidung)

Muc lil, khoén 4 NV.TLU.DT.01 (theo néidung) Qb 2685/QD-DHTL ngay 27/12/2019,
Phdt trién do tgo cde béc, cdc logi hinh Muc Il (Phong D&o tao), phdn B, khodan 4
ddo tao

Muc lil, khoan 5 NV.TLU.DT.13 (theo ndidung), NV.TLU.DT.15 (theo ndi dung) Qb 2685/QD-DHTL ngay 27/12/2019,
Truyén théng vahgp tdc trong ddo tao Muc Il (Phéng Pdo tao), phén B, khoén 5

» 2 nhiém vu A1 chua d8i chiéu dugc véikhodn nao cia @D

A Ké&tquakiém tra tu dong - gop theo loqi
® Tim trong béng (khéng cdn ddu, nhiéu t1y)... Mic: tdtca v Biéu:tdt cd v Dong1-10/ 31dong Hién 10dong v
Mirc Biéu Loai N&idung

S& dong

Hinh 9. Bang dbi chiéu A1 véi Qb 2685. S6 trong vong do trén anh = sé budc.
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Giai doan 5 - Stra va nop lai

Stra truec tiép trong file da danh dau 16i, lwu, rdi ndp lai nhw cac buwéc 7-9
O dau: Excel trén may — menu Nop file ké khai.

v Két qua: Mdi Ian ndp 1a mot 1an mai. Lap lai dén khi trang thai 1a Hop 1€, ch® xac nhan.
I Lwu y: Mau t6 va trang “00_LOI_CAN_SUA” khéng anh hwéng khi nop lai.

BUOC

13

Giai doan 6 — Tra l&i yéu cau cua Phong TCCB

Khi chuéng & dau trang c6 s6 dé: bam Yéu cau - mé yéu cau

O dau: Menu Yéu cau (s6 1 trén Hinh 10).

— Doc ndi dung, stra file, ndp lai.

14 — Bam Tra l&i Phong TCCB, danh dau “Don vi da stra xong theo yéu cau (da nop lai)” -
Gri.

v Két qua: Phong TCCB nhan dworc trd 10 va déng yéu cau khi dat.

DAIHOC . - o - W 5 o Quan tri vién
@THUVI'_OI TLU-VTVL [ @ Timma, don vi, vitri, cong viéc...(/) o/t con 1nady \0> Xem thit: Ngui ké khai ciia don vi - PDT

() Tiéndé M Nopfileké khai () Yéucdu [ Chicnéng,nhiémvu £ Viduméu [0 Danhmuc 2 Caatéi @ VTVLIagi?

& Yéu cdu chinh sita, b sung

® Paylacdc yéucduPhong TCCB gli Phong Pao tao. M4 ting yéu cdu dé doc ndi dung, st file ké khai, nép lgi trén web rdi tra 18i 3 Phong TCCB biét. Yéu cGucénhén  Msi
1& cé ndi dung ban chua doc.

g 0 = 0 5 0 A 0
ch&don vi xir ly don vi d@phan hdi dadéng i ¢6 ndi dung mdi ban chua doc

Chua c6 yéu cdundo.

@ Truéng Dai hoc Thily Igi - Ra sodt vi tri viéc lam theo Huéng dén 07-HD/BTCTW - K& hoach 1294 /KH-DHTL

Ti dién thuat ngr Vi tri viéc lam la gi?  Vidumdu

K&t qua kiém tra ty dong khong thay xdac nhan nghiép vu clia don vi va Phong TCCB.
Hinh 10. Trang “Yéu cau chinh stra, b6 sung”. S6 trong vong dé trén anh = sé budc.

Theo doi ti€n do: trang Tién dd cho biét s6 don vi da ndp, can stra, da xac nhan (s6 1 trén Hinh 11)
va céc 16i hay gap nhét toan Trwong (s6 2) — doc dé tw soat triedre khi ndp.
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DAIHOC . - S — T 3 Quan tri vién
@ THOVLO! TLU-VTVL ® Timma, donvij, vitri, céngviéc...(/) 9 10/11+ cén 1ngay jal ° L N ——

i€ndé M Nop fileké khai (i ié idu 0 Danhmuc & Clatéi (® VTVLIagi?

(™ Tién dd ké khai ctia cdc don vi - ky théng ké 01/10/2025-30/9/2026

@® Ban déng nhdp véi vai trd Nguai ké khai clia don vi - Phong Dao tao. Chi hd sa clia don viminh mé dudc; dong clia don vi ban dugc té dam.

33 30 30 o) o)
don vi trong 6 donvidanep ®  gonvicénsia ©  hople,chs ©  PhongTcoBda X 3 ) X
" " P o n " " don vi chuanép
danh sdch file 16i TCCB xdc nhén xdc nhén b 2

Trang thdi theo don vi

® Tim trong bang (khong cén ddu, nhiéu tir)... Logi: tdtcd v Lénnop: tét cd v Trang thdi: tdtcd v Dong1-10 / 33 dong Hién 10dong v
Don vi Loai Lén nép Trang thai L&i Cénh bdo Nép luc

Khoa Céng nghé théng tin (KCNTT) Khoa Lén5 ® Cén sita 217 13 09/1116:27

Khoa Céng trinh (KCT) Khoa Lén1 ® Cén sita 1 1 08/1123:56

Khoa Ca khi (KCK) Khoa Lan1 ® Cansia 1 1 08/1123:56

Khoa Hoa va Mai trusng (KHMT) Khoa Léan1 ® Cén sifa 1 1 08/1123:56

Khoa Kinh t& va quan ly (KKTQL) Khoa Lén1 ® Cén sita 3 1 08/1123:56

Khoa K& todn vé Kinh doanh (KKTKD) Khoa Lén1 ® Cén sita 51 0 08/1123:56

Hinh 11. Trang “Ti€n d¢”. S6 trong vong dod trén anh = s6 budéc.
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3. Can bd Phong T6 chirc can bo

NG(* CANH

Ban la Chuyén vién Phong TCCB (vai tro “Can bo Phong TCCB”). Thay moi don vi.

Khi nao Hang ngay trong dot ra soat: theo déi don vi ndp, kiém tra, yéu cau stra, xac nhan;
cudi dot tong hop ndp BO.

Céan chuan bi Danh séach don vi va dau méi; quyét dinh chirc ning, nhiém vu clia cac don vi; van
ban ché do lam viéc (gio chuan).

Lam xong thi Moi don vi cé 1an ndp Pa xac nhan; file tdng hop toan Trwdng dé nop Bo.

LO TRINH - cac giai doan

1 '!'beo 90' —{ 2 M& lan nép | 3 Kiemtra, | 4 (LY —| 5 Xacnhan | | 6 Téng hop
tién do nhan xét cau

Theo doi ti€n do toan Trwong
L LCN O dau: Menu Tién dé (Hinh 12).

1 — Hang 6 tong (s6 1): s6 don vi da ndp, can stra, hop &, da xac nhan, chwa nop.
— Bang trang thai theo don vi (s6 2): loc theo loai, trang thai; bam “Lan n” dé ma.

DAIHOC . - S = T = Quan tri vién
@l THOYLON TLU-VTVL ® Timma, donvij, vitri, céngviéc...(/) £ 10/11 - cén 1ngay /a ° Ko it Car B PR TOCH

Nop fileké khai [ Bonvi | Tdnghdp (& Yéucdu [P Chlcnéng,nhiémvu £ Viduméu [0 Danhmuc 2 Caatéi @ VIVLIagi?

(» Tién dd ké khai ciia cac don vi - ky théng ké 01/10/2025-30/9/2026

33 30 30 o) o)
don vi trong don vi danoép ® don vi cén slra @ hop 1&, chg @ Phong TCCB da X 630 i UG
danh sach file 18i TCCB xdc nhén xdc nhan INLEINPD

] & Trang thditheo don vi

® Tim trong béng (khéng cén ddu, nhiéu ty)... Logi: tdtca v Lannop: tdtca v Trang thdi: tdtcd v Dong1-10/ 33 dong Hién 10dong v
Don vi Loai Lannép Trang thai L&i Cénh bao Nép lic Yéu cdu

Khoa Céng nghé théng tin (KCNTT) Khoa Léns ® Cén sita 217 13 09/1116:27 <G

Khoa Céng trinh (KCT) Khoa Lén1 ® Cén siia 1 1 08/1123:56 <Gli

Khoa Ca khi (KCK) Khoa Lén1 ® Can sita 1 1 08/1123:56 <IGii

Khoa Héa va Mai trusng (KHMT) Khoa Lén1 ® Cén sita 1 1 08/1123:56 <Gii

Khoa Kinh té va quan ly (KKTQL) Khoa Lén1 ® Cénsita 3 1 08/1123:56 <G

Khoa K& todn va Kinh doanh (KKTKD) Khoa Lén1 ® Cénsita 51 0 08/1123:56 <G

Khoa K thudt t&i nguyén nude (KKTTNN) Khoa Lén1 ® Can siia 2 1 08/1123:56 <G

Vhanl At uA 1 lnAn ahink +ri (1 1L1LOTY Vhnan 1LAn1 VWY SRS 1 a i Nna/192:-RA A

Hinh 12. Tién dé ké khai toan Truong. S6 trong vong dé trén anh = sé budc.

MR M@ l1an ndp, Kiém tra lai khi danh muc hodc quy tic vira thay d6i
2 O dau: Trang lan nép — nat Kiém tra lai (theo danh muc méi nhat) (s6 1 trén Hinh 13).
— Poc két qua kiém tra, bang d6i chi€u Al véi QD, dir liéu A1, A2, B1, B2 & cudi trang.
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Cap nhat trang thai, ngw®i xac nhan, ghi cha - Cap nhat

O dau: Khung trang thai (s6 2 trén Hinh 13).

— Khong chon dugc “Da xac nhan” khi con 16i phai sira.

— Chon “Bi tra lai” - hé théng tw glri yéu cau kém ghi chi va tom tat 16i cho ngudi ké khai.

Viét nhan xét chuyén mon

O dau: Muc “Nhan xét chuyén mén” dwéi khung trang thai.
Lwu nhan xét: ban nhap, don vi chua thay.

Danh dau Cong bd cho don vi dé nguoi ké khai thay.
Hoac Lwu va gri thanh yéu cau chinh stra.

DAIHOC . - o - T z Quan tri vién
@ THOYLOI TLU-VTVL  ® Timma, don vi, vi tri, céng viéc...(/) £ 10/11 - cén 1ngay /a o Xom thir-Can b6 Phang TCCB

Nop fileké khai [ Bonvi | Tdnghdp (& Yéucdu [P Chlcnéng,nhiémvu £ Viduméu [0 Danhmuc 2 Caatéi @ VIVLIagi?

Phong Ddo tao — Ién ndp thir1

TONG HOP BIEU CAC DON VI.xisx — VTVL_PDT_tach_tu_tong_hop_TCCB.xIsx : nép 08/11/2026 23:56 bdi Phong TCCB (téng hop) - ky théng ké 01/10/2025-30/9/2026

Trang thdilén nép 1 o _ 17/ 60 0/ 0
® Cansiia ® 1i phdii sifa cdnh bdo nén xem Igi "™ nhiém vu / céng viec o ?::s kndllugnghigp le:/

Téi file & dénh ddu 16i - sira tai chd

L © Kiém tra lai (theo danh muc mdi nhét) )
i

Tai thém (it dung): file ggi y stia, danh sach 13i, file ké khai chudn héa

$ Taifile mdu ddy di clia don vi(dé dsi sanh) < Giiiyéu cdu chinh stta cho dan vi

I.rqngthd[ Ngudi xdc nhan Ghichd

Cénslra M © Cép nhat

Chi chon dugc “Dé xdc nhan” khi khong con 18i phéi stra. Day & xde nhan ndi dung clia Phong TCCB, c6 luu nhdt ky.

Chon“Bi trd lgi” s& tu gl yéu cau (kem ghi chti va tém tdt 16i) tdi ngudi ké khai clia don vi.

[ Nhén xét chuyén mén  Ban nhdp - don vi chua thdy
Chuyén gia tu vén (du thdo cho Phong TCCB) - 09/11/2026 00:16

NHAN XET LAN NOP THU 1 - PHONG DAO TAO
2 = : ;
(Dirliéutdch tir file "TONG HOP BIEU CAC DON VI" clia Phong TCCB, coi tam & 1an ndép déu.)

Hinh 13. L&n nép xem bang vai trd Can b6 Phong TCCB. S6 trong vong dé trén dnh = s6 budc.

Gwri yéu cau chinh stra, b6 sung cho mét hoiac nhiéu don vi

O dau: Menu Yéu cau — G yéu cau méi, hoic nat “Glri yéu cau chinh stra cho don vi” (s6
3 trén Hinh 13).

— B&m Chon moi don vi chwa dat (s6 1 trén Hinh 14) hoac chon tirng don vi; mbi don vi
nhan mot yéu cau riéng.

Ghi tiéu d&, ndi dung, han xt ly; danh dau “Kem tom tét 16" — Guri yéu cau.

Theo doi tra I1&i; Péng yéu cau khi don vi stra xong hodac Mé lai kem ly do.

Két qua: Nguoi ké khai thdy chudng dé; moi trao ddi dwgc ghi nhat ky.

A
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DAIHOC

THOYLON TLU-VTVL

2

® Timma, dan vi, vi tri, céng viéc...(/)

Qudn tri vién

B 10/11- con1ngay Xem thit: Cén bo Phong TCCB

s Q

< Gii yéu cdu chinh sira, bé sung

@® Chonmét hodc nhiéu don vi - mi don vinha@n mét yéu céu riéng, tré 15i va theo déi riéng. Don vi chua dat (cén sia, bi tré lai, chua ndp) dude danh ddu dd. Néu tich "Kem
tém t&t13i", hé thong tuthém tém tét két qué kiém tra ldn ndp méi nhét clia ting don vi vao cudi ndi dung.

GUi téidon vi

0O—————
l Chon moi donvi chuadat = Bd chon hét

[J KCNTT - Khoa Céng nghé théng tin
® Cénslia Lan5 - 217 16i

[J KHMT - Khoa Héa va Méi trudng
® Cénsia Lan1-118i

[J KKTTNN - Khoa Ky thuat tai nguyén nuéc
® Cénsia Lan1-216i

[J BGH - Ban Giam hiéu
® Cénsiia Lan1-415i

(J KCT - Khoa Céng trinh
® Cansita Lan1-116i

[J KKTQL - KhoaKinh t& va quan ly
® Cansita Lgn1-316i

[J KLLLCT - Khoa Lugt va Ly luan chinh trj
® Cénsita Lan1-115i

[J PHHCM - Phén hiéu Trusng Dai hoc Thay 16i (TP.
HG ChiMinh)

[J KCK - Khoa Co khi
® Cénsita Lén1-116i

[J KKTKD - Khoa K& todn va Kinh doanh
®Cansiia |én1-5115i

[J KDDT - Khoa Dién - Dién tir
®Cansita Lan1-116i

J TYT-TramYté
® Cénsita Lén1-116i

® Cénsita L&n1-116i

[J TCKHKT - Tap chi Khoa hoc k¥ thuét Thiy Igi va O
Méi trusng
X Chuandp

VPTV - Véan phong Tu véin Thém dinh thigt ké va O
Gidm dinh chdt lugng céng trinh

® Cansifa gn1-118i

VPDDT - Van phong Dang - Poan thé
®Cansita Lan1-115i

[J PCTSV - Phong Chinh tri va Céng tdc sinh vién

(J PHCTH - Phong Hanh chinh - Téng hop [J PKHCN - Phong Khoa hoc céng nghé va Hop tac

Hinh 14. G&i yéu cau cho nhiéu don vj. S6 trong vong dé trén dnh = s6 budc.

Stra danh muc vi tri viéc lam khi cé van ban (ché do lam viéc, gi® riéng)
O dau: Menu Danh muc - 6 ché dd, gi¢ riéng, xac nhan — Lwu (s8 1 trén Hinh 15).

I Lwu y: Gio riéng chi duoc tinh khi chon “Da kiém chirng”. Sau khi stra, bam “Kiém tra lai” &
cac lan nop lién quan.

BAIHOC
THOYLO!

1 & tries ia 5 5 Quan tri vién
TLU-VTVL  ® Timma, don vi, vi tri, céng viéc...(/) £ 10/11 - cén 1ngay o e b Prarg TOCH

@ 2 ©

fileké khai  [E Ponvi b T

0 Danh muc vi tri viéc lam va sén phdm

@ Vitriviéclam cua Trudng (35) - Bang danh muc 08/11/2026, ND 232/2026 /ND-CP

clia mét ngudi: 1.904 gits/nam (ché d6 40 gid/tudn). Vi tri cé ché d“Ddc thi” (nhu gidng vién) diing s& gid riéng, chi dugc tinh khi sé gis d6 “Dé kiém chiing”. Thay d6i 8 day
iém tra lgi” 3 ting 1dn ndp. Bam tén vi tri dé xem bdn mé t& céng viéc.

Nhém: tét c& v

® Tim trong béng (khéng cén ddu, nhiéu tir)... Trang thdi: tdt cd v Déng1-10/ 35 dong Hién 10dong v
Ma Ténvitri Nhém Céancir vC NLD Trang thai Ché& d6 lam viéc / gid riéng / xdcnhan
cMO1 Gidng vién dai hoc (gém: Gidng  Chuyén ND 232/2026/ND-CP, Phu luclI STT 302 188  Tiéptuc st odcthi v 1760

vién, Gidng vién chinh, Gidng mén, 76; Bang danh muc VTVL BHTL dung 3
vién cao cdp, Gido su,Phé Gido  nghiépvu  08/11/2026 (dy théo) — .
Chuakiém chung v
su)
cMe2 Nghién clu vién Chuyén ND 232/2026 /ND-CP, Phu luc Il STT Tiép tuc sif P . . i
i e s # Pho bi 40gid/t ic
mén, 54; Béng darh myc VTVL BHTL dung Sbisn (40 gid/tudn) v| | ¢
nghiép vu 08/11/2026 (du théo)
= v
cMe3 K¥ su Chuyén ND 232/2026/ND-CP, Phu luclI STT 3 249  Tiéptuc sk P o N iy
v : ic
mén, 55; Bang danh muc VTVL DHTL dung PhGbién (40 glé/tudn) v | g
nghiép vu 08/11/2026 (du théo)

- v

Luu

B> R S Alan MR AAAIAANE MR AR AL Lo aTT A P PO )

Hinh 15. Danh muc 35 vi tri. S6 trong vong do trén anh = s6 budc.
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Xac nhan khai bao chirc nang, nhiém vu cta don vi

O dau: Trang Chirc ndng, nhiém vu — chon don vi — hdp “Quyét dinh chirc nang, nhiém vu
don vi da khai bao”.

— DA6i chiéu s6, ngay, ndi dung véi ban PDF don vi tai [én.

— Bam Xac nhan khai bao, hoac ghi chd roi bAm Yéu cau don vi stra — hé thdng tw glri yéu
cau cho nguoi ké khai.

v Két qua: O can ctr trong file mau chuyén tir vang (chd xac nhan) sang xanh; moi thao tac
duwoc ghi nhat ky.

Tao file tong hop toan Trwong dé nop Bo

O dau: Menu Téng hop (Hinh 16) — khung “Tao file téng hop toan Trwdng (dé ndp Bo)”.

— Chon pham vi: 1an ndp m&i nhat ctia moi don vi (trlr [an bi tra lai) hodc chi lan da xac nhan.
— B&am Tao file tong hop - Tai.

DAIHOC . - o - T = Quan tri vién
@ THOYLOI TLU-VTVL  ® Timma, don vi, vi tri, céng viéc...(/) £ 10/11 - cén 1ngay /a o Xom thir-Can b6 Phang TCCB

Nop fileké khai ] Donvi | Ténghgp & Yéucdu [ Chicnang, nhiémvy €& Viduméu [0 Danhmuc & Clatéi (® VTVLIagi?

L Ténghdp toan Trudng

L dy Ién ndp mdi nhét clia méi don vi (1dn bi trd lai khang tinh vao giss). Cap nhat ngay méi khi don vi ndp, Phong TCCB déi trang thdi hodic bam kiém tralgi.

30/33 586 — 1.673 (0] (0] 30
don vi déacoé dir D nhiém vu (AT) = cc":n vic (A2) @ donvi cé khoi @ lénnép hoplée / ® 16n nép cén stra
liéu B L lugng hop 1& (B1) dé&xdc nhén / bi trélai

/A Chua ddn vi nao cé dong khadi ludng hdp 1€ & trang B1, nén chua tinh dugc gid/ndm vé s& ngusi cdn theo khéi lugng. Céc bang dudi téng hgp tirnhiém vu (A1) va céng viéc
(A2) dé nop; cot gid va s6 ngudi cdn sé tucé sé khi don vi dién Bl.

Theo don vi

® Tim trong bang (khéng cén ddu, nhiéu tir)... Logi: tdtcd v Lénnop: tét cé v Trang thdi: tdtcd v Dong1-10 / 33 déng Hién 10dong v
Don vi Loai Lanndp Trang thai Nhiém vu Céng viéc CV/NV Viéc QL Viéc CM Viéc HT Mé la/tréng Blhgp l& Gig/nam |
Khoa Céng Khoa Lén5 ® Cénsia 104 359 3,5 205 124 30 o/0

nghé thong tin

(KCNTT)

Khoa Céng Khoa  Lén1 ® Cénsifa 15 51 3.4 27 18 6 0/0

trinh (KCT)

Khoa Ca khi Khoa Lén1 ® Caénsia 12 29 2,4 13 10 6 0/0

(KCK)

Hinh 16. Trang Tong hop toan Trwong. S6 trong vong dé trén énh = sé budc.

Viéc khac: menu Pon vi dé thém, stra don vi (Hinh 17; ma don vi dung dat ma NV.<ma>.001,
CV.<m&>.001). Menu NoOp file ké khai cho phép ndp thay bat ky don vi nao (chon don vi trong
danh sach) — dung khi don vi gtri file qua email.
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DAIHOC . - S — T = Quan tri vién
@] THOYLON TLU-VTVL ® Timma, donvij, vitri, céngviéc...(/) £ 10/11 - cén 1ngay /a ° Ko it Car B PR TOCH

(™ Ti€nddé & Nop fileké khai Ponvi b Ténghdp & Yéucdu [ Chicnéang,nhiémvu £ Vidumdu [0 Danhmuc & Clatdi (@ VTVLIagi?

Pon vi ké khai

Mbi khoa, phong, trung tam, vién, ban nép mat file ké khai (theo K& hoach 1294); bd mon khang ndp riéng méndém trong file clia khoa. Ma don vi do Phong TCCB céip, diing dé ddt mé nhiém vy NV.
<M&>.001 vamdcongviéc CV.<Ma>.001 .Danhsdch géc: TLU_Bieu_mau/DANH_SACH_DON_VI.csv .

A} Téndonvi Loai
KCNTT Khoa Céng nghé théng tin Khoa .

= Danhsach (33)

® Tim trong bang (khong cdn ddu, nhiéu tir)... Logi:tdtcd v Dong1-10/ 33 dong Hién 10dong v
Ma Tén Loai Lan ndép mdéi nhdt Trang thai Sira
KCNTT Khoa Céng nghé Khoa Lén5 - CNTT_B6 biéu vi tri viéc lam_KCNTT_final.xlsx ® Cén sia KCNTT
théng tin

Khoa Céng nghé thong tin

KCT Khoa Céng trinh Khoa  Lén1-TONG HOP BIEU CAC DON Vl.xIsx — ® Can sifa -

VTVL _KCT_tach_tu_tong_hop_TCCB.xIsx

Khoa Céng trinh

Khoa Al Luu

Hinh 17. Danh sach don vi. S6 trong vong dé trén anh = sé budc.

4. Lanh dao Trwong

NG{ CANH

Ban la Ban Giam hiéu va nguoi duoc giao theo ddi (vai tro “Lanh dao TLU").

Khi nao Muén ndm tién do va két qua ra soat toan Truwong.

Lam xong thi Biét don vi nao con can stra, chua nop; sé gio, s6 ngui can theo vi tri. Chi xem,

tai file — khdng stra duoc gi.

Xem Tong hop toan Trwong
O dau: Menu Téng hop (s6 1 trén Hinh 18).
— S6 don vi da c6 khoi lvgng hop 1€, s6 ngudi can theo 35 vi tri, gio/nam theo don vi.

Xem Tién dd va mé lan nép cua tirng don vi khi can
O dau: Menu Tién dd, Pon vi.
— Tai dugc moi file (file danh d&u 16i, danh sach 16i, file tdng hop).
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@ ?erl?gl TLU-VTVL ® Timma, don vj, vitri, céngviée...(/) £ 10/11- cdn 1ngay A o ge“"‘?"‘h‘,u'icgfh“dqo T

i€ndé [ Bonvi L =

£ Vidu ¥ Danh muc & Cua tdi @ VTVL lagi?

L Ténghdp toan Trudng

Ldy Ién ndp mdi nhét clia méi don vi (1dn bi trd lai khang tinh vao giss). Cap nhat ngay méi khi don vi ndp, Phong TCCB déi trang thdi hodic bam kiém tralgi.

30/33 586 - 1.673 (0] (0] 30
don vi déacoé dir p nhigm v (AT) = cc";n viéc (A2) @ don vi cékhoi @ lénnép hoplée / @ 16n nép cén stra
liéu B L lugng hop 1& (B1) dé&xdc nhén / bi trélai

/A Chua ddn vi nao cé dong khadi lugng hdp 1€ & trang B1, nén chua tinh dugc gid/ndm vé s& ngusi cdn theo khéi lugng. Céc bang dudi tdng hgp tirnhiém vu (A1) va céng viéc
(A2) d&nop; cot gid var s ngudi cdinsé tucé sé khi don vi dién B1.

Theo don vi

® Tim trong béng (khéng cén ddu, nhiéu ty)... Logi: tdtcd v Lénnop: tat cé v Trang thdi: tdtcd v Dong1-10 / 33 dong Hién 10dong v

Don vi Loai Lannoép Trang thai Nhiém vu Céng viéc CV/NV Viéc QL Viéc CM Viéc HT Ma la/tréng Blhgp l& Gid/nam |
Khoa Céng Khoa Léns ® Cén sita 104 359 3,5 205 124 30 0/o0

nghé thong tin

(KCNTT)

Khoa Céng Khoa  Lén1 ® Cénsita 15 51 3.4 27 18 6 0/0

trinh (KCT)

Hinh 18. Trang Téng hop xem bédng vai tro Lanh dao Trwong. S6 trong vong dé trén énh = sé buoc.
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5. Quan tri vién

NG( CANH

Ban la Nguoi quan tri hé théng. Cé moi quyén clla Can bd Phong TCCB, thém hai muc Tai
khoan ngweoi dung va Cau hinh dang nhap trong menu anh dai dién (chir cai tron
mau do, goc phai trén).

Khi nao C6 ngudi mai can tai khoan hodc quyén; ngudi dung quén mat khdu; mudn kiém tra
hé théng dwéi géc nhin mot vai tro.

Lam xong thi Mbi don vi c6 ngudi ké khai dang nhap dugc; ngudi ding co dang quyén.

— GUri mat khau cho nguwdi diing qua kénh riéng; yéu cau déi ngay 1an dau.
— Tao mét lwgt cho moi don vi chua c¢6 tai khoan: nat Tao cho tat ca don vi chwa c6 (s6 2).

Cap quyén cho ngw®i da diang nhap bang Email TLU
BUOC O dau: Danh sach tai khoan, cot “Vai trd - don vi - email (cAp quyén)”.
2 — Nguoi dang nhap Email TLU |an dau cé vai tro Can b6, vién chirc — d6i sang vai tro can

Tao tai khoan
O dau: BAm anh dai dién (goc phai trén) — Tai khoan nguwei dung — khung Thém tai khoan
BUGC (s6 1 trén Hinh 19).
1 — Nhap tén dang nhap, ho tén, vai tro, don vi (bat budc véi Ngudi ké khai) — Tao (mat khau
sinh tw déng).

thiét, chon don vi » Cap quyén.
— Co6 thé gén email vao tai khoan da cép dé ngudi dé dung nat dé ma van gitr quyén.

Cap lai mat khau, khéa hoac mé khéa tai khoan
3 O dau: Nt Cap lai MK, Khéa | M& khéa trén tirng dong tai khoan.

Quan tri vién

@ ?aw?gl TLU-VTVL ® Timma, donvij, vitri, céng viéec...(/) £ 10/11- cén 1ngay Q Quén tri vién

() Tiéndé M Nopfileké khai [{ Donvi b Ténghgp & Yéucdu [P Chicnéng,nhigmvy £ Viduméu [0 Danhmuc 2 Caatéi @ VIVLIagi?

2\ Quadn ly tai khodn

® Xem thirhé thdng theo ting vai tro

ﬂl ® Thémtaikhoan | 4, Tao nhanh taikhodn cho cac ddn vi
Tén dang nhap Ho tén 27 don vi chua c6 tai khodn Ngusiké khai: KCT KCK KHMT KKTQL KKTKD KKTTNN KLLLCT

KDDT BGH PHHCM TYT TCKHKT VPTV VPDDT PCTSV PKTDBCL PQTTB PTCKT
TTCNSHL TTGDQPAN TTKHTKKTTL TTNT TTDTQT VKTCT VKTTNN VNCHT VTVMT

kentt / tecb.hoa

Vai tro

Cdn b, vién chic v L Tao cho tét cd don vichua cé )

Bon vi (bdt budc véi Ngudi ké khai) Tén déng nhap = ma don vi viét thudng; mat khéu ghi vao file

_ “ webapp/TAI_KHOAN_DON_VI_<ngay>.txt (chiqudn tri doc dugc)dé giririéng timg don vi.
. Déng nhap bang email TLU: cdn bd dang nhap Microsoft 1dn déu dugc tgo tai khodn vai Cdn bg,
Tao (mat khdu sinh tu déng) vién chiic. D& nang quyén, chon vai trd/don vi & cot "Cép quyén” - Cdp quyén. Gén email vio tai
khodn dé cé dé ngusi dé déng nhap Microsoft thay vi mat khdu. SSO:  dang bat

Hinh 19. Quéan ly tai khoan. Sé trong vong do trén anh = sé budc.
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Xem thtr hé thong theo tirng vai tro

O dau: Menu tai khoan — Xem thir hé théng theo tirng vai trd — chon vai tro, don vi —
Xem véi vai tro nay (s6 1 trén Hinh 20).

— Menu, trang, quyén d&i ding nhw ngudi dung vai trd dé; thanh vang dau trang nhac dang
xem thtr.

— Bam Tro lai Quan trj vién dé thoat.

I Lwu y: Thao tac trong lic xem thir la that va duwoc ghi nhat ky dwdi tén quan tri vién.

@ ¥aw?3| TLU-VTVL  ® Timma, don vi, vi tri, céng viéc...(/) £ 10/11- con 1ngay a Quén trivién

Quan tri vién

6 & Nopfileké khai [ Bonvi |h Tdnghdp (& Yéucdu [P Chlcnéng,nhiémvu £ Viduméu [0 Danhmuc 2 Caatéi @ VIVLIagi?

® Xem thirtheo vai tro

@ Danh cho quan tri vién ddnh gid hé théng: chon mét vai trd dé thdy ding menu, trang vé quyén mé ngusi diing vai trd dé thdy. Vai trd that clia téi khodn admin khéng thay déi
trong cd s& dirliéu. Thao tdc thuc hién khi xem thir (nép file, xdc nhan...) 1& thao téc that, ghi nhat ky dudi tén cia ban. Trén moi trang ¢6 thanh vang dé déi vai tro hodic tré lai
Qudn tri vién. Dang xudt ciing tu két thic xem thir.

& Cdn bé, vién chirc & Ngusi ké khai ctia don vi

Dang nhap bang email TLU: xem tién d6, danh muc, ban mé tdvi tri clia minh, hé ss don vi Nop file k& khai cho dan vi, xem danh sdch 18i, tdi file chudn héa clia don vi minh.
minh (chi xem).

Don vi (bét budc)
Don vi (khéng bét budc)

—Chondonvi — v
—Khéng gdn donvi — v
o ® Xem vdi vai tro nay
® Xemvd@ivaitronay
© Can bd Phong TCCB ® Lanh dao TLU
Xem moi don vi, xdc nhan/trélgi Ién ndp, sifa danh muc va don vi, tao file téng hgp toan Xem moi trang, téi moi file; khong s tra dugc gi.
Trudng.

® Xem vd@i vai tro nay
®© Xemvd@ivaitronay

Hinh 20. Chon vai tro d€ xem thir. S6 trong vong da trén dnh = sé budec.

Kiém tra cau hinh ding nhap bang Email TLU

O dau: Bam anh dai dién (g6c phai trén) - C&u hinh ding nhap.

— Xem trang thai két ndi Microsoft 365 (dang bat), dia chi quay vé can dang ky, nit thir dang
nhap.

— Céc budc dang ky rng dung trén Microsoft Entra: tai liéu 04. Thong tin bi mat chi lwu trén
may cha.

Hé théng chay thuong true, tw khéi dong lai khi may cha bat lai. Moi thao tac quan trong (ndp file,
déi trang thai, gtri yéu cau, tai file, ddng nhap) dwoc ghi nhat ky.
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IV. H6i dap nhanh va hé tro
Ban la Moi nguwi dung.

Khi nao Gap tinh hudng chua cé trong cac buéc & trén.

Cau hoi Tra o

NOp sai file thi lam sao? Nop lai file ding — 1an mai thay thé dé xét; 1an cii van lvu dé d6i
chiéu.

T6i la nguoi ké khai nhwng thdy ca donvi  Khong thé: nguoi ké khai chi thdy don vi minh. Néu thdy, bao

khac? ngay quan tri vién.
File mau day da c6 nop thang dwoc Khéng. S6 liéu B1 trong file mau la gia dinh — web bao 16i va
khong? khong tinh gio. Dung file mau dé déi sanh, rdi ndp ban cltia don vi

v@i so liéu that.

Bon vi khéng thudc Qb 2685 thi can clr S8, ngay quyét dinh chlrc nang, nhiém vu riéng ctia don vi kém
ghi gi? diéu, khoan.
Muén doc nghia mot tir? Bam vao chir c6 gach chdm trén web hoac mé “Tlr dién thuat

ng” & chan trang.

Tai liéu kém theo: 00 Poc trwdc - 01 Hwdng dan ké khai chi tiét - 02 Hwéng dan sir dung web - 03 Bo
phiéu mau va quy trinh don vi - 04 Bat dang nhap bang Email TLU - 05 T dién thuat ngt¥ - 06 Hwdng

dan nhanh 1 trang - File mau v0.3 va 3 file vi du (tai & trang “VTVL la gi?”).

Hé tro’: nghiép vu ké khai — Phong T& chirc can bd; tai khoan, dang nhap — Quan tri vién hé théng. Khi
bao 16i, gtti kém anh chup man hinh va tén don vi.
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