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NOI dung trinh bay

1)  Téng quan

2) Dangnhap/ Dashboard

3) Quanly lich tuan (lich cong tac)
4) Quy trinh—thutuc

5) Quanlycoéngviéc

6) Hoidap




. GIOI THIEU TONG QUAN VE NEU CYBERWORK

« NEU CYBERWORK la nén tang chuyén doi toan b6 hé théng quy trinh, déong thai la
kho luu trir At liéu s6 hda tap trung phuc vu can b, giang vién ctia Pai hoc Kinh té
qudc dan thao tac, tac nghiép theo cac quy trinh van hanh trén moi truong so.

* NEU CYBERWORK giup thay d6iphu’o’ng thirc lam viéc, toi uu hiéu qua quy trinh
cong viéc clia can bd, giang vién; ho trg dac luc cong tac quan ly, diéu hanh clia cap
l&dnh dao Pai hoc Kinh té€ qudc dan.

« NEU CYBERWORK cé thé chay trén nhiéu thiét bi, nén tdng moi lic, moi noi
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1. DANG NHAP - DASHBOARD

* Truy cap vao dia chi: https://cyberwork.neu.edu.vn/
» Piang nhap SSO bang tai khoan Microsoft 365 (tk email NEU)

Dang nhap



https://cyberwork.neu.edu.vn/

MAN HINH DASHBOARD

Quén Iy kho tai lidu Tai liéu ca nhén Mugn tra tai liéu Quén Iy cong viéc Quén Iy lich Quén Iy danh myc

Ho6 so didng ky H6 so can giai quyét

Trang thai - Mirc dé - B B Xust Excel

Stt Tén hd so Mirc do Budc xirly Trang thai
1 Dang ky nghi phép ~ Dang ky Nguy ce qué han
p QT.TH.04 - Sao y van ban di - thir nghiém - Ké&t thic Dung han
3 Phéng téng hop phat hanh thanh lap té coéng tac ~ Phat hanh Mguy co qué han
4 Thi tuc thanh 1ap t6 cong tac ngay 18/02/2025 - thir nghiém ~ Két thuc Biing han
5 TT.TH.02 - Thu tyc x(r Iy van ban di - thd nghiém F Budc 2. Phé duyét thé thirc van ban Nguy co gué han

Téng s0 co: 41 ban ghi. T 1 2 3 4 5 .. 0 »



Congviécdugcgiao  Congviéc dagiao  Codng viéc phéi hgp - giam sat Tién do thuc hién coéng viéc

Trang thai cong viéc - TUr ngay Dén ngay E E» Xust Excel

Stt Tén céng viéc Ngui giao viéc Thai gian Trang thai
A . — . . . . bl Nguyén Vin Hoang 12-02-2025 11:26
= - g baa
1 X ly hé so - Tap huan vé an toan théng tin mang 2 - Budc 4. Ca nhan xur ly B I 13-02-2025 11:26 & dong
. g : 10-02-2025 18:17 — .
2 X1y ho so- TT.TH.02 - Tha tuc x(r Ij van ban di - thu nghiem 2 - Budc 4. ... Nguyen Van Hoang ( quahan )

nguyenhoang@neu.edu.vn 12-02-2025 08:00

Téing s0 co: 2 ban ghi

@ 0% Chua xir Iy 0% Dang ¥ Iy @ 0% Tirchdi
® 0% Tamdimg @ 0% D4 hoan thanh @ 50% D& dong
@ 0% Hly @® 50% Qué han

Lich truwdng
Hoém nay Tuan nay 17/02/2025 - 23/02/2025 < >
Thai gian No&i dung Dia diém Chu tri Thanh phan tham dy Ca nhan
Thir 2 ngay 17/02/2025
08h00 Dai héi Chi bd Trung tdm Ngoai nglr Kinh t& nhiém ky 2025-2027. TT.NNKT - Nha EFL Giam dbc, Phd Bi thu DU Pha... bje Chuang (Gidm déc - Pho ... v
09h30 Dai hi Chi bd Khoa Kinh té & Quan Iy Ngudn nhan luc nhiém ky 2025-2027. Phang 605 tang 6 Nha Al Giam déc - Phé Bi thu DU - P... Bje Chuang (Gidm déc - Pho ... v
14h00 Tiép cong dan Phang hop A tdng 5 Nha A1l Phé Giam ddec Nguyen Thanh ... Bje Hiéu (Phd Giam déc), cun...
Thir 3 ngay 18/02/2025
14h00 Tap huan sir dung phéng hoc théng minh., Phéng hop B tang 5 Nha Al Phé Gidam ddc Bli Huy Nhugng Pje Nhugng (Phd Gidam ddc), ...

Thir 6 ngay 21/02/2025



lll. QUAN LY LICH
CONG TAC
— LICH TUAN
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LICH CONG TAC

= @ QUAN LY LICH P ‘;E Ngudidang ky 1 ~

=

IPO Xem lich cng tac a Téng quan Xem lich céng tac

- ~ I b ol
Xem lich cong tac tuan s Nam 2025
IEB Lich ca nhan
< 17/02/2025 - 23/02/2025 47 Xem tuan hién tai Xem ngay hién tai
2 Diing ky lich Ban giam hiéu truc:
Nhap néi dung, thanh phan tham du khac, chu tri khac, dia diém khac ED Xuét Excel E In dr liéu
. 1 Chd thich [An stra: Lan 1: D& Lan 2: Xanh L&n 3: Tim
Lich truong
o owe | weei | oum  onois |_owon | etk
Thir 2,17/02/2025

08h00  Pai hdi Chi bd Trung tdm Ngoai nglr B/c Chuong (Gidm ddc - Phé Bi thu Dang uy - T8 trudng T6 Giam déc, Phé Bi thu BU TT.NNKT - TT.NNKT ® +

Kinh té nhiém ky 2025-2027. cdng tac chi dao Dai hdi s6 02), cling cac d/c: Ngoc (BUV, Pham Hang Chuong Nha EFL chuan bij tai
V.DTTT,CLC&POHE); Loi (BUV, Truding KD): Huyén (VP.D-DT). lidu

09h30  Pai hdi Chi bd Khoa Kinh t& & Quan D/c Chuong (Gidm déc - Phé Bi thu Dang ay - T8 trudng T8 Giam déc - Pho Bi thubU - Phong 605 Chi Bd ® +
Iy Ngudn nhén luc nhiém ky 2025-  cbng tac chi dao Dai hdi s6 02), clng céc d/c: Ngoc (BUV, Pham Héng Chuong tang 6 Nha A1  K.KT&QLNNL
2027. V.DTTT,CLC&POHE); Loi (BUV, Truding KD): Huyén (VP.D-DT). chudn bj tai

ligu
14h00  Tiép céng dan D/c Higu (Phé Giam déc), cung dai dién 1anh dao cac don vi: Phé Gidam ddc Nguyén Thanh  Phong hop A ® +
P.TTPC, P.TH. Higu tadng 5 Nha Al

14h00  Phong Hop tac qudc t& bao cédo Ban Giam ddc, D/c Tho (Bi thu PU - Chi tich Hoi déng Dai hoc), Giam déc Pham Héng Chuong  Phong hop B Phang hop B +
Téap th& Lanh dao Dai hoc vé du clng céc d/c: Bao (P.TCCB); Diling (P.TTPC); Tung, Giang tang 5 Nha A1 tang 5 Nha A1
thao Quy dinh thuc hién cong tac (P.HTQT). P.HTQT chuén
trao déi sinh vién trong khuén khé bi tai liéu

hop tac gitra Pai hoc Kinh t& Quéc
dan va cac co s gido duc nudc

https://cyberwark.neu.edu.vn/calendar/vi/working-schedule/view- calendar-all.html?SelectedDate=24-02-2025




LICH CA NHAN

= & QUAN LY LICH P & Nguvidangky 1 -

a T8 Xem lich cd nha
IEB Xem lich cong tac Bng quan em lich ca nhan

Xem lich ca nhan tuan 8 Nam 2025
|EB Lich ca nhan
< 17/02/2025 - 23/02/2025 > Xem ngay hién tai
2 biang ky lich Ban giam hiéu truc:
Nhap néi dung, thanh phan tham du khac, chu tri khac, dia diém khac
L|Ch tru,b,ng Chu thich Ian sra: Lan 1: D6 L&n 2: Xanh L&n 3: Tim

T . N B R

Thir 2,17/02/2025

08h00  Dai hdi Chi bd Trung tdm Ngoai B/c Chuong (Gidm d&c - Phé Bi thu Dang uy - T8 trudng T8 ¢dng tdc  Gidm déc, Pho Bi thu DU TT.NNKT - TT.NNKT chuén ® -
ngl Kinh t& nhiém ky 2025- chi dao Dai héi sé 02), cling cac d/c: Ngoc (DUV, Pharh Héng Chuong Nha EFL bi tai liéu
2027. V.DTTT,CLC&POHE); Lai (DUV, Trudng KD); Huyén (VP.D-DT).

09h30 Pai hdi Chibd Khoa Kinht& &  Bfc Chuong (Gidm déc - Pho Bi thu Dang dy - T8 trudng Td cdng tdc  Giam déc - Phd Bi thu HU - Phong 605 Chi Bg _
Quan ly Nguén nhan luc nhiém  chi dao Dai hdi s6 02), cung cac d/c: Ngoc (DUV, Pham Héng Chuang tang 6 Nha K.KT&QLNNL

ky 2025-2027. V.DTTT,CLC&POHE); Lai (DUV, Trudng KD); Huyén (VP.D-DT). Al chuan bi tai liéu




EB Xem lich céng tac

E‘o Lich ca nhan

2 bang ky lich

DANG KY LICH

Tuy chon loai Lich tuan

QUAN LY LICH
w Téng qua Dang ky lic

Lich trudng Lich théng bao Lich bao vé luan an

Lich c6ng tac tuan 8 N3m 2025

< 17/02/2025 - 23/02/2025 > Xem tu#in hién tai Xem ngay hién tai

Nhap ndi dung, thanh phan tham dy khac, chi tri khac, dia diém khac

Ban giam hiéu truc:

Khéng tim thay dir liéu phu hgp

Han cudi dang ky lich tuan:

17h thir 5 hang tuan

A @ Nguyén Vin Hoang ~

E» xust Excel | & Indirligu




Yéu cau cd thoi gian
két thuc!

Lich truéng

Da xac nhan véi cha tri
Théi gian bat dau * 0 . ..

Théi gian két thic *
Thai gian bat dau

= Ngidung * 0000
Nbi dung

Dién thong tin can thiét

£ Thanh phan tham dv +w @ @ @ @
\ C6 thé thém email chia ngudi tham du dé ho nhan dugc th vé
=cin+ Q@@@® | CUOC hop vao ngay duyét lich va 30p trudc cubc hop

s
Diadiém.... Dija diem kha’cc...

[h: Chon phéng hop

P
Echicni Y@@ @

Ghi cha

14



email ctia ngudi tham du dé ho nhan dugc tb vé cudc
hop vao ngay duyét lich va 30p trudc khi cubdc hop
bat dau

Nguyén Van Hoang Trudng van phang Trung tdm Ung dung Céng nghé théng tin

= Danh sach Email nhan théng béom

= Nhéc lich 4+

Thiét dat tuy chon

Pinh kém céac quyét dinh hoac file tai liéu
cho cudc hop



LICH CONG TAC TREN MOBILE

Quy trinh ndi bd

Xin chao

Nguyén Vin Hoang
nguyenhoang@neu.edu.vn

Kho dif liéu Cong viéc

Quy trinh thu tuc Quan ly lich

Mudn tra tai liéu

1:26 [T 04 |

Hém nay

Lich trudng Lich théng bao Lich bao vé luan an

Thir Hai - 17/02/2025

@ 08:00 -> 10:00

Dai héi Chi bd Trung tdm Ngoai ngif Kinh té
nhiém ky 2025-2027.

©® TT.NNKT - Nha EFL

@ 09:30 ->10:30
Pai hdi Chi bd Khoa Kinh té & Quan Iy Ngudn
nhan Iuc nhiém ky 2025-2027.

® Phong 605 tang 6 Nha A1

@ 14:00 -> 16:00
Tiép céng dan

® Phéng hop A tang & Nha A1

@ 14:00 -> 18:04

Phéng Hdp tac qudc té bao céo Tap thé Lanh
dao Dai hoc vé du thao Quy dinh thuc hién céng
tac trao déi sinh vién trong khudn khé hop tac
giifa Pai hoc Kinh té Quéc dan va cac cd s gido
d ai.

Nha A1

&) S

ng ky Duyét lich Cé nhan




PDANG KY LICH TREN MOBILE

< Lich tuan coo

Tur 14/10/2024
dén 20/10/2024

Lich thengbdo | | Lich béo ve

Thir Hai - 14/10/2024

Hém nay Tuan 42

@ 13:36 > 13:37
test0001
® Phong hop 3
@ 13:45->13:46
test guri mail

®© 3333

@ 14:04 ->14:09

©® ddd
Thtr Ba-15/10/2024

@ 14:20 > 14:21

tra nhan mail yyyyyyyyy

© iz

Duyét lich Ca nhan

< Tao mdi lich cong tac Xong
Thoéng tin File dinh kem
[ Toaren
Lich trudong -

=5 Noi dung cuoc

MNoi dung

Chon loai lich
< Thai gian bat dau
dd/MM/yyyy : HH:mm

Thaoi gian két thuc
dd/MM/yyyy : HH:mm

2 bia diém

Chen dia diem -

<5 Dia diém khac

Nguwei dung nhap
théng tin theo cac
treong dir liéu

=t Thanh phan tham du

2

h

17
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IV. QUY TRINH THU TUC



PANG Ky QUY TRINH THU TUC TREN WEB

1
6 Nguyén Van Hoang ~

@ O o D

Quan tri hé thong Quy trinh thi t Quan ly kho tai liéu Tai liéu ca nhan Muwon tra tai liéu Quan ly cong viéc Quan ly lich

P

QUY TRINH - THU TUC & T nNouyén van Hoang ~

Pang ky tha tuc tao
module Quy trinh -
Tha Tuc

(2 Dangky hd so

B Hé soda ding ky
HO so dang ky

Trang thai b Muc do ¢ B Eo Xu&t Excel
88 Pa phuong tién >

Stt Tén ho so M Hb so d3 ding ky 0 25 20
| Théng ké > Chura xir ly Dang xtr ly Qué han

Ho so can giai quyét

42 0 0 31

B ciai quyét thu tuc > Chon déng ky tha tuc 0 ¢n gidi quyst GUri d&n hém nay H® so cin gap Qua han xtr Iy

1 QT.TH.04 - Sao y van ban di - thir nghiém

o3 Quy trinh - Thi tuc >
2 Phong téng hgp phat hanh thanh I1&p t6 cong tac

A ‘A 2. -

. R L & saoluu- Khéiphue > HO so can glal quyet 37hd 50 Xem thém -
3 Thu tuc thanh 1ap t6 cong tac ngay 18/02/2025 - thir nghiém

2 Quy trinh Quan tri 5 STT Thituc Mac dg Thaigian con lai Tinh trang hé so Ngudi dingky  Thoi gian ding ky
TT.TH.02 - Thu tuc x{r Iy van ban di - thir nghiém :
1 Phong téng hgp phat hanh thanh 1ap t6 céng tac h Con 2 gio 38 phut 18-02-2025 16:22

panh 13p t6 cong tac ngay 17/02/2025 - thir nghiém version 8

2 Thanh 1ap t6 cong tac ngay 17/02/2025 - thir nghiém version 4 Qua han 22 gio 37 phut 17-02-2025 15:08

40 ban ghi. 3 D&nghj thanh Iap t8 céng tac version 3 Quéa han 22 git 39 phut 17-02-2025 15:04

TG trinh v viéc thanh 1ap t6 cong téc xay dung phan mém quén ly céng viéc ngay . " .
17/02/2025 Qua han 22 gig 41 phuit
Qué han 1 ngay 21 git 48
phut

T ¥ ¥ X

5 Thir nghiém_TTTHO2 1401

Thir nghiém_QUY TRINH - THU TUC PHONG TONG HOP - TT.TH.02 - Thil tuc xi Iy QU han 1 ngay 21 giés 58




Nh{rng treong thong tin
c6 dau * la bat budc

Bang ky tha 2 i Tim kiém thi tyc cén
déng ky
-- Chon loai -- v Tatca -

L

STT  Ténthityc M ta Dang ky thu tuc hanh chinh

o Chon tha tuc

|| nghi phép

TT.TCCB.03 - Thi tuc xin nghi phép di nudc ngoai v& viéc L . R ¥ i ba S i
! : ghi phep [¢] = - Thai gian thyc hién: 5 ngay o Chon thu tuc e Khai bdo théng tin
riéng
2 TT.TCCB.02 - Thi tuc xin nghi phép di trong nudc - Thasi gian thyc hién: 3 ngay Lhuaisianalky N IR
Téng s6 co: 2 ban ghi Loai thi tuc - Tén tha tyc: QUY TRINH - THU TUC T8 CHU'C CAN BO - TT.TCCB.02 - Thi tuc xin nghi phép di trong nudc
Mirc d& e Thoéng thudng Quan trong

Chon tha tuc déng ky

Tai liu hudng dan:

THONG TIN DANG KY

Tiéu dé * L& viét Thiy - Don xin nghi phép 22-28/2/2025
Hg va tén L& Vigt Thay Xin nghi tir ngay * 19-02-2025
Chirc danh Giam ddc Dén ngay * 20-02-2025
Bon vi cong tac Trung tam Ung dung Céng nghé thang tin Ly do nghi phép * Mghi phép nam v
Ngay sinh Naay sinh Nai nghi phép * Thanh Héa
Dién thoai 0506008480 Ghi cha V& thdm b me
S8 ngay phép céng S8 ngay phép cing thém S8 ngay phép con lai S5 ngay phép con lai
thém
S8 ngay nghi phép co 5@ ngay nghi phép co ban S8 ngay pnép da nghi 86 ngay phép da nghi

ban



em lwu do thu tuc

Ding ky thu tuc hanh chinh

© chonthi tuc © «knai bagAhong tin
Thong tin dang ky
Mé ta:
Luu db quy trinh Q
:oL . : Bwérc 1.1 Pho hiéu
Néu la trrdng don vi truémg phé duyst ‘
Duyét Duyét
Tir chéi
igchins Tir chéi
— Bworc 1. Tredng don vi . Bwérc 2. Phong t6 chirc R 5 5 ana ta Bwré'c 4. Hiéu trrdmg phé
= £ Duryét = o LR ri Bwére 3. Tneong phong to 3 g P!
Batdau phé duyét L can bo giai quyét Duyét chire phé duygt duyét
A Tir chéi

“Yéu chu dang ky nghi qua han



GIAO DIEN DANG KY QUY TRINH - THU TUC

. . 0 .
QUY TRINH - THU TUC a e Nguyén Van Hoang ~
a Téng quan H& so chua xir Iy
) Hb so sau khi hoan T e .
B Ho soda dang ky N thanh s& & trang théi (Vg W Danh sach ho so chwa xir Iy 0
chura xt ly
4 0
Luu nhp Tim kigm theo tén = Loc &t df lidu
@ Chua xtrly 3
STT Ma ho so Ho s Thityc Micdd  Bude hign tai Tinh trang ho so Thigiandang ky  Théi gian phan hof
Dang xir ly [}
~ B T 20241811-093937- X{ 1y van ban di - Ther nghiém XU 1 y2n ban di ! Budc 1. Phé duyét thé thirc van ban trudc 18-11-2024 22-1-2024
Can bd sung ] 021 o
= QUY TRINH - THU TUC a e Nguyén V&n Hoang -
ba hoan thanh s 2 52124131“4035537 D& nghj thanh 1ap 16 cdng tac Sf
Tir chéi o C,: Ding ky ho so a Téng quan Da dang ky Cép nhat dang ky thi tuc: X Iy van ban di
3 20241311-094809- D& nghi stra chira nit mang tai phéong Hé
Huy 0 021 1811A1 CN
TR = ax . ~ ~ - B > 3 e > . ra
oA b e B Hosodadangky v Cép nhét dang ky thu tuc: Xt ly van ban di s
Téng 6 ¢6: 3 hd so
.. Luu nhap o
Co gan sao o R . 5 T . . . . = n
L Loai thu tuc - Tén thu tuc: QUY TRINH XU LY VAN BAN - X(rly Nguwoi déng ky: Nguyén Van Hoang
Chua xir Iy 3 van ban di
B Gidiquystthityc > o . e
C: quy 2 Dang xir Iy 6 Ny déing ky: 18-11-2024 09:39 Trung tdm Ung dung Céng nghé théng tin
. Theo déi chi tiét
88 Da phuong tién > Cian bd sung o
Da hoan thanh 5
[@ Théng ké > dang ky % Luudo ‘D Ljch sir = Lich str phién ban Tt s )
Tir chéi o
=3 Quy trinh - Thu tuc > Huy 0 THONG TINDANG K¥
€, saoluu - Khdiphuc > Tatcaho so Tiéu g& = X4 1y van bén di-This nghiém
C6 gan sao o
. . N Muc d§ 5 &
f.r_, Quy trinh Quan tri N o Théng thuéng Quan trong
= Gidi quyét thi tuc >
N&m 01-01-2024 Ngay ky 14-11-2024
88 Da phuong tién >
S8 van ban S6 Quyét dinh truong v Ngudi ky Pham Hang Chuong -
[@ Thong ke >
Tén logi van ban Théng bao ~ Trich y&u N&i dung y&u c3u trich y&u
o3 Quytrinh- Thituc 3 PR, N
S8 ky hiéu van ban QD-DHKTQD-015 ”
ai Thoi han x(r Iy -11- &
phuc > Loai van ban * Quyét dinh - ’ Y 1oz
) Noi nhén Phong Téng h
tri > Don vi soan thao Bg Gido duc va Dao Tao g renghop
File van ban

22



GIAO DIEN DANG KY QUY TRINH - THU TUC

QUY TRINH - THU TUC a @ Nguyén Van Hoang =

Bo phéan: Trung tdm Ung dung Céng nghé théng tin

Ngay dang ky: 18-11-2024 09:39

Theo d&i lvu a6

(2 Dangky ho so

2 Hosodadingky v
I # Thong tin dang ky D Lich sir ‘= Lich st phién ban ]

Luu nhap o
Chua xr Iy 3 M0 1 Khng of m8 t3 Ludng Iwu @
Dang xir ly 8
Luu dé quy trinh e Q g
Can bd sung o
D3 hoan thanh 5
Tir chi ° L
Huy o Tur chéi )
Tat 6& hb 50 Buo 1. Phé duyét thé
Duyét e Duyet —Duyét
Cé gan sao 0 S trinh ky h"_'h:@" cap e Yt =
\ - Fi /
= Giai quyét thi tuc > Tir eholi 7 ‘
’ Duyét
88 Da phuong tién > P 4 . —
/ J
- N /
[1] Théng ké > /
/7
o Quytrinh-Thituc > , /7
£, Saoluu - Khéiphuc > N . ~ N N
Mau xanh: da hoan thanh,
& Quy trinh Quan tri > Y z . HPAY
Mau xam: chua thuc hién




QUY TRINH THU TUC TREN GIAO DIEN MOBLIE

Quy trinh ndi bdé =

Xin chao

Quan tri hé théng
admin@gmail.com

2
Kho d@r liéu Cong viéc Mugon tra tai
liéu

i
KPI

Quy trinh thu Quan ly lich
tuc

& Danh sach dang ky

Chua xtr ly Pang xtrly © Pa hoan thanh

0 ho so > =

Khoéng c6 dir liéu

,Q
bang ky

24



Piang ky ho sd

é

Danh sach dang ky

Ping ky ho sd

° Chon loai thu tuc ° Danh sach thi tuc e TF

Tatcad = =

TT.TCCB.01 - Thii tuc ban hanh quyét dinh
thanh |13p té cong tac

QUY TRINH - THU TUC TO CHUC
CAN BO

<> M3 tha tuc: TT.TCCB.01

© Ngay tao: 20/08/2024

7/ Pingky X @ Luu dé

TT.TCCB.03 - Thu tuc xin nghi phép di
nuéc ngoai vé viéc riéng

QUY TRINH - THU TUC TO CHUC
CAN BO

<> Mé thu tuc: TT.TCCB.03

@ Ngay tao: 30/08/2024

 Sins

TT.TCCB.02 - Thu tuc xin nghi phép di
trong nudc

™ Loai thi tuc:

M Loai thu tuc:

QUY TRINH - THU TUC TO CHUC
CAN BO

<> M4 tht tuc: TT.TCCB.02

@ Ngay tao: 13/11/2024

M Loai thi tuc:

Chua xtr ly

0 hd so

Pang xtrly

Khong c6 dir lieu

\J

bang ky

Pa hoan thanh

B =

+

Giai quyét

ha tuc o Danh sach thu tuc ° Thong tin tha tuc

THONG TIN THU TUC DANG KY

TT.TCCB.02 - Thu tuc xin nghi phép di
trong nudc

<> TT.TCCB.02

M QUY TRINH - THU TUC TO CHUC CAN BO

L 8 8 & 4

Tiéu dé*

Mrc dé

(®Théng thudng (O Quan trong

File dinh kém Binh kém khac
Ghi chu

Ban vi cbng tac

Trung tdm Ung dung Céng nghé théng tin

Chuc danh
Chuyaou

25



LU'U PO THU TUC VAN BAN DI

- Ap dung cho céac vdn ban ma cac don vi (hanh chinh) trinh ky Ban Giam déc
- Tuythubc tinh chat van ban, c6 thé sé khong cé /khéng phat hanh ban cing
- Lanh dao cac don vi phai ky duyét bang chit ky sé (ky HSM) — dung app Mysign

y Tir chéi Tir chéi
S ) Buwéc 1. Linh dao don vi . Burére 2. Phé duyét thé

A Tir chéi

) Buorc 4. Cap s0, chén
phé duyét va ky vin ban Uy Ngay thang, déng dau
van ban

Buwérc 3. Ban giam doc




M6 ta quy trinh van ban di

« Bwdc 1. Chuyén vién Pang nhap hé thdng => Chon Muc QUY TRINH-THU TUC => Chon Pang ky hd so
=> Chon thi tuc “QT.TH.02 - Quy trinh x ly van ban di ” => Dién théng tin vao form, dinh kém file =>
chon Hoan thanh.

« Buwdc 2. Lanh dao don vi click vao chubng thong bao => Xem ho so can gidi quyét => Ky nhay va phé
duyét néu ho so da phu hgp ndi dung/ T chdi n€u ho so chua phu hop.

« Buwdc 3. Chuyén vién phu trach phong Tong hgp click vao chudng thong bdo => Xem ho so can giai
quyét => Phé duyét néu ho s da phu hgp thé thirc van ban/ Tir chdi néu ho so chua phu hop thé thire.

« Buwdc 4. Giam doc Pai hoc click vao chuéng thong bao => Xem ho sa can giai quyét => Ky va phé
duyét néu ho so da phu hop/ T chéi néu ho so chua phu hgp.

« Buwdc 5. Chuyén vién phu trach phong Tong hap vi click vao chudng théng bao => Xem ho so can giai
quyét =>Vao s0, chén ngay thang, dong dau van ban.
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Trwéc khi ky s0: can tao mau chi ky so
Ky s0: khi c‘én ky sO, chon vi tri can ky, chon chiy Ky
Peée ky s0, can bat va xac thwc viéc ky s6 bang app mysign

Ky form biéu mau

Chir ky clia ban
Kinh phi: Do ca nhan ty tic
Téi s& ban giao cong viéc trong thoi gian nghi phép lai cho Lanh dao don vi dé phéin
cong ngudd thay thé toi hoan thanh tét nhiém vu duge giao theo quy dinh.
Toi xin nra s& cdp nhat di ndi dung cong téc, chdp hanh ding quy dinh clia Nha
nuée va cia Dai hoc trong thoi gian ving. Kinh mong Giam déc va Lanh dao don vi
xem xét cho toi.
Téi xin chan thanh cam on./.

Y kién ciia Trwdng don vi Ha Ngi, ngay 19 thdng 02 nam 2025
(Ghi 6 déng ¥ hay khong déng y) Ngwoi lam don
O

0 e
Nguyén Van Hodng

207 duong Giai Phong, quin Hai Ba Trung, Ha N§1 — Dién thoai: (04) 36280280. Website: www.neu edu vn




Huéng dan cap nhat MAU chit ky so (danh
cho lanh dao cac don vi)

« BAm vao HO va tén
« Chon muc Quan ly chir ky

Lé Viét Thay

aaaaaaaaaa

HO SO CA NHAN P

Danh sach chir ky

Q Tim kigm
P - Do rd nh ky u cao ky .
Thong tin chur ki Thao tac
9 ¥ (px) (px)
A : : zZa
Tén chir ky: THuy-CNTT
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V. QUAN LY CONG VIEC

N

r
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@& > Quanly congviec » Cong viéc duge giao
[FoQuan1y dyan > Cong viéc dugc giao
E\oauén Iy céng viéc v Tim kigm t&n céng viéc T ngay DEn ngay

@ Cong viéc dugc giao

Cdng viéc da giao

| mams :
Cdng viéc phoi

hgp - giam sat
céng viéc s6 2 4'1) cang viéc 4 ‘}'5> test cv @

Céng viéc can

duyét gia han 17/07/2024 16:56  Quén tri hé th... q 20/07/2024 18:59  Quan tri hé th... q 21/08/2024 17:55  Quan tri hé th... q
@Thﬁ’ng ké -baocao > Cong vigc phat sinh dy an @ Cong viéc ABC ‘53 céng viéc s 3 @
P R . 30/07/2024 11:47  Quan tri hé th... q 29/07/2024 11:57  Quan tri hé th... ﬁ 17/07/2024 16:57  Quan tri hé th... ﬁ
Z=Nhom cong viéc >
- . . cdng viéc 3101 )
BALuu trir cong vigc 3 \)

02/08/2024 14:27  Quén tri hé th... q
LI Céu hinh chung >



TAO MO v

[Quanly dyan
E‘oQuén ly cbng viéc
@Thﬁ’ng ké - bao cao
@Nhém cong viéc
E\Luu tri¥ céng viéc

L£XC&u hinh chung

A » Toéngguan > Céng viéc duge giao > cong viéc s8 2

Chi tiét cong viéc

cdng viéc sb 2
Ngudi giao viée
Quan tri hé théng

Ngu&i nhan viéc

Quan tri hé théng

[Fl Duan

Két qua can dat

Mé ta

thon tin cong viec

Cdng viéc can lam

Nhap cbng viéc can lam

ﬂ Cdng viéc can lam

® céng viéc chi tist

TEN CONG VIEC KET QUA

15-07-2024 16:56 17-07-2024 16:56

NGU &I GIAO VIEC NGUOI NHAN VIEC

Tién d§ cong viéc

® Mirc dd wu tién

Trung binh

Trang thai
Dang xir 1y

Nhém céng viéc

o
e
1

Nhom cong viéc 1

Cdt Kanban
m g

Team 1

Ngudi giam sat

Jo

Ngudi phai hop

plo]

B Gia han céng viéc
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TAD MG - w Quén Iy cbng vigc Cong vigc di giao

[oQuan1y dy én > Cbng viéc da giao

E‘oﬂuén Iy cong viéc v Tim kigm tén cong viéc 01-08-2024 DEén ngay :
Cdng viéc dugc giao

@ Cong viéc da giao ¢ Thang§, 2024 > Tuan Thang

Céng viéc phai

hop - giam sat 06/2024 07/2024 08/2024

Cing vige Ngay bit dau Ngéay k&t thic Trang thél

Cong viéc can
duyét gia han

26 27 282930 1 2 3 4 5 6 7 8 9 10 1 1213 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 293031 1 2 3 4 5 6 7 8

Quén tri hé thing

anptl

. e a - -
@Thang ke -baocao > cong vigc 3101 31-07-2024 02-08-2024

MRS & i cong viéc 3102 -07- -ga-
gNhom cong viéc 5 g vig 31-07-2024 03-08-2024
BLuu trir céng vige >

L£XCau hinh chung >
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TAO MO v

[Quaniy du én

E‘oﬁuén ly cong viéc
Cdng viéc dugc giao
Cdng viéc da giao

@® Cong viéc phoi
hgp - giam sat

Céng viéc can
duyét gia han
(B Théng ké - bdo céo
... . ~ .n
Z=Nhom céng viéc

E\Luru trix céng viée

L2 C4u hinh chung

(3 Quén ly céng viéc

Cong viéc phoi hop - gidm sat

Tim ki€m tén céng viéc

(] cangvige

Cang vigc A

cong viéc 3102

Cdng viéc phdi hgp - gidm sat

01-08-2024

Ngay bit déu

01-07-2024

31-07-2024

Ngay két thic

01-08-2024

03-08-2024

D&n ngay

Trang thél

< Thangs 2024 >

26 27 28 29 30 1

06/2024

2 3 4 5

Tuan Thang

B 7 8 9 10N

12 13 14 15 186

07/2024

17 18 19 20 21 22 23 24 25 26 27 28 29 30 31

1

08/2024

2 3 456 7 8

q Quan tri hé théng
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QUAN LY CONG VIEC TREN GIAO DIEN MOBILE

Cong viéc dugc giao

Chua xur ly Dang xur ly

Toéng sb cong viéc: 2

Cong viéc G
© 17/08/202411:27

L3
-y

= Trung binh

Cong viéc C
© 23/08/202411:12
=, Quan trj hé théng

= Trung binh

1 B

giao Phai hop

Hoan thanh

oo

S
Tao mdéi Thém

Chi tiét cong viéc

Cong viéc G

Do uu tién: Trung binh

13/08/2024 11:27 -17/08/2024
1227

© Xin gia han
-, Ngudi giao viéc:

2. Ngudi nhan viéc: Quan tri hé théng

©» Ngudi giam sat:

=+ Ngudi phdi hop:

2% Nhom céng viéc: --

Cot kanban: —

Loai cong viéc: Thong thuong

O E

Ngay bat dau thuc té: —

Trang thai Tién do I%a‘nh gia

CHUA XU LY 0%

MO TA CONG VIEC

B & & & ¢

sch file dinh kem 0 >

coéng viéc can lam 0 >

Chi tiét cong viéc

Trang thai Tién db Panh gia

DPANG XU LY -%

MO TA CONG VIEC

LB & & 1

Danh sach file dinh kém 0 >

Danh sach céng viéc can lam (o] [ >

Danh sach céng viéc con o] >

BINH LUAN LICH sUr NOI DUNG DA XU LY

EN TRANG THAI x

oan thanh { .Tam dirng
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IV. THONG KE - BAO CAO

# > Tgausn 4o ngu? ng quan
M1 TAO MOI #* > Tga
"\ qudnty d . . . o 1 e & . . . . ia
feauintiduin Bao cdo ngudn Iuc Ezauinty dyén Béo cdo nhom céng viéc
[Rauincong vige Esauiny cangvige womegvte +| ovorzo @) aorans @
(BThong ké - bio cdo ; N
e ¢ mmgrae > e (EEED (BThéngké - bio cdo
Ngubn e Théing ké trang thai nhém cong vige @ lugng cong vige nhém Higu suat
712024 Ngudn e
" Nt vign Tng s8 ctng vide: - s
b st 12 3 4 s 6 7 8 8 10 M 122 13 W4 15 6 17 18 10 20 21 22 23 24 25 26 27 2 Hidu sust
Nhém cang vige -
onpt 2 . Nhém céng vigc
#®Nhom cong vige > 2 P
= g Vi anptz [
. Nhom cong vise 28%
BALuu trir céng vige - N =
0 BALuu trir cong viéc g
£iCiu hinh chung g
ored o £¥Cau hinh chung
Hasbt o
Hoing T B o _— A > Towaun > B0 céo higu sudt - Quin y Danh gia
Nhén vidn chidn lupc:1 °
F&Quan Iy dy én > A A iA 3- - . . - .-
[—— 0 [eQuan1y dy Béo cdo hiéu suat —- —— —-
Nbgn vign khai thi 1 o s _—
[GzQuan Iy cang vige > Lua chon phéng ban ~| | Nhan vien v | | Luachonnhémedngvisc | 01-07-2024 31-07-2024 TIM KIEM * Cong vide
it . (BTheng ké - bdo céo v
N Thang ké trang thai céng viéc Géng viéc trong thang Cangfc | Conguc | Clguc | Coeguilc | Conguilces
MR vidn KT thut 2 o Nguon lue umuiodieh | chmxilj | dagui | bodathien aing
. 1
Hhsn vign v hoah 1 ° ® Higu suait ' 0 2 3 1 o 1
Mhin vidn o Nhém cong viéc 2
o
R e vid
ENhém cong viée N . 10 1%
e s s
Luutrircengviée > £
= . s 6
LICéu hinh chung > =
4
2
0 e e+
@ Chuaxilj @ bing tén do 01-07 02-07 0407 0507 06-07 07-07 08-07 ©08-07 10-07 11-07 12-07 13-07 14-07
@ Dang xi @ Nouy o qua han o cong vite
® Tymaing @ auihan o g

I O S IR NN r
]

1 anpt1 1 ) 1 )
2 anpi2 o 0 o o 0
3 anp3 o 0 o [ )
4 anpw 0 0 0 [ 0
5  amored 0 0 0 0 0
6  Hoabt 0 0 0 0 0
7 Hoang Tuan Binh 0 0 o 0 0
£ Nnanvién chiéniuec] 0 0 0 0 0 x
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Ho trg vé noi dung quy trinh

tinh

THOP 001 Tha tuc van ban dén Phong TH Th.s Tran Trung Ding
n THOP-002 Thti tuc van ban di Phong TH Th.s Tran Trung Diing
IER TccB-oo1 Thé tuc d& nghi nghi phép Phong TCCB Ths. Hoang Minh Phuong
TCCB-002
Thu tuc thanh lap t6 cong tac Phong TCCB Th.s Lé H{tu Tuyén
B m+Hop-003 Thé tuc déng ky lich tuan Phong TH Ha Thi Nga
THOP-004 5
Thu tuc dang ky xe 6 to ra vao truong Phong TH Ths. D06 Anh Cbng
THOP-005
Thu tuc dang ky giti xe may tai ham B1 . x A
/ toa nha trung tam dao tao A1 Phong TH Ths. D6 Anh Cong
CNTT-001 . - 0 .
- 2‘; tuc de nghi cap email cho CBGV. rp 5oy Ths. Binh Chung Diing
CNTT-002 , o ., ~ .
- Thu tyc de nghi stra chita mang, May o ;n oy Ths. Pham Hung Cuding



Ho trg ky thuat
ZALO group: https://zalo.me/g/kamnvn410

HELP_NEU_Cyberwork

STT Ho tén Vai tro
1 Pang Tun Anh T8 trusng Invite everyone to join the group using the QR code or the link below:
2 Nguyén Van Hoang T,é pho ww.g:.:
3 Ha Lam Tung Uy vien ;‘;:.8',:3 $33.0 g%
4 Nguy&n Thj Thanh Théo Uy vién " g
5 Tran Trung Hiéu Uy vién
6 Quéach Manh Cuong Uy vién
7 Pham Hung Cuwdng Uy vién
8 Binh Chung Diing Uy vién
9 Hoang Thi Hién Uy vién
10 Nguyén Thanh Chung Uy vién
11 Lé Hiru Tuyén Uy vién
12 D6 Anh Cong Uy vién

zalo.me/g/kamnvn410



= for listening
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