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II.

I11.

IVv.

MUC PiCH

Tai liéu hwong dan chi tiét cac ndi dung vé:

> Gibi thiéu tong quan vé hé thong phan mém quan tri didu hanh - CloudSME, cac

g6i phan mém trong hé thong.

> Gi6i thidu chirc ning cua timg godi phdn mém trong hé théng phin mém

CloudSME

> Quy trinh dang ky va cach truy nhap hé thong CloudSME

> Hudng dan sir dung chirc ning hé thong dé khoi tao dir liéu trén CloudSME.

POI TUONG

Tai liéu nay ap dung d6i véi hé théng phan mém quan trj diéu hanh CloudSME phién

ban 1.0
PHAM VI

Tai liéu 4p dung cho cac dbi tuong sau:

> Linh dao — Dé xem xét, phé duyét.

> Quan Iy chat luong — Dé xem xét, hiéu chinh.

> Céan bd, nhan vién trién khai — Dé huéng dan khach hang st dung

> Nguoi st dung chuong trinh — Bé tham khao

THUAT NGU VA PINH NGHIA

Bang giai thich cac ky hiéu va thuat ngit viét tat sir dung trong tai lidu:

NSD Nguoi su dung

Egéu%rhié:lliz Quan Iy Tur muc Hé théng chon Quan ly ngudi dung
X Luuy: Céc van d& can luu y khi thuc hién

DN Doanh nghiép

HT Heé thong

KH Khach hang

NV Nhan vién

CBNV Can by nhan vién
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Diém bat dau cua ludng su kién

Diém két thuc cta luong su kién

Thuc hién 1 tac vu

Tt 1 hoat dong nay (tac vu nay) dén mot hoat dong (tac
vu khac)

Tac dong 2 chiéu

Lya chon dung, sai: dugc thyc hién hodc khong thyc
hién...

Van ban, tai liéu

Khach hang, nguoi st dung, can b nhan vién...

Yéu cau dich vu

CloudSME Hé théng CloudSME

VLT

V. TAILIEU LIEN QUAN
# NA
VI. HE THONG QUAN TRI PIEU HANH - CLOUDSME
1. Téng quan vé CloudSME.
1.1. Gidi thiéu chung
% CloudSME 14 bo phan mém phuc vu cong tac quan 1y diéu hanh cho céac to chic,
doanh nghiép vira va nho, cac hd kinh doanh hoic ca nhén, trién khai theo mo
hinh dién toan dam mAay cong cong voi cac goi phan mém duge cung cip dudi
dang dich vu.

% CloudSME cho phép ngudi sir dung c6 thé truy cap bét ctr noi dau va ngay lap
tirc chi can c6 két ndi Internet. Hé théng duoc thiét ké toan dién cho cac churc
ning nghiép vu déi véi nhiéu linh vyc, ing dung thyc tién trong viée quan 1y va
diéu hanh cac t6 chirc, doanh nghiép, ho kinh doanh, c4 nhan

< B¢ phin mém CloudSME bao gom:
> Cloud Office — Quan Iy diéu hanh hoat dong vin phong
> Cloud Helpdesk — Quan 1y yéu cau hd tro khach hang
» Cloud CRM - Quan ly kinh doanh va quan h¢ khach hang
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» Cloud HRM — Quan ly nhan sy

> Cloud Accounting — Quan 1y tai chinh ké toan

> Cloud Pharmacy — g6i phin mém quan 1y nha thude

> Cloud Retail — g6i phan mém quan 1y cira hang ban 1é

1.2. Cac chirc nang ciia CloudSME
1.2.1. Quan Iy diéu hanh hoat dong vian phong — Cloud Office
1.2.1.1. Mota

- Lagodisan phém nén tang trong bd dich vu CloudSME

- Cloud Office cung cép céc tinh ning quan 1y moi mat hoat dong ciia doanh
nghi¢p hang ngay.

- Cac chiric nang cua Cloud Office giup gidm cong suc, thoi gian cho cac hoat
dong hop hanh, in 4n, bao cdo, chuyén phat....cling nhu tao co ché theo doi,
quan ly cong viéc chuyén nghi€p va mdi truong quan hé, chia sé thong tin,
tri thire, kinh nghi¢m cta céc can bd cong nhan vién trong td churc, doanh
nghiép

1.2.1.2. Céc chtc ndng cua Cloud Office

Hé thing Tele Sale

Tintdc Chng viec Hanh chinh [Kinh doank Whén sy Tai chinh

Khdng chan - Tim kiém Tim kiém ndng cac

Menu cua

CloudOffice Trangch Tintirc Gicrithiéu San pham trochoi Giditri Lién bé

Chao mimg ban 32
¥in cha

Tin mdi nhat

i qua misa ddng (090112012 10:14 PM) 2 bink ludn o Chuyén (0900172012 11:56 AM) 0 binh luén

Ha Wik misa Dong, dang sor ahat 1a sie th minh, dén ndi, mhiéu  Tudi Mao
ke, cAm gidc dm lanh dén khéng phai vi ths tiét ma i sur bing
i khiing gi pha ndi trang nhiimg tAm hén.

WChi it WChi bét
Top 500 ngudd gidu sam chimg khodn 2011 (0801120121047 wChuyén (0012012 0147 PM) 0 binh ludn

AH) 1 bink ludn . " "
How 170 thiah vién méi lot vio dan sich 500 ngwst ~ Sau mit giac ngd thay diu bc nhe bang... chic wimG swH wir &
gidn trén sin chimg khodn nim nay. Ciing vii dé li su ling 13-“@ 3’!@ C4m giac ma L mong mar “-h‘“
ip dio cia dai dién cic doanh nghiép bit ding sin khi trong cude song. Ude gi minh _!1_1011 trong trang thai
hg chiém hom 20% cic vi tri trén bing xép hang. dy. Sau gic ngl... thay yéu dor hon!

1. nh Hguyen Ngoc (1543)

3. Chi Hodng Ngoc An

- Quadn ly cong viéc:

= Giao viéc, lap ké hoach thuc hién

= Bdo cdo cong viéc, theo doi tién d6 va mirc do hoan thanh cong viéc
- Quan ly Hanh chinh:

*  Quan ly tai liéu dung chung

* Quan ly van ban

HD-01/KD.CLSME-NEO 1.1 Trang 8
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*  Quan ly tai nguyén
= Quan Iy cham cong va ngay lam viéc
* Quanly VPP, CCDC
=  Quan Iy tai san ¢b dinh
- Quan Iy tin tirc ndi by
1.2.2. Quan Iy yéu cau hé tro khach hang - Cloud Helpdesk
1.2.2.1. Mota

- Hé thdng cung cap cac tinh ning hd trg khach hang, tiép nhan va xtr 1y cac

van dé lién quan dén dich vu cham s6c khach hang tai cac to chuc, doanh

nghi¢p.

- Kiém soat chit ché quy trinh hd trg khach hang. Qua d6 s& khong con hién

twong bé quén, khong xir 1y kip thoi cac yéu cau hd trg, nang cao ning suat

lam viéc cua nhan vién ho tro KH,

- Téng hop déanh gia duoc chét lwong san phém, dich vu cia doanh nghiép

1.2.2.2. Céc chic nang cua Cloud Helpdesk

Hething Tele Sale Tintic Congviéc Hanh chinh | Kinh doanh| Nhin sy Tai chinh

B Danh muc khach hang - Nha cung cdp

Menu cua
CloudHelpdesk

Quan Iy thiu

Quan Iy hog ding lanh té

Quan I e céu hd tro khdch ..1

E Quan tn Helpdesk
Trangchd Tin U L

(<]

Quan Iy chién dich kinh doanh, telesale . .
a1y chien dhh Kk coant SEESTES b curdn Truyén a 06 0y »chayn tw s 5B vul e

Giao vige . Chda mimg ban dén vé muc in fire|
Tra ciu giac vigc Kin chae'

Quan ly email & sms

Tin mdi nhdt

y
A rd khach hi
=i qua misa dong Ha g ki hing

5] _cl' & & o

P Chuyén (09012012 1956 AM) 0 binh ludn
Quan Iy cd héi kinh doanh

Ha Wi miia Ddng, /¢ B Qudn Iy cude g
liic, cam giac on Pann uirt KONy pﬂal 'n T TIET TV VT SUF
gid khéng gi pha ndi trang ahimg tim ho,

Tudi Mao

I} 1 binh hudn
Hon 170 thinh vién méi lot vio danh sich 500 ngwidi Sau mft gm nELi ’h‘“ diu 6 the hm
gidu trén sin chimg khodn nim nay. Cing vl do i sy ling ]ang Mot cam giic ma toi mong moi ahit
i dio cia dai dién cic doanh nghiép bt ding sin khi trong cugc sing. Ude gi minh huén trong trang thii 1
o chiém hem 20% cic vi ri trén bing xép hang, dy. Sw gidc ngu,... thay yéu 4o hon!

WChitigt WChi tigt ﬁ
=10|15[H]nqtrt'r|g|iusi1n|:m.'rnqkhoén?ﬂ11 0012012 1047 #Chuyén (190172012 01:47 PM) 0 binh ludn (

lngoull

Tim kiém Tim kiém ndng cal

CHUC MG SIIHNH#T#

1. Anh Nguyen Ngoc (15402)

2. Anh Hodng WGoe (1597

3. Chi tiodng Ngaoc Anh {1502)

- Ho tro xit ly
= Tiép nhan va quan Iy yéu cau hd tro
= Phan cong xu ly
* Quan ly cac giai phap hd trg
= Bao cho thong ké

- Quan tri Helpdesk

HD-01/KD.CLSME-NEO 1.1
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~1:a Lan ban .
M3 hiéu: \ N Ngay hi¢u lyc:
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*  Quan ly dir li¢u Helpdesk

Quan 1y hé théng Helpdesk

1.2.3. Quan ly kinh doanh va quan hé khach hang — Cloud CRM
1.2.3.1. Mota

Cung cap cac tinh ning quan 1y qua trinh xtc tién kinh doanh véi cac khach

hang, dbi tac. Khai thac tdi da cac co hoi xitic tién kinh doanh dé diy manh

cong tac ban hang.

Tu dong hoa cic quy trinh tiép thi, ban hang va cham séc khach hang

HJ tro 1anh dao kiém soat, danh gia duogc hi€u qua cua hoat dong san Xuét

kinh doanh va giai quyét ndi lo vé bién dong nhan sy

1.2.3.2. Céc chuc nang cua Cloud CRM

1 thing Tele Sale Tintic Cdng viéc Hanh chinh | Kinh doanh| Nhén sy Tai chinh

Lngnull

@ Danh muc khdch hang - Nha cung cap

B Quan Iy hop dBing kinh t&

Quan Iy thau

Menu cla
CloudCRM

&3

1] Quanwmuwmmh!w

B Quan tn Helpdesk

@ Quan ly Khach hang tiém ndng
-_ﬂ Quan Iy chién dich kinh doanh, telesales
B

B Tra ciu giao vidc

Giao wiéc

B Quan ly email & sms

Tin mdi nhat

=B qua mia ddng ((

B H8 trg khch hang
B Quan Iy ca héi kinh doanh
Ha Noi mia Bo0g, BYEY 0,40 1 cutc goi
liic, cam gidc Gm lanTT @ KON PRATVI O D81 ma Vi S oang
gid khang gi phi ndi trong ahima tam han,

mChi tiét
=Top 500 nguecn gidu san chimg khodn 2011 (09012012 10:47
AM) 1 binh hudn
Hom 170 thanh vién mai lot vio danh sich 500 nguwdi
giiu trén sin chimg kboin nim nay. Ciing vii do la sy
ip dio cia dai dién cdc doanh nghiép bat ding sin khi
ho chiém hon 20% cic vi tri trén bing xép hang.

Tim kiém - Tim kiém ndng cal

Khéng chon

i cuedn o Ty o Chuyen WF s I:|||,'- Vil nhin
Menu cua

CloudCRM

i
&0 mimg ban den vor myc fin firc

1 chag

b Chuyén (02/01/2012 1156 AM) 0 binh lugn
Tudi Mao

Chiiét $
#Chuyén (09012012 01:47 PM) 0 binh ludn

Sau mot gidc ngu thay diu oc nhe bing..
ling ling, Mgt cim gide ma toi mong moi nhat CHUCMUNG SIRH
trong cudc song. Ude gi minh lun trong trang thai 1 ach Houén &
dy. Sau gide ngd, .. thiy yéu doi hon!

wir @

3. Chi Hoang Ngoc Anh (16102

Qudn ly kinh doanh

=  Quan Iy thau

Quan 1y hop dong kinh té
Qudn ly quan hé khach hang

Quan 1y danh muyc khach hang, nha cung cp

= Quan Iy khich hang tiém ning

* Quan ly co hgi kinh doanh

= Quan ly chién dich kinh doanh, telesales
= Tra ciru giao phiéu

HO trg khach hang

HD-01/KD.CLSME-NEO 1.1
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* Quan ly email va SMS
1.2.4. Quan Iy nhan su - Cloud HRM
1.2.4.1. Mota
- Cung cip céc tinh ning quan 1y xuyén sudt cac thong tin vé& can bo tir khi bét
dau tuyén dung cho dén khi két thiic qua trinh 1am viéc.
- Quy trinh quan Iy xuyén sudt qua d6 danh gid dugc dung ning lyc nhan
vién, kip thoi ban hanh cac chinh sach, thiuc day nhan lyc phat trién

1.2.4.2. Céc chic nang cua Cloud HRM

Hé thing Tele Sale Tintuc Cdngwiéc Hanh chinh Kinh doanh | Mhén | Tai chinh

Al
il L . suw T
& Quan Iy vi tri tuyén dung

Menu cua
1 CloudHRM

dng chon B Tim kiém Tim kiém ndng cao

o : g B Quan Iy ke hoach tuyén dung
a g d « ? & Quanly ¥En dung

Quan Iy h s ing vién
Quan Iy hop déng lao ddng

B
B
B Quan Iy thing tin nhan wén
B

Trang chi | Tintirc Giow thiéy

Théng tin ¢4 nhan

#CloudOffice »CloudCRM »Cloafl quan Iy nhém nhan vién pdesk »Cloudinvoice

1 880 i myc bt

& Quan Iy dénh gia
Tin mdi nhat
= Di (ua misa ddag (090172012 10:14 PM) 2 binh ludn #Chuyén (0/01/2012 11.55 AW) 0 binh lugn

Ha i mila Déng, dang s nhat 1 su thu minh, dén nbi, nhibu  Tudi Mao
lic, cam giac om lanh dén khang phai vi thod tiét ma vi su bing
gid khong gi phd ndi treng Ahimg tm hon,

HChi tiét Chitet &
Top 500 ngui gidu san chimg khodn 2011 (090120121047 = Chuyén (0900112012 0147 PM) 0 binh ludn ¥
401} 1 tinh lugn NS S " i
Hon 170 thinh vién méi lot vio danh sich 500 ngwii Sau mdt gidc ngi thay dau 6c nhe bang., CHUC MING WII-&T‘

giu trén sin chimg khodn nim nay, Ciing véi d6 i sy ling hng 1\![‘.“ Céﬂl E’Ific .mﬁ tf’.i mong moi ﬂhat
ip dio cia dai dién cic doanh nghiép bt ding sin khi frong cuqc song. U oc g1 n!mh Ih.mﬂ ﬂ]”"g frang théi
ho chiém hon 20% cic vi fri trén bing xep hang, dy. Sau giic ngu... thay yéu don hon!

1. Anh Kiguyen Ngoc (1502)

2 Anh Hodng NGoe (1502

3. Chij Hoding Ngoc Anh (1502)

- Qudn Iy tuyén dung
= Quan Iy vi tri tuyén dung
=  Quan Iy ké hoach tuyén dung
= Quan Iy ho so tmg vién

- Qudn ly nhdn vién
= Quan Iy hop dong lao dong
* Quan ly thong tin nhan vién
* Thong tin cd nhan
* Quan ly nhom nhan vién

- Quan ly danh gia

1.2.5. Quan Iy tai chinh ké todn — Cloud Accounting
1.2.5.1. Mo ta
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ﬂ N E 0 M3 hiéu: Lan ban Ngay hi¢u lyc:

sewthyoushways | HD-01/KD.CLSME-NEQ | "nP/sua 4o

- Cung cap cac tinh ning phuc vu cac nghiép vu tai chinh ké toan cua t6 chirc,
doanh nghi¢p

- Cap nhat cac ché d6 tai chinh ké toan mdi nhat

- Céc quy trinh nghiép vu ké toan ty dong gitip ning cao hiéu qua bd phan tai
chinh ké toan ctia doanh nghiép

- Quy trinh quan 1y tap trung giup lanh dao kiém soat dugc tinh hinh tai chinh,
cac ludng tién, cong ng ciia doanh nghiép

1.2.5.2. Céc chic nang cua Cloud Accounting

Hé thing Tele Sale Tintic Cdngwéc Hanhchinh Kinhdoanh Nhn sy | Tai ;inh
Sioakbied Menu clia
q v 3 B Quan ly bdn hang va in hod dan GTGT ;
@ ¥ & o ' QRTIIR ¥ bin g o bk CloudAccounting

B ©igy chinh thy nhip

B K& todn . Tim kiém Tim kiém néng cad

Trangchil Tintirc Giithiéu Sanphdm trochoi Giditri Lién hé

#CloudOffice »CloudCRM »CloudHRM »CloudAccounting »CloudHelpdesk »Cloudinvoice

fn !

Tin mdi nhdt

=i qua mua dong (0910172012 10:14 PM) 2 binh lugn # Chuyen (09101/2012 1156 AN 0 binh luan
Ha Ni mia Bing, dang 5o nht 12 su thu minh, dén ndi, nhidu  Tudi Mao

lic, cam gidc om lanh déa khong phai vi thirl tiét ma vi sur bang

gid khdng gi pha ndi trong himg tam hon,

HChitiet HChitiét
= Top 500 nuecd gidu sdn chimg khodn 2011 (090172092 1047 = Chuyén (0900112012 01:47 PA) 0 binh ludn
41) 1 binh ludn S o ; h; da i ghe ¥
Hon 170 thinh vién méi lot vio danh sich 500 nguii au mot g ngu thay dau oc nhe bang... .. .. smnm‘rs

giiu frén sin chimg khodn nim nay. Cing vii d6 i si ling lﬂ"g N\If}t m{‘? gtac m té.i mong mdi “-h*""
dp dio cia dai dién cic doanh nghiép bat djng sin khi {rong CUGC song. Ute & m_mh 1“0“ trong trang théi *
hio chiém bon 20% cic vi tri trén bing xep hang. dy. Sau gide ngu,... thay yéu don hon! 4.Chi Hotng Booe Anh {1601)

Anh Hodng WGoc (1502)

- Quan ly tai chinh
*  Quan ly tam ung
= Quan Iy diéu chinh thu nhap
- Qudn Iy ké todn
* Quan ly ban hang va in héa don GTGT
= Quan ly cac nghiép vu ké toan
1.2.6. Quan Iy nha thuéc — Cloud Pharmacy
1.2.6.1. Mota
Phan mém cung cip cic chirc ning quan 1y cong viéc cua 1 hodc 1 chudi cac
ctra hang thudc theo 1 quy trinh khép kin: tir viéc 1dp don hang t&i nha cung

cép, nhép kho va xuét kho thudc dén viée ban hang cho khach hang.
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Qua d6 ngudi st dung c6 thé dé dang quan 1y duoc cac loai thudc dang ban
trong cura hang, cac loai thube dang bi tdn kho, bién dong gia cua thude, lgi
nhuan hang ngay hodc quan 1y chi tiét cac hoat dong ban hang hang ngay...

1.2.6.2. Céc chic nang cua Cloud Pharmacy

I ) M thém cira s Thoat NEO[Logged: 70{Online: 4]
Hé théng Tintic Céng viéc Hanh chinh Tai chinh [Bén &
4 r ’ i Cirahang WS Bao cac
n 1 #& Quan ly danh muc hang hda
T & Nhap va lvu kho hang hda
TRA CIU Skl : Py
& Kiém k& hang hda
W nhom Ténnhém W8 Lap don hang ti nha cung img Chin cf don 28t hing:  Khdngchon w
Cép Wénhbm che: ¥ Quan Iy danh sich céc cira hang Nguori tao
Tea ki & Quan ly cic qudy thu
& Quan ly gia bén tai cira hang
. - = O & cung ung
SACADM S E Q khéa tra ciu ¥
sTT W& nhdm Tén nhém ~ nhém hang hda TThiénthi | Cln cd don Mbta Thao tac
B Quan Iy ty gid hang
10p Duac pham 1 § v bacht 130
2 DOt Dung cu y te 1 7 v hacht + & 0O
Im My pham 1 8 v bacht + [ 0
4 TPCN Thuc pham chuc nang 1 9 v bacht # -_:' 0
507 Thudic déng y 2 0P v P70

Céc chure nang cua Cloud Pharmacy:
- Quan Iy ctra hang, quy thu, nhin vién:
* Quan ly danh sach cac cura hang
=  Quan Iy cac quay thu
= Quan ly danh sach nhan vién
- Quan ly danh muc thube va céc dit liéu lién quan:
* Quanlytygia
*  Quan ly nhom hang hoa
* Quan ly danh myc hang hoa.
= Quan ly tir khoa tra cuu.
* Quan ly gia ban tai cua hang.
* Quan ly cac nha cung g
- Quan ly don hang, nhap kho, kiém ké:
= Lap don hang téi nha cung cap.
= Nhap kho va luu kho hang hoéa.
=  Kiém ké hang hoa

- Quan ly ban hang:
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HUONG DAN SU DUNG CLOUDSME

M3 hiéu:

HD-01/KD.CLSME-NEO

Lan ban i
hanh/stra doi:
1.1

Ngay hi¢u lyc:

= Ban hang da nhap kho.

= Ban hang va nhép kho san pham.

= Bdo cdo ban giao ca.

= Tra ctu giao dich

- B4o céo thong ké

1.2.7. Quan ly cita hang ban lé - Cloud Retail

1.2.7.1. MO ta

Phan mém cung cap cac chirc nang quan ly cong viéc cua 1 hodc 1 chuoi céc

ctra hang theo 1 quy trinh khép kin: tir viéc 1ap don hang t6i nha cung cap,

nhép kho va xuit kho hang hoa dén viéc ban hang cho khach hang.

Qua d6 ngudi sir dung c6 thé d& dang quan Iy dugc cac loai hang hoa dang ban

trong cua hang, cdc hang hoa ton kho, bién dong gid cia hang hoa, lgi nhuan

hang ngay hodc quan Iy chi tiét cac hoat dong ban hang hang ngay...

1.2.7.2. Céc chic nang cua Cloud Retail

Hé thdng Tintdc Cdng viéc Hanh chinh Tai chinh

Ban l&

Md thém cira sb Thoat NEO[Logged: T0[Online: 4]

hia doanh nghiép

g cung cp sau khi ding

dang dich vu

mChi tiét
= Phén hé quan Iy dieu hanh van phong - Cloud Office (1 1
10:27 PM) O binh hudn

@

Cloud Office - Quan 1y diéu hanh hoat ddng
viin phong: 1a goi san pham nén tang trong
bo dich vu CloudSME, cung cdp cac tinh
ndng quan ly moi mat hoat déng cua doanh
nghiép hang ngay

Fl‘-

B Binhang M
A 4 4 7 |= ciahing W3 Bdocdo
v T Ang hoa & Quan Iy danh muc hang héa
& Nhip va luu kho hang hda
1 B Kiém ké hang hoa
Trang chi  CloudSME - Hurdmg dan sir dung & Lap don hang tdi nhé cung ing
& Quan ly danh sach cac cira hang
Chio mimg ban dén vir muc tin tie B Quan Iy cc quly thy
Kin chag! & Quan ly gid ban tai cim hang
Tin mdi nhat B Quan ly cdc nha cung ing
aGidi thiéu chung vé Cloud SME - Hé thong quan tri digu hanh W& Quan Iy tir khéa tra ciu
doanh nghiép (17/03/2012 10:17 PM) 0 binh ludn # ousn I-;« der Yl
Qua , &
CloudSME 13 bd phin mém phuc vu cong [ Quan Iy ty gid
qj tac quan Iy diéu hanh cho cac to chirc, o ESdeDy
doanh nghiép vira va nho, trién khai theo : 2
loudSME  mé hinh dién toan dam méy cong cing véi i boB &
Pawdamn  che gol phan mém dwoc cung cdp dudi = &

ki thianh céng la account co quyén quan tri
hé thong CloudSME cua quj khach. Tir
account ndy quy khach bat ddu khodi tao

" chc difliéu ban ddu cia doanh nghiép

wChi tiét

= Phan hé Quan I yéu cau ho tror khich hang - Cloud Helpdesk

30 PM) O binh ludn

L&

Cloud Helpdesk — Quan Iy yéu cau ho tror
Kkhaich hang: cung cAp cac tinh ndng ho tror
khach hang, tiép nhan va xir I cac vn dé
lién quan dén dich vu cham soc khach hang
tai cac 16 chirc, doanh nghiép

Menu clia Cloud
Retail

Tim kiém  Tim kiém nang cao

Xem nhidu nhat

Giérl thiéu chung vé CloudSME -
1 HE théng quin trf didu hanh

doanh nghidp

0 binh ludn

Hudmg din khii tao o u ban
2 dhu cia doanh nghiép

0 binh lun

Phn né quin t diu hanh vin
3 phéng - Cloud Office

0 binh ludn

Phin hé Quan i yéu cdu hd tro
4 khisch hiing - Cloud Helpdesk

0 binh ludn

Phdn hé quin iy kinh doanh va
§ quan hé khach hing - Cloud CRM

0 binh luln

Céc chure nang cua Cloud Retail:

- Quan Iy ctra hang, quy thu, nhin vién:

* Quan ly danh sach cac cura hang

=  Quan ly cac quay thu

= Quan ly danh sach nhan vién

Quan ly danh muc hang hoa va cac dir liéu lién quan:
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7) N E O Ma hiéu:
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Lan ban i
hanh/stra doi:
1.1

Ngay hiéu luc:

- Quan ly don hang, nhap kho, kiém ké:

Quan ly ty gia

Quéan ly nhoém hang hoa
Quan 1y danh myc hang hoa.
Quan ly tur khoa tra cuu.
Quan ly gia ban tai cua hang.

Quan ly cac nha cung Grng

Lap don hang t6i nha cung cap.

Nhép kho va luu kho hang hoa.

Kiém ké hang hoa

- Quan ly ban hang:

Bén hang da nhap kho.
Bén hang va nhap kho san pham.
Béo céo ban giao ca.

Tra clru giao dich

- B4o céo thong ké

2. Quy trinh ding ky va cach truy nhéap hé thong CloudSME

2.1. Quy trinh thwc hién
2.1.1. So do
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Giri yéu chu dang ky (1)

Email phan hdi tir dong

Phiéu ding ky dich vu
Chua duyét l

< CloudSME -—Xét duyét diang k}'l—»@
Can bd c6 thdm quyén

Xét dang ky (2)
Puoc duyét
TL hudng dan O
str dung Nhaén vién trién khai

Hudng dan stir dung

Ngudi Iﬁ’ dung

Lam viéc trén CloudSME (3)

2.1.2. Mo ta quy trinh
- Buédc 1: Ping ky dich vu. Khich hang co thé ding ky dich vu theo cac cach sau:

= Ding ky truc tiép trén Website http:/cloud.neo.vn: Khach hang dién diy du
thong tin theo form = bim nut Ping ky dé giri di.

= Cdc nhén vién trién khai (bao gdm: NV kinh doanh, Sales, Agency, CSKH...)
dang ky cho khach hang (nhdn vién trién khai thyc hién cac thao tac dang ky
nhu trén)

B Luu y:

- Phdn “Tén viét tit” cia t6 chirc hodc cong ty hodc cira hang nén viét tir 2-4 ky
tw lien nhau dé thudn tién cho viéc thao tac dir liéu vé sau trong noi bo don vi
minh.

- Nhdp chinh xdc email ding ky d@é nhdn div liéu tra vé tir hé thong CloudSME

- Khi ding ky truc tiép trén website http://cloud.neo.vn hodc ding ky qua nhdn

vién trién khai, KH can phai chac chan rang minh da doc va dong y voi cac

diéu khodn vé “Hop dong dang ky quyén sir dung phan mém” trong ban ding
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ky (hodic nhdn vién trién khai phdi giti thong tin hop dong cho KH trude khi
dang ky cho KH)

Phiéu diing ky online nhw sau:

Théng tin xac thu'c

Quy khach vui long dign cac théng tin dang ky bén dwoi, [*) : bat budc nhip
Quy khdch It § nhdp s6 dién thoai va email ding va dd d& ching toi co thé hd tree quy Khéch tot hon

Mé khuyén mdi : Cty CP BTPT CN va TT [v]

Tén céng ty (*) : Tén viét tat (*) :
Loai gidy ta/50 GT :  Gidp Phép Kinh Duanl‘E Noi cap/Ngay cap :
Ngudi dai dign : Gidi tinh =[] (1) - Ngay s

Chifc danh : Email (*) :

S0 di dong (*) : 50 g dinh :
56 fax Nganh ngh# ; Khdng xdc dinh [=]

Bia chi cong ty :
Ghi chd : Bing ky dich vy : iDQUﬁﬂtFi vén phing

¥ chon tt e | ] i r hf r kndch hang
[ quan tri Quan hé khach hang
[ Quén tri nhén s

[ Ban nang va in hoa don GTGT

|: Chon phén hé cén dang ky

[V 781 34 doc va dbng ¥ véi

| Hop dong dang ki quyen si dung phan mém Boc thﬁng fin hO’D
dbng truéc khi DK
i

- Buéc 2: Xét duyét ding ky: Can bd co thim quyén (c6 thé 1a NV trién khai,

truong nhom KD, truong nhom hd tro khach hang...) s& xem xét kich hoat tai

khoan cho khach hang.

»  Khdch hang dung thir: Nhitng khach hang khi dugc gioi thiéu vé dich vu
muén dung thir 4 xem xét cac tinh ning cta hé thong.

=  Khdch hang ding thit: d3 dong ¥ va 1am hop dong.

Cac yéu cu néu chua duge xét duyét s€ duoc chuyén lai khach hang hoac nhirng

nhan vién trién khai kiém tra lai vé dit liéu hodc diéu kién ding ky.

- Budc 3: Huéng din sir dung: Sau khi ding ky thanh cong khach hang s& nhan

duoc email tir hé thdng CloudSME bao gdm céc ndi dung:

= Account c6 chirc ning admin (quan tri hé thng),

=  Chung chi bao mat (ching chi biao mat danh cho hé théng CloudSME) va
huéng dan cai dit ching chi ndy trén trinh duyét IE (Internet Explorer) hoic
Firefox.

=  File Hop ddng st dung ban quyén phin mém CloudSME
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HUONG DAN SU DUNG CLOUDSME

7) N E O Ma hiéu:
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Lan ban i
hanh/stra doi:
1.1

Ngay hiéu luc:

= DPon dat hang CloudSME (PO- Purchase Order): sir dung dé thuc hién thu tuc

dang ky ban quyén st dung phan mém CloudSME

= Nhan vién trién khai thuc hién cac budc hudng dan khai tao va sir dung cho

khach hang
2.2. Cich thivc truy nhdp hé thong CloudSME

< Dé truy cap vao hé thdng CloudSME, don gian ngudi dung chi can dam bao céc

yéu cau sau:

> May tinh hodc thiét bi truy nhap c6 két ndi Internet.

» Trinh duyét IE (Internet Explorer) hodc Firefox da dugc cai chirng chi bao

mat (file cai dat va huéng dan cai dat duoc gui kém véi Account quan tri h¢

thong ciia KH ding ky).

% Dia chi truy cap: https://cloud.neo.vn

 neoan it nec.n

Negwoi dimg
Mat khiu
2\, -
loudSME ey G thidu dich vy
Pay less, Get more

> Luwu y: Doi véi tai khoan quan tri hé thong (cdp sau khi dang ky) hodc nguoi

ding khdc ciing ding nhdp hé thong tai dia chi nay.

3. Hwéng din sir dung cac chirc ning hé thong dé khéi tao dir liéu trén CloudSME.

3.1. Mé ti chivc ning H¢ thing.

% MGJi t6 chirc, doanh nghiép, ho kinh doanh hodc ca nhan déu ¢ mé hinh t6 chirc

cu thé (c6 cac chirc ning chung hodc riéng tiiy theo tinh chat ddc thi cia timg

loai hinh hoat dong cua khach hang). Trong mé hinh t6 chirc ndy cac don vi,

phong ban, trung tdm chirc ning hodc cira hiang duoc phan cip va hoat dong

theo nhiing cong vi¢c, nhi¢m vu nhét dinh. CloudSME duoc sit dung s€ la cong

cu hd trg thuc hién va dong bd hda cac cong tac nay.

HD-01/KD.CLSME-NEO 1.1
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% Viéc ap dung mo hinh t6 chirc trong CloudSME bang cach thuc hién nhiing
chirc nang sau:
» Khai bao thong tin doanh nghiép: cac thong tin co ban cua doanh nghi¢p
hoic t6 chirc hodc ho kinh doanh, ¢4 nhan.

X> Lwu y: Do tinh chat hoat dong co khac biét nén cac ho kinh doanh hodc
cd nhén cé thé chi khai bdo cdc théng tin co ban dé dam bdo cho hoat
dong cua minh

» Quan ly dir liéu danh muc:
¢ Danh muc cdac don vi ngi bo (bao gém: cac chi nhanh, cac phong chirc
nang, cac trung tdm...) theo mo hinh cia doanh nghiép. Phan churc ning,
nhiém vu cho tirng don vi ndi bd.
> Luu y: Péi v&i cac hd kinh doanh hodc ca nhan dp dung cho cira
hang thuéc hodc cira hang ban 1é thi muc nay sé dwoc khai bdo trong
chire ndng Quan Iy civa hang, quady thu

¢ Danh muc khac: dit liéu dung chung cho hé théng CloudSME.

> Quan Iy ngudi dung: tao mdi va phan quyén st dung cho ngudi ding

> Cip quyén quén ly nhén vién: cip quyén quan 1y ciia timg don vi trong ndi
bd doanh nghié¢p

> Cac chitc ning khac: Thong tin ci nhin, déi mat khiu, xem log hé
théng

3.2. Chudn bi dit ligu dé khai bdo trén CloudSME.
% Dé khai bao dit liéu trén hé théng CloudSME. Ngudi sir dung cin chuin bj cac

dir liéu sau:

> MO hinh t6 chiic ctia doanh nghiép, cira hang (Iwu y: mé hinh t6 chirc dang
ap dung).

» Danh myc cac don vi ndi bd: dugc phan cép theo md hinh t6 chirc cia doanh
nghiép. Ddi voi cira hang 1a danh sach céc cira hang trong chudi (néu co)

> Danh sach ngudi dung (can bd - nhan vién trong cong ty) bao gdm cac thong
tin c4 nhan va vi tri cong tac (phuc vu cho viéc phan quyén ngudi dung va
phan quyén quan Iy nhan vién)

» Cac thong tin khac ctia doanh nghi€p (phuc vu cho viéc khai bao cac thong
tin co ban cua doanh nghi¢p) nhu: s6 dién thoai, fax, email, tai khoan ngan

hang, thu trudng don vi, ké toan trudng, ...
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7) N E O Ma hiéu:
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Lan ban i
hanh/stra doi:
1.1

Ngay hiéu luc:

3.3. Chirc nang khai bao thong tin doanh nghiép.

3.3.1. Mo ta chirc nang

- Chirc ning cho phép NSD khai bao cac thong tin cia té chirc, doanh nghiép hodc

céc ho kinh doanh, ca nhan 1én hé thong CloudSME, céc thong tin ndy cin dam

bao tinh chinh xac dé phuc vu cho cac hoat dong nghiép vu khac trong hé thong

(nhu bao céo tai chinh...)

- Céac thong tin duoc khai bao chi tiét theo cac tabs: Cong ty, tong hop, Quan ly vat

tu, hang hoa, Tai san

> Lueu y: Poi véi khdch hang la cdc hé kinh doanh, cé nhdn muc ndy chi can

khai bdo cdc théng tin co ban dé dam bao cho cdc hoat déng kinh doanh cia

minh
3.3.2. Cach thuc hién
3.3.2.1. Thong tin chung
=> Noi dung

Nhiap céc thong tin co ban vé doanh nghiép nhu Tén day du ciia doanh nghiép,

dia chi, ma sb thué, dién thoai, email, thu trudng don vi, ké toan truong, logo

cong ty...
=>» Cach thuc hién

Tir menu chon H¢ thong = Khai bao thong tin doanh nghi¢p-> chon tab

Cong ty:
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ﬂ N E 0 Ma hiéu: hénli;zﬁbaag 5i- Ngay hiéu luc:
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fotar o THaM 50 1 THONG
- Toghm | Quinki VT Taisén
& Emai contact@cloud comwn 8
7 Taikhoadn ngdn hang
8 Motai
9 Micingly Cloud jsc
10 Thang bit du nim tai chinh Théng 1
11 Thiltrudng donvi Nguyén Van Minh
12 Kétoan frwdng Tran Tan Tai
13 ThiQuj Tran Thi Hanh
14 ThuKho Vi Van Kién
15  Ngudi I3p bdo cdo Nouygn Thi Mai
16 logo m
17 Gi6i han 56 ngay duoc phép bdo cdo ngay 3 :
18 Mail Group quan Iy tai nguyén sir dung chung

Sau khi nhap diy du thong tin, chon C4p nhit ¢ phia cudi man hinh dé luu lai
3.3.2.2. Thong tin tong hop
=> Noi dung

Cho phép ngudi dung tao céac dit liéu lién quan dén cac hoat dong tai chinh
=>» Cach thuc hién
Tir menu chon Hé thong = Khai bao thong tin doanh nghi¢p = chon tab

Y
Tong hop:
THAI BAD THAM 50 HE THONG
Céing ty _ Quan I VT, HH Téi sén
STT Tén tham sd hé thong Gid tri
1 Hién thi t&n, dia chi, logo trén bdo cdo Cé -
2 Danh séch cic 3l khodn khéng cé sb du 05,06,07,08,00
3 Sééubdocdo Nhdp gid tn tl 5 tign quy d&i ~
4  Cho phép lam trbn s cé v
5 Tinh doanh thu theo thué sut cé -
&  Taikhdan két cén, GTGT Cé -
7 Quan Ij quf(Cho phép chi qua tién tbn) cé =
8 M3 dbngtién hach todn VND -
9 W3u bao cio ngdm dinh dggdgdgdgdgdgdgdgdgd
10 Déu phin cach hang nghin khi nhip s6 (d?u ch?m)
11 Dau phén cich 56 thap phin khi viét cadsg, . (d?u ph?y)
12 Sir dung chung % thué cho tit c3 cicdinh khodn khi in héa don 1
& Coma ) s
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77 N E O Ma hiéu: Lan ban Ngay hiéu luc:

sewithyousbiays | HD-01/KD.CLSME-NEQ | Pan/sua dox

NSD nhép thong tin theo form sau d6 bAm Cap nhat dé huu lai
3.3.2.3. Quanly VT, HH va Tai sdn

Tab Quén ly VT, HH va tab Tai san duoc thyc hién cac thao tac tuwong ty nhu
d6i vi tab Téng hop.
3.4. Quan ly dir liéu danh muc
3.4.1. Mo ta chirc nang
- Chirc nang cho phép cip nhat cic dit liéu ding chung bao gom céc dir lidu vé cac
don vi, phong ban trong doanh nghiép (theo mé hinh té chirc) va céc dit liéu ding
chung khac cho h¢ thong CloudSME.
- Céc chtic ning bao gom:
¢+ Danh muc don vi ndi bd
¢+ Danh muc khac
3.4.2. Cach thuc hién
3.4.2.1. Danh muc don vi ndi bd

=> Noi dung

Danh muc don vi ngi by bao gém; cac chi nhanh (néu co), cac phong ban chirc
nang (nhu phong TCHC, phong TCKT, phong Nhan su, phong Kinh doanh...),
cac trung tam dich vu...
Trong Quéan ly danh muc ndi by s€ thuc hién ciac chirc nang: Tao mdi, tim
kiém, stra/x6a danh muc

=>» Cach thuec hién
- Tao moi:
Tir menu chon H¢ théng = Qudn 1y dit ligu danh muc = Danh muc don vi
ngi b¢ >Thém méi=> HT hién thi man hinh nhap théng tin> nhap day du
thong tin theo form=> click Ghi lgi:
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7NEO

Ma higu: hélnlﬁzl’}:)aag 5i- Ngay hi¢u lyc:
Bewithyoualways | HD-01/KD.CLSME-NEO 11 '
Théng tin ddn vi

Mi don vi (*) Tén don vi (*)
Donvicaptrén  Khdng chon - Treong don vi ()
Ngay thanh lap |

Chirc ning

Nhiém vu

| Ghilai | Xéaudng | Thodt |

> Luu y: Trong muc Pon vi cdp trén: Néu dé Khéong chon thi don vi nay sé la

cdp lon nhat, néu chon sé la don vi cap duoi cua don vi da chon (VD: néu

trong cong ty BGP la cdp cao nhat, Phong TCHC sé duéi cap BGD)

- Tim kiém:

Tir menu chon H¢ théng > Quain Iy dir li¢u danh muc = Danh muc don vi

ndi bd > nhap tiéu chi tim kiém>nhan nut Tim kiém-> HT hién thi danh sach

tim kiém:

Danh sich don vi v
| o s Ten Trstng 8 <6 8én heon v Thao tic
TEST o Tester drguldngtul 0
IO o Trursg tm dén b Qi miy P Trurg V0 dargmnongrann ¥ Bgmal com 0
A hetrg g T Hing arh LA darghorgar 14 Bgmal o 0
L] ot Soarh B Vin Moy [t dangongharh 24 Bgmal o 0
X ohitm 2 Hourdn in g 0
o3 ehhim ] HiVIn G 0
M | Duang Vi A 0
b ros  Hirh cht -l P N S i 0
5 ,
- Swa/xda:

Pé thyc hién chon thao tic Sira (c6 biéu tuong [ ) hodc Xéa (co biéu

tuong @) tai mdi danh muyc don vi trong DS cac don vi da tao

3.4.2.2. Danh muc khac
=> Noi dung
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ﬂ NEO 3 hié Lan ban A
M3 hiéu: . Lk Ngay hiéu luc:
Bewithyoualways | HD-01/KD.CLSME-NEO ha“hflsuia dor:

NSD nhap danh muc cho céc dit liéu (nhu danh sach cac bang tham s6 hé théng,
bang tham sb cho Vi tri cong tac, loai cong viéc...) s& st dung chung trong hé
théng CloudSME nhim hd tro viéc nhdp di liéu va quan 1y dir ligu déng bo
trong toan doanh nghiép

=>» Cach thuc hién
-  Thém méi dir li€u:

Tir H¢ théng=> Quan Iy dir liéu danh muc>Danh muc khic = chon tén

bang can thém dir liéu > Chon Thém méi dik liéu:

‘“ B

Chon bang can

nhap d idu

&n bang: Danh sach cac bang fna Ma Tén

Danh sich
ST Thaolac D Ma Tén
1 I & 3 2 Khding duyét
2 Ik 1 ] Chua duyét
3 ' 2 1 Ba duyét
Heé thong s& hién thi:
Nhép md theo bang Tén dik iéu twong
Thém dif Béu i héy (ing o1 md
Ma *: Tén:

Bang dif iéu *; CMM_CONFIG_TABLE_LIST

€ minnd ) Kaic

- Nguoi sir dung nhap thong tin theo form = Click vao Thém méi dé thém dir
liéu vao bang danh sach

- Tim kiém
Tir H¢ thong=> Quan Iy dir liéu danh muc>Danh muc khac > hé thong
hién thi:
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HUONG DAN SU DUNG CLOUDSME

M3 hiéu: h‘rfhin,bag;, Ngay hiéu lyc:
Bewithyouaiways | HD-01/KD.CLSME-NEO e
- B 1l
& Thém dif ligu
Tén bang: Danh sach cc t;ang thi= Ma Tén
8TT Thao tac D Ma Tén
1 ' CMM_CONFIG_TABLE_LIST | Danh sach cac bang tham so he thong
2 3 11 HRM_RECRUIT_STS Trang thai dgt tuyén dung
3 I B 13 CRM_BID_ROLE Vai trd tham gia thau
4 ! B 19 DCM_ROLE_TYPE Vai trd tham gia vain ban
5 g B 17 CMM_POSITION Vi tri ciing tac (1ing vién ing tuyén)
6 I & 2 DCM_TYPE Logi vin ban
7 ! & 3 HRM_ACADEMIC_TITLE Hoc Vi
8 i 5 HRM_DEGREE_LEVEL hoc ham
9 ! & 6 HRM_ETHNIC Dén tic
10 I & 9 HRM_RELATIVE_TYPE Kiéu fién hé giita 2 nguih (b6, me, con,...)
11 IR 15 CRM_BID_STS Trang thai gdi thiu
12 I8 16 CMM_MEASURE_TYPE Loai danh gia
14 I B 4 HRM_CONTRACT_TYPE Logi hop ding
15 i 6 7 HRM_STATIONERY_REQ_STS Trang thai Yéu ciu VPPOCDC

NSD chon tiéu chi tim kiém theo Tén bang hoic Theo ma hoic Tén >

click Tim kiém > Hé théng s& hién thi danh sach di liéu theo yéu cAu.

Stwra hoic x0a dir liu:

+  Nguoi sir dung c6 thé chinh sira lai dir lidu bang cach click vao bicu
tuong ! trén danh sach > chinh stra dit liéu can thiét (ma, tén di liéu)->

click vao Ghi lai dé luu ndi dung can diéu chinh.

+ Dé xoa: trén danh sach dit liéu nguoi st dung chon biéu tuong E& dé

thao tac

3.5. Quan ly nguoi dung

3.5.1. Mo ta chirc nang

- Dbi v6i doanh nghiép, t chirc: NSD tao danh sach ngudi ding trén hé thong

CloudSME theo danh sach nhan vién tai cadc don vi, phong ban trong cong ty.

- Dbi véi cac ho kinh doanh ban 1é hodc ca nhan: tao danh sach nguoi dung theo vi

3.5.2.
3.5.2.1.

tri cong viéc nhu quan 1y chung, kho, ban hang, thu ngan...

Trong muc Quan ly nguwoi dung thuc hién cac chitc ning ve:

¢+ Tao nguoi dung moi.
¢ Tim kiém, chinh sira
¢+ Phan quyén sir dung hé thong

¢+ Cap lai mat khau mai hoac khoa ngudi dung.
p la1 me d g g

Cach thuc hién

Tao nguoi dung maoi
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7NEO

Bewithyoualways | HD-01/KD.CLSME-NEO

M3 hiéu:

Lan ban i
hanh/stra doi:
1.1

Ngay hiéu luc:

=> Noi dung

Tao méi nguoi dung trén hé thdng CloudSME theo danh sach cic can bd - nhan

vién trong doanh nghiép

=> Cach thuc hién

Hé théng> Quan Iy nguoi diung-> Thém méi ngwdi dung > ngudi sir dung

nhap day du thong tin theo form > Click thém méi dé luu thong tin vao hé

thdng:

Thém ngudi dung
Tén truy cap *:
Tén day da *:
Ldap User *:
MNgay sinh :
54 di ddng :
54 cd dinh :
Email :

56 fax :

Ngudi tao : Binh Thi Thiy

Ngay vao don vi : 07/10/2011

Trang thai : @ Binhthwéng O Khéa

Dan vi quan Iy *: | Khdng chon

Vi tri céng téc *:  Khéng chon

M3 the :
S| Ngay bat d5u di 1am : 07/10/2011 |
Ngén ngif*: Vietnam E
[ e ihic |

Mat khau
Sirdung LDAP: s @ Khing
Login User *:
Bia chi :
Gigi tinh ¢ @ Nam © N

Cdng ty :
Bla chi Céng ty :
Bién thoai Cty :

MNgay tao : 0710/2011

Ngay sira d8i : 07/10/2011

B Luu y:

- Cdc truong cé dau * bdt budc phdi nhédp day di.

- Truong “Sir dung LDAP”: ddy la truong cho phép HT c6 thé tich hop

dong bo voi co so dir lieu da co san cua doanh nghiép (vi du nhu hé

thong mail server). Pé tich hop phdi ¢é can thiép cia ddi ngii kyj thudt.

Néu chua thue hién hodc khéng thi tich chon Khéng va dé trong truong

Ldap user

- Nhdp dia chi email dang sir dung ciia nguoi ding dé trong qud trinh

hoat dong hé thong sé giri mail théng bdo khi ¢6 cdc thao tdc lién quan

den nguoi dung

3.5.2.2. Phan quyén stt dung hé thdng:

nay.

=> Noi dung

- Trong doanh nghiép moi cdn bd nhan vién s€ c6 nhiing nhi¢m vy, trach

nhiém va quyén han khac nhau dé thuc hién cac cong viéc dugc phan cong.
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7 N E O Ma higu: Lan ban Ngay hiéu luc:

sewthyoushways | HD-01/KD.CLSME-NEQ | "nP/sua 4o

Theo d6 viéc phan quyén st dung cta can bd - nhan vién trong cong ty trén
CloudSME ciing tuan tha quy tic nay.

- Chirc ning phan quyén (quan 1y Role) cho phép NSD (quéan tri hé thdng)
phan quyén sir dung cho can bd - nhan vién trong cong ty. Qua dé nhitng can
bd - nhan vién trong cong ty sau khi dugc khdi tao user s€ lam vi¢c trén
CloudSME thong qua cac chirc ning duoc hién thi

=>» Cach thuc hién
Tir menu chon H¢ théng = Quin 1y nguwoi dung = chon thao tac Quan Iy

Role trén danh sach ngudi dung—> hé thdng hién thi giao dién quan 1y role:

| Quan ly cac Role cia ngudi ding:

Danh sach ngwdd ding: Danh sach ngwdd ding s& diéu chinh Role:
sTT! Mguiri ding Bonwi | bannt_wva tracco
== |
1 bannt_va tracco Phong Tai chinh KE toan - &
2 hanglt_va tracco Ban Giam Boc
3 hanhdh_va tracco Phéng kinh doanh E m -
4 hieult_va tracco Ban Gidm D&c =
5 hoant_va tracco Phiéng T8 chirc hanh chinh
& huongdth_va tracco Phéng Tai chinh KE todn
7 huybv_va tracco Phang kinh doanh
Danh sach cac Role: - Khing refresh lai chi tiét
STT Role Mé ta Thao tac
1 CHIEF_BUSSINESS Quy&n trudng phéng kinh doanh, phé duyét chuyén trang thai hd so thau 4 -
2 CRM_BID S‘L;_In Iy hd so thiu, cd quyEn tao hd so thiu, gép vy, thém tai liéu vao hd sg z
QuyEn quan tri hé théng van ban, cd quyen thém sira xod moi loai van ban ,
3 DCM_ADMIN trong hé thdng .
4 ENTERPRISE_ADMIN User cd quy&n quan tri coa mét doanh nghiép 4
Vai trd tuong img nhén vién phang TCHC, cd thé xem va téng hop dif lidu -
s ENTERPRISE_ADMINISTRATIVE chi&m céng cua tAt ca moi ngudi g
Vai trd tdng gidm d&c, cb tit ca cdc menu trong hé thdng, sir dung dugc tat »
& ENTERPRISE_BOD ca cac chirc ndng trong hé théng .
Vai trd ca ban (Basic) bao gdm céc quy@n: d8i mét khiu,sir dung trang tin
e néi bé. cdo nhat hd so cd nhén. auan v céna viéc - bdo cdo noav. tra ciu dir =

Heé théng cho phép NSD cap nhit role ciia 1 hodc nhiéu nhan vién. Khi bat dau
mé clra s6 quan 1y role tai muc Danh sich nguwoi dung sé diéu chinh role s&
hién thi mic dinh 1a nguoi dung vira chon. Dé thém ngudi ding can diéu chinh
role, NSD chon tai khoan ngudi ding bén muc Danh sach ngwoi ding > bim
Thém -> tén ngudi dung d6 s& dugc chuyén sang Danh sich ngudi diung sé

diéu chinh role (thuc hién twong tw néu mudn thém tiép nguoi dung khac)

Pé gan role cho ngudi dung, NSD tich vao 6 trudc cac role co san tuong mg

4
A

v6i nguoi ding can tao = bam Cap nhat va Két thic dé thoat.
3.5.2.3. Céc thao tac quan ly thuong dung
=> Noi dung

Day 1a céc thao tac thuong dung trong qua trinh quan ly ngudi dung trén hé

théng bao gém; tim kiém, chinh stra, cép lai mat khau, khoa nguoi dung

=>» Cach thuc hién
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7 NEO  hia Lan ban —
Ma hiéu: \ N Ngay hi¢u lyc:
Bewithyoualways | HD-01/KD.CLSME-NEO hanh/f“ia dor:

- Tin kiém;
Trén menu chon H¢ thong> Quan ly ngwdi dung> Nhip tiéu chi can

tim-> Tim kiém - Heé thong s& hién thi thong tin theo yéu cau tim kiém:

4 Thén ngusi ding

Ving e v

Danh sich ngui diing
STT) # Téniycdpndl  Téning cip
L]
[ bimhdt_va tracee wis91f
" bimhnt_va tracc: wmmBfé
biwhnth_va traci 45d2la
conglt_va racce Conglt
[ congat_va traco qeddgi
7 dungtk_va trace xyStie
duongla_va tra 76stqy
duonght_va trac viepgz
T gog_vatmcos  bmignd
T giangdt_va tract 99yjdd
" hanglt_va tracee jhéigi?
hanhdh_va trace Grigri
15 hanhdth_va trac j59wgl
16 bieult_va tracco 1110dw
n hoant_va tracce: 70pata
Tungny_va trac gyuokd
Tungym_va trac cléeld
34 huongdth_vatrs huongdth

A TRACCO - CLOUD_020}

» Benv

Khing chon L3

Tén ddy o Ha o
&5 thibinh

Mguytn ThiBich

M. Bt

Luu Thinh Cng
Niguylin Thirh Céag
T KIM NG P

P ghidin i phat &

G Prng Marketng

e AN HUBNE BAN GTAM BOC

Bing Thi Thuturtng  Phing Ti chinh KE fin

Trang - | M [=

FPPPPEPPPPP

o

cnglbgnes. com

deongvifines.com.n "

FPPPPPPPPP

- Chinbh sira:
Dé chinh sira thong tin ngudi dung NSD chon thao tac Sira (co biéu tuong
',f) trén DS nguoi dung va thyc hién sua thong tin theo form—> click Cap
nhat

- Chp lai mat khiu:

Néu nguoi dung trong hé thong quén hoic mit mat khiu truy nhédp, nguoi
quan tri cdp lai bang thao tic Reset trén danh sach ngudi dung. Mat khau
méi s& dugc béo téi nguoi can cap lai bang email (néu email trong thong tin
nguoi dung).

- Khoéa ngwoi dung:

Trong truong hop can khoa ngudi dung, NSD chon tén ngudi ding mudn

khoa trén danh sach = click vao biéu tuong EJ - khi d6 trang thai nguoi
dung s& hién thj 13 Khéa
3.6. Cip quyén qudn Iy nhan vién
3.6.1. Mo ta chirc nang
- Trong mdi doanh nghiép viéc phin cép quan 1y s& duoc thuc hién theo mé hinh
hoat dong ctia doanh nghiép d6 (VD: Gidm doc qudn Iy toan b cdc nhan vién
trong cong ty, truong phong Nhan sy sé quan ly cac chuyén vién nhdan sw hodc cdc
nhén vién ciia don vi minh...). Viéc phan quyén quan 1y duoc thuc hién qua chic

ning Cap quyén quan ly. Qua d6 NSD ¢6 thé tra ctru 1 nhan vién thudc quyén
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M3 hicu: hénlila}gl’?aagéi' Ngay hiéu lyc:
Bevithyousways | HD-01/KD.CLSME-NEO J et

quan 1y cua ai hodc 1 quan 1y s& quan Iy nhitng nhan vién nao (thong tin vé& quyén
quan 1y s& hién thi theo quyén cta user dang truy nhap trén hé thong)
Dbi véi cac khach hang st dung riéng phan hé Cloud Pharmacy hoic Cloud Retail

tiy thudc vao gbi dich vu dang ky ma c6 thé sir dung muc ndy hay khong.

- Céc chuc nang bao gom:

¢ Tra ctru nhan vién

¢+ Cap quyén quan Iy méi

¢+ Tracuu quan ly
3.6.2. Cach thuc hién
3.6.2.1. Tra ctru nhan vién

=> Noi dung

Cho phép NSD ¢6 thé tra ctru dugc v6i nguoi quan 1y dang quan 1y nhitng nhan
vién nao trong don vi cling nhu cac dy an

=>» Cach thuc hién

Tir menu chon H¢ thong > Cép quyén quan Iy nhan vién>Tra ciru nhéin
vién=> nhap tai khoan ngudi quan 1y mudn tim kiém va céc tiéu chi khac theo

form > Tim kiém-=> Hé¢ thong s& hién thi danh sach nhan vién theo céc tiéu chi

yéu cau:
Thao tic ¢ Traciushinvién 2. nhap tén nguoi quan ly "
R T e an ly neo
Ve 3. chon trang
thai
Danh sach nhan vién ¥
STT [ Bon'i TalKhodn | HoTén Nodysinn | Nodybatdiu | Ngayket
. fhic
5. danh sach -
nhan vién dwoi : e ¢
su quan ly neal res} 40 OBy
neo? 8
Ban( neg3 2 . .
Ban Giam B¢ neg_admin nég_admin

Tai day NSD co6 thé thuc hién cac thao téc:

-  Thém quan Iv méi
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7 N E 0 Ma higu: Lan ban Ngay hiéu luc:

sewthyoushways | HD-01/KD.CLSME-NEQ | "nP/sua 4o

NSD click vao biéu tuong bén canh tén nguodi quan ly (hodc click chudt
phdi vao danh sach nhan vién chon Thém ngudi quan ly). Khi do, mot cua
s0 méi dugc hién thi > nhap tén nhin vién mudn quan ly, nhap thoi gian
quan 1y rdi click Pong y. Thoi gian quan 1y #ir ngay 1a bat budc, thoi gian
dén ngay c6 thé khong can nhap:

Nhidp thong tin quan hy [Erong]

i T Mhap tén NV
Mgwdi guan hithuwdt wa tra

Mhén vién: congnt_wa tracco
Tir ngay: 07-10,2011
Bén ngay:

- Stra ngay quan lv

NSD click chudt phai vao danh sach nhdn vién can stra ngdy quan 1y, chon
lai thoi gian quan 1y sau d6 bam Péng y dé ghi lai
- GO quanly
Néu nhan vién ndo trong danh sach khong con thudc sy quan 1y ciia ngudi
quan ly dang tim. NSD click chudt phai vao nhan vién do, chon G& quén ly
3.6.2.2. Tractu quanly
=> Noi dung

Cho phép NSD c¢6 thé tra ctru dugc v6i 1 nhan vién dang chiu sy quan 1y cua
nhirng ai trong don vi cling nhu cac du an

=>» Cach thuec hién
Tir menu chon Hé théng = Cép quyén quén Iy nhan vién = Tra ciru quan ly
=> nhdp tén nhan vién, lya chon cac thong tin nhu trang thai, thoi gian quan ly

- Tim kiém:
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7) N E 0 M3 hiéu: Lan ban Ngay hi¢u lyc:

sewthyoushways | HD-01/KD.CLSME-NEQ | "nP/sua 4o

Thiotc ¢ Tnciuqinlj 2.nhép tén nhdn vién 3, chon trang

thai

Hnd vién neo? Tan | Can qudn

=

F gy

Tra ¢ quan

Danh sach nguti quan ly v
5, danh séch nguoi lsn B Tikhoin  HoTi Mgt g gt
quan I nhin vién e

| BanGan D L nég 040 0440

1 BnGinDi Me0a0nn  ne9 admn 1604200 il

Céc thao tac: Thém nhan vién, sita ngay quan ly hodc g& quan ly dugc thuc
hién tuong ty gidng nhu cac thao tac trong muc Tra ciru nhén vién

3.6.2.3. Cép quyén quin Iy méi

=> Noi dung
Chirc ning cho phép NDS thyc hién khi c¢6 thay dbi vi tri cong tic ciia cic

CBNV trong céc don vi ciia doanh nghiép hodc cap quyén quan ly cho CBNV
trong cac du an quy dinh thoi gian

=>» Cach thuc hién
Tir menu chon Hé théng -> Cip quyén quan ly nhin vién -> Cip quyén
quan ly méi=> chon nguoi quan 1y cd trong danh sach hodc nhdp tai khoan
nguoi quan ly vao 6 Tai khoan-> chon nhan vién chiu sy quan ly ciia nguoi

quan ly vira chon hoac nhéap tai khoan nhan vién vao 6 Tai khoan = Ghi lai

HD-01/KD.CLSME-NEO 1.1 Trang 31



HUONG DAN SU DUNG CLOUDSME

ﬂ N E 0 M3 hiéu: Lan ban Ngay hi¢u lyc:

ewithyouaways | HD-01/KD.CLSME-NEQ | Manh/sua dot

Thao tac £ _ Cap quyen gy =t
: 4, click
(@ Cip quyen quan Iy r“@ (# Ghilsi Y5
Tr="ciru in R
e [ Nguwai quan by A
) STT ‘ | Quan Iy Tai khoan ‘ Mgay sinh ‘ Gigitinh | Bonvi
LS r&g 01/04/2010 Nam Ban Gigm B3z
2 0O necd 01/04/2010 Mam
3 | 0O 2. Chon ngwoi quan ly ™ 1n i it
4 O “m 01/04/2010 Nam
b 0 mea? neal Nam
i . | -
2'. nhap tén nguei — [Rongf TIRIeRn: loc danh sach Trang: 1§
quan Iy 1 ngwei quan Iy
Hhan vién v
STT d ‘ Hhén vién T&ikhodn ‘ Mgay sinh ‘ Gigi tinh ‘Bon wi
reo reo 01/04/2010 Mam
[0 nead neal 01/04/2010 Nam
- e 3 m amin S04 20 am =r i
3. chon nhan vién 2 | L1 e =0se s :
chiu sy quan ly 4 0 meatfo nhéap tén nhan F 01/04/2010 Nam ra T chic hinh chin
5 [0 mea? vién jeol Nam héng Tai chinh ke todn
E7ENE loc danh sach = 7
L o a T rang:
et . nhan vién : I

3.7. Cadc chirc nang khac
3.7.1. Mo ta chirc nang
- Céc chirc ning hd tro khic nhu: xem thong tin ca nhan, d6i mat khau cho phép
NSD quan ly cac thong tin trong qua trinh stir dung
3.7.2. Cach thuc hién
3.7.2.1. Xem thong tin cdc nhan
=> Noi dung

Vi nhitng ngudi dung thong thudng c6 thé xem thong tin ca nhan ctia minh trén
CloudSME bao gém cac thong tin co ban nhu ho tén, ngdy thang nim sinh,
email, s6 DT...., ngay khoi tao user hodc ngay cé thao tac sira doi. Vi cac user
quan tri c6 thé chinh stra duoc ndi dung nay

=>» Cach thuec hién

Trén menu chon H¢ théng = Théng tin ¢4 nhan:
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ﬂ N E 0 M3 hiéu: Lan ban Ngay hi¢u lyc:

sewthyoushways | HD-01/KD.CLSME-NEQ | "nP/sua 4o

THONG TIN CA NHAN

Tentruy cip thuydt wva tracco Mat khéu
Ténday di Binh Thi Thiy 50 dung mat khdu LDAP 5 () Khéng
Ngay sinh  01/06/1984 El Bia chi Ba Binh - Ha Nai

sh diding 0918881217 Gigitnh @ nam © Nir

S0 dién thoai cd dinh Cong ty
Hom thw Email thuydt0106@gmail.com Bia chiCongty Ba Binh - Ha NGi

56 Fax Bién thoai Cang ty
Trang thai Binh thwéng  Khéa Mgy tao ldp 28052011 121536
Ngwditao ldp admin_va tracco Ngay sla ddi 200092011 10:55:44

3.7.2.2. Dbi mat khau

=> Noi dung
Str dung chirc ning nay, ngudi sir dung ¢ thé thay d6i mat khau tai khoan truy
cap cua minh dé dam bao tinh bao mat thong tin cho c4 nhan va cho doanh
nghiép

=>» Cach thuec hién
Tir menu chon H¢ théng = Thay déi mat khiu = nhip mat khiu mdi, xac

nhan mat khiu méi > Click chon P8i méat khiu = Thoat

pOI MAT KHAU
Mat khau cfi

Mt khdu méi

I 3 L3 ‘ 2.
Xac nhan mat khau moi;
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