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HUGNG DAN ADMIN TRUONG

CHUC NANG QUAN LY TAl KHOAN




1. Dang nhap hé théng Bo6i dwéng thwong xuyén (BDTX) va chon

chwong trinh

1.1. Pang nhap
Admin trwedng truy cap Hé théng Béi dwéng thuwérng xuyén (BDTX) tai dia

chi https://taphuan.csdl.edu.vn/. V&i tai khoan chwa dang nhap, man hinh

hé théng hién thi nhw sau:

DANG NHAP
HE THONG BOI DUGNG GVPT VA
CBQLCSGDPT

Tai khoan

Tai khoan

Mat khau

Mat khau &

Huong dan Ban da quén mat khau?

Pang nhap

Ngw&i dung thwe hién dién thdng tin d&ng nhap. Trong dé:
e Tai khoan: la m3 don vi dwoc cép theo Co sé dir liéu nganh Giéo duc
e Mat khau: Mat khau cla tai khoan da dwoc cap trén hé théng BDTX (trung véi

méat khdu ddng nhap hé théng TEMIS) . Ngwdi dung cé thé st dung dé hién
[

thi théng tin mat khau twéng minh thay vi cac ky tw

e Click vao nit DANG NHAP dé truy cap vao hé thdng.
Lwu y: Néu don vi chua duoc cép tai khodn admin truomg hodc da duoc cap nhung quén
mat khdu, nha truong lién hé véi Admin S6/Phong GD&PT hodc Viettel dia phuong dé



https://taphuan.csdl.edu.vn/

duroc cung cép théng tin. Nha trurong ciing ¢ thé gui yéu cdu tir hom thw céng vu cia

nha truong dén dja chitaphuan@viettel.com.vn dé duwoc hé tro.

1.2. Chon Chwong trinh

Sau khi dang nhap, admin trwérng chon hé théng BDTX hodc ETEP va nhan “Lwu lai”.

Chon chuong trinh

© Thay/Co vui long chon chudng trinh dao tao. Sau khi
chon, toan b dir liéu sé theo chudng trinh da chon.
Sau khi chon, thayico co thé thay dai chudng trinh
bang cach nhan vao thanh thang bao

ETEF | BOTX

- ETEP la Chwong trinh Phat trién cac trwéng sw pham dé nang cao nang luc doi

Giai thich tén chwong trinh:

ngll gido vién va can bd quan ly co sé gido duc phd théng.
- BDTX la Chuwong trinh Béi dwéng thuérng xuyén, phuc vu cho cdng tac béi dwdng
thwéng xuyén theo yéu cau ctia don vi (B6/S&/Phong)

Viéc chon vao chuong trinh nao ciing déu khéng énh huéng dén cac chire ndng quén ly

tai khoan, tao méi tai khoan dworc trinh bay duwdi day.
2. Hwéng dan Admin trwéng quan ly tai khoan
2.1. Quan ly danh séach tai khoan

Trén man hinh trang ch, Chon Quan trj hé théng:
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Quan tri hé théng

TRO GIUP

Tai khoan
e as . - . Cai dat cf_n:}
Cac cau hoi thudng gap khi sir dung trang web
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Chon “Tai khoan”, hé théng hién thi man hinh danh séach tai khoan cta don vi:
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Trong do:

(1) Tim kiém tai khoan theo tén, email, ma, sé dién thoai nguwdi ding, c6 thé tim
kiém nhanh theo danh séach

(2) Tim kiém nang cao: Hién thi b6 loc tim kiém theo diéu kién nhw trang thai tai
khoan, co6 hay khéng la GVCC...

(3) B&m tim kiém véi bidu twong L2 | d& hé théng tra két qua theo didu kién tim
kiém

(4) Danh séch tai khoan: Hién thj danh sach tai khoan cla don vj theo diéu kién tim
kiém (néu co)

(5) Thiét Iap mat khau cho tai khoan

(6) Bat nhanh mat khau cho tai khoan vé mét mat khau duwoc goi y



(7) Xoa tai khoan
(8) Xuat danh séach tai khoan dwéi dang excel

2.2. Hwéng dan Admin trwéng tao tai khoan

Trén man hinh Tai khoan:

viettel BOTX Céu hinh ® Trangchu

- Tai (1) tao tai khoan theo danh séch theo file mau
- (2) Tao tai khoan thu cong
a. Thém méi tai khoan tha céng
Trén man hinh tai khoan, chon Thém méi hoc vién, man hinh hién thi:



THONG TIN HO SO CA NHAN CUA GIAO VIEN/CBQLCSGD

Trrdng dugc danh dau (%) 1a trrdng bat budc

Théng tin chung

Ho va tén (%) o_)

Théng tin ca nhan

Thur gién tir (*) 9_/ 5 dién thoai

Théng tin don vi

Loai don vi (%)
Trwdrng mAm non
Donvi (%)

SMAS_TEST_PROFILE_121311

Trinh dé chuyén mén & Kinh nghiém giang day

ChiFc vy hién tai () @

Giao vién

o‘ Ho tén: Thong tin nay khdng duroc dé tréng
/4 Email: Hay nhap thie dign i

(S)] o wamn |

Trong d6 céac théng tin bat budc dé tao tai khoan bao gdm:
(1) Nhap tén tai khoan
(2) Nhap thw dién t
(3) Chon chuirc vu trong don vi
Sau khi dién day da théng tin, chon (5) Hoan thanh dé tao tai khoan
Cha y: Tai (4) hién thi nhirng théng tin bat budc dién néu ngudi dung nhap thiéu.
Tai khoan tao thanh céng sé& xuét hién ngoai man hinh danh séch tai khoan.
b. Thém méi tai khoan bang cach nhap file
Trén man hinh tai khoan, chon Nhap hoc vién, man hinh hién thi:
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@ Nha&p danh sach hoc vién vao trutng tir tép excel
Ban co thé nhap hoc vién tir tép excel vdi cac budc sau
» Tai xudng tép excel mau
« Chinh sifa danh sach hoc vién trong tép vifa tai xudng
« Tai lén file da dugc chinh sifa béng cach bam vao icon tai lén hodc dan dudng dan cla tép excel da upload
« Bam vao xem trudc
« XU Iy cac 161, dif liéu bi thidu va tai khoan bi tring
= Nhap hoc vién

Chinh stra dudng dan

=

Nguwdi dung lam theo hwéng dan trong muc @ dé tao tai khoan theo danh sach

2.3. Hwéng dan Admin trwéng xoa tai khoan thira

Tai man hinh danh séach tai khodn, nhan chon mét (hodc cac) tai khodn muébn xoa tai
(1) réi thwe hién thao tac xoa (2) va xac nhan xoa (3).

Ban cd chic chan mudn xGa 14 khodn khang?




Lwu y: Sau khi Admin trwdng xac nhan xoa tai khoan, hé théng sé tw déng xt ly va tra
két qua:

- Xoa thanh cbng vai cac tai khoan chwa phat sinh hoat ddng hoc tap hoac danh gia theo
chuan nghé nghiép

- B&o 16i voi danh sach xoa khong thanh cong khi tai khoan timg cé phat sinh hoat déng

hoc tap hodc dénh gia theo chuan nghé nghiép. Vui long lién hé bd phan hd tro cla Viettel

dé dwoc tw van, hd tro xi ly trong trwong hop nay.

2.4. Hwéng dan Admin trwéng cép nhat thong tin tai khoan
Tai man hinh danh sach tai khoan, nhan vao tai khoan muén cap nhat thong tin

I |
E Chit 350 1 Tai khoan
[ Losiicros | oo | [ o |

the_gvda (]

Tai tab “Cap nhat tai khoan” -> Hién thi man hinh théng tin hd so ca nhan cla
GV/CBQLCSGD nhu sau:



BDTX Céu hinh &
demo2203

i khoan | Lich si cong tac ~ Bat mat khau  Trang thai tai khoan

THONG TIN HO SO CA NHAN CUA GIAO VIEN/CBQLCSGD

Trueng dugc danh déu (*) la trutng bat bude

Thong tin chung

Ten

demo2203 Dan t
Ma @ Kin TT!
demo2203@gmail.com
Thu dién td: Ngay, thang, ndm sinh
demo2203@gmail.com 12/10/2005
Ngi sin h
HN
Gidi tinh
@ Nx (O Nam

Dia ban céng tac

@ Bothi (O Béngbing ) Miénnu

Co cang tac & wiing kho khan khang?

@® Cco (O Knang

Sau khi thay dbi cac thdng tin can thiét, ngwdi ding nhan nat “Hoan thanh” dé két thac

thao tac

Lwu y: Admin tredng c6 thé cap nhat nhivng thdng tin co ban (trir thw dién tdr va don vij

cong tac) cho tai khoan cia GV/CBQLCSGD trong truvdng.

2.5. Thiét lap mat khau cho tai khoan

Admin trudng c6 thé thay dbi mat khau cho tai khoan trong don vi bang cach cach sau:
a. P6i mat khau trén man hinh tai khoan

Trén man hinh danh séach tai khoan, ngwdi dung tick chon 1 hoac nhiéu tai khoan can

thiét ap mat khau (1), tai day cé thé dat mat khau theo 2 lwa chon tai (2):

- Tw nhap mat khiu cho tai khoan: Nhan chon “Thiét 1ap mat khau cho tai khoan”,
hé théng hién thi man hinh nhap mat khau (3), tai day admin trwdng nhap vao mat
khdu cho tai khoan, sau dé nhan “Cap nhat” (4) dé Iwu lai thay déi.
Lwu y: Mat khau thiét 1ap can théda man diéu khién: chiva it nhat 8 ki tw gom: ki tw
chir hoa, chir thwerng, chiv sé va ki tw dac biét; khdng chira cac day sé tang hodc
giam dan lién nhau nhw 123, 456, 987,...



Thay ddi mat khdu (<]

M3t khiu méi

- Hodac co thé thiét 1ap mat khau nhanh vé mac dinh cta hé théng 1a Viettel@2023
bang cach nhan chon “Dat lai nhanh tai khoan veé Viettel @2023”
b. P&i mat khau trong man hinh thdng tin chi tiét tai khoan
Trén man hinh danh séch tai khoan, nhan chon tai khoan can thiét 1ap mat khau, tai tab
“Dat mat khdu” admin trwéng nhap vao mat khau tai (1) sau dé nhan “Cap nhat” (2) dé

lwu lai thay dobi.

Nguyén Thanh Hoa
Tong quan  Cap nhat tai khodn Lich sir céng tac l Pat mat khau

Pat lai mat khdu

Mat khau @

lTra_ang thai tai khoan

o EEXN

Tén:
Nguyén Thanh Hoa
Ma:
thanhhoa39qt@gmail.com

Thur dién tr:

thanhhoa39qt@gmail.com
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