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HUGNG DAN ADMIN TRUONG

CHUC NANG QUAN LY TAl KHOAN




1. Dang nhap hé théng Boi dwéng thwong xuyén (BDTX) va chon
chwong trinh

1.1. Pang nhéap
Admin trwdng truy cap Hé thdng Boéi duéng thuwéorng xuyén (BDTX) tai dia
chi https://taphuan.csdl.edu.vn/. Vé&i tai khoan chwa dang nhap, man hinh

hé théng hién thi nhw sau:

PANG NHAP

HE THONG BOI DUGNG GVPT VA
CBQLCSGDPT

Tai khoan

Tai khoan

Mat khau

Mat khau &

Hueng dan Ban da quén mat khau?

Ngu®i dung thue hién dién théng tin dang nhap. Trong do:
e Tai khoan: [a m4 don vj dwoc cip theo Co s& di¥ liéu nganh Gido duc
e Mat khau: Mat khdu cla tai khodn da dwoc cap trén hé théng BDTX (frung voi
mét khdu ddng nhép hé théng TEMIS) . Nguwdi dung cé thé s dung dé hién
thi théng tin mat khau twéng minh thay vi cac ky tw o .
e Click vao nut DPANG NHAP d& truy cap vao hé théng.
Lwu y: Néu don vi chuwa duoc cép tai khodn admin trivong hodc da duoc cép nhung

quén mat khau, nha truong lién hé véi Admin S&/Phong GD&DT hodc Viettel dia


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

phuong dé duoc cung cép théng tin. Nha truong ciing cé thé gui yéu cdu tr hom thw

céng vu cta nha truong dén dia chi taphuan@viettel.com.vn dé duoc hé tro.

1.2. Chon Chwong trinh
Sau khi dang nhap, admin trwdng chon hé thc“')ng BDTX ho&c ETEP va nhan “Lwu lai”.

Chon chuaong trinh

© Thay/Co vui long chon chudng trinh dao tao. Sau khi
chon, toan bd dir lieu sé theo chudng trinh da chon.
Sau khi chon, thayicd co thé thay doi chudng trinh
bang cach nhan vao thanh théng bao

Giai thich tén chwong trinh:

- ETEP |4 Chwong trinh Phat trién cac trwéng sw pham dé nang cao nang luc doi
ngi gido vién va can bd quan ly co s& gido duc phé thong.

- BDTX la Chwong trinh Bdi duwéng thwdng xuyén, phuc vu cho cdng tac bdi
dwéng thuworng xuyén theo yéu ciu cla don vi (Bo/Sé/Phong)

Viéc chon vao chuong trinh nao ciing déu khéng anh huéng dén cac chire ndng quan ly

tai khoan, tao maoi tai khoan dwoc trinh bay dwdi day.

2. Hwéng dan Admin trwéng quan ly tai khoan
2.1. Quan ly danh sach tai khoan

Trén man hinh trang chi, Chon Quan tri hé théng:


mailto:taphuan@viettel.com.vn

Lophoc 3o TEMIS Diéndan Kythi Gidithieu ETEP Trogiup L E

bang ky mén tham gia béi dudng dai tra Tal khodn
Ccai dat &
® Bang ky mén chi danh cho béi dudng dai tral
Néu Thayf
Vui long lién hé vai admin nha trusng 6 duge hé tro tham gia hoc tap.

Déng xudt [

khéng thdy phan Dang ky mén cia md dun tiép theo, co thé tai khodn clia Thay/Cd hién tai chua ndm trong danh sach dur 1

@ Doc kj hudng dén trude khi dang ky bdi dudng dai tra
« Ban hay chon dting mén dugc phan cang. Néu khéng bigt mon hoc ciia minh 1a gi, ban hay lién hé véi trudng minh dé lam ré trudc khi chon mén & day.
- Sau khi chon mén, thdy co s& dudc x@p vao I6p hoc online va co thé bit dau nghién ciiu 1 hoc online

- Voi vai T, ban duge chon hoc 01 mén chinh (bt budc) clia 1 cap hoc va nhiéu mén tham khdo clia nhidu cap hoc.

= Vdi vai tro CBOL, ban dugc chon 01 cap hoc chinh (bt bugc) va tham khao tai ligu danh cho GVPT va CBQLCSGDPT nhiéu cap hoc khac

Chon “Tai khoan”, hé théng hién thi man hinh danh sach tai khoan cua don vi:

£ DAO TAO POl Tai khoan

B9 Chi tiéu dao tao 9/

Ma ngudi ding Loc nhing tai khoan ném trong danh sach email sau

lal Bao cao thdng ke

2 Tai khodr Tén nguai ding $6 dign thoai ngudi ding

AR Hoc vien

& T8 chic - Phong ban

Gén dung | Tiéu hoc V& Thi Sau | [ Bao gém cée don vi con | Khéng heat déng, Hoat déng, Tam nging @) 9)

Cony
3 5 2 . S 4 ia 4t P . thud
Ma Tén Ngay sinh Gigi tinh Dan téc Thu dién tir $6 dién thoai b

an

thanhhoa39aqt@gmail.com 0 Nguyén Thanh Hoa 23-04-1975 N kinh thanhhoa3 9gt@gmail.com 0987441448 Khi
01002416 g Tiéu hoc Vo Thi Sau 01-01-1970 N clvothisau-hk@hanoiedu.vn 0439439037 Khi
ngalk 1@gmail.com ) Lé Kiéu Nga 18-10-1981 N kinh ngalk81@gmail.com 0912225408 Khe

1é thi xuan thanh 07-04-1987 N kinh x0ixinh8 7 @gmail.com 0977285888 Khe

xoixinh87 @gmail.com

—_—

(5) (6) 9

Trong do:

z
X

(1) Tim kiém tai khoan theo tén, email, ma, s6 dién thoai nguwdi dung, cé thé tim
kiém nhanh theo danh séach

(2) Tim kiém nang cao: Hién thj bo loc tim kiém theo diéu kién nhw trang thai tai
khoan, c6 hay khéng la GVCC...

(3) B&m tim kiém v&i bidu twong L= | @8 hé théng tra két qua theo didu kién tim

kiém



(4) Danh sach tai khoan: Hién thj danh sach tai khoan ctia don vij theo diéu kién tim
kiém (néu co)

(5) (6) Thiét 1ap mat khau cho tai khoan

(7) Xuét danh sach tai khodn dwéi dang excel

2.2. Hwéng dan Admin trwéng tao tai khoan

Trén man hinh Tai khoan:

viethemE BDTX Céu hinh & Trang chd

£ PAOTAO A Taikhodn

9 Chi tiéu dao tao

I Bao cao théng k&

& Hoc vien Ten nguéi ding $6 dién thoai ngudi dung

Ma ngudi ding Loc nhiing tai knoan ném trong danh sach email sau

& T6 chic - Phong ban

- Tai (1) tao tai khoan theo danh séach theo file mau
- (2) Tao tai khoan thu cong

a. Thém méi tai khoan thua cong
Trén man hinh tai khodn, chon Thém mé&i hoc vién, man hinh hién thi:



THONG TIN HO SC CA NHAN CUA GIAO VIEN/CBQLCSGD

Trréng dugc danh dau (%) 1a treéng bét bude

Théng tin chung

He vaten (%) o/

Théng tin c& nhan

Thir dién tiF (%) o/ Sé dién thoai

Théng tin dorn vi

Loai don vi (%)
Tréng mam non
Bonvi ()

SMAS_TEST_PROFILE_121911

Trinh dé chuyén mén & Kinh nghiém giang day

ChiFc vu hién tai (*) 9/?

Giao vién

o; Ho tén: Thang tin nay khdng dwoc dé tréng
i ¥

Email: H3y nhap thir dign i

(S)] o namn |

Trong d6 céac théng tin bat budc dé tao tai khoan bao gbm:
_ (1) Nhap tén tai khoan
_ (2) Nhap thw dién tor
- (3) Chon chtrc vu trong don vi
- Sau khi dién day du théng tin, chon (5) Hoan thanh dé tao tai khoan
Chu 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 sach tai khoan.
b. Thém méi tai khoan bang cach nhap file
Trén man hinh tai khoan, chon Nhap hoc vién, man hinh hién thi:



2021 - 2022 .

@ Nhap danh sach hoc vién vao truong tl tép excel

Ban co thé nhap hoc vién ti tép excel vdi cac budc sau

Tai xudng tép excel mau

= Chinh sita danh sach hoc vién trong tép viia tai xudng

« Tailén file 43 dugc chinh sifa bang cach bam vao icon tai len hoac dan dudng dan cla tép excel da upload
+ Bam vao xem trudc

« X ly cac 16i, dir liéu bi thiéu va tai khoan bi tring

= Nhap hoc vién

 §
Nguwoi dung lam theo huwéng dan trong muc @ dé tao tai khoan theo danh sach
2.3. Hwéng dan Admin trwéng cap nhat thong tin tai khoan
Tai man hinh danh sach tai khodn, nhan vao tai khodn muén cap nhat théng tin
£ PAOTAO ~ Tai khodn b Nhap hoc vién + Thém mdi hoc vien
 Béo cdo thong ke 3 dung Loc nhiing tai khoadn nam trong danh sach email sau
Tim ki v Q

Tt T Do) (B g ke mvioon) Ko G ot g, Tt

6 nam

::"arjg (;c o Si‘n?‘m
Ma Ho tén Ngay sinh Giditinh Dantéc  Thu dién tir S8 dién thoai vocdia higm ne Bon vi
ban kno - nghiem
khan aeng uan |
oy quén Iy

. Truéng TH Demo @
L demo2203 12-10-2005 || Nir Kinh demo2203@gmail.com 0314141414 co 11 1 B
demo2203@gmail.com X

Truéng TH Demo @
the_gvo4 @ T

Hoc vien Demo 01-07-1990 | N kinh

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



demo2203

Tén:
demo2203
Ma.
demo?2203@gmail.com
Thu dién ti:

demo2203@gmail.com

Téng quan | Cap nhat tai khoan | Lich sir céng tic  Dat mat khdu  Trang thai ti khoan

Trudng dudc danh dau (*) la trudng bét bude

Théng tin chung

Ho va tén (*)
demo2203

Dan toc

@® kinh O DTTS

Ngay, thang, nam sinh
12/10/2005

Nai sinh
HN

Gidi tinh

@® N (O Nam

Pia ban cong tac

@ bothi () béngbing (O Mién nii

Co cang tac & viing kho khan khang?

@® Co () Khéng

BDTX Céu hinh &

THONG TIN HO SC CA NHAN CUA GIAO VIEN/CBQLCSGD

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

thao tac

Lwu y: Admin trwéng cé thé cap nhat nhirng théng tin co ban (trir thw dién t& va don vi
cong tac) cho tai khoan cia GV/CBQLCSGD trong trwong.

2.4. Thiét 1ap mat khau cho tai khoan

Admin trwéng co thé thay déi mat khau cho tai khodn trong don vi bang cach cach sau:

a. Do6i mat khau trén man hinh tai khoan

Trén man hinh danh sach tai khoan, nguwdi dung tick chon 1 hodc nhiéu tai khodn can

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

- Tw nhap mat khdu cho tai khodn: Nhan chon “Thiét l1ap mat khau cho tai

khoan”, hé thdng hién thi man hinh nhap mat khau (3), tai day admin trudng

nhap vao mat khau cho tai khoan, sau d6 nhan “Cap nhat” (4) dé lwu lai thay dbi.

Lwu y: Mat khau thiét 1ap can théda man diéu khién: T 8 ky tw trd 1én, trong do

c6 chira chi¥ cai in hoa, sb, chi thuweng va ky tw dac biét.




Thay doi mat khau

Mat khau @

o e

- Hod&c c6 thé thiét lap mat khdu nhanh vé mac dinh cla hé théng 1a Abc@1234
bang cach nhan chon “Pat lai nhanh tai khoan vé Abc@1234”
b. D6i mat khau trong man hinh théng tin chi tiét tai khoan
Trén man hinh danh sach tai khoan, nhan chon tai khoadn can thiét 1ap mat khau, tai tab
“D&t mat khau” admin trwdng nhap vao mat khau tai (1) sau d6 nhan “Cap nhat” (2) dé

lwu lai thay dbi.

Nguyén Thanh Hoa
Tong quan  Cap nhat tai khodn Lich sif cong tac l Pat mat khau lTra_ang thai tai khoan

Pat lai mat khdu

Mat khau @

o EEXN

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

Thu dién ti:

thanhhoa39qt@gmail.com
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