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1. Giéi thiéu téng quan

Phan hé Quan ly Khach hang (Customers Management) [a mot trong nhitng hgp phan quan tri trung tam cda
hé théng ITMS trong kién trlic SaaS Multi-tenant. Tinh nang nay cho phép cac nha quan tri hé théng giam sat
toan dién théng tin cac té chic, doanh nghiép, co quan quan ly dé thi (Tenants) dang van hanh va khai thac cac

dich vu diéu khién dén tin hiéu giao théng théng minh.

Nhirng vai tro va y nghia cét 16i cGa tinh nang bao gém:

® Quan ly Vong ddi Khach hang Thué bao: Theo ddi xuyén suét tu khi ti€p nhan, khdi tao tai khoan quan tri
ban dau, kich hoat dich vy, gia han dinh ky cho dén khi tam ngung hodc két thic thué bao.

¢ Kiém soat Gé6i cuéc va Han mirc Tai nguyén: Gan géi dich vu phl hgp vai nhu cau tiing don vi, quan ly

chinh xac thgi han s dung ( subscription_end_at ) va canh bao han dung kip thdi.

Phan tach Dir liéu Doc lap (Multi-tenancy Data Isolation): M6i khach hang dugc cap mét ma dinh danh
duy nhét ( code ), hoat dong trén khong gian di liéu riéng biét, bdo dam tinh an toan va bao mat thong tin

tuyét déi gitra cac don vi.

Thao tac Van hanh Linh hoat: Tich hgp b6 cdng cu tim kiém tdc thi, loc da chiéu, thao tac hang loat (Tam

dung, Tai sir dung, Xda) va trich xuat bao cao di liéu dinh dang chuan Excel (xlsx).

2. Diéu kién tién quyét & Phan quyén truy cap

D€ thuc hién cac tac vu trong phan hé Quan ly Khach hang, ngusi ding can dap Ung cac diéu kién sau:

* Tai khoan: Da dang nhap vao hé théng ITMS véi phién lam viéc hgp Ié.
® Phan quyén ngudi dung: Tai khoan phai dugc quan tri vién cdp quyén tuong Uing trong nhém Quan ly
Khach hang:

Quyén han Pham vi tac vu cho phép
Xem danh sach Cho phép truy cap man hinh Quan ly khach hang, tra cltu tim kiém, loc theo trang thai, xem
khach hang chi tiét thong tin t6 chic va theo déi han st dung goi cuée.

L . Cho phép md& hép thoai Tao méi khach hang, thiét lap ma dinh danh, tai khoan quan tri,
Tao méi khach hang , . o o
mat khau ban dau, thong tin lién hé va gan gdi dich vu.

Chinh sira théng tin Cho phép cap nhat théng tin don vi, d6i géi cudc, gia han thué bao va thuc hién cac thao
khach hang tac chuyén déi trang thai (Tam ding st dung / Tai st dung).

X6a khéch ha Cho phép kich hoat chifc ndng xéa mét hoac nhiéu ban ghi khach hang khéi hé théng sau
6a khach han
9 khi da xac nhan an toan.

Xuat dir liéu khach

ha Cho phép xuat danh sach khach hang ra tép bang tinh Excel (:xIsx).
ang



® MGi trudng van hanh: Trinh duyét web hién dai (Google Chrome, Microsoft Edge, Mozilla Firefox, Apple
Safari).

3. Giao dién & Vi tri truy cap

3.1 Vi tri truy cap phan hé
Ngugi dung truy cap vao tinh nang Quan ly Khach hang theo cac buéc:
1. Quan sat thanh diéu hudng menu chinh & canh trai man hinh.
2. Tim va nhap chon phan hé Quan ly khach hang.
3. Trong danh muc ma& réng, nhdp chon muc Tai khoan (hoac lién két diéu hudng tuang Ung).

4. Pudng dan hién thj trén thanh breadcrumb: Téng quan / Quan 1y khach hang / Tai khoan (hoac

/overview/customers/list ).

3.2 Cau trac vung lam viéc

Giao dién Quan ly Khach hang dugc bo cuc khoa hoc, phuc vu t6i da cho viéc quan sat va xu ly dir liéu:

Téng quan / Quénly khach hang

# 2 £ o o Q@

Danh sdch khéach hang
® ® Dimg sitdung B Tao méi & Excel v
O MAKHACHHANG It TEN DANG NHAP n TEN DON VI i TINH/THANH PHO i GOI DICH VY i HANSUDUNG T SUDUNG
MGl it h thong ) orgtest3 userorgtest3 Test@123 Thénh phé Ha Nai full quyén (test) 19/09/2027 Strdung
a orgtest2 userorgtest2 userorgtest2 Tinh Cao Bang full quyén (test) 19/09/2027 Sirdung
a orgtestl userorgtestl userorgtestl Thénh phé Ha N&i Géi co ban 03/10/2026 Sirdung
Quén Iy khéch haing
a marketing mes.marketing mes.marketing Tinh Cao Bang For Dev 17/09/2027 Sirdung
QUAN LY TiN HIEU GIAO THONG
a develop mes.dev Develop Thénh phé Hé Chi Minh For Dev 15/09/2027 Sirdung
© Thistlap
O 2 buihuuchaulevel: buihuuchaulevel2 Thénh phé Cén Tho g6i khéng gidi han 14/09/2027 Sirdung
a abe abe abe méy dm Tinh Cao Béing Géi co ban 09/09/2027 Sirdung
a MES001 mes.admin CONG TY CO PHAN GIAI PHAP CO DIEN MES Thanh phé Ha Chi Minh Plus 08/09/2031 Sirdung
()  cusBLool user.baclieu0l Cheyenne Miles Tinh Ca Mau Géicoban 08/09/2027 Sitdung
a CUSDNOO1 user.danang01 CTY Chiéu séng da néng Thénh phé DaNéng Géi ¢6 ban 08/09/2027 Sirdung

10 v <n 2 > Dangxem1-10/T8ngs8:19

Hinh 1: Man hinh danh sdch khdch hang véi thanh céng cu diéu khién va bang di liéu chinh.
Giao dién bao gom 3 khu vuc chiic nang chinh:

1. Thanh céng cu diéu khién (Toolbar phia trén):
- O nhap tir khoéa tim kiém nhanh.
- Nhém nat loc trang thai: Tat ca, Dirng sur dung.
- Nhom nut thao tac hang loat: Tai st dung, Dirng st dung, Xéa da chon (tu dong kich hoat sdng mau khi
c6 dong dugc chon).

- NUt Tao méi (mau cam) va nat Xuat Excel (mau xanh la cay).



2. Bang dir liéu khach hang (Data Table):
- Cot Hop kiém (Checkbox): Cho phép chon mét hoac nhiéu dong dé thao tac hang loat.
- C6t Ma khach hang: M3 dinh danh duy nhat clia t6 chic (vi du: cantho.useree1 ).
- Cé6t Tén dang nhap: Tai khoan quan tri ban dau cta dan vi.
- Cot Tén don vi: Tén day du cla cong ty hoac co quan quan ly.
- C6t Tinh/Thanh phé: Dia ban hanh chinh tryc thuéc cla t6é chirc.
- Cot Gé6i dich vu: Tén gdéi cudc dang ap dung cho dan vi.
- C6t Han str dung: Thai diém hét han thué bao kém ma mau truc quan nhan dién mic dé khan cap.
- Cot Trang thai: Nhan mau xam (SU dung) hoac mau dé (Dung s dung).
3. Thanh diéu khién phan trang (Footer phia duéi):
- B6 chon s6 lugng ban ghi hién thj trén moitrang (16 , 20, 50 ).

- Phim diéu hudng trang trudc/sau, chi sé trang hién tai va tdng s6 lugng khach hang.

4. Huéng dan thao tac chi tiét

4.1 Tra cltu, tim ki€ém, loc trang thai va nhan dién mau sac canh bao han thué bao

Tim kiém khach hang theo tu khoa

Ngudi dung cé thé tim kiém nhanh khach hang bang cach nhap Ma khach hang, Tén don vi hoac Tén dang nhép
vao 0 tim kiém trén thanh cong cu. Hé théng sé tu dong loc dif liéu sau 500ms ma khong can bam thém phim

xac nhan.

Téng quan / Quén Iy khach hang

o & o o Q@louines

Danh sdch khéach hang

() MAKkHMACHHANG It  TENDANGNHAP It TENoONV It TiNH/THANHPHO it coibicHvy It mHansUbyne It sibyne t
B cad dithd théng O orgtest3 userorgtest3 Test@123 Thainh phd Ha NGi full quyén (test) 19/09/2027 Sirdung

(] orgtest2 userorgtest2 userorgtest2 Tinh Cao Béng full quyén (test) 19/09/2027 Sirdung

O orgtestl userorgtestl userorgtest Thanh phd Ha N&i Géi co ban 03/10/2026 Sirdung

Quan Iy khach hang
QUAN LY TiN HIEU GIAO THONG
& Thidtiap
10 v < [ > Pangxem1-3/Téngss:3

Hinh 2: Nhép tu khéa tim kiém dé loc danh sdach khdch hang.

Loc khach hang theo trang thai hoat déng

Nhé&p vao cac nut chuyén déi trang thai trén thanh cong cu dé phén loai danh sach:



® Tat ca: Hién thi toan bd cac khach hang trong hé théng.

* Dirng st dung: Hién thi cac khach hang dang bi tam khéa hodc tam ngung dich vu.

()  MAKHACHHANG TEN DANG NHAP TENBON VI TINH/ THANH PHO GOIDICH VU HANSUDUNG It  SUDUNG
B Cad dithé théng O test tesstitm tesst Tinh Cao Béng Géicaban 29/08/2027 Ditng sif dung
O anhb anhb khong ¢é don vi Thanh phé Ha N&i Dimg sir dung
O ORG_ACME admin.acme Céng ty TNHH ABC Thanh phé Ha N&i Dimg sir dung
Qudn Iy khach hang

QUAN LY TiN HIEU GIAC THONG

© Thistiap

Téng quan / Quénly khéch hang

Danh sach khach hang

® Dimg sif dyng

2 € a o

@ Nguyén véin A
o -
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Hinh 3: Chon tab loc dé xem danh sdch khdach hang dang hoat déng hodc tam dung.

Nhan dién mau sac canh bao han thué bao (C6t Ngay hét han)

DE ho trg can bd quan tri theo déi kip thdi ti€n dé gia han hgp dong, hé théng ITMS tu dong tinh toan sé ngay

con lai dén thdi diém hét han va hién thi mau sac cdnh bao dac thu:

™S

Tdng quan / Quén Iy khach hang

9 o o a Nguyén van A

. . 3 =
Danh sdach khach hang
TONG QUAN
{3 Caidatmdc dinh & ® Diing sir dung @ Taomdi @ Excel v
M Tai khodn
O mhkukenning N DANG NH £NDONY b THANH PHE abi DicH VY HAN SUFDUN sUDUNG
O tesuzs testi21 test123 Thanh phG Ha Noi Géi ca bin 29/08/2027 Sirdung
T test tessuitn tesst Tinh Cao Bang G6i cabén 29/08/2027 Ding sidung
T cusHNoO! user hanoi01 Céng ty Chiéu Sdng D4 Thi Ha N6i Thanh phé Ha Noi G6i cabén 24/09/2026 Sirdung
B Ctidik b thing 0 oo twyentran Céngty A Thanh phé Ha Néi G6inang cao 15/08/2027 Sirdung
T anhb anhb khong c6 don vi Thanh phé Ha Néi Diing sif dung
- ocoom3 khochhang13 Don vi 13 cép nhat Tinh Béc Ninh g6i khéng gidi han 30/09/2026 Sirdung
Sty ko g -] oooo1s tranvanducthanhmes.vn Céng Ty C6 Phdn Gidi Phap Co Dién MES Thénh phé Ha Nai Géi ca ban Sirdung
QUANLY GIAQ THONG - — - -
QUAN LY TRIHIRL GLAG THOM ~)  ORG_CLOUD admin.cloud Céng ty TNHH CLOUD Thénh phé Ha Néi G6indng cao 17/08/2027 sirdung
€3 Thidtlap
T ORG_ACME admin.acme Céng ty TNHH ABC Thénh phé Ha Néi Dimg st dung

Dudi 30 ngay hign thi dé Dudi 60 ngay hién thi mau Yang

Dangxem 11-19 / Téng s8: 19
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Hinh 4: Mau sdc truc quan tai cét Ngdy hét han phan dnh muc d@é khan cdp can gia han.

* Mau dé (Khan cap): Thai han con lai duéi 30 ngay (hodc da qua han thué bao). Can lién hé don vi dé tién

hanh gia han ngay nham tranh gian doan dich vu giam sat.

* Mau vang (Canh bao): Thai han con lai tir 30 dén du'éi 60 ngay. Dan vi dang trong chu ky chuén bi tha tuc

gia han hgp doéng.

* Mau chit mac dinh (An toan): Tha3i han con lai trén 60 ngay. Goi dich vu dang hoat déng trong ngudng

thdi gian an toan.

Diéu chinh sé lugng hién thi va chuyén trang

0 chan bang di liéu, ngusi dung cé thé:

® Chon s8 lugng ban ghi hién thi méi trang: 10 , 20 hodc 56 dong.

® Nhap phim mi tén hodc s6 trang tuang Uing dé di chuyén qua lai gilta cac trang di liéu.

g

© Chidtt mic dinh

2t Tailkhodn

B it hi théng

Guén If khisch hing

CUAN L TiM Hiy HONG

© Thidtitp

Danh sach khach hang

n = £ o o

a Nigayin van &

® @ ecal v

(]

[m] ontastd usbrargtasts Tost@123 Thirh ph Ha M8l Full quyidn(tast) 19/09 2027 Sirdung

[m] ontast2 userargtosts uszrargeast? Tinh Con2ing Full quyidn(tast) 19/09 2027 Sirdung

O ocmgtest! userargtost] userargtest] Thémh phé Ha ME| Géledbén oz 12 Siidung

[0  marketing mas.markating mes.marketing Tinh Coa Bing For Daw 1705 2007 Siidung

[m] develop mees. da Dewalap Thimn phé HE Chi Minn For Daw 1508 /2027 Sdrdung

O  bedwuchaukvelz bahuuchaulevelz Thérh phé Cdn Tha @l khéng gl han 403207 siidung
[ = e mey dm Tinh Coa Bing ©éledbin ue/oe 2027 siidung

O Mesool mes. admin CONG TY GO PHAN GIAI PHAP GO BIEN MES Thih phi HA Shi Minh s 0B/0%/2031 siidung

O  cusBLool user.bacll Cheyenne Mies Tinh G Mou Géledbin DB/D8/2027 siidung

O  cusowod usor.canang01 CTY¥ Chitu s4ng 84 néng Thérh phé ©a Néng Géled bin DE/DE/2027 siidung

O  testaz 05t 12 tost123 Thii phi Ha Mal Géled bin 29/08/2027 siidung

O test toas toset Tinh Coa Béng Gél e bin 29/08,/2027 Ding st dung
[0 cusHNom usar hanain] Cang ty Chatu Séng D6 Thi HE N&l Thimh phé Ha Mal Gél e bin 24/05/2026 it dung

o o fuyoniron Céngty A Thémh phé Ha ME| Gélnéng coo 18/0BS 2027 Siidung

O oshb onhb khong cd don v Thimh phé Ha M&I Ding si dung
[m] LTEY khachhangl3 Donwi 13 cAp nbdt Tlnh 24c Ninh @il khdng gidl han D5 f2026 sdrdung

O ocoodms sramvand scthorihmes.vn ©ang Ty ©4 Phdn Gldl Phin Co 9lgn MES Thiri phé Ha Nal ©éledbin siidung

O  oRs_cuous odmin.cloed Cang ty THHH CLOUD Thiri phé Ha Nal Galnéng coo 708 202T siidung

O  ORG_ACHE odmin.acme Cang ty THHH AEC Thiri phé Ha Nal Ding si cung

= |'@

Bong xem 1 - 19/ Tdng 3819



Hinh 5: Hop chon s6 lugng ban ghi hién thi trén mét trang.

Téngquan / Quén Iy khdch hang

- Nguyénvan A
Danh sach khach héng e 0o o Q@

€3 Cai gt mic dinh ® ® Dimg

M Taikhodn

T tesuzs testi2] testiz3 Thénh phé Ha Ni G6i coban 29/08/2027 Sirdung
0 test tesstiill tesst Tinh Cao Béng G6i co ban 29/08/2027 Dimg sirdung

7] CUSHNGO! user.hanoi0l Céng ty Chigu Sding D4 Thi Ha Nai Thénh phé Ha Néi Gdi coban 24/09/2026 Sirdung

B Coidstha théng 0o wyentran Céngty A Thénh phé Ha Néi Gdi néing cao 15/08/2027 Sirdung
T anhb anhb khong cé don vi Thénh phé Ha Néi Dimg stz dung

- oool3 khochhana13 Don vi13 cdp nhat Tinh Béc Ninh géi khéng gidi hen 30/09/2026 Sirdung

(et B kcich g -] 000013 tronvenducthanhmes.vn Géng Ty G6 Phén Gidi Phép Co Dién MES Thénh phé Hé Nai Géi coban Sirdung

QUAN LY TiN HIEU GIAD TH — £ LA MAS A o
QUEN LYTRM HEEU aus0 ) ORG_CLOUD admin.cloud Céng ty TNHH CLOUD Thénh phé Ha Nai Géi néng cao 17/08/2027 Sirdung

© Thigtigp
ORG_ACME admin.acme Céng ty TNHH ABC Thanh phé Ha Ngi Dig sirdyng

10 v <1 . Bang xem 11 - 19 / Téng s6:19

Hinh 6: Phdn trang dir liéu danh sdch khdach hang.

4.2 Thém mdi khach hang, thiét lap tai khoan quan tri va gan goi cudc
Khi ti€p nhan mot co quan hodc don vi khach hang méi:

1. Trén thanh cong cy, nhap chon nit Tao m&i (mau cam).

Téng quan / Quan Iy khach han
3 e .
Danh sach khach hang = Ad
TONG QUAN
@ Caidét mdc dinh ® ® Dimng sirdung & Excel v
2 Taikhodn
[  mAKHACHHANG t v 4 Tine/THANH PHE i HANSUDUNG |1 siDune u
(] test123 test121 test123 Thanh phd Ha NG Géicdban 29/08/2027 Sirdung
(] test tesstiffl tesst Tinh Cao Béng Géicdban 29/08/2027 Dimg sif dung
(] CUSHNOO1 user.hanoi01 Céng ty Chiéu Sang D8 Thi Ha N&i Thanh phd Ha NG Géicdban 24/09/2026 Sirdung
(] o1 tuyentran Céngty A Thanh phd Ha NG Géinéing cao 15/08/2027 Sirdung
B Caidgthg théng
(] anhb anhb khong c6 don vi Thanh ph& Ha N&i Dimg sif dung
(] 000113 khachhang13 Don vi 13 cép nhét Tinh Béc Ninh gdi khéng gidi han 30/09/2026 Sirdung
Quén Iy khdch hang (] 000013 tranvanducthanhmes.vn Céng Ty C3 Phén Giai Phap Ca Dién MES Thanh phd Ha NG Géicdban Slrdung
QUAN LY TiN HIEU GIAO THONG ] ORG_CLOUD admin.cloud Caéng ty TNHH CLOUD Thénh phd Ha NG Gdinang cao 17/08/2027 Sitdung
& Thidtiap B
[J  ORG_ACME admin.aeme Céng ty TNHH ABC Thanh phé Ha N&i Diing sit dung

10 v [ a> Dang xem 11-19 / Téng s8: 19




Hinh 7: Nat "Tgo mdi" trén thanh céng cu quadn ly khach hang.

2. Hop thoai Tao khach hang xuét hién vai bé cuc Grid 2 cét téi uu:

Tao khéch hang

24/09/2027

Hinh 8: Biéu mau tao mdi khdch hang vdi 2 nhém théng tin ré rang.
3. Nguai dung nhap cac thong tin chi tiét theo quy chuan:

Nhom 1: Thong tin Nhan dién & Pang nhap
® Ma khach hang (*): Ma dinh danh duy nhat (vi du: KH_HANOI_e1 ). Chi gom ky tu chi¥ cai, s6, dau gach néi
- hodc dau gach dugi _ , khéng chlra dau cach hay ky tu tiéng Viét c6 dau.

* Tén dang nhap (*): Tén tai khoan quan tri ban dau clia khach hang (vi du: admin_hanoi ).

e Mat khau (*): Mat khau khdi tao ban dau, bat budc téi thi€u 8 ky tu va phai cé du chir in hoa, chir in thudng,
sG va ky tu dac biét (vi du: Admin@2026 ).

® Tén don vi (*): Tén day du cla céng ty hodc cc quan quan ly (vi du: Céng ty Chiéu Sang D6 Thi Ha Noi ).
T6i da 100 ky tu.

Nhém 2: Thong tin Lién hé, Dia chi & Géi dich vu

® So6 di dong (*): SO dién thoai di dong ngudi dai dién, dung dinh dang sé di dong Viét Nam 10 chif sé.
® So dién thoai c6 dinh: S6 dién thoai ban tru s& (tuy chon).

® Email: Dja chi thu dién t&r nhan thong bao hé théng (tuy chon).

® Goi dich vu (*): Nhap chon gdéi cudc phu hgp tir danh sach tha xuéng.



Tao khach hang

KH500 userkh500
Téndonvi *

Khach hang 500
Tinh/thanh phg * Phudng/xa *

Tinh Lam Déng Phuting Binh Thuan
Diachi *
Sédidéng * S dién thoai

0347897895

Email Géidichwy *

Géindng cao

new_bie2

Newbie (Cép nhat)
full quyén (test)
For Dev

Plus

tesstl

Hinh 9: Danh sdch cdc géi dich vu ¢6 san dé gan cho khdch hang.

* Thai han sir dung (*): Lua chon thdi gian hiéu lyc clia géi cudc. Hé théng hd trg cac nat chon nhanh tién Igi
( 12 thang , 24 thang , 36 thang , 60 thang ) hoac chon ngay chinh xac tir bang lich.

Quy tac gii han ngay t6i da (maxDate): Hé thong tu déng kiém tra thai han goi clia don vi quan tri cap
trén dé ddm bao ngay hét han cta khach hang mdéi khong vuct quéa thai han thué bao t6i da cho phép.

Tao khach hang
KH500 user.kh500
Téndonvi *

Khdch hang 500

Tinh/thénh phd *

Tinh Lam Déng

m < Sep v 2027 v
Diachi *

24 Thang S We h Fr S¢

36 Thang

60 Thang
0347897895

24/09/2027

Hinh 10: Tuy chon méc thai han thué bao cho khdch hang.

* Tinh/Thanh phé (*), Phuéng/Xa (*), Dia chi chi tiét (*): Lua chon dia gidi hanh chinh va nhap dia chi tru s&
cua don vi.

4. Kiém tra ky toan bé théng tin va nhap chon nit Tao méi (mau cam).



5. Hé théng xac thuc di liéu, khdi tao t6 chitc cling tai khodn quan tri ban dau va hién thj théng bao thanh
cdng: "Tao mdi khdch hang thanh céng!". Ban ghi mdi sé hién thj ngay lap tdc trén bang danh sach.

.'45‘ Téng quan / Quén Iy khach hang - uyénvan A
. . R 2 @
I Danh sdch khdch hang . P 0@
TONG QUAN
@ caidgt mgc dinh @ ® Ding sirdung & Excel v
R Taikhodn
() MAKkHMACHHANG It  TENDANGNHAP TENBON VI TINH/ THANH PHG GOIDICH VY HANSUDUNG It  sUDuNG t
(] KH500 user.kh500 Khéch hang 500 Tinh Lam Déng Béi néng cao 24/09/2027 Sirdung
(] orgtest3 userorgtest3 Test@123 Thénh phd Ha N full quyén (test) 19/09/2027 Sirdung
O orgtest2 userorgtest2 userorgtest2 Tinh Cao Béng full quyén (test) 19/09/2027 Sirdung
O orgtestl userorgtestl userorgtest Thanh phd Ha N&i Géi co bén 03/10/2026 Sirdung
B Caidgthg théng
O marketing mes.marketing mes.marketing Tinh Cao Béing For Dev 17/09/2027 Slrdung
O develop mes.dev Develop Thanh phd Hé Chi Minh For Dev 15/09/2027 Sirdung
Quain ly khéch haing O buih buihuuchaulevel2 Thanh phé Cén Tho g6i khéng gidi han 14/09/2027 Sirdung
QUAN LY TiN HIEU GIAO THONG ] abe abe abc may ém Tinh Cao Béing Goi co ban 09/09/2027 Sirdung
O Thistlap L
a MESO001 mes.admin CONG TY CO PHAN GIAI PHAP CO DIEN MES Thanh phd Hé Chi Minh Plus 08/09/2031 Sirdung
a CUSBLOO1 user.baclieu01 Cheyenne Miles Tinh Ca Mau Goi co ban 08/09/2027 Sirdung
10 v <[ 2 > Pangxem1-10/Téngsd: 20
\ . N 4. 5. \ A [N A ga .
Hinh 11: Khach hang mdi dugc khdi tao thanh cong va déng bd [én danh sach.
N > s \ .
4.3 Tam ding s dung khach hang (Stop Using)
. ~ . . N ~ m o ;A N .
Khi mét don vi khach hang hét han hgp dong hoac cé yéu cau tam ngung dich vu:
. N N R N \ > A o o / N A
1. Tich chon vao hop kiém dau dong cia mot hodc nhiéu khach hang can tam ngung.
n N ~ P N >
2. Trén thanh cdng cy, nhap chon nut Dirng st dung.
.'45‘ Téng quan / Quén Iy khach hang = Nouydnviin A
. . N n @
I Danh sach khéach hang = o @@ @ Aaministrat

TENG QUAN

© Caidat mdcdinh

W Xéa dé chon @ Taoméi & Excel v

2 Taikhodn
O MA KHACH HANG TEN DANG NHAP TiNH/THANH PHO n GOIDICH VU HAN SUDUNG SUDUNG T
O KH500 user.kh500 Khéach haing 500 Tinh Lam Béng Géinang cao 24/09/2027 Sirdung
orgtest3 userorgtest3 Test@123 Thanh ph& Ha N&i full quyén (test) 19/09/2027 Sirdung
O orgtest2 userorgtest2 userorgtest2 Tinh Cao Béing full quyén (test) 19/09/2027 Sirdung
O orgtestl userorgtestl userorgtestl Thanh phd Ha N&i Géicaban 03/10/2026 Sirdung
B Caidgthg théng
(] marketing mes.marketing mes.marketing Tinh Cao Béng For Dev 17/09/2027 Sirdung
O develop mes.dev Develop Thanh phé H8 Chi Minh For Dev 15/09/2027 Slrdung
Quén Iy khéch hang @] buihuuchaulevel2 Thanh phd Cén Tho g6i khong gidi han 14/09/2027 Sirdung
QUAN LY TiN HIEU GIAO THONG 7 abe abe abe mdy ém Tinh Cac Béing Géica ban 09/09/2027 Sirdung
O Thistlap A L
O MES001 mes.admin CONG TY CO PHAN GIAI PHAP CO DIEN MES Thanh phg HE Chi Minh Plus 08/09/2031 Sirdung
a CUSBLOO1 user.baclieu01 Cheyenne Miles Tinh Cé Mau G6icoban 08/09/2027 Sirdung

Hinh 12: Thao tdc chon khdch hang va nhdn nat "Dirng sa dung” trén thanh céng cu.

10 v <n 2 > Dangxem1-10/Téngss: 20




3. Ho6p thoai Xac nhéan dirng sir dung xuat hién: "Ban c6 chdac chan muén dung sit dung khdch hang nay
khéng?".

©

Dimng sif dung

Ban c6 chdc chén mudn ding si dung khach hang dé chon?

Hily yéu céu Ding sirdung

Hinh 13: Cira sé xdc nhdn tam dung dich vu déi vdi khdch hang da chon.

4. Nhap chon nit Péng y. Hé thdng ap dung ca ché cap nhat tirc thi (Optimistic Updates) va hién thj théng
bao: "Ding st dung dir liéu thanh céng!". Nhan trang thai clia khach hang chuyén sang mau xam Khéng sur
dung. Khi & trang thai nay, ngudi dung cta don vi sé tam thai khéng thé dang nhap vao hé théng.

I-' 4S Téng quan / Quénly khéch hang .
=
% 4 2 = Cip nhit dif igu thanh cong!
Danh sdch khdach hang ® EonERTrHEmcT
TONG QUAN
@ Cai détmécdinh @ ® Dimg sirdyng B Taomai & Excel v
2 Taikhodn
() mAkHAcHHANG §f  TENDANGNHAP i TENBONWI i TINH/THANHPHE 11 cdibicHvy It HANSUDUNG |t sUDuNc
O KH500 user.kh500 Khach hang 500 Tinh Lém Déng Géindng cao 24/09/2027 Strdung
a orgtest3 userorgtest3 Test@123 Thanh phd Ha Noi full quyén (test) 19/09/2027 Dimg sif dung
a orgtest2 userorgtest2 userorgtest2 Tinh Cao Béng full quyén (test) 19/09/2027 Sirdung
, (] orgtest! userorgtestt userorgtest1 Théanh phd Ha Ngi BGéi cd bén 03/10/2026 Sirdung
B Cai dgthg théng
O marketing mes.marketing mes.marketing Tinh Cao Béng For Dev 17/09/2027 Strdung
a develop mes.dev Develop Thanh phd H8 Chi Minh For Dev 15/09/2027 Sirdung
Quan ly khach hang a i 2 buihuuchaulevel: buihuuchaulevel2 Thénh phg Cén Tho g6i khéng gidi han 14/09/2027 Sirdung
QUAN LY TiN HIEU GIAO THONG (] abe abe abc may 6m Tinh Cao Béng BGéi cd bén 09/09/2027 Sirdung
© Thistlap - . L
O MES001 mes.admin CONG TY CO PHAN GIAI PHAP CO DIEN MES Thanh phd HS ChiMinh Plus 08/09/2031 Strdung
() cussLoOl user.baclieu0l GCheyenne Miles Tinh Ga Mau Goi co ban 08/09/2027 Sitdung

10 v < n 2 > Dangxem1-10/Téngss: 20

Hinh 14: Théng bdo thanh céng va nhén trang thai chuyén sang "Khéng st dung".

4.4 Kich hoat lai khach hang (Tai sir dung - Reuse)

Khi dan vi khach hang hoan tat thd tuc gia han hoac ¢ nhu cau mé lai dich vu:



1. Chuyén sang b6 loc tab Dirng sir dung dé tim khach hang can mé khéa.
2. Tich chon vao hép kiém clia khach hang tuong (ng.

3. Trén thanh cong cy, nhdp chon nat Tai st dung.

Téng quan / Quénly khéch hany
I"qq sl e e n 2 © g 0o Q@ Nguyén vén A
Danh sach khach hang = ® Administrators
TONG QUAN
@ Cai détmécdinh @ @ Dimg sirdung @ Xéadachen B Taomai & Excel v
2 Taikhodn
()  MAKHACHHANG |t  TENDANGNHAP it TENBONWI It TINH/THANHPHG it coibicHvy It HansUbyne |t sifbync
O CUSDNOO1 user.danang01 CTY Chiéu sang da néng Thénh phd Da Néng Géi cd bén 08/09/2027 Sirdung
O test123 testi21 test123 Thénh phd Ha Néi Gdico ban 29/08/2027 Strdung
test tesstilNl tesst Tinh Cao Béng Géi co ban 29/08/2027 Dimg sif dung
. CUSHNOO1T user.hanoiol Cong ty Chiéu Sang D6 Thi Ha N§i Thanh phd Ha Ngi Goi co ban 24/09/2026 Strdung
B Cai daths théng
a o1 tuyentran Céng ty A Thanh phd Ha Noi Goi ndng cao 15/08/2027 Sirdung
a anhb anhb khong ¢6 don vi Thanh phd Ha Noi Dimg sif dung
Quan Iy khach hang a 000113 khachhangi3 Don vi 13 cap nhat Tinh Bée Ninh g6i khéng gidi han 30/09/2026 Sirdung
QUAN LY TiN HIEU GIAO THONG a 000013 tranvanducthanhmes.vin Céng Ty C& Phén Gidi Phép Ca Dién MES Thénh phd Ha N&i Gdi 6 ban Sitdung
& Thistiap -
(]  ORG_CLOUD admin.cloud Céng ty TNHH CLOUD Thanh phd Ha N&i G néng cao 17/08/2027 Sitdung
O ORG_ACME admin.acme Céng ty TNHH ABC Thénh phd Ha Néi Dimg sir dung

10 v < 1 B > ©angxem11-20/Téngs6:20

Hinh 15: Thao tdc chon khdch hang va nhdn nat "Tai s dung”.

4. Hop thoai Xac nhan tai sir dung xuat hién. Nhap chon nit Péng y.

K’
~A

Tai st dung

Ban ¢4 chéic chéin muén téi sif dung khdch hang dé chon?

Hiy yéu céu Téi sir dung

Hinh 16: Cua sé xdc nhdn kich hoat lai trang thdi hoat déng cho khdch hang.

5. Hé théng hoan tat kich hoat va hién thj théng bao: "Tdi st dung di liéu thanh céng!". Trang thai cta khach
hang lap tic chuyén lai sang mau xanh Hoat déng, cho phép cac tai khoan ctia don vi dang nhap va thao tac
binh thudng.



-, | Téng quan / Quény khdch hang
I 4S ‘ . . N 1 ©  Cap nhatdir liéu thanh cong!
Danh sdch khach hang

TONG QUAN
@ Cai dgt mic dinh @ ® Dimg sir dung B Tao méi & Excel v
2 Taikhodn

(O  MAkHAcHHANG It TEN DANG NHAP i TEN DON VI iw TINH/THANH PHE it coibicHvy it HANSUDUNG |1 SUDUNG

O CUSDNOOT user.danang01 CTY Chiéu sang da néng Thénh phé Da Néng Gdico ban 08/09/2027 Strdung

O test123 testi21 test123 Thanh phd Ha Ngi Goico ban 29/08/2027 Strdung

O test tesstill tesst Tinh Cao Béng Goi co ban 29/08/2027 Strdung

a CUSHNO001 user.hanoi01 Céng ty Chiéu Sang B4 Thi Ha Noi Thanh phd Ha Noi Goi cd ban 24/09/2026 Sirdung
B Cai d3ths théng

a o1 tuyentran Céngty A Thanh phd Ha Noi Goi ndng cao 15/08/2027 Sirdung

a anhb anhb khong ¢6 don vi Thénh phd Ha N&i Dimg sif dung

Quaén Iy khach hang a 00013 khachhangl3 Don vi 13 cap nhat Tinh Bée Ninh g6i khéng gidi han 30/09/2026 Sitdung

QUAN LY TiN HIEU GIAO THONG (] oooo13 tranvanducthanhmes.vn Céng Ty C8 Phén Gii Phép Ca Dién MES Thénh phd Ha N&i G3i cd ban Sitdung
© Thigtlap -

O ORG_CLOUD admin.cloud Céng ty TNHH CLOUD Thénh phd Ha Néi Géi ndng cao 17/08/2027 Strdung

O ORG_ACME admin.acme Céng ty TNHH ABC Thanh phd Ha Ngi Dimg sif dung

10 v < 1 B > oangxem11-20/Téngs6:20

Hinh 17: Théng bdo thanh c6ng va khdch hang dugc kich hoat lai trang thai "Hoat dong".

4.5 Xéa khach hang hang loat va cac nguyén tac an toan dir liéu

Canh bao quan trong:

e Hanh déng xda khach hang sé loai bo té chiic va toan bé dir liéu cdu hinh lién quan khdi hé théng.
e Thao tac nay khéng thé hoan tac. Ngudi quan tri can can nhac ky ludng va chi thuc hién xéa déi véi cac dir

liéu thi nghiém hodc don vi da hoan tat thanh ly hgp déng.

Quy trinh xda khach hang:

1. Tich chon vao hép kiém dau dong clia cac khach hang can xoa.

2. Trén thanh céng cu, nhdp chon nut Xéa da chon (biéu tugng thiing rac mau do).



-, Téng quan / Quén Iy khach hang - Nauyénvén A
I 45 Danh sach khach hang # o2 £ 0 0 @. Administrators

TONG QUAN
@ Cai dét mic dinh 3 ® Dimgsirdung B Xéa dachon B Taomai & Excel v
2 Taikhodn
O MAKHACHHANG It TEN DANG NHAP 1" TEN BON VI i TINH/THANH PHS u GOIDICHVY i HANSU'DUNG It SUDUNG
a CUSDNOO1 user.danang01 CTY Chiéu séng dé néing Thénh ph& D& Néng Géicaban 08/09/2027 Sirdung
a test123 test121 test123 Thénh ph& Ha N&i Géicaban 29/08/2027 Sirdung
(] test tesstiffl tesst Tinh Cao Béng Géicdban 29/08/2027 Sirdung
, (] CUSHNOO1 user.hanoi01 Céng ty Chiéu Sang D8 Thi Ha N&i Thanh ph& Ha N&i Géicdban 24/09/2026 Sirdung
B Gai dgthé théng
O ol tuyentran Céngty A Thanh ph& Ha N&i Géinang cao 15/08/2027 Strdung
O anhb anhb khong cé don vi Thanh ph& Ha N&i Dimg sir dung
Qudn Iy khéch hang 000113 khachhang13 Don vi 13 cép nhét Tinh Bé&c Ninh géi khéng giéi han 30/09/2026 Sirdung
QUAN LY TiN HIEU GIAO THONG 000013 tranvanducthanhmes.vn Céng Ty C8 Phdn Gidi Phap Ca Dién MES Thanh phd Ha N&i Géicoban Strdung
© Thigtiap -
a ORG_CLOUD admin.cloud Céng ty TNHH CLOUD Thanh phd Ha N&i Géinang cao 17/08/2027 Sirdung
O ORG_ACME admin.acme Cong ty TNHH ABC Thanh phd Ha Noi Dimg sif dung

10 v < 1 [ > Pangxeml-20/Téngss: 20

Hinh 18: Thao tdc chon khdch hang va nhdn nat "Xéa da chon".

3. HOp thoai canh bao nguy hiém mau dé Xac nhan xéa hién thij thong diép canh bao ré rang.

O

Xdéa khach hang

Ban ¢8 chic chén muén xSa khéch hang da chon?

MR “

Hinh 19: Hop thoai cdnh bdo xdc nhan xéa khdch hang.

4. Ngugi dung xac nhan:
- Néu muén huy thao tac: Nhap Hay yéu cau.
- Néu chac chan muén xéa: Nhap nat Xéa mau do.
5. Sau khi xac nhan, hé théng loai bd cac ban ghi @& chon va hién thi thdng bao thanh céng: "Xéa di liéu thanh

c6ng!". Bang danh sach tu dong cap nhat lai sé lugng ban ghi con lai.



I-' 45‘ Téng quan / Quénly khach hang .
] PR N "
Danh sdch khéach héng L ©  xéadiliéu thanh cong!

TONG QUAN
@ Caid&t mdc dinh ® ® Diing sirdung & Excel v
2 Taikhodn
a MA KHACH HANG 1 i TiNH/THANH PHO un T HAN SU DY SUDUNG i
a CUSDNOO1 user.danangO1 CTY Chiéu sdng da nang Thénh phé DaNéng Goi co ban 08/09/2027 Sirdung
O test123 testi2] test123 Thanh ph8 Ha N&i Géicoban 29/08/2027 Sirdung
(] test tesstitil tesst Tinh Cao Béng Géicd ban 29/08/2027 Sirdung
O CUSHNOO1 user.hanoiO1 Céng ty Chiéu Sang D6 Thi Ha N&i Thanh phd Ha N&i Géicobén 24/09/2026 Slrdung
B Caidiths théng
O o1 tuyentran congty A Thanh phd Ha NGi Géi nang cao 15/08/2027 Sirdung
a anhb anhb khong cé don vi Thénh phé Ha N&i Dimg sir dung
Qudn Iy khach hang (J  ORG_CLOUD admin.cloud Céng ty TNHH CLOUD Thanh phd Ha NGi Gdinang cao 17/08/2027 Sirdung
QUAN LY TiN HIEU GIAO THONG O ORG_ACME admin.acme Céng ty TNHH ABC Thanh phd Ha N&i Dimng sit dung
& Thidtiap
10 v < 1 [ > pangxem1i-18/Téngss:18
\ A . s \ Py \ > . . N . . > g A P
Hinh 20: Thong bdo x6a thanh céng va ban ghi khdach hang bi logi bo khoi hé théng.
A~ s s \ A
4.6 Xuat danh sach khach hang ra tép Excel (.xlsx)
> N / e . ~ LA NS . / > .
Nham phuc vu cong tac doi soat, luu trlr ho so va lap bao cao quan tri:
N N ~ P A~ N ;A
1. Trén thanh cong cu, nhap chon nut Xuat Excel (mau xanh la cay).
.’45 Téng quan / Quénly khdch hang « n @ Nguydn véin A
I Danh sdch khach hang - o0 @ a Ad

TONG QUAN

© Cai dgt méc dinh v @ @ Diing sirdung Tao méi & Excel v
O MAKHACHHANG  { G NHA Il TEN DON VI It TINH/THANH PHG ¥ GOI DI 4 HANSUDUNG |

O CUSDNOOT user.danang01 CTY Chiéu sang da néing Thanh phd Da Néng Géi ca ban 08/09/2027 Sirdung
a test123 test121 test123 Thanh phd Ha Noi Goi co ban 29/08/2027 Sirdung
O test tesstilll tesst Tinh Cao Béng Géi co ban 29/08/2027 Sirdung
(] CUSHNOO1 user.hanoiol Céng ty Chidu Séng D8 Thi Ha N§i Thanh phé Ha N§i Géi ca bén 24/09/2026 Sirdung
B Cai dgthg théng
O o1 tuyentran Céngty A Thénh phd Ha Néi Géi néng cao 15/08/2027 Slrdung
(J  anhb anhb khong ¢6 don vi Thanh phd Ha Noi Ding sif dung
Quaén ly khach hang O ORG_CLOUD admin.cloud Céng ty TNHH CLOUD Thanh phé Ha Noi Goindng cao 17/08/2027 Strdung
QUAN LY TiN HIEU GIAO THONG O ORG_ACME admin.acme Céng ty TNHH ABC Théanh phd Ha Noi Dimg sif dung

& Thigtiap

10 v < 1 B> oangxemii-18/Tdngsd:18

Hinh 21: Nut "Xudt Excel" trén thanh cong cu.

2. H6p thoai Xuat dir liéu xuat hién. Nguai dung co thé gilr nguyén tén tép mac dinh hoac ty dat tén mdi cho

tép bdo céo.



i

Xuéit Excel

Ban cé chéc chén mudn xudt Excel?

ST m

Hinh 22: Hop thoai xac nhdn xudt dit liéu va tay chinh tén tép.

3. Nhdp chon nut Xuat dir liéu. Hé thong tién hanh trich xuat danh sach khach hang theo ding cac diéu kién
loc hién tai t may chu.

4. Trinh duyét tu dong tai xudng tép tin Excel (xIsx) hoan tét.

G 2% stagging.itms. istomer p: @ #% @ B OB ® O me -3 L
88 | [ airdrop # Duan =] anag.. [J agentsskils [ testocal [ TMS £) Quan iy khach hang 24-09-2026.xox I Bookmarks
84KB - Done
-, Téng quan / Quénly khdch hang r NGUyn vén A
- - N = » L (R - €
Danh sdch khach hang ® Administrators
TONG QUAN
& Cai dét méc dinh 3 ® Dimg sir dyng B Tao mai & Excel v
2 Taikhoén
(J  MAKHACHHANG It  TENDANGNHAP it TEneoNw It TiNH/THANHPHG It coibicHwY It HansUDYNG It  siibync
[m] CUSDNOO1 user.danang01 CTY Chiéu sdng da néng Thanh phé Ba Néng G6i co bén 08/09/2027 Sirdung
O test123 testi21 test123 Thanh phd Ha Noi Géi co ban 29/08/2027 Sirdung
a test tesstiill tesst Tinh Cao Béing G6i co ban 29/08/2027 Sirdung
() CUSHNOO1 user.hanoi01 Cong ty Chigu Sang D6 ThiHa Noi Thanh phG Ha Noi Goi co ban 24/09/2026 Sitdung
B Caidgthg théng
0O o tuyentran Congty A Thanh phd Ha Noi Goi néng cao 15/08/2027 Sirdung
O anhb anhb khong ¢é don vi Thanh phé Ha Néi Dimg sit dung
Quan Iy khédch haing [m] ORG_CLOUD admin.cloud Céng ty TNHH CLOUD Thanh ph& Ha Néi G6i néng cao 17/08/2027 Sirdung
QUAN LV TiN HIEU GIAO THONG ] ORG_ACME admin.acme Céng ty TNHH ABC Thanh phd Ha Noi Dimg sif dung

© Thistlap

10 v < 1 [ > oangxem1-18/Téngss:18

Hinh 23: Tép Excel danh sdch khdch hang dugc tu dbng tdi vé mdy tinh.

5. M& tép tin da tai d€ xem ndi dung bao cdo véi day du cac trudng thong tin: Ma khach hang, Tén dang nhap,
Tén khach hang, Dia chi, S6 dién thoai di dong, Tinh/Thanh phé, Géi cudc, Ngay hét han va Trang thai.



W7 WPS Office [B) Quan_ly_khach_hang_24-08- O + ~ m ) Upgrade Now - @ X

She BPBER v Home  Insert  Pagelayout  Formulas Data Review  View Tools  Premium Fwsa Q & Not uploaded
8 m % Calibri vl v A = = B = =) General | &3 Format Conversion - P Rows and Columns - =] 7 Table Styles - b BT g Q
Format Paster (9w B I U~ & H- 2+ &~ @+ = = 2| Orientation~ WrapText~ Merger 8« % % & 3% [ Sheets - Conditional I Cell Styles ~ Fill - AutoSum > Sort Filter~ Freeze Panes~ Find v
Painter . N N Formatting -
a7 voa A £ Al Formula

A B C D E F G H 1 ]

1 st | ma Ma 56 thué Tén khach hang [ Dia chi Goi dich vu Trang thi

2 1 |kisoo - Khach hang 500 |Binh thuan, Lam dong Goi nang cao Sirdung

3 2 [k - kh1 sda [full quyen Sidung

4 3 |orgtest3 - Test@123 Dao Vien, Gia Hoa [full quy&n (test) Dirng si¢ dung

5 4 orgtest2 - userorgtest2 userorgtest2 [full quy®n (test) Sz dung.

6 5 orgtestl B 1 1 G6i co ban Sz dung.

7 6 marketing B mes.marketing Thuc phan For Dev Sirdung.

8 7 develop - Develop DM For Dev Siz dung.

9 8 |buihuuchauleve|- buihuuchaulevel2 Thanh pht Can Tho' /261 khong gicn han Sir dung

0] 9 Jabe - abe may am abc2 Goi corban Sir dung

1 10 [MEsoor B CONG Ty C6 PHAN GIAI PHAP CO DIEN MES |37 Huynh Vén Liy, 8 17, KP3, P. Phu Loi, Tp. Thé D3u Mét, Tinh Binh Duong Plus Sz dung.

12 1n [CUSBLOOL - Cheyenne Miles Rerum ad saepe Nam s G6i co' ban Sirdung

13 12 |cusbnoot - CTY Chiéu séng da ning Thank khé 12 Gsi co' ban Sz dung.

14 13 |test123 - |test123 test123 G6ico ban Sirdung

15 14 |test. - |tesst 334|G6i co ban Sirdung

16 15 |pTooL - Cong ty Chigu Sang DO Thi Ha NOi - Chi nhanh|Hong ha Ha ndi G6i Doanh Nghiép (B3 c§ Dirng si dung.

17 16 |croon B [96i thau can tho 3/2 Ninh Kigu Can Tho' G6i Doanh Nghiép (B4c§  Sidung

18 17 |cusHNooL - Céng ty Chiu Sdng D% Thi Ha Noi 37 Hung Vurong, Ba Binh, Ha Noi, Vietnam G6i co' ban S dung.

[ 18 Jou - Céngty A 3216 hiéu Géinang cao St dung

20 15 [anhb - khong cé don vi Tay hd - Dimg s dung

2 20 |omg_cioup |- Céng ty TNHH CLOUD anc Gsinang cao Sizdung

2 21 |ORG_ACME 1561514554 Céng ty TNHH ABC 39 Huynh vin liy1 - Dirng s dung.

23 2 000005 0501234567 Logistics Dai Viét 34 Green Lane, Cau Giay. - Sirdung

24 23 (000004 040123567 Cong Ty Van Tai Thanh Cong. 12 Long Street, Dist 1 - Siz dung.

25 24 [000001 0101234513 ITMS.VN 37 Huynh van Iy, P Phi loi, TP HO chiminh 1 lg6i khong gidn han Siz dung.

26

27

28

23

30

31

32

33

34

35

36

o —

38

Hinh 24: Tép Excel sau khi xudt dir liéu dugc dinh dang ré rang, chuyén nghiép.

5. Bang cau hoi thuong gap (FAQ & Troubleshooting)

5.1 Ma khach hang c6 thé thay déi sau khi da tao khéng?

Tra I&i: C6. Tuy nhién, ma khach hang ( code ) la dinh danh bat bién dugc dung dé phéan vung di liéu va quan ly
cac luéng nghiép vu trong toan b kién tric Multi-tenant. Khi m& hop thoai chinh stra, trudng Ma khach hang
mac dinh & trang thai khoa (Read-Only) dé€ dam bao monitoring hé théng.

5.2 Khi tai khoan khach hang & trang thai "Khong sir dung”, ngudi dung cua daon vi cé dang nhap
dugc khong?
Tra 16i: Khong. Khi khach hang bi chuyén sang trang thai "Khong st dung” (Dung st dung), hé théng sé ty dong

khoa quyén truy cap cua toan bo tai khoan thuéc don vi dé. Khi nguai dung c¢é gang dang nhap, hé thdng sé tu
chéi va hién thj théng bao tai khoan don vi dang tam khoa.

5.3 Tai sao t6i khdng thé chon han dung 36 hoac 60 thang khi tao khach hang méi?

Tra I16i: Hé théng co co ché kiém soat rang budc ngay téi da ( maxDate ). Néu gdi dich vu cua tai khodn quan tri
cép trén cta ban c6 ngay hét han ngan hon 36 hoac 60 thang, form sé tu déng an cac méc thdi gian vuct qua

han mic dé ngan ngura viéc tao khach hang co thai han thué bao vugt qua thai han cia don vi chd quan.

5.4 T6i muén d6i mat khau tai khoan quan tri cia khach hang thi Iam thé nao?

Tra Igi: Trong bang danh sach khach hang, ban nhap vao Tén dédng nhap ( admin_user.username ) cUa khach
hang dé ma hép thoai Chinh stra, sau d6 nhédp vao lién két Pai mat khau dé ma hop thoai D6i méat khau riéng
biét cho tai khoan dé.



6. Kénh ho tro ky thuat

Trong trudng hgp can hé trg van hanh hodc gap su 6 k¥ thuat trong phan hé Quan ly Khach hang:
* DPau mai quan tri ndi bo: Quan tri vien Cap cao (Super Admin) cia hé thong ITMS.

* Tong dai ho trg ky thuat ITMS: 1906 xxxx (Nhanh 1 - Van hanh va Quan ly thué bao)

¢ Email tiép nhan su ¢é: support@itms.vn

® Cong ho trg truc tuyén: https://helpdesk.itms.vn

* Thai gian phuc vu: 24/7 d6i véi hé théng diéu hanh va giam sat tin hiéu giao thong théng minh.



PHU LUC TAI LIEU

Phu luc A: Bang ma trang thai & Thong diép phan hoi hé théng

Bang téng hdp cac ma phan hai tir hé théng khi thao tac véi phan hé Quan ly Khach hang:

Ma phan héi
(HTTP/Status)

200 OK / 201
Created

400 Bad Request

401

Unauthorized

403 Forbidden

409 Conflict

422
Unprocessable

500 Server Error

Théng béo hién thi trén giao
dién

Tao mdi khdch hang thanh
cbng! / Cap nhat dit liéu

thanh cbng! / Xéa dir liéu

thanh céng!

Dir liéu dau vao khong hop lé

Phién lam viéc da hét han

Truy cdp bi tir chéi (Access
Denied)

M@ khdch hang hodc Tén
ddng nhdp da ton tai

Mat khdu khéng dép ung tiéu
chudn an toan

L6i hé théng trong qud trinh
xu ly

Nguyén nhan nghiép vu

Thao tac ghi nhan di liéu thanh
codng trén hé thong.

Bo tréng cac trudng bat budc
hodc ma khach hang, tén dang
nhap, sé dién thoai khéng ding
dinh dang.

Phién dang nhéap cda tai khoan

hét han trong khi thao téc.

Tai khoan chua dugc cap quyén
thao tac tuang Ung trong phan
hé Quan ly khach hang.

Ma dinh danh khach hang hoac
tén dang nhap quan tri da dugc
st dung bdi mot dan vi khac.

Mét khau ban dau chua da d6
phuc tap (thiéu chit hoa, chi
thudng, s6 hodc ky tu dac biét).

Gian doan két n6i may cha dir

liéu trung tam.

Phu luc B: Danh muc phim tat & Thao tac nhanh

Nham nang cao nang suat thao tac trong phan hé Quan ly Khach hang:

Hudng xir ly dé xuat

Tiép tuc cac tac vy cong
viéc binh thudng.

Kiém tra lai cac trudng
c6 dau sao (*) va nhap

dung dinh dang.

Dang nhép lai vao hé
thong va thyc hién lai
thao tac.

Lién hé Quan tri vién hé
théng dé kiém tra va

cap quyeén tai khoan.

D3&i ma khach hang
hodc tén dang nhap
khac biét dé tranh triing
lap.

Nhap lai mat khau thoa
man chinh sach bao
mat t4i thiéu 8 ky tu.

Thu lai sau it phut hoac
thong bao cho bd phan
ky thuat ITMS.



Phim tat / Thao tac

Enter

Enter

Esc (Escape)

Tab

Tich chon Checkbox tiéu
dé cot

Nhéap Tén dang nhap

Khu vuc tac dong

O tim ki€ém trén thanh

céng cu

Hop thoai Tao mai /
Chinh stra

Bat ky hop thoai nao

Trong bi€u mau nhap

lieu

Bang di liéu

Cot Tén dang nhap

Chtic nang chi tiét

Kich hoat tim kiém dir liéu ngay lap tlc véi tu khda vira nhap.

GUi yéu cau luu biéu mau ngay lap tlc (tuang duong nhan nat
Tao méi hoac Luu).

Dong nhanh hép thoai dang m& ma khéng luu cac thay déi
vUa nhap.

Di chuyén con tré tuan tu qua cac & nhap dir liéu tir trai qua

phai, tur trén xuéng dudi.

Chon nhanh toan bé khach hang dang hién thi trén trang hién

tai dé€ thao tac hang loat.

M& nhanh hép thoai Chinh stra théng tin khach hang va déi
mat khau.



Phu luc C: Quy chuan cau tric dit liéu khach hang & Tiéu chi canh bao han géi cudc

1. Quy chuan cau tric dit liéu thuc thé khach hang

Thudc tinh
dir liéu

Ma khach
hang

Tén dang
nhap

Mat khau
khgi tao

Tén khach
hang

S6 di dong

Goi dich vu

Thai han su
dung

Pia gidi
hanh chinh

2. Tiéu chi phan loai mau sac canh bao han thué bao

Pinh dang ky thuat

Chir céi va so

Chir cai, s6 va ddu gach dudi

T6i thiéu 8 ky tu, du chir
hoa/thudng/s6/ky tu dac biét

Chudi ky tu, t6i da 100 ky tu

10 chir s6 (d&u s6 di dong Viét Nam
hop 1€)

Binh danh géi dich vu trong hé
thong

binh dang ngay DD/MM/YYYY

Tinh/Thanh phd, Phudng/Xa, Dia chi
cu thé

Tinh chat

Bat budc, han

ché stra

Bat budc

Bat budc khi
tao

Bat budc

Bat budc

Bat budc

Bat budc

Bat budc

Y nghia nghiép vu

Dinh danh duy nhéat cuia t8 chirc trong
ca sd dir liéu SaaS Multi-tenant.

Tai khoan quan trj cap cao nhat cta té
chic (Admin User).

Mat kh3u cap phat lan dau cho quan tri
vién khach hang.

Tén phap ly clia cong ty, ban quan ly
hodc cd quan giao théng.

Sé dién thoai lién hé chinh thic cla

ngudi phu trach hé théng.

Xac dinh han mdc nguai dung, tu dén,

[uu trlr va menu chiic nang.

Thai diém két thic thué bao dich vu trén
hé théng.

Xac dinh vi tri dia ly tru s& va pham vi
quan ly do thi cua don vi.

Bién phap nghiép vu khuyén nghi

Lién hé truc ti€p don vi, 1ap tha tuc gia han khan

dé tranh gian doan dich vu.

GUi thong bao nhac han thué bao qua email hodc

cdng van don déc gia han.

Khoang thgi gian o Murc do

. . Ma mau hién thi , 3
con lai canh bao
Duéi 30 ngay (hodc Mau do ..

. Khan cap

qua han) ( destructive )
Tir 30 dén duéi 60 Mau vang Canh bao
ngay ( warning ) sém
Trén 60 ngay Mac dinh ( default ) = Antoan

Tiép tuc theo d&i chu ky van hanh binh thudng.



Phu luc D: Lich st cap nhat tai liéu (Document Revision History)

Phién

ban

1.0

Ngay cap
nhat

24/09/2026

Ngugai
thuc hién

ITMS

Frontend
Team

Noi dung thay d6i

Khdi tao tai liéu huéng dan Quan ly Khach hang va T6 chiic thué bao
(Customers Management). Tich hdp Trang bia chuan in &n A4, Muc luc riéng
1 trang, tich hgp tron ven chudi 24 dnh minh hoa thuc t& bao phu day du 6
nhom nghiép vu (Tra clru/Phan trang/Nhan dién mau sac ngay hét han - Tao
mdi - Tam diing - Tai st dung - Xda - Xuat Excel), chudn hda ngdn nglt ngudi
dung thuan tdy va hé théng Phu luc A-D theo quy chudn ITMS.



