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I. GIOI THIEU
1. Muc dich va y nghia cua tai liéu

Tai liéu dugc st dung nham huéng dan Can bo nhan vién cia TNG thuc hién khai bao y té
trén Power Apps theo theo yéu cau ctia Ban chi dao phong chdng dich.

Céc chirc ning chinh gdm cap nhat thong tin, khai béo y té va lich trinh di chuyén ctia minh
theo yéu cau cta Ban chi dao phong chong dich.

2. Pham vi tai liéu

Tai liéu nay dugc str dung cho toan bg cac don vi thuéc TNG Holdings Vietnam va ap dung
phuc vu cho toan b cac can bd nhan vién ciia TNG, bao gdm ca nhitng can bd nhan vién
khong c6 tai khoan O365.

3. Céc thuat ngir va tir viét tat

Thuat ngii/Tir viét tit Y nghia

CBNV Can bd nhan vién

BCD PCD Ban chi dao Phong chdng dich
QLRRHD Phong Quan ly rai ro hoat dong

4. Cau triic tai liéu
Tai liéu dugc phan bd 1am cac phan nhu sau

e GIOI THIEU
e CAIDAT VA TRUY CAP UNG DUNG
e CBNV THUC HIEN KHAI BAO Y TE
o Khai bao lich trinh
o B sung thong tin va lich trinh theo yéu cau
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I1. CAI PAT VA TRUY CAP UNG DUNG

- Pé thuc hién Khai bao y té, CBNV c¢6 thé truy cap bang trinh duyét theo huéng din bén
dudi hodc tai img dung Power Apps trén di¢n thoai (chi danh cho CBNV c6 tai khoan
0365).

- Thong tin khai béo y té cia CBNV bang timg dung Power Apps hodc qua trinh duyét déu
gidng nhau, bao gdm ca CBNV c6 hoic khong c6 tai khoan 0365.

- Trong truong hop st dung phién ban trén Dién thoai gip su cd, CBNV ¢é thé truy cap qua
trinh duyét, cach st dung trén trinh duyét hoan toan giéng trén dién thoai.

1. Péi véi CBNV khong co tai khoan 0365
e Cach thirc: truy cap Gmg dung bang trinh duyét theo dudng link
https://bit.ly/3rN2uTV hoic bang cach sir dung QR Code sau

e Thuc hién khai b4o/cap nhat thong tin va lich trinh theo yéu cau nhan dugc tir
BCD PCD va P.QLRR Hb.

2. Doi véi CBNV c6 tai khodn 0365
V6i CBNV c¢6 tai khoan 0365 c6 02 cach dé truy cap ung dung thuc hién khai bao y
té va lich trinh.
CBNV ding nhap bang tai khoan Office365 theo Tén ding nhap va Mat khiu cua
email cong viéc dang sir dung.
e Céch 1: Truy cap Gmg dung bang trinh duyét theo dia chi: Khai bao y té

e Cach 2: Truy cap tng dung PowerApps qua dién thoai. M& trng dung va chon

“Khai bao lich trinh (Mobile App)”


https://bit.ly/3rN2uTV
https://apps.powerapps.com/play/187b6d0d-5087-4e42-99dc-00d68819c1ec?tenantId=2081a403-c773-427a-86a4-543f0983d921&source=portal&screenColor=rgba(0%2C%20138%2C%200%2C%201)
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» Tai ung dung Power Apps trén dién thoai (danh cho CBNV c¢6 tai khoan
0365). CBNV thuc hién theo cac budce sau:
1. Téi ing dung PowerApps trén dién thoai (Truy cap Store va Tim app

theo tir khoa “PowerApps” dé tai va cai dat)

2. Ding nhap bang tai khoan 0365

3. Trén man hinh ng dung, nhap chon thanh “Power Apps” & goc trén bén
trai man hinh va chon “T4t ca ing dung” dé thiy chirc ning “Khai bao
y t¢ CBNV” va “Khai bao lich trinh”
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>>

Luu y: Khi ding nhdp vao iing dung trén dién thoai, CBNV thdy
phia trén ciing man hinh trang chii (home page) s6 xuong théng bdo

ban cdp nhat moi, CBNV nhan vdo do dé cdp nhdt phién ban mai.

111. CBNV THU'C HIEN KHAI BAO Y TE

1. Khai bao lich trinh

e Budc 1: Tai man hinh tmg dung chon chirc nang “Khai bao lich trinh”
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Trén trinh duyét

e Budc 2: Hé théng s& md ra man hinh gém cac chire ning “Khai bao lich trinh”
va “Lich trinh di chuyén”.

o Chtrc ndng “Khai bao lich trinh” danh cho CBNV khai bao lich trinh
theo yéu cau cta Ban chi dao phong chdng dich. Yéu cau khai bao lich
trinh s& giri dén CBNV qua email.

o Chtic nang “Lich trinh di chuyén” danh cho CBNV xem lai lich trinh
ctia minh di khai bao va bd sung thong tin trén lich trinh néu c6 yéu cau
tir Ban chi dao phong chdng dich. Yéu cau b sung s& dugc gui dén
CBNV qua email.
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e Budc 3: Nhan chon “Khai bao lich trinh” dé khai béao lich trinh theo yéu cAu tir
Ban chi dao phong chong dich. Man hinh khai béo lich trinh gdm céc théng tin
sau, trong do:

o DAu (*) 1a nhitng truong bat budc nhap

, ] )
o Bictu tugng E=E trén thanh menu dé luu thong tin

e Budc 4: Khai bao/cap nhat thong tin, chi tiét cac phan nhu sau:
o Phan Thong tin CBNV gom:

= Ho tén: ho va tén cua CBNV
= M NV: mi s6 nhan vién TNG caa CBNV
= S dién thoai(*): nhap s6 dién thoai dang sir dung chinh
= Quan Iy truc tiép: nguoi quan 1y truc tiép CBNV
=  Email QLTT(*):email ctia ngudi quan 1y truc tiép
= Cong ty: tén cong ty dang cong tac
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* Phong ban: tén phong ban dang cong tac

» Dia chi thuong tra (*): dia chi thuong tri cia CBNV

» Dia chi tam tra: dia chi tam tra cuia CBNV

= Pia chi hién tai: dia chi hién tai cdta CBNV

= Nguyén quan: nguyén quan cia CBNV

»  Pia diém thuong di chuyén: dja diém CBNV thuong di chuyén
= Noi lam viéc(*): chon dia diém noi lam viéc cia CBNV

Luwu y: CBNV chii dpng cip nhdt théng tin nay néu cé
thay déi dé dam bdo thong tin chinh xdc.

o Phan Théng tin diém di gom
* Loai lich trinh khai bao (*): chon gia tri
e Dixdyra
e Dukién

Luu y:

* CBNV nhdp lich trinh dd di chuyén trong 7 ngay gan nhat
chon “Dd xay ra”

** CBNV nhdp lich trinh sé di chuyén dy kién trong 7 ngay
toi chon “Sé xay ra”

*** Cdc théng tin vé con nguwoi, dia diém, phuong tién sé
twong wng voi thoi gian “Tw ngay” va “Dén ngay”
"= Tungay (*)
=  Pén ngay (*)
= Tu Tinh thanh (*): chon tinh thanh di
=  Tu Quan/Huyén (*): nhap quan/huyén di
» Tu Phuong/Xa (*): nhap phuong/xa di
= T s6 nha, duong phd (*): nhap dia chi s6 nha, duong/phd di
* Tinh trang: chon phan loai trong danh sach
e Biphong téa
e Khong bi phong toa
e Tam dung hoat dong nhung khong bi phong toa
e Hoat dong binh thuong
»  Phan loai diém di: chon phan loai trong danh sach
e FOsinh song
e FO0 di chuyén qua
e Fl1 sinh song
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e F1 di chuyén qua
e F2 sinh sdng
e Vung tam dich
e Vung c6 dich
e Khac
o Phéan Théng tin diém dén gom:
=  Pén Tinh thanh (*): chon tinh thanh dén
=  Pén Quin/Huyén (*): nhap quan/huyén dén
=  Pén Phuong/Xa (*): nhap phudng/xa dén
=  Pén s6 nha, duong phd (*): nhap dia chi s6 nha, duong/phd dén
* Tinh trang: chon phan loai trong danh sach
e Biphong téa
e Khong bi phong toa
e Tam dung hoat dong nhung khong bi phong téa
e Hoat dong binh thuong
= Phan loai diém dén: chon phan loai trong danh sach
e FO sinh song
e FO0 di chuyén qua
e F1 sinh séng
e F1 di chuyén qua
e F2 sinh song
e Vung tdm dich
e Vung c6 dich
e Khac
o Phéan Phwong tién: gdm cac thong tin vé phuong tién di chuyén
» Tén phuong tién(*): ghi rd tén phuong tién da/ s€ su dung vi du
xe khach Phuong Trang, May bay Vietjet air,...
= Loai phuong tién: chon loai phuong tién
e Phuong tién cong cong (trong d6 Phuong tién cong cong
bao gdm xe bus, may bay, xe khach, tau hoa, xe cong
ngh¢ nhu grab/be/.. ., taxi,...
e Phuong tién c4 nhan
» S hiéu phuong tién: nhap s6 hiéu phuong ti¢n, vi du nhu bién s6
Xe, ma chuyén bay, ma tau héa — khoang tau, ...
* Phan loai phuong tién: chon tir danh sach
e FO di trén cung phuong tién
e F1 di trén cung phuong tién
e F2 di trén cung phuong tién
e Khéc
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Ly do di chuyén: chon 1y do di chuyén trong danh sach

Cong tac

Du lich
bilam

Viéc ca nhan
Khéc

o Phéan Théng tin dich t& gdm
Tinh trang strc khoe (*): chon nhiéu gia tri vé tinh trang sitc khoe
cua CBNV:

Om

Sét

Ho

Pau hong

Kho tho

Tlrc nguc

Tat ca cac triéu ching trén
Binh thuong

Tinh trang xét nghiém: chon tinh trang xét nghiém cua CBNV

(néu c6) theo danh sach

PCR - Am tinh

PCR - Duong tinh

Xét nghiém nhanh — Am tinh
Xét nghiém nhanh — Duong tinh
Yéu cau cach ly tai nha theo ddi
Céch ly tap trung

Khac

o Phéan Con ngudi gom:

Nguoi tiép xtuc: CBNV sé& khai bao thong tin nhitng nguoi da tiép
XUC v&i minh trong truong hop phat hién minh ¢ kha ning tiép
xuc véi FO, F1, F2, F3 hodc nguoi di chuyén qua vang dich hoic
ngudi c6 dau hiéu nhiém covid, ngudi co nguy co €ao,... Nhan
nat + bén canh 6 thong tin

MgLrai tigép xic

+

11



CONG TY CO PHAN TNTECH

ks
L ) o

TNTech

Tru s6 chinh: Téng 21, Toa nha TNR, 54A Nguyén Chi Thanh, Phuong Lang Thuong, Quéin BB ENEED SRR

Déng Pa, Ha Noi

Heé thdng s& md man hinh khai bao ngudi tiép xiic d& CBNV dién
Ho tén ngudi tiép xic, chon Loai dbi tweng, tinh trang sirc
Kkhée cho tirng ngudi tiép xtic véi minh.

€—  Khai bao ngui tiép xtic

Ho tén bai tuong Tinh trang
. FO ' | Om AV
| r viém v X

FO V|lflrr V@

Néu c6 nhiéu nguoi tiép xtc cung lac thi nhin vao diu + dé dién
thém thong tin

é—  Khaibéo nguéi tiép xtic

Ho tén i tugng Tinh trang
. Fo A" | Om O
I viem v X
FO ~ | Gm o

Luwu y: Trong trudng hop nhap CBNV cén x6a thi st dung nit
“Nhap lai” dé thyc hién x6a toan bo thong tin trén man hinh khai
béo nguoi tiép xtc va nhap lai tir dau.

o Phan CBNYV trong TP tiép xiic gdm:

12
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= CBNV TD tiép xiic: CBNV sé& khai béo thong tin cac CBNV
trong Tap doan ma minh d4 tiép xtic sau khi gip ngudn 1y nhiém
(FO, F1, F2, F3 hoidc ngudi di chuyén qua ving dich hodc nguoi
¢6 dau hiéu nhiém covid) Nhan nat + bén canh 6 thong tin

¢—  Khaibao CBNV tiép xic

Heo teén Email Bonwvi  Taindi

| O

Hé¢ thong s& md man hinh khai bao ngudi tiép xtic dé CBNV dién
Ho tén ngudi tiép xuc, Email, don vi, noi da lam viéc/ tiép xuc
cho tirmg ngudi tiép xuc véi minh. Néu co nhiéu nguoi tiép xtc
cung luc thi nhén vao diu + dé dién thém thong tin

é—  Khaibso CBNV tiép xic

Ho tén Email Bonwvi  Taindi

Luwu y: Trong trudng hop nhap CBNV can x6a thi str dung n(t
“Nhap lai” dé thyc hién x6a toan bo thong tin trén man hinh khai
bao ngudi tiép xtc va nhap lai tir dau.

o Phan CBNV ty danh gia gom:
= Ty phén loai: CBNV tu chon phan loai kha nang tiép xuc véi
ngudn nhiém theo danh sach gom:
e Tiép xuc véi FO
e Tiép xiic v6i F1

13
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= T6m tat mbi lién hé v6i ngudn nhiém: CBNV nhép tom tat moi
lién hé véi nguén nhiém vi du: da tiép xuc véi FO tai nha ¢ dia
chi...
e Budc 4: luu thong tin, sau khi nhép liéu CBNV nhén biéu tuong trén menu dé

luu thong

Tiép xuc voi F2

Di chuyén qua ving tim dich

Di chuyén qua ving dich

Binh thuong

Tiép xuc vé6i F3

Di chuyén t6i/ gan khu vyc sinh sng ctia FO
Di chuyén t6i/ gan khu vuc FO di chuyén qua
Di chuyén t6i/ gan khu vuc F1 sinh séng

Di chuyén té1 khu vuc Vung tdm dich

Di chuyén té1 khu vuc Vung ¢6 dich

Di chuyén t6i/ gan khu vuc F1 di chuyén qua
Di chuyén t6i/ gan khu vuc F2 sinh song

Di chuyén t6i/ gan khu vuc F2 di chuyén qua
Di chuyén trén cliing phurong tién véi FO

Di chuyén trén cliing phuong tién véi F1

Di chuyén trén ciing phuong tién véi F2

C6 biéu hién sbt, tac nguc, kho tho

C6 biéu hién dm, ho, dau hong

Khac

&  Chitiét lich trinh CBNV

Hé thong s& xuat hién thong bao ‘Khai bao thanh cong!’

Khai bao thanh cong!

CBNYV tiép tuc nhap cac lich trinh di chuyén khac trong ngay hoic cic ngay khac bang
cach thuc hién lai cac thao tac tir bwéce 3, buée 4 ¢ trén.
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2. B sung thong tin va lich trinh theo yéu ciu Ban chi dao phong chdng dich

e Budc 1: Nhan yéu cau bo sung tir Email
o Khi CBNV nhén dugc email bd sung thong tin, lich trinh tir Phong
QLRR Hoat dong theo yéu cAu tir Ban chi dao phong chéng dich s€ vao
Power Apps chon chitc ning “Lich trinh di chuyén” dé bo sung thong
tin.

e Budc 2: M6 chire niang “Lich trinh di chuyén” dé bo sung thong tin
Chtrc nang “Lich trinh di chuyén” gitp CBNV c6 thé xem lai toan bo lich trinh
ma minh khai béo trudc day. Néu co yéu cu bd sung thi bén canh lich trinh s&

hién thi nat =

trinh va théng tin.

o, Search x

. CBNV nhén vao nut nay dé thuc hién bo sung lich

Xe may

28/01/2021 - 30/01/2021

56 02 O Cho Dirs - 58 25 Hoan Kiém

Grabcar
28/01/2021 - 30/01/2021

5801 -S§02
]
May bay Khai bao bo sung

25/01/2021 - 29/01/2021

Cét Linh - Hang Bang
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e Budc 3: B6 sung thong tin
Hé théng s& mé ra man hinh “Chi tiét lich trinh CBNV” can b sung dé thuc
hién cap nhat. TAt ca cac truong thong tin va nhap li¢u tuong ty muc 1 ¢ trén
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