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.  DPang nhiap va Thdng tin tai khoan

A.  Thao tac dang nhap sw dung
Pé dang nhap vao UPos Viét Nam sir dung, ban truy cap vao website https://upos.vn/,
sau do click vao nat Pang nhap ¢ goc trén bén phai man hinh. Trén man hinh trang dang
nhap hién ra, ban dién chinh xac va day du thong tin Tén ding nhap va Mat khau sau
d6 nhan vao nit PANG NHAP dudi cling phan dién thong tin.

) L e

F)UPos ¢ o

@ shncDEUWEN

NEN TANG QUAN LY BAN HANG

H6 trg hang dau cho ngudi diing tai Viét Nam

J

Tén dang nhap

v

Sau khi dang nhap thanh cdng hé thong sé& tu dong chuyén dén trang quan Iy chinh
(Dashboard). O trang quan ly chinh, phan mém UPOS cung cap cac sé liéu vé tong sb
khéach hang, tong sé san pham, tong s6 nha cung cap va tong s6 hoa don ban hang hién
co.

@ 2161 Téng 56 khach hang iJ‘ 108 Téng sén phim 6 Téng 58 nha cung cép . 147 Téng héa don

] a

Thém khach hang Thém san pham Tao héa don POS Tao héa don méi

a

Bdo cao bén hang Bao cao mua hang Béo céo Kho Cau hinh ctra hang

Khéi théng tin trén gidp ban kiém tra duoc tong quan timg chirc niang chinh cua hé théng.
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Va dé gitp xem duoc tong quat thdng ké va bao céo vé sb tién doanh thu ban hang, sé

lwong hang héa xuat — nhap theo thang va theo ngay va téng sé tién ap dung giam gié.

[ eénnang I Quin 1 nhip hing

Bao cdo hdm nay
Téng s lugng ban hang
Téng s8 nhap hang

Téng gidm gia

0
Thang 1 Théng 2 Théng 3 Thang 4 Thing 5 Théng 6 Thang 7 Thing & Théng 9 Thang 10

B.  Cap nhat théng tin tai khoan

Thang 11 Thang 12

Tien

0VND

0VND

0VND

Dé tuy chinh ddi véi thdng tin tai khoan di dang ky trén UPos, ban nhan vao biéu twong

nhu hinh bén duéi va chon vao 6 Théng tin nguwoi dung. Nhap cac thong tin ban mudn
chinh stra cho tai khoan, sau ¢6 nhan vao 6 CAP NHAT HO SO dudi ciing phan dién

thong tin.

A {3

TRANG (

- Thong tin ngudi dung

Doi mat khau

i Dang xuét
48 . Ténghe. .
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C.

Pé thay do6i mat khau tai khoan da dang ky trén UPos, dau tién ban thyc hién twong tu
nhu thao tac cap nhat thong tin tai khoan (phan trén), chon vao 6 Poi mat khau, nhap
thong tin Tén dang nhap, Mat khau cii va Mat khau mai ban muén thay doi (2 1an) va

chon vao 6 POI MAT KHAU duéi cling phan dién Thay d6i thong tin.

THAY POl THONG TIN cUA BAN

*Tén nhan vién

Dién thoai

Pia chi

Ngay sinh

Gidi tinh

Email

Huynh Qudc Tudn

0909175994

An Phic

© Nam Nir

huynhquoctuan@gmail.com

CAP NHAT HO sO

Thay d6i mat khau tai khoan

Thong tin ci

Tén dang nhap

D4

Tén dang nhap

Mat khau cii

Mat khau cii

Thdng tin mé&i

Mat khau mai

Mat khdu mai

GO lai mat khau

G6 lai mat khau

© BOI MAT KHAU
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Il. Khach hang
A.  Nhom khach hang (Phan loai khach hang)

Pay la tinh nang phan loai khach hang theo nhém dé ngudi ban hang cé thé dé dang quan
Iy d6i twong khach hang, ciing nhu cac chinh sach vu dai ddi voi cdc nhom khéch hang
riéng biét.

Chon menu Khéch hang & Péi tac >> chon Quan ly khach hang. VVa nhan chon 6
Nhom khach hang

200
UPos o &
HUYNH ‘I:”?c TUAN E QUAN LY KHACH HANG Trang chi Quén I khéch hang
aamin
& Bang digu khién ©THEMKHACHHANG 2 NHAP KHACH HANG |:| 2
@ Sanpham - PR, N PR L
Khach hang Nhom khach hang Gidi tinh Tinh/Thanh phé Quan/Huyén/Thi xa Phuong/Xa/ Thi tran
1z |Khach hang & DGi tac Ma khach hang/Tén khach han/ Select option v S.. ¥ Select option v Select option - Select option
ﬂ Q TIM KIEM 3 RESET

* Quan ly nha cung cap

1. Thém nhém khach hang
Bwéc 1: Trén trang Nhém khach hang (menu Khach hang & Péi tac >> Quan ly
khach hang), nhan chon nat Thém nhém khach hang

E NHéM KHACH HANG Trang chil Nhom khach hang

| © THEM NHOM KHACH HANG |
_

sTT M3 nhém khach hang Tén nhém khach hang Hoat déng
1 KHACH_LE Khach I& D ﬂ
2 KHACH_SI Khach si DH
3 KHACH_VIP Khach VIP D E

Budéc 2: Nhap day di théng tin ¢ phan Thém méi nhom khach hang duoc hién ra (bao
gom Ma nhém KH + Tén nhém KH) va nhan chon nit Thém méi
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THEM MG1 NHOM KHACH HANG

Ma nhom khach hang = M& nhom khach hang

Tén nhom khach hang * Tén nhém khach hang

THEM Md1

Luu v: Nhiing 6 ¢6 ddu * 13 thong tin bat budc nhap. Khong dugc bo tréng.

2. Chinh sira nhém khéch hang
Bwéc 1: Trén trang Nhém khach hang (menu Khach hang & Péi tac >> Quan ly

khéch hang), nhan chon nat || caa nhém khach hang muén chinh sta.

[E]NHOM KHACH HANG TR

Nhom khach hang

© THEM KHACH HANG

NHOM KHACH HANG

sTT M3 nhém khach hang Tén nhém khach hang \ Hoat déng
1 KHACH_LE Khach I&
2 KHACH_SI Khach si Dn
>ap nhat
3 KHACH_VIP Khach viP

[ -

Bwéc 2: Dién thdng tin v& nhém khach hang can chinh stra va nhan nit Cap nhat.

=] SUA NHOM KHACH HANG Trang ch

Stra nhém khach hang

= NHOM KHACH HANG
SU'A NHOM KHACH HANG
Ma nhom khach hang * KHACH_LE

Tén nhom khéch hang * Khachlé

CAP NHAT

3. Xb6a nhém khach hang
Bwéc 1: Trén trang Nhém khach hang (menu Khach hang & Déi tac >> Quan ly

khach hang), nhan nat B3 ciia nhom khach hang muén xoda.
7
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E NH()M KHACH HANG Trang chi Nhom khach hang

© THEM KHACH HANG

STT M3 nhém khach hang Tén nhém khéach hang Hoat déng

1 KHACH_LE Khach I¢ ’
2 KHACH_SI Khach si Du
3 KHACH_VIP Khach VIP Du

Buwéc 2: Hé thdng sé& hién thi 1 bang x&c nhan ban ¢ chac muén xéa nhém khach hang

da chon

khachhang.upos.vn says ‘

Buwéc 3: Nhan chon vao nit Ok thi hé théng s& thuc hién xda nhdm khach hang ban da

Ban c6 chic chén muén x6a khéng?

chon

Néu ban nhan chon nit Cancel thi bang xac nhan s& dong va quay vé trang Nhom khach
hang. Nhdém khéach hang ban da chon s€ khdng bi xoa.

B. Quan ly khach hang
Chirc ning quan ly khach hang cho phép nguoi ban hang chon nhanh khach hang méi khi
thém don hang méi, cling nhu ¢ nhiig chinh sach vu dai cho d6i twong khach hang
riéng biét. Churc nang con ho tro luu trir thong tin khach hang - mot budc ngoic quan

trong trong cac chién dich Digital marketing.
Chon menu Khéch hang & Péi tac >> chon Quan ly khach hang

Trén giao dién danh séach, hién thi cac thong tin ciia Khach hang & Déi tac: Ma khéch
hang, Tén khach hang, Gioi tinh, Nhém khach hang, Dién thoai, Email, Khu vuc séng
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- Ban c6 thé tim Loc khéach hang nho vao thanh tim kiém véi: Tén khach hang, Nhém
khach hang, Gigi tinh, Khu vuc dia phuong

- Xuit danh sach khéch hang ra thanh file excel

- Xem chi tiét Thong tin khach hang khi nhan vao M4 khach hang hoic Tén khach
hang

=] QUAN LY KHACH HANG Trang chil Quan Iy khach hang
©THEMKHACHHANG & NHAP KHACH HANG
Khach hang Nhém khach hang Gigi tinh Tinh/Thanh phd Quan/Huyén/Thi xa Phuang/Xa/Tt
M3 khach hang/Tén khach han Email - ~ Select option - - -
Q TiM KIEM G RESET
=] STT M khach hang Tén khach hang Gii tinh Nhom khach hang Bign thoai Email Tinh/Thanh phg' Quan/Huyen/Thi xa Phudng/Xa/Thi tran Hoat déng
(=] 1 0916033766 ¥ Nhu Nguyen Nit Khach & 0916033766 BacLiéu Thi x3 Gid Rai Phuong 01 \:In
(5] 2 0947474571 Mai Nuyén Mai N Khéch & 0947474571 Kién Giang Huyén Bdo Phi Quéc ‘Thj tréin Duong Bong \:In
@ 3 0974945631 Phan Hign NG Khach lé 0074945631 Tay Ninh Huyén Trng Bang Xa Gia Loc \:In
@ 4 0917377447 susu Nit Khach 1§ 0917377447 AnGiang Huyén Phai Tan(AG) Thi triin Phu M \:In
@ 5 0963141233 chi Can Anh Thai NG Khach lé 0063141233 8inh 9inh Huyén Hoai Nhon X& Tam Quan Nam \:In
@ 6 0928293667 Han Huyan N Khach 1 0088203667 Binh Thuan Huyén Ham Thuzn Nam X& Ham Kigm
@ 7 0356780327 Loan Ng NG Khach lé 0356789327 HB Chi Minh Quan Binh Tan Phung Binh Tri 9ang B
@ 8 0077235743 Ha Nhu v N Khach lé 0077235743 Ding Nai Thanh phd Bién Hoa Xa& Tam Phusc
@ 9 0386534483 Van Vo Thu NG Khach lé 0386534483 Tay Ninh Thanh phd Tay Ninh Xa Binh Minh
@ 10 0928623005 Thiy Kisu NG Khach 1 0938623005 H8 Chi Minh Quan 10 Phuéng 01
=] 1 0919963399 Vi Mai NG Khach 1 0919963399 An Giang Huyén Phi Tan(AG) Thi tréin Ph M§F
@ 12 0972490445 Minh Phugng NG Khach 1 0972499445 Khanh Hoa Thi k& Ninh Hoa Xa Ninh Léc
=] 13 0937822387 Hong Phuong NG Khach 1 0937822387 Dong Nai Huyén Tréng Bom X Hung Thinh
@ 14 0399296922 Ngoc Tran Ni Khch lé 0399296922 H5 Chi Minh Quan Binh Thanh Phuring 22
@ 15 | 0369814063 Vanh Tran Nit Khch lé 0369814063 Tign Giang Huyén Cho Gao X Dang Hung Phuc
@ 16 | 0788560322 Nhi Ky Pham Ni Khch lé 0788560322 Khanh Hoa Thanh phd Nha Trang Phuréng L Tho
@ 17 | 0948952651 To Ngoc Quyen Nit Khch lé 0948952651 CaMau Huyén Phi Tan(CM) ¥a Phii Tan
@ 18 | 0356813007 Ng Chinh Nir Khich lé 0356813007 An Giang Huyén An Phii Thi tréin Long Binh
@ 19 0906936036 Hoa Tran Nir Khich lé 0906936036 H5 Chi Minh Quan7 Phung Tén Thusn Bang
@ 20 | 0339749981 Sen Luu Nir Khich lé 0339749981 Nghé An Thanh phé Vinh X Nghi Phi
Displaying 1-20 of 268 records . 2 3 4 5 6 = =
Copyright © 2019 UPOS. All Rights Reserved @

1. Thém khach hang meéi
Ban ¢ thé thém thong tin khach hang méi bang 2 cach:
% CACH 1: Thém truc tiép trén hé théng UPos
9
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Bwéc 1: Trén trang Quan ly khach hang (menu Khach hang & Poi tac), nhan chon nit
Thém khéch hang

[E] QUAN LY KHACH HANG

© THEM KHACH HANG | £ NHAP KHACH HANG

Khach hang Nhom khach hang

Bwéc 2: Nhap thdng tin khach hang: M4 khéach hang va Sé dién thoai la duy nhat. Sau
d6, chon Nhém khach hang dé quan ly thdng tin khach hang theo nhém hiéu qua

(=] THEM KHACH HANG

= QUAN LY KHACH HANG 1= S0 CAI KHACH HANG
THEM KHACH HANG
Mé khédch hang *
Tén khéch hang *
Gigi tinh Nam Nir
Nhém khach hang *
Email
So dién thoai *

Dia chi *

Chinh sach gia
Tinh/Thanh ph& *
Quéan/Huyén/Thi xa *
Phutng/Xa/Thj trén *

THEM MO

Buwéc 3: Nhan nit Thém méi & duéi phan dién thong tin dé thém thong tin khach hang

maoi

Luwu y: Nhiing 6 ¢6 ddu * 13 thong tin bat budc nhap. Khong dugc bo tréng.

10
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2 CACH 2: Tai file excel danh sach khach hang Ién hé théng UPos (V&i cach nay ban
cd thé tao nhanh mét luc nhiéu théng tin khach hang)

Bwéc 1: Trén trang Quan ly khach hang (menu Khach hang & Déi tac), nhan chon nit
Nhép khach hang.

= QUAN LY KHACH HANG

/

©THEM KHACH HANG | X NHAP KHACH HANG |

Khéch hang Nhém khach hang

Ma khach hang/Tén khach hang/Sé dién thoai/Emai Select option v

Budéc 2: Tai mau file Excel ¢6 sin trén hé thong

Nhap khach hang

cha y:

- Tai xudng tép mau (customer_template.xlsx)

- Chi nhan file ¢6 dinh dan .xls, .xlsx

- Chi nhan file excel cé dung luong dudi 3MB

Chon file:

Choose File | Mo file chosen

TAI LEN

Buwéc 3: Bién day du théng tin khach hang vao file miu excel d3 tai

11
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Bwéc 4: Sau khi hoan tat bam luu file va quay lai hé théng nhan Chen tép dé chon file
va nhan TAI LEN. Hé théng sé tién hanh kiém tra va ty dong thém théng tin cac khach
hang theo dung dir liéu trong excel.

7

Luu y:

+ Vi 2 cot Ma khéch hang va Sé dién thoai can dinh dang lai trong excel néu dir ligu
c6s6 0 & dau. Vi du: “0912345678”, “0123123123”

+ Trong excel, voi nhitng dong khach hang cé trung Méa khach hang hoac khong cé ma
khach hang thi hé thdng s& khong thém vao, va thong bao cho ngudi dung chinh sta lai

dir lidu.

&

[2/ QUAN LY KHACH HANG Trang chi Quén I khch hang

X

Téi di liéu tir Excel that bai (2/10)
Déng 3: Ma khéch hang khong dugc dé tréng,

Dong 5: 0788560322 M khéch hang ¢ ton tai

© THEM KHACH HANG £ NHAP KHACH HANG

Khéch hang

Tinh/Thanh phé Quan/Huyén/Thi x& Phutng/Xa/Thi trén

M3 khach hang,/Tén khach hang/SG dién thoai/Emai

Select option v select option v Select option

Q Tim KIEM SRESET

QUAN LY KHACH HANG

ST Makhch hing Tén khich hang Gidi tinh Nhém khich hang Dién thoai Emall  Tinh/Thanh phd Quén/Huyén/Thi x& Phudng/X&/Thj trén

Hoat ddng
1 0383267707 M§ Ngoc Ding Nir Khach 1é 0383267707 Binh Duong Huyén D&u Tiéng Thi trén D3u Tigng D H
2 0856243839 Nguyén Thi Tram Nir Khach 1é 0856243839 Dk Lik Thanh ph8 Budn Ma Thudt Phuéng Khénh Xuén D H

2. Chinh sira thong tin khach hang

Budéc 1: Trén trang Quan ly khach hang (menu Khach hang & Pdi tac), nhan nit D
tai thong tin khach hang ban muén chinh sira.

12
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QUAN LY KHACH HANG

© THEM KHACH HANG

Khach hang

M3 khach hang/Tén khach hang/S4 di

QUAN LY KHACH HANG

[ STT Makhdchhang = Tén khich hang
O 1 0383267707 M§ Ngoc Bang
(m] 2 0856243839 Mguyén Thi Tram
(] 3 0913547172 Ha Duong

(] 4 0939699315 Thy Nguyén

4 NHAP KHACH HANG

Nhém khach hang

Select option -

Gigitinh  Nhém khach hang
N Khach lé
N Khach lé
N Khach 1&
N{ Khach 1&

Gidi tinh

Sele.. ¥

Dién thoai

0383267707

0856243839

0913547172

0939699315

Tinh/Thanh phd

Select option

Email

Tinh/Thanh phé

Binh Duong

Dk Lak

Phu Yén

C3n Tho

Trang chd

Quan/Huyén/Thi xa

Select option

Q TiM KIEM

Quén/Huyén/Thi xa

Huyén Dau Tiéng

Thanh phd Buén Ma Thudt

Thanh phd Tuy Hoa

Quén Ninh Kigu

Quan ly khach hang

Phuong/Xa/Thi tran

- Select option -

3 RESET

Xéa tit ca

Phudng/Xa/Thi tran Hoat déng

Phuéng Khén nﬂ
(2 « |
20

Thi tran Dau Tigng

Phudng 02

Phuéng An H&i

Budéc 2: Nhap thong tin khach hang ban can chinh sira va nhan chon ntt Cap nhat.

KHACH HANG SUA
M3 khach hang *
Tén khéch hang *
Nhém khéch hang *
Gidi tinh
Email
$4 dién thoai *

Diachi*

Chinh séch gia
Tinh/Thanh phé *
Quan/Huyén/Thi xa *

Phung/Xa/Thi trén *

0383267707

Mii Ngoc Bang

Khéch le
@ Nam O Nir
Email

0383267707

binh duong huyén dau ti€ng buu dién d5u ti€ng_tt dau tiéng

Select option

Binh Duong

Huyén D3u Tiéng

Thi trén D3u Tigng

CAP NHAT

13




fJUPos

3. Xo0a thong tin khach hang
Ban c6 thé x6a théng tin khach hang bang 2 cach:

# CACH 1: X0a I¢ tirng thong tin khach hang

Bwéc 1: Trén trang Quan ly khach hang (menu Khach hang & Déi tac), nhan nit ﬂ

tai vi tri théng tin khach hang ban mudn xda.

E QUAN LY KHACH HANG Trang chd Quén Iy khéch hang

©THEM KHACHHANG & NHAP KHACH HANG

Khach hang Nhom khach hang GiGi tinh Tinh/Thanh phé Quan/Huyén/Thi xa Phudng/Xa/Thi tran
M4 khach hang/Tén khéch hang/sa di Select option h Sele.. ¥ Select option v Select option v Select option
Q, TiM KIEM ‘G RESET
Xoda tat cd
[ STT MéEkhichhiang Tén khich hang Gigitinh  Nhém khach hang  Dién thoai Email =~ Tinh/Thanhph8  Quén/Huyén/Thi x& Phudng/X4/Thi trdn Hoat déng /
(] 1 0383267707 Mif Ngoc Ding N Khachlé 0383267707 Binh Duong Huyén D&u Tiéng Thi trén D&u Tiéng
[ 2 0856243839 Nguy&n Thi Tram N Khach1é 0856243839 D3k Lak Thanh phd Budn Ma Thudt ~ Phueng Khanh Xuan D u
0| 3 | 0913547172 Ha Duong N Khach & 0913547172 Phi Yén Thanh phd Tuy Hoa Phubng 02 DE
[ 4 0939699315 Thy Nguyén N Khach & 0939699315 C3nTha Quén Ninh Kigu Phudng An Hoi \j u

Bwéc 2: Hé thong sé& hién thi 1 bang xac nhan ban c6 chac mudn x6a thdng tin khach

hang ban da chon

khachhang.upos.vn says ‘

Budc 3: Nhan nit Ok thi hé théng s& xda khach hang ban da chon

Ban c6 chac chin mudn x6a khéng?

Néu ban nhan chon nit Cancel thi bang xac nhan s& dong va quay vé trang Quan ly
khach hang. Thong tin khach hang ban da chon s& khéng bi x0a.

14
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# CACH 2: X6a nhiéu théng tin khach hang cuing lic

Buwéc 1: Trén trang Quan ly khach hang (menu Khach hang & Péi tac), chon vao dau

tick (v) ¢ phia trai danh sach nhiing khach hang ban muén xéa

E QUAN LY KHACH HANG Trang chii Quan Iy khéch hang

© THEM KHACH HANG X NHAP KHACH HANG

Khach hang Nhém khach hang Gidi tinh Tinh/Thanh ph& Quén/Huyén/Thi xa Phuong/Xa/Thi trdn

Ma khach hang/Tén khach hang/sé dir Select option M Sele.. ¥ Select option M Select option h Select option v
Q. TiM KIEM G RESET

Xoa tat ca

[l sTT Mikhichhang Ténkhdch hang Gigitinh Nhém khachhang  Bién thoai Email = Tinh/Thanhphé  Quéan/Huyén/Thi xa Phuéng/X&/Thi trdn Hoat déng
|_.1 1 0383267707 Mi Ngoc D3ng N Khachlé 0383267707 Binh Duong Huyén Dau Tiéng Thi tran D3u Tiéng Dﬂ
@ | 2 0856243839 Nguyén Thj Trém Nii Khach & 0856243839 Dk Lak Thanh phd Budn Ma Thugt ~ Phuéng khanh Xun DH
@ | 3 0913547172 Ha Duong NiF Khach 1& 0913547172 Phi Yén Thanh ph& Tuy Hda Phuéng 02 D ﬂ
W | 4 | 0939699315 Thy Nguyén Nif Khachlé 0939699315 Can Tho Quén Ninh Kigu Phudng An Hdi D ﬂ
O 5 | 0377688192 Bale Ng Bale Ng M Khachlé 0377688192 H& Chi Minh Huyén Hoc Mén Thi tran Héc Man Dﬂ
o 6 0372654883 Ngoc Anh N Khachlé 0372654883 Vinh Long Huyén Mang Thit %8 Tan An Hoi \j ﬂ

Budéc 2: Nhan chon nit Xoa tat ca ¢ goc phai danh sach Quan ly khach hang

Bwéc 3: Hé thong sé& hién thi 1 bang xac nhan ban c6 chac mudn x6a théng tin cac khach
hang ban da chon

khachhang.upos.vn says ‘

Buwéc 4: Nhan chon vao nit Ok thi hé thdng s& x6a thong tin nhitng khach hang ban da

Ban c6 chac chin mudn x6a khéng?

chon

Néu ban nhan chon nit Cancel thi bang xac nhan s& dong va quay vé trang Quan ly
khach hang. Va nhitng khach hang sé¢ khéng bi xoa.
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111. Phan Quyén

A.  Vai tro nguoi dung
UPOS cho phép chu tai khoan phan quyén cho nhiéu nguoi ding ciing quan 1y tai khoan
dua trén vai tro céng viéc. Moi ngudi diing khac nhau s& dugc gigi han cac chirc ning
duoc phép sir dung khac nhau.
Cac module (chirc ning) chi duoc thém boi nha phat trién phan mém.

Trén menu: Phan quyén >> chon Vai tré ngudi ding

E VAI TRO NGUG| DUNG Trang chu Vai tro ngudi ding

© THEM VAI TRO NGUDI DUNG

STT Tén nhém admin Ghi cha Hoat déng

1 Quan Iy cira hang Quan Iy cira hang ‘_|n

2 Nhan bén hang Nhén vién b&n hang va xi Ij don hang ‘_|=

3 Nhan vién kho Nhan vién kho ‘_|n
1. Thém vai tro ngwoi dung

Bwéc 1: Nhan nit Thém vai tro ngudi dung (Phan quyén >> chon Vai tro nguoi
dung)

Bwéc 2: Nhap Tén nhém admin va Ghi chi (néu co)

Buéc 3: Chon céc chire nang can phan quyén cho vai trd ngudi ding nay

- Khéng phan quyén: Ngudi ding s& khdng thay duoc chie nang ndy trén menu

- Quyén xem: Trén menu c6 chirc ning nay nhung ngudi dung chi dugc phép xem khéng
duoc quyén chinh sta

- Quyén xem va sia: Trén menu c6 chic ning nay va ngudi ding c6 moi quyén thém,

X0a, sua
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888 {:}
Z] THEM VAI TRO NGUOI DUNG Trang chi Thém vai trd nguai ding
1= VAI TRO NGUJI DUNG
THEM VAI TRO NGUQI DUNG
Chi tigt vai trd “Ten nhGm admin Tén nhom admin
cho phép phan quy&n han chi tiét ca vai tro
Ghi cha
4
Phan quyén chi tiét
Cho phép phan quyen han chi tiét ciia vai trd di vai dir liew
San phdm Khach hang & Déi tac Nhap hang
Danh myc Khong phan quyén - Nhom khdch hang Khang phan quyén v Bang gid nhap hang Khéng phan quyén v
Sdn pham Khng phan quyén v Khéch hang Khong phan quyén v Nhap hang khong phan quyén .
Donvi Khong phan quyen M Nha cung c8p Khong phan quyen v
Xudt don hang Quén Iy giac hang Kho hang
denhang Khang phan quyén v Quan ly gia hang Khang phan quyen M Sén pham ton kho Khéng phan quyén v
Bén hang tai clra hang Khéng phan quyén - Lén don hang loat Khéng phan quyén v Chuyén kho Khing phén quyan -
Quanly coOD Khang phan quyén v Kho hang Khong phan quyén v
Cén trir COD Khong phan quyén v
Bao céo Mang xa hdi San TMDT
Bao céo ko Kneng phan quyen v KEt ngi facebook Khong phan quyen v Shopee Kheng phan quyEn v
Bdo céo ban hang Khang phan quyen M Livestream Khang phan guyan v sendo Khéng phan quyan M
B30 cdo nhap hang Khang phan quyén Lazada Khéng phan quyén v
Phan quyén Théng tin chung
Phan quyén ngudi ding Khong phan quyén - Céuhinh cla hang Khang phan quyén
Vai tré ngudi diing Khong phén quyen . Ngudn don hang Khing phén quyén .
S6 dia chi Khong phan quyén v
THEM MG1

Bwéc 4: Cudi cling nhan chon nit Thém méi dé hoan tat thém vai trd ngudi ding

Luu v: Nhitng 6 c6 ddu * 1 théng tin bat budc nhap. Khong dugc bo trong.

2. Chinh stra vai tro nguwoi dung

Buéc 1: Chon vai tré nguoi diing ma ban muén chinh stra (Phan quyén >> chon Vai

tro ngwoi dung) va nhan nat D
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[E]VvAI TRO NGUOI DUNG Trang chi

Vai trd nguéi dung
© THEM VAI TRO NGUDI DUNG

VAI TRO NGUOI DUNG

STT Tén nhém admin Ghi chi \ Hoat déng
1 Quén Iy cira hang Quén Iy eira hang

Nhan vién ban hang va x(r Iy don hang DE
Cdp nhat
Nhan vién kho D

2 Nhan bédn hang

3 Nhan vién kho

Budéc 2: Biéu chinh c4c chirc nang ban mubn chinh sira
Budéc 3: Cubi ciing nhan chon nit Cap nhit.
3. Xéa vai tro nguwoi dung
Bwéc 1: Chon vai trd ngudi dung ma ban mudn x6a (Phan quyén >> chon Vai trd

nguoi dung) va nhan chon nat 8 |

£ VAI TRO NGUDI DUNG

Trang chi Vai tro nguai ding

© THEM VAI TRO NGUOI DUNG

VAI TRO NGUJI DUNG

sTT Tén nhém admin Ghi chi Hoat déng /
1 Quan Iy cia hang Quan ly cira hang D
Nhan vién ban hang va xir Iy don hang DH
Nhan vién kho D E

2 Nhan ban hang

3 Nhan vién kho

Bwéc 2: Hé thong s& hién thi 1 bang xac nhan ban c6 chac mudn x6a vai trd nguoi dung
ban da chon

khachhang.upos.vn says ‘

Buwéc 3: Nhan chon vao nit Ok thi hé théng s& thuc hién x6a vai tro nguoi ding ban da
chon

Ban cé ch3c chdn mudn xéa khéng?
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Néu ban nhan chon nit Cancel thi bang xac nhan s& dong va quay vé trang Vai trd nguoi
dung. Va Vai tro ngudi dung ban da chon sé khong bi xoa.

B.  Quan ly ngwoi dung

Trén menu Phan quyén >> chon Quan Iy nguoi diing

[E] QUAN LY NGUOI DUNG Trang chi Quén Iy ngusi ding

© THEM NGUGI DUNG

Nhén vién Vai tro Trang thai
Tim ki€m theo email hodc dién thoai t Select option - Select option v Q_ TiM KIEM
o
© T —S—
STT Tén nhan vién Dién thoai Email Loai ngudi diing Trang thai Hoat ddng

1 Tran Thi Kim Qué 0936647548 quetran0304 Nhan ban hang Dang lam viéc Dﬂ

2 Nguyén Van Tai 0972001722 thainguyen_demo@jtexpress.vn Quan Iy cira hang Dang lam viéc Ijﬂ

3 Huynh Quéc Tudn 0909175994 demo@jtexpress.vn Quan Iy cira hang Dang lam vigc Ijﬂ

Displaying 1 - 3 of 3 records

1. Thém nguwoi dung
Budéc 1: Nhan nit Thém ngwoi ding (menu Phan quyén >> chon Quan Iy nguoi
dung)
Buwéc 2: Nhap céc thong tin nhan vién/ nguoi dung va chon vai tro cdng viéc cua nhan

Vién
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[ THEM NGUOI DUNG

i= QUAN LY NGUOI DUNG

Chi ti&t nhan vién
Théng tin chi tiét clia nhan vién dé phuc
vu cho viéc quan ly sau nay.

Vai tréd nhan vién
Cho phép phan quyén han cia nhan vién cho &t ca
chi nhanh.

*Tén nhén vién

Tran van Nam

0972851231

Trang chd Thém nguéi dung

*Tén ding nhap tranvannam

* Dién thoai * Mat khau
Pia chi 157 Tran Van Dang, Tan Bil “Nhaplaimatkhau T
Moy sinh 2010-03-04 Luuy -Cé iiéﬁél’finﬁatéi’kf rL: )
gay - Chira it nh&t 07 ky tur 6, 07 ky tur
chifva 01 ky tu ddc biét.
Gigitinh € Nam Nir
Ghi chd
P
Chon val trd Quan ly cira hang x ¥
Chi ti€t phan quy&n nhan vién
SsTT Vai trd
1 Quan Iy cira hang a
THEM M1

Budéc 3: Cudi cling nhan vao nit Thém méi bén dudi phan dién thong tin.

Luu ¥: Nhitng 6 ¢6 dau * 14 thdng tin bat bugc nhap. Khéng duoc bo trong.

2. Chinh sira thong tin ngwoi dung

Bwéc 1: Chon vao théng tin ngwdi dung (menu Phan quyén >> chon Quan Iy nguoi

diing) ban mudn chinh sira va nhan nat []

Bwéc 2: Cap nhat thong tin ngudi duing ma ban can chinh sta (Chi tiét, Phan quyén,

Doi mat khau,...)
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e!

E CHiNH SUA NGU‘Gl DUNG Trang chi Chinh sira ngudi diing
Pl ~—
demo@ijtexpress.vn Kl
& Béng digu khién Thong tin - Huynh Quéc Tuan

© sinpin

Huynh Qudc Tudn
& D6i méat khau

* Tén nhan vién
1@ Khéch hang & DGi tac
0909175994

& Phan quyén *Pién thoai
© Quan Iy don hang
® Quén Iy giao hang pia chi Quan 2 - Ho Chi Minh
® Quin Iy nh@p hang Ngéy sinh 1984-08-10
£ Quan ly kho Gidi tinh © Nam Nir

4 Béo cao “Tén dang nhp demo@ijtexpress.vn

f Kenh ban hang

Ghi chd
#% Phan quyén
.
P
= Vai trd ngudi ding
= Danh sach module Trang thai Dang lam viéc x v
£} Théng tin chung -

Copyright © 2019 UPQS. All Rights Reserved ¥

Buwéc 3: Nhan chon nit Cap Nhat dé hoan tat chinh stra thong tin nguoi ding.

3. Nguwoi dung da nghi viéc

Luwu ¥: Ban khong thé xda tén ngudi ding trén hé thdng. Khi nhan nat n & vi tri tén

ngudi dung nao thi vi tri d6 sé thay doi trang thai Pang lam viéc thanh Pa nghi viéc.
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S§TT Tén nhan vién Dién thoai
1 Tran Thi Kim Qué 0936647548
2 Nguy&n Van Tai 0972001722
3 Huynh Qudc Tuén 0909175994

STT Tén nhén vién Bién thoai
1 Trén Thj Kim Qué 0936647548
2 Nguyén Van Tai 0972001722
3 Huynh Quac Tudn 0909175994

Email

quetran0304

thainguyen_demo@ijtexpress.vn

demo@jtexpress.vn

Email

quetran0304

thainguyen_demo@jtexpress.vn

demo@jtexpress.vn

Loai ngu@i ding

Nhan bén hang

Quén Iy cira hang

Quén Iy ctra hang

Loai ngudi diing

Nhan ban hang

Quén Iy clra hang

Quén Iy clra hang

Trang thai Hoat dong

Dang lam viéc n

Dang lam viéc n

Dang lam viéc n

Trang thai Hoat dong

Dang lam viéc n
&
Pang lam viéc n

IV. Thoéng tin chung

A.  Cau hinh cira hang

Chtrc nang Cau hinh ctra hang gilp ngudi ban hang tuy chinh cac cai dat trong tai khoan

quan ly ban hang trén hé thong UPos, ban c6 thé chinh sira thong tin Cau hinh cira hang

khi ¢6 nhu ciu.

Trén menu Théng tin chung >> chon Cau hinh cira hang
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1. Hang hoa

[£] CAU HINH CUA HANG

Hang hoa Khach hang / Déi tac Giao dich Théng tin cira hang

Hang hda co thude tinh:

Hang hda cé don vi:

Hang hda co han st dung:
Hang héa nhap gia san pham:
Hang héa co bao hanh:

Hang hda cé bén si:

AlAAAAA

Bang gia nhap hang:

S3 lrong ton cénh béo: 10

*®
4

CAP NHAT

Trang chu

2. Khach hang & Péi tac

= CAU HINH CUA HANG
Hang héa Khach hang / D6i tac Giao dich Théng tin clra hang

Chinh séch gia cla d6i tic

Tich diém cho dai tac

AR

G email cho déi tac

CAP NHAT

Trang chul

3. Giao dich

=] CAU HINH CUA HANG
Hang hoa Khach hang / di tac Giao dich Théng tin cira hang

D4t hang van chuyén

Khuy&n méi d4t hang

ol B,

Giam gia dat hang
Don hang am

CAP NHAT

Trang chu
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4, Thoéng tin ctra hang

[£] CAU HINH cUA HANG e —

Hang héa Khach hang / Ddi tac Giao dich Théng tin clra hang

Tén clra hang eShop 24Gi0 Co., Lid

Bia chi clia hang 199 Bién Bién Pha

Email cira hang tuan.huynh@ijtexpress.vn

™ Dién thoai cla hang e
. 2 - : 0213201312
Luu ¥ dnh khong virot quéd 2MB ‘

Tinh/Thanh phd H& Chi Minh

Upload Image x
Quén/Huyén/Thi x& Quan2 .
Phudang/X&/Thi trén Phung An Phi .

Ma khach hang Vip LC00001114

CAP NHAT

B.  Quan Iy nguon don hang
Tinh ning Quan Iy ngudn don hang cho phép ngudi ban hang quan ly san pham tir moi
kénh ban hang khac nhau ma ban sir dung (VD nhu: Ban tai cira hang, Facebook,
Livestsream, San thwong mai dién t: Shopee, Tiki, Sendo,...)

Trén menu Thang tin chung >> chon Quan 1y ngudn don hang
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= QUAN LY NGUON DON HANG Trang chi Quén Iy ngudn don hing
© TAO NGUDN BON HANG i= DANH SACH NGUON DON HANG
STT Tén nguén don hang Vi tri hién thj Trang thai Hoat déng
1 Facebook 3 () n ﬂ
2 Shopee 2 () n ﬂ
3 Clrahang 1 [ @) n ﬂ
4 Tiki 4 [ @) n ﬂ
5 zalo 5 () n ﬂ
6 Website 6 () n ﬂ
7 Sendo 7 () n ﬂ
8 Zalada g () n ﬂ
Displaying 1 - 8 of 8 records

1.  Thémngudn don hang méi
Bwéc 1: Nhan chon n(it Tao nguén don hang (menu Thong tin chung >> Quan ly

ngudn don hang)

Bwéc 2: Nhap Tén ngudn don hang va Vi tri hién thij (chi cho phép nhap sd)

(2] TAO NGUON DON HANG Trang chi Tao ngudn don hang
i= QUAN LY NGUON BON HANG ~ i=DANH SACH NGUON BON HANG
Tén ngudn don hang Tén ngudn don hang
Vi tri hién thi Vi tri hién thi
Luu

Bwéc 3: Nhan chon nit LU'U bén dudi phan dién thong tin dé hoan tat tao nguén don

hang mai
2. Chinh sira nguon don hang da tao

Bwéc 1: Chon ngudn don hang ban muén chinh stra va nhan chon nat n
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Bwéc 2: Nhap thdng tin ban mudn chinh sta

El SUA NGUBN PON HANG Trang chi Sira ngudn don hang

© TAO NGUOGN DON HANG = DANH SACH NGUON DON HANG

SUPA NGUON DON HANG
Tén nguén don hang Facebook
Vi tri hign thi 3

Luu

Bwéc 3: Nhan chon nit Lwu bén dudi phan dién théng tin dé hoan tat thao tac chinh sta

ngudn don hang
3. Xoéangudn don hang da tao
Buéc 1: Chon ngudn don hang ban muén x6a va nhan nit a

Bwéc 2: Hé thong sé& hién thi 1 bang xac nhan ban c6 chac mudn x6a ngudn don hang da
chon

khachhang.upos.vn says |

Ban cé chic chin mudn xda
khéng?

Bwéc 3: Nhan chon vao nit Ok thi hé théng sé& thuc hién x6a ngudn don hang ban da
chon

Néu ban nhan chon nat Cancel thi bang xac nhan s& dong va quay vé trang Nguon don

hang. Va nguén don hang ban di chon s& khdng bi xda.
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C. Sodiachi

Mot cira hang c6 thé c6 nhiéu dia chi ¢ nhiéu chi nhanh khéc nhau, vi thé chitic nang s6

dia chi cho phép cira hang quan Iy tat ca thong tin cac dia chi caa minh.

Trén menu Théng tin chung >> chon Sé dia chi

[£] SO DIA CHI

Thém dia chi mdi

TRuoNG HONG PHONG

Dia chi: 555 Kha Van Can, p Linh Béng, Thir Dirc,
TPHCM

Dién thoai: 0303030201

TR&EN THi KIM QUE @ Bia chi mac dinh

Dia chi : 199 dién bi&n pht, phudng 15, quén Binh thanh,
H& Chi Minh

Dien thoai: 0973533994

Trangchd  Sd dia chi

Chinh stra

Chinh stra

1. Thém dia chi méi

Buwéc 1: Nhan vao Thém dia chi méi (menu Théng tin chung >> chon Sé dia chi)

Bwéc 2: Nhap céc thong tin vé s6 dia chi mai (Nhan vao dau tick (v') dé chon lam dia chi

mic dinh néu ban mudn)

i= QUAN LY SO DIA CHI

THEM $0 DIA CHI

Ho va tén* Nguyen Van Tdi
Email nguyenvantoi@gmail.com
S8 dién thoai* 0908070605
Tinh/Thanh pha* H& Chi Minh x
Quéan/Huyén/Thi xa* Huyén C Chi x T
Phudéng/Xa/Thi tran* X& An Nhon Tay x ¥
Dia chi* X& An Nhon Tay. huyén CU Chi, TPHCM

[ sirdung dia chi nay 1am méc dinh

THEM Md1

[E] THEM SO DIA CHI Trang chi

Thém sé dia chi

Bwéc 3: Nhan chon vao nit Thém méi bén dudi phan dién thong tin.
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Luu y: Nhitng 6 ¢6 dau * 1a thong tin bat budc nhap. Khong dugc bo tréng.

2. Chinh sira so dia chi
Buéc 1: Chon s6 dia chi ma ban muén va nhan vao nat Chinh sira

Bwéc 2: Nhap théng tin s6 dia chi ma ban can chinh stra

[£] SUA SO DIA CHi

= QUAN LY SO DIA CHI
sUrA SO DIA CHI
Ho va tén*:
Email:
S6 dién thoai*:
Tinh/Thanh phd*:
Quan/Huyén/Thi xa*:
Phudng/Xa/Thi tran*:

Dia chi*:

Tran Thi Kim Qué

0973533994

HO Chi Minh

Quan Binh Thanh

Phudng 15

199 dién bién phd, phudng 15, quan Binh thanh, H8 Chi Minh

Sir dung dia chi nay lam méc dinh

CHiNH SUA

Trang chu

*

Sira so dia chi

Bwéc 3: Nhan chon nit Chinh sira bén dudi phan dién thong tin.

Quay vé dau trang

The End — Thanks For Your Watching.
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