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HUONG DAN SU DUNG PHAN MEM QUAN LY TAI LIEU GXD
|. THAY POI CACH LAM VIEC
1. Ban c6 thé sir dung phan mém Quan ly tai liéu GXD vao viéc gi?

- Tra ctru hé théng cc van ban vé Luat, Nghi dinh, Thong tu quy dinh, hudng
dan vé dau tu xdy dung, quan 1y du an, ddu thau, quan 1y chi phi, quan Iy chat
luong, an toan lao dong, hop dong, thanh quyét toan va twong lai 1a cac linh vuc
khac...

- Quan Iy tai liéu c4 nhan. Vi du: Toi dung dé quan 1y cac file tai liéu giang
day (bai tap, slide, bai giang, gido trinh...), quan 1y céc file tai liéu 1am tu vén.
Ban c6 thé dung quan 1y hé thong file ngay cang nhiéu trong may tinh, dén mot
ngay ban sé& thay loi ich to 16n cta viéc ndy.

- St dung phan mém Quan Iy tai liéu GXD dé quan 1y tai liéu cua riéng timg
cong trinh, ting du 4n ma ban tham gia. Hang ngan dén ca traim ngan file ban v&,
hd so, tai lidu... bay gio s& dugce quan Iy khoa hoc hon, tim kiém dé dang, nhanh
chong, tiét kiém thoi gian, do (rc ché.

- St dung cac biéu miu do GXD suu tim, bién soan cung cap trong phan mém
dé thyc hién cong viéc hang ngay tai cong trinh cac du an xay dung.

- Tham khao cac quy trinh thyc hién cong viéc, quy trinh quan 1y du an xay
dung cung cap theo phan mém dé tmg dung vao cong viéc.

- .V.V. va rat nhiéu tmg dung sing tao nita.

2. Phian mém Quan Iy tai liéu dw An GXD sé thay d6i cach 1am viéc nhw nao?

C6 phan mém Quan 1y tai liéu du an GXD quan 1y tai liéu dy 4n xay dung
ban sé& thay d6i cach lam viéc véi may tinh.

Budi sang, ban md may tinh, mé file Quanlytailieu.xlsm trén Desktop. Tim
tai liéu dang lam dé va bam vao Mo file lam tiép. Ban ciing c6 thé kiém tra xem
GXD c6 cap nhat cho ban Nghi dinh, Thong tu hay tai liéu nao méi khong!

Trong ngay, néu 1am ra thém file tai liéu ndo, ban tha vao thu muc chira tai
lidu, r6i trong phan mém QLTL GXD ban thém thong tin file d6 vao file Excel
b'img 1énh Kiém tra tai liéu.

Cudi ngay, ban thém cac thong tin thudc tinh (properties) thém cho file tai
lidu (file ma ban lam ra, nhan duoc tir email, tai tir web xubng...) vao file Excel
quan 1y tai li¢u cua ban sau do luu lai, tat may va nghi ngoi.

Bt ky khi nao can tim tai liéu gi cua du an, ban lai ra Desktop, mo file
Quanlytailieu.xlsm.



Ban c6 thé nhan ban file nay ra, doi tén tiy y dé quan 1y cac chu dé tai lidu
khac nhau. Vi du: Dau tu xay dung, Bt dong san, K& toan tai chinh, Lao dong
tién luong...

> Uu diém khi vrng dung tot phan mém Qudn Iy tai liéu

- Giam chi phi do ning suét cao hon, tiét kiém thoi gian hon.

- Quan 1y dy an chuyén nghiép hon va tiém can qudc té: T6 chtic va quan 1y
tai liéu dudi dang cay thu muc.

- Lau dai sé& sip xép luong file ngay cang nhiéu trong may tinh tré nén gon
gang hon, khong bo sot cac file tai liéu quy ¢ trong thu muc qua sau kin.

- Tim kiém va tra ctru van ban tai liéu nhanh gon.

- Tiét kiém thoi gian.

- Cong tac lam viéc, an toan dir li¢u, kiém soat rui ro.

- Tam ly lam viéc cling dugc cai thién, vui tuoi hon.
Il. CAI PAT PHAN MEM QUAN LY TAI LIEU GXD

Néu trong qua trinh cai dit va sir dung ma phan mém bso 16i hoic vin
hanh khéng nhw y mudn thi ban kich tai diy (Giir Ctrl va kich chudt trai)

Pau tién dé c6 thé sir dung phan mém Quan 1y tai liéu GXD ban can cai phan
mém vao may tinh.

1. Yéu ciu ban chuin bi may tinh

- Can c6 Microsoft Office trong may ctia ban. Phan mém QLTL 1ap trinh chay
trén Excel nén b Office phai cai thanh phan Excel. R4t may la da sb méy tinh
déu c6 Excel, ban chu v 1a sir dung Windows + Office ban quyén thi phan mém
s€ muot ma hon, it 101.
Trinh duyé¢t Chrome, Firefox hodc Céc cbe.
Chrome, Acrobat Reader (hodc phan mém doc file Pdf bat ky).

Cac phén mém doc file Word, Excel, PowerPoint, AutoCad, Revit (néu co).

Phan mém chup anh man hinh: ShareX, Snaglt, LigthShot. .. dé khi can trao
d6i vé cach sir dung hodc xtr 1y 16i nao d6 ctia phan mém thi chup va mo ta, gui
di cho nhanh va nét.
2. Tai b cai phan mém Quan ly tai liéu GXD

Hién tai phan mém Quan 1y tai liéu GXD dugc dé trong 1 file nén gdm ca
file chuong trinh va file tai li¢u. Ban chi viéc tai file vé giai nén ra la chay.

Link tai tai day: https://giaxaydung.vn/forums/phan-mem-quan-ly-tai-lieu-
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https://giaxaydung.vn/forums/phan-mem-quan-ly-tai-lieu-xay-dung-gxd-qltl.401/

xay-dung-gxd-qlt].401

Phan mém QLTL s& sém c6 bd cai nho gon dé cai cac file chay chuong trinh
rat nhanh va don gian, con tai liéu va dit liéu khi ban can thi s& tai vé.
3. Giai nén phan mém

Ban luu ¥ giai nén ra thu muc co tén tiéng Viét khong dau, tot nhét 13
D:\QLTL GXD hoic D:\Dropbox\QLTL GXD. Néu ban giai nén vao thu muc
c6 tén tiéng Viét c6 dau thi sé bao 18i khong chay dwoe.

View Open
I cut B x I Sha'ewfthza_m B open = [ selectan
.| Copy path « g TrIOTIIELE Edit Select none
L M C Delet: i
P] Paste shortcut tg\ie tzp-y e'e € g ECEET= i £ History DD Invert selection
Organize g Bxtract Here Open Select
B Extract to QLTL-GXD\
PC » LUUTRU(D:) »
~ | %% Send with Transfer...
~ [ MName Type Size
1= Share
Du An GXD Open with... File folder
Du toan GXD . . File folder
Restore previous versions
Du toan GXD 11 File folder
Du thau GXD T File folder
DutoanGXD-CP Cut File folder
Hachtoan GXD Copy File folder
QLCL GXD = > File folder
1t rtcut
QLCLGXD reate shorted File folder
OLDA GXD Delete File folder
Quyet toan GXD s File folder
Translate GXD Properties File folder
1 QLTL-GXD.rar vt e WinRAR archive 305,496 KB

Sau khi copy File nén vao trong may tinh, kich chudt phai va chon Extract
Here dé giai nén.
4. Pt 16i tat mé phan mém

Chéng han ban giai nén thu muc chura tai li€u va phé‘m mém vao 6 D, vi du:
D:\QLTL GXD. Ban nhan ban dé tao ra nhiéu file Quanlytailieu.xIsm (c6 thé copy
hodic mo ra roi Save as va dit cac tén file tuy ¥ theo chu dé tai lidu can quan 1y:
QuanlyDuAn1 .xlsm, QuanlyDuAn2.xIsm, QuanlyCongtrinh1.xIsm...).

Gid ban thiét 1ap 16i tat mo céc file trén gidng nhu trudng phai bong da nhanh
1 cham nhu sau:
4.1. Pat16i tit thong minh SmartStart

Ban chi viéc kich phai vao file roi chon Add items with SmartStart. Thé 1a tur
bay gio tr¢ di, dé mé file tai liéu ban chi viée kich vao biéu tuong mau vang
SmartStart & khay hé thong, roi kich vao file quan 1y tai liéu can mé ra la xong.
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Name - Date modified Type Size

QuanlyHopdong 5/06/2020 4:03 PM File folder

QuanlyRuiro Open

QuanlyTiendo New

ThamKhao Print
| Danhmucvanban.csv @ Add .ten&w.m SmartStart Excel Co... 90 KB
%) GDocmanager.dil S—oprmTwTTSTTE n extens.. 3442 KB
[] GDocmanager64.dil % Open with Code n extens.. 4343 KB
| GMselectexe 7-Zip > 3.147 KB
GRibbon.xiam CRC SHA > [xcel Ad 175 K8
@ HDSD-QLTL-GXD.docx & Edit with Notepad++ Nord D.. 10.625 KB
& Hotro-GXD-Teamviews.e n 5.200 KB
Y| ListMyFiles.ini < SR TS on setti.. 1KB
&1 ListRecentFiles.ini [ Scan with Windows Defender.. on setti... 0KB
] Mau_QLCTIxIsx |2 Share [Excel W... 37 KB
i QLTL_copy_01xism Open with, Fx(e\ M, 105 KB
5 QUTL copy_02xism ¥ Thém vao tap tin nén.. Excel M. 105 kB
7 QLTL_copy_03xism B8 Them vao “QUTL copy O.rar” Excel M. 147 KB
5 QUTL copy_04xism BY Nénva email Excel M. 105 kB
E QuanlyDuAnA.xism u Nén vao "QLTL_copy_01.rar" va email Excel M... 129 KB
B3 QuanlyDuAnB.xism T Excel M. 105 KB
B5 Quaniytailieuxism Excel M... 109 KB
i} QuanlyVanBan-DuAn s Sad® > el 128 kB
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- Ban kich phai vao file Quanlytailieu.xIsm chang han, roi chon dé Shortcut ra

Desktop nhu trong hinh.

- Hang ngay lam viéc, bat ky khi nao can tim tai liéu, chi viéc ra man hinh

Desktop mé file 1a tim duogc.

T

© upload with ShareX
»{ Open with Code

Dropbox > 7 Cong vi

e Size

e folder
e folder
e folder

e folder

e folder

1 (Kieh phéx

e folder

e folder
e folder

e folder

b faldag

Danhmucvanban.c

N
Al

g7 GRibbonxlam

| HDSD-QLTL-GXD.
&) Hotro-GXD-idc48
& LstCheckini /

% Quanlytailieuxism

Nén va email...

Scan with Windows De

Name
7-Zip
@ AntoanLaodong
CRC SHA
e FDI [3, o
@ GiaotrinhTailieu R
©  Scan virus with Bkav Home
@ Luat
QuanlyChatluong | %# Share...
@ QuanlyChiphi Send with Transfer...
QuanlyDauthau Copy Dropbox link
@ QuanlyDuAn Version History
@ QuanlyHopdong View on Dropbox.com
@ QuanlyRuiro View Comments
@ QuanlyTiendo Open in Dropbox
@ ThamKhao

aj GDocmanager.dll Share
u] GDocmanager64.c 2l
Thém y&0 tap tin nén

m vao "Quanlytailieu.rar”

Nén vao "Quanlytailieu.rar” va email

Restore previous versions

"o +2./5hen tpo LT B4R

Compressed (zipped) folder

B Desktop (ireate shortcut)

&4 Faxrecipient
‘| Mail recipient
o ShareX
G TeamViewer
‘ ﬁ WinSCP (for upload)

@ | version.ini Send to

>| =x 9 (\Theanh-pc) (Z)

I




l
2 Kichjvao day dé mé QLTL GXD

DUENIGXPA - Revit 2019 = Quyettoan  QLCLGXD  Dutoan GXD Duthau GXD Quanlytailie...
GXD - Shortcut

1 Kich vao day dé hién
Desktop

_ PR 312 PM
ireX - Im... o ShareX - Im... \o ShareX - Im... XI] Quanlytailie.. N %3 7 d) & %% ENG 11J/OS/2020 E?.

5. Chu y khi cai phin mém

- Phan mém chay trén moi truong Windows + Excel. Ban can dam bao 1a moi
truong tbt dé phﬁn mém c6 thé chay tot. Néu gap truc trac, co thé ban phai cai lai
bo Office hodc thay bo cai khéc tot hon. Ching t6i chay trén Office 2016 va rat
muot ma, nhiéu dong nghiép di chay trén Office 2010 hodc 2013 ciing tét.

- File phan mém la Excel, vi viy ngoai cac 1énh & chirc ning lap trinh thém
ctia phan mém, moi chirc nang + ham + cong thuc cua Excel ban sir dung dé loc,
xur Iy dir 1iéu, tinh toén... binh thuong.

- Giai nén thu muc chura file chay chuong trinh vao thu muc dat tén khong cé
dau tiéng Viét hoic dat tén bang tiéng Anh.

- Phan mém dang phat trién nhanh, cap nhat nhiéu cac chirc ning hay. Ban can
cap nhat thong tin thuong xuyén tir giaxaydung.vn ¢6 muc vé phan mém QLTL.

6. Sira dwong din néu khong hién Danh sich cip nhat khi mé phan mém

Trong Tab Quan 1y tai liéu ban kich chon Thay d6i dudng dan. Sau d6 chon
duong dan dén Folder chira phan mém.
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Thigtld Thaydéi |Capnhat  Tro
tity chod dung din | dirlicu  gitp~ Browse x
1 2 3 ~
“« PR N ~ @ | Search LUUTRU (D; o
ca - F3 nha nudc.
Organize « New fold = @
A 8 = H ] 1 L M [~
= T Tp "
h This PC i GXD)
2 3 30 Objects i
3 Lihwe ot 3 P esice n Ghichi [, | Drhi
[5] Documents
QuanlyHopdong | 102020/TT-BTC| ¥ Downloads Lfile
4 b Music File folder
L =] Pict )
QuanlyChiphi  68/2019/ND-CP = e Filefolder ) e M& file
5 B Videos File folder
s, Local Disk (C2) oLDA Bxp File folder
QuanlyChiphi 092019 TT-BXD| | Ry py QLTL 6XD File folder [ file M6 file it
6 . DATA(E) Quyet toan GXD File folder
Translate GXD File folder v R
Luat 39/2019/QH14 - SEWPR) . Lie M6 file
7
Folder nata: [anao |
/1 12020/ -
. QuanilyHopdong | 11/2020/NB-CP ol - concel Ltile
T3P G e iy Toaf 5P aat he thong Ky gt
e . céng trinh ban hanh kem theo Théng tu s N . . N . .
uanlyChiphi 102019/ TT-BXD & ™ e ! Théngtw = B Xaydgng 26/122019 15022020  M& file M6 file DI 6]
Quanly Chip 10/2019/TT-BXD ngay 26/12/2019 cia B§ Xay e v 2y dumg
9 dung .
Tap dinh mirc dir todn 1p d5t may va thiét bi
o hinhi | 1010 v, SO0 12hé ban hirnh kém theo Théng t s& ThAns iy RA Vax e 2A/17/7010 19022070 KAZ file, M file. Dt -
v Danh muc van ban QL chiphi | cpk | cpTv BieuMau | Danhmucc ... @ f v

Sau khi chon ding dudng dan, ban Kich vao cdp nhat dir liéu dé co thé s
dung phan mém.

I1l. CACH SU DUNG PHAN MEM QUAN LY TAI LIEU

Moi ham va chitc ning cua Excel van sir dung binh thuong, tuy thudc vao
kha ning cua ban tng dung dén dau. Duéi ddy chi trinh bay vé cac 1énh ma phan
mém Quan 1y tai liéu du 4n GXD lam thém so véi Excel. Cach str dung Excel ban
c¢6 thé xem rat nhiéu video trén mang.

1. Quan ly van ban phap luat

1.1. Tong quan

Céc van ban phap luat vé dau tu xay dung trinh bay ¢ sheet Van ban. Sheet

nay dé tim kiém, quan 1y, tra ctru vin ban theo linh vuc, chuyén mén véi cac tai
liéu da duoc luu trir trong phan mém hodc ngudi dung co thé tu dua thém tai liéu
dé co thé quan 1y tong thé.
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7 chi phi khao sit xay dung
Théng tur ban hanh dinh mirc x3y dimg s6
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1.2. Tim kiém va tra ctru nhanh

Pé co thé tim kiém va tra ctru nhanh cac van ban, ban g0 tu khoa can tim
kiém vao 6 "Tim kiém noi dung". Phan mém sé& hién thi cac két qua tim kiém duoc
trong bang "Tim kiém di liéu" nhu hinh duéi day:

i4n b 8 .
File Cun I thi Bw BXD Home Insert Page Layout Formulas Data Review View Developer Help Acrobat & Share 2 Comments
7 " N Ve ) (4, Version: 1.1.0 - Ngdy: 27/05/2020
g ~8 B EE o 7]
He § Tién Trg éing Abi hd trg GXD: 1900.0147
théng t Tif khéa [nghi dinh 68 fch~ | gidp>
fr M file -
Q Tim kiém dir ligu X
ngh dinh 68 Q
Ti Kiim i dung krong todn i bao gom cdc shael chika A0 kéu v
= L i Danh sdch hiin thi (2 kit qua) — L N L)
1 QUAN LY VAN BAN (P pa-ly-tai-lieu-gxd
;i Mafie  Noi dung Coll
— | Moo Nghi dinh 58 GR201/NE-CP ngay 14/08/2019 ol Chish phi v 05
STT Linh vye 84 hifu Md file  Van ban 56 1158BXD-KTXD ngdy 17/032020 v cip nhit gia go. Das fle Word | Thio lujn Ghi chii Link g1
3
4 (U 2] 3] (2 =f n3 (14 [15)
Nihi dis
1 QuantyCluphi 68/2019ND-CP |eia Chij M file
5 dymg
Thong
2 | QuanlyChiphi [09/2019/TT-BXD |ciia By ey filg i 6
6 15 chi pl ]
, 3 | QuulyCliphi |09/2019/TT-BXD l":l‘;)'l'.:“ 1y ik
Thong
4 | QuanlyChiphi |10/2019/TT-BXD |10/201 e filg i 16
8 dymg
Tip dis
L] QuanlyChiphi [ 10/2019/TT-BXD |hinh ke Didindongkitqus | B Thost M filg [
9 ugly 20
“Tip i T Y R TRy AT 1 TIOTYE Ky AT T
Bl b b i T | | | | | | |

Nhu vay, chi sau vai lan kich chu6t 1a c6 thé mé dugce tai liéu ma ban dang
tim kiém, khong phai mat nhiéu thoi gian cho viéc nay nita.

Vi du tir khoa tim kiém nhanh: “nd 68”, “tt 15 nhan cong”, “tt 03 bkh”, “TT
07 20197, ...

Khi st dung phﬁn mém thanh thao, thuc sy ban s& théy thao tac tim kiém,
md vin ban rat nhanh gon (c6 thé nhanh hon viéc ban tra vin ban trén Google
hodc tim kiém vin ban di luu sin trong may)

1.3. Sao chép ra thanh tirng linh vuc

Str dung 1énh Sao chép dit liéu dé sao chép, phan loai tai lidu theo timg linh
7



vuc dé dé dang quan 1y, tra ctru.

bay l1a 1énh sir dung dé tdch danh muc dir li€u ra thanh céc linh vuc dé de tra
ctru va quan ly tai liéu.
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Théng tr sé 10/2020/TT-BTC ngay 20/02/2020
QuanlyHopdong | 10/2020/TT-BTC  quy dinh vé quvét toa'n du an hoan thanh st dung ~ Thong tw B Tai chinh  20/02/2020 10/04/2020 Mé file
5
Nghi dinh s6 37/2015/ND-CP nga\ 22/04/2015
QuanlyHopdong | 37/2015/ND-CP | ciia Chinh phi quy dinh chi tiét vé hop déng xay ~ Nehi dinh Chinh pha  22/04/2015 22/04/2015 M§ file
[ dung.
Théng t s6 07/2016/TT-BXD ngay 10/03/2016
QuanlyHopdong  07/2016/TT-BXD cia B Xay dyng hudng dan didu chinh gidhop = Théngte  BOXaydyng 10/03/2016 10/03/2016 Mé file
7 dbng xiy dyng
Théng t s6 08/2016/TT-BXD ngay 10/03/2016
QuanlyHopdong  08/2016/TT-BXD | cila Bd Xay dung hudng din mot s6 ndi dungvé  Théngte | BO Xaydung  10/03/2016 10/03/2016 M file
8 ‘hop dong tuvan xiy dyng
Thnugm' 50 09/2016/ TI‘ BXD uga\ 10/03/2016
Théng tw BO Xiy dung  10/03/2016 10/03/2016 M file -
» 4 »
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1.4. Cap nhat nhirng vin ban méi nhat

Khi mé Ién file Excel s€ tu dong hién bang thong bao c6 cac van ban moi
can cap nhat.

AR ¢ - S5 H s
Home | Inset  Pagelayout  Formulas  Data Review  View @ Tell mewhat you want to do... ChiHieuDo & Share
S X Cut - = - = E2 3 AutoSum - A
Ex Copy - Ao =¥ £ g T g‘ Q EEIEE Ex El FiIIv ZY p
poste o0 ru- - CA - Merge & Center - % s <% 4% Conditional Formatas Cell  Insert Delete Format Sort & Find &
- ormat Painter Formatting~ Table~ Styles~ = - - £ Clear~ Filter = Select =
Clipboard ] Font w Alignment [} Number I Styles Cells Editing ~
- £ | Théngtw| @ Danh séch cap nhat u} X o
A B [ Tich chon 14t ca (12 dif ligu) | | 1 K L M [s
S8 higu Néi dung
- 06/2016TT-BXD Théng tu s& 06/2016/TT-BXD ngay 10/03/2016 cia Bé Xy ding hudng din xa Trang
Lihvire Séhien _{Teén/méta 42/2017IND-CP Nghi dinh s5 42/2017/NB-CP ngay 05/04/2017 ciia Chinh ph vé siia déi, bé su. ‘ g -|  Ghichd | Dia phirg
Thﬁngnr o 100/2018/NB-CP Nghi dinh s& 100/2018/NB-CP 16/07/2018 ciia Chinh phu stia déi, b8 suna, bai. =
Quaniytopdong 102020 TT-BTC |quy dinh vé 1156/BXD-KTXD Viin ban s5 1158/BXD-KTXD ngay 1710312020 v& c3p nhét gid géi thiu theo din...
' du;lz nzu(m 43/2014/QH13 Luat Bau thdu s8 43/2013/QH13 ngay 26/11/2013 cda Qude héi nude Céng ho.
"Ngh dinh 53 63/2014IND-CP Nghi dinh s5 63/2014/NB-CP ngay 26/06/2014 cita Chinh phi quy dinh chi tiét .
QuanlyChiphi 682019/ND-CP cria Ch.inh o 11/2019TT-BKHET Théng ti s8 11/2019TT-BKHDT ngay 16/12/2019 cia Bé K& hoach va dduti q
dame 01/2015TT-BKHBT Théng tui s6 01/2015T-BKHOT ngay 1410212015 ciia B4 K& hoach va Dau t q.
T‘hﬁrng rsé 03/2015/TT-BKHET Théng ti s8 03/2015TT-BKHDT ngay 06/05/2015 ciia B K& hoach va Bau ti q.
QuanlyChiphi 0972019 TT-BXD ciia B§ Xay 05/2015TT-BKHBT Théng tui s 05/2015T-BKHOT ngay 1610612015 ciia B4 K& hoach va Dau t q. Bitsi
I chi phi & 05/2015/TT-BKHET Théng ti s8 05/2015TT-BKHDT ngay 16/06/2015 ciia B K& hoach va Bau ti g
it Dl fu 05/2015TT-BKHBT Théng tui s 05/2015T-BKHOT ngay 1610612015 ciia B4 K& hoach va Dau t q.
Luat 39/2019/QHI4  13/06/2019
chil nghia Vi
Nghi dinh s
QuanlyHopdeng  11/2020/NB-CP tuc hanh chit -
nuéc
Tip dinh nic di foan [&p &5t hé thong & thuat
QuanlyChiphi  10/2019/TT-BXD :(E%W?;}Zﬂ;ﬁzfzg;ﬁ;:; iy Théngtr =BG Xaydpmg 26/12/2019 150202020 MO file M file Bitéi
dung
Tap dinh mitc dy toan lip dit may va thiét bj
Avmedorhinkd | 1010 vy COE 0ghe ban hinh kém theo Thing or s8 Thina | RA Vaw done 26129010 15000000 1A fila, A fila A thi -
3 Danh muc van ban QL Chiphi CPK - BieuMau Danhmuct ... [l 3

An Cép nhit dé dua toan bd van ban vao phan mém.

Bén canh do, cac ban cé thé cap nhat dir liéu theo linh vuc. Ban kich chudt
vao 1énh “Cap nhat dir liéu”, phan mém hi¢n cura s6 “Danh sach van ban cép
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nhat”. Tai dy, ban chon cac linh vuc ma minh muon cip nhat, An Cap nhat dé
dua toan bg van ban vao phan mém.

fle QUANWWIMUGKD . jnct ‘pagelayout Formulis Data Review View Developer Help Acobat & Share 7 Comments
,| N ge= {3 Version: 1.10 - Ngay: 27/05/2020
¥ R %= B v
He Cipnhat  Thém Saochép Kiémtra Quinly Tién Tro Cap nhat T6ng dai hd trg GXD: 1900.0147
théng ~ dirlies  maifiles files filesmdi liénkée~ ~ TUkhéa nghi dinh 68 fch~ | gidp~ = phan mém
Quick Access 3 Quén Iy ot Béu Tim 6ém ni dung Thng tin phin mam ~
> fe v
B c o 3 3 G H 1 ) K L M N o -
1 QUAN LY VAN BAN (P £ Danh sach van ban cap nhat [a] X tai-lieu-gxd
2
£ Tich chon tt ca Téng 56 dil léu dugc chon: 128 (files)
,  Libvye S6 higu T e i g wd | Thiolujn | Ghichi Link gbc
A o - B - (28l QuanyChiphi ¢ 682019ND-CP  Nghi dinh s6 68:2019IND-CP ngay 14/08/2019 cia Chinh pha vé -1 03 [ OHE 05 -
: Al Luat @l & 0920197TT-BXD  Théng tu 55 092019/TT-BXD ngay 26/12/2019 ciia BS Xay dung
= QuaniyHopdong Z 0920187TT-BXD  Phu luc 56 9 - Phuang phap xéc dinh du toan chi phi khao 3t xsy.
[l QuaniChatiuong [Zll ¢ 102019TT-BXD  Thong tu ban hiinh dinh mie xdy dung 56 10/2019/TT-BXD ngay
2 I QuanlyDuan 4 102019TT-BXD  Tép dinh mdc du ton xy dung odng trinh ban hanh kém theo Th
. & QuanyDauthau ¢ 102019TT-BXD  Tap dinh mdc dy ton 4p 63t hé thong k§ thudt cdng trinh ban ha.
9 Antoanlaodong £ 102019TT-BXD Tép dinh mic du todn Ip dét mdy va thidt bi cong nghé ban hanh
10 & Fol [l & 102019TT-BXD  Binh mdc du todn khao sét xdy dung ban hanh kém theo Thdng t
1 Bl 5 1020197TT-BXD  Binh mdc dy toan thi nghsém chuydn nganh ban hanh kém theo T
12 4 102019TT-BXD  Dinh mdc dy toan Sia chila va Bao dudng cng trinh xdy dung b
13 B¢ 1020197T-BXD  Dinh mdc 0 dung vat kéu xdy dung ban hanh kém theo Théng tu
1 T & 112019TT-BXD  Théng tus6 1172019/TT-BXD ngay 26/12/2019 cla BS Xay dung
= ZBle 12019TTBXD  Phuluc s 1 cda Théng u s6 11/2019/TT-8XD ngdy 261212019
= & 112019TT-BXD  Phyluc s6 2 cia Théng tu 56 11/2019/TT-BXD ngay 26/1212019
= 2l ¢ 122019TT-BXD  Thong tu s 12:2019/TT-BXD ngdy 26/12/2019 cia BS Xéy dung
! ~ & 1220197TT-BXD Phu lyc s6 1 cia Théng ty s6 12/2019/TT-BXD ngay 26/12/2019
18 2l 5 1220197TT-BXD  Phuluc 62 cia Thong tu 56 1272019/TT-BXD ngay 26/12/2019
19 Ml E 132019TT-BXD  Thong tu s& 13/2019/TT-BXD ngdy 261212019 cila BS Xay dung
20 & 142019TT-BXD  Théng tu 6 14/2019/TT-BXD ngay 26/12/2019 cila BS Xy dung
2 Bl 152019TT-BXD  Théng tu s5 152019/TT-BXD ngay 26/12/2019 clia B Xay dung
2 & 1620197TT-BXD  Thng tu 56 162019/TT-BXD ngay 26/12/2019 cia BS Xay dung
23 e 1720097T-8XD Thong tu 8 17/2019/TT-BXD ngdy 26/12/2019 cia BS Xay dung
2 75 1zoniaTT.AYD ThAnn il <A 1R2A10TT-RYN nndy 287122010 ria BA Yau duinn ha
25 [186 qua, khdng hién thi hop thoai cap nhat di léu ﬂ B Hiybs
2
27 -
SRR Van ban Quy trinh 20 trinh PV K & . v
Ready H B o i + 3%

1.5. Tw dwa thém cac van ban phap luit ciia ca nhan vao “Van ban”

1.5.1. Thém nhanh tén file va dwong din
Muén thém dit liéu tai dong nao, ban kich chudt vao dong dé ri kich 1énh
Thém dir liéu. Phan mém sé hién ctra s6 dé ban chon file dua vao phﬁn mém.

Insert Formulas  Data Review  View  Developer @ Tell me what you wantto d

Home

Page Layout

' |
E & O a0
Thay 481 Thigtlsp  Capnhg a0 chép Kigmtrs  Tro
dudng din tiy chon  dirliu| dirlieu | dirlieu dirlieu  gidp~
! @ Theém dii lieu O X “
Budng dn |E:\DropbexiCac theng tu huong dan Nahi dinh 681TT15-2018-Don-gia-nhan-cong-xay-dung |-
A B 3 K [~
- | @®cChitimfilestrongthimucgdc (O Tim files trong tt ca thi muc con T8ng s5 files: =
. u a a 55 files:
1 QUAN n.to/gop-y-phan-mem-q
2 [Iich chon tt s Loc ditliéu [Nhap t& khéa tim kigm... | [Méthose nhizu dusi files. Vi du: xisx doc. | Q
- . |Liénkétvin| __
S STT Linh virc Téntép tin Kich c& Ngay sila déi Buiting d3n i bin File g
BXD_15-2019-TT-BXD_26122019 peff 785MB  1101/202009:53:25  E:/DropboriCac thong tu huong dan N
Bang-luong-nhan-céng-Ha-Nai.xlsx 14243KB  13004/202016:15:24  E-\DropboxiCac theng tu hueng dan Ng
g QuanlyChiphi DutoanGXD-TT09_Ha-Noixlsm 54234KB  270021202009:4522  E/DropboxiCac thong tu huong dan No| jz M& fi
‘ GXD-NC TT15.xisx 0710212020 09:2004  E:DropboxiCac thong tu hueng dan Ng| |
12 grdlvn-15-2019-TT-BXD-Don-gia-nhan-cong. 1003/2020 17:0143  E:Dropbox!Cac thong t huong dan Ng
2
o QuanlyChiphi (185 Temp-Phieu-hao-sat-TT15.xisx 3413KB  220212020103327  E\DropboxiCac thong tu huong dan No| e Mé i
13
10 QuanlyChiphi 1 M fi
14
11 QuanlyChiphi| L€ > e M& fi
. Chon thu muc duicc sao chép/ di chuyén dén | - Kich chon thil muc luu files c3n sae chép hosc di chuyén - v
Dédilisutai ® Dongdautién (O Dong dugc chi dinh | Thém vao danh muc |v| Huy b&
12 QuanlyChiphi Irc M fi
1 [26/12/2019 ciia Bo Xav dune | [ \ \ [ -
Danh mucvan ban | CPTV CPK MauBieu  Ngang GiaoTrinh DanhmucOnline LinkHay 4 >
leady B m —t—+ 100
Kich chon 1énh Thém dir lié
ich chon Ién ém dir liéu
\ \ \
Chon folder chura file can dua vao phan mém
: p
Kich chon file
g

Thém vao danh muc




Ban kich vao day dé xem chi tiét Tai day (kich dup va giir Ctrl)

Phan mém sé l4y tén file va duong dan dua vao danh muc vin ban. Sau d6
ban c6 thé stra tén file thanh Noi dung ctia vin ban dé dé theo ddi va quan 1y,
Déng thot thém cac cot dir 1iéu khac nhu Linh vuc, co quan ban hanh, ngay ban
hanh, ngay c6 hiéu luc, ...

1.5.2. Thém file kém sao chép/di chuyén file goc

Tai muyc 3.1, thao tic thém nhanh file s& giit nguyén file gbc. Co nghia 14 file
gbc s& duoc gitr nguyén vi tri ban ddu. Phan mém chi dwa tén file va duong dan
vao Danh muc.

Trong truong hop mudn sao chép hoic di chuyén file gbc d6 vé ciu tric cay
thu myc cta phan mém. Ban thao tic nhu sau:

Kich chon Iénh Thém dir li¢u

Chon duong dan va chon file can thém

Chon folder dich can sao chép hoac di chuyén file dén

Kich vao miii tén hudéng xudng canh nat Thém vao danh muc

Chon 1énh Sao chép hodc Di chuyén

Kich Thém vao danh muc

B Thém dif liéu ] ®

Buiging dan |E.‘.Derbe‘.Cactthg tu hucng dan Mghi dinh 68\TT15-2013-Den-gia-nhan-ceng-xay-dung |

(®) Chitim files trong thu muc géc O Tim files trong t&t ¢a thu muc con Téng séfiles: I:I

N . m.to/
[ Tich chon tt ca Loc dii liéu (Nhap ti khéa tim kiém... | |ME_':t hodc nhigu dudi files. Vi du: xlsx doc.... | Q
Téntép tin Kich c& Ngay slia ddi Buiging dn L
2 BxD_15-2019-TT-BXD_26122019 pdf 785MB  1101/2020 09:53:25  E\DropboxiCac thong tu huong dan Ng| AL
=) Bang-lugng-nhan-cdng-Ha-Nai.xlsx 14243 KB 13i04/2020 16:15:24 E:\Dropbox\Cac thong tu huong dan Nag| —
Dﬂﬁ DutoanGXD-TT0%_Ha-MNoi.xlsm 54234 KB 27i02/2020 09:45:22 E:\Dropbox\Cac thong tu huong dan Ng
8% @xD-NC TT15.xlsx 28879 KB 07/02/2020 09:20:04 E:\Dropboex\Cac thong tu huong dan Ng|  [BC
=5 gxdvn-15-2019-TT-BXD-Don-gia-nhan-cong.docx 114833 KB 10/03/2020 17:01:43 E:\Dropbox\Cac thong tu huong dan Mg
e So-sanh-dinh-muc-nhan-cong xlsx 1.87MB 20i03/2020 17:02:57 E:\Dropbox\Cac thong tu huong dan Mg
Oa: Temp-Phieu-khao-sat-TT15.xlsx 3413 KB 22i02/2020 10:33:27 E:\Dropbox\Cac thong tu huong dan Ng
(13
13

< >

Chon thu muc duigc sao chép / di chuygn d&n | QuanlyChiphi ~ ee

P& diilidutai: ® Dongdiutién (O Déng dude chi dinh \ | Thém vao danh muc |v| Huy b

; T N z z ; - " Thém vae danh muc
10/2019/TT-BXD | hanh kém theo Thong tw s6 10/2019/TT-BXD BO
nedv 26/12/2019 cia Bo Xav dune Sao chép & thém vao danh muc
ban CPTV CPK MauBieu MNgang  GiaoTrinh DanhmucOnline LinkHay F Di chuyén & thém vao danh muc

2. Quan Iy file tai lidu
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2.1. Thém files ma&i
Thue té hién nay khi quan 1y tai liéu ca nhan thi gip mot s6 kho khin nhu
sau:
+ Thoi gian cong tac cang lau, 1am viéc va sir dung mdy tinh cang nhiéu thi
luong file tai liéu trong may tinh cang nhiéu.
+ Mat nhiéu thdi gian dé tim kiém tai liéu di luu trong may tinh, nhiéu luc
phat dién, phat rd 1én vi khong tim thay file.
+ Ton nhiéu thoi gian dé tim kiém, tim hiéu cac vin ban, quy dinh méi nhat
vé dau tu xay dung.
+ Khong phan loai cac mirc d§ quan trong cua tai liu.
+ Tai liéu sap xép khong khoa hoc, 16n xon ¢ nhiéu thu myc khéac nhau.
» Gidi phap
Str dung tinh ning Thém méi file va cac 1énh trong phan mém QLTL GXD
dé quan 1y tai liéu c4 nhan don gian va nhanh gon nht.
Ban c6 1 hay nhiéu thu myc chira tai liéu ma ngay nao cling phai tim cac
files trong d6, dé quan 1y tai liéu c4 nhan bang phan mém QLTL GXD, sir dung
1énh "Thém méi files", ban chon thu muc chira tai liéu d6 dé thém cac files vao

phan mém:

Fle QuAnNWiGUGXD Pagelayout Formulas Data Review View Developer Help Acrobat & Share T Comments
Q 7 o , Version: 1.1.0 - Noay: 27/05/2020
He Chp b T Yo spnhst | £ Tong dai hd trg GXD: 19000147
théing ~ dif | Titkhoa nghi dinh 68 h p phin mém
Jcccess Toolb ung Thing tin phdn mém ~
r =
A B | H ] K L
1 QUA
2 Budng din | E\DropbaxiCéng b gia vat iuTONG-HOP-CBG
P _ = o Bon vi thye | Thoi gian |Can cwphap| Ngaybat | Ngay két
, ST Thwmy O Chifim fes trong tuimuc gsc @) Tim files trang t3t o3 thu muc con Ban 48 chon (1427) fles | Téng s6 1427 hién thye hién W 74 —
e 2 8] - o] -] ooy - [y -] o
=l L 21 [ Tich chon t8t o3 Loc di éu [Nnap i khom fim keém MGt hoso nhiza dudi fles. Vi du: xsx dog Q 18] 12] [10] ] 2]
6 Tén tép tn Kich cid Ngay sia a6 Buieing din -~
7 (218 CBG_Thang10_2017_ANGIANG xisx 10180KB 271212017 082027 E\DropboxiCéng b gid vét
8 [#]8% CBG_Thang11_2017 ANGIANG ssx 10709 KB 020172018 11:1436 E \Dropb
c G_Thang12_2017_ANGIANG xisx T1B9TKE 18032018 212453 ED:
10 = _Thangs_2017_ANGIANG xisx 9574KE (2012018082535 EAD
CBG_Thang?_2017_ANGIANG s 102B0KB 041072017 101218 E-Drop
e 185 CBG_Thangd_2017 ANGIANG xisx 9B39KE 21122017150334 E\D
12 CBG_Thang®_2017_ANGIANG xisx 10203 KB 2212/2017095536 E\D
- 62 CBG_Thang10_2018_ANGIANG xisx 2B94KE 0N112018113727 EN NG-HOP-CBGANGH
- & CBG_Thang!1_2018_ANGIANG xisx 21554K8 DANZZ018 111211 EADroy NG-HOP-CEGANG
61 CBG_Thang12_2018_ANGIANG xisx 22528KB 170112019 152654 € Dropb NG-HOP-CBGANGH
15 CBG_Thangl_2018_ANGIANG xisx 12933KB 12052018 103664 E ING-HOP-CBGIANG
= CBG_Thang2_2018_ANGIANG xisx 13406KB 15052018 16:1024 E G
by CBG_Thang3_2018_ANGIANG xsx T643KE 1605201808272 END NG-HOP-CBGWNG
1 “Thangd_2018_ANGIANG isx 144 74KE 22062018 113152 ED NG-HOP-CRGANGH
19 _Thang5_2018_ANGIANG xisx 4038KE 22062018 153748 E NG-HOP-CBGANGH .
2 —— —
o CraLTL Gxon
i; Podileutar  ODongdautién  ®Dongdugo chidion (2] Gilnguyén céu o Jak mui 2> S — B
24
25
26
S IVEmBang | Quan ly | Quy o |Biedmauy |Giaahy [Lnkhay) CPTV | CPK | (3
B 3 m - ]

Trong truong hop ban bd sung file mdi vao thu muc do, ban sur dung tién ich
“Kiém tra files m&i” dé thém file d6 vao phan mém.
- Céc tuy chon khi dung 1énh Thém mai files:

Khi chay 1&énh Thém mdi files s€ hién ra hop thoai véi nhiéu tuy chon:
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DLl Home  Inset Pagelayout  Formulas  Data Review  View  Developer  Help Q) Tell mewhat youwant to do J
== | _'1_& gg = l Chitim tai céc cét néi dung / mé ta I:‘ n r-[j‘fwom 1.1.8 - Ngay: 22/06/2020
AE AN AW | & : Xe= 7 [ Tim kiém néi dung trén toan bé Workbook L
= - " 7| Capnhat Kao chép Kiémtra Sipxép  Quan I _ Tién Tro Cap nhat - Téng dsi ho trg GXD: 1900.0147
AEYE®® | e fles files mdi diflicu | fién ket~ | Tirkhoa | Q| ne gidp~ | phin m&m
Quick Access Toolbar Quén I difliéu Tim kiém néi dung Théng tin phdn mém
- Thém dirliéu & O X
A B —
- .| Buidng dan |DICac thong tu huong dan Nghi dinh B81TT0S-2018-Quan-ly-chi-phi-tau-tu-xay-dung]
QUANLY
|©Chiﬁm files rong thumyc gée () Tim files trong Lt ca thu mue con | p) Ban d chon (14) fles / Téng <6
STT Thw muc S
[ Tich chon tit c3 Loc diiligu [Nhap ti khéa tim kiém | [ 8t hosc nhizu dusi files. Vidu: wisxdoc, . | Q
(11~ 2] 3 " S - — =
6 Thang bang luong Tén file Kich c& Ngay sipa doi Dwirng dan ~
cua cong ty M@ BXD_09-2019-TT-BXD_26122019.pdf 3J057MB  08i01/2020 1448:54  D¥Cac thong tu huong
5 | 6 Thang bang hong IE EXD_09-2019-TT-BXD_26122019_Phuluc1.pdf 335MB 100012020 124405  DiCacthong u huong
cua cong ty B EXD_09-2019-TT-BXD_26122019_Phuluc10.pdf 341MB  10/01/2020 124714 DiCacthong tu huong
;| 6 Thang bang hong B EXD_09-2019-TT-BXD_26122019_Phuluc2 pdf 398MB  10/01/2020 124428 DiCacthong tu huong
cua cong ty, [El EXD_09-2019-TT-BXD_26122019_Phuluc3.pdf 376MB  10/01/2020 124444  DiCacthong tu huong
4 | 6 Thang bang uong IE BXD_09-2019-TT-BXD_26122019_Phulucd pdf 342MB 10012020 124458 DACacthong tu huong
cua cong ty M BXD_09-2018-TT-BXD_26122018_Phulucs pdf 340MB  10/01/2020 124521  DACac thong tu huona
5 | 6Thangbanghong | |EAG@H BXD_09-2018-TT-BXD_26122018_Phuluct pot 357MB  10/01/2020 124540  D-Cac thong tu huona
cua cons fy 0 BXD_09-2018-TT-BXD_26122018_Phuluc? pdf 359MB  10/01/2020 124613 D-Cac thong tu huona
s | 6Thangbanghong | [A@@ BXD_08-2019-TT-BXD_26122019_Phuluc pdf 369MB 100012020 124631 DiCacthong u huong
cua cong ty M@ BXD_09-2019-TT-BXD_26122019_Phulucd.pdf 335MB 100012020 124652 DiCacthong tu huong
;| ¢ Thangbangheng | | [AG gxdvn-09-2019-TT-BXD-26-12-2019-huong-dan-xac-dinh-va-quan-y-chi-phi docx 25216KE  17/06/2020 09.00:35  D:\Cac theng tu huong ¥
cua cong ty < >
3 6 Thang bang luong
cuz cong 1y Kich chon duéng dén stidung d& luurii .~ [CAQLTL GXD\ |
6 Thang bang ong j
9 s cons v D8 dil ligu tai déng dau tign v [Gitinguyén cau tricthu muc [ Tao nhém (groups) Thém vao danh muc |v| Hoy b
(20 O ) 1

1. Chon dudng dan
2. Tuy chon tim kiém thu muc
3. Thém vao danh muc
+ Khi thém méi files, ngudi ding co thé tiy ¥ chon dé phan mém d6 dit liéu
tai dong dau tién hoac do6 dir li€u tai dong dugc chi dinh trong sheet ‘Quan ly”

rmliET (e Home Insert Page Layout Formulas Data Review  View Developer Help @ Tell me what you want to do
== -~ 3 _.1_& = :1 @@ Chitim tai céc cét ndi dung / mé ta I:l o HE!:S r-[jVersiom 1.1.8 - Nga
- oy | 4
A IR ! Re= & . L] Tim kiém ni dung trén toan bé Warkbook L
e - | Cépnhit Fao chép Kiémtra Sipxép Quanly Tién Trg Cép nhat 2 Téng dai ho trg GX[
Eaiip A 2| dirligu files  filesméi dirlieu | lién ket~ | Tirkna | |Q | wh- gitp~ | phin mém
Quick Access Toolbar Quan I dif ligu Tim ki€m ndi dung Théng tin phan mém
Them dir liu =] m] X
A B P
M QU} Buiging dan |D:\Cacthong tu huong dan Mghi dinh 68\Cong-bo-don-gia-nhan-cong-cac-dia-phuong\BacGiang |
(® Chitim files trong thu muc gée (O Tim files trong tat ca thu muc con Ban d3 chon (1) file | Téng &
STT Thr my [
A Tich chon tt ca Loc diiliéu [Nhap ti khoa tim kiém.. | [t hosc nhigu dusi fles. Vi du: ddsxdoc... | Q
11~ [2] )
6 Thang bany Tén file Kich c& Ngay sira dbi Dwéng dan
cua cong | VI 262_BaGiang pdf Lua chon dé thém vao danh muc  84282KB  04/04/2020 09:55:32  D:\Cac thong tu huong dan Nghi dinh 6/ —
5 6 Thang ban : :
cuacong | A ]
3 6 Thang bang | < b3
cua comn
| ¢ Thang ban |Kich chon duéng dén sit dung difufu [caaLTL axo1 |
cuacond —— o —4— _ e |
, 6 Thang ban, B8 dii ligu tai ddng d5u tién ~| Maid nguyé&n cau tric thu muc Tan nhém (groups) | Thém vae danh muc |V| Huy ba
5
cHa.con ;‘dﬂl" tai dong dudc chidinh I I
o iU tal dong chidin - i ~ N
P 6 Thang bang ]Jhuus ‘D:"I\'ew Tolder (3)Bo =i Ben "huong 5 Quy dinh lnong khoan san pham va don | doc Chueng 5 Quy dinh lueng khoan san pham va don gia khod
rna cong tv oia khoan san pham. an nham

+ C6 thé chon loai file (theo duéi file) dé doc vao
Ban g6 loai file vao muc Loc dir li¢u va bam tim kiém, phﬁn mém sé loc toan
b0 nhiing file c6 dudi da chon nam trong thu muc theo duong dan dé hién ra.
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Thém dir ligu

Buiging dan |D.‘.Cacthong tu hucng dan Mghi dinh 62\TT09-2013-Quan-ly-chi-phi-dau-tu-xay-dung

(® Chitim files trong thu muc géc OTim files trong tat ca thu muc con

Ban da chon (3) files | Téng sé:

<

[ Tich chon titca Loc dii ligu |docx ||xl5 xlsm pdf docx... | Q
Tén file Kich c& Ngay sira doi Bwéng dan

@ gxd.vn-09-2019-TT-BXD-26-12-201%-huong-dan-xac-dinh-va-quan-ly-chi-phi docx 25216 KB 17/06/2020 09:00:35 D:\Cac thong tu hy|

@ gxd.vn-PL10.1-08-2019-TT-BXD-26-12-201%-Bac-cac-tham-dinh-tham-tra-TMDT.docx 56.53 KB 18/01/2020 16:37:18 D:\Cac thong tu hy|

@ gxd.vn-PL10.2-09-2019-TT-BXD-26-12-2019%-Bac-cac-tham-dinh-tham-tra-du-toan.docx 8432 KB 18/01/2020 16:29:26 D:\Cac thong tu hy|

Kich chon dugng dan =i dung d& Iuu trii... ~ |C:‘.QLTL GXDN

D4 dii liéu tai dong du tign v [AGii nguyén cautric thimuc [ Tao nhém (groups)

Thém vao danh muc

B o

2.2. Kiém tra file méi

Ban thém file mé&i vao 1 thu muc, ban muén cap nhat file d6 vao sheet quan

1y tai liu cuia ban. Chi viéc sir dung Kiém tra file mé1, chon thu muc, phan mém

s€ tu dong phat hién ra file moi, chi thi cho ban x4c nhan dé dua vao sheet.

fle QUAnWWIMUGXD . nsert Pagelayout Formulas Data  Review View Developer Help  Acrobat & Share & Comments
» -~ e Y= 0 o] 4sa Version: 1.1.0 - Ngay: 27/05/2020
& "F ; B £2 B e u ¢
- x= O 2t ’
He Cap nhat Thém Sac Kiémtra Quanly Tién Trg Cap nhat Téng dai hd trg GXD: 1900.0147
théng ~ dirlies  mai ¥ filesmai lienkét~  TUKkhoa nghi dinh 68 ich~ giGp~  phan mém
Quick Access Toolbar au . e e Tt ta e
Kiém tea files moi o X
A E
A B c Kich chon dudng dan si dung dé luu trl v | |E-\Dropbox\Cong bd gia vét ieuTONG-HOP-CBG \ X L
1 QUAN LY FILES (PH/ [Tichchontitcd  [2]Hidn thi da béu mai (2] HiBin the dd liéu d3 gan fink Ban & chol 'Gng 6 1427
2 Trangthai  Téntép tin Kichod  Ngaysiadsi  Duong din Al g -
STT Thw mye Duimg din thw (1% Daganink CBG_VLXD_Bac_Giang_thangs_2019.pdf 466.98KB 260072019 155345 E\Dropbox\Cong b6 g vét WU TONG- | [Thol glan |Can curphdp| Ngaybat | Ngay két
3 [J& Daganink CBG_VLXD_Bac_Giang_thang_4_2019 pdf 207MB 180052019 14:44:17 E \DropboxiCang bs gid vat BuITONG thyre hién n aau thiic
o (- 2] . 3] [J& Paganink CBG_QuyN_2017_BACKAN xisx 14721KB 06102017 11:3358 € \DropboxiCong b gid vat BuTTONG- © -l o -l g o[ p2ls
§ [J&: Daganink CBG_QuyN_2018 BACKAN xisx 14668K8 02102018 162850 E\DropboxiCang b6 gi vat lUITONG:
| |ANGIANG - da lam| Dropbox\Cong bé |[J& Daganink CBG_Quyl_2017_BACKAN xisx 12057KB 130772017 11:06:43 E\DropboxiCong bo gia vit BuITONG-
& xong thang 3 - 2019 [Ja: _©aganink  CBG_Quyl_2018_BACKAN xisx 14161KB  24007/20180749.25 E\DropboxiCing b gié vat biulTONG
Ma CBG_QuylV_2017_BACKAN xisx 141.77KB 030572018 170443  E\Dropbox\Cang b6 gia vat BeuTONG-
, |ANGIANG - da lam E-Dropbox!Céng bé [Je: Da gan knk G_QuylV_2018_BACKAN xisx 15450 KB 23/02/2019 10:35:35 E \Dropbox\Cang b gié vat kul TONG-
“ | xong thing 3 - 2019| PRI [J8: ©aganink Quyl_2018_BACKAN xisx 14398KB 16/052018 142514 E\DropboxiCéng bb gia vat buiTONG-
2 -+ |[J8& paganink CBG /_2018_BACKAN xisx 15450KB 23022019 103535 E\DropboxiCong bo gid vt uTONG-
ANGIANG - d4 lam .. |)8 Baganink 19_BACLIEU xisx 7715KB 180772019 11:11:49  E\Dropbox\Céng b gid vat iU\ TONG
3 |xong thing 3 - 2010 | DrPbOxCong b3 | 1@k b5 ganink  CBG_Thang2 M19_BACLEU xisx 7778KB 18072019 11:15:31 E\DropboxiCong b gid vat BulTONG-
7 [J&: Daganink CBG_Thang3_2019_BACLIEU xisx 7BI6KB 1807/2019 111858 € \Dropbox\Cdng bb i vét biulTONG
ANGIANG -8 Bin [J& Baganink GXD_T1_2019_Bac-Liew01 csv 34273KB 1807:2019 111301 E\DropboxiCang b6 gid vat uTONG-
4 thing 3 - 2010 |E Dropbox'Cong b | (1@} D& ganlnk  GXD_T1_2019_Bac-Liou02 csv 7402KB 1807/2019 111303 E\Dropbox\COng b gié vé
" e g = [J& Paganknk GXD_T2_2019_Bac-Lieu-01 csv 33755KB 180772019 111707 E\DropboxiCéng b gia
2 8 [J8! Daganknk GXD_T2_2019_Bac-Lieu-02 csv T277KB 180072019 11:17:10 E\Dropbox\Céng b6 gia vat
s [ANGIANG-dalim|,. /o toxiCongbé |[J8) Daginink GXD_T3_2019 Bac-Liow0l csv 33142KB 1807/2019 111950 E\Dropbox\Cang bb gia vét
S xong thang 3 - 2019 [J& Paganink GXD_T3_2019_Bac-Lieu-02 csv 7192KB 18072019 11:19°53  E\Dropbox\Cong b gid vat
IR 6% nin it ADE Thanain 2117 BACHEL vex 040K 171110 1992 M € \NnnharinAnn hx
NGIANG - da | PRI
% Y " o B4 DropboxCéng bd -
%0 xong thang 3 - 2019 O Chi tim files trong thu muc géc ® Tim files trong tat ¢4 thu muc con Cép nhét Hiy b6
ANGIANG - da I :
7 N -8 B Dropbox| Cong bb gid vit {CBG_Thangd_2017_ANGIANG xlsx  |CBG Thang 2017 ANGIANG Mo file
o xong thing 3 - 2019 - -
ANGIANG - d4 lam : ; e . "
8 | E:Dropbox Cong b gid vit [{CBG_Thangl0_2018_ANGIANG xlsx  |CBG Thangl0 2018 ANGIANG Mo fie
7S xong thang 3 - 2019
JNERBERN Quanly | Quy vinh | BieUjmauy JGiaotanhy JUkhagy CPTV | CPK | (¢ v
Ready e ee——— W 1] 1 ass

An Cdp nhdt d@é duwa toan bé tai liéu mai vao phan mém.

2.3. Dbéi tén file

T6i thuong hay img dung 1énh Ddi tén file rat tién loi nay nhu sau. Trude kia

tai file tir trén mang xudng, t6i cir phai lat di 1at lai gitta cac cira so dé nhap tén

file cho dep roéi méi luu xudng may, kha 1a bat tién. Bay gid t6i ctr luu file xudng

may voi tén bat ky, sau d6 sir dung 1énh thém file vao sheet, chinh lai tén trong

sheet Excel (c6 thé bam Mo file dé mé ra doc 1y thong tin).

Sau d6 kich phai chon 1énh Céap nhat tén va thong tin files:
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T e = i B3

D:Dropbox\QuanLyTaiLieu\QL ] ixd edu.vn-Tai-lieu-on-thi- CC‘HN L= chendong
ung B

Gxd.vn-Giao-trinh-dinh-gia-QS- Ql
10-10-2019

g cong trinh
Bénh lai 56 tha tu

D:'\Dropbox'QuanLyTaiLieu\QLT

& Cap nhat tén va théng tin E@es nh gia xdy dung
|

) _ . i . Sao chép files dén thu muc dudc chi dinh hanh quyét toan GXD< thy
D:'Dropbox'QuanLyTaiLien'\QL T Gxd.vn-Giao-trinh-Thanh-Quyet-t ~ ) ) quy :
Di chuyén files dén thu muc dudc chi dinh  toan GXD

Gxd.vn-Giao-trinh-Thuc-hanh-Laj M

D:'Dropbox!\QuanLyTaiLieu'\QLT| Md file dugc chon du todn céng trinh due
pboxiQuanLy Q Tap-4-Cong-trinh-Duong V | p du toan cong trinh dirdng
D:\Dropbox'QuanLyTaiLieu\QL T Gxd.vn-Nhat-ky-trong-QLCL MG thu muc chi file hmg céng trinh
Bieumau  Giao trinh  Tieu chuan  Link hay X X6a cac files dugc chon F

Tién ich khac

Hodc 1a chon 1énh Quén ly lién két > Doi tén file :

E.; " H e e i Quanlytailieuxdtm - Excel
Dy todn GXD Home Insert Page Layout Formulas Data Review View Developer Team Q Tell me what you wan
Q 2 | & o _;15 = 1 ﬁ | Chi tim tai céc cot néi dung / mé ta 2y
A AT A A AR I L ‘ Tim kiém ndi dung trén toan bo Workbook {
He - v = — Capnhat Them Sao chép Klem tra S3px€p Quamnly _ Tién
théng ~ EQ =EHO®® dirlieu  mdifiles files files mdi drliéu lién két = Tirkhoa Q ich~
Quick Access Toolbar Quan I dif liéu Bdi tén files % néi dung
D13 - fr || gxd.edu.vn-Tai-li BAi tén thu muc
Kiém tra lién két 15
1]z
— s - ; N - = Thay d6idusng dinlienkét  [TT AN (NT :
1 GIAO TRINH - PHAN MEM (_ 'mweodienoaanienset 1 AN GXD
o
STT Thw muc Puwong dan thr muc Ten file Kiéu file
3
4| []~ (2] - [3] = [4] - (1 [~
5 Giaotrinh D:\Dropbox\QuanLyTaiLien\QLTL GXD\Giaotrinh
L . ) e giaxaydung.vn-18-2016-TT-BXD-30-6-2016-tham-
- 1 Giaotrinh D:'\Dropbox'QuanLyTaiLieu\QLT ", i d
=] 6 o pboxQ Y Q dinh-phe-duyet-DA-thiet-ke-du-toan ocx
o d.edu.vn-Cam-nang-nghiem-thu-hoan-cong-Ung-
2 Giaotrinh D:\Dropbox\QuanLy TaiLiew\QLT df
7 0 pbox|Quanl.y T - PM-OL CL-cone-trin P

Diéu kién dé doi tén file duoc 1a file 6 phai dong lai.
Luu ¥: 1énh d6i tén file chi thuc hién duoc khi file d6 dang déng.
Windows chi cho phép ban d6i tén file khi d6 dang dong.

2.4. Poi tén thw muc

Tuong ty nhu 1énh Péi tén file nhung thyuc hién ddi voi thu muc. Piéu kién
dé doi tén thu muc dugc 1a khéng c6 file nao trong thu muc dé6 dang mo, hodc
khong c6 chuong trinh nao dang chay va luu bd nhé tam vao thu muc do.
2.5. Kiém tra lién két 15i

Giup ban chay va phat hién ra rat nhanh lién két cua file tai liéu, hd so nao
bi 16i. Phan mém s& ¢b ging ty dong sta lién két gitp ban. Trudong hop file ban
d3 x0a trong 6 cimg roi, khong thé stra duoc thi phan mém ciing chi thi mau do
dé ban biét ma dinh hudng cong vigce.
2.6. Xoa file

Khi dang bién tap lai h¢ théng file trong may tinh, chéng han ban phat hién
ra ¢6 3 file tring nhau. Chi viéc danh dau 2 file kich phai vao chon 1énh x6a (nhu
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trong hinh).

RE D

S5 trai nghiem va khat vong cuoc song(1)

+n,- Irietly Kaizen-bookscan

.., Tu duy Ton tai

s Tu sach kinh te - Quan tri

s tu tin khoi nghiep

.., tu-duy-dot-pha

+os Tuong lai cua thuong mai dien tu
2818

Uoc mo cua ban nhat dinh thanh hien
12819 thuc

Vi Giam Doc Mot Phut

..., Visao ho thanh cong

i M\G-Giam-doc-mol-phul

‘‘‘‘‘ vuon den su hoan thien

824

_____ vuot-len-noi-dau

Yhsevt 130 ahinh osiakh
RN aveny PV

X

A\ y Paste Options:

o

) pe

X Xoéafi

g(1) M file

Mo file

Mg file

M& file

Mo file

Mg file

tien thuc M¢ file

Mo file

Mg file

Mg file

Mé& file

M file

M¢ file

MA fila
I puinkhayy CPTV  CPK

Lénh xéa file dwoc chon cua p

Thuc ra ban vao File Explorer cia Windows, tim roi 2 file do, kich chon rdi
bam Delete dé x6a ciling dugc. Nhung 1am vay thi phai nhiéu thao tac hon, khi
bién tap 1 khéi luong 16n file ctia du 4n lam ban phai thyuc hién hang nghin thao
tac, nhiéu lic chdi tay, phat ngai lam.

Bién tap, sﬁp xép file cta du an, cong trinh, goi thau... véi cac 1énh Edit,
Copy, Paste, Find, Replace ciia Excel d& dang va mém mai hon, nén tao nén tim
ly thi vi véi cong viée, chir khong con tam 1y ngai 1am va ty nhi thoi dé khi nao

c6 thot gian thi [am nira.

2.7. Sap xép file ho so, dir liéu

Thuan loi cho viée sip xép cac dit liéu dugce chuyén tir nhom dit liéu nay
sang nhom dit liéu khac ma khong phai qua nhiéu thao tac nhu dung File Explorer.

Bwde 1: Tao nhoém dir liéu

han mém Quan ly tai
menu Lénh
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Tro Cap nhat
gidp ~ phan mém

"0 T30 nhom dif U m— ]

‘ B Docdirliéu tirfile Excel

B Xuat dirliéu sang file Excel

Budre 2 : Cat dong dir li¢u tir thu muc nay, va dan vao thu muc khac
Ban chi can chon ca dong chua files can di chuyén va Cut (Ctrl+X), sao d6
dan chén (Insert Cut) vao vi tri dong bat ky tai thu muc sé& di chuyén dén

Buéc 3 : Chay 1énh kiém tra lai két qua

(e Home Insert Page Layout Formulas Data Review View Developer Help Q Tell me w

a = F N [ N = 1 y Chi tim tai cac cét néi dung / maé ta
v =]

e A Bl A7 K DA AR o ;"t e oo K*:t' Y [ [] Tim ki€m néi dung trén toan bé Workbook
= = Ep nna £m a0 C Ep I€m tra Ep )CEFl uan }l’ ) R
thang~ | EA [ L. B ® © | Guliew  moifiles files filesmai|dirlicu | fién kéte | Tirknéa | Q

Quick Access Toolbar Quan If difliéu Tim ki€m néi dung

Sau khi thao tac 1énh, phﬁn mém sé& danh lai 1an luot sb thr tu cua file theo
trinh tu tir trén xudng dudi.

Khi sap xép tai liéu, phan mém s& kiém tra va so sanh URL cia ban ghi trong
sheet va hyperlink, néu thay sai khac s& d6i theo.

Vi du: Hinh dudi day cét file gxd.vn-mau-01-BC-tong-hop-cua-chu-dau-
tu.docx tur thuy muc Bieumau sang Giaotrinh. Phan mém s& so sanh dit liéu & 3 vi
tri 1, 2, 3 dé tu dong thay doi cho khép nhau.

A B C D E F G

i QUAN LY FILES (PHAN MEM QUAN LY TAI LIEU DU AN GXD)

_ STT | Thwr myc Dwong dan thw muc Ten file ﬁ:: Noi dung / Mo ta Mo file
3

[2] |- 31 - [41 - Bl ] hd -

[l—v
(ﬂ: Glao | Dropbox\QuanLyTaiLiew\QLTL GXD\Ginotrinh

e :\Dropbox\QuanLyTaiLieu' iaotrin! 8
@]

N

gxd.vn-mau-01-BC-tong-hop-cua-chu- docx Théng tw vé thim dinh phé duyét dy an

S Mé file
dau-tu thict ke dy toan

)Bieumau D:'\Dropbox\QuanLyTaiLiew\QLTL GXD'Bieumau

8 Bieumau [D:\Dropbox\QuanLyTaiLien\QLTL GXD\Bieumau

gxd.vn-mau-01-mau-BC-dinh-ky-cua-co- Théng ti vé thim dinh phé duyét dw an

2 | Bi D:\Dropbox\QuanLyTaiLiew\QLTL GXD'Bi . d s Mg Fil
9 fenmau ropbex QuanL.yTalLien'Q feumau quan-tham-dinh-thuoc-Bo O thiét ké dy toan c e
. . L . d.vn-Mau-01-To-trinh-tham-dinh-DA- Méu bao cao thim dinh thim tra dy an thiét N
3 | Bieumau |D:\Dropbox\QuanLyTaiLieu\QLTL GXD'Bieumau zu-‘t:-xaya?dung-;](cs a doex L ;:“ :‘:é:la; c I??KT am fra G an fue MG file

Mot tinh hudng trinh bay & ddy dé ban doc thiy co thé tmg dung rat linh hoat
va khong gidi han:

Gia st ta ¢6 nhiéu file mau nam ¢ thu muc khac nhau, da c6 duong din cua
file. Gio mudn chuyén vé thu muc Bieumau ma khong mudn di 14n timg thu muc
dé cat va dan ting file.
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Cach thuc hién nhu sau:

Budc 1. GO céac chit Mo file twong ting ¢ cot G

A B & D F G
D:\Dropbox!\QuanLyTaiLieu\QLTL
d vn-mau-C V-yeu-cau-lam-ro- - R
47 | Bieuman |GXD!\Vanban'QuanlyDauthau\gxd . vn-mau-CV-yeu- ig; S[;¥ 2:‘:“ yeu-eau-am-ro Mau lam 15 ho so dy thau Mo file
54 cau-lam-ro-HSDT.doc
D:'Dropbox'QuanLyTaiLieu'QLTL
. d.vn-mau-hop-dong-Thue-May-xay- x : .
48 | Bieumau |GXD'\Vanban'QuanlyHopdong'\gxd.vn-mau-hop- in“cllullmu Op-dong- e Aayxay Mau hop dong thué may xiy dung Mo file
55 dong-Thue-May-xay-dung.doc &
D Y ey 5 P z
D:'Dropbox'QuanLyTaiLieu'\QLTL thanhquyettoan. com-mau-s0-08b-Nghi- M?u b?lflg xa\c dinh gia tr LI:UI h‘t?ng c.ong
. GXD!Vanban'\QuanlyHopdong\thanhquyettoan.com- | .. X viée hoan thanh theo hop dong de nghi .
49 | Bieumau o X dinh-11-2020-thanh-toan-khoi-luong- | o P Mo file
mau-so-08b-Nghi-dinh-11-2020-thanh-toan-khoi- thanh toan trong Nghi dinh s6 11/2020/ND-
hoan-thanh.docx
56 luong-hoan-thanh. docx cP
D \ e z PR PP X
D:\Dropbox\QuanLyTaiLieu\QLTL QuyettoanGXD-mau-bang-08b-Nghi- Mj\u ba.ng xa.c dinh gia tri k}:ol h‘t?ng cong
. GXD'Vanban'\QuanlyHopdong\QuyettoanGXD-mau- | .- . viée hoan thanh theo hep déng dé nghi .
50 | Bieumau L . dinh-11-2020-thanh-toan-khoi-luong- . L Mo file
bang-08b-Nghi-dinh-11-2020-thanh-toan-khoi-hiong- . thanh toan trong Nghi dinh s6 11/2020/ND-
. cong-viee-hoan-thanh.xlsm
57 cong-viec-hoan-thanh xlsm CP
D \ Lieu\ .
D:'Dropbox' QuanLy TaiLiew\QLTL ) Théng tr sé 10/2020/TT-BTC ngay
. GXD'Vanban'QuanlyHopdong'thanhquyettoan.com- |thanhquyettoan.com-Bieu-mau-bao-cao- o LT . i
51 | Bieumau |’ 20/02/2020 quy dinh vé quyét toan dw 4n Me file
Bicu-mau-bao-cao-quyet-toan-10-2020-TT- quyet-toan-10-2020-TT-BTC .xlsm R . ] T . .
hoan thanh st dung nguén vén nha mrée
58 BTC.xlsm
D:'Dropbox'QuanLyTaiLieu'QLTL . .
. d.vn-HaiVo_Risk it Rev ; L. )
52 | Bieuman |GXD'\Vanban'QuanlyRuiro'gxd.vn-HaiVo_Risk ;gx xl:l: Arvo_usk management_Rev Quan Iy rii ro Mo file
59 management Rev 7.xlsm )
| Van ban | JOUGEY Mau VB |[Sach|[KPI [Linkhay | CPTV | CPK ® <
r . r
Budc 2. Tao hyperlink cho céc file
r /( b 7\4 7 \
béanh dau duong dan cua file va copy:
- x v & D:\Dropbox\QuanLyTailieu\QLTL GXD\Vanban\QuanlyDauthau\gxd.vn-mau-CV-yeu-cau-lam-ro-HSDT.doc
A B < D F G
. 47 | Bieumau iD:\.Dropbox\ yTaiLiew QLTL ? Sd];;ll-;;acu-cv-yeu-cau-lam-ro- MAu lam 13 ho so du thau Mo file
& GXD\Vanban'QuanlyDauthau'\gxd.vn-mau-CV-yeu-
43 | Bieumau cau-lam-ro-HSDT.doe gxd.vn-mau-hop-dong-Thue-May-xay- M hop déng thué may xiy dune Mo file
. dung.doc
55
:Dr \ iLieu\ R n
D:'Dropbox'QuanLyTaiLieu\QLTL thanhquyettoan com-mau-so-08b-Nghi- Mflll ba‘ng xa‘c dinh gia tr} ld;lol h‘t?ng c.ong
. GXD'\Vanban'QuanlyHopdong'thanhquyettoan.com- | .. . viée hoan thanh theo hop dong dé nghi .
49 | Bieumau L X dinh-11-2020-thanh-toan-khoi-luong- . s PR Mo file
mau-so-08b-Nghi-dinh-11-2020-thanh-toan-khoi- thanh ton trong Nghi dinh s6 11/2020/ND-
hoan-thanh.doex
56 luong-hoan-thanh.docx CcP
Dy \ Tl O P PP N
D:\Dropbox\QuanLyTaiLieu\QLTL QuycttoanGXD-mau-bang-08b-Neki- Mau bang xac dinh gid trj khoi hrgng cong
. GXD'Vanban'QuantyHopdong'QuyettoanGXD-mau- | .. . vi€e hoan thanh theo hop déng dé nghi .
50 | Bieumau e N dinh-11-2020-thanh-toan-khoi-luong- L P Mo file
bang-08b-Nghi-dinh-11-2020-thanh-toan-khoi-luong- . thanh toan trong Nghi dinh sé 11/2020/NB-
cong-viec-hoan-thanh xlsm
57 cony hoan-thanh xl Ccp
D \ 1T ien' B
DDropboxt QuanL y Tail.iew:QLTL o ) ) Théng t 56 10/2020 TT-BTC ngay
. GXD'Vanban'QuantyHopdong'thanhquyettoan.com- |t uyettoan.com-Bi bao-cao- . LT R i
51 | Bicumau |_. 20/02/2020 quy dinh vé quyet todn du an Mo file
Bicu-mau-bao-cao-quyet-toan-10-2020-TT- quyet-toan-10-2020-TT-BTC xlsm . . ] i K X
hoan thanh sir dung ngudn von nha mrde.
58 BTC.xlsm
D:'Dropbox'QuanLyTaiLieu\QLTL . .
. d.vn-HaiVo_Risk t Rev A » .
52 | Bieumau |GXD'\Vanban'QuanlyRuiro\gxd.vn-HaiVo_Risk %X Xl;: ALV sk management Bev Quan I rii ro Mo file
59 management Rev 7.xlsm ;
_ _ Mau VB [ Sach [ KPI' [Linkhay | CPTV | CPK @ .
14 ~
A , ~ 5 A \ 7 \ X \
Chon sang 6 G54 c6 chit M¢ file bam Ctrl+K va dan duong dan vao:
A : 0 - (1) Gt
D:\Dropbox\QuanLy] jneert Hyperlink ? X
47 | Bieumau |GXD'Vanban'Quanl Mo file
54 cau-lam-ro-HSDT.dd Link to: Text to display: M file ScreenTip..
D:Dropbox! e
:\Dropbox\QuanLy’
48 | Bieumau |GXD'Vanban'Quanl Existing File or Look in: QLTL GXD V| & Q M¢ file
55 dong-Thue-May-xay:- Web Page Bieumau ~ Bookmark..
D:\Dropbox\QuanLy’ Current Folder CsDL 2
GXD'\Vanban'Quanl; 8 Dulieu
49 | Bieumau . Place in This Mo file
mau-so-08b-Nghi-din Document Giactrinh -
56 uon n-thanh.dc . Browsed Pages Quytrinh
D:\Dropbox\QuanLy’ a Tailieu 4
Create New Th Khao
50 | Bicumau GXD'\Vanban'Quanl; Document N am Mo file
bang-08b-Nghi-dinh- Recent Files |~ Tieuchuan -
57 cong-vice-hoan-thanl P v
D:\Dropbox\QuanLy]| | E-mail Address |, .. yTaiLieu\QLTL GXD\Vanban\QuanlyDauthau\gxd.vn-mau-CV-yeu-cau-lam-ro-HSDT.dod v
\ \
51 | Bieumau G_XD Vanban\Quant m (4] w Mo file
Bieu-mau-bao-cao-q; &1
58 BTC xlsm
D:\Dropbox'QuanLyTaiLieu'\QLTL . .
. d.vn-HaiVo_Risk t_Rev A .. A
52 | Bieumau |GXD'Vanban'QuanlyRuiro\gxd.vn-HaiVo_Risk %X xl::ll Vo sk management_Rev Quan I rii ro Mo file
59 m ement Rev 7.xlsm )

| Van ban | Quan 7 SRRy vau vB

Sach | KPI

Link hay

CPTV | CPK
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Lan luot nhu vay cho céac file con lai.

Buéc 2. Chay 1énh Sap xép

Cac file s€ duoc di chuyén tir tht ca cac thu muc vé thu muc Bieumau. Bay
gid ban c6 thé kiém tra lai va huong thu thanh qua.

- B H @B & -
Quén Iy tai liéu GXD

File

F - I B o =
B TEC e o 2R EFL F
A Aa A TA AE; s LT | K== |
: — — Capnhat Thém Saochép Kiém tra Sapx€p Quan ly
=3 T !
théng - =X UM === B ®© gyiiew moifiles files files mai dif lify lien ket -
Quick Access Toolbar Quan Iy dir liéu

Home Insert Page Layout Formulas Data

O tinh hudng nay ta da gia thiét 1a c6 duong dan cua file thi méi thuc hién
cac bude nhu trén. Dé ¢ duodng dan cua file moi ban xem muc Tu viét ham trich
xuat dia chi Hyperlink muc 1ap trinh VBA, str dung ham GetURL. Ban sé& thay
ph?ln mém chay trén Excel rat 14 linh hoat, thién bién van hoa.

2.8. Quan Iy lién két

Chi tim tai cac cét ndi
[ | Tim ki€m néi dung tré
Tirkhéa

Bdi tén files

%] Bditén thu muc
Kiém tra lién két |Gi

H = Thay ddi duéng din lién két

2.8.1. Doi tén files

O tinh ning nay, ban c6 thé tiy y chinh stra tén file theo yéu cau ma khong
can phai vao han thu myc chira file dé doi tén timg file.

Khi ban ddi tén file tryc tiép ¢ trong phan mém thi dong thoi file ndm trong
thu muc goc cling duoc doi theo. Tiét kiém rat nhiéu thoi gian va cong sic cho
nguoi dung.
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Dé&i tén files

[im file nhanh bang tir khoa lién quan

=] o

| [Mét hoic nhigu dusi files. Vi du: xlsx dos, .

Tiikhéa [Nhap tif khoa tim kism... .

Tichchontdtca [ Hi&n thi cac files da thay déi tén

X

Q
Ban da chon (81) files/ Tong s6

T.. Tén thay thé Tén file géc Bwéng dén géc &
B KPI Chi so ve an toan lac dong KPI Chi so ve an toan lac dong .[Users/GXD/Dropbox/Dr
B KPPl Chi so ve gio lam viec KFI Chi =0 ve gio lam viec IUsers/GXDIDropbox/Dr
[ KPI Chi so ve long trung thanh KPI Chi so ve long trung thanh IUsers/GXD/Dropbox/Dr
[ KPI Chi so ve luong KPI Chi so ve luong IUsers/GXDI/Dropbox/Dr
I KPI cua hang sieu thi KPIl cua hang sieu thi IUsers/iGXDIDropbox/Dr
= KPPl cung ung khac KFI cung ung khac IUsers/GXDI/Dropbox/Dr
B KBl daob gia khach haog KFI danh gia khach hang IUsers/GXDIDropbox/Dr
B | | |KF'I dactac . [Users/GXD/Dropbox/Dr
i RPT dau tu KPI dau Kich dup cdt t&n thay the .JUsers/GXDiDropbox/Dr
[ KPI Doi moi truong KPI Doi moi truong 42 sra tén file IUsers/GXD/Dropbox/Dr
[ KPI giao hang KFI giao hang IUsers/GXDI/Dropbox/Dr
I KPI hoat dong khuyen mai KPI hoat dong khuyen mai . IUsers/iGXDiDropbox/Dr
= KPPl internet marketing KPPl internet marketing IUsers/GXD/Dropbox/Dr
B KPPl Ke toan gia thanh KPPl K& toan gia thanh JUsers/GXDIDropbox/Dr
B KPI| Ke toan thanh toan KPI Ke toan thanh toan .[Users/GXD/Dropbox/Dr
B KFI Ke toan tong hop KFI Ke toan tong hop IUsers/GXDIDropbox/Dr -
e e— e—- e . —
£ >

Hudng dén: Kich dip vao cét 'Tén thay the' d& chinh siia tén

2.8.2. Poi tén thw muc

Quan Iy tai liéu GXD Home Insert Page Layout Farmulas Data Review View Developer He

gy [PE=LAL| A

AR A AN | &I
He Cap nhét

thﬁn.g - L'C-Il !: El \

)
'\(_-;'

Quick Access Toolbar

diflieu  méifiles  files  files méi diflieu  lién két - Tl‘”‘h"ﬁ|

._{\ --'Ll..'\“‘ $§ : -] Chi tirn tai cac cét ndi dung / md
oy — il $e=

= . ; i (] Tirm kigm néi dung trén toan bé |
Thém Sao chép Kiémtra Sapxép  Cuan by

Quan Ij dif liéu Déi tén files n ndi dung

J || HT Quan tri nhén [£] Déiténthirmuc g—

B5 v
o5 Kiémtra lién ket 1i
L A ~ = . 2 . > — | = Thay déi dugng dan lignkét  — |
1 | QU_AN LY :F]:LES (PH_—Y_\ _\'IE_\'I Q[ Alv s e L e T GlD)
2
STT Thw muc Pwing diin thwe muc
3
4| [1]~ 1 [2] - Bl b
=] 5 HT Quan tri nhin sy D:\New folder (3)\Bo tai lie
AR SHeﬂmngquanmnhah oo | DI New folder (3) Bo tailiew
© 7 2 |8 Hethongguantrishansu KIch dup de sura ten thurmuc  |D/New folder (3)Bo tailiew
8 3 |8 Hethongguantrighansw D:New folder (3) Bo tai lieu
9 4 [8. He thong quan tri nhan su D:New folder (3)'Bo tai lieu
D:
D:
| 12 7 [8. He thong quan tri nhan su D New folder (3)Bo tai lieu

1. Stra tén thu muc

2. Thao tac 1énh Déi tén thu muc
3. Chon Yes dé két thtic 1énh
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Yes Mo

Két qua dwoc thé hién ¢ bang dwdi ddy:

Quan Iy tai lieu GXD

Pagelayout  Formulas iew  View  Developer Help @ Tell me what you want to do S share
=] & | L) = [] Chitim tai cac 6t ngi duny gfmr.ut o 4, Version: 1.1.8 - Ngay: 22/06/2020
AR B ey ¢
A R AT AT A AR 4 D'ﬂmkemn dung trén toan bé Workbook o
He = “1 7| Cipnhit  Thém Sao h ép Kamt Sipxép  Qua Tién Trg Cipnht Téng dai h tro GXD: 1900.0147
thing- | FA M Y. E®®© dtis i fes fles  files méi ahes len ka Tirknsa | |Q | @n- | gitp~ | phinmem
Quick Access Toolbar Quian If dirlié Tim ki€m néi dung Théng tin phan mém
BS - F | HT Quén tri nhan sy
1 A B8 c D E F
A N , D - - - H CH— 2 IwT -
1 QUANLY FILES (PHAN MEM QUANLY TAILIEU DU AN GXD)
2
STT Thw muc Puwing din the muc Tén file Kiéu file Noi dung
3
4 1 [2] hd [31 hd [41 hd [51 |~ [
S HT Quan tri nhin sy D:\New folder (3)\Bo tai lieu CEO 4.0\HT Quin tri nbin sy
8 1 JHT Quan tri nhan su D:New folder (3)'Bo tai ieu BMDT-00 Quy trirh dao tao doc [BMDT 00 Quy trinh dao tao,
7 .2 JHT Quan i nhan sy D: Nevw folder (3) Bo tai liew BMDT-04 Phieu ven cau dao fao hang nam doc [BMDT 04 Phicu yeu cau dao
8 3 JHT Quan tri nhan sy D Wew folder (3)Bo tai lieu| BMDT-05B Ke hoach dao tao theo chuc danh doc [BMDT 03B Ke hoach dao tao
9 4 [HT Quén tri nhan sy D:New folder (3)'Bo tai lieu BMDT-07 Chuong trinh dao tao doc [BMDT 07 Chuong trinh dao ta
10 5 |HT Quan tri nhan sy D:'New folder (3)'Bo tai lieu|BMDT-10 Danh sach can bo duoc dao tao doc [BMDT 10 Darh sach can bo d
116 JHT Quan tri nhan sy D:'New folder (3)'Bo tai ieu| BMDT-11 Dag_}}__s_g\_c__l'_i_g@_qg_}'_i_a_ﬂ doc [BMDT 11 Danh sach giang vie
12 7 |HT Quan tri nhan sy D:New folder (3)'Bo tai lieu|BMDT-13 Bien ban dao tao noi bo doc [BMDT 13 Bien ban dao taorj

Luu y: Mbi 1an thao tac 1énh chi doi duoc 1 thu muc
2.8.3. Lénh Kiém tra lién két 13i

Khi chay lénh nay s& danh déu do toan bo cac lién két dén file bi 15i.

C6 thé tmg dung 1énh nay dé tim ra tit ca cac ban ghi file d dugc di chuyén
hoac bi that lac hodc bi x6a trong thu muc.

2.8.4. Lénh Thay d6i dwong din lién két

2.9. Lénh chugt phai
Ban kich chudt phai dé chon céc 1énh trén menu chudt phai.
e Lénh Di chuyén files dén thw muc dwoc chi dinh
Pé di chuyén files dén céc thu muc khéc, ban chi can sao chép duong dan s&
chuyén file t6i va dén d¢ 1én thay thé duong dan files can chuyén tai cot “Puong
dan thu muc”

Sau d6 chudt phai va thao tac 1énh “Di chuyén files dén thu muc duoc chi
dinh” va kiém tra lai két qua.

20



Quan Iy tai liéu GXD

Home Insert Page Layout — o oper Help Q Tell
& 782 1r O (2 B FF o
A A AW | T O R e oy & todn bo Workbaok
Hg - v = = | Capnhit Thém Saochép Ki&r = 77
théng~ | ER EYE®® dirlieu  mdifiles files files [y Paste Options: |
Quick Access Toolbar Quan Ij di lii Tj ‘m néi dung
5 - Fe D:\Ne Paste Special... tri tai chinh ke toan\g
A B c Q Smart Loockup E
el - r A _ 1 _
1 QUANLY FILES (PHAN M Insert... GXD)
2 Delete...
STT Thw muc Pwing dén thwe muc Clear Contents Kiéu file
3 gi’ Translate —
AETE DI 5] S S CIE
6 Thang bang luong . =] Quick Analysis
- cua cong ty D:\New folder (3)\Bo ta: Eilter , 0 Thang bang luong cu
2 6 Thang bang huong D:\New folder (3)Bo tai Sort ’ doc
R HBLOIE I, e B GetDatafrom Table/Range.. ol
Get Data frem /R i
3 6 Thang bang huong D:\New folder (3)Bo tail p i doc
T cuaCong t | %] Inset Commert | | "
6 Thang bang luong | - X . _
4 D!New folder (3)Bo tai t Format Cells... ng ty doc
1 SRS I CUACONTTY | e Pick F b I T (SO WS
’ ’ : ick From Drop-down List...
3 6 Thang bang huong D:\New folder (3)Bo tail i ong ty doc
9 | cuaceng by | Define Mame.. T
6 6 Thang bang huong D:!New folder (3)Bo tai & Link va don doc
W0 CUACONZ Y | (T Chéndong s
) ) iR én déng .
7 6 Thang bang uong DiNew folder (3)Bo tail . o gva doc
il T . cuacong v | = PBanhlaisdthdte
g 6 Thang bang luong D:\New folder (3)Bo tait ' Di chuyén files dén thu muc dugc chi dinh doc
12 cuacongty | O Méfiled hon e
¢ file duoc chon :
9 6 Thang bang huong D:!New folder (3)'Bo tai t . o fen ticn doc
13 cua cong tv Ma thu muc chira file
i nhana tai

Tién ich khac 3

Ready

e Lénh Xoa file dwoc chon
- Khi str dung 1énh nay s€ x6a dong thong tin file trong sheet Quan 1y va xda
ludn file trong 6 ctrg. Hop thoai nhic nhd s& hién ra, ban hdy chic chin 1a mudn
x6a han file trong thu muc gbc thi bam Yes.

Thing bdc

File duge chon s& bi xda khai may tinh cda ban.

| Ban cd chdc chan xda file ¢ dudng dan:

D:vCacthong tu huong dan Mghi dinh
eE\Cong-bo-don-gia-nhan-cong-cac-dia-phuong'\BacGiang'2
62_BaGiang.pdf

Yes Mo |

- Phan mém cho phép x6a nhiéu files nén ban chon céc file can xo6a va thao
tac Iénh.
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Quan Iy tai lieu GXD

Home Insert Page Layout Formulas Data Review _
S H & l‘:f,::‘; _|\ -:LI: :;g — l /a?(;)' Chitin % cCut :|
AR AT AW Ag | T W =] %= 3 v Ol Tim kit By Copy
= v . | Capnhdt Thém 5aochép Kiémtra Sapx€p Quanly o = n
RELE®® | dgicu  mbfies fies flesmdi diriéu | liénket- | Trkhoa | Paste Options: -
Quick Access Toolbar Quan Iy dir ligu
- £ | 262_BaGiang
A B c D ,(D Smart Lockup
21 ! Qua.n i phong tal \py ey folder (3)'Bo tai lieu C|7 MTCV ke toan cong no Insert.. ket
___________________ chinhketoan | ) Delete
! 22 ! Q:ha;qﬂln’lig;;lf D New folder (3)'Bo tai lieu C|8 MTCV ke toan nghiep vu 1l Clear Contents ket
R I S ST T R Y TN Tt o R 5 I
23 ! Qua_n tri phong tai D! New folder (3)'Bo tai leu C 9_'\11—(:\' ke toan xay dung ¢\ 53 Translate ket
chinh ke toan dinh el ick Analvsis
9. Quan tri tai chi =] Quick Analysis
’ ke toan D:\New folder (3)\Bo tai lieu CEO 4.0\9. Quan tri tai ch Filter »
g4 | % Quanwitaichinh |5y oo fotder (3)\Bo tai lieu |1 Quan tri phong tai chinh ke 2" * iph
3 ke toa'fl - = — _ — D Get Data from Table/Range... =
10. Quan tri rui ro |D:\New folder (3)\Bo tai lieu CEO 4.0'10. Quan tri rui 1 N
h| 25 10. Quantrirui ro |D:\New folder (3)\Bo tai lieu C|Bieu mau 34 Insert Comment !
| 26 10. \ Format Cells... v rui
Pick From Drop-down List... nm
i
Define Name... nm
o
Chéndéng e .
¥
32 10. Quantriniro |D:New folder (3)'Bo tai lieu C Banh lai 58 thirty trin
P BacGiang D:\Cac thong tu huong dan Ng Di chuyén files dén thu muc dugc chi dinh
[ 1 BacGiang D:\Cac thong tu huong dan Ngg Mé file dugc chon lang |
f Mé& thu muc chira file
b
Bieu mau Giao trinh X0afile dugc chen
Tién ich khac 3

e Cac lénh khac
Ban c6 thé thao tac 1énh chén dong: dé thém sd dong mong mudn.
Lénh Pdnh lai 56 thir tir: Khi thém bét files can danh lai sd thi ty thi str dung.

Lénh Mo file duwoc chon s€ mé file do ra.

Lénh Mo thur muc chira files s¢ mo thu muc chira file do.
3. Quin 1y hd so, tai liéu dw 4n xay dung

Ngay nay khi khéi tao 1 du éan dau tu xay dung khong ai tao 1ap tur dau nira,
ma s& tao ra 1 cAu tric ciu thu muc theo mau co san céc tai liéu can thiét ma & du
an nao ciing gap va tir d6 phat trién 1én.

Ban c6 thé tao ciy thu muc mau dé luu trit ho so, tai liéu cho timg du an,
ting cong trinh hodc gbi thau hodc theo hop dong. Sau d6 dung cac 1énh tuong tir
nhu Quan 1y tai liéu c4 nhan dé quan 1y file.
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Thay ddi duiing din géc

H Luufiledirligu
Mé file dirligu

Tao sheet mau mai

e - *
I - Tao cdu tric thuo muc mau

A Thiét lap tay chon

4. Quan ly biéu miu

Nhitng miu biéu cac cong viéc thuong 1am trong du an dau tu xay dung nhu:
MAu b4o céo tham tra, to trinh, quyét dinh phé duy¢t... dugc GXD tao ra hoac
suu tAm, bién tap. Ban chi viéc m¢ 1én "dién vao chd tréng, thém bét" dé hoan
thanh cong viéc.
5. Cac Tai liéu, Gido trinh, Sach tham khao
5.1. Giao trinh

Rat nhiéu tai liéu, sach, gido trinh hay do tac gia Nguyén Thé Anh bién soan
dugc gt tang ban ¢ day, chi vi¢c kich vao link 1a mé ra. Ban co thé in ra dé doc.
5.2. Link hay

La noi chia sé cac tai liéu, gido trinh, website, page, ... bo ich, can thiét cho
k¥ su xay dung.
IV. POI TEN FILE HANG LOAT TRONG WINDOWS CUC NHANH

Rename a file or folder, How to Rename a Folder in Windows 10, Huéng dan
doi tén file hang loat, Quan 1y tén file, Déi tén file théng qua Excel, déi tén nhanh
nhiéu file

Trong khoa hoc Quan 1y tai liéu du an, mdt van dé rét quan trong dugc dat
ra la dat tén file, ddy ciling 12 van dé quan trong khi ing dung mé hinh thong tin
cong trinh (BIM).

> Khé khan thwong gdp trong viéc déi tén file:

- Binh thudng, dé dbi tén 1 file trong Windows, ban phai kich chon file rdi
kich nhanh vao file 6 1 14n nita hodc bam chudt phai chon Rename, ban nao thao
hon thi bdm F2. Néu nhu ban phai sira hang tram file thi s& mat nhiéu thoi gian.
Vi du: Anh chup cong trinh copy tir may anh vao luu trit.
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- Trong Windows ban c6 thé chon tit ca céc file trong 1 thu muc roi di tén 1
file va F2 d6i tén 1 file roi Enter thi s& doi tén cac file d6 cung 1 luc theo tén ban
g0 vao va thém con s thir ty vao kém ddu ngodc. Cach nay khong dap tmg cach
dit tén theo mong mudn ctia ban. Co nhitng bat tién nhu: Ban khong thé thuc hién
cac thao tac nhu x0a dong loat cing 1 doan ky tu gidng nhau ¢ nhiéu tén file.

> Véi phin mém QLTL GXD ban cé thé thao téc doi tén file hang hoat rit
nhanh, don gidin nhw dwdi diy.

1. Thém folder chira file cin d6i vao phin mém

- Mo phén mém QLTL GXD, tai sheet Quan ly, chon 1énh Thém méi files

- Chon Folder chtra cac file can stra tén

Quan Iy tai liéu GXD

File Home Insert Pagelayout Formulas Data Review View Developer Help Acrobat & Share  ©J Comments
& . < @ &
2A ) ’ 4 " 6 Workbook — "

He Capnhst  Th & Tién Trd Cap nh

théng v £ B i liégurmai file i it lieu | fién ke U kné Q | jch~ | gitp~ | phanme
Quick Access Toolb im kaém ng: dung ~
= % Thém dir liéu T
A B _ ! I Budng ddn | D\GXD WORK\Danh-sach-tieu-chuan 1l K L
1 QUAN LY FILES (5555 fios von thumuo g8e® Tim Hes trong i c4 thi muo con Ban 08 chon (48) fles / Tdng 55 m
2
, | st Thw mye Dutmgd (7 Tich chon t3t ¢4 Loc da #éu [Nh3p i khoa tim kié MOt hode nhibu dudi fles. Vi du- Xisx o Q :::: C"‘;"‘P ‘\':g:“ -\'l:-"._:“
o] (- 2] v Tén file Kichcy  Ngbysbaddi  Duong din Al L o) -y - 2
s [Z)83 gxd.vn-11TCN19-2006.doc 185MB  04/06/201817.30.17 DIGXD WORK\Danh
6 | :] [£1# gxd vn-11TCN20-2006 doc 151 MB 04/06/2018 17:2035 D\GXD WORK)
- o [£18 gxd vn-11TCN21-2006 doc 116 MB 04/06/201817.30.59 D\GXD WORK)
[41) huy bo tieu chuan png 10376KB 04/06/20180014:23 D\GXD WORK]
8 ¢ QC06-2010 Quy chuan PCCC.pdf 94246 KB 01/06/2018 151817 DAGXD WORK\
9 [¥]' QCVN-12-2014BXD pdf 194MB 01/06/20181524:32 D\GXD WORK)
10 [48* TCVN 3715-1982 docx 2269KB 0110672018 1540:17 DAGXD WORK)
[4]& TCVN 7336 - 2003 - He thong chua chay Sprinkler tu don 30398KB 01/06/2018 160023 D\GXD WORK|

1 [F1& TCVN 7447-4-43-2010 paf 52314KB 01/0672018 160856 D'GXD WORK\
12 [Z)8 TCVN-14-2008-btnmt doc: 7350KB  01/0672018 1634:44 DIGXD W
13 & TCVN-232-1999 doc 73050KB 0110672018 162852 DGXD WC
14 [£18) TCVN-319-2004.doc 23300KB 01/06/2018 16:30.07 DIGXD WORK!
15 [ TCVN-394-2007 doc 590MB 01062018 163623 D\GXD WORK!
o [Z1% TCVN-5687-1992_Thong-gio-dieu-tiet-khong-khi-suoi-am 195MB 01/06/2018 1541:49 DAGXD WORK!
o [J8 TCVN-6151-1-2002 doc 16350KB 01/06/2018 154547 DIGXD WORK\Danh-sach v
18 CIQLTL GXD
19
20 DSdusutar ODongddutén @ Dong dudc chi dinh [ Gil nguyéin céu trie thy muc khi sao chép Thém véao danh muc
2
2
23
2
2
2%

[EmDE Quan |y RN | Bieumau) |Glaotiny) JLinkhay) CPTV | CPK G ;
2 T 1

Ready s
@ ° O = Qe € & B v @ @ PMSinhVien-1oimoi. (il Doiten filedocc- Wo.. Kl Quaniytailieuxism - E. A oW 7 dx ene 37ch W

2. Sira tén file don gian bang Excel
Sau khi thém duoc tén cac file can stra vao bang tinh, ban co thé sira tén file
don gian bang cac thao tac chinh stra trén Excel, dé chiu hon File Explorer nhiéu:
- Poi tén nhiéu file ciing 1 lac vi tat ca tén file d hién 1én trén bang tinh
- Poi tén file hang loat bang cac 1énh ciia Excel: Copy — Paste, Replace (Ctrl
+ H) hoac cac ham Left, Right, Mid, ... cua Excel
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Quan Iy tai liéu GXD

File Home Insert Pagelayout Formulas Data Review View Developer Help Acrobat & Share 1 Comments
gy [HB iis A Op gz F| O |Doimwscman/mu o8 (g Vesion 112 Nody OYDGR020 £ Tang i g X T900TAT
a aA w e | T © - Tim kiém ni dung tré b Workbook
He B A f o Cipnhdt  Thém Sao chép Kiém tra Sip xép  Quén Iy s g Tign Tra Capnhdt @ Cang ty cf phan Gia Xay Dung
TYE@®  suieu moifiles files filesmdi ddliéu litn kst~ | TrkhGa Q | ih~ | gigp~ | phinmém
Ouiick Access Toolbar Quedn I d i Ti kiém n6i dung Théing tin phan mém ~
AS4 - 5 -
4 A B | c | [ E | F [ H ' ] K L
1 QUAN LY FILES (PHAN MEM QUAN LY TAI LIET I)l"-\:\ GXD)
2
L " . . Pon vi thye | Thoi gian Ngaybat | Ngay két
dan thw e i
5 STT Ther muc ‘Puimg dan mye Ten file Kieu file Noi dung / Mo ta Mo file hién thye hién I “iu e
4| [ [2] - (3] 2 [41 - [5] - [6] - [ - 8] -] 81 -] o] - [u] -f [i2]
5 /
Danh-sach-tieu- .
D:\GXD WORK Dank 5 -2 75 s 70675 > -
o 1 chuan 15_gxd. vn-2013_ND-CP_17067% doc 15 gxd.vn 2013 ND CP 170675 / Swa ten \
oy [Pubesschition | Gy WORK Danh. i{20180338805-00_chuong 5_p094-108 af 20180338805 00 chu 2 A4
7.2 Jeuan : B - b : e files & day
3 |Damhesachition p T WORK Dank {47 1999 QD-BXD_213673 e 47 191
8 chuan . ol
R 2 A T N ittt ‘“‘B Ea-' ‘“’fe;'m'm.”fﬁ' Cabling Standard ANSI TIAEIA 568 B Commercal |
chumn . oummercial Building Telecomumunications ‘Building Telecommunications Cabling Standard
El e | CADNE SBOGRID e o e
5 [Dambesach-tien T WORK Danh j|ong trinh ngam do thi-dinh kem TT 28-2008- 1, cong trinh ngam do thi dinh kem TT 28 2009 BXD M@ file
10 chuan BXD
W 6 Danh-sach-izu- |1y, 3Ty WORK Danh | Install 2016 df Electrical Install 2016 M8 file
ol 7 fhﬂ‘"'“""'““' D:\GXD WORK Danh-saclii Ghichu ve TCVNT747 -HethongDien be Ghichy ve TCVN7747 HethongDien M fils
s f Danh-sach-fiews | GXT) WORK Danh. il gxd vn-10_2013_TT-BXD e gxd.m 10 2013 TT BXD
g |Dambesachitin- |p T WORK Dank il gxd. vi11TCN18-2006 - sxd.vn 11TCN1S 2006 M@ file
14 chuan
Danhi-sach-ficu- .
o D/ GXD WORK Danh-sach-1i grd vn11 TCN19-2006 doc xdm 11TCN19 2006 M file
1y [Dmbesseb-tien | G WORK Danhesach-tlgxd vn-11 TCN20-2008 doc xd v 11 TCN20 2006 M file -
N _cun [N oo | GRoumn Lnkiey TV CP . -
=y B B = 1 + 3%

3. Chay Iénh d6i tén cac files

Sau khi stra tén file nhu ¥ xong, ban chay 1énh Quan ly lién két/Poi tén
files. Phan mém s& hién 18n cira s6 dé thay tén cac files da duoc doi.

Fle QuAnWWNeuGXD L.\t Pagelayout Formulas  Data  Review View Developer  Help Acrobat & Share I Comments
sHe L F ~ o n ¥= = [ Chi fim tai cac cot ndi dung / o t& o o, Version: 1.1.2 - Ngay: 04/06/2020 3 Téng dai hé trg GXD: 1900.0147
i = B ¥=F B @
AEAA XN ot T [1] Tim kigim noi dung trén toan b Workbook )
He = Cdpnhat  Thém Sao chép Kiém tra Sip fp | Qudn iy Cipnhdt @ Cong ty cf phan Gia Xay Dung
théng D YUEO@®  qaieu moifiles files filesmai dalipu  ldnkte| | Tokhéa a phln mem
Quick Access Toolbar Quén Iy di i Béi tén fles Théing i phdn mim -~
08 - fr | 117CN19-2008 [ 6 ten thy muc -
A A B ! c - B Kiém tra lién ket 16i F G H L} ] K L[«
b 5 ] 1 c
1 QUAN LY FILES (PHAN MEM QUANLY _ e D)
2
one di - - . Don vj thye | Thoi gian Ngiybit | Nagay két
dan thw %“
, st Thu mye Duimg din thr mye Ni dung / Mé ta Mase |PTE ] e it W 75 P
4| [~ 2] - 3 - [41 - 5 [~ [6] - [ |- 8] ~] 18] ~| [0] .| [m] -[ [12]
L3
o ! 3;":"‘:‘ sach-tils |1 6D WORK Danhsachet{10_2013 TT-BXD 203415 doc 10 2013 TT BXD 203415 M8 file
.| 2 Dashesach-tiew |1y XD WORK Danbesach-i 11 TCN18-2006 doc 1ITCN1S 2006
N 3 D:\GXD WORK Danh-sach-ti 1 TCN19-2006 doc 11TCN19 2006
, 4 1ITCN20-2006 doc 11TCN20 2006 M file
* . Danhesach-tien R e
s D:\GXD WORK Danbesach- 11 TCN21-2006 doc 11TCN21 2006 MO file
10 chuan
W s Danh-sach-ticu- |1y 3Ty WORK Danh-sach-i{ 15 2013 ND-CP_170675 doc 15 2013 ND CP 170675 M8 file
el 7 20180338805-00_chuong 5_p094-108 pdf 20180338805 00 chuong 5 p094 108 M file
- 8 D:GXD WORK Danhesach-i{47_1999_QD-BXD_213673 doc 47 1999 QD BXD 213673 M file
R AN——— S‘“’"‘ 5“’; d; ,“",“_E'm‘m,”u' " Cabing Standard ANSITIAEIA 568 B Commercial [\
“ chuan . Danfeachn C:“;h"“ :'S" uilding Telecommunications ‘Building Telecommunications Cabling Standard e
-sach-ti eo i-dlit 28-2009-| . -
jo |Dmbesaehitien | Gy WORK Danhesach.f 018 tub g do thi-dinh ke TT 28-2000. cong rioh ngam do thi dinh kem TT 28 2009 BXD W fis
15 chuan BXD
| | gy [Deodesachfiew |5 XD WORK Danhesach-ti Electrical Tnstall 2016 pdf Electrical Install 2016 M file -
IS Quon |y NN (Bieumau [Giaotrinh [Unkhayy CPTV CPK 1) < >
Ready B @ M - 1 + as%
—

25




- Dai tén files O ®

Tikhda |Nhgp ti knoa tim kim... | [Mst hodc nhiéu dusi files. Vi du: xisx dac, . | Q

Tich chontatca [ Hién thi cac files da thay G tén Ban d chon (48) flles | Téng 55

Trang thai Tén thay thé Tén file gbc wing dan géc A
gxd.vn-10_2013_T... 10_2013_TT-BXD_... P\GXD WORK\Danh-sac...
ogxd.vn-11TCN18-2...  11TCN18-2006 1GXD WORK\Danh-sac...
gxd.vn-11TCN19-2...  T1TCN19-2006 GXD WORK!\Danh-sac...
gxd.vn-11TCN20-2...  11TCN20-2006 GXD WORK!\Danh-sac...
gxd.vn-11TCN21-2_.  11TCN21-2006 "GXD WORK\Danh-sac...
 2013_ND-CP_—  JU0T3_ND-CP_— GXD WORK!\Danh-sac. ..
20180338805-00_c... 20180338805-00_c... D \GXD WORK\Danh-sac. ..
47 1999 _QD-BXD... 47 1999 QD-BXD.. D\GXD WORK\Danh-sac...
Cabling Standard - ... Cabling Standard - ... DAGXD WORK\Danh-sac...
congtrinh ngamd... congtrinh ngamd.. DAGXD WORK\Danh-sac...
Electrical_Install_2... Electrical_Install_2... DA\GXD WORK\Danh-sac...
Ghichu ve TCYN77... Ghichuve TCVN77... DAGXD WORK\Danh-sac...
huy bo tieu chuan huy bo tieu chuan DAGXD WORK!\Danh-sac...
QC06-2010 Quy c... QCO06-2010 Quy c... DAGXD WORK\Danh-sac...
QCVN-12-2014BXD QCVN-12-2014BXD D:\GXD WORK\Danh-sac...
TCVN 3715-1982 TCVN 3715-1982 DAGXD WORK!\Danh-sac. ..
TCVN 7336- 2003 .. TCVN 7336-2003 .. D:\GXD WORK\Danh-sac. ..
TCVN 7447-4-43-2. TCVN 7447-4-43-2. D\GXD WORK\Danh-sac. .. v

Huding dan: Kich dip vao cot 'Tén thay thé' dé chinh siia tén ﬁ e

Néu ¢ day, tén mdi van chua dang hodc ban mudn sira tiép tén cac files khac
thi van c6 thé lam bang cach “Kich dup vao cot Tén thay thé dé chinh st tén”.
Cubi cung, an déng v dé thuc hién, ban mé thu muc chua file d6 va kiém tra lai
két qua ctia minh.

Name - Date modified Type Size ol
15_gxd.vn-2013_ND-CP_170675.doc 01/06/2018 3:17 Microsoft Word 97... 128 KB
47_1999_QD-BXD_213673.doc 01/06/2018 3:25 CH Microsoft Word 97... 9.147 KB
|£ 20180338805-00_chuong 5_p094-108.pdf 01/06/2018 2:51 CH Adobe Acrobat D... 317 KB
|;L Cabling Standard - ANSI-TIA-EIA 568 B - Commercial Building Telecommunic.. 04/06/2018 2:43 CH Adobe Acrobat D... 415 KB
|£‘ cong trinh ngam do thi-dinh kem TT 28-2009-BXD.pdf 01/06/2018 3:20 CH Adobe Acrobat D... 985 KB
|£ Electrical_Install_2016.pdf 01/06/2018 3:16 CH Adobe Acrobat D... 19.603 KB
Ghichu ve TCVN7747 -HethongDien.doc 04/06/2018 12:10 SA Microsoft Word 97. 51 KB
gxdvn-10_2013_TT-BXD.dac 01/06/2018 2:43 CH Microsoft Word 97... 1.167 KB
gxd.vn-11TCN18-2006.doc 04/06/2018 5:28 CH Microsoft Word 97. 1.568 KB
gxd.vn-11TCN19-2006.doc 04/06/2018 5:30 CH Microsoft Word 97. 1.897 KB
gxdvn-11TCN20-2006.doc 04/06/2018 5:29 CH Microsoft Word 97... 1.551KB
gxd.vn-11TCN21-2006.doc 04/06/2018 5:30 CH Microsoft Word 97. 1.184 KB
@ huy bo tieu chuan.png 04/06/2018 12:14 SA PNG File 104 KB
%) QC06-2010 Quy chuan PCCC.pdf 01/06/2018 3:18 CH Adobe Acrobat D... 943 KB
3] QCVN-12-2014BXD.pdf 01/06/2018 3:24 CH Adobe Acrobat D... 1.982 KB
@ TCVN 3715-1982.docx 01/06/2018 3:40 CH Microsoft Word D... 23 KB
|; TCVN 7336 - 2003 - He thong chua chay Sprinkler tu dong_W5LC3.pdf 01/06/2018 4:00 CH Adobe Acrobat D... 304 KB
%) Tewn 7447-4-43-2010.pdf 01/06/2018 4:08 CH Adobe Acrobat D... 524 KB
|i TCVN_9206_2012_dat-thiet-bi-dien-trong-nha-va-cong-trinh-cong-cong-tieu- 01/06/2018 4:20 CH Adobe Acrobat D... 229 KB
5] TCVN-14-2008-btnmt.doc 01/06/2018 4:34 CH Microsoft Word 97... 74 KB
TCVN-232-1999.doc 01/06/2018 4:28 CH Microsoft Word 97... 731KB
TCVN-319-2004.doc 01/06/2018 4:30 CH Microsoft Word 97. 233 KB
TCVN-394-2007.doc 01/06/2018 4:36 CH Microsoft Word 97. 6.041 KB
%) TCVN-5687-1992_Thong-gio-dieu-tiet-khong-khi-suoi-am_Tieu-chuan-thiet-ke.. 01/06/2018 3:41 CH Adobe Acrobat D... 1.997 KB
TCVN-6151-1-2002.doc 01/06/2018 3:45 CH Microsoft Word 97. 164 KB
TCVN-6305-1-2007.doc 01/06/2018 3:44 CH Microsoft Word 97. 1.560 KB
TCVN-6305-2-2007.doc 01/06/2018 3:50 CH Microsoft Word 97... 350KB
2 TCVN-6305-3-2007.doc 01/06/2018 3:51 CH Microsoft Word 97. A58 KB %

Tom lai, cac ban d& dang ddi tén cac file ciia minh bang cong cu hitu ich nay
ctia phan mém QLTL. Thuc hién don gian viéc ndy gitp ban tiét kiém kha nhiéu
thoi gian, khong chi doi tén ma con quan Iy d& dang hon céc files ciia minh.

V. HUONG DAN SUA CAC LOI THUONG GAP KHI SU DUNG PHAN
MEM
1. Léi run-time error "91"
Cach xir ly:
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- Hay 16i nhét 1a ban gidi nén vao thu muc dat tén co diu tiéng Viét. Hay dat
tén thu muc khong diu nhé, ké ca thu muc cha chtra phan mém quan 1y tai liéu
(néu co).

- Ban nén gii nén ra cac duong dan nhu sau: D:\QLTL GXD hodc C:\QLTL
GXD thi phr:?m mém s& chay muot ma, ngot ngao.

- Néu gap 16i nhu trén ban bam End dé dong thong bao. Sau d6 tim nat Thay
doi dudng dan & goc trén bén trai va cap nhat dit liéu 1a duge. Néu chua OK thi
thir tiép nhu bén dudi.

- Khi str dung 1énh Thay d6i dudong dan & goc trén, bén trai man hinh phan
mém ma khong dugc. Thi co thé 1a do ban da gidi nén vao trong 1 thu muc dat tén
tiéng Viét co du, phai d6i tén folder thanh khong c6 dau tiéng Viét. Vi du: D:\Ky
su QS\QLTL GXD la OK, con D:\K¥ su QS\QLTL GXD s& 15i.

- Néu chua ranh phan mém va tin hoc vin phong, ban nén giai nén giir
nguyén tén QLTL GXD (khong doi tén) va chay 1énh dé cap nhat dudng dan toi
thu muc chira Dir lidu.

- Néu xong ma chay phan mém chua duoc ban lam nhu tinh hubng 3 bén
dudi.

Nhu t6i c6 dung giai phap Dropbox luu trit dir liéu ddng bo theo cong nghé
dam may (Cloud). Téi cai thu muc dong bo dir lidu 1én mang 1a D:\Dropbox, nén
to1 dua thu muc QLTL GXD vao thanh D:\Dropbox\QLTL GXD.

% v 4 > ThisPC > IGXD.edu‘vn (D) > Dropbox >]
v . GXD.eduwvn (D:) ~ Name Date modified Type
BIM &2 CCHN 09/01/2020 11:24 AM File folder
CCHN o Kiemtoanxaydung 17/01/2020 3:36 PM File folder
Dauthau o NCKH The mye QLTL @D
) 6% DIOpHOK g @ Photos reng Dropbest @S vty
3 PowerPoint 2433/ 0123400 @ File fold
DuthauGXD UM [ﬁﬁm ¢ ﬁz@ = , w
@ Public Jo/ :>,"‘v‘: ‘ act
DutoanGXD | DY@) P b'oX
GPMB @ QLTLGXD 12/05/2020 7:43 AM File folder
t'ro n g @ @ @& QuanlyTailieu 11/05/2020 2:43 PM File folder
Huanigyes @ Screenshots 26/10/2019 5:20 PM File folder

Hau nhu mudi may nam nay dit liéu, céc file cong trinh cta toi cir luu trong
thu muc Dropbox nay, rat an toan ké ca c6 15 hong hay truc tric 6 cting, hodc ban
thay may tinh hodc té hon 1a khong may bi mat mdy tinh, thi dit liéu van con & tai
khoan Dropbox trén mang. O may tinh méi chi viéc cai lai app Dropbox, dang
nhap tai khoan 13 dir liéu lai dong bo ve.

2. Phan mém hién thong bao dwong din khong hop 18
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Sau khi tai, giai nén dé cai phan mém Quan 1y tai liéu GXD - Document
Controller (DC). Em hién lén théng bao nhu trong hinh, khong biét xtr 1y thé nao?

. . s Loai van Co quan Ngay ban | Ngay co i . S .
Ten / mo ta bin ban hanh L hanh hiZa e Trang thai | File goc | File W
[4] : 7- rsi - r<i - £yl Lo I';TVA - f{: 7, [11] - [12

'e - Buding din mic dinh khéng hdp 1é, hodc cic tép tin *.dll khéng phu
¥ hdp vdi phién ban Office clia ban. Nguyén nhan c6 thé do ban thay
déi hoic xo04 thu muc géc, hodc ban chia sé file Excel nay véi mdy tinh
khac.
- D& khic phuc ban nhan nGt "OK" dé chon lai dudng dan. Hoic trén
thanh Menu Ribbon ban kich chon Iénh "Thay déi duéng dan" dé chon
lai dudng dan thu muc g6c chiia dit liéu trén may ban.
- Néu khéng tu khic phuc dudc, vui long lién hé Téng dai GXD
1900.0147 &€ dudc hé trd giai dap.

oK Cancel

Cach xir ly:

Buéc 1. Trudc tién ban doc ki hudng dan ngay trong thong bao trén rdi lam
theo. Ban ctr bAm OK va tim nut Thay d6i duong dan, sau d6 tro dén thu muc
QLTL GXD Ia OK.

Luu y tén thu muc dat tiéng Viét thi khong dung dau nhé. Vi du: D:\QLTL
GXD hodc Quan ly tai lieu GXD chtr khong dat 1a D:\Quan 1y tai liéu GXD nhé.
Mot s ban dit tén tiéng Viét ¢6 dau nén bj 1.

Buérc 2. Sau d6 chay 1énh Thay ddi dwong dén:

Ll:ér - H H = % Quanlytailieuxism - E
Quan Iy tai liéu Home Insert Page Layout Formulas Data Review View Developer Team Q Tell me what
P— fﬁ ™ ‘\L. Y= Tim ki€m théna tin trén Google 0 o
N = - == = B e
M o -+ ‘1 Re= Tim ki€m ndi dung trong toan b6 Workbook +_

Thay d6i | Thiétlap Cap nhat Thém Sao chép Ki€m tra - ,‘ Trg Cép nhat
dudng dan thy chon  difliéu dirliéu dirliéu di liéu U khéa gitp > phan mém

2 73 a
B6 \ v S QuanlyChiphi
A B . X ; . i D , E F g
1 QUAN LY VAN BAN (PHAN MEM QUAN LY TAI LIEU DU AN GXD)

Trong hop thoai Browse hién ra chon dén dudng dan thu muc ban giai nén
phan mém Quan 1y tai liéu GXD, vi du: cta toi & day 13 D:\Dropbox\QLTL GXD:
Tai sao phai thay d6i duong din? La do c6 hang nghin file, tai liéu vao may
ban c6 thé dé ¢ thu muc bat ki, cac k§ su GXD lap trinh 1énh nay dé thay do6i
duong dan nhanh chong va ty dong thay link téi tai liéu ctia ban.
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Néu xong ma chay phan mém chua dugc ban lam nhu tinh hudng 3 bén dudi.

Bude 3. Sau khi ddi duoc dudng dan va cap nhat duoc cac tai liéu thi ban
luu file Excel lai va bt dau sir dung danh muyc van ban

Budrc 4. Ban c6 thé ca nhan hda cac folder tai liéu ctia ban

C6 nhiéu céach, s& trinh bay ¢ bai khac & day noi so qua: Ban ct manh dan
thue hién nhu van t6 chirc cac thu muc trong 6 cimg van 1am, nhung bay gid co
thé cho vao trong thu muc QLTL GXD.

Vi du: D:\QLTL GXD\Du an A hoiac D:\QLTL GXD\Cong trinh B... sau
d6 dua céc file du an, cong trinh vao do.

Ban c6 thé nhan ban file Quanlytailieu.xlsm thanh file DuAnA.xlsm hoac
CongtrinhB.xlsm va dung cac nit Cap nhat dit li¢u, Thém dir liéu, Kiém tra dit
liéu... dé chon dix liéu c4 nhan cua ban dua vao file.

Ban kich phai vao file Quanlytailieu.xIsm va chon Send to Desktop (Create
icon) dé gtri 161 tat md file quan 1y ra man hinh Desktop, tir nay mé may 1a co thé
m¢ file quan ly tai ligu & do.

3. Léi run-time error 1004

Khi giai nén va chay phan mém Quan 1y tai liéu GXD thi hién bao 15i run-

time error 1004 Application defined or object define error.

Run-time error 1004

Application-defined or object-defined errar

Continue End

[}
m

bug Help

Cach xir ly:
Ban bim End dé dong hop thoai bao 16i hodc tat di m& Excel, vao File >
Options nhu hinh sau:
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Quanlytailieux

©

Info | n fo

New
Quanlytailieu
D: » Dropbox » QLTL GXD

Save | Protect Workbook

Open

Control what types of changes people can make to this workbook.

Save As

Protect
Print Workbook ~
Share

@ Inspect Workbook
Export Before publishing this file, be aware that it contains:
Check for B Document properties, printer path, author's name and absolute path

Publish Issues ~

Hidden columns
Hidden worksheets
Macros, forms, or ActiveX controls

Close

Hidden names
Account B Content that people with disabilities find difficult to read

Options -
a Manage Workbook

Check in, check out, and recover unsaved changes.
Manage

Weikbiaaks ﬂ; Today, 7:53 AM (autosave)

Trong hdp thoai hién ra ban chon muc Trust center / Trust center settings:

Excel Options ? X
General s
Help keep your documents safe and your computer secure and healthy.
Formulas
Proofing Security & more
Save Visit Office.com to learn more about protecting your privacy and security.
Language Microsoft Trustworthy Computing
Advanced

Microsoft Excel Trust Center
Customize Ribbon
The Trust Center contains security and privacy settings. These

Quick Access Toolbar settings help keep your computer secure. We recommend that | Trust Center Settings... |
you do not change these settings. :

Add-Ins

Trust Center

oK ] Cancel

Phéan Macro Settings ban chon Enable all macros va Trust access to the
VBA project object model. Xong tit di mé lai phan mém QLTL GXD nhé:
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Trust Center ? X

Trusted Publishers Macro Settings

Trusted Locations
(O Disable all macros without notification

Trusted Documents ] ) .
(O Disable all macros with notification

Trasted dd;in Gatalogs (O Disable all macros except digitally signed macros
Add-ins @ Enable all macros (not recommended:; potentially dangerous code can run)

ActiveX Settings
Developer Macro Settings

Macro Settings
[ Trust access to the VBA project object model
Protected View
Message Bar
External Content
File Block Settings

Privacy Options

oK Cancel

Link video hwdng dian: https://voutu.be/g9nhkjySRzY

4. Gap canh bao "PROTECTED VIEW"

Khi giai nén xong phan mém QLTL GXD (Document Controller - DC) va
chay thi em bj bao 156i nhu trong hinh, cach xt 1y thé nao?

H
File Home Insert Page Layout Formulas Data Review View Developer Help Tién ich Viét L Search
0 PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View. Enable Editing \
BS v I
A B C D E | E G
1 QUAN LY VAN BAN (PHAN MEM QUAN LY TAI LIEU DU’ AN GXD)
& Bt & - Logh’in Co quan Ngay ban | Ngay c6 e 3
5 STT Linh vwre $6 hiéu Tén/moé ta bin ban haah hanh hiéu hyc Trang thai | File goc | File Word | ]
o ) R Bl [~ [4] X 51 |~ 6 -]l 1 I~ [8] I~ O] -] [ui-] [12] i~
A t Visual E
6
7
8 Run-time error 91"
9 Object variable or With block variable not set
10
1
12
13
12 == =
15 Debug lelp
16

Cach xir ly:

Bao sao phai hoc tiéng Anh, Excel cta ban c6 thong diép canh bao 1a:

PROTECTED VIEW Be careful-files from the Internet can contain viruses.
Unless you need to edit, it's safer to stay in Protected View.

Co nghia la:

XEM FILE O CHE PO BAO VE Hiy can than-céc file tai tir Internet c6 thé
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chira virus. Trir khi ban can phai chinh sura file, s€ an toan hon néu ban & ché do
Protected View.

Ban chi viéc bam vao nut Enable Editing = Cho phép chinh stra. Sau d6 chay
thir phan mém QLTL GXD, néu chwa duoc hay thuc hién tiép nhu Tinh hubng 3
noi trén.
5. Ldi khong hién menu ribbon

Céc 1énh trén menu ribbon ciia ban hién thi khong dung nhu hinh dnh phan
mém Quan 1y tai lidu GXD?

Home Insert Page Layout Formulas Data Review View Developer Help Tién ich Viét £ Search

= P Ve
< @ Rer d 4~ 0
1 2 3
I * S https://bom.to/gop-y-phan-mem-quan-ly-tai-lieu-gxd
A 8 c D E F G H
1 | QUAN LY VAN BAN (PHAN MEM QUAN LY TAI LIEU DU AN GXD) Link gdfyy
2
~ e = - Loai vin Co quan Ngay ban | Ngay co
s Linh virc S6 hiéu Tén/mo ta bin ban hanh hinh hiéu hrc
21 24 Bl Z [4 1=z Bl [~ (6 |~ M = (81 I~
5
6
7
8
9
10
1
12
Cach xur ly:

Ban vao Trust center settings t6i phan Macro Settings ban chon enable all
macros.

Xong tit di mé lai 1a OK.

Néu chua biét cach vao Trust center hily xem tinh hudng 3 & trén hodc moi
ban xem video sau:

Link video: https://youtu.be/g9nhkjySRzY

6. Ldi dwong din khong hop 1¢ do dit tén thw muc 1a Tiéng Viét cé dau

Ban cai Ofice 2013 thi phan mém Dy toan GXD chay binh thuong. Nhung
khong cap nhat duge phan mém quan 1y tai lidu, ci hién bao 16i nhu anh chup.
Xir 1y thé nao?

32


https://youtu.be/g9nhkjySRzY

% - Dugng dan mic dinh khéng hop I hodc cac tép tin *.dll khéng phi

' hop véi phién ban Office cha ban. Nguyén nhan cé thé do ban thay déi
hodc xod thu muc gdc, hodc ban chia s file Excel nay vai may tinh
khac.

- BE khic phuc ban nhan nat "OK" dé chon lai dugng dan. Hodc trén
thanh Menu Ribbon ban kich chon [Enh "Thay dai duing dan" dé chon
lai dudng dan thu muc gdc chira dir liéu trén may ban.

- Méu khéng tur khac phuc dugc, vui léng lién héTSng dai GxD
1900.0147 dé dugc hé trg giai dap.

oK Cancel
Brc
T « KYSUQS > QLTLGXD v @/ | Search QLTL GXD
Organize ¥ New folder ==
B This PC o Name
I Desktop Antoanlacdong
|£| Documents FDI
“ Dowriloads GiaotrinhTailieu
Luat
J) Music
i QuanlyChatluong
I ichnes QuanlyChiphi
& Videos QuanlyDauthau
s Local Disk (C:) QuanlyDuAn
= Local Disk (D:) QuanlyHopdong
- HOC TAP (E2) QuanlyRuiro
Local Disk (F:) Crsoly Teado
ThamKhao
= GIAITRI (G) -

Folder name:

Tools ~ OK q

Cach xur ly:

Nhin vao anh chup thay 1a Ldi do dat tén thu muc 1 Tiéng Viét c6 dau. Ban
dang dit tén thu muc 12 K§ su QS hiy d6i lai thanh Ky su QS 13 OK nhé.

Céc ban dung dat tén thu muc bﬁng tiéng Viét ¢6 dau, hay doi sang tén tiéng
Viét khong dau hoc tiéng Anh nhé.
7. Ldi "1004" hay gip nhit vin la dit tén thw muc tiéng Viét c6 ddu

Mot k¥ su nhan tin cho toi néi 1a em dung Excel 2010, khi chay phan mém
Quan 1y tai liéu GXD thi bao 16i Run-time error '1004' nhu 4nh chup duédi day.
Em bam End ciing khéng duoc, con Debug thi ra phan code VBA véan khong chay
dugc phan mém. Gitp em cach xir 1y 18i nay véi?
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Cach xtr ly:

Sau khi n6i ban ay m¢ file H3 trg GXD (teamview tich hop ngay trong phan
mém) chung t6i dang nhap tir xa vao may ban ay dé hd tro va thay 1a: Ban nay da
rit can than va tran trong dat phﬁn mém QLTL vao thu muc Coéng viéc > Phan
mém Quan 1y tai liéu. Tt 1a dat tén thu muc cé dau tiéng Viét.

Thé thi xtr Iy don gian rdi, chi viéc doi tén thu myc lai thanh tiéng Viét khong
dau 1a Cong viec > Phan mem Quan ly tai lieu, hodc don gian 13 16i ludn ra 6 D,
dit tén 1a D > QLTL GXD thé 1a duoc.

Vi rdi day quen di chi quan ly tai li¢u bﬁng 1 file Excel, thi tén thu muc co
dau hay khong c6 ddu ciing khong quan trong ldm.
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rganize

New

> Céngviéc > Phin mem quan Iy tai lidu

(#* GRibbon

&) HDSD-QLTL-GXD
{5 Hotro-GXD-idcd8vujas
2 aun 6xo
#] Quankytailieu

~

Name

Antoanlaodong
FDI
GiaotrinhTailieu
Luat
QuanlyChatluong
QuantyChiphi
QuanlyDauthau
QuanlyDusn
QuanlyHopdong
QuanlyRuiro
QuanlyTiendo
ThamKhao

@ Danhmucvanban

GDecmanager.dil
GDocmanagert4.dil

' version

e

Opeéen

Date modified

08-May-20 2:23 PM
05-May-20 5:44 PM
04:57PM

0823 AM

11-May-20 5:12 PM

08-May-20 9:55 PM
22-Nov-18 501 AM
13-May-20 2:38 PM
11-May-20 5:31 PM

11-May-20 851 PM

Select

ype

File folder
File folder
File folder
File folder
File folder
File folder
File felder
File folder
File folder
File folder
File folder

File folder

Microsoft Excel C..
Application exten...
Application exten...
Microsoft Excel A...

Microsoft Word D..,

Application

WinRAR archive

Microsoft Excel M..

Configuration sett.,

dize

71KB
2877KB
3.672KB
132KB
4161KB
5.200 KB
470.961 KB
93KB

1KB

P/s: Chiing t6i ciing cé gdng xir 1y van dé dt tén thu muc ¢é dau hodc khéng
ddu, nhieng ngén ngit ldp trinh va Windows, Office chira cho phép. Nén cdc ban

chiu khé ddt tén tiéng Viét khong déu vay.

https://g1axaydung.vn/threads/xu-ly-loi-khi-cai-dat-va-su-dung-phan-mem-

quan-ly-tai-lieu-gxd-document-controller-dc.101020/

VI. LAP TRINH VBA VOI PHAN MEM QLTL GXD
1. Tw viét ham trich xuit dia chi Hyperlink

Viét ham GetURL nhu sau ban c6 thé léy duoc dia chi tir cac Hyperlink.
Buéc 1. Bam t6 hop phim ALT+F11 dé mo hop thoai bién tap code 1ap trinh

Microsoft Visual Basic for Applications

Budc 2. Chay I¢nh Insert > Module va dan doan ma sau (xem hinh):

Function GetURL (pWorkRng As Range) As String
GetURL = pWorkRng.Hyperlinks (1) .Address

End Function
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https://giaxaydung.vn/threads/xu-ly-loi-khi-cai-dat-va-su-dung-phan-mem-quan-ly-tai-lieu-gxd-document-controller-dc.101020/
https://giaxaydung.vn/threads/xu-ly-loi-khi-cai-dat-va-su-dung-phan-mem-quan-ly-tai-lieu-gxd-document-controller-dc.101020/

E Microsoft Visual Basic for Applications - QLTL_CEQ.xIsm - [Module1 {Code)]

%Eile Edit View |Insert Format Debug Run Tools Add-Ins Window Help

B E~AJ| & & #l 9 ron @ B F W @ | Ln2, Col 11 =

Project - VBAProject X| [ [(Genera)

= = Function GetURL (pWorkRng As Range) As String
- . = pWorkRng.Hyperlinks (1) .Address

#-81 VBAProject (GRibbon.xlam)

: End Function
-8 VBAProject (QLTL_CEO.xism)

=& Microsoft Excel Objects

B shCategory (Van ban)
@ shConfig {Config)
Sheetl (Quy trinh)
@ Sheet10 (Link hay)
Sheet7 (CPK)

shFile0o1 (KPT)
shFile002 (Sach)
shFile003 (Mau VB)
shFManager (Quan ly)
Q ThiswWorkbook
-5 Modules

ﬁﬁi mFunction

f& Modulel

ﬁﬁi mUnicode

Properties - Module1 &

Modulel Module V|

Alphabetic cCategorized

’mmdulel |
Buwéc 3. Bam 1énh luu va dong cira s6 code, trd lai file Excel quan 1y tai lidu
thir nhap cong thire sau: =GetURL(G5) (G5 1a 6 chta hyperlink), nhan Enter.

SUM - X & Jr | =GetURL(G5)
D E F G N
1 QUAN LY FILES (PHAN MEM QUAN LY TAI LIEU DU AN GXD)
2
N Kiéu ne = = s
Tén file file Noi dung / Mé ta MG file Ghi chi
3
[l 4 4 1 BIE __1a] A UNE [14] o
gxd.vn-mau-01-BC-tong-hop-cua-chu- docx Tl}(:ng 31! ve llylam dinh phé duyét dir &n M file —GetURL(G 5)‘
5 |dau-tu thiet ke dur todn
gxd.vn-mau-01-mau-BC-dinh-ky-cua- docx Thong tur vé tham dinh phé duyét du an M file
6 co-quan-tham-dinh-thuoc-Bo thiét ké dur toénr . o
exd.vn-Mau-01-To-trinh-tham-dinh-DA- Mau béo cao tham dinh tham tra du an N
docx Mo file

7 dau-fu-xay-dung-TKCS thiét ké dw toan BC KTKT

Ban s€ théy dia chi lién két da dugc trich xuat, tir 46 c6 thé sao chép cong
thire nay xudng bén duéi dé trich xuat hyperlink hang loat.

D E F G N
1 QUAN LY FILES (PHAN MEM QUAN LY TAI LIEU DU AN GXD)
2
s A
Tén file Kﬁlle: Noi dung / M6 ti M@ file Ghi chi
3
4 [4] -1 (510 18] S 71 [- [14] =
gxd.vn-mau-01-BC-tong-hop-cua-chu- docx Théng tw vé tham dinh phé duyét di an M& file D:\Dropbox\QuanLyTaiLieu\QLTL
5 [dau-tu thiet ke dy toan N GXD'Bieumau'\gxd.vn-mau-01-BC-tong-hop-cua-chu-
gxd.vn-mau-01-mau-BC-dinh-ky-cua- docx Théng fir vé tham dinh phé duyét dir 4n D:-\Dropbox\Quanl y Tail.ieu\QLTL

M¢ file GXD\Bieumau'gxd.vn-mau-01-mau-BC-dinh-ky-cua-
co-quan-tham-dinh-thuoc-Bo.docx.

co-quan-tham-dinh-thuoc-Bo thiét ké dir toan

gxd.vn-Mau-01-To-trinh-tham-dinh-DA- Mau béo cdo tham dinh tham tra dw &n N . D:\Dropbox\QuanLmiLle.u\QLTL .
docxX |, ., . Mé file | GXD\Bieumau\gxd.vn-Mau-01-To-trinh-tham-dinh-DA-
dau-fu-xay-dung-TKCS thiet ké dir toan BC KTKT
7 ] dau-tu-xay-dung-TKCS.docx
gxd.vn-mau-02-BC-ket-qua-tham-tra- docx Thong tur ve tham dinh phé duyét dy an M& file

3 du-an

thiét ké du loénr

Ung dung: C6 rat nhiéu tinh huéng can ung dung doan VBA nay. Vi du: O
muc trinh bay 1énh Sap xép file, ban thay 14 da gia thiét c6 duong dan file. Bé co
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duong dan céc file trong 1 thu muc vao Excel. Ban dung 1énh Thém méi file vao
sheet, sau d6 dung ham VBA noi trén dé GetURL.

2.

VII. UNG DUNG MAU SAC TRONG QUAN LY TAI LIEU

Céac ky su GXD nghién clru ma ANSI (American National Standards for
Safety Signs and Colors) tir d6 van dung vao khoa hoc tng dung mau sic trong
quan lIs tai liéu. Béi trong Excel ban co thé loc tai liéu theo mau sic. Bit dau tur
nhitg ¥ hiéu so khai, nhitng budc di dau tién, cho dén khi hoan thién hon noi
dung vé tmg dung mau sic trong quan 1y di liéu ndi chung va quan 1y tai liéu noi
riéng. Pay 1a van dé tac gia Nguyén Thé Anh di timg dé cap trong phan mém
Quan Iy chat lwong cong trinh GXD. Tuy di tim kiém nhiéu trén Google vé khoa
hoc tng dung mau sic trong quan 1y, chwa tim toi dwoc nhiéu, nhung ching toi
van tin 1a s& c6 giai phap hiéu qua dé phd bién cho ban dong nghiép.

Ung dung mau trong danh dau va loc van ban, nhac:

C4c tai liéu quan trong, dang can chd ¥ cao nhat: Mau do.

Tai liéu quan trong vira: Mau cam.

Tai liéu quan trong: Mau vang.

Tai liéu binh thuong: Khong mau.
“ANSI Safety Color Categories

The following are the higher-level categories for safety colors issued by the
ANSI Z535.1 code.

Red - The color red is used on any safety signs, labels, or other objects to
signify danger or to alert people that they need to stop.

Yellow - Anywhere that caution needs to be used, the color yellow should be
primary on the signs or labels alerting people to this fact. Similar to OSHA, this
includes risks of tripping, falling, getting burned, being caught in a pinch point,
experiencing hearing damage, and almost any other common hazard that may be
present.
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Blue - Blue is used on signs and labels that provide information about a

particular item or area. This information doesn't necessarily have to be safety
related.

Black & White - Black & white signs or labels are used for guiding traffic or
telling people which direction to go. These colors can also be for housekeeping
information in the facility. While not specifically safety related, having this type
of signage can directly improve the safety of the facility.

Gray - Gray is reserved for future use by ANSL.”

VIII. GIAI PHAP QUAN LY DU AN

Ban c¢6 thé chia nho dé quan ly, tao 1 thu muc, sau d6 tao rariéng 1 file quan
1y toan b tai lidu du an. C6 céc file quan 1y cho timg cong trinh, timg goi thau
riéng... tuy y linh hoat.

C@anly‘tailieu v
- Date modified Type Size
ﬂ;ﬁ HoanCongCongtrinh1.xlsm 29/04/2020 2:22 PM Microsoft Excel M... 127 KB
@ HoanCongCongtrinh2 xlsm 29/04/2020 2:22 PM Microsoft Excel M... 127 KB
@ QuanlyCongtrinh.xlsm 29/04/2020 2:22 PM Microsoft Excel M... 127 KB
@ QuanlyCongvan.xlsm 29/04/2020 2:22 PM Microsoft Excel M... 127 KB
@ QuanlyDoanhMNghiep.xlsm 29/04/2020 2:22 PM Microsoft Excel M... 127 KB
@ QuanlyGoithaul.xlsm 29/04/2020 2:22 PM Microsoft Excel M... 127 KB
@ QuanlyGoithaul.xlsm 2970472020 2:22 PM Microsoft Excel M... 127 KB
@ QuanlyQLDA xIsm 29/04/2020 2:22 PM Microsoft Excel M... 127 KB
@ Quanlytailieuxlsm 29/04/2020 2:22 PM Microsoft Excel M... 127 KB
Iﬁ QuanlyToanboDuAn.xlsm 29/04/2020 2:22 PM Microsoft Excel M... 127 KB
Iﬁ QuanIyVangan.xlsm 29/04/2020 2:22 PM Microsoft Excel M... 127 KB

IX. CHIA SE DU LIEU TEAMWORK

Tao 1 thu muc trong Dropbox. Cac file chia sé ciia nguo1 lam cung du an cé
thé share thu muc trong Dropbox, st dung chung 1 hé théng file tai1 lic¢u duoc
share.

File Excel c6 thé dé bat ky chd nio trong may tinh. Trén may tinh mdi ngudi
1 file.



chung cua

du an trén
Dropbox

Dropbox ¢ thé thué tai khoan c6 phi, chi phi khé 1a ré cho ca nhan hoic
dung ban Dropbox cho doanh nghiép. Nén dung Dropbox, bi tinh ning dong bd
cap nhat file moi tdt hon cho TeamWork, ké thira duoc cong viéc da lam cua nhiéu
nguoi, khong nhu Google Drive file cua nguoi lam sau s€ de 1én file nguoi lam
trude, mat hét cong stc cia ngudi do.

X. PHAN HOIL, GOP Y

Néu ban thay phan mém c6 chd nao bat tién cho ban sir dung, dimg ngai phan
hdi vao cac vi tri dudi day, ching t6i s& nghién ctru cai tién dé cong viée ciia ban
s€ thuan loi hon:

- Link trén dién dan: https://giaxaydung.vn/threads/hoi-dap-su-dung-phan-
mem-quan-ly-tai-lieu-gxd-qltl-gxd.100709

- Form gop y: https://bom.to/gop-y-phan-mem-quan-ly-tai-lieu-gxd

GXD rat mong nhan dugc cac ¥ tuong, dong gop ¥ kién, hién ké cua ban dé
phét trién phan mém phuc vu ban tt hon nita.
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