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Khu Nhén vién trén Dién dan Voyage duoc xdy dung danh riéng cho cdc cdn bé duorc dy nhiém cua
cdc trirong dai hoc dé cd thé thao tdc cdc hoat ddng khdc nhau nhw: quén ly sinh vién va viéc dédng
ky cta cdc doanh nghiép trén dién dan, céng nhdn ho so cta cdc doanh nghiép, phén hdi cdc céu
hai cua sinh vién théng qua cdc chic ndng tro gitp (helpdesk).

Hwéng dén si dung Dién dan VOYAGE

1. Nhan vién
1. Trén dién dan (http://voyage.almalaurea.it/) nhan vao khu viec Nhan vién (Staff Area)

#. Voyage project » \_-P

e ) @ woyage-pp.almalaurea.it 0% c Q Cerea
| Pitrvisitati || WP Excel 2007 function na.. €) telefono

725
VOYAGE

PROJECT

p;. Changelanguage *

Improve the
Voyage platform helps gradi

|r___ = N
- ® Students ~ EEE Enterprises
A B | “ b ‘
- -_I.’. | i 1
_ | Create your CV, find job opportunities, rate your course and :-1 Find the graduate to hire, choosing certified resumes from the
discover the course catalogue ‘l best Universities in Vietnam

Students Enterprises About Voyage
Login Login Project website
Registration Registration
Job offer

View all courses

Help

Voyage platform js included in the EUl Erasmus+ project

Funded by the
Erasmus+ Programme
of the European Union


http://voyage.almalaurea.it/
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Nhap Tén truy cap va mat khau cda ban (chi d6i ngili can bd cla cac trudng dai hoc dugc Gy nhiém lam
Nhan vién méi nhan dugc bod thong tin ndy — tén truy cap va mat khau — dé vao khu ve nhan vién cla dién
dan.

y #. Login x ".‘_+

(- - ¥ 1 oyage-pp.almalaurea.it/staff/Login.aspx?ReturnUrl= /staff/horme/Default.aspxflang=en 0% &

&0 Pid visitati || WP iii, Excel 2007 function na... () telefono

e
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Enter your credentials to connect to the service

[EI Remember me on this computer

Forgot your credentials? Retrieve them

Khi ban d3 dang nhap xong, ban cé thé thao tac cdc hoat dong khdc nhau: xem sé dang ky va cac théng ké
(Khu Bdo cédo); phan hdi sinh vién (cic chirc nang Tro gidp — Help desk); quan ly cdc doanh nghiép dang ky
(Khu Nhan vién Doanh nghiép); dich céc ndi dung dién dan sang nhiéu ngdn ngit khac nhau (Chinh sira van
ban da ngdn ngit) va chirng thwc qua trinh hoc tap cda sinh vién (Nhap dir liéu hanh chinh). H3y cung xem
nhi*ng chirc ndng chinh trén dién dan danh cho nhan vién.

1.1. Xac nhan Doanh nghiép (Company Accreditation)
Khu vire Nhan vién > Khu viee Nhan vién Doanh nghiép > quan ly Doanh nghiép

(Staff Area > Company Staff Area > Companies management)

O tai khu ve Nhan vién, truy cap vao “Khu viyrc Nhan vién Doanh nghiép” (Company Staff Area)
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L,
f 4. Voyage Project x

Q‘/'G)) voyage-pp.almalaurea.it/staff/home/Default aspx s O HQ Cerca ‘ pxd

Piirvisitati | WP HE  Excel 2007 function na.. €) telefono

Vi
VOYAGE
Students Enterprises About Voyage Staff Area

Staff Area
o
Edit multiingual texts Help Desk Functions
B
Import Administrative data Company Staff Area
REpO

Trong khu Nhan vién Doanh nghiép, nhan vao “Quan ly doanh nghiép” (Companies management):

' . Enterprise Area x

@) > | o voyage-pp.almalaurea.it/staff home/Ent/Default.aspxllang=en 0% c | | Q, Cerra

P visitati | | WP i Excel 2007 function na... €) telefono

A

VOYAGE
Students Enterprises About Voyage Staff Area

> Staff Area » Enterprise Area

Company Staff Area

‘,‘ Companies overview E Companies management

E———

-

E Job offers management ‘ \E, Register new company
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Tai day ban cé thé tim kiém mot doanh nghiép cu thé hodc khéng can dung tdi chirc ndng loc, ban cé thé
xem danh séch tat ca cac doanh nghiép d3 dang ky vao Dién dan Voyage.
g/ . Search Company ® \+

€ | (O voyage-pp.almalaurea.it/staff/home/Ent/SearchCompany.aspxicodePla=1 0% c A Cerca

(&) Pidivisitati | | WP HE  Excel 2007 function na... € telefono

Y
P

\NIYNV A
vV '\.) } AU

v
[
ol
n
o
I
[
v
m
)
m
3
m
1
B
[
W
i
i
N
a
:
=]
b

Select 3 country B

Province | Select 3 province

Select 3 district

O cot bén phai ¢ tén “Tinh trang” (“Status”), nat “ON” hodc “OFF”chi rd tinh trang doanh nghiép d3 duoc
xac nhan réi hodc chua. Nhan vién chinh 13 ngudi xdc nhan doanh nghiép dé cé thé phé chuan dit liéu cha
doanh nghiép, cho phép cac doanh nghiép st dung cac cdng cu trén dién dan (ddng tai thong tin tuyén
dung, tim ki€m CV cla sinh vién t&t nghiép). Ban cé thé xac nhan cac doanh nghiép bang viéc nhan vao nut
“ON/OFF” (tinh trang ON c6 nghia la doanh nghiép da dwgc xac nhan).
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’ . Search Company

\:l @ voyage-pp.almalaurea.it/staff/home/Ent/SearchCompany.aspxlcodePla=1 0% 5 | | Q, Cerca

Pitivisitati | | WP Hi Excel 2007 function na... () telefono
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VOYAGE

Students Enterprises About Voyage Staff Area

> Staff Area > Enterprise Area > Search Compary

Search Company

Name
VAT / Tax Code
Business sector EI
Country | Select 3 country EI
Province | Select 2 province |3
District | Select 3 district | |
Place
Accredited company B

Username

Search

Company Creation Date Products Status

© Almalaurea International

Viale Masini 36 oo
40126 Bologna- faly 21/02/2017 [ @)
02120391202 Job offers 0

© Almalaurea International
Viale Masini3é v unlimited /—\
40126 Bologna - italy 2/02/,2017 —
02120391202 At Job offers unlimited
Report CV downloaded \\/
lob offers management

Bang viéc nhan vao tén cla doanh nghiép, ban cé thé an dinh cho doanh nghiép d6 s6 lwgng CV ho cé thé
tai xuéng va sé lan ddng tai thong tin tuyén dung.
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. Manage Company * \‘(v}-

B | @ voyage-pp.almalaurea.it/staff/home/Ent/BuyProducts.aspxlcodePla=1 &tentid=92 S0% ¢ || Q Cera

| Pidr visitati | | WP Excel 2007 function na... €3 telefono
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VOYAGE

Students FEnterprises About Voyage Staff Area

> Staff Area > Enterprise Area > Search Company > Manage Company

Company: Almalaurea International ®
E Viale Masini3é 0 Users Management
4M26 Bologna - italy AA
VAT / Tax Code:02120391202
User : internaticnal@almalaurea.it % Edit Company
Malgorzata Dudko
Email-international®@almalaurea.it =
Telephone:00390516088932 Delete Company
Mobile:00390516088%20
Cv Download: Board job offers:
download unlimited Cv insert unlimited job offers @ Report CViddwnlozded
Plafond : unlimited Plafond : unlimited o
Expire : 16/02/2037 Expire: 16/02/2037 E Job offers management

Assigning plafond to Company
CV Download

) (=

Products: Annual subscription 500 CV B Assign

Board job offers
. @ Products:  insert unlimited job offars |ZI

Doanh nghiép sé& ty déng nhan dugc thong bao bang email vé nhitrng con s6 dugc an dinh nay.
1.2. Quan ly Théng tin tuyén dung

Khu Nhan vién > Khu Nhan vién Doanh nghiép > quan ly Théng tin tuyén dung

(Staff Area > Company Staff Area > Job Offers management)

T Khu Nhan vién, vao “Khu Nhan vién Doanh nghiép (Company Staff Area) va sau d6 nhan vao quan ly
théng tin tuyén dung (Job offer management)

' . Enterprise Area » t* = — e —

€ P | O voyage-pp.almalaureait/staff/home/Ent/Default.aspxilang=en % @ || Cerca

18} Pitivisitati | WP Excel 2007 function na... () telefone
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VOYAGE

Students Enterprises About Voyage Staff Area
> Staff Area > Enterprise Area

Company Staff Area

"‘ Companies overview EE Companies management

—

e Job offers management

“‘3 Register new company
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Ban cé thé chinh stra cai ddt thong tin tuyén dung, vi du nhuw ngay bat dau va két thic ctia thong tin tuyén
dung, tinh trang cla tin tuyén dung (dang soan thao, ch dang, da dang, qud han, d3 xda), thai gian hién thj
cua tin tuyén dung sau khi hét han.

Ban cé thé kiém tra mé ta cu thé cla thong tin tuyén dung bang cach nhan vao biéu tugng kinh lUp
Sau khi d3 xem thong tin tuyén dung, ban cé thé déng tin tuyén dung dé lén dién dan bang cach nhan vao
biéu tugng but chi.

%
2B

VOYAGE

> Staff Area = Enterprise Area = Job Offer Management

Job offer management

Status job offer E|
Company name
Insertion date =
Expiry date =
Reference code

s

Company er Ref. code / Business Status Begin date/End date  Operation
function

51 Almalaurea international@almalaureait 00 Draft /0272017 Q
International Project Manager f}"

-
50 AlmalLaurea international@almalaurea.it  Administrative To be 2170272017 7 Q
International published 07/03/2017 ;}'

—
49 Almalaurea malgorzata.dudko@gmail.com 0T Draft 2070272017 Q
International stage ;}"
48 Almalaurea malgorzata.dudko@gmail.com Project Manager To be 20/02/2017 Q
International published ;}"

’

Khi nhan vao biéu tuwgng but chi, ban cé thé xem phan cai dit cda thong tin tuyén dung (job offer settings),
ban c6 thé dang thong tin d6 (& muc tinh trang théng tin tuyén dung — status job offer) va quy dinh thoi
gian hién thj ca théng tin d6. Khi thdng tin tuyén dung duwoc dang 1én, cac sinh vién t6t nghiép cé thé nhin
thay thong tin d6 va cé thé ndp ho so xin tuyén dung tryc tiép cho doanh nghiép théng qua dién dan.
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_;JA Edit Joh Offer x\-?-

= | (D | voyage-pp.almalaurea.it/staff/home/Ent/jobOffer/JobOffer.aspxid=51&codePla=1 0% @ || Q Cern

| Pibvisitati | ) WP Excel 2007 function na... €} telefono
Logo

————

Job offer settings

Userld international@almalaurea.it
Insertion date 21/02/2017
Last modified international@almalavrea.it (21/02/2017)

Start date 21/02/2017 =
End date A
Status job Offer | pyplshed [=]

Visible in job offers list | visible |Z|

Applications visibility days  applications visible for 90 days after job offer expiry IZ|
after the expiry

Nhan vao nut lwu (save) & cudi
-
x I':'f;&:-é

trang dé hoan tat viéc diéu chinh thong tin tuyén dung.
N 3@ - Voyage project

almalaurea.it/staff/home/Ent/jobOffer/jebOfferfModified aspxilang=en

P i Excel 2007 function na... () telefono

=
o

VOYAGE

Students Enterprises About Voyage Staff Area

Job offer modified!
Changes made successfully

Doanh nghiép gtti tin s& nhan dwoc email xac nhan vé viéc dang tai thdng tin tuyén dung trén dién dan.
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1.3 Nhap dir liéu hanh chinh
Khu Nhan vién > Nhap dit liéu hanh chinh

(Staff Area > Import administrative data)

F
)‘ . Voyage Project x

\"* @) A voyage-pp almalaurea.it/staff/home/Default.aspx 0% C ||Q Cerca pd

Piu visitati |\ WP I Excel 2007 function na... () telefono

-

P,
VOYAGE
Students Enterprises About Voyage Staff Area

Staff Area
Edit multiingual texts Help Desk Functions
i= E
Import AdmnlstratlD Company Staff Area
|' —
|- } |
Reports

Ban nhan vao muc dit liéu hanh chinh (administrative data), ban cé thé s& dung cong cu diéu chinh bang
tay dé& chirng thywc qud trinh hoc tap cla sinh vién t6t nghiép. Viéc chirng thuc nay cé thé dugc thyc hién
bang viéc chon trwdng dai hoc va té chirc gan nhat ma sinh vién t6t nghiép hoc tap. Bang viéc nhan vao
chon “chi hién thj bang cap can chitng thue” (“show only the degree to certify”), chi bang cap chwa dwoc
chirng thuc sé hién ra.

e C'HQCEJTG

) @ voyage-pp.almalaurea.it/staff/home/ImportADMData/manual/

Pid visitati | | WP Hi  Excel 2007 function na.. € telefono

smWiman

VOYAGE

Students Enterprises About Voyage 5Staff Area

>5taff Area > Administrative data > Manual Administrative Data

Manual Import

Name
Surname |
Date of birth:
University. | Hanoi University E

Institute El

show only degree to certify

10
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Nhan vao tim ki€m (search), danh sach qua trinh hoc tap (bang cap) can dwoc chirng thuc s& hién ra.

iormne/TrmportADMData‘rmanual/ D~ || . Voyage project b

v

and Cooper... [ Erasmus+ - European Co... oy ALMALAUREA - Almalaur... @ * |

A,
VOTAGE

Students Enterprises  AboutVoyage  Staff Area

» Zoxff Arms > Adminizoresee ot ~ Manus, Adminisretive Dot

Manual Import

niverstty

B zhow only degres to certfy
=
Shudents found: 1

Conti Luana i

wanacontfalmalaorea it
2000 TFEL

\Wiet rami- £ Rifing
1234327890

& B ctudent info

Compurter Soierce
Facuity of intemational and Poct-graduzce P

lwanacomddfaimaisunea
27007923

Wiet nami- £3 Mo
12343878

E474

& =arsmdent info

Flaciers Degree (Maciers Degres) Blaric - /10 ‘Graduxion dame: -

Fatuity of intemational amd Post-graduate !EI‘I: &

contiv Luanaw =

Lwana corti2Salmalaunea s
21/a3N1eed

‘Wt rami- Bdn Tre

23438

E472

& s student infe

mm:w:m Pelaric -/ 10 ‘Groduxton date: -

Leanmhiggmacom
Wzee0

Wiet rami- Ha ki

e adsinl

el

f Edi student info

11
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DE c6 thé chirng thuc dwoc bang cap (qud trinh hoc tap) cla sinh vién t6t nghiép, ban cé thé nhan vao: slra
d6i di liéu sinh vién (edit student data) va sira d6i bang cap (edit degree):

Nauyen Huy m

ngh30985@gmail.com
30/09/1985

Viet nam - Ha Ni
456789

032565223

# Edit student info

Bachelor's Degree (4 years) (Bachelor's Degree) Mark: - /10 Graduatidn date: -
English language
Department of English Studies
Hanoi University

l Edit degree

Surname | Nguyen Huy
MWame | Khanh

Date of birth: | 10/08/1987

Country Viet nam B
Frovince | HaiDuong B

Gender | Male B

Nhan vao “stra déi théng tin sinh vién” (Edit student info), ban c6 thé can chinh di¥ liéu cla sinh vién theo
céc hd so hanh chinh cta trwong ban.

Tai nGt “Chinh stra bdng cép” (Edit degree), ban cé thé chinh slra lai qua trinh hoc tap cuda sinh vién bang
viéc nhap nhirng di¥ liéu lién quan thu thap duwoc tir hé so/thdng tin hanh chinh cla trwdng dai hoc cla
ban.

Bang viéc nhan vao “lwu va cap nhat qua trinh” (“save and update the career”), qua trinh hoc tap cla sinh
vién sé dugc chirng thuyec.

Degree of Phung Van Huy  (user: huypv@almalaurea.it)
Hanoi University
Faculty of International Studies E
Bachelor's Degree B
International studies El

on 10 [7] with distinction

Save | saveand certfy | t}ancel
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M6t nhan mau xanh s& xuat hién trong phan qua trinh cua sinh vién tot nghiép dwoc chirng thue dé dam
bao rang cac thong tin hanh chinh d3 duoc tredng dai hoc ma sinh vién theo hoc xac nhan.

Conti Luana

u lvana.conti4@almalaurea.it
Da 27/06/1985 # Edit student info
F Viet nam - Ca Mau
Na 12345678
Student number. 8474
Master's Degree (Master's Degree) Mark: 9 /10 Graduation date: 22/11/2016
Business Administration
Faculty of International and Post-graduate :
i & Edit degree
Posts and Telecommunications Institute of
Technology ﬁ

1.4. Tro gitup (Helpdesk)
Khu Nhan vién > Cac chirc nang Tro gilup

(Staff area >Help Desk Functions)

" .
| . Voyage Project n}-{'

(€)@ P voyage-ppalmalaurea.itistaff/home/Default.aspx

%, C ||Q Cera w

18} Pidvisitati | WP i Excel 2007 function na... ) telefono

-
- ﬁ':‘-‘..

VOYAGE

Students Enterprises AboutVoyage Staff Area

Staff Area

Help Desk Functions

Edit multiingual texts

fir

Import Administrative data Company Staff Area

Reports

Nh3n vao “Chirc nang Tro gitip” (Help Desk Functions), nhan vién cé thé thao téc cic hoat déng lién quan
khac nhau nhu tim kiém sinh vién, phan hoi véi sinh vién va trg gilp viéc dang ky trén dién dan.

13
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[ = Help Desk \+ S - e

"' @ voyage-pp.almalaurea.it/staff/home/HelpDesk/Default.aspxflang=en 305 @ || Q Cera 'f

Piis visitati | | WP EEE Excel 2007 function na... () telefono

N
i AV B

VOYAGE

Students Enterprises AboutVoyage Staff Area

= 5taff Area » Help Desk

Student research Ticketing

g
' 4=
L : =
Search duplicated National tax number ‘ Insert new duplicable National tax number

Trong phan “Tim kiém Sinh vién” (Student Search), ban cé thé tim kiém sinh vién t&t nghiép theo cac tiéu
chi khac nhau: théng tin ca nhan, truong dai hoc, khoa... Chirc nang “Loai tru” (Excluded) sé cho phép ban
loai bé mét sinh vién t6t nghiép ra khdi ngan hang dit liéu tuy theo yéu cau cla sinh vién dé.

= Voyage project X pEEaE— — —— —

g ‘ (i) | voyage-pp.almalaurea.it/staff/ home/HelpDesky SearchStud.aspx7lang=en 905 | | Q Cerca

Piu visitati || WP 'F‘FE‘ Excel 2007 function na.. () telefono
o
o

VOYAGE

Students Enterprises About Voyage Staff Area

> Staff Area > Help Desk > Student Research

Student research

Name

Middle name

Surname

ID (national identity card)
Email:

Username

Student number

Date of birth:
University | National University of Art Education |E|
Institute | Facufty of Basic Fine- Art E|

Excluded E
[arn [l

Students found: 14

Student Info User

© Abaghyan Ani 1D: 1038

Date of birth: 05/12/1992
The user is excluded:

© contiv Luanawr ID: 834%
National tax number: 123456 Username: luana.conti2@almalaurea.it
Date of birth: 21/05/1984
Email: luana.conti2@almalaurea.it

© Dongio Kid ID: 8352
National tax number: 2020202020 . .
Date of birth: 07/02/1990 The user is excluded:

Trong phan “Tim kiém Mé sé Thué Quéc gia dwoc Idp lai” (Search Duplicated National Tax Number), ban cé
thé tim ki€m sinh vién dya theo M3 s8 Thué Quéc gia, day |a ma riéng biét dé dinh dang sinh vién. Viéc tim

14
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ki€m ma s6 thué quéc gia I3p lai la mot cach dé kiém tra liéu nhitng lwu trir vé sinh vién cé phai la duy nhat
va d3 duoc luu lai dang cach trong co sé& dit liéu chua.

g . http://voyage-pp.almalaurea.it/staff/home/HelpDesk/SearchCIMN.aspxilang=en D~ & | & search duplicated Matienal ... |

JConverti * [BH Seleziona
»

1 Intranet Almalaurea Hom... [ Development and Cooper... B Erasmus+ - European Co..  ofh ALMALAUREA - Almalaur.., {y}; > bl P rg': = Pagina~¥ Sicurezza> Strumen
o<}
saViman
VOYAGE

> Staff Area > Help Desk > §

National tax number

National tax number Usable Used
123456 8 1
123456789 2 2
987 2 1
m 1 1
12345678 5 4

Chirc ndng “Nhép S6 Thué C6 thé Idp lai Mdi” (Insert New Duplicable Tax Number) cé thé dwoc sir dung
trong truedng hop khi cing mot m3 s6 thué quéc gia dang duoc dp dung cho hon mét sinh vién. Khi mét
sinh vién khong thé dang ky vao dién dan vi d3 c6 mét sinh vién khac dang ky véi cung mot s6 thué, nhan
vién co thé sir dung su ngoai & va cho phép nhiéu sinh cung dang ky va chia sé cung s6 thué quéc gia. Trong
truong “S6 Thué Quéc gia” (National Tax Number), sd thué€ dp dung cho nhiéu sinh vién can phai dugc xac
dinh r& rang. Trong trudng “C6 thé st dung” (Usable), ghi N s6 lan s6 Thué Quéc gia ¢ thé duoc I3p lai (vi
du nhiéu 13m 13 dung cho 5 sinh vién); trong trudng “Bd diing” (Used), ghi N s6 1an s& Thué Quéc gia da
duoc sir dung.

e sirmeime b memim—e = iemes D= mmmermrmes o mesmeemeie

y/_-i-.. Insert new duplicable Nati., = | 4
S

f (i) | voyage-pp.almalaurea.it/staff/home/HelpDesk/InsertCIM.aspxTlang=en

[#) Pinvisitati | ) WP HE  Excel 2007 function na... €} telefono

.

S
amm

"\f'-(:;' \I'f/\ (:I i_

National tax number
Usable

Used

Save

15
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1.5 Bao cao
Khu Nhan vién > Bdo cao
(Staff area > Reports)
7 . Voyage Project x

I'_,‘l ) @ P voyage-pp.almalaurea.it/staff/ home/Default.aspx 0% C || Q Cerca b d

Pio visitati | WP Hi Excel 2007 function na.. ) telefono

-

oW

VOYAGE
Students Enterprises AboutVoyage Staff Area

Staff Area

Edit multiingual texts Help Desk Functions

Import Administrative data Company Staff Are

[ —

Bang viéc nhan vao khu nhan vién, ban cé thé truy cap vao kho dit liéu cta dién dan. Tai day ban cé thé tim
thay mot tap hop cac théng ké va dir liéu vé ty 1é hodc viéc truy cap trén dién dan theo cac tiéu khi khéc
nhau.

' . Voyage project x

F o, o — =
‘- .l @ voyage-pp.almalaurea.it/staff/home/Report/Default. aspxilang=en 0% [ | | Q, Cerco | *

[l pitivisitati | | WP Excel 2007 function na... €) telefono

A

VOYAGE

Students Enterprises AboutVoyage Staff Area

> Staff Area » Reports

Reports
© Report by University Number of registered users and completed questionnaires by university
© Report OV completeness by University Mumber of registered users and percentage of OV completeness by university

© Report by faculty and course - Number of registered users, certificates degrees and completed guestionnaires by faculty and course of
study

© Report by date  Count of students who have registered and completed questionnaires grouped by day
© Student report by faculty and course  Repart by faculty and course of study with details for each student

© Percentage offilling in the questionnaire for student Report with percentage of completion of the questionnaire and the count of the
answers given for each section for each student

Ping xuat

Hay nhé dang xuat khi ban d3 hoan thanh céc thao tac cia minh trén dién dan VOYAGE.
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