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1. Thém chir ky ca nhan vao ho so nhén su:

M=
. 2 i
Budc 1: Thay co nhay chudt vao bicu tugng < gi=evien
Budc 2: Chon ho va tén ctia minh trong danh sach nhan su ¢ cot bén tréi.
Budc 3: Trong thé s6 1.Théng tin c& nhan, thay cd cudn xubng dudi cling, bam vao
nat Chir Ky ca nhan.

2.Tuyén dung - Boan - Pang || 3.Trinh d§ chuyén mén || 4.Ché do,Jwong,phu cdp || 5.Théng tin bo sung

i gian: | B3 I3p gia dinh i Thanh phan xudt than: | Nang dan M .
Dién vu tién gia dinh; - » Dién vu tién ban thén: | - »
NZng khiéu/sa trudng:

Tinh trang sirc khoe: T6t v Nhdm mau: — > Chigu cao{cm): 165 Can nanal(ka): 56
Khuyét tat: 54 tai khodn: 4806215017154
Ngan hang ma TK: Agribank Ham M§ Ngay bit d3u déng BHXH: 01/04/2015 &= 5 sfi BHXH: 6015006371

Budc 4: Thay ¢6 nhay vao nit Chen tép, chon mé tép hinh anh chir ky da chuan bi
san, tich vao nat Chuyén chix ky thanh mau xanh, sau d6 nhay chudt vao nat Tai 1én
dé hoan tat.
-] Tai lén chii ky ¥
X¥oa nén va can chinh chir ky: Chuyén chif ky thanh mau xanh@

bamsigh chil’ ky, con dau can tai 1én:
¢hdng tép nao dugc chon

*Luru y:

- Hinh dnh chi ky cila ngieéi c6 tham quyén: miu xanh, kich thwde bing kich thiede thire 2 eila chir ky,
khuyén nghi 200x100 pivel.

- Hinh dnh ddu cia co quan, té chifc ban hinh vin bin: mdu d4, kich thirde bing kich thiede thire t8 cila
diu, khuyén nghi 136x136 pixel.

(Hirdng din tao chit ky sé, dnh con d@j
- Nén chit ky phai dwge lim trong sudt (Céng cu xda nén)
- Dung lirgng dnh chit ky khuyén nghi 50-100Kb.
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2. Thém chir Ky s6 vao hé so nhan su:

el
\ L Hl:iﬁn sy
Budc 1: Thay cd nhay chudt vao biéu tugng s=evisn
Budc 2: Chon ho va tén ciia minh trong danh sach nhan su ¢ cot bén tréi.

Budc 3: Thay ¢6 chon muc Thong tin khac, chon Quan ly ky sé.

Té bg man: | Tat ca v ‘.O Théng tin khdc ~ | & Refresh {7} Tity chon + E
Tai khoan: | clhammy3.htn Nick name: 54 dinh danh c3 [F) (R
nhdn: & K Lust
Ho va tén: Truéng Tigu Hoc Ham M§ 3 Tén goi khac: i Qud trinh cdng téc
Nai sinh: Ham M, Ham Thudn Nam, Binh Thudn 56 higu €C: ! Quan Iy qud trinh dao tao va bi duiing gida vién
S8 CMND/CCCD: | 050097008804 Ngay cdp: | 20/04/2021 [3 Mai ¢3p:  CCSTTATXH =1 Quéan Iy difm ngoai nglr gido vién
=i Dénh gid chun ngh' nghiép
1.Théng tin ca nhén 2. Tuyén dung - Boan - Bang 3.Trinh & chuyén mén 4.Ché dé,lwong,phu cap 5.Théng tin bo sung I Dién bién qud trinh liang
1 Quan Iy ky s§
Tén tit (X8p TKE): Dan tac: Kinh v Tén gido: — == o

Budc 4: Trong 6 Tai khoan ky sé, thay ¢ nhap s6 CCCD ctua minh. Trong 6 Tén tai
khoan Ky s, thay c6 nhap ho va tén ciia minh, sau d6 nhay chudt vao nit Luru.

Quan Iy ky s& [=]|E3

(B & Refresh ~Tinykigm:| Nhip Gido vién hodc tai khoan ky 56... Cy
Tai khoan ky s8: (*) STT Gido vién Tai khoar Téntaikl Ser M3c dinh Vai tro Logi |

Tén tai khoan ky sd: ()

t-eongifm—
—=enpifij—

[] M3c dinh

Vai tro:

Ca nhan i
Loai:

SmartCA i

Luu y: Danh sach gido vién chi I3y nhiing gido vién
ton tai tén dang nhap.

B&i vai nhitng tai khodn tréng tén gido vién do gido
vién khéng cd t&n trong nam hoc mdi

3. Ping thoi khoa biéu caa l6p: O Quinfjrhinss 3 06w da de E

p @ Théng tin tai khoan

Hoc ba s& -
Hocba
dién tir

b | 5] Céng tac dau ndm

Bugc 1: Thay cd vao Start>Quan ly
nha treong>Thoi khoa biéu>Ping

b | E] Quan Iy hoc tip

Hb sa, sb sach dign b

th(‘)’i khéa biéu. B Thi, Tuyén sinh

E5] Téng k&t hoc tip

v | v v w v

# Tién ich mobile

4
4
4
Budc 2: Chon hoac gd vao Ngay tac @& wismaesnn »
4
4
4

=~ Déng thai khda bidu

Thai khéa biéu - Lap

dung cua thoi khoa biéu, chon Lép hoc. | = ™™™+ & aiectin ) noseowsas
. v b B Quan tri hé théng & Quan Iy bang tin

E5]  Lich tu3n céng tic b

TKEB theo Gido vién

TKB theo Ldp - Thuc day

Buéc 3: Chon mon hoc cho thoi khoa | & s s
biéu c4c ngay trong tuan.

E5 Quan Iy bira &n TKE theo Gida vién - Thuc day

mDOOOoono

Thei khod bi€u v2.0

BU.’('YC 4: Nhé.y ChU6t VéO nl:'t Lu’ll. @ %Go O B [l [2025-2026] Quan ...  Quén I ky s&
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[=] [2025-2026] Béng thi khéa bidu == %
Ngay tac dung 2025-09-08  ~ Jhdi hoc: | Khi 5 v | wp m_- Chon hoc ky: Hockyl  |v E] Nhdp xudt ~ 2 Refresh
Lop: 5B Gido vién chi nhigm: Binh Thj Qu& Trdm Quygn han: Ban o3 quyén nhdp thai khoa bigu <

(N&u khing chon GV giang day hé théng & tr déng I3y GV trong phan céng gisng day, Chiso <& v Sinh hoat néu khdng chon GV phu trach thi hé thiing s Iy GVCN)

Thit ngay Budi | Tiét Tén mén hoc Phén mén Tity chon tén mén Gido vién giang day / phu trach
1 | Chao ciyHBTN v |- ~  Binh Thi Qué Tram - dinhquetram
2 | Tigng Viet v |- ~ % Binh Thi Qu& Tram - dinhquetram
Sang
3 | Todn v |- ~  Binh Thi Qué Tram - dinhquetram
)
4 | Knhoa hoc v |- v % Binh Thi QuE Tram - dinhquetram
5 v -
Thye 2
1 | eoC v |- ~ % Pham Binh Trung - gvirung_td
2 | Tigng Anh v |- v % Binh Thi QuE Tram - dinhquetram
Chigu
3 | Tiéng Anh v |- v % Binh Thi Qué Tram - dinhquetram
(+)
4 ~ ~
5 ~ ~
1 | Tigng Viet v |- ~ % Binh Thi Qu& Tram - dinhquetram
2 | Tigng Viet ~ ~  Binh Thi Qué Tram - dinhquetram =

4. Lap ké hoach day hoc (lich béo giang):

o o K& hoach
Budc 1: Thay c6 nhay chudt vao biéu tugng  dayhee |
Budc 2: Chon Tuan cua ké hoach day hoc, nhay chudt vao nit Sira (Gei y theo TKB).

[ [2025-2026] K& hoach day hoc =2l %

Naay tdung TKE: | 2025-09-08 |v| Cap: | Tidu hoc v GVEM e . ~ Tusn: O xem (O sita €O Sifa (Goi ¥ theo TKE -,‘;Tlén ich= 3/ Nhapxudt= & Refr

KE HOACH DAY HQC - TUAN 1 =

Gido vién: Binh Thi Que Tram T ngdy: |08/09/2025 |3  DEnngay: | 14/09/2025 Quyan han: Ban cd quyén nhap
Tiét B
Thit, ngdy Budi | et | Ldp* Mén hoc * e Phan mén Tén bi day * Nai ds‘L“r?ng"é"";';“' b3 05 diing day hoc Ghi chii Trang thii
i
Sing 1 |8 v | chiocs vl o1 | — + |Chdo o tidn 1 Binh thurgng v
) 2 |sB v | Tigngviet vl o1 | = [P Binh thuiine v
Mudn 3 |58 | Toin vl o1 | = V [EiL Binh thuang ¥
thigt bi _
4 |sB v |Khoaha v 1 | — (B Binh thutine v
Mu'dn
» s = | = v ~ v — v
08/08/2025 Chigu 1 |- v v - A - A
) 2 s v vl o1 | = v |EL Binh thung v
Muon 3 586 v v 2 - hd Bai 1 Binh thudne v
thigt bi
4 |- v|— v ~ v — v
Mu'dn
el s v v — v — v
oin - B3i 1 A
g 1 | S8 w|Tiéngvidt vl 2 |— v Binh thutng v
o] 2 | v | TiEngviet vl o3 |- [ L Binh thugne v
N NSO Bai 1 e -

Budc 3: Lop va mon hoc s& tu dong duoc dién vao ké hoach day hoc, thay cé chi can
nhap vao cac cot Tén bai day, Ngi dung diéu chinh, bé sung (néu co).

Budc 4: Nhay ChU(':)t vao nut Luu dé @ SUr2 (Ggi ¥ theo TKB) bl Luu 3 Tién ich ~ Refr
hOé.n télt | MNh3p tir Excel

Budc 5: Nhay chudt vao nat Nhip ncéauyennhap i {Rseq = Ehen o s

xuat->Xuat Lich bao giang=> Xuit ra
PDF KHDH — Tuan.

=] K& hoach day hec theo ldp, tuin

cl B Xudte _ M3y doc
Xudt Lich bdo giang 3

H - Hoc ky | @] Xudt ra Excel - Méau ngang

B din

Xudt ra PDF KHDH - Tudn

| | XudtLich bdo giang 3
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Budc 6: Cap nhat Ngay xuét, Ngay phé duyét cia TCM, Ngay phé duyét caa BGH.

Budc 7: Tich chon Hién thi phan gido vién ky, nhay chon Két chuyén sang ky s.

-] Xuat lich bao giang el a
Thdi gian xudt: | Tir thit Hai - thir Sau w7
Khé: ) Doc () Ngang
Cd trang: @ A4 0 A3
Budi: @ Ca ngay () Sang () Chigu

Noay Xudt: | 08/09/2025

Ngay phé duyét 08/09/2025
cla TCM:

Ngay phé duyét 08/09/2025
clia BGH:

Chifc vu BGH ky: | Phd hiéu truding

Tén BGH ky: | Nguyén Vin Budng
Chi¥c vu TCM: | T trugng chuy&n mén
Tén ngudi ky: | Phing Thi Thu
Chon: [] Bé cac cac budi khdng cd tigt
Chon: [¥] Hién thi phian Gido vién ki
Chon: [¥] Hién thi phdn nhan xét cia To chuyén mdn
Chon: [¥] Hién thi ph3n nhan xét coa Linh dao

@ K&t chuyén sang ki sﬂ 2o Xudt file

Budc 8: Chon thu muC | £ ket chuyén s6 diém danh
lwu ké hoach day hoc: | ™ m«

4 Nam hoc 2025-2026

Niim hoc 2025-2026 v
- (] Nh3 trudng
->To chuyén mon 413 T8 chuvén mén
-1 TE 1,233
F A A 417 TG 485
=>[To cia thay c] 0 15 ot
< 4 7] H5 50 ¢ nhin
eHﬁ SO Cé nhﬁn [C7 4A-Nguyén Thanh Tuygn
[Z] 4B-Mai Thi Thiy M§
>[Ho va tén thay cf] 295 Qg i
. , . [ 5A-Hoang Thi Ldm
éL!Ch bao glang. 47 58-Binh Thi Qué Trim
=] Thei khéa bidu
Buéc 9: Nhay chuot =] Lich béo giéng
. , X 2 2 =] Bién ban
vao nut Ket chuyen dé =] K& hoach
Y A A A 4 =] 5& chi nhigm
hoan tat ket chuyén ké (3 5C-Bhiing Thi Thr
A [] 50-Pham Thi Han a
hOE}Ch day hQC Sang HO ﬂ:.i:h-l;lgu-;’énHThigH:i

e [ T.Anh-Lé Quiic Bao
SO’ glao dlolc [ GDTC-Pham Binh Trung

- [_] Boan Thanh nién
- [_] Lién ddi
D K&t chuyén (& ©Ddng

»
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5. Quan Iy ké hoach bai day (gi4o an):

K& hoach
bai day

Budc 1: Thay ¢6 nhay chudt vao biéu tugng (eiEesm)

Budc 2: Trong phan Danh cho gido vién ¢ cot bén trai, chon Danh sach gido an cia
t6i, nhay chudt vao nat 1énh Thém giao an.

-] Quan Iy k& hoach bai day: Danh sach giao an cia t5i

— Danh cho gido vién

&) Thém gido 4n | @ Xoa gido dn [ GUikimtra 1/ Kysd

Danh séch gido an cia téi Cap hoc: | Tiéu hoc i Tir tudn: | Chon tudn
Lanh sach Qiao an Td ba mén: | [Tat ca) b Mén: [Tat ca]
= Nhan x&t cla T4 trwéng & BGH T T o P = =~
2 XEL Ll 16 Inreng |:| 5TT  Tén giao an Loai giao an Ta chuyén mon

=| Nhat ky cudi ngay

Budc 3: Thay c6 nhap day du thdng tin cia ké hoach bai day, upload file KHBD, tich
chon nat Chuyén sang PDF, sau d6 nhay chu6t vao nit 1énh Luwu dé hoan tat.

] Sira gido &n
Tén gido an *:
Loai gido 4n:

T chuyén mén =:
Khi:

Tir tudn:

Tir tiét:

Chuong trinh:

NGi dung bai hoc:

Sir dung lién két:

Ho so dinh kém =

Tai lidu bd sung

Ghi chi:

KHED Tuan 1-Ldp 5B

Gido 4n mdn tidu hoc v
Td 485 W
Khai 5 w | Ldp: | 5B ¥ | Mdn: Tiéng Viét, Toan, khoa hoc, Lic v |Phdn mén: --- v
Tudn 1 v Pén tudn: Tudn 1 ¥

= Bén tiét: =
Cc ban b

BH STEM 5_BAI 16_Lap trinh tré choi_KHBG.pdf Chontép... @ [ Chuyén sang PDF{chi 3p dung cho .doc, .docx)

Chon tép ...

(& Thém tép

Ly Déng |
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Budc 4: Thay c6 tich chon KHBD can ky s6, chon Ky s6 dé thuc hién ky s6 KHBD.
() Thém gido n (&) Xoa gido an [ | Xuat danh sdch gido an  Tim lkiém: b Y Refresh

Cép hoc: | Tiéu hoc » Tirtuan: | Chon tudn b Pén tudn: Chon tuan v Khéi: [Tat ca] v Ldp: [Tat ca] v
Ta bd mén: | [Tat c3] b Mén: | [Tat cd] ~ | Loai gido an: [T3t ca] v Trang thai: [Tat cd] v  Trang thai ky: | [Tat cd] v | (@ Huy loc
¥| STT | Tén gido én Loai gido dn Té chuyén mén Tudn Khdi Ldp Mén Tigt Trang thdi Thao tac
Fl 1 KHBD Tudn 1-L...  Gidodn mén b€, T3 435 Tudn 1 Kh&i 5 5B Tiéng Viét, Toan... ] Pang soan thao B2 O ®

Budc 5: Nhay chudt vao nit Giri kiém tra dé gui 1én T6 chuyén mon kiém tra KHBD.
Thay c6 luu y: KHBD da gui kiém tra s& khong thé stra/x6a, thay cd can bao véi To
truong chuy@n mon thyuc hién hay kiém tra, tra KHBD méi c6 thé sira/x6a dugc.
Phan danh cho Té truéng chuyén mon

Budc 6: Trong phan Danh cho té truéng & cot bén trai, chon Duyét gido an té bé
mon, to truong chon KHBD can kiém tra, nhay chudt vao nat Kiém tra gido an.

-
=l=lx
[ | Xudt danh sich gido an  Tim kiém: | Tim kigm gido an hodc gido vién |, @& Refresh
Cap hec: | Tiu hoc v Tudn: [Tat c3] v Kkhai: | [Tt ca] v Lép: [Tatca] v Loaigidoan: [Tat cd] v
T6 bg mén: | [Tat ci] i Gido vién: | [Tat ] v Man: | [Tat ] ¥ | Trang thai: | [Tat c3] ~  Trang théi ky: | [Tat ca] ¥ @ Hiyloc
V] STT | Téngidodn Loai gido dn Tugn Té chuygnmén  Tén gido vién Khéi Lop Mén Tigt Trang tha
1 KHBDTudn i-L. Gido &n mén tid Tusn 1 T8 485 Binh Thi Qu& . Khdi 5 5B Tiéng Vit, Todn 0 Chd xac nhin

Budc 7: Chon trang thai 12 Pa kiém tra hoic Khong chap nhan dé tra lai KHBD cho
GV chinh stra, gd vao 6 Phan héi, upload KHBD d4 sira d6i (néu c0), sau cing nhay
chudt vao nit Luu dé hoan tat.
= | Ki€m tra gido &n %
Ban dang kiém tra cho gido n: KHBD Tuan 1-Ldp 5B

Trang thdi *: B3 kiém tra kS
Phan hii: ba luEm tra
kKhing ch3p nhin

Gido 3n sira doi: Chon tép ...

Luru Dang
Budc 8: Thay ¢d to trueng chon KHBD can ky s, nhay chudt vao nit Iénh Ky sé dé
thuc hién ky sé6 KHBD d3 kiém tra.

6. Quan Iy hd so gido duc:

H& so giao

Budgc 1: Thay ¢d nhay chudt vao biéu tugng — dee
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Budc 2: Trong cdy thu muc ¢ khung bén trai, thay ¢6 mé thu muc c& nhan cua minh
ra, chon dting hop tai liéu can xem/stra/xda tai liéu, sau d6 nhay chudt vao nut Upload.

(-] HB s, 58 sach dién tir BEIES
© Thém [T sia @ Xda () chicning + MJ‘ Sita @@ Xéa [ Thém vao bdo cdo @ X6a phién bin Tim kim: | Tim kigm theo tén file... () nang cao + () Download 2 Refresh
Thy muc [ Tén file Ngusi tao Ngay upload Xem K§ Lich sit kf Ghi chii Ky 56

» L] HB satd -

47 Hi so cd nhan

(2 4A-Nguyén Thanh Tuy#n
(1 48-Mai Thi Thiy M§

(2 4C-H8 Thanh Lam

(271 4D-Dudng Quang Hung
(] 5A-Hoang Thi Lam

() 5C-Phiing Thi Thu hd

Hé thong ky s: VNPT SmartCA —

Budc 3: Thay ¢d chon nat 1énh Browse... dé upload file, nhay chudt vao nit Chuyén
sang PDF, g tén file, sau d6 nhay chudt vao ndt xac nhan dé hoan tat.

-] Thém - Sifa X

Thém mat file Thém nhiéu file

Tén file:

File bd sung: Browse...

Budc 4: Chon tai liéu can ky sb, nhay chuét vao nat Ky dé tién hanh ky sé. Thay c6 1a
t6 truang, to pho ciing thuc hién twong tu dé Ky sé cho cac tai lidu cua thanh vién trong
t6 ctia minh.

(&3 Thém tép

& upload | Sira @ xda [l Thém vao bdo cdo =2 Chuyén hop tai lidu & Xda phién ban  Tim ki€m: | Tim kiém theo tén file...

P
Tén file Ngugi tao MNgay upload Xem Ky Lich sir ky
K& hoach day hoc mdn Cong nghé 4 Binh Van Quyén 24082025 07:48:08 - 1/ =

7. Str dung so chit nhiém (mAiu 2):

Sa chi
nhiém tigu
hoc - M3u

Budc 1: Thay ¢6 nhay chudt vao biéu tuong - 2

Budc 2: Thay ¢6 chon I6p ciia minh trong khung bén trai.
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Budc 3: Thay ¢d lan luot thuc hién cap nhat di liéu cho tat ca cac muc trong khung

bén trai.

Lop: 2B

45 Théng tin ting quét
= | Danh sach hoc sinh

=| Ban dai dién cha me
45 Hi ddng tw quan
=] Cau hinh h&i ddng tu quan
=] Héi dding tw quan
=] Danh sdch nhdm

=| 5o dd ldp

=] Danh sdch hoc sinh dic biét

= Tinh hinh lop

4 =7 K& hoach chi nhiém I3p
=| B£3c diém tinh hinh
=| Ndi dung k& hoach
=| Noi dung hoat dong thang
=| Theo ddi H5 cdn guan tam
=] 5o két hoc ky I
=] Phugng hudng HEII
=] Tdng k&t ndm hoc
=] Theo dfi s& luong hoc sinh
=] B tudi cia hoc sinh

=| Theo dai thi dua hoc sinh

4 =] Phu huynh & hop

=] Theo dbi

=| Ndi dung hop
=| BHYT, BHTM v& cac khoan kinh phi khac

=] Nhidn xét danh gia cia td khi trudng, [8nh dao

=] ¥udt 58 chi nhiém

Budc 4: Chon Xuat sé chii nhiém, chon Két chuyén sang ky sé dé két chuyén so chi
nhiém sang hé so gido duc.

=] Quan I s chit nhiém(m3u 2): Xust s chi nhiém

Lép: 5B
{7 Théng tin téng quat
=] Danh sach hoc sinh
=] Ban dai dién cha me
47 Hi dong ty quan
=] Cu hinh héi dBng tur quan
=] Héi dong b quan
=] Danh séch nhom
= sodo ldp
=] Danh sich hoc sinh dic biét
=] Tinh hinh lp
423 K& hoach chii nhiém Ip
=] Béc diém tinh hinh
=] Néi dung k& hoach
=] Néi dung hoat déng théng
=] Theo dili HS can quan tam
=] 50 két hoc kj T
=] Phuong hudng HKID
=] Téng két ném hoc
=] Theo déi s& lugng hoc sinh
=] ©4 tudi ciia hoc sinh
=] Theo déi thi dua hoc sinh
443 Phy huynh di hop
=] Theo dai
=] N§i dung hop

Chii y:  Kiém tra ki cac thong tin chinh sifa
truge khi bam ndt Luu

- =X
~| @Ixustraword |A] XuStra PDF [ Insg chii nhigm "l Kekt chuyén
UY BAN NHAN DAN XA TUYEN QUANG ]

TIEU HQC HAM MY 3

SO CHU NHIEM
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2 2
A A

8. Quan ly sé tong hep két qua gido duc:
Budc 1: Thay ¢ vao Start>Ho so;, sé sich dién tie>S6 THKQGD

EE  Quan Iy nhén s B ® Afi anh dai dién E

o e - r - I

E Quan I hoc sinh b 5] 58 theo dii sic khoe, y t8 |

B Guinkrhimeng | [0 s '
Céing van, vin ban 5 5] K& hoach bai day (gido dn)
H5 o0, 56 s5ch GiEm ET b 5] K& hoach gido duc tidu hoc

B8 Thi, Tuyén sinh 3 £ s8hocba |
w Ticn ich mobile 3 =] Hoc ba s6 - Hoc ba dién ti

L] :

@ Nhintndduhah b
E 54 lign lac dign o b Sa chi nhigm tigu hoc b
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