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Vuthao. 12 Nguyen ThuongHien Ward S, P Nnuan D, Ho CiMinh C

SOFTWARE SOLUTIONS

I. Huéng dan chiic nang

1. Van ban dén

Pang ky van ban dén
Muc dich: Hudng dan van thu cach thiic dang ky van ban dén. Dang ky van ban dén tir 2 nai
nhu sau:

+ Dangky mdi.
4+ Vanban dén quamang: tr cac don vi ndi bo guii dén hoac van bantu truc liénthong
chinh pha gui dén
bang ky mai

Dé& dang ky méi van ban dén Van thu chon vao menu Van ban dén > Thém méi.

Hién thi form dang ky van ban dén.

[ Trinhlanh dao X Thoat

$6 vén ban (7) Sé dang ky van ban dén 2019 v Sédén(y
§6, ky higu () Loai VB Céng van v
Trich yéu (%)

4
Novi g (%) +
Linh virc +
Ngay dén (*) 06/06/2019 &= Ngay thang VB (7) 06/06/2019 ]
B¢ khan Thuéng v Domat Thuéng v
S8 ban S48 trang
Tép dinh kem | Chaose File | No file chosen +
Trinh phé duyét Trén Quéc Huy v
Chuyén vao thie vién Thivi han giai quyét =

Luu y: Cac thdng tin c6 dau (*) la bat budc phai nhéap thi hé théng méi cho Luu hodc Lap phiéu
giai quyét hoac Trinh lanh dao.

o Giai thich cac nit chirc nang:

4 Trinh Lanh dao: Van ban dugc trinh Lanh dao VP xin y kién. Sau khi trinh Lanh
dao VP, van ban dugc luu & Van ban dén - Pang giai quyét > Chd y kién lanh
dao. Hé thdng sé g mail thong bao cho Lanh dao VP.

Micrasoft Partner
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SOFTWARE SOLUTIONS

%+ Luu:luu thong tin van bantrong trudng hgp dang lam dd dang, sau khi luu van
ban sé hién thi tai menu Van ban dén - Dang ky van ban = Pang luu.

+ Lap Phiéu giai quyét: Dung trong trudng hgp da co y kién cla lanh dao trén
gidy, lap Phi€u giai quyét van ban va phan xt ly van ban nhu but phé cuta lanh
dao trén gidy (Khi click nat Lap Phiéu giai quyét thi man hinh sé tugng tu nhu
hudng dan Lap Phiéu giai quyét).

+ K&t thic: Dung trong trudng hgp muén chuyén van ban vao thu vién céng céng,
chon Chuyén vao thu viénva click Két thac

+ Thoat: Khong dang ky van banvao hé thong va thoat man hinh dang ky.

Lap Phiéu giai quyét

Tai man hinh Thém mdi, sau khi nhap cac thdng tin cho van ban c6 diu (*) bat budc, tai 6 Trinh
phé duyét, khén chon trinh 1anh dao bang cach chon tuy chon “chon 1anh dao”, click vao Lap
Phiéu giai quyét.

Luu Lap Phiéu gidi quyét Kétthuc ¢ Thoat

$6 van ban (%) S6 dang ky van ban dén 2019 v Sédén(y
58 véan ban 2134/KH-UBND Loai VB Céng van
Trich yéu () K& hoach trién khai thang hanh déng huéng tng Tudn 1€ Quéc gia Nude sach nam 2019
%
Noi givi Uy ban nhan dan Thanh Phé - TPHCM
Linh viee +
Ngay dén 05/06/2019 Ngay thang VB 31/05/2019
D6 khan Thuéng v Bomat Thuréng v
S8 ban 0 54 trang 0
Hinh thirc xiv ly ¢ Thure hign
Tép dinh kém | Choose File | No file chosen +
Tép tin Xoa
2134khubsigned pdf @

khtriznkhaithanghanhdonghuongungtuanlequocgianuocsach.doc @

Xdc thirc chif ky 50
Trinh phé duyét Chon J&nh dao .

Chuyén vao thw vién Thei han giai quyét el

Théng tin phén phéi, gidi quyét cis don vi

Sau khi chon s& hién thi man hinh Phiéu xur ly:

Microsoft Partner
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SOFTWARE SOLUTIONS 028) 3636

Phan cong ¢ Thoat

Tinh trang xtr Iy

Ngwoi chuyén V& Quynh Trang (test) x EE

Phan cbng cho

Tén céc don vi Xir Iy chinh Phéi hop Dé biét ¥ kién chi dao Han xi Iy
© TRUNG TAM TIN HOC (TEST)
£
@ Phéng Quan Iy hé théng
A
@ Phéang Urng dung
4
@ Phang Tang hop
Pl
© Ban Giam déc

Y kién chi dao: Nhapy kién cla lanh dao da ghi trén giay
Check chon cac don vi nhan van ban nhu chi dao
Sau khi nhap day du cac thong tin click nat Phan céng.

Tiép nhan/Tu chéivan ban lién théng
Muc dich: Huéng danvan thu cach thic ti€p nhan/tl chéi van ban lién théng dén CO QUAN.

Van thu chon vao menu Van ban dén - Pang ky van ban 2> Dén qua mang.
Hién thi danh sach cac van ban lién thong dén

Bam chudt vao so/ky hi¢u cua van ban dé xem chi tict

VAN BAN

54, ky higu Trach yéu Mpdy thang vB Théri gian nhdn Nt gun D khidn
o Wiln bin ddn
Sura &40, bd sung Quyst

e dinh 55 6187/050-UBMND

1% Diing koy viln bdin "‘-IJ!F'?" "'e-iﬂi 11 pam )
2016 eua Wy ?ninmn Uy ban
dan thinh v ap . - . nhdn din
dung hd :ﬂliu chinh TR MREINITEAT  pion Phi -
e tang thém tidn lwong TPHEM
Phin gjiss mang treng gl san pha'rn.
giehn vy céng ich tén dia
ban thinn phd

Thim e 2430/QD-UBND

Eandg kru

.o Whtrt bad chil dera tin
Dang gill quylt cudc hep giira Ban Chi
& biii bl e 54 ﬂﬁrﬁ;"_f" v 4GB0 106018 16:28  Yan Phons
O3 ol ousyde
Nh&m & Ngan hang Phat
trign
[} Phiit sinh VB trd

Microsoft Partner
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Bam nut Xac thuc chit ky s dé kiém tra thong tin chit ky s6 trén cac file dinh kém

Ff'ﬁ[pnﬂn & Tochtl | Tham

58 v ban 54 dbn
84 wiin bda ATT - BRHET Leal VB Chng viin
Trich yilu wi vike chdn chinh cling tiz by thiw, tag cudmyg hidu ke R qud vil 0y Wl iah trang téu cuc, Wi pham tong ddu thd
Herl gard B K& hewch v Bl b
Link vige
Hgay dbn ALEI TG Higdy thing VB 2LBE2019
£ lhian Thiraeg B4 mie Thurieng
56 b o 54 wang 0
Hiink thire wir by # Thare bidn
Tigp diteh kisen Tiptn
File dink kim 1. 1_321356 pat -

q. File dfink ki 2 - 2_321356 pal b

Clra s6 hién thi khung bén trai cac chir ky sé trén van ban. Co thé &n chubt trai vao chit ky dé hién thj chi
tiét thong tin ky
8 [VGCA]-XAC THUC CHIY KV
@ @[]k | e _ |
S i .

3 § hdp le1 .
= T"’};ﬁﬁg“fﬁg”’“‘” B Xic thy chi kj (Signaturel) X | CHUNGHIA VIETNAM

5k hap 12 f do - Hanh phiie
Chiing thu s5 kj hop I8 gel0 - Hynh phi
Déumg::ye—‘:dwmp@. UL Diing 5 nam 20
Théng tin chil ky Chi ky hap 18! [§0rhing B nam 2019
Théng tin déu thdi gian V o
Chil j trén trang 1 ¥ | Thoigienky: 30/05/2019 154325 +07.00
Buige ky bai: B8 Khoa hoc v Céng nghe g
Chitiét %8 thc: |thang 10 nim 2016 cua
. : 5 lu tra thing ké quéc gia,
sy | IR hyét dinh sb 1335/QD-
& [Ching thiisd ky hop I m lire khoa hoc vi cong
- kidn cuge didu tra trén
o [Déuthdi gantrén chilky hp 16
_ . H&CN nam 2019 c6 ¥
gian kidm tra: 30/05/2019 15:42:16 +07:00 b ke ﬁ)’ a0, chinh xic
Théng tin déuthd gian ké hoach KH&CN trén

Déu théi : 30/05/2019 15:42:16 +07:00
ek 12 B, co quan, UBND céc

Cheing thu 55 may chii c2p déu théi gian [hoa hoe va Cing nghé,
My chi cip dau théi gian 01 phéi hop 16 chire trién

ip Vy hodc cip S¢ lim

Bam vao cac file dinh kém dé xem ndi dung

@ Van ban dén - 1553/BKHCN-TTX X E| 7FF38A31B5CEOS60E19BIEZ00R. X +

« = C 8 https://glivb.tbevn.org.vn/record/_layouts/15/WopiFrame.aspx?sourcedoc=%2frecord%2{FilesDen2019%2f7FF39A3 1B5CE0S60E19B9E209BDD6AF1Signed 1305301659

ecord » TFF39A31B5CEQB60E19E9E209BDDEAF1Signed 190530165956654.pdf Microsoft Word Web App
FLE @.DOWNLOAD PRINT FIND

""'5‘ Ky boi: B6 Khoa hoe va Cong nghé
S@Z  Nady k' 30.05.2019 1524329

7-00
BOKHOAHOCVACONGNGHE CONG HOA XA HOI CHU NGHIA VIET NAM
e Die lip - Ty do - Hanh phiie

864553 /BKHCN-TTKHCN

V/v phéi hop trién khai Diéu tra Hi Ngi, ngay §0thdng B nam 2019
Tiém lyc khoa hoc va cong nghé

nam 2019
Kinh guri:

Thyre hién Quyét dinh s6 43/2016/QD-TTg ngay 17 thang 10 nam 2016 cua
Thii tuéng Chinh phil vé viée ban hanh Chirong trinh diéu tra théng ké quéde gia,

Microzoft Partner
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Né&u Van ban thuéc pham vi x{ ly, van thu an nat Tiép nhan, khi d6 phan mém chuyén sang giao dién
van ban thém mdi, van thu cap nhat cac trudng thong tin nhu phan dang ky van ban dén

Trinh 1&nh dao X Thoat

$6 van ban (%) Sé déng giri van ban néi b co quan v Sddén()
56 van ban () 3CT - BKHET Logi VB Céng van v
Trich yéu (1) Ivé vigc chén chinh cdng téc du thau. tng cudng hidu luc, hisy qua va day 10 tinh trang tiéy curc. vi pham trong déu théu

A
Noi gui () Bé K& hoach va Déu tu =+
Linh vigc +
Ngay dén (%) 30/05/2019 EE Ngay thang VB () 2410512019
D6 khan Thuirng v Bomat Thudng v
56 ban 5 56 trang 0
Hinh thivc xi Iy 2 Thye hign
Tép dinh kém | Choose File | No file chosen -+

Né&u Van ban khéng thudéc pham vi x{t ly hodc ¢é thi€u sét, van thu an ndt Tir chéi, nhdp ly do tir chéi dé
tra lai ngi guivan ban lién thdng dén

N
v 0K

Y kién

H Khéng thudc pham vi xir 1Y

Chinh stra thong tin van ban dén
Muc dich: Huéng dan van thu chinh slra théng tin Van ban dén.

Vao menu Van ban dén - Tat ca, chon van ban can chinh sta Thong tin, click vao S6, Ky hiéu

Hién thi man hinh chi tiét, click vao Stra théng tin van ban.

Sira thdng tin van ban L{ Chiasé X Thoat

56 van ban 58NPCP Test Lanh dao coe quan xd Iy

54 van ban S8 dang ky van ban dén 2019 Bd khén Thirdng

Sé dén 0023 D6 mat Thusng

Nevi givi Chinh ph Sé ban

Linh vwe Sd trang

Loai VB Céng van Ngay thang VB 06/06/2019

Ngay dén 06/06/2019 Théi han giai quyét @

Xdc thire chif ky s6

© Y KIEN LANH DAO

Micrasoft Partner
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Hién thi form chinh sira thong tin van ban.

Stra thdng tin van ban

Luu
$& van ban S6 dang ky van ban dén 2019 Sé dén 0023
S6 van ban () 58/VPCP Loai VB Céng van
Co quan gii (°) Chinh phu a5
Linh viec +
Ngay dén () 06/06/2019 = Ngdy trén VB () 0610612019 B
Trich yéu () [Test Lanh dao cor quan xi¥ I
Tép dinh kém | Choose File | No file chosen =+
D3 khin Thudng v Domat Thueng ¥
56 ban 6 trang
Trinh phé duyét () Nguyén Birc Loi b
Chuyén vao thw vién Thai han giai quyét /=

Chinh stra va nhan Luu

Cap nhat lai Lanh dao
Muc dich: Hudng dan chon lai Ldnh dao khac cho y kién.

Luu y. Chi chon dugc Lanh dao khac trong trudng hgp Lanh dao da trinh truéc dé chua cho y
kién.

Vao menu Van ban dén - Pang giai quyét > Chd y kién lanhdao

Click S, ky hiéu van ban dé vao chi tiét. Click Stra thong tin van ban

| Sira théng tin van ban 1\ Chiasé > Thoat

$d vén ban 472019/ND-CP Nghi dinh Sika doi, b sung mét sé diéu ciia Nghi dinh s 10/2016/ND.CP
Bﬁﬁy 01 thang 02 ndm 2016 cua Chinh phu quy dinh vé co quan thuéc Chinh
$é van ban 54 ding ky van ban dén 2019 D6 khan Thureng
$é dén oozr D6 mat Thuong
Noi gwi Van phang chinh phi S6 ban 0
Linh vwc $d trang 0
Logi VB Céng van Ngay thang VB 05/06/2019
Ngay dén 05/06/2019 Théri han giai quyét
Hinh thive xi Iy ¢ Thuc hién @

@  tranthihuong_nguyenthikimn...

@ tranthihuong_nguyenthikimn...

Chon lanh dao khac trong 6 Trinh phé duyét

Microsoft Partner

Collaboration and Content Cloud Productivity Small and Midmarket Cloud Solutions



Vuthao.

Hx € by
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Sita théng ti X
Luu
S6 vén ban S6 déang ky van ban dén 2019 86 dén 0027
$6 van ban (%) 47/2019/ND-CP Loai VB Céng van
Cor quan gu¥i (*) Van phong chinh phi
Linh viyc +
Ngay dén () 05/08/201% Ngay trén VB [4) 05/06/2019
Trich yau () Nghi dinh Sira d8i, bé sung mét sb didu cia Nghi dinh 56 10/2016/ND-CP ngay 01 thang 02 nam 2016 cia Chinh ph quy dinh vé co quan thude Chinh phi
P
Tép dinh kem | Choose File | Na file chosen -+
Tép tin Xoa
tranthihuong_nguyenthikimngan_NDthuocchinhphu-1.docx >
tranthihuong_nguyenthikimngan_NDthuocchinhphu-11555700005350-signed pdf b4
jale] khan Thuéng Do mat Thuéng
56 ban 0 Sé trang 0
Trinh phé duyét () [Trin Qudc Huy v

| Trédn Quéc Huy |

s i Vi
Nhan Luu
Viéc can x{ ly ctia lanh dao cii sé mat di, viéc can xur ly cda lanh dao méi dugc gui dén

Phan cong lai
Muc dich: Huéng dan phan céng lai sau khi da phan céng xu ly

Lu'u y: Ngudi phan cong dau tién mai cd quyén phan céng lai. Van ban dang thuc hién hoac
hoan tat déu co6 thé phan céng lai.

Vao menu Van ban dén > Pang giai quyét > VB dang giai quyét

Hién thi chi tiét van ban, click nit Phan cong lai.

K1 Phan cong lai +) Bé sung/ Thu héi Sira thong tin van ban AL chiasé 3¢ Thoat

86 van ban 442(TTXVN Hiwémg dan té chirc thire hign phong trao thi dua yéu nwrére TTXVN ndm 2019,

S van ban Sd dang ky van ban dén 2019 B4 khan Thuing

$é d@én 0017 D6 mat Thudng

Novi givi THONG TAN XA VIET NAM S48 ban

Linh vic S8 trang

Loai VB Céng van Ngay thang VB 29/05/2019

Ngéy dén 29/05/2019 Thai han giai quyét @
©@ Title01

Xac thire chi ky 56

© Y KIEN CUA BAN TGD

© Y KIEN LANH DAO

T chire thuc hién
Ngw&i nhan vin ban

Phéi hop Nguy&n Tién Hung(test)

Hién thi form Phan céng lai.

Micrasoft Partner
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Phan céng *
Luu
- a
V& Quynh Trang (test) (06/06/2019 14:48)
Phan céng theo chi dao cila Gidm dbc
Té chirc thye hién
Ngui chuyén V& Quinh Trang (test) x BB
Tén cac don vi X Iy chinh Phéi hop Bé biét Han hoan tit Xir ly
Mguyén Quang Huy (test) v G
Nguyén Tién Hing(test) v X
Chuyén téi
Tén cac don vi Xt Iy chinh Phéi hop Dé biét Y kién chi dao Han xi Iy
© TRUNG TAM TIN HOC (TEST) @ J (=]
i
® Phong Quan Iy hé théng
4
@ Phong Ung dung
¥
© Phéng Téng hop | | L
4
@ Ban Gidm dbc L
2
7 e 2 ~ n 7 . A 2 ~
Y kién cua Lanh dao: Nhap y kién cua Lanh dao.
~ NA e ~ - A ~
Dbé thu héi bam biéu tugng dau X
X
Luu
i a
V& Quynh Trang (test) (06/06/2019 14:48)
Phan céng theo chi dao ciia Gidm dac
Té chirc thuc hién
Ngui chuyén V& Quinh Trang (test) x EE
Tén cac don vi X ly chinh Phéi hop Bé bidt Han hoan tit X ly
Nguyén Quang Huy (test) v 5
Nguyén Tién Hiing(test) v X
Chuyén téi
Tén cac don vi Xt Iy chinh Phéi hop Dé biét Y kién chi dao Han xi Iy
© TRUNG TAM TIN HOC (TEST) @ J 8
i
@ Phéng Quan Iy hé théng
P
@ Phong Ung dung
A
@ Phéng Téng hop (] ] l
¥
@ Ban Gidm dbc i

D& bd sung, chon vao ngudi tuong iing trong cac phong

Microsoft Partner
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nd Content | Cloudd Pr ket Cloud Solutions 11




Vuthao.

SOFTWARE SOLUTIONS

Tén céc don vi
Nguyén Quang Huy (test)
Nguy&n Tién Hung(test)
Chuyén t&i
Tén céc don vi

TRUNG TAM TIN HOC (TEST)

© Phéng Quan Iy hé théng

Nguy&n Quang Huy (test)

test_tranvanha

2 Phéng (¥ng dung

Nguy&n Tién Hangitest)

Xt Iy chinh Phdi hgp

Xir Iy chinh Phéi hop Bé biét

Sau khi chon xong, nhan Luu dé phan céng lai

2. Thu, Vat pham

Pang ky Thu, vat pham
Muc dich: Hudng dan van thu cach thirc dang ky thu, vat pham dén.

Dé biét

¥ kién chi dao

Han hoan tat

Han xir ly

(@]

=]

=

=

D& dang ky thu, vat pham dén, click vao Van ban dén-> Thu, vat pham-> Thém méi > Hién
thi man hinh dang ky mdi thu, vat pham.

Sé thw, vat pham () | gg dang ky thw, vat pham dén 2019 M Shan ()

S6 vat phém

Ngay dén (%) 06/06/2019 = Loai vét pham (%) Buu kign
Novi guri (%)

Trich yéu *)

Hinh thirc nhan Buu dién

Ngwé&i nhéan Nhap user

Nhap cac thong tin Thu, vat pham dén:

Chén s6 VB

o S6 thu, vat pham: Hé thong tu dong load s6 thu, vat pham va sé dén (theo

s0).
o
tang dan va theo quy tac:
o Ngay dén: hién thi mac dinh la ngay hién tai.
o Loai vat pham: chon loai vat pham.
Mierasoft Partner
Collaboration and Content P 1 T ind Midmarkat |
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o Nai gui: nhap nai gui thu, vat pham.

o Trich yéu: nhap trich yéu cua thu, vat pham.

o Hinh thirc nhan: chon hinh thirc nhan.

o Nguéi nhan: Ngugi nhan thu, vat pham. Sau khi vao s6 Thu, vat pham ngudi
nhan sé nhan dugc thdng bao xac nhan thu.

NUt Guri: Sau khi gui thong bao nhan thu - vat pham sé dugc gui dén cho ngudi nhan

I1.

Chirc nang Van ban di

1. Quy trinh

Quy trinh véan ban di don vi ban hanh

CBNV

2 S ~ ar - A ~ 2 . ~ . = .

chuyén mén Trwéng phong Duyét ndi dung Phap ché Duyét thé thirc | Lanh dao don vi | Van thw don vi

RS 3. Théng nhét ), —— Duystthé hirc).—p> ( Phe duyat ). —
 J

Ky sé ;[ Kysé

w | Ky sb/phat
77| hanh van ban

2. @Giai thich menu

&l vin ban ai

& Chér phé duyét

€@ D3 phé duyét

@ Khéng phé duyét

() Ban hanh

® Titca

4 Cha phé duyét: hién thi ho so du thao chd phé duyét.
4+ Da phé duyét: hién thi hd s du thao da dugc phé duyét.
4+ Khong phé duyét: hién thi hd so du thao yéu cau hiéu chinh.

4+ Banhanh: chta 5 menu con gém;

Microsoft Partner

Caollaboration
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() Ban hanh

Thém mdi

Bang Iwu

Chér ban hanh

Tatca

o Thém mdi: dang ky phat hanh van ban.
DPang luu: hién thi van ban di dang luu tam.
Cha phat hanh: hién thi van ban di dang cha phat hanh (phat sinh tir quy
trinh du thao).
o P3abanhanh: hién thi van ban di da dugc ban hanh.
o Tatca: hién thj van ban di.
4 Tatca: hiénthi tat ca van ban di.

3. Ban hanh van ban di

Muc dich: huéng dan van thu ban hanh van ban, ban hanh van ban tir 2 nguén, ban hanh truc
ti€p va ban hanh tir quy trinh du thao chuyén sang.

Ban hanh van ban khong qua quy trinh du thao
Clickvao Van ban di > Ban hanh > Thém méi.

Hién thi form ban hanh.

Microsoft Partner



Vuthao.

SOFTWARE SOLUTIONS

Loai van ban {*)
SO VB [*)

Trich yéu {*)

Tép dinh kém {*)

VB ky 56 dién tir)

Linh virc

Ngay ban hanh
B khan

56 ban

Nguwi ky van ban
Ngwéi soan thao

Trd 167 VB dén sd

Cong van

—-58 VE-—

| Choese Files '7 No file chosen Van ban chinh

Thire hign kj 56

07/06/2019

Thuong

Nhap User

Danh sach nhan van ban trong hé théng

Ca nhan
Nhom don vi
Loc domn vi

Bon vi

Nhap User hodc Group

—-Tét cd—

BAN THU KY BIEN TAP VA QUAN HE BOI NGOAI
BAN TO CHUC — GAN BO

BAN KE HOACH — TAl CHINH

VAN PHONG

BAN KIEM TRA

BAN BIEN TAP TIN TRONG NUOT

BAN BIEN TAP TIN THE GIC1

BAN BIEN TAP TIN 801 NGOAI

BAN BIEN TAP A

RPN R (RS

Danh sach nhan van ban ngoai hé théng

Loc don vi

Born vi nhan trén Truc
lién thong

v Bonvisoan thao (")

v| Sowanban (4

"+

gz Ngay hiéu lrc
v B mat
Sé trang

Chirc vu

0 Loai ban hanh

THONG TAN XA VIET NAM

Thwong

VB di clia Co guan

Ky niéu VB

Phdt hanh Ly

Chén s6 VB

Ghi chd: Nhitng thong tin c6 dau (*) la bat buéc phai nhdp gém: Loai van ban, Don vi
soan thao, S6 VB, S6 van ban, Trich yéu, Tép dinh kém.

+

=+ F £ + #

Microsoft Partner

Collaboratio

Loai van ban: chon loai van ban

S6 VB: chon s6 van ban di

Dan vi soan thao: chon don vi soan thao

S6 van ban: tang ty dong, nhap ki hiéu van ban vao 6 Ky hiéu VB

Trich yéu: nhap trich yéu cla van ban.

Linh vuc: chon linh vuc ban hanh.

n and Content Cloud Prod

all and Midmark

Tép dinh kem/ Loai tép dinh kem: dinh kém file tai liéu.
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Vuth

SOFTWARE SOLUTIONS

ao.-

Ngay ban hanh: hién thi mac dinh la ngay hién tai (c6 thé chon lai).

Ngay hiéu luc: chon ngay hiéu luc ctia van ban.

+ PO khan: chon d6 khan cla van ban.

o Thudng
o Khan
o Thugngkhéan
o Hodatéc
Do mat: chon d6 mat cua van ban.
o Thudng
o Mat
o Tuyét mat
o Hanché truy cap
o T&i mat

o D6 matsé khong dugc chinh stra sau khi da phat hanh.

o DO mat la Mat/ Tuyét mat/ Han ché truy cap/ Toi mat thi khi phat hanh

sé khong bat budc tép dinh kem.

Ngugi ky VB: chon ngudi ky van ban, chic vu sé dugc tu déng load 1én theo ngudi

dudgc chon.

+ Chirc vu: chrc vu clia ngudi ky van ban sé tu dong hién thj khi chon Ngudi ky VB.

Ngugi soan thao: nhap ngudi soan thdo van ban (nhap user dang nhap vao hé

thong).

£ Traldi VB dén so: chon s6 dén cla van ban can tra |oi, click vao hinh £ hién thi

man hinh tim kiém va chon.

56 vén ban (%)

Danh séch vén ban

Van ban dén

2, 'I“lml'V
Xoa 4 Tim " Chon

0013/PLX-CNTT 1. Nhap s6 vin ban

0013/PLX-CNTT 3. Chon van ban
0013/PLX-CNTT
0013/PLX-CNTT

Microsoft Partner
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Vuthao.

SOFTWARE SOLUTIONS

+ Danh sach nhanvan ban trén hé thong
o Cé& nhan: cd nhan hoac nhom.
o Donvi: don vi nhan.
+ Danh sach nhan van ban ngoai hé thong (truclién thong chinh pht)
o Nhap méa daon vi lién théng cta don vi nhan, hién thi tén chi tiét & dudi,
double click vao dan vi dé chuyén qua khung bén phai
+ Danh sach nhan van ban giay
o Noai nhan: nhap noi nhan van ban giay.

o Nai luu trir: hién thi mac dinh la “Van thu” va cé thé nhap thém vao.

Sau khi nhap day dd cac muc:

£ Nt Phat hanh: van ban dugc luu vao menu Pa ban hanh.
£ Nut Luu: van ban dugc luu tam tai menu Pang luu.
£ NuUt Thoat: ddng man hinh va khéng luu dir liéu.

GUi ky s6 van ban da dugc phé duyét qua quy trinh du thao
Tai trang chq, click vao tiéu dé cla van ban dy thdo da dugc phé duyét
Van ban/Cdng viéc cho xi ly

. Tiéu défTrich yéu 56, ky higu Han xi¥ Iy Noi giri

+ Nhém: Van ban di (5)

wiv déing ky di hoc tai Cu ba nam 2019, Chua cip sd Nguyén Birc Lo {test)
Quyét dinh vlv kién toan Ban Chi dao Pé an "Xay dwng Hé thc"ing quan ly chat lwong L i 5
theo tiéu chuan 150 9001: 2015 cia Van phong Thong tan xa Vit Nam Chua cap so Nguyen Birc Lot (test)
V& vigc tap hudn sir dung chimg thur 56, chik ky s va phn mém quan Ij vin ban 445/TTXVNTest Trén Quéc Huy (test)
12 3 @ . 5163 0f 63 page

Hién thi man hinh ban hanh van ban.

tou AR Chiasé X Thoat

Phat hdnh

Loai van ban (%) cong vin v DBonvisoan thdo (%) AIG TAN XA VIET NAM [a]
SOVB (1) 56 gang kf vAn ban & nfi bd 2019 (test) 86 van ban () TTXVN Chén sd VB
Trich yéu () viv dang ky @ hoe tai Cu ba ndm 2019
4
NgUrri Ky s6 Hodng Hodl Thu (test)
Tran Mai Khanh (test)
| 7 Nguyen Birc Loi (fest) |

Tép dinh kem (7} [ Choose Files | No file chosen Vanbanchinh v 4

Tép tin Loai Xoa

Title3 © ¥ Van ban chinh %

Xac thre chiv ky sé

Microsoft Partner
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SOFTWARE SOLUTIONS

Chon ngudi ky s6 va click Xin chir ky

Pong dau s6 va ban hanh van ban da dugc lanh dao ky s6
Tai trang chq, click vao tiéu dé cla van ban da dudc lanh dao ky s6 cha ban hanh

Van ban/Cdng viéc cho xi Iy

: Tiéu défTrich yéu

+ Nhém: Van ban di (5)

viv dang ky di hoc tai Cu ba nam 2019.

Quyét dinh vlv kién toan Ban Chi dao D& an "Xay dung Hé théng quan ly chat lwong
theo ti€éu chuan 150 9001: 2015 coa Van phéng Théng tan xa Viét Nam "

Vé visc tap hudn sir dung chirng thur s6, chir ky shva phén mém quan Iy van ban

‘1.123°.h

56, ky higu

Chuwa cap sd
Chuwra cap sé

445TTXVNTest

An nit xac thuc chit ky s6 dé kiém tra chit ky s6 cla lanh dao

An n(t tai vé file 1anh dao da ky

Tép dinh kem %) | Ehoo_se_iii£| No file chosen Véan ban chinth v
Tép tin
Titl=02

Title02 signed.pdf

Xac thire chiF ky so

Bam ndt Thyc hién ky s6
Chon van ban vira tai xuéng

€ Open
4+ Il » ThisPC > Desktop
Organize = Mew folder

Marme
3t Cuick access

B Desktop
-I: Downloads o

1= cong van trién khai chukyso.pdf |

¢ Onelrive

@ This PC
e Local Disk (C:)
== Shared Folders (Vi

¥ Network

-+

4

o

Date modified

08/03/2019 1530

Han xi¥ ly Noi gui

Nguyén Dirc Loi (test)
Nguyén Birc Loi (test)
Trn Quéc Huy (test)

61-63 of 63 page

Loai Xoa

Van ban chinh x

b Van ban chinh b

X
[¥] Search Desktop o
I35 i | o
Type Size
PDF File 403 KB

File name: | cong vén trién khai chukyso.pdf

v| | Tai ligu PDF, Office (*.pdf*.doc ~ |

I

Microsoft Partner
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1L1]
Vl.lt hﬂ 0 - 312 Nguyen Thuong Hien, Ward 5, Phu Nhuan Dist, Ho Chi Minh City, Vi
SOFTWARE SOLUTIONS (028) 3636 3725 | contact@vuthaoc.coman wiww.vuthao.com

An ndt Chon vi tri ky

£ [VGCA] - KY 50 (cong van trién khai chukysc.pdf) X

@@L Ol HIC

vé vige gui nhin van ban di¢n tir gitra ¢de co quan trong hé thong hanh chinh
nhit nude, Tng gidm dde Thong tdn xa Viét Nam di ban hinh K& hoach trién
khai chir k s6 chuyén ding tai TTXVN tgi Quyét dinh sb 01/QD-TTX ngay
22/01/2019.

Theo ké hoach Trién khai chir ky sb chuyén ding tai TTXVN, bit déu
tir thang 3/2019 Trung tam Tin hoe s& trién khai ban giao Chimg thr 56 cho
cée dom vi va ¢ nhin la lanh dao cia cae don vi trong nganh. Trong tudn te
noine 11 dén noav 15/3/2019 Trane tim Tin hae <3 tién hanh han eian thidt hi

Nhan va kéo chudt trai vao vi tri can dong dau

Chon hinh anh con ddu, nhap méat khau va 4n OK

= THIETLAPKY 50 b e

1. Kim tra chiing thu s& ngudi ky:

(S) Pang nhap token X

RERHE
)%CA CHU'ONG TRINH QUAN LY GCA-01 -~ " 0

Nhip Mét khu clia token.

Tén token: [VGCAToken

LTI

Mt khau clia token:

Day 14 ban sao khing cé ban quyén chi dé danh gia.

Dang ky 56 tai liéu...

An ndt hoan thanh

mnn ann cow Ky wen may unn.
2. B tri théi gian thich hop dé Trung tim Tin hoe cir ngwén cai dat va
huéng diin sir dung cy thé.

Trin trong cam on./.

‘o el N trén;
Lum: TTTH.

Trfin Quic Huy

e @ e | (GREON

Vén ban dugc dua |én phan mém

Microsoft Partner
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VUthCI&_ 312 Nguyen Thuong Hien, Ward 5, Phu Nhuan Dist., Ho Chi M

SOFTWARE SOLUTIONS 028) 3636 3725 contact@Evuthao.comT

Yoy s n i)

cbng van tridn khai chukyso1 pdf

w

Nhap cac thong tin can thiét va chon gui cho ca nhan trong donvi, cho cac don vi néi bg, cho
cac don vi trén truc lién thong chinh phua

Danh sach nhén van ban trong hé théng

Ca nhan Nhép User hodc Group
Nhom don vi Ty o,
Loc don vi *
Bonvi BAN THU KY BIEN TAP VA QUAN HE 801 NGDAI . BAN TO CHUC — CANBO
EAN KE HOACH — TAl CHINH
VAN PHONG
=
BAN KIEM TRA =
BAN BIEN TAP TIN TRONG NUOC
e e e S e B
Danh sach nhan van ban ngoai hé théng
Loc don vi van phong chinh phi
If?::wnt:i__nh{an trén Tryc Trung tAm Tin hoc Van phong Chinh phi Van phang Chinh phi
en DI'Ig . x = FT e
Van phang Chinh ph (kiém thir chif ki s0)
Van phong chinh phi (test) e
Van phong chinh phi 2 {test) —
3

Sau khi nhap day du. Click Phat hanh
4. Thu héi/ Bé sung sau khi phat hanh

Bo sung/ Thu hoi
Thu hoi ca nhan dugc sif dung & trudng hgp van ban ban hanh gui cho ca nhan nhan khéng
dung hoac bi nham 13n, van thu sé thu hoi lai.

B6 sung ca nhan dugc st dung khi phat hanh van ban gui thi€u cho ca nhan nao dé, thi van thu
vao bé sung cho ca nhan.

Click vao menu Van ban di @ Ban hanh = Pa ban hanh.

Tai man hinh tat ca van ban, chon van ban can diéu chinh.

Micrasoft Partner
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Vuthao.

SOFTWARE SOLUTIONS 028) 3636 3725 contact@Eyvuth r AR “
443/TTXVNT... 29/05/2019 Lich cong tac ngay 30/5/2019 Thuréng Thuémng
T - V& visc tap hudn st dung chimg thu sb. chirky s6  Nguyén Vin Chinh N -
HARETTIH agt) chuyén ding va phan mém quan Iy van ban flestJ] Thucng THReng
442TTXVN 291052019 T&”ﬁgﬁf%ﬁﬁ;&“foﬂ';” phongtrdothidua oy yanvanha Thureng Thréng
2/CV-TTXVN 2810512019 Méi tham du hoi thao CNTT Thuéng Thuémg

Hién thi van ban, click vao nit Bé sung/ Thu héi.

tin van ban

w
2
i

Phitu giziquydt  BA Chiasé ¢ Thoat

Loai van ban ) Céng vin Bon vi soan thao (%) THONG TAN XA VIET NAM

S& VB (%) 34 dang ky van ban di ndi bd 2019 ftest) $6 van ban (%) A42TTXVN | Chénsd VB

Trich yéu () Hurdmg din t6 chire thure hign phong trao thi dua y&u nurde TTXVN ndm 2019

Tép dinh kém (%}
Tép tin Loai
Title01 ® L 4 an bén chinh
Doc1.signed pdf Lod % Van ban chinh

X thue chif ky s6

Danh sach nhan van ban trong hé théng

Cé nhan
Bon vi TRUNG TAM TIN HOC (TEST)

Danh sach nhan van ban ngoai hé théng
Hién thi man hinh B4 sung/ Thu héi don vi nhan van ban.

D& B6 sung Ca nhan hodc Don vi: nhap ca nhan can bé sung hodc chon don vi tir khung bén
trai qua khung bén phai va click nit B6 sung.

B sung/ Thu hi don vi nha
Bé sung
Chon chiFc nang ® BS sung © Thu hdi
B4 sung/ Thu héi
A nlidn Nhap user hodc group =

i ] BAN THU KV BIEN TAP VA QUAN HE 501 NGOAI
BAN TO CHUC - CAN BO
BAN KE HOACH - TAI GHINH
VAN PHONG
BAN KIEM TRA
BAN BIEN TAP TIN TRONG NUGC
BAN BIEN TAP TIN THE GI&1
BAN BIEN TAP TIN BOI NGOAI
BAN BIEN TAP ANH

A R

D& Thu hodi Ca nhan hodc Ban vi: Xéa ca nhan hoac chon donvi ti khung bén trai qua khung
bén phai va click ndt Thu héi.

Micrasoft Partner
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Vuthao.

SOFTWARE SOLUTIONS
BS sung/ Thu héi don vi nhan van ban 7
) Thu héi
Chon chirc néng B sung @ Thu hdi
Bo6 sung/ Thu hoi
Ca nhén fest_tranvanha x -
Bon vi TRUNG TAM TIN HOC (TEST)

Cap nhat thong tin van ban da phat hanh

Cap nhat lai van ban da ban hanh déi véi trudng hgp van ban da ban hanh nhung tai liéu dinh
kem trén van ban khong ding, hoac théng tin cd ban go thiéu hoac sai sot, van thu sé cap nhat
lai van ban. Sau khi cap nhat, hé théng sé gui lai mail cho Ca nhan. (néu thay dai file dinh kém)

DE cip nhat théng tin van ban click vao menu Van ban di & Ban hanh = Pa ban hanh.

Hién thi man hinh tat ca van ban, chon van ban cap nhat lai tai liéu dé€ phat hanh.

443TTXVNT 29/05/2019 Lich cdng tac ngay 30/5/2019 Thurdmng Thurémng
44T - V& vigc tap hudan sit dung chirng thu 56, chir ky sb Nguyén Van Chinh A s
AUTTX-TTTH 2910512019 chuyén dung va phan mém quan ly van ban flest)] Thugng Thurdng
T " Huéng din 16 chire thurc hién phong trao thi dua = =
442TTXVN 28/05/2019 yéu nurc TTXVN nam 2018, test_tranvanha Thuréng Thudng
2ICV-TTXVN 26/05/2019 Wi tham du hoi thao CNTT Thuréng Thurdng

Hién thi man hinh van ban, click nit Sira théng tin van ban.

Siva théng fin van ban B4 sung/ Thu hi Lap Phiéu gidiquyét AL Chiase X Thoat

Loai véan ban {7) Céng vin Bon vi soan thao %) THONG TAN XA VIET NAM
SO VB (7} 54 déng ky van ban di ndi b 2019 {test) $0 van ban (%) A42TTXVN Chensd VE
Trich yéu (%) Hurémg dén 16 chirc thuc hién phong trao thi dua yéu nurde TTXVN nam 2019,

Tép dinh kém (%}

Tép tin Loai
Title01 ® L 4 Vin bén chinh
Doc1.signed pdf @ : 3 ian ban chinh

Hac thuc chiv ki =6

ol |

)

Danh sach nhén van ban trong hé théng

Cd nhan
Bon vi TRUNG TAM TIN HOC (TEST)

Danh sach nhan van ban ngoai hé théng

Hién thi form cho phép chinh stra. Sita xong bam Luu d€ Iuu lai

Micrasoft Partner
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Vuthao.

SOFTWARE SCLUTIONS
Slra thong tin van ban i
Luu
Loai van ban (%) Céng van Don visoanthdo () THONG TAN XA VIET NAM
SE VB (+) Sd dang ky van ban di ndi ba 2019 (test) S8 van ban () 442TTXVN
Trich yéu () Huéng dén t4 chifc thuc hign phang trao thi dua yéu nuée TTXVN nam 2019

VB ky s6 dién ti(*) Thire hign ky s6

Tép dinh kém (%) | Choose Files | No file chosen Vanbanchinh  v| -4
Tép tin Loai Xoa
Title01 Van ban chinh X
Doc1 signed.pdf Van ban chinh X

II1. chic nang Quan tri danh muc

Muc dich: huéng dan van thu cach thiic khai bao s6 van ban, viéc nay thuc hién mdi nam 11an,
nham dé khai bao s6 dang ky loai s6 (S6 dang ky van ban di/ S6 dang ky van ban dén). Thém
md&i/ Chinh stra Ngudi ky VB; Ban lanh dao; Loai van ban; Ca quan gui;

S6 Pang ky VB dén
Muc dich: huéng dan Van thu cach thic khai bao sé van ban dén.

a. Tao mai
Chon menu Quan tri = Quan tri danh muc > S6é Dang ky VB dén.

@ tao muc mdi hoic sifa danh sach nay

Tén so dén Ky hiéu 50 bdtdau  Tinh trang so Tang twr dong Diing cho thir - vt pham
56 @ing kj thu, vét phdm dén © T 3 Ch cé Cé 2016 3 Knhéng
56 dang kj viin ban dén © vBD 54 Cé cé Khéng 2016 1 Cé

Click tao muc m@i

Hién thi form tao m&i s6 dang ky VB dén.
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‘ Vuthao.

Tén sé dén*
Ky hiéu

56 bat dau
Tinh trang sé

Tang tw déng

Diing cho thw - vat pham

Nam
Thir tw
Mac dinh
VanThu *

SoTong

Nhap tén hodc dia chi emai

Nhéap cac thong tin gom:

R

Tén s6 dén: Nhap tiéu dé cda sé (VD: S6 dang ky VB dén).
Ky hiéu: Nhap ky hiéu cta sé néu c6 (VD: VBD).
S6 bat dau: Nhap s6 dén hién hanh.
Tinh trang s6: thé hién s6 dang dugc sir dung hodc ngung st dung.
o IEI Néu khong check thi Tinh trang s6 1a khong st dung.
o @ Néu check thi Tinh trang s6 1a dang st dung.
Tang tu déng: thé hién sd thlr tu cla s6 dudc tang tu déng sau moi lan tao mdi
hodc khdng cho tang tu dong.
o @ Néu khdng check thi sé thir tu clia s6 sé khéng tu dong tang.
o Néu check thi s8 thit tu clia s6 sé dudc tu ddng tang sau moi lan dang
ky VB dén.
Dung cho thu, vat pham: tao s6 dung cho Thu, vat pham.
o @ Néu khdng check thi sé nay dung cho Van ban dén.
¥

Néu check thi s6 ngay dung cho Thu, vat pham.

Thi tu: Nhap thi tu cta sé sé hién thi & combobox chon sé & form Bang ky VB dén
(VD: 1; 2...).

Mac dinh: néu check chon thi s6 dugc tao xong sé hién thi ¢ form Dang ky van ban
dén hiénthi la s6 dau tién. Ngugc lai thi khéng chon.

O

VanThu: Nhdp tén group van thu cé quyén thao tac trén sé nay, nhap group nhu
nhitng s6 da co.

Sau khi nhap day du thong tin click ndt Luu dé luu thdng tin ngugc lai click ndt Thoat.

Sau khi luu thanh céng thi s6 vira tao sé hién thj tai man hinh quan ly S6 Pang ky VB dén.
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Vuthao.

SOFTWARE SOLUTIONS

b. Chinh stra/ Xéa
Tai man hinh quanly S6 Dang ky VB dén.

Click vao ddu con mat.

(¥ tao muc mdi hodc sita danh sach nay

¥ Tén sb dén Sé batdiu Tinhtrangsd Tangtwddng Dung cho thw -vitphdm Méacdinh  VanThu

S5 dang ky_ @ 2 s Cd Cé
thu, vét pham
dén 2019

56 dang ky B ] Cd Khéng
v van ban den Xem Muc
2019

Chi tiét Tuan thd
Daéng cdng viéc
Chiz & Vi

X6a bd Muc
Chon Stra Muc dé chinh stra.
Chon Xda bd Muc dé xda.

5. S6 Pang ky VB di

Sra

Khéng Van thu Trung tam tin hoc (test) =

Khang Van thu Trung tam tin hoc (test) =

Muc dich: huéng dan Van thu cach thic khai bao sé van ban di.

a. Tao mai

Chon menu Quan tri > Quan tri danh muc 2> Sé Pang ky VB di.

(® tao muc méi hodc sita danh sach nay

v Ténsodi Sébitdiu Tinhtrangsé  Tang twdéng

S6 dang ky van ban di 2019 © 9 Co Co

Click tao muc mai.

Hién thi form tao mdi s6 dang ky VB di.

Tén sé di~

56 bét dau

Tinh trang s e
Tang tw dong e
Nam

Méc dinh

VanThu * Nhap tén hoéc dia chi emai

Microsoft Partner
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‘ Vuthao.

Nhap cac thong tin gom:
+ Tén s6 di: Nhap tiéu dé clia s6 (VD: S6 dang ky VB di 2019).
+ SO bat dau: Nhap s6 hién hanh.
+£ Tinhtrang sé: thé hién s6 dang dugc st dung hodc ngung st dung.
o IEI Néu khong check thi Tinh trang s6 1a khong st dung.

o M| Néu check thi Tinh trang s6 la dang su dung.

+ Tang tu dong: thé hién s6 th tu clia s6 dudc tang tu ddng sau mbi lan tao mdi

hoac khéng cho tang ty déng.
o IE Néu khéng check thi s6 thir tu clia s6 sé khdng tu déng tang.

o @ Néu check thi s& thir tu clia s6 sé dugc tu déng ting sau mbi lan dang

ky VB dén.
Nam: Nhap ndm clia s6 (VD: 2016;2017...).

+

£ Macdinh: néu check chon thi s6 dugc tao xong sé hién thi & form Bang ky van ban

di hién thi la s6 dautién. Ngugc lai thi khdng chon.

+ VanThu: Nhap nhdm cé quyén thao tac trén sé nay, nhap nhém tén nhu cac s6 da

cé trudc dé.
Sau khi nhap day du thong tin click ndt Luu dé luu thdng tin ngugc lai click ndt Thoat.
Sau khi luu thanh cong thi s6 vira tao sé hién thj tai man hinh quan ly S6 Bang ky VB di.

b. Chinh sura/ x6a
Tai man hinh quanly S6 bang ky VB di.

Click vao con mat.

@ tao muc mdi hoac sifa danh sach nay
v Ténsédi sébitdiu Tinhtrangsdé  Ting tw déng Nim Micdinh  VanThu Sira
CH ding ky van ban di 2019 G . Co Cao Khang Van thu Trung tam tin hoc (test) =]
Xem Muc

Chi tigt Tudn thi

Daéng cdng viéc

Chia s V&

X6a bo Muc
Chon Stra Muc dé chinh stra.

Chon Xda bd Muc dé xda.

6. Ngudi ky VB

Muc dich: huéng dan Van thu Thém mdi/Chinh sira ngudi ky VB tai man hinh Bang ky VB di.

Microsoft Partner
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a. Tao méi

Chon menu Quan tri > Quan tri danh muc > Nguai ky VB.

v Tén nguwei ky
Nguyén Anh Kiét
Bui Minh Thu
Pham Quang Ngai
Mgé Thanh Scn
Bd Xuan Thanh

Nguyén Thi Thu Huémng
Click tao muc mgi
Hién thi form tao md&i nguai ky VB.
Tén ngwei ky ©

Chirc vy

An

Nhap cac thong tin gém:

Chirc vu
@  Phé gidm dic
@  Pho giam déc
© Pha giam dbe
©  Giam dic
© Phé giam déc

@  Pho giam déc

+ Tén ngudi ky VB: Nhap tén ngudi ky VB.
£ Chuc vu: Nhap chiric vu ngudi ky.

Luru

An

Khdng
Khdng
Khing
Khdng
Khéng

Khing

Sau khi nhap day du thong tin click ndt Luu dé luu thong tin ngugc lai click ndt Hay bé.

Sau khi luu thanh céng thi s6 vira tao sé hién thj tai man hinh quan ly Nguai ky VB.

b. Chinh stra/ Xoéa
Tai man hinh quan ly Ngudi ky VB.

Click vao con mat

v Tén nguwdri ky
Mguy&n Anh Kiét
Bui Minh Thu
Pham Quang Ngai
Ngé Thanh Son
D6 Xuén Thanh
Mguy&n Thi Thu Huéng

Hoang Tudn Minh

Chon Stra Muc dé chinh stra.

Chon Xd6a bd Muc dé xda.
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Vuthao.

SOFTWARE SOLUTIONS

7. Loai van ban

a. Tao méi

Chon menu Quan tri © Quan tri danh muc = Loai van ban.

® tao muc mdi hodc sifa danh sich nay

v Loai coéng van

Ban sao luc o
Ban sao y ban chinh ©
Ban trich sao ©
Bdo cdo ©
Bi&n ban @
Chi thi o
Chung Lo

Click tao muc m@i

Hién thi form tao md&i Loai van ban.

Loai cdng van *
Théi han giai quyét
Ma hiéu

Thir tip

Nhap cac thong tin gém:

Thér han gidi quyét

+ Loaicongvan: nhap tén loai van ban.
%+ Thai han GQ: nhap s6 ngay giai quyét van ban vai loai van ban tuang ng (VD: 1,

2,3..).

M3 hiéu

CT

£ Ma hiéu: nhap ma viét tat vi du Quyét dinhla Qb

+ Th{ tu: Th{ tu hién thi trong danh sach loai van ban

Thir tw

Lwru

Méc dinh

Sau khi nhap day du thong tin click ndt Luu dé luu thdng tin ngugc lai click ndt Hay bé.

Sau khi luu thanh céng thi s6 vira tao sé hién thi tai man hinh quan ly Loai van ban.

b. Chinh stra/ Xéa
Tai man hinh quanly Loai van ban.

Click vao con mat.

Microsoft Partner
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R soFmwiaRE SOLUMIONS (D28) 3636 3725 contact@vuthao.coman

L ®

(® tao muc mdi hoic sifa danh sach nay

Loai cong van Théi han giai guyét
v Ban sao luc Lo
L | Xem Muc
Ban trich sao Q
. I Stra Muc
Ban sao y ban chinh Lol
Cdng dién & Dong cing viéc
Hop dong @ chia sé vai
Bieu le Q ¥6a bd Muc
Mghi quyét O

8L

NG

Chon Stta Muc dé chinh stra.
Chon X6a bd Muc dé xda.

8. Cd quan guri
Chon menu Quan tri > Quan tri danh muc > Cd quan gtri.

(=) [ Co quan gii
() | Ban Quan y Lang Chu tich H& Chi Minh
(£) [~ Bd Céng Thurong
) 7 Bé Khoa Hoc va Céng Nghé
(+) [~ Bé Lao ddng - Thuong binh va X3 héi
® [ B6 Noi vu
() [~ Bd Ngoai Giao
+ 7 Bé Quéc phang
(*) [~ Bé Tai chinh
(*) [ B Tai nguyén va Méi treréng
) 7 Bé Tw phap
(+) [ Co quan ngang bd
(* [ Chinh phi

Co quan gUi cé thé tao nhiéu cap.

Click vao chit Cg quan gtri.

Microsoft Partner
Collaboration and Content Clowd Productvity Small and Midmarket Cloud Solutions

29




[Vuthao_

R soFmwiaRE SOLUMIONS

Cd quan gui

© [ Co quan giri <= Click dé tao cip 1
(=) 7 Co quan ngang bd
=) [ BA Cdng an
(5 [ B Giao thong van tai
© [ Bb Ké hoach va BAu tu
© [ B Tai chinh
(= [ Chinh pha
(=) [~ Van phong chinh phi

& [ Tap doan x&ng déu Viét Nam (Petrolimex)

o Hiénthj khung tao mdi, click Tao méi.

(+) |7 Ban Quan ly Lan
=+ Taomail & Thoat

*) 7 Bd Cdng Thurong
*) 7 Bo Khoa Hoc va Cdng Nghé
() [ Bé Lao déng - Thuong binh va X& hai

7 B Ndi vu

+) 7 Bé Ngoai Giao

o Hiénthi khung nhap: nhap tén cag quan gui sau dé click Luu dé luu.

© 5 Co quangi

) |7 Ban Quan iy Lan
=+ Tae mai | B& tur phap] | (KT | ) Thoat

* [ Bd Céng Thuong

@® [ 7 Bé Khoa Hoc va Cong Nghé
+ 7 B6 Lao ddng - Thuong binh va X& hai

@ [ Bo Néivu
Cach tao cap con (n cap): mudn tao co quan gui & cap nao thi click vao co quan gui clia cap dé.

Chinh stra tén cg quan gui: click vao tén co quan gui va chon Stra

=) [ Co quan givi
=) 77 Bd tw phap
(# [ Ban Quan Iy Lang Chi tich H& Chi Minh
) [~ B& Céng Throng

| & 7 Bé Khoa Hoc va Céng Nghé | B6 Khoa Hoc va Céng Nghé

(® [ Bs Lao déng - Thuong binh va X:
- L/ BeTapndong - TRAong MMYE ™ 1 Taomei X Xéa @ Thest

& 77 Béd Naivu

&) [~ Bd Ngoai Giao

Hién thi khung cho phép sira. Stra va luu lai
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Vuthao.

SOFTWARE SOLUTIONS

Xda ca quan gui: click vao tén cd qua gui va chon Xéa

=) [ Co quan giFi
() 7 B tw phép
= Ban Quan Iy Lang Chi tich H& Chi Minh

' B Cdng Thirrong

| & 7 Bé Khoa Hoc va Céng Nghé | B& Khoa Hoc va Céng Nghé

() [ Bd Lao ddng - The binh va Xi
= L BeLandung wong binh va 4+ Taoméi # Sia @ Thoat

+) 7 B8 Naivu

® [ Bd Ngoai Giao

Luu y: khi x6a cap cha thi cdp con sé bij xda theo, click vao Xéa hién thi cau théng béao.

IV. chirc ning Béo cao-Insé

Muc dich: huéng dan xem béo co tinh hinh xt ly Thu — Vat phdm/ Van ban dén/ Van ban di.

1. Xem Béao cdo-Inso
Vao menu Quan tri = Bao cao- In sé.

Menu S6 dang ky thu, vat pham: hién thj tat ca thong tin dang ky thu, vat pham.

Menu S6 dang ky VB dén: hién thj tat ca thong tin dang ky van ban dén khi chon cac loai s6 la
Van ban dén.

Menu S6 dang ky van ban di: hién thj tat ca thong tin dang ky van ban di khi chon cac loai s6
cua Vanban di.

Menu Bao céo tinh hinh VB dén: hién thi bao cao tinh hinh giai quyét van ban dén.

© Xem i; Xuat Excel

T ngay 01/01/2019 = Dén ngay 0810612019 =
86 56 dang ky van ban dén 2019 v
Téng sb: 32 Baxirlj 0 Chura xi¥ I 32

56 dén $6 van ban Ngay trén VB Ngay déen Trich yéu néi dung Noi gwi Tén loai VB D6 khan D6 mat Ban linh dao Y kién lanh dao

0031 63ICP 07/06/2019 07/06/2019 test tinh trang Chinh phd  Cong van Thuréng Thudng Tran Quéc Huy

" p—_— . - B& Céng - = . . a 2
0032 03/CV-BNV 07/06/2019 07062019 M&i hop Thuang cong van Thuéng Thuong  Tran Quéc Huy
Trdn Quéc Huy
0028 458/TTX 06/06/2019 06/06/2019  testlién théng 23 Céng van Thuéng Thueng  TrAn Qudc Huy [1‘:5;; )(05’“‘“”‘3

test lién théng 23

Menu Bao céo tinh hinh VB di: hién thi bdo cdo tinh hinh giai quyét van ban di.
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Ti ngdy 0110172019 = Bén ngay
SévB di S8 dang ky van ban di 2019

$6 vin ban Ngay ban hanh Ngay hiéu luc Loai VB Trich yéu ndi dung

31 07/06/2019 07/06/2019 Céng van test 26

15 06/06/2019 06/06/2019 Cong van test lién théng 13

9TTTH 06/06/2019 06/06/2019 Caéng van Test xéa chd ban hanh

16MTX 06/06/2019 06/06/2019 Céng van test lién théng 14

Ngwoi ky van ban

08/06/2019

Ca nhan

Mguy&n
Quang Huy
(test)

@ Xem [I3 Xudt Excel

Ngwoi soan thio D6 khan

V& Quynh Trang

(test)

V38 Quynh Trang

(test)

Nguyén Quang Huy

(test)

W& Quynh Trang

(test)

Thudng

Thuéng

Thuéng

Thuéng

ze]

Po mat

Thurong

Thurong

Thirong

Thureng

Menu In theo tiéu chi VB dén: Hién thi man hinh cho phép chon loc in theo tiéu chi gém:

36 dén

0031

0032

Oo28

0019

Tén t6 chirc: hién thi mac dinhla Tap doan Xang dau Viét Nam (Petrolimex)

Tén s6: hién thi mac dinh la s6 dautién trong danh sach sé VB dén.
Chu thich: nhap thong tin cha thich (néu co).
Tiéu chi in s6;

$6 van ban

03/CV-BNV

458/TTX

200/TTX

o O O O

o O O

o

S6 VB: chon s6 VB canin tiéu chi.

Loai VB: mac dinh |a Tat ca.

Ngay dén: chon TU ngay — Dén ngay cla Ngay dén cta Van ban dén.

Ngay ban hanh: chon TU ngay — Dén ngay clia Ngay ban hanh ctia Van ban

dén.
D6 khan: mac dinh 1a Tat ca.
D6 mat: mac dinh la Tat ca.

S6 dén: chon Tu - Dén S6 dén clda Van ban dén.

Cd quan gui: chon ¢d quan gli ctia Van ban dén
Click nat Xem dé hién thi két qua.

Ngay trén VB Ngay dén Trich yéu néi dung
07/06/2019 07/06/2019 test tinh trang
07/06/2019 07/06/2019 Mai hop
06/06/2019 06/06/2019 test lién théng 23
06/06/2019 06/06/2019 Test lién théng 10

Noi givi

Chinh phi

Bé Cong
Thirong

THONG
TAN XA
VIET NAM

Tén loai VB

Cong van

Céng van

Céng van

Céng van

D& khin

Thirémg

Thuremg

Thwong

Thuong

D6 mat

Thudng

Thuong

Thuong

Thuong

© Xem [§F Xudt Excel

Ban lanh dac

Trén Quéc Huy

Tran Quéc Huy

Tran Qudc Huy

Y kién lanh dao

Trin Quée Huy
(test) (06/06/2013
14:25)

test lién thong 23

Menu In theo tiéu chi VB di: Hién thi man hinh cho phép chon locin theo tiéu chi gém:

Tén t6 chirc: hién thi mac dinhla Tap doan Xang dau Viét Nam (Petrolimex)

Tén s6: hién thi mac dinh la s6 dautién trong danhsach sé VB di.

Chu thich: nhap thong tin cha thich (néu co).
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- Tiéuchiin s6;

O

S6 VB: chon s6 VB canin tiéu chi.

Loai VB: mac dinh la Tat ca.

Ngay ban hanh: chon TU ngay — Bén ngay clia Ngay ban hanh ctia Van ban

di.

o O O O

S6 di: chon Tu - D&n S6 dén cua Van ban di.
D6 khan: mac dinh 13 Tat ca.
Do mat: mac dinh la Tat ca.

o Ngugaiky: mac dinh la Tat ca.
- Click nat Xem dé hién thj két qua.

S6 van ban Ngay ban hanh Ngay hiéu lwec  ~
il 07/06/2019 07/06/2019
15 06/06/2019 06/06/2019
9TTTH 06/06/2019 06/06/2019
16/TTX 06/06/2019 06/06/2019
23 06/06/2019 06/06/2019

V .Chic ning Bigu mau

Loai VB -

Cong véan

Cong van

Cong van

Céng van

Céng van

Trich yéu ndidung ~ Ngwdikyvanban - Canhan
test 26
test lién thong 13
Test x6a chd ban hanh
Nguyén
test lién théng 14 Quang Huy
(test)

test lién thdng 22

Ngudi soan thao: nhap tén nguai soan thao van ban.

Ngwoi soan thao

V& Quynh Trang
(test)

V& Quynh Trang
(test)

Nguyén Quang Huy
(test)

V& Quynh Trang
(test)

V& Quynh Trang
(testy

© Xem [iF Xudt Excel

D6 khan

Thudng

Thudng

Thuéng

Thiréng

Thuéng

Do mat -

Thueng

Thutng

Thung

Thuéng

Thwéng

Muc dich: huéng upload biéu mauvao hé théng, biéu mau st dung cho Tao tir mau (H6 sa x

ly/ HO so dy thao).
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Chon mau

Tét ca mdu
M&u trrdc

M4&u wa thich

VBTGB

Hinh Thumnail

VB TP CNTT

VP PTGD

TB TPhong CNTT

Pat tén t&p fin vao khung bén duwdi:

Loai tai liéu

|Van ban di thao

Tao
Luu y: khi tai biéu mau lén hé théng thi phai luu file dudi dang Thumbnail d€ khi tao tir mau
hinh cua file sé khong bi dau X.
] save As [se5s]
{ "L_,-" | L. % Template » Template vanban » - |+, | Seagrch Templote van ban 2
Crganize = Mew folder = - [7]
- Desktop = Name Date modified Type =
& Downloads ; A A Eota §
%l Recent Pi .. Van ban ca biet 10,2414 1:51 PM File fo =
MR e L Van ban Mua Sam 102414 224 PM Filefol
. 81 MB01.OT.CLOZ-Bang kiem soat TGD.doox  09/30/14 225 PM Micro
4 Libranes = - : Syl
5 o i 87 MB0Z.QT.CLOZ-Bang kiem soat HDQT.d..  09/30/14 2:25 P Micro:
+ Documen
J’ e 87 MB03.QT.CLO2-Lich su thay doi van ban....  (09/30/14 225 PM Micro:
. Ve [ MBM.QT.CLOZ-May van ban Quy ched...  02730/14 235 P Mecros
| Pictu
E u;d = @5 MB0S.QT.CLO2-Mau van ban Chinh sach... 09/30/14 226 M Micro:
5 d
= 8] MBO6.QT.CLO2-Mau van ban Quy dinh.d.. 09/30/14 236 FM Micro: -
— =, 1 ]
File name:  MB22.QT.CLOZ-Thong bao TGD.docx -
Save 85 type: | Word Document [*.docx) -
Authors: ||cnptp.bfh T.}g:.: Add a tag
[#] Save Thumbnaii
f
& Hide Folders Tools - [ Save l i Cancel
1. Upload biéu mau
Click menu Quan tri = Biéu mau.
Hién thi man hinh quan ly bi€u mau.
Micrasoft Partner
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(@) tao tai liéu méi hoac kéo tép & day

N Tén Da sira i Pham vi

BE 7B TPhong CNTT o 23 Thang Chin Toan cong ty

fs VBTGE € 23 Thang Chin Toan céng ty

B VBTPCNTT o 23 Thang Chin Toan cdng ty
S VPPTGBE € 23 Thang Chin Toan céng ty

P& upload biéumiu clickvao @ 120t lI8u M3 gy i form Tham mét tai liéu.

[ Thém vae dudi dang phién ban méi cla tép hién cé

Chu thich Phign ban:

Thém mét tai liéu Chen file
Chon mét tép [C:\UsersivanntiDesktop\TE TPhong CNTT.docx Browse...

X

Sau khi click nit OK hién thi form thudc tinh cla file biéu mau.

T T TR e
Bieu mau - abcd - Copy.docx

e Tai lidu d3 dwoc tai 18n thanh cong. Dang bigu mau nay aa cdp nhat thudc tinh coa tai lidu.

Tén* abcd - Copy _docx
Tén biéu mau UBND TINH LAO CAl

Ma

Mgay ban hanh iz

Léan hiéu chinh
Loai Qi trinh (PR} v

Pham vi ¥

) Luru Hily b6
bai V& Quynh Trang (test)

W& Quynh Trang (test)

Gi

ai thich thong tin:

4 Tén:Tén cuafile biéu mau.

4 Tén bi€u mau: nhap tén cla biéu mau.

4+ Ma: nhap ma cla biéu mau.

4+ Ngay ban hanh: nhap ngay ban hanh ctia biéu mau cé hiéu luc.
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4 Lan hiéu chinh: nhép s6 1an hiéu chinh biéu mau.
4 Loai:chon loai cia biéu mau.
4 Pham vi: chon pham vi clia bi€u mau.

Sau khi nhap day du théng tin click nat Luu dé luu thong tin.

2. Chinh sira théng tin thudc tinh caa biéu mau

Tai man hinh quan ly biéu mau, tai Tén file click chuét vao hinh con mat - tiép tuc click hinh 3
cham - chon Stra thudc tinh.

tad i e sk hesc ksa o d5y x
(B tao tai [iéu mdfi hodc kéo t8p & déy 1B TPhong CNTT.docx o~
I @5 TBTPhong CNTT o ¥an cong ty
f= VBTGD o 3an cdng ty
gt VBTPCNTT © »an ebng ty
Kioh gt Coeg i3
= VPPTGD o 3an cdng ty

TL TONG G14M DOC
RIS PG 0917

Ban d4 stra d6i ngay 01/11/2016 15:46
Chia s& i rit nhidu nguai

http://petrolimexvuthac.com.yn/vanban/BieuMau/TB%20TPhong%:2

st CHIASE

Thudc tinh Dang xem
Xem trong Trinh duyét
Sifa trong Trinh duyét
Kiém Xuét

Lich sif Phién ban

Chi tigt Tudn thi

Dong cong viéc

Tai xubng mét Ban sao

Chia sé Vai

Xoa bo .
& Py Tro chuyén

Hién thi form thudc tinh cta biéu mau, chinh sira va Luu lai
3. Tai biéu mau vé may

Tai man hinh quan ly biéu mau, tai Tén file click chudt vao hinh con mat - tiép tuc click hinh 3
cham > chon Tai xuéng mét Ban sao.
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@ tao tai liéu mdi hoac kéo tép d day

TB TPhong CNTT

@ VBTGE
@y VBTRCNTT

B VPFTGE

= MELIYET M, Sva F ] Jal LNE M T
=
(EFals il L kg b

TB TPhong CNTT.docx

o ¥an cong by
L] »an céing ty
o yan cong ty
Floh al: Coes o
L] »an céing ty
i b TL TONG GLUM DOC

RIS PG CVTT

@ Trang 1/ - 0
Ban g4 sira d6i ngdy 01/11/2016 15:46
Chia sé vii rit nhidu ngui

http://petrolimexvuthac.com.yn/vanban/BieuMau/TB%20TPhong%:2

SUA  CHIASE e
Thudc tinh Dang xem

Sita Thudc tinh

Xem trong Trinh duyét
Sira trong Trinh duyét
Kidm Xudt

Lich st Phién ban

Chi tiét Tuan thd

Dong cong viéc

Tai xubng mét Ban sao

Chia sé Vai
Xoa b
1<
Hoac click vao tén biéu mau.
(@) tao tai lidu mdi hodc kéo tép & day
K Tén Pa sira doi Pham vi
23 Thang Chin Toan céng ty
S VBTGP 23 Thang Chin Todn cong ty

fZ VBTPCNTT

s VPPTGD

©
o
o 23 Thang Chin Toan cong ty
o) 23 Thang Chin Toan cing ty

Hién thi man hinh xem biéu mau trén man hinh web, chon TEP 2> Luu Nhu - Tai

xuéng.

V&n ban

TB TPhong CNTT.docx

Tim Chi thich
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®
ol LU Nhu

A

Luu Mh = =
uu u‘® Da’ Tal xuong @J

Chia & Tai mot ban sao cda tai liéu nay v& may tinh clia ban.

Trg gidp
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