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1. GIOI THIEU
1.1. Muc dich va y nghia cua Tai liéu:
Tai liéu nay duoc xay dung nham huéng dan cho ngudi dung hiéu va biét cach st dung
Module Quan 1y van ban trén hé thong Voffice Lam tai liéu dao tao cho can bg trién khai
dao tao.



1.2. Pham vi tai liéu

Tai liéu nay ap dung cho hé théng Voffice véi cac chirc nang cuia module Quan 1y vin
ban gom: Tim ki€ém Van ban, Xem chi tiét Van ban, Chuyén Van ban, tao viéc tur van ban.

Thuat ngir | Pinh nghia Ghi chu
QLVB Quan 1y van ban

1.3. Cau tric Tai liéu
Tai liéu nay gém 3 phan, duoc bd tri nhu sau:

Phan 1: Gi61 thi€éu: Gidi thi€u chuong trinh, néu muc ti€u, pham vi, cac thuat nglr va cau tric
tai li¢u, doi tuong st dung Tai liu........

Phan 2: Gidi thiéu cac chirc nidng ctia chuong trinh.ghi nhén trong tai liéu nay

Phan 3: Hudng dan sir dung cic chiic ning da néu trong Phéan 2



2. GIOI THIEU CAC CHUC NANG
Cac chuc nang trong module Van ban.

STT Chirc ning Mo ta Poi twong sir dung

1 | Tim kiém, xem Tim kiém, xem chi tiét cac Nguoi dung toan hé

chi tiét Vin ban Vin ban do nguoi dung tao hodc nhan thong
duoc

2 P Chuyén Vin ban t6i nguoi diung khac Nguoi dung toan hé
Chuyén vin ban trong hé thong thong

3 | Lwu vin ban Cong bd vin ban vao thu vién Nguoi dung toan hé

thong

4 | Tao viéc tir van Giao viéc cho cac nhan vién tir van Lanh dao/ thu
bin ban bat ky truong

S | Tao nhiém vu Giao nhiém vu Xuéng don vi cép Lanh dao/ thu

twr van ban

dudi xudng don vi cap dudi tr van
ban bat ky

truong/ tro 1y




3. HUONG DAN SU DUNG CHI TIET CAC CHUC NANG
3.1. Tim kiém, xem chi tiét Viin ban
Bwoc 1: Vao menu cong van/ danh sach van ban chua xtr 1y( hodc chua doc, da xu ly, da

luru, tat ca)



P P [ 0

Xét duyét Ky dién tur Coéngyan Danh ba Xem thém

Trich yéu, so ky hiéu

Chua xur ly (188) a doc (154) DA xur ly (240

Tatca (188) ===

1. Cong nhan B 1. Clickvao menu Cong van ién Hoi s&
Nguyén Danh Tua:.
09/04/2018 17:47:10

2. DN lay so backdate

Khéng co nguoi ky

09/04/2018 16:06:19

3. Phong chong dich mua hé va khi di du lich 2018
Vi Ngoc Oanh

09/04/2018 15:41:03

4. Phong chéng dich maa hé va khi di du lich 2018
Vi Ngoc Oanh
09/04/2018 14:25:29

5. Trién khai dang ky lam thé taxi Mai Linh dot 1/2018
Khong co nguoi ky

09/04/2018 10:42:06

Buée 2: Nhap thong tin tim kiém va nhan nat tim kiém
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1. vin ban ri sodt tai soat -

2. vn ban d6i sodt tai sdn 1 ,Nhép tL} khéa ﬁm
K0G8 gUBERy kiém vao day

2. Nhan biéu
trong tim kiém
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H¢ thong s€ hién thi danh sach cong van c¢6 trich yéu ndi1 dung van ban, s6 ky hi¢u chua ndi
dung vira nhdp vao thanh tim kiém.

3.2. Chuyén Vin ban
Chtic ning nay dung dé chuyén Vin ban cho nhimng ngudi dung khac trong hé thong.

Budc I: Tim kiém Van ban can chuyén

Bwéc 2: Nhan icon o trong man hinh chi tiét van ban, Hé thong s& hién thi cho phép chon
don vi, c4d nhan va nhoém c4 nhan dé chuyén.



< CHUYEN CONG VAN

Cong nhan BCH Cong doan co sd thanh vién Hoi
s@

Ca nhan

Mau

Noi dung chi dao

Click vao day dé chon
donvi, ca nhan, nhém ca
nhéan nhén van ban

3.2.1.  Chuyén cho don vi

Budc 1: Click chon don vi



Budc 2: Tich chon don vi can chuyén van ban va nhan Bong y

CHON DON VI

Hién thi cay don vi Ngan Hang TMCP
Quan Doi R

MB-HO 1. Tichchon donvi can o]
@ (Pa nhan) chuyén van ban -
— ]
o]
@ S& giao dich B
WV
J
@ Sé giao dich 2 B
vd
2. Click Béng y
i
@ CN.3thang2 B
&
o)
@ CN. An Giang B
(&
: )
bong
L o

3.2.2.  Chuyén cho cd nhén

Budc 1.Click chon ca nhan

Budc 2: Tich chon cé nhan va nhan dong y



CHON CA NHAN

|Ho tén, email
bon vi: Phong Hanh chinh

1. Nguyéen Ha Diing
Phong Hanh chinh - Khéi Hanh chinh

Dungnh.ho@mbbank.com.vn

3
098807 1. Tich chon ¢ nhan cén
chuyén van ban

0912084637

3. Nguyén Van Sang
Phong Hanh chinh -
Sangnv.cam@mb 2. Click Béng y
84909249592

4. Lé Phuc Phuong Anh (Da nf In)
Phong Hanh chinh - Khéi Hanh chinh
anhlpp@mbbank.com.vn

Poéng bongy

3.2.3. Chuyén cho nhém cd nhin

Budc 1.Click chon nhém ca nhan
Budc 2: Tich chon nhém ca nhan va nhan dong y

2- Trén LIUI IB IR ARENEN|
Phong Hanh chinh - Khéi Hanh chn\
Minhtc.ho@mbbank.com.vn :

TO

TO

TO

N

lce

]
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Budc 3: Nhap noi dung chi dao (khéng bét budc nhap) va nhin icon ° dé chuyén van ban.
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< CHUYEN CONG VAN

1. S& giao dich (CC) X
2. S giao dich 2 (CC) X
1. Tran Céng Minh (CC) X
2. Nguyén Van Sang (CC) X

Luu Mau

Kinh chuyén

cha y:

Chuyén cho ¢4 nhan:

13



- Dbi véi van ban thudng cho phép chuyén cho tat ca cac ca nhan trong tap doan.
- D6i véi van ban mat thi chi chon duoc 1anh dao hodc van thu dé chuyén.

Chuyén cho don vi: Khi chuyén cho don vi thi chi lanh dao va van thu trong dugc vi nhan
duoc.

Chuyén cho nhom:
- D061 voi van ban thuong tat ca cac ca nhan trong nhom s€ nhan dugc van ban.

- DAbi v6i van ban mat: Chi 1anh dao hodc van thu trong nhom nhan dugc.

3.3. Xem luan chuyén don vi va thu hoi viin ban

3.3.1L. Xem ludn chuyén don vi

Buwdce 1: Vao menu Cong van/ danh sach cong van da xu ly

Budéc 2: Click mo danh sach ca nhan da chuyén

14



< NOI DUNG CONG VAN

+ Danh sach nhiém vu (0)
+ Danh sach coéng viéc (0)

+ Danh sach don vi da chuyén (8)

— Danh sach ca nhan da chuyén (303)

1. Tran Thi Huyén Trang
CN. Nghé An
10/04/2018 10:24:10

Noi dung chi dao: Khéng co

2. D06 Thi Kim Thay
CN. Nam Dinh
10/04/2018 10:24:10

No6i dung chi dao: Khéng co
0919918210 X< O J

3. Nguyén Thi Ngoc Tran
CN. Séc Trang

10/04/2018 10:24:10 ° ° o
Noi dung chi dao: Khéng co

Buoc 3: Click vao icon dé xem luan chuyén. Hé thong hién thi danh sach ca nhan ma user
dang nhap da chuyén van ban dén. Tiép tuc nhan vao moi cd nhan trong danh sach:

15



< DANH SACH LUAN CHUYEN

Nguai chuyén: Lai Thi Kim Thoa

Danh sach luan chuyén:

1. Tran Thi Huyén Trang
trangtth6@mbbank.com.vn
CN. Nghé An

10/04/2018 10:24:10

Y kién: Khéng c6

Trang thai: Chua doc xur ly

2. o Thi Kim Thay Click vao ngu i bat ky
thuydtk@mbbank.com.v

CN. Nam Dinh

10/04/2018 10:24:10

Y kién: Khéng co

Trang thai: Chua doc Chua xu ly

3. Nguyen Thi Ngoc Tran

tranntn@mbbank.com.vn

CN. Soc Trang

10/04/2018 10:24:10

Y kién: Khéng c6

Trang thai: Pa doc Paxuly

4. Lé Thi Nhu Thuong

thuongltn@mbbank.com.vn

So giao dich 2

10/04/2018 10:24:10

Y kién: Khéng c6

Trang thai: Chua doc Chua xu ly
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< DANH SACH LUAN CHUYEN

Nguoi chuyén: Nguyén Thi Ngoc Tran

Danh sach luan chuyén:

1. Nguyén Thanh Tam

Tamnt.bsg@mbbank.com.vn

Ban giam déc - CN. Soc Trang

10/04/2018 11:32:46

Y kién: Kinh chuy&n Ban Giam déc

Trang thai: Chua doc Chua xur ly

2. Nguyén Tuan Khai

nkhai@mbbank.com.vn

Ban giam déc - CN. Séc Trang

10/04/2018 11:32:46

Y kién: Kinh chuy&n Ban Giam déc

Trang thai: ba doc baxuly

3.3.2. Thu héi vin bin

Buwoc 1: Vao menu Cong van/ danh sach cong van da xu 1y

Budc 2: Click mo danh sach ca nhan di chuyén



4 NOI DUNG CONG VAN

Danh sach nhiém vu (0)
Danh sach céng viéc (0)

Danh sach don vi da chuyén (8)

Danh sach ca nhan da chuyén (303)

1. Tran Thi Huyén Trang
CN. Nghé An
10/04/2018 10:24:10

Noi dung chi dao: Khéng co

2. D6 Thi Kim Thuy
CN. Nam Dinh
10/04/2018 10:24:10

NG6i dung chi dao: Khéng co
0919918210 B L) o

3. Nguyén Thi Ngoc Tran

CN. Soc Trang
10/04/2018 10:24:10

N&i dung chi dao: Khong co

Bugc 3: Click vao icon Heé théng hién thi danh sach ca nhan da chuyén vin ban

18



r ~
4 THU HOI VAN BAN )
1. Tran Thi Anh Nguyét ]

Phong Hanh chinh - Khéi Hanh chinh

09/04/2018 12:04:17
0914853675 <O J

2. H6 Thi Thanh Nguyén L]

Khai Van hanh - MB-HO

09/04/2018 12:04:17
0985611888 KO J

3. H6 Sy Dat ]

CN. Nghé An
09/04/2018 12:04:17

0983750637 <O J

4. Nguyén Thi Thuy Linh []

CN. Nghé An
09/04/2018 12:04:17
0968954666 =< O J
boéng Thu hoi
L 4

Budc 4: Tich chon ¢4 nhan va nhan Thu hoi. Hé thong hién thi xac nhan c6 thu hdi hay khong?
Chon c6 d¢ thu hoi. Chon khong dé€ huy viéc thu hoi van ban.
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r 3

< THU HOI VAN BAN )

1. Tran Thi Anh Nguyét ]

Phong Hanh chinh - Kh&i Hanh chinh
09/04/2018 12:04:17

0914853675 =<K O J

| 2. H7 \ I—

1. Tich chon ca nhan cén
thu héi van ban '

Khai

:
| 09/04/2018 12:04:17

0985611888 KO J

3. HO Sy Dat v

[

CN. Nghé An

| 09/04/7 ;
| 09837¢  Click chon Thu héi KO J

4. Nguyen Thi Thuy ynh L

' CN. Nghé An
09/04/2018 12:04:17
| 0968954666 KO J
Poéng Thu hoi J
r A

P/c c6 muédn thu héi van ban?

Khéng Co

L d

Bude 5: Sau khi van ban duoc thu hoi, thong tin cd nhan nhan van ban & danh sach sé dugc
hién thi 1a P2 thu hoi. C4 nhan nhan van ban khong xem dugc thong tin van ban da bi thu hoi
20



3.4. Lwu van ban

Buwdce 1: Vao menu Cong van/ danh sach cong van chua xu ly

Buwdc 2: Nhan icon @ dé luu van ban. Hé thong hién thi thong bao luu thanh cong. Khi d6
van da s€ mat khoi danh sach cong van chua xur 1y va hién thi ¢ danh sach cong van da luu.

21



P @ P g -

Xét duyét Ky dién ta Coéng van Danh ba Xem them

Trich y&u, so ky hiéu

Chua xur ly (190) Chua doc (157) Da x(r ly (242

Tat ca (190)

1. Bon xin nghi phép

P

Luu Trung Thai

11/04/2018 08:35:41 Chon menu Chua xi¥ Iy

2. T6 chirc va ho trg kinh phi tham quan, nghi mat cua
CBNV HO n...

Pham Thu Ngoc

10/04/2018 15:55:30

3. Cong nhan BCH Cong doan co sd thanh vién Hoi so
Nguyén Danh Tuéan

09/04/2018 17:47:10

4. DN lay so backdate

Khéng c6 ngudi ky

09/04/2018 16:06:19

5. Phong chong dich maa hé va khi di du lich 2018
Vi Ngoc Oanh

Y

22



< NOI DUNG CONG VAN

Trich yéu noi dung van ban: Don xin nghi phép
Noi dung chi dao: K/c

Ngui Ky: Luu Trung Thai MO J
Ngay ban hanh: 11/04/2018

Xem thém chi dao
— File dinh kem (1)

1. Don xin nghi phep - Tran Thi Minh Tam.PDF
] trang - 0,448 MB

+ Cong van dinh kem (0)

— Thong tin céng van

Yéu ca\thuc hién: Don xin nghi phép

S0, ky hie§van ban: 10/NP-

Pa chuyén cong van thanh da luu

Pongy

23



3.5. Tao cong vi¢c tir cOng van

Budc 1: Vao menu Cong van/ danh sach cong van chua xir 1y (hoac cong van chua doc, da xu

1y, da luu, tat ca)

Buwée 2: Nhan icon

. Hé thdng s& hién thi man hinh tao viéc
' s (81%] 15:36

< TAO VIEC

‘' Viéc giao d Viéc ca nhan
Tén cong viec(442)*:

Phiéu danh gia cong viéc thang 12/2016 - d/c Pham
Thi Hanh

Noi dung(2000)*:

Nguoi giao viec*:

Pham Thi Hanh

Ngudi thue hién*:

Loai cong viéc*:
Cong viéc dot xuat n
Nhom cong viéc*:

Cong viéc chirc nang

Tan suat cap nhap*:

Bude 3: Nhap cac thong tin sau:

- Tich chon viéc giao di, vi¢c ca nhan

- Tén cong viéc

- Noi dung

- Nguoi giao viéc

- Nguoi thye hién

- Loai cong viéc

- Nhom cong viéc

24



- Tén suét cap nhat
- Nganh

- Ngay bét dau
- Ngay hoan thanh
- Trang thai
- Ngudn gbc
Chiy: cac thong tin danh déu * 13 bit budc nhap

Buwde 4: Nhan icon ° dé luu lai thong tin vira nhap. Hé thong thong bao tao viéc thanh

€oNg. Khi d6 cong viéc vura tao s€ hién thi & danh sach céni viéc trons chi tiét van ban

% NOI DUNG CONG VAN

+ Danh séch ky duyét (0)

+ Danh sach xét duyét (0)

+ Danh sach ky nhay (0)

+ Danh sach nhiém vu (0)

- Danh séch cong viéc (1)

1. Phi€u dénh gia cong viéc thang 12/2016 - d/c...
Ngudi thue hién: Pham Thi Hanh

Thai gian: 05/01/2017 - 06/01/2017

Trang thai: Chua thuc hién

+ Danh sach don vi da chuyén (0)

+ Danh séach ca nhan da chuyén (0)

ey

+ Danhséd~" ~hém ~~ ~huyér

+ Nanh cdrnh Ad nhan Afina nhan uin han M)

< O O

3.6. Giao nhiém vu tir cong van

Bwdc 1: Vao menu Cong van/ danh sach cong van chua xir 1y

25



Ky diin 1 Cing viin Danh by
Trich yéu, s0 ky hiéu

Chura xir ly (8) Chua doc (8) B wr ly (18)

Cong van ph

1. May tets van ban toi
Pd Vén Humg
11/10/2017 12:01:46

2. Miy test vén ban mét ky BDH
D6 Van Hung

10/10/2017 17:37:42
3. Bién béan hop giao ban thang 10

Pd Van Hung

10/10/2017 16:50.:24

4. May test van ban théng thudng 04.10
Do Van Hung

09/70/2017 16:47:40

Buéc 2: M6 chi tiét van ban

inh BPH ty dgng ban hanh va ty d9...

Da hru (19)

Xam the

M

26



@ P =

Ky dién tor Cong van Danh ba Lich hop

Trich yéu, sé ky hiéu

Chua xu ly (B) Chua doc (8) Baxurly (18) Baluu (19)

Céng van phai xd ly (6)

1. Méy tets vin ban t6i mat trinh BPH ty dong ban hanh va ty dd...
B& V&n Hung

11/10/2017 12:01:46

2. Méy test vin ban mét ky BDH

Click vao tiéu dé van

ban dé mé chi tiét
10/10/2017 17:37:42 /

3. Bién ban hop giao ban thang 10

Bd Van Hung

Bé VEn Hung

10/10/2017 16:50:24

4, May test van ban thong thuéng 04.10
Do Véan Hung

09/10/2017 16:47.40

Buwde 3: Nhan icon o dé mo man hinh tao nhiém vu.

Q0

Xem thém

Tat ca (45)

27



< NOI DUNG CONG VAN

Trich yéu ndl dung vén ban: Bién ban hop giao ban thang 10

N§i dung chi dgo: Khdng cd ngi dung chi dao

Naudi Ky: D4 Van Humy &S
Ngiay ban hanh: 10/10/2017

Flle dinh kam {1)

1. Bin bn hp giac ban thng 10.pdf B

195 ME

+ Cbhng van dinh kém (O

Thong tn cong van

Yéu cau thye hign: Bién ban bop giao ban thang 10

S6, ky hida vin ban: 10/KLM0707

Do mat: Thuung

DS khéin: Birn thutng

So dang ky: 10

Thot glan nhéa: 10/10/2017 165024

Ngay denc 10/10/2017

Han cudk: 13/70/2017

Ngudi glriz Sl Thanh Thiy &<
Noi giri: Ban Bidu hanh - HDQT, BKS, Hai 84 - Rgin Hang TMCP Quin Do
Linh wye: Mang lut

Trang thai khéa: Charm khén

+ Danh sach ky ban hanh (1)

B —————————————————————————————— T ——————————————————————
+ Darh sach ky duyét (0)

L ——— e I e e |

+ Qamn sach xet duyet (U)

+ Danh sach ky nhay (0)

+ Danh adeh phigm vu (0)

+ Darh goch cong viee (0)

Budc 4: Nhap cac thong tin sau vao man hinh bén dudi

Don vi giao

Ngudi giao - Nganh
Tan suat bao co
Nguédn gdc nhiém vu
Noi dung nhiém vu
Tén nhiém vu

No6i dung

Muc ti€u

Ngay bit ddu

Ngay hoan thanh
Pon vi thuc hién

Pon vi phdi hop
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Chii y: cac thong tin danh dau * 1a bat budc nhap
< TAO NHIEM VU

Don vj giso™:

MNgundi giao*:

Hguyda Thi Thu May
Nganh*:

KE hoach
Tan suit bibo céo*:
Theo 1ubn

MNguon goe nhegm vy

Bigén ban hop giao ban thang 10

= N dung nhigm vy

Tén nhifm wi(500)*

MNGi dung[2000)*:

Muyc tieu2000)*:

MNgay bt dau=: Ngay haan thanh*:

nnn2nz E

+ Pon v thyc hign

+ Don vi phdi hap

* Hly

Phang Hanh chinh - Khis Van hanh - HDOT, BKS, His S0 - Ngan Hang TMCP Quan D

+ Thém méi

a

©

Buwée 5: Nhan icon ° dé luu lai thong tin vira nhap. Hé théng thong bao tao nhiém

vu thanh cong.

Sau khi tao nhi€ém vy thanh cong, nhiém vu da tao sé€ hién thi 1én tab Danh sich nhiém

vu trong man hinh chi ti€t cong van.

Théng béo
Tao nhigm vy thanh cong

Béng
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