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1. GIOI THIEU
1.1. Muc dich va y nghia cta Tai li¢u
Tai liéu nay dugc xay dung nham huéng dan cho ngudi dung hiéu va biét cach
str dung Module Quan 1y van ban trén hé thong Voffice
Lam tai liu dao tao cho can bo trién khai dao tao.
1.2. Pham vi tai li¢u
Tai liéu nay 4p dung cho h¢ théng Voffice v6i cdc chire ndng cua module Quan
ly van ban gébm: Thém mai Van ban, Tim kiém Van ban, Xem chi tiét Van ban,
Chuyén Van ban, giao viéc tir van ban.
Thuit ngivr  Pinh nghia Ghi chu
QLVB Quan ly van ban

1.3. Céu tric Tai liéu
Tai lidu nay gdm 3 phan, duoc bd tri nhu sau:
Phan l’: Giéi thiéu chuong trinh, néu muc ti€u, pham vi, cac thuat ngtr va cAu trac tai
li¢u, doi tugng sur dung Tai lidu........
Phan 2: Gidi thiéu cac chirc ning ctia chuong trinh ghi nhan trong tai lidu nay
Phéan 3: Hudng dan sir dung céc chirc nang di néu trong Phan 2
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2. GIOI THIEU CAC CHUC NANG
Céc chirc nang trong module Van ban.

STT

Chirc nang

Mo ta

Doi twong sir dung

1

Tim kiém, xem
chi tiét Van ban

Tim ki€ém, xem chi ti€t cadc Van ban
do nguoi dung tao hodac nhan duogc

Nguoi dung toan hé
thong

2 : < . | Chuyén Vin ban t6i nguoi dung khac | Ngudi du an hé
Chuyén van ban wyen vl & ung gt dung toan hé
trong h¢ thong thong
3 | Lwu van ban Cong bd vin ban vao thu vién Nguoi dung toan hé
thong
4 | Tao nhiém vu Giao nhiém vu xuéng don vi cﬁp Lanh dao/ thu
tur van ban dudi xudng don vi cap dudi tir van trudng/ tro ly
ban bat ky
5 | Tao viéc tir van | Giao viéc cho cac nhan vién tir van Lanh dao/ thu
ban ban bat ky truong
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3. HUONG DAN SU DUNG CHI TIET CAC CHUC NANG
3.1. Tim kiém, xem chi tiét Viin ban
Budc 1: Vao menu cong van/ danh sach van ban chua xur ly

CONGVANCHUAXULY (i NOI DUNG CONG VAN

2 Nhdnmenu §e 1. Nhan menu
danh sach Codng van
cbng van chura

Xu ly

Buwéc 2: Nhap thong tin tim kiém va nhan nut search.



CONG VAN CHUAXU LY (1) NOI DUNG CONG VAN

30 by Trich yé’u ngi dung van ban: Quy dinh bao méat an todn théng tin 1

Tétca 3 | N9 dung chidao: Khing o0
3 Nguwéri ky: Quan trj hé thiing EVN
[~ 1.Quydjphbs fat an toan théng tin_® . )
7o) l'YL L loan_ hand un Ngay ban hanh: 1312/2016
» v nh&p ndi dung tim kiém vao File dinh kém
@) day . scaniN1.pdf o
7 Trang - 1.151 MB ' =
3. Bao cao tai chinh nam 2016 . E
() File cong van dinh kém (0)
— 13/12/2016 11:21:14
] | Théng tin cong van
L3)
[l B ) _ e
L Yéu céu thye hign: Quy dinh bao mat an toan thang tin
bao mat 1
bao méat 2
j@ 84, ky hidu van ban: sdk02/QBD-BTH | 1

5S4 dang ky: sdk02

Bé mét: Einh thudng

P& khén: Binh thirémg

Théi gian nhan: 13/12/2016 11:24:49

Ngay d&n: 13/12/2016

Han cudi: 16/12/2016

Nguei gli: T8 Ban Tong Hop B4 ]
Nod giri: Ban t6ng hop

Linh vyre: Cong nghé thdng tin
Trang thai: Ba khoa @ e ° ° 507

Hé thdng s& hién thi danh sach cong vin co trich yéu ndi dung vin ban, s6 ky hiéu
chua ndi dung vira nhap vao thanh tim kiém.

3.2. Chuyén Vin bén
Chtrc ning nay dung dé chuyén Vin ban cho nhitng nguoi dung khéc trong hé thong.
Buwéc I: Tim kiém Vin ban can chuyén

Buwdc 2: Nhan icon ° trong man hinh chi tiét van ban, hé théng s& hién thi cho
phép chon don vi, ca nhan va nhdém ca nhan dé chuyén.



CHUYEN CONG VAN
o ~—
.‘-kl-:“ I Bon wi: T
Ay
Tétca (3) ' canhan: @
-
3 ' " T (T o
=1 “ 1. Quy djnh bao mat an toan thing tin @ Nh_om ca ,?
= nhan: -
131 2/2016 11:24:48
__ | 2. Tér trinh xin kinh phi dao tao o | Nhap ndidur jao (2000) Mau

13122016 11:24:18
3. Bao cao tai chinh nam 2016 L] %

-
—= 131 2/2016 11:21:14

- Click vao day dé chon ° °
lla—? ) dorn vi, cd nhén, nhém cd

nhén
Trich y&u ndi
@ Ngi dung chi dao: Khang co
Nguwdi ky: Quan trj hé thing EVN (=]
Ngay ban hanh: 13/12/2016

dn thang tin

= File dinh kém
1. scanih1.pdf sy
7 Trang - 1.151 MB

File cong van dinh kém (0)
=) Théng tin cdng van
Yéu céu thuc hién: Quy dinh bao mat an toan thang tin
bao mat 1
baoc méat 2
a. Chuyén cho don vi
Budc 1: Click chon don vi

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



CONG VAN CHUAXU'LY  ( Chon don vi
:D Q, Trich yéu, 8 ky hiéu et Hién thj cdy don vi Tip doan

L i

Tétca (3) Y/ canhan: TAP DOAN BIEN LUC VIET NAM @
1. Quy dinh bao méat an toan théng tin .. Nhém c&
& nhan: Nhin va gilr vao mt don vi d& xem danh sach lanh dao ®
13/12/2016 11:24:49

2. Tér trinh xin kinh phi dao tao o | MNhdp ndi dung Mau

@

13M12/2016 11:24:18 ,
Bon v tnre thude cong ty me

3. Bdo céo tai chinh nam 2016
L] . -
A 1. Ch:c_m dorn vi dé
Chuyén héi cor quan
— %l
Trich y§undidL . Cang ty EVN ném gitr duéri 50% vén didu
2D Noi dungchide

Nguwéri ky: Quan
Ngdy ban hanh: -, Céng ty con do EVN ndm gilr 100% vdn
D giay g

9 1
an ddng v &m gitr trén 50% v
2. Nhan dong y né&m gitr trén 50% van

r
File cong va

Béng Bong y
= Thong tin cé.., ...

Yéu céu thye hién: Quy dinh bao mét an toan théng tin
- béo mét 1
- bao mét 2
b. Chuyén cho ca nhan
Budc 1.Click chon ca nhan

Budc 2: Tich chon c4 nhan va nhan dong ¥

10



CONG VAN CHUA XU LY Chon cé nhan

LJ__; Q Trich yéu, so ky hidu Pon Vi: Po
Tét ca (3) Y/ | Cénhan: Bon vi: TAP DOAN BIEN LUC VIET NAM ® @
1. Quy dinh bao mat an toan thong tin @ | NRem ca To: Phail x(r ly =
@) il Cc: Dé bist @
nhan:
13/12/2016 11:24:49 1. Quén il he théng EVN
@ 2. To trinh xin kinh phi dao tao e | Nhapnbidunget uan trj hé théng v Mau
1311217 ND“"'" « VIET NAM
3. Bao cao tai chinh nam 201 . 3 z 2
1. Tich chon vao ca nhan “ Ouana Thinh
i g Quang Than
* o '
g.@ TAP DOAN DIEN LUJC VIET NAM v
Trich yéunidu 3. Bang Hoang An v
Q Ni dung chi dg cva@viattel.com
Ngudi Ky: Quan  TAp BOAN BIEN LG VIET NAM
Ngay ban hanh:
4. Dao Hiéu
2. Nhan dong TAP DOAN BIEN LU'C VIET NAM Js
y — -
5. Mai Quoe . ™™
il
bong bong y

© Théng tin cé... ._..

Yéu céu thyc hién: Quy dinh bao mat an toan thong tin
- bao méat 1
- bao mat 2
c. Chuyén cho nhém ca nhan
Budc 1.Click chon nhém ca nhan

Budce 2: Tich chon nhém ca nhan va nhan dong y

11



Chon nhéom
Fi: Trich J K Pon vi; /5
C | - ‘
Tét ca (3) Y/ canhan: (©)

>,

| 1. Quy dinh bao mét an toan théng tin ® | Nkom ca

nhan:
13/12/2016 11:24:49

2. To trinh xin kinh phi dao tao e | Nhgp nbidung ) " ‘ e : Mau

3.Baocaot 1.tich chon
nhom cé nhén

muon chuyén ) ‘
| Q

Trich y&u ndi du

NGi dung chidg 71. Nhém dung riéng 1 7
Ngudi ky: Quan
Ngay ban hanh:

e By @ ©

Loai: Nhom ca nhén (Dang néng ca nhén)
S ngudri trong nhom: 10
) File dinh kéi

72. nhém dung riéng 2
- Nhén déng y l Loai: Nhém vai tré (Dung riéng céd nhén) 1%

S6 nguron ue S hem:.7 v
File cong va

bong Pong y
&) Théng tincé... ...

Yéu céu thyc hién: Quy dinh bao mat an toan thong tin
- bao mat 1
- bao mat 2

Bugc 3: Nhap ndi dung chi dao (khong bat budc nhap) va nhan icon ° dé chuyén
van ban.

Théng bao

Chuyén cong van thanh céng

Bang

Cha y:
Chuyén cho c4 nhan:
- D6bi v6i van ban thuong cho phép chuyén cho tat ca cac ca nhan trong
tap doan.
- P6i v6i vin ban mat thi chi chon duoc 1anh dao hodc van thu dé chuyén.
Chuyén cho don vi: Khi chuyén cho don vi thi chi 1anh dao va van thu trong duoc vi
nhan duoc.
Chuyén cho nhom:
- Pbi voi van ban thudng tit ca cac ca nhan trong nhom s& nhan duoc vin
ban.

12
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- Pbi véi van ban mat: Chi 13nh dao hodc vin thu trong nhém nhan duoc.
3.3. Xem luan chuyén don vi va thu hdi viin ban

3.3.1.  Xem ludn chuyén don vi

Budéc 1: Vao menu Cong van/ danh sach cong van da xu 1y
Budc 2: Click md danh sach ca nhan da chuyén/ danh sach don vi di chuyén/ danh
sach nhom ca nhan da chuyén

NOI DUNG CONG VAN
0 © Danh sdch don vj da chuyén (3)
Tétca (4) Y nvi Thei gian chuyén Ni dung chi dao
(2) 3 P
BT 1. test_hurdmg din sir dung 2 1. Bon Vi trye thude cdng ty me-TAP BOAN 2112206 ,
0, o % DIEN LUC VIET NAM 11:4904  CUyencongvan

an206114 2. Cong ty EVN ném gir dudi 50% viin diéu ¥- 217122016
1 - Chuyen cong van
4) 2. test_huémg din sirdung 2 ™ TAP BOAN BEN LUC VIET NAM 11:49:04 s 9V
3. Kndi co quan-TAP BOAN BIEN LUFC VIET 211122016 ., v
21 NAM 11:49.04 Chuyen cong van
7 A \
(o © Danh séch ca nhan da chuyén (11) &8 &
Ca nhdin nhdn Ponvi Théni gian chuyén Noi dung chi dao
4. Quy dinh bao mat an to AP BO DIt c 2 27016
(&) alia T AN DIEN LU 1127201
- 1. Nguyén Tai Ar S oo io A Chuyen cong van
= 22016 11:24:42 VIET NAM 11:49:04 ' ’
" _ Ban tdng hop-Hdi dbng 2112/2016 .
i P79P thanh vién-TAP BOAN D.. 11:49:04  Oruen congvan
A
jo) ' 1, Ban tong hop-Hbi ddng 211272016 .
cickvao v 'O thanh vién-TAP BOAN ... 11:40:04  Chuyencongvan
% A 3 : TAP DOAN DIEN LUC 2171272016 o~ cong van
mo danh sach : VIET NAM 11:49:04 ve
TAP DOAN DIEN LUC 21/12/2018
[ » "
o VIET NAM 11:49:04  CPuyencongvan
qv Ban gidm d6c-Khdl co 21/12/2016 .
6. quan-TAP DOAN BIEN L 11:49:04  CPYen congvan
7. Nguydr mg  TAP DOANDIEN LUC 21/12/2016 A
Lan VIET NAM 11:40.04  Chuyencongvan
T TAP DOAN DIEN LUC 21/12/2016 AL e
8. 840 Higu VIET NAM 11:49:08  Cuyen congvan
8. Quan trf hé thing  TAP DOAN BIEN LUC : "
EVN VIET NAM =X
10. Duong Cuang  TAP DOAN DIEN LUC 21/12/2016

M s snm mmrm s

Budéc 3: Click vao icon # @ xem luan chuyén. Hé thng hién thi danh sach c4 nhan
ma user dang nhap da chuyén van ban dén. Ti€p tuc nhan vao nat > tai moi ¢d nhén
trong danh sach:

13



NGUOI CHUYEN: BINH QUANG TRI

1. Nguyén Tai Anh TAP DOAN DIEN LUC VIET 211202016 o
(chucvq@viettel.com.vn) NAM 11:49:04 yoncon
Ban téng hop-Hdi déng thanh
vien-TAP DOAN DIEN LUSC
VIET NAM

2. NV Ban Tng Hop
(chucvg@viettel.com.vn)

21/12/2016
11:49:04

B —

Chuyen cong van

Ban tbng hop-Hoi déng thanh
vien-TAP DOAN DIEN LUC
VIET NAM

3. TB Ban Téng Hop
(chucvg@viettel.com.vn)

2112

Click vao day

4. Ngb Son Hai TAP DOAN DIEN LUC VIET 21/12
(chucvq@viettel.com.vn) NAM 11:46

5. Mai Qudc Hoi TAP DOAN DIEN LUC VIET 21/12/2016 Bhaven Conawan
(chucvg@viettel.com.vn) NAM 11:49:04 Lx 9
Ban giam dbc-Knhdi co quan-
TAP DOAN DIEN LUC VIET
NAM

6. Nguyén Tén Loc
(chucvg@viettel.com.vn)

21/12/2016

11:40:04  Chuyen congvan

7. Nguyén Cuong Lam TAP DOAN DIEN LUC VIET 21/12/2016
(chucvq@uiettel.com.n) NAM 11:49:04  Chuyencongvan
8. Dao Hiéu TAP BOAN DIEN LUC VIET 21122016 o\ o cone van
(chucvg@viettel.com.vn) NAM 11:49:03 Ve 9
9. Quén tr| hé thdng EVN TAP DOAN DIEN LUC VIET 21/12/2016

(chucvg@viettel.com.vn) NAM 11:49:03 Chuyen cong van

3.3.2.  Thu héi vin bdn

Budc 1: Vao menu Cong van/ danh sach cong van da xu ly
Bude 2: Click mo danh séch ¢a nhan da chuyén/ danh sach don vi da chuyén/ danh
sach nhom ca nhan da chuyén

14
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CONG VAN DA XU LY { NO! DUNG CONG VAN

Q) b, il © Danh séch don vi d& chuyén (3)
Tét ca (4) ¢ vi Thai gian chuydn Ni dung chi dao

(2) 3 P
[Er 1. test hurdmg dan sir dung 2 1. Bon v tayc thude cdng ty me-TAP BOAN 211272016 N a .
Lo IDIEN LUC VIET NAM 11:4904  CPUyencongvan
nn20611:4 2. Cong ty EVN ndm gir dudi 50% viin diéu - 21/12/2016
Chuye v
) 2. test_twrémg din s dung 2 TAP BOAN DEN LUC VIET NAM 11:49.04 2.
(V) 3 )
) 3. Khéi co quan-TAP BOAN BIEN LUC VIET 21/12/2016 X .
201272016 NAM 11:49.04 Chuyen cong van
3. tlest MDSD
) Danh sach cé nhén da chuyén (11) & &
Cé nhdn nhidn Bon vi Théni gian chuyén Noi dung chi dao
4. Quy dinh bao mat an to AP DOAN DIEN c 211272016
(6) Z . T IEN LU 1/12/201 X
r:% 1. Ng T VIET NAM 11:49:04 Chuyen cong van
T .. Ban tng hop-Hbi dbng 21/12/2016
2. NVBan TEog HOP anh vien-TAP BOAND...  11:49:06  Cnuyen congvan
e ——————)
A
o) . : . Ban tong hop-Hbi ddng 2111272016
click véio 18l P thanh vén-TAP BOAN D... 11:49:04  Chuyencongvan
> 2 4 ' TAP DOAN BIEN LUC 211122016 o~ o
mo danh sach ol VIET NAM 11:49:04 yon cong
SRCaiTs TAP DOAN DIEN LUC 21/12/2016
5. Mai Qudc HYI VIET NAM ENLU 11:49:04 Chuyen cong van
< 8 Ban giam d6c-Khai co 21/12/2016
My : quan-TAPDOANDIENL...  11:49:04  Cruvencongvan
TAP DOAN DIEN LUC 2111272016 A
VIET NAM 11:49:04  Chuyencongvan
> i TAP DOAN DIEN LUC 211272018 : :
6o Hik VIET NAM 11:40:08  Cuyen congvan
8. Quan tr hé thing  TAP DOAN BIEN LUC
EVN VIET NAM =R
10. Duong Cuang  TAP DOAN DIEN LUC 2INUWDIB aeiiviiniiinc

Buoc 3: Click vao icon # | He¢ théng hién thi danh sach c4 nhan da chuyén van ban

15



® A Trich yéu, 80 ky hiét e Danh sach don
3. Kol co’ quan- | AF
Tét ca (4) Y | NAM
% 1. test_hudng dan sir dyng 2 ® o Danhsachcant
21/12/2016 11:47:53 Ca nhan nhan
4) 2.testh dén sir dyng 2
N e gL 2 1. Nguyén Tai Anh

21/12/2016 11:49:04
3. test HDSD

21/12/2016 10:2S

4. Quy dinh bao mat an toan théng tin @

13/12/2016 11:24:49

© [ &

Buéce 4: Tich chon ca nhan va nhan Thu héi. Hé théng hién thi xac nhan ¢ thu hoi

hay khong?

2. NV Ban Tong Hop
3. TB Ban Téng Hop
4. Ngb Son Hai
5. Mai Qudc Hoi

6. Nguyén Téan Loc

7. Nguyén Cudng
Lam

8. Bao Higu

9. Quan trj hé thong
EVN

10. Duong Quang
Thanh

11. Béng Hoang An

Thu héi céng van

Tich chon cé nhan dé thu héi cong van da

chuyén
ong van

1. Nguy@n Tai Anh

TAP DOAN BIEN LUC VIET NAM | chi dao
2. NV Ban Téng Hop song van

Ban téng hop-Hoi déng thanh vién-TAP DOAN BIEN bk B
LU'C VIET NAM
) song van
3. TB Ban Tong Hop
oV ong van
Ban tdng hop-Hdi déng thanh visn-TAP DOAN BIEN
LUC VIET NAM 300 Vo
4.Ngé Son Hai
song van
TAP DOAN BIEN LUC VIET NAM song van
5. Mai Quéc Hoi song van
song van
Bong Thu hoi
VIET NAM 11:49:03 waayen CONG van
Ban giam déc-Khéi cor 21/12/2016
quanTAPBOANDIENL... 114903  COnuencongvan

= Danh sach nhém cé nhan da chuyén (2) ° e ° °

Nhém ca nhan

Thoi gian chuvén Néi duna chi dao

16



CONG VAN DA XU LY Thu héi céng van

@ Q Trich yéu, 86 ky higu = Danh sach don Tich chon cé nhan dé thu héi cong van da |
g chuyén .
3. Knoi co quan- | AP ong van
Tét ca (4) V| Nam

1. Nguy@n Tai Anh

1. test_hudng dén sir dyne w St tel comy 2 W

21 TAP DOAN BIEN LUC VIET NAM | chi dao
&) 2.test huomgdansirdy 1. Tich chon cd nhan
@ : : h 2. NV Ban Téng Hop song van
21 Lovaavie ‘
3. test HDSD BHIP 5., 1ing hop-Hoi d6ng thanh vién-TAP DOAN DIEN 2008 5
LUC VIET NAM
21/12/2016 10:29:41 | 3. TB Ban Téng Hop ) song van
4. Quy dinh bao mat an toan théng tin @ S TE e Yong Fop
4. Ng6 Son Hai LCvq@viettel com song van ‘
E 13/12/2016 11:24:49 Ban tong hop-Hi ddng thanh vién TAP DOAN DIEN
5. Mai Qudc Hoi WCVIETNAM song van
4. Ngb Son Hai
Q L Nguyen Tan Loc —— song van
) ‘ TAP DOAN BIEN LUIC VIET NAM song van
2.Nhan Thu hoi
B 5. Mai Quéc Hoi g Ve :
— e “SSeomag)
%J(r:u:m tri hé thang i song van
Pong Thu hoi
10. Duong Quang = V.
Thanh VIET NAM 11:49:03 SAsyALATY Y 5l
DA P Ban giam déc-Khéi cor 21/12/2016
11.BangHoang An o TAPDOANDIENL...  11:49:08  Cnuyencongvan
= Danh sach nhém cé nhan da chuyén (2) ° e ° °
Nhém ca nhan Thoi gian chuvén Néi duna chi dao
.l
Théng bao
BEve e6 mudn thu hi khéng?
Khong Co

Bude 5: Sau khi van ban dugce thu hdi, thong tin ¢4 nhan nhan van ban ¢ danh sach sé
bi mo di va c6 ndi dung chi dao 1a: Ba thu hoi.

17



CONG VAN A XU LY i NOI DUNG CONG VAN
7 I y = Danh sach don vj da chuyén (3) @
S 3. Khol co quan- | AF BUAN BIEN LUC VIE| QANA018 o i van A
Tat c4 (4) 7| NAM 11:49:04 Y 9
{4 ==
[ | S-Ahudng e o 2 ® © Danh sach cé nhan da chuyén (11) o &
21/12/2016 11:47:53 Ca nhan nhan Bon vi Thai gian chuyén Noi dung chi dao
2. test_huomg dan sir dung 2 £

21/12/2016 11:49:04

N . Ban téng hqp-Hi déng 712/2076 .
() 3 test HDSD 2. NV Ban T 1P 4 anh vien-TAP BO : 11:40.04  Chuyencong van E
Lor”
= e S gt g#"F0i dong 21/12/2016 ) )
: A1 | :3-TB Ban Tong Hoy En-TAP DOAN D.. 11:49.04  Ohuyencongvan
4. Quy dinh bao mét an toan thong tin @ TAP DOAN DIEN LUC 21/12/2016
IJ / VIET NAM Ve 11:49.04  Chuyencong van -
(e 13/12/2016 11:24:49 Bxty 7
TAP BOAN DIEN LUIC 21122016y e
VIET NAM 11:49:04 Y g ve
¥ Ban giam d6c-Khéi cor 21/12/2016 . ¢
2 quan-TAP BOAN BIEN L 11:40.04  Chuyencong van 5
7. Nguyén Cuong  TAP DOAN BIEN LUC 211122016 o\ oo van
Lan VIET NAM 11:49:04  ~¥encong
TAP DOAN DIEN LUC 21/12/2016 ) )
8. Bao Hié VIET NAM 11:49:08 Chuyen cong van
9. Quan tri hé thong  TAP DOAN BIEN LUC 21122016 o o conovan
EVN VIET NAM 11:49:03 4 9
10. Duong Quang  TAP DOAN DIEN LUC 21/12/2016 .
hanh VIET NAM 11:49.03  Ohuyencong van .
11. DAna Hodng An 52N giam déc-Khoi co 21/12/2016 R R EoRa N
- DG HOEng AN o ian-TAP DOAN DIEN L 11:49:03 y g Ve
© Danh sach nhém ca nhan da chuyén (2) ° e ° ° 205
Nhém ca nhan Thoi gian chuyén Ndi dung chi dao

3.4. Luwu van ban
Buwdéc 1: Vao menu Cong van/ danh sach cong van chua xir ly

Buwdc 2: Nhan icon @ dé Ivu van ban. Hé thong hién thi thong béo luu thanh cong.
Khi d6 van da sé mat khoi danh sach cong van chua xur Iy va hién thi & danh sach cong
van da luu.

Théng bao

bBa chuyén cong van thanh da luu

3.5. Tao cong viéc tir cong van

Budc 1: Vao menu Cong van/ danh sach cong van chua xur ly

Buwdc 2: Nhan icon ° . Hé théng s& hién thi man hinh tao viéc

18
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CONG VAN CHUA XU LY (0D

Q. Trich yéu, sé ky hiéu

1. Quy djnh bao mét an toan théng tin @

My @

13/12/2016 11:24:49
2. T trinh xin kinh phi dao tao [ ]

©

13/12/2016 11:24:18

3. Bao cdo tai chinh nam 2016 [ ]

13/12/2016 11:21:14

e [y @

Tét ca (3) Y

TAO VIEC

® Viéc giao di O Viéc ca nhan

Tén cong viéc Quy dinh bao mét an toan théng tin

{466)":

N&i dung (2000)*:

Nguwai giao viéc*: Binh Quang Tri
Nguw&i thue hién*:

Cong viéc dot

p ¥  Nhém céng viéc*:
xuat ¥

Loai cong viéc*:

Tan suat cap Cép nhat theo

nhat*: ngay v Nganh™
S hEs AR 20/12/2016 —  Ngay hoan
Ngay bat dau*: 1158 0= thanh*:

Trang thai*: Chura thyc hiégn  ~

Ngudn gdc:

1. Quy dinh bao mat an toan thong tin
(Theo van ban)

Buwde 3: Nhap cac thong tin sau:
- Tich chon viéc giao di, viéc ca nhan

- Tén cong viéc
- NOoi dung

- Nguoi giao viéc
- Nguoi thuc hién
- Loai cong viéc

- Nhom cong viéc

- Tan suat cap nhat

- Nganh
- Ngay bat dau

- Ngay hoan thanh

- Trang thai
- Nguén géc

Chay: cac thong tin danh dau * 1a bat budc nhap

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

thanh céng.

Cong nghé théng
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Théng bao

Tao viéc thanh céng

bong

3.6. Tao nhiém vu tir cong van

Budc 1: Vao menu Cong van/ danh sach cong van chua xur ly

Buwoc 2: Nhan icon o dé mdé man hinh tao nhiém vu.
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CONG VAN CHUA XU LY (0D TAO NHIEM VU
NS : - 80 Ky Bon vi giao®: TAP BOAN DIEN LU'C VIET NAM v N
_— 2|
Tét ca (3) \Y4
) i giao™ Binh Quang Tr v
6D . _ . . Nguwdi giao’ 0
—(_'1" 1. Quy dinh bac méat an toan thing tin @ ) :
o Ngénh*: JOnananEend w74 sufit bdo cdo®t Theo Tuin v
13M12/2016 11:24:49 i
Q\. 2. T&r trinh xin kinh phi o tao ® | Ngudn géc nhigm vy: Quy dinh bao mat an toan théng tin
7
13M12/2016 11:24:18 o
3. Bao cao tai chinh nam 2016 [ ] MN6&i dung nhigm v Thém
- i dung nhigm vy e L
e 131 2/2016 11:21:14 Tén ﬂhieﬂ'l vu (500)":
(3)

4

N&i dung (2000)*:
Muc tidu (2000)*: l 2

Ngay bit ddu*: 20/12/2016 =]  Ngay hoan thanh*;
Born vi thu'e hién*:

Pon vi phdi hop ® |

Buwoc 3: Nhap cac thong tin sau:

- Don vi giao

- Nguoi giao

- Nganh

- Tan suét bao cdo

- Ngudn gbc nhiém vu

- Noi dung nhi€ém vy

- Tén nhiém vu

- Noi dung

- Muc tiéu

- Ngay bat dau

- Ngay hoan thanh

- Don vi thuc hién

- Don vi phdi hop
Cha y: céc thong tin ddnh d4u * 1a bat budc nhap

Budc 4: Nhan icon ° dé luu lai thong tin vira nhap. Hé théng thong bao tao nhiém
vu thanh cong.
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Théng bao

Tao nhiém vu thanh cong

bong
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