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TRANG KY MUC LUC

Nguoi lap: Lé Thi Ha Ngay
NVKT

Nguo1 xem xét: Vi Quang Chuc Ngay
TSP

Nguoi phé duyét: Vi Quang Chuc Ngay
TSP
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1. GIOI THIEU Phan 1: Gi6i thiéu: Gi6i thiéu chuong trinh, néu muc tiéu, pham vi, cac
1.1. Muc dich va y nghia ciia Tai liéu:

Tai liéu nay duoc xay dung nham hudéng dan cho nguoi dung hiéu va biét cach st
dung Module Ky dién tir trén hé thong Moffice trén Android

Lam ta1 liéu dao tao cho can bo trién khai dao tao.

1.2. Pham vi tai liéu:

Tai liéu nay ap dung cho hé thong Moffice vdi cac chirc nang ciia module Ky dién
tr gdm: van ban cho ky duyét, van ban da ky duyét, van ban da tir chéi ky duyét, van
ban cho xét duyét, van ban da xét duyét, Van ban cho ky nhay, van ban da ky

nhay,van ban da tir chéi ky nhay, van ban ngudi ky sau tir choi, ban hanh van ban.

Tuong (mg v&i ting chirc nang, phan quyén ngudi dung cua hé thong thanh cac

vai tro sau:
o Nhan vién
o Van thw
o Lanh dao

o Thu trwong

Thuat ngir  Pinh nghia Ghi cha

KDT Ky dién tir

1.3. Cau trac Tai lidu:

Tai liéu nay gom 3 phan, dugc bo tri nhu sau:
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thuat ngit va ciu trac tai lidu, d6i twong str dung Tai licu........
Phan 2: Gidi thiéu cac chirc ning clia chuwong trinh.ghi nhéan trong tai liéu nay Phan
3: Hudng dan sir dung cac churc nang da néu trong Phan 2
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2. TONG QUAN
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2.1. Ludng nghiép vu chinh va cac chirc ning bi anh huéng.

Duéi day 1a ludng nghiép vu chinh ctia module Ky dién tir

Nhan vién NV/Lanh dao | NV/Lanh dao Vin thw Thi trwdng dom vi
Bit dau :
| | (2.1)Chuye (21K s
—> n ki nhay > o —»| (4.1)Tir choi
I |
¥ vb
N N o Teet (3)Ki tham dinh N L
(1) Trinh ki (2) Ki duyét viin ban »| (4)Ki duyét
(5)Van thw dwoc
chi dinh ban hanh |
thuc hién ban
hanh van ban
(3.1) Tir (6)Chuyén
»| chéivi sai vén ban
thé thirc
(2.2) Tir | N /—Jﬁ N\
4 chéi »( Kétthic )«

22 M# ta chc budre trong quy trinh
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Cac chirc nang trong module Ky dién tur.

. Poi  twong  sir
STT | Chirc nang Mo ta
dung
1 Van ban cho xét | Cho phép nguoi dung xét duyét hoac | Van thu

ban

ban sau khi da duoc ky duyét

duyeét tir choi van ban

2 Van ban cho ky | Cho phép nguot dung ky duyét hoac | Nhan vién/ Lanh
duyét tir ch6i van ban dao/ Thu truong

3 Vin ban ché ky | Cho phép ngudi dung thuc hién ky | Tat ca nguoi dung
nhay nhay hodc tir chdi ky nhay van ban

4 Ban hanh vin | Cho phép nguoi dung ban hanh van | Lanh  dao/ Thu

truong/ Van thu
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4. HUONG DAN SU DUNG CHI TIET CAC CHUC NANG

4.1. Vin ban cho xét duyét
4LL " Tim kiém viin ban xét duyét

Budéc 1: VVao menu xét duyét/ cho xét duyét
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o .0© D
/g T & i N 5

Xet duyet Ky dién tu Congva n the
Trich yéu, so ky hiéu
Chd xét duyét (8) Da xét duyét (75) ' choi xét
1. T& trinh Phuong én sap xép nhan su Trudng quy, A
Kiém ngan the...
Thai gian trinh: 03 ngay 23:06
23/03/2018
2. T& trinh bd sung vi tri PPDVKH va KSV A
Thai gian trinh: 03 ngay 23:38
23/03/2018
3. Thong bao v/v phé duyét phuong an cap mai han A
murc giao dich...
Thai gian trinh: 00:25
27/02/2018
A

4. Thong béo v/v phé duyét phuong an diéu chinh han
mure giao di...
Thai gian trinh; 00:15

5. To trinh thanh lap TG trién khai DA

Thai gian trinh: 03 ngay 14:20
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Buéc 2: Nhip tir khoa tim kiém vao thanh tim kiém va nhén nat tim kiém
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HECAA D ‘(4.4 94% W 09:52

/.;o E} J*‘o ,@
4 " = 2
Xét duyet ' Cong va
to tr‘lnd
Cho xeét duyét (8)
1. To trinh Phuong an =3 S~ erv TevAne ool N
Kiém ngan the...
Thoi gian trinh: 03 ngay
b

2. To trinh bo sung vi tri PPDVKH va KSV

Thai gian trinh: 03 ngay 23:38

3. Thong bdo v/v nhé diwat nhirena An cAn mdi han b
murc giao dic
Thai gian trinh

qwer ty o p

alsidiflglhlij |
4+ zixiclivibinim\ss

Sym @ « Tiéng Viét » 1 Q
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Hé thong s& hién thi nhitng vin ban chd user ding nhap xét duyét ma c6 trich yéu
van ban, s6 ky hi¢u chtra tir khdéa nhap vao.

4.1.2. Xem chi tiét vin ban

Buée I Tim kiém van ban (nhu trén)

Buge 2 Trén danh sach van ban, click vao Trich yéu ndi dung cua van ban mudn

xem chi tiét > Man hinh Chi tiét hién thi:
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< NOI DUNG TRINH KY

Trich yéu ndi dung van ban: To trinh Phuong én sap xép
nhan su Trudng quy, Kiém ngan theo MHTC mdi

Noi dung: To trinh Phuong an sap xép nhan su Trudng
quy, Kiem ngéan theo MHTC mdi

Ngay trinh ky: 23/03/2018

File trinh ky:

. TRINH PHUONG AN SAP XEP TQ_KN.pdf
4 trang - 1,587 MB

+ File dinh kém (0)

+ Cong van dinh kem (0)

— Thong tin trinh ky

Don vi trinh ky: Phong Quan ly dich vu khach hang -
Trung tam Quy va Dich vu khach hang

Ngu®i tao: Mai Ngoc Anh B O &F
Ngay tao: 23/03/2018

S0, ky hiéu van ban: TTr-VH

Do mat: Thuong Luu y: Kiém tra d6 mat cua van ban

Do khan: Khan

1 Tnh wnva: linhunis 24 1922
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4.13.  Xét duyét viin ban
Dé thuc hién xét duyét van ban, nguoi dung thuc hién cac budc:
Burége 1- Vao menu xét duyét van ban/ vin ban cho xét duyét
Buéc 2 Tim kiém van ban xét duyét (nhu trén)
Buée 3 Thuc hién xét duyét/ Tur chéi vin ban

C6 3 cach dé xét duyét:

Cach 1: Xét duyét bang cach click vao icon Xét duyét & chi tiét vin ban
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Budc 1: M6 chi tiét van ban (nhu trén)

Budc 2: Click vao icon o & man hinh chi tiét. Hé thong s& hién thi nhu sau:
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Xét duyét van ban

Y kién chi dao: (2000)

TUr chéi ky

19/85



vl.l

Budc 3: Nhan nat Xét duyét dé xét duyét hodc Tir chdi ky dé tir chdi xét duyét
hodc Dong dé huy viée ky.

+ky duyét: Xem muc 4.2.4

+Tir chdi ky: Hé thong hién thi thong bao xac nhan c6 tir chdi ky hay khong?
Chon C6 dé thyc hién tir chdi. Nhan khong dé huy viée tir chdi. Sau khi tir chdi van ban
s& hién thi & danh sach vin ban da tir chdi xét duyét.

= (66%] 17:24

DPong chi cé chac chan mudn tir chdi phé
duyét!

Khéng
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( l
Pong chi tir choi phé duyét thanh
cong.
bong
- Cach 2: Xétd

uyét bang cach click vao file trinh ky

Budc 1+ Click vao file trinh ky trong chi tiét van ban

Hé thong hién thi man hinh cho phép ky hodc tir chdi. Thao tac ky, tir chdi twong
tu & cach 1.
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< NOI DUNG TRINH KY

Trich yéu ndi dung van ban: To trinh Phuong én sap xép
nhan su Trudng quy, Kiem ngan theo MHTC mdi

NoGi dung: To trinh Phuong an sap xép nhan su Trudng
quy, Kiém ngén theo MHTC mdi

Ngay trinh ky: 23/03/2018

File trinh ky:

TRINF PHUONG AN SAP XEP TQ_KN.pdf
4tran - 1,587 MB

+ File dinh kd®0)

Pon vi trir 7 Quan ly dich vu khach hang -
Trung tan vu khach hang

Ng | A S J
fig e | T v

So, ky hiéu van ban: TTr-VH

Do mat: Thuong Luu y: Kiém tra d6 mét cua van ban

Do khan: Khan

1 Tonka vsswime lismliiiiia M4 1N
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e cesx] 17:24

Luu Xét duyét van ban Mau

Y kién chi dao: (1986)

Nhép y kién...

v GUri tin nhan

Xét duyét Tu chdi ky

nzxcvbnm

onx 2!
GE E,

Vv 0 0 =8

Cach 3: Xét duyét bang cach click vao icon xem tét ca viin ban

Budce 1: click vao icon
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(g-l
< NOI DUNG TRINH KY

Trich yéu ngi dung van ban: To trinh cr can bo tham gia
chuong trinh dao tao "Lanh dao tao dot pha”

Noi dung: T trinh cur can bo tham gia chuong trinh dao
tao "Lanh dao tao dot pha"

Ngay trinh ky: 27/03/2018
File trinh ky:

TTr Lanh dao tao dot pha DC MOffice.pdf
3trang - 0,734 MB

+ File dinh kém (1)

+ Cong van dinh kem (0)

— Thong tin trinh ky

Pon vi trinh ky: Trung tdm Daoltao - Khai To chirc
Nhan su

RO J

Nguai tao: Nguyén Minh Thy
Ngay tao: 27/03/2018
S0, ky hiéu van ban: TTr-TCNS-TTD

Do mat: Thuong Luu y: Kiém tra dé mat cda van ban

Do khan: Binh thudng

1 Tmh wvnva:s linhini~ 72 127

25/85



vl.l

H¢é thong hién thi canh bio, nhian C6 dé mé file

Buéc 2: Nhan icon

Théng bédo

Néu tai tat ca cac file, dung lugng tai co
thé I&n va thai gian tai cé thé sé lau. B/c
c6 mudn tiép tuc khéng?

Khong

0 toolview

Co
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4.2.Vanb

Repluce this file with prantessacro. sty for vour moeting

or with enteenacre. sty for your waeting

Both can be
tound at the ENTOS AMacro Home

P

An Example Paper

My Name '#
My Degwartme i

. RS
My University

My Oty My Country

My Co-anthor*

My Cocowthor's Depor

wof

My Co-anthen's {

v, My Co-gidher s Conntry

Abstract

This is a «
Ample ¢

example to

show the basics of using the ENTCS style mucro files
of bow fike

LTSI § P

10y

aay be fond ansang the published valomes
of Lhe series al Lo ENTCS Howe Pive Btp: £/ wwv . wleovier .nl/locate/enscs

et bece, separated

Tiép tuc click vao day

macyo packaze for

wrenme Proredings The Pro-

covdevge sy Do prinved and

distibuted w participants ot the

ecting this 15 an opsion to Confer

0 ORCOCE

Thic Prococdings ol ectronie Notoy
-
Theor

will be par of & vou
Beal Computer Sevenee IENTCOS), wiin
vier Science B, V. the publishers of Theon
It's home page i= http: //wuw, alsavier . nl/lccate/entis

The ENTCS macro pucknge consists

ploes of

urputer Scienc

£ two hiles: -~
entca.cla, the hasie style file, and

Thanks to evervene who should be thasiod
! Enail: eyusertdOuydept .uy

toeyedy

Emnil: cousnriddoccept . cosmat, coady

CUANIS Pubilisdoed hie Bbancier Soivew B 4

sl ARabal VKA r s she 3 Ac s A b b nshidon shen

Hé thong hién thi man hinh cho phép ky, tir chdi giong nhw cac cach ky trén
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Buwoc 1

a21. T R — n thi:

N

Logi vién bén: Tat ¢ van bin

1. tunc_test tuchoikynhay01 »
Thai gign trinh: 05 ngéy 0053 P
2. tunc_test van bdn ipad 04 Nhép ttr khoa tim kiém N
b gian trink vao day

T -
3. wncl _test van banipad 11
I jian trinh
4 Trinh ky ludng FRP xét duydt, ky nhay va ksy duyit v
kot glan trinh: 33 ngay 153

“

5. 11:33 hongntl check song song cing thai diém WeB1

Thatglan trinh: 32 ngay 2233

6. 190 vén bén trinh test

Thai gian trinh: 60 ngéy 0134

7. qc test hom nay nhé

Thai gign trinh: 63 ngay 1007

8. Thay doi dv ban hanh

I Jhar 1h: 53 ngay 18.40

9. HanhimS5 test nc &6 ban harh 25.7

I jian trinh: 38 ngay 1540

9. Hanhim5 test nc &6 ban harh 257
Hé thong s&hiér thi nhirng van ban cho user dang nhap ky duyét ma c6 trich yéu
van ban, s6 ky hiéu chira tir khda nhap vao.
ﬁr_ZXNha tur khoa, tlIB Jﬁém vao thanh tim kiém va nhan nut search
4.7 1 tiet van ba

Buée I: Tim kiém van ban (nhu trén)

Budc 2: Trén danh sach van ban, click vao Trich yeu ndi dung ctua van ban muon
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< NOI DUNG TRINH KY

Trich yéu ndi dung van ban: To trinh Phuong én sap xép
nhan su Trudng quy, Kiém ngan theo MHTC mdi

Noi dung: To trinh Phuong an sap xép nhan su Trudng
quy, Kiem ngéan theo MHTC mdi

Ngay trinh ky: 23/03/2018

File trinh ky:

. TRINH PHUONG AN SAP XEP TQ_KN.pdf
4 trang - 1,587 MB

+ File dinh kém (0)

+ Cong van dinh kem (0)

— Thong tin trinh ky

Don vi trinh ky: Phong Quan ly dich vu khach hang -
Trung tam Quy va Dich vu khach hang

Ngu®i tao: Mai Ngoc Anh B O &F
Ngay tao: 23/03/2018

S0, ky hiéu van ban: TTr-VH

Do mat: Thuong Luu y: Kiém tra d6 mat cua van ban

Do khan: Khan

1 Tnh wnva: linhunis 24 1922
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4.2.3. Ky duyét van ban
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Pé thuc hién xét duyét van ban, nguoi dung thuc hién cac budc:

Buée 1' V20 menu Ky vin ban/ vin ban chd ky duyét

Logi win béin: 1.0 ca van bir

1. wnc_test tuche vnhay01 ‘
Thxi gian trinh: 05 ngay O, 53
2. tuncl_test van ban ipad 04 1 .

. chon menu ky
i gian trinh: - 5

van ban
3. wnel test van banipad 11
hai gian trinh
2. chon cho ky
4, Trinh ky ludng FRP xét duyét | ky nha duyét N
hén glan trinh: 33 ngay 153 )
L)

5. 11:33 hongntl chack sang song cing thai diém WeB?

That glan trinh: 32 ngay 2233

6. 130 van ban trinh test

Thi gian trinh: &0 ngay 0134

7. qc test hom nay nhé

Thai gian trinh: 83 ngay 1007

8. Thay doi dv ban hanh

hdi gian trinh: 53 ngay 18:40

9. Hanhim5 test ne £06 ban harh 257

hn gian trinh: 38 ngay 1540

Buéc 2 Tm kiém van ban cho ky duyét (nhu trén)

Buge 3 Thyc hién ky duyét/ Ttr chdi vin ban
C6 4 cach dé ky duyét:
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- Cach 1: ky duyét bang cach click vao icon ky duyét & chi tiét vin banBuéc 1:
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M@ chi tiét van ban(nhu trén) +Tur chdi ky: Hé thong hién thi thong bao x4c nhan

Budc 2: Click vao icon & man hinh chi tiét. Hé thong s& hién thi nhu sau:

Ky viin ban

¥ kifin chi dao:  [2000)

péng bé sang ERP 1

Ky dign 1

" z/ X ¢c VvV B N M ' .72 ¢

Ctrl  Sym @ 4 TiéngViet  » @ 4 »

Bwée 3° Nhan nut “Ky dién tir” dé ky duyét hoac “Tur chdi ky” dé tir chdi ky hoic
“Dong” dé huy viéc ky.

+ ky duyét: Xem muc 4.2.4
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c6 tir chéi ky hay khong? Chon C6 dé thuc hién tir chdi. Chon Khong dé huy viée
tr choi. Sau khi tir choi van ban s€ hién thi ¢ danh sach van ban da tir choi ky
duyét.

Bong chi cd chac chan mudn tir chdi ky khdng?

B/c da thyc hien tir chdi ky thanh cong

Cach 2: ky duyét bang cach click vao file trinh ky
Bude 1: Click vao file trinh ky trong chi tiét vin ban
Heé thng hién thi man hinh cho phép ky hodc tir chdi. Thao tac ky, tir chdi twong

tu & cach 1.
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+ File dinh kem (
+ Cong van dinh ké
— Théng tin trinh K

< & NOI DUNG TRINH KY

Trich yéu ndi dung van ban: test trinh chi thoa
NoOi dung: Testvcev
Ngay trinh ky: 21/03/2018

File trinh ky:

-1 TTr-MB-TXU-MB-TXU-1.pdf
2 tranc - 0,271 MB

g TMCP Quan doi

'\g MB DA Q J
Click mo file

Pon vi trinh ky: Nc¢
Nguoi tao: Quant
Ngay tao: 21/
S0, ky hiéu va

Dd mat: Thuong Luu y: Kiém tra dé mét cua van ban

Do khan: Binh thuong

Linh vue: linhvuc.10.2

Hinh thiare van ban: Béo cao
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Repluce this file with prantesracro. sty for vour moeting

or with entcemacre. sty for your waeths, Both can be
tound at the ENTOS AMacro Home Pagy

An Example Paper

My Name '?

Ay Degvartme st

My Universety

My Oty My Country

My Co-author *

My Corauthor's Deportment
My
My Co-nathen's City, My (

‘emuthoy s Undersidy

Al 's Conntry

Abstract

mcro files
shed valurmses

o the basics of wsing the ENTCS style
hankdHook say be funild ansang the p
of L series ol Lo li\"l CS Howe P

This is a shoet example t
Ample examplos of how fik

S wwv wleavier .nlflocate/entce

per lece, separated

Tiép tuc click vao day

INTCS macro packaze for

wrenoe Praoeedings The Pro-

condevge sty bo prinued and o distiibuted w participants at e

209 (AN CO00eE Lo OxXerck

mwecting: this is an opsion to Confere

The Procoodings also will be par of & v vtrowie Notos
i Theovehical Computer Sevener | TCS), wik
pices of Eksevier Science B, V., the publishers of Theon " 1ENCR
i= hotp: //wuw . aleaviar .nl/locate/entoe
The ENTCS macro poacknge consists of two files:

I SCTICS

shed under she ans-

It's home pa

entca.cla, the hase style file, and

basioed

' Thaunks to e who should b

eyuseridfuydept nyisst eyedy
cuseriddcocept . coimat, coedy

[COANS Pubilisdhoed lie Ebancier Soivew BV

LA A e R i Ll VA s she a1 Al A b b ashidon shen
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Ky vén ban

Y kién chi dao:  (2000)

Béng b sang ERP l

Ky dien tr

t1zixlcliviBINIM!. !'}.?} 2

Ctrl Sym @© « TiéngViet » () 4 B

Céch 3: Ky duyét bang cach click vao icon xem tit ca vin bén

Néu vin bén ngodi file trinh ky con cé thém 1 hodc nhiéu file dinh kém thi cé

thé xét duyét theo cach nay-

Budce 1: click vao icon

37185
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< % NOIDUNG TRINH KY

Trich yéu ngi dung van ban: test trinh ky Thoa
NGi dung: Test trinh ky Thoa
Ngay trinh ky: 27/03/2018

File trinh ky:
-1TB--SodinoiboPhongHanhchinh-1.pdf
1 trang - 1,821 MB

Click vao day dé mo

xem tat ca van ban

— Théng tin tri

Don vi trinh ky: P, 1 chinh - Khéi Hanh chinh
Nguoi tao: Nguyén g Giang DA Q J
Ngay tao: 27/03/201
S0, ky hiéu van ban: BC

Do mat: Thuong Luu y: Ki' tra d6 mat cua van ban

06

Do khan: Binh thuong

Linh vue: linhvuc.10.2

Hinh thire van ban: Bao
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H¢ thong hién thi canh bio, nhan C6 dé mé file

Théng bao
Néu tai tat ca cac file, dung lugng tai coé
thé I&n va thai gian tai co thé sé lau. B/c
c6 mudn tiép tuc khong?

Khong Cé

Buéc 2: Nhan icon 6 toolview

Roplace this file with prentosmacra. sty for vour meeting
or with enteanacre. sty for your mweeting, Both can be
found at the ENTOS Macro Home Pagy

An Example Paper

My Name '

My Depwriment
My University

My Cuty, My Country

My Co-author*
My Co.ounthor's Department
My Co-author's

Ly Co-nathar's City, My Co~eidhor's Conntry

necraly

Abstract
This is a shoet example to show the basics of wsing the ENTCS style
Anple exennples of bow fikes shoubd ook may be found amang the published valunses

of thie suris sl Ll L.\ 1 CS Heaps e http: /S uvv, elesvier.nl/locate/snsce

e macro files

>

ger heve, separated

Tiép tuc click vao day

NTCS macyo package for

vrence Proceedings. The Pro-

distributed to participants a1 the

cvediigs sy be printed and «
cxerckse

meeting this is an option to Confere jzees may choose |

The Procevdsngs olso will be par of 8 vou
ter Setenee (ENTCS), whi

- sorics Electromic Notes

plished wnder the aus-

i Theoretscal Comy
pices of Elsevier Science B, V., the publishers of Theor
o = hutp: /Swew, alsaviar nl/locate/entoy

fepruter Scieney

It's home §
The ENTCS macro packnge consists of two files

entca.cls, the hasie style file. and

Thanks to evervoue who should be tlsanied
! Email: myuserid@oydept myinst eyedy
' Eunil: couseriddcodept cotmat. coedu

CINNTS Publishwe! iy Elancier Seivuw BV

TR s A e A e st Uaal A nb A s o Ao ek shin b skl sdon
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H¢ thong hién thi man hinh cho phép ky, tir chdi giong nhw cic cach ky trén
424. KysimCA
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Budc 1: Kiém tra thong tin Sim CA trén hé thong Voffice

Quén ly anh chii ky

+ Thém mdi anh chi¥ ky
Yanh sach anh chi ky
STT Thao ta Tén anh T Loai anh Trang thai sir dung € Ngay hiéu lut
1 7 ho.png 4 | dnhin Puige st dung 01/02/2018
2 ri ‘h1l.png rgc st dung
[
¥ /1
Kich hoat chimng thu SIM CA
50 dién thoai ky CA * 84869849691 Phién ban SIM * SIM CA 2.0 ~ £ Kich hoat ding thu'
5§ dién thoal ky CA phal nhdp chinh xdc theo dinh dang mé ving va i (vd: 84966655522)
Cach chen phién ban SIM phai chinh xc, d& nghi xem hudng din tai day

Budce 2:

Ping nhap trén mobile kiém tra ciu hinh ky

CAU HINH KY

Budc 3: Mo vin ban can ky, ¢6 thé ky tai man hinh chi tiét hodc trong file pdf
Tai man hinh chi tiét

Ngay hét hiéu luc

-242]
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R A . .
< NOI DUNG TRINH KY

Trich yéu ndi dung van ban: To trinh Phuong an sap xép
nhan su Trudng quy, Kiem ngan theo MHTC mdi

N&i dung: T& trinh Phuong an sap x€p nhan su Trudng
quy, Kiém ngén theo MHTC mdi

Ngay trinh ky: 23/03/2018

File trinh ky:

TRINH PHUONG AN SAP XEP TQ_KN.pdf
4 trang - 1,587 MB

+ File dinh kém (0)

+ Cong van dinh kem (0)

— Thong tin trinh ky

DPon vi trinh ky: Phong Quan ly dich vu khach hang -
Trung tam Quy va Dich vu khach hang

Ngudi tao: Mai Ngoc Anh RO J
Ngay tao: 23/03/2018

So, ky hiéu van ban: TTr-VH

Do mat: Thuong Luu y: Kiém tra d6 mat cua van ban

Po khan: Khan

I Tmh wnnvn linhuiin 24 192
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Tai man hinh pdf

eeeen VIETTEL &

ooo
200
000

Budc 4: Nhap ndi dung ky

TAPDOAN VIEN THONGQUANDOI - CONGHOAXA HOI CHUNGHIA VIETNAM
C€Q, DON VI: VISOFTI Dic lip - Ty do - Hanh phic

S6: Ha Ngi, ngay  thang nam 2015

~ DANGKY THIDUA CA
Dot thi dua cao diém “45 ngay dém tang toc, quyét ligt vé dicl triedc thivi gian”
hoan thanh xuit sic ké hoach SXKD quy 2/2015

Thong dip cia co quan, don vi “Quyét li¢t, thay déi, sing tao dé
thanh cdng”.

Ho vi tén: Nguyén Phiic Dirc

Cip bic:

Chire vy: Trudomg phong

Dom vi: Phong SP Vin phong Dién tir

Cén ctr vao chi tiéu thi dua cua CQ, don vi VTSOFT], va chirc trach nhi¢m

vy cua ban than, t6i xin ddng ky chi tiéu thi dua nhu sau:
1. Hodn thinh t6t nhi¢m vy trén cuong vj chire trich duge giao.
2. Ping ky lam 01 viée méi hodic 1am 01 vige cit bing cach lam méi 6t hon (tao
ra gia tri mai). ('u_lhé nhur sau: Té chire hoat dong dao g0 n{n bd cho nhan vién
phat trién hang tuéin dé dat myc tiéu mdi dong code déu toi wu, khang cb 18i
logic

NGUUI DANG KY THU TRUONG DON V]

Budc 5: Xac nhan ky

Ky vin ban Mau
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eseeC VIETTEL 7

Chon chung thu

VU QUANG CHUC

VU QUANG CHUC

Budc 6: Nhap oidrBENhy néu sim ¢6 nhiéu ching thu (thuong thi 1 sim ¢6 1 ching

thu nén s€ bo qua budc nay)
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ee0 VIETTEL &

Nhap ma PIN:

eoooe]

1 2 3 4 5 6 /g 8 9 0
= / ; ( ) £ & @ Nhap
#i= Hoan tac . . ? | ! 2 =
ABC i ABC

Budce 8: Ky thanh cong

Thong bao
Dang chi di thyre hign ky thanh cdng

Béng
!

Sau khi ky thanh cong, vin ban chuyén tir tab Chd ky duyét sang Pa ky duyét
Hé thdng s& gui tin nhin Pa ky duyét cho ngudi trinh ky va ngudi ky tiép theo
trong ludng ky. Néu 1a nguoi ky cudi ciing trong ludng ky thi gui tin nhan thong

bao Di ky duyét cho tat ca ngudi ky trong ludng trude dé

4.2.5. Chuyén ky nhay
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Budc 1: Nhan icon & man hinh chi tiét van ban cho ky duyét
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< “NOI DUNG TRINH KY

Linh vuc: linhvuc.10.2

Hinh thirc van ban: Bdao cao

S6 dang ky: Khéng co

Pon vi ban hanh: Phong Hanh chinh - Khéi Hanh chinh

Noi nhdn van ban: Khong co

+ Danh sach ky ban hanh (1)

+ Danh sach ky duyét (0)

+ Danh sach xét duyét (0)

— Danh sach ky nhay (1)

1. Nguyén Thi Hudkg Giang
Phong Hanh chinh - Khai idanh chinh
Chi dao ky nhay: Dé nghi ky Bhay
Chua xu ly
0938999084

O S
o
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Buwdc 2: Chon ca nhan ky nhay va nhap ndi dung chi dao Cac
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ca nhanda d

CHON CA NHAN

giang248

Pon vi: Phong Hanh chinh

1. Nguyén Thi Huong Giang
Phong Hanh chinh - Khéi Hanh chinh

giang248@mbbank.com.vn
0938999084

1. Tich chon ca
nhan ky nhay

2. Click Dong y

v
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< CHUYEN KY NHAY

N&uyén Thi Huong Giang

Dé nghi ky nha’y{

Huy Chuyén
L
Bude 3 Nhan Chuyén dé chuyén. Khi @6 hé théng s€ bao chuyén thanh cong. Véan ban

vira chuyén ky nhay s& hién thi & danh sach vin ban chd ky nhay ctia nguoi ky nhay vira

duoc chon.

Chuyén ky nhay thanh cong
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<@l

Linh vue: linhvuc.10.2

NOI DUNG TRINH KY

Hinh thiac van ban: Bao cao
So6 dang ky: Khéng cé

DPon vi ban hanh: Phong Hanh chinh - Khéi Hanh chinh

Noi nhan van ban: Khéng co

+ Danh sach ky ban hanh (1)

+ Danh sach ky duyét (0)

+ Danh sach xét duyét (0)

— Danh sach ky nhay (1)

1. Nguyén Thi Huong Giang
Phong Hanh chinh - Khai Hanh chinh
Chi dao ky nhdy: Dé nghi ky nhay
Chua xu ly

0938999084
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4.3. \/in ban cho ky nhay
43.1. Tim kiém viin ban Ky nhay

Buwée 1: Vao menu Ky ban ban/ van ban cho ky nhay

E

Ky vin i (7) Ky

i

Load wan bén: Tat cd vao Blp . \

1. 6_2907116 Trich y&u “u—

1. Chon menu ky
van ban

2. 1est 3_cucntkd

3. giang01 18.08.16

4. giang02 18.08.16

2. Chon ch& ky nhay

Budc 2: Nhap tir khoa tim kiém vao thanh tim kiém va nhan nt search
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»

Load win béin: Tat cd van bir
1. 6_290116 Trich ySu

2 test 3_cuent Nhép tir khoa tim kiém
vao day

3. giangd1 18.0E.76

4 giang02 180816

He thdng sé& hién thi nhitng van ban cho user dang nhap ky nhay ma cé trich yéu
van ban, sd ky hiéu chira tir khoa nhap vao.

432. Xem chi tiét vin ban
Buéc I' Tim kiém van ban (nhu trén)

r, : Trén danh 4 h = t)7 1' k N 7 A Ae 3 - bw A
Budgc 2 sach van ban, click vao Trich yéu ngi dung cua van ban muon

xem chi tiét ™ Man hinh Chi tiét hién thi:
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< NOI DUNG TRINH KY

Trich yéu ndi dung van ban: To trinh Phuong én sap xép
nhan su Trudng quy, Kiém ngan theo MHTC mdi

Noi dung: To trinh Phuong an sap xép nhan su Trudng
quy, Kiem ngéan theo MHTC mdi

Ngay trinh ky: 23/03/2018

File trinh ky:

. TRINH PHUONG AN SAP XEP TQ_KN.pdf
4 trang - 1,587 MB

+ File dinh kém (0)

+ Cong van dinh kem (0)

— Thong tin trinh ky

Don vi trinh ky: Phong Quan ly dich vu khach hang -
Trung tam Quy va Dich vu khach hang

Ngu®i tao: Mai Ngoc Anh B O &F
Ngay tao: 23/03/2018

S0, ky hiéu van ban: TTr-VH

Do mat: Thuong Luu y: Kiém tra d6 mat cua van ban

Do khan: Khan

1 Tnh wnva: linhunis 24 1922
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4.3.3.  ky duyét viin bin

Pé thyc hién ky nhay, nguoi diung thuc hién cac budc:
Buéc 1 Vao menu Ky vin ban/ vin ban chd ky nhay (nhu trén)
Buéc 2 Tim kiém van ban cho ky duyét(nhu trén)

Buéc 3 Thuc hién ky duyét/ Tt chdi van ban
C6 3 cach dé ky nhay:

Cach 1: ky bing cach click vio icon ky duyét ¢ chi tiét viin ban
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Budc 1: Mo chi tiét van ban(nhu trén)

Budc 2: Click vao icon ° & man hinh chi tiét. Hé thong sé hién thi nhu sau:

Budce 3: Nhan nat Ky dién tor dé ky duyét hoac Tir chdi ky dé tir chdi ky hodc
Pong dé huy viéc ky.

+ ky duyét: Xem muc 4.2.4

+Tu chdi ky: Hé thong hién thi thong bao xac nhan c6 tir chdi ky hay khong?
Chon C6 dé thyuc hién tir chodi. Chon Khong dé huy viée tir chdi. Sau khi tir chdi van ban

s& hién thi ¢ danh sach vin ban da tir choi ky duyét.
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Dong chi «%: hac chén mudn tir chdi ky khéng?

B/c da thyc hién tir chéi ky thanh cong!

Cich 2: ky nhay bang cach click vao file trinh ky
Budc 1° Click vao file trinh ky trong chi tiét vin ban
Hé théng hién thi man hinh cho p hép KY hoic tir chdi. Thao tac ky, tir chdi tuong

tu & cach 1.
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R A . .
< NOI DUNG TRINH KY

Trich yéu ndi dung van ban: To trinh Phuong an sap xép
nhan su Trudng quy, Kiem ngan theo MHTC mdi

N&i dung: T& trinh Phuong an sap x€p nhan su Trudng
quy, Kiém ngén theo MHTC mdi

Ngay trinh ky: 23/03/2018

File trinh ky:

TRINH PHUONG AN SAP XEP TQ_KN.pdf
4 trang - 1,587 MB

+ File dinh kém (0)

+ Cong van dinh kem (0)

— Thong tin trinh ky

DPon vi trinh ky: Phong Quan ly dich vu khach hang -
Trung tam Quy va Dich vu khach hang

Ngudi tao: Mai Ngoc Anh RO J
Ngay tao: 23/03/2018

So, ky hiéu van ban: TTr-VH

Do mat: Thuong Luu y: Kiém tra d6 mat cua van ban

Po khan: Khan

I Tmh wnnvn linhuiin 24 192
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O\ &V

pOI GIAY PHEP LAI XE

CONG HOA XA HOLCHU NGHIA VIET NAM
e g - Ty do - Hgnk phise

DON DE NGH| DOL CAP LAI GIAY PHEP LAI XE

Ardy ae
) xdom Kinh gon: So Giso Sadng vile m Ha Noo
r >
Cach 3: | , n ban
s I Ol ek
S ngiy g ke NaW'NG
Boow ding by 55 Al thasey tril
Je . . By - N S ? e
Bude 1: click vé T PN
S8 CMND (hode hi) chisdut 30 ngby Wng Nien
A A < R Now cilp 1 bow Lt e .
He thOIlg hlen ﬂ Hidn 4 ob gy phip b w dang 7

) 7
@ o ?p g ,Afn-w nim
1 aghi cho sis duoe 3. edp |o iy ﬂ% .\sw o hang

Ls &

click vao day dé ky

T s & hnan s chyw
s by,

Budc 2: Nhan C

Gl chid
11 My sgy damg chag cho mrvemg hep Aip Ay As wr sin
Praviog g 2t S A mad bt ndy voha Al s Ml ool o oo e iy N 00 a

w asng e pp B ar el Bl B e B W R o0 T » TN e BN Al O Ben WV

Lo gy pehap iy
awdr Ml ok s
Livaty ine <o ey iy
o ool () g by L v

Bty B Wy e Ve Vole S s B b8 g e e e

Budc 3: Hé thong hién thi man hinh cho phép ky hodc tir chdi. Thao tac ky, tir

chéi twong tu & cach 1

62/85



vl.l

63/85



vl.l

4.4. Van ban ban hanh

Ky vin bén
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4.4.1. Tim kiém vin ban ban hanh

Buge 1: Vao menu Ky ban ban/ van ban ban hanh

@0 79 “ @@ 5 .

Xét duyét Ky dién tu ] van Danh ba Xem them

Trich yéu, so ky hiéu

t duyét (39) Van ban ban hanh (1) Tatca (172)

Trang thai: Cha ban hanh

1. Don xin diéu chuyén cong tac

Buée 2: Nhip tir khoa tim kiém vao thanh tim kiém va nhan nat tim kiém
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P PP g

Xét duyét Ky dién tu Cong van Danh ba Xem thém

van bénl X

F duyét (39) Van ban ban hanh (1) Tateca (172)

Trang thai: Cho ba

1. Don xin diéu chuye “éng tac

F

11/04/2018 1. Nhap trich yéu hoac sé ky hiéu

1 2

1. Nhan nit nay dé tim

q w e 1
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H¢ thong s€ hién thi nhiing van ban cho user dang nhap ban hanh, ma nhiing van ban dé
co trich yéu ndi dung van ban, s6 ky hi¢u chira tir khoa tim ki€ém vira nhap.

4.4.2. Xem chi tiét vin ban
Buée I Tim kiém van ban (nhu trén)
Buege 2" Trén danh sach vin ban, click vao Trich yéu néi dung cta van ban mudn

xem chi tiét > Man hinh Chi tiét hién thi:
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4 NOI DUNG TRINH KY

Trich yéu noi dung van ban: Don xin diéu chuyén céng
tac

NGi dung: Don xin diéu chuyén cong tac
Ngay nhan: 10/04/2018

File trinh ky:

;_tsl Don xin dieu chuyen cong tac.pdf
I trang - 0,299 MB

+ File dinh kém (0)

+ Cong van dinh kem (0)

— Thong tin trinh ky

Don vi trinh ky: Phong Quan ly rdi ro thé - Trung tam
Van hanh the

Ngudi tao: Bach Thi Thuy MK O J
Ngay tao: 10/04/2018

S6, ky hiéu van ban: b-
Do mat: Thuong Luu y: Kiém tra dé mat cua van ban

@O0

Do khan: Binh thuong

Linh vuc: linhvuc.23.137
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4.4.3. Ban hanh van ban
Pé thuc hién ban hanh vin ban, nguo1 dung thuc hién cac budc:

Budc 1: Dang nhap vao hé thong, vao menu Ky vanban -~ Ban hanh van ban

(nhu trén)
Budc 2: Tim kiém vin ban ban hanh (nhu trén)

Buwroc 3: Thuc hign ban hanh/ Huy ban hanh van ban

+ Ban hanh vin ban: click vao icon e dé ban hanh. Hé thong sé hién thi man
hinh cho phép nhap thong tin van ban ban hanh:
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4 NOI DUNG TRINH KY

Trich yéu noi dung van ban: Don xin diéu chuyén céng
tac

NGi dung: Don xin diéu chuyén cong tac
Ngay nhan: 10/04/2018

File trinh ky:

;_tsl Don xin dieu chuyen cong tac.pdf
I trang - 0,299 MB

+ File dinh kém (0)

+ Cong van dinh kem (0)

Pon vi trinh Click nit nay dé ban hanh tam
Van hanh th '
Ngudi tao: Bach Thi Thuy ) J
Ngay tao: 10/04/2018

S6, ky hiéu van ban: b-

Do mat: Thuong Luu y: Kiém tra dé mat cua var,

Do khan: Binh thuong ° @
Linh vuc: linhvuc.23.137 :
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4 Ban hanh van ban

Trich yéu noi dung (28/500)*:

Pon xin diéu chuyén céng tac

Noi dung (28/2000):

Don xin diéu chuyé&n c6ng tac

S6 dang ky*:

51
S0, ky hiéu v/b*:
51/D-

Hinh thire:

Pon

Loai cong van:

Céng van di
Nganh*:
linhvuc.23.137

Po mat*:
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Thuc hién nhap cac thong tin dé ban hanh van ban, bao gém: + Huiy ban hanh van
- Trich yéu no1 dung

- No1 dung

- S6 dang ky

- S, ky hiéu van ban
- Hinh thue

- Loat cong van

- Nganh

- Do mat

- D6 khan

- Ngay ban hanh

- Ngay dén

- Han cudi

- Pham vi

- S6 ban luu

- Co quan gui

- No1 nhan ban luu

Chu y: Cac thong tin duge danh dau * 1a bat bude nhap.

Tiép tuc click vao icon o dé ban hanh.

Sau khi ban hanh, van ban s€ dugc chuyén dén cho nguot trinh ky (6 muc cong van nhan
duogc) va van thu cua don vi ban hanh (¢ muc cong van to1 tao, phai vao web thi md1 xem

dugc van ban do1 vt van thu).
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ban: Click vao icon e dé hiry ban hanh. Hé thng hién

73/85



vl.l

thi man hinh nhap 1y do hay ban hanh (bét budc nhap)
44.4.  Chuyén vin ban

HUY BAN HANH VAN BAN
Ly do (988)

Khong hop 1&

Pong bong y

Nhép ly do vao day

a s df gh j k |

44 z xcvbnm €&

210 .

Tiép tuc click vao icon Pong y dé hiy ban hanh, hé thong hién thi théng bao hiiy
thanh cbng
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Buwde 1. Tim kiém vin ban (nhu trén)

Buge 2- Nhan icon trong man hinh chi tiét van ban. Hé théng hién thi man

hinh nhép théng tin dé chuyén van ban
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£ NOI DUNG CONG VAN

Trich yéu noi dung van ban: Don xin nghi phép

Noi dung chi dao: K/c
Ngudi Ky: Luu Trung Thai MO S
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 cau thuc hién: Pon xin ngN phép
S0, ky hiéu van ban: 10/NP-
Po mat: Thuong

Do khan: Binh thuong

Q00W

Meaiuwr AR 11 /0nA /7N

So dang ky: 10

Thaoi gian nhan: 11

77185
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< CHUYEN CONG VAN

Don xin nghi phép

V|

Noi dung chi dao

_

Click vao day dé chon dbi
twong nhan van ban
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Buwdc 3: Chon don vi, c4 nhan, nhém c4 nhan dé chuyén van ban. Man hinh hién thi
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r ~

lan luot nl CHON DON Vl

Hién thi cay don vi Ngan Hang TMCP

Quan Dol

[To_
@ MB-HO

[cc'

=
@ Sé& giao dich B

e
@ 1. Tich chon dorn vi nhan van ban ' J

@ CN.3thang 2

| Y
f 2. Chon Déng y
\ J ()

@ CN. An Giang
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CHON CA NHAN
Ho tén, email
Pon vi: Phong Hanh chinh

1. Nguyén Ha Diing
Phong Hanh chinh - Khéi Hanh chinh
Dungnh.ho@mbbank.com.vn

0988071969

2. Tra ) .
1. Tich chon ca nhéan nhan

Phong van ban

MlnhtCII\.ﬁtuo IR e,
0912084637

3. Nguyén Van Sang
Phong Hanh chinh - Khéi Hanh chinh
Sangnv.cam@mbbank.com.vn

849092495 )
2. ChonBongy

4. LéPhuc. ..co..,. ...
Phong Hanh chinh - Khéi Hanh « Yoh
anhlpp@mbbank.com.vn

Poéng bongy

TO |

CcC

TO

TO
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CHON NHOM
Tén nhom
1.9 1. Tich chon nhém l o
Loai: i.. Vi)

N - )
S6 ngutdi trong nhom: 1

2.2104_dv tap doan
Logi: Nhom ca nhan (Dang chung don vi)

v

86 ngudi trong nhém: 3

2.Click Déng y

bong Dongy

Buwée 4- Nhan icon a

chuyén vian ban thanh cong va két thiic qua trinh chuyén.

dé chuyén vin ban. Hé thong s& hién thi théng bao
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< CHUYEN CONG VAN

Don xin nghi phép

1. Sé& giao dich 2 (CC) X
2. CN. 3 thang 2 (CC) X
1. Nguyén Van Sang (CC) X
2. Lé Phuc Phuong Anh (CC) X

No6i dung chi dao
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