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1. GIOI THIEU

1.1. Muc dich va y nghia cta Tai li€u:

Tai liéu nay duoc xdy dung nham hudng dan cho nguoi dung hiéu va biét cach sir

dung Module Ky dién tir trén hé thong Voffice

Lam tai li€u dao tao cho can bo trién khai dao tao.

1.2. Pham vi tai li¢u:

Tai liéu nay ap dung cho hé thong Voffice véi cac chirc ning cia module Ky dién tir
gdém: Vin ban trinh k¥, Vin ban xét duyét, Van ban ky duyét, Van ban ky nhay, Vin ban

ban hanh

Tuong tmg véi timg chirc ning, phan quyén ngudi dung cua hé thdng thanh cac vai trd

Sau:
o Lanh dao
o Thu truwéng
Thuat ngir  Dinh nghia Ghi chu
KDT Ky dién tir

1.3. Céu tric Tai liéu:
Tai lidu nay gém 3 phan, dugc b tri nhu sau:

Phan 1: Gidi thiéu: Gi6i thiéu chuong trinh, néu muc ti€u, pham vi, cac thuat ngir va

cAu tric tai liéu, dbi tuong su dung Tai liéu........
Phan 2: Gi6i thidu cic chirc ning ctia chuong trinh.ghi nhan trong tai liéu nay

Phén 3: Huéng dan st dung céc chtrc nang di néu trong Phan 2
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2. TONG QUAN

2.1. Ludng nghiép vu chinh va cac chic ning bi anh huéng.

Duéi day 1a ludng nghiép vu chinh ciia module Ky dién tr

Nhan vién NV/Lanh dao | NV/Lanh dao Van thw Thi trivéng don vi
( Batdiu ) : (
1| (2-1chuve] |} (2.11)K (.1)Tir chéi b
n ki nhay nhay

L 4 vb

5 . N . n (3)Ki tham dinh o r—
(1) Trinh ki »(2) Ki duyét van ban » (4)Ki duyét

(5)Van thw dwoc

chi dinh ban hanh |
thuwc hién ban
hanh vén ban

I_vlv

(3.1) Tir {6)Chuyén
»| chdivi sai van ban
thé thirc
> {li}ﬁiTu I »( Kétthic )«

2.2. MO0 ta cac buére trong quy trinh
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3. GIOI THIEU CAC CHUC NANG

Cac chuc nang trong module Ky dién tir.

STT | Chirc niang Mo ta Poi twgng sir dung
1 Vin ban trinh ky | Cho phép nguoi dung thyc hién tao, sira, | Tat ca nguoi ding
x0a va trinh ky van ban
2 Van ban  xét | Cho phép nguoi dung xét duyét hoac tr | Vén thu
duyét chéi vin ban
3 Vin ban ky duyét | Cho phép nguoi dung ky duyét hodac tir | Nhan vién/ Lé&nh
chéi vin ban dao/ Thu trudng
4 Vin ban ky nhay | Cho phép ngudi dung thuc hién ky nhay | Tat ca nguoi ding
hodc tir chdi ky nhay vin ban
5 Vian ban ban | Cho phép nguoi dung ban hanh van ban | Lanh  dao/ Thu
hanh sau khi da dugc ky duyét truong/ Van thu
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4. HUONG DAN SU DUNG CHI TIET CAC CHUC NANG

4.1. Van ban trinh ky

Chtrc niang nay cho phép tit ca ngudi ding tao vin ban trinh ky téi cac cap trén

MOFFICE.

4.1.1.

Thém méi van ban trinh ky

bé str dung chirc nang nay, nguoi dung thuc hién cac budc:

Bugc 1: Pang nhap vao hé théng, vao menu Ky dién tir -> Van ban trinh ky

K¥ DIEN .~

Van ban trinh ky

Buwdc 2: Click vao nut . dé thém méi Vian ban trinh ky.

# [ van ban trinh ky

& K PIENTU » Van ban trinh ky

Danh séch vén ban trinh ky (19)

Trich yéu ndi dung

. A . L . Trang thai
STT Thao tac D L L. DG khan Hinh thifc van ban Ngu L.
van ban van ban
1 4 1127  test trinh chithealtk  Binh thung | Béo cao Lai Thighim Thoa D ky duyét
2 4 & 1103 vbi Binh thuding | Béo cdo yén Thi Thu M8y | D3 ban hanh
3 @A 1122 | chucdemo2chuki  Binhthudng | Bdo cdo Nguy&n Thi Thu M3y Dang xir Iy

SO°ky hiéu, trich yéu ndi dung, ID van ban, nguti Ky E

D6 tugng dang chd

, Ngay tao File van ban
ky L&
09/10/2017 1 153 ot peif
10:19:50
OTHO2017 | oy
14:24:33
Can b quan Iy -
Phong Hanh chinh -
Khdi Van hanh - 07/10/2017 2 CHU KY.pdf
HBQT, BKS, HGi S - 14:14:04 :

Ngén Hang TMCP
Quén Bi

Buwéc 3: Khi ndy, man hinh Thém méi hién thi. Nhap thong tin vao man hinh:

a

[ vén ban trinh ky

(@ k¥OIENTU » Vin ban trinh ky

Thong tin trinh ky (Xem cac loai biél mau vin bén )

Trich y&u ndi dung van
ban (250)°
NGi dung (500) *

Nhdp trich yéu ndi dung vén ban

Nh3p ndi dung van ban

Nganh * — Chon —

Hinh thifc vén ban * — Chon —
Ky hiu van ban ™ Nhp ky hidu vén ban
Ban hanh ty déng @

Trinh ky song song €
Danh sach ca nhén ky duyét (0) [ chon ¢4 nhan ky duyat

STT  Thao tic Ngudi ky €@

Tu ddng chuyén van ban @

D6 mét”
D& khan *
File trinh ky *

File dinh kém

V&n ban dinh kém

Ho t&n, m3 nhan vién, email, s dién thoai

Bdn vi

File bidu mau phuluc @
R Chonfile
~

—Chon — | v

—Chon — | v

E WS 5ty ciang file hd tror (| File kehding
RN 50t ciang file hG tror ( File b

Bink dang file hd trg
doc, dock, x5, xisx, ppt, poty, msg, 1

& Chon van ban

Hién thi chif ky  Ban hanh
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Cac truong thong tin:

- S, ky hiéu van ban

- S6 dang ky

- Trich yéu ndi dung vin ban

- No6i dung

- Linh vuc

- Hinh thurc van ban

- Do mat

- Do khan

- File trinh ky: Pinh dang dwoc hd trg bao gdm cac dudi: “pdf, vpdf” & File
khong dwoc qua 100Mb

- File dinh kém: Pinh dang dugc hd tro bao gom cac dudi: “pdf, vpdf” & File
khong duwoc qua 100Mb

- Ban hanh ty dong: Mac dinh khong tich chon

- Tu dong chuyén vin ban: Khi duoc tich chon, man hinh hién thi cho phép chon
c4 nhan nhan van ban.

T Gong chugén vin bin @

Chuyén ca nhan (0)

Danh sach ca nhan nhén vén ban | chon ¢4 nhén nhén Ho tén, mé nhén vién, email, s&'dién thoai 0

STT Thaotdc Phudng thiic gui Tén ngudi nhan ban vi

Chay:
- Cdc trieong c6 dau (*) la cdc trwong bat bude nhdp

- Khi chon Do mdt la Mdat, hé thé'ng thue hién an cdc é chon Ban hanh tw dong,

Ty ddng chuyén van ban.

- Khi chon Ban hanh tw ddng, sau khi ngwoi ky cudi ky xong, hé thong sé tu
dong ban hanh van ban. Pon vi ban hanh la Pon vi dwoc chon ¢ Danh sach ky duyét.

- Khi chon Hinh thirc van ban la: Diéu 18, nghi quyét, quy ché, quy tdc, chién
lege, chinh sach, khau vi, quy dinh, quy trinh, ndi quy, san pham, thé 1é, sé tay, cam
nang, hieéng dan nghiép vu, thong bdo nghiép vu, hé thong hién thi yéu cau “Thiét lip

théng tin cong bé” dé t ddng cong bé vin ban vdo thie vién quy trinh.
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Nganh *

Hinh thifc van ban *

--—- Chon ---- v
| v

Céng bé tu déng *
ong botrdong @ {8 Thiét I&p théng tin cng b&

Ky hiéu vin ban * CL-
Ban hanh twr dong @ »

Buwdéc 4: Click vao nit link Chon c4 nhén ky duyét dé chon nguoi ky. Khi click xong,

man hinh popup Chon dbi tugng ky hién thi:

Chon déi tugng ky « X
™ Ngan Hang THCP Quan B9 Tim kigm trong dan vi: HDQT, BKS, HGi 56 A
+ CN. Tan Tzo
+ Chi nhanh Quang Binh Tir khoa | |Ho tén, ma nhan vién, email. 56 dién thoai |
+ CN.HGi An “ Hién thi tim ki€m néng cao
=+ Chi nhanh Xuan Thiy
= HDQT, BKS, HGi &
£ Hdi déng Quan tri va Ban kiém soat Danh sach nhan vién (da chen: 0} ~
& Ban Digu hanh O G - - - . E—
N el a STT  Ma nhan vien Tén day du Chiic danh Bdn vi Email S0 dién th...
=+ Khai Ngudn van va Kinh doanh tign t& . .
_ . =] 1 andnt.bsg | DO Nguyén Thanh An  Nhadn vién | TTKD Khu ... | Andnt.bsg.. 0986672272
=+ KhGi Doanh nghiép vira va nhé
4 Khdi Khich hang ldn @ 2 anhvtLho W& Thi Lan Anh Nhan vién BO phan Gi... | Anhvtlho... 0988.919....
+ Khéi Khdch hang cd nhan =] 3 anhw.md | Vii Van Anh Nhan vién | Bd phan S... | Anhvww.md.. 016865856...
+ Khi Mang Iudi vé Phén phéi [m] 4 binhnt.247  Nguyén Thanh Binh  Nhdnvién  BP. Tuvd .. Binhnt.247.. 0938582899
+ Kh8i Thim dinh 5] 5 binhntho | Nguy&n Thi Binh Can bd qu... | BA phin X..  Binhnt.ho.. 0934589919
*+ Ban Xay dung co'ban =) 6 diutt.dbp  Tran Thi Diu Nhanvién | BA phinK.. DIUTT.DB.. 0985 667 ...
+ Khoi Bau tv X " . L
@ 7 duchm.t Hoang Minh Birc Nhan vién BG phan K.. | Duchm.tl@... 0987.396....
= Khi Tai chinh K& todn
+ K& T8 chic Nhan st a 8 ductvl.d Tran Van Birc Nhan vién Phong X(r l... | Ductvl.ti@... 947468551
£ Vian phong Tridn khai chign ludc @ 9 dungdt Bang Thiy Dung Can bd Qu... Khdi Taic... | Dungdt@... 0983060873
+ Khi Quan tri i ro (] 10 | dungdtk.bsg Doan Thi Kim Dung Nhan vién Phong X(rl... | Dungdtk.b... 0984151997
= Khai Kiém tra - Kidm sodt ngi b 1 j202] s || » [1-10/2012]
=+ Khéi Céng nghé thong tin
- Trudng tir khoa: Nhap Ma nhan vién/ Tén day di/ Email/ S6 dién thoai dé thuc

hién tim kiém nguoi ky.

- Sau khi chon dugc danh sach nguoi ky, nhan nat

sach nguoi ky ra man hinh thém mai.

Buwdc 5: Khi danh sach nguoi ky hién thi:

) . R -
- Click vao mii tén , *

DONG ¥

dé hién thi danh

& cot Pon vi dé chon vai tro ky duyét ciia ngudi

ky néu ngudi ky ¢ nhiéu don vi. Hé thdng mic dinh hién thi Pon vi néu nguoi ky chi c6 vai

tro & moét don vi.
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. . R E
- Click vao mii tén , *

& cot Thir tw trinh Ky dé diéu chinh thi tu ky.
- Tich chon vao 6 Hién thi anh chit ky dé chit ky ciia nguoi ky duyét hién thi
trong file van ban

- Click vao 6 Ban hanh dé chon Don vi ban hanh

2]

- Click vao nat dé x6a nguoi ky khoi danh sach.

Danh sach ca nhén ky duyét (2) | Chon c& nhgn ki duvét | Ho tén, mé nhén vién, email, s6 dién thoai {i]
STT  Thao téc Ngudi ky & Ban vi Hién thi chi ky hanh

1 oW Vi VEn Anh « | Nhé&n vién - B& phan Sao k& va hach tod - Phéng phat hanh va thanh todn thé - Trung tdm thé - Khéi Khach| ~

2 w Nguyén Thanh Binh + Nh&n vién - BP. Tu vd - MB247 - Khdi Khach hang ¢ nhd - HDQT, BKS, HGi SG - Ngan Hang TMCP Quan B3 v .

Buéc 6: Click vao thiét 1ap thong tin cong bd dé thiét 1ap thong tin cong bd vao thu

vién. Hién thi man hinh poup

Théng tin céng b tyddng

Théng tin chi tigt

Pham vi p dung * | — Chon pham vi— ~ Don vi xay dung * Nhém Dur én x|Q
Ngay cé higu luc 19/07/2016 M Ngayhét hiduluc® M|
Tomtat ©

Danh sach vén ban thay th&| chon van ban thay thé

ST Thao tac Trich y&u ndi dung van ban Ngay hiéu luc Mgay hét higu luc Ngudi ky

Danh séch rong!

@ GHILAI X DONG LAl

- Pham vi 4p dung: 12 pham vi do don vi nguoi ky cudi tao ra.

- Pon vi xay dung: La don vi xay dung van ban.

- Ngay hi¢u lyc: La ngay van ban co6 hi¢u luc

- Ngay hét hiéu luc: La ngay vin ban hét hiéu luc.

- Chon vin ban thay thé: Cho phép chon cac vin ban da cong bd thudc tit ca cac
pham vi do don vi ngudi ky cubi tao ra.

- Nhén Ghi lai: Dé luru lai thong tin cong bd da thiét 1ap

- Néu thay ddi ngudi ky cudi thi phai thiét 1ap lai thong tin cong bd.

Buwdc 7: Nhan vao nit dé Iuu lai thong tin van ban trinh ky. Nhin nat dé

trinh ky ngay vian ban. Nhan nit dé bo qua thao tac luu vin ban, thoat khoi man

hinh thém méi.
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# | [E) Van ban trinh ky >
(@ k¥ OIENTU » Vén ban trinh ky

Théng tin trinh ky (Xem céc loai bids méu vén bén )

;gﬁhg;’g)n?‘ dung VAN "1 trinh xin kinh phi ddo tao 1 26 mat Binh thuting |
Gi * 06 khan * . 3
Ngi dung (469) T4 trinh xin kinh phi dao tag 1 7 Binh thudng v

g duke qus 100MB ) pdff voal

e
File trinh ke N R 1 ding file b (Al ki
=
’ﬁ K 27 st pdf

P = . - 1 - 5 o &
Nganh Chign Iudgc Nhan vao day dé ey lai , R Chon fil ” elinh dang file ho trg ( File &

Hinh thifc van ban Bdo cio w Bink dang file hd trg ( File khding dute qus 100MB ):
doc, dbcx, x5, iy, pot, pot, msg, mop, it

g duke qus 100MB ) pdff voal

Ky hiéu van ban * BC- e s
Van ban dinh kem B Chon viin b
Ban hanh tr ddng @ L E
Nhan vao day dé trinh

Trinh ky song song €y ky ngay vdn ban

Danh séch ca nhan ky duyét (1) | Chon c& nhén ki duyét | Ho tén, ma nhén vién, email, 56 dién thoai [i]

STT  Thao tc Ngui ky @ Baon vi Hién thi chif ky  Ban hanh
1 W Nguyén Thi Thu Méy Can b& quan Iy - Phong Hanh chinh - Khéi Van hanh - HDQT, BKS, Hdi Sd - Ngan Hang TMCP Quén D3i ~ ®

Cha y:

. e o SN &' Chon van ban e
- Khi tao mdi van ban, nguoi dung co thé nhan vao nut de

chon cong van dinh kem.

- Khong chon nguoi nguoi ky la van thw
- Viéc hién thi anh ky trong file van ban trinh ky con phu thudc vao viéc dién

note trong file trinh ky
- Trinh ky song song: Khi tich chon vao 6 trinh ky song song thi chuyén sang

luong trinh ky song song (xem muc
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4.1.2. Tao note trong file trinh ky

Phan nay s& huéng dan ngudi ding cach thém sticky note trong file trinh ky dé hién thi anh chit ky sau
khi ky duyét.

Chu y: File trinh ky bét budc 1a file pdf nén néu ¢ dinh dang khéc thi phai chuyén vé dang pdf

Budce 1: Mo file trinh ky

S0 van ban: 8 .
ooodgégchaafanh: 13/08/2018 . i . . . R Ar
TAP DOAN VIEN THONG QUAN DOI | Mi higu: QT.00. GPCNTT .25

wviIETTEL Ngay co hiéu hire:
) Neay hét hicu lue. 0
QUY TRINH KHUNG VIETTEL AGILE —; - <
Héy néi theo cach cta ban Lan ban hanh 9_}" 5
Trang.-’tén@nrang: 1/14
]
BANG THEO DOISUA DOI N
€ :{\'
o R
Ay a P N Z. & &> N
STT | Phién ban N0i dung sita doi N, Ngay ban hanh
1. 1.0 Tao mdi tai liéu S Y

Budc 2: Chon add sticky note trén thanh ¢ong cu cua trinh doc file

{123 testpdt - Adobe Reader T R T e L | )|
File Edit View Window Help £
Do | AR ZRQES D] [n|=@ -] HE| ez | Tools | Fill &Sign | Comment
= - . - Signn
4. Trong trwong hop co lich dao tao, hoi nghi cni 11hvm TTDT. + Export PDF
ban b chirc hoi nghi dé thue hién theo dung quv Zaih. Adobe ExportPDF

Convert PDF files to Word or Excel
online,

Tran trong.

Select PDF File:
. . N N 123 test.pdf
Noi nhin: TRUONG PHONG
- N'hl'r‘tren: Chon add sticky note
- Khéi MLPP, TCNS, Convert To:
- Cac don vi trén toan ..
- Luu: VH. HC.
e [bankisontranduc] Recogrize T n Engliah(US)
ange

» Create PDF

Tran Diec Son + Edit PDF

» Combine PDF

» Send Files

» Store Files
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Budc 3: Tro chudt vao vi tri can hién thi anh chit ky

T 123 testpdf - AdobeReader T TR, T R . e s 0 e - T el
File Edit View Window Help x
Omn‘%@@@@%| /1‘—+‘|@@|EI Tools | Fill &Sign : Comment

< . . . . . . . L. - SignIn
IN 4. Trong treong hgp co lich dao tao, hoi nghi chi nhanh phoi hop vé1 TTDT, + Export PDF
; ban t6 chirc héi nghj dé thyre hién theo duing quy dinh. Adobe ExportPDF
Convert PDF files to Word or Excel
Tran trong. online:
Select PDF File:
Not nhin: TRUGNG PHONG B 1 testpon ‘
_ N‘hu trél]: 1 file / 227 KB
- Khéi MLPP, TCNS, CNTT. TT247 (dé p/h): Convert To:
- Céc don vi trén toan hé thong (de biét):
- Lwu: VH. HC.
s [bank\sontranduc] Recognize Text n English(US)
ange
C oo = [ comee ]
10/17/2017 1:51:23 PM
. » Create PDF
Tran Dy | [ » EditpoF
» Combine PDF
» Send Files
By #1| || » Store Files

Budc 4: Pién s6 tht tu hién thi anh chit ky. Thir ty 1a 1, 2, 3,..theo danh sach nguoi ky duoc chon tir
trén xudng, chi tinh nhitng nguoi cé tich chon hién thi anh chit ky. Vi du. nguoi dung A trinh ky van
ban dén B > C-> D, trong d6 chi tich chon hién thi anh chit ky cho C va D. Khi d6 sé thir tyr & note

trong file trinh ky s& hién thi twong tmg 1a 1 va 2 cho chit ky ctia C va D.

1 123 testipa - Adobse Reader e W W e T || ]
File Edit View Window Help x
@Omn‘%@@@@%| /1‘—+‘|@@|EI Tools | Fill &Sign : Comment

< . . . . . . . L. - SignIn
IN 4. Trong treong hgp co lich dao tao, hoi nghi chi nhanh phoi hop vé1 TTDT, + Export PDF
/ ban t6 chitc hoi nghi dé thuc hién theo ding quy dinh. Adobe ExportPDF @
g g quy
Convert PDF files to Word or Excel
Tran trong. online:
Select PDF File:
. ~ 5 N 123 test.pdf
Noi nhin: TRUGNG PHONG B oo ‘
_ N‘hu’ tréﬂ: 1 file f 227 KB
- Khéi MLPP, TCNS, CNTT. TT247 (dé p/h): Convert To:
- Céc don vi trén toan hé thong (dé biét):
- Lwu: VH. HC.
s [bank\sontranduc] Recognize Text n English(US)
ange
E ) thealtkho o Convert
10/17/2017 1:51:23 PM
R » Create PDF
Tran By _| » EditpoF
» Combine PDF
» Send Files
i Ed » Store Files

Budc 5: Nhan ctrl+S dé luu lai file trinh ky
4.1.3. Sira vin ban
Chtrc ning nay cho phép thay dbi thong tin ctia vin ban trinh ky

Chi nguoi tao dugc phép stra nhitng van ban chua trinh ky.
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bé str dung chirc ndng nay ngudi dung thyc hién cac budc sau:

Budc 1: Vao menu Ky dién tir -> Van ban trinh ky. Click icon © 4 sira van ban

# | 2 vin ban trinh ky x| 2 HB s0 ca nhan

@ WOIENTU » Van ban trinh ky SE kY hidu, trich yéi ndi dung, TD vin ban, nguii ky E

v Tim kiém néng cao

Danh séch van ban trinh ky (17)

Trich y&u ndi dung Trang thai BEi trong dang chd

STT Thao tac . D4 khan Hinh thirc van ban Ngudi ky . Ngay tao File van ban
van ban . L van ban ky 20
& chic da " . — N " - 123 test.pdf
1 Zﬁ chl.rlcodao o Binh thudng | Bdo cdo Hoang Thé Anh Chura trinh ky 17121(;/6202;7 ~ »
ang i Xem thém
= g g %y o . Ket qua hoat dong ...
2 < 1136 paniban ma; T Thudng khan | Bao cdo B4 Van Hung B4 ban hanh VAR A i
lanh dao - Giao viec 09:53:26 Xem thém

Nhan vién - B phan
V&N thy luu trlf -
5 . Phéng Hanh chinh -
3 @ & 1135  test cai assistant Binh thuiing | Bdo cdo giﬂfn TOHUONG  pangxily | Khai Van hanh - 1;”;%?_‘;‘; 123 test.pdf
HEQT, BKS, HAi 53 - o
Ngan Hang TMCP
Quén Bai

Buwdéc 2: Chinh stra thong tin can thiét. Click Ghi lai hodc icon Save dé luu lai vin ban

trinh ky. Click Trinh ky dé trinh ky van ban

# | B Van ban trinh ky X

(4 kY BIENTT » Vin ban trinh ky E n

Trich y&u ndi dung VAN | T4 chise dao teo 12 B8 mat* Binh thiding | | £ s Chon didng o6 mst eric &h7 trink
ban (232) ? o,
Noi dung (482) * T8 chitc do tao 12 B9 khan Binh thuding |
e
File trinh ky Bink dang e 8 trg { Fils kiing dpe qud 1005 ): Pk, v
X 123 test.pdf

Nganh * Ché d6 bao cio, k& hoach ~  Flledinhkem Sink dlang e b o ( File kiving duge qus 100M8 ): pdk, vt
Hinh thic van ban * B0 cio o X Mau van ban phuc dap nhieu chi nhanh test.pdf

File bigu mau phy luc i & trer [ sus 10005 ):
K hiéu véin ban * Bc1 ohy e Binh dang file h8 tro ( File & 100M5 ):

' doc, docx, xis, xlsx. ppt. pptx. msg, mpp, xt

Ban hanh t déng €@

Vén ban dinh kém

Trinh ky song song €

Danh sach ca nhan ky duyét (1) | chon ca nhan ky duygt | Hp t8n, ma3 nhan vidn, email, s5 dign thoar (i
STT Thaotic Ngubi ky € Ban vi Hién thi chi¥ ky Anh ky Ban hanh
1 o DA Van Hung Can bé Quan ly - Ban Bidu hanh - HPQT, BKS, Hbi 54 - Ngan Hang TMCP Quan Bai v v Anh ky loai 1 [a)

Ty d8ng chuyn van ban @

Chu y: Ngudi dung c6 thé xem trude file trinh ky dé kiém tra lai thong tin file va anh

chir ky da hién thi dung vi tri chwa. Bang céach click vao file trinh ky

G -
File trinh ky NG ki Dinh dang file b3 tro ( File khdng dutt qua 100ME

X 123 test.pd

File dinh kem e i W Dinh dang file hd tro

X Mau van ban phuc dap nhieu chi nhanh test.pdf

LA

[ qud 100ME
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PrT——— TAEM TOOGE U0 77 T 224 = THAY 18 3320 FEi U000 IUsy
84: 403 VH-HC Ha Néi, ngay  thang mim 2017
wiv: Phie dap vin ban xin nghi giac dich

Einh giri © ME Cam Ranh Chi nhanh Bién Bién Pha

Khdi Vin hanh d3 nhin degc vin bin xin nghi giao dich séng thi Bay cia MB
Cam Ranh, Chi nhanh Dién Bign Phi, khéi Vin hanh cé ¥ kign nhwr zau:

4. Tmﬂg trrdng ]:m'p_n:h da i"hi #fianh phéi hop véi TTDT,

ban t& chuire héi nghi a2 thud't '-Eﬂ 0

Tran trong.
Noi nhin: TRUGNG PHONG
- Whr fram;

_Khéi MLPP, T€ Q. CRAE@

- Cae dom vl trén .-..4 hé thons {
- L VH, HC.

No signature

Trén Piec Son

Nai iw Man Yodn Todn
Luwu y: Cac nghiép vu xét duyét, ky duyét, tir chdi, ban hanh vin ban song song gidng
vo1 nghié€p vu cua van ban trinh ky thong thuong
4.1.4.  Timkiém vin ban trinh ky
Ngudi ding c6 thé tim kiém van ban theo 2 cach:
- Ciach 1: Tim kiém nhanh

Buwdc 1: Nhap thong tin tim kiém vao 6 Tim kiém nhanh

# | [2 Vanbantinhky X Nhap $6 ky hi¢u vin ban/

voiEn Tt ; Trick yén 2 dung
@ KYDIENTU » Vanban trinh ky ‘ im kiém

~ TiM KIEM NANG CAO

Danh sach van ban

Trich y&u néi dung van A . L Trang thai - L .
STT Thao tac ¥ N 9 File vin ban Do khan Hinh thie van ban Ngudi ky ~ 9 R B8i tuong dang xirly Ngay tao
ban van ban

Yéu cdu tao van ban . . R e z P - . 05/04/2016

1 = & trinh ky trén VOFFICE file_trinhky_mau.pdf Binhthudmg | Biénban Nguyén Phic bic Chua trinh ky 115517
Yéu cau upcode = Bién ban déi chi€u gita X P - 7 04/02/2016

2 Z & T file_anh chu ky.pdf Khén TCTCN Nguyen Phiic bic Chua trinh ky T

1 n [1-2/2]
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Buwde 2: Nhan nat E hodc enter dé hé théng tim kiém van ban. Két qua tim kiém
hién thi & Danh sach van ban .

- Cach 2: Tim kiém nang cao

“ TiM KIEM NANG CAD

Buwéc I: Click vao nt dé hién thi man hinh tim kiém nang

cao
Buwéc 2: Nhap thong tin vao man hinh tim kiém, nhan nat Tim kiém dé hién thi két

qua:

(@ KYDIENTY » Vanban trinh kj

Thong tin tim kiém

S8, ky hiéuvan ban \ | Hinh thoevan ban — chon—

Trich y&u ndi dung van ban Trang théi van ban Chua tri i ~
Mgay nhan tirngay 22/12/2015 [} DBén ngay 05/04/2016

Q TiM KIEM A ANTIM KIEM NANG CAQ

Danh sach van ban

Trich y&u ndi dung van

) - APl . R S Trang thai . - .
STT Thao tac . Filevén ban B0 khan Hinh thic van ban Ngudi . Bai tuong dang xtr| MNgay tao
bén 0 gudn ky vén ban ong dang xuly gay
Yéu cau tao van ban 05/04/2016
1 & & trinh ky trén VOFFICE file_trinhky_mau_pdf Binhthutmg | Bién ban Vii Quang Chic Chua trinh ky B
(test)
2 @ 9 EBUFE?SEUPCME file_anh chu ky pdf Khan T (i (@ g Nguyén Phic Biic Chua trinh ky A

TCFCM 10:53;
1 1 [é]

4.1.5. Trinh ky van ban

C6 3 cach dé trinh ky vin ban:
- Cach 1: Trinh ky tir man hinh danh sach van ban

~

Buwoc I: tir man hinh Danh sach van ban, click vao nuat

# | [2) van ban trinh ky x

(@ KVOIENTU » Vén ban trinh ky S kY hiéu, trich yéi ndi dung, ID vén ban, nguds ky E

Danh sach van ban trinh ky

Trich yéu ndi dury Trang thai Bai tudng dang chd
STT Thao tac b g < Ly

vén ban G khan Hinh thirc van ban Ngudi ky v bin K Ngay tao Ei o 5
1 @ @ ) | 1128 Tétrinhxin kinhphi2 Binh thwdng | Bdo cdo Nguyn Thi Thu My | Chiza trinh ky 09]1!51‘?32-%}47 123 test.pdf
T trinh xin kinh phi o 5 G PR 2 - F—— 5 09/10/2017
123 test.pdf
2 @ @ 1110 3o tao 1 Binh thudng | Bao cdo Nguyen Thi Thu May | Dang x Iy Nguyen Thi Thu May 153908 p

. - R . A \ , v BU”Q y R A
Buoc 2: Khi thong bdo Xac nhan hién thi, nhan vao nut dé thuc hién

trinh ky van ban.
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Xac nhan

9 B£ong chi cd mudn trinh ky ?

- Cich 2: Trinh ky khi mé chi tiét viin ban

Budc I: Click vao Trich yéu noi dung & Danh sach vin ban

@ | [2 vén ban trinh ky %

(@ KYDIENTLY » Van ban trinh kj Click vaa trich v&u ndi dung van ban SEky hiéu, trich yéi ndi dung, ID vin bén, ngudi ky E

“ Tim kim néng cao

Danh sach vén ban trinh ky (21) ~
STT Thao tac D D yié'u néig,v*,/ D6 khan Hinh thifc van ban Ngudi ky Tr?ng t‘hé'\ Bl tlr(jngldang & Ngay tao File van ban
vankii van ban ky
I @@ 1128 Tdwimhxinkinhphi2 Binhthusng  Bdo cdo Nguyén Thi Thu M8y Chua trinh ky 091@1,‘3;'32_‘3]27 123 test.pof
2 @ & 1110 }g;@',';oh fi" Kohphl | g thing | Bdo cdo Nguyén Thi Thu My | Dang xirly | Nguy&n Thi Thu My 091"51,‘;’92_%;7 123 test.pdf
T r
. C o R SV . F Bl - Trinh ky P
Buwoc 2: Khi man hinh Chi tiét van ban hién thi, nhan vao nuat dé thuc
hién trinh ky van ban.
LUI v DA i ROy an L - R vai YUUL W Ry GUYSH sy iy wyay au Uz LU ULy
hanh - HDQT, BKS, Hdi 57 -
Ngan Hang TMCP Quan Dai
Ban hanh ty déng Tu déng chuy&n
van ban
Van ban lién ké
File trinh ky 123 test.pdf
Danh sach ky ban hanh (1) ~
Trang thai  Théi gian x( Hién thi
STT Thao tac Ngudsi ky Chifc danh ran,g ) @ |glan * Ghi chu Ie? ,! File dinh kém
XU ly by chir ky
Can bd quan Iy - Phang
T s Hanh chinh - Kh&i vVan hanh - N
1 Nguyen Thi Thu May HBQT, BKS, Héi 53 - Ngan Chura xr Iy Khdng
Hang TMCP Quan Bgi
Danh sach ky duyét (0) v
Danh sach xét duyét (0) v
Danh sach ky nhay (0) v
< Trinh ky il @1 Sao chép
4 . Ay /4 > by N n & - \ N > w 3
- Cach 3: Trinh ky ngay ¢ man hinh thém méi hoic man hinh sira viin ban
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# | [2 van ban trinh kj x
[ kY OIENTU » Vén ban trinh ky

Théng tin trinh ky (Xem cdc loar bidi méu vén bén )

Trich y&u né‘:\ dung van Nhép trich yéu ndi dung vén ban 94 mét” e ChOR - |~ Lus i Chon dting &6 mét trudc ki trinh
ban (250) - o
Noi dung (500) " 94 khén * — Chop — |~

Nhdp ndi dung van ban
File trinh ky *

File dinh kem

Nganh * = Chon - ~ | Filebiéu mdu phu luc @ Binh dng fle 16 tra  Fie ktong cut s 1
N P— - Chon file i
Hinh thic van ban ™ e Chon — - - dog, docy, xls, s, ppl, pobe, msg, b, ot
Vén ban dinh kem S
Ky hiéu van ban * Nhép ky higu vén bén & Chon vén ban

Ban hanh tw déng @ [

Trinh ky song song @

Danh séch cé nhén ky duyét (0) | chon ca nhan ki duyét | Ho tén, md nhan vidn, email, 56 dién thoai (] A
STT  Thao tic Ngudi ky € Ban vi Hién thi cht ky  Ban hanh
Danh séch rng!
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4.1.6. Thém méi va trinh ky song song

Chtrc ning nay cho phép khi trinh k¥ vin ban nguoi trinh ky ¢6 thé chon nhirng
nguoi ky duyét vao cting nhém ky c6 thé ky vin ban song song voi nhau ma khong
can doi theo thir tu ky trudce sau.

Bat ky user nao ciing c¢6 thé sir dung chirc nang nay khi trinh ky

Muc dich cua chirc ning nay 1a dé giam thoi gian ky duyét cua vin ban.

Vi du: Trinh ky vin ban cho A, B, C, D. Trong 6 A 1a nguoi ky dau tién thudc
nhém 1; B, C chon cung 1 nhom ky 1a nhém 2, D 1a nhém 3. Khi van ban trinh ky va
lanh dao A ky xong thi B, C déu nhin thy vin ban dé ky va B, C c6 ky cung 1 luc
hoic ky bat ky ltic nao ma khong can phai tudn theo thir ty A -> B -> C. Sau khi B, C

ky xong van ban s& duoc chuyén téi D

bé stir dung chirc nang nay nguoi dung thuc hién theo cac budc sau:

Buwdc I: Vao menu Ky dién tr -> Van ban trinh ky. Click icon dé thém moi vin
ban trinh ky.

[, vén ban trinh ky

|56'ky hiéw, trich yéisnéi dung, 1D vén bén ‘ E

~ Tim ki€m nang cao

@ KYPIENTU » Vénbantrinhkj

Click d& mé man
hinh trinh ky

Danh séch van ban trinh ky (16)

Trich y&u ndi dung Trang théi Bai tuong dang chiy

STT Thao tdc ID . D6 khan Hinh thit van ban Ngudi ky . Ngay tao File vén ban
van ban : Ik van ban ky i
. hanhpt27_check vb PR o . z e - N 05/06/2017 | yanh pdf
1 ® 4 @& 91604 ban hanh lizn k& Haa tdc Gidy uy quyén Nguyén Phuc Dlc D& ban hanh 16:58-20 -p!
2 @ 4 @ 91601 hanhpt27.vb0506.0 | Hoatdc Cong van Binh Ngoc Tudn 3 ban hanh 051’592’12,2;7 Hanh.pdf
3 1 otepp  MENAPtE7_chuynwb e ko Chithi Nguyén PhicBic | D3 ky duyét 05/06/2017 ' 1yanh paf
® 4 B tre khi ban hanh ) Uy’ Ve 15:34:08 T
4 @ @1 91599 hanhpt27_vb 0506_8 | Hdatic congvan Nguyén Phiic Bic 9a ban hanh 051;;?1;2;7 Hanh.pdf
5 ® 4 @ 91597  hanhpt27_vb 0506_6 Hoa tic congvan Nguyén Phiic Bic & ban hanh 05/96/201 T H i)
15:04:30
6 ®& @ 7] 91596 hanhpt27_vb 05067 | Hdatdc cong van Binh Ngoc Tudn Dang Xty Uﬁf_?ﬁsy Hanh.pdf
7 @D @ 91505 hanhpt27.vb0506.6 | Hoatfc congvan NguyénPhicBic | Bjtirehdi O/R0I20NT | Hann.paf
l 8 @ D @ 91504 hanhpt27 vb0506.6  Héatde Céng van NguyinPhicBic | Bitirchdi 051’3_2’12_10;7 Hanh. pdf
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Buwdc 2: Check chon Trinh ky song song dé chon tir loai trinh ky thong thudng sang
trinh ky song song -> Chon danh sich ngudi can trinh ky

# | [2) Van ban trinh k¥

@ KVDIENTU » Van ban trinh ky u

Nganh * €éng nghé thong tin - Binh dang file hé tro ( File khéng dupc qué 100MB): pdf, vpdf
Hinh thirc van ban * Béo cdo - Van béan dinh kém
Ky higu van ban * BC-123
Banhanhtudong @ [ Check chon dé
chon trinh ky Cpohn d.a”;].
song song é%c _Chakn‘ an
Trinhky seng song @ F & trinh ky
Danh sach ca nhan ky duyét (5) |Chan cé nhén Ky duyét Ho tén, m& nhan vién, email, s6 dién thoai i}
STT Thaotidl Nhém kj song song Ngudi ky @ Pon vi Hién thichirky  Ban hanh
1 ] Nhém 1 ~ || Vi Quang Chiic ¥ || — Chon don vi— ~ r [l
2 o] Nhém 2 ~ || Nguyén Quang Hanh 4 &  L&nhdao-Nhém s&n phdm 1 - Trung tam Phan mém Van phong dién té-TTPM1-" ~ |} &
3 "o Nhém 3 ~ || B6 van Hign 4 ¥ | — Chondonvi— ~ r el
4 I Nhom 4 v || L& Cao Cuimg 4 ¥ Truong san pham - Nhdm san pham 2 - Trung tdm Phan mem Van phong dién tir-T1 ~ |} o
5 oW Nhém 5 ~ || VU Binh Ludn 2 — Chon don vi — v - ol

'Tu’dfmg chuyénvanban @

®

Mic dinh ban dau khi chon ky song song thi nhém ky s€ tu dong danh s6 thur tu

theo s6 ngudi trong danh sach, s6 thir tu s& bat dau tir 1.
Nguoi dung c6 thé thay d6i thir ty ky va sip xép lai ca nhan vao timg nhom ky.
Pé thay doi nhom ky ngudi ding c6 2 cach:

Céch 1: Click vao combobox dé chon nhém. Vi du: DS Vin Hién dang ¢ nhom 3,
mudn chuyén sang cing nhém 2 thi chon nhém 2

Cach 2: Giir chudt trai dé kéo tha ca nhan vao vi nhom mong mudn. Vi du: P Vin
Hién dang ¢ nhém 3, mudn chuyén sang cting nhom 2 thi giit chudt sau d6 kéo 1én trén

Nguyén Quang Hanh sau d6 tha ra

Sau khi chon nhém va kéo tha, danh sach nhom sé sfip Xép theo tht tu tir nhém 1 dén

nhoém n
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#  [2 vanban trinh ky <
BE

ik dang file A8 tror( Flie khéng duoe qus 100ME'): paf, vpaf

# KYDIENTU » Van ban trinh ky

Nganh* céng nghé théng tin v
Hinh thic van ban Baocdo - vén ban dinh kem
Ky hiéu van ban * BC-123

Banhanhtudéng @ I

Git chudt trai d& co
thé kéo tha cd nhan
Ién vi ti mong muén

Trinh ky song song @ W

Danh sach cd nhan ky duyét (5) ‘Chnn ca nhéan ky duyét Ho tén, mé nhén viéa ghail, s6 dién thoai [i] ~
STT Thaotdc Nhémky song song Ngubi kj @ Do vi Hién thichirky  Ban hanh
1 5] Nhém 1 ~ | viiQuang Chic — Chon don vi— ~ r [l
2 o] Nhém 2 ~ | Nguy&nQuangHanh 4 B4 VanHién| Lanh dao-Mhém san pham 1- Trung tam Phan mém Van phang dién ti-TTPM1-" ~ m] &
3 B hhdm 3 D6 Van Hign A & || —Chondonvi— ~ r o
4 & ::Z; ; 4 &  Truong san phdm- Nhém san phdm 2 - Trung tam Phan mém Van phong dién tir-T1 v r (el
5 o} Nhém 3 Vi i x an + — Chon dom vj — ~ r c
Nhém 4
Nhém 5 - —
Tuddng chuyén van ban & — [ Click vao day
dé doi nhém [:g
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Khi chon nhém ky thi cin liu y:

- Doivoi nhom ky cuoi cung: Khong thé chon nhiéu nguoi vao cung nhom cuoi
cung vi nguoi cuoi cung la nguoi ky ban hanh nén chi duoc phép co 1 ca nhan
duy nhat.

- Doivoi cac nhom ky o gitra: Co thé co 1 hoac nhiéu nguoi ky vao cung 1 nhom,
ty vao nguoi sur dung lua chon.
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Buwdc 3: Nhap cac thong tin hop 1€. Click Ghi lai hodc icon Save dé luu lai van ban

trinh ky. Click Trinh ky dé trinh k¥ vin ban

# | 2. vanban tiinh ky >
& KYDIENTU » Vanban tinh ky

Nganh Congnghe hong in . o aang e Fiiing g Lo

inh thic van ban * . 5n ban dinh ke Click @& Iru
Hinh thicvén ban Baocéo - Vé&n ban dinh kem

lai van ban
Ky hiéu vén ban * BC-123

Click dé trinh ky

Ban hanhtyddng @ van ban

Trinh ky song song @ W

Danh sach cé nhan ky duyét (5) |chon c4 nhankyduvét | He tén, 1]
STT Thaotdc Nhémky song song Ngudi ky @ Bonvi Higénthichirky Banhanh
1 7] Mhém 1 ~ || Vi Quang Chiic & | Truong san pham - Nhém san phém 1- Trung tam Phan mém Van phong dién tir- T1 ~ r o
2 3§ Nhém 2 ~ | Nguyén Quang Hanh 4 &  Léanhdao- Nhém san phdm 1 - Trung tm Phan mem Van phong digntl-TTPM1-" [} &
3 B Nhém 2 ~ || ViiDinh Ludn # &  CTVnghiépvu_gidi phap san pham - Nhém san phdm 2 - Trung tdm Phan mém Van v r o
4 1z Nhém 2 ~ | | LéCao Cubng 4 &  Trutng s&n phdm- Nhém san phdm 2 - Trung tam Phan mém Van phang dién tir-T1 ~ r ol
5 5} MNhém 3 ~ | D& Van Hién »~ (Khdng cé théng tin chiic danh) - Trung t&m Phdn mém Van phong dién té-TTPM 1~ - o

lTu’d@ng chuyénvanban @

&

B Ghilai

Sau khi trinh ky xong van ban, thir tu ky s€ tuan thu theo nhom ky. Nhom 1 ky
trudc sau d6 moi téi nhom 2. Nhiing ca nhan trong ciing 1 nhom co thé dong thoi ky
ma khong can phai chd t6i luot.

4.1.7.  Xem chi tiét viin ban

Buwéc I: Tim kiém van ban (nhu trén)

Budc 2: Trén danh sach van ban, click vao Trich yéu ni dung cua van ban muon

xem chi tiét -> Man hinh Chi tiét hién thi:

@ | [2 van ban trinh ky %

(@ KVOIENTU » Vin bén trinh kY Click vao trich véu ndi dung van ban S8k hiéu, trich yéi ndi dung, ID vén ban, ngudi ky E
Danh sach van ban trinh ky (21)

Trich y&u ndi du=3 Trang thai D4i tugng dang chd

STT Thao tac D g D& khan Hinh thifc vén ban Ngudi ky W Mgay tao File van ban
vankZin van ban ky
1 Feh 1128  Td trinh xin kinh phi 2 Binh thuting  Bao cdo Nguyén Thi Thu My | Chua trinh ky 091'/‘51(‘)"’32%27 123 test.pdf
Td trinh xin kinh phi . N . 5 . N e 5 . N 09/10/2017 123 test pdf
2 @ A 1110 ddo tao 1 Binh thudng  Bdo cdo Nguyén Thi Thu Mdy | Bang xu' ly Nguyén Thi Thu May 15:39:08 3 P
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Xem thong tin chi tidét X

Théng tin trinh ky L 2 Kidm tra 06 mét cia vén bana
Trich y&u ndi dung T& trinh xin kinh phi d4o tao 1
vdan ban
Ndi dung Td trinh xin kinh phi dao tao 1
ID van ban 1110 Hinh thirc van  Bdo cdo Nganh Chién Iugc
ban

Trang thai vdn Dang xur Iy D§ mat Binh thudng D6 khan Binh thuding
ban
Pan vi trinh ky B phan van thu luu trif - Phong S, ky hiéu van  BC- Sd ddng ky

Hanh chinh - Khéi van hanh - ban

HDQT, BKS, HGi S& - Ngan Hang
TMCP Quan Bgi
Pan vi ban hanh  Phong Hanh chinh - Khéi Van Ngudi trinh ky  Nguy&n Thi Hudng Giang Ngay tao 09/10/2017
hanh - HBQT, BKS, HGi 54 -
Ngan Hang TMCP Quan Bdi
Ban hanh twr déng Ty ddng chuyén
vdn ban
Vén ban lién k&

File trinh ky 123 test.pdf
Danh sach ky ban hanh (1) ~
Trang thai  Thdi gian x(¥ Hién thi
STT  Thao tac Noudi ky Chic danh ran’g . ! |glan X Ghi chu ‘EE ,! File dinh kém
XU ly by chif ky

Can bd quan ly - Phong
4.1.8. Hiiy ludng ky

He¢ thdng cho phép ngudi trinh hiy ludng ky khi ngudi ky cudi chua ky van ban.

Budc 1: Tt man hinh danh sach, nhén biéu tuong ©

A | [2 van ban trinh kj x

(@ KV BIENTU »  Van ban trinh ky E SEky hiéu, trich yéu ndi dung, ID vén ban, ngusi ky E
Click vao day dé hiy ludng ky

Danh sach van ban trinh ky (21) -~

Trich y&u ndi d . Trang thai B3i tugng dang chd .
STT Thao téc D Vu B4 khan Hinh thifc vén ban Ngudi ky M 9 . . g’ 9 Ngay tao File van ban
Vi 4 van ban ky
1 EFedaq 11227 T8 trinh xin kinh phi 2 Binh thudng | Bdo cdo MNguyén Thi Thu May | Chua trinh ky 091”51(:;;2_%1‘7 123 test.pdf
Td trinh xin kinh phi o 3 o 5 . o . 5 . o 09/10/2017 123 test pdf
2 @ @ 1110 30 ta0 1 Binh thudng  Bdo cdo Nguyén Thi Thu May | Bang xU Iy Nguyén Thi Thu May 15:30:08 P

Budc 2: Chon Ddng ¥ khi hé thong hién thi xac nhan:

Sau khi huy ludng thanh cong, nguoi dung cé thé trinh ky lai van ban vira hity bang cach nhan

N L2 n , - X , ﬂTrinh plﬂi R R .k -
vao bicu tugng 2 trén danh sach hoac nhan nut trong man hinh chi tiét van

ban.
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# | [2 VBn ban trinh ky
(@ k¥DIENTU » Vin ban trinh ky

Danh séch v&n ban trinh ky (21)

rich yéu ndi dung
van ban

STT Thao tac D6 khan Hinh thifc van ban Ngudi ky

1 @ T4 trinh xin kinh phi 2 | Binh thudng | Bdo cdo Nguyén Thi Thu May

T& trinh xin kinh phi 5 2 G P &
2 déo tao 1 Binh thudng | Bao cao Nguyen Thi Thu May
3 4 1127 | testtrinh chithoaltk | Binh thudng | Bdo cdo Lai Thi Kim Thoa

hanh - HDQT, BKS, HGi 56 -
Ng&n Hang TMCP Quéan Ddi
Ban hanh ty déng Ty déng chuyén
van ban
Van ban lién ké

File trinh ky

123 test.pdf

Danh sach ky ban hanh (1)

5 o (10 . Trang thai  Thai gian xcr
STT  Thao tac Nguiai ky Churc danh o .
XU ly Iy
Cén bd quan ly - Phdng
1 Nguyén Thi Thu May Hanh chinh - KhSi Van hann Chura xi ly

- HDQT, BKS, HAI 53 - Ngan
Hang TMCP Quén Déi

Danh sach ky duyét (0)

Danh sach xét duyét (0)

Danh sach ky nhay (0)

(] +]

Trang thai B8i tugng dang chd . e
N . Ngay tao File van ban
van ban ky
s - 09/10/2017 3
123 test.pdf
Chua trinh ky 15:43:04 3 et
=2 (s (15 09/10/2017 123 test.pdf
Bé hiy ludng 15:39:08 est.p
— 5 09/10/2017 123 test.pdf
85 ky duyét 10:19:50 sty
) Hién thi P
Ghi chi s File dinh kem
chif ky
Khéng

| |56 ky? hidu, trich yéir néi dung. 10 véin bén, nguts ky |E

Sau d6 hé théng hién thi man hinh trinh ky da dién sdn thong tin van ban, tuy nhién phai chon

lai file trinh ky. Céac thao tac nhap va trinh ky tuong tu nhu lic thém méi van ban trinh ky.

4.1.9. Thay nguoi ky

Chtre ning nay cho phép ngudi trinh ky thay nguoi ky khi ca nhéan trong ludng ky bi

thay d6i don vi (don vi lic trinh ky khac don vi hién tai).

Pé thyc hién chirc ning nay nguoi dung thuc hién céc thao tac sau:

Budc 1: Dang nhap véi tai khoan bat ky, vao menu Ky dién tir -> Vin ban trinh ky ->

Xem chi tiét van ban bat ky
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CTV nghiép vu_ki&m thir
ph&n mém - Mhém Dur &n -
1 « L& MaiHanh Trungtam Phanmem Van | o, o e Khéng
: phong diéntlr-TTPM 1 -
Trung t&m Phan mém
Viettel1
Danh sach ky duyét (2) ~
Trangthdi  Thoig Hién thi -
STT  Thaotdc Ngui k§ Chire danh rang tha 1gtan Ghichd EEL Anhky File dinh kém
XUr by Xurhy chir ky
TT - Nhém Du &n
- Trung t&m Phan
) o mém Van phang \p . . L
1 @ = [Eal | DinhNgoc Tuidn dién tir-TT PM 1 Churaxir ly Co Anh ky loai 1
- - Trung tam Phan
Hién thi icon & mém Viettel 1
nhing ca nhén bi CTV nghiép
thay doi don vi vu_ki€m thir phan
mém - Nhém Du
) an - Trung tam .
2 & Nguyén Thi L& Hong Ph&n mém Van Chura xir Iy cé Anh ky loai 1
phong dién tir-
TT PM1 - Trung
t&m Phan mém
Viettel 1
Danh sach xét duyét (0) e
Danh séch ky nhay (0) ~

Buwdéc 2: Click icon = dé chon nguoi ky méi.

Chon déi tugng ky Pl

 Tép doén Vién théng Quén 4| Tim kigm trong don vi: Nhém Dy &n A

=+ Kn8icoquan Tap doan

| Ho tén. md nhén vién, email, s8 dién thoai ‘

“ Hi&n thi fim ki€m néng cao
=+ Céng ty Bat ddng san Viettel

+ Céng ty Truy2n théng Viettel Danh sdch nhan vién (da chon: 1) (NRED dip chudt véo bén ghi dé'chon nhanf)) A
=+ Vién Hang khdng vil tru Viettel

= Kh@i don vi Hach todn phu thudc

4+ Téng cong ty Mang ludi Viettel

Burgc phép chon ca nhan
trong toan Tap doan

+ Téing efing ty Vién théng Viettel

) e ) STT  Manhanvién Ten day du Chic danh BDon vi Email S0 dién tho..
= Vién Nghién ctiu vi Phét trién Viettel
+ Hoc vién Viettel [l 1 132418 Trén Van Bang Ky suwrPhat . | Trolynghi..  bangtvd@.. 987806506
+ Trung tam An ninh mang Viettel & 2 190400 Nguyén Tich Ba CTV nghié.. Trolynghi.. bant4@vie.. 0981314868
= Trung tdm Céng nghé thing tin Viettel 2 [ 3 097601 Pham Thi Héng Chu_. | K§ suKigm_  Trglynghi.. chungpth.. | 0973116075
+ Trung t&m Céng nghé théng tin Viettel 3 ol 4 197107 | NguyénHiuCutmg  KyswPhat.. Trolynghi.. cuongnh22.. 016887755..
+ Trung tam Céing nghé va quan Iy chit lugng phén & 5 158111 | Nguyén Van Dat Ky suGidi.. Trglynghi. datnvb@vi.. 0086565786
mém
) e 6 195256 L& ThiHa CTVnghié.. |Trolynghi. halt19@vi.. 016496177..
=+ Trung tm Gidi phap CHTT va Vién théng Viettel
N R [ T 174058 L&Mai Hanh CTVnghié.. |Trglynghi.. hanhim5@.. 0976804063
=+ Trung tdm Khéng gian mang Viettel
+ Trung tam Nghién ctu cbng nghé mang Viettel [ 8 197117 Pham Thi Hanh CTVnghié. Trolynghi. hanhpt27.. 0076636353
+ Trung tam Nghién ciiu thigt bi théng minh s ¢] 204709 Vi Trung Hiéu Ky surGidi .. | Troly nghi.. | hieui6@vi.. 0912890967
+ Trung tdm Kinh doanh san ph&m cdng nghé cao o 10 196232 Mguyén ThiLéHbng | CTVnghié  Trglynghi_  hongntl@v_ 0933666369
Viettel

-

120> || » [1-10/15]
4 Trung tam Nghién clu va phét trién vi mach Viettel

= Trung tAm Phan mém Viettel 1

=+ Kndicoquan-TTPM 1

Budc 3: Check chon ca nhan bat ky va click Pong ¥
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CHE Ui Ry TS LI RY Tau. pun

Danh sach ky ban hanh (1)

Trangthdi  Thdi gian xd Hién thi
ST Thaotac Ngusi ky Chacdanh METIUEE e Ghi chu . File dinh kém
xurly Iy chirky
CTV nghiép vu_kigm thir
phan meém - Nhom Durén -
P Trung tdm Phan mém Van - -
1 ® = L& Mai Hanh phong dién tr-TTPM 1 - Chua xtrly Khéng
Trung tAm Phan mém
Viettel 1
Danh sach ky duyét (2)
Trangthai  Thédi gian i Hi&n thi .
STT  Thaotéc Ngubi ky Chie danh o 7 Ghi ch . Anh ky File dinh kém
XCr 1§ Iy chirky
1 ® = [Ea Nguyfn PhicBic Trutmg Trune| v || Chua xcrly cé Anh ki lpai 1

CTV nghiép
wvu_ki&m thirphan
meém - Nhom Dur
an-Trung tdm

2 ® = [(a NguyénThiL&Hbng Phan mém Van Chua x(r1y co Anh ky loai 1
phong dién ter-TT
PM 1 - Trung tdm
Phan mém Viettel
1

Chivc danh cla
ngurdn ky mé

Anh ky clia
ngwon ky ma

Danh sach xét duyét (0)

Néu nguoi ky cii ¢ duoc check chon Hién thi anh chit ky khi trinh ky thi khi thay
sang nguoi ky mai thi nguoi ky méi cling mac dinh dugce hién thi Anh chit ky loai 1.
Cot Chuc danh hién thi tat ca vai tro 1anh dao, thu truong va nhan vién ¢ tat ca cac don
vi cua nguoi ky moi.

Buwdéc 4: Click Cap nhat dé luu lai thong tin ciia nguoi ky méi

29/53



File trinh ky file trinh ky mau.pdf

Danh séch ky ban hanh (1)

Trang thdi  Thii gian xdr Hign thi
STT Thao téc Ngubi ko Chix: danh . e Ghi chi N File dinh kém
xurly Iy chi¥ ky
CTV nghiép vu_kifm thir
phén mém - Nhém Duén -
P Trung tém Phan m&m Van Gm 5
1 [ =1 L& Mai Hanh phiing dién tir- TT PM 1 - Chura xur Iy Khéing
Trung tém Phén mém
Viettel 1
Danh sach ky duyét (2)
) Trangthdi  Thai gian xir Hign thi .
aTT Thao téc MNguii ky Chix: danh . . Ghi chi — Anh ky File dinh kém
xirly I¥ chirky
1 ® — @  Nguyén Phic Bit Truting Trung| ~ | | Chua xirly cé Anh ky loai 1
CTV nghigp
vu_ki€m thirphan
mém - Nhém Du
. &n - Trung tém .
z & — [l Nguyén Thi LE Hng | PhEn mém VWan Chusa wir I Co Anh ky loai 1

phing dién tir- TT
PM 1 - Trung tdm

Ph&n mém Viettel
1

Danh sdch xét duyét (0)

Click @é Iwru

Danh sdch ky nhéy (0) lai théng tin

— Tirchdi ky B cép nhat

Sau khi Cap nhat thanh cong. Néu nguoi ky méi da toi luot ky thi hé thong s& giri tin
nhin trinh ky toi nguoi ky méi, néu ngudi ky méi qua van thu thi s& giri tin nhan trinh
ky t&i van thu.

4.2. Van ban ky duyét

42.1.  Tim kiém vin ban ky duyét
Ngudi ding c6 thé tim kiém vin ban theo 2 cach:

- Céach 1: Tim kiém nhanh

Budc 1: Nhap thong tin tim kiém vao 6 Tim kiém nhanh

A [y van ban ky duyét x

‘@ KYDIENTU » Van ban kj duyét E| S5 ky? hiéu, trich yéu ndi dung, ID vén ban, ngudi ky ‘m
i W
Danh séch vén ban trinh ky (1) 1. Nhép thdng tin tim kiem vao & nay |
Trich y&u ndi dur T thai xu ~ .
STT Thao tac D e :;: E;: s B4 khan Hinh thuc van ban Ngudi ky rangw e Ban vi trinh ky ngay nhan File van ban
R . 2. Nhan nit nay hodc enter l
Td trinh xin kinh phi N N P i N < /2017 -
- N N 123 test.pdf
1 v 1129 @30 tao théng 08 Binh thuGng  Béo cao Nguyen Thi Thu May 3:54 3 test.p
Wyall any e
Quan Bgi
1 /1 [1-1/1]
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Buwdgc 2: Nhan nut E dé hé théng tim kiém vin ban. Két qua tim kiém hién thi ¢
Danh sach van ban .

- Cach 2: Tim kiém nang cao

v TiM KIEM NANG CAD

Buéc I: Click vao nit dé hién thi man hinh tim kiém nang

Ccao
Budc 2: Nhap thong tin vao man hinh tim ki€m, nhan nit Tim kiém dé hién thi két
qua:

A [ van ban ky duyét x

 KYBIENTU » Vén ban ky duyét

Théng tin tim kiém

S8, ky higu van ban ‘ | Hinh thiic van ban - T8tcd — v
Trich y&u ndi dung van ban Trang thai xir Iy Chd ky duyét v
1D véin ban Ngay nhan tir * 25/09/2017 (M) dén* | 09/10/2017 ]

& Xuft bdo cdo  An tim kiém nang cao

Danh séch vén ban trinh ky (1)

Trich yéu n6i dung Trang thai xcr

STT Thao tac D Sn b D6 khan Hinh thirc van ban Ngudi ky W Badn vi trinh ky Ngay nhan File van ban
vén ban ly
BG phan van thu luu
trir - Phéng Hanh
Td trinh xin kinh phi . . N < ) N \ .,  chinh - Khdi Van hanh | 09/10/2017
- N 123 test.pdf
1 v 1129 G50 tao thang 09 Binh thudng | Béo cao Nguyén Thi Thu May | Chg ky duyét | HBQT, BKS, HOI S - 17:38:54 3 P

Ngan Hang TMCP

Quan Bdi

1 /1 [1-1/1]
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4.2.2.

Xem chi tiét van ban

Buwée 1: Tim kiém vin ban (nhu trén)

Buwdoc 2: Trén danh sach van ban, click vao Trich yéu ndi dung cua van ban muon

xem chi tiét -> Man hinh Chi tiét hién thi:

# | [ Vén ban ky duyét x

@ kYOIENTU » vén ban ky duyét

Nhan vao trich yéu néi dung
van ban

Danh sach van ban trinh ky (1)

Trich yéu néi dung

Trang thai x

E‘ |56°ky? hiéu, trich yéis néi dung, ID vén bén, ngusi ky |E

STT Thao tac D L. M thifc van ban Ngudi ky . Ban vi trinh ky Ngay nhan File vdn ban
van ban Iy
i B6 phéan van thu luu
trit - Phong Hanh
Td trinh xin kinh phi N . I 5 . N o .+, chinh - Kh&i Van hanh | 09/10/2017 .
1 - 129 | o 20 thing 09 Binh thudng  Bdo cdo Nguyén Thi Thu Mdy | Chd ky duyét  ~ HOQT, BKS, 10153 - | 17:38:54 123 test.pdf
Ngén Hang TMCP
Quén Bdi
1 /1 [1-1/1]
Xem thdng tin chi tiét Ml
Thdng tin trinh ky Lutt f: Kiém tra dd mét cda van ban
Trich y&u ndi dung T& trinh xin kinh phi dao tao thang 09
van ban
Noi dung Td trinh xin kinh phi dao tao 1
ID van ban 1129 Hinh thic vdn  Béo cdo Nganh Chién Iurge
ban
Trang thai van Dang xir Iy Do mat Binh thuding Pd khan Binh thudng
ban
Dan vi trinh ky B phan van thu Iuu trif - Phéng 50, ky hiéu van BC- S6 dang ky
Hanh chinh - Khdi Van hanh - ban
HEQT, BKS, Hi 54 - Ngén Hang
TMCP Quan Bai
Bon vi ban hanh  Phdng Hanh chinh - Khéi van Ngudi trinh ky  Nguyén Thi Hudng Giang Ngay tao 09/10/2017
hanh - HEQT, BKS, HOI 53 -
Ngan Hang TMCP Quan Ddi
Ban hanh ty déng Tu déng chuy&n
van ban
Van ban lién ké
File trinh ky 123 test.pdf
Danh sach ky ban hanh (1)
. o . Trang thai  Thdi gian x(r . Hién thi o
STT Thao tac Ngudi ky Churc danh . . Ghi chd I File dinh kém
XU Iy Iy chil ky

Can bd quan Iy - Phong

4.2.3.

Ky duyét van ban

bé thuc hién ky duyét van ban, nguoi dung thuc hién cac budce:

Budc 1: Dang nhap vao hé théng, vao menu Ky dién tr -> Vin ban ky duyét
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KY DIEN TU

Buwdc 2: Tim kiém vin ban ky duyét
Budéc 3: Thuc hién ky duyét/ Tu chdi van ban
C6 3 cach dé ky duyét:

- Cach 1: Ky duyét bing cach click vao icon Ky duyét & Danh sach

Trén danh sach van ban:

. P L P S A s 2 .
- Click vao nat cta van ban can ky duyét va chuyén qua bwoéc 4

- Click vao nat dé tir chdi ky duyet.

# | [ Vin ban ky duyt x
& kvDIENTU » Vin ban ky duyét

E 56 ky hidu, trich yéu ndi dung. 1D vén ban, ngudi ky E
Danh séch v&n ban trinh ky (1)

Trich y&u ndi dung Trang thai xcr

STT Thao tac L. D6 khan Hinh thifc van ban Ngudi ky ) Ban vi trinh ky Ngay nhan File van ban
van ban Iy
B& phén van thu luu
1rif - Phong Hanh
1 - 1139 |fOMminhxin kin phil | g, thugng | Bdo cdo Nguyén Thi Thu May  Chdt ky duyét chinh - KnGi Van hanh | 09/10/2017 | ;5 test.pdf

dao tao thang 09 - HDQT, BKS, HAi 54 - 17:38:54

Ngan Hang TMCP
Quan Béi

[1-1/1]

- Cach 2: Ky duyét trong file van ban ¢ Danh sach
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Budc 3.2.1: Trén danh sach van ban, click vao Tén file ctia van ban trinh ky -> Man

hinh N6i dung file vin ban hién thi

Buwdc 3.2.2:Click vao nuat dé thyuc hién ky duyét vin ban va chuyén qua buwéc 4.

Click vao nat E dé tir chdi ky duyét.

a R

Vira chiéu réng = =" »

L 4 ¥ Tang

1 frén14 -+

o00Ngaythas Nt 13/08/2016 ] . N } . ) Q
TAP POAN VIEN THONG QUAN POQI | M4 hidu: QT.00.GPCNTT .25

Ngay co hiéu hwe:

wvIETTEL

Ngay hét hidu lwes
A S
Lan ba.n_ han.h__ 6}}-
Trang ‘t«:")ng\s@}rang: 1/14
—
\

QUY TRINH KHUNG VIETTEL AGILE

Hay noi theo cdch clia ban

BANG THEO DOI SUA DPOI N
(:S\'
o @ 3
6N )
STT | Phién ban Noi dung sita dbi ~.7 | Ngay ban hanh
1. 1.0 Tao méi tai liéu & >

- Cach 3: Ky duyét & chi tiét viin ban
Budc 3.3.1: Trén danh sach vin ban, click vao Trich yéu ndi dung cua vin ban. ->

Man hinh Chi tiét van ban hién thj

# | 2L vén ban trinh ky %

(@ KYDIENTU » Vin ban trinh ky

(] +]

| |6 ky hidu, trich yéir ndi dung, ID vén bén, ngul ky |B

 Tim ki€ém ndng cao

Danh séch vén ban trinh ky (21)

. Trich y&u ndi dun o . . - Trang thai Bai tugng dang chg . .
STT Thao tac D Vu N B0 khan Hinh thifc van ban Ngudi ky - 9 R g' 9 Ngay tao File van ban
van ban ; van ban ky
PPy . N P - . . 123 test.pdf
1 [EG ] 1166  Té chic dao taoc 12 Binh thuGng | Bdo cao DG Van Hung Chua trinh ky 171"41(;’4202147 ° »
T Xem thém
& chifc dao tao . . - N ¥ - 17/10/2017
. 5 123 test.pdf
2 Z e @ 1165 thang 12 Binh thuGng | Bao cdo Hoang Thé Anh Chura trinh ky 14:52:28 p
6 chifc dao tao . . - N " - 17/10/2017
(ad ? 123 test.pdf
3 [l 1182 thang 11 Binh thudng | Bao cdo Hoang Thé Anh Chura trinh ky 14:49:47 3 p
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File trinh ky 123 test.pdf

Danh sach ky ban hanh (1) A
Trang thai  Thefi gian xtf Hién thi
STT  Thao tic Ngudi ky Chifc danh ran,g . “ |glan X Ghi chil IED ,! File dinh kém
xUr ly Iy chif ky
Can bd quan Iy - Phéng
PR | Hanh chinh - Khéi Van hanh - n
1 Mguyén Thi Thu Méy |~ HBGT, BKS, Hoi 5 - Ngan Chua xr by Khéng
Hang TMCP Quén D&
Danh sach ky duyét (0) v
Danh sach xét duyét (1) ~
hdi  Thdi gian Hién thi
STT N ky Chifc danh g Thotglanx Ghi chi ST Hle dinh kém
[y Iy chir ky
= . B4 phan van thur luu trif - Phéng H3
1 s"g::e" ThTRaR o - kndi van hanh - HOQT, B el 09#%?_%? Khéng
HOI 5& - Ngan Hang TMCP Quéngai ¥e 8
Danh sach ky nhay (0) v

iy iy

NS v Ky duyet [ , o 2
Budc 3.3.2: Click vao nat dé thuc hién ky duyét van ban va chuyén qua

buérc 4. Click vao niit MRS 13 tir chéi ky duyét.
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Buoc 4.

- Khi nhan Ky duyét hé thong hién thi

Ky duyét van ban

Ghi chii (2000)

Whdp ghi chi

Bink dang file hd tro ( File kidng dutic qus 100MB ):
? chon file
doc, docx, xis, xisx, ppt, potx, pdf, msg, mop. &

(£ Ky duyét # Ky USB Token

> Tiép tuc nhin BENSASEA hojc bl Al (& phé duyét van ban.

Khi chon ky usb token thi can c6 thiét bj usb token, va khi ky s& c6 thém budc nhap

ma pin xac nhan trudce khi ky.

- Néu chon Tir chéi ky, hé thong hién thi:
Tir choi ky duyét

Ly do tir ch&i (1000) *

|Vhdp 1y do tr chéi

BAinh dang file hd tro ( File khdng dutic qus 100M8 ):
% Chonfile
doc, docy, x5, xisx, oot potx, paf, msg, mog, &

@ Tir chii

. ‘. . @ TU choi . ‘.
Ti€p tuc nhap 1y do tir chdi va nhan nit - de hoan tat vi¢c tr chdi ky van ban.

4.2.4. Thay nguwoi ky
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Chtrc ning nay cho phép nguoi ky duyét truc tiép chuyén quyén ky van ban ctua minh

sang cho nguoi khéac.
Dé thuc hién chirc ning nay nguoi dung thuc hién cac thao tac sau:
Buéc 1: Diang nhap véi tai khoan bit ky, vao menu Ky dién tir -> Vin ban ky duyét ->

Xem chi tiét van ban bat ky

Danh sach ky ban hanh (1)

Trangthai Théi gian xd Hién thi
STT  Thaotac Nguti ky Chic danh METIUE R e Ghi chi . File dinh kem
xurly ly chirky
CTV nghiép vu_kigm thir
phian mém - Mhém Durédn -
1 ® L& Mai Hanh Trungtam Phanmemvan | . oo Khon
- phong dién tir-TTPM 1 - Y 9
Trung tdm Phan mém
Viettel 1
Danh sach ky duyét (2)
Trang thai  Thoi gian xtr Hign thi ,
STT  Thaotéc Nguwi kj chic danh a 2 Ghi chd ] Anh kj File dinh kem
xrly Iy chirky
CTV nghiép

vu_ki€m thirphian
mém - Nhém Dur
&n-Trung tam
1 = [ Pham Thi Hanh Pha&n mém van Chua xtrly co Anh ki loai 1
phong dién tir-TT
PM 1 -Trung t&m
Phan mém Viettel
1

Hién thi icon Thay
nguwei ky & chinh
user dang nhap

CTV nghiép
vu_ki&m thirphan
mém - Nhém Dy
an-Trung tam
2 ® MguyBn Thi LEHBng  Phan mém Van Chura xir I cé Anh ki loai 1
phbng dién tér-TT

Bugc 2: Click icon = dé chon ngudi ky moi. Co thé chon nguoi ky trong pham vi

toan tap doan.
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Chon déi tugng ky P
= Ngan Hang TMCP Quan B4 Tim kiém trong don vi: Ngan Hang TMCP Quén Dai A~
=+ CN.TanTao
4 Chi nhénh Quing Binh Tir khéa Ho tén, ma nhan vién, email, s6 dién thoai
+ O HG _A” W Hién thi tim kiém nng cao
+ chint
+ HBQ1 Tich chon nguw&i ky khac
& Test?' Danh séch nhén vién (da chon: 1) (NhEp dip chudt vdo bén ghi 78 chon nhanh) A
*+ CN. Quang Trung STT  Ma nhan vién Tén day du Chific danh Badn vi Email 58 dién th...
=+ Chi nhanh Giang Vo — .
) 1 aintt.bsi Nguyén Thuy Thiy Ai | Can bd qu... | Ban giam ... | Aintt.bsg@... 0989 960 ...
+ Chinhanh Dién Bién Pho o g | auyen Thuy Thiy - g 0@
+ Chinhinh Yan i . 2 andnt.bsg | D0 Nguyen Thanh An | Nhan vién TTKD Khu ... | Andnt.bsg... 0986672272
+ QN 3 thang 2 3 anhvtl.ho | V@ Thi Lan Anh Nhan vién B3 phan Gi... | Anhvtlho..  0988.919...
+ Chi nhénh Tuy&n Quang 4 anhww.md Vi V&n Anh Nhén vién  BS phén S... | Anhvv.md.. 016865856...
+ Chi nhédnh Truging Chinh 5 baitv.thn | Trén Van Bai Nhan vién Phong Kha... | Baitv.thn@... 0167.6993...
+ Chi nhanh Mdng Cai 6 binhnd.hbt | Nguy@n Durgng Binh | Can b8 qu... Ban gidm ... | Binhnd.hbt.. 0983631866
+ Chi nhanh B2o Lic 7 | binhnt.247 | Nguyén Thanh Binh | Nhdnvién  BP. TUvd .. Binhnt.247.. 0938582899
+ N Ham Nghi 3 binhntha  Nguy&n Thi Binh Cénbdqu.. B phdnX.. Binhntho.. 0934589919
+ Chinhdnh Tan Huong P S . .
9 canhntm.bsg | Nguyén Tran Minh C... | Can bd Qu... Phong Kha... | Canhntm.b... 0936582121
=+ CN. Sc Tring
o . 10 chienhv.thn | Hoang Van Chién Nhan vién Phang Kha... | Chienhv.th... 0987806206
= Chi nhdnh Hai B& Trung
=+ vin phong dai dién MNga 1 /836> | » [1-10/8351]
= Chi nhanh Khanh Hai + Bong ¥ X Béng
Je Ie A A \ \ . A s
Budc 3: Check chon cé nhan bat ky va click Bong y
e i Ry IS L Ry mau_put
Danh séch ky ban hanh (1) A
) Trangthai  Théi gian xir ) Hién thi )
ST Thaotac Ngusi ky Chacdanh e 7 Ghi chu - File dinh kém
xurly Iy chirky
CTV nghiép vu_kigm thir
phan meém - Nhom Durén -
P Trung tdm Phan mém Van - -
1 ® = L& Mai Hanh phong dién tr-TTPM 1 - Chua xtrly Khéng
Trung tAm Phan mém
Viettel 1
Danh sach ky duyét (2) A~
Trangthai  Thédi gian i Hi&n thi .
STT  Thaotéc Ngubi ky Chie danh 21 7 . Anh ky File dinh kém
Xirly Iy chirky

1 @® = [(a Nguyfn PhiicBic

2 @ = (@&  MguyénThiL&Héng

Danh sach xét duyét (0)

Trudng Trung, v || Chua xirly

CTV nghiép
wvu_ki&m thirphan
meém - Nhom Dur
an-Trung tdm
Phan mém Van
phong dién ter-TT
PM1 - Trung tdm
Phan mém Viettel
1

Chivc danh cla
ngurdn ky mé

Chua xtrly

c6 Anh ky lpai 1

Anh ky clia
ngwon ky ma
co Anh kyf loai 1

Néu nguoi ky cii ¢ duoge check chon Hién thi anh chit ky khi trinh ky thi khi thay

sang ngudi ky mai thi nguoi ky méi ciing mic dinh duoc hién thi Anh chir ky loai 1.

Cot Chirc danh hién thi tat ca vai trd 1anh dao, th truong va nhan vién & tit ca cac don

vi cia nguoi ky mai.

Buwéc 4: Click Cap nhat dé luu lai thong tin ctia ngudi ky méi
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File trinh ky file trinh ky mau.pdf

Danh séch ky ban hanh (1)

Trang thdi  Thii gian xdr Hign thi
STT Thao téc Ngubi ko Chix: danh . e Ghi chi N File dinh kém
xurly Iy chi¥ ky
CTV nghiép vu_kifm thir
phén mém - Nhém Duén -
P Trung tém Phan m&m Van Gm 5
1 [ =1 L& Mai Hanh phiing dién tir- TT PM 1 - Chura xur Iy Khéing
Trung tém Phén mém
Viettel 1
Danh sach ky duyét (2)
) Trangthdi  Thai gian xir Hign thi .
aTT Thao téc MNguii ky Chix: danh . . Ghi chi — Anh ky File dinh kém
xirly I¥ chirky
1 ® — @  Nguyén Phic Bit Truting Trung| ~ | | Chua xirly cé Anh ky loai 1
CTV nghigp
vu_ki€m thirphan
mém - Nhém Du
. &n - Trung tam .
z & — [l Nguyén Thi LE Hng | PhEn mém VWan Chusa wir I Co Anh ky loai 1

phing dién tir- TT
PM 1 - Trung tdm

Ph&n mém Viettel
1

Danh sdch xét duyét (0)

Click @é Iwru

Danh sdch ky nhéy (0) lai théng tin

H cép nhat

Sau khi cap nhéat thanh cong h¢ théng s& gui tin nhén toi nguoi ky méi voi ndi dung: “Ple
<Tén ngudi ky cii> dé nghi d/c ky thay viin ban cé tiéu dé: <tiéu dé vin ban>”

4.3. Van ban ky nhay

43.1.  Tim kiém vin ban Ky nhay

Ngudi dung 6 thé tim kiém van ban theo 2 cach:
- Cich 1: Tim kiém nhanh

Budc 1: Nhap thong tin tim kiém vao 6 Tim kiém nhanh

# [ van ban ky nhay x

@ KYDIENTU » Vén ban ky nhay

Danh séch vén ban trinh ky (1)

Trich y&u ndi dung

STT Thao tac D .
van ban

Td trinh xin kinh phi

a2 dao tao théng 09

1 -

D6 khan

Binh thuging

Hinh thifc van ban

Béo cdo

Ngudi ky

Nguyén Thi Thu My

56 ky hiéu, trich y8u ndi dung, ID vén ban, nguti ky E

 Tim kifm nang cao

Trang thai xi

¥ Ban vi trinh ky Ngay nhan File vén ban
Iy
B& phan van thu luu
trif - Phéng Hanh
_— chinh - Khéi V&n hanh = 10/10/2017 5
p 123 test.pdf
Dang x| hpor, BKs, HOISG - 08:33:17 5 testp

Ngan Hang TMCP
Quan Boi

[1-1/1]

39/53



Buwdgc 2: Nhan nut E dé hé théng tim kiém vin ban. Két qua tim kiém hién thi ¢
Danh sach van ban .

- Ciach 2: Tim kiém nang cao

v TiM KIEM NANG CAD

Buéc I: Click vao nit dé hién thi man hinh tim kiém nang

Ccao
Buégc 2: Nhap thong tin vao man hinh tim kiém, nhdn nit Tim kiém dé hién thi két

qua:

[ xYBIENTU » Vén ban ky nhdy

Théng tin tim kiém

S8, ky hiéu van ban

Hinh thifc van ban —— Tdted — hd
Trich y&u néi dung van ban Trang thai xir ly Chua ky nhdy ~
ID vén ban Ngay nhén tir * 26/09/2017 £) dén” | 10/10/2017 o}

A An tim ki€m nang cao

Danh sach van ban trinh ky (1)

Trich y&u ndi dung

5 A g G g o Trang thai x(t - P R

STT Thao tac D vin ban B0 khan Hinh thirc van ban Ngudi ky g“? Ban vi trinh ky Ngay nhan File van ban
B4 phén van thu luu
trif - Phéng Hanh

_ T& trinh xin kinh phi . . . A ) N - chinh - Khdi Van hanh | 10/10/2017 123 test.pdf

1 3 1129 d30 tao thng 09 Binh thudng Bac cdo Nguyen Thi Thu May | Bang xu Iy - HEQT, BKS, H3i S8 - 09:33:17 3 -
Ngan Hang TMCP
Quan Ddi

1 /1

[1-1/1]
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4.3.2.

Xem chi tiét van ban

Buwéc 1: Tim kiém vin ban (nhu trén)

Buwoc 2: Trén danh sach van ban, click vao Trich yéu ndi dung cua van ban muon

xem chi tiét -> Man hinh Chi tiét hién thi:

# | [ VaEn ban ky nhdy x
(@ kY DIENTU » V&n ban kj nhdy
Théng tin tim kiém
S8, ky hiéu van ban
Trich y&u ndi dung v&n ban

ID van ban

Danh séch van ban trinh ky (1)

STT Thao tac D
1 - 1129
1 /1

Trich y€u ndi dung

T& trinh xin kinh phi
dao tac thang 09

Hinh thifc van ban
Trang théi 7 y
Ngay nhan tr *

Click vag trich yéu néi dung vén ban
dé mé chi tiét van ban

Y Hinh thifc van ban Ngudi ky
van ban 9uet ky

Binh thuéing

Béo cdo Nguyén Thi Thu M3y

—— Tt — v
Chua ky nhay v
26/09/2017 ) a&* | 10/10/2017 ]

A An tim kifm néing cao

Trang thai xi

iy Ban vi trinh ky Ngay nhan File van ban
BG phan van thu luvu
trif - Phéng Hanh
e chinh - Khéi Van hanh | 10/10/2017 123 test.pdf
Danaxily | Cupor BKs, HOISG- | 09:33:17 3 testp

MNgén Hang TMCP
Quan Doi

[1-1/1]
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e thifing tin chi &

Thifing tin trink ky

Ban hanh & 38ng

Win ban Iién kK&

Flbe= trinh ky

Ciank sach <._:' :J;.'ét i)

Dianh sich wft duydt (1)

Trich y&u nid dung T4 trinn 3dn knh phi S8 t2o tdéng 09

hirin - HEHJT, BES, Hil 53 -
Mgin Hing THCF Quén B4

win ban
Ml dung TH trinin 1dn knh phi S&o 2o L
ID viin bdn 1129 Hinh thifc vén  Efa oo
== )]

Trang thal win Bang i Bl st Einh thuéng
bdin
Bran wl trinh ki B3 phin vin thas luis &6 - Phéng S8, kyf hlfu vdn B

Hirh chinh - kbl W kénh - == 1]

HEQT, BEE, 43 53 - Mgln Hamg

TP Quin S8
Ban wl bam hdnh  Fhidmeg Ha&nh ohinin - K8 vEn Mguil trinh k§  NgoyEn Th Sucng Glang

Ty 8fing chuyEn

wiin bdn

123 past pof

Cianh sich ky ban hdnh (1)

C&n bS quén i -
| chinh - Bredl Win hanen -

HEQT, BKS, Hil 53 - Mgin

Hitmg TMCF Quén B8

Eé phiin - Prding Hirk
chinh - B8 Win h HEQT, BEE,
H3 =& - Ngin Hing THCP Quin B4

E& phini vin thas hui
tri¥ - Fhireg Hnh
chinh - Endl Win
hinini - HELT, BES,
HE =2 - Mgin Hang
THMCP Quin B4

Chira k' nhdy

Trang thdl  Thill glan

w1 K

Fréng Hark

Chara xif Iy

wil K
B3 wit
durit
Thin gian 2 K Ghi chi
Thaa koff nirdy

Mganh
B khdn

S5 Ting ky

Hgay tao

Ghi cha

Ghi chi

HIER B ol i

Khing

¥ ST e S5 mdt oo vl e

Chién

=

Einh thuding

1Dt ol

File dinh kkm

File ginh kkm

4.3.3.

Ky nhay van ban

Dé thyc hién ky nhay vin ban, nguoi dung thyuc hién cac bude:

Buwéc 1: Dang nhap vao hé thong, vao menu Ky dién tir > Vin ban ky nhay

KY DIEN T
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Buwdc 2: Tim kiém vin ban ky nhay
Budc 3: Thuc hién ky nhay/ Tt chdi van ban

C6 3 cach dé ky nhay:

Cich 1: Ky nhay bing cach click vao icon Ky nhay ¢ Danh sach
Trén danh séch véan ban:
- Click vao nit ¥ cutia van ban can ky nhay va chuyén qua buéc 4

- Click vao nit = dé tir chdi ky nhay.

@ | [ Van ban ky nhay

(@ KVDIENTU » vén ban ky nhay | &k hiéus, trich yéis néi dung, ID vén bén, nguii ky ‘m

Danh sach vén ban trinh ky (1)

Trich y€u ndi dung Trang thai xr

STT Thao tac vin ban B khan Hinh thirc van ban Ngudn ky iy Ban vi trinh ky Ngay nhan File van ban
B& phan van thu luu
trit - Phéng Hanh
Td trinh xin kinh phi . N L 5 ) N - chinh - Khdi Van hanh | 10/10/2017
- . 123 test.pdf
1 v 1129 @30 tao thang 08 Binh thugng | Bao cdo Nguyen Thi Thu May | Dang xur ly - HBQT, BKS, HGi S3 - 09:33:17 3 p

Mgan Hang TMCP

Quan Doi

1 /1 [1-1/1]

- Cach 3: Ky nhay & chi tiét vin ban
Buwéc 3.3.1: Trén danh sach vin ban, click vao Trich yéu ndi dung cua vin ban. ->

Man hinh Chi tiét van ban hién thj
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¥erm thifing tn chi ik "

Thifing tin Erink ky tra 25 mt oo vlin Bl
Trich v&u nfd dung T trinn «n knh phisd @
vin bdn
MGl dung T trinf 1dn knh phisS &
ID win ban 1117 Hinh thirc wiin  El&n 2an Mganh & &) bdo cdio, k& hozch
bdin
Trang thal win Blang i B B mudit Einh thuéing B khdn Einh thuéing
== 1]
Ban w] trinh ki Fhidreg Hanh ohini - ERS Win S, ky hléw wdn  EE-1 S8 dang ky
hdmm - HET, BKE, HE B3 - bdin
Mgir Héng THCF Quin B4
Bain wl ban hamh  BS phin v#@n the lul i1 - Prdng Mgl trinh kf  Mguoyln Th Thu My Mgay tao 107102007
Hinbs chinh - KBl Wén rdnh -
HEQT, BEE, 43 53 - Mgln Hamg
THCP Quin S8
Ban hanh &y 3fing Tw dting chuyEn
wiim bdn
win ban Iién k@
Fli= trinh ki 123 test. pdf
Cianh sich ky ban hinh (1) e
- * v, =,
T Tresdic higus ke i 2ann L zhi zhi =i Sl £inh kim
Wl K i olly i
Hrdrm vién - BY phin vBn thy
by trlf - Phdmg HEnh chini -
Nguryln Thi Hu ! . :
1 oS THBEETE | kil win minh - HET, BKE, | Chura wif 1 ¥héng
- HEl 58 - Mgin Hang THC®
Quén 84
Cianh sch ky cuydt (0) i
Dianh sich wft dunydt () il
Cianh sich ky nvdy (1) #
STT Hgul ki [hifc dznh Trang thal af & Thill glan 20 K hl chi HIEn B il o Flz Jink ik
E phén vin thas
trlf - Fhirg Hnh
chinh - ERSl Win P s .
1 | LziThi Kim Thoa b - HDOT, S5, Chira k¥ nhdy Churwn ki nhdy Ehdng
HE 52 - Mgin =ang
THICP Quin 281
= it cufl i [+ i oy

. NP v Ky nha 2 ) .
Buwdc 3.3.2: Click vao nut UL dé thuc hién ky nhay van ban va chuyén qua
buée 4. Click vao nit dé tir chdi ky nhay.
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Buéc 4: Khi man hinh thong bao Ky nhdy hién thi:
Ky nhay

Ghi cha (2000)
Whdp ghi chi

Binh dang file hé trg ( File kiding dutie qus 100MB ):
% Chonfile
doc, docx, xis, xisx, ppt, potx, paf, msg, mog, it

@y

Buwoc 4.1: Nhap ndi dung But phé vao 6 Ghi cha
Buwdc 4.2: C6 2 cach ky nhay:

- Click vao nut KA dé ky nhay khong qua USB Token

. N # Ky USB Tok 2 L
- Click vao nut dé ky nhay st dung USB Token -> H¢ thong

hién thi thong bdo Xac nhan sir dung USB Token -> Nhén nut Chép nhén dé vao man
hinh Nhap mat khau USB va chon Chung thu. Thuc hién chon ching thu dé két thiic
qua trinh ky nhay.

- Click vao nat dé huy bo thao tac ky.

4.4. Van ban ban hanh
4.4.1. Tim kiém vin ban ban hanh

Ngudi ding c6 thé tim kiém vin ban theo 2 cach:
- Ciach 1: Tim kiém nhanh

Budc 1: Nhap thong tin tim kiém vao 6 Tim kiém nhanh
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# [ van ban ban hanh x

(@ KVBIENTU » Vvan ban ban hanh E |66 &y’ hiy, trich yéis ndi dung, ID vén bén, ngudi ky ‘E

“ Tim kiém néng cao

Danh sach van ban trinh ky (1)

Trich y&u ndi dung vén

STT Thao tac D b B khén Hinh thiic vin ban Trang thai xir Iy Ngay nhin File vdn ban
an
1 EYr 1105  HIEN tsset 11 VN phuc dap | Binh thuéing | Céng vén Ta Qui D3 ky duyét 071/51-?22-2157 123 test.pdf
1 /1

[1-1/1]

Bwde 2: Nhan nat E hodc enter dé hé théng tim kiém van ban. Két qua tim kiém
hién thi & Danh sach vin ban .

- Cach 2: Tim kiém nang cao

v TiM KIEM NANG CAD

Buéc 1: Click vao nut dé hién thi man hinh tim kiém nang

cao
Buwdéc 2: Nhap thong tin vao man hinh tim kiém, nhén nat Tim kiém dé hién thi két

qua:
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# [ Véan ban ban hanh x

& KYBIENTU » Van ban ban hanh

Théng tin tim kiém

S8, kj hiéu van ban [

Hinh thiic van ban — 78tcd — “
Trich y&u ndi dung van ban Trang thai xir I D3 ky duyét v
1D vén ban Ngay nhan tir* 26/09/2017 (M d& " | 10/10/2017 ]

& xuft bdo cio A An tim kifm néng cao

Danh sach van ban trinh ky (1)

Trich y&u ndi d 3 .
STT Thao tac 1D e bn;); gt DG khan Hinh thirc van ban Ngudi ky Trang thai x Iy Ngay nhan File vén ban
1 B &R 1105 | HIEN tsset 11 VN phuc dap | Binh thuding  COng vén Ta Qudc Dan DA ky duyét 071/;%2_02;7 123 test.pdf
1 /1 [1-1/1]
o 4o KA - >
4.4.2. Xem chi tiét van ban

Buwéc 1: Tim kiém vin ban (nhu trén)

Buwoc 2: Trén danh sach van ban, click vao Trich yéu ndi dung cua van ban muon

xem chi tiét -> Man hinh Chi tiét hién thi:

# | [2 Vén ban ban hanh x

% x¥BIENTU » Van ban ban hanh

Nhén vao trich yéu ngi dung

E‘ S5 ky? higu, trich yéi ndi dung, 1D vén ban, nguth ky |m
dé mé chi tiet van ban

WV Tim ang cao

—_—_—

Danh sach vén ban trinh ky (1)

. Trich y&u ndi dung van R g PRI N, & na N oo
STT Thao tac ID 5 b g Do khy Hinh thic van ban Ngudi ky Trang thai x Iy Ngay nhan File van ban
an
=
1 ENF 1105  HIEN tsset 11 VN phuc dap Binh thudng | Cng vén T2 Quéc Dan 55 kj duyét 07123{'22_%7 123 test.pdf
1 /1 [1-1/1]
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¥em thifing tin chi 5t X
Théing tin Erink ky Loy §: KOy o 8 e ol vl o

Trich y&u nid dung HIEN tss=t 11 WH phoc dan

win ban
Ml dung HIEM tesst 11 WH phoc dag
1D vin ban 1105 Hiinh thirc win Céng van Mganh Hinbs chith, v thy
bdin
Trang thal win EE o duyst Bei it Einh thuéing B khdn Sirk g e
=]
Bean wi trinh ki B phiin vE8n Hh I S8, ky hidmwvdn O S5 Ting ky
Hérh chinh - Knd Edin
HEQT, BEE, Hdl 53
THMICE Quin £6
Ban wl ban hdnh Km VAN hidnn - HEQT, B[~ | MUl binh ik TrEn Th Hing Mgdy tao O77Loy2017
Ban hanh &y 3fing Ty Afing 0
chuy&n win
bdin
Win ban 18 k&
Flie trinh kj 173 pmgt gt
Dianh sich cng vin dnh kim
ETT Trich vwiu nél dung vn B&n =2, ko by vdn ban Hgud Hgay bzm hdnh
L XIn nghi glao clch FI0ETTr-HaL Nguyln Duy Hung OZf10/2017
Dianh sich ky ban hinh (1)
=TT Thaotic Mo kP [Chifc d2nh B Ghi chil Si= finh kim

wl¥ K

CEn bé quEn i - KRS Wan
1 Tz Quic Ban i - HEQT, B3, 8 55 -
Hgin Hang THCF Quin B4l

Cianh sach 1_:' :J:\.'ét )]

Dianh sch wdt duydt (1)

<TT o ki Ch¥c canh ) ] Ghl chil Flle Jink ok
XK -
B phiin vn thur s &l - Préng Hivh ; [
Nguylin ThiHudrg | = = ST B8 it DFy10/201 .
Zang chinh - B8 Win hinin - HEQT, BES, duryht P ¥hiing

Hil 58 - Ng2n Hang THOP Qudn B4

Duanh sich ky mhdy (D)

4.4.3. Ban hanh van ban
Dé thuc hién ban hanh vin ban, nguoi dung thuc hién céc budc:

Buwéc 1: Dang nhap vao hé thong, vao menu Ky dién tir -> Vin ban ban hanh

KY DIENTU

Buwée 2: Tim kiém vin ban ban hanh
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Budc 3: Thuc hién ban hanh/ Huy ban hanh van ban

C6 2 cach dé ban hanh:

- Ciach 1: Ban hanh bing céach click vao icon Ban hanh & Danh sach
Trén danh sach van ban:

- Click vao nat P ctia van ban can ban hanh va chuyén qua bwéc 4

- Click vao nit = dé htry ban hanh.
- Cich 2: Ban hanh & chi tiét vin ban
Buwéc 3.3.1: Trén danh sach van ban, click vao Trich yéu ndi dung cua vin ban. ->

Man hinh Chi tiét van ban hién thi

tem thiing tin ch B8k a
Thiing tin Erink ky Lem OBt B8 e ot vt
Triich y&u nid dung HIEN tmsat 11 VN phuc dag
viim bdn
MEI dung HIEM kssat 11 WH phuc dap
10 vidn ban 1105 Hinh thirc v3n Céng vim Mganh Hanh chirh, wln tha'

bdn
Trang thal win EE & duylt 6 madt Einh thuiding B khdn e o
bdin —
Ban w trinh k§ B phiini vln thwr luia &Y - Pribng S, kf hldu wdn T =i ddng k§ Bir thuding
Hinb chimh - Ehdl W Bénh - bdin Him tEe
HEQT, BEE, M3l 53 - Mgin King Khén
THCP Qudn 231 Thugng khdn
Ban wl ban hdnh #ndl VAN hann - HEQT, B ~ | Mguiltrinh kf  TrEn TH Hing Mgy tao IO
Ban hanh t' 3fing Ty ating ]
chuy#n w3n
bdn
win ban 1iEn ki
Fikz trinh k¥ 123 pest.pdf
Dianki sich ofing wiin dnh kim il
=TT Trich v ndil cung vl 62n S8, & Ry wEn bEn Mgt ki HgAy ber bdnh
¥In ngil glac cich A0S TTr-HaL MguyBn Duy Hung 01072017
Dianki sich ky ben hanh (1) il
i . —
STT Thaotdc Hgutu ki Chifc danb T‘zn. dl T l:!t - hl chil I'\ -'h_l Fk= Sinh kém
3 7 ol i
CEn bS quin 1§ - Kdl viin oorioy20LT
1 Ta Quic Ban hdnn - HET, B4E, B8 S5 - | D ) du Teazgr | DEREE Khiing
Hgin Hing THOF Quin B4 - i
Duanhi sich ky duydt (1) i
Dianhi sich wét dundt (1) ol
I _ = -
ST gl ki Chic canh T‘zn._:.rz i “ Ehl chil = -'h_l Flz Jink ki
' K ol e
Eé phén vn thar lul &n - Préng Hisk : .
Mguyin Thi Huidn : - 25 wit 07y L0 T .
1| gt TR crinn - o8l van haen - HEQT, BT D0 i ¥hing
- Hl 58 - Ngln Hang THIP Qun BSL | -
Duanhi sich ky nidy (0) i
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Buéc 3.3.2: Click vao nut dé thuc hién ban hanh vin ban va chuyén

qua burée 4. Click vao niit \SaAsMetll ¢4 hiy ban hanh.

Budc 4: Khi Click vao nut , man hinh Ban hanh vin ban hién thi:

Ban hanh vin ban Pl

Thiéing tin cd ban

S5 dana ky * | 14 | Nganh * Hanh chinh, vén thu' v
56, ky hiéu van ban * 14/CV- Dé mat” Binh thuding v
Hinh thitc van ban * Cong van ~ | Dikhén* Binh thuting v
Loai van ban * Céng van di ~ | Ngay ban hanh * 10/10/2017 |
5§ ban Iuu Ngay d&n * 10/10/2017 |
Ndi nhan ban luu Han xir Iy * 13/10/2017 ™
Cd quan gii * B& phan van thu luu trif - Phdng Hanh chinh - & | X | Ngi nhan van ban

Trich yu ndi dung VAN ey toser 11 VN phuc dap

ban ™
Ngi dung HIEN tsset 11 VN phuc dap
File trinh ky 123 test.pdf

Budc 5: Nhap thong tin vao cac truong

Cac truong thong tin:

) S6 ding ky(*)

- S6, ky hiéu vin ban (*)
- Hinh thtre van ban(*)

- Loai cong van (*)

- S6 ban luu

. Noi nhan ban luu

- Co quan gui (*)

- Noi nhan van ban

- Trich yéu ndi dung van ban (*)
- Noi dung (*)

- Nganh

; Do mat(*)

i Do khan(*)

- Ngay ban hanh (*)
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- Ngay dén (*)

- Han cudi (*)

- File trinh ky : Chi doc, khong thé stra.
- File dinh kéem

Buwéc 6: Nhin nut Ghi lai dé luu thong tin va ban hanh vin ban.

Sau khi ban hanh, hé thdng hién thi man hinh Chuyén vin ban dé ngudi ding thuc
hién thao tic Chuyén vin ban.

Cha y: Khi ban hanh cho phép vin thu duoc phép sira d6 mat cia vin ban. Néu
chuyén d6 mat cua vin ban tir thuong sang mat thi hé théng s& thu hdi vin ban da

chuyén cho ca nhén trude khi ban hanh (Cé gui tin nhin thong bao cho ngudi ding)

Chuy@n vin ban (HIEN tsset 11 VN phuc dap) e X

N6i dung chi dao (2000) 1. Nhén vao day dé chon donvi J
\Whép ¥ kign chuyén 7

2_Nhan vao day dé
chan ca nhan

Danh s&ch dan vi (0) | chon dani
Danh sach ca nhan (0) | Chon & nhéw—{ Mo tén, mé nhén vién, email, s6 dién thoai [i]

Danh sach nhém ca nhan (0) | chon nhém c& nhén
) 3 o . "% 3. Nhénvao day dé& chon nhom cé nhan
GUi tin nhan (Cho nguidi cau hink khdng nhan tin nhan)

< Chuyén cong vin

- Nguoi dung nhap y kién chuyén, chon ca nhan, chon nhém ca nhan, chon don

vi dé chuyén van ban.
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£ Chuyén cong vin . ,
Buwoc 7: Nhan nit dé thuc hién thao tac

45. Xuit bao cdo vin ban
Chirc nang nay cho phép ngudi ding xuat bdo cdo danh sach van ban & cic menu:
Vin ban trinh ky, van ban xét duyét, van ban ky nhdy, van ban ban hanh.
Danh sach hién thi nhirng vin ban nao thi xut ra bio c4o hién thi cac vin ban do.
Buwdc I: Vao menu Ky dién tir = Van ban trinh ky/ van ban xét duyét, van ban ky
nhdy, van ban ban hanh

KY DIEN TU'

Ky dién tir Lich hop sap tdi

Ché ky duyét
n thi bigu dd. Bong chi khéng o6 lich hop nao trong tusn
0

Nhiém vu phéi
hop

Cong viéc ca nhan

Cong viéc thuc hién  Cng viéc giao di

Nhiém vu sép dé&n

0

Vén ban

5
B
D)

h

1] Pang thuc hién (0)

VEn ban téi tao V&n ban nhan Cham tién do Chua thuc hién (0)

Ia dudc 100% ©3 hoan thanh (0)
8

Cham tién do (1)

1

Buwode 2: Nhan nut xuat bao cao

- Cach 1: Nhan nuat xuit bao c4o & canh tim kiém nhanh

# | [ VEn ban ky duyét x

@ KYBIENTY » Vi ban kY duyét E| |56 ky? Bidu, trich yéu néi dung, ID vén ban, ngudi ky |E
Danh séch v&n ban trinh ky (36) A
. Trich y&u ndi S Trang théi xr . . . . .
STT Thao tac D vén ban Nhén vao day & xuAt bao cdo gudi ky iy Ban vi trinh ky Ngay nhan File van ban
Phong Hanh chinh -

. Khai van hanh -
Binh thudng | Bao cdo D4 Van Hung D ky duyét  HDQT, BKS, HGi 53 -
Ngan Hang TMCP
Quén Déi

17/10/2017 Bo tri khu vuc giu ...
15:00:20

May test vén ban

! i ez trinh ky BBH 17.10

Xem thém

- Céch 2: Nhan nat xuat bdo cdo ¢ vung tim kiém nang cao: Click nut

“ Tim ki€m nang cao

52/53



@ | [ Van ban ky duyét x

@ kYDIENTU » Vin ban ky duyét

Théng tin tim kiém

S8, ky hidu van ban | |

Hinh thifc van ban

Trich y&u ndi dung vin ban

ID vén ban

Danh sach vén ban trinh ky (36)

Trang thai xir Iy

Ngay nhén tr *

04/10/2017

T —

— Tht s —

& Xuft bdo cio

~

M| d&n* | 18/10/2017 ]

A An tim kiém néng cao

. Trich yéu ndi dung e . L Trang thai xir . . . . L
STT Thao tac D .. B khan Hinh thifc van ban Ny . Bon vi trinh ky Ngay nhan File van ban
van ban Iy
Phong Hanh chinh -
" P Khi van hanh -
. Bo tri khu vuc giu ...
1 4 1162 gﬁ'fhtﬁ;tﬂ‘g: ':?"1 o | Binhthuéng | B2 cio B3 Vin Hung D3 kj duyt  HEQT, BKS, Hoi 56 - 171"51_%"02_0237 9
. Ngan Hang TMCP e Xerm thém
Quan Bai
BO phan quan ly tai sa
May test van ban cin Pljong Hanh A= D AT T
/4 /4 r .
Béo céo co6 dinh dang nhu sau:
NGAN HANG TMCP QUAN BOT CONG HOA XA HOT CHU NGHIA VIET NAM
| 1 Bic lip - Tw do - Hanh phiic
DANH SACH VAN BAN KY DUYET
(Thé gian b ngay 04/10/2017 dén ngay 18/10/2017) )
Ngay xuit bo cdo: 18/10/2017
- S _ P Hinh thikc vin L PO, P - - 2 ”
SIT il Trich yéu ngi dung van ban D§ khan bin Nguwoi ky Trang thai xik Iy Pon vi trinh ky Ngay nhan File van ban
"1 1162 May test vin ban trinh ky Binh thutng Bio cdo DG Vin Hung Di ky duyét Phong Hanh chinh - Khéi Vi 17/10/2017 1. Bo tri khu vuc giu va dong dau
BDPH 17.10 (hanh - HDQT, BES, Hii S& - 15:00:20 1710 pdf
. i} ] [Ngin Hing TMCP Quin D6 2. FILE DINH KEM 1.pdf
F2 1144 May test van ban can thist lap [Binh thutng Chién lugc Ta Quoc Pan Di kv duvét B¢ phin quan I¥ tai 53 - Phong 16/10/2017 1. Tiet kiem chi phi chuven thu-
céng bé thong tin 16.10 Hanh chinh - Khéi Vin hanh - 002734 |co anh chu ky.pdf
HDQT. BKS, Hoi S& - Ngan 2 FILE DINH KEM 1 psf
_ [Hang TMCP Quin Déi 3. FILE TRINH KY pdf
"3 1141 test van ban mat - giao nhiem [Héa toc Bio cio D& Vin Hung Di kv duyét B phin Hiu ca - Phong Hanh 12/10/2017 1. To trinh bo sung phu luc hop
i chinh - Khéi Vin hanh - HDQT, 14:13:06 dong CPN_pdf
[BKS, Hoi Sor - Ngén Hang 2. Ket qua hoat dong kinh doanh
[TMCP Quan D§i Chi nhanh Lao Thang 02 2013
(1).pf
3.
11102017_Bao_cao_ban_giao_va
i} n ban.xls
"4 1108 |Test vb mat Binh thuéng Céng van TaQuéc Dan | Di kv duyét B6 phan van thr ou triy - Phong| 11102017 | TEST MAT pdf
Hanh chinh - Khoi Van hanh - 1824111
HDQT, BKS, Héi S& - Ngin
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