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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

Twong tng véi timg chirc nang, phan quyén nguoi dung ctia hé thong thanh cac vai trd

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

1.3. CAu tric Tai liéu:

Tai liéu nay gom 3 phan, dugc bo tri nhu sau:

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

cau truc tai li¢u, doi tuong st dung Tai liéu

Phan 2: Gi6i thidu céc chirc ning ctia chuong trinh.ghi nhan trong tai liéu nay

Phén 3: Huéng dan st dung cac chtic 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 tredng don vi
@ N (itlycnt;xé R {2;]1'1.;\){Ki (4.1)Tir chdi |+
v — T
(1) Trinh ki +—+>](2) Ki duyét B”‘i;:é;';:'“h »| (4)Ki duyét
(5)Van thw dwoc

chi dinh ban hanh |
thuc hién ban
hanh vén ban

I_VL

(3.1) Tir (6)Chuyén
»| chéivi sai vin ban
thé thirc
™ {zéi]ﬁim I »( Kétthic )«

2.2. M0 ta cac budc 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 van ban dao/ Thu truéng
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

4.1.1.

4.1. Van ban trinh ky

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

Thém méi van ban trinh ky

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

Budc 1: Pang nhap vao hé théng, vao menu Ky dién tr -> Vin ban trinh ky

KY DIEN . ™

B van ban trinh ky

Budc 2: Click vao nat . dé thém moi Van ban trinh kY.

# [ vdn ban trinh ky %

F KYDIENTU » Vén ban trinh ky

Danh sach van ban trinh ky (19)

Trich y&u ndi dung

STT Thao téc D L
van ban
1 4 & 1127 | test trinh chi thoaltk
2 4 & 1103 | vbl
3 @ @ 1122 | chuc demo 2 chu ki

SO kY hidu, trich yél ndi dung, ID van ban, nguti ky E

P . P, . Trang thai Bdi tugng dang chd . L
Bd khan Hinh thifc van ban Ngu L . Ngay tao File van ban
: van ban ky -

Binh thudng | Bdo cdo Lai Thiglim Thoa B4 kj duyét 091"01% 2_05:)7 123 test.pdf

Binh thuding | Béo cdo yén Thi Thu Mdy | DA ban hanh 071’22’;203137 1 chu ky.pdf
Can bd quan ly -
Phong Hanh chinh -

N N P 3 N N . Khéi Van hanh - 07/10/2017 2 CHU KY.pdf
Binh thudng | Béo cdo Nguyén Thi Thu May | Bang x(r Iy HOOT, BKS, Hoi 50 - 14:14:04 P

Ngén Hang TMCP
Quan Dai

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

@& | [2 Van ban trinh ky %

& kY OIENTU » Vén ban trinh ky

Théng tin trinh ky (Xem cdc loai biéi méu vén ban )

Trich y€u ndi dung van
ban (250) "
NGi dung (500)*

NhEp trich yél ndi dung vén ban

Nhdp ngi dung vén ban

Nganh * — Chon —

; s .
Hinh thirc van ban —— Chon —

Ky hidu vén ban * NhEp kY higu vén bén
Ban hanh tu déng @

Trinh ky song song €

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

STT  Thao tc Ngudi ky €@

Ty ddng chuyén van ban @

B mat *
96 khan "

File trinh ky *

File dinh kém
e File biéu mau phuluc @
v
Van ban dinh kém
Hop t8n, m& nhan vién, email, s5 dién thoai (i}

Banvi

(2] ]|

- Chon -—— | v

—hon — | ¥

LYW o g fiie 7 o ( Fie ki
NGNS it dang file 78 tra (| File ki
?

Binh dang file kS tro I
dbG abex, XI5, xisx, ppt, potx, msg, moo, bd

Chon file

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 thirc van ban
- Do mat
- Do khan
- File trinh ky: Pinh dang dwoc hd trg bao gdm cac dudi: “pdf, vpdf” & File
khong dwoc qua 20Mb
- File dinh kém: Pinh dang dugc hd tro bao gom cac dudi: “pdf, vpdf” & File
khong duwoc qua 20Mb
- 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 Géng chuyén vin bén @ @
Chuyén c nvén (0)

Danh sach ca nhén nhan vén ban | Chon c4 nhén nhén Ho t8n, mé nhén vién, email, s& dién thoai (i)

STT Thao tdic Phuang thifc gii Tén ngudi nhan Ban vi

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

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

Tw ddng chuyén van ban.

- Khi chon Ban hanh tw ddng, sau khi nguoi ky cudi ky xong, hé thong sé tu
dong ban hanh van ban. Don 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
lwge, chinh sach, khau vi, quy dinh, quy trinh, ndi quy, san pham, thé 1, 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 * - Chon — .
Hinh thic van ban * | h

Cong bd tw déng * €

£} Thiét Iap thdng tin cng b&

Ky hiéu van ban * CL-

Ban hanh tuy ddng @ v

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 ]
 Ngan Hang THCP Quan £ Tim kigm trong dan vi: HDQT, BKS, Hai 56 A
+ CN. Tan Tao
+ Chi nhénh Quing Binh Tir khoa ‘ |Ho tén, m3 nhén vién, email, s& dién thoai |

+ CN. Hi An 7 Hién thi tim ki€m ndng cao

+ Chi nhanh Xuan Thiy

= HPQT, BKS, Hdi 50
47 Hdi dBng Quan tr v Ban kidm sodt Danh séch nhan vién (da chon: 0) ~
& Ban Bigu hanh

o o (] STT  Ma nhan vién Tén day du Chirc danh Badn vi Email S8 dién th...
: E:; Ez::: :;:‘:: :::iig: e o 1 andnt.bsg D& Nguyén Thanh An Nhanvién | TTKD Khu ... | Andnt.bsg... | 0986672272
+ Kl Khich hang Ién (] 2 anhvtl.ho V& Thi Lan Anh Nhan vién BG phan Gi... AnhvtLho... | 0988.919...
+ KR Khach hing cd nhan (m] 3 anhw.md  Vii Van Anh Nhan vién | BG phan S... | Anhww.md.. |016865856...
+ Khdi Mang Iudi va Phan phdi m] 4 binhnt.247  Nguyén Thanh Binh  Nhanvién | BP. Tu'va .. |Binhnt.247... | 0938582899
+ Khdi Tham dinh o 5 binhnt.ho  Nguyén Thi Binh C4n bd qu.. | BS phinX.. Binhnthe.. | 0934589919
*+ Ban Xiy dung co ban O | 6 diutt.dbp  Trdn Thi Diu Nhinvién | BS phinK.. DIUTT.DB.. 0985 667 ...
: K:T E}‘a.u :r b o (] 7 duchm.tl | Hoang Minh Birc Nhan vién BO phan K... | Duchm.t@... 0987.396....
* Eh; ::h;l N'::);; (] 8 ductvitl | Tran Van Blc Nhan vién Phong X(rl... | Ductvl.ti@... 947468551
4 Van phang Trién khai chién luige ] 9 dungdt Bang Thiy Dung Can bd Qu...  Khdi Taic.. Dungdt@.. 0983060873
+ Khal Quan tri nii ro (0] 10 dungdtk.bsg  Boan Thi Kim Dung Nhan vién Phodng X(r l... | Dungdtk.b... | 0984151997

+ Khi Kiém tra - Kiém sodt ndi b 1 J202| > || » [1-10/2012]
+ Kh&l Céng nghé thdng tin
- Trudong tir khoa: Nhap Ma nhan vién/ Tén day di/ Email/ S6 dién thoai dé thuc

hién tim kiém nguoi ky.

DONG Y

- Sau khi chon dugc danh sach ngudi ky, nhan nat dé hién thi danh

sach nguoi ky ra man hinh thém méi.

Buwdc 5: Khi danh sach nguoi ky hién thi:

T £ - . A . 2 e a .
- Click vao miii tén , * o cot Pon vi dé chon vai tro ky duyét cia nguoi

ky néu nguoi ky ¢ nhiéu don vi. H¢ thong méc dinh hién thi Pon vi néu nguoi ky chi c6 vai

tro & moét don vi.

10/20



vl.l

- Click vao mii tén L Y| L™ | & cot Thir tur trinh ky dé didu chinh thir ty 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 séch ca nhan ky duyét (2) | chon & nhgn ki duyét | Ho tén, mé nhén vién, email. 6 dién thoai [i]
STT  Thao téc Ngudi ky €@ Baon vi Hin thi chif ky hanh

1 o] Vi Van Anh & | Nhan vién - B6 phan Sao ké va hach tod - Phong phat hanh va thanh toén thé - Trung tam thé - Khéi Khach| ~

2 W Nguyén Thanh Binh 4 Nhan vién - BP. Tu va - MB247 - Khdi Khach hang c& nh& - HDQT, BKS, Hi 54 - Ngan Hang TMCP Quén BE ~ .

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

Thong tin cdng b ty dong

Théng tin chi tigt

Pham vi &p dung * | — Chon pham vi — ~ Pon vi xay dung * Nhém Duén X Q
Ngay c6 higu luc ™ 19/07/2016 ™ Ngayhéthiéuluc® ]
Tem tat *

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

STT Thao tac Trich y&u ndi dung vén ban Ngay hiéu lue Ngay hét hiéu lue Ngubi ky

Danh sédch rong!

Q GHILAI X DONG LAI

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

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

- Ngay hi¢u lyc: La ngay van ban c6 hi¢u lyc

- Ngay hét hiéu lyc: La ngay van ban hét hiéu lyc.

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

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

- Néu thay ddi ngudi ky cubi thi phai thiét 13p lai thong tin cong bd.

Buwéc 7: Nhin vao nit dé luu lai thong tin van ban trinh ky. Nhan nut dé

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

hinh thém moéi.
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# | [ van ban trinh ky X

[# K¥BIENTU » Vén ban trinh kj

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

Trich y&u ndi dung van
ban (219)*
NGi dung (469) *

s sk
Td trinh xin kinh phi dao tao 1 D6 mat
o o 06 khan *
T4 trinh xin kinh phi dao tac 1

File trinh ky ™

Vén ban dinh kem
Ban hanh ty déng @
Nhan vao day dé trinh

Trinh ky song song € Ky ngay van ban

Cha y:

: AP o s APPSO & Chon van ban
- Khi tao moi van ban, nguoi dung co thé nhan vao nut de

chon cong van dinh kem.

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

note trong file trinh ky.

4.1.2.  Timkiém vin ban trinh ky

Nguoi dung c6 thé tim kiém vin ban theo 2 cach:
- Ciach 1: Tim kiém nhanh

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

. 77

Nganh Chign Iugc Nhan vao day dé lru lai I
. - B

Hinh thirc van ban P ED

Ky hiéu vén ban " BC-

Binh thutng  ~ L4807

Binh thuting v

LR cang file Ao ( File o
=

X 477 et pdf

[ chon i Mnﬁdawﬁléﬁffd(ﬁ-:az
WW"”" o
Wcmx-s,\dsx_p(m;\' 15, 1

S Chon van ban

g dute gus 101

g dutke gua 100

), it

Danh sach ca nhan ky duyét (1) | Chon ¢4 nhén ki duvdt | He tén, ms nhén vién, email. s6 dién thoai (1]
STT  Thao tc Ngudi ky @ Ban vi Hién thi chif ky
1 w Nguyén Thi Thu May Can bd quan Iy - Phdng Hanh chinh - Khdi Van hanh - HBQT, BKS, HGI S& - Ngan Hang TMCP Quén D&i v

ng dure qus 100M8 )

@ | [2L Vén ban trinh kj x Nhip Sé ky hiéu vin ban/

PR Trich yeu ngi dung
(@ KYDIENTU » Vanbantrinh ky

Danh sach van ban

—— e 6

Trich y&u ndi dung van . . . R Trang thai . .
STT Thao tac LA e File van ban Do khan Hinh thic van ban Ngubi ky . 2 - B6i tugng dang xGrly Ngay tao
ban vén ban
Yéu cau tao van ban . - . b z P - 05/04/2016
1 Z & trinh ky trén VOFFICE file_trinhky_mau pdf Binhthudng  Bién ban Nguyén Phic bic Chua trinh ky 115517
Yéu cau upcode ; Bién ban ddi chiéu gitra 5 o . . 04/02/2016
2 & 3> VOFFICE file_anh chu ky.pdf Khén TCTCH Nguyén Phic bac Chua trinh ky 10'55-04
1 Ial [1-2/2]

Buwdc 2: Nhan nut B hoic enter dé hé thong tim kiém vin ban. Két qua tim kiém

hién thi & Danh sach van ban .

- Céach 2: Tim kiém nang cao
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“ TIM KIEM NANG CAOQ

Buwéc I: Click vao nit dé hién thi man hinh tim kiém néang

Cao

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

5

qua:
(Z KYBDEENTU » v&nbantrinhky
Théng tin tim kiém A
S8, ky hiéu véin ban [ | Hinh thic van ban — Chon— -

Trich y&u ndi dung vén ban Trang thai van ban Chura tri Mgy ~
Ngay nhan tirngay 22/12/2015 9 DEn ngay 05/04/2016

Q TiM KIEM A AN TIM KIEM NANG CAO

Danh sach van ban A
Trich y&u ndi d a I thai
SIT  Thaotsc | onYcurotdungvan Filevin ban D6 khdn Hinh thc vén ban Ngubi ky ENGEL i tuong dang xirly  Ngaytao
ban vén ban
Yéu cau tao van ban 05/04/2016
1 Z < trinh ky trén VOFFICE file_trinhky_mau.pdf Binhthutmg | Bién ban V(i Quang Chlic Chua trinh ky 115517
(test) -55°
2 @ 3 Yéu cau upcode file_anh chu ky pdf Khin Bién ban ddi chiéu gilia Nguyén Phic Biic Chura trinh ky 04/02/2016

VOFFICE TCTCN 1053
1 Al [ 1

4.1.3. Trinh ky van ban

C6 3 cach dé trinh ky vin ban:

- Cach 1: Trinh ky tir man hinh danh sach van ban

Buwoce 1: ttr man hinh Danh sach van ban, click vao nut

# | [E) Van ban trinh ky >

@ ki BIENTU » vén ban tink ky 56 ky higu, trich yéu nds dung, ID vén ban, ngudi ky E
Danh sach van ban trinh ky A

Trich y&u néi dung Trang thai B4l turgng dang chd

STT Thao tdc D 96 khan Hinh thirc vén ban Ngudi ky Ngay tao File van ban
van ban ) Qui ke van ban ky e
T . . . s Lo 3 . N . . 09/10/2017
1 (e iy 1128 | Td trinh xin kinh phi 2 Binh thiéng | Bae cdo Nguyen Thi Thu M3y Chura trinh ky 15:43:04 123 test.pdf
T trinh xin kinh phi - o G R PR o - Ao 2 09/10/2017
123 test.pdf
2 @ @ 1110 dhotao 1 Binh thudng | Bao cdo Nguyen Thi Thu May | Bang xr Iy Nguyén Thi Thu May 15:39:08 P

v . A Ie ’ A R . A \ , v DE y A A
Buwoc 2: Khi thong bao Xac nhan hién thi, nhan vao nut dé thuc hién

trinh ky van ban.

Xac nhan

9 £ang chi cd mudn trinh ky ?
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- Céch 2: Trinh ky khi mé chi tiét viin ban

Buéc I: Click vao Trich yéu noi dung & Danh sach van ban

# | [2 van ban trinh kj x
(@ KV OIENTU » van ban trinh kj Click vaa trich yéu ndi dung van ban I SB'KY hidu, trich yéu ndi dung, ID vén ban, ngudi ky E
v Tim kiém nang cao
Danh sach van ban trinh ky (21) ) A
Trich yéu n6i du? . Trang théi  ©3i tugng dang chd
STT Thao tac D 1 y‘eu HD!/JJ"J Bd khan Hinh thirc van ban Ngudi ky r.fng . o ol ,ng' By Ngay tao File van ban
vanrin van ban ky
o 5 o o . . . P 2 . a . - 09/10/2017
1 & e d 1128  T& trinh xin kinh phi 2 Binh thuGing  Béo cao Nguyén Thi Thu Mdy  Chua trinh ky 15:43:04 123 test.pdf
2 1110 | 1O trinhdn kinh phf gl ing | Bdo cdo Nouydn Thi ThuMdy  Dangxirf  Nguydn ThiThumay  O2202017 193 test por
e 2 daotao 1 9 ouy i 9l guy Y 1s:39:08

Bwde 2: Khi man hinh Chi tiét van ban hién thi, nhin vao nut dé thuc

hién trinh ky van ban.

LU VI Uan an Ry g L = R van UL G Ry YUYSI Uy iany myay wau e
hanh - HDQT, BKS, HAI 54 -
Ngan Hang TMCP Quan DGi
Ban hanh ty déng Ty ddng chuy&n
van ban
Van ban lién ké
File trinh ky 123 test.pdf
Danh sach ky ban hanh (1) ~
Trang théi  Thdi gian xt Hién thi
STT  Thao tac Ngudi ky Chiic danh ran:g . @ |glan * Ghi chd Ie? ,! File dinh kém
X ly Iy chil ky
Can bd quan Iy - Phong
PR . Hanh chinh - Khdi Van hanh - ”
1 Nguyén Thi Thu May HDQT, BKS, HAi 53 - Ngan Chua x0 Iy Khang
Hang TMCP Quéan Di
Danh sach ky duyét (0) v
Danh sach xét duyét (0) v
Danh sach ky nhay (0) v

- Céch 3: Trinh ky ngay ¢ man hinh thém méi dé thye hién trinh ky

# | [2 van ban trinh ky x
@ kYBOIENTU » Vén ban trinh ky

Théng tin trinh ky ( Xem céc loar bidi méu vén bén )
Trich y&u ndi dung van B mat”*
ban (250)*

NGi dung (500) *

WNhép trich yéu ndi dung vén bén - Chon - |~

4 khan ——Chon — | v

s s
File trinh ky LT 2/ dang file hd tror (| File 4
File dinh kem LS XM Sinh dang file hd tror (

Nhdp ndi dung van ban

Nganh * - Chon - ~ File bidu miu phu luc @ Binh cisng file 18 tro ( A y

Hinh thic van ban * o Chon — - dbg, gbcx, xis, xisx, pot, potx, msg,
e e s . van ban dinh kém a o

Ky higu van ban Nhép ky hiéu vén ban

Ban hanh tw déng €@ [

Trinh ky song song @

Danh séch cé nhén ky duyét (0) | chon cd nhan ki duydt | Ho tén, m3 nhan vién, email, s6 dién thoal (1] A

STT  Thao tac Ngudi ky € Baon vi Hién thi chif k¢ Ban hanh
Danh séch rong!
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4.1.4.  Xem chi tiét viin ban
Buwée 1: Tim kiém van 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:

# | 2 vén ban trinh ky x

@ K DIENTU > van ban trinh kj Click vao frich yéu ndi dung van ban | SG'KY hidu, trich yél ndi dung, ID vén ban, ngudi ky ﬂ

v Tim kiém nang cao

Danh sach van ban trinh ky (21)

Trich y&u ndi dw=?, > Trang thai Bdi turgng dang chd

STT Thao téc D i D04 khan Hinh thifc van ban Ngudi ky vin ban Ky Ngay tao File van ban
1 Fed 1128 T4 trinh xin kinh phi 2 | Binh thuéing | Béo cdo Mguyén Thi Thu My | Chua trinh ky 091?(2‘32%? 123 test.pdf
T4 trinh xin kinh phi . . I 5 . - e 5 . - 09/10/2017
2 @ A 1110 a0 20 1 Binh thudng | Bae cdo Nguyen Thi Thu Mdy | Bang xir Iy Nguyen Thi Thu May 15:39:08 123 test.pdf
Xem thong tin chi tiét e X
Thong tin trinh ky Ly y: Kiém tra d6 mét cua vin ban
Trich y&u ndi dung T4 trinh xin kinh phi dao tao 1
van ban
Ngi dung T4 trinh xin kinh phi dao tac 1
ID van ban 1110 Hinh thircvdn  Béo cdo Nganh Chign Iugc
ban
Trang thai van Bang xur ly Dd mat Binh thudng Pd khan Binh thudng
ban
Dan vi trinh ky BG phan van thu luu trif - Phéng S&, ky hiéu van  BC- 56 dang ky
Hanh chinh - Khdi van hanh - ban

HEQT, BKS, Hi 54 - Ng&n Hang
TMCP Quan Bdi
Don vi ban hanh  Phong Hanh chinh - Khdi van Ngudi trinh kj  Nguyén Thi Huong Giang Ngay tao 09/10/2017
hanh - HDQT, BKS, HEi 54 -
Ngan Hang TMCP Quan Dai
Ban hanh ty déng Ty ding chuyén
van ban
Van ban lién ké

File trinh ky 123 test.pdf

Danh sach ky ban hanh (1)
Trang thai  Thdi gian xir T Hién thi File dinh kém

STT  Thao tac Ngudi ky Chirc danh
LRy X 1§ iy chi kj

Can bd quan Iy - Phang

4.15.  Hay ludng ky

Heé thong cho phép ngudi trinh huy ludng ky khi ngudi ky cudi chua ky van ban.

Budc 1: Tir man hinh danh sach, nhan biéu tuong @

@ | [2 Van ban trinh ky X
(@ KV OIENTU » Vén ban trinh kj . E SE kY higu, trich yéi ndi dung, ID vén bén, ngudi ky E
Click vao day dé hiy ludng ky

Vv Tim kiém néng cao

Danh sach vén ban trinh ky (21)

Trich y&u ndi d . Trang thai B6i tuigng dang chd .
STT Thao tic D MD& khén Hinh thifc vén ban Ngudi ky véngban gk\i g Ngady tao File vén ban
o

1 # @ @ | 1122 Totrinhxinkinhphi 2  Binhthuéng | Bdo cio Nguy&n Thi Thu M3y | Chua trinh ki “91/5 “‘"f;_%f 123 test.pdf
T4 trinh xin kinh phi . . S = . N - 5 o 09/10/2017 123 test.odf
2 @ A 1110 a0 tao 1 Binh thudng | Bao cao Nguyen Thi Thu M3y  Bang xi Iy Nguy&n Thi Thu May 15:39:08 -p

Budc 2: Chon Ddng ¥ khi hé thong hién thi xac nhan:
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9 B£6ng chi cd mudn hiy ludng ky ?

+ Dong ¥

X bong

Sau khi huy ludng thanh cong, nguoi ding c6 thé trinh ky lai vin ban vira hiy bang cach nhan

vao biéu tuong o trén danh sach hodc nhan nut ey trong man hinh chi tiét van

ban.

# | [2 Van ban trinh ky x

@ kY BIENTU > VEn ban trinh ky

Danh séch van ban trinh ky (21) A
. rich yéu ndi dung P . . I Trang thai D6l tugng dang chd N .
STT Thao tac ID . B3 khan Hinh thic van ban Ngudi ky Y, . Ngay tao File van ban
van ban van ban ky
1 = Ta trinh xin kinh phi 2 Binh thudng  Bdo cdo Nguyén Thi Thu Mdy  Chua trinh ky 091151(3{'32%:7 123 test.pdf
Ta trinh xin kinh phi . ., L. A ) N P, 09/10/2017
2 o tao 1 Binh thuding  Béo céo Nguyén Thi Thu Mdy B4 hiy ludng B 123 test.pdf
3 4@ 1127 | testtrinh chithoaltk  Binhthudng  Bdo cdo Lal Thi Kim Thoa D3 ky duyét Dglijllol,;zg;? 123 test.pdf
hanh - HDQT, BKS, Hi 56 - B } o B
Ngan Hang TMCP Quan Ddi
Ban hanh ty ddng Ty déng chuyén
van ban
Van ban lién ké
File trinh ky 123 test.pdf
Danh sach ky ban hanh (1) ~
, i . Trang thdi  Thai gian x( . Hién thi e
STT  Thao tac Nguidi ky Chific danh g . g’ Ghi chu . File dinh kém
XUy Iy chir ky
Cén bé quan ly - Phdng
5 «.. | Hanh chinh - Khdi Van hanh - N
1 Nguyen Thi Thu May |~ HOQT, BKS, Hoi 56 - Ngan Chura xir ly Khéng
Hang TMCP Quan B0
Danh sach ky duyét (0) v
Danh sach xét duyét (0) v
v

Danh sach ky nhay (0)

(] +]

‘ |55 ky? i, trich yéir néi dung, TD vén ban, nguth ky ‘E

Sau d6 hé thong hién thi man hinh trinh ky di dién san thong tin vin ban, tuy nhién phai chon

lai file trinh ky. Cac thao tdc nhép va trinh ky twong tu nhu lac thém méi van ban trinh ky.

4.1.6. Thay nguwoi ky

Chtrc ning nay cho phép ngudi trinh ky thay ngudi ky khi c4 nhan trong ludng ky bi

thay d6i don vi (don vi luc

trinh ky khac don vi hién tai).
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Pé thuc hién chirc ning nay nguoi dung thuc hién cac thao tac sau:

Buéc 1: Pang nhap voi tai khoan bat ky, vao menu Ky dién tir -> Vin ban trinh ky ->

Xem chi tiét van ban bat ky

CTV nghiép vu_kiém thir
ph&n mém - Nhém Du dn -
1 ® L& Mai Harh Trungtam Phan mémvan o g Khon
: phang dién tir- TT PM1 - Y 9
Trung tam Phan mém
Viettel 1
Danh sach ky duyét (2) ~
Trangthdi  Thdigi Hién thi .
STT  Thaotic Naurdi kj Chire danh U v Ghi chii EI i ky File dinh kem
XUy x(rly chif ky
TT - Nhdm D én
- Trung tadm Phan
. . mém Van phang - . . -
1 @ = @ BinhNgoc Tuin dién tir- TT PM 1 Chura x(r Iy Cé Anh ky loai 1
= - Trung t&dm Phén
Hién thi icon & meém Viettel 1
nhi¥ng ca nhén bi CTV nghiép
thay doi don vi vu_kiém thir phan
mém - Mhém D
) an- Trung tam .
2 ® Nguyén Thi L& Hong | Phin mém Van Chura xir Iy cé Anh ky loai 1
phong dién tir-
TTPM1-Trung
tam Phan mém
Viettel 1
Danh sach xét duyét (0) ~
Danh séch ky nhay (0) v
v R H - — A Nl y 7.
Buwdc 2: Click icon = d¢ chon nguoi ky mai.
Chon déi tugng ky al
 Tép doén Vién thng Quén dgi Tim kigm trong don vi: Nhém Dy dn A

=+ Knhdi coquan Tap doan

‘ Ho tén, mé nhén vién, email, s&'dién thoai |

“ Hién thi tim kigm néng cao
=+ Céng ty Bat ddng sén Viettel

4+ Céng ty Truyén thong Viettel Danh sdch nhan vién (dé chon: 1) (NhEp didp chudt véo ban ghi dé'chon nhanf) A~
= Vién Hang khdng vii tru Viettel

= Knh@i don vi Hach toan phu thudc

=+ T8ng cong ty Mang ludi Viettel

Buroc phép chon ca nhan
frong toan Tap doan

+ Téng cong ty Vién thong Viettel

R L STT  Manhénvién Tén day da Chic danh BPon vi Email S8 dién tho
=+ Vién Nghién citu va Phat trién Viettel
+ Hoc vién Viettel [ 1 132418 Tran Van Bang Ky suwPhat . Trolynghi. bangtvd@.. 987806506
+ Trung tam An ninh mang Viettel (o 2 190400 Nguyén Tich Ba CTV nghié.. Trolynghi.. |bant4@wvie.. 0981314868
= Trung tAm Céng nghé thang tin Viettel 2 I [ 3 097601 Pham Thi Hiing Chu | K§ suKiém_ | Trglynghi . | chungpth . 0973116075
+ Trung tam Cong nghé théng tin Viettel 3 ol 4 197107 NguynHiuCutmg | K§ suPhat | Trolynghi_ | cuongnh22. 016887755
+ Trung tam Céng ngh& va quan If chat luong phzn IS 5 158111 NguyBn Vin Bat KisuGiai . Troljnghi_  datnvs@vi. 0936565786
mém
. [l 6 195256 LéThi Ha CTVnghié_ | Trolynghi_ | halt19@vi_. 016496177
=+ Trung tdm Gidi phap CNTT va Vién thdng Viettel
. . . [af 7 174958 L& Mai Hanh CTV nghié.. Trolynghi.. hanhim5@.. 0976804063
+ Trung tém Khéng gian mang Viettel
+ Trung tam Nghién ciiu cong nghé mang Viettel [ 8 197117 Pham Thi Hanh CTVnghié.. Trolynghi.. hanhpt27.. 0976636353
+ Trung tam Nghién citu thigt bi théng minh & g 204709 Vi Trung Higu K§ surGidi .. | Trolynghi..  hieuvté@vi.. 0912890967
4+ Trung tdmKinh doanh san ph&m céng nghé cao (& 10 196232 Nguyén Thi LeHGng | CTVnghié.. | Trolynghi_ hongntl@v.. 0983666369
Viettel
1 20> |» [1-10/15]

=+ Trung tam Naghién citu va phét trign vi mach Viettel

= Trung tdm Ph&n mém Viettel 1 « bongy

=+ Khdicoquan-TTPM 1

Budc 3: Check chon ca nhan bat ky va click Pong ¥
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CHE U Ry THE LI RY 1d U pun

Danh sach ky ban hanh (1)

Trangthai  Théd gian xdr Hi&n thi
STT  Thaotac Ngudi kj Chc danh o a Ghi chu ] File dinh kem
xorly Iy chirky
CTV nghiép vu_kigm thir
phian mém - Mhém Durén -
1 ® = | L&MaiHanh Trungtam Phanmemvan o oo ey Khong
- ; phong diéntlr-TTPM1 -
Trung t&m Ph&n mém
Viettel 1
Danh sach ky duyét (2)
Trang thai  Thai gian xd Hién thi q
ST Thaotac Ngudi kj chirc danh RIS Ghi chi - Anh kj File dinh kem
xrly ly chirky
1 ® — (a Nguyén Phicdic Trugmg Trung| v | | Chua xirly Co Anh ky lai 1

CTV nghiép
vu_kiEm thirphan
mém - Nhém Dy
an - Trung tam

2 @ = @  NguyénThiL&HS&ng Phanmém Van Chua xtr Iy cé Anh ky loai 1
phdng dién tér-TT
PM 1-Trung t&dm
Phian mém Viettel
1

Chibc danh cla
ngu&i ky mdi

Anh ky clia
ngu&i ky maéi

Danh sach xét duyét (0)

Néu nguoi ky cii ¢ duge check chon Hién thi anh chit ky khi trinh ky thi khi thay
sang ngudi ky mai thi ngudi ky méi ciing mic dinh dugc hién thi Anh chir ky loai 1.
Cot Chuc danh hién thi tt ca vai tro 1anh dao, thu truong va nhan vién ¢ tat ca cac don
vi cia nguoi ky maoi.

Buwdéc 4: Click Cap nhat dé luu lai thong tin ctia ngudi ky moi
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File trinh ky file trinh ky mau.pdf
Danh sdch ky ban hanh (1) -
Trang thdi  Thii gian xdr Hign thi
ST Theotéc Ngubi ki Chir danh il o Ghi cha o File dinh kém
xurly Iy chirky
CTV nghiép vu_kifm thir
phin m&m - Nhém Du'én -
— P Trung tém Phan m&m Van S .
1 [ ] L& Mai Hanh phong didn tir- TT PM 1 - Chusa xur Iy Khing
Trung tém Ph&n mém
Viettel 1
Danh sach ky duyét (2) -
Trangthdi  Thoi gian xlr Hién thi .
STT Thao téc MNouii ky Chirc danh i :g . g' Ghi chi - Anh ky File dinh kém
xtrly Iy chir ky
1 @ — @  Nguyén Phic Dit Truting Trung| ~ | | Chus xi7|§ cé Anh ky loai 1
CTV nghiép

vu_kiém thir phian
meém - Nhém Dur
&n - Trung tam
2 @ — E@ | NouyénThiL&HBng Phanm#m Van | Chuaxirly o Anh Ky loai 1
phing dién tr- TT
PM 1 - Trung tam
Phin mém Viettel
1

Danh sach xét duyét (0)

Click @é liru

Danh séch ky nhay (0) lai théng tin

— Tirchii kf B cép nhat

Sau khi Cap nhat thanh cong. Néu nguoi ky méi da téi lugt ky thi hé thong s& giri tin
nhan trinh ky téi nguoi ky méi, néu nguoi ky méi qua van thu thi s& giri tin nhan trinh
ky tdi van thu.

4.2. Xuit bio cdo vin ban
Chtrc ning nay cho phép ngudi ding xuit bio cdo danh sach vin ban ¢ menu: Vin

ban trinh ky
Danh sach hién thi nhiing vin ban nao thi xuét ra bao co hién thi cac van ban do.

Buwdc 1: Vao menu Ky dién tor = Van ban trinh ky

Ky dién tir Lich hop sép tdi

Cho ky duyét

©
0

n thi bigu dd. Bdng chi khdng c6 lich hop nao trong tun

Nhiém vu phdi

hap

0 COng viéc ¢a nhan
Céng viéc thuc hién  Cdng viéc giao di

Nhiém vu sap dén

an

VEmlEET Bang thue hién (0)

Vin ban t6i tao Vin ban nhan Cham tién do Chua thut hién (0)

Iz du'dc 100% D4 hoan thanh (0)

Q)
8 Cham tién db (1)

1

h
0

o
B
>
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Buwée 2: Nhan nit xuét bao cdo

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

# | [y viin ban ky duyét x

@ kYBIENTU > van ban ky duyét

Danh sach vén ban trinh ky (36)

Trich yéu ni

H‘ |565°ky? i, trich yéir néi dung, TD véin bén, nguth ky

Trang thai xir

STT Thao tac D vén ban Nhén vao iy & xudt bao cdo quidi ky W Badn vi trinh ky Ngay nhan File van ban
Phong Hanh chinh -
. P Khéi van hanh -
< Bo tri kh
1 o 1162 :;‘;txtﬂ‘gg tl"‘;"m Binhthung  Bédo cdo B8 Vin Hung 93 ky duyét | HPQT, BKS, Hi 56 - 171"51_[[))"022:)7 Ot vuc giu
i Ngan Hang TMCP e Nem thém
Quén Bai
r r r
14 A /4 A 14 /4 2 AY b A ~ . L4
- Céch 2: Nhan nat xuat bdo cdo ¢ vung tim kiém nang cao: Click nut
# | [ van ban ky duyét x
[# KYDIENTU » Vin ban ky duyét
Théng tin tim kiém
S8, ky hidu van ban | | Hinh thic van ban - T8t 3 —-- ~
Trich y&u ndi dung van ban Trang théi xr Iy - 78t cd — v
ID vén ban Ngay nhan tir * 04/10/2017 M dén* | 18/10/2017 ™

Danh séch van ban trinh ky (36)

Trich y&u ndi dung

< Xuat bdo cdo

Trang thai xr

A An tim kiém nang cao

STT Thao tdc D L. D6 khan Hinh thifc v&n ban Ng v . Ban vi trinh ky Ngay nhén File v&n ban
van ban Iy
Phéng Hanh chinh -
N P Khdi Van hanh - "
: ¥ Bo tri khu vuc giu ...
1 4 1162 m‘fhﬁ;‘gn ban | Biahthutng  Béo céo 8 vin Hung Bakjduyt | HOQT, BKS, HAIsd - T2l :
: Ngén Hang TMCP R Xem thém
Quan Bi
BG phan quan Iy t3i sa
May test vin ban cin sPmong Hanh hinh - | e | e e
4 4 7 .
Béo cao c6 dinh dang nhu sau:
NGAN HANG TMCP QUAN BQI CONG HOA XA HOI CHU NGHIA VIET NAM
I ] Bic lip - T do - Hanh phiic
DANH SACH VAN BAN TRINH KY
(Thdi gian tir ngay 04/10/2017 dén ngay 18/10/2017) )
Ngav xuat bae cio: 18/10/2017
- S e - P Hinh thic vin onrea S s — n =
SIT m Trich yéu ndi dung van bin D§ khin bin Nguoi ky Trang thai van bin i tegng dang cho ky Ngay tao File vin bin
"1 1162 May test vin ban trinh ky Binh thuéng Bao cao DG Van Hung D3 ban hanh 17/10,2017 1. Bo tri khu vuc giu va dong dau
EDH 17.10 14:45:07 17.10.pdf
2. FILE DINH KEM 1 pdf
"2 1142 trinh a quoc dan Binh thuong Bio cdo D4 Vin Hung Di kv duvét 12/10/2017  |Chuc demo 1.pdf
18:08:38
"3 1119 Vv Hoa téc Bién ban Ngu}'é‘-n Thi Thu |Huay ban hanh 10/10/2017 Hey Dude.pdf
M 19:50:32
3 1134 23432 Binh thuéng Bao cao D3 ban hanh 104102017 20_GlobalSign Extended SSL SA
_ _ May 182125 vl § (APAC) CAM.pdf
"5 1132 |May test vin ban mat ky BDH [Hoa toc Chiénlzgc  |Da Van Hung | D4 ban hanh 10/10°2017  |1. Tiet kiem chi phi chuyen thu-
14:40:15 co anh chu kv.pdf
2. Tiet kiem chi phi chuyen
thu.pdf
3.
Sfida HNEN NONGRAT Nhanli
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