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1. GIOI THIEU
1.1. Muc dich va y nghia cda Tai li¢u:

Tai ligu ndy dugc xay dung nhdm huéng dan cho nguoi dung hiéu va biét céch
str dung Module Quan ly van ban trén hé thong Voffice

Lam tai liéu dao tao cho can bd trién khai ddo tao.

1.2. Pham vi tai li¢u:

Tai liéu nay ap dung cho hé théng Voffice v6i cac chirc ndng cua module Quén
ly van ban gobm: Thém moi Van ban, Tim kiém Van ban, Xem chi tiét Van ban,
Chuyén Vin ban.

Thuat ngit  Pinh nghia Ghi chu
QLVB Quan ly van ban

1.3. Cau tric Tai liéu:
Tai liéu nay gom 3 phan, dwoc bé tri nhw sau:
Pl’zd‘n 1: Gioi thiéu:, Gidi thiéu chuwong trinh, néu muc tiéu, pham vi, cdc thudt ngir va
cau truc tai liéu, doi twong sw dung Tai liéu........
Phan 2: Gidi thiéu cdc chire nang ciia chirong trinh.ghi nhdn trong tai liéu ndy
Phan 3: Huéng dan sir dung cdc chire ndng da néu trong Phan 2
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2. GIOI THIEU CAC CHUC NANG
Céc chirc nang trong module Van ban.

STT

Chirc nang

Mo ta

Doi twong sir dung

1

Thém méi Van
ban

Str dung dé nhép tryc tiép Vin ban
1én hé thong

Nguoi dung toan hé
thong

2 | Tim kiém, xem | Tim kiém, xem chi tiét caic Van ban | Ngudi ding toan hé
chi tiéet Van ban | do nguoi dung tao hodc nhan dugc thong

3 | Chuyén Vin Chuyén Vin ban téi ngudi dung khac | Nguoi dung toan hé
ban trong h¢ thong thong

4 | Cong b vin Cong bd vin ban vao thu vién Van thu
ban

5 | Thw vién van Tim kiém, xem chi tiét cac Van ban | Nguoi dung toan hé
ban thudc quy trinh, quy dinh, huéng dan | thong

6 A a , X T U Nhén vién tai chinh
D,a nh‘s.ach’ van Xem, danh dau chuyén tién, ky moc taic
ban tai chinh

7 | Tim kiém vin Tim kiém theo noi dung file ciia van | Nguoi dung toan hé

ban

ban

théng
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3. HUONG DAN SU DUNG CHI TIET CAC CHUC NANG
3.1. Thém méi Vian ban
Chike nang cho phép nguoi ding nhdp Van ban 1én hé thong.

Buwée 1: Vao Vin ban/ Danh sach Vin ban: -> Nhan vao nat

[3) Danh sach vén ban \

VANBAN » Danh s4ch van ban

| |Sd)‘<v,'wéa, trich yélrngi dung, 1D vén bén ‘m

~ TiM KIEM NANG CAO

Danh sach van ban

S8, ky higu . B Linh . 5 Tran "
STT Thao tac ID 'ky . Trich y8u ndi dung van ban Pokhan DOmat Ngudign Nguii ky R 9 ~ Ngay dén File
vén ban vut thaixirly

file trinh ky mau pdf

Anninh | g0 Binh Mguydn | MNguydn  Vinban
1 < 390127 1/d Test_taovén ban 2 g‘uaoc thubng  thumg | PhicDic | PhicBic | @ xirly 04/11/2016 | file_anh chu ky.pdf
file_trinhky_mau pdf
o Phiéu giao viéc thang 11/2016 - d/c Hanh Binh Binh Nguyén Nguyén Vin ban e
z < 390124 22/PCVP | gy Bing chinh  thubng thutng |Phicelc |Phiceic chuadoc | O/ 1/2010

Buwdéc 2: Tai man hinh Thém méi Van ban, nhédp thong tin vao cac truong:

- Trich yéu noi dung vian ban (*)

- No6i dung(*)

- Loai Van ban (*)

- S6 dang ky (*)

-S4, ky hiéu van ban(*)

- Sé ban luu

- Nganh (*)

- Hinh thirc van ban (*)

- Po khan (*)

- Do mat (¥)

- Co quan giri: C6 thé nhap tay hoic chon tir hé théng

- Ngudi ky: C6 thé nhap tay hodc chon tir hé théng

- Ngay ban hanh (*): Hién thi mic dinh ngay hién tai ciia hé thong

- Ngay dén (*): Hién thi mac dinh ngay hién tai cia hé théng

- Ma Van ban

- Han xtr 1y (*)

- File dinh kém (*) (dinh dang file tai 1én hé thong 1a pdf, vpdf. File khong vuot
quéa 20Mb. Chi dugc dinh kém 1 file)
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- File phuy luc (dinh dang file tai 1én hé thong 1a pdf, vpdf. File khong vuot qua

20Mb. C6 thé dinh kém nhiéu file cing luc)

- File biéu mau phu luc: Céc file nay khong c6 khung ban hanh, watermark, ma

chi phuc vu viéc tai nguyén goc cac bi€u mau.

#  [2) Thém mdi vén ban x

VAN BAN » Thém mdi van ban

Théng tin co ban

Trich y&u ndi dung van
ban (500) *
NGi dung (2000) *

Nhdp trich yéu ndi dung van ban

NBEp ndi dung vén ban

Loai vén ban * Van ban dén ~ | Ngay ban hanh * 06/10/2017
56 ding ky * Nhép s6'déng ky Ngay dén * 06/10/2017
58, ky hiéu van ban * Nhdp 56, ky hidu van ban Han x(r Iy * 09/10/2017
S8 ban Iuu

File dinh kém * LS W 5inh ciang file 78 tror ( A
File phu luc E e W 2ih dang file 76 trg A

A Blinh dang file hS trg ( Fi A qus 100M8 ):
File biéu mau phu luc @ e it dang fle 6 g
. a6 dbey, XI5, xisx, ppt, potx, msg, mop, be

Nganh *

Hinh thic véan ban *
D6 khan*

86 mat*

NQui ky

Cd quan gui

ChU §: Cdc trwong danh diu * la truong bit bugc nhdp

--— Chon —

--— Chon —-

--—- Chon —-

Binh thuting

Buwéc 3: Nhan nut dé luu lai thong tin Van ban. Nhan dé huy thao tac thém

moi Vin ban va quay lai man hinh tim kiém
Buwdc 4: Khi nhan nut , hé théng hién thi thong bao:

Xac nhan

9 Bdng chi c6 chac chan mudn ghi lai ?

v DONG ¥

v PONG ¥

Khi nay, nhan nat

dé dong thong béo.

3.2. Tim kiém, xem chi tiét Vin ban
Buwoc 1: Vao Van ban/ Danh sach Van ban

Bu6c 2: Nhdp théng tin tim kiém

dé luu lai thong tin Vian ban. Nhan nat

- Tim kiém nhanh: Nhép trich yéu néi dung van ban/sé ky hiéu véin ban
deé tim kiem, mdc dinh chi tim dwoc cac van ban tir ngay 01/01 cua nam

lien truwoc nam hién tai.
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Q]

- Tim kiém nang cao: Nhap cac diéu kién chi tiet -> Nhan nut

Q TIMKIEM i N
- dée thuc hién tim kiem.

# | [2 Danhséach vinban x

VANBAN » Danhsachvénban

Théng tin tim kigm

S8, ky hiéu van ban ‘ | Ngay ban hanh: tirngay ™ Dénngay =
IDv&n ban Ngay dén: tirngay 21/10/2016 (] Bén ngay 04/11/2016 =
Linh vuc ~ Han cudi: tirngay [} Deén ngay ™
Hinh thirc van ban v 00 khan ~ Ngubi ky X Q
Loai van ban v D6 mat ~ Coquan gii X Q
gg’nchyé'u ndi dung vén Trang thai van ban Cong vén nhan duoc ~
Moi dung Trang thai xrly ~
Loai van ban lign k& — TEtcd — ~ Phuong thire gii — T&tcd — ~ Ngudi chuyén X Q

Chay:
- Truong Ngay dén tiv ngay: mdc dinh ngay cdch ngdy hién tai 14 ngay
tré vé trude
- Truong Ngay dén Pén ngay: mdc dinh la ngay hién tai.
- Truong Trang thdi Vin bin: Tim kiém theo 3 trang théi:
+ Cong van nhdn duwgc: la cac Van ban nguoi dung nhdn duwoc.
+ Céng vin toi tao: 1a cac Van ban nguoi ding tao
+ Cong vin chuyén di: La cac Van ban nguoi ding dd chuyén di
- Truong Phwong thirc givi: tim kiém theo van ban can xir 1y va véin ban
can doc.
Buwdc 3: Tai man hinh Danh sdch Vin ban -> Nhén vao Trich yéu néi dung vin
ban
# | B Danh sich van ban

Danh s4ch van ban - E | S5 ky? higu, trich yéir ndi dung, ID vén ban, nquii ky ‘E
W

Nhan vao trich yeu néi dung dé mé chi tié

vén ban
Danh sach vin ban (30) abc] Van ban chura doc  [sbc) Van ban da doc @ Var-ban-bithu-hdt
R S8, ki hiéu PP . . BO N . .. Trang thai . .
STT Thao tac D L Trich yéu nGi dung var an Nganh = BGmat Ngudi g Ngudi ky o Ngay dén File van ban
van ban khan XU by
. Y - Hanh . N Nguyén ~ i Bo tri khu vuc giu va
@ May test var ban trinh Ianh P Binh Binh " TaQuic  Vanban d
== 4 - long dau.pdf
1 < E8 4 3063 6/NX-P dao khdi HC C\Jmh, thudng | thudng T!WI Huang Pan daxir iy 05/10/2017 g p
wvan thu Giang Xem thém
2 — — 3062 4/PNX- Test chifc nang ban hanh ?;:l: Binh Binh _I\:Elu_‘;ﬁz D6 Van Van ban 04/10/2017 | FILE TRINH KY.pdf
<=Es84 va&n ban « .. thudng |thudng . Hung da xcrly i
wvan thu May
P s Hanh . N Nguyén - T
@ Test chifc néng ban hanh P Binh Binh o B0 van Van ban
== ~ 9 Tes n n an ban FILE TRINH KY.pdf
3 < E= A 3062 4/PNX: van ban C\Jmh, thuding | thuding TIl! Thu Hung a8 w0 1§ 04/10/2017 pe
wvan thu May
o R i Hanh o % B i S
Méy test van ban théng - - Binh BGVan DO Védn Vén ban FILE TRINH KY.pdf
= = 8 = . o e
4 <=5s4 WEl | T thuting 04.10 32::'& y Knan | fidmg | Hung Hung daxrly | 04102017 Xem thém

Khi ndy, chi tiét Van ban hién thi:
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Thdéng tin chi ti€t vén ban

Théng tin chi tiét

Trich yéu ngi dung May test van ban trinh lanh dao khdi HC

vin ban
NGi dung May test van ban trinh |anh dao khdi HC, van ban thing thudng (MV-=TP-> PGB khdi HC, van thu' ban hanh)
ID van ban 3063 Hinh thi'cvdn ban  Cong van Nganh Hanh chinh, van thu'
Loai van ban Van ban di Cd quan guri Phong Hanh chinh - Khdi Vdn  Ngay ban hanh 05/10/2017
hanh - HBQT, BKS, Hai 56 -
Mgan Hang TMCP Quan B
Po mat Binh thuting 5@ ban luu 1 Ngay dén 06/10/2017
Pd khan Binh thugng 58, ky hidu van ban  6/NX-P Sd dang ky 6
Han xir ly 08/10/2017 Ngurdi ky Ta Quéc Dan

¥ ki€n chuyén

STT  Thiri gian chuyén Nguwéri chuyén Bon vi Nguwéri nhin ¥ kién chuyén
1 06/10/2017 1... Mguyén Thi Thu May (may... | Phong Hanh chinh - Khai V... - Mguyén Thi Hudng Giang (... | A

2 | 06/10/2017 1... | Nguyin Thi Thu May (may... | Phong Hanh chinh - Khdi V... | Nguy&n Thi Hudng Giang (... | oot < May chuyZn

cho chi Giang
3 05/10/2017 1... Nguyén Thi Hurgng Giang (... | BO phan van thu luu trif - ... Ngu\,rén Thi Thu May (may...
4 | 05/10/2017 1... | Nguy@n Thi Hufgng Giang (... | B& phan van thu luu trif - ... | Nguy&n Thi Thu M3y (may...
1 /1 [1-4/4]

File dinh kém & & X Bo tri khu vuc giu va dong dau.pdf
File phu luc = & FILE DINH KEM 1.pdf
::LE bigumauphy g & FILE DINH KEM.docx

Danh sach cdng van dinh kém

C6 hai cach dé 1n file van ban:

_ Cach I: In kém danh sach nguoi ky Q : Cho phép nguoi dung in file van ban
c6 day du céc thong tin watermark, danh sach nhiitng nguoi tham gia trong luong ky,
khung ban hanh, anh chit ky

Céch 2: In chit ky mdc B : Cho phép nguoi dung in file van ban chi ¢6 thong
tin anh chit ky nhung duoc phép dong dau tuoi. Van thu thuong st dung cach in nay
khi van ban chuyén ra ngoai tap doan.

Nhan vao biéu twgng ™ dé tai file vé may.

3.3. Chuyén Vin bén
Chite nang nay ding dé chuyén Vin ban cho nhitng ngueoi dimg khdc trong hé thong.
C6 2 cach dé chuyén Vin ban:
Cdch 1: Chuyén Van ban tir man hinh Danh sdch Vin ban
Buwdc 1: Tim kiém Vin bdn can chuyén
- Tim kiém nhanh:
Nhdp théng tin tim kiém: sé6 ky hiéu, trich yéu néi dung, id van bdan hodc nguoi ky Vao
5 SO ky hidu, trich yéu ndi dung, ID van ban, nguol ky E

> Nhan enter hodc nit tim kiém

10
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[2) Danh sach vin ban <

®
VAN BAN » Danh sdch vin ban E

55 ky hidu, trich yéu ndi dung, ID vin ban, nguoi ky E

Danh sach van ban (40) L e e
Banh dau
STT Thao téc 1D SpIGIAD DA Nganh 2 DG mat Ngudigll  Ngudi ky File van ban el =
van ban dung van ban i kh&n el o Y nhén
@
. Hanh Nguyén
hien test 6 - - - / . VN
= - -~ N - . chinh, Binh Binh Thi Ta Qudc Van ban 123 test.pdf
1 <=Es84 3073 ojcv (ludng chi May van thuding  thudng Hucng Pan da xir ly 07/10/2017 3 test.p o
anh dan) N
thu Giang
Hanh 5
2 =24 3031 7/106/T... @ Xin nghi chinh, Binh Binh Ta Qudc :guyen Van ban 07/10/2017 | BIEN BAN - DINH.pdf g
e HBI giao dich van thuding thuding Dan HLI“I’!g as xir ly b -
thue

- Tim kiém ndng cao:

SR ~ Tim ki€m nang cao [P N S
Nhdn nut dé mo rong khu vuc tim kiém ndang cao

> Nhdp cdc théng tin tim kiém

# | [3 Danh sdch vén ban x

VAN BAN » Danh séch vén ban
1. Nhdp théng tin im k\ém vao céc 6 trong
ving tim kiém nay

Théng tin tim ki€ém

S8, ky hiéu van ban ‘ | Ngay ban hanh: & naay Bén ngay ™
1D vén ban Ngay dén: tir ngay * 25/09/2017 ™ ®&nngay” 09/10/2017 [}
Nganh - Tatcd —- ~ Han cudi: tir ngay (4 Bénngay (]
Hinh thic van ban -— 78t d —- ~ DY khin —— 78t cd — v Ngudi ky x|a
Loai van ban -— T8t g —- v B§ mat —— 78t cd — v Cd quan gl X|Q
ggl‘gh yéu ndi dung van Trang thai van ban Céng vin nhdn dudc v
N&i dung . . Trang thdi xir Iy - T&t ¢d —-- v
Loai van ban lién k& ---- Tat cd - ~ Phudng thic 2. Nhan T‘L?tg\rém hodc } ~ Ngu@i chuyén X Q
Van ban ca nhdn —donvi - 78Fcd — v

=> Nhan enter/tim kiém.
Buwoc 2: Tir man hinh Danh sach Van ban -> Nhap vao nut chuyén Van ban

# [2) Danh sachvanban x

VANBAM » Danhséchcingvan

Danh sach cong vén

Ma hiéu co . o Trang théi xu e §
STT Thao téc B ‘I‘;mm Tiéu dé Linh vue Do khdn DG mat Ngubi ky ramqu Al Ngay dén File
1 = Test_Test count van ban C.Care Binhthudng  Binh thuéng Nguyen Phic | Céng van 17/05/2016  document.pdf
i . 2 u falisd chua doc
Nhén vao ndt chuyén
cong van én Phu Bng van da
2 = 9 sSlesteounkianban C.Care Binhthutng  Binh thutng Nguyén [Fill® | (SR E s 17/05/2016  document.pdf
n fa i3 doc
3 =4 os/pycyp | PRIEUYBUCAUXAYOUNG o onin | Khan Binhthubng | LebocTudn  Condvan 12/05/2016  pyc phoi hop cvi.pdf
phan mém chua doc
—_ = N N Céng van
4 =4 4444/CVD- | 44444 c.Care Khan Binh thuémg e A 10/05/2016  KBKT_LB_Web.pdf

Buwéc 3: Khi nay, man hinh Chuyén Van ban hién thi:

11
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Chuyén vén ban (Xin nghi giao dich) X
Ndi dung chi dao (1974) ~
Nhdp ¥ kign chuyén vao day . . ..
Nhan vao dédy dé chon don vi can
chuyén van ban

Nhan vao déy dé chon ca
nhan can chuyén van ban. v

);__________-—-——‘ Hoac cd thé tim kiem

ngay trén thanh tim kiém

Danh sach dan vi (0) | chen dan vi

Danh sach cé nhan (0) | Chon c& nhan Ho tén, ma nhén vién, email. s& dién thoai i} W

Danh sach nhdm ca nhan (0) | chon nhém ca nhén N,hé” vao de‘wﬁé chon v
nhém cén chuyén van ban

GU tin nhdn O (Cho nguil el hinh khdng nhén tin nhdn)

Chuy:
- C6 thé giri tin nhdn cho cd nhitng nguwoi da dét cdu hinh khéng nhan tin
nhan khi chuyén van ban bang cach tich chon vao 6 Gui tin nhan

Chuyén vén ban (Xin nghi giao dich) P

Néit dung chi dao (2000) PN

\Vhép ¥ kigh chuyén

Danh séch don vi (0) | chon don vi v
Danh séch c& nh&n (0) | chon ci 1 Ho tén, ma nhan vién, email, s6 dién thoai [i] v
Danh sach nhom cigan (0) | chon nhém ca nhan v

GUI tin nhdn O (Cho ngudi ¢du hinkh khdng nhan tin nhan)

< Chuyén cdng van

- Néu van ban mdt thi hién thi man hinh cé thém théng tin ghi chii nhuw
Sau:
Van ban mat chi dwoc gui dén lanh dao va van thu.

Chuyén cdng van

Y kién chuyén ~

Danh s&ch ¢4 nhan | Chon cé nhan (VEn bdn mét ehi duoe gui dER Iinh dao va van thy) v

Danh sach nhém ¢4 nhan | chon nhém cé nhan (VEn ban mét chi dupe gi dén lnh dao va van thu) v

Danh séch don vi | chon don vi -
CHUYEN CONG VAN PONG

12
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ca nhan dé chuyén van ban.
o Chon don vi: Nhan vdo link chon don vi s€ mé ra man hinh nhuw

Chon don vi
== Ng3n Hang mquén 2lil
+ CN. Tan Tao
=+ Chi nhanh Quang Binh
+ CN. Héi An
= Chi nhanh Xuan Thiy
= HBQT, BKS, Hoi 5&
/& Hai d8ng Quan tri va Ban kiém soat

/@ Ban Digu hanh

+ Khdi .

_ 1. Timkiém va tich
+ 8 chon don vi can
+ Khéi chuyén vén ban
+ Khdi -

=+ Khai Tham dinh

=+ Ban Xy dung cd ban

+ Khdi Bau

=+ Knhdi Tai chinh K& todn

=+ Khéi T8 chirc Nhan su

£ V3n phong Trién khai chién lugc
=+ Khdi Quan tri ni ro

=+ Khéi Kigm tra - Kiém sodt ndi ba
=+ Khéi Cang nghé théng tin

= Khdi Van hanh

Sau:

Tim ki€m trong dan vi: Ngan Hang TMCP Quén Béi

Tir khda

7én don vi, t8n vidt t3t

Danh sach don vj (d& chon: 2)

ST
(] (] 1
(] (] 2
I (] (] 3
I"lgj (] 4
I~ o 5
(] (] ]
a o 7
L L ]

2. Chon Ddng ¥

=+ Phong kifm sodt va cai tién van hanh

Tén ddn vi
HEQT, BKS, Hai ¢
Chi nhanh Quang Binh
CN. T&n Tao
Ban giam ddc
Test2 Chi nhanh
Chi nhanh Xuén Thly
Ban giam déc
MB Finance
Ban Giam ddc

Ngan Hang TMCP Quan Bdi

“ Hién thi im kiém néng cao

Tén viét tat
01
Al
c1
MC001
HRO0001
Bl
MDO01
MCCo1
MBOO1
M001

Ngueoi diing nhdp y kién chuyén, chon don vi, chon cd nhdn, chon nhom

Bon vi cha
Ngan Hang TMCP Quan Dai
Ngan Hang TMCP Quan Bai
Ngan Hang TMCP Quan Dai
CN. Nha B&
Ngan Hang TMCP Quan Bai
Ngan Hang TMCP Quan Dai
CN. T(r Ligm
Cac cdng ty con
Chi nhanh Do Duy Anh
Siéu dan vi

[1-10/2467]

(@)

Chgn ca nhan

Chon ca nhan: Nhan vao link chon ca nhan sé mo ra man hinh

nhw sau:

= Ngan Hang TMCP Quan Ddi

+ CN.Tan Tzo

= Chi nhanh Quang Binh

+ CN. Hai An

=+ chi nhdnh Xuan Thiy

— HDQT, BKS, HGi 58
£ Hgi déng Quan tri va Ban .
£ Ban Bigu hanh

=+ Khél Doanh nghiép vifa va nhd
=+ Khdl Khich hang Idn

=+ Khdl Khach hang ca nhan

=+ Khdi Mang Iudi va Phan phdi
+ Khal Tham dinh

Tim ki€ém trong don vi: Bg phan van thu luu trir

1. Tim kiém va tich
chon cé nhan can
chuyén vén ban

Ho t€n, m3 nhan vién, email. 56 dién thoai

‘Danh séach nhan vién (da chon: 2)

== Khdl Mgun viin va Kinh doanh tign t&

sTT
o o 1
(] (] 2
I | o 3
(] | 4

+ Ban Xy dung co b7
+ Khdi Bau tw’

+ Khdi Tai chinh K&t
== Khl T4 chirc Nhan su
& van phong Trign khai chién lugc
=+ Khdl Quan tri nii ro

=+ Khdl Kigm tra - Kigm sodt ndi bd
=+ Khdi Cng nghé thing tin

= Khdl Vin hanh

2.Nhédn Déngy

/1

=+ Phang kiém sodt va cai tién van hanh

M& nhan vién

Nguyén Thi Hudng

giang248 Giang
hangtt.ho | Trn Thi Hing
hienctt.ho | Cao Thi Thanh Hign
lanhdaokhoil | User test 3 - TP
minhntt :"g#:t“én Thi Thanh
nguyetkm.k... | Kigu Minh Nguy&t
thoaltk.he | Lai Thi Kim Thoa

W Hién thi im kiém nadng cao

Tén day du

(83 nhan)

(04 nhén)

(D5 nhén)

(B3 nhan)

(D& nhan)

N

Chifc danh  Bon vi Email
Nhan vién | BG phan ... | giang248...
Nhén vién | B phan ... | hangtt.h...
Nhén vién  BG phan ... | hienctt.h...
Cén bd qg... BGphan ... lanhdaok...
Nhan vién | BG phan ... | minhntt...
Nhan vién | B& phan ... | nguyetk...
Nhén vién  BG phan ... | thoaltk.h...

[1-7/7]

o Chon nhém ca nhan: Nhdn vao link chon nhém ca nhan sé mé ra

man hinh nhw sau:
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Chon nhém ca nhén a4
Théng tin tim kiém ~
Tén nhém | (77 ntom |
Loai nhdm — 78t cd — ~
Pham vi ap dung ¥/ Nhém diing chung Tap doan ¥/ Nhém diing chung don vi ¥/ Nhdm diing riéng ca nhan

Tich chon mét trong hai cét TO hodc j

CC

s )
Danh sach nhém cd.ph#n75a chon: 0) (Nhp ddp chudt vao ban ghi d& chon nhanh) A

/o] [cc] STT Thaotic Tén nhom Mb ta Loai nhém Pham vi 3p dung Ban vidp dung
- - 1 @ _VTM_ QHM _VTM_ QHM Nhém ca nhan Nhom diing chung d...
r r 2 @ _VIM_BGE Cty Ban Giam d?c C6ng Ty M... Nhom ca nhdn Nhom ding chung d...
r r 3 @ _VTM_BGP cty & cac Tr... BGD cty & cic Trung ta... | Nhdm ca nhan Nhom ding chung d...
- - 4 @ _VTM_CNTT VTM_CNTT Nhém ca nhan Nhom ding chung d...
[} [} 5 @ _VTM_CTr _VTM_Chinh tr? Nhom cd nhdn Nhém ding chung d...
r r 6 @ _VTM_CD _VTM_Co di?n Nhom ca nhan Nhom ding chung d...
- - 7 @ _VTM_HC _VTM_Hanh Chinh T?ng ... | Nhdém cd nhan Nhom ding chung d...
- - 8 @ _VTM_HCG _VTM_Hoan cng quy?t ... Nhém ci nhan Nhdm diing chung d...
r r 9 @ _VTM_KDHT _VTM_Kinh Doanh H? T?... | Nhdm ca nhan Nhom diing chung d...
] ] 10 @ _VTM_KH _VTM_K? Ho?ch Nhdm ca nhan Nhom ding chung d...

Sau khi chon xong man hinh ¢ hién thi nhw sau:

Danh sach ca nhan (0) | chon c4 nhan A
STT Thaotdc Phuong thic gii Tén Chic danh Don vi
Danh séch réng!
1 1
Danh sach nham ca nhan (3) | chon nhém cé nhan ~
STT Thaotdc Phuong thit goi Tén nhém cé nhan Loai nhém Ghi chd
1 & m TO ~ || 2104_dv tap doan Mhém ca nhan
2 & cC ~ | _VTM_QHM Mhém ca nhan
3 & m cC ~ || _VTM_BGD Cty Mhém ca nhan
1 Al [1-3/3]
Danh sach don vi (0) | chon don vi v

< CHUYEN CONG VAN X DONG é

Man hinh nay cho phép nguroi diing chinh sira hodc loai bé nhom cd nhdn viea chon.

- Nhdn vao icon & @é sira nhém. T rong man hinh swa nhom, nguoi dung
tich chon vao ca nhan nao trong nhom thi ca nhdn do sé khong nhan
dwoc van ban chuyén den.
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Stra danh sach cé nhan trong nhém

Thong tin chi tiét

Tén nhom 1008_halt19 thém méi nhém pham vi tap don M3 ta dfesfre
Loai nhém Mhom céa nhan

Danh sach ca nhan (S& ca nhan dugc chuyén: 2)

STT Khéng chuyén Tén Chire danh bon vi Email S8 dién thoai
1 - b Thanh Hai Chéanh V&n phdng Van phong - Khéi cogqua... | dohai@viettel com.vn 84974029056
3 - Phiing V&n Ngir Ph6 Chénh Van phdng V&n phong - Khéi coqua... | 1@viettel.com.vn 84074029056
1 /Al [1-3/3]

v DONG Y X DONG

- Nhdn vao icon & @é loai bo nhom ca nhan vira chon

CHUYEN CONG

Buwdéc 4. Nhdn nit Ml ¢ thuc hién thao tdc.

Chuy: Danh sach cdc nhom cd nhan dwgc nguoi dung ti dinh nghia. Xem huéng dan
tap nhom ca nhan dé chuyén van ban o muc 3.4.

Cdch 2: Chuyén Van ban tir man hinh Chi tiét Vin bén

Buwdc 1: Nhdp vao tiéu dé van ban ¢ man hinh Danh séch Vin ban

CHUYEN CONG VAN

Buwdoc 2: Trén man hinh chi tiét, nhap vao nut de vao man hinh

chuyén Vin ban, thie hién cdc bude giong nhw cach 1.

LE2E
aEkE

Fita sten Eam & Teegran cram mam s e TE DS et
o op e cigm s HOSH TS 206 BT
Tors hop cham dicen s vl TR 201661

Chuy:
Chuyén cho cd nhaén:
- Déi vdi van bdn thuong cho phép chuyén cho tat cd cdc cd nhan trong
tdp doan.
- Déi véi van ban mdt thi chi chon dwoc lanh dao hodc van thw dé chuyén.
Chuyén cho don vi: Khi chuyén cho don vi thi chi lanh dao va vén thu trong dwoc vi
nhan duoc.
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Chuyén cho nhém:

- Doi voivan ban thwong tat ca cac ca nhan trong nhom sé nhdan dwoc van

ban.

- Doivoivan ban mat: Chi lanh dao hoac van thu trong nhom nhan duoc.

3.4. Quan ly nhém ca nhan

Chike nang nay cho phép nguoi ding tw dinh nghia cdc nhém dé chuyén van ban.
Nguoi dung toan hé thong duoc su dung chirc nang nay.

3.4.1. Thém moi nhom cda nhan

Budc 1: Vao menu Quan tri/ Quéan ly nhém cé nhan

# | [2) Danh sach vin ban

VAN BAN » Danh séch van ban

Danh séch vén ban (40)

. S8, ky higu Trich y&u ndi
Thao tac

A Do m [ [ (1 @

van ban dung vén ban
QUAN TRI -
= Ousn @ hien test 6
& e TS 9/cv- (ludng chj May
anh dan)

7/106/T... @ Xin nghi
HBI giao dich

Budc 2: Nhan nit + dé thém méi

Nganh

Hanh
chinh,
van
thu
Hanh
chinh,
van
thu

trich yél ndi dung, 1D vén ban, ngui ky E

E S5 ky i

Chon menu Quén Iy nhém cé nhan T .
an chua doc  |2bc] Vén ban da doc ‘E] e —

[r——

Binh Binh
thudng thudng

Binh Binh
thudng thudng

0 mat Ngue i
~ Khan -

Nguyén
Thi
Hudng
Giang

Ta Qudc
ban

Banh ddu
. Trang thai R N van ban c&
Ngudi ky ,q ) Ngay dén File vén ban N
- XUy - nhan
Ta Quéc  Van ban
- 123 test.pdf
Pan a3 xi Iy 07/10/2017 3 P
Nguyén .
Duy vanban o 0/2017 BIEN BAN - DINH.pdf
da xua ly
Hu'ng

& Danh séch vén ba & Quan Iy nhém ca nhan

2 QUANTRI » Quanly nhém cé nhan

Danh sach nhém ca nhan

STT Thao tac Tén nhém M &
1 @ (& @  van thu chi nhénh
2 @& Toan bd GB Chi Nhanh
3 @ Vén thu Khu vrc HN
1 /1

Budc 3: Nhap thong tin nhém vao man hinh bén dudi

| |7én nhom |a

Pham vi 8p dung Ban vi 4p dung
Nhdém diing chung tap doan
Nhém diing chung dan vi Ngan Hang TMCP Quan DGi

Nhém diing chung dan vi Phdng Hanh chinh

[1-3/3]
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# | [2) Danh sach vdn ban 2 Quan I nhdm cé nhan x

E QUANTRI » Quén Iy nhém ca nhan

Thém mdi nhém ca nhén
Tén nhdém *
M6 ta

Loai nhém * ® Nhém c& nhan Nhém vai tré Pham vi ap dung " Nhém diing riéng ca nhan v Q

2 Py a * o P a x -
Danh sach ca nhan (0) | Thém c4 nhén vao nhém

STT  Thaotdc Ma nhan vién Ho va Tén Chifc danh Ban vi Email S6 dién thoai

Danh sach rong!

Chay:
Loai nhom: C6 hai loai nhém 1a Nhom ca nhan va nhém vai tro:

- Nhoém ca nhan: Bao gdm nhiéu ca nhan
- Nhom vai tro: Bao gdm nhiéu c4 nhan nhung cliing chung vai trd. Vi du: Nhém vin

thu hoi sé, nhém lanh dao,. ..
Pham vi ap dung: C6 3 loai pham vi:

- Nhoém dung riéng cd nhan: Nhom nay chi dung cho nguoi tao nhom

- Nhoém dung chung don vi: Nhom nay dung chung trong don vi ctia nguoi tao, nghia la
khi moi nguoi trong don vi cua nguoi tao chon nhom dé chuyén van ban thi cling s&
chon dugc nhom nay.

- Nhoém dung chung tap doan: Nhom nay dugc st dung chung cho toan bo nguoi dung

trén hé thong. Nghia 12 ai ciing ¢6 quyén chon nhom nay dé chuyén vin ban.

4 ﬂ R . A . \ A , . A A « R . A , I3 A
Budc 4: Nhan de Iuu lai thong tin vira thém mdéi. HE thong hién thi thong bao xac nhan

9 Bdng chi ¢d chac chan mudn ghi lai?

- £ I v Dong v YO, ;o A L
Tiep tuc nhan de hoan tat qua trinh thém mai.

Huy bo

Néu chon thi hé thong dong xac nhan va khong thém méi.
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3.4.2. Stra nhom ca nhén

Chi stra dugc nhém do minh tao ra.

Budc 1: Nhin biéu twong (£ dé sira nhom

# | [2)Danh sach vén ban x| 2 Quan Iy nhém c4 nhan x

S QUANTRI » Quan Iy nhém c& nhan

[ ]

Danh sach nhém ca nhén ~
STT Thao ta Tén nhém M6 ta Loai nhém Pham vi ap dung Ban vi ap dung
1 @ [ van thu chi nhénh Nhom cé nhan Nhém diing chung tap doan
2 ® Toan bd GB Chi Nhanh Nhém vai tro Nhdm diing chung dan vi Ngéan Hang TMCP Quan B3i
3 @ Van thu Khu vrc HN Nhém vai trd Nhém ding chung dan vi Phéng Hanh chinh
4 @ (Z @ | Nhém van thu hdi sd Nhom vai tro Nhém ding chung tap doan
1 /1 [1-4/4]
r A A . A 5
Budc 2: Nhap thong tin can stra
Stfa nhém cd nhén A~
Tén nhém * van thu chi nhanh
M6 ta
A
Loai nhém * ® Nhdm ¢ nhan Nhém vai tro Pham vi ap dung * Nhém diing chung tap doan ~Q
Danh sach c4 nhén (3) *| Thém cé nhan véo nhém A
STT  Thaotdc  M& nhan vién Ho va Tén Chirc danh Ban vi Email SG dién thoai
1 W hienctt.ho | Caoc Thi Thanh Hign Nhén vién B& phan van thu luu tr - Ph... | hienctt.ho@mbbank.com.vn 0982890511
2 w giang248 | Nguyén Thi Hudng Giang Nh&n vién B& phan van thu luu tr - Ph... | giang248@mbbank.com.vn 0938999084
3 w hangtt.ho | Trén Thi Hang Nh&n vién B& phan van thu luu tr - Ph... | hangtt.ho@mbbank.com.vn 0982957970
1 /1 [1-3/3]

Budc 3: Nhan . dé luu lai thong tin vira thém mai. Hé thong hién thi thong bao xac nhan

9 Bdng chi ¢d chac chan mudn ghi lai?

- £ I v Dong v PO ;o A L
Tiép tuc nhan de hoan tat qua trinh thém mai.

Hily bé

Néu chon thi h¢ thong dong xac nhéan va huy bé viéc sua.

3.4.3. X6a nhém ca nhan

18



vl.l

Chi c6 nguoi tao moi dugce xda cac nhém do minh tao ra.

Budc 1: Nhin nut ] dé x6a nhom

@ | 2 Quan ly nhém ca nhan x

2 QUANTRI » Quan ly nhém c4 nhén

Danh sach nhom ca nhén

STT Thao tac Tén nhém M3 ta

1 @ & wan thur chi nhanh
2 @ Toan bd GB Chi Nhanh
3 @ Van thu Khu vic HN

4 @ @ @  Nhom van thu hdi sd

Tén nhom E

A
Loai nhém Pham vi ap dung Ban vi ap dung
Nhdm cd nhan Nhém dung chung tap doan
Nhdm vai trd Nhdm diing chung dan vi Ngan Hang TMCP Quén Bdi
Nhém vai tro Nhém dung chung dan vi Phong Hanh chinh
Nhdm vai trd Nhém dung chung tap doan
[1-474]

3.4.4. Tim kiém nhém cd nhén

C0 hai cach tim kiém:

- Tim kiém nhanh: Tim kiém theo tén nhém

# 2 Quan ly nhdm ca nhan x

2 QUANTRI » Quan If nhém ca nhan

Danh sach nhdm ca nhén

STT Thao tac Tén nhém M3 t3
1 @ (@ @ | van thu chi nhanh

Toan bd GD Chi Nhanh

Vén thu Khu wifc HN

4 @ (Z @  Nhém van thu hdi sd

|rég nhdm |E

A
Loai nhém \am vi ap dung Ban vi 4p dung
Nhém ca nhan ém diing chung tap doan
Nhém vai tro Nhém diing chung don vi Ngan Hang TMCP Quan Bgi
Nhdm vai trd Nhdém diing chung don vi Phéng Hanh chinh
Nhém vai tro Nhdm diing chung tap doan
[1-4/4]

- Tim kiém nang cao: Tim ki€m theo t€n nhom, loai nhém, pham vi ap dung.
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@ | 2 Quan Iy nhém ca nhan x

& QUANTRI » Quénly nhém cé nhin

Théng tin tim kiém

Tén nhém ‘ |

Pham vi dp dung

Loai nhdm -— Tétcd —

Danh sach nhém ca nhan

STT Thao tic Tén nhém

i @ (@ @ |vanthu chi nhdnh
2 @ Toan bd GB Chi Nhanh
3 @ Van thu Khu vuc HN

Nhém van thur hdi s¢

Loai nhém

Nhém cd nhén
Nhém vai tro
Nhom vai trd

Nhom vai tro

3.5. Xem luin chuyén don vi
Buéc 1: Nhén vao xem ludn chuyén don vi. Hién thi Popup ludn chuyén.

Xem théng tin ludn chuyén
Danh sach don vi da chuyén
ST Ban vi nhén
1 Chi nhanh Haa Binh - Ngan Hang T...

1 /1

Danh sach nguidi ciing nhdn

STT Ngurdi nhan

1 | Tran Thi Hang (hangtt.ha)

2 | Lai Thi Kim Thoa (thoaltk.ha)

3 User test 3 - TP (lanhdackheil)
4 NguyEn Thi Thanh Minh {min...

1 /1

Danh sach nhom da chuyén
STT  Thao téc Tén nhdm ca nhan

1 E Mham van thur hdi so

1 /1

Danh sach cdy ludn chuyén [BpO=EERE
& Nguyén Thi Huong Giang

O STT  Thao tac Mgudi nhan

m] 1

@ | Lai Thi Kim Thoa (thoaltk.ho)

Ban vi

BS phan van thu luu trir - Pha..
B6 phan van thu lwu trir - Phd.
BS phan van thy lwy trir - Pho...
HBQT, BKS, HAi 58 - Ngan Ha._.

HBOQT, BKS,

Théi gian chuysn
07/10/2017 16:46:22

Théi gian chuy#n

07/10/2017 16:15:01
07/10/2017 16:15:01
07/10/2017 16:15:01
07/10/2017 16:15:01

Thii gian chuyEn

09/10/2017 10:48:47

Bon vi Thai gian chuyn

Pham vi 4p dung

Nhdm diing chung tip doan

Nhém diing chung dan vi

Nhdém diing chung dan vi

Nhém diing chung tap doan

# An tim kiém néng cao

Badn vi ap dung

Ngan Hang TMCP Quan Doi

Phong Hanh chinh

¥ kign chuyén

¥ kign chuysn

Mghién ciru, d& wudt
Mghién ciru, d& xudt
Mghign ciru, d& xudt

Mghign ciru, d& xudt

Trang thai
doc

B3 doc
Chura doc
Chura doc

Chura doc

¥ kign chuyén

Ngudi chuyén

09102017 10:48:47 | NguySn Thi Huong ...

Trang thai

¥ kign chuyén

Chura doc

[1-4/4]

« X

[1-1/1]

Trang thai
xr by
Chua xir If
Chura xir Iy
Chua xir Iy
Chua xir Iy

[1-474]

[1-171]

Trang thai
AT by

Chua xir Iy

- Danh sach don vi da chuyén: la danh sich cdc don vi ma user dang
nhdp da chuyén.
- Danh sdach nguoi cung nhdan: La danh sach nhitng nguoi cung nhdn van
ban tur nguoi gui truoc do.

- Danh sach nhém da chuyén: La danh sach cdc nhém ma user ding nhdp

da chuyén.

- Danh sach cay ludn chuyén: La danh sdach cac ca nhan ma user dang
nhap da chuyén.
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Bueée 2: Thu héi vin ban dd chuyén cho cd nhan.
C6 hai cach dé thu hoi:

’ A . 3 A A. » A rie N ’ A
Cdch 1: Nhan icon ® dé thu héi van ban ddi véi teng ca nhan

Danh sach cy luan chuyén . A
Nhan vao day dé thu hdi van ban déi véi tirng cd nhan

& Nguyén Thi Hudng Giang

0O SIT Thaotic Ngudi W gian chuyén Ngurdi chuyén Y kign chuyén Tra;g;héi Trinl,?léhéi
@] 1 @ ® | Lal Thi?m Thoa (thoaltk.ho) | HDQT, BKS, ... | 09/10/2017 10:48:47 | Nguy&n Thi Huang ... Chura doc | Chura xur Iy
O 2 @ %  Nguyén Thi Thanh Minh (mi...  HDQT, BKS, .. | 09/10/2017 10:48:47  Nguy&n Thi Hudng ... Chua doc | Chura x(r ly
O 3 @ “ | Nguy&n Thi Thu M3y (mayntt) | Phdong Hanhc... | 07/10/2017 17:03:39 | Nguy&n Thi Hudng ... B3 doc Chura xr Iy
O 4 @ % | Nguyén Duy Hung (hungndl) | Chi nhdnh Hé... | 07/10/2017 16:46:22 | Nguy&n Thi Hudng ... B3 doc Chura x(r Iy
O 5 @ @ | Pham Thanh Ting (tungptl) | Chinhdnh Hé... | 07/10/2017 16:46:22 | MNguy&n Thi Huang ... Chura doc | Chura xir Iy
1 f2 > » [1-5/6]

) N .
Cach 2: Tich chon checkbox ¢ danh sach, sau do nhan button thu hoi

Danh sach cay ludn chuyén A~
- 1. Tich chon cé nhan sé thu hdi van ban
|
0 ST Thaotic N A an vi Théi gian chuyén Ngudi chuy&n ¥ ki&n chuy&n Tra;(g};hé] Trz;:::gr;I;hé\
™~ 1 _—@ 4 | Lai Thi Kim Thoa (thoaltk.ho) | HDQT, BKS, ... | 08/10/2017 10:48:47 ﬁ Chua doc | Chua x(r Iy
4 2 @ <  Nguyén Thi Thanh Minh (mi... HBQT, BKS, ... | 09/10/2017 10:48:4. 2.Nhan thu hoi Chua doc | Chua X7 Iy
O 3 @ %  Nguyén Thi Thu May (mayntt) Phdng Hanh c...  07/10/2017 17:03:39 N" ,<n Thi Huang ... B4 doc Chua x0r Iy
0 4 @ @ | Nguyén Duy Hung (hungnd1) | Chi nhanh Hb... | 07/10/2017 16:46:7_ ‘ Nguyén Thi Huang ... D3 doc Chura x(r Iy
O 5 @ @ | Pham Thanh Tung (tungptl) | Chi nhdnh Hb... | 07/10/2017 407:46:22 Nguy&n Thi Hudng ... Chura doc | Chua X7 Iy
1 J2»| » [1-5/6]

He tho”'ng hién thi thong bao xac nhan. Click vao button do”‘ng y dé thuc hién thu hoi,
click vao button Huy bo dé huy viéc thu hoi.

9 Bong chi cé mudn thu hdi van ban?

X HUY BO

Sau khi thu hoi, hé thong hién thi gach ngang doi véi cd nhdn bi thu héi.

v DONG Y
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Danh séch céy luan chuyén
& Nguyén Thi Hudng Giang

Ban vi

Phdng Hanh c...

Chi nhanh Hd...

Chi nhanh Hb...

(] STT  Thao tac Ngudi nhan
1 LTk Theattheatdehad
0 3 @ “ | Nguyén Thi Thu M3y (mayntt)
0 4 @ %  Nguyén Duy Hung (hungndl)
0 5 @ @ | Pham Thanh Tung (tungpt1)
1 /1

3.6. Tao cong viéc:

~
Thdi gian chuyén Ngudi chuyén Y kign chuyén Tra‘r;gcthéi Tri'?éhéi
SienmeeTm e S T e
R el T e
07/10/2017 17:03:39 | Nguy&n Thi Huang ... B3 doc Chura xr Iy
07/10/2017 16:46:22 | Nguyn Thi Huang ... B3 doc Chura x(r Iy
07/10/2017 16:46:22 | Nguyén Thi Huang ... Chura doc | Chura xir Iy

[1-5/5]

Chitc ndng nay cho phép giao viéc cho cd nhdn tir van ban bat ky (néu la nhan vién thi
chi tw giao viéc duwoc cho ban than minh)

Id
’ A ’
Buoc 1: Nhan nut
#  [2) Danh sach vén ban x
vAN BAN » Danh sach vén ban

= 0 ngoai danh sach van ban

54 ky hiéu, trich yéu ndi dung, 10 vén ban, ngudi ky H

“ Tim kiém nang cao

Danh sach van ban (41) Van ban chua doc Van ban da doc VAR ERA B E
Banh dau
ST Thao téc SO kjhiu - TrichyEundi L B0 gt nouttom Noutiky O gay aen File vén ban vAn ban ¢
van ban dung van ban g khan LAl g J XU by = nhan
(H)
@ May test L . - Nguyén = Vdnban 1 chu ky.pdf
1 < (1% 4 3098 1/CV-HS  van ban téi ﬁ::;;’" :).'.’ca :1‘);‘;: Thi Thu ;@m?“"c chuaxit  09/10/2017 s ) =}
mat . ¢ May Iy Xem thém
@ hien test 6 plank Nguyén
2 — 3073  9/cv- (lung chi M3 chinh, Binh Binh Thi TaQudc Van ban 07/10/2017 123 test.pdf g
<=s4 gchitay s thudng thudng Huong | Pan da xu ly . -
anh dan) N
thu Giang
.Y -
v £ ’ Cong viec g \ \ Y ( o )
Hodc nhan nut o man hinh chi tiéet van ban
Danh sach ky nhay (1) ~

STT Ngudi ky Chirc danh

Phang HA trg - Chi

nhénh Héa Binh -

Trang thai xir Iy

1 | Bang Thi Thu Ha NgAn Hang TMCP B3 ky nhay
Quan i
Danh sach nhigm vu (0)
Danh sach céng viéc (0)
Danh sach ca nhan da chuyén (6)
81T Nguwréi nhan Bon vi

1 Lai Thi Kim Thoa (thoaltk.ho)
2 Nguyén Thi Thanh Minh (mi...
3 Nguyén Thi Thu May (mayntt)
4 Nguy&n Duy Hung (hungnd1)
5 Pham Thanh TUng (tungpt1)

1 12> |»

< chuyén van ban il ® Xem ludn chuyén

HDQT, BKS, HEl 53 - Ngan ...
HDQT, BKS, HAi SA - Ngan ...
Phéng Hanh chinh - Khéi Va...
Chi nhanh Héa Binh - Ngan ...
Chi nhanh Hoa Binh - Ngan ...

Théi gian x(r Iy

02/10/2017
15:10:42 ¥

Thi gian chuyén
09/10/2017 1...
09/10/2017 1...
07/10/2017 1...
07/10/2017 1...
07/10/2017 1...

Ghi ch

D4 kiém tra va ddng

= Tao cdng viéc

Khéng

¥ kién chuyén

Hién thi chit ky

File dinh kém

[1-5/6]
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Man hinh thém maoi cong viéc mo ra va sé hién thi san nguon goc cong viéc la van
ban.
Buoce 2: Nhdp thong tin cong viéc (cac thong tin gan dau * bat buoc nhdp)

# | [2 Danh sach van ban x = Thém mdi cdng viéc c... X

Thém mdi c8ng viéc ¢ danh gid

Théng tin cng viéc ® Vidccd danh gid @ O ViécphSihdp @ © Viécrigng @ A
Tén céng viéc * ‘ Iin nghi gizo dich | Ni dung céng viéc *
Ngay hoan thanh * 09/10/2017 17:30 |
Nganh * Hanh chinh, van thu’ ~
Ngudi giao vie * Nguy&n Thi Hudng Giang X|Q
Ngudi thuc hién * Ngubn géic cing viéc '@ —-—Chon ngudn gét nhiém vu-——- v |Q
File dinh kém Dinh diang file A trr ng ditic qus :
i abe, Gy, ¥, xisx. ppt, pptx, pof, meg, mpp, ot

Budc 4: Nhéan niit 0T hoac

dé luu lai thong tin cong viéc vira nhdp

He tho”'ng hién thi thong bao, tié'p tuc nhdn dé luu lai.

Bdng chi cd chac chan mudn ghi lai?

3.7. Sao chép lién két

Nhdn vao Sao chép lién két dé copy link giri mail

BlH9 e #|s Quy trinh thuc hién cing tae quan I lao déng sau tuyén dung, dao tao hudn luyén quén suva thea déi Hgp dang lao dgng tai Trung tam Phan mém Viettel 1 - Message (HTML) o

Message | Insert  Options FormatText  Review o g

=) & cut A EE ﬂ @ @ J@ |2r ¥ Follow Up ~

E3 copy ¥ HighImportance

Paste £ = Address Check | Attach Attach Signature Zoom
M Fromatpanter | B L U (¥ A= Tonk. Namer | “Tie Tems ome & Low Importance
Clipboard [0 Basic Text Names Include Tags % | Zoom

Tou. ||

. ||

Subject: | Quy trinh thurc hién cong tac quan If 1so ddng sau tuyén dyng, dao tgo hudn luyén quén sy va theo ddi Hop dng lse déng tai Trung tim Phan mém Viettel 1

b &R

Kinh gt¥i,

BDang chi chuyén dén link sau d& xem chi tiét. http://10.60.7.126:8888/app-view/theme/admin-ex/pages/main.zul?
param=746f6b656e3d343936363732363634353434333836393433346537373537333334343266353236313434343935363736373836663532363933383533373637323464363936623¢
533346337323439333836613532333633353632343133643364267669657749643d33393561333435393336353934383665373837353432373635393463346637363737353936663634:
3539363733643364266175784964323d346334343665353734393461366333343536373136353731373533303465333437. 134393539363733643364

3.8. Ban giao cong van

Budc 1: Vao menu Van ban/ Ban giao cong van
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VAN BAN » Ban giao cdng vin

Tim ki&m vén ban dé ban giao (xem lich st ban giao

Phan loai van ban V&n ban don vi ~ | Ngaydén: Tir* | 11/07/2017 £ Bén*| 09/10/2017 [ Trang thai van ban V&n ban nhan dugc ~
56, ky hiéu van ban NgudT ky X | Q| Trang thai xr Iy ---- TAL & - v
Trich y&u néi dung = - -~
van ban . Nguoi gut X|Q
— —
1 Nhawp théng tin tw:n kiém hoac enter
vao khu vire nay
Danh séch vén ban ban giau *(0)
STT Loai ba S8, ky hiéu van ban  Trich y&u ndi dung van ban D6 mat Ngay dén Ngudi ky Ngui gur Trang thai xir Iy
1 /1
Ngu@i ban giao Lai Thi Kim Thaea - thoaltk.ho - 01684356882
Ngudi nhén ban giao ™ X|Q
r N ~ hY .
Budce 3: Chon ngudi nhan ban giao
A Thém mdi van ban Ban giao cdng van
VAN BAN » Ban giao cong vén
STT Loai ba S0, ky hiéu van ban  Trich yéu ndi dung van ban D6 mat Ngay dén Ngudi ky Ngudi gut Trang thai xr ly
1 b 1/CV-HS M3y test van ban tdi mat MAL 09/10/2017 09:5...  Ta Quéc Dan Nguy&n Thi Thu May Chua xUr Iy
2 » 9/cv- hien test 6 (ludng chi May a... Binhthudng  07/10/2017 16:4... Ta Qudc Pan Nguyén Thi Hugng Giang | Chua xur Iy
3 be 7/106/TTr-HBI Xin nghi giao dich Binh thuting  07/10/2017 16:1... Nguy&n Duy Huhg Ta Quéc Dan DA X ly
4 X 3/BC- van ban Mat Mat 07/10/2017 11:5...  Ta Qudc Pan Nguy&n Thi Hudng Giang | Chuta ¥ If
5 X 13/BB- Hien test 7 VB mat MAL 07/10/2017 11:5...  Ta Quéc Dan Nguyén Thi Huong Giang | Chua xUr 1§
6 » 7/BC- Minh trinh - Giang DTT - An... Binhthudng  07/10/2017 10:4... Ta Qudc Pan Nguyén Thi Hugng Giang | DA xir Iy
7 be 14/DX- abc Binh thuting  07/10/2017 10:1... Nguyén Thi Thu May Nguy&n Thi Thu May Chua xr ly
8 X 11/BB-HS Hang giang teest 8 Mat 07/10/2017 10:1... Nguyén Thi Thu My Nguy&n Thi Thu May Chura xir Iy
9 X 12/ND- May test van ban trinh ky Binh thudng  07/10/2017 10:1... Ta Quéc D7 Chua xUr Iy
10 X 10/DX- test trinh chi may Binhthudng  07/10/2017 10:0... Nguyén Tt Nhanvao day dé chon nguéi nhan Chua xir Iy
ban giao
1 /4 5| » [1-10/36]
MNgu@i ban giao Lai Thi Kim Thoa - thoaltk.ho - 01684356882
Ngu@i nhan ban giao * x| Q
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Chon ca nhén

= Ngan Hang TMCP Quan B Tim ki&m trong dan vi: BS phén véan thu luu tri A~
+ CN. Tan Tao
+ Chi nharh Quéng Binh Tir khoa Ho tén, ma nhdn vién, email, s3 dién thoai
=+ Chi nhanh Xusn Thiy
= HPQT, BKS, HGi 5¢
& 1l dBng Quan 1 v3 Ban kiém sodt Danh sach nhan vién (da chon: 1) (NhaD dip chudt véo ban ghi dé chon nhant) A
STT  M& nhén vién Tén day du Chirc danh Dan vi Email S8 dién th...
. o 1 giang248  Nguy&n Thi Hudng ... | Nhan vién BO phdn v... | giang248.. | 016496177...
4 1.Tich chon ngw&i nhan -
q ban giao 2 hangttho  Tran Thi Hing Nh&n vién B& phin v... | hangtt.ho.. 0982957970
+ 3 hienctt.ho  Cao Thi Thanh Hi#n  Nhanvién  BG phan v... | hienctt.ho.. | 0982890511
+ Khéi Mang Iudi v Phan phéi \ I 4 lanhdaokhoil User test 3 - TP Cén bd qu... BG phan v... | lanhdackh...
+ Khi Thém dinh i ®© 5 minhntt Nguyén Thi Thanh ... | Nhn vién B3 phan v... K minhntt@... | 0988582706
# Ban Xdy dung co ban Ol 6  nguyetkm.k.. Kigu Minh Nguy&t Nhén vién B phan v... | nguyetkm.... | 0988836986
+ khéi Bau 7 thoaltk.ho  Lai Thi Kim Thoa Nh&nvién  B& phanv.. thoaltk.ho.. 016843568..
+ Khdi Tai chinh K& toan
4 KNI T8 chitc Nhan s ! I [1-7/7]
£ V3n phang Trién khai chién luge ‘_ﬁ—/
=+ Khdi Quan tri i ro N . B
== Khdi Kifm tra - Kigm sodt ndi bd 2. Chon Bongy l
=+ Khéi Cang nghé théng tin
= Khdi Van hanh
=+ Phang kiém sodt v3 cai tisn van hanh
% -
7 9
Budc 4: Nhan nat deé ban giao van ban.
# | [2 Thém mdi vin ban x| [& Ban giao cdng vén X
VAN BAN » Ban giao cdng vin
STT Loai ba S8, ky hifu van ban  Trich y&u ndi dung van ban D& mat Ngay dén Ngudi ki Ngui gt Trang thai xi Iy
i x 1/CV-HS May test van ban téi mat Mat 09/10/2017 09:5... Ta Quéc Dan Nguyén Thi Thu May Chua xir Iy
2 X 9/CV- hien test 6 (luéng chi My a... Binh thudng  07/10/2017 16:4... Ta Qudc Ban Nguyén Thi Huong Giang | Chua xir Iy
3 X 7/106/TTr-HBI Xin nghi giao dich Binh thudng  07/10/2017 16:1... Nguyén Duy Hung Ta Qudc Dan DA xr Iy
4 X 3/BC- van ban Mat Mat 07/10/2017 11:5... Ta Qudc Dan Nguyén Thi Hudng Giang | Chua xir Iy
5 X 13/BB- Hien test 7 VB mat Mat 07/10/2017 11:5... Ta Qudc Dan Nguyén Thi Hudng Giang | Chua xir Iy
6 X 7/BC- Minh trinh - Giang DTT - An... Binh thudng  07/10/2017 10: Ta Quéc Ban Nguyn Thi Hudng Glang D3 xir Iy
7 X 14/DX- abc Binh thudng  07/10/2017 10: Nguyén Thi Thu May Nguyé | Thu May Chua xir Iy
8 X 11/BB-HS Hang giang teest 8 Mat 07/10/2017 10:1... Nguyén Thi Thu May yén Thi Thu May Chura xtr Iy
9 X 12/ND- May test van ban trinh ky Binh thudng  07/10/2017 10:1... Ta Quéc Dan Nguyén Thi Thu May Chua xr Iy
10 X 10/DX- test trinh chi may Binh thudng ~ 07/10/2017 10:0... Nguyén Thi Tl Nguyén Thi Thu My Chura xtr Iy
1 14> |[» [1-10/36]
Ngu@i ban giao Lai Thi Kim Thoa - thoaltk.ho - 01684356882
Ngudi nhédn ban giao * Kigu Minh Nguyét - nguyetkm.kvpn - 0988836986 X|Q

Hé thong hién thi x4c nhan, tiép tuc nhan Pong y dé hoan tit qua trinh ban giao

Xac nhan

B£dng chi mudn ban giao 36 van ban cho
dong chi Kigu Minh Nguyét. Sau khi ban
giao s& khdng |ay lai dudc van ban, Dong
chi thuc s mudn ban giao?
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Sau khi ban giao, nhiing van ban vira duogc ban giao s€ dugc chuyén dén ngudi nhan
va khong con & danh sach van ban cua nguoi ban giao.

3.9. Tim kiém vin bén
Chtrc ning nay cho phép tim kiém theo ndi dung file vin ban.
Bude 1: Vao menu Vin ban/ Tim kiém vin ban
Buéc 2: Chon Phén loai tim kiém va nhap thong tin vao text tim kiém

[ Tim kiém vén ban

Chudi tim kigm

B VANBAN » Tim kifm vin ban Phan loai tim kiém

STT Trich y&u ndi dung vén ban
Dankh séch réng!
1 /1

Budc 3: Nhan tim ki€ém/enter.
Sau khi tim kiém, h¢ thong s€ trd vé danh sach van ban ma file dinh kém cta van ban
dé c6 ndi dung chira chuoi vira nhap vao 6 text tim kiém.

Tét ca
Van ban ca nhan
Van ban quan Iy
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