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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\(c’wi cac chic ndng cua module Quan
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 gém 3 phan, dugc bd tri nhu sau:

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

cAu trc tai lidu, d6i tuong st dung Tai liéu........
Phén 2: Gii thiéu cac chic nang cua chwong trinh.ghi nhan trong tai liéu nay

Phéan 3: Hudng dan sir dung céc chirc ning di néu trong Phan 2
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2. GIOI THIEU CAC CHUC NANG
Céc chirc nang trong module Van ban.

STT

Chirc nang

Mo ta

Doi twong sir dung

1

Thém maéi Van
ban

Str dung g‘ié nhap tryc tiép Van ban
1€n h¢ thong

Nguoi dung toan hé
thong

2 | Tim kiém, xem | Tim kiém, xem chi tiét cac Van ban | Ngudi dung toan hé
chi tiet Van ban | do nguodi dung tao hodc nhan duoc thong

3 | Chuyén Vin Chuyén Vin ban t6i nguoi dung khac | Ngudi 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 | Danh sach va Y 2 A Lvn Nhén vién tai chinh

AN Sach van Xem, danh dau chuyén tién, ky moc

ban tai chinh

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

ban

ban

thong
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3. HUONG DAN SU DUNG CHI TIET CAC CHUC NANG
3.1. Thém méi Van ban

Chtrc ning cho phép ngudi dung nhip Vin ban 1én hé théng.
Buwéc I: Vao Vin ban/ Danh sach Vin ban: -> Nhan véo nit

[2) Danh sach van ban \
VANBAN » Danh sach vin ban | |s6'ky hiéu, trich yéi ndi dung, 1D vén bén ‘E
V TIMKIEM NANG CAO

Danh sach van ban

S8, ky higu N Linh . Tran
STT Thao tac ID ,ky L Trich y8u ngi dung vén ban Pokhdn DOmat Ngudigd Nguwi ky . . B Ngay dén File
vén ban vuT théi xtrly
file trinh ky mau.pdf
An ninh Binh Binh Nguyén | Nguyén  Vanban “ b
1 < 390127 1/d Test_taovanban 2 quéc thubng | thubng | Phicbic | PhicBic | da xirly 04/11/2016 | file_anh chu ky pdf

g file_trinhky_mau.pdf

Phi&u giao viéc thang 11/2016 - d/c Hanh Binh Binh Nguyén Nguyén Van ban

Tran Van Bang chinh  thung thueng | PhicBic |Phicdic chuadoc | 0o/ 1172010

2 < 390124 22/PGV_P..

Buwdéc 2: Tai man hinh Thém méi Van ban, nhap thong tin vao céac truong:

- Trich yéu noi dung vian ban (*)

- No6i dung(*)

- Loai Van ban (*)

- S dang ky (*)

-S4, ky hiéu van ban(*)

- S6 ban luu

- Nganh (*)

- Hinh thirc van ban (*)

- Do 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 ctia hé théng

- Ngay dén (*): Hién thi mic 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
qua 100Mb. Chi dugc dinh kém 1 file)
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File phu lyc (dinh dang file tai 1én hé thdng 1a pdf, vpdf. File khong vuot qua
100Mb. 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.

#  [B Thém

VAN BAN » Thém mdi van ban

mdi van ban x

Théng tin co ban

Trich y&u ndi dung van

ban (500)* NhEp trich yél ndi dung vén ban Nganh * --— Chon -—- ~
Ndi dung (2000) * Nhdp ndi dung vén ban Hinh thic van ban* | - chon — ~

D6 khan* --— Chon —- ~
Loai vén ban * Van ban dén ~ | Ngay ban hanh * 06/10/2017 M Domat’ Binh thudng v
58 déing ky * Nhép 55 déng ky Ngay dén * 06/10/2017 ™ Noudi ky X Q
58, ky hiéu van ban * Nhép 6. ky hidu van ban Han x(r Iy * 09/10/2017 = Cd quan gui x| Q
S8 ban luu

File dinh kém * LS W 5inh ciang file 78 tror ( A

File phu luc

RS S i ciang file 7t ( 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

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

Buwéc 3: Nhan nut dé luu lai thong tin Van ban. Nhan dé huy thao tac thém
ma&1 Van 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 Y » HUY BO

v PONG ¥

Khi nay, nhan nut dé luu lai thong tin Vian ban. Nhan nat

dé dong thong béo.

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

Budc 2: Nhap thong tin tim kiém
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- Tim kiém nhanh: Nhép trich yéu noi dung vin ban/sé ky hiéu vin ban
dé tim kiém, mac dinh chi tim duoc cac vin ban tur ngay 01/01 cua nam

lién trudc nam hién tai.

Q]

- Tim kiém ning cao: Nhdp cic diéu kién chi tiét -> Nhan nut
Q TIMKIEM [ At
- dé thuc hién tim kiém.

VAMBAM » Danh s4ch vin ban

# [3 Danh sachvan ban >

Théng tin tim kigm

S6, ky hiéu van ban ‘ | Ngay ban hanh: tirngay |  Bénngay =
IDvan ban Ngay dén: tirngay 21/10/2016 [  Dénngay 04/11/2016 =
Linh vuc V- ~ Han cudi: tirngay ™  Dénngay =
Hinh thic van ban ~ D khan ~ Ngudi ky X Q
Loai van ban ~ Do mat ~ Co quan gui X Q
;g’nchyéu nGi ung van Trang thai van ban Cong van nhan dugc ~
MNoi dung Trang thaixdrly — Tdtcd — ~
Loai véan ban lien k& — T8t cd — ~ Phuong thirc g — T8t cd — ~ Mgudi chuyén X Q

Chuy:
- Truwong Ngay dén tir ngay: mdc dinh ngay cdch ngdy hién tai 14 ngay
tré vé trude
- Truong Ngay dén Pén ngay: mdc dinh la ngay hién tqi.
- Truong Trang thdi Vin bin: Tim kiém theo 3 trang théi:
+ Cong van nhdn dwoc: la cdac Van ban nguoi dung nhan duoc.
+ Cong van toi tao: 1a cac Van ban nguoi dung tao
+ Cong van chuyén di: La cdc Van ban nguoi ding dd chuyén di
- Truong Phwong thirc giti: tim kiém theo van ban can xir Iy va van ban
can doc.
Budc 3: Tai man hinh Danh sdch Vin ban -> Nhin vao Trich yéu néi dung vin
bdn
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# [ Danh sach van ban x

Danh sach van ban

| |56 ky? hidu, trich yéi néi dung, ID vén bén, nguti ky ‘E

W Tim kiém néng cao

“,,...

(=] +]

Nhan vao trich yéu néi dung dé mé chi tiét
van ban
Danh sach van ban (30)

abe| ¥dn ban chua doc  |abc| Van ban da doc

STT Thao tdc 1D ST Trich y&u ndi dung v8~ .an Nganh 29 DG mat Ngudigll  Ngudi ky UEE] Ngay dén File van ban
van ban g i 5 khan : el H 4 pudi =y
- LA Hanh . . Nguyén ~ o B tri khu vuc giu va
— May test van ban trinh lanh p Binh Binh TaQuic  Vénhan d d dr
= s g iong dau.
1 S =ES 4 3063  6/NX-P dao khéi HC Ctllr‘lh, thudng | thuding Th[ Huang Pan a5 xr 1§ 05/10/2017 J P
wvan thur Glang Xem thém
@ Test chifc néng ban hanh Hé’nh Binh Binh Nauyén b vin V&n ban
2 == 4 3062 4/PNX- . chinh, 5 5 Thi Thu S 04/10/2017 | FILE TRINH KY.pdf
van ban e thudng | thudng 5 Hung daxu'ly
wvan thu' May
PR s Hanh . N Nguyén F- .
Test chirc nang ban hanh P Binh Binh B6 Van Vén ban
= e 2 FILE TRINH KY.pdf
3 <=E84 3062 | 4/PNX wvan ban Ct]mh’ thuding | thuting T'j.! Thu Hung daxrly 04/10/2017 P
wvan thu May
0 S [ L Hanh o Fing o e
May test vin ban théng ", = Binh pévin  DGVAn  VAnban FILE TRINH KY.pdf
= z P
9 <=E84 ELS TS0 thirding 04.10 32::";'1 9 Khan | vhirding | Hung Hung aaxily | °410/2017 TR
I4 2
3 N . A - 9 R .
Khi nay, chi tiét Van ban hién thi:
Théng tin chi tiét vin ban P

Théng tin chi tiét

Trichy8ungidung .t \ain ban tinh 13nh dao khi HC

2 | 06/10/2017 1...

3| 05/10/2017 1...
4 | 05/10/2017 1...

Mguyén Thi Thu May (may...

Mguyén Thi Hurgng Giang (...
Mguyén Thi Hurdng Giang (..

Phong Hanh chinh - Khai V...

B3 phan van thur lu trir - ...
B3 phan van thu lu trif - ...

Nguy&n Thi Hugng Giang (...

Nguy&n Thi Thu May (may...
Nguy&n Thi Thu May (may...

Test chi May chuy&n
cho chi Giang

van ban

NGi dung May test van ban trinh |anh dao khdi HC, van ban thdng thudng (MV->TP-= PGB khdi HC, van thu ban hanh)

ID van ban 3063 Hinh thi'c wdn ban  Cdng van Nganh Hanh chinh, vin thu

Loai van ban Van ban di Cd quan gui Phong Hanh chinh - Khdl Van  Ngay ban hanh 05/10/2017
hanh - HEQT, BKS, Hai 56 -
Mgan Hang TMCP Quan Béi

bd mat Binh thugng S& ban luu 1 Ngay dén 06/10/2017

P khdn Binh thudng 58, ky hiéu van ban  6/NX-P Sd dang ky [

Han x1r ly 08/10/2017 Ngurdi ky Ta Quéc Dan

¥ kién chuyén

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

1 /1 [1-4/4]
File dinh k&ém = &= & Bo tri khu vuc giu va dong dau.pdf
File phy luc = & FILE DINH KEM 1.pdf
File bigu mau phy ¢ & FILE DINH KEM.docx

luc

Danh sach cdng vén dinh kém

C6 hai cach d¢ in file vin ban:

Cach 1: In kém danh sach nguoi ky Q : Cho phép nguoi dung in file van ban
c6 day du céc thong tin watermark, danh sach nhiing nguoi tham gia trong luong ky,
khung ban hanh, anh chir ky

Cach 2: In chir ky moc g : Cho phép ngudi dung in file van ban chi ¢6 thong
tin anh chir ky nhung dugc phép dong dau twoi. Van thu thuong sir dung cach in nay

khi van ban chuyén ra ngoai tap doan.

Nhan vao biéu tugng ™ dé tai file vé may.

10
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3.3. Chuyén Vin ban

Chtrc ning nay dung dé chuyén Vin ban cho nhitng ngudi dung khac trong hé thong.
C6 2 cach dé chuyén Vin ban:
Cach 1: Chuyén Vin ban tir man hinh Danh sach Vian ban
Budéc 1: Tim kiém Vin ban can chuyén
- Tim kiém nhanh:
Nhép théng tin tim kiém: s6 ky hiéu, trich yéu ndi dung, id van ban hodc ngudi ky vao

5 SO ky hidu, trich yéu ndi dung, ID van ban, nguol ky E

= Nhén enter hodc nut tim kiém

# | [2) Danh sach van ban

VAN BAN » Danh sch van ban H SEKY hidu, trich vl néi dung, ID van ban, nguol ky a
Danh sach vén ban (40) [abe] vén ban chira (abe] vén ban da doc i ban ot b
Dénh déu
=T o - S8, ky hiéu Trich y&u ndi Ny 25} I -, g thai Ny dé File vin b van ban ca
hao tac jan o 0 mal 1 gu ual . i) en lle van ban
van ban dung van ban o khan L] ! y XU by ey nhan
. Hanh Nguyén
@ hien test 6 . . - ’ = g s
— _ o ~ - chinh, Binh Binh Thi TaQuéc Van ban 123 test.pdf
1 < == 4 3073 9/Cv (ludng chi May vin thuding | thudng  Hudng Pan a3 xir Iy 07/10/2017 3 p
anh dan) -
thue Giang
ons Nguyén
— 7/106/T... @ Xin nghi chinh, Binh Binh Ta Qudc Van ban
= = - BIEN BAN - DINH.pdf
2 <=s4 £l HBI giao dich van thudng thudng Pan Dury da xir Iy QL0200 2
thu' Hung

- Tim kiém nang cao:

IO ' Tim ki€ém nang cao [P s 1A A
Nhan nut dé mé rong khu vuc tim ki€ém nang cao

=> Nhap cac thong tin tim kiém

# | [2 Danh séch van ban

VAN BAN » Danh séch van ban
1. Nhap thong tin im kiém vao cac o frong
ving tim kiém na
Thong tin tim ki€m 9 v

S8, ky hiéu van ban ‘ | Ngay ban hanh: i ngay’ Bén ngay (]
1D v&n béan Ngay daén: tir ngay * 25/09/2017 M bénngdy”* 09/10/2017 [}
Nganh v Han cudi: tif ngay [ Dén ngay (]
Hinh thdc van ban ~ 06 khan — Tétcd - ~ Noudi ky X|Q
Loai van ban ~ B4 mat —— T8tcd — ~ Cd quan giri xX|Q
E;';:h ¥éu ndi dung van Trang thdi van ban Céing véin nhén dugdc ~
NGi dung ) ) Trang thai xir ly —— Tdtcd — ~
Loai van ban lién k& - T8Fcd — v Phudng thifc 2. Nnan tg;]tsrém hoge } v Ngudi chuyén xX|a
Van ban ca nhan —donvi | - 73 c3 v

& XuAt béo cdo A An tim ki€m néng cao

11
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=> Nhin enter/tim kiém.

Buéc 2: Tir man hinh Danh sach Vin ban -> Nhép vao nat chuyén Vian ban

# | [2) Danh sach vanban x

VANBAN » Danh séch cdng vén
Danh s&ch cong van A~
Ma higu con o = I L Trang théi x&r - .
STT Thao téc V:Em < Tiéu d& Linh vuc Do khén DO mat Ngui ky qu Ngay dén File

Test_Test count van ban Nguyén Phic | Cong vén

C.Care Binhthubng  Binh thutng 17/05/2016  document pdf

Nhan vao nit chuyén 1 i E chua doc
2 = cong van BN | o o Binhthuong | Binhthuong | NQUYenPhic | Cangvanda | 0005016 | document pdf
n bic doc
— g Phigu yéu cau xay dung . . - - . R cong van .
3 = 4 05/PYC-VP phian migm Hanh Chinh Khén Binhthutmg | L&BicTudn chua doc 12/05/2016  pyephoi hop cvi_pdf
. o . N Coéng van
4 = 4 4444/CVD- 44444 C.Care Khén Binh thutmg e A 10/05/2016 = KBKT_LB_Web_pdf

Budére 3: Khi nay, man hinh Chuyén Vin ban hién thi:

Chuyén vén ban (Xin nghi giao dich)

Ndi dung chi dao (1974) A

Nhén vao ddy dé chon don vi cin
chuyén van ban

Nhap ¥ ki€ chuyén vao day

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

L — 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} v

Nhén vao day dé chon v

Danh sach nhém ca nhan (0) | Chon nhém cé nhén o PR
nhém cén chuyén van ban

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

- €6 thé giri tin nhin cho ca nhitng ngudi di dat cAu hinh khong nhan tin

nhan khi chuyén van ban bang céch tich chon vao 6 Gui tin nhan

12
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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 céng van [l X Péng

- Néu van ban mat thi hién thi man hinh c6 thém thong tin ghi cha nhu

Sau:
Vian ban mét chi dugc gtri dén lanh dao va vin thu.

| Chuygn cong van P

Fl
¥ kign chuyén A
Danh sdch ca nhan | Chon c& nhan (Véin ban mét o duve gui déh l3nh dao va vén thu) v
Danh séch nhém cé nhan | chon nhom cé nhan (Véin bdn mét chi dupe gui déh lnh dao vé vin thu) v
Danh sach don vi | chon don vi v
CHUYEN CONG VAN DONG

- Ngudi dung nhap ¥ kién chuyén, chon don vi, chon ca nhan, chon nhom

ca nhan dé chuyén vin ban.

o Chon don vi: Nhan vao link chon don vi s€ m¢d ra man hinh nhu

Sau:

13
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Chon don vi
== Ng3n Hang mquén 2lil
+ CN. Tan Tao
=+ Chi nhanh Quang Binh
+ CN. Héi An
= Chi nhanh Xuan Thiy
= HDQT, BKS, Hi &
/& Hai d8ng Quan tri va Ban kiém soat

/@ Ban Digu hanh

=+ Khdi N
+ Khdi .

_ 1. Timkiém va tich
+ 8 chon don vi can
+ Khéi chuyén véan ban
=+ Khdi |

=+ Khéi Tham dinh

=+ Ban Xy dung cd ban

+ Khdi Bau

=+ Khdi Tai chinh K& todn

=+ Khéi T8 chirc Nhan sy

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

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

= Khdi Van hanh

=+ Phong kifm sodt va cai tién van hanh

Tim ki€m trong dan vi: Ngan Hang TMCP Quén Déi
Tir khda Tén don vi, t8n viét t3t

“ Hién thi im kiém néng cao

Danh sach don vj (d& chon: 2)

STT Tén ddn vi Tén viét tat Bon vi cha
o o 1 | HBQT, BKS, HGi S¢ 01 Ngan Hang TMCP Quan D4i
(] o 2 | Chi nhanh Quang Binh Al Ngan Hang TMCP Quan Dai
o o 3 |CN.Tan Tao c1 Ngan Hang TMCP Quén D4
e O 4 | Ban gidm déc MCOD1 CN. Nha B&
[l (] 5 | Test2 Chi nhanh HRO00G1 Ngan Hang TMCP Quan Dai
(] (] 6 | Chi nhdnh Xuin Thly Bl Ngan Hang TMCP Quén D4
(=] ] 7 | Ban gidm ddc MDOOL CN. Tir Ligm
Ll Ll 3 | MB Finance MCCOo1 Céc cfng ty con
Ban Giam ddc MBOO1 Chi nhanh D40 Duy Anh
2. Chon Déng y Ngan Hang TMCP Quén B4 M001 Siéu dan vi

[1-10/2467 ]

(@)

Chon ca nhaén

Chon ca nhan: Nhan vao link chon ca nhan s€ md ra man hinh

nhu sau:

= Ngan Hang TMCP Quan Ddgi
=+ CN. Tan Tao
=+ chi nhdnh Quang Binh
+ CN. Hai An
= Chi nhanh Xusn Thiy
= HBQT, BKS, Hi 50

chan

£ Hi dong Quan tri va Ban
% Ban Digu hanh

=+ Khdl Doanh nghigp vifa va nha
=+ Khdl Khach hang Idn

=+ Khdi Khach hang ca nhan

=+ Kh&l Mang Iudi va Phin phai
=+ Kh& Tham dinh

1. Tim kiém va tich

chuyén véan ban

=+ Kh& Ngudn vén va Kinh doanh tign t&

Tim ki€m trong dan vi: Bd phan van thu luu trir
Ho tén, m& nhén vién, email, s& dién thoai

W Hién thi im kiém nng cao

ca nhén can

= Ban X3y dung ca b7
+ Khdi Bau tv

+ Khdi Tai chinh K&t
=+ Kh&i T8 chirc Nhan suf
£ van phong Trién khai chién lugc
=+ Kh&l Quan tri nii ro

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

= Khdl Vin hanh

Danh sach nhén vién (da chon: 2) A
STT M@ nhén vién Tén déy du Chifc danh  Bdn vi Emiail
g | = 1 giang248 gigaﬂ“;e" ThIHUONG s ién)  Nhdnvien | BO phdn .. | giang24s..
hangtt.ho | Trn Thi Hing (D5 nhan)  Nhanvién  B6 phan ... | hangtth...
hienctt.ho | Cao Thi Thanh Hign Nhan vién  BG phan ... | hienctt.h...
lanhdackhoil | User test 3 - TP (94 nfidn) Canbdqg.. BGphan ... lanhdaok...
minhntt :"g::en Thi Thanh (85 nhdn)  Nhanvién  BG phan ... | minhntt...
2. NhanBbéngy
nguyetkm.k... | Kiéu Minh Nguyét Nhén vién | B& phan ...  nguyetk...
thoaltk.ho | Lai Thi Kim Thoa (85 nhan) | Nhanvién  BG phan ... | thoaltk.h...
1 /1 5 [1-7/7]

=+ Phang kiém sodt va cai tién van hanh

(@)

Chon nhém ca nhan: Nhén vao link chon nhdm c& nhan sé mé ra

man hinh nhu 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 nhu sau:

Danh sach ca nhan (0) | chon c4 nhan A
STT Thaotidc Phuong thic gui Tén Chic danh Bom vi
Danh séch réng!
1 1
Danh sach nham ca nhan (3) | chon nhém cé nhan ~
STT Thaotdc Phuong thic gii Tén nhém ca nhan Loai nhém Ghi chd
1 F TO ~ | 2104_dv tap doan Nhém ca nhan
2 F cC ~ | _MTM_QHM Nhém ca nhan
3 & cc ~ | _VTM_BGD Cty MNhém ca nhan
1 i1 [1-3/3]
Danh sach don vi (0) | chon don vi v

< CHUYEN CONG VAN X DONG é

Man hinh nay cho phép nguoi dung chinh stra hoac loai bé nhom ca nhan vira chon.

- Nhén vao icon & @ swa nhom. Trong man hinh stra nhém, nguodi dung
tich chon vao ca nhan nao trong nhom thi c4 nhan do sé khong nhan

dugc van ban chuyén dén.
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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

- Nhén vao icon ¥ dé loai bd nhom ca nhan vira chon

CHUYEN CONG

Budc 4. Nhan nit Madd 38 thuc hién thao tac.

Chu y: Danh sach cac nhém céa nhan duoc ngudi dung tu dinh nghia. Xem huéng dan

tagp nhom c4 nhan dé chuyén vin ban & muc 3.4.
Céach 2: Chuyén Vin ban tir man hinh Chi tiét Vin ban
Budre 1: Nhap vao tiéu dé vin ban & man hinh Danh séch Vin ban

CHUYEN CONG VAN

Budc 2: Trén man hinh chi tiét, nhap vao nuat dé vao man hinh

chuyén Vin ban, thyc hién cac bude gidng nhu cach 1.

P Lran vpe. wdrgen Logt van nin Gt e st
£ pnin T Mgay bam himw e B8 mat Brinmtng
Hgay s e 88 kadn Brinutng

O @ 1 8 50 i, om 4] g 82016
i 1 1 22 20 g, 8om 4] i 62075

n chuptn Mot chupén Eoni Viatn chaytn
8142257 | Vin s Trng st 2B R e | T e ke e e s ey

Fila £Tah Edm & Tanghop cham dlém o gusn TH 281606
Tors; hop cham cicm s v HSH TR0 921
oy op eam g oo TR20T6 pat
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Chuy:
Chuyén cho c4 nhan:
- Pbi voi van ban thudng cho phép chuyén cho tit ca cac ca nhan trong
tap doan.
- Déi voi van ban mat thi chi chon duogc 1anh dao hodc van thu dé chuyén.
Chuyén cho don vi: Khi chuyén cho don vi thi chi lanh dao va vin thu trong dugc vi
nhan duoc.
Chuyén cho nhom:
- Pbi v6i van ban thudng tit ca cic ca nhin trong nhém s& nhan dugc vin
ban.
- D6bi v6i van ban mat: Chi 1anh dao hodc vin thu trong nhom nhan dugc.
3.4. Qudn ly nhém ca nhan
Chirc ning nay cho phép ngudi dung tu dinh nghia cac nhém dé chuyén vin ban.
Nguoi dung toan hé théng duoc sir dung chirc ning nay.
3.4.1. Thém moi nhom ca nhdn

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

[2) Danh sach vén ban

[ vENBAN » Danh sich van ban E

)

ban chua doc E Van ban da doc ar-banb =

Chon menu Quan ly nhém cd nhan

Danh s&ch v&n ban (40)

Banh ddu
S8, ky hidu Trich y&u néi . [oT6) — . L , Trang théi . . vin ban ca
. . Nganh - PG mat Ngudi gl Ngudi ky - Ngay dén File van ban .
van ban dung van ban Khan XU Iy nhan
QUAN TRI -
. Hanh Nguyén
o @ hien test 6 . N - o - .
n ly ngudi ding _ o . chinh, Binh Binh Thi Ta Quéc van ban 123 test.pdf
arev (ludng chi May o, thuéng thudng Huong | Ban da xir Iy 07/10/2017 3 testp
anh dan) N
thu Giang
gt Nguyén
7/106/T... Xin nghi chinh, Binh Binh Ta Quéc Van ban BIEN BAN - DINH.pdf
HBI giao dich van thudng thudng Pan ooy da xir Iy L/t i
thu Hung

Budc 2: Nhin nat + dé thém méi
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® Danh sach vén bal £ Quén Iy nhém cd nhén

& QUANTRI » QuénIy nhém cé nhin | |78n nhdm |E

Danh séach nhom ca nhan

STT Thao tac Tén nhém Mé 3 Pham vi ap dung Badn vi 4p dung
1 @ (& @  vanthu chi nhdnh Nhém diing chung t3p doan
2 @ Toan b3 GB Chi Nhdnh Nhdém diing chung dan vi Ngan Hang TMCP Quan Boi
3 @ Van thu Khu vuc HN Nhém diing chung dan vi Phong Hanh chinh
1 /1 [1-3/3]
z A A . r \ B 3 A 7.
Budce 3: Nhap thong tin nhom vao man hinh bén dudi
@ Danh sach vén ban 2 Quan I nhém ca nhan
S QUANTRI » Quan Iy nhém ca nhan
Thém mdi nhdm ca nhén
Tén nhém *
Mé ta
£
Loai nhém * & Nhom ca nhan Nhém vai tro Pham vi &p dung * Nhém diing riéng c& nhan v Q
Danh séch c& nhan (0) *| Thém c4 nhén vio nhém
STT  Thaotdc M3 nhén vién Ho va Tén Chirc danh Ban vi Email S6 dién thoai
1 /1
o
Chay:

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

- Nhom ca nhan: Bao gdm nhiéu c4 nhan

- Nhom vai tro: Bao gom nhiéu ca nhan nhung cliing chung vai tro. Vi du: Nhom vin
thu hoi s&, nhom 1anh dao,...

Pham vi 4p dung: C6 3 loai pham vi:

- Nhom dung riéng ca nhan: Nhom nay chi dung cho ngudi tao nhom

- Nhom dung chung don vi: Nhém nay dung chung trong don vi cua nguoi tao, nghia la
khi moi ngudi trong don vi ctia ngudi tao chon nhém dé chuyén vin ban thi ciing s&
chon dugc nhom nay.

- Nhom dung chung tdp doan: Nhom nay dugc sir dung chung cho toan by nguoi dung

trén hé thong. Nghia 14 ai ciing ¢ quyén chon nhém nay dé chuyén vin ban.

4 '_;H 2 . . N A y . ™ A R . A y , A
Budc 4: Nhan dé Iuu lai thong tin vira thém mdi. Hé thong hién thi thong bao xac nhan
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Bdng chi ¢d chac chan mudn ghi lai?

-£ I v Dong v RO s A L
Ti€p tuc nhan de hoan tat qua trinh thém maoi.

Hily bé

Néu chon thi hé thong déng xac nhan va khong thém méi.

3.4.2. Stra nhom ca nhdn

Chi stra dugc nhom do minh tao ra.

Budc 1: Nhin bidu twong & dé sira nhom

# | [2) Danh sach vén ban x| 2 Quan Iy nhém ca nhén x

& QUANTRI » Quan Iy nhém c& nhan

[ ]

Danh sach nhém ca nhéan A
STT Thao t3; Tén nhdém Mé 2 Loai nhém Pham vi ap dung Badn vi 4p dung
1 @ @ van thu chi nhanh Nhdm ca nhan Nhém diing chung tap doan
2 @ Toan b GB Chi Nhanh Nhém vai troy Nhém dling chung don vi Ng&n Hang TMCP Quén Bdi
3 @ van thu Khu vuc HN Nhém vai tro Nhém ding chung dan vi Phang Hanh chinh
4 @ (Z [@ |Nhém vin thu hdi sd Nhdm vai tro Nhém ding chung t3p doan
1 /1 [1-474]
z A A . A 5
Budc 2: Nhap thong tin can stra
Stra nhém ca nhén A
Tén nhém * van thu chi nhanh
M t&
)
Loai nhém * ® Nhém cd nhdn O Nhém vai trd Pham vi 4p dung * Nhém diing chung tép doan v Q
Danh séch ca nhén (3) *| Thém ¢4 nhan vao nhém A
STT  Thaotdc  Ma nhan vién Ho va Tén Chic danh Ban vi Email 54 dién thoai
1 W hienctt.ho | Cac Thi Thanh Hign Nhan vién B& phan van thu luu tri - Ph... | hienctt.ho@mbbank.com.vn 0982890511
2 W giang248 | Nguyén Thi Hudng Giang Nhan vién B& phan van thu luu trif - Ph... | giang248@mbbank.com.vn 0938999084
3 W hangtthe  Tran Thi Hang Nhan vién B& phan van thu luu trif - Ph... | hangtt. ho@mbbank.com.vn 0982957970
1 /1 [1-3/3]

Budc 3: Nhan . dé luu lai thong tin vira thém méi. HE théng hién thi thong bao xac nhan
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9 Bdng chi ¢d chac chan mudn ghi lai?

-£ I v Dong v RO s A L
Ti€p tuc nhan de hoan tat qua trinh thém maoi.

Huy bo

Néu chon thi hé théng dong xac nhan va huy bo viéc sira.

3.43. X6a nhom ca nhan

Chi c6 nguoi tao moi dugce xo6a cac nhém do minh tao ra.

Budce 1: Nhén nat ™ & x6a nhom

# 2 Quéan Iy nhdm ca nhan x

2 QUANTRI » Quan I nhém c4 nhan Tén nhom E -
Danh séch nhém c& nhén ~
STT Thao tac Tén nhém M§ ta Loai nhém Pham vi ap dung Ban vi ap dung

1 @ & van thu chi nhanh Nhém cé nhan Nhém diing chung tap doan

2 @ Toan bd GB Chi Nhanh Nhdm vai tro Nhém dung chung ddn vi Ngan Hang TMCP Quan BG&i

3 *® V&n thur Khu vi'c HN Nhém vai trd Nhdm diing chung dan vi Phong Hanh chinh

4 @ (Z @  Nhom van thu héi s¢ Nhom vai tro Nhém diing chung tap doan

1 /1 [1-4/4]

N+ Dong v IR Pon \ )
Nhan Bong y dé xoa, hoac X d deé huy viéc xoa.
3.4.4.  Tim kiém nhém cd nhén

Co hai cach tim kiém:

- Tim kiém nhanh: Tim kiém theo tén nhom
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# 2 Quan ly nhdm ca nhan x

S QUANTRI » Quan If nhém ca nhan

Danh sach nhdm ca nhén

STT Thao tac Tén nhém

1 @ (@ @ | van thu chi nhanh
Toan bd GD Chi Nhanh
Vén thu Khu wifc HN

4 @ (Z @  Nhém van thu hdi sd

M3 t3 Loai nhém

Nhém ca nhan
Nhém vai tro
Nhém vai tré

Nhém vai tro

Nhém diing chung don vi

Nhdém diing chung don vi

nhém |E
“ Tim ki€m néng cao

Ban vi 4p dung
nNém dling chung tap doan
Ngan Hang TMCP Quan Bgi

Phéng Hanh chinh

Nhdm diing chung tap doan

[1-4/4)

- Tim kiém nang cao: Tim kiém theo tén nhom, loai nhém, pham vi ap dung.

# | 2 Quanly nhém cd nhdn x

2 QUANTRI » Quénlj nhém ca nhan

Théng tin tim kiém

Tén nhém ‘ |

Pham vi ap dung

Loai nhdm - TBtcd —-

Danh séch nhém ca nhan

STT Thao tac Tén nhém

1 @ (Z & |vanthu chi nhanh
Toan b GB Chi Nhdnh
Van thur Khu vuc HN

4 @ [ @ | Nhdém van thu hdi sd

Loai nhom

Nhom ca nhan
Nhom vai trd
Nhom vai tro

Nhom val trd

3.5. Xem luin chuyén don vi

A An tim kiém ndng cao

Pham vi ap dung Ban vi ap dung
Nhém diing chung tap doan
Nhdm diing chung dan vi Ngan Hang TMCP Quan D3i
Nhdm ding chung dan vi Phong Hanh chinh

Nhdém diing chung tap doan

[1-474]

Budc 1: Nhin vao xem luan chuyén don vi. Hién thi Popup luan chuyén.
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Xem théng tin ludn chuyén « X
Danh sach don vi da chuyén
STT Ban vi nhan Théi gian chuysn ¥ kign chuyén
1 Chi nhanh Haa Binh - Ngén Hang T... | 07/10/2017 16:45:22

1 /1 [1-1/1]

Danh sach nguidi ciing nhdn

Trang théi  Trang thai

STT MNoudi nhan Dan vi Théi gian chuy#n ¥ kign chuysn doc il
1 Trén Thi Hang {hangtt.hc) BS phan van thu luu triy - Phé... | 07/10/2017 16:15:01 | Mghién ciu, d& wudt B3 doc Chura xir Iy
2 | Lai Thi Kim Thoa (thoaltk.ha) B6 phan van thu lwu trir - Phd. | 07/10/2017 16:15:01 | Mghién ciru, d& xudt Chua doc | Chua xir Iy
3 User test 3 - TP (lanhdackhoil) | BS phan vén thy lwu trir - Pho... | 07/10/2017 16:15:01 | Mghién clfu, d& xudt Chua doc | Chua xi Iy
4 NguyEn Thi Thanh Minh (min... | HDQT, BKS, HSi 50 - Ngdn Ha... | 07/10/2017 16:15:01 | Nghién ciru, d& xust Chua doc | Chura xir Iy
1 /1 [1-474]
Danh sach nhom da chuyén
STT  Thao tic Tén nhdm <3 nhin Thii gian chuyEn ¥ kign chuyén
1 - Mham van thur hdi so 09/10/2017 10:48:47
1 /1 [1-1/1]

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

= 24 o . - - as o . = T théi Trang thai
O STT  Thao tac Naudi nhan Ban vi Thai gian chuyén MNguadi chuyén Y ki€n chuyén R TEr b

doc podi

] 1 @ @ | Lai Thi Kim Thoa (thoaltk.ho) | HBQT, BKS, .. | 09/10/2017 10:48:47 | Nguy&n Thi Huong ... Chua doc | Chua xir Iy

Danh sach don vi da chuyén: 1a danh sach cac don vi ma user dang nhap

da chuyén.

- Danh sach nguoi cung nhan: La danh sach nhitng nguoi cung nhan van
ban tir nguoi guri trude do.

- Danh sach nhom d3 chuyén: La danh sach cic nhém ma user ding nhap

da chuyén.

- Danh sich cay luan chuyén: La danh sich cdc cd nhan ma user dang

nhap da chuyén.
Budc 2: Thu héi van ban da chuyén cho ca nhén.

C6 hai cach dé thu hoi:

7 A s { A A o 5 A JSIA r A
Cach 1: Nhin icon “ dé thu hdi vin ban ddi véi tung ca nhan

22



vl1.l

Danh séch cy luan chuyén . A
_ Nhan vao day dé thu hdi van ban déi véi tirng cd nhan
& Nguyén Thi Hudng Giang

c g Trang thdi  Trang théi
O  STT Thaotic Ngudi nhan TVl Thdi gian chuyén Ngudi chuyén Y kign chuy&n .dic -Kl.’?m'

0 1 @ 4 Lal Thi Kim Thoa (thoaltk.ha) | HDQT, BKS, ... | 09/10/2017 10:48:47 | Nguyén Thi Huang ... Chura doc | Chura xir Iy
O 2 @ “  Nguyén Thi Thanh Minh (mi...  HDQT, BKS, .. | 09/10/2017 10:48:47  Nguyén Thi Hudng ... Chua doc | Chua xir ly
O 3 @ @ | Nguyén Thi Thu M3y (mayntt) | Phéng Hanh c... | 07/10/2017 17:03:39 | Nguyén Thi Hudng ... DA doc Chura x(r Iy
O 4 @ “ | Nguyén Duy Hung (hungndl) | Chinhdnh Ho... | 07/10/2017 16:46:22 | Nguyén Thi Hudng ... B3 doc Chura x(r Iy
O 5 @ @ | Pham Thanh Ting (tungptl) | Chi nhdnh Hé... | 07/10/2017 16:46:22 | Nguy&n Thi Hudng ... Chua doc | Chura x(r Iy
1 [2>||» [1-5/6]

. W <
Cach 2: Tich chon checkbox ¢ danh sach, sau d6 nhan button thu hoi

Danh sach cdy ludn chuyén g A
_ 1_Tich chon cd nhan sé thu hdi vin ban
& Nguyén Thi Hugng Giang

Trang thai  Trang thai

O STT Thaotic ___Nguiinhs an vi Théfi gian chuyén Naudi chuy&n Y kign chuyén doc i Iy

& 1 V@ @ | Lal Thi Kim Thoa (thoaltk.ho) |HBQT, BKS, ... | 09/10/2017 10:48:47 ) _ Chua doc | Chua xi¥ Iy

4 2 @ <  Nguyén Thi Thanh Minh (mi... HBQT, BKS, ... = 09/10/2017 10:48:4 2 Nhan thu noi Chua doc  Chua x(r Iy

O 3 @ @ | Nguyén Thi Thu May (mayntt) | Phdng Hanh c...  07/10/2017 17:03:39 y‘w’"_cn Thi Huong ... DA doc Chura x(r Iy

O 4 @ “ | Nguyén Duy Hung (hungnd1) | Chi nhdnh Ho... = 07/10/2017 16:46"'_7 Nguyén Thi Hudng ... B3 doc Chua x(r Iy

O 5 @ @ | Pham Thanh Tung (tungptl) | Chi nhanh Ho... | 07/10/2017 ;0_146:22 Nguy&n Thi Hudng ... Chira doc | Chura i Iy
1 f2|> | » [1-5/6]

Hé théng hién thi thong bdo xac nhan. Click vao button déng v dé thuc hién thu hoi,

click vao button Hay bo dé hiy viéc thu hoi.

9 B6ng chi cé mudn thu héi van ban?

> HUOY BO

Sau khi thu hoi, hé thong hién thi gach ngang d6i véi c4 nhan bi thu hoi.
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Danh séch céy luan chuyén
& Nguyén Thi Hudng Giang

(] STT  Thao tac Ngudi nhan Ban vi

O 3 @ @ | Nguyén Thi Thu M&y (mayntt)  Phdng Hanhc...

O 4 @ % | Nguyén Duy Hung (hungndl) | Chi nhénh Ho...

a 5 @ @ | Pham Thanh Tung (tungptl) | Chi nhanh Ho...
1 /1

3.6. Tao cong viéc:

Thdi gian chuyén

07/10/2017 17:03:39
07/10/2017 16:46:22

07/10/2017 16:46:22

Ngudi chuyén

Nguy&n Thi Hudng ...
Nguy&n Thi Hudng ...

Nguy&n Thi Huang ...

A
¥ kign chuyén Tra‘r;(g; Ctha’zi Tra:(ncgléhéi
B doc Chura xr Iy
B3 doc Chura x(r Iy
Chura doc | Chura xir Iy
[1-5/5]

Chtic ning nay cho phép giao viéc cho cc c nhan tir van ban bat ky.

Buédce 1: Nhan nut = & ngoai danh sach van ban

#  [2) Danh sach vén ban x
vAN BAN » Danh sach vén ban

Danh séch vén ban (41)

56, ky hidu
van ban

Trich y&u ndi

D
dung vén ban

Thao tac

@ May test
1 C =N | 3098 1/CV-HS  van ban toi
mat
@ hien test 6
7] < ESE 4 3073 9/CV- (ludng chi May
anh dan)
— _

Nganh

Chién
Iwge

Hanh
chinh,
van
thu

(] +

54 ky hiéu, trich yéu ndi dung, 1D vén ban, ngudi ky E

“ Tim kim néng cao

Van ban chua doc Van ban da doc Vir-baR-biHthuRSi A
Banh ddu
e e L el ot File vn bén C e
khan Ut g 9 ¥ XU by 9aY nhéan
o
. . Nguyén . Vdnban 1 chu ky.pdf
Hea T8l qppighy  T2QUSC hpaxi  09/10/2017 A ) @
tdc mat May Dan Iy Xem thém
Nguyén
Binh Binh Thi Ta Qudc Van ban
i - ban 123 test.pdf .
thugng thudng Hucong ban da xir ly gzl ==l -
Giang

# & man hinh chi tiét van ban
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Danh sach ky nhay (1) A
STT Ngudi ky Chirc danh Trang thai xr Iy Thdi gian X Iy Ghi chd Hién thi chif' ky File dinh kém
Phéng HG trg - Chi
. : . nhanh Hoa Binh - I 02/10/2017 D3 kiém tra va dong A
1 | DBang Thi Thu Ha Ngan Hang TMCP D& ky nhay 15:10:42 " Khdng
Quan Ddi
Danh sach nhiém vu (0) v
Danh sach cdng viéc (0) v
Danh sach ca nhan da chuyén (6) A
STT Ngwi nhin Pon vi Théi gian chuyén Y Kién chuyén
1 Lai Thi Kim Thoa (thoaltk.ho) | HDQT, BKS, HGi S - Ngan ... | 09/10/2017 1...
2 Nguyén Thi Thanh Minh (mi...  HDQT, BKS, H6i 53 - Ngan ... | 09/10/2017 1.
3 Nguyén Thi Thu May (mayntt) = Phdng Hanh chinh - Khéi VA... | 07/10/2017 1...
4 Nguy&n Duy Hung (hungnd1) | Chi nhanh Héa Binh - Ng&n ... | 07/10/2017 1...
5 Pham Thanh TUng (tungptl) | Chi nhanh Hoa Binh - Ngan ... | 07/10/2017 1...
1 12 >]» [1-5/6]
4 i i i = 12 i e

Man hinh thém mo1 cong viéc mé ra va s€ hién thi san nguon goc cong viéc la van

ban.

Budc 2: Nhép thong tin cong viée (cac thong tin gin ddu * bit budc nhap)

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

Thém mdi cdng viéc ¢ danh gid
Thdng tin cdng viéc ® Viéccd danh gid @ © vidcphSihop @ O Viécriéng @ A
Tén cling viéc * ‘ Jin nghi giao dich | Nai dung céng viéc *
Ngay hoan thanh * 09/10/2017 17:30 ]
Nganh * Hanh chinh, van thu’ ~
Ngudi giao viéc * Nguy&n Thi Huong Giang X|Q
Naudi thie hign * Naubn géc cang viéc '@ ~-=-Chon nguén gée nhiém vu--—- v|a
File dinh kém Dink dang file hé tra ( File khdng dite qus 100M8 ):

dbe, docx, xis, xisx, pot, potx, pdf, msg, mpp, ot

Buégc 4: Nhan nat hoac

Heé thng hién thi thong bao, tiép tuc nhan dé luu lai.

dé luu lai thong tin cong viée vira nhap
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Bdng chi cd chac chan mudn ghi lai?

3.7. Giao nhiém vu

Chtic ning nay cho phép giao nhiém vu tir van ban bat ky xudng don vi cap duéi.

ol sy
Buéc 1: Nhan nut & trén danh sach hodc nit trong chi tiét van ban.

# | [2) Danh sach van ban x
VAN BAN » Danh séch van ban ﬂ SEKY hidu, trich yéi ndi dung, ID vén ban, nguti ky E
Danh séach vén ban (41) Vvin ban chua doc Vin ban di doc var-banbithudt A
Danh déu
STT Thao tac EB[FIEe E7E0E Nganh ) DO mat Ngudigi  Ngudi ky remg i) Ngay dén File van ban e B
van ban dung van ban & khan LA “ v XU by 5 nhan
()
DMaytest s gy ot MOWEN g Vanban 1 chu ky.paf
1 e =2 3098 |1/CV-HS  van ban t6i oot mat  ThiThu 9 chuaxir | 09/10/2017 ) o
mat : Ny May ly Xem thém
. Hanh Nguyén
hien test 6 . . . A . R
— . N ~ . chinh, Binh Binh Thi Ta Quéc | Van ban
2 <=8 4 3073 9/CV- gl:::l;g:;\! May vin thueng thuong Hugng  Ban aa xir Iy 07/10/2017 123 test.pdf o
thu Giang
R - - 031 7/106/T.. @ Xinnghi ?r?:?nrr'h Binh  Binh  TaQudc :E“Vé" VAnban | 0017 BIEN BAN - DINH.pf .
<=s84 HBI giao dich van thudng thudng Pan Y daxua ly ) .
Hung
thu
Danh sach xét duyét (1) ~
STT Ngudi ky Chirc danh Trang thai xur Iy Thdi gian x{ Iy Ghi cha Hién thi chi ky File dinh kém
BG phan van thu luu
. trl - Phong Hanh
Nguyén Thi Hugng  chinh - Khdi Van . s N 07/10/2017 -
1 Gang hanh - HDQT, BKs, | 22 X€T duyét 15:22:01 Eheng
Héi 53 - Ngan Hang
TMCP Quén B
Danh sach ky nhay (1) ~
STT Ngudi ky Chiic danh Trang thai xur Iy Thdi gian x ly Ghi cha Hién thi chif ky File dinh kém
Phéng Hanh chinh -
Khdi Van hanh - [,
1 Nguydn Ngoc Anh  HBQT, BKS, Hi 56 - | D3 ky nhay 071‘{51,%’505177 33";” d& xuat
Ngan Hang TMCP e ¥
Quéan boi
Danh sach nhiém vu (0) v
Danh sach céng viéc (0) hd
4 Chuyénvan bin J ® xem i chuyen € a5 i bin
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Buéc 2: Nhap thong tin nhiém vu (Nhiém vu s& chon san ngudn gbc 1a van ban vira

chon)

My test viin ban tfi mit 7 X
« Thém mdi nhiém vu
Théng tin chung nhiém vu A
Nhém nhiém wvu * Nhiém vu don vi ~
Dan vi giao viéc * Mgan Hang TMCP Quan Dai ~  Ngudi giao vigc * Nguyén Thi Hung Giang - test ~
T4n sudt bdo cdo * C3p nhat theo tudn ~  Ngudn géc nhiém vy * | - Chon — ~
File dinh kém W Bink dang file hd tra [ File khing durote qus 100MB )2 =T GSET AT NquBn géic nhiém vu

doc, docx, xis, xisx, gpt. o it -
o ‘\ 1 M3y test van ban t5i mat
Ngudn gdc van ban hién thi san & day
Théng tin chi tiét nhiém vu 1 A
I Tén nhiém vy (500) * |78n nhigm v | Mganh™ | — Chon ngénf —— ~
NG dun‘g nhiém wvu NG ctung nhiém v Muc tiél.: nhiém vu Muc i ahigm v
(2000) (2000)
Ngay giao ¥ 09/10/2017 ) Ngay hoan thanh * 09/10/2017 (]
MUrc d6 quan trong Binh thuiing v
Pan vi thuc hign Chon don vi thuic hién
You Gu dinh k&M B30 | ¢ning bat bude v Donvi phél hgp Chon dan vi phéil hap
vdn ban tham chi€u Chon van ban tham chiéu
=+ B8 sung nhiém wu Ghi lai

Budc 3: Nhan hoic dé luu lai thong tin nhiém vu.

Hé¢ théng hién thi x4c nhan:

9 Bdng chi cd chac chan mudn ghi lai?

Tiép tuc nhan dé luu thong tin nhi¢m vu. Néu chon thi hé théng

s€ dong xac nhan va huy bé viéc giao nhiém vu.

Sau khi giao nhiém vy, nhi€ém vu vura giao hién thi ¢ danh sach nhiém vy & man hinh

chi tiét van ban
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Danh sach nhigém vy (1)

STT Tén nhiém vy

1 | Lam ngay

Badn vi thuc hién Mgay bat dau
BG phan van thu luu trif -
Phong Hanh chinh - Khéi Van
hanh - HDQT, BKS, HAi 54 -
Ngan Hang TMCP Quén Di

09/10/2017

3.8. Sao chép lién két

Nhan vao Sao chép lién két dé copy link giri mail

Ngay hoan thanh Két qua thuc hién Trang thai

Chura thyc hién

09/10/2017

[1-1/1]

ESIN" | I= 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)
Message | Inset  Options  FormatTedt  Review
== — 4= = ‘&‘L@-‘ ¥ Follow Up ~
=) LA =T s ﬂ‘g v’l @ @ &
¥ HighImportance
Paste B LU % == S Address Check | Attach Attach Signature
= Book Names  File lem=- - 4 LowImportance
Clipboard Basic Text Names Include Tags Zoom
To..
—! Ce..
Send
Subject: | Quy trinh thc hién cng tac quan Iy lae dgng sau tuyén dung, dac tao huan luyén quan sy va theo dii Hop dong lae dgng tai Trung tam Phin mém Viettel 1
Kinh gl¥i,

Béng 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:
3539363733643364266175784964323d346334343665353734393461366333343536373136353731373533303465333437383665366134393539363733643364

3.9. B0 sung vin ban

Chtrc ning nay cho phép bd sung mot sé ndi dung trén chinh cong van cii d ban hanh

thay vi ban hanh mot cong vin méi ma ndi dung thay doi khong nhiéu (thay doi thoi

gian, bd sung ddi tuong, thay ddi ct phap khuyén mai,..).

Phan quyén str dung: Van thu ban hanh van ban, hodc ngudi trinh ky van ban duoc

phép thuc hién chirc nang Bo sung thong tin cho cac van ban nhap tay hodc vin ban da

ban hanh do minh trinh ky, ban hanh.

Bwoe 1: Vao menu Van ban/ Danh sach van ban

Bwoce 2: Tim kiém van ban

- Déi véi Van thu: M tim kiém nang cao, chon Trang thai van ban 1a Cong van

tbi tao

- Pbi voi Nguoi trinh ky: Mo tim kiém nang cao, chon Trang thai van ban &

Cong van nhan duoc, chon van ban da dugc ban hanh tir van ban ky dién tor ma

do chinh nguoi dang nhap da trinh ky (chi c6 van ban nay thi nguoi trinh ky

méi duoc quyén bo sung thong tin vin ban)
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L[]

#  [2) Danhsach van ban X

VANBAN » Danh sach van ban
Loal van pan —arce—

Trich y&u ndi dung van
ban
N8 dung

Loai van ban lién k&

Danh sach van ban (7)

STT Thao tac (1]
1 R<SEF T =g 25247,
2 ® < E =4 25230

v B0 mat —7

56, kj hiéu

Trich y&u ngi dung van ban
van ban Dt 4

Chuaban
hanh/Chua
ban hanh

@ Cong van ve viée dao tao
nhén lyc

@ Phiéu giao viéc thang
07/2017 - d/c Pham Thi Héng
Chung

101/PGV_.

Nganh

T6 chie
nhén
lue

Hanh
chinh

~ Gorquan gun

Trang thai van ban,

LéThi Ha

§ob
Tro Iy nghiépvu &

Van ban chua doc c| Van ban da doc Van banbithuhdi
Dénh d&u
o I e Ny N an ban cg
Dokhan DEmat Ngudi ky MNgay dén File van ban Vannhzzc
e r
N N QT.00.GPCNTT.25 Quy
Er“mj Er“m.‘ 01/08/2017 | trinh khung Viettel r
thutmg  thutmg Agile.pdf
. - Nguyén
Emh G i 31/07/2017 | Bao_cao_giao_nhiem_vu . r
thutmg  thudng
Héng
£il rimblas

Buéc 3: Mo chi tiét van ban va bd sung thong tin

85

L[]

# | [2) Danh sach van ban x

VANBAN » Danh sdchvinban

Danh sach van ban (T)

STT Thao tac ID

1 ® 2T O =S4 25247
2 RS EEA 2523
3 RRIFESH 25231
4 ® <2 E =4 25200

Nhén vag trich yéu ngi dung dé
md& chi tiét van ban

T —————————
S8, ky hié :
uuky ,IEU Trich y&u ndi dung vén ban
van ban
Chua ban - .
hanh/Chua mé%t)ll:j%van e viéc daotar
ban hanh -
@ Phiéu giao viéc thang
101/PGV_.. 07/2017 - d/cPham Thi Hong
Chung
99/GN- ® Cong van vE vigc ddi girlam
97/CK-34 @ Quy dinh chuyén cong tac

It

T8 chic
nhan
luc

Hanh
chinh

Truyén
thong

Céng
nghé
théng
tin

Do khdn Db mat
Elnh Binh
thudng | thutmg
Binh Binh
thudng | thutmg
2 .o | Binh
Héa téc thudng

i
Bl

Rinh Rinh

L& Thi Ha

$od
Tro Iy nghigp vy o

Vvan ban chua doc V&n ban da doc VEnbanbithuhbi
Bbanh ddu
vanban ca

Ngudi ky Ngay dén File van ban
STy o nhén
r
QT.00.GPCNTT.25 Quy
01/08/2017 | trinh khung Viettel r
Agile pdf
Nguyén : .
ThiLé 31/07/2017 | Bao_cao_giao_nhiem_vu_ ]
Hong
file_trinhky_mau
L& Mai trang.pdf [:(-b
31/07/2017
Hanh Xem thém
Xem théng tin b& sun;
i SQL(1).pdf
FhamThi g 0772017 e
Lanh Xem thém
SQL(1).pdf -
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File dinh kém & & X Bao_cao_giao_nhiem_vu.pdf

Danh séch ky ban hanh (1)

STT Ngubi ky Chic danh Trang thai xirly Thai gian xdrly Ghi cha Hi&n thi chirky File dinh kém

CTV nghiép vu_kiém
thirphan
mém-Nhém Durén -
Trung tdm Phan
mém V&n phong
digntlr-TTPM1-
Trung t&m Phan
mém Viettel 1

31/07/2007

1| Nguyén Thi LEHbng 17-48'56

Bba ky duyét
Danh séch ky duyét (0)

Danh sach xét duyét (0)

Danh séch ky nhay (0)

Danh sach nhiém vu (0)

Danh sach céng viéc (0)

< Chuy&n van ban @ Xem ludn chuygn = Tao cing vige =} Chia sévan ban -+ B8 sung théng tin X péng

Buéc 4: Nhan nit B6 sung thong tin

File dinh kém & & X Bao_cao_giao_nhiem_vu.pdf

Danh sach ky ban hanh (1)

STT Ngubi ky Chic danh Trang thai xdrly Théi gian xdrly Ghi cha Hi&n thi chirky File dinh kém

CTV nghiép vu_kiém
thirphén
mém-Mhém Duén -
Trung t&m Phan
mém V&n phang
digntl-TTPM1-
Trung tdm Phan
mém Viettel 1

Lo 31/07/2017 )
B ky duyét 17-48:56 co

1| Nguyén Thi LEHBng
Danh séch ky duyét (0)
Danh sach xét duyét (0)
Danh sach ky nhay (0)
Danh sach nhiém vu (0)

Danh séch cong viéc (0)

<] Cchuyé&n vin ban @ Xem ludn chuyén = Tao cong viée =2 Chia sévan ban =+ Bd sung théng tin
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B sung théng tin van ban: Phiéu giao viéc thang 07/2017 - d/c Pham Thi Héng Chung

Théng tin b sung van ban

Noi dung b3 sung * | |
Chi ti&t b3 sung

Thai gian &p dung tir* ™ DP&nngay &~
Ly do bd sung *

BEi tuong ap dung Ly do b& sun

Buwdc 5: Nhap thong tin bd sung vin ban

Noi dung b6 sung: Nhap noi dung can bd sung cho vin ban

Chi tiét bo sung: Nhap céc théng tin cu thé, 1am rd cho noi dung bd sung

Thoi gian &p dung tir-dén ngay: Nhap thoi gian ap dung théng tin b sung & trén

Ly do bo sung: Nhap ly do

Déi twong &p dung: Nhap thong tin d6i twong ap dung
Chii y: Cdc théng tin danh dau * dé bat bugc nhdp.
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B& sung théng tin van ban: Phiéu giao viéc thang 07/2017 - d/c Pham Thi Héng Chung

Théng tin b sung van ban A~

N&i dung b& sung* BE sung quy dinh né nép

Chi ti&t b sung -Y&u cdu nhén vién deo thé

-yéu cau ra vao cé gidy xin phép

Thai gian 4p dung tir® 01/08/2017 ™ Dénngay 31/08/2017 ™

Ly do b3 sung Thiéu théng tin khi nhap van ban

boi tuong ap dung Ap dung cho toan bd nhan vién trong tap doén|

Buwgc 6: Nhan ghi lai dé luu. Hé théng hién thi xac nhan, tiép tuc nhan Pong ¥ dé luu

lai hodc nhan hay bo dé tit xac nhan va quay lai man hinh b sung thang tin.

9 dng chi ¢ chac chan mudn ghi lai?

- Mai van ban chi duoc bd sung tdi da 5 1an.

- Khi luu lai thdng tin bo sung hé thong s& nhan tin théng bd sung thong tin van
ban dén tt ca cac c4 nhan da nhan dugc van ban trude dé

Théng tin b6 sung cia vian ban hién thi & man hinh chi tiét vin ban
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|
Thiéng tin chi tiét A

Trich yEu ndi dung Phigu giao viéc thang 07/2017 - d/c Pham Thi Héng Chung

vin ban
N&i dung Phi&u giao viéc thang 07/2017 giao cho dong chi Pham Thi Hng Chung
ID v&n ban 2523962 Hinh thifc van ban  Phifu giao nhigm vu Nganh Hanh chinh
Loai van ban V&n ban dén Co quan gifi Mhém Dur én - Trung tam Mgay ban hanh 30772017

Ph&n mé&m Van pheng dién

tl#- TT PM 1 - Trung tém

Ph&n mém Viettel 1
Bd mat Binh thutng 85 ban luu Ngay dén 3407720017
P khin Hinh thuiing 865, ky hiu van ban 101/PGV_D4_201707 865 dang k§ 101
Han xir Iy 03/08/2017 Mouii ky Mguyan Thi L& Hang
¥ kign chuy&n A

STT  Théi gian chuyén Hguweéi chuyén Bon wi Mgieeri nhan ¥ kién chuyén
Danh sach .réng

File dinh kém & & & Bao_cao_giac_nhiem_vu.pdf @

Danh séch théng tin b3 sung A
Thii gian &
STT  Thao téc M&i dung b sung Chi ti&t bl sung Bii tuong dp dung d . e ! BEN ngay Moy bf sung
ung
1 an B sung quy dinh nié . | - Y&u ciu nhén vién deo the - yéu ciurav. | ?p dung cho toln b nhén vié._ | 01/08/2017 3so827 01/08/2017 .
Danh sach ky ban hanh (1) ~
STT Nguisi ke Chix: danh Trang théi xirly Thii gian xr Iy Ghi chu Hién thi chif ky File dinh kém
CTV nghigp vu_kiém
thirphan
mém-Nhém Dwén -
Jé A - A - 5
Buoc 7: Xem thong tin bo sung van ban
Thaéng tin chi tiét A
Trich y&u ndi dung o) s vie thing 07/2017 - dfc Pham Thi Hang Chu
vin ban g - g ; { rong Lhung
Ndi dung Phi€u giac viéc thang 07/2017 giao cho dong chi Pham Thi Hong Chung
ID v&n ban 2523962 Hinh thifc van ban  Phifu giao nhigm vu Nganh Hanh chinh
Loai van ban V&n ban d&n CGo quan gir Nhim Dur én - Trung tm Ngay ban hanh 3140772017
Phan mém Van phiong dién
tl¥- TT PM 1 - Trung tam
Phan mém Viettel 1
B4 mat Binh thutmg 86 ban luu Ngay dén 3140772017
Db khin Binh thuiing 85, ky hiéu van ban 101/PGV_D4_201707 85 dang ky 101
Han xir ly 03/08/2017 Ngudi ky MNguyen Thi L& Haing
¥ kign chuy&n A
STT  Thoi gian chuyén Mg chuy’ “hin ¥ kién chuyén
Nhan vao day dé xem chi tiét théng
fin bG sung
File dinh k&2m faay Bao_cao_EW @
Danh séch thang tin bd sung A
- R - 3 Thii gian & L e
STT  Thao téc MGi duna b2 Chi ti&t bd sung D6 tutng &p dung d g e . DEN ngay Ngay bo sung
ung
1 L4 |'BA sung quy dinh i@ _ | - Yéu ciu nhén vién deo thé - yéu ciura v._ | ?p dung cho toan bd nhén vié._ | 01/08/2017 /o827 01/08/2017 .
Danh sach ky ban hanh (1) ~
STT Nguisi ke Chix: danh Trang théi xirly Thii gian xr Iy Ghi chu Hién thi chif ky File dinh kém
CTV nghigp vu_kiém
thirphan
mém-Nhém Dwén -
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Théng tin b8 sung van ban: Phiéu giao viéc thang 07/2017 - d/c Pham Thi Hong Chung

Théng tin bd sung van ban A

N&i dung b3 sung B8 sung quy dinh né nép

Chi ti€t b8 sung - Yéu cBu nhén vién deo thé

- yéu cdu ra vao c6 gidy xin phép
Thai gian ap dung tir 01/08/2017 DEén ngay 31/08/2017
Ly do b3 sung Thi€u théng tin khi nhap van ban

DGi twong dp dung  7p dung cho toan bd nhan vién trong tép doan

Lé Thi Ha - halt19 - 01649617743 - CTV nghiép vu_kiém thirphan mém - Tro' |y nghiép vu -
Nguwi bd sung Nhém Duén - Trung tam Phan mém Van phong dién tlr- TT PM 1 - Trung tam Phan mém Viettel
1

Ngay bd sung 01/08/2017 11:53:50

0
-

3.10. Céong bd viin ban
Chtic ning nay cho phép diy van ban quy pham vao thu vién vin ban quy trinh
Dbi voi cac van ban do van thu nhap tay 1én hé thong, c6 chon loai van ban di va hinh
thirc van ban 1a mot trong s6 cac loai: Didu 1&, nghi quyét, quy ché, quy tic, chién
luoc, chinh sach, khau vi, quy dinh, quy trinh, ndi quy, san phém, thé 18, s6 tay, cAm
nang, huéng dan nghiép vu, thong bao nghiép vu. Sau khi nhap vin ban, hé thong s&
hién thi cac vin ban nay & menu Cong b vin ban. Cho phép vin thu cong bd vao thu

vién quy trinh

Budc 1: Vao menu Van ban/ danh sach van ban

Budc 2: Nhan nit

Budc 3: Nhép thong tin van ban, chon Loai van ban: Van ban di, hinh thirc van ban la
mot trong sd: Diéu 18, nghi quyét, quy ché, quy tic, chién lugc, chinh sach, khau vi,
quy dinh, quy trinh, ndi quy, san pham, thé 1¢, sb tay, cim nang, hudng dan nghiép vu,

thong bao nghi¢p vu
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# | [A Them mdi van ban x

VAN BAN » Thém mdi vin ban

Thong tin cd ban
Trich y&u ndi dung van
ban (500) "

N&i dung (2000)

Nhdp trich yéi ndi dung van bén Nganh * -— Chon — v

Nhdp ndi dung van ban Hinh thirc van ba

— Chon -— ~
Loai vén ban * V&n ban di ~ Ngay ban hanh * 18/10/2017 [} Binh thudng
Dan vi &y 58 ding ky * - Chon —— ~|  Ngaydén* 18/10/2017 =
S6 dang kv * WNhap s6 ddng ky n xir Iy * 21/10/2017 Co quan g
56, ky hiéu van ban * 1L
S8 ban luu

File dinh kém * LYW it dang file kS tro (| Fi
File phu luc LSRN ot aiang file b tror ( A

o A

P Binh dang file hd
File bieu mau phu luc @ [KCSEREEIETY i
. oG dbcx, XI5, xisx, ppt; potx,

Budc 4: Luu lai bang cach nhan nut
3.10.1. Tim kiém, xem chi tiét viin ban cong bd
Budc 1: Vao Van ban/ Danh sach cong bd

Mic dinh hién thi danh sach sach vin ban c6 hinh thtc: Diéu 18, nghi quyét, quy ché,
quy tic, chién luoc, chinh sach, khau vi, quy dinh, quy trinh, ndi quy, san phﬁm, thé 18,

sO tay, cam nang, hudng dan nghiép vu, thong bao nghiép vu & trang thai chd cong bd.
Budc 2: Nhap thong tin tim kiém

- Tim kiém nhanh: Nhap tiéu dé Vin ban dé thuc hién tim kiém

Q]

- Tim kiém nang cao: Nhdp cic diéu kién chi tiét -> Nhan nat

Q TIMKIEM [ N
- dé thuc hién tim kiém.

VANBAN » Céng bd van ban

S8, ky higu van ban Ngay ban hanh: tirngay |  Dénngay =
Trang thai Chua céng bd ~ Ngay dén: tirngay ™  Dénngay =
Hinh thic van ban v Han cudi: tirngay ™ Dén ngay [l
S6 dédng ky Nguii ky Tén nganh ~
MO dung vén ban NOi dung van ban Ten nghg v

Q TIMKIEM & XUAT BAO CAO CONG BO VAN BAN A AN TIM KIEM NANG CAO

Buwdc 3: Tai man hinh Danh sdch ché cong b -> nhdp icon chi tiét
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& | & Thuviénvan ban quan [ cong b6 vén ban x

VANBAN % Céngbdvén ban

Danh s&ch van ban céng bd

S8, ky hiéu van Ngay ban
STT [Thao tac Ky e - ‘y
ban hanh

1 Q 1223/CVD- 23/04/2016
2 ® Q hanhpt27/34324 | 08/04/2016
3 * Q tyyyyy/24 08/04/2016
4 @ O hanhpt27/45654 | 08/04/2016
5 @& 15/1223444 01/04/2016
6 & 5555/0104321 01/04/2016

Ngay dén

23/04/2016

08/04/2016

08/04/2016

08/04/2016

01/04/2016

01/04/2016

Chi tiét van ban hién thi:

Théng tin chi tigt van ban

Han cudi

26/04/2016

11/04/2016

11/04/2016

11/04/2016

04/04/2016

04/04/2016

Ngudi ky Do mat MO dung van ban
Binh thuimg d
ds chungpth
EIRCD || hanhpt27_08042..
Tuén
PR 24_hongntl test
Ledang 40519 cong bé turdéng
Diing
24
Cao Xuan 1 hanhpt27_test
Tuén 08041
. 0104_hongntl
CaoXuan | o4n519 test cong bé tur
Tu@n -
dong 13
N 0104_hongntl
Caoxuan | o4n519 test cong bo tu
Tuén —

Hinh thic van ban

ng;delme—Humg GTGC pdf
Quy ché il

Unit 2.pdf
Quy ché
Unit 2 pdf

Quy trinh fil

Quy ché

Unit 2.pdf
Quy trinh o

document odf

Xem

nh chu ky.pdf

stapsrip9.pdf

nh chu ky pdf

filetrinhkymauhongntl.pdf

Théng tin chi tiét

S0 dang ky 1223

Co quan gini

Ma cdng van 1223/CVD-
Nguin ky

N.G' dl,mg cang bd chungpthexe
van ban

N&i dung vdn ban chungpth
Ngay c6 hiéu lue 25/04/2016
File dinh k&ém GTGC pdf

Danh sach van ban thay th&

Tiéu dé

Loai van ban
Ngay ban hanh

Ngay dén

Han cudi

Tén ngh@

Cong van dén
23/04/2016
23/04/2016

26/04/2016

Ngay hét hiéu luc

Mgay hiéu luc

Ngay hét hiéu luc

Danh séch rong!

X PONG LAl

Hinh thirc van ban
DO mat

Tén nganh

Pham vi 4p dung van
ban

Bon vi xdy dung

Buéc 4: Nhap vao cac file dinh kém dé xem ndi dung file.

3.10.2.

Cong bo van ban

Guideline-Hutng dan
Binh thutmg d ds
03052012

Ngui kf

Buwdc 1: Tai man hinh Danh sdch ché cong bo -> chon icon cong bo

37



vl1.l

& | & Thuviénvan ban quan [ cong b6 vén ban x

VANBAN % Céngbdvén ban

Danh s&ch van ban céng bd

S8, ky hiéu van Ngay ban
STT Thao tac Ky e - ‘y
ban hanh

1 @® Q 223/CVD- 23/04/2016
2 @ hanhpt27/34324 | 08/04/2016
3 * Q tyyyyy/24 08/04/2016
4 @ O hanhpt27/45654 | 08/04/2016
5 @& 15/1223444 01/04/2016
6 & 5555/0104321 01/04/2016

ap dung, tom tat, chon van ban thay thé don vi thay thé

Thing tin chi ti&t van ban

Théng tin chi tiét

80 dang ky 1223

Co quan gi

$G, ky higu van ban 1223/CVD-
Ngudi ky

N&i dung cdng bd

vBn ban chungpthcxe
N&i dung van ban chungpth
Ngay c6 higu e ” 25/04/2016
Tém tat*

File dinh kém GTGC.

Danh sédch van ban thay thé

STT Thao téc

Bon vi xdy dung”

Ngay dén Han cudi Ngudi ky

23/04/2016  26/04/2016

Cao Xuan
08/04/2016 11/04/2016 Tuin
LéDang
08/04/2016 11/04/2016 Diing

Cao Xuén

08/04/2016 11/04/2016 Tugn

Cao Xuén

01/04/2016  04/04/2016 Tugn

Cao Xuén

01/04/2016 04/04/2016 Tugn

Loai van ban
MNgay ban hanh
Ngay dén

Han cudi

Tén nghg

] Ngay hét higu luc

& CHOM VAN BAN THAY THE

Do mat

Binh thuimg d
ds

1

040512

040512

040512

Céng van dén
23/04/2016
23/04/2016

26/04/2016

Noay higéu lut

Danf séch réng!

@ cONG BO

G LAl

Hinh thic van ban

Guideline-Hutng

Xem

dén GTGC.pdf
Quy ché file_anh chu ky.pdf
Unit 2.pdf
Quy ché stapsrip9.pdf
Unit 2 pdf
Quy trinh file_anh chu ky pdf
Quy ché filetrinhkymauhongntl.pdf

Unit 2.pdf
Quy trinh o

Hinh thirc vaén ban
B6 mat

Tén nganh

Pham vi dp dung van
bén*

Mgay hét hiéu lut

document odf

Guideline-Hugng dén
Binh thuting d ds
03052012

[ X[

Mouti ky

Budc 2: Chon céc truong

- Pham vi 4p dung: Pham &p dung vin ban sau khi cong bé.

- Ngay c6 hi¢u lyc:

0
Man hinh cong bd hién thi: Cho phép chon ngay hiéu luc, ngay hét hiéu luc, pham vi

o




vl1.l

- Ngay Hét hiéu luc:

- Toém tit:

- Chon vin ban thay thé: Cho phép chon vin ban thudc don vi user ding
nhap dé thay thé (Cho chon thay thé nhiéu vin ban) Céc vin ban sau khi
bi thay thé khong hién thi trong danh sach thu vién.

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

A

Chu y: Cac trudng c6 dau * 1a bit bude
Budc 3: Chon button Cong b6 thuc hién cong b6 van ban. Vin ban s& duoc hién thi
trong danh sach “Thu vién vin ban”. Chon Péng lai thuc hién dong popup cong bd va
khong thyc hién cong bd

3.10.3.  Hiiy cng bo vin bdn

Buwdc 1: Tai man hinh Danh sich di cong boé -> chon icon hiiy céng bo

% VANBAN » Céngb§van bin

$6, ky hidu van ban Ngay ban hanh: tirngay [m} DEn ngay [m]
Trang théi B cling bé 4 MNgay dén: tirngay ] DEN ngay =]
Hinh thiit: vén ban — THtcs— v Han cudi tirnody [} DEn nody [m]
§0 déing ky Nguit ky Tén nganh — Tétcs— ~
NGi dung van ban Ngi dung van ban Tén nghé — 73

latca— v
Q1M KIEV [l & XUAT BAo CA0 CONG B3 VAN BAN [l A AN Til KIEM NANG CAD

Danh séch vén ban cong b

STT Thao téc S8, ky higuvdnban  Ngay ban hanh Noay dén Han cufi Noubi ky B mét N&i dung vn ban Hinh thit vén ban Xem
1 @ [F 1223/CVD- 23/04/2076 23/04/2016 26/04/2016 Binhthubngdds | chungpth Guideline-Huting din GTGC.pdf
2 ®F X hanhpt27/34324 08/04/2016 08/04/2016 11/04/2016 | Cao XuanTudn | 1 hanhpt27_08042016_2 | Quy ché file_anh chu ky pdf
LA [1-2/2]

Hién thi chi tiét Vian ban

39



vl1.l

Thaéng tin chi tigt van ban

Théng tin chi tiét

S0 dang ky 1223 Loai van ban Cong van dén Hinh thic van ban  Guideline-Hugng dan
Cd quan g Ngay ban hanh 23/4/2016 Bé mat Binh thubng d ds
M@ cong van 1223/CVD- Ngay dén 23/04/2016 Tén nganh 03052012
. - o Pham vi ap dung van Céng ty B&t dong san
Nguiri ky Han cudi 26/04/2016 ban Viettel
N&i dung cong b . -
van ban chungpthcxec Tén nghg
Nibi dung vd@n ban  chungpth
Ngay c6 hiéu luvc 25/04/2016 Ngay hét hiéu lvc Bon vi xay dung Ban Giam déc
File dinh k&m GTGC.

Danh séch van ban thay thé

Tiéu dé Noay hiéu luc Mgay hét higu luc MNouibi koy

Danh sach ring!

X HUY > DONG LAl

Buwéc 2: Chon Hiiy hién thi popup confirm

9 Beng chi cé mudn iy van ban céng ba 7

CHAP MHAMN Hiy BO

chon Péng lai thyc hién dong popup chi tiét

- Chon Chép nhan: Thuc hién hiy cong bd.

- Chon Huy bé: Hily bo thao tac hity cong bd vin ban.

3.11. Thw vién van ban

3.11.1.  Tim kiém, xem chi tiét vin bin trong thw vién

Budc 1: Vao Van ban/ Thu vién van ban quan ly
Mic dinh hién thi danh sach tat ca van ban da dugc cong bo.
Budc 2: Nhap thong tin tim kiém

- Tim kiém nhanh: Nhép tiéu dé Vin ban dé thyc hién tim kiém
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Thong tin tim kiém
Ngay hiéu luc tir
ngay

Ngay hét higu luc tir
ngay

Van ban thay thé

1D van ban

Bon vi xay dung

Pham vi ap dung

N&i dung

Tim kiém ning cao: Nhip céc

Q TIMKIEM

Bon

X Q
X Q

dé thuc hién tim kiém.

Bén ngay

Bén ngay

diéu kién chi tiét -> Nhan nat

Trang thai higu Iuc

S8, ky hiéu van ban

Linh vurc

Hinh thirc van ban

Con hiéu luic

- Chon -—-

- Chon -—-

1 KIEM

Buéc 3: Tai man hinh Danh sach vin ban -> nhip icon chi tiét

@ | & Thuvien van ban quan.

5 VANBAN ®» Thuviénvan ban quanly

Bon vi xay dung

+ Tap doan Viettel

Danh séch van ban

®

ch yéu ngi
dung van ban

X_testcéng bbt..

3003_hongntl te

0704_14_hongntl.

0704_3_test cén.
hongntl test cén..
hongntl test cén.
Vi bn céng bE..
2903_hongntl te.

tuantm13/Q8-00...

120>

Chi tiét Van ban hién thi:

[test] van bén ch..

S8, ky higu van
bén

"

232

3003_3

22722

4

23345553

234234234243

456

tuantm18

Hinh thit vanban  Moi ban hanh

Quy ché

Tong Cong ty Ma..

Guideline-Hutng.. | Tép doan Viettel

Quy dinh

Quy ché
Quy ché
Quy ché

Quy dinh
Quy dinh

Quy ché

Quy dinh

Céng ty c6 phan

Phong B&u twXa...

Phong Hau twXa

Téng Cong ty Ma

Céng ty B&t dfn..

Céing ty TNHH Vi

BUBSS

Ny hiéu luo

23/04/2016

08/04/2016

08/04/2016

07/04/2016

07/04/2016

03/04/2016

31/03/2016

29/03/2016
29/03/2016

28/03/2016

Ny hét higu lue

29/04/2016

01/12/2017

13/04/2016

05/04/2016
08/04/2016
10/04/2016

02/04/2016

28/03/2017

[o}

~ TiM KIEM NANG CAO

6 ngay con higu

File

o
1. Mau_Phieu yeu cau conq viec pdf 40
2. Mau_Phieu yeu cau cong viec.pdf
1. document.pdf 5850
2. LECTURE Quan_ly. tich_hop.pdf .
1. SVN_Lecture .pdf 120
2. 1306 Tong_hep 21_tieu_chi_chat_lw
1. dai tu tiet 4.pdf

-16.0
2. Unit 2 pdf
dai tu tiet 4.pdf 170
1. S8VN_Lecture .pdf 150
21306 _Tong hop 21_tieu chi_chat |w
SVN_Lecture pdf 230

Chi_tiet_cac_buoc_theo luong cap phi Khdng xac dinht...

1. SVN_Lecture .pdf Khés c dinh t
5ng xso din
2. 1306 Tong hop 21 tieu chi chat lu

TD_ThiTruong.pdf 337.0

lw—ﬁl
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Thaéng tin chi tiét van ban

Théng tin céng b

56 dang ky 2 Hinh thifc vdn  Quy ch Co quan gid Phisng 2an phim vin phang

ban dién tir- Trung tdm Phan
mém Viettel 1

50 ky hiéu van 2/[test] vin ban chuyén tir Nguii ky Phing San pham van phang dién Pham vi cong  Téng Cong ty Mang luti

ban thufing mat tilF- Trung tam Phin mem Viettel 1 b5 Viettel

Linh vuec 123 Tén nganh Loai van ban Cong van dén

Bé mat Binh thubng d ds Ngay van ban 23/04/2016 Ngay hét higu  29/04/2016
hiéu luwe [7.3

Ngay ban hanh 23/04/2016 Ngay dén 23/04/2016 Han cudi 26/04/2016

Vin bén thay th& 123/[test] tao van ban trinh ky 2 Bon vi xdy dung Tang Cong ty Mang lugi Viettel Noi ban hanh l?:gjong ty Mang i

Trich y&u ndi
dung van ban
Tém tét test

N&i dung [test] van ban chuy&n tirthubng méat

[test] van ban chuy&n tirthubng mét

Mau_Phieu yeu cau cong viec.pdf
Mau_Phieu yeu cau cong viec.pdf

File dinh kém

X DONG

Buoéc 4: Nhép vao céc file dinh kém & danh sach hodc chi tiét dé xem noi
dung file.

3.12. Ban giao cong van

Budce 1: Vao menu Van ban/ Ban giao cong van

Budce 2: Tim kiém van ban can ban giao
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A | [ Thém mdi vén ban Ban giac cdng van x

VAN BAN » Ban giao céng vin

Tim ki&m vén ban dé ban giao (xem lich st ban giao) -~
Phan loai van ban V&n ban don vi ~ | Ngay dén: TU* | 11/07/2017 ™ 2&n*| 09/10/2017 (4| Trang thai vén ban V&n ban nhan dudc ~
S8, ky hidu van ban Ngudt ky X | Q| Trang thai xir Iy ---- T&t C& ---- ~

Trich yéu néi dung =

Vi ban - Ngudi gui XQ

1. Nhap théng tin im kiém I " hoac ér;wrlglrem
vao khu virc nay N
Danh séch vén ban ban yiao *(0) A
STT Loai bo S6, ky hiéu vén ban  Trich y&u néi dung van ban B§ mat Ngay dén Ngudi ky Ngue gur Trang thai xir Iy

Danh séch ring!

1 /1

Ngudi ban giao Lai Thi Kim Thoa - thoaltk.ho - 01684356882

Ngu®i nhan ban giao * X|Q

Budc 3: Chon ngudi nhan ban giao

A | [2 Thém mdi vin ban

Ban giao céng van x

VAN BAN » Ban giao cBng vén

STT Loai ba 56, ky hiéu van ban  Trich y&u ndi dung van ban D6 mat Ngay dén Ngudi ky Ngudi gut Trang thai xr ly
1 b4 1/CV-HS May test van ban tdi mat M&t 09/10/2017 09:5... Ta Qudc Dan Nguyén Thi Thu May Chua x(r Iy
2 X 9/CV- hien test 6 (luéng chi May a... Binh thuding  07/10/2017 16:4... Ta Quéc Dan Nguyén Thi Hudng Giang | Chua x I
3 X 7/106/TTr-HBI Xin nghi giao dich Binh thuding  07/10/2017 16:1... Nguy&n Duy Huhg Ta Quéc Dan D3 X Iy
4 by 3/BC- van ban Mat Mat 07/10/2017 11:5... Ta Qudc Dan Nguyén Thi Hugng Giang | Chua xUf Iy
5 X 13/BB- Hien test 7 VB mat M&t 07/10/2017 11:5... Ta Quéc Dan Nguyén Thi Hugng Giang | Chua xir Iy
6 3 7/BC- Minh trinh - Giang DTT - An... Binh thuting  07/10/2017 10:4... Ta Qudc Dan Nguyén Thi Hudng Giang | D3 xiF Iy
7 X 14/DX- abc Binh thuding  07/10/2017 10:1... Nguyn Thi Thu My Nguy&n Thi Thu May Chura xir Iy
8 b4 11/BB-HS Hang giang teest 8 MAL 07/10/2017 10:1... Nguyén Thi Thu May Nguy&n Thi Thu May Chura Xt Iy
9 X 12/ND- May test van ban trinh ky Binh thudng  07/10/2017 10:1... Ta Qudc D7 Chua xur Iy
10 X 10/DX- test trinh chi may Binhthudng  07/10/2017 10:0... Nguyén Tt Nhén vao day dé chon ngwdi nhan | Chua xir Iy
§ ban giao
1 145 > [1-10/36]
Ngu'di ban giao Lai Thi Kim Thoa - thealtk.ho - 01684356882
Ngudi nhan ban giao * X |0
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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
— HBQT, BKS, Hi 5&
& 1l dBng Quan 1 v3 Ban kiém sodt Danh sach nhén vién (da chon: 1) (Nhap ddp chugt vdo ban ghi J€ chon nhanh) A
i 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 D 2 hangttho  Tran Thi Hing Nh&n vién B& phin v... | hangtt.ho.. 0982957970
+ D 3 hienctt.ho  Cao Thi Thanh Hi#n  Nhanvién  BG phan v... | hienctt.ho.. | 0982890511
+ Khéi Mang lugi va Phan phéi \ I D 4 lanhdaokhoil User test 3 - TP Cén bd qu... BG phan v... | lanhdackh..,
+ Khi Thém dinh 4 € 5 minhntt Nguyén Thi Thanh ... | Nhn vién B3 phan v... K minhntt@... | 0988582706
+ Ban Xay dung co ban Ol 6 nguyetkm.k... Kigu Minh Nguy&t Nhan 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 .
== Khdi Kifm tra - Kigm sodt ndi bd 2. Chon Bongy I
=+ Khéi Cang nghé théng tin
= Khdi Van hanh
=+ Phang kiém sodt v3 cai tisn van hanh
L] -
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... Binhthudng  07/10/2017 10:4.. Ta Qudc Dan Nguyn Thi Hudng Glang D3 xir Iy
7 X 14/DX- abc Binh thudng  07/10/2017 10:1... Nguyén Thi Thu My Nguy: | 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 nhan ban giao * Kigu Minh Nguyét - nguyetkm.kvpn - 0988836986 x| Q

Hé thdng hién thi xac nhdn, tiép tuc nhin Pdng ¥ dé hoan tit qua trinh ban giao
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£ang chi mudn ban giao 36 van ban cho
dong chi Kigu Minh Nguyét. Sau khi ban

giao s& khdng 18y lai dudc van ban, Dong
chi thurc s mudn ban giao?

Sau khi ban giao, nhiing van ban vira dugc ban giao s€ dugc chuyén dén nguoi nhan

va khong con ¢ danh sach van ban cua nguoi ban giao.

3.13. Tim kiém vin ban
Chtrc ndng nay cho phép tim kiém theo nd1 dung file van ban.
Budc 1: Vao menu Van ban/ Tim kiém van ban

Budc 2: Chon Phan loai tim kiém va nhap thong tin vao text tim kiém

@ | [@ Tim kiém van ban x

E VANBAN » Tim kiém vén ban Phén loai tim kiém Chubi tim kifm | NGF dung file, nguii kY, ngdy ban hénk, mé vén bén

Vén bén cd nhan

STT Trich y&u néi dung van ban Vén ban quan by
Danh séch réng!
1 /1

Budc 3: Nhan tim kiém/enter.

Sau khi tim kiém, hé thong s€ tra vé danh sach van ban ma file dinh kém cua van ban

d6 ¢6 ndi dung chira chudi vira nhédp vao 6 text tim kiém.
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