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. TONG QUAN

1. Gigi thiéu wng dung

“Qudn Iy van ban” 1a mot giai phap quan ly toan bd qua trinh xtr Iy van ban cia mét don
vi tir khi tiép nhan, phan phdi, trinh ky, ban hanh cho dén khi két thiic. Hé théng hd tro
day du cac tinh ning gan lién vai thuc té nhu: Quan 1y van ban dén, quan 1y vin ban di,
van ban noi bo, ho so cong viéc,...

Viéc truy cap va khai thac thong tin dugc bao mat tuy theo vai tro, nhi€ém vu ctia nguoi
st dung, dam bao phuc vu cong cong nhung van an toan vé cac thong tin can bao mat.

Déi vai vai tro Lanh dao, hé thong hd trg cac chirc ning co ban nhu sau:
Viin ban dén

= Tiép nhan van ban dén tir can bo chuyén mon.

= Chuyén lanh dao cung cap.

= Phan cong xir Iy Xudng phong ban.

= Tracuu, lap bao co theo nhiéu tiéu chi khac nhau.

Van ban di

= Tiép nhan vin ban di tir chuyén vién phong.

* Duyét van ban di.

= Chuyén vin ban cho lanh dao cung cap.

= Tracuu, lap bao co theo nhiéu tiéu chi khac nhau.
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2. Pham vi tai liéu

Hudng dan cac phan hé chirc nang, phuc vu ddi tuong 1a “Léinh dao”.

Il. QUAN LY TAI KHOAN

1. Piing nhip hé théng

Pé sir dung cac chirc ning da dugc phan quyén, nguoi dung can phai ding nhap hé thong.

Cac budc thuc hién nhu sau:

< Budc 1: M¢ trinh duyét web, gd vao dia chi sau: http://10.201.0.45.

B zimbre: Thiaen %V @ Trang chis - Phan mem L x L)

€« C f |[) http//10.201.045/

Hinh 1: G6 dia chi vao trinh duyét web.

4 Budc 2: Chon link “Pdng nhdp” trén goc phai man hinh dé mé giao dién “Pdng nhdp

hé théng”.

# Ding nhip

Hinh 2: Chon link “Péng nhép”.

4 Budc 3: Nhap thong tin tai khoan bao gdm: tén hién thi va mat khau.

DANG NHAP HE THONG

Tén hién thi

Mat khau
] Mné téi

Hinh 3: Man hinh dang nhap.

4 Budc 4: Chon nut “Ping nhdp” dé vao hé thng.

7176
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X T

Tai giao dién “Pdng nhdp hé théng”, néu ngudi ding check vao muc “Nhé £6i” thi hé
thdng sé& ghi lai thong tin tai khoan hién tai, 1an sau khi mé giao dién nay nita, hé thong s&

tur 14y thong tin cii dé ngudi dung ding nhap, khong can phai gb lai.

2. Chinh stra tai khodn ¢4 nhan

Sau khi ding nhap, ngudi dung c6 thé chinh sta lai thong tin tai khoan ciia minh cho phu

hop, cac budc nhu sau:

# Budc 1: Tur bat ky giao dién nio, c6 thé chon vao tén tai khoan trén goc phai giao dién
dé vao giao dién chinh stra.

Quan Tri

Administrator

Hinh 4: Vao giao dién chinh sira.

# Budc 3: Nhap thong tin chinh sira trén giao dién “Tai khodn Cia téi” bao gdbm: Tiéu
dé, Tén dang nhap, Dia chi email, Tén, Ho, Giéi tinh, Sinh nhat. ..

Tai khoan cua toi

9 <T4i khodn clia tdi= chira cic thdng tin cd nhan clia ban, ban cd thé xem, sira théng tin 1§ lich, céng ddng va thanh vién don i, va cacthiét 1ap cd nhan.

Quan Tri

Chi tiét

Tiéu dé
Tén hién thi (Bt budc)
admi

Bia chi thu dién ti (Bat budc)

admin@newsaigonsoft.con

Tén (Bat budc)
Tri

Tén dém

Ho
Quan

Xiwrng danh

[=]

2 Thay ddi [§ X6a
e ]

Binh danh ngwdi ding
10198

Moay sinh
1 [=|| thangmat  [=]| [ 1970 [=]| £
Gii tinh
Nam Iz‘
Tén cong viéc
Administrator

Hinh 5: Giao di¢n thong tin chi tiét tai khoén c4 nhén.

G Quan Tri

Théng tin ngwei dung

Chi tiét

Mat khiu

Td chic

Cac site

Cac nhdm ngwdi dling
Cdc vai trd

Chuyén muc
Nhan dang

Bia chi
S6 dién thoai

chi thw dién ti¥ khac

Trang web

Tai khoan chat
Mang xa hdi
SMS

QpenlD

Cau hinh khac
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Ghi lai

# Budc 4: Sau khi thay d6i, chon dé luu thong tin, néu khong mudn luu lai

Hiy bd
chon l :d

3. Thoat khéi hé thénag.

Sau khi 1am viéc xong, ngudi dung can dang xuat khoi hé thdng thi 1am nhu sau:

#+ Bud6c 1: Tur bat ky giao dién nao cta chuong trinh, ngudi dung ¢ thé nhap chuét trai
vao mili tén md rong () bén canh tén tai khoan dé thiy cac chic nang an bén trong.

Quan Tri

Administrator

Hinh 6: M6 cac chirc ning mé réng.

#+ Bud6c 2: Chon “Thedt” tir menu X6 xudng dé thuc hién diang xuét khoi hé thong.

[] Hién thi cdu hinh ¢ng dung | Thoat

M Chuyén t&i " Quan Iy 23 Thém
i

Hinh 7: Thoat khéi h¢ théng.

I11. THAO TAC SU DUNG

1. Lam quen giao dién

“Qudn Iy van ban” 1a mot trong nhitng phan mém thudc hé thong phan mém Ldi. Néu
“Qudn Iy vin ban” duoc trién khai doc lap thi sau khi dang nhap thanh cong s& chuyén
sang trang cha cua “Qudn Iy vin ban”. Néu “Qudn Iy van ban” dugc tich hop cung cac
phan mém khac thi sau khi ding nhap s& chuyén sang “Trang chs” cia phan mém Loi
(Trang diéu hanh).

Trong qua trinh sir dung hé thdng, ngudi ding s& thuong xuyén gap nhitng menu lénh,
cong cu va biéu twong chung tuong ty nhau. Do d6, phan nay s& gigi thiéu tong quat cac
khai niém, chie niang chung trudce khi vao chire ning cu thé:
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Trang diéuhanh  Quanlyvinban Lichcongtac Thongbaochidao HO sohanhchinh  Khiunaitdcao  Tailiéu hwedng dan sipdung  The dién tir

=

. Nguyén Thi Xuan Thio .
Van Thu

ngké Timkiém HOsocéngviéc  Vén ban phap quy

Tatca Quan Iy ngwoi ding

Tong cong viéc can xir Iy: 2 Tién do cong viéc cia Can bd/ Nhan vién
1 van ban aén
1 van ban di

Ho va tén: Luong Td Phuong
Chirc vu: Chuyén Vién
&nan: 1

Ho va tén: Quan Tri
Chirc vu: Site Owner, Site Owner, Site Owner, Site Owner, Site Owner, Site Owner, Site Owner, Site Owner, Site|
Owner

Tré han: 1

Bantryctuyén (0) —

Hinh 8: Giao dién “Trang cha”.

(1): Thanh diéu hwéng: 13 thanh trén cung, duoc chia thanh hai phan:

- Phan bén phai dung dé hién thj tén cac phan mém dang duoc tich hop vao hé thdng
phan mém L&i. Mdi phan mém s& dugc gan san dudng link dé dan nguoi dung t6i trang
chtc nang chinh cua phan mém do. Tuy theo quyén han duoc cp ma hé théng s& hién thi
hét hoac 4n mot s6 phan mém trén thanh diéu huéng.

- Phan bén trai chira cac nut 1énh cho phép chuyén doi mau nén caa hé thong. Chon biéu
trong mau ndo s& ddi nén hé théng sang mau do.

(2): Thanh thwe don: hién thi cac chirc nang chinh ctia phan mém dang dugc chon trén
thanh diéu huéng. Vi du: Néu nguoi dung chon “Qudn Iy vin ban” trén thanh diéu
huéng thi trén thanh thyc don sé& hién thi cac chitrc nang thudc phan mém “Qudn Iy vin
bdn”. Tuy theo quyén han dugc cip ma nguoi dung cé thé nhin thiy tit ca menu hoic chi
nhitng menu d3 duoc cap quyén.

(3): Cira s6 1am viéc: 1a vang 16n nhét trén cira s6 phan mém, hién thi noi dung cua chirc
nang da chon trén thanh menu.
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2. Trang chu

Sau khi dang nhap thanh cong, chon “Qudn Iy vin ban” trén thanh diéu huéng, hé thong
s& ty dong chuyén sang “Trang chii”.

Trang diéuhanh  Quanlyvinban Lichcongtic Thongbaochidao HOsohanhchinh  Khiéunait cao  Tailiéu hirdng ddn sirdung  Thie dién tir

PHANSDAN QUAN 5 TP. HO CHI MINH . Nguyén Thi Xuan Thio .

¥ VAN BAN VA CHi PAO PIEU HANH Van Thy

X(r Iy vin ban Vin ban dén Vinbandi Vanbanndibd BaocaoThéngké  Tim kiém HOsocongviéc  Van ban phap quy

Tatca Quan Iy ngwdi dung

Téng cong viéc can xe1j: 2 Tién 6 cong viéc ciia Can bo! Nhén vién
1 Vén ban dén
1 van ban di

Ho va tén: Lirong Tu Phuong
Chirc vu: Chuyén Vién
Tré han: 1

Ho va tén: Nguyén Minh Hai

Chirc vu: Can sw

Tré han: 1

Ho va tén: Quan Tri

Chirc vu: Site Owner, Site Owner, Site Owner, Site Owner, Site Owner, Site Owner, Site Owner, Site Owner, Site

Owner
Tré han: 1

Bantructuyén (0) —

Hinh 9: Giao dién “Trang chi”.
Giao dién “Trang cha” duoc chia thanh 3 phan: Bén trai 1a khung nhic viéc, ¢ gitta 1a
vung hién thi danh sach cong viéc thudc nhin cong viéc da chon bén trai. Bén phai la
ving hién thi ngudi ding c¢6 xu 1y tré han.

Mic dinh bang “Nhdc viéc” bén khung trai s& duoc an di, dé hién thi bang “Nhdc vigc”,
ta bdm vao biéu tuong bén goc trai trén cua man hinh “Trang cha”.

Trang chi Xirly cong viec  Van ban dén Vén ban di Vin ban ndibd  Tra ciru

Mhac viéc

¢ Tat ca

T Tong cong viéc can xiF Iy 1

1 vin ban dén

Hinh 10: Mé bang “Nhic viéc”.

Néu muédn thu gon lai lai bang “Nhdc vigc”, bAm vao miii tén bén goc phai nhu hinh sau:
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Trang chad Wi ly cong viec  Vén ban dén Vinbandi Vdnbanndibd  Tra ciru

Nhac viéc

Nhac viéc —3> | « Tat ca

Tatca (1) Tong cong viéc can xir ly: 1
Van ban dén (1) 1 Vén ban dén

Vén ban di

Vin ban ndi bd

Hinh 11: Thu gon bing “Nhic viéc”.
2.1. Nhic viéc
Hién thi danh sach nhan cong viéc ma ngudi ding c6 quyén quan 1y:

- Tt ca: tong hop sb luong cong viéc can xu 1y ciia ngudi dung.

- Vin ban dén: tong hop s luong van ban dén ma ngudi dung can xi 1y.

- Vin ban di: tong hop sé luong vin ban di ma ngudi ding can xir 1y.

- Vin ban ndi b: tong hop s6 luong van ban ndi bo ma ngudi dung can xir 1y.

2.2. Tatca

Khi nguoi dung click chon nhin cong viéc trong danh sach nhan bén trai, hé thong sé
hién thi tit ca cong viéc can xir 1y thude nhin d6 1én giao dién & gitra. Tir giao dién nay,
ngudi ding c6 thé bAm vao con sé cong viéc can xir Iy dé chuyén sang man hinh “Xa Iy
van ban”.

Tatca

Tdng cong viéc can xiF Iy 1

1 Vén ban dén Chuyén sang man hinh
"X ly van ban".

2.3. Quan ly nguwoi dung

Liét ké danh sach ngudi dung co xir Iy tré han. Dua vao chic ning nay c6 thé kiém tra
duoc tién do 1am viéc cha cac can bd, nhan vién trong don vi.

Chi khi ndo ngudi dung dugc gan quyén thi mai thdy danh sach nay.
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3. Viin ban dén

3.1. Xir Iy viin ban dén

Trang “Xi Iy vin ban dén” cho phép nguoi dung thyc hién xir Iy vian ban dén theo quy
trinh ma quan tri hé thong da thiét lap.

3.1.1 Man hinh chinh xir IV vin ban dén.

Pé vao giao dién xir Iy van ban dén, chon tab “Vin bdn dén” — “Xir Iy vin ban dén”
trén thanh menu ngang:

Trang chi XiF Iy vén ban Vin ban dén Vén ban di Van ban ndi b Bao cao Thong ké Tim kiém Ho s cong viéc
» X(PIyvdnbandén > Tiépnhanvinbindenvi »SOvinbandéncliadonvi »Bdocdo » Timkidm  » Vin bin qua mang
Nhin @ | nhap tir khoa tim kigm (Ctrl + E) - Chi tiét van ban Luén chuyén Thong tin gép ¥
~ Van ban dén (5) Thtcd = Kuéttéptin L) Chuyénxivly s Xudttdp tin - Khac
Chira xem Téng 5 1 E 1 Trich yéu: CV V& viéc ra sodt quy trinh cdng tic cla cic phana, don vi.
Pa xem (5) . sipxéptheo Ngaynhan - | |58 dénsa: 1239/CV S5 ky higu gbc: 695/KCNC-VP
Sap hét han SO KY HIEU GOC: 695/KCNC-VP 16/08/2013 17:10 | | Nei phat hanh: Céc don vi thude BQLKCNC Ngay dén: 15/08/2013 17:00
e han CV VB vi#c ra sodt quy trinh cdng tdc cla cdc phong, don vi Phong ban thu i chinh: VAN PHONG UBND Q3 Trang théigan nhdt:  Pang xir
e msony | om0 12 | o ot tng s
san xudt hang dién tor mdi tai Vigt Nam. 8 ngay x(r Iy cia Khéng gidi han Ngay hét han xir Iy cia  Khéng gidi han
SO KY HIEU GOC: 787 257102013 1235 | | PHONG: phong:
fdsfds ¥ kiéin: b phin phap ch&, CCHH, SO d& thuc hign thim dinh cic quy trinh; (3}B2 nghi chi Chung, PCVP gidp theo dai
SOKY HIEU GOC: 1234 251012013 15:58 cI
fafaf - Yerathém
SO KY HIEU GOC: 1289 25/10/2013 16:00

Hinh 12: Giao di¢n “Xit Iy viin bin dén”.
Giao dién “Xu Iy vin bdn dén” duoc chia thanh 3 phan: Bén trai 13 danh sach nhan vin
ban ma ngudi ding dugce phan quyén quan 1y, ¢ giita 1a ving hién thi danh sach vin ban
thudc nhin céng viée dd chon bén trai. Bén phai 14 ving hién thi cac thong tin chi tiét cua
van ban.

a) Nhin: Hién thi danh sach nhan cong viéc ma ngudi dung c6 quyén st dung.
- Vin ban dén: Thong keé tat ca cac van ban dén can xir 1y cua user:
= Canxirly : Tat ca cac vian ban dén user can giai quyét.
= Chuwa xem: Tat ca vin ban méi chuyén dén, chua xem chi tiét.
= Pi xem: Tat ca van ban dén chua xur Iy nhung da duoc xem chi tiét.
= Sip hét han: Céac van ban chua giai quyét. Qui dinh thoi gian ma van ban sap
hét han xir Iy va thong bao nhéc viéc dé nguoi dung biét.
= Tré& han : C4c vin ban dén user chua giai quyét nhung da hét han xir 1y. (dva
theo han xir 1y cta van ban).

NeoDOC.v4 - Tai liéu hudng dan sir dung — Danh cho 1anh dao 13/76



CONG TY CO PHAN PHAN MEM SAI GON MOI - NSS

bia chi: 243/78 Chu Van An, P.12, Q.Binh Thanh, TP.HS Chi Minh
NEW SAIGON SOFT Dién thoai: (+84 8) 39 840 999 Fax: (+84 8) 35 127 147
Website: http://newsaigonsoft.com Email: contact@newsaigonsoft.com

b) Danh séch viin ban dén:

Vung nay hién thi danh sach cac van ban dén thudc nhin vin ban di chon bén trai.

Hhan 4| | Ngudi Oy guyen | || Mhdp tlrkhda tm kigm (Cirl + E) -
~ \Vén ban dén (5) Titcd  (mi Xudttéptin
Chira xem Téng 5 9 E 1
Ba xem (5) - Sap xép theo Ngaynhin -
Sap hét han SO ky hiéu goc: 695/KCNC-VP 15/08/2012 17:10
w C\ VB vidc ra sodt guy trinh cdng tac cla cdc phong, don vi.
Tre han — -
. S0 ky hiéu goc: 170/Samsung/2013 15/08/2013 17:25
Ba xir ly CV V& vigc hai nhifng van d& lién quan tdi vidc thanh Bp du an
o. san xudt hang dign tf mdi tai Vigt Mam.
F Van ban di(1) . ;
SO ky hiéu goc: 787 25M0/2013 14:35
fdsfdsf
SO ky hiéu goc: 1234 25/10/2013 15:58
fofaf
So ky hiéu goc: 1289 25/10/2013 16:00
df

Hinh 13: Danh sach vin ban.
¢) Chi tiét viin ban dén:
Pé xem hay xur 1y 1 van ban dén, ban chon vao tén vin ban dén trong danh sach & gitra.
Khi d6, hé théng s& hién thi thong tin chi tiét cua vin ban d6 1én giao dién bén phai.

Hé thong hién thi cac thong tin co ban cia vian ban, dé xem thong tin day du cua van ban
nguoi dung st dung chirc nang “Xem thém”.
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Chi tiét van ban Ludn chuyén Théng tin g6p ¥ Tién d6

Lol Chuyén xi Iy () Xudt t&p tin - Khic
Mgrrévi QiFi: Nguy&n Bifc Hanh Ngay giri: 15/08/2013
S& ngay x(¥ Iy cia phéng:  Khéng gidi han Ngay hét han xir Ij cia Khéng gidi han
phong:
Trich yéu: CV VE viéc ra sodt quy trinh cdng téc cia cdc phdng, don vi.
Chanh Vin Phang bd phan phép ch&, CCHH, IS0 d& thyc hién thdm dinh cdc quy trinh; (31D nghj chi Chung,

Nguyén Birc Hanh  PCVP gilip theo ddi chung.

w Hemth&m

Nh3p ndi dung ghi cha

el Lwu

Hinh 14: Chgn chitc ning xem thém.

3.1.2 Cac nuat 1énh xir ly

Khi xem chi tiét vin ban dén, hé thong s& hién thi sin cac nuat 1énh xt 1y theo quyén han
ma ngudi ding c6. Trudng hop day nat 1énh qua nhiéu, thanh tiéu dé khong hién thi dugc
tat ca thi hé thong s& cho an bt mot sé nut 1énh bén trong muc “Khdc”. Dé xem cac chirc
nang an, ngudi ding bam vao miii tén chi xuéng bén muc “Khdc”.

Tuy theo quy trinh xtr Iy duoc cdu hinh, ma tén cac nat 1énh co thé khac nhau.

1l Chuyén linh dao don vi 1= Chuyén phbng ban [ Mudt tép tin ~ Khac

3.1.3 Thu thap
Chuc niang nay dung dé thu thap cac vin ban dén vao trong HSCV.
Pé thu thap vin ban dén vao HSCV, ta 1am nhu sau:

4 Budc 1: Chon nat “Thu thdp” trén giao dién chi tiét van ban dén.
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i) Trinh Ban gidm déc [ g Xoa (s Xudt tép tin
Trich yéu: Hai vé viéc xdy dung du @n L chosé
S0 dén sg: 3384 S0 ky hiéu goc: 568¢ 3
= (& Li&n kétvin ban
Nai phat hanh: Uy Ban Nhan Dan Thanh Phd HCM Ngay dén: 26/1
Phong ban thu iy chinh:  Van phang Trang thai géan nhat: Vira ] Thu thdp
Téng s ngay xir ly: Khdnag gidi han Ngay hét han xir ly: Khd [} soa
S4 ngay xir ly cua Khong gidi han Ngay hét han xir ly cia  Kho e
phang: phéng: @ Van ban lwu
¥ kién:

Hinh 15: Chgn chirc niang “Thu thap”.
4 Budc 2: Hé théng chuyén sang giao dién “Thu thdp véin ban” nhu sau:

THOTHAP Chon ChL'H;.l n3ng nay dé thém -
iy o [ || 0P g :

Chon tiéu chi -

! — [C)HSCV 1 va tdt ca HSCV con

BV Banh déu chon HSCV ¢6 sin dé

. SH8 50 | thu thap van ban vao bén trong no.

Hinh 16: Giao dién “Thu thip vin ban”.
Trén giao di¢n nay, hé théng da liét ké san danh sach HSCV ma nguoi dung da tao trudc
d6 dudi dang cdy. Mudn dua vin ban vao HSCV nao thi danh dau chon HSCV do.

Truong hop HSCV can chon chua ton tai trong hé thong, ngudi dung bam vao nat “Thém
MGi” trén thanh tiéu dé dé thém méi HSCV mong muén. (Xem huéng dan thém méi
HSCV).

4 Budc 3: Sau khi chon thong tin can thiét, chon mét trong cac nut sau dé két thuc.

- Nut “Luwu va xi Iy”: Nhan nat nay sé& thyc hién Iuu thong tin HSCV di chon, dong
giao dién thu thap va trd vé giao dién chi tiét van ban.

- Nut “Leew”: Nhan nit nay sé& thyc hién luu thong tin HSCV da chon nhung van gitr
nguyén giao di¢n thu thap cho nguoi dung chon lai hodc thém HSCV khac.

3.1.4 Chuyén lanh dao don vi

Chtc nang nay cho phép 1anh dao don vi chuyén vin ban dén cho lanh dao khac.
Pé chuyén vin ban dén cho ban giam déc, ta lam nhu sau:

4 Budc 1: Chon nut “Chuyén ban gidm déc” trén giao dién chi tiét van ban dén.
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Chi tiét vén ban Luén chuyén Tién do
. Trinh Ban giam déc [ g xéa () Xudt tép tin « Khac

MgLedvi gL Fham Thi Fhurong Thao Ngay guei: 17/02/2014

$6 ngay xir Iy cia phong:  Khéng gidi han I‘Jg;ay hét han xiF Iy cia Khdng gidi han

phonag:
Trich yéu: Trich y&u
- Hemth&m

Hinh 17: Chon chite niing “Trinh ban giam doc”.

4 Budc 2: Hé théng chuyén sang giao dién chuyén ban giam déc nhu sau:

CHUYEN LANH BAO BON VI ®

| Chuyén = In phiéu chuyén 75 Béng

Trinh ky - d& nghi:

P
Ngay gitr chuyén: 15:11 1710212014 - Nawivi chuyén: L& Thai Hy (Ban Giam Béc)
Ngwévi nhan: (%) i
L& Qudc Cuang
~ L& ThdiHy (G5
Mguyén Anh Tuin
V& Van Long (Pho G
Nouwdi xiF If chinh: () [5an Gism Ddc - L& Thai Hy =
Nhan tin nhan SMS: Chon ngui nhan SKS
-

Hinh 18: Giao di¢n “Chuyén ban giam déc”.
Giai thich giao dién:

- Trinh ky — dé nghi: nhap noi dung can trinh ban giam ddc.

- Ngudi nhan: danh dau chon lanh dao khac.

- Ngudoi xir ly chinh: 6 nay s€ li¢t ké danh sach nguoi nhan ma ban da chon trong muc
“Ngwoi nhgn”. Mudn chon ngudi ndo 1a ngudi Xt 1y chinh thi chon tén ngudi do

- Nhan tin nhian SMS: 6 nay sé& liét ké danh sach ngudi nhan ma ban da chon trong
muc “Ngwoi nhan”. Chon tén ngudi nao thi hé théng s& gui tin nhan SMS dén cho
ngudi do dé thong béo c6 cong viéc mai.
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- Luwu y: Cac file dinh kém cua van ban (néu c6) sé& duoc chta trong khung bén trai
ctia man hinh “Chuyén ldnh dao don vi’. Trong qué trinh chuyén vin ban, néu nguoi
dung mudn xem lai ndi dung cac file dinh kém thi bAm vao biéu twong bén goc trai

cua man hinh.

TRINH BAN GIAM BOC *®
) Chuyén = In phiéu chuyén X Béng
T Trinh Ky - @& nghi:
i
Hinh 19: Mé rong giao dién danh sach file dinh kém.
TRINH BAN GIAM BOC ®
Xem tép tin dinh kém 4 i Chuyén (= In phiéu chuyén ¥ Béng
Danh sach tép tin dinh kém
@ Trin_h ky - de
- nghi:

(=X T R
|{5L|Ta| ligu_ptpthao.stitt_17/02/2014_14h04 (12 KB)

vl

Tai vé file
dinh kém

Nguwréri nhan:
%

Nhén tin
nhan SMS:

4
Igay git chuyén: 14:05 17/02/2014 - Ngurixi chuyén: Pham Thi Phrong
Thao (Vdn phong)

##  Hovatén

Lé Quéc Cudng (7

Nguyén Anh Tudn
Vi Van Long (Phd
Lé Thdi Hy (Giam Péc)

Chon ngudi nhan SMS

Hinh 20: Tai file dinh kém.

4 Budc 3: Chon nat ¥ ™" 4¢ thuc hién chuyén van ban dén ngudi nhan da

chon. Hoac chon nut:
(= In phiéu chuyén

mau dé in 4n. (Xem hudng dan In phiéu chuyén).

75 Bong

3.1.5 Chuyén phong ban

: XUt thong tin chuyén xu 1y tir giao dién ban giam doc sang biéu

: déng giao dién “Trinh ban gidm déc” va huy bo thong tin di nhap.

Chtc niang nay cho phép 1anh dao don vi chuyén vin ban dén cho lanh dao khac.

Pé chuyén vin ban dén cho ban giam déc, ta lam nhu sau:

4 Budc 1: Chon nat “Chuyén ban gidm déc” trén giao dién chi tiét van ban dén.
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Chi tiét van ban Luén chuyén Tién do

| Chuyén Iinh dao don vi | Chuyén phang ban i1 Kudt tép tin
Houwivi giFi: LE Thai Hy Noay giFi: 17/02/2014

S ngay xir Iy cia phona: Khéng gidi han Ngay hét han xiF Ij ciia phang: Khéng gidi han

~ Khac

Hinh 21: Chon chite niing “Trinh ban giam doc”.

#+ Budc 2: Hé thdng chuyén sang giao dién chuyén ban giam déc nhu sau:

CHUYEN PHONG BAN

na
v

| Chuyén X Béng

Yéu cau i Iy:

Ngay gid chuyén: 15:40 17/02/2014 - Ngui chuyén: Lé Thai Hy (Ban Giam Déc)

¥ kién chung: 7
Nguwedei nhan: (%) Phong ban
Ho tén Théng tin xir Iy

Ban Giam Bdc
M3c dinh:

Van phong | .
M3c dinh: Mguyén Thi Thu Hang (.

Phong)

L ,I

Théng tin dién tir ) i
Mac dinh: Trin Vinh Sa (Phd Trurdng Phong)

Thanh tra .
M3c dinh: Nguyén Di'c Tho (Phd
tra)

K& hoach téng hop
M3c dinh: Mguyén Dac Chung (Tiwidng

77)

o

Cdng nghé théng tin
M3c dinh: V@ Thi Thu Sugng (Phd Trudng
Phong)

Buu chinh vién théng _

M3c dinh: BUi Vigt Duang (Trwidng Phdng)
Bao chi xudt ban

M3c dinh: Mguyén Van Khanh (Tridng
Phong)

Ngurdi x Iy chinh: (*) Chon nguwi nhan chinh -

Nhén tin nhan SMS: Chon ngui nhin SMS

Cach thi (r Iy (* P - .
ach thire xar Iy: (°) Bao cao ket qua thurc hién
Luru tham khao

Soan van ban

Th¥i gian: .
Tang thixi gian Khéng xac dinh
Thivi gian giai

auyét (ngay)

~ Khing can chon thixi gian Buec phép gia han

Hinh 22: Giao dién “Chuyén phong ban”.

Giai thich giao dién:
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- Trinh ky — d& nghi: nhap noi dung can chuyén phong ban.

- Y kién chung: néu danh dau muc nay thi chi co6 thé nhap yéu cau xu Iy chung cho tat
ca cac phong ban. Nguoc lai, néu bo chon muc nay thi hé thng s& cho phép nhap
yéu cau xir Iy riéng cho timg phong ban.

- Ngudi nhan: chon noi nhan vin ban dén.

+ Néu check chon phong ban ngay trén danh sach nguoi nhan thi sau khi chuyén hé
thdng s& chuyén van ban dén ngudi nhan mic dinh cua phong.

+ Truong hop, khong mudn giri vin ban dén nguoi nhan mic dinh hodc muén chon
thém ngudi nhan khic cua phong, thi bAm vao tén phong ban dé mé danh sach nguoi
ding thudc phong dé, sau d6 chon lai ngudi nhan khac. Cubi cung, chon “Péng y
de luu lai.

CHUYEN PHONG BAN

MNgay gir chuyen: 15:40 17/102/2014 - Mg DANH SACH CHUYEN VIEN %

¥ kién chung: Y Béngy K Bong

Nouw&i nhan: (%) Phong ban J o [
ovatén

Ho tén ‘ | Tran Bd Anh Thoa (Chuyén Vidn)
Ban Giam Boc )
Mac dinh: ' | Pham Thi Y&n (¢

Van phéng | ——> f\\ Nguyén Thi Bich Lién (Chuyén Vign)

Mat amh: Nguyen Thi Thu Hang

h (chuy
Chon nguevi e
nhan khac pc Lan Anh (Chuyén Vign)

Chon tén

tir
Vinh Sa (Pho Th

phang ban

Mic dinh: Nguyén Bic Tho (PA
tra)

Pham Thi Phu'ong Thao (Van Thu)

K& hoach t6ng hap Nguyén Minh Tam (Van The)

Miq dinh: Mguyén Birc Chung (|

Phong) HB Thu (Van Thu!

Cong nghé théng tin P MR e The )
M3c dinh: V3 Thi Thu Suang (4 Bui Thanh Thao Mguyén (13
Phong)

Nguyén Binh Nhu' Huong (Phd
Buu chinh vién théng o
M3c dinh: Bii Vigt Duong (Trir Huynh Tén Phdt (Ph

Bao chi xudt ban Tran Tudn Thing (¢
Miq dinh: Nguyén Van Khanh (7
Phéng)} Trin Ngoc Tudn (0

Tran Minh Tai (Chuye

- 2 .
Nhan tin nhan SMS: Chon norivi nhan SMS

Hinh 23: Chon ngudi nhan khéc cita phong.

- Nguoi xir ly chinh: 6 nay sé liét ké danh sach nguoi nhan ma ban da chon trong muc
“Ngwoi nhan”. Mudn chon ngudi ndo 1a ngudi xir 1y chinh thi chon tén ngudi do.

- Nhan tin nhian SMS: 6 nay sé& liét ké danh sach ngudi nhan ma ban da chon trong
muc “Ngwoi nhdn”. Chon tén ngudi nao thi hé théng s& gui tin nhan SMS dén cho
ngudi d6 dé thong béo c6 cong viéc mai.

- Cach thuc xir ly: chon cach thic xt Iy cho nguoi Xt 1y sau.

- Thei gian: quy dinh thoi gian xu 1y vin ban dén.
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+ Thoi gian giai quyét: nhap sb ngay giai quyét.
+ Ngay: 1a ngay hét han xt 1y.

Khi nhap thoi gian giai quyét, hé thdng s& tu tinh ngay hét han xir 1y va nguoc lai.

+ Khéng cin chon thoi gian: néu danh ddu vao muyc nay thi vin ban dén sau khi
duoc gui s€ khong co han xir 1y.
+ Puge phép gia han: néu danh diu vao muc nay dé cho phép ngudi xir Iy sau dugc
quyén gia han thém han xu 1y da quy dinh.

Luwu v: Céc file dinh kém cua vin ban (néu c6) s& dugc chira trong khung bén trai

ctia man hinh “Trinh ban gidm déc”. Trong qua trinh chuyén van ban, néu nguoi
ding mudn xem lai ndi dung cac file dinh kém thi bAdm vao biéu twong = bén goc trai

cua man hinh.

Xem tép tin dinh kém

Danh sach tép tin dinh kém

4 sl Chuyén

Trinh ky - d&

|E|Téi liéu_ptpthao. stitt_17/02/2014_14h04 (12 KB)

nghi:

7

Tai vé file
dinh kéem

TRINH BAN GIAM BOC ®
1 Chuyén [ In phiéu chuyén 75 Béng
T Trinh kj - @& nghi:
s
Hinh 24: Mé rgng giao dién danh sach file dinh kém.
TRINH BAN GIAM BOC x

= In phiéu chuyén * DPéng

£

Mody giir chuyén: 14:05 17/02/2014 - Nguii chuyén: Pham Thi Phwrong
Thao (Vdn phong)

Ngwovi nhan: g
)

Nhin tin
nhan SMS:

Ho va tén

Lé Qudc Cudng (PhH

Nguyén Anh Tudn |
Vo Van Long (7!

L& Thdi Hy [Gam Hdc)

Chon ngui nhan SMS

#+ Budc 3: Chon nut

Hinh 25: Tii file dinh kém.

L.l Chuyén

chon. Hoac chon nut:

(= In phiéu chuyén

dé thuc hién Chuyén van ban dén nguoi nhan da

: XUt thong tin chuyén xu 1y tir giao dién ban giam ddc sang biéu
mau dé in an. (Xem huéng dan In phiéu chuyén).

75 Bdng

: déng giao dién “Chuyén phong ban” va hity bo thong tin da nhap.
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3.1.6 Lién két viin ban

Chtec ning nay cho phép vin thu lién két vin ban dang xir Iy v6i cac vin ban khac ma
van da tirng tham gia xur 1y.

Dé lién két van ban, ta [am nhu sau:
£ Bud6c 1: Chon nit “Lién két van bdn” trén giao dién chi tiét vin ban dén.

) Trinh Ban gidm déc [ g Xaa [ Xuét tép tin

Trich y&u: HGi vé vigc xdy dung du @n . Chosé

Sd dén sa: 3384 Sd ky hiéu gdc: 5681 D Lien ket vn ban |
Nai phat hanh: Uy Ban Mhan Dan Thanh Phd HCM Ngay dén: 26/1

Phong ban thu i chinh: Van phang Trang thai gan nhat: Vira %] Thu thip

Tong s& ngay xur ly: Khdng gidi han Ngay hét han xr ly: Khd [ sua

iﬁglr?;v XU iy cia Khdng gidi han gﬁz\:lghét han xr iy coa  Khd [ Vanbinwu

¥ kién:

Hinh 26: Chon chite niing “Lién két viin ban”.

£ Budgc 2: Hé thdng chuyén sang giao dién lién két van ban nhu sau:

| LIENKET VAN BAN ®x
I Van ban dén Vin ban di Vin ban ndi bd
Lién két van ban da ton tai Tao lién két van ban méi
I el Lwu K Ding i
| Téng 0 El |
STT =« 58 ki higu géc 54 dén # Nevi phit hanh N&i dung trich yéu t

i Khéing t8n tai dii i€u |
Hinh 27: Giao di¢n “Lién két vin ban”.

Giao dién “Lién két viin ban” duoc chia thanh 3 tab: Vin bdn dén, Vin béin di, Vin ban

ngi bg. Bén dudi mdi tab s& duoc chia thanh 2 tab nho 1a: “Lién két vian ban di ton tai”

va “Tao lién két van ban mgi”.

- Lién két vin ban di ton tai: tab nay liét ké danh sach vin ban da duoc lién két voi
van ban hién tai. Muén loai van ban nao ra khoi danh sach lién két thi g& bo dau
check trudc van ban do.

- Tao lién két vin ban méi: tab nay s& liét ké danh sach vin ban ma nguoi diung da
tirng tham gia xu 1y. Nguoi ding chi can danh dau chon van ban can lién két tir danh
sach nay.

+ Bud6c 3: Chon nut “Luen” dé luu lién két da tao. Hoac chon nit “Péng” dé dong giao
dién “Lién két viin ban” va huy bo dix liéu da chon.
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3.1.7 Thay ddi cach thic X IV

Chte ning nay cho phép ngudi xir Iy sau thay doi lai cach thie xir Iy ma ngudi trude da
chon.

Dé thay doi cach thirc xtr 1y, ta 1am nhu sau:

4 Budc 1: Chon nut “Thay déi cdch thirc xir Iy trén giao dién chi tiét van ban dén.
4 Budc 2: Hé thdng chuyén sang giao dién thay ddi cach thuc xir Iy nhu sau:

THAY BOI CACH THUC X(F LY ®

kd Cdp nhat 75 Dong

Ly do chinh siva:

d Mgay chinh sia: 26/06/2013 17:29 - Ngwdi chinh sia: Lé Binh Ngoc (Phang Dén téc)
Béo céo két gqua thyc hign
Céch thic x(r Ij: ) Luu tham khée

Soan van ban trd ¥

Hinh 28: Giao di¢n “Thay ddi cach thirc Xir 1y”.

Nguoi dung nhap thong tin chinh stra va chon lai cach thirc Xt Iy mai.

4 Budc 3: Chon nat “Cdp nhgt” dé thyc hién luu thong tin thay doi hoic chon nat
“Pong” dé dong giao dién “Thay doi cdch thirc Xir Iy .

3.1.8 Thong tin gop v

Chtre nang nay cho phép chuyén vién xt ly phu nhap thong tin gop y cho chuyén vién xir
1y chinh.

Pé nhap thong tin gop ¥, ta lam nhu sau:

4 Budc 1: Chon nut “Théng tin gép ¥ trén giao dién chi tiét van ban dén.
4 Budc 2: Hé théng hién thi giao dién thong tin gop ¥ nhu sau:

THONG TIN GOP ¥ ® ‘

| o Kétthic X Bdng

IN{)l dung: ‘

Nagay aier chuyén: 07/08/2013 12:12 - Nouiri chuyén: Triedng Phong GDBT {Phong Giao duc Dao tao)
Dinh kém tép tin: + Chon

Hinh 29: Giao dién “Thay déi cach thirc xir Iy”.

Nguoi dung nhap noi dung gop ¥ va tép tin dinh kém (néu co).

4+ Budc 3: Chon “Két thiic” dé luu hoic chon nat “Péng” dé hity bo thong tin da nhap.

NeoDOC.v4 - Tai liéu hudng dan sir dung — Danh cho 1anh dao 23/76



CONG TY CO PHAN PHAN MEM SAI GON MOI - NSS

bia chi: 243/78 Chu Van An, P.12, Q.Binh Thanh, TP.HS Chi Minh
NEW SAIGON SOFT Dién thoai: (+84 8) 39 840 999 Fax: (+84 8) 35 127 147
Website: http://newsaigonsoft.com Email: contact@newsaigonsoft.com

3.1.9 Xac nhan da xem

Chtc ning nay cho phép ngudi xir Iy phu x4c nhan dd xem vin ban va khéng c6 ¥ kién.
Pé x4c nhan d3 xem vin ban, ta lam nhu sau:

4 Budc 1: Chon nut “Xdc nhdn di xem” trén giao dién chi tiét van ban dén.
4 Budc 2: Hé thdng hién thong bao hoi ngudi dung c6 mudn xac nhin dd xem vin ban

hay chua:

Ban thuwe su mudn thuc hién thao tac nay

oK | | Haybs |

Hinh 30: Giao dién “Xac nhan”.

4 Budc 3: Chon “Ok” dé ddng y hoic chon nut “Hiiy bé” dé huy thao tac x4c nhan.

3.1.10 In phiéu chuyén

Chtc ning nay cho phép xuat thong tin chuyén xir 1y tir cac giao dién chuyén xu 1y sang
biéu mau dé in an.
Pé in phiéu chuyén, ta tién hanh cac budc sau:

4 Budc 1: Mé giao dién chuyén xir Iy ctia vin ban can in phiéu chuyén.

& Budc 2: Ré chudt trdi vao nat = IMPREUEUYEn s c4c giao dién chuyén xi 1,
tiép theo chon dinh dang tép tin dé xuat dix liu.

TRINH BAN GIAM BOC

1= Chuyén M In phiéu chuyén 7 Béng

Biéu méu bao cao Phiéu chuyén VB dén -
Trinh ky - de ngh EI doe g
- paf £ odt
i ods ) xls 4
- ham Thi Phiwrorng Thao (Van phong)
Nguéinhan: (+) | & xlsx #] doc

L& Qudc Cutng (Pho Gam Bdc)

Nguyén Anh Tudn
Vi Vin Long (Phd Gigm D6t
L& Thdi Hy (GiEm £dc)

Nhén tin nhan SMS: Chan ngudi nhin SMS
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Hinh 31: Chen dinh dang “In phiéu chuyén”.

4 Budc 3: Hé thdng s& xuit dir liéu sang biéu mau cho ngudi dung tai vé

Bang ma PhieuChu],ren\JanBanDen.ducl ﬁ

Ban phai chon dé md:

] PhieuChuyenVanBanDen.docx

l&: Microsoft Word Document (3,0 KB)
tir http://172.18.1.50:8081

Firefox nén lam gi vai tap tin nay?

Microsoft Ward (mac dinh) -

@) Luwu Tép Tin

[ Tur déng xir Ii tuong b d&i vdi cac tip tin kiéu nay ké tir bay gié tre di,

oK | | Hiybe

Hinh 32: Tai “Phiéu chuyén”.
3.1.11 Rut lai

Chirc niang nay cho phép nguoi sir dung tra lai nhitng van ban dén ma nguoi xir 1y trudc
da gui nham.

Pé rut lai van ban dén, ta tién hanh cac budc sau:

4 Budc 1: Chon nut “Rut lai” trén giao dién chi tiét vin ban dén da xu 1y.
4 Budéc 2: Chon ngudi muén rat lai van ban.

1 ROTLAI ®
1 Ho va tén Phong ban

+ L& Thanh Cung (Thy k¥ chinh} Phong Lanh dao UBND tinh

| w Béngy @ Bong

Hinh 33: Chgn chire ning “Ruit lai”.
- Vin ban duoc chuyén dén chd ngudi nhan, nhung ngudi nhan (thudc ca quy trinh xtr
1y chinh va phu) déu chwa nhan vin ban nay (chua chon xem chi tiét van ban).
- Khi lanh dao chuyén vin ban nhung phat hién 13 minh chuyén sai, chuyén nham phan
cong thiéu, thi ngudi dung st dung nat 18nh nay dé rat lai vin ban da chuyén.
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4 Budc 3: Chon nat “Chuyén” dé thyuc hién rat lai van ban dén.
3.1.12 Tra lai

Chte ning nay cho phép ngudi st dung tra lai nhitng vin ban dén ma ngudi xu 1y trudc
da giri nham.

Dé tra lai van ban dén, ta tién hanh cac budc sau:

4 Budc 1: Chon nut “Trd lai” trén giao dién chi tiét thong bao két luan.
4 Budc 2: Nhap thong tin dé tra lai cho ngudi gii.

| TRALAI ®
| o Chuyén # Béng
|
Théng tin xie Iy
Ngay gitr chuyén: 10:37 13/09/2013 - Mgu&i chuyén: Dang Thi Minh Tham
##  Hovatén Phdng ban

Ngw&i nhan (*) 5
uan Tri

Hinh 34: Chon chirc niing “Tr4 lai”.
- Thong tin xir ly: nhap thong tin ghi chu tra lai.
- Nguwoi nhan: mic dinh 1a ngudi da giri van ban dén.
4 Budc 3: Chon nat “Chuyén” dé thyc hién tra van ban dén.

3.1.13 Két thiic
Chtc nang nay cho phép 1anh dao két thuc quy trinh xt Iy cia mot vin ban dén.
Dé két thic van ban, ta lam nhu sau:

4 Budc 1: Chon nut “Két thiic” trén giao dién chi tiét vin ban dén.
4 Budc 2: Hé thong hién thong bao hoi ngudi diung c6 mudn két thuc vin ban hay
chua:

Ban thurc s mudn the hién thao tic nay

oK ][ Huiy bé

Hinh 35: Giao dién “Xac nhan”.
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4 Budc 3: Chon “Ok” dé dong y hodc chon nat “Hiiy bé” dé huy thao tac két thic.

3.2. Tra citU vin ban dén

3.2.1 S6 vin ban dén don vi

Chire ning nay cho phép tra ctru va xem danh sach van ban dén don vi dang ton tai trong
hé théng.

Dé vao giao dién tra ciru s6 van ban dén don vi, ngudi dung chon menu “Vin bdan dén”
— “Sé vin ban dén ciia don vi”.

Trangchi  Xrlyvanbin |[EVUNELLCE Vénbandi  Vanbanndibd  BaocaoThdngké  Timkiém Hb so cong viec

» Xirljvan bandén  » Tiép nhan van ban donvi »Bdocdo  »Timkiém  » Van ban qua mang
Cheon tigu chi ~ || Nhap tirkhoa tim kigm ) I Chi tiét van ban Luan chuyén

Danh sach van ban = Xudttép tin - Khidc
Téng 41 1 [« 123w n 20[] Trich yéu: NGi dung trinh y&u
FY Sipxéptheo S6kjhiéugbc - | SO dénsd: 1240/CV S8 ky hiéu géc: 081013
O TR EN RIS 08M0/2013 | | Noi phat hanh: Uy Ban Nhan D3n Thanh Ph& HCM Ngay dén: 08/10/2013 15:00
Wi dung trinh y&u Phong ban thu Iy chinh: VAN PHONG UBND Q3 Trang thai gan nhat: Hoan thanh
SO KY HIEU GOC: 1INSS 05/08/2013 | | Téng sG ngdy xi Iy: Khéng gidi han Ngay hét han xir Iy: Khéng gidi han
1 nhan van ban d&n 56 ngay xir iy cia phéng: Khéng gidi han Ngay hét han xif Iy cia phdéng: Khéng gidi han
S?ﬂrg{?ﬁ:{;i:hgtdc: " 08H02013 | | g 1o dang Gip nhat
SO KY HIEU GOC: 12 0811012013 ™ Hem thim

Bang c@p nhat
SO KY HIEU GOC: 13 1611012013
Van ban d&n 9h28 ngay 16/10

SO KY HIEU GOC: 170iSAMSUNGI2013 15i08/2013
CV V& vigc héi nhifng van @& lign quan tdi viéc thanh lBp du @n san xudt
hang dién tr mdi tai Viét Nam.

SO KY HIEU GOC: 2INGUYENVTL 00/08/2013
Tigp nhin
SO KV HIEU GOC: 2017/TB-VDKVN 15/08/2013

TB V& nhidm vy, quy&n han clia cic cd nhin trong hé théng quan I chit
lrgng clia chil dau tir va tw van gidm sit cdng trinh Trung tam phan tich
thi nghigm v Vin phong Vién D3u khi Vigt Nam tai Thanh phé...

SO KY HIEU GOC: 253/BQLCDA-PDA2 15/08/2013
v V/v ¥ kin diém ddu ndi cung cdp dién cho cdc tram bién thé 320kva
t3i 16 E2b-5 va tram bién th& 400kva tai 16 14b-1.2

Q6 KV HIET GO 2034100 AVMT.K SON 1RINAN12

() Xuat tép tin % Cau hinh

Hinh 36: Giao dién tra ciru s6 viin ban dén don vi.
- Bén khung cira s6 trai 13 danh sach tit ca cac vin ban dén don vi dang ton tai trong
h¢ thong.

- DPé xem thong tin 1 van ban dén, ban chon béng cach kich vao tén vin ban dén bén
khung ctra s trai. Khi do tén van ban dén sé dugc t6 sdng. Bén khung ctra s6 phai sé
hién thi thong tin chi tiét ctia van ban dén dugc chon cho nguoi dung.

3.2.2 Tim kiém viin ban dén

Chtc ning nay cho phép nguoi ding tim kiém vin ban dén trong danh sach duoc nhanh
chong.

Hé thdng hd tro hai cach tim kiém bao gom: Tim kiém co ban va tim kiém nang cao.
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3.2.2.1 Tim kiém co ban:

4+ Bué6c 1: Nhap tir khoa can tim vao 6 tim kiém. Tiép theo chon biéu twong kinh lip

)] X qr , v \ - A ~ 1A
“% dé kich hoat chirc nang tim kiem dit liéu.

Chon tiéu chi - || v ki€n

Danh sach vén ban

Téng 41

1. G tir khda cdn tim I

e
v

SO KY HIEU GOC: 081013
M&i dung trinh yé&u

SO KY HIEU GOC: 1/NSS

2. Chon I::-iéy twrorng

tim kiém

08M10/2013

05/08/2013
ti€p nhdn van ban dén
Hinh 37: Nhip tir khéa can tim.
#+ Budgc 2: Hé thong sé tra két qua 1én giao dién.
Chon tiéu chi ~ | ykién Ly -
Danh sach van ban
Téng 1 1 [+ 1 20 [=]
% Sap xép theo S6 ky hidugic -
SO KY HIEU GOC: 253/BQALCDA-PDA2 15/08/2013

CV Vv ¥ kign difm d3u ndi cung c3p dign cho cdc tram bign th& 320Kva
tai 16 E2b-5 va tram bign thé& 400kva tai 1§ I-4b-1.2

Hinh 38: Két qua tim kiém co ban.

3.2.2.2 Tim kiém néng cao:

Deé vao giao dién tim ki€m nang cao, ta lam nhu sau:

#+ Budc 1: Chon vao miii tén chi xuéng

" trén giao dién tim kiém co ban.

Chon tiéu chi | vki&n

Danh sach van ban
Tang 41 1 [+ 123 »
¥ Sap xép

SO KY HIEU GOC: 081013
Mdi dung trinh y&u

50 KY HIEU GOC: 1/NSS
tiép nhdn van ban dén

M& giao dién tim kiém
nang cao

0e8M0/2013

05/08/2013
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Hinh 39: Chon chite niing tim kiém néng cao.
4 Budc 2: Hé thdng hd tro nhiéu tiéu chi tim kiém nhiam dap wng nhu cau tra ctu da
dang cua nguoi dung.

TIM KIEM NANG CAO

54 dén: | 58 ky higu gdc:

Hoay phat hanh: T # - Bén m Ngay dén: TU m - Bén )]

Hei phat hanh: Chon - Loai vin ban: Chon -
Trich yéu:

£ Timkiém & Lammé&i % Dong

Hinh 40: Chon chire niing tim kiém néng cao.

- S6 dén: tim van ban dén theo sb dén.

- S6 ky hiéu goc: tim vin ban dén theo s6 ky hiéu géc.

- Ngay phat hanh: tim vin ban dén theo ngay phat hanh (phat hanh tir ngay dén
ngéy). r r 14

- Ngay den: tim van ban theo ngay den (tir ngay dén ngay).

- Noi phat hanh: lya chon noi phat hanh dé tim vian ban dén theo noi phat hanh.

- Loai viin ban: lya chon loai vin ban dé tim van ban dén theo loai van ban.

- Trich yéu: tim vin ban dén theo tir khoa lién quan vé6i noi dung trich yéu cia vin
ban.

+ Budc 3: Chon nat | MMM | 4& thc hign tim kiém di lidu theo tidu chi da nhap.
4 Budc 4: Hé théng hién thi két qua tim duoc 1én giao dién cho ngudi dung.

Chon tiéu chi - |~

Danh sach van ban

Téng 3 1 [=] 1 20 [+]

.
w

Sap xéptheo S6 ky hiéu goc -

50 KY HIEU GGC: 12 08M0/2013
Pang cap nhit

SO KY HIEU GOC: 253/BALCDA-PDA2 15/08/2013
CV V/v Y kiEn di€m d3u ndi cung c3p dién cho cic tram bién th& 320Kva
tai 16 E2b-5 va tram bién th& 400kva tai 16 I4b-1.2

50 KY HIEU GOC: 787 25/10/2013
fdsfdsf

Hinh 41: Két qua tim kiém nang cao.
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3.2.3 Céu hinh cdt hién thi
Chtc ning nay cho phép cho ngudi dung lya chon cac thong tin s& hién thi trén danh

sdch van ban.
Pé thyc hién cau hinh ngudi ding 1am nhu sau:
4+ Budc 1: BAm vao nat “Céu hinh” ¢ goc trai dudi danh sach van ban.

Chon tiéu chi + | Nhép trkhda tim kiém ) - Chon néi dung dé xem

Danh sach van ban

Téng 57 1 [+] 123 wn 20[]

4 Sap xép theo S0 kyhidu gdc -
$4 ky hiéu gbc: 081013 08/10/2013
Nai dung trinh y&u

S8 ky hidu gbc: 1NSS 05/08/2013
ti€p nhan van ban dan

Sé ki hiéu goe: 1002 251012013
Vin ban dén ngdy 25.10 (16h45)

S6 ky hiéu gbe: 11 08/10/2013
Dang cdp nhat

S8 ky hiéu gde: 12 08/10/2013
Bang cdp nhit

6 ki higu gde: 1234 251102013
fofaf

S ki hiéu gde: 1289 2511012013
df

S ki hiéu gbe: 13 16/10/2013

Van ban dén 5h28 ngdy 16/10

S0 ky hiéu gbc: 170/Samsung/2013 15/08/2013

CV V& vigc héi nhifng van @2 lign quan tdi vigc thanh Ep dv dn san xudt
hing dién £ méi tai Viét Nam.

$6 ky hiéu gbc: 2inguyenvtl 09/08/2013
Tiép nhan
A L hid e M0 TITD DAL ARINAMIN12

o, Xudt tép tin I @ Cdu hinh I*
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4 Budc 2: Nguoi ding chon cac cot ¢an hién thi bén ctra s6 trai

CAU HINH COT HIEN THI A

'&' Bng «+ Mic dinh 75 BPong

Chi y: Bén tréi 18 danh séch cbt chirs chon d& hign thi va nowore 8
U RIrarnt
L. - S dén ciia phing
B¢ mat . .
. S0 ky hiu goc
Linh Vo p
Mgay dén
Blon visao y

1
S0 vin ban di phiic dap 1
“Wan ban QPPL =l 4
Loai vdn ban I

Mgay phat hanh
Mwi phat hanh

Trich yéu

1

4 Budc 3: BAm vao nat "7 d¢ di chuyén danh sach cac cot da chon tir ngan bén trai
qua ngan bén phai.

4 Buoéc 4: BAmnat 257 8 luu thong tin da chon.

4 Budc 5: BAm nat M3dmh 48 hién thi cac cot mac dinh caa thé théng gdm: STT, S
bién nhan.

4 Bud6c 6: BAm nut 2879 3¢ ¢ong man hinh.
4. Van ban di

4.1. Soan van ban di

Chtre nang nay cho phép soan mai mot van ban di, cac budc thuc hién nhu sau:

#+ Budc 1: Chon menu “Vin bdan di” — “Soan vin ban di”.

Vin ban di Bao cao Thong ké Tim kiém HO so cong viéc

XUr Ij vin ban Vin ban dén Van ban ndi bd

Trang cha

» X0 Iy vAn ban di »Sovanbandi  »Baocdo » Timkiém  » Nhapvin ban phat hanh

Hinh 42: Chon “Soan vin ban di”.

4 Budc 2: Hé théng chuyén sang giao dién soan thao vin ban di nhu sau:
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ij::‘y:an baf‘muvs chuyén b Lwu va nhp tigp # HNhép lai [& Lign két Sao chép ——

Ngue&i nhap: Quan Tr Phong ban nhap: ()

Trich yéu: (*)

B30 cdo = B mat: (1) Binh thuing
Do khan: () Binh thudng
Can phiic dap:

S ton

Binh kém tgp tin: + Chon Ho so congvige: &
= Hoi nhén
Tatca | Trong co quan Ngodi co quan

Novi nhan Ludng | )

Noinhén

Hinh 43: Giao dién “Soan vin ban di”.

Khi nhap thong tin soan van ban di, nguoi dung can luu ¥ cac thanh phan sau:

- Trich yéu: nhap noi dung trich yéu cua van ban di can soan thao.

- Loai vin ban: bAm 6 nay s& X6 xudng danh sach loai vin ma quan tri di thiét lap
san. Nguoi dung chi can chon loai vin ban tir danh sach nay.

- Nguwdi ky van ban: chon nguoi ky van ban phat hanh.

- Chirc vu: nhap chuc vy cta nguoi ky phat hanh.

- Do khén: chon do khan cho van ban dén.

- P mat: chon d6 khan cho vian ban dén.

- Can phiic dap: danh dau vao myc nay néu vin ban di nay can dugc phiic dap.

- S6 to: nhap vao sb to.

- Pinh kém tép tin: myc nay cho phép dinh kém tép tin vao vin ban di. Bam nut
“Chgn” d& mo ctra s6 “Open” ciia Window va chon tép tin can dinh kém.

- H@ so cdng viéc: chon hd so cong viée cho van ban dén. Nguoi dung badm chon biéu
tugng @ s& mo ra danh sach hd so cong viée dudi dang cidy phan cip. Muén gan vin
ban vao hd so cong viéc ndo thi danh dau chon hd so cong viée do.

- Noi nhan: ving nay cho phép thiét lap va luu trit danh sach noi nhan vin ban. Giao
dién noi nhan dugc chia thanh 3 tab: Tdt cd, Trong co quan, Ngodi co quan.

+ Tat ca: tab nay cho phép thiét Iap danh sach noi nhan trong va ngoai co quan.
+ Trong co quan: tab nay cho phép thiét lap danh sach noi nhan trong co quan.
+ Ngoai co’ quan: tab ndy cho phép thiét lap danh sach noi nhan ngoai co quan.
Bén dudi mdi tab s& duoc chia thanh 2 tab nho 13: “Nei nhdgn” va “Luéng”.
= Tab Noi nhin: tab nay cho phép chon noi nhan cho van ban hién tai, 1an sau
muén giri van ban dén nhitng noi nhan nay nita thi phai mo danh sach va chon
lai tir dau, danh sach chon lan trudc khong con hiéu lyc.
= Ludng: tab nay cho phép tao ludng nhan vin ban dé chon, thong tin ludng
duoc tao s& dugc luu lai dé chon cho nhiing 1an soan thao sau.
Dé chon noi nhan tir danh sach noi nhan c6 sin, ta 1am nhu sau:
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+ Budgc 1: Chon tab Tdt cd, Trong co quan hoic Ngodi co quan. Tiép theo, chon tab
“Noi nhgn”.

— Hoi nhén
Trong co quan Ngoai cor quan
|

Noi nhdn

+ Budc 2: Chon bidu tugng = d& m& danh sach noi nhan.

Tatca Trong co° quan Hgoai co quan

Novi nhan Ludng | )

. \
Noinhan <

Mé& danh sach
"Noi nhén"

1
+ Budc 3: Hé thong da liét ké sdn danh noi phat hanh theo cap gui. Mudn chon noi noi
nhan nao thi danh dau chon noi nhéan do.

CAP GIFI - NO'I PHAT HANH

b4

lgd Bong ¥ 75 Béng

+ Théng tin tim kiém

Téng 10 1 [«] 1
STT  Cép gbi & M3 = Tén
1 Cdc phdng ban trong dan vi VAN PHONG UBND Q3
| 2 Cong ty NS5 Cing ty cd phan phan mém 53 Gon Mdi
' 6\ ] ) DTD Cong ty Budng Ta Di
' 4 Banh dau chon 5¢ Théng Tin Truy&n thang TP.HCM
| noi nhan
' '( SGDEET 5¢ Gido Duc Va Do Tao
. 6 5@ ban nganh SKHCN 5@ Khoa Hoc Cdng Mghé
7 5@ ban nganh SLETBXH S& Lao ©dng Thuong Binh X3 Hai
8 5@ ban nganh 54T S& Thdng Tin Truy&n Thdng
g9 Uy ban nhin din UBND Q BT Uy Ban Nhidn Dan Quan Binh Thanh
10 Uy ban nhin din UBND TP HCM Uy Ban Nh3n D3n Thanh Ph& HCM

Hinh 44: Giao dién “Cép giri — Noi phat hanh”.
Luu y: Truong hop danh sach qua dai, ngudi ding ¢ thé st dung chirc ning tim kiém
dé tim noi nhan dugc nhanh chong.
+ Buéc 4: Chon nut “Péng y* dé luu thong tin va trd vé giao dién soan thao.

Dé thyc hién tao ludng noi nhan, ta lam nhu sau:
+ Buéc 1: Chon tab “Luéng” trén giao dién “Noi nhan”

= Noi nhén
Tatca  Trongcoguan | Ngodico quan

Noi nhén 7]

UBND &6

Hinh 45: Chon tab “Luéng”.
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+ Budéc 2: Chon biéu twong @ trén giao dién “Luéng” dé mo cira s6 “Thém mdil
Cdp nhdt luéng”.

= Noi nhan

Tat ca Trong co* quan Ngoai co quan

M& cira s6 "Thém méi/
C4ap nhiét luong"

Hinh 46: Chon chite niing thém méi ludng.

+ Bud6c 3: Nhap thong tin cho ludng can thém:

H

THEM MOVCAP NHAT LUONG
Tén ludng: (%)
Mwinhdn:

Liru Bdng

Hinh 47: Giao dién “Thém méi/ Cap nhat ludng”.
= Tén ludng: nhap vao tén ludng can tao (bat buac).
= Noi nhan: chon noi nhan can dwa vao ludng. P& chon noi nhin, ngudi
ding can nhap vao mot vai tir khoa c6 lién quan dén noi nhan d6, hé théng
S& X0 Xuéng danh sach noi nhan tim dugc cho ngudi dung lua chon.

THEM MOUCAH 1,50 tir khoa dé hé théng loc ra A
danh sach noi nhan lién quan.

Tén ludng: [*)

Neinhén: Trueng | /f,

Trwdrng Bai hoc Y khoa Pham Mgoc Thach

m

Trweérng Bai hoc Y Do thanh pho
Trwérng Bai hoc Van héa thanh phd
Trwérng Bai hoc Tén Bike Thang

| Trwrérng B ai hoc Tai chinh Marketing

': Trwrérng Dai hoc Sw pham Thé duc thé thao
Trwrdrng Bai hoc Sw pham TP

l. Trwrdrng B ai hoc Sw pham K§ thuat ".I

Hinh 48: Nhap théng tin thém méi ludng.
+ Budc 4: Sau khi chon noi nhan xong, danh sach két qua s& duoc thu gon lai. Thong
tin noi nhan da chon s& dugc cap nhat 1én vung hién thi bén dudi. Nguoi ding mudn
chon tiép noi nhan khac dé dua vao ludng thi phai gd lai tir khoa va chon nhu budéc 3.
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Sau khi chon xong, néu mudn x6a bo noi nhan da chon ra khoi danh sach thi chon
biéu twong x6a & bén goc phai cia nd.

THEM MOUCAP NHAT LUONG b4
Tén Iuﬁng: 1 TrLrlfl'I'Ig IjEII hl;IE { ¥da noi rlhi_il'l ra khai |L||§||'IQ.
Noi nhén: Trwirng Blai hoo v Dwoc thanh ph@
Trwéng Bai hoc Tén Bic Thing F o
Luru Bdng

Hinh 49: Xéa noi nhan ra khéi ludng.
+ Budc 5: Chon niit “Lurn” d¢ luu thong tin da chon va trd vé giao dién “Luéng”.
Luc nay, trén giao dién “Luéng” s& xuat hién thong tin ludng da tao dudi dang cay
phan cip. Tai ddy, ngudi ding xem, chon ludng, chinh sira hodc x6a ludng khong can
thiét.
Danhba | Ludng

Ludng®

Born vi

7) Trudng dai hoc @@

I ]
Click vao day gcr:-;nruan iéﬁ‘an T
dé xem chi g g

tiét ludng

Hinh 50: Giao di¢n “Ludng” sau khi thém méi.
Luu v: Vi mdi ludng c6 thé chira nhiéu noi nhan, do d6 khi chon thanh phan tham
du tir ludng, ngudi ding can luu y:
+ Néu chon vao tén ludng thi mic dinh s& chon tat ca noi nhan bén trong luéng dé.
+ Néu khong mudn chon tit ¢4, thi vao xem chi tiét ludng. Mudn chon noi nhan nao
thi danh dau chon noi nhan do.
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Lunng‘c_;' Luéung'c_)
i Born vi

Uy ban quan
Uy ban nhan dén Quéan Tha Bic

O Uy ban nhan dan Quén Tén Pha

L
Chon ca ludng

"\\) Uy ban nhan dan Quan Phi Mhuén
A

Chon don vi cu thé
trong ludng

+ Budc 4: Sau khi nhap cac thong tin can thiét, ngudi dung ¢ thé chon mét trong céac
nuat sau:

bl Lvu  him nat nay s& luu lai thong tin van ban di da nhap ddng thoi chuyén sang
giao dién “Xi Iy vin ban” cho nguodi dung xtr 1y tiép. Vin ban sau khi tiép nhan
thanh cong s€ dugc Iuu trong phan hé X Iy van bdn | Vin bdan dil Moi nhéan.

pel Luuvachuyén - him nat nay s& luu lai thong tin van ban di da nhap dong thoi mo
giao dién chuyén xur 1y cho ngudi dung nhap théng tin va chuyén vin ban da tiép
nhan cho nguoi khac xu 1y.

k! Louvatindptiép . pan nat nay sé& luu thong tin vin ban di da nhap, dong thoi lam

méi giao dién tiép nhan dé nhap tiép van ban di khic. Van ban sau khi tiép nhan
thanh cong s& dugc chuyén sang phin hé X Iy van bdan | Vin béin dil Mdi nhén.

wd Nhdplai .y o0 hét thong tin da nhap, lam méi giao dién dé nhap lai tir dau.

& Uenkét . 4 nat nay s& mo giao dién “Lién két vin ban” cho phép lién két vin
ban dang tiép nhan véi vin ban khac (vin ban dén, di, noi bo) ma vin thu d6 c6 tham
gia xu ly.

Sa0Chép &y danh déu vao muc ndy thi sau khi nhap thong tin tiép nhan, van thu
chon nat “Luwu va nhdp tiép” thi hé thong s& thuc hién luu van ban tiép nhan dong
thoi sao chép lai cac thong tin da nhap. Khi d6, ngudi ding c6 thé chinh stra lai thong
tin dé luu lai thanh van ban mai. Chirc nang nay thuan tién khi ngudoi ding phai nhap
nhiéu van ban dén c6 ndi dung twong tu nhau.

Luu y: Nhing thong tin ¢6 dau sao mau dé (*) 1a bat bugc phai nhap.
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4.2. Nhap van ban phat hanh

Chtc ning nay dung dé nhap nhanh vin ban phat hanh bao gom cé giai doan Soan vin
ban di va Cho s phat hanh, khong phai chuyén xur 1y.

Dé nhdp van ban phat hanh, ta tién hanh cac budc sau:

+ Budc 1: Chon menu “Vin bdn di” — “Nhdp vin ban phdt hanh”.

Trang cha X Iy véin ban Vin ban dén Van ban di Vin ban noi bo Bao cao Thong ké Tim kiém Ho so cong viéc

» (¥ Iy van ban di » Soan van ban di » 50 van ban di » Bdo cdo » Tim kiém » Nhap vdn ban phat hanh

Hinh 51: Cheon “Nhip vin béan phat hanh”.

4+ Budc 2: Hé théng chuyén sang giao dién nhap vin ban phat hanh nhu sau:

Nhap van ban phat hanh

1. Phathanh # Nhap lai [Z3 Lién két Sao chép
Ngeivi nhap: Nguyén Thi Bich Tram Phéng ban nhap: (%) VAN PHONG UBND Q3
Trich yéu: (1)
Phong ban soan: VAN PHONG UBND Q3 - Hgwoi soan: Nguyé&n Thi Bich Tram -
S van ban: (*) S6 van ban di don vi ~ 2013 - Loai vdn ban: (*) B30 cdo -
$& phat hanh: () 21/8C Ngay phat hanh: () 25/10/2013 @ Vanbanphapquy = &
Nouwdi ky vén ban: ] B khan: () Binh thudng -
Chirc viy: Do mat: () Binh thudng -
Ma hd so= So 1o
$6 Iwgng ban phat hanh: §6 vén ban dén tra i
Dinh kém tép tin: + Chon H so cong vigcss

= Novi nhan

Tatca Trong co quan Ngoai co' quan Ngw&i nhan

Noi nhan Ludng | o)

Nodi nhan

Hinh 52: Giao di¢n “Soan viin bén di”.
Viéc nhap van ban phat hanh cling twong tu nhu soan van ban di, chi ¢6 thém hai thudc
tinh 1a: SO van ban va s6 phat hanh
- S6 viin ban: chon s6 van ban cho vin ban di.
- S6 phat hanh: 13 s vin ban phat hanh, do hé théng phat sinh tu dong.
4 Budc 4: Sau khi nhap cac thong tin can thiét, nguoi ding cé thé chon mot trong cac
nut sau:
bl Lo - pAm nat nay s& luu lai thong tin van ban dén da nhap ddng thoi chuyén
sang giao dién “Xu Iy van ban” cho nguoi dung xir 1y tiép. Vin ban sau khi tiép nhan
thanh cong s& dugc luu trong phan hé Xu Iy véin ban | Vin ban dénl Mgi nhan.
pel Luuvachuyén - ham nut nay & luu lai thong tin van ban dén da nhap ddng thoi mo
giao dién chuyén xur 1y cho ngudi dung nhap théng tin va chuyén vin ban da tiép
nhan cho nguoi khac xu 1y.

NeoDOC.v4 - Tai liéu hudng dan sir dung — Danh cho 1anh dao 37176



CONG TY CO PHAN PHAN MEM SAI GON MOI - NSS

bia chi: 243/78 Chu Van An, P.12, Q.Binh Thanh, TP.HS Chi Minh
NEW SAIGON SOFT Dién thoai: (+84 8) 39 840 999 Fax: (+84 8) 35 127 147
Website: http://newsaigonsoft.com Email: contact@newsaigonsoft.com

k! Luuvanndptice - pin, g nay s& luu thong tin vin ban dén da nhap, dong thoi lam

méi giao dién tiép nhan dé nhap tiép vian ban dén khac. Vin ban sau khi tiép nhan
thanh cong s& dugc chuyén sang phan hé X Iy vian ban | Vin ban dénl Méi nhén.
w# Nhdplai . v 5q hét thong tin da nhap, 1am méi giao dién dé nhap lai tir dau.

& Uenkét . 4 nat nay s& mo giao dién “Lién két vin ban” cho phép lién két van
ban dang tiép nhan vé&i vin ban khac (vin ban dén, di, ndi bd) ma van thu d6 c6 tham
gia xu ly.

Sa0ChéP . 14, danh diu vao muc nay thi sau khi nhip thong tin phat hanh, van
thu chon nut “Lueu va nhdp tiép” thi hé théng s& thuc hién luu vin ban tiép nhan
dong thoi sao chép lai cac thong tin dd nhap. Khi d6, nguoi dung c6 thé chinh sira lai
thong tin dé luu lai thanh van ban méi. Chuc ning nay thuan tién khi ngudi ding
phai nhap nhiéu vin ban dén c6 ndi dung twong tu nhau.

Luwu v: Nhitng thong tin c6 ddu sao mau do (*) 12 bat budc phai nhap.

4.3. Xir 1y van ban di

Trang “Xa Iy vin bdan di” cho phép nguoi dung thuc hién Xt 1y van ban di theo quy trinh
ma quan tri hé théng da thiét 1ap.

4.3.1 Man hinh chinh xi ly van ban di.

Pé vao giao dién xir Iy van ban di, chon tab “Vin bdn di” — “Xir Iy vin ban di” trén
thanh menu ngang:

Trangchi  X(rlyvanbdn  Vanbandén |[EENIXINGN Vanbanndibd  BaocdoThéngké  Timkiém  Hd socong viec

Xirlyvanbandi| »Soanvanbandi Sdvanbandi Biocao Timkiém  »Nhapvan ban phat hanh

Hhan 4| | Ngudi Uy quyBn | v || Nhp tirkhéa im kiém (Crl + E) ) Chi tiét van ban Luan chuyén Tién @6
~ Vén ban di (1) TAtCA (s Xudttéptin il Chuyén xi Iy = Chuyén phat hanh ~ Khéc
Chura xem Téng1 1 = 1 Ngwéi giri: Nguy&n Thi Bich Tram Ngay guri: 22/11/2013
Dé xem (1) . Sipxéptheo Ngaynhan - || Trichyéu: Trich y&u
Sép hét han M@ véin ban: 9101 22/11/2013 16:01 - Xemihim
" Trich y&u
Tre han
D xr Iy

Nhap ndi dung ghi chd

Hinh 53: Giao dién “Xir ly vin bén di”.
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Giao dién “Xu Iy vin ban di” dugc chia thanh 3 phan: Bén trai 13 danh sach nhdn vin ban
dén, ¢ gitra 1a ving hién thi danh sach van ban di thuéc nhin vin ban da chon tir khung
bén trai. Bén phai 1a ving hién thi cac thong tin chi tiét cua van ban di da chon tir danh
sach.

d) Nhin: Hién thi danh sach nhan vin ban di va cac nhom con cia né.
- Vin ban di: Théng ké tit ca cac van ban di can xir 1y cua user:
= Canxirly : TAt ca cac vin ban di user can giai quyét.
= Chua xem: T4t ca van ban di méi chuyén dén, chua xem chi tiét.
= Pi xem: Tat ca van ban di chua xir Iy nhung d3 dugc xem chi tiét.
= Sip hét han: Cac van ban di chua giai quyét. (dua theo khoang thoi gian sap
hét han da thiét Iap tir hé théng).
= Tré han : Cac van ban di chua giai quyét nhung da hét han xir 1y. (dua theo han
Xt Iy cta van ban).
e) Danh sach vin ban di:

Ving nay hién thi danh sach cac van ban thuéc nhin vin ban da chon bén tréi.

Hhan 4| | Ngudi Oy quy@n | | Mhap trkhoa tim kigm (Cirl + E) |~
~ Vén ban di (1) Tatcd (s Xudttép tin

Chura xem Téng 1 1 |E| 1

Da xem (1) a Sap xép theo Ngaynhin -~

Sap hét han Mz van ban: 9101 22/11/2013 16:01

. Trich y&u
Tre han
P& xir ly

Hinh 54: Danh séch vin bén di.
f) Chi tiét viin ban di:
Pé xem hay xir Iy 1 vin ban di, ban chon vao tén cong viéc trong danh sach & gitra. Khi
d6, hé thong sé hién thi thong tin chi tiét cia van ban d6 1én giao dién bén phai.

Hé thong hién thi cac thong tin co ban cua van ban, dé xem thong tin day du cia van ban
nguoi dung st dung chirc nang “Xem thém”.
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Chi tiét van ban Ludn chuyén Théng tin g6p ¥ Tién d6

Lol Chuyén xi Iy () Xudt t&p tin - Khic
Mgrrévi QiFi: Nguy&n Bifc Hanh Ngay giri: 15/08/2013
S& ngay x(¥ Iy cia phéng:  Khéng gidi han Ngay hét han xir Ij cia Khéng gidi han
phong:
Trich yéu: CV VE viéc ra sodt quy trinh cdng téc cia cdc phdng, don vi.
Chanh Vin Phang bd phan phép ch&, CCHH, IS0 d& thyc hién thdm dinh cdc quy trinh; (31D nghj chi Chung,

Nguyén Birc Hanh  PCVP gilip theo ddi chung.

w Hemth&m

Nh3p ndi dung ghi cha

el Lwu

Hinh 55: Chgn chitc ning xem thém.

4.3.2 Cac nuat 1énh xir ly

Khi xem chi tiét vin ban di, hé thong s& hién thi sin cac nut 1énh xu 1y theo quyén han
ma ngudi ding c6. Trudng hop day nat 1énh qua nhiéu, thanh tiéu dé khong hién thi dugc
tat ca thi hé thong s& cho an bt mot sé nut 1énh bén trong muc “Khdc”. Dé xem cac chirc
nang an, ngudi ding bam vao miii tén chi xuéng bén muc “Khdc”.

i Chuy&n ban gidm doc [27] Siha wén ban | @ Hoa wan ban [ @ &N ban i3 Husttéptin e

4.3.3 Chuyén xit Iy

Chtc nang nay cho phép ngudi sir dung chuyén van ban di cho ngudi khac theo chic vu.
Pé chuyén van xir 1y vin ban di, ta lam nhu sau:

4 Budc 1: Chon nat “Chuyén xi Iy trén giao dién chi tiét vin ban di.

Chi tiét vdn ban Luin chuyén
il Chuyén xiv Iy - Chuyén phat hanh [ & xoa - Khac
Trich yéu: Trich yéu
S0 phat hanh: Ngay phat hanh:
Naurdi ky: Chu'c wu:
Thudc phong ban: Van phang Trang thai gan nhat: Vira tiép nhdn
¥ kién: Trich y&u

w Hemth&m
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Hinh 56: Chon chite niing “Chuyén xir Iy”.
£ Budc 2: Hé thong chuyén sang giao dién chuyén phat hanh nhu sau:
CHUYEN XIF LY ®

Lanh dao phéang Chuyén vién phdng

4 1. Chuyén 7% Déng

Ma vén ban: 19104
Trich yéu: Trich yéu
Théng tin X Iy

Mgay gitr chuyén’ 14:24 26/10/2013 - Nguai chuyén: Nguyén Minh Tam (Van phong)

. i Hovatén
Hgurdvi nhan: (%)
Khdng tn tai di' iu

Nhan tin nhdn SMS: Chon nguii nhan SMS Email
Hinh 57: Giao dién “Chuyén xir Iy”.

Giao dién “Chuyén xi Iy” bao gom 4 tab: Ban Gidm Pbc, Linh dao phong, Chuyén
vién phong, Phong ban soan.

= Ban giam déc: Trinh vin ban di cho Giam ddc.

= Lanh dao phong: Trinh van ban cho lanh dao phong xem va ky duyét.

= Chuyén vién phong: Chuyén vin ban di cho chuyén vién phong dang xir 1y van
ban.

= Phong ban soan: Chuyén vin ban dén cho bat ky ngudi dung nao cua phong ban
Soan van ban.

Tuy theo muc dich chuyén xt Iy ma nguoi dung chon tab thich hop dé chuyén.

+ Budc 3: Chon nat “Chuyén” dé thuc hién chuyén vian ban di cho nguoi nhan da
chon. Hoic chon nat “Pdng” dé dong giao dién “Chuyén xi I va hay bo thong tin
da nhap.

4.3.4 Chuyén phat hanh

Chtee niang nay cho phép ngudi sir dung chuyén vin ban di xudng van thu phat hanh.
Dé chuyén vin ban phat hanh, ta lam nhu sau:

£ Budgc 1: Chon nit “Chuyén phdt hanh” trén giao dién chi tiét vin ban di.
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Chi tiét vin ban Luan chuyén
1ol Chuyén xv I 1l Chuyén phat hanh | | & Xéa ~ Khac

Trich y&u: Trich yéu
Sd phat hanh: Ngay phat hanh:
Ngu'ai ky: Chu'c vu:
Thudc phong ban: Van phang Trang thai gdn nhat: Vira ti&p nhan
¥ kién: Trich y&u

v Hemthém

Hinh 58: Chon chite niing “Chuyén phat hanh”.

£ Budgc 2: Hé thdng chuyén sang giao dién chuyén phat hanh nhu sau:

CHUYEN PHAT HANH ®

Van thw don vi
4o Chuyén ¥ Bang

M vén ban: 19104

Trich yéu: Trich yéu
I

Théng tin xi Iy:
Ngay gitr chuyén: 14:15 26/10/2013 - Nguwéi chuyin: Nguy&n Minh TAm (Vén phong)
# Ho va tén

Bui Thanh Thao Nguyén {Van Thu')}
Nguréi nhan; (*
9 0 HG Thu (Vin Thu)

Pham Thi Phuw'ong Thao (Van Thu')

Nhan tin nhan SMS: Chon ngudi nhan SMS Email

Hinh 59: Giao dién “Chuyén ban giam déc”.
Giai thich giao dién:

- Théng tin xir Iy: nhap ndi dung yéu cau xir Iy can chuyén van thu.

- Ngudi nhan: danh diu chon ngudi nhan van ban di can chuyén.

- Nhén tin nhan SMS: 6 nay sé& liét ké danh sach ngudi nhan ma ban da chon trong
muc “Ngwoi nhdan”. Chon tén ngudi nao thi hé théng s& gui tin nhan SMS dén cho
nguoi d6 dé thong bao cd cong viéc méi.

+ Bugc 3: Chon nat “Chuyén” dé thuc hién chuyén vian ban di cho nguoi nhan da
chon. Hoic chon nut “Péng” dé déng giao dién “Chuyén phdt hanh” va huy bo
thong tin da nhap.

4.3.5 Phat hanh

Chirc ning nay cho phép vian thu cip s6 va phat hanh van ban hoan chinh do ngudi c6
tham quyén chuyén xudng.

Pé chuyén vin ban phat hanh, ta lam nhu sau:
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4 Budc 1: Chon nat “Phdt hanh” trén giao dién chi tiét van ban di.

Chi tiét vin ban Luan chuyén
Trich yéu: Trich y&u
Sd phat hanh: Ngay phat hanh:
Ngudi ky: Chiic vu:
Thudc phong ban: Van phang Trang thai gén nhat: Ché phat hanh
¥ kién:

* HemthEm

Hinh 60: Chgn chitc niing “Phat hanh”.

4+ Budc 2: Hé théng chuyén sang giao dién phat hanh nhu sau:

PHAT HANH x

g=! Phithanh s Nhdp lai ¥ Bong Sao chép
Nguwé¥i nhép: NguyEn Minh Tdm Phéng ban nhap: (*) Van phang

[Trich yé&u
Trich yéu: () ‘
|

Phong ban soan: V&n phéng - Mg soan: Nguyén Minh Tam -
Sé vén ban: (*) S6 Cong van * 2013 - Loai van bén: (*) Bién ban -
S phat hanh: () 1121/BB-5TTTT Mgay phat hanh: (*) 26/10/2013 m
Nguwvi ky van ban: =] D6 khan: (*) Binh thuéng -
Chirc vu: Bo mat: (%) Binh thuting -
M3 hé so séton
S0 lwrong ban phat hanh: $6 van ban dén tra loi:
Dinh kém tép tin: + Chon HO so cong viecl

= Novi nhan

Tatca Trong cos quan Ngoai co quan Nguwéi nhan

Nevi nhian Luong )

A e
Novi nhédn

Hinh 61: Giao dié¢n “Phat hanh”.
Nguoi dung nhap thong tin twong tu nhu khi “Nhdp vdn bdn phdt hanh”.
4 Budc 3: Chon nit “Chuyén” dé thyc hién chuyén vin ban di cho ngudi nhan da

chon. Hoac chon nut “Péng” dé dong giao dién “Chuyén phdt hanh” va huy bo
thong tin da nhap.
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4.4, Tracwu van ban di

45. Tra cwu van ban di

4.5.1 S6 vin ban di don vi

Chire nang nay cho phép tra ctru va xem danh sach van ban di don vi dang ton tai trong
hé théng.

bé vao giao dién tra ciu so van ban di don vi, nguoi dung chon menu “Vin bdan di” —
“Sé vin ban di ciia don vi”.

Vién ban dén Vién ban di Vén ban ndi by Tra ciru

» Nhap vin bn phéthanh

Trang chi XiF Iy cong viéc

+Soanvanbandi X 1jvan ban di

Chon tiéu chi ~ | Mhap tirkhsa tim kigm ) Y Chi tiét van ban Luan chuyén

$6 van ban di cua phong - Khic
Tang 49 1 [+ 123 »n 205 Trich yéu: Test VB gUf ¥ 56 dén céc don vi
s sépxépiheo Séphathann - | SO phat hanh: YTTRSTTTT Ngay phat hanh: 26/02/2013
SO PHAT HANH: 1/TTR-STTTT 2610212013 | | NOUdi ky: LE THAIHY Chire vu:
Test VB glfi tlf S& dén cic don v Thuéc phong ban: Trang thai gén nhit:
SO PHAT HANH: 10/TTR-STTTT 150312013 || V kién:
Test lién théng S5 van ban: 58 vin ban di Loai van ban: Td trinh
\?’?\t?\?‘; I;f:_':ﬁ:%gg;*imfgﬂm dung v& bd tem liét 5§ r\fgglﬁgéfu;il Naudi tac: Pham ThiPhuang Thio M i s
Minh Khai Ngudi soan: Pham Thi Phitong Thao Phong ban soan: Van phdng
SO PHAT HANH: 11/TTR-STTTT 181032013 | DO mat: Binh thugng B9 khan: Binh thugng
HB trg test lign thang Can phiic dap: Khéng S5 ta:

SO PHAT HANH: 114/MH-STTTT 0510712012 | | 55 lrgng ban phat hanh:
V& mai du hop v& hé tr¢ cic doanh nghigp dat Giai thudng CNTT-TT -
<br/>TP.HCM

§6 van ban dén tra Ioi:

Ngi nhan:
SO PHAT HANH: 12/TTR-STTTT 1810312013 I
test lién thong tu So gii “And
SO PHAT HANH: 1216/STTTTVP 2110912012

V& bdo cdo thuc hién ™ Ngay hdi toan dan bao vé ANTQ " ndm 2012

SO PHAT HANH: 128/STTTT-BCVT 100212012
V& clf cdn bd tham gia Idp bdi du@ing nghigp vu QLTS
SO PHAT HANH: 13TTR-STTTT 1810312013

Test lién théng hodi

SO PHAT HANH: 135C/HD-STTTT 25/0512012
V& t§ chirc thyc hién tw vin t& chirc "LE trao gidi thudng Cong nghé
P Sgseiat i N

Xudt t&p tin 53 Céu hinh
L) @

Hinh 62: Giao dién tra citu 56 vin ban di don vi.
- Bén khung ctra s6 trai 1a danh sach tat ca cac van ban di don vi dang ton tai trong hé
théng.

- DPé xem thong tin 1 van ban di, ban chon béng cach kich vao tén van ban di bén
khung cura s0 trai. Khi do tén van ban di s€ dugc to6 sang. Bén khung ctra s6 phai sé
hién thi thong tin chi tiét ctia van ban di dugc chon cho nguoi dung.

4.5.2 Tim kiém viin ban di

Chtc ning nay cho phép nguoi dung tim kiém van ban di trong danh sach dugc nhanh
chong.

Hé thdng hd tro hai cach tim kiém bao gom: Tim kiém co ban va tim kiém nang cao.
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4.5.2.1 Tim kiém co ban:
4+ Bué6c 1: Nhap tir khoa can tim vao 6 tim kiém. Tiép theo chon biéu twong kinh lip

)] X qr , v \ - A ~ 1A
“% dé kich hoat chirc nang tim kiem dit liéu.

Chon tiéu chi « || v kién 1| -

Danh sach vén ban

Tdng 41 e s o
ond 1. G tir khda can tim 2. Ch'?""' b"?:'-' trong

& tim kiém

SO KY HIEU GOC: 081013 081012013

M&i dung trinh yé&u
S0 KY HIEU GOC: 1/NSS 05/08/2013
ti€p nhdn van ban dén
Hinh 63: Nhip tir khéa can tim.
#+ Budgc 2: Hé thong sé tra két qua 1én giao dién.
Chon tiéu chi - | wkién Ll -
Danh sach vin ban

Téng 1 1 [+] 1 20 [=]

e
v

Sap xép theo S6 ky hidugic -

SO KY HIEU GOC: 253/BALCDA-PDA2 150812013

CV Vv ¥ kign difm d3u ndi cung c3p dign cho cdc tram bign th& 320Kva
tai 16 E2b-5 va tram bign thé& 400kva tai 1§ I-4b-1.2

Hinh 64: Két qua tim kiém co ban.

45.2.2 Tim kiém nang cao:
Deé vao giao dién tim ki€m nang cao, ta lam nhu sau:

4+ Budc 1: Chon vao mili tén chi xuéng ~ trén giao dién tim kiém co ban.

Chaon tiéu chi - | vki&n @ E
Danh sach vén ban |

Téng 41 1 [+] 12 3 w | M5 giao dién fim kiém

& Sél] Kél] nang cao

SO KY HIEU GOC: 081013 08/M10/2013

Mdi dung trinh y&u

50 KY HIEU GOC: 1/NSS 05/08/2013
tiép nhdn van ban dén

Hinh 65: Chon chirc niing tim kiém néng cao.
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4 Budc 2: Hé thdng hd tro nhiéu tiéu chi tim kiém nhiam dap wng nhu cau tra ctu da
dang cia nguoi dung.

TIM KIEM NANG CAOQ ®
50 dén: | 50 ky hiéu goc:

Hgay phat hanh: T m - Bén m Ngay dén: TU m - Bén m

Hovi phéat hanh: Chon - Loai vin ban: Chon -
Trich yéu:

£ Timkiém & Lamméi % Ddng

Hinh 66: Chon chite ning tim kiém néng cao.

- S0 dén: tim van ban di theo sé dén.

- S6 ky hiéu gdc: tim vin ban di theo s6 ky hiéu géc.

- Ngay phat hanh: tim vin ban di theo ngay phat hanh (phat hanh tir ngay dén
ngéy). r r 14

- Ngay den: tim van ban theo ngay den (tir ngay dén ngay).

- Noi phat hanh: lya chon noi phat hanh dé tim van ban di theo noi phat hanh.

- Loai vin ban: lya chon loai vin ban dé tim vin ban di theo loai van ban.

- Trich yéu: tim vin ban di theo tir khoa lién quan véi noi dung trich yéu cta van
ban.

+ Budc 3: Chon nat | MMM | 44 thc hign tim kiém di lidu theo tidu chi da nhap.
4 Budc 4: Hé théng hién thi két qua tim duoc 1én giao dién cho ngudi dung.

Chon tiéu chi - % -
Danh sach van ban

Téng 3 1 [=] 1 20 [~]

& Sap xéptheo S6 ky hiéu goc -

50 KY HIEU GOC: 12 08/M10/2013
Pang cdp nhit

SO KY HIEU GOC: 253/BALCDA-PDAZ 15/08/2013
CV Vv Y kign diém d5u néi cung cdp dién cho cic tram bién thE 320Kva
tai 16 E2b-5 va tram bién th& 400kva tai 16 I4b-1.2

5O KY HIEU GOC: 787 25/10/2013
fdsfdsf

Hinh 67: Két qua tim kiém nang cao.

4.5.3 Cau hinh ¢ft hién thi
Chtic nang nay cho phép cho ngudi dung lya chon cac thong tin s& hién thi trén danh

sach van ban.
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Pé thyc hién cau hinh ngudi ding 1am nhu sau:
4 Budc 1: BAm vao nat “Céu hinh” ¢ goc trai dudi danh sach van ban.

Chon tigu chi | Nhap tirkhda tim kifm A |- Chon ndi dung d& xem

Danh sach van ban

Téng 57 1 [« 123w n 20[7]

% Sap xép theo 56 kj higu goc -
S0 ky hiéu goc: 081013 08/10/2013
Nai dung trinh y&u

$6 ky hiéu gbc: 1/NSS 05/08/2013
tip nhdn vin ban dén

S6 ky hiéu gde: 1002 2610/2013
Van ban dén ngdy 25.10 (16h45)

58 ky hiéu gbe: 11 08/10/2013
Dang cdp nhit

56 ky hiéu géc: 12 08102012
Bang cdp nhdt

56 ky hiéu gdc: 1234 25(10/2013
fofaf

S8 ki hidu gdc: 1289 25(10/2013
df

S6 ky hidu gbc: 13 16/10/2013

Van ban dén 5h28 ngdy 16/10

56 ky hiéu gc: 170/Samsung/2013 1510812013
CV V& vigc héi nhifng van @8 lién quan tdi vigc thanh Bp dv &n san xudt
hang dién tir mdi tai Viét Nam.

6 ky hiéu gde: 2mguyenvil 09/08/2013
Tiép nh3n

Zrvo yman ARMamn1a

= Xuittép tin I & Céu hinh Ie
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4 Budc 2: Nguoi ding chon cac cot ¢an hién thi bén ctra s6 trai

CAU HINH COT HIEN THI A

'&' Bng «+ Mic dinh 75 BPong

Chi y: Bén tréi 18 danh séch cbt chirs chon d& hign thi va nowore 8
U RIrarnt
L. - S dén ciia phing
B¢ mat . .
. S0 ky hiu goc
Linh Vo p
Mgay dén
Blon visao y

1
S0 vin ban di phiic dap 1
“Wan ban QPPL =l 4
Loai vdn ban I

Mgay phat hanh
Mwi phat hanh

Trich yéu

1

4 Budc 3: BAm vao nat "7 d¢ di chuyén danh sach cac cot da chon tir ngan bén trai
qua ngan bén phai.

4 Buoéc 4: BAmnat 257 8 luu thong tin da chon.

4 Budc 5: BAm nat M3dmh 48 hién thi cac cot mac dinh caa thé théng gdm: STT, S
bién nhan.

4 Bud6c 6: BAm nut 2879 3¢ ¢ong man hinh.

5. Van ban néi bo

5.1. Soan van ban ndi bo

Chtre nang nay cho phép soan mai mét van ban néi bg, cac budc thuc hién nhu sau:

+ Budc 1: Chon menu “Vin ban ngi bg” — “Soan van ban ngi by .

Vin ban ndi bo Bao cao Thong ké Tim kiém HO s cong viec

Hinh 68: Chon “Soan van ban ndi b§”.

Trang chd XUP Iy vdn ban Vin ban dén Van ban di

» X0 Iy van ban ndi bé »Bdocdo  » Timkiém

4 Budc 2: Hé thdng chuyén sang giao dién tiép nhan vin ban dén don vi nhu sau:
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Soan van ban néi by

[ 1ol Lwu va chuyén b Lwu vanndp tiép 7 MNhiplai [E Liénkét Saa chép

Nguweiri nhap: Pham Thi Phweng Thao Phéng ban nhap: (*) Vén phang

Trich yéu: (*)

S6vao s6: (*) 3/2013/CV Nauweivi tao: (7) Pham Thi Phuang Thao (ptpthao.stttt_Vin phéna) -
$6 van ban: (%) S8 vEn ban ndi bé - Loai van ban: (*) Céng van -
Ngueovi ki o Ngay ky: 26/10/2013 m

Dinh kém tép tin: + Chon Hb s cang viéct

Hinh 69: Giao dién “Soan vian ban di”.

Khi nhap thong tin cho thong bao két luan, ngudi dung can luu y cac thanh phan sau:

- Trich yéu: nhap noi dung trich yéu cia van ban di can soan thao.

- S0 vao so: 13 s6 vao so cua van ban noi bd, do hé thong phat sinh tu dong theo thiét
lap cua ngudi quan tri. Tuy nhién, ngudi dung c6 thé chinh sta lai khi ¢6 nhu cau.

- Ngudi tao: mic dinh s& liy tén ngudi tao 13 tén ngudi dung dang ding nhap. Tuy
nhién, ngudi ding c6 thé chon lai ngudi tao khac khi ¢6 phat sinh.

- S6 viin ban: chon s6 van ban dé chira van ban ndi bd.

- Loai vin ban: bAm 6 nay sé& x6 xudng danh sach loai van thudc s6 vin ban da chon.

- Nguwdi ky: chon nguoi ky van ban phat hanh.

- Ngay ky: nhap chuc vu cta nguoi ky phat hanh.

- Pinh kém tép tin: myc nay cho phép dinh kém tép tin vao vin ban di. Bim nut
“Chgn” d& m¢ ctra s6 “Open” cia Window va chon tép tin can dinh kém.

- H@ so cdng viéc: chon hd so cong viée cho van ban dén. Nguoi dung badm chon biéu
tugng @ s& mo ra danh sach hd so cong viée dudi dang cidy phan cip. Muén gan van
ban vao hd so cong viéc ndo thi danh dau chon hd so cong viée do.

£ Budgc 4: Sau khi nhap cac thong tin can thiét, ngudi dung c6 thé chon mot trong céac
nut sau:

bl Low .y nay cho phép luu lai théng tin thong bao két luan da nhap.

k! Louvanniptién . 1) thong tin thong bao két luan da nhap, dong thoi lam méi giao
dién soan thao dé nhap tiép théng bao két luan khac.

~# Nhdplai . v 5q hét thong tin d nhap, 1am méi giao dién dé nhap lai tir dau.
Luu y: Nhitng thong tin c6 ddu sao mau do (*) 1a bat budc phai nhap.

5.2. Xir 1y van ban néi bo

Trang “Xu Iy vdan ban ngi bg” cho phép nguoi dung thuc hién xur ly van ban di theo quy
trinh ma quan tri hé thong da thiét lap.
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5.2.1 Chuyén xi Iy

Chte ning nay cho phép ngudi sir dung chuyén vin ban ndi bo cho cac phong ban trong
CO quan.

Dé chuyén van xir 1y vin ban ndi bo, ta lam nhu sau:

4 Budc 1: Chon nat “Chuyén xi Iy trén giao dién chi tiét vin ban di.

Chi tiét van ban Ludn chuyén
Ll Chuyén xi If . Chuyén phat hanh [ g xéa - Khac
Trich yéu: Trich yéu
54 phat hanh: Ngay phat hanh:
Ngurdi ky: Chirc vu:
Thudc phong ban: Van phang Trang thai gién nhat: Vira tiép nhan
¥ kién: Trich yé&u

+ Hemthém

Hinh 70: Chon chitc ning “Chuyén vin ban ndi bp”.

4 Budc 2: Hé théng chuyén sang giao dién chuyén van ban noi bo nhu sau:

CHUYEN VAN BAN NOI BO ®
ol Chuyén 75 Bong

58 vao sd: 1/VENBE

Trich yéu: Théng béo tang ca vao ngay 01/08/2013

|Yéu cdu - Xir Iy

| Ngay gitr chuyén: 15:44 07/07/2043 - Ngwéi chuyén: Vi Thi Bién (Phang Hanh chinh - T chirc)
|Y" kién chung: o
Phong ban |
‘ Tén! Théng tin xd Iy
Nha khach ()

Phong Dan tdc ()

m

Phong Hanh chinh - T chike ()
Nguwei nhan: (%) ;

Phang Kiém soat TTHC ()

Phang Kinh t& nganh ()

Phéng Kinh té téng hop ()

Phang Lénh dao UBND tinh ()

Nouwdi x Iy chinh: () -

Nhén tin nhdn SMS: Chon ngwei nhdn SMS

Hinh 71: Giao dién “Chuyén xir 1y”.

Nguoi dung nhap yéu cau xir Iy va chon ngudi nhan, ngudi xu 1y chinh.
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4 Budc 3: Chon nut “Chuyén” dé thuc hién chuyén van ban noi bo cho nguoi nhan da
chon. Hoic chon nat “Pdng” dé déng giao dién “Chuyén x I va hay bo thong tin
da nhap.

5.3. Tra ct&u van ban noi bo

5.3.1 S6 vin ban ndi bé don vi

Chtc ning nay cho phép tra ctru va xem danh sach vin ban ndi bo don vi dang ton tai
trong hé théng.

Dé vao giao dién tra ciru s6 van ban ndi bo don vi, nguodi ding chon menu “Vin bdn ngi
bg” — “Sé vin ban ngi bg ciia don vi”.

Trang chi XU I vén ban Vin ban dén Vién ban ai Vén ban ndi by Bao cao Thong ké Tim kiém Hb s cong viec

» XiFljvan ban dén  » Tiép nhén vin ban donvi »Baocdo »Timkiém  » Van ban qua mang
Chon tiéu chi || Nhp tirkhéa tim kigm ) - Chi tiét van ban Ludn chuyén

Danh sach van ban 8 Xudttép tin - Khac
Téng 41 1 E 123 wmm |20 E Trich yéu: NGi dung trinh yéu
2 sépxéptheo Sékjhiughe - | SO dénsd: 1240/CV S ky hiéu géc: 081013
56 KY HIEU GOC: 081013 08102013 | Noi phat hanh: Uy Ban Nhin Din Thanh Phd HCM Ngay dén: 08/10/2013 15:09
NG dung trinh y&u Phong ban thu I chinh: VAN PHONG UBND Q3 Trang théi gan nhat: Hoan thinh
SO KY HIEU GOC: 1INSS 05i08/2013 | | Téng s& ngay xir hy: Khéng gidi han Ngay hét han xir ly: Khéng gidi han
1 nhan van ban d&n S$& ngay xir i ciia phong: Khéng gidi han Ngay hét han xif I ciia phong: Khéng gidi han
Ssn'g‘v‘%‘ﬁh:?c’ s OBMOI2013 || g dang cap nhat
56 KY HIEU GOC: 12 08M0/2013 7 emtnem

Pang cdp nhit
SO KY HIEU GOC: 13 1610/2013
Van ban d&n 9h28 ngay 16/10

SO KY HIEU GOC: 170/SAMSUNG/2013 150812013
CV V& viéc hédi nhitng van d& li&n quan tdi viéc thanh Bp du 3n san xudt
hang dién tir mdi tai Viat Nam.

SO KY HIEU GAC: 2INGUYENVTL 09/08/2013
Tigp nhan
SO KY HIEU GAC: 2017TB-VDKVN 15/08/2013

TB V& nhigm vy, quydn han ciia cic cd nhan trong hé thang quin 1 chit
Idng clia chil d3u T va tif vn gidm sit cong trinh Trung t3m phan tich
thinghiém v& Van phonag Vién Dau khi Vit Nam tai Thanh phd...

SO KY HIEU GOC: 253/BALCDA-PDA2 15/08/2013
CV V[v Y kién diém d3u néi cung cip dién cho cic tram bién thé 320Kva

tai 18 E2b-5 va tram bign th& 400kva t3i 16 14b-1.2

&6 KY HIET GO 2034100 RVMT K SON ARINAIN12
() Xudt tép tin 5 Cdu hinh

Hinh 72: Giao dién tra citu 56 vin ban ndi bé don vi.
- Bén khung cira s trai 1a danh sach tat ca cac vin ban noi bo don vi dang ton tai trong
h¢ thong.
- Pé xem thong tin 1 vin ban ndi bd, ban chon bang cach kich vao tén vin ban noi bo
bén khung ctra so trai. Khi do tén van ban ngi bo s€ dugc t6 sang. Bén khung cura s
phai s& hién thi thong tin chi ti€t cua van ban noi bo dugc chon cho ngudi dung.

5.3.2 Tim kiém vin ban néi bé

Chic niang niy cho phép nguoi ding tim kiém vin ban ngi bo trong danh sach duoc
nhanh chéng.

Hé thdng hd tro hai cach tim kiém bao gom: Tim kiém co ban va tim kiém nang cao.
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5.3.2.1 Tim kiém co bén:
4+ Bué6c 1: Nhap tir khoa can tim vao 6 tim kiém. Tiép theo chon biéu twong kinh lip

)] X qr , v \ - A ~ 1A
“% dé kich hoat chirc nang tim kiem dit liéu.

Chon tiéu chi « || v kién 1| -

Danh sach vén ban

Tdng 41 e s o
ond 1. G tir khda can tim 2. Ch'?""' b"?:'-' trong

& tim kiém

SO KY HIEU GOC: 081013 081012013

M&i dung trinh yé&u
S0 KY HIEU GOC: 1/NSS 05/08/2013
ti€p nhdn van ban dén
Hinh 73: Nhip tir khéa can tim.
#+ Budgc 2: Hé thong sé tra két qua 1én giao dién.
Chon tiéu chi - | wkién Ll -
Danh sach vin ban

Téng 1 1 [+] 1 20 [=]

e
v

Sap xép theo S6 ky hidugic -

SO KY HIEU GOC: 253/BALCDA-PDA2 150812013

CV Vv ¥ kign difm d3u ndi cung c3p dign cho cdc tram bign th& 320Kva
tai 16 E2b-5 va tram bign thé& 400kva tai 1§ I-4b-1.2

Hinh 74: Két qua tim kiém co ban.

5.3.2.2 Tim kiém nang cao:
Deé vao giao dién tim ki€m nang cao, ta lam nhu sau:

4+ Budc 1: Chon vao mili tén chi xuéng ~ trén giao dién tim kiém co ban.

Chaon tiéu chi - | vki&n @ E
Danh sach vén ban |

Téng 41 1 [+] 12 3 w | M5 giao dién fim kiém

& Sél] Kél] nang cao

SO KY HIEU GOC: 081013 08/M10/2013

Mdi dung trinh y&u

50 KY HIEU GOC: 1/NSS 05/08/2013
tiép nhdn van ban dén

Hinh 75: Chon chic niing tim kiém néng cao.
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4 Budc 2: Hé thdng hd tro nhiéu tiéu chi tim kiém nhiam dap wng nhu cau tra ctu da
dang cia nguoi dung.

TIM KIEM NANG CAOQ

50 dén: | 50 ky hiéu goc:

Hgay phat hanh: T m - Bén m Ngay dén: TU m - Bén m

Hovi phéat hanh: Chon - Loai vin ban: Chon -
Trich yéu:

£ Timkiém & Lamméi % Ddng

Hinh 76: Chon chite ning tim kiém néng cao.
- S6 dén: tim van ban noi bd theo sé dén.
- S6 ky hiéu goc: tim vin ban ndi bo theo sé ky hiéu goc.
- Ngay phat hanh: tim vin ban noi b theo ngay phat hanh (phat hanh tir ngay dén
ngé'y). e r ,
- Ngay den: tim van ban theo ngay den (tir ngay dén ngay).
- Noi phat hanh: lya chon noi phat hanh dé tim vin ban noi bo theo noi phat
hanh.
- Loai vin ban: lya chon loai vin ban dé tim vin ban noi bo theo loai van ban.
- Trich yéu: tim vin ban noi bo theo tir khoa lién quan véi ndi dung trich yéu cua
van ban.
4 Buoc 3: Chon nut | # MMKEM | 42 thc hien tim kiém dir ligu theo tiéu chi da nhap.
4 Budc 4: Hé théng hién thi két qua tim duoc 1én giao dién cho ngudi ding.

Chon tiéu chi v >
Danh sach vén ban

Tong 3 1 [+=] 1 20 ||

e Sap xép theo SA ky hidu gbe -~

50 KY HIEU GOC: 12 08/10/2013
Pang cdp nhat

50 KY HIEU GOC: 253/BALCDA-PDAZ 15/08/2013
CV V/v Y kién diém ddu ndi cung cip dién cho cic tram bién thé 320Kva
tai I E2b-5 va tram bién thé& 400kva tai 16 I4b-1.2

50 KY HIEU GOC: 787 2511002013
fdsfdsf

Hinh 77: Két qua tim kiém nang cao.
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5.3.3 CAu hinh ¢dt hién thi
Chtc ning nay cho phép cho ngudi dung lya chon cac thong tin s& hién thi trén danh

sdch van ban.
Pé thyc hién cau hinh ngudi ding 1am nhu sau:
4+ Budc 1: BAm vao nat “Céu hinh” ¢ goc trai dudi danh sach van ban.

Chon tiéu chi + | Nhép trkhda tim kiém ) - Chon néi dung dé xem

Danh sach van ban

Téng 57 1 [+] 123 wn 20[]

4 Sap xép theo S0 kyhidu gdc -
$4 ky hiéu gbc: 081013 08/10/2013
Nai dung trinh y&u

S8 ky hidu gbc: 1NSS 05/08/2013
ti€p nhan van ban dan

Sé ki hiéu goe: 1002 251012013
Vin ban dén ngdy 25.10 (16h45)

S6 ky hiéu gbe: 11 08/10/2013
Dang cdp nhat

S8 ky hiéu gde: 12 08/10/2013
Bang cdp nhit

6 ki higu gde: 1234 251102013
fofaf

S ki hiéu gde: 1289 2511012013
df

S ki hiéu gbe: 13 16/10/2013

Van ban dén 5h28 ngdy 16/10

S0 ky hiéu gbc: 170/Samsung/2013 15/08/2013

CV V& vigc héi nhifng van @2 lign quan tdi vigc thanh Ep dv dn san xudt
hing dién £ méi tai Viét Nam.

$6 ky hiéu gbc: 2inguyenvtl 09/08/2013
Tiép nhan
A L hid e M0 TITD DAL ARINAMIN12

o, Xudt tép tin I @ Cdu hinh I*
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4 Budc 2: Nguoi ding chon cac cot ¢an hién thi bén ctra s6 trai

CAU HINH COT HIEN THI A

'@' Bng «+ Mic dinh 75 BPong

Chii y: Bén tréi 13 danh séch cit chies chon dé hign thi vé nguoc 150
[ U RITart

& 54 d&n cla phong

B3 mat < R
S0 ky hiu goc

Linh Wz .
. Ngay den

Blon visao y

S0 vin ban di phic dap

“an ban QPPL

m

Loai vdn ban I
Mgay phat hanh
Mwi phat hanh

Trich yéu L

4 Budc 3: BAm vao nat "7 d¢ di chuyén danh sach cac cot da chon tir ngan bén trai
qua ngan bén phai.

4 Bu6c 4: BAmnit 22"Y @& luu thong tin da chon.

4 Budc 5: BAm nat M3dmh 48 hién thi cac cot mac dinh caa thé théng gdm: STT, S
bién nhan.

4 Buoc 6: Bam nat 2972 dé dong man hinh.

6. X ly van ban

Trang “Xe Iy van ban” 1a trang chung cho phép nguoi ding xtr 1y tat ca cac loai vin ban
bao gom ca vian ban dén, vin ban di, vin ban ni bo....

Pé vao giao dién xir Iy van ban, chon tab “Xu Iy vin ban” trén thanh menu ngang;
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Trang chii X Ij vén ban Vién ban dén Vién ban gi Vén ban ndi bd Bao cdo Thong ké Tim kiém Hb so cong viéc

Nhéan 4 ) RS Chi tiét van ban Ludn chuyén Théng tin gép ¥
~ Van ban dén (3) TAtca s Xudttéptin Lo Chuydnxirly  j@ Xudttéptin ~ Khic
Chura xem (2) Téng 3 1 [= 1 Trich yéu: Cv V& viéc ra sodt quy trinh cdng tac cla cdc phang, don vi.
D& xem (1) . sépxéptheo Ngaynhan - || SO dén: 1239/CV 6 ky higu géc: 695/KCNC- VP
sdp héthan SO KY HIEU GOC: 695/KCNC-VP 15/08/2013 17-10 | | Noi phat hanh: Céc don vi thudc BQLKCNC Ngay dén: 15/08/2013 17:00
Tré han TR e DTSR U S Phang ban thu I chinh: VAN PHONG UBND 03 Trang théi gan nhat:  Dang L If
SG KY HIEU GOC: 170/SAMSUNGI2013 15/08/2013 17:25 Pl PP - - N P & -
P s Téng 58 ngay x(r i: Khéng gidi han Ngay h&t han xtr y: Khéng gidi han
Daxirly €V V& EC hol nhing van 8 lan quan 1 wisc thanh Bp dy 4 || 7000 %0 IR X'V 9 9itha 93y hét han xi 09
o san xudt hang dién £t mdi tai Vgt Nam. S& ngay xu Iy cua Khong gidi han Ngay hét han x¥ ly cia  Khong gidi han
+ Vén ban di | phona: phona:
e SO KV HIEU GOC: 170/SAMSUNGI2013 1510812013 1725
» Van ban ndi ba CV V& vigc héi nhitng vin &2 En quan tdi vidc thinh p dy 3n || ¥ kién: b phan phap ch&, CCHH, TS0 d€ thyc hign tham dinh cic quy trinh; (3)D% nghi chi Chung, PCVP gidp theo dgi
san xudt hang dién tr mdi tai Vit Nam. chung.

~ Yemtham

Hinh 78: Giao dién “Xik ly viin ban”.
Giao dién “Xu Iy van ban” dugc chia thanh 3 phan: Bén trai 1a danh sach nhan vin ban
ma ngudi ding duoc phan quyén quan ly, ¢ giita 1a ving hién thi danh sach vin ban
thudc nhin cong viéc da chon bén trai. Bén phai I ving hién thi cac thong tin chi tiét cua
van ban.

a) Nhin: Hién thi danh sach nhan cong viéc ma ngudi dung cé quyén st dung.
- Vin ban dén: Théng ké tat ca cac van ban dén can xu 1y ctia user:
= Canxirly : Tt ca cac van ban dén user can giai quyét.
» Chuwa xem: T4t ca vin ban mégi chuyén dén, chua xem chi tiét.
» Pixem: Tat ca vin ban dén chua xtr Iy nhung da dwoc xem chi tiét.
= Sip hét han: Cac van ban chua giai quyét. Qui dinh thoi gian ma vin ban sip hét
han xir Iy va thong bao nhac viéc dé nguoi dung biét.
»  Tré han : Cac van ban dén user chua giai quyét nhung da hét han xur 1y. (dua theo
han xtr ly ctia van ban).
- Van ban di: Théng ké tat ca cac van ban di can xu 1y cua user , chia lam 3 muc :
= Can xir Iy: TAt ca cac van ban di user can giai quyét.
= Sip hét han: Cac van ban Chua giai quyét.Qui dinh thoi gian ma vin ban sap hét
han xir Iy va thong bao nhic viéc dé ngudi ding biét.
= Tré han: Cac vin ban di user chua giai quyét nhung da hét han xt ly. (dua theo
han xur 1y ctua van ban).
= Bio cao két qua thwc hién: Tat ca nhimg vin ban dén khi giam ddc chuyén xir 1y
xudng phong ban véi cach thic xir 1y 13 bao cao két qua thyc hién.
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= Duy hop: Tat ca nhitng van ban dén khi giam déc chuyén xu 1y xuéng phong ban
V&i cach thie xir 1y 1a Dy hop.
= Luwu tham khao: Tit ca nhitng van ban dén khi giam d6c chuyén xt Iy xudng
phong ban v&i cach thuc xur 1y 1a Luu tham khao.
= Phéi hep thuc hién: T4t ca nhitng vin ban dén khi giam déc chuyén xu Iy xudng
phong ban véi cach thuc xir 1y 1a Phéi hop thuce hién.
- Vin ban ndi b: Thong ké tat ca cac van ban noi bo can xur 1y cia user, chia lam 3
muc :
= Can xir ly: Tat ca cac van ban noi bo user can giai quyét.
= Sip hét han: Cac van ban chua giai quyét. Qui dinh thoi gian ma vin ban sap hét
han xir Iy va thong bao nhac viéc dé nguoi dung biét.
= Tré& han: Cac vin ban noi bo user chua giai quyét nhung da hét han xir 1y. (dwa
theo han xtr 1y ctia van ban).
b) Danh sach véan ban:

Vung nay hién thi danh sach cac van ban thudc nhin vin ban da chon bén trai.

Nhan 'l Ngudi Oy guy@n | = || Nhap tir khda im kiém (Cr + E) | -
~ Vian ban dén (5) Titcad (s Xudttép tin
Chura xem Tdng 5 9 |E| 1
Di xem (5) - Sap xép theo Ngdynhin -
Sap hét han So ky hiéu goc: 695/KCHNC-VP 15/08/2013 17:10
w C\ VB vidc ra sodt guy trinh cdng tac cla cdc phong, don vi.
Tre han — -
) S0 ky hiéu goc: 170/Samsung/2013 15/08/2013 17:25
Ba xir ly CV V& vigc hai nhifng van d& lién gquan tdi vidc thanh Bp du an
o. san xudt hang dign td mdi tai Vigt Mam.
k Van ban di (1) . .
S0 ky hiéu goc: 787 25M0/2013 14:35
fdsfdsf
SO ky hiéu goc: 1234 25/10/2013 15:58
fofaf
S0 ky hiéu goc: 1289 25/10/2013 16:00
df

Hinh 79: Danh séch viin ban.
c¢) Chi tiét vin ban:
Pé xem hay xt Iy 1 vian ban, ban chon vao tén cong viéc trong danh sach & gitra. Khi do,
hé thong s& hién thi thong tin chi tiét cia van ban d6 1én giao dién bén phai.
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Hé thdng hién thi cac thong tin co ban cia vian ban, dé xem thong tin day du cua van ban
ngudi dung str dung chirc nang “Xem thém”.

Chi tiet van ban Luan chuyén Théng tin g6p ¥ Tién do

Lol Chuyén xi Iy () Xudt t&p tin - Khic
Mgurévi QiFi: Nguy&n Bifc Hanh Ngay guri: 15/08/2013
S& ngay x(¥ Iy cia phéng:  Khéng gidi han Ngay hét han xiF Ij cia Khiéng gidi han
phong:
Trich yéu: CV VE viéc ra sodt quy trinh cdng téc cia cdc phdng, don vi.
Chanh Van Phang bd phan phap ch&, CCHH, ISO dé& thyc hién tham dinh cdc quy trinh; (3}D% nghj chi Chung,

Nguyén Birc Hanh  PCVP gidip theo ddi chung.

w Hemth&m

Nh3p ndi dung ghi cha

el Lwu

Hinh 80: Chi tiét viin ban.

7. Ho so cong viéc

HO so cong viée cd chirc nang nhu mot bia chira cac hd so, dung dé phan loai va luu cac
van ban vao trong do.

Pé vao giao dién “Hé so cong vigc”, ngudi dung chon tab “Hé so’ cong viéc” trén thanh
menu ngang.

Trang chii XU I vén ban Vin ban aén vinbandi  Vén ban ndi by BaocioThéngké  Tim Kiém

HSCV cia téi HSCV dirorc xem #  HO SO CONG VIEC
< Thém méi () Xudttép tin
Chon tiéu chi A
Tiéu d& 56 hiéu Ngay mé Linh vire Vén @é lién quan $6 vin ban Hoat déng
(5 H8 sd buu chinh BC 26/10/2013 0 @ i Hanh déng
() HB sd kinh t& KT 26/10/2013 Kinh t& 0 ¢ % Hanh déng

Hinh 111-81: Danh sach HSCV
Man hinh c6 2 tab: HSCV Cuaa Téi va HSCV Dugc Xem
- HSCV cia téi: chua nhitng HSCV do chinh nguoi dung tao ra.
- HSCV dugc xem: chtra nhitng HSCV do nguoi khac uy quyén cho xem — chi duoc
xem, khong c¢6 quyén thao tac trén HSCV doé.
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7.1. Thém méi HSCV

Pé thém mai HSCV, ta 1am nhu sau:
£ Bud6c 1: Chon nit “Thém méi” trén giao dién Ho so cong viéc.

HSCV cia thi HSCV dworc xem

os Thém mii () Xudt tép tin

Hinh 82: Chgn chirc nang “Thém méi”.

£ Budgc 2: Hé thdng chuyén sang giao dién thém méi HSCV nhu sau:

Thém méi o s

b Luu k) Lwuva nnép tigp ~# Nhap lai + Quaylai

Nowrivi tao: Nguyé&n Thi Bich Tram Phang ban nhap: VAN PHONG UBND Q3

Tidu dé: (") S0 hiéu: (*)

Linh vre: - Cép hé sor Cuia téi

Ngay mé= (*) 26/10/2013 Han xi j: 1 Khong chon han xi If:
Wirc 3 quan trong: - Trang thai:

Tinh chat: - HSCV goc:
Van dé lién quan

Tom tét ndi dung:

Hinh 83: Giao dién “Thém méi HSCV”.
Giai thich giao dién:

- Ngudi tao: mic dinh tén nguoi tao HSCV, khong dugc thay doi.

- Tiéu dé&: tén HSCV can tao.

- S6 hiéu: nhap sé hiéu cua HSCV.

- Linh vwec: chon linh vuc cho HSCV.

- Ngay mé: mic dinh ngay mé hd so 13 ngay hién tai, truong hop c6 phat sinh thi bAm
vao biéu tugng ®dé mo popup lich va chon lai ngay khac.

- Mire d§ quan trong: chon d6 quan trong cho HSCV.

- Tinh chat: chon tinh chit HSCV.

- Vin @é lién quan: nhap thong tin lién quan tGi HSCV.

- Tém tit ndi dung: nhap ndi dung tom tit cuaa HSCV.

- Cap ho so': chon cip hd so cong viéc (Cua toi, Phong ban hay Toan co quan).

- Han xir ly: chon han xt Iy cho HSCV.

- Khéng ¢6 han xir 1y: danh ddu myc nay thi HSCV khong c6 han x 1y.

- Trang thai: chon trang thai HSCV.

- HSCV géc: bam muc nay s& x6 xudng danh sach HSCV do ngudi dung tao trude do.
Nguoi dung c6 thé chon HSCV cha cho HSCV dang tao tir danh sach nay.

NeoDOC.v4 - Tai liéu hudng dan sir dung — Danh cho 1anh dao 59/76



CONG TY CO PHAN PHAN MEM SAI GON MOI - NSS

bia chi: 243/78 Chu Van An, P.12, Q.Binh Thanh, TP.HS Chi Minh
NEW SAIGON SOFT Dién thoai: (+84 8) 39 840 999 Fax: (+84 8) 35 127 147
Website: http://newsaigonsoft.com Email: contact@newsaigonsoft.com

4 Budc 3: Chon nat “Luru” dé luu thong tin HSCV d nhap. Hoic chon nit:

- “Lwu va thém mdi”. luu HSCV va lam méi giao dién thém méi cho ngudi dung
nhap tiép HSCV khac.

- “Quay lgi”: quay lai giao dién chinh.

7.1. Tim kiém HSCV

Hé thdng hd trg 2 cach tim kiém HSCV 1a tim kiém co ban va tim kiém nang cao.

7.1.1 Tim kiém co ban
Pé tim kiém co ban, ngudi ding chon tiéu chi hodc nhap tir khoa can tim. Tiép theo bam

vao bidu twong * dé kich hoat chuc ning tim kiém dit lieu. Hé théng sé tra két qua tim
duoc 1én vung ludi hién thi.

HSCV cua ti HSCV dirgrc xem 1. Nhgp tir khéa 2 Chon nitt im
o Thém méi (M Xuat tép tin can tim kiem co ban
7

[mieu e ~ | héthing thing tn | -
Téng 1 1 [=] 1
-+ Tidu gé % 56 higu £ Ngay m& Linh v Vén gé lién quan Hd so gbe 6 van ban Hoat dong

L Er T e T HTTT Cang nghé thng tn 0 = & Hanh dong |

/\
3. Két qua tim
duoc
Hinh 84: Két qua tim kiém co ban.

7.1.2 Tim kiém nang cao
bé vao giao dién tim ki€m nang cao, ta lam nhu sau:

4 Budc 1: Chon vao miii tén chi xuéng ~ trén giao dién tim kiém co ban.

=k Thém méi ) Xudt tép tin
Tigu d& + | h&théng théng tin
Téng 1
9 1 =] ! [Tim Kidim néng cao |
~ Tiéu @& % S0 hiéu % Ngay mo Linh virc Van dé lién quan Ho so goc $6 van ban Hoat dong 0
Hgt‘mng théng tin chuyén HTTT Céng nghé théng tin [ o %2 Hanh déng

Hinh 85: Chon chitc niing tim kiém néng cao.
4+ Budc 2: Nhap tir khoa can tim bao gom So hiéu, Tiéu dé, Linh vuc, Ngay mo, Van
de lién quan, Hoat dong.

TiM KIEM NANG CAOQ #
56 higu: Tidu dé:

Linh ve: Céng nghé thdng tin - Hgdy mid: T m-| Ben m
Vin dé lién quan: Hoat déng: Bang hoat déng -

£ Timkiém o Lamm&i  * Dong
Hinh 86: Giao dién tim kiém néng cao.

4+ Budc 3: Chon nat | MMKEM | 42 thirc hin tim kiém dit lidu theo tidu chi d& nhap.
4 Budc 4: Hé théng hién thi két qua tim duoc 1én giao dién cho ngudi dung.
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Hsc@cl’laml HSCV dworc xem

< Thém mai ) Xudt tgp tin

Chon tiéu chi -

Téna 4 1 [+] 1

» Tiéu dé < Sb hiéu < Ngay mé Linh vire Van @ lién quan Kb soabc S6 van ban Hoat dong
chi dao clia UBND thanh phd CDUBND Cdng nghé théng tin 0 =) 5 Hanh dong
Hé thdng thang tin chuyén nganh HTTT Cdng nghé thang tin 0 4 Hanh déng
An ninh mang ANM Cdng nghé théng tin 0 5 Hanh dong
Céing nghiép CNTT CNCNTT Cdng nghé théng tin 0 {2+ Hanh dong

Hinh 87: Két qua tim kiém nang cao.

7.2. Sira HSCV

Chuc ning nay cho phép chinh sta lai HSCV da ton tai trong hé thong, cac budc thyuc
hién nhu sau:

4 Budc 1: Chon biéu tugng “ Hanhdéng tran dong thong tin cua HSCV, tiép theo chon
“Sgra” tir menu xo xubng.

Tiéu 0& S6 higu Ngay m& Linh vire Vén dé lién quan 56 van ban Hoat dong
(5 HB 0 buru chinh BC 26/10/2013 0 g i Hanh dong
- - Thém HSCV con
() HG s6 kinh t& KT 26/10/2013 Kinh t& 0 o Chitiét

Ngung hoat déng
Xda

Chia & ngurdi kem

Hinh 88: Chon chirc ning chinh sira HSCV.

4 Budc 2: Hé théng chuyén sang giao dién chinh sira HSCV nhu sau:

Sira ho so’ £ HO 50 CONG VIEC

kel cépnnat ~# Nhip lai « Quaylai
Ngurivi tao: Nguyé&n Thi Bich Tram Phang ban nhap: VAN PHONG UBND Q3
Tidu dé: (") Ha sa buu chinh 86 higu: (%) BC
Linh vue: - Khéng cdp nhét cap hd som
Noay mé= (%) 26/10/2013 @ Khang chon han xiF Ij:
Wire d6 quan trong: - Trang thai: -
Tinh chét: - HSCV gde: -

Vén aé lién quan:

Tom tét ndi dung:

Hinh 89: Giao dién chinh sita HSCV.
Nguoi dung tién hanh chinh stra bang cach x6a thong tin cii va nhap méi. Viéc chinh stra
HSCV cling tuong tu nhu khi thém mai.

7.3. X6a HSCV
Chuc ning nay cho phép ngudi ¢ tham quyén xoéa bd cac HSCV khong can thiét.

Dé x6a HSCV, ta tién hanh cac buéc sau:
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4 Budc 1: Chon biéu tugng “ Hanhdéng tran dong thong tin cua HSCV, tiép theo chon
“Xéa” tir menu x4 xudng.

Tiéu dé 56 higu HNgay m& Linh vuc Vén dé lién quan 56 van ban Hoat dng

(=) Hd sd buu chinh B8C 26/10/2013 & Hanh dang
- N Thém HSCV con
() HE so kinh t& KT 26/10/2013 Kinh t& 0 @ e

Chitiet

Sira

Ngung hoat ddng

Chia 5& nguixem

Hinh 90: Chgn chirc niing “Xé6a HSCV”.

4 Budc 2: Hé thdng hién thong bao hoi ngudi ding cb chic mudn xd6a bdo HSCV hay
chua.

Ban ¢ chac mudn thuc hién thao tic nay?

| ok || Haybe

Hinh 91: Théong bao xac nhan “Xéa HSCV”.

4+ Budc 3: Chon “OK” thi hé théng s& x6a bé HSCV ra khoi danh sach. Néu khong
mubn xo6a, chon “Haiy bé”.

Note: Diéu kién rang budc 1a HSCV mudn xo6a phai khong chtra vin ban nao.

7.4. Newng hoat dong HSCV

Pé ngung hoat dong HSCV, ta tién hanh cac budc sau:
4 Budc 1: Chon biéu tugng “ Hanhdéna tran dong thong tin cua HSCV, tiép theo chon
“Ngung hoat dgng” tir menu X6 xudng.

Tiéu dé 56 higu Ngay mé& Linh vue Vén dé lién quan 56 van bén
) H© so buu chinh BC 26/10/2013

Hoat déng
i Hanh déng
. o = Thém HSCV con
IZ) HB sd kinh t& KT 26/10/2013 Kinh t& o s
Chi tigt
Sita
Xda

Hinh 92: Chon chirc ning “Ngung hoat dgng HSCV”.
4 Budc 2: Hé thong s& chuyén HSCV sang danh sach HSCV bi ngung hoat dong.
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7.5. Chia s¢ HSCV

Chtre nang nay cho phép nguoi dung chia s¢ HSCV cua minh cho nguoi khac xem.

Dé chia sé HSCV, ta tién hanh céac budc sau:

4 Budc 1: Chon biéu tugng “ Hanhdéna tran dong thong tin cua HSCV, tiép theo chon
“Chia sé HSCV” tir menu x6 xudng.

Tiéu d& 56 higu Haay mé Linh vire Vén dé lién quan $6 vin ban Hoat déng
[ HB sd buru chinh 8c 26/10/2013 0 @ it} Hanh déng
N N Thém HSCV con
[0 Hb 50 kinh t& KT 26/10/2013 Kinh t& 0 “ Chitit

Sira
Ngung hoat déng
Xda

Hinh 93: Chgn chirc niing “Chia sé ngwoi xem”.

4 Budc 2: Hé théng chuyén sang giao dién “Cdu hinh xem” nhu sau:

Céu hinh xem Danh sach ngudi ding ARLOISCICONENIEC
~ S& Théng tin va Truyén thong TRHG Chi Minh lal cépnnat + Quaylai

Ban Giam Dbc Tén ddng nhép Tén day i Email Chirc vy
Bao chi xuat ban ‘ lethaihy L& Thai Hy lethaihy@hcm.vn giamDoc Xem hd s( =
Bueu chinh vién théng

~ | vovaniong Vi vén Long vovanlong@hcm.vn phoGamDoc Xem ho st =
ot hé théng ti ~
Janmefena®t 1. Chon phong ban . nguyenanhtuan-
Ké hoach tong hop Cl]a ng LYGl nhén + | nguyenanhtuan-stttt Nguyén Anh Tudn ;tgttty@hcm.vn phoGzmDoc Xem hd st =
Thanh tra ‘ lequoccuong L& Quéc Cudng lequoccuong@hcm.vn  phoGiamDoc Xem ho s( =
Théng tin dién tor
Van phong 2. Banh dau chon

nguwdi mudn chia

sé HSCV

Hinh 94: Giao dién “Céu hinh xem”.

Giao dién “Cdu hinh xem” dugc chia thanh 2 phan: Bén trai 1a danh sach tat ca phong
ban trong co quan. Bén phai la danh sach nguoi dung thuoc phong ban da chon tir danh
sach bén trai.
Pé chia s¢ HSCV, trudc tién chon phong ban tir danh sach bén trai, tiép theo danh dau
chon nguoi can chia sé tir danh sach nguoi ding bén phai

4 Budc 3:Nhan “Cdp nhdt” dé hoan thanh thao tic cau hinh, nhan “Quay lgi” dé quay

lai danh sach HO so cong viéc.
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7.6. Xem chi tiét HSCV

Dé xem chi tiét HSCV, ta lam nhu sau:

4 Budc 1: Chon biéu tugng “ Hanhdéna tran dong thong tin cua HSCV, tiép theo chon
“Chi tiét” tir menu x6 xudng.

Tiéu d& 56 higu Ngay m& Linh vure Vén dé lién quan 56 véin bén Hoat déng
(5 H8 sd buu chinh BC 26/10/2013 0 @ i} Hanh dong
Thém HSCV con

) H@ sd kinh t& KT 26/10/2013 Kinh t& 0 o
Sira
Ngung hoat déng
Xda

Chia 58 ngudi xem
Hinh 95: Chon chire niing “Xem chi tiét”.

4+ Budc 2: Hé théng chuyén sang giao dién chi tiét HSCV nhu sau:

Chi tiét hd so cong vigc Van ban dén (1) WVan ban di (2) Van ban ndi bd (2) Vin ban ngodi (1)

+ Quaylai

56 higu: 22 Tiu dé: HB s0 2
Linh vuc: Ngudi tao: vil Thi Bién
Ngay mad: 07/07/2013 Han xf y:

Mife dd quan trong: Trang thai

Tinh chét: Hb 50 gbc:

Vin g lién quan:

Hinh 96: Giao dién “Xem chi tiét HSCV”.
Giao dién HSCV duoc chia thanh 5 tab: Chi tiét hé so céng viéc, Vin béin dén, Vin ban
di, Vin ban ngi bg, Vin ban ngoai.

- Chon tab “Chi tiét hé so cong vigc”: dé xem thong tin chi tiét cua HSCV.

- Chontab “Vin bdn dén”: dé xem danh sach vin ban dén da thu thap vao HSCV.

- Chon tab “Vin ban di’: dé xem danh sach vin ban di da thu thap vao HSCV.

- Chon tab “Vdn ban ngi bg”: d& xem danh sach van ban noi bo thu thap vao HSCV.

- Chon tab “Vin bdn ngoai” : d¢ xem, thém mdi, thu thap va g& bo van ban ngoai ra
khoi HSCV.

Luwu y: Thao tac bo vin ban ra khoi hd so cong viéc, chi bo (x6a) lién két van ban dé ra
khoi HSCV chtr khong x6a vin ban d6 ra khoi hé thong.
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8. Thong ké
Chire nang nay cho phép nguoi ding théng ké, bao céo van ban theo mot sé biéu mau
thiét 1ap sin va xuat file theo nhiéu dinh dang khac nhau. Pham vi bao cdo ma nguoi
dung duoc xem phu thude vao su phan quyén str dung trén tai khoan.

8.1. Théng ké vin ban dén.

Chte ning nay cho phép Vin thu xem va in s liéu thong ké tinh hinh xtr 1y vin ban dén
theo nhiéu tiéu chi khéc nhau.

8.1.1 Cac budc xem théng ké viin ban dén.

4 Budc 1: Chon tab “Bdo cdo théng ké ”, tiép theo chon “Van bdn dén” tir menu xo
Xuéng.

Trang chi XUr Iy viin ban Vin ban dén Vin ban di Vin ban ni b Bao cao Thong ké Tim Kiém HO so cong viéc Vin ban phap quy
v Chi dao digu hanh v Chng vigc + \Van ban di + V&N ban ndi bd + Théng ké theo loai van ban + Hop giao ban

Hinh 97: Chon chite niing “Vin ban dén”.

4+ Budc 2: Chon tiéu chi cin xem théng ké. Tiép theo, chon nat | © TORIKET 44 1ich

hoat chirc nang tong hop, thong ké. Hé thdng sé hién thi két qua tim duogc 1én giao
dién bén dudi.

Thong ké vén ban dé o
craRevan e e® 2. Chon nit "Xem

= Tiéu thirc lap bao cao
Phéng ban: Toan ¢J quan - Chuyén vién:
4 van ban: Chon = Hgay: 01/11/2013  # - 20/11/2013
Do mat Chen - B0 khan Chon -
Céch thirc xi¥ Iy Bso cio két qua thue hign Du hop Luu tham khao Phéi hop thue hién Soan van ban

g THONG KE VAN BAN DEN

1. Chon tiéu chi can (Toan co quan : 01/11/2013 - 20/11/2013)
xem thdng ké _ —
Ting 1 3. Két qua tim droc e ! .
) Chura xir I PAXFIY
STT  Tén . . "
Trong han Qué han Diing han Tré han

1 0

1 Toan co quan 4 0

Hinh 98: Giao di¢n “Théng ké viin ban dén”.

8.1.2 Xem két qua théng ké viin ban dén.

Hé thong cho phép nguoi dung xem két qua bao — théng ké thang theo dang phéan cp tir
téng quat dén chi tiét.

THONG KE VAN BAN PEN
(Toan co' quan : 01/11/2013 - 20/11/2013)

Téng 1 1 [+] 1
Chura xir Iy Paxely
ST Tén - - .
Trong han Qué han Biing han Tré han
1 Toin co quan 4 0 1 0

Hinh 99: Két qua “Théng ké vin ban dén”.
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- Tén: tén cua phong ban, don vi ma nguoi dung da chon.

- Chua xit ly: tdng s6 vin ban dén da tiép nhan nhung chua xir Iy (loc theo tiéu chi da
chon théng keé).
+ Trong han: 1a nhitng vin ban dén chua xt Iy nhung van con han xir 1y.
+ Qua han: 12 nhitng vin ban dén chua xir Iy nhung da hét han xu 1y.

- Pa xir Iy: tong sé van ban dén da tiép nhan va da xir 1y (loc theo tiéu chi da chon
thong ke).
+ Pung han: 1a nhitng van ban da dugc xir 1y trong thoi han xur 1y.
+ Tré& han: 1a nhitng viin ban duoc Xt Iy trong sau han xir 1y.

— Tuy vao muc dich sir dung ma nguoi dung chon vao sb liéu cu thé trén ting cot dé
xem chi tiét.

Vi du: Dé xem chi tiét nhiing van ban dén chua xir Iy nhung con han, ngudi dung thuc
hién nhu sau:

+ Budc 1: Tur bang két qua thong ké, click vao con so6 trén nhom “Trong hgn” bén
dudi nhém “Chwa xir ly”.
" Chura xir Iy Baxwly
ST T Trong han Qua han Diing han Tré han
1 Toan co quan —) 0 1 0
Hinh 100: Chen s6 ligu cin xem.

+ Budc 2: Hé thong s& ma danh sach cac bién ban ton dau ky 1én giao dién.

Thang ké van ban dén

+ Quay lai i Xudttéptin
. 1 FEIN T AN BN - LT . S AN R
DANH SACH VAN BAN PEN CHUA XU LY TRONG HAN CUA TOAN CO QUAN
(Tirngay 01/11/2013 Dén npay 20/11/2013)

Téng 4 1 [+] 1
STT < Sédéntheodonvi % S ky hiéu goc Trich yéu % Ngay phathanh  Noi phat hanh % Loaivan ban % Ngay dén 86 vén ban di trd I
1 1280 VB2 Vfv du dn d3u t "Céing ty CF phian ACCP". 11/11/2013 VAN PHONG UBND Q3 Bdo cdo 11/11/2013
: 1w VB4 Dy din phit tridn v tim kigm khach hanh, 11/11/2013 o froa Hoc CEng Bdo cdo 11/11/2013
3 1279 VEL Vjv dy dn d3u tur "Cang ty TNHH B8ng Phuong”. 11/11/2013 VAN PHONG UBND Q3 Bdo co 11/11/2013
4 1281 VB3 Du dn dau tu va phat trién cdng nghé mdi 11/11/2013 VAN PHONG UBND Q3 Bdo cdo 11/11/2013

Hinh 101: Danh sach vin ban dén thugc nhém da chon.
4+ Budc 3: DE xem chi tiet mot van ban dén nao d6 trong danh sach, nguoi dung click
vao dong thong tin cua no.

STT & Sddéntheodonvi < SO ky hiéu goc Trich yéu % Mgay phat hanh  Novi phat hanh % Loai van ban % Ngay dén 86 van ban di tra i
| 1 1280 vB2 Vi dy dn @u tr "Cng ty C8 phidn ACCP™. 11/11/2013 VAN PHONG UBND Q3 Bdo cdo 11/11/2013
z 12 VB4 Dy &n phit tién v tim kism khach hanh. 11/11/2013 25 oz Hoc Cong Bdo cio 11/11/2013

Hinh 102: Chon vin bin dén cin xem chi tiét.
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4 Budc 4: Hé théng s& mg giao dién mai va liét ké cac thong tin chi tiét cua vin ban
dén da chon.

CHITIET VAN BAN BEN x
Chi tiét vén ban Luan chuyén
[ Xudt tép tin # Poéng

Trich yéu: Vv dy &n dau tu "Céng ty CG phan ACCP".

$6 ngay xir Iy ciia phéng: Khéng gidi han Ngay hét han x( 1y cda phéng:  Khéng gidi han

¥ kién:

sb dén: 1280/BC S6 ky hiéu goc: VB2

Novi phat hanh: VAN PHONG UBND Q3 Ngay dén: 11/11/2013 15:09

Phdng ban thy Iy: VAN PHONG UBND Q3 Trang thai gan nhat:

Tong sb ngay xir Ij: Khéng gidi han Ngay hét han xi Ij: Khéng gidi han

Linh virc: Vén ban QPPL:

Cap giFi: Sd vén ban: S vén ban dén don vi

Loai véin ban: Bdo cdo Bonvi saoy:

Ngw&i ky: Ha Phudng Thang Ngay phat hanh: 11/11/2013

Bo mat: Binh thuréing D6 khan: Binh thuréing |
| S to: $6 van ban di phiic dap: |

Cach thirc x(r Iy: Nguwi thu Iy chinh: L& Thi Phudng |

Ngay hoan thanh:

abna
&

Hinh 103: Giao dién “Chi tiét viin ban dén”.
4 Budc 5: Sau khi xem chi tiét, ngudi ding mubn tro vé giao dién trude thi chon nit

~= Trévé

Twong tw, khi cin xem chi tiét van ban dén cua cac nhém khéc, ngudi ding ciing
click vao s liéu trén nhom do.

8.2. Thong ké vin ban di.

Chtic ning nay cho phép Vin thu xem va in s6 liéu thong ké tinh hinh xtr Iy vin ban di
theo nhiéu tiéu chi khéc nhau.

8.2.1 Cac buéc xem théng ké viin ban di.

4 Budc 1: Chon tab “Bdo cdo thong ké ”, tiép theo chon “Van bdn di” tir menu xo
xudng.

Trang chi XUr Iy véin ban Vin ban dén Vin ban d@i Vin ban néi bd Bao cao Thong ké Tim kiém Ho so cong viéc Vén ban phap quy

+ Chi dao diéu hanh » Cdngviéc  + VAn ban dén + \Van ban ndi ba » Théng ké theo loai van ban » Hop giao ban
Hinh 104: Chon chirc niing “Vin bén di”.

4 Budc 2: Chon tiéu chi cin xem théng ké. Tiép theo, chon nut | @ MOMKET 44 yich

hoat chirc ning tong hop, thong ké. Hé thdng sé& hién thi két qua tim duoc 1én giao
dién bén dudi.
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Théing ké vén ban di e
0ng ké van ban di 2 Chon nit "Xem

= Tiéu thirc Iap bao cao
Phéng ban: Toan oo quan
$& viin ban: Chon

Bé mat: Chon

Van bén qi: Tatca

Chuyén vién:
Hgay: 01/11/2013 @ - 20/11/2013 M

- B4 knan: Chon hd

A

THONG KE VAN BAN PI

(Toan co’ quan : 01/11/2013 - 20/11/2013)

1 [=] 1

Chea xie Iy

Téng1
D& xir Iy

1. Chon tiéu chi cin
xem thong ké ——
3. Két qua fim dwroc
ST Tén \\, —J - .
Biing han Tré han

Trong han Qué han

1 Toan co quan 10 0 B 0

Hinh 105: Giao dién “Théng ké vin ban di”.

8.2.2 Xem két qua théng ké viin ban di.

Hé théng cho phép nguoi dung xem két qua bao — théng ké thang theo dang phéan cap tir
téng quat dén chi tiét.
THONG KE VAN BAN DI
(Toan co' quan : 01/11/2013 - 20/11/2013)

1 [=] 1
Chura xir Iy
Trong han

Téng 1
Pa xiFly
STT  Tén <

Qué han Biing han Tré han

Hinh 106: Két qua “Théng ké viin ban di”.
- Tén: tén cua phong ban, don vi ma nguodi dung da chon.
- Chua xir ly: tong sb van ban di di tiép nhan nhung chua xir Iy (loc theo tiéu chi da
chon théng ké).
+ Trong han: s6 luong vin ban di chua xir Iy nhung van con han xt 1y.
+ Qua han: sb lugng van ban di chua xt Iy nhung d3 hét han xir 1y.
- Pa xir Iy: tong sb van ban di da tiép nhan va da xir 1y (loc theo tiéu chi da chon thng
ké).
+ Pung han: sé luong van ban di di xu 1y dung han.
+ Tré han: sb lugng vin ban di da xir Iy nhung bi tré han.

— Tuy vao muc dich st dung ma ngudi dung chon vao sé liéu cu thé trén tiing cot dé
xem chi tiét.

Vi du: Dé xem chi tiét nhitng vin ban di chua xu Iy nhung con han, ngudi dung thuc
hién nhu sau:

4 Budc 1: Tir bang két qua thdng ke, click vao con s6 trén nhom “Trong hgn” bén
dudi nhém “Chwa xir ly”.

_ Chura xir 1y D& xiF Iy
ST Tén - - .
Qua han Biing han Tré han

0 2 0

Trong han

—> [ u ]

1 Ton co quan

Hinh 107: Chen sé liéu can xem.
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4 Budc 2: Hé thong sé mg danh sach cac bién ban ton dau ky 1én giao dién.

Thang ké van ban di

+ Quay lai i Xudt tép tin
. i A T AN - ST . T ~FT AN AN
DANH SACH VAN BAN PI CHUA XU LY TRONG HAN CUA TOAN CO QUAN
(Tirngay 01/11/2013 Dén ngay 20/11/2013)
Téng 10 1 [] 1
STT < S&phathann < Ngay phat hanh  Trich yéu < Now&i soan van ban < NgWi Ky VB < Loai vdn ban < Nogay tao

1 phit trién dif #n cic khu cdng nghiép trong thanh phd L& Thi Phufong B30 cio 11/11/2013
2 Thu'c hién theo céing van s& 4619/VP-CNN ngay 14/6/2013 L& Thi Phutang Bdo cio 11/11/2013
3 qifi cic ban nganh v& vigc chusn bi hop dinh ki cudi ndm 2013 L& Thi Phutdng Thy méi 11/11/2013
4 Gop ¥ B3 dn thanh Bp BCNC tryc thudc UBND TP L& Thi Phitang Bio cio 11/11/2013
5 D2 xudt phit trién céng théng tin cho cic ban nganh , dodn thé... L& Thi Phitang Céng vin 11/11/2013
Bv 6p ¥ du thao co ché, chinh sich thu hit, sif dung chuyén gia nufdc ngodi & 50 i /11/2013
5 Sm viec tal cic don vi st nghiép truc thude KCNC TP. L& ThiPhurang Bio co 11/11/2013
7 V3n ban trién khai ciia van phéng Gy ban 2 L& Thi Phutdng Bio cio 11/11/2013
8 V3n ban trién khai cda vin phong Oy ban L& Thi Phurang Bao cdo 11/11/2013
g p;u hit cdc chuyén gia nirde ngoai lam viéc tal cdc don vi su nghiép truc thudc KCHC | 5 Thi Phirang Bio cio 11/11/2013
10 Van ban trign khai ciia van phéng iy ban 3 L& Thi Phutdng Bio cio 11/11/2013

Hinh 108: Danh sach vin ban di thugc nhom da chon.

4 Budc 3: Bé xem chi tiét mot van ban di ndo d6 trong danh sach, ngudi dung click vao

dong thong tin cua nod.

STT % Sé phat hanh 4 Ngay phathanh  Trich yéu 4 Nguwi soan van ban % Nguoi kj VB 4 Loai van ban % Ngay tao
1 Phit trin du an cic khu céng nghiép trong thanh phd L& Thi Phuong Bdo cdo 11/11/2013
2 Thuc hién theo cng vin s 4619/VP-CNN ngay 14/6/2013 L& Thi Phuong Bdo cdo 11/11/2013

Hinh 109: Chen viin ban di can xem chi tiét.

4 Budc 4: Hé thong s& mé giao dién mai va liét ké cac thong tin chi tiét ctia van ban di

da chon.

CHITIET VAN BAN BI
Chi tiét van ban Luén chuyén

#® Bdng
Trich yéu: Phat tri€n du an céc khu cdng nghiép trong thanh phi
$6 phat hanh: Ngay phat hanh:
Ngurdri ky: Chirc vu:
Thudéc phéng ban: VAN PHONG UBND Q3 Trang thai gan nhat:
¥ kién: Phat trién du an céc khu céng nghiép trong thanh phd
$é van ban: Loai vén ban:
Ngueoi tao: L& Thi Phurgng M hé sor
Ngw&i soan: Phdng ban soan:
Do mat: Binh thuriing D6 khan:
Can phiic dap: Khéng S to:
S& Iirgng ban phat hanh: S& vén ban dén tra lévi:

| Noi nhan: Uy Ban Nhan D&n Thanh Phd HCM

Bdo cdo

Binh thudng

#|

Hinh 110: Giao di¢n “Chi tiét vin ban di”.

4 Budc 5: Sau khi xem chi tiét, ngudi dung mudn tro vé giao dién trude thi chon nut

= Trévé

Twong tw, khi cin xem chi tiét van ban di ctia cac nhom khac, ngudi dung ciing click

vao so liéu trén nhom do.
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8.3. Thong ké vin ban ndi bo.

Chte ning nay cho phép Vin thu xem va in s liéu thong ké tinh hinh xir Iy van ban noi
bo theo nhiéu tiéu chi khac nhau.

8.3.1 Cac budc xem théng ké vin ban nai bo.

4 Budc 1: Chon tab “Bdo cdo thong ké >, tiép theo chon “Vin ban néi bé” tir menu xo
xuéng.

Trang chi Xir Iy viin ban Vién ban dén Vin ban di Vin ban ndi bd Bao cao Thong ké Tim kiém Hb so cong viéc Vin ban phap quy

v Chi dao didu hanh  » Céngviéc  » VAn ban dén  » Van ban di + Théng ké theo loaivn badn  » Hop giao ban

Hinh 111: Chgn chirc niing “Vin ban ndi b§”.

+ Budéc 2: Chon tiéu chi cin xem théng ké. Tiép theo, chon nat | © MOMIKET 44 1ich

hoat chirc nang tong hop, thong ké. Hé thdng sé hién thi két qua tim duogc 1én giao
dién bén dudi.

Thang ké van ban nd| 2. Chon nit "Xem
) Xem béo cio bdo cdo"

= Tiéu thiFc 1ap bao céo
Phéng ban: TG TIN HOC - VPUBND Q3 - Chuyén vién: Chon

S5 vén ban: Chon - Noay: 01/11/2013  ®|20/11/2013 B
] g — - THONG KE VAN BAN NOQI BQ
1. Chon tiéu chi can (TO TIN HQC - VPUBND Q3 : 01/11/2013 - 20/11/2013)
xem thong ké
Téng 1 1 =] 1
STT  Tén Chura xte Iy PAXEIY

1 T8 TIN HOC - VPUBND Q3 0 o

AN

3. Két qua tim dirgc

Hinh 112: Giao dién “Théng ké vin ban ndi by”.

8.3.2 Xem két qua thong ké viin ban nai bo.

H¢ thong cho phép nguoi dung xem két qua bao — thong ké thang theo dang phén cap tu
tong quat den chi tiet.
- THONG KE VAN BAN NOQI BO
(TO TIN HOC - VPUBND Q3 : 01/11/2013 - 20/11/2013)
Téng1 1 [+] 1

STT  Tén Chwra xP Iy Daxir iy

1 T3 TIN HOC - VPUBND Q3 o o

Hinh 113: Két qua “Théng ké vin ban ndi by”.
- Tén: tén cua phong ban, don vi ma nguoi dung da chon.
- Chua xir Iy: tong s6 van ban noi bo da tiép nhan nhung chua xir 1y (loc theo tiéu chi
da chon thong ké).
- Pa xir Iy: tong sé vin ban noi bo di tiép nhan va da xu 1y (loc theo tiéu chi da chon
thong ke).
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— Tuy vao muc dich st dung ma ngudi ding chon vao sé liéu cu thé trén tiing cot dé

xem chi tiét.

Vi du: Bé xem chi tiét nhitng van ban noi bo da xir 1y, nguoi dung thyc hién nhu sau:

4 Budc 1: Tir bang két qua thdng ké, click vao con s trén nhom “Chura it Iy

STT
1

+ Budc 2: Hé thdng s& mg danh sach cac bién ban ton dau ky 1én giao dién.

Thang ké van ban di

Tén

Toan co quan

+ Quay lai

Téng 10

STT % S6phathanh

1
2
3
4
5
6
7
8
9

10

Chra xir Iy

-]

Hinh 114: Chon s6 ligu can xem.

DANH SACH VAN BAN PI CHUA XU’ LY TRONG HAN CUA TOAN CG QUAN

(Ti¥ ngay 01/11/2013 Dén ngay 20/11/2013)

Pgu hit cdc chuyEn g nw'de ngodi lBm vige tai cic don vi sy nohigp true thude KCNC | & 1y ppyyrgng

Van ban trién khai cta van phong dy ban 3 L& Thi Phuong

1 (=] 1
% Ngay phat hanh  Trich yéu % Ngw&i soan van ban % Now&i Ky VB
Pht trién dif an cic khu céng nghiép trong thanh phd L& Thi Phufdng
Thye hign thea cdng van s& 4619/VP-CNN ngay 14/6/2013 L& Thi Phitang
Ui cic ban nganh v vidc chun bi hop dinh ki cudi ndm 2013 L& Thi Phurang
Gop y D& dn thanh ip BCNC tryc thudec UBND TP L& Thi Phuang
DB xudt phit trién céng théng tin cho cic ban nganh , dodn thé... L& Thi Phifang
YR ke g 3¢ thio o hE, it g chven 08 EC 1G5 T g
Van ban trién khai cla vin phong Gy ban 2 L& Thi Phurang
Vin ban trién khai cla vin phéng dy ban L& Thi Phuang

Da xiPly
o
% Loaivan ban % Ngay tao
Bdo cdo 11/11/2013
Bdo cda 11/11/2013
Thu méi 11/11/2013
Bio céo 11/11/2013
Céng vin 11/11/2013
Bio cio 11/11/2013
Bido cdo 11/11/2013
Bio céo 11/11/2013
Bio cdo 11/11/2013
Bdo cda 11/11/2013

Hinh 115: Danh sach vin ban ngi b thugc nhoém da chon.

4 Budc 3: Pé xem chi tiét mot van ban noi b nao do6 trong danh sach, ngudi ding
click vao dong thong tin cta no.

STT ¢ S&vén ban Trich yéu < Nowdi tao = Nowori ky % Loai vén ban % Ngay tao

1 13/cv Cdng van cla UBND vE viéc .V...V. Lé Thi Phuong Céing van 11/11/2013
2 14/BC Dy @n d3y manh tin d6 vin hanh cic KCN Lé Thi Phuong Bdo cio 11/11/2013
3 6/BC Thy'c hign thay d8i hinh thirc lm vigc Lé Thi Phuong Bdo cio 11/11/2013
4 8/BC Van ban ndi bé cic cap trong UBND Lé Thi Phuang Bio cio 11/11/2013
5 5/BC VB ndi bo 96 Anh Tudn Bdo cio 11/11/2013
6 7jcv Thusc hign thay dai hinh thirc l3m vigc 2 L& Thi Phudng Céng vin 11/11/2013

Hinh 116: Chen viin ban ndi b cin xem chi tiét.

4 Budc 4: Hé théng s& mg giao dién mai va liét ké cac thong tin chi tiét cia van ban
noi bo da chon.
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CHI TIET VAN BAN NOI BO *®
Chi tiét van ban Luén chuyén
# Bong
Trich yéu: Cdng van cla UBND vE viéc ..V...V...
$6 vao s 13/cv Phdng ban xiF Ij: VAN PHONG UBND Q3
Nouwréi ky: Noay ky: 11/11/2013
Trang thai gan nhit:
¥ kién: Céing van clia UBND V& viéc ..V..V...
$6 van ban: 5@ van ban ndi bd don vi Loai vdn ban: Cdng van
N tao: L& Thi Phugng (VAN PHONG UBND Q3) Ngay tao: 11/11/2013

Hinh 117: Giao dién “Chi tiét vin ban ndi bo”.
4 Budc 5: Sau khi xem chi tiét, nguoi dung mudn tro vé giao dién trude thi chon nut

= Trérve

Twong tw, khi can xem chi tiét van ban noi bo ciia cac nhoém khac, nguoi dung ciing
click vao s6 liéu trén nhom do.

8.4. Thong ké theo loai vin ban.

Chire ning nay cho phép Vian thu xem va in s6 liéu thong ké tinh hinh xir 1y loai van ban
theo nhiéu tiéu chi khac nhau.

8.4.1 Cac buéc xem théng ké loai vin ban.

4 Budc 1: Chon tab “Bdo cdo thong ké ”, tiép theo chon “Théng ké theo logi van ban”
tir menu x4 xudng.

Trang cha Ker Iy vén ban Vin ban dén Vin ban di Vén ban ndi bd Bao céo Thing ké Tim kiém Hb so cong viéc Vin ban phap quy

+ Chi dao digu hanh » Congviéc  » Van ban dén v Van ban di + Van ban ndi bd Thong ké theo loai van ban + Hop giao ban

Hinh 118: Chen chirc ning “Théng ké theo l0ai vin ban”.

+ Budéc 2: Chon tiéu chi cin xem théng ké. Tiép theo, chon nat | © TOMIKET 44 1ich

hoat chirc nang tong hop, thong ké. Hé thdng sé hién thi két qua tim dugc 1én giao
dién bén dudi.
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Théng ké theoloaiv| 2 Chon not "Xem
’m‘ bdo cdo"
= Tiéu thirc lap bao cao
Phong ban: Toan co gquan - Chuyén vién;
Loai vdn ban: Chon - Nh6m vén ban: V3n ban dén - Nam: 2013 -
- I THONG KE THEO LOAI VAN BAN
1. Chen tiéu chi can S — (Toan co' quan : Nam 2013)
_ xem thong ké 3. Két qua tim droc }
Téng 50 1 [=] 123 wm
STT Loai van ban \m 1 Thang2 Thang3 Thang4 Thang5 Thang6 Thang7 Thang8 Thang9 Thang10 Thang11 Thang12  Canam
1 Bdo cdo 1] o 0 0 0 1] a 0 0 21 5 0 26
2 Bdo cdo k&t luan 1] o 0 0 0 1] o 0 0 o 0 0 a
3 Bién ban 0 o 0 0 0 0 o 0 0 o 0 0 o
4 Céng ham 0 o 0 0 0 0 o 0 0 o 0 0 o
5 Céng vin 1] o 0 0 0 1] a 5 0 4 0 0 9
[ Cong van dén 1] o 0 0 0 1] o 0 0 o 0 0 a
7 Céng viéc 0 o 0 0 0 0 o 0 0 1 0 0 1
8 Chi thi 0 o 0 0 0 0 o 0 0 o 0 0 o
9 Chi thi QPPL 1] o 0 0 0 1] a 0 0 o 0 0 a
10 Chuong trinh 1] o 0 0 0 1] o 0 0 o 0 0 a
11 Dy dn 0 o 0 0 0 0 o 0 0 1 0 0 1
12 baon 1] ) 0 0 0 1] 0 0 0 ) 0 0 1)
13 Gidm dinh 1] o 0 0 0 1] a 0 0 o 0 0 a
14 Gidy bdo 1] o 0 0 0 1] o 0 0 o 0 0 a
15 Gidy bdo tin 0 o 0 0 0 0 o 0 0 o 0 0 o
16 Gidly chirng nhin 0 0 0 0 0 0 0 0 0 0 0 0 0
17 Gidy phép 0 ] 0 0 0 0 i] 0 0 ] 0 0 a
18 Gidy phép thi céng 0 a 0 0 0 0 ] 0 0 a 0 0 a
19 Gidy phép xdy dung 0 o 0 0 0 0 o 0 0 o 0 0 1]
20 Gidly triéu tip 0 a 0 0 0 0 a 0 0 a 0 0 a

Hinh 119: Giao dién “Théng ké loai viin ban”.

8.4.2 Xem két qua théng ké loai vin ban.

Hé théng cho phép nguoi dung xem két qua bao — théng ké thang theo dang phéan cp tir
tong quat dén chi tiét.

STT Loai van ban Thang 1 Théang 2 Thang3  Thang4 Thang 5 Théang 6 Thang 7 Thang 8 Thang9 Thang10 Thang11 Thang12 Céndm
1 Bdo cio 0 0 0 0 0 0 0 0 0 21 5 0 26
2 Bdo cdo két ludn 0 0 a a 0 0 o 0 0 o 0 a o
3 Bién ban 0 0 a a 0 0 o 0 0 o ] a o
4 Cdng ham a 0 0 0 a 0 0 a 0 0 0 0 0
5 Céng vin 0 0 o o 0 0 o 5 0 4 0 o 9
6 Cdng van d&n 0 0 o o 0 0 0 0 0 o 0 o o
7 Céng viéc 0 ] a a 0 ] o 0 0 1 ] a 1
8 Chi thi a Q 0 0 a Q 0 a 0 0 0 0 0
9 Chi thi QPPL 0 0 a a 0 0 o 0 0 o 0 a o
10 Chuang trinh 0 0 a a 0 0 o 0 0 o ] a o
1 Dy dn 0 0 0 0 0 0 0 0 0 i 0 0 i
12 Bbon 0 0 o o 0 0 o 0 0 o 0 o o
13 Gidm dinh 0 0 1] 1] 0 0 0 0 0 0 0 1] 0
14 Gidy bdo 0 ] a a 0 ] o 0 0 o ] a o
15 Gidy bdo tin 0 0 0 0 0 0 0 0 0 0 0 0 0
16 Gidy chirng nhan 0 0 a a 0 0 o 0 0 o 0 a o
17 Gidy phép 0 0 0 0 0 0 0 0 0 0 0 0 0
18 Gidy phep thi cing a 0 0 0 a 0 0 a 0 0 0 0 0
19 Gy phép xdy dung 0 0 0 0 0 0 ] 0 0 i} 0 0 i}
20 Gidy trigu tap 0 0 o o 0 0 0 0 0 o 0 o o

Hinh 120: Két qua “Théng ké loai vin ban”.
- Loai vin ban: tén cua loai van ban ma nguoi dung da chon.
- Thang 1...Thang 12: hién thi s6 luong van ban thudc loai vin ban twong ang trong
tung thang.
- Canam: hién thi s6 luong vin ban thudc loai vin ban twong (ng trong ca nam.
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— Tuy vao muc dich st dung ma ngudi ding chon vao sé liéu cu thé trén tiing cot dé
xem chi tiét.

Vi du: Dé xem chi tiét nhitng van ban thudc loai vin ban “Bdoe cdo” da tiép nhan trong
“Thang 117, nguoi dung thuc hién nhu sau:

4 Budc 1: Tur bang két qua thong ké, click chon sé luong trén dong “Bdo cdo” va dudi
cot “Thdang 11"

STT Loai vdn ban Thang 1 Thang 2 Thang3  Thang 4 Théang 5 Thang 6 Thang 7 Thang 8 Thang9 Thang10 Thang11 Thang12  Candm
1 Bdo cdo 0 0 a o 0 0 0 0 o 21 == 0 26

2 Bdo cdo k&t udn 0 0 o o 0 0 0 0 0 0 o 0 0

3 Bién ban 0 0 0 0 0 0 0 0 0 0 0 0 0

Hinh 121: Chen s6 ligu cin xem.
4 Budc 2: Hé thong s& mo danh sach cac van ban thudc loai vin ban da chon 1én giao
dién.

Thang ké theo loai van ban

+ Quay lai [ Xuittép tin
DANH SACH VAN BAN DEN THEO BAO CAO CUA TOAN CO QUAN
(Thang 11/2013)
Téng 5 1 [+] 1
STT < Sédéntheodonvi % S ky hiéu goc Trich yéu % Ngay phat hanh Noi phat hanh % Loai van ban % Ngay dén $a van ban di tra 1
1 1280 VB2 Vv dy #n d8u tu "CBng ty C5 phin ACCP™.  11/11/2013 VAN PHONG UBND Q3 Bio cio 11/11/2013
2 1282 VB4 D' dn phdt trign va tim kigm khach hanh. 11/11/2013 5& Khoa Hoc Céng Nghé Bdo cio 11/11/2013
3 1279 VBt e e G i UL P 11/11/2013 VAN PHONG UBND Q3 Bdo cdo 11/11/2013
4 1281 VB3 DU dn @3u tr vd phat tridn cong nghé mdi 11/11/2013 VAN PHONG UBND Q3 B30 cio 11/11/2013
5 1278 BV1111 Ti&p nhin vin bin dén ngdy 11-11 (13h40)  11/11/2013 VAN PHONG UBND Q3 Bio cio 11/11/2013

Hinh 122: Danh sach loai vin ban thuge nhom da chon.
+ Budc 3: Dé xem chi tiét mot loai vin ban nao d6 trong danh sach, nguoi dung click
vao dong thong tin cua no.

STT < SGdéntheodonwvi % S0 ky hiéu goc Trich yéu % Hgay phat hanh Nei phat hanh % Loai van ban < Ngay dén $0 van ban di tra 11
| 1 1280 VB2 Vv du dn @3u tu "Chng ty C5 phan ACCP™.  11/11/2013 VAN PHONG UBND Q3 B0 cio 11/11/2013
2 1282 VB4 Dy dn phdt trién va tim kiém khach hanh. 11/11/2013 5& Khoa Hoc Céing Nghé Bdo cio 11/11/2013

Hinh 123: Chon loai viin ban cin xem chi tiét.
4 Budc 4: Hé thdng s& ma giao dién méi va liét ké cac thong tin chi tiét cua van ban da
chon.
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CHITIET VAN BAN ®
Chi tiét vén ban Luén chuyén

[ Xuit tép tin K bong

Trich yéu: Vv dy &n dau tur "Cing ty €& phdn ACCP".

S6 ngay xtr Iy cia phong: Khéng gidi han Ngay hét han xir Iy cia phong:  Khéng gidi han

¥ kién:

$6 dén: 1280/BC $6 ky hiéu gbc: VB2

Noi phat hanh: VAN PHONG UBND Q3 Ngay dén: 11/11/2013 15:09

Phdng ban thy Iy: VAN PHONG UBND Q3 Trang thai gan nhat:

Téna s6 ngay x( Iy: Khéng gidi han Ngay hét han x¥ Iy: Khéng gidi han

Linh virc: Vin ban QPPL:

Cép giFi: $6 vén ban: S8 van ban dén don vi

Loai vén ban: Bao cao Bonvisaoy: I

Ngw&i ky: Ha Phudng Thang Ngay phat hanh: 11/11/2013

P mat: Binh thudng Dj khan: Binh thudng l

S tiv: $& vén ban di phic dap: )

Cach thirc x(r Iy: Nguwi thu Iy chinh: L& Thi Phurang |
‘ Ngay hoan thanh: )

Hinh 124: Giao dién “Chi tiét viin ban”.
4 Budc 5: Sau khi xem chi tiét, nguoi dung mudn tro vé giao dién trude thi chon nit

4= Tréeve

Twong tw, khi cin xem chi tiét vin ban caa cac nhom khéc, ngudi dung ciing click
vao s6 liéu trén nhom do.

8.5. Thong ké hop giao ban.

Chtc nang nay cho phép Vin thu xem va in s6 liéu thong ké tinh hinh xir Iy hop giao ban
theo nhiéu tiéu chi khéc nhau.

8.5.1 Cac buéc xem thong ké hop giao ban.

\

4 Budc 1: Chon tab “Bdo cdo théng ké ™, tiép theo chon “Hop giao ban” tir menu xd
xuéng.

Trang chi X0r Iy vdn ban Vin ban dén Vin ban di Vin ban néi bé Béo cdo Thong ké Tim kiém Hé sor cong viée Vén ban phap quy
» Chi dao didu hanh v Chngviéc  » VAn ban dén v VAN ban di + V&N ban ndi bd » Théng ké theo loai vin ban Hop giao ban

Hinh 125: Chen chire ning “Hop giao ban”.

4 Budéc 2: Chon tiéu chi cin xem théng ké. Tiép theo, chon nat | © TOMIKET 44 1ich

hoat chiic nang tong hop, thong ké. Hé thdng sé hién thi két qua tim dugc 1én giao
dién bén dudi.
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Thiing ké hop giao ban

o, Xudt tép tin

BAO CAO TINH HINH XU LY VAN BAN, CHI PAO PIEU HANH

#Tuin 4, Thang 11 Nam 20134 [1, Chon tiéu chi cin
Capgiic  Tatca -| Cachthicxirly | Tatca - <L xem thong ké

Téng 40 1 [=] 1.2 »n Tbng 208 1 [=] 123456780910 »

1 PHONG LD-TB-XH Q3 0 5 2 = 1 L& Vin Mudi 0 5 2
2 BAN BOI THUONG GIAI PHONG MAT BANG Q3 0 1 1 3 2 MalVin Bing 0 2 1
3 PHONG TAI CHINH KE HOACH Q3 0 5 1 3 HBQuang Can 0 a 1
4 VAN PHONG UBND Q3 0 29 1 4 Boan ThiBich Dung 0 2 1
5 BAN CHI HUY QUAN SU Q3 0 4 o S H@ Qudc Diing 0 2 1
6  CONG AN Q3 0 4 0 o 6  Mguyén Ngoc Huy 0 2 1

P R
2 Két qua fim droc

Hinh 126: Giao dién “Thdng ké hop giao ban”.

8.5.2 Xem két qua thong ké hop giao ban.

Hé théng cho phép nguoi dung xem két qua bao — théng ké thang theo dang phéan cap tir
téng quat dén chi tiét.

Téng 40 1 [+] 12w m Téng 208 1 [+] 123456788910 »n

1 PHONG LO-TB-XH Q3 0 5 2 & 1 LB Vin MU 0 5 2
2 BAN BOI THUGNG GIAI PHONG MAT BANG Q3 0 1 1 3 2 MaiVin Bing 0 2 1
3 PHONG TAI CHINH KE HOACH Q3 0 5 1 3 HB Quéng Can 0 1 1
4 VAN PHONG UBND Q3 0 20 1 4 Doan ThiBich Dung 0 2 1
5 BAN CHi HUY QUAN sU' Q3 o 4 0 5 H& Qufc Diing 0 2 1
6  CONG AN Q3 o 4 0 i 6  Nguyén Ngac Huy i 2 1

Hinh 127: Két qua “Théng ké hop giao ban”.
Két qua thong ké hop giao ban duoc chia thanh 2 phan: bén trai 1a két qua théng ké theo
phong ban, bén phai 1a két qua théng ké theo chuyén vién. Khi ngudi ding con sd trén
phong ban bén trai sé& loc ra két qua théng ké ctia chuyén vién thudc phong ban do.

— Tuy vao muc dich st dung ma ngudi ding chon vao sd liéu cu thé trén tiing cot dé
xem chi tiét.
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