Huéng Din Vin Thu Cip S6 Va Péng Diu Bing Con Dau S6

Thao tac:

- Khi Van thu nhan dugc tin nhin bao c6 cong viéc can xur 1y thi m& hé théng Eoffice. Kiém
tra menu Cong viéc/Chu tri (Hoic phdi hop)

- Thdy c6 yéu cau dong ddu phat hanh nhu cong viéc bén dudi thi mo cong viée do ra. Tién
hanh céap s6 cho van ban va Tao vin ban di dé phat hanh.
Xem hinh dudi day:
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&2 [N vanthuouong
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n bd c&n b nhén vién sir dung hé théng Eoffice chinh thirc.

@ Bang diéu khién

1\ Nhic vige Tim kiém cong viéc
& Cong viéc . qug 96ng vigc: 142 Chuta xr Iy (8) O Chua két thic (85) O D3 két thic (57) . .
Chi tri O Chua xem O S&p hét han (0) O Qué han (1)
O Chi tri (8) 0) Daxrly (78)

© Phai hap (0)

! Théng Bao (0)
% Viéc quan trong
& Tim ki€m chung

+ Tao viéc

EEEZTD

NOT NHAN TRICH YEU

L& Trudng Son/Ban Giam hiéu  Chu tri: L& Vin Hién / Phong Dao tao Vé viéc dé xuit mua sam VPP cho phong
& Théng diép: Van thur phat hanh  Vai tro cta ban: Chu tri DBao ta0 quy 1 nam 2024 25/ 2122”1 290‘
QBNTU [N/a [1 Tuang tac] Chua xer

Cong viéc dugc md ra, giao dién nhu dudi day:

- Chon Tab “Lich sir xi Iy” dé doc thong diép 1anh dao guri cho Vin thu 1a gi

Xrly | Lichstxily | Van banlién quan  Thao luén

= Lé Van Hién / Phong Dao tao (Chu tri)
&ng San / Ban Gidm hiéu (Chu tri

& Van thu trudng / BS phan Van thu' (Chd tri) Théng diép: Van thu phat hanh

Ngudi chuyén
Lé Truong Son/Ban Giam hiéu
Ngay chuyén: 25/12/2023 10:19 PM

File dinh kem:

Ngudi nhéan
Van thu trugng / Bo phin Van the
Mirc dd: Binh thudng
Ghi cha ngudi chuyén:
Ngay x(r ly: D3 xem - Chua x(r ly
Thong diep:
File dinh kém :

Lan chuot 1én trén dé bat dau cap so6 cho Van ban



Thong tin van ban

1. BAm dé hé théng léy

S, ky hiéu: QDNTU || Cap so sd ty dong cho van ban
Ngay ban hanh: 25/12/2023

Trich yéu: VE viéc dé xuat mua sdm VPP cho phong Dao tao quy 1 nam 2024
Loai van ban: Thong bao

Tinh chat: Binh thudng

Muc do mat: Binh thudng

1. Du thao lan 3.doc (| Tai vé ) |[]
2. file 2.pdf ( Xem | Tai vé | Ky so ) |[)
File VB: 3. file 2_signed_signed_signed.pdf ( Xem | Tai ve | Ky sd ) |[7)

£ Upload file

2. Upload file 2. Chon vao file mau xanh muc, chon

Dy thao van ban: Ky s6 dé tién hanh cap s 1én file

Giao dién file moé ra nhu sau:

- Van thu 1y chudt chon dang toa do dé ghi ngay va cap s6 bang cach: Chon toa d6 dua theo
dau cong khi click chudt. Sau d6 bAm Cép sb

ﬁﬁ

o |

S — Doclap - Tu do - Hanh phuc

QUYET PINH

Vé viéc b6 nhiém ké toan trwémg, trwong phong

- Ghi ngay vao 6, r6i bam Xac nhan (xem hinh du6i)

CAl DAT THONG TIN KY SO

Cép s6 ky hiéu: 1] 29

- Tiép tuc Cip s ky hiéu: Chon toa do, réi chon Cép sb (xem hinh duéi)



@ Dong dau

i

Poc lap - Tw do - Hanh phuc

-------- 000--------

Sé.......x - QD/CTY

QUYET PINH

Vé viéc bo nhiém ké toan trwéng, trwéng phong

CAI DAT THONG TIN KY SO

Cap s6 ky hiéu: * 1537

— [

Xem két qua nhu hinh dudi:

e |

S— Péc lap - Tw do - Hanh phic

-------- 000--------
$6:..1837- RP/CTY

...... Jgay .25 Yhéang........ ndm.....

QUYET PINH

Vé viéc bo nhiém ké toan trwéng, trwéng phong

- Té1 bude nay, Van thu chon Dong file lai, dé tai file nay vé, inra, dong dAu dé luu trix.

gy s ] 8 <o

[ 1w |
..... —————— Péc lap - Ty do - Hanh phic

" | W—
$6:..1537- RP/CTY

Lpgay .25 Yhang........ ndm.....

QUYET PINH

Vé viéc bé nhiém ké toan trwong, trweéng phong
- Tiép @6, van thu lai chon Ky s6 dé mo file nay ra lan nita dé déng con dau sd

1. Du thao lan 3.doc (| Tai ve ) |[]

2. file 2.pdf ( Xem | Tai vé | Ky sé ) |[]
File VB: 3. file 2_signed_signed_signed_signed.pdf ( Xem | Tai vé | Ky s& )Il[j

| & Upload file | /




Giao dién ky s0 mo ra. Van thu chon veé trang cudi dé xac dinh vi tri dong dau va chon niat Bong
dau (xem hinh duéi):

@ Dong dau ®@Cap s6 m

e B e

Piéu 3: Quyésdinh nay c6 hiéu hre ké tir ngay ky.

Quyét dinh c6 hiéu yre ké tir ngay ky.

Noi ”héi-:z:l“-' _I.!..}'.’
T/M HQI PONG QUAN TRI
CHU TICH

-~

- Nhu diép 4L~
-Luu VP

- Két qua nhu hinh dudi day:

000 sl @EES5 || <00 |

Piéu 3: Quyét dinh nay c6 hiéu lrc ké tir ngay ky.

Quyét dinh c6 hiéu lrc ké tir ngay ky»

. Ao
Noi nhan==""}

- Nhu diép 4L~

-Luwu VP

AI HOI PONG QUAN TRI

- Tiép d6, Van thu dong lai dé tién hanh tao vin ban di va phat hanh.
- Vin thu check chon nhimng file trong danh sach céc file bén duéi dé tao thanh cong van di
(thudng c6 thé chon file dy thao gbc ban Word + file vira dong dau)



S0, ky hiéu:
Ngay ban hanh:
Trich yéu:

Loai van ban:
Tinh chat:

Murc do mat:

File VB:

Dv thao van ban:

Lich st xcr ly

94 J/QDNTU | Cap s6
25/12/2023
Ve viéc dé xuat mua sém VPP cho phong Dao tao quy 1 nam 2024

Thdng bao

1. Check chon cac file

Binh thudng .
dinh kém mong mudn

Binh thudng

1. Du thao lan 3.doc (| Tai ve )} |93
2. file 2.pdf ( Xem | Tai vé | Ky S8
3. file 2_signed_signed_signed_signed_signed.pdf ( Xem | Tai vé | Ky s6 )

2. Chon Tab Xur ly 3. Chon “Tao Van
ban di”

Van ban lién quan  Thao luan

Tao véan ban di

Chuyén Tiép Két thiic Hoan thanh Tao ké hoach

Cura s6 md6i hién ra: Van thu ra ndi dung, va bam Pong y. Néu c6 thong tin sai, chon Thoat

dé 1am lai

V& viée d& xudt mua sém VPP cho phéng Dao tao quy 1 ndm 2024
Trich yéu:

z

@ Thi han: ddMMIyyyy @ Mirc dd mat: Binh thutmg ~  @Tinh chat: Binhthuong v

File VB di:

1. Du thao lan 3.doc x

2. file 2_signed_signed_signed_signed_signed.pdf | Xem file | Ky s6 x
File dinh kem:

@ File du thao VB:

Chon “Pdng ¥

Noi nhén khac:

@ Tag van ban :

@ Ty két thie:

Hé théng s€ load lai toan b ndi dung vé sb cong van di cua Van thu dé Van thu bam “Phat
hanh” (xem hinh dudi day):



Thdi han: ddMMIyyyy

File VB di:

1. Du thao lan 3.doc x

% nhap vao dé upload

Mdc dd mat:

2. file 2_signed_signed_signed_signed_signed.pdf | Xem file | Ky s0 %

File dinh kem:

% nhap vao dé upload

Ndi nhan khac:

Tag van ban : T

Tu ket thic:

Chon “Pdng y”

Binh thwérng

Lam méi | Phat hanh | Cap nhat Chuyén tiép

- Ctra s6 nguoi nhan phat hanh hién ra (di c6 thong tin do ngudi tao ghi sin nodi dung)

Phat hanh

Théng diép  — Chon thang diép - +

Kinh chuyén xtr ly

Ngu&i nhan chu tri | Chon ngudi nhan Q | Chon phong Q
Phong Cg sd vat chat x
Chon ngudi xi ly chinh
Ngu&i nhan phdi hgp | Chon ngusgi nhan Q. | Chon phong Q
Chon ngui x ly phéi hop
Ngudi nhén dé biét | Chon ngudi nhan Q, | Chon phong Q
Phong Dao tao x
Ngudi nhan dé biét
STT Ngu®dinhan/ phong ban S0, ky hiéu

1 Phong Co s vat chat QDNTU

Téi day 1a hoan tat.

Van thu mudn kiém tra lai thi:

Vai tro Mic do

Binh thwong v

Chon “Phat hanh”

Han xt ly Ghi cha

- Viao menu Vin ban di s& thay 1 dong van ban mdi vira phat hanh.
- Vao menu Cong viéc/Chii tri, trang thai Pa két thic s& thiy ludng trinh ky da két thuc boi

Van thu.

- Vao menu “Vian ban dang xin so0” s¢ thay ludng da dugc cap so.

Thoat



