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Hwéng Din Sir Dung Eoffice

I. Hudng din ding nhap

Mo trinh duyét web (chrome, firefox, internet,...) va nhép dia chi: :
Khi d6 s& xuat hién méan hinh dang nhap.

bang nhap

Tén hodc email dang nhap

" Ngusi dung

Mat khau dang nhap

G Khong gidy to - -
Quén mat khau?

O Moi liic moi nai

O Lam viéc hiéu qua

Giao dién chirc nang dang nhdp E-OFFICE
<+ Nhép thong tin vao 6 Email diing nhap va Mat khiu ding nhip, sau d6 nhin nit Péing
Nhap.
II. Quan ly van ban

1. Vinban dén
M6 ta: Van thu 1a nguoi toan quyén tao s6 van ban, nhap van ban, stta van ban, xdéa van ban.
« Thao tac thwce hién: Nhan chon Menu Véan ban = Vin ban dén dé mo giao dién xem danh

sdch cong van trén s6 van ban dén.

2 Thém (& sira @ Xéa Xin y kién pnan phdi | w (& Chuyén van ban

Chon s& van ban... v Vuilong nhép... n 0 -
Ngay

Ngay dén s6dén  Noigwi s6, ky higu thang Tén loai va trich yéu néi dung SKH tra I&i
B6 Giao Céng van - V& viéc giam sat chat long ky thi

23/01/2019  85/2019 ducvaDao UBND 23/01/2019 | t6t nghiép 2018-2019
tao Han x@ ly: 14/01/2019
S& Giao Gidy m&i - Té chirc cudce thi tim hing bién

23/01/2019 84/2019 ducvaDao UBND 23/01/2019 CEO twong lai 2019
tao Han xtr ly: N/A

Lwoi xem van ban

1.1 Thém méi vin ban:



2 A A ‘A A R Thém . ‘A " fe X A 1:a
bé thém mdi cong vi¢e nhan chon vao B . Giao dién thém méi van ban dén hién ra.

Vin thu nhdp toan bd nhiing trudng & hinh dudi. Nhitng truong co ddu * 1a bat bude nhap.

© 56 vén ban: = Chon s3 vén ban... v  +  @S3dén: * @ Ngay dén: 09/10/2019
S0 ky higu: * @ Noi gui: = Chon ndi gfi... v |+
@ Loai van ban: v @ Ngay ky: 09/10/2019 @ Thdi han: dd/mm/yyyy

@ Trich yéu: *

® File VB dén: % nhap vao dé upload

@ File dinh kem:
- e dinhem « nhap vao dé upload

~ K \ 2 . Xem s0 dang ky van ban dén 2 N
Nhap hoan tat thi chon dé luu lai. Chon _ de quay veé

danh sach van ban deén.

1.2 Stra viin ban dén:

\ - A ; 5 \ £ [ =ra
Check chon vao doi tugng can chinh stra va nhan .
@ S8 van ban: S8 vén ban dén 2019 v+ @56 dén: 1162 @ Ngay dén: 30/08/2019
S8 ky higu: 916/CD-BGDDT & Ndi guri: Bo Gido duc va Dao tao v o+
@ Loai van ban: Céng dién v @ Ngay ky: 29/08/2019 @ Thdi han: dd/mm/yyyy

Cdng dién cua BS Gido duc va Dao tao
@ Trich yéu:

@ File VB dén: % nhap vao dé upload

1. 12426_01. Cong van so 113_BKHCN_TTra.pdf (100%) x
xem file popup | xem file inline  (chi xem duoc file paff)

@ File dinh kem:
= e dinh kem % \nhap vdo dé upload

Chuyén van ban Capnhat | Xem sb dang ky

Sau khi stra vin ban xong chon [C4p nhét] dé luu lai. Chon [Xem s6 ding ky] dé xem danh sach
vin ban dén.
1.3 X6a van ban:

Tai ludi danh sach cong van. Check chon vao dong van ban can xod. chon @ xoa .Seécod

thong bdo xac nhan xda van ban.



Canh bao
Ban cd chdc chan mudn x6a cac vin ban ndy khdng?

Cancel

Nhin OK dé xac nhan xéa. Nguoc lai, chon Cancel dé huy bo thao tac vira thuc hién.

2. Chuyén vin ban/ Céong viéc

Tai ludi danh sach cong vin. Check chon vao dong van ban can chuyén. va chon [Chuyén vin
ban] . Sau d6, can dién day du thong tin nhu hinh dudi day:

i Chuyén van ban cho dan vif ca nhan

| Thang diép — Chon thong digp —

Trinh Higu truting chi dao i Iy

Ngudi nhén chi tri Tim néng cao Q

BUi i Diing / Phéng Téng hap x

Chon ngui xir Iy chinh
Ngu@i nhén phdi hgp Tim nang cao Q

Chon nguéi xir ly phoi hop
Ngurdi nhén dé bigt Tim néng cao Q

Chon nguéi nhan dé biét

STT Nqudi nhan/ phong ban 56, ky higu Vai tro Mirc do Han xif Iy Ghi chii Trang thai

1 Bui Buc Diing / Phong Tong hgp 2460/BGDDT-GDPH it v Binh thwomg v ddfmm yyyy b Pa dén Xoa

% Dinh kém file: Mhap vao ddy dé upload

Chuyén van ban Thodt

ﬂ'“..w.é" "n‘ﬁﬂ h&l’l [ 4 2 5 2
Sau d6 chon _ de tien hanh chuyén. Hodc chon Thost 44 hiy bo thao tac vira thuc
hién.
3. Vinban di
M6 ta: Van thu 1a ngudi toan quyén tao s6 van ban di. Pong thoi cling gitt quyén thém, stra, x6a
trén s cong van di.
% Thao tac thwe hién: Nhan chon Menu Vian ban = Van ban di dé mo giao dién xem danh
sach cong van di trén so.
[ Them (@sia | @ xea
Chon sb van ban... v Wui lang nhap E 0 v
Tir ngay ban hanh: | ddMMiyyyy Pén ngay ban hanh: | dd/MMryyyy

$6, ky higu van Ngay thang van Trang thai
ban ban Tén loai va trich yéu noi dung van ban Ngweoi ky Noi nhan van ban Noi nhan khac phat hanh

Ké hoach - Trién khai thwc hién tiép nhan hé so va

1331/KH- 28/08/2019 tra két qua gidi quyét thd tuc hanh chinh tai B3 Hoang Van Nhém todn trueng Chua phat

PHKTQD N PO, Cuong hanh
phén Mét cira giai doan II.

1326/KH- 20/08/2019 K.é hoka“ch}- To ch‘u‘c L& céng bd Quyét dinh thanh Pham Héng Nhém toan trueng Chu‘la phat

BPHKTQD 1ap Héi dong Trudng... Chuong hanh

1317/TB- Théng bao - Két luan ca Hiu trwéng tai cude hop R Nhém toan treng Chuwa phat

DHKTQD 26/08/2019 giao ban cong tac tudn 34 nam 2019. Bui Buc Dung hanh



3.1 Thém méi van ban di

[Z Thém

Thao tac: Nhan chon vao . Giao dién thém mai van ban di. Giao dién hién thém hién ra,

can bo mot cira dién dy du thong tin trén form (Cac truong cé dau * 1a bat budc). Vui long xem

\ rc A

hinh dudi day:

6 van ban: = Chon s6 vén ban... v |+ @ S8 ky hidu: *
Phong Téng hdp; x

@ Loai van ban: v @Bdn vi soan:

® Ngay ky: 09/10/2019 @ Ngudi ky:

@ Trich yéu: *
@ Théi han: dd/mm/yyyy @ Mdic dé mat: Chon mirc d6 mat v @ Tinh chat: Chon tinh chat

@ File VB di: % nhap vao de upload

& File dinh kém:
% nhap véo dé upload

Tim nang cao Q
® Noi nhan van ban:

@ Noi nhan khac:
, 2 . Xem s dang ky 2 , e . .
Sau d6 chon dé luu lai. Chon dé xem danh sach van ban di. Chon

Phat hanh  [RSSEEE . 3
dé guri cong van nay dén cho phong ban can nhén.

3.2 Stra van ban di

. . A < 2 \ \ < 2o A : ) \ £ [ SiF
Tai danh séch cong van di. Check chon vao dong van ban can chinh stra va nhan -2 592



S vén ban: S8 vén ban di 2019 v |+ S6 ky hiéu: 1331/KH-DHKTQD

Phong Tong hgp; x
Loai v&n ban K& hoach v Don vi soan:

Hoang Van Cuting x
Ngay ky: 28/08/2019 Ngugi ky:

Trién khai thuc hién tiép nhan hd sd va tra két qua giai quyét thl tuc hanh chinh tai B3 phan Mat clfa giai doan II.
Trich y&u:
4

Thdi han: dd/mm/yyyy Mrc d6 méat Chon mirc 46 mét v Tinh chat: Chon tinh chat.. ¥

File VB di: % nhap véo d& upload

@ File dink kém:
= File dinh kem % nhap vio dé upload

Tim néng cao Q

Noi nhan vén ban: Nhom toan trudng @ x

Ngi nhén khac:

Phathanh | Capnhit | Xem s8 ding ky

., o ) 2 . Xem s8 dang ky 2
Sau khi stra van ban xong chon dé luu lai. Chon d¢ xem danh

sach van ban di.

3.3 Xo6a van ban di

Tai danh séch cong van di. Check chon vao dong van ban can chinh x6a va nhan TXoz gz co

thong bao xac nhan xda van ban.

Canh bao

Ban c6 chic chan mudn x6a cac van ban nay khdng?
Cancel

Nhén OK dé xac nhan x6a. Chon Cancel dé huy bo thao tac vira thuc hién.



3.4 Gan van ban lién quan
Khi mé mdt cong viéc hoac luc tao 1 viéc. HE thong s€ c6 1 Tab dé nguoi dung gan cac van ban lién
quan.

= Cong viéc A

O chi tri (0/0)

| © Phéi hop (0/0) Tao viéc | Van ban lién quan I

*« Théng Bio (0/0)
* Viéc quan trong = Soan bing editor
& Tatca Trich yéu Hugng dan gdn van ban lién quan vao 1 ¢dng viés.

I + Tao viéc @

% Ds Cong Viéc
B Van ban A Dinh keém file: % Nhap vao day dé upload
@ Van ban dén Thai han: ddMMAyyyy
4 Van ban di
@ Tag van ban : The
£ Lich céng tac A ‘ =0iEy
& Lich Xe -

® Tu két thic:

& Quan Iy bigu miu
& Tir dién dif liéu - ChuyénTiép | Xem danh séch cong viéc

Hoac

Théng tin van ban

Ngay ban hanh: 29/05/2022
Trich yéu: van ban lién quan [an 3
2/2022 - Véng Sd khdo ciia Gidi thudng VinFuture ndm 2022 dién ra t 18/5 dén cudi thang 9/2022 nhém gidp Héi ddng cd thé xem xet ky lubing vé

chon ra nhiing cdng_trinh &n tugng
File dinh kém: &

Van ban lién quan:
2/VLU - V& viéc xin phép mua thiét bi su’ dung hé théng Eoffice 2022
File dinh kém: &

Xoly  Lichsdxrly I Vén ban lién quan I

= | & Xuén Vinh/Phdng Dao tao Pai hoc; -

Ngudi tao van ban

Lé Van Phudc / Phong Pao tao Pai hoc (Chu tri)

Lé Xuan Vinh/Phong Pao tao Pai hoc;
Ngay tao: 25/05/2022

Theo trich yéu: vén ban lién quan lan 3
File VB: File dinh kem:




BAm chon Tab Vin ban lién quan va thao tac nhu hinh duéi day:

1. Chon Nam

X Lich st xdr Iy

2022 v

6 dén/Ky higu

1/2022

6. Chon vao két qua tim kiém

3. Chon Tén s6

P

2. Chon VB dén/di

Van ban

4. Chon kiéu tir khoa

——

Vv

Van ban dén v S6vénbén | Van ban dén - 2022 v

M 5. G& tir kh6a va bdm Tim

Tén loai va trich yéu ndi dung

Tim theo | S8 dén

Thdng béo - 2022 khai man sd khdo, hon mét nia hd sd thude nhém *tinh hoa nhét thé gidi
File dinh kem: &

$6 den/Ky higu

4 7. Xac nhan. Xong

Tén loai va trich y&u ngi dung

Chua co van ban nao

Trang dau | Trang trudc Trang sau

Trang cudi

Két qua nhu hinh duéi day:

Ngay ban hanh:

Trich yéu:

29/05/2022

vén ban lién quan [an 3

Van ban lién quan:

1/2022 - 2022 khai man so khao, hon mét nua hé so thuéec nhom 'tinh hoa nhét thé gici
File dinh kem: &

Xorly  Lich st xir ly

2022 v

Van ban lién quan

Vén ban dén v SGvan ban | Van ban dén - 2022 v

Tim theo  So dén

D 1/2022

Check vao va chon X dé g& bo Chua 6 van ban ndo

Tén loai va trich y&u noi

Théng béo - 2022 khai man
File dinh kém: &

khao, han mét nira hd so thude nhém 'tinh hoa nhat thé gidi




3.5 Huwéng din cach setup chudi Ky hi¢u cho s6 Vin ban di

Budce 1: Chon menu Tir dién dir liéu/ DS so van ban. Sau do check tén s6 muon sua roi bam Sira.

xem hinh dudi day:
£ Cong viéc v
Quén Iy s6 vén ban
B Vén ban -
£ Lich cng tic . Vi long nhap v n 2023 X v + Thém
@ Lich Xe M Tén Loai Ap dyng
& Quan Iy bigu miu
D Ao ban di N An 2097 Van ban di a\/
& Tir dién dif liéu - ! >
Van ban di Quyét dinh 2023 Van ban di (o
B Loai van ban Showing 1102 of 2
Y Linh vuc van ban
Bude 2: Cura s6 bat 1én, van thu nhap chudi ky hiéu va chon OK dé luu lai. Xem hinh duéi day:

Cap nhat s6 van ban

Tén: | van ban di Dy An 2023
Nam: 7023
54 dén/ di: 7
Ky hiéu:  panTy
| Loai: Van ban di
s8 tong: [ |

2 budc nay co thé thuc hién lac tao so.

il X6a nhidu 10

« < - ¥



4. Phin quyén truy cip 1 vin ban bt ky
M0 ta: ngudi ding dang duoc cho phép truy cdp toan b vin ban trén sd “Vin ban dén/ Vian
ban di”. Nhung lanh dao mudn vin thw 1a chi ¢é minh linh dao truy cip vin ban nay, cic
nguoi khac khong xem dugc thi van thu s€ thao tac nhu sau:

- Check chon cong vin mudn phian quyén/ Phan Quyén. Xem hinh dudi:

[3 Them (& sira 1 PGE] (&' Chuyén van ban &, Taitep hé sor @ Phan quyén

2023 x v Chon sb van ban... ~ Vui long nhap. Tim kiém ning cao ¥ n

Tir ngay: ddMmiyyyy | Dénngay: ddMMiyyyy

NGAY DEN BS& NO1 GLFI 50, KY HIEU NGAY KY TEN LOAI VA TRICH YEU NOI DUNG
0 dong Quyét dinh - V& viéc ci¥ can b di hoc I6p cao cap chinh tri dot 1, quy | 2023

08/02/2023  6/2028#va Thuong 56 08/02/2023  Filg dinh kém: &

binh xa hai

Ngan hang nha Quyét dinh - V& viéc trién khai hé thdng Van ban va didu hanh céng viéc Eoffice 2023

012023 52023 78UBND 1110172023 File dinh kem: &

Hailién higp Quyét dinh - Céng tac tap hudn PCCC cho toan bd can bd nhan vién quy 12023
06/01/2023  4/2023 Phunt TPH6  152UBND 0B/01/2023  Fil dinh kem: &

Chi Minh

- Sau d6, van thu go tén nhirng nguoi dwge phép truy cap va bim [Cap nhit] dé hoan tat

Phén quyen van ban

Tim nang cao Q

Nguyén Héng Son

Chon dich danh hoac nhom lam viéc

o

- Néu mudn g& han ché truy cép thi van thu vao bo tén trong 6 & hinh trén ra. Lic ndy moi nguoi s&
duoc phép truy cép binh thuong.

- Danh sach Vian ban bi han ché truy cap c6 mau tim nhu hinh trén.



5. Xin s6 va cip s6 tw dong

MO ta: Vin thu phong/ ban chon s6 vin ban di 13 “s6 tong” — Mau doé. Nhép toan bo thong tin,
ké ca thong tin don vi nhan. Sau d6 bam luu 1én s6 tong. Cudi ciing 14 vin thu truong s& vao bam phat
hanh.

I. Thao tac cia van thu phong ban

Xem hinh dudi day va thao tac theo thir tu.

Bj Van ban -
& Vin ban dén I B hem I 2 B x0a
| #vinbana | x v S8 van ban 6i 2020 X v | Vuikngohap Tim ki ning cao B v
£ Lich cong tac S8 van ban di 2020 Tir ngay ban hanh: |sahiyyyy  Dén ngay ban hanh: dsniyy
S L 1 w6 kvmen | waay] Vanban di 2020 Tuong (83 Téng)
ich Xe . ) R )

Ty VAN S8 Quyét dinh SDH 2020 NOI DUNG NGUOTKY NO'TNHAN VAN BAN NOTNHAN KHAC ~ TRANG THAI

B Tir dién dit liéu B e Gt
B o - test thu pk ong Quan ly déo tao Da phat hanh
o 12 03/09/2020 0 cdo - lest gui van [hul phong Hoang Thi Hoa phathan

@ Thong ké

Form nhép vin ban hién ra, nhap toan bo thong tin can thiét + gin kém file vin ban

& S5 vén ban: I Vin ban di 2020 Truéng (S8 Téng) v+ I S8 ky higu:

© Loai vén ban: Béo cao ~ | ©Dbanvisoz Vién Thudng mai va Kinh t€ quéc t&; x

— 3.Chon ding
© Ngay ky: 21/10/2020 Lé Anh Tha x

tén s6 tdng

& Trich y&u: Huéng dan van thu phéng ban nhap van ban di 1én sb di clia truting.

® Thdi han:

ddMMIyyyy @ Mic d8 mat: Chon mirc d6 mat . . @ Tinh chat: Chontinh chét. v
@ File VB di: < nhap vao dé upload
1. qd530.pdf (100%) x
S6: 5%0/QD-BTTTT Ha Ngi, ngay A} thdang 4 nam 2015
QUYET PINH

V& vige phé duyét td chire Lién hoan Anh va Phim Phéng sy - Tai liéu
vé cic Din tc trong cing dong ASEAN
tai Viét Nam nim 2015

Vabam “Chuyén tiép” d¢€ nhap t€n don vi/ca nhan s€ nhan van ban nay.

@ Noi nhan khéac: 56 GD&DT

Thém tag /
'd

m Lwu Chon ngwréri chuyén

@ Tag van ban :

Tiép theo, nhap tén don vi/ca nhan nhan nhu hinh dudi va bdm “Luu” dé hoan tat.



Kinh gri céc don vi dé bigt va thyrc hién

Ngudi nhén chi tri | Tim néng cao Q
Phéng Téng hap x

Chon nguéi xi ly chinh

Ngu@i nhan phéi hgp | Tim nang cao Q

L& Viét Thiy x  Nguyen Thi Hoai Dung x
Chon ngudi xi Iy phéi hop

Ngusi nhén dé biét | Tim néng cao Q
05 Anh Céng x  Cao Tién Cudng x

Chon nguéi nhan dé biét

STT Ngudinhdn/ phong ban So, ky higu Vai tro Muic do Han xif Iy Ghi chi Trang thai
1 Phéng Téng hdp 35 Binhtheong v Chua xem Xoa
2 L& Viét Thiy / Trung tdm Ung dung Céng nghé 35 Binh thuong Chua xem Xda
théng tin
g] Nguyén Thi Hoai Dung / Khea Quan tri kinh g5 Binh thuong v Chua xem Xoa
doanh
% Dinh kém file: Nhdp védo diy dé upload
Luu Thodt

Hé thdng s& hién théng bao “thanh cong” va reset vé form tréng dé van thu co thé tiép tuc nhap
van ban mai.

Thanh céng x
" Luu In s8 tong thanh cBng, dgi
van thy truing phat hanh
&5 Cong viéc -
Bi Vin ban -

& Van ban dén

< Vin ban di @ Ném: 2020 3
£ Lich cong tac -
& Lich Xe .| @Svinban: Viin ban di 2020 Truéing (S8 Téng) .+ 56 ky higu: .
& Tir didn i 1 v @losvanbin t (oo i b "] EOOMVISONE [y Truong mai v Kinh & que 15 x
€ Théng ké
Noay ky: 1102020 @ Ngu'di ky:

I1. Thao tac phat hanh cia van thu truong
Thao tic: Vin thu 1am theo thi tu nhu hinh dudi: chon menu Vin ban di/Chon tén s6/Check chon vian
ban mudn kiém tra phat hanh/ Stra.

Bi Van ban - A
& Viin ban dén Brem
| # Van ban di I 1 2020 x v Van ban di 2020 Truéng (S8 Té... % I Vi long niap Tim kiém ning cao ¥ [a | 0 -
Lich cong tac

Tir ngay ban hanh: | da/MMiyyyy Bén ngay ban hanh: ddMMyyyy
& Lich Xe - 80, KY HIEU NGAY THANG 2 e .
B NN TEN LOAI VA TRICH YEU NOI DUNG NGUOI KY NO'T NHAN VAN BAN NOTNHAN KHAC ~ TRANG THAI
 Tir dién dir lié - .
@ o - 1 Baéo cdo - Huwéng dan van thu phéng ban nhap van Chura phat
€ Théng ké 35 21/10/2020 ban di 18n s6 di cia trrdng L& Anh Tho S& GD&DT hanh

| 3

Cira s6 chi tiét hién ra, vin thu trudng ra soat thong tin xem van thu phong ban nhip ding chua. (Vin
thu truong co quyén stra chira truc tiép). Sau d6 bAm nat “chuyén tiép”



& File dinh kem:
< nhap vao dé upload

& Ndi nhan khac: 5§ GD&PT

& Tag van ban :
® Tag vén ban S

I
Lam mai Chuyén tiép Cap nhat

Tiép theo, cira s6 don vi nhan phat hanh hi¢n ra, Van thu kiém tra thong tin ngudi nhan. Sau do6 bam
phat hanh dé hoan tat.

Théng diép  — Chon théng diép — +

K il GBc: g vi (2 bigt v thykc hidn,

Ngu®i nhén chi tri | Tim ndng cac Q
Phang Téng hdp x

Chon ngudi x& Iy chinh

Ngudi nhén phdi hgp | Tim nang cao Q,
L& Viét Thiy x = Nguy&n Thi Hoai Dung x

Chon ngudi x@ Iy phdi hop

Ngu@i nhén d& biét | Tim néng cao Q
D& Anh Cdng x  Cao Tién Cung x

Chon ngudi nhan dé biét

STT Ngudi nhdn/ phong ban 56, ky hiéu Vai trd Miic do Han xir Iy Ghi chi Trang thai
1 Phdng Téng hdp 35 Binhtheong Chua xem Xéa
2 L& Viét Thiy / Trung tdm Ung dung Cdng nghé 35 Binhthwong v Chua xem X6a
théng tin
3 Nguyén Thi Hoai Dung / Khoa Quan trj kinh 35 Binh theang v Chua xem Xoa
doanh

Phat hanh Thodt

- Vin thu s& thay c6 1 Thong bao “Thanh cong” tir hé thong.
- Céc van ban sau khi dugc phat hanh s€ c6 trang thai 1a “Da phat hanh”. Ca van thu truong va
van thu phong ban déu thay trang thai nay.

2020 % v Van ban di 2020 Truéng (S8 TS... %~ Vui lng nhép. Tim kiém ning cao ¥ m 10 v
Tir ngay ban hanh:  ddMMyyyy Pén ngay ban hanh: ddMmryyyy

SO, KY HIEU NGAY THANG

VAN BAN VAN BAN TEN LOAI VA TRICH YEU NOI DUNG NGUQ1KY NOT NHAN VAN BAN NOTNHAN KHAC TRANG THAI
Phéng Téng hop
Bdo cdo - Hwéng dén van thw phong ban nhép van R . P P
35 21/10/2020 ban di lén s di ctia trwong. L& Anh Tho Lé Vigt Thay/Trung tam Ung dung g oiyg pyy D3 phat hanh

Caéng nghé théng tin

xem thém

- Céac van thu phong ban chi thiy dugc van ban ma minh nhap 1én s6 Tong.

Hoan tat./



6. Quan ly luu trir
Chtrc ning ndy cho phép vin thu danh diu xem cong vin dén/di gbc (file gidy) dang duoc cit &
dau. Van thu s& 1én hé thdng dé danh du, dé sau nay tim kiém va thong keé.

So do cy lwu trik:

- Vin thu can tao ra cdy luu trit pht hop trude (Bo nit Thém/Sira/X6a trén nhanh).
- Bén trong 1 nhanh con, trong ciing 14 cac hop chtra (Vin ban gbc duoc cat vao hop)

[\ Nhic viéc

Quan ly luu triz

= Cong viéc v
= K& hoach N B Quan Iy luutre

j Van ban v
& S} Van ban dén Thém
Bi Van ban lién théng -

a Cép trén Xem hop | Théng ké | Thém | Sira | Xoa
3 Lich cdng tac -
Cong var Xem hépl| Thdng ké | Thém | Sira | Xda

@ Lich Xe v

& Quan Iy bi&u mau Quyét dinh Xem hdp | Thdng ké | Thém | Sira | Xoa

& Quan ly luu trir Ngang cép Xem hdp | Théng k& | Thém | Sira | Xda

& Tir dién dir liéu -
. S| Vén ban di Thém

& Thong ké
Quyét dinh Xem hdp | Thdng ké& | Thém | Sira | Xda

Cong Van Xem hdp | Thong k& | Thém | Stra | Xda

Khac Xem hép | Thong ké | Thém | Sira | Xda

Thao tac Luu trik:

Chon menu Van ban dén/bi. Sau do, check chon van ban muon Iuu roi chon Luu tri

= Céng viéc - BThém  (@Sta  MWXéa [ Chuyénvanban @ Phanquyén

i= K& hoach v 2023 X ~ Chon s van ban v Vui léng nhap Tim kiém ning cao ¥ n

B van ban

& Van ban dén

< Van ban di

Tl ngay: | ddiMMlyyyy Dén ngay: daMiiyyyy

NO1GUI SO, KY HIEU NGAY KY TEN LOAI VA TRICH YEU NQI DUNG

Ngan hang nha Théng bdo - V& viéc chuan bi cang tac tuyén sinh online nam hoc 2024 -2025
Bj Vén ban lién théng 00/0412023 2972023 1453/QBNTU 0910412023 il dinh kém: &
4 Lich cong tac A
_ Bg Lao déng Quyét dinh - Quyét dinh thuyén chuyén vi tri cdng téc phong Dao Tao
& Lich Xe v 07/04/2023 28/2023  va Thuong 157/DLUBND 07/04/2023 ' £jje dinh kem: Y

- binh x& hoi
M OuiAn 1 hidn mAn

Tiép theo, chon nhanh can luu. Sau d6 chon “Xem hop”



Luu trir van ban

S| Quan ly luu trir
= Van ban dén
= C&p trén Xem hdp

Céng van Xem hdp

Quyét dinl] Xem hdp

Ngang cap Xem hdp
= Van ban di

Céc hgp cua nhanh Quyét dinh mé ra, chon hop can luvu bdm “Luu trir”.

Vui lang nhap. E 2023 o

Tén

Hép 1 (0 Vin ban) @ Kem m
H 2 (0 Vin i) S |
Showing 1 to 10 of 2 First  Previous n Next = Last

H¢ thong sé hién ctra s6: Noi luu ban chinh, ban sao dé van thu nhép

CAP NHAT LUU TRU VAN BAN

| Not luu Ban Chinh Phong Hanh chdnh, Phong CTSV

Ngi luu Ban Sao Phong dao tao

Thém

Bim Thém 13 hoan tit. Néu luu sai, chon “Hiy luu trit”
Muén xem danh sach viin ban da thi vao Hop ciia nhanh dé.

Pay la nhanh 1 nhanh: Cong van dén/ Cép trén/ Quyét dinh

Vui long nhap... E 2023 v == Thém 1 Xda

Tén

Hop 1 (4 Van ban) @ Xem

Hop 2 (6 Van ban) @ Xem
Hbp 3 (0 Van ban) @ Xem

Showing 1 to 10 of 3 First | Previous n Next = Last



Chon Hp 1/ Xem s thay cac vin ban duoc luu:

Vui Idng nhap... E m Xda
Ngay dén  So dén Ngi guri S6 ky higu Trich yéu I;?I"S;‘héi
B& Lao déng va Thudn K& hoach tuyén sinh 2023
16/03/2023 21A/2023 ¢ -0 %09 9 153/QBNTU  Fjle dinh kém: %
V& viéc cr can bd di hoc I8p Cam
24/03/2023 24/2023  Ngan hang nha nudc 154/QoNTU  tinh Dang quy II 2023
File dinh kém: &
V& viéc b8 nhiém chire vu cho
24/03/2023 25/2023  Ngén hang nha nudc 27/DLUBND  Phong Dao tac quéc t&
File dinh kém: &
Pon bay ¢ phiéu déu tu céng &
24/03/2023 26/2023  Phong Dao Tao; 157/DLUBND nghich Iy nhu cau vén
File dinh kém: %
Showing 1 to 10 of 4 First Previous MNext Last

Trén s6 Van ban di/dén, dau hi€u nhan bict van ban da duoc Luu

Tag van ban Tag

Trich yéu Trich yéu

NGAY DEN

09/04/2023

07/04/2023

29/03/2023

Loc van ban
da/chua lwu

icon dau hiéu van

ban da luvu

29/2023 rgfn hang nha

Lo'c

1453/QDNTU

Vi tri van ban d3

luu

Ngéan hang nha
nuéc

27/2023

II1. Tir dién dir liéu

1. Quan Iy danh sach s6 viin bin

1347/DLUBND

Nam Chon nam e

onsdvdnban  Chon sé van ban v

Lwu troe Chon trang thai v

Chon trang thai
ba

NGAY KY

09/04/2023

TEN LOAI VA TRICH YEU NOI DUNG Han.
XU Iy
E héng bao - V& viéc chuan bj cdng tac tuyén sinh online nam hoc 2024 -2025

Hlle diph kam-

Noi Iwu trie : Quyét dinh-2023-Hép 1/2

07/04/2023

29/03/2023

Quyét dinh - Quyét dinh thuyén chuyén vi trf cdng tic phong Dao Tao
File dinh kém: &

= Théng bdo - Trién khai tudn 18 hai thao khoa hoc 2023
File dinh kém: &

Noi leeu trir : Coéng van--Hop 2/6

Mo ta: La noi Tao s6/ Stra tén s6/ X6a sO van ban.

Thao tac: Nhan chon menu Tir dién dir li€u = DS s0 vin ban d€ mo giao dién chirc nang

Danh sach s0 van ban



QUAN LY 5O VAN BAN
QUAN LY SO VAN BAN ® S = %
Nhap ndi dung tim kiém. .. - n = Thém mdi m

Tén sb Sé dén/di  Loai so Sir dung

Hop déng giang day 0 Vin ban di X ) or
Tér trinh 0 Vin ban di X )or
Quyét dinh 0 Vin ban di X )orF
Bizn ban 0 Vin ban di X )or

Tim kiém: D¢ tim kiém so van ban nhanh chéng c6 thé gd tir khoéa vao 6 “Nhdp noi dung tim
kiem...”
1.1 Thém méi so van ban

, + Thém mdi . ] o
Nhan chon , s¢€ xuat hién hdp thoai Thém mai s6 van ban.

Thém mdi s3 van ban

Tén: | sgvin ban 2019

S dén/ di: 0
Ky higu: NEU
Loai: Van ban dén M

3
Nhap céc thong tin nhu: Tén (bt budc), S6 dén/di; Ky hiéu; Loai (bt budc).
Nhin OK dé tién hanh luu méi va nguoc lai chon Cancel dé huy bo tac vu.
Ap dung s6: Sau khi tao méi s6 vin ban, dé sir dung duoc can kéo thanh truot & cot Ap dung

sang bén phai, dé chuyén tir trang thai OFF sang ON.
Quan Iy 58 van ban

Vi long nhdp - n 4 Thém | @ X6anhidu

Tén Loai Ap dung

Sb van ban di 2019 Vn ban di (v %

S0 van ban dén 2019 Van ban dén [on & ( sira

Showing 1o 2 of 2 « |« n e

1.2 Chinh sira so6 van ban:



Dé chinh stra thong tin s6 vin ban da tao nhin chon vao tuong tng véi tén sd
can chinh sira.
Cap nhat sd van ban
Tén: | Quyét dinh
58 dén/di:

Ky higu:

®

Loat: v&n ban dén v

Giao dién chirc nang Cdp nhdt so van ban

Sau khi chinh stra, nhan chon OK d¢ luu lai hoic nguoc lai chon Cancel dé huy bé tac vu.
1.3 Xéa s6 vin ban

il Xda

Dé x6a bo s6 van ban da tao. Nhan chon vao nit twong ung véi tén so, s€ co thong

bao xac nhan x06a so.

Canh bao
Méu xoa S0 van ban, tat ca Van ban thudc 546 nay ciing sé& bi xda vinh vieén.
Ban cd chac chan mudn xéa khdng?

Cancel

Chon OK dé tién hanh x6a hodc nguoc lai chon Cancel dé hiy bo thao tac vira thuc hién.
2. Quéin ly danh muc loai van ban
Thao tac: Nhan chon Menu Tir dién dir liéu = Loai vin ban dé mo giao dién chirc ning Quan
1y loai van ban
Quan Iy Loai Van Ban
= Loai Van Ban Thém | Stra | Xoa

Thong Bao Thém | Sira | Xda

To trinh Thém | Sira | Xéa

2.1 Thém méi loai van ban



NEM & xudt hién hop thoai Thém méi loai van ban.

Thao tac: Bé thém madi nhan chon nit
THEM VA HIEU CHINH LOAI VAN BAN
Té&n loai van ban

Vigt tat

Cha

Loai V3n Ban x v

Dién cac thong tin nhu: té€n loai van ban, viét tit, Chon cha cho loai van ban d6, nhan OK dé luu
lai va nguoc lai chon Cancel dé huy bo thao tac.

2.2 Chinh svra loai van ban
, N [ ) A 5 5 N £ SUF . , )
Thao tac: Check chon vao loai van ban can chinh stra va nhan chon ~“# . Sau khi chinh stra
nhan chon S#a dé luu lai. Nguoc lai chon Thodt
THEM VA HIEU CHINH LOAI VAN BAN

Té&n loai van ban
Thong Bao

Viét tat

Cha

Loai V&n Ban x ~

2.3 X0a loai van ban

Check chon vao doi tugng can x6a va nhan nut K08 & xult hién hop thoai x4c nhan x6a van

ban.

Canh bao

Ban c6 chac mudn xda loai van ban nay khing ?

Cancel



Nhin chon OK dé x6a va nguoc lai chon Cancel dé hiy bo thao tac vira thuc hién.

3. Quan ly Linh vuc van ban
Thao tac: Nhan chon Menu Tir dién dir liéu = Linh vyc vin ban dé mé giao dién chic ning
Linh vuc van ban
Quan ly finh vurc van ban L

+ Thém 10

Tén Linh Virc Van Ban Viét tat

Thur vién

Héi déng quan tri

Bam bao chat lugng

T4 chirc nhan sw

Tai chinh

Céng nghé Théng tin
Truyén théng sw kign

Hop téc quéc t& & Déi ngoai
Sinh vién

Hop tac doanh nghiép

Showing 0 to 10 of 19 First Previous n 2 Next Last

3.1 Thém méi linh vue

== Thém
bé thém méi linh vuc van ban nhan chon vao nut , s€ xuat hién hop thoai Thém

: ) o Dongy A . .
linh vyc van ban, nhap thong tin vao hop thoai va chon dé luu lai hoac nguoc lai chon

dé hity bo thao tac vira thyc hién.

Thém linh vuc van ban

3.2 Chinbh sira tén linh vue



Tha tac: Tai danh muc tén cac linh vyuc, check chon vao linh vuc tuong tng sau d6 chon

[# sSira

Quan Iy linh vire van ban o S - %

+Thém 1 xoa 10 v

Tén Linh Viec Van Ban Viét tat

Thur vién

Héi dbng quan tri

Bongy

Sau khi chinh stra nhan chon dé luu lai hodc nguoc lai chon de

huy bd thao tac vira thuc hién.

Stra linh vuc van ban

3.3 Xéa tén linh vue

£ v e . 1. . i x6a
Nhan chon vao linh vuc van ban sau d6 chon

Quan Iy finh vire van ban o S = %

+ Thém | [& S0a 10

Tén Linh Viec Van Ban Viét tat
Thu vién

Hi déng quan tri

Sé& xuat hién hop thoai xac nhan xoa.

Canh bao

Ban cd chac chan mudn xéa cac Linh vuc van ban nay khing?

Thoat

) Thoat |
Chon deé xo6a va ngugc lai chon de huy bd thao tac.

4. Quan ly Noi giri van ban
M5 ta: Tao danh muyc nay Pé thiét 1ap danh sach cac noi giri van ban phuc vu cho van thu

chon lic nhap/tao van ban thay vi gd tay.



Thao tiac; Nhan chon menu Tir dién dir liéu = Noi giri van ban dé md giao dién chuc

nang Noi gui van ban.

Quan Ly Noi G&1 Van Ban o S - x
ong nhip == Thém 0 v
Tén s Email Dién thoai Dia chi
Trudng phong TVS lib.pscvietnam@gmail.com 02866834035 5 Hoa Sifa, Phudng 7, Quén Phi
Nhuén
Truéng phong E-Ofice eoffice@psctelecom.com.vn = 02866834035 5 Hoa Sifa, Phuong 7, Qudn Phi
Nhudn
Truwdng phong CNTT cntt@gmail.com 02586683054 5 Hoa Sifa, Phudng 7, Quén Pha
Nhuan
Showing 1to 10 of 3 First Previous n Next Last

4.1 Thém méi tén noi giri van ban
Nhén chon ¥ M & thém méi noi giri vin ban.

Thém mdi noi glri van ban

Tén*
Email Bién thoai
Bia chi
‘A 4 N . A e < N . N . . b s EI'D" i 2
bién céc thong tin nhu Tén noi gii (bat budc), Email, Pién thoai, Pia chi vao, chon de
luu lai nguoc lai chon dé huy bd thao tac.
4.2 Chinh sira tén noi giri van ban
Thao tac: Check chon vao noi giti can chinh sira va chon (& sira
Quan Ly Noi G&i Van Ban AL I
ui 1bng nhap <+ Thém 1 xoa 0 -
Tén sé Email Bién thoai bia chi
. Trudng phang TVS lib_pscvietnam@gmail.com 02866834035 5 Hoa Sira, Phudng 7, Quédn Phu
Nhuén
Trudng phong E-Ofice eoffice@psctelecom.com.vn = 02866834035 5 Hoa SiFa, Phudng 7, Quén Phd
Nhuan
Truéng phong CNTT cntt@gmail.com 0286683054 5 Hoa SiFa, Phudong 7, Quén Pha
Nhuan

Showing 1to 10 of 3 First | Previous - Next Last



Sau khi chinh stra nhan chon dé Iuu lai nguoc lai chon dé huy bo thao

tac vura thuc hién.

Cap nhét noi glri van ban

Tén
Trudng phang E-Ofice

Email Bién thoai
eoffice@psctelecom.com.vn 02866834035
Bia chi

5 Hoa Sira, Phudng 7, Quan Phd Nhudn

4.3 Xoa tén noi gii van ban

. . LA . N A \ M xoa
Thao tac: Tai danh sach tén cac noi gui, Check chon vao dong can xo6a, va chon
Quén Ly Noi G&i Van Ban L
Q, Vui long nhap + Thém | [ Sira 0
Tén sb Email Bién thoai Bia chi
Trudng phang TVS lib.pscvietnam@gmail.com 02866834035 5 Hoa Sira, Phrdng 7, Quén Phu
Nhuan
Trudng phong E-Ofice eoffice@psctelecom.comvn 02866834035 5 Hoa Sira, Phwrdng 7, Qudn Phu
Nhuén
Trudng phong CNTT cntt@gmail.com 0286683054 5 Hoa Sira, Phurdng 7, Quéan Phu
Nhuén
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S€ c6 thong bao x&c nhan xoda.

Canh bao

Ban c6 chac chan mudn xéa cac Noi giFi nay khing?
Thoat

Thoat

Chon dé x6a noi giri hodc nguoc lai chon dé huy bo thao tac vira thyuc hién.



5 Thong ké
Mo ta: Chuc nang thong ké cho phép can bd lya chon moc thoi gian muon thong ké dé€ xuat ra dix
li¢u mong muon dang file excel. Tuy thudc vao biéu mau ma cach bo tri dir liéu khac nhau.
Tim kiém
Tén cau truy van
THONG KE BIEU MAU
SO DANG K¥ VAN BAN BI

SO DANG KY VAN BAN DEN

Téng 560 3 Cau truy van

Hoan tit./



