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Khéi Tao Ludng Trinh Ky Céng Vin Pi C6 Ap Dung Chir Ky S6

Thao tac: Chon menu Vin ban/VB dang xin s6. Sau 6, bAm Thém, xem hinh dudi day:

&E:Office =

Ap dung EO (14/06/2023 00:00) - Tir ngay 30-06-2023 toan bi

@ Bang diéu khién

£\ Nhic viéc Bthem | & ska | @ xoa
£ Céng viéc - 12023 X v Chon s8 van ban... v Vui long nhap.
i= K& hoach - $0, KY HIEU NGAY THANG i — i N i
VAN BAN YT TEN LOAI VA TRICH YEU NOI DUNG NGUO1 KY NO'I NHAI

B Vén ban ” Théng bao - V& viéc dé xuat mua sdm VPP cho

@ Vin ban dén phdng Pao tao quy 1 ndm 2024

File dinh kém: & Lé Trudn
9
< Vin ban di QDNTU 25/12/2023 File dinh kém: & Son
] File dinh kém: &
< VB dang xin sé

Tiép theo:

- Chon dling s6 van ban ma don vi mudn tao khéi tao.
- Nhap toan bo thong tin ctra s6 bén dudi: Bao gdm ca Nguoi ky, trich yéu, dinh kém dy thao
1 file word va file du thao bang .pdf. Sau d6 ky nhdy Ién file .pdf du théo.

Nam: 2023 o

S8 vén ban: V&n ban di Quyét dinh 2023 v S8 ky higu: QeNTU

Loai vén ban: Théng béo Bon vi soan: Phong Pao tao x

Ngay ky: 25/1212023 Ngui ky: Lé Trugng Son x

B Trich yéu: V& viés d8 xust mua sdm VPP che phong 40 tag quy 1 pim 2024

Thai han: ddIMMIyyyy M 6 mét: Binh thudng «  @Tinh chét: Binh thudng
File VB di: % nhap vao dé upload

1. Du thao lan 3.doc (100%) x
2. file 2.pdf (100%) | Ky s6 x

= 172 - 100% + | B &

................ CONG HOA XA HOQI CHU NGHIA VIET NAM
oo Die 1dp - Ty do - Hanh phic

=000

Sau khi ky nhay, hé thong sé sinh ra file ky s6 méi



- Xét trinh d¢ kha na ia Ong/B . ;A A A
cmmdpRanie e TR File ky s0 xuat hién

3. file 2_signed.pdf (100%) | Xem file | Ky s6 x

@ File dinh kém:
% nhap vao dé upload

Chon Nguoi s€ nhan phat hanh khi
& Noi nhan khéc: ludng cong viéc nay hoan tat

@ Tag van ban : Them tag

@ Tu két thic:

Luu Ngw&i nhan phat hanh Chuyén xtr ly

Chon ngudi nhian phat hanh:

Théng diép - Chon thong diép — v

Kinh chuyén xtr Iy

Ngudi nhén chd tri | Chon ngudi nhén Q| Chon phong Q
Phéng Co 6 vat chat x

Chon ngui xtr ly chinh

Ngudi nhén phéi hap | Chon ngudi nhén Q| Chon phéng Q
Chon ngui xtr Iy phéi hop

Ngudi nhén d€ bigt | Chon ngusi nhan Q| Chon phong Q

Phéng Dao tao x

o e A [l 4
A (13 2
— Bam “Luu
STT Ngudi nhdan/ phong ban S$6, ky hiéu Vai tro Mu'c do Han xur ly Ghi ck
1 Phéng Co s6 vat chét QBNTU Binhthuong v Xda

Q Dinh kém file: Nh3p vao diy dé upload

- Tét ca nhitng thong tin trén s& dugc hé thong tong hop lai cho Vin thw trudng phuc vu cho
budc tao cong van di va phat hanh vin ban khi ludng trinh ky niy hoan tat.

Tiép theo, chon “Chuyén xir Iy” dé chuyén ludng cho trwéng don vi dé xét duyét ndi dung

@ Tu két thic:

Nguw&i nhan phat hanh Chuyén xt Iy




Théng diép - Chon théng digp —

Kinh chuyén trudng dan vi xét duyét néi dung

Ngudi nhén cht tri | Chon ngudi nhén Q | Chon phéng Q

L& Van Hién x

i hﬁﬂ R H“‘ L "E i‘ chiph

Ngu8i nhan phéi hdp | Chon ngu@i nhén Q, | Chon phong Q

Chon ngudi x¥ ly phdi hop

Ngudi nhan dé biét | Chon ngui nhan Q, | Chon phéng Q,

Nguoi nhan dé biét
STT Ngudi nhan/ phong ban

1 L& Van Hién / Phéng Dao tao

% Dinh kém file: Nhap vao diy dé upload

50, ky hiéu Vai tro Mcrc do

QDNTU

Han xir' ly

1 khéi tao hoan tit

Chon Chuyén Vin ban

——

Ghi cha

Trang thai

Chua xem Xda

Chuyén van ban

Nguoi khéi tao xem lai va theo déi ludng trinh ky tai menu: Vin ban dang xin s6

- Nhép tryuc tiép vao trich yéu dé xem chi tiét bén trong. Néu sai thong tin, c6 thé check 6 dau
dong va stra lai thong tin.

L1 Nhic viec BThem  @sta
= Cong viéc - 2023
= K& hoach - 80, KY HIEU
' VAN BAN

Bi Van ban -

& Van ban dén

] Van ban di QBNTU

%] VB dang xin s&

i xoa
~ Chon s8 van ban.. v Vi lang nhap.
NGAY THANG ;
) TEN LOAI VA TRICH YEU NOI DUNG NGUOIKY
Théng bao - V& viéc dé xudt mua sam VPP cho
phang Baoc tao quy 1 nam 2024
File dinh kém: % L& Tron
g
251272023 File dinh kém: & Son
File dinh kém: &

NO1NHAN VAN BAN

o [

TRANG
THAI

NOINHAN

o NGOl TAO

Nguyén Quéc  Chua
Hung/Phong  cip s
Do tao

Sau khi khéi tao xong, ludng cong viéc nay sé dwoe luan chuyén tuin ty theo so' do sau :

Chuyén vién
khdi tao

Luuy:

Trwong don vi
Duyét noi dung

Van thu treong
Cap so - Pong dau
phat hanh

Trwong P.TC-HC
Duyét thé thuc

Ban giam hi¢u
Ky duyét

- Sai ¢ budc nao thi chuyén lai cho budc d6 thuc hién lai (Sai ndi dung du thdo, sai thé thurc,

)

- Néu ky sai thi s& ky lai tir dau, vi ky s6 khong x6a duoc.
- Quy trinh trén hoan toan co thé thay ddi tuy theo thuc té thuc hién tai don vi. Hé théng hoan
toan linh dong chay theo quy trinh thuc té.



