CONG TY CO PHAN CONG NGHE VSD VIET NAM
S6 35 Lang Ha, Phuong Thanh Cong, Ba Dinh, Ha Noi
Tel: (04) 62737300 — (04) 62737311 Fax: (04) 62737322 Email: contact@vsd.com.vn

TAI LIEU HZONG DAN SU’ DUNG

Hé thong “Quan ly Tai liéu lwu tri”




Huréng dan sir dung Hé thang Quan Iy Tai lidu hueu triv
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Huréng dan sir dung Hé thang Quan Iy Tai lidu hueu triv

I. Gigi thiéu chung:
> Hé théng Quan 1y Tai liéu luu trir 13 hé théng duoc st dung dé quan 1y, luu trix, bao
toan va phan phdi céac tai lidu cua t6 chic.
> Heé thong Quén 1y Tai lidu luu trit nham dén muyc tiéu lam viéc quan 1y thong tin trong
doanh nghiép tré nén dé dang hon thong qua viéc don gian hoa luu trit, bao mat va sir
dung. Nho do, mot t6 chuc s& duoc nhiéu loi ich nhu: hiéu suit gia tang, kha nang

kiém so4t tot hon va giam thiéu chi phi.

» Hé théng Quan 1y Tai liéu luu trir nham tin hoc hoa va thdng nhat cac hinh thic luu
trix, trao d6i, tim kiém, chia sé théng tin hd so trong to chic.

> Xay dung hé thong cac kho Ho so dién tir, khac phuc mét cach co ban tinh trang mat
mat, that lac ho so.

> Quan ly toan bd hd so cua phong ban, cuaa to chic.

Il. Piang nhap hé thong:

Pé dang nhap vao hé théng “Quadn ly Tai liéu lwu triv” nguoi st dung thao tac bang cac
trinh duyét web nhu: Internet Explorer, Chrome, Firefox....
Buwéc 1: Mo trinh duyét web va nhap vao dia chi cia may cha cai dat hé thong “Qudn Iy Tai
ligu luu tri”.
http://192.168.12.86:8080
hoic tén mién: _http://vnpti.vn:8080
Trong d6: 192.168.12.86 1a dia chi IP cua may chu cai dat hé thong

8080 la cong két ndi téi hé thong

Hozc: vnpti.vn 1a tén mién cua hé thong
8080 la cong két ndi téi hé thong
Buwéc 2: Sau khi nguoi st dung nhap dia chi caa hé théng trén trinh duyét, hé théng s& hién

thi cira s6 yéu cau dang nhap.
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Huréng dan sir dung Hé thang Quan Iy Tai lidu hueu triv

HE THONG
QUAN LY TAI LIEU LUU TRU

Ten dang nhap:

Mat khau:

L) Nhé mét khau

Pang nhap

Buwéc 3: Dién tén dang nhap va mat khau da duoc cung cap, chon nat “Pdang nhdp” dé vao hé

thdng.
l1l. Chirc ning ding chung:

1. Tra ctitu ho so

Ngudi sir dung c6 thé tra ciru hd so theo nhitng danh sach lya chon:

H& so theo don vi

H& s theo loai

H& sor theo co quan ban hanh
Tra ciru theo inh vure

Tra ciru theo ngay tac

Tra ciru theo Noi [ tri

Tra clru theo théxi han baoc quan

Tra clru theo ngay ban hanh

Buwéc 1: Chon loai danh s&ch can tra ciu. Vi du: Tra cieu ho so' > Hé so theo don vi.

Buwéc 2: Danh sach hod so theo don vi hién thi & Chon don vi can tra cau.
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Huréng dan sir dung Hé thang Quan Iy Tai lidu hueu triv

Danh séch hé so theo don vi Plu | Trwee | 1

NGAY TAO MAKY HIEU TEuet & NOT LUU TROF

» Ban Quan Iy duw &n Vién théng Quéc é - |

T
» Phéng Dw n

» Phéng Hanh Chinh Quan Tri

» Phéng Kinh doanh Hop tic Qudc té
» Phong Ké hoach

» Phéng Tai chinh - Ké toan - Thing ké
» Phéng Tin hoc

» Phéng Té chikc Can b - Lao ding

» Phong Vién théng

Buwéc 3: Nhitng hd so theo don vi dugc chon sé& hién thi, chon vao hd so can xem dé xem chi

tiét vé hd so.

Danh sich ho so theo den vi DA | Trwge | 1 | Sau | Cub

NGAY TAO M KY HEU & néust ¢ NOI LUU TROP

~ Ban Quan Iy dw 3n Vién théng Quéc 1é

22/08/2014 254/HSDA H3 so dur 4n ndng cp hé théng mang LAN cla Téng céng ty Ngan sé 2
-

» Phong D &n \

» Phong Hanh Chinh Quan Trj

» Phdng Kinh doanh Hop téc Qudc 1é

}» Phong Ké hoach

» Phéng Tai chinh - Ké toan - Thing ké

» Phdng Tin hoc

Thao téc twong tu Véi nhitng danh sach hé so khac.

2. Tim kiém nang cao:

Tai giao dién trang chu ciing nhu tai nhitng danh sach tra ciru hd so déu cho phép chon
chire ning tim kiém ho so nang cao.

- Tai trang chu: phia dudi 6 tim kiém = Chon muc Tim kiém nang cao

Tim kiém nang cao H

- Tai cac trang danh sach khac: Khi dang tra cttu hoic xem chi tiét mot hd so.
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H& so theo don vi

H& so theo loai

Hf so theo oo quan ban hanh
Tra clru theo [fnh vurc

Tra clru theo ngay tao

Tra ciru theo Noi luru trif

Tra clru theo thix han bac quan

Tra ciru theo ngay ban hanh

Tim kiém nang cao F

Nhap thong tin can tim kiém vao cac 6 tuong tng > Chon nut “Tim kiém” = Két qua

tim kiém s& hién thi phia dudi.

Tim kiém hd so'
Tiéu dé W6 0% g thong tinh cuoc MEIKY hiéu:
Loai hé so: =] Linh vic:
Co quan ban hanh: E Ngay ban hanh: =
Bon vi quan Iy: E Novi lwpu triv:
PAu | Trwée | 1 | Sau | Cudl
NGAY TAO MAKY HIEU TIEU BE CO' QUAN BAN HANH DON V| QUAN LY NO'I LU TRIF
10/09/2014 TH/BILLING H& so Dy &n Hé thdng tinh curde tap trung Céng ty Vién théng Quéc té Phéng Tin hot Phéng Tin hot
Bau | Trede | 1 | Sau | Cudi

3. Tim kiém toan viin hd so:
Hé thdng hd trg nguoi st dung tim kiém toan vin thong tin cua hd so, tim kiém theo noi
dung file gan kém 14 file c6 dudi dang txt, doc, docx, chuan pdf, xIs, xIsx.... Tai trang chu

hoic céac trang danh sach déu c6 6 tim kiém toan van hd so.
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Huréng dan sir dung Hé thang Quan Iy Tai lidu hueu triv

NGAY TAO

10/09/2014

THIBILLING

MAKY HIEU <

he thong tinh cuoc]

Tim kiém nang cao

TEupgE ¢

H& so Dur 4n Hé thdng tinh curde tap trung

Hoac tai cac trang danh sach khac.

IV. Qudn Iy hé so:

1. Tao méi ho so:

Khi nguoi ding duoc cap quyén tao ho so s& ¢ chirc nang Tao méi hd so.

Tao méi hd sor

Buwéc 1: Chon chirc ning “Tao mdi hé se” = Giao dién tao méi ho so hién thi > Nhap vao

thdng tin cua hd so, dinh kém file ndi dung cua hd so (néu ¢6), nhap néi dung caa hd so....

Hb sor
Hiéu chinh hd so (3

Tiéu dé no so”)
MAIKY hiéu: (%)
Linh vurc:

Ngay ban hanh:
Bon vi quan Iy:
Hiéu lrc ho son
S6 tor

Ngay nhap:

Tép ndi dung:

Ghi chii:

W& th3u du 4n cap quang cho cac don vi hanh chinh 2

23/HC2

Vién théng

11/00/2014 =]
Phang Hanh Chinh Quan Tri

Cén higu lye ¥

2513
271092014

Select files_.

4.Document GOV w1-2014091... (38KB)

BBDaotaoPM.doc (49K8)

Loai hd so

Corquan ban hanh:
Nguwoi quan ly:

Noi Itpu triF:

Thei han bao quan:
Hp (cap) st

Ngw&i nhap:

Hb so dau thau

Téng céng ty buru chinh vidn théng Viét Nam
Nauyén Tién Quang

Tu phéng hanh chinh

Tam thii

2

Nguyén Tién Quang

[Nang cap hé thong cap

Dinh kém cac vin ban lién quan (néu co)
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Huréng dan sir dung Hé thang Quan Iy Tai lidu hueu triv

- Wan ban lién guan
Théng bdo, kétludn = Vanbanbdsung = VAnbanhop = Van ban ludt
Choose File | Danhsachvsd.docx
Choose File | DSDaotac.doc
Choose File | help.pdf

Thém nhitng nguoi c6 quyén xem hd so.

Danh sach can b

= CAEELEDC, AT Chuyén vién BQLDA Hoang Thi Bach Yén
Théngbéo, kétludn ~ Vanbanbdsung  Vanbanhep = Van ban ludt L&nh dao BALDA L& Van Thanh
Choose File | st_852_pdftwo pdf Choaose File | No file chosen Choose File | No file chosen G\é'm :i,éc CE;’ Luon’g Xuan Truong
E— —_— —_— Phg giam doc Cly Nguyen Thanh Hwong
Chuyén vién P.Dir an == | | Nguyén Tién Quang
L&anh dao P.Dw an - Pham Ngoc Hoang
+ Chia sé hé so Nhan vién Quan tri —
Chuyén vién P Kinh doanh -
| Lanh dao P.Kinh doanh P
Mguyén Tién Quang Mguyén Thanh Huong Luong Xudn Truéng Pham Ngoc Hoang L& Vin Thanh Hoar Chuyén vién P"Ké ok @
- Lanh dao P.Ké hoach |

@ Chuyén vién TCKTTK

Lwuva thémméi || Luu lai

Sau khi d3 nhap ddy du thong tin can thiét chon “Luru lai” dé lwu hd so, chon “Luu va thém

méi” dé luu hd so va thém ho so méi khac.

Lwru va thém mdri

2. Hiéu chinh ho so:

Nguoi st dung mudn chinh sira hd so da nhap hoic chia sé ho so da nhap thi chon ma chi

tiét ho so = Chon chirc nang “Higu chinh”.

Thém mdi Hiéu chinh | Xoa
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Huréng dan sir dung Hé thang Quan Iy Tai lidu hueu triv

Thay d6i c4c thdng tin can chinh sira, thém ngudi Xem tai phan chia sé hd so. > Chon “Luu

lgi” hodc “Luwu va thém maoi”.

Lwu va thém mdri Xoa

3. X6a ho so:

Mg chi tiét ho so can x6a va chon vao chitc niang “X6a” dé xoa ho so.

Thém mei Hig&u chinh Xoa

4. Xem lich sir thay doi cia ho so:
Khi nguoi sir dung thém file dinh kém, x6a file hoic chia sé hd so cho ngudi khac xem,
hé thng sé Iuu lai lich st thay doi cia ho so.

- Mo chi tiét hd so dé xem lich sir thay doi.

Ho so
H& s0 Dir dn Hé thdng tinh cuée tap trung

Tiéu @& hd sor(*) HO so Dy &n HE théng tinh cuwrée tap trung

Ma/Ky higu: (*) TH/BILLING Loai hé so: Hb so Dy 4n
Linh vwre: Céng nghé théng tin Co quan ban hanh: Céng ty Vién thdng Quéc &
Ngay ban hanh: 01/01/2000 Ngurévi quan Iy fdsa
Bon viquan Ij: Phang Tin hoc Novi leu triF: Phona Tin hoe
Hiéu lwc hd som Con hidu Iy Théi han bdo quan: 20 Nam
Sé o 320 Hép (cép) s6: 10
Ngay nhap: 10/0%/2014 Mguwéri nhap: MNhan vién Quan tri

Tép ndidung: VBG.pdf

Ghi cha: TH thir cap nhat

- Cira sb giao dién lich sir thay d6i hién thi.
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Huréng dan sir dung Hé thang Quan Iy Tai lidu hueu triv

Lich sik thay ddi
16/09/2014 15:54:38: Nhan vién Quan tri bé chia s& tai liéu ddi véi Chuyén vién P.DAU tu phét_trién (dtpt_cv)
16/09/2014 15:54:39: NhaAn vién Quan tri bé chia sé tai liéu ddi véi Linh dao P.DAU tw phat trién (dipt_ld)
16/00/2014 15:54:40: Nhan vién Quan tri bé chia sé tai lidu ddi véi admin vsd (CN=AdmMInVSDIO=com/C=VN)
16/09/2014 15:54:57: Nhan vién Quan tri bé chia sé tai liéu ddi véi Linh dao P.Vién thdng (v_ld}
16/09/2014 15:54:53: Nhan vién Quan tri bé chia s& tai liéu déi véi Chuyén vién P.Vién théng (vi_cv)

V. Qudn ly danh muc hé thang:

Tay thudc vao quyén han caa ngudi sir dung ma hé théng s& hién thi cac chirc ning danh
muc ding chung hoic danh muc riéng cua hé thong. Mot sé6 danh muyc sé duoc quan Iy theo
don vi, nhitng danh muc ding chung thi tit ca nguoi dung ¢ quyén nhap hd so déu co thé
nhin thay con nhitng danh muc riéng quéan 1y theo don vi thi chi don vi cap nhat mai c6

quyén nhin thay danh muc do.

1. Danh muc Can bg:

Quan tri hé théng c6 quyén thém, stra, x6a, phan quyén cho can bo.

- Chon Menu “Quadn tri” = chon Can bg - chon chirc nang “Thém mgi”.

P /NS e THONG QUAN LY TAILIEU LUU TR Traciruhdso ~ | Quantri ~

Phang ban, donvi

Linh vurc

Loai hd so

5

Thém mei 1

Thixi han bao quan

Danh sach can b A

N Iuru tri

TEN HE THONG & Cépco quan NTHL & GIONTINH &
S Cw s s Co quan ngoai

w Ban Quan Iy duwr an Vien thong Quoc ré o

Wan ban lién quan
balda_cv Chuyén vién BQLDA MNam

bqlda_ld L&nh dac BQLDA Mam

Cap nhat tén hé thong, tén day da, phong ban, phan quyén cho ngudi sir dung.
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Huréng dan sir dung Hé thang Quan Iy Tai lidu hueu triv

Tén hé thong | |buithithuc =
Tén hién thi | |Biii Thi Thuc

Gidvi tinh [Ng- v

Phdng ban [Ph.jng Dhy 4n v

Ghi cha

Font - Size - B [F] b & A -
22 A & B EH= O

" Quan tri hé thdng
! Quan tri danh muc
|| Mhap hé s phong ban

|| Mhap hé s cor quan

L Lanh dao don vi

Lanh dao coe gquan

¥em toan bé hd so

Chon “Luu” hodc “Lwu va thém mdi” d¢é luu thong tin ctia can bo.
Miéu ta quyén:
- Quan tri ha théng: CAp cho can bo quan tri toan hé thdng (quyén nay co thé thém can bo,
phan quyén cho céan bo)
- Quan tri danh muc: Cap cho c&n bd quan tri hé théng va ngudi ¢d quyén nhap hd so cia
toan co quan (quan Iy toan bo danh muc dung chung cua hé théng)
- Nhap hé so phong ban: Cap cho can bo nhap toan b hd so cua phong ban.

- Nhap hé so co quan: Cép cho céan bo nhap toan bo hé so cla co quan.
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- Lanh dao don vi: Cép cho 1anh dao phong ban.
- Lénh dao co quan: Cap cho lanh dao co quan.
- Xem toan bé hé sox CAp cho ngudi ¢d quyén xem toan bo hd so ctia co quan.

- Statoan bé hé so: CAp cho ngudi ¢ quyén sira toan bo hd so trén hé théng.

2. Danh muc khac:

Nguoi st dung c6 thé thém mai, sira, x6a cac danh muc ma minh ¢ quyén thao téc.

2.1. Thém méi:

Dé thém mot danh muc méi chon vao phan danh muc can thém = Chon chtic ning “Thém

mai”.

Danh sach linh virc
TENTAT & TEN pAY B0
CNTT Cdng nghé thdng tin
LVDA Linh vire cia phong dur an
LVKD Linh virc cia phang kinh doanh
QLDA Quan Ij duwr an
TCKT Tai Chinh - Ké todn - Thing ké
VT Vién théng
DT BAu 1w Phét trién

Giao dién cap nhat thong tin hién thi, dién day du cac théng tin can thiét.
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Huréng dan sir dung Hé thang Quan Iy Tai lidu hueu triv

Linh vuwc
Thém mdi linh vure

Tén tat |t

Tén day di |Vién théng

Phong ban | Toan co quan v

Toan oo quan .

[ i S Ban Quan Ij dy An Vien thdng Quoc te

wu va thém mci wu LAnh dao Céng ty _ i
Phang D an Ch@”,ﬂ‘][‘ vi
Phéng Hanh Chinh Quan Tri g quan Iy
Phéng Kinh doanh Hop tac Qudc t&
Phéng Ké hoach
Phéng Tai chinh - K& todn - Thang ké
Phéng Thanh todn Quédc t&
Phang Tin hoc
Phéng Tiép thi Ban hang
Phang Té chirc Can bé - Lao dang
Phéng Viénthéng
Phéng Bau tur Phat trién

Chon “Luwu” hoac “Lwu va thém maoi”.

2.2. Chinh swa:

Chon mé chi tiét danh muc can chinh sra = Chon chuc ning “Hiéu chinh”

Linh vuwec
Linh vurc: Vién théng
Tén tat VT
Tén ddy dd Vién théng

Phdng ban

Lwu va thém mdi

Hiéu chinh Xoa

Thay d6i théng tin can chinh stra, chon “Lurn” dé luu thong tin vira thay doi, chon “Luu va

thém méi” dé luu thong tin vira thay doi va thém danh muc méi.
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Lwu va thém mdi Luru Xoa

2.3. Xoa:

Chon mé chi tiét danh muc can x6a > Chon chtic nang “X6a”. Hoic ciing c6 thé x6a danh

muc tai danh sach bang céach tich chon vao danh muc can x6a > Chon nut “X6a”.

Thém mai Xoa
Danh séach linh vrc
TENTAT & TEN BAY BU &
CNTT Cdng nghé thénag tin
LVDA Linh vurc cla phéng du dn
LVKD Linh vurc cda phang kinh doanh
QLDA Quan Iy du an
TCKT Tai Chinh - Ké todn - Théng ké
wT Vién théng
DT Bau tr Phat trién

3. Thung rac:

Nhitng ho so di xoa s& khdng x6a hoan toan khoi hé théng ma sé duoc dua vao thung rac, chi
ngudi c6 quyen quan tri hé théng méi thay duoc chire ning thung rac. Tai chirc ning thung
rac ngudi quan tri hé théng c6 thé khoi phuc lai hd so di x6a hoic x6a hoan toan hé so khoi
hé théng.

Buwéc 1: Vao Menu Qudn tri & Chon Thung rac = Danh sach hd so da x6a hién th.
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Traciruhdose ~  Quantri -~

Can bd

Fhang ban, don vi
Linh e

Loai hd so

Thixi han bao quan
M [ trif

CAp cor quan

Co quan ngoai

Wan ban lién quan

|Th£|n§| rac |

Buwéc 2: Tich chon hd so can x6a hoan toan khoi hé thong hozic H6 so can khdi phuc.

Xéa | | Khéi phuc
NGAY TAQ MAKY HIEW & TEupE & DONVIQUAN LY &
16/09/2014 234 hoso1 Fhéng D an

Buéc 3: Chon “X6a” dé x6a hd so hoan toan khoi hé théng, chon “Khéi phuc” dé khéi phuc

lai hd so ma nguoi str dung da x6a tam khoi danh sach.
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