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I. Gigi thiéu chung:

H¢ thong “Qudn ly van bdn va diéu hanh” dugc xay dung nham muc dich quan ly toan
bo van ban di, van ban dén, du thao, ho so....., giam thiéu chi phi photo in an tai li€u, phuc
vu muyc dich diéu hanh cua lanh dao, giao viéc, giai quyét cong viéc, thong ké bao cao vé tinh

hinh xtr Iy van ban, theo doi qua trinh xur Iy van ban va giai quyét cong viéc cua toan co quan.

Il. Piang nhap hé thong:

Pé dang nhap vao hé théng “Qudn Iy vin ban va diéu hanh” nguoi sir 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 chu cai dat hé thong “Qudn Iy vin
bén va diéu hanh”.
http://192.168.12.86:8080

hoac

http://hscv.vsd.com.vn:8080
Trong d6: 192.168.12.86 1a dia chi IP ciia may chi cai dat hé thong
8080 la cong két ndi téi hé thong

Hodc: hscv.vsd.com.vn 1 tén mién cua hé thong

8080 la cong két ndi téi hé thong
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Buwéc 2: Sau khi nguoi st dung nhap dia chi ciia hé thong trén trinh duyét, hé théng s& hién
thi cira s6 yéu cau dang nhap.

HE THONG QUAN LY VAN BAN VA DIEU HANH

DANG NHAP HE THONG

Tén dang nhap: |
Mat khau:

[ Nh& mét khdu

Ddng nhap

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

I1l. Chirc nang diung chung:
1. Tra ctru van ban:

1.1. Vin ban dén:

‘ Trang cha 1‘ XUF Iy cong viec 1 “an ban di ‘ Quan tri ‘

Tai phan “Vién bdan dén” nguoi st dung co thé tra ciru vian ban dén theo nhing danh sach
sau:
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vAn ban dén trong ngay

Toan bé van ban dén

Van ban theo ngay dén

“an ban theo ngay ban hanh
Wan ban theo co quan ban hanh
Wan ban theo loai

Wan ban theo [inh v

() (M (@ (@ (0 0 O

van ban dén theo sb

1.2. Van ban di:

k Trang chil 1 Van ban den 1 X[ Iy cdng viec \A 1 Quan ri ‘

Tai phan “Vién bdn di” nguoi st dung co thé tra ciru van ban di theo nhitng danh séch sau:

[E] Vvan ban di trong ngay

[E] Toan bd van ban di

[E] van ban theo ngay kj

[E] Van ban theo nguwi ky

[E] Van ban theo ngay ban hanh
[E] van ban theo don vi soan thao
[E] van ban theo nguéi soan thao
[E] van ban theo loai van ban

[E] Van ban theo [inh virc

[E) Van ban theo ddi hdi bio

[E] van ban ditheo 50

1.3. Van ban dw thao:

. . s i LY Sa— ~ Fi . o .
Trang chu Yan ban den Xir ly cong viec Yan ban di Quan tri ‘
A e [ A [xewcongvige| £ £

Tai phan “Xi# Iy cdng viéc” ngudi str dung co thé tra ciu “Vin ban du thao” tai

LR Hoso | YéuciuMdéxuat  Thong ké

Thir Hai, Ngay 22 thang ¥ nam 2013
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theo nhirng danh sach sau:

Toan bd van ban dw thao

Dur th3o theo thivi gian tao

D thao theo don vi soan thao
D thao theo nguwdi soan thao
D thao theo ngurdi ky

D thao theo trang thai

1.4. H6 so:

. . s i LY Sa— ~ Fi . o .
Trang chu Yan ban den Xir ly cong viec Yan ban di Quan tri ‘
A e [ A [xewcongvige| £ £

Tai phan “Xa Iy cong viéc” ngudi sir dung cd thé tra ciru “Hé so” tai

VAn ban du thao Yéu cAuldé xuat

Thir Hai, Ngay 22 thang 7 nam 2013

theo nhirng danh sach sau:
Toan bd ho so

Hb so theo ngdy tao
Hb so theo ngudi tao

1.5. Yéu cau/dé xuat:

k Trang chi ‘ vian ban dén \L ; Wan ban di ‘ Quan tri ‘

Tai phan “Xi Iy cong viéc” nguoi str dung co thé tra ciru “Yéu cau/dé xudt” tai

vanbandrthao Hiso REREILEPUEIE Thong ké

Thir Hai, Ngay 22 thang 7 nam 2013
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theo nhirng danh sach sau:

Toan b6 yéu cAu/dé xuat

Yéu cauldé xuat theo ngdy tao
Yéu cau/dé xudt theo ngudi tao
Yéu cauldé xuat theo ngudi xi I
Yéu cAuldé xudt theo trang thai

2. Tim kiém vin ban theo tiéu chi:
Tim kiém van ban di, van ban dén, vin ban du thao, hd so, Yéu cau/dé xuit theo céc tiéu

chi lya chon tai cAc muc churc nang tuong tng khi ngudi stir dung thao tac.

2.1. Vin ban dén:

Buwéc 1: Tai phan chtic ning bén trai, ngudi sir dung chon chirc niang “Tim Kiém véin ban”

[E] Vvan ban dén trong ngay

[E) Toan bd van ban dén

[E] Van ban theo ngay dén

[E} Van ban theo ngay ban hanh

[5] van ban theo co quan ban hanh
[E “van ban theo loai

[E “an ban theo linh v

[E] van ban dén theo sb

§ Tim kiém van ban

Buwdéc 2: Dién tiéu chi can tim kiém = Chon nat “Tim kiém”
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TiM KIEM, TRA CUPU VAN BAN DEN

Van bandén  Nam hién tai v

Sbikj hiéu Co quan ban hanh
Trich yéu

sé dén tir dén

Ngay dén dén

Ngay ban hanh dén

a . PR =l = o
Linhwwe |Cdng nghé thong tin Q‘} Loai van ban

2.2. Van ban di:
Thao tac twong ty nhu tai phan tim kiém & vin ban dén

Wan ban theo ngay ban hanh
Wan ban theo don vi soan thao
Wan ban theo ngwi soan thao
Wan ban theo loai van ban

Wan ban theo linh vure

Van ban theo déi hdi bio

Vin ban di theo sb

« Tim kiém van ban

Dién cac tiéu chi can tim kiém > Chon nat “Tim kiém”

TiM KIEM, TRA CUFU VAN BAN BI

van ban di | Nam hién tai v

Sdlky hiu VB

Trich yéu

56 theo sé tir dén
Ngay kj tir dén

Ngay ban hanh tir dén
Linh v L,_E“} Loai van ban

1

&l

1 [ (&8

61 ==
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2.3. Van ban dw thao:

Toan bd van ban du thao

Dur thao theo thivi gian tao

D thao theo don vi soan thao
D thao theo nguwéi soan thao
D thao theo ngurd ky

Dur thao theo trang théi

x-\ Tim kiem van ban duw thao

Duwr thao da xoa
Dién céc tiéu chi can tim kiém > Chon nat “Tim kiém”

TiM KIEM, TRA C(FU VAN BAN DUIF THAO

Van ban dir thao | Nam hién tai

W
Ngay soan tir dén
Bonvi soan E MNauwréi soan QE‘@
Loai van ban E Linh wic E
Nguriri Ky E Trang thai Toan b§——— W
Trich yéu
[Fmcin]

2.4. HO so:

Toan bd hd so
Hb sor theo ngdy tao
Hb sor theo ngui tao

C§ Timkiém hd so

Hé so d4 xda

Dién céc tiéu chi can tim kiém > Chon nat “Tim kiém”
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TiM KIEM, TRA CUPU HO SO

HO so | Nam hién tai v
Nagay tao tir = dén =]
Kj hiéu ho sor Mgurévi tao ho so E
[
Tiéu dé hé sor
A A A Ag.
2.5. Yéu cau/deé xuat:
Toan bd yéu cau/dé xuat
Yéu cauldé xuat theo ngay tao
¥éu cau/dé xudt theo ngui tao
Yéu cau/dé xudt theo nguwdi xiF I
Yéu cau/dé xuat theo trang thai
« Timkiém yéu cau/dé xuat
bién céac tiéu chi can tim kiem = Chon nat “Tim kiem”
TiM KIEM, TRA CUFU YEU CAU/BE XUAT
Yéu cAu/dl xudt | N3m hién tai v
Ngay tao tir | = dén =
Nguéi tao L_Ed NoU yéu cauidé xuat L_EJ
Mg xiF I L_EJD Trang thai Toan b—— W

N&i dung yéu cAuidd xuit

3. Thong ké viin ban:

3.1. Vin ban dén:

Théng ké van ban dén gom cé 2 chirc ning:

3.1.1. Théng ké danh sach:

Buwéc 1: Tai phan van ban dén = Chon chirc ning “Théng ké”

Buwéc 2: Chon muc “Théng ké danh sach”

Buwéc 3: bién tiéu chi can thong k& > Chon céc chirc nang twong Gng:

- Xem théng ké: Xem danh sach théng ké vin ban dén theo cac tiéu chi da lya chon.
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- Xuat ra Word: Xuat danh sach théng ké vin ban dén ra Word.

- Xuét ra Excel: Xuét danh sach thong ké vin ban dén ra Excel.

¢ can thyc hién | REIETE

Thir Hai, Ngay 22 thang 7 nam 2013

Théing k&, bao cao

Théng ké danh sach | Théng ké sé Irong

w Vin ban dén

~ XiF Iy vdn ban dén
% Vao sb van ban dén

S| Van ban qua mang (0}

Ngw&i ding: Van thi The | BAi matkhdu | Thoat

THONG KE DANH SACH VAN BAN BEN

L Noay dén tir =1 dén =
=, Xir I thay . = - =
. Loai van ban Q Linh wure Q
S Baocaovalnsd
Phéng ban x¥ Ij | ——Chon phéng ban—— |« Nguri X I Chon can b———| v
VA ban aén rong ngay D6 mat [Thubng ©E Bé khan [Thuimg &
Toan bd van ban dén Co quan ban hanh ﬁ Trang thai Toan bg—————— v

Van ban theo ngay dén
B
Vin ban theo o quan ban hanh

4n ban theo ngay ban hanh Xem théng ké | | XuétraWord || Xudt raExcel ﬁ—

3.1.2. Théng ké s6 hrong:

Thao tac twong ty nhu chirc ning théng ké danh sach:

FENNTN Thong ké

Thir Hai, Ngay 22 thang 7 nam 2013

w Vin ban dén Théing k&, bao cao

+ Xir Iy vén ban dén

< Vao sb van ban dén

Théng ké danh sich | Théng ké sé lrong

THONG KE SO LIFONG VAN BAN DEN

| Van ban qua mang (0)
® Thang | Thang 7 ndm | 2013
| Xir If thay ne *
. Oquy Quy2 v nam 2013
S Bdocdovalnsd . = L
) Ngay aén tir den
Phong ban xi¥ Iy ——Chon phong ban—— v Ngeri xiF Iy

Van ban dén trong ngdy
Toan bé van ban dén
Van ban thea ngay dén

Xemthéng ké | | XuitraWord | XudtraExcel *—

[®) van ban theo ngay ban hanh

3.2. Van ban di:

3.2.1. Thong ké danh sach:

Thao tac twong ty nhu phan vin ban dén.

Chon can bg——

Nguwdi ding: Van thi Thy | Béi matkhdu | Theat

(‘ﬁ
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Théng ké

Thir Hai, Ngay 22 thang 7 nam 2013

# Théng k8, béo cao

~ XUr Iy van ban di

% | vao s van bandi

Vin ban di

Théng ké danh sach

Théng ké sd lugng

THONG KE DANH SACH VAN BAN Bl
| V&n ban ché ban hanh (0)

- . Nody j ti ] dén
S| Van ban chua glFi {0) =
) Ngay ban hann tir =] aén
| Bdocdovainsd L. = .
Loal van ban (i Linh vire
/4n ban di trong ngy Ngui ki (r Sn vi soan thao | —Chon phéng banidon vi—
Toan bd van ban di Ngutri soan thao Chon can bd——— | v | Tinh trang hdi bao
/an ban theo ngay ki 06 khan

El

/an ban theo nguai ky

van ban theo ngay ban hanh

” Xem théng ké H Xuét ra Word || Xuét ra Excel F

/an ban theo don vi soan thao

3.2.2. Théng ké s6 lwong:

Ngui diing: Van thi Thrr | ©6i mat khau

H|EE!

Thodt

Thir Hai, Ngay 22 thang 7 nam 2013

w Théing k&, bao cao

~ Xir Iy vdn ban di

S| Vao sb van ban di

Vén ban di

Théng ké danh sich

Théng ké s lirong

THONG KE SO LIFONG VAN BAN Bl
% Van ban ché ban hanh (0)

® Thang Thing7

Nguiri diing: Van thi Thir | DA mat khdu

nam | 2013
= Van ban chira ati (0)
. Oauy | Quj2 nam | 2013
S Baocaovainsd . =
O T ngay den
Van ban di rong ngy Phéng banidon vi theo déi héi bao | ——Chan phéng ban— Ngurési theo doi | Chon can bo—— ]

Toan bd van ban di

) o ” Xem théng ké | | Xuét ra Word ‘ ‘ Xuét ra Excel %
in ban theo ngay ky

/an ban theo ngui ky

3.3. Van ban du thao:

Buwéc 1: Chon phan vin ban du thao & Chon muc “Théng ké”

Buwéc 2: Dién cac tiéu chi can thong k& > Chon chirc ning.

Van ban du thao Ho

Buidé xust

Thoat

Théng ké

Théng ké vén ban dr thao

Thir Hai, Ngay 22 thang 7 ndm 2012

#

Xir Iy cong viec

THONG KE DANH SACH VAN BAN DIf THAO

= Du thao chir xi¥ I (0)

Nagay soan tir dén E
= Dy thdo chi phdi hop (0) EeETEET @ Nau@i soan iR
i | 2 |
% Du thao dang thuc hién (0) Loai v ban B Linh e [
. u o a0 — B resni—an— 5

= Dy th3o d3 hodn thanh

|| Xem théng ké | | Xudtraword || Xudt ra excel P

Ton bé van ban du thao

Naguréi diing: Van thi Th | Ba&i mét khdu

Thoat
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3.4. Yéu cAu/dé xuit;

Vanbandwthdo Héso  Yéucluddxudt RIS

Thir Hai, Ngay 22 thang 7 nam 2013 Nguii dung: Van thi Thir | B&i mét khdu | Thodt
A Xir Ij cong viéc Théng ké yéu cAu/dé xuat
THONG KE DANH SACH YEU CAU/DE XUAT
| Tao méi yéu cAu/dd xudt =
Ngéy tao tir aén =]
b Yéu caulde sust chir 1 (0) Nguoitae @ Nguoi yéu cau/de xust @
| Yéu cauidé xuat chua giri (0) Ngudi xir If @ Trang thai Toan bg—— v

S Yéu cAuids xust dang thue hién (0) | — Tk —Tor :
em théng ké udt ra wort it ra excel b

| Yéu cAuidé xuat hoan thanh (0)

IV. Qudn tri danh muc:

Vin thu va Quan tri hé théng c6 quyén cap nhat cac thong tin danh muc ding chung cho
toan bo hé théng, thdng tin danh muc 1a nhimg thong tin du ra hozc dau vao caa hé thong.
1. S6 vin ban:

Nguoi sir dung c6 thé thém méi, chinh stra hoac x6a danh muc s6 vin ban, s6 vian ban gidp

van thu quan 1y van ban theo s6 dén hoic di.

1.1. Thém méi:
Buwéc 1: Tai phan “Quadn tri” chon chirc ning “Quadn tri danh muc”

Buwéc 2: Chon chirc ning “Sé vian ban” & bén trai & Chon nat “Thém méi”

Quan tri danh muc

Thir Ba, Ngay 23 thang 7 nam 2013 Ngu#i diing: Van thi The | D& mat khdu | Thoat
3 Quan tri danh muc Danh sach sb vin ban Tim kiém &
Xéa <<Trangdéu | <Trangtwéc | 1 | Trangsau= | Trang cudi>>
TEN TAT TEN BAY B0 BON VI

& Loaivanban ~ 86 van ban d

& Linh wue van ban Cap2012 S6 quyétdinh Phéng hanh chinh téng hop
& Ky hiéuvan ban Cowr S théng bac Phang van thu lwu trii

& Cépcogquan Cscnol $6VB Bi Nguyén Phéng hanh chinh téng hop
& Co quan ngoai Coi2o12 8évan ban di Phang hanh chinh téng hop
&, DO mat CoiseL Sé van ban di BOL Phang 1 Ban QL CNTT

% D& khin Oorrr Sévanbandi TT Phéng van thu luu tri

ghy Chic vy Osooiap sddiAD Phéng hanh chinh téng hep
g Noay nghi Ospat $6.dinéi bd BAL Phéng 1 Ban QL CNTT

Buwéc 3: Giao dién thém méi s6 vin ban hién thi, dién céc thdng tin can thiét > Chon “Luu”
dé luu lai théng tin vira cap nhat, chon “Luu va thém mdi” dé luu thong tin va mé ra giao

dién thém mai s6 van ban.
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Tén tat:
Tén day di:
Loai sd
Bon vi:

La sd méc dinh:

4 Lwu va thém mei (1 Luru I

1.2. Chinh swa:

Ban phai nhdp vao ndi dung nhifng trrirg ddnh dau (%)

cvdi2012 ™

56 cong van di 2012 *)

S van ban di

[+]

- - — trurc thude
Phong hanh chinh tong hop

Baon vi ma van thuw

Buwéc 1: Tai danh séch s6 van ban, nguoi sir dung chon vao s6 vin ban can chinh sira.

Thém méi Xoa Trang 34 Tr U
# TENTAT TEN BAY B0 DON VI
~ Sd van ban di

Clabzn12 S0 quyét dinh Phéng hanh chinh téng hop
Clowr $6 théng bao Phéng van thir I trie
Clscol S6 VB Bi Nguyén Phong hanh chinh téng hop
Ooizo12 58 véin ban di Phéng hanh chinh téng hop
Fpipal 56 van ban di BaL Phéng 1 Ban QL CNTT
Clomr Sévanbandi TT Phéng van thu luu tri
F1s0DIAD 36.di AD Phaéng hanh chinh tdng hop
HspoL 56 di néi bo BQL Phéng 1 Ban QL CNTT

Buwéc 2: Tai giao dién xem chi tiét chon nut “Chinh si#a”

Téntit QD2012

Ténday di: 56 quyét dinh

La s6 méc dinh:

Loai s0:

Bon vic

54 van ban di

Phong hanh chinh téng hop

Thém mi Chinh sira Xoa
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Buwéc 3: Chinh sira lai théng tin &> Chon nut “Luew” dé Iuu théng tin vira chinh stra, chon

“Luwu va thém méi” dé luu thong tin vira chinh sira va thém méi s6 vin ban.

Ban phai nhap vao ndi dung nhifng trréng danh dau (%)

Téntat |gpagiz i
Tén day du: 5é quyét dinh i

Loai s&: [ g4 yan bana [

BonVE | phang hanh chinh téng hop [~

La s6 mac dinh: A

ﬂ Lwu va thém mdri Luwru | Xoa

1.3. Xoba:

Buwéc 1: Tai danh sach s van ban, tich chon vao sé vin ban mudn x6a = Chon “X6a”

Thém m&i << Trang dau | < Trang trudc 1 Trang sau > | Trang cudi=»

#  TENTAT TEN BAY BU BON VI

~ S6vinban di

S0 quyét dinh Phéng hanh chinh tdng hop
S4 théng bao Phdng van thuw I triy

S8 VB Bi Nguyén Phong hanh chinh téng hop
58 van ban di Phéng hanh chinh téng hop
S van ban d BaL Phdng 1 Ban QL CNTT
Sdvanban di TT Phdng van thuw luu triy
56.diAD Phéng hanh chinh tdng hop
56 di néi bd BaL Phong 1 Ban QL CNTT

Buwéc 2: Giao dién thong bao hién thi > Chon “OK” dé x6a, chon “Cancel” dé huy thao tac.

Ban cé chac mudn xda sd da chon khéng?

ﬂ oK | | Cancel
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2. Danh muc khéc:

Toan b nhitng danh muc khéc thao tac twong tu nhu danh muc s vin ban véi cac chirc

nang thém méi, chinh stra, x0a.
V. Qudn tri h¢ théng:

1. Phong ban/don Vi ngi bo:
Nguoi st dung 6 thé thém mai, chinh sira, x6a phong ban/don vi, tai myc nay ¢ thé

thém cac don vi cip 2 hoac cap 3.

1.1. Thém méi:
Buwéc 1: Tai phan “Qudn tri”, chon muc “Quadn tri hg théng”, chon chitc nang “Phong

ban/don vi ngi bg”. 2> Chon “Thém mai”.

| & Phong ban/don vi ndi bé | TEN TAT TEN DAY BU
&, Danh sach cdn bd LlLpus Lanh dac UBND
&, Nhém ngubi diing va quyén [CJLBUBND Lanh dao UBND huyén
= Cauhinh hé théng [(JLDVPUB Lanh dao VPUB
| LT ClpcT Phéng Céng thurong

Buwéc 2: Giao dién mai hién thi, dién thong tin cho don vi noi bo.

- Néu 1a don vi noi bo cap 1:
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Ban phai nhap vao ndi dung nhifng trrérng danh dau (%)

Téntat |[PNV *)
Tén day di:  |Phéng ndivu *)
Tén cép cha: (=]

[C] sir dung nhw mét den vi cap con (Bon vi ¢6 van thir riéng, sir dung va quan I 54 van ban riéng )
Mgwivi nhan van ban: | Trudng phong NV |Z|

54 KH Ban hanh:

Bia chi:

- Néu la don vi cap 2 tro di:

Ban phai nhap vao néi dung nhifng treéng danh dau (%)

Téntat [TTTH *)
Tén day dd: | Trung tAm tin hoo *)
Tén cép cha: [=]

Sir dung nhwr mét don vi cap con (Bon vi o6 van thur riéng, s dung va quan 1 56 van ban riéng )
Nhém nguwéi ding (Cac nhdm teong eng w&i vai trd nhur Lanh dao, Van thuw, Chuyén vién ... cla don vi)

HSCV Chuyén vién TTTH,HSCY Lanh dao phéng TTTH,HSCY Lanh dao

TTTHNVan thr TTTH
Lanh dao phan x Iy (mac dinh): Cac nhém quyén trong
Giam dbe 1T |zl| wng cua don vicapn
Ngurévi nhan van ban: | Vanthe TTTH [=]

Buwéc 3: Chon “Luen” dé luu thong tin, chon “Luu va thém mdi” dé luu va thém mot don vi

noi bo khac.

1.2. Chinh swa:

Buwéc 1: Tai danh sach don vi ndi bo, chon ma tryc tiép don vi muén chinh sta.

Buwoc 2: Chon nut chirc nang “Chinh sia”.
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Téntar: PNV
Tén ddy @i: Phong ndivu
Tén cép cha:
SiF dung nhir mét don vi cdp con (Bon vi ¢d van thr rigng, s dung va quan If s4 van ban rigng )

Ngwdi nhan van ban:  Tredng phong NV

S6 KH Ban hanh:
Bia chi:

bién thoai:

Fax:

Ghi chi:

e [ Lo im ] o

Buwéc 3: Chinh sira thong tin, chon “Lun” dé luu théng tin da chinh sta, chon “Lueu va thém

mdi” dé luu va thém mot don vi ndi bo khac.

1.3. Xoba:

Buwdéc 1: Tai danh sach don vi ndi b, tich chon vao don vi can xéa.

ElLpTT Lanh dao trung tam
PCNTT Phang cdng nghé théng tin
=Ry Phang van thr [ru trir

Thém méi

Buwéc 2: Chon “X6a” dé x6a don vi ndi bo da chon.

2. Danh sach can bg:

2.1. Thém meéi:

Buwoc 1: Tai “Danh sach can bg” chon “Thém mai”.
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Thém mdi Xoa Cép nhit hd so ca nhin

Buwéc 2: Pién thong tin: Tén dang nhap, Tén tit, Ho tén, Phong ban/don vi, chic vu....

Ban phai nhap vao ndi dung nhifng trréng danh dau (%)

Tén dédng nhap: || Chon

Tén tat:
Ho tén:
Gidvi tinh: @ Nam © Nip
Ngay sinh: =]

Bia chi:

Bién thoai:
Email:
Website:

Phdng ban/don vi: E

Chirc vu: E

Lwu va thém mdai Luwru

Bwoc 3: Chon “Luu’” hoac chon “Luwu va thém maoi”.

2.2. Chinh sira:
Buwéc 1: Tai “Danh sach can bg” chon ma truc tiép can bo mudn chinh sta.

Buwoc 2: Chon nit chie nang “Chinh sira”.

Thém mdi Chinh sira Xoa Thém nguwdri ding vao nhom
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Buwoc 3: Chinh sira thong tin can b, chon “Luu” hoac “Luwu va thém maoi”.

2.3. Xoa:

Tai “Danh sach can bé”, tich chon cén b can x6a, chon nat “X6a”.

2.4. Thém ngwaoi dung vao nhom:
Chire nang nay dé thém nguoi ding vao mét nhom da cé.
Buwéc 1: Tai “Danh sach can bé”, chon mé truc tiép can bo can thém vao nhom.

Buwoc 2: Chon “Thém ngwoi dung vao nhém”.

Tén dang nhap: cvp
Tén tat: CVP
Ho tén: Chanh van phéng UBND

Gii tinh: pjgm
Ngay sinh:
Dia chi:
Pién thoai:
Email:
Website:

Phdng banidon vi: | 3nh dao VPUB

ChiFc VU Chanh van phong ¢

Thém mi Chinh sira Xoa | Thém ngwdi ding vao nhom

Buwéc 3: Danh sach nhom hién thi, chon nhdm can thém ngudi dung > Chon “Chdp nhan”.
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Danh s&ch nhom

HSCY Chuyén vién -
HSCV Chuyén vién TTTH
HSCY CVeap 3

HSCY Lanh dao co quan
HSCY Lanh dao phéng ban
HSCY Lanh dao phdong TTTH
HSCY Lanh dao TTTH
HSCY Lanh dao van phong
HSCW LD Phang cap 3
HSCV LD Bonvi cap 3
HSCV LB ndivu

HSCV Quan tri hé théng
HSCW test

HSCY van thr

HSCV Van thu cap 3
Vanthe TTTH

Chip nhédn Bo qua

3. Nhém nguoi dung va quyén:
Danh sach nhém nguoi dung duogc liét ké tir phan nhém cua hé théng Domino, nguoi St
dung phai tao ra cac nhém tai phan quan tri Domino trudc khi thao tac tai phan nay.
- Nguoi sir dung c6 thé “Si dung” hoic “Ngeng s dung” cac nhom tai phan nay:
“Si dung” dé phan quyén cho nhém va thém nhém vao Database cua ¢ng dung.

“Ngirng si dung” dé loai nhom ra khoi Database cua (ng dung.

3.1. Thém ngwoi dung vao 1 nhom:

Buwéc 1: Chon nhom can thém nguoi ding.
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Cai dat ngwdei diing méc dinh
HSCV Chuyén vién
Trang thai: Bang hoat ddng | DS thanh vién: bimson, cvicntt, Chuyen Wien 1 Nguyenfvsdicom®M, cvihe, cvin, cvlvi,

HSCV Chuyén vién TTTH

Trang thai: Bang hoat ddng | DS thanh vién: cvicntt, cvilt, cvZontt

HSCV CV cap 3
Trang thai: Bang hoat 3dng | DS thanh vién: cv2pl, cvipl, cvip2

HSCV Lanh dao co quan
Trang thai: Bang hoat dong | DS thanh vién: ct, pct, pett

HSCV Lianh daoc phéng ban

Trang thai: Bang hoat dong | DS thanh vién: chuhongeu, pphe, ppnv, tphe, tpnv, tpv, truong phong nguyenivsdicomivn

Buwéc 2: Tai phan danh sach thanh vién chon viao nit “Chen”.

Tén nhém: HSCYLAnh dac co quan

DS thanh vién: |Chi tich UBND:Phé chi tich UBND;Phé chd tich 1 UBND

Trang thai: Bang hoat dong

Buwéc 3: Danh sach nguoi dung hién thi, chon ngudi can thém vao nhom.
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— Chon phdng ban — -

Chanh van phéng UBND -
Chuyén vién 1 CNTT
Chuyén Vién 1 Nguyén
Chuyén vién 1 p1
Chuyén vién 1 p2
Chuyén vién 1 phdng hanh chinh £
Chuyé&n vién 1 phang ndi vu
Chuyén vién 1 phang van xa
Chuyén vién 2 CNTT
Chuyé&n Vién 2 Nguyén N
Chuyén vién 2 phdng van x3

Dang Hai Mam

Giang “an Hung o

Gidm déc TT
Pha chanh van phdng UB *
Phé giam déc TT

Pha phéng CNTT

Phd phang hanh chinh

FPhd Phdng Mguyén

Phad phdng WY - -

* Chon Bang

Buéc 4: “Chon” dé thém ngudi ding da chon vao nhom.

Buwéc 5: Chon “Lurn” dé luu thong tin.

Ngirng s dung Lwu

3.2. Quyén cia hé théng:

Dé phan quyén cho cac nhém ngudi ding duoc chinh xac yéu cau can bo quan tri hé
thdng phai hiéu dugc céc quyén trong hé thng.

- Quan ly danh muc: Quyén nay dung dé quan tri cac danh muc (Cép cho Vin thu,

Quan tri hé théng)

- Quadn tri hé théng: Quyén nay chi cap cho nhém Quan tri hé thong.

- Khai thé&c b&o cao: Quyén nay cap cho nhdm vin thu.

- Lanh dao co quan: Cap cho nhom Lanh dao co quan, Lanh dao dting dau don vi cap n

(Néu st dung md hinh nhiéu cap).
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- Lénh dgo vin phong: Cap cho nhom Lanh dao van phong.

- Lanh dgo phong/ban: Cip cho nhém Lanh dao phong/ban.

- Nhdp véin ban: Cap cho nhom Vin thu.

- Thu héi vin ban: Cép cho cac nhém Lanh dao co quan, Lanh dao vin phong, Linh
dao phong/ban.

- Xem toan bg vin bdn dén: Cép cho Nhom Van thu co quan, Lanh dao co quan, Lanh
dao van phong.

- X ly thay lanh dao: Cap cho nhom Vin thu co quan.

- Xi ly van ban: Cap cho cac nhom trir nhém vin thu,

- Theo ddi héi bao: Cap cho cac nhdom Chuyén vién, Lanh dao phong/ban.

- Xem toan bé véin bdn di: Cap cho Nhom Vin thu co quan, Lanh dao co quan, Lanh
dao van phong.

- Duyét de thdo: Cap cho nhom Lanh dao phong/ban, Lanh dao vin phong, Lanh dao
CO quan.

- Ky ban hanh vin ban: Cap cho nhém c6 quyén ky ban hanh.

- Tao duw thdo: Cap cho cac nhém chuyén vién, Lanh dao phong/ban, Lanh dao vin
phong, Lanh dao co quan.

- Tao hé so céong viéc: Cap cho tat ca cac nhom.

- Tao phiéu trinh: Cap cho cac nhdm c6 quyén tao du thao.

- Tao phiéu yéu cqu: Cap cho tat ca cac nhom.

- Thu héi giao viéc: Cap cho cac nhom lanh dao.

- Xem toan b HSCV: Cip cho Nhom Vin thu co quan, Lanh dao co quan, Lanh dao
van phong.

- Vin thw co quan: Chi cip cho nhom Vin thu co quan.

4. Cau hinh hé théng:

Cau hinh hé théng phu hop véi yéu cau cia co quan theo cac thong tin:
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Pon vi chd quan:
Tén don vi sirdyng:  |VSD Glebal Corp
URL web mail dorn vi: | httpimail vsd.comavn

Théng tin don vi siF dung: | <SRAN SlYle="calor#f47d23 fontbweight pold>CONG TY CO PHAN CONG NGHE YSD VIET
NAM=/span=<br/=<span=Bia chi: $0 35 Lang Ha - Quan Ba Binh - TP Ha Nai=hr/=Bién
thoai: (84).462737300 - (54).462737311 - Fax (84).462737322<pr=Email:
contact@vsd.com.yn=/span=

Mau séc giao dign: | Mau xanh nude bién | v Thang tin footer
cla co quan
Lanh dao phéan x(F Iy méc dinh (co quan): | Chanhvan phong UBND v

Pham vi vén the chuyén vén ban: huyén phong xir Iy

huyén can b xir Iy

Céu hinh cho phép van huyé&n phong phéi hop xiF Iy
thur chuyén van ban )
huyén can bé phdi hop xie Iy

huyén nhan dé biét

Sau khi chuyén van ban co
thé chuyén lai hoac chuyén

Cho phép chuyén bd xung van ban: tiép cho ngwdi khac

Sir dung phiéu trinh:  ® cé O Khong

5. Tra cwu dir liéu cii:
Néu dit liéu dugc phan tach thanh nhiéu thu muc trén may cha thi can bo quan tri hé
thdng phai tién hanh thiét 1ap tai phan “Tra ciru di lidu cii”.

Buwoc 1. Chon “Thém mei”.

Xoa <Trangtreéc 1 Trang sau =
O neupe VAN BAN BEN VAN BAN BI HO 50 CONG VIEC

OsaTTrT sottvbden.nsf softvbdi.nsf sott/hscvnst
Coi ligu 2012 demofvbden.nsf demoivbdi.nsf demo/hscv.nsf
Ooir liéu 2011 indonetivbden.nst indonetivbdi.nsf indenet/hscv.nst
Xoa <Trangtrwdc 1 Trang sau>

Buwéc 2: Giao dién dién thong tin cho cac database hién thi > Dién tiéu dé cho thu muc tra

ctru, thu muyc va database twong ng.
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Tiéu d& D lidu 2010

Vén ban dén | 2010kbden.nsf
Vin ban di | 2010~bdinsf

HO sor cong viéc | |[2010/Mscvnsf

ﬁ Luwu va thém miri Luwu

Buwéc 3: Chon “Lurn” dé luu thong tin, chon “Luu va thém mdéi” dé luu thong tin va thém

maoi mot thiét 1ap tra cau dit lidu ci.
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