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Tai liéu hudng dan hé thong “Quan 1y van ban diéu hanh VNPT”
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Tai liéu hudng dan hé thong “Quan 1y van ban diéu hanh VNPT”

1 Tong quan

1.1 Giéi thiéu

Phan mém quan 1y vin ban va diéu hanh (VNPT-iOffice 4.0) gitip cic co quan nha
nudc, doanh nghi¢p thuc hién hoa cac muc ti€u xay dung mot Van phong dién tu
khong gidy to.

Yéu cau vé may tinh: May tinh c6 CPU Intel P4 2,4GHz, RAM 1GB tr¢ 1én
hodc may tinh bang, dién thoai thong minh c6 két ndi Internet.

Yéu cau d6i véi nguoi dung: Tin hoc can ban, st dung dugc Windows, biét sur
dung Internet, truy cap Website. Di v6i van thu phai c6 chuyén mén vé linh vuc vin
thu luu trir.

1.1.1 Ping nhép hé thong

Link truy cap: https://acv.vnptioffice.vn/qlvbdh/main

(Link truy cdp thay doéi theo timg don vi sir dung)

Dé truy cap vao hé thdng, nguoi dung sir dung tai khoan duoc cap dé truy cap.
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z Tén truy cap
)
=]

VNPT

HE THONG QUAN LY VAN BAN VA DIEU HANH

TAP DOAN BUU CHINH VIEN THONG ——
VIET NAM M3 xac nhan

R, Dién thoai:

D . R o dﬁng e

SU’ DUNG TOKEN

- Tén truy nhap: Nhap theo tai khoan duoc cung cip
- Mat khau: Nhép mat khau dugc cung cép

- M4 xé4c nhan: Nhip ma x4c nhén hién thi (phan biét may ding nhap)


https://acv.vnptioffice.vn/qlvbdh/main
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1.1.2 Thay d6i thong tin

Ngudi ding sau khi ddng nhap vao hé thong s& hién thi man hinh trang chi nhu
sau:

JACV:

@
Trang chll Danh ba

HE THONG QUAN LY VAN BAN VA DIEU HANH
TONG CONG TY CANG HANG KHONG VIET NAM
i =] 2

pocaiplugin - Hwong dansirdung  Van ban

Théng fin cé nhén

484 uan tri né théng ® o
(" auan 1y van ban di a THONG KE VAN BAN
EA Quan Iy van ban aén = ;
0 l5dn ca Chuathye | Bang thuc (LB O02r2019)
=) van ban dén B (Ghua i Ij 0 || Bén (Cén vaosd 0 e hen | Bingnan | Quihan | Binly .
- 08:40 - 11:40 : Tép hudn QLVB
@ vanbandi B (Bang xir ) 0 || Bén (Dang xir 1) 0 0 0 0 0 0 - [e——
Wl Tra eru vn bén i {Ba i Ij) 20 |Bén @z xir i) 28
EA van ban @& xir Iy R -
- Téng 20 7 28| | Tenwinh

EA van ban dy quyén 0% .
@ vin ban thang bdo
© wErneEd B LICH TRUC B CONG VIEC PON VI CHO XU LY Bl CONG VIEC CA NHAN CHO XU LY
EA quan Iy céng vise =]
EA van ban theo dgi
& Hb so odng viée =

Quén tri van ban =
& Quan 1y lich don vi 8
= Oyauyén
£ Quan trj Email'sMs a

Nguoi ding vao menu Thong tin ca nhan. Khi d6 hé thong hién thi man hinh

nhu sau:

1 Théng tin ¢ nhin ® Théng tin quyén ) Céu hinh théng bao
Tén dang nhap * Ho tén = Mat khdu *
twgiap.acv Tran Van Gidp
Email * Dién thoai * Gidi tinh =
acv@vietnamairport.vn 123457002 [M] Mam
Dén tée * Tén gido * Trinh @& hoc vén *
Kinh T Khing T Bai hoe
Bia chi® Bonvi* Ngdn ngi¥ *
Téng Céng ty Cang Hang khang VN Vietnam
Pl
Mgay tao Ngwéi tao Trang thai *
24/01/2018 16:28:34 admin.acv
MNgay sinh
=
Anh dai dign: Anh chi¥ ky:
ronaldosign.png i ]




Tai liéu hudng dan hé thong “Quan 1y van ban diéu hanh VNPT”

Nguoi dung c6 thé thay ddi mat khiu va cac thong tin ca nhan. Sau khi thay ddi
xong théng tin c4 nhan, ngudi dung bAm vao “Cap nhat” dé luu cac thong tin vira thay

do1

2 Nghiép vu
2.1 Phan hé Quéan ly vian ban

2.1.1 Quan Iy viin ban dén
C6 2 hinh thirc cua van ban dén do la:

- Vin ban dén 1a van ban gidy, khi d6 van thu phai scan van ban gidy va nhap cac
thong tin tir vin ban gidy vao hé thong => Nguoi dung sir dung chirc ning
“Khoi tao van ban dén”.

- Vin ban dén dién tr 14 van ban duoc guri lién thong tir cac don vi khéc trong hé

thong => ngudi dung sir dung chirc ning “Vin ban vao so”.
2.1.1.1 Thém viin bin dén

Nguoi dung chon menu [Khéi tao vin ban dén]

PEISGIEI HE THONG QUAN LY VAN BAN VA DIEU HANH Trén Van Gidp
CORPORATION . . R 5 A Vén phong Téng cong ty
RSN TONG CONG TY CANG HANG KHONG VIET NAM 9 cong
@« =] = Bl
Trang chd Danh ba Théng tin ca nhan BG cai plugin Huréng dan sir dung Van ban
& auantriné héng © @ Quanijvanbandén Dy thdo l Kndi tao Van ban 6én
= Quan Iy van ban di =] Khai tao Van ban ban hanh
g o Mmebingc eyt | il
£4 quan 1y vén ban aén s T o . KNnéi tao Van ban di tir Chuyén vién
' [D6): Hoa toc; ; [XLC]: Xir Iy chinh; [PH]: Phoi hoy
L VEnban vio 58 L LD Khé tao Van ban di trinh ky
{ Duthdo
L Cho vl

3 ban hanh (1)
L Baxry 9
=) vanban gén
' vanbanai
[0l Tra ciru vin ban
EA van ban da xir Iy
B4 van ban dy quyén
€ vin ban théng bdo
@ van ban danh ddu
B4 quanty cing vige B

B4 van ban theo ddi
javascript newVanBanMenuTop('m2269', DEN_DU_THAO", NEW','LUONG_VAN_BAN_DEN_ACV_CAP1_1303:1:5375048' 'DBny4Y9y4B81V4ctk3yPbCY9aDz5Y3yPbCYSCcPblo..' "), A

Khi d6 hé thng hién thi man hinh dé nhép cac théng tin trén vin ban dén nhu

sau:
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THONG TIN VAN BAN DEN

Théng tin nhan Sor @b lubng van ban

56 ky higu (%) ‘ VBD_0 + Bon vi ban hanh (*) Téng céng ty ACY +
Trich yéu () Quyét dinh téng luang .‘r Phén loai Vin ban mé v|  sévem
Ngay Gén () 181022013 Ngay van ban (7} 1010272019 Han xa I

Hinh thirc uyétainh = 9okndn Thusmg = Hinn thirc chuyén Trao tay -
S6 van ban Svanpandéndingchung T SOdEnAI() 2 = Linh vue -

Danh sach s con tréng: 3.8

File dinh kem (" FPS— Vin ban lién quan
& Taitép tin a Taitép tin
NGi dung x(r I Véo b van ban dén|
(M&u nhép;
4
[ oo

* Nguoi dung nhap cac thong tin cia tab “Théng tin vin ban dén”:
- S6 ky hiéu (bat budc): S6 ky hiéu cua van ban
- Don vi ban hanh (bit budc): Pon vi ban hanh vin ban
- Trich yéu (bt budc): Trich yéu cua van ban
- Sé trang van ban
- Ngay dén: mic dinh 1a ngay hién tai, c6 thé chinh sta
- Ngay van ban
- Han xu ly ctia van ban
- Hinh thirc van ban
- D¢ khan vén ban
- Hinh thtc chuyén
- S6 van ban: chon s6 vin ban dén d3 duoc ciu hinh trong chirc ning “Quan tri vin
ban” -> “Quan tri s6 van ban dén”,
- S6 dén/di: duoc nhay tu dong theo s6 di cu hinh, tuy nhién ngudi dung co thé
chinh stra s6 (khong duoc trung voi sd di co)
- File dinh kém: file dinh kém c6 thé dugc tai 1én bang 2 hinh thirc
= Queét tai licu tr may scan: nguoi dung cai plugin cho may tinh, khi dé nguoi
dung scan tai li€u, click nat [Quét tai li¢u], hé théng s€ tu dong dinh kem
file scan.
= Tai tip tin san c6 tir may tinh
Tap tin tai thanh cong khi thay dugc file dinh kém trén man hinh. Vin thu c6
thé thuc hién: Xéa file da tai, Doi tén file sau khi da c6 file dinh kem.
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- Van ban lién quan: cach thuc thyc hi¢n tuong tu file dinh kém

- Noi dung xtr Iy: nhap ndi dung xur 1y néu c6 dé nguoi xir 1y tiép theo c6 thé c6
nhiéu thong tin dé xir 1y hon.
e Ngudi ding ¢ thé xem So d6 ludng xtr Iy vin ban bang cach click vao tab [So

dd ludng vin ban], khi d6 hé théng hién thi man hinh nhu sau:

THONG TIN VAN BAN DEN

Théng tin van ban Thdng tin nhan So d6 ludng vin ban

J,./ \ \q / // \f.:

Van thu Diéu hanh Linh dao don vi ™ Thu ky Linh dao |- Linh dao cip oy~

RN e k f \> ’f’
\,\ / / \ / JJ'
[

* Ngudi dung xtr Iy vin ban dén bang cac liwa chon chirc ning trong man hinh hién thi:

- Trinh 1anh dao don vi:
Vin thu thyc hién chuyén cho lanh dao don vi dé lanh dao chi dao xir Iy van

ban tuong Ung.

Danh sich nhan x

X Iy chinh Béng gixi
Pb-l CHI-|
Bong xi¥ Iy

Vil Thé Phiét (vuthephist. T do TCING CONG TY CANG HANG KHONG VIET NG CONG IMCRIGHANG

i Thé Phiét (vuthephiet acv) dng gidm dbc KHONG VIET NAM

Admin ACV

Bao Viét Ding Pho téng gidm TONG CONG TY CANG HANG KHONG VIET
(daovietdung.acy) doc NAM Sdo Viét Ding

Vi Thé Phigt

Ban Téng Gidm déc
96 Tét Binh
Ho Minh Tién
L& Thi Diéu Thiy
L& Xuén Tung
Nguyén Binh Dirong
V& Anh T
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Ngoai ra, trong trudng hop van ban can chuyén dén cac d6i twong xir 1y khéc
nhau nguoi dung ¢ thé thyuc hién chuyén van ban theo ludng quy trinh bang cach

click vao nat [Chuyén], chon ddi tuong can chuyén & budc tiép theo:

THONG TIN VAN BAN DEN

Thang tin van ban Thang tin nhan Sor d6 ludng van ban

l / | \ / .,//—\ \:,.

Vin thu - Didu hanh - Linh duo don vi Thu ky Linh dao Linh dso cip oy

BT LTS

* Chuye hanh ,J

W Trinh Lénh dao don vi

omene
[

Khi d6 hé théng hién thi danh sach ngudi dung theo dbi twong duge chon

Danh séch nhan x

Xe Iy chinh Bdng g
BTN TR
Nguy&n Vn Tt (nguyenvantu) Chanh Wan phang  V&n phéng Van phong Thanh Gy O
Thanh Gy .
Nguyen Van Tir O
Tran Thi Van Anh (tranthivananh) F'h‘é chanh Van Vé‘n ph'ﬁng Doan Vin P 0O
phang Thanh Gy
. . Tran Anh Tuan
Tran Anh Tuan (trananhtuan) Phd chanh Van Van phing @] O
phang Thanh iy Trén Thi Van Anh O
Vweng Thi Thanh Hweng (vuongthithanhhuong) Phd chanh Van Van phang (@] O Vwong Thi Thanh Hreng )
han Thanh
prong v Nguyén Hitu Thanh O
Bloan Van Birc (deanvanduc) F‘hf: chanh Van Varw ph'ung (@] O Vi Xuan Hing 0
phdng Thanh ay
Phéng Téng hep O
MNguyén Thi Thu Thily O
Bui Thi Td Anh O
v

Nguoi dung chon 1 ngudi xir 1y chinh, ¢é thé chon nhiéu ngudi dong xtr Iy va
nhiéu ngudi dong gui.
Click [Chuyén] dé hoan thanh viéc chuyén cho ngudi & bude xir 1y tiép theo. Khi

d6 van ban s& duoc tr dong chuyén vao kho [Vian ban d3 xtr 1y].

Luan chuyén:
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Ngoai ra, ngudi dung c6 thé thue hién luan chuyén cho cic vin thu khéc, biang
cach click [Luan chuyén], d chon chuyén vin ban cho vin thu khac xt Iy. Khi d6 van

ban s& dugc tu dong chuyén vao kho [Vin ban da xu 1y].
Chuyén xir Iy:

Néu vian thu khong thue hién trinh chuyén vin ban theo ludng, thi van thu ¢ thé
chon truc tiép cic nhan, don vi dé chuyén xir 1y bang cach chon tab [Théng tin nhan]

nhu trén man hinh;

THONG TIN VAN BAN BEN x
Théng tin van ban So d6 ludng van ban

Bon vilca nhan nhan trc tiép Danh sach nhan

o = Chon don vinhdn theo nhém | B Chion ngwii nhén theo nhém

Phii hop xi¥ I Xem dé bigt " ) = = = = =
Vii Thé Phiét (TONG CONG TY CANG HANG KHONG VIET S | @ x0 |
e . el NAM) Hewenmn T

TONG CONG TY CANG HANG KHONG VIET NAM

Huynh Thi Diéu (Ban kiém soét) Phdihopxyl v m
Admin ACV
Bao Viét Diing Hoéng Thi Thiy Linh (Ban kiem soat) P
Vil Thé Phist .
Lé Thi Hrong Giang (Ban kiém sodt) N - © Xoa
Ban Téng Gidm déc Phéinop iy v -
Ban An ninh - An fogn Nguyén Hifu Phiic (Ban kiém soéat) Phdihopxyl v m
Ban kiém soat @
Triroma Minh Sann (Ran kidm snst | = L
Huynh Thi Diéu c
Hoang Thi Thiy Linh @
1A Thi Liernn Ainnn = h

Bon vi lién théng ndi b

L = T=Te =]

TONG CONG TY CANG HANG KHONG VIET NAM
Céng Hang khdng Na San - Son La
C&ng Hang khang Dién Bién Phi - Dién Bién

C&ng Hang khdng Tho Xuan - Thanh Hoa

Nguoi dung chon don vi hodc ca nhan can chuyén, néu chon don vi thi ngudi nhan
vin ban cua don vi 13 trudng don vi. Click [Chuyén xt 1y] dé hoan thanh viéc chuyén.

Khi d6 vin ban s& duoc tu dong chuyén vao kho [Vin ban da xir 1y].

Luu y:

- Khi chon nguwoi nhdn thi chi co don vi hodc ca nhan la xu ly chinh.

- Néu ngueoi ding ¢ bude tiép theo chwa mé vin bdn, ¢é thé ldy lai van ban dé cdp
nhdt théng tin hodc chuyén xir Iy cho doi twong khdc.

Luu van ban:

Sau khi nhap cac thong tin vin ban ma ngudi dung chura mudn chuyén cho bude
tiép theo thi click ntt [Luu], khi d6 van ban s& duoc luu trit trong kho [Vin ban dy

thao].
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2.1.1.2 Vin ban vao sé

Nguoi ding chon menu [Quan 1y van ban dén] -> [Vian ban vao sd]

2 uantring théng ]
& quanly cong viee a

& Quaniy van ban i

Quan Iy van ban dén
Van #vao s6 (175)

Dy thao (9)

Ché xi¥ I (3)

D4 ban hanh (147)

B0 1y (301)
=) Van ban dén (4)
EA Hop thu aén
QL. gidm sét thec hign NV - @
B4 Lién thang truc Edoc
£ vanbanai(3)
EA Uy quyén xir Iy van ban (11)
O vin ban xem 68 biét

Ll Tra ciru vén ban

# Quan Iy van ban dén / Van ban vao sé

= Tong s6 ban ghi 223

- T T S ST N T T T TN

Vb dén s6 209 test lién thong trong va ngoai
Vb dén sé 200 test lién théng trong va ngoéi
Vb dén s 209 test lién thong trong va ngoai
Vb dén s6 209 test lién théng trong va ngoai
Vb dén sd 209 test lién thong trong va ngodi
Vb dén s6 209 test lién thong trong va ngoai
Vb dén s 209 test lién thong trong va ngoai
Vb dén s 200 test lién thong trong va ngoai
Vb dén s 200 test lién théng trong va ngoai

Vb dén s6 209 test lién théng trong va ngoai

Vb dén sb 209 test lién thong trong va ngoai
Vb dén sb 209 test lién thong trong va ngoai
Vb dén s0 209 test lién thong trong va ngoai
Vb dén sb 209 test lién théng trong va ngoai
Vb dén sb 209 test lién théng trong va ngoai
Vb dén b 209 test lién théng trong va ngoai
Vb dén s6 209 test lién théng trong va ngodi
Vb dén s6 209 test lién thong trong va ngoai
Vb dén s6 209 test lién thong trong va ngoai

Vb dén sb 209 test lién théng trong va ngoai

56 dénidi= | Nndp tir khod

B0 Thong tin va Truyén thong 11/04/2018 12i04/2018 Thwong

B6 Thong tin va Truyén thong 11042018 12/04/2018 Thwimg 3
B6 Thong tin va Truyén théng 110472018 12/04/2018 Thirdmg 3
B& Théng tin va Truyén théng 110472018 12/04/2018 Thirdmg B
B& Théng tin va Truyén théng 11/04/2018 12i04/2018 Thirdmg B
B0 Théng tin va Truyén théng 11/04/2018 12/04/2018 Thwdng 3
B0 Thong tin va Truyén thong 1110472018 12i04/2018 Thiedng B
B6 Thong tin va Truyén thong 11042018 12/04/2018 Thirdmg B
B6 Thong tin va Truyén théng 110472018 12/04/2018 Thirdmg 5
B4 Théng tin va Truyén théng 11/04/2018 12/04/2018 Thirdmg B

Téngsbbanghi22a # 1“3 PR

© VNPT CHAT |

Heé thdng hién thi toan bd cac danh sach vian ban dén dugc gui lién thong trong

hé théng. Nguoi ding chon 1 vin ban trong danh sach dé xir 1y, hé thong hién thi man

hinh nhu sau;

THONG TIN VAN BAN DEN x

S0 ky hiéu ()
Trich yéu (*)
Ngay dén
Hinh thirc
6 véin ban

File dinh kem

Vb &2n 53 209 test lién thdng trong vé ngosi

Vb dén 53 200 test lién théng trong va ngosi

1210412018 Ngay vén ban
Cong vin > Ddkhin
S aénidi*)

S6 van ban ngdy 13122017

soien
VSC_QLVB_BOTTTTT_MILESTONE_TEST_REPORT_201804111(

4

Tong hop ¥ kién xi¥ Théng tin nhan So a0 ludng vin ban

Bon vi ban hanh (%)

1170412018
Thudng
6 =

Van ban lién quan

3

EOEEEE

B8 Théng tin va Truyn théng

Sb trang

Han xi Iy

- Hinh thirc chuyén . -

+ Thém

& Tai tép tin

Toan bd cac thong tin cia van ban dén, duoc tu dong fill san, nguoi dung c6 thé

sua lai thong tin mong muon.

Céc thao tac dbi voi van ban dén thue hién thao tac twong tu nhu “Thém van

ban dén”

2.1.1.3 Van ban du thio

Vin ban dy thao 13 vin ban duoc luu lai khi thém van ban dén hodc luu lai van

ban vao so .

10
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Nguoi ding c6 thé x6a van ban du thao. Ngoai ra cac chic ning khac tuong tu
nhu dbi v6i “Vin ban vao s6”.
2.1.1.4 Cho xw ly

Vin ban cho xtr 1y 13 toan bo cac van ban dén van thu nhung dang ¢ trang thai

cho van thu xu ly. Van thu chon 1 van ban dé xem chi tiét va thuc hién xu ly.

2.1.1.5 Da xii Iy

Vién ban da xur 1y 1a toan bd cac van ban dén van thu da xur 1y khoi budce cua
van thu. Van thu c6 thé chon 1 van ban dé xem chi ti€t va lya chon chirc nang xu 1y
tuong g (n€u can)

[LIEGIEE HE THONG QUAN LY VAN BAN VA PIEU HANH Trén Vin Gidp
v CoRPORATIONININA . : ~ - Vn phong T5
FRENTE TONG CONG TY CANG HANG KHONG VIET NAM an ong

@ =] =

Trang chi Danh ba Théng fin c& nhan Bd cai plugin Hwéng dan sir dung van

& auan i ng thing B @ Quanlvanbandén/ Daxily
' quan Iy van ban di [}
. Bng 56 ba Trichyéu~ | Nhap tir knod Timkiém || Timkiémningcao | C&ban
. [D6]° Hoa tée; : [XLC]: X{r Iy chinh: [PH]: Phdi hop
Dy thio 21 SOTTB-VNPIT Tap hun ngudi ding 111022019 18/02/2019 VNPT-IT Thutmg B
i Che xir If 20 151CVVNPTIT Test vin ban dén 5 18/0212019 18/02/2019 VNFTAT Thutng B
B4 ban hanh (11) 19 testvan ban 1 testvan ban 1 15/02/2019 15/02/2019 test vin ban 1 Thudng =
Daxr Iy (19) 18 142/CV-VNPTIT Test van ban Gén 3 14/02/2019 150212019 VNPT-T Thuang B
) Viin ban dén 1 vbd1 vbd1 1410212019 14/02/2019 VNPT Thutng B
i 10 13UCV-YNPTIT Trién knai (Office 1300212019 14/02/2019 VNPT-IT Thutng B
13 123 test 1400212019 14102/2019 VNPT-T Thugng B
[l Tra ciru van ban R
12 VED1 VED 14/0212019 14102/2019 VNFTAT Thutng B
B4 vanban 68 xtr iy 17 142/CV-VNPTITZ Test v3n ban aén 2 1310212019 14/02/2019 VNPTIT Thudng B
B4 van ban dy quyén 16 141/CVVNPTIT2 Test vin ban aén 1 13/0212019 14/02/2019 VNPTAT Thugng B
@ vin ban thong bdo bén ghifrang: | 10 ¥ Tong s6 ban ghi 19 n ERR]
@ vin ban danh déu a P —
THONG TIN VAN BAN DEN Q
EA quan Iy céng viéc =
& b0 cong viee ® | Trichyéu Tap huan ngudi ding
Quan trivin ban = | Sokyhigu QO7ITE-VNFIT Bon vi ban hanh VNPTT
Ngay dén 19/02/2019 Hinh thire Céng van D3 khan Thuang
& ausn iy ich don vi 2 van ban Vira I3 van ban ngi tinh, vira 14 van b&n ngoai tinh Van ban gidy Cb van ban gidy
= Uy quydn File dinh kem ey Ve TEST.docx
[ Quan tri EmailSMS Van ban lién guan
9 Quan tri Thy mai E TGHD hop ¥ Kléﬂ XUy
EA Bédocdo a

TONG CONG TY CANG HANG KHONG VIET NAM/ TONG CONG TY CANG HANG KHONG VIET NAM:

EA Théng tin Giéu hanh ] " 5 N -
I e e S A N
M 19/

19 Xay dung cor ban 212019 07:52

212019 09:05

-Bodn v 19/0212019 07:52

16 - Nhén st v 19/02/2019 07:52

15 Ban Tai chinh - Ké foan v 19/022019 07:52

14 | Ban QLDA Nha Ga T2 Néi Bai v 19/02/2019 07:52

13| Ban Phép ché - Hop tdc quéc 1& v 19/0212019 07:52

12 Ban Diéu hédnh du 4n Cang HKQT Long v 18/02/2019 07:52 -
AIRPORTS HE THONG QUAN LY VAN BAN VA DIEU HANH - TONG CONG TY CANG HANG KHONG VIET NAM
CORPORATION Tru s&. Toa nha Tang cdng ty Cang hang khong Viét Nam, 58 Truang Son, Phutng 2, Quan Tan Binh, To.HCM
OF VIETNAM Dién thoai: (34.28) 3848 5283 - S6 fax: (34.28) 2844 5127, Email: vptct@vietnamairpert.vn

- Cac chire ning xtr Iy khi xem thong tin chi tiét cia 1 vin ban:

11



Tai liéu hudng dan hé thong “Quan 1y van ban diéu hanh VNPT”

THONG TIN VAN BAN DEN -]
[ ox- [

Trich yéu Tap huén nguéi ding

56 ky hidu 907/ TB-VNPIT Ben vi ban hanh VNPT-T

Ngay dén 19/02/2019 Hinh thire Cong van 96 khan Thuéng

Van ban Vira Ia van ban ngi tinh, vira Ia van ban ngoai tinh Van ban gidy 0 van ban gidy

File dinh kém Ve TEST.docx

Van ban lién quan
- Xt ly lai:

Doi véi van ban da xu ly, néu ngudi dung ¢ budc tieép theo chua md van ban ra
xem, van thu cé chirc nang xur 1y lai van ban. Chtrc nang nay cho phép nguoi dung cap
nhat lai don vi ban hanh:

THONG TIN VAN BAN BEN ]
Théng tin vén ban Tdng hop ¥ kién xiF If Thong fin nhan Danh sach van ban tr I S0 dd lubng van ban

Bon vilca nhan nhan trc tiép Danh sach nhan

S 5 E=Chon dom vinhén theo nhom | S Chon ngudi nhén thea nhom

T T F

Ban Téng Giam dbc . -

2
S

2 TONG CONG TY CANG HANG KHONG VIET NAM Ean An ninh - An todn ponssmaal c .:
Admin ACV
Dao Viét Dilng Bankemsoat Phoinopxr ;v |
Vii Thé Phiét L.
Ban Khai théc Cang Phéihopxir j ¥ @ Xod
 Ban Tng Gidm ddc &
@ Ban An ninh - An toan @ Ban Kinh doanh - Phét trién thi truémg proinonxi v | NED
= Ban kiém sodt & .
Ban K& hoach [ - [
& Ban Knhai théc Cang 5
= Ban Kinh doanh - Phat frién thi truémg 5

Bon vi lién théng ndi bd

EESECTHEETE
TONG CONG TY CANG HANG KHONG VIET NAM
Cang Hang khdng Na S&n - Son La

C3ang Hang khdng Bién Bién Pnd - Dién Bién

Nguoi ding chon don vi/cd nhan nhan van ban bang cach chon trong cac box
dir liéu va xo6a cac don vi da ban hanh. Sau do6 click [Stra ban hanh] dé hoan thanh viéc
stra ban hanh.

- Xem:
Xem lai thong tin da xr 1y cia van ban

- Luu hd so:

Thuyc hién luu van ban vao ho so ca nhan (cac ho so cd nhan phai dugc tao
trude khi luu ho so)

Gan van ban vao HE so

Ténhbso- | mém nd s '

Hiénthi| 10 ¥ |ban ghi
SN

=T
Hb < Vén bén 1 201022019
Luru va Két thilc i i VB

Vin ban sau khi dugc luu vao ho so s€ vao menu Ho so cong vi¢c/HO so ca
nhan dé theo doi.

12



Tai liéu hudng dan hé thong “Quan 1y van ban diéu hanh VNPT”

& =) (=3 =
Trang chi Danh ba Théng tin cé nhan Bé cai plugin Huréng dan sir dung Van ban
& Quan i né théng S| @ Hisocongviec ! Hbso cdnhan
(£ Quan 1y van ban @i a i N "
Hiénthi 10 v banghi Tén ho sov n [EXudt Excel
E4 Quan Iy vin ban aén =2
e

=] Vin ban dén w 20/02/2019 Zxdm
& vanbana

[l Tra ciru van ban

EA vin ban a3 xir ty

B4 van ban dy quyén

€ Vi3n ban thdng bdo

© vin ban dénh déu

EA Quan Iy céng vidc a

B4 van ban theo dbi

& Hb so cong visc a8

- Hb 0 duoc chia 58

I~ Hb 5o duoc chuyén giao

- Tao viéc:

Vin thu ¢6 thé tao viéc tir chinh van ban dén dang chon.
- Xo0a:

Thuc hién x6a van ban
- Panh diu:

Thuc hién két thac van ban

2.1.1.6 Da ban hanh
Vin ban d3 ban hanh 1 toan bd cic vin ban dén da ban hanh.
2.1.2 Quan ly van ban di
2.1.2.1 Thém vdn ban di
Néu vin thw ¢é quyén khéi tao van ban di thi tham khdo chire nang “Thém van
ban di” o vai tro chuyén vién.
2.1.2.2 Du thio
Van ban du thao la van ban duoc luvu lai khi thém van ban di.

Ngu’(‘ri dung cé thé x6a van ban du thao va thuc hién céc chire nang chuyén XU
Iy nhu do6i véi van ban di thong thuong.
2.1.2.3 Cho xw ly

Nguoi dung vao menu [Quan 1y vin ban di] -> [Cho xur 1y], khi d6 hé thong
hién thi danh sach cac vin ban di cho xir 1y hodc chd ban hanh (thong thudng s& 1a cac

van ban ch¢ van thu ban hanh).
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Tai liéu hudng dan hé thong “Quan 1y van ban diéu hanh VNPT”

8 Doach cong Lac thany

) Lin Chnh drn)
¥ Boach] cong tac thang
08w iy
4 ban harr
B4 Qula i vl bin dn E
£ Via bin &y quple
O Vin bin thing bss
W Trs couvin bl
54 Vin b theo o6
B 150 clog wie L3

B Qi vindie =

S4 by M Neyary s hanh

Nguoi ding chon 1 van ban trong danh sach dé xtr 1y, khi d6 hé thong hién thi

man hinh nhu sau;

iy i iy

1 ke hoach cong tacthang 11 pheng tsi chinh dang Ké hoach 28/10/2017 14:07:14
2 Ke hoachj cong tacthang Céng vén 28/10/2017 14:08:35
THONG TIN VAN BAN DI -]
Encsems
Trich yéu ke hosch cong tac thang 11 phong tai chinh dang
Hinh thire K& hosch
B4 khin Thuéng

File dinh kém

VEn ban lign quan

Téng hop § kidn x I

Thanh Gy Ha N&il Vn phing Thanh Gy:

e =D “
1 v +

W&n thu Thanh

[vanthu 05/11/2017 10:43

2 Wi Thily Hia {vuthuyhos_vptu) v 05/11/2017 10:43
3 nNguyn Thu Ngoc (nguyenthungoc_vptu) v 29/10/2017 08:43 Ghuy&n 1éi: V&n thu Thanh Gy (vanthu).
Béng givi: Vi Thiy Hés (vuthuyhoa_vptu)
Thao tc Chuyén Vin thy clp Oy
< Pham Kim Phuong (phamkimphuang_vptu) v 28/10/2017 08:38 1ht lwu
Chuyén 16i: NguyEn Thu Ngee (nguysnthungoe_vptu).
Thao téc: Tra lai
5 Nguyn Thu Ngoc {nguyenthungec_vptu) - 28/10/2017 14:08 Chuyén téi: Pham Kim Phwong {phemkimphueng_vptu).

Thac téc: Trinh Lanh dzo phang

Nguoi dung co6 thé xem dugc thong tin van ban va lich st xtr 1y ctia van ban.

ngudi dung click [Xir 1y], khi d6 hé théng hién thi man hinh nhu sau:

Téng hop ¥ kién x Ij Xin y kién Théng tin nhén Théng tin lvu sb So gb ludng viin ban

Trich yéu - ke hoach cong tacthang 11 phong tsi chinh dang
Hinh thire Ké hoach B8 undn - Thusng Linh e~ Tai chinh
Bon vi scen thio ~ Han xi¥ Iy
File dinh kém + Quét tai lidu Vén ban lién quan
& Taitép tin &8 Taitép tin

N§i dung xiF Iy
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Tai liéu hudng dan hé thong “Quan 1y van ban diéu hanh VNPT”

Néu vin ban da duoc phép ban hanh

= Nguoi dung chon tab [Thong tin ngudi nhéan]:

THONG TIN VAN BAN BI

Théng tin van ban Téng hop ¥ kién xi 1j Xin ¥ kign Théng £ nhan Théng tin Iu 56 So gb ludng van ban

Timva chon Bion vilcd nhan nhan truc tiep Danh sach nhan

) A
bon vi

E= Chon don vi nhén theo nhém

S& Thang tin truy&n thdng Tinh Cao Bang 0
Quan tri hé théng O
Giam ddc O
. v
Born vi lién théng ngoai
Tim d@é chon dif lidu
UBND Cao Bing O

Nguoi dung chon don vi, cd nhan nhin van ban trén danh sach.

= Ngudi dung chon tab [Thong tin luu sd]:

THONG TIN VAN BAN BI

Théng tin viin ban Téng hop § kién = Ij Xin y kién Théng tin nhan Théng fin Ieu sé So @b ludng viin ban

: % vén ba &n pho ~ A =
S8 vin ban - 58 vén ban di Vén phing S84 hidu " TVPTU
hgéy ban hanh = 05/11/2017
Mgudi Boan Vin Bic A Tis khod b
54 trang * 1 5hban - 1

- Ngudi ding chon s6 luu vin ban di, s6 ky hiéu dugc tu dong sinh sb theo quy tic
dd duoc ciu hinh trong chtc nang “Quan tri vin ban” -> “Quan tri s6 vin ban di”,
tuy nhién nguoi dung c6 thé chinh stra s ky hiéu.

- Nguoi dung chon ngay ban hanh ctia van ban

- Nguoi dung chon nguoi ky van ban

- Ngudi ding c6 thé nhap tir khoa ciia vin ban (chirc nang nay dung dé phuc vu viéc
tra ctru van ban)

- Nguoi dung nhép so trang cua van ban
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Tai liéu hudng dan hé thong “Quan 1y van ban diéu hanh VNPT”

- Ngudi dung c6 thé nhdp don vi ngoai nhan van ban hoac chon trong danh sach don
vi ngoai nhan van ban da dugc cau hinh trong chirc nang “Quan tri van ban” ->

“Quan tri don vi bén ngoai”

Nguoi dung click [Bqn hanh] dé thuc hién ban hanh van ban. Van ban da duoc ban
hanh dugc ty dong chuyén vao menu [Van ban da ban hanh].

2.1.2.4 Daxir Iy

Twong tu Van ban da xv ly cua van ban den.

2.1.2.5 Da ban hanh

Twong tw Vian bdan da ban hanh ciia vin ban dén.

2.1.3 Van ban di
Van thw ciing la mot chuyén vién, ¢é thé tham giao vao quy trinh xit Iy véin ban.
Tham khao Vin ban di déi véi vai tro: Chuyén vién

2.1.4 Vin ban dén
Van thu ciing la mot chuyén vién, ¢é thé tham giao vao quy trinh xit Iy véin ban.
Tham khdo Vin ban dén d6i véi vai tro: Chuyén vién

2.1.5 Vin ban danh diu
Vin ban xem dé biét 1a toan bd céc van ban:

= Nguoi nhan duoc tick trong [Danh d4u] khi ban hanh van ban di/van ban dén.
= Ngudi nhin duoc tick trong box [Pong giri] khi chuyén xir 1y vin ban di/van
ban dén.

= Vin ban dén duoc chuyén thong bao t6i ngudi nhan.

AIRPORTS HE THONG QUAN LY VAN BAN VA DIEU HANH Trén Vén Gidp f
PRSI TONG CONG TY CANG HANG KHONG VIET NAM ‘an phong Tong cong ty
L =) =1 B

Trang chl Danh ba Théng tin cé nhan BA cai plugin Hiréng dan sir dung Van ban

424 Quantring théng B @ Vinban danh ddu

& quanij vén banai = B < =
Téng sb ban ghi 2 Trichyéu~ | Nhép i kiod Tim kiém néing cao

B Quan |y vén ban aén B ml Hod the

=] vin ban dén

1 Test van ban dén 5 20 151/CV-VNPTIT 18/02/2019 18/02/2019 VNPTAT B
2 312 14 123 14/02/2019 14/02/2018 VNPTHT =

bl Tra ciru van ban
EA vin ban da xir Iy
ban ghifirang: 10 v
B4 van ban dy quyén
© Vi ban thang béo

@ vinban dénn ddu
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Tai liéu hudng dan hé thong “Quan 1y van ban diéu hanh VNPT”

Ngudi ding click vao vin ban xem dé biét dé xem thong tin:

1 Test véin ban dén 5 151ICV-VNFTIT 1810212019 1810212019 VNPT =)
[l Tra ciru van ban _
2 312 14 123 140212019 141022019 VNPTIT B
EA van ban da xir Iy
TR, Dan ghilrang. 10 ¥ 146G TIN VAN BAN DEN °
EA vin ban dy quyén
O v s By
© vin ban danh déu
Trich yéu Testvin ban dén 5
B4 Quan 1y cong vise S sékynieu 151CV-VNPTIT Bon vi ban hanh VNPTT
EA Vin ban theo dbi Ngay dén 18/02/2019 Hinh thire céng vin Do khan Thudmng
& oo cing i Van ban Vira I3 van ban ni tinh, vira I3 vin ban ngoai tinh Van ban gidy Co van ban gidy
/ DEDEmTss E  File dinh kém wnpt-1.jog
Quan ri van ban =] Vin ban lién quan

& quanijiendon i B TONG CONG TY CANG HANG KHONG VIET NAM/ TONG CONG TY CANG HANG KHONG VIET NAM:

Uy quyén
=N =T == =~ T = I = S—

' quan tri EmailsMs a8
Ban Kinh doanh - Phat trién thi trrng 1810212019 09:08
B4 Quan tri The mi ] . L
18 Ban Tong Giam doc v 18/02/2019 09:08
B4 Béo cao ] N )
7 EBan An ninh - An toan v 18/02/2019 09:08
E éu ha 8 I
(=) G 16 Ban kiem soat v 18/02/2019 09:08
15 Ban Khai thac Cang v 18/02/2019 09:08
14 Ban K& hoach v 1810212019 09:08
13 Ban Thu kj TCTy v 18/02/2019 09:08
12 Ban K§ thuat Cdng nghé - M&i trugmng v 18/02/2019 09:08 A

2.1.6 Van ban theo d6i
Nguoi dung nhén dugce van ban trong kho van ban theo ddi trong truong hop:
= Nguoi dung duge gan quyén theo ddi trén quyén s6 van ban di/s6 van ban dén.
Khi d6 nguoi dung s& xem duoc toan bd cac vin ban trén quyén sb dugc gan
quyén theo dai do.

5A9c6Bnb=CEt1CzAwlyHx4yjbTqovCBtuTtIfCcPbUo. &lyLICCSfSWSFCES.=DBny4Y9aD... @ ¥ 10 3 O B =

[veran | e
Véin phéng Téng cong ty

&< c 8 https://acv.vnptioffice.vn/glvbdh/main?lzL1Dx9w5BxmCE:
v FLNGIEI HE THONG QUAN LY VAN BAN VA BIEU HANH
CORPORATIO! N - - 1 -
AT TONG CONG TY CANG HANG KHONG VIET NAM
w =] = =

Trangchd  Danhba  Théngtincdnhdn B cdiplugin - Hwéng dinsirdung  Vén ban

484 Quantring théng B @ VinDbintheo dbi
& Quan Iy van ban di = N 7 "
EA QuanI§ vén ban dén B [no Hoa thc

( Di¥liéu mac dinh 1y theo 7 ngay gan nhét. Thuc hién tim kiém sé tra ciru theo 4t ca cac nam)

=) vin ban 6én
' vanpanai
I T T S T T S TN W T TN TN
Ll 7rs el van bén Test VAn ban ban hanh tir Van thr HICV-ACY TONG CANG TY CANG HANG KHONG VIET NAM Thugmg  Van ban di E)
B4 van ban d& xir 1y 2 Testvan ban trinh ki 1 2TTRACY TONG CONG TY CANG HANG KHONG VIET NAM Thugng  Van bandi =]
&4 Vo b3n iy quyén 3 | Testvan ban di tir chuyén vién 3 12ICV-ACY TONG CONG TY CANG HANG KHONG VIET NAM Thugng  Van ban di &
4 Testvanbandéns 1SUCVVNPTIT  18/0212019  VNPTHT Thugng  Van ban dén =]
@ viin ban théng bdo < - - - _ - —
5 fest UTTFACY TONG CONG TY CANG HANG KHONG VIET NAM Thugng  Van bandi E]
@ vanban génh ddu 6  testvanban1 test van ban 1 15/0212019  testvan ban 1 Thuang  Van ban dén B
B4 quanl§ cing viée E 7 Testvdnban gén3 142ICVVNPTIT  15/0212019  VNPTHT Thugng  Van ban dén E]
= Vi bin theo 3l 8 Mua sdm VTCC phuc vu cdng tac tham quan IDC 1/BC-ACY TANG CONG TY C}?NG HANG KHONG VIET NAM Théng  Van ban di B
9 Testvan ban di tir vin thu 1 10/CV-ACY TANG CONG TY CANG HANG KHONG VIET NAM Thugng  Van ban di £
O ehrem = 10 vbdt vbd1 141022019 VNPTAT Thugng  Vin bin dén E]
Quén tri van ban =] .
banghifang: 10 v Téng s6 bdn ohi 23 n >
& uany lich don vi B

Dbi voi cac thao tac trén kho “Vian ban theo déi”, twong tw nhu kho “Vian ban xem
dé biét”.
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Tai liéu hudng dan hé thong “Quan 1y van ban diéu hanh VNPT”

2.1.7 Vin ban iy quyén

Néu nguoi dung dugc uy quyén béi mot nguoi dung khac, thi toan bd vin ban
dén hodc van ban di hodc toan bd vin ban dén va vin ban di (tiy thudc vao mirc ty
quyén: Gy quyén vin ban dén, uy quyén vin ban di, tiy quyén toan bo) s& duoc chuyén
t61 ngudi dugce Gy quyén trong kho [Vian ban ty quyén].

Khi d6 tiy thudc vao loai vin ban d6 13 vin ban dén hay vin ban di thi ngudi
dung xtr Iy twong tu trong cac kho van ban dén, van ban di di néu ¢ phan trudc.

Nguoi duoc iy quyén xir Iy van ban nhung log xir 1y Iuu lai s& 13 log clia ngudi
iy quyeén.

2.1.8 Tra ciru van ban

Tim kiém tat ca vin ban ma ngudi dung dugc tham gia trong qua trinh xr Iy vin
ban nhu: chuyén xur 1y theo quy trinh, ludn chuyén, xin ¥ kién, chuyén xu 1y, chuyén
thong bao hodc van ban dugc ban hanh té1 nguodi dung.

Chtic nang tim kiém vin ban bao gom:

- Tim kiém nhanh (thao tac ngay trén giao dién hién tai)
- Tim kiém nang cao (mé téi man hinh phy, c¢6 day du tiéu chi hon)
% Tim kiém nhanh: Tim kiém vin ban theo nhiing tiéu chi co ban nhu: Trich

yéu, Co quan ban hanh, Hinh thirc van ban, B§ khéan, Han xu 1y, Trang thai

- ,
van ban.
//;\\‘\ HE THONG QUAN LY BIEU HANH VAN BAN bangdtc sttt 2
M SG THONG TIN TRUYEN THONG TINH CAO BANG PR EE DL
# = =] B

Trang chi Danh ba Théng tin cd nhan BA cai plugin Huwrémg dén sir dung Vién ban

& quanlj cang viéc 2| @ Trachuvanban

= Van ban dén

4 van ban 0y quygn 3 00293 Vin ban dén Tinh Cao Bang VNPT 11/04/2018 11/04/2018  Thubng  Céngvan Vin ban dén

Wxsm aé niét Testvin ban di Thubng ~ Céngvin Vn ban di Binh Thi Cao Bang
[l Traavan ban

EA van ban theo adi

B mat khdu nguoi ding

& H5 so congvigc 8
& Quan 1y lich donvi 8
= UOyquyén

EA Théng tin didu hanh ]

s Tim kiém ndang cao: Tim kiém van ban theo nhiéu tiéu chi mé rong.
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Tai liéu hudng dan hé thong “Quan 1y van ban diéu hanh VNPT”

¢ Riéng doi voi tai khoan van thuw, co thém tiéu chi tim kiem theo sé van ban

Q TIM KIEM NANG CAO

Trich yéu
50 ki higu 56 aén/di
© Tim kidm thém
Bonvi ban hanh Loai van ban Khdng chon
56 van ban - Khéng chon - Linhwre Knéng chon
Hinh thire Khang chon B4 khin Khang chon
Naurdyi xiF I Bon vixi 1y — Chon mdt phong ban —
Nagay ban hanh Tirngay Bén ngay
MNgay soan thao Tirngay Pén ngay
Han xi¥ I Tirngay Bén ngay
Toanvan

[CI7im chinh xde

Hé thong hién thi két qua tim kiém, nguoi dung c6 thé chon vin ban dé xem
thong tin chi tiét van ban va lich st xtr 1y clia vin ban.

& Tra cleu vén ban

Trich yéu = | Mhap tir khoa tim kiém

mj »

Trich yéu Co quan ban hénh wiohthi  Xuét danh sach théng

b gén test chinh sira sdfdfssdgasd b Gén test chinh sira Céng vén tin van ban ra dinh
2 VBIT/2016 B Gigo duc dao tao Géna van dang excel S
Click trwe tiép vao Téng 55 ban ghi 165
vén ban dé xem

THONG TIN VAN BAN DEN thdng tin [-]
Trich yéu Vb dén test chinh sira
56 ky higu sdfdfssdgasd
Co guan ban hanh Vb dén test chinh sira
Ngay dén
Hinh thikc wén bén Céng vén
B4 khén Khan
Files dinh kém DD.XLSX

2.1.9 Quan tri van ban

2.1.9.1 Quidn tri sé viin bdn dén

bé thyuc hién chirc nang Quan tri s6 van ban dén, NSD chon menu [Quan tri van

ban] -> [SO van ban dén] trén man hinh nhu sau:
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Tai liéu hudng dan hé thong “Quan 1y van ban diéu hanh VNPT”

\9c6Bnb =CEt] CzAwlyHscdyjbTa9vCBIuTtIfCcPbUo. &lyLICCSfSWSFCES.=DBnydY9ad.. @ v 1o @ O B =

&« c @& https://acv.vnptioffice.vn/qlvbdh/main?lzL1Dx9w5BxmCEt
v [LEGE HE THONG QUAN LY VAN BAN VA PIEU HANH Trén Vin Gidp
CORPORATIO A ~ 2 B ~ = N z A
T TONG CONG TY CANG HANG KHONG VIET NAM VDT U
A =] =

Trangchd  Danhba  Théngtincdmhdn  Bécdiplugin  Hwong dansidung  Vin ban

% auanting théng B8 @& Oulntivinban/ S6van ban dén

&' quan Iy van ban @ a . . R
Hienthi 10 v banghi Ténsovan ban ~

= S5 it ddu Woiydpcung | Moay ki i s1in | omtes s | o~ ]

S van ban dén TONG CONG TY 1 24/01/2019 24/01/2050 tvgiap.acv
dlng chung CANG HANG [Z x
KHONG VIET NAM

EJ Quan 1§ vin ban gén =]

&

Van ban dén

N

Van ban i

Tra ciru van ban

Van ban §a xir Iy

WAn ban Uy quyén

V&N ban théng bao

Vin ban ganh dau

‘Quan Iy cdng viéc a

Vén ban theo ddi

ol
=
=)
]
]
=)
E4
&

H s cong viéc =

Quan tri van ban a
- 56 van ban gén

Sfvanban di
Thém ma¢i so van ban dén

bé thyuc hién thém méi s6 van ban, NSD chon chirc nang [Thém mdi] trén man

hinh nhu sau;

&« c @ https://acv.vnptiofficevn/glvbdh/main?lzL1Dx9w5BxmCEtw5A9c6Bnb=CEt1Cz

AIRPORTS
CORPORATIOI
OF VIETNAM

uJyHx4yjbTa9vCBtuTtSfCcPbUo. &yl ICCSTSWSFCES. =DBy4Y9a

a % wa O & =
HE THONG QUAN LY VAN BAN VA PIEU HANH Tran Vin Gidp
TONG CONG TY CANG HANG KHONG VIET NAM V& phdng Tang cing fy

A =} = E
Trangchd  Danhba  Théngtncénhdn  Bocaiplugin  Hudng dinstdung  Vin ban
& quan ting théng B8 @& Oulntivinban/ S6van ban dén
£ Quan Iy van ban di a . . P
Hiéntni 10 v banghi Tén 56 vin ban +

E4 Quan Ij vin ban dén =]
*J Van ban dén 5 vn ban dén TONG CONG TY 1 281012019 2410112050 tvgiap.acy B

. aling chung CANG HANG & x

2 NOR AN

2 vanpanai KHONG VIET NAM
[l Tra ciru van ban
B4 van ban ga xir Iy
E4 vin ban dy quyén
€ van ban théng bao
© van ban danh ddu
EA Quan I céng viéc a
EA van ban theo déi
& Wb so cing viéc a

Quan tri van ban a

6 véin ban dén

56 van ban i

Khi d6 hé thdng hién thi man hinh nhu sau:
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Tai liéu hudng dan hé thong “Quan 1y van ban diéu hanh VNPT”

THEM MG1 SO VAN BAN BEN

Tén sb van ban * S6 van ban dén ndm 2019

Do vi ép dung * TONG CONG TY CANG HANG KHONG VIET NAM -
S bét gau 1
Nody tao <6 - 2000212019 gy dong s6+ 251022020

56 thir tu hién thi * 1 v

Noudi theo ddi Nguyén Ngoc Mai [nnmai.acy] [3] -
Noudi quan tri L& Cao Huyén [caohuyen.acy] (4] -
@
Hinh thirc van ban i dung D3 lura chon tét ca (20) M

Thém mdi “Thém méi va Bong

NSD nhap cic thong tin s6 vin ban dén nhu sau (cac trudng thong tin c6 dau *

1a cac truong thong tin bit budc):

- Tén sb van ban: NSD nhap tén cho s6 vin ban

- DPon vi ap dung: NSD chon don vi &p dung cho s6 van ban, mic dinh 1a don vi
NSD dang truc thuc

-S4 bat dau: nhép s6 bt dau cho s6 vin ban

- Ngay tao so: chon ngay tao s6 vin ban

- Ngay dong so: chon ngay dong s vin ban

- S6 thtt tw hién thi: chon s6 th ty hién thi cho s6

- Ngudi theo dbi: NSD click vao icon I khi d6 hé théng s& hién thi danh sach

nguoi dung nhu sau:

THEM MOI1 SO VAN BAN DEN

CHON NGUOI

Bonvi —=TONG CONG TY CANG HANG KHONG VIET NAM

Hiénthi 10 ¥ |bénghi Tai khodn = “
I O T = T N

1 admin1 Admin ACV TONG CONG TY CANG HANG KHONG VIET NAM
2 bithai acv BUi Thuén Thai Ban Thu ky TCTy

3 caohuyen.acy Lé Cao Huyén Vin phong Tong cong ty

4 chitien_acv Khiic Chi Tign Vin phong Téng cong ty

5 cmhuong.acy Cao Nguyén Mai Huong Vin phong Tong céng ty

6 daovistdung acv Déo Viét Diing TONG CONG TY CANG HANG KHONG VIET NAM
7 dhphuc.acv DPang Thuy Hoang Phiic Vin phong Tong céng ty

8 dotatbinh.acy D8 Tét Binh Ban Téng Gidm dbc

9 dtminh.acv Binh Thi Minh Ban Thu ky TCTy

10 hakieuoanh_acv Hé Kiéu Oanh Vin phong Téng cong ty

Téng 56 ban ghi 61 nz ERE
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Tai liéu hudng dan hé thong “Quan 1y van ban diéu hanh VNPT”
NSD chon ngudi theo ddi cho s6 vin ban, khi d6 nhitng user dugc gan quyén theo
ddi s6 vian ban nao s& nhin thdy cac van ban d6 trong menu [Vin ban theo dai.

- Nguoi quan tri: NSD click vao icon (%" khi d6 hé thdng s& hién thi danh sach

nguoi dung nhu sau:

THEM MO SO VAN BAN BEN

CHON NGUOI

Bonvi —= TONG CONG TY CANG HANG KHONG VIET NAM

Hiénthi| 10 ¥ |banghi Téi khodn » n
I O T T " N

1 admin1 Admin ACV TONG CONG TY CANG HANG KHONG VIET NAM
2 bithai.acy Bai Thuén Théi Ban Thu ky TCTy

3 caohuyen.acv Lé Cao Huyén Vin phéong Téng cdng ty

4 chitien.acv Khic Chi Tién Vin phang Tdng céng ty

5 cmhuong acv Cao Nguyén Mai Huong V3n phong Téng cdng ty

6 daovietdung.acy Déo Viét Diing TONG CONG TY CANG HANG KHONG VIET NAM
7 dhphuc.acv Péang Thuy Hoang Phiic V3n phong Téng cdng ty

3 dotatbinh.acv DO Tét Binh Ban Tdng Giam doc

g9 dtminh acv Binh Thi Minh Ban Thu ky TCTy

10 hakieuoanh.acv H& Kiéu Oanh Vin phong Tong cong ty

Tong s6 ban ghi 61 nz 3w M

Chon va Béng

NSD chon nguoi quan tri cho s van ban, khi do nhitng user dugc gan quyén quan

tri s6 van ban nao s€ dugc quan tri s6 van ban do.

- Hinh thirc sir dung: NSD chon hinh thirc sir dung cho s6 vin ban bang cach

check vao cac hinh thire cia van ban nhu sau:

THEM MO SG VAN BAN DEN x

Tén sé van ban *

Do vi dp dung * UBND Huyén Lé Thdy - Quang Binh T
S bat dau *
Ngay tao 56 * Ngay déng s6°
56 thir tir hién thi *
Ngui theo dai :
(4
Nguoi quan tri :
[Eg

Hinh thirc van ban sir dung

] Lira chon titca
Huéng dén

Eién ban

_ I
EE— sl Aian
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Tai liéu hudng dan hé thong “Quan 1y van ban diéu hanh VNPT”

Sau khi NSD nhép xong cac thong tin vé sb vin ban dén, NSD click [Thém méi]
dé thuc hién thém méi sd va tiép tuc thém s6 van ban dén khéc hodc click [Thém moi

va dong] dé thuc hién thém maéi s6 va dong man hinh thém mdi.
Cap nhat so van ban den

Dé thuc hién cap nhat s6 van ban dén, NSD click icon (#'trén danh sach sb vin ban

nhu sau:

Hiénthi 10 ¥ banghi Tén 56 van ban ~ n
Don vi &p dung S6 bt diu Ngay ap dung Ngiy két thiic STT hién thi Ngwéi theo doi MNgw&i quan tri -

S0 van ban dén TONG CONG TY 1 24/01/2019 24/01/2050 tvgiap.acv
ding chung CANG HANG
KHONG VIET NAM

Khi d6 hé théng hién thi man hinh thong tin vé s6 vin ban can cap nhat nhu sau:

THEM M1 58 VAN BAN DEN

Tén sé van ban S0 van ban dén ding chung|

Donvi dp dung* TONG CONG TY CANG HANG KHONG VIET NAM v
S6 bit ddu = 1 S6 hign tai 20
Nody tao 6 * 241012019 sy dbng sb* 24/01/2050

Ngay dong so

S6 thir tu hién thi * 1

Nowdi theo di
(3
Ngui quén tri Trén Van Gidp [ivgiap.acy] @
[E3
Hinn thire van ban st dung D4 lya chon tat ca (20) -

Lo [

NSD cép nhat cac théng tin mong mudn, click [Luu] dé luu cac thong tin vira cap
nhat va hé thong van giit nguyén man hinh thém méi s6 vian ban dén hodc click [Luu

va dong] dé hoan thanh viéc cap nhat va dong man hinh thém méi.
Xéa so6 van ban den
S6 van ban dén chi dugc phép x6a khi s6 chua dugc str dung.

bé thuc hién x6a s6 van ban dén, NSD click icon % trén man hinh hoac check vao

check box cua cac sO van ban nhu sau:

Hiénthi 10 v banghi Tén 56 van ban ~ nm
‘Bon vi &p dung S0 bt dau Ngay ap dung Ngay két thiic STT hién thi Ngwéi theo doi Ngwoi quan tri -

56 vén ban dén TONG CONG TY 1 24/01/2019 24/01/2050 tvgiap.acv
ding chung CANG HANG
KHONG VIET NAM
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Tai liéu hudng dan hé thong “Quan 1y van ban diéu hanh VNPT”

Khi d6, néu sb vin ban di duoc ap dung thi hé thdng khong cho phép x6a, nguoc

lai hé théng s€ cho phép x0a s6 van ban duge chon.
Export s6 vin ban

Hé thong cho phép export thong tin sd vin ban ra dinh dang Word hodc dinh dang
Excel, NSD chon dinh dang can export nhu sau:

Hiénthi 10 v banghi Tén s6 van ban v “m
‘Bon vi &p dung S0 bt dau Ngay ap dung Ngay két thilc STT hién thi Ngwi theo doi Ngwii quan tri Thao tac -

56 van ban dén TONG CONG TY 1 24/01/2019 24/01/2050 twgiap.acv 'II
dung chung CANG HANG
KHOMG VIET MAM

Khi @6 hé théng s€ export danh sach s6 van ban ra dinh dang duoc chon.
2.1.9.2 Quidn tri s6 vin ban di

bé thuc hién chic nang Quan tri s6 van ban di, NSD chon menu [Quén tri van ban]
> [S0 vin ban di] trén man hinh nhu sau:

% auanting héng S| @ Quantivanban/ S6vanband

(& QuanIy van ban di a . A T, ——

Hienthi| 10 v banghi Tén s0van ban ~ nm
EA quaniy van ban aén =2

bonvimama | sbale Woiyiosh | Nplydongab | ST | Mawiteod | Nawoiunul | Totic | |

= Van ban gén

SévanbandiTGD  TONG CONGTY 1 24/01/2019 24/0112050 tvgiap.acy . .
@ vanbina CANG HANG
anbandi KHONG VIET NAM
Bl Tra ciru van ban sévinbandiding  TONG CONGTY 1 25012019 25/01/2050 1 tvgiap.acv [ &
chung CANG HANG @ x
EA van ban a3 xir Iy KHONG VIET NAM
s N 56 van ban di cla TONG CONG TY 1 25/01/2019 2510172050 1 tvgiap.acv B
=) eEnEalyesh HBQT CANG HANG %

@ viin ban théng bdo KHONG VIET NAM

© van ban génh déu
EA quanly cong vigc =
EA viin ban theo dbi

& Hb so cong visc a
= Quantivanban =]

- Sbvén ban dén

[ S0 van ban di
Thém méi so van ban di

Pé thyc hién thém mai s6 van ban, NSD chon chtrc nang [Thém méi] trén man hinh

nhu sau:
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Tai liéu hudng dan hé thong “Quan 1y van ban diéu hanh VNPT”

THEM M1 50 VAN BAN BI x

Tén sé vin ban* S0 van ban di cho van phong
Don vi &p dung’ Vén phang Tong céng ty
Ngay tao s6* 201022019 oy cing <6 F—
S6 thir ty hién thi* 1
36 bdt a2 1

Nguai theo ddi Lé Cao Huyén [cachuyen.acy] Q@

=

Nouai quan tri Lé Cao Huyén [caohuyen.acy] [

=

I

Thong tin s6 van ban di gom co 2 tab:
- Thong tin s6 vin ban
- Mau s6 ky hiéu
Déi véi tab: Thong tin s vin ban:
NSD nhép céc thong tin s6 vin ban dén nhu sau (cac trudng thong tin co dau * 1a cac
truong thong tin bat budc):
- Tén sb van ban: NSD nhap tén cho s6 vin ban
- Pon vi ap dung: NSD chon don vi 4p dung cho s6 vin ban, mic dinh 1a don vi
NSD dang truc thude
- Ngay tao so: chon ngay tao so vin ban
- Ngay dong so: chon ngay dong s vin ban
- S6 thit tw hién thi: chon s6 th ty hién thi cho s0
- Ngudi theo ddi: NSD click vao icon = dé chon nguoi theo dai
NSD chon nguoi theo déi cho sé vin ban, khi d6 nhitng user dwoc gdn quyén

theo doi s6 van ban nao sé nhin thay cac van ban do trong menu [Van ban theo doi].

- Nguoi quan tri: NSD click vao icon (¢ ¢ lya chon ngudi quan tri sb
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Tai liéu hudng dan hé thong “Quan 1y van ban diéu hanh VNPT”

NSD chon nguoi quan tri cho sé van ban, khi dé nhitng user dwoc gan quyén qudn

tri s0 van ban nao sé dwoc quan tri so van ban do.

NSD click [Thém méi] dé thém thong tin s6 vira luu, khi d6 s6 van ban di duoc luu
vao danh sach. Dé khai bao [Thong tin ky hiéu], NSD click icon cdp nhit ctia sb vira

tao dé tiép tuc khai bao thong tin ky hiéu, khi d6 hé théng hién thi man hinh nhu sau:

CAP NHAT THONG TIN SO VAN BAN DI X
Théng tin 58 van ban

Nhay sé theo* S6 van ban S6 van ban va Hinh thire van ban
Méu sé ky higu”

st 56 nhay tw déng

nam: Nam ban hanh vin ban

kyhieu_coquanbanhanh: Ky hiéu co quan ban hanh

kyhieu_donvisoanthao: Ky hiéu don vi soan thao

Hinh thirc van ban sir dung

S bt dau”

- Nhay s6 theo: Chon hinh thirc nhay sb tu dong theo “S6 van ban” hodc “S6 vin
ban va hinh thirc van ban”.

- Mau s6 ky hiéu: NSD dinh nghia miu s ky hiéu theo quy tic quy dinh, vi du:
stt/nam/kyhieu_coquanbanhanh

- Hinh thirc vin ban sir dung: Chon céc hinh thiic van ban ap dung cho s6 van

ban.
NSD click [Cap nhat] hodc [Cap nhat &déng] dé hoan thanh viéc thém méi s6 van ban
di.
Cép nhit so vin ban di

Pé thuc hién cap nhat s6 van ban di, NSD click icon (% trén danh sach sb vin ban nhu

Sau:
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Tai liéu hudng dan hé thong “Quan 1y van ban diéu hanh VNPT”

# Quantivinban/ S04 van ban di

Hiénthi 10 v banchi Tén s van ban - nm
o i ap cumg 6 bit adu Ngiy t20 25 Ngiy dong s ST bidn Ngwoitheodsi |  Mouiiquinti | Thaotie | |

SOvanbandiTGD | TONG CONG TY 1 24/01/2019 24/01/2050 tugiap.acv A
CANG HANG [T7]
KHONG VIET NAM

sévanbandiding | TONG CONGTY 1 25/01/2019 25/01/2050 1 tvgiap.acy

chung CANG HANG %
KHONG VIET NAM

S6 vén ban di cia TONG CONG TY 1 25/01/2018 25/01/2050 1 tvgiap.acv

HBQT CANG HANG [ x
KHONG VIET NAM

Khi @6 hé théng hién thi man hinh thong tin vé s6 van ban can cap nhat nhu sau:

CAP NHAT THONG TIN S3 VAN BAN BI

Tén 58 vin ban* S6 van ban di TGB)
Don vi &p dung® TONG CONG TY CANG HANG KHONG VIET NAM -
Ngay tao s6* 24/01/2019 Nady Gong 58 Jym—
S6 thir f hién thi* 1
S6 bat diu 1
Ngui theo ddi
=
Ngurdi quan tri

Trin Vin Gidp [ivgiap.acv] @

&

NSD cép nhat cac thong tin mong mudn, click [Luu] dé Iuu cac thong tin vira cap nhat
va hé thdng van giir nguyén man hinh thém méi s6 vin ban dén hoic click [Luu va

dong] dé hoan thanh viéc cap nhat va dong man hinh thém méi.
Xéa s6 vin ban di
S6 van ban di chi duoc phép x6a khi s6 chua duogc str dung.

Dé thuc hién x6a s6 van ban di, NSD click icon * trén man hinh hodc check vao

check box cua cac sO van ban nhu sau:
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Tai liéu hudng dan hé thong “Quan 1y van ban diéu hanh VNPT”

# Quantivanban / S6wvan bandi

Hiénthi 10 v banchi Tén s van ban - nm
o i ap cumg 6 bit adu Ngiy t20 25 Ngiy dong s ST bidn Ngwoitheodsi |  Mouiiquinti | Thaotie | |

SGvanbandiTGB | TONG CONG TY 1 24/01/2019 24/01/2050 tvgiap.acv . .
CANG HANG
KHONG VIET NAM

Sévanbandiding | TONG CONGTY 1 25/01/2019 25/01/2050 1 tvgiap.acy & @

chung CANG HANG %
KHONG VIET NAM

S6 van ban di clia TONG CONG TY 1 25/01/2019 25/01/2050 1 tvgiap.acv @

HEQT CANG HANG (€3
KHONG VIET NAM

Khi d6, néu sb vin ban di duoc ap dung thi hé thdng khong cho phép x6a, nguoc

lai hé thong s€ cho phép x6a s6 van ban dugc chon.
Export s6 van ban

Hé thong cho phép export thong tin sd vin ban ra dinh dang Word hoic dinh dang
Excel, NSD chon dinh dang can export nhu sau:

4 Quantrvinban / SO wvin bandi

Hiénthi| 10 v banghi Tén 56 van ban + “m
‘Bom vi ap dung S0 bt dau Ngay tao 30 Ngay dong 50 STT hién thi Nguwéni theo doi Nguwir quan tri Thao tac -

S6vanbandiTGE | TONG CONGTY 1 24/01/2019 24/01/2050 tvgiap.acy lll
CANG HANG
KHONG VIET NAM
Sovanbandiding | TONG CONG TY 1 25/01/2019 25/01/2050 1 tvgiap.acv [
chung CANG HANG [ x
KHONG VIET NAM
56 van ban di cla TANG CONG TY 1 25/01/2019 25/01/2050 1 tvgiap.acy
HBQT CANG HANG @ x

KHONG VIET NAM

Khi do6 hé théng s€ export danh sach s6 van ban ra dinh dang dugc chon.
2.1.9.3 Quan tri don vi bén ngoai
Heé thong cho phép dinh nghia cac don vi nhan vian ban 1a don vi bén ngoai.

Dé thyc hién quan tri don vi bén ngoai, NSD chon menu [Quan tri vin ban] -> [Quan

tri don vi bén ngoai] nhu sau:
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Tai liéu hudng dan hé thong “Quan 1y van ban diéu hanh VNPT”

4 quantring théng S | @ Quantivinban/ Don vibén ngodi

& auanly van ban di B

EA quan 1y van ban dén =
T T S T T TR TN
=) Van ban dén

hao
VNPT 57a Hujnh Thic Khang 20/02/2019 & x

' vanvandi

[l
=]
B4
(1]
[i]
=]
=]
]

o VNPT Hb Chi Minh Hb chi Minh 200212019 E x
Tra ciru van ban

Van ban d8 xr Iy

Van ban y quyén

Van ban thong bao

\n ban danh dau

Quén Iy cng viéc e
Van ban theo dbi

Hb 50 cong viéc 2

Quan tri vdn ban =]

- S6 vanban dén

56 vén ban di

Bon vi bén ngodi

Khai bao nhom don vi ban
hanh

Thém méi don vi bén ngoai

Pé thuc hién thém méi, NSD click nat [Thém méi] trén man hinh nhu sau:

& auantiné éng © | @& Quantrivinban/ Don vibén ngodi

(£ Quan Iy vén ban ai = .
Hiénthi 10 v banghi Téndonvi~ (o}
B4 auanIy van ban dén =

Van ban dén

VNPT 57a Hujnh Thic Khang 2010212019 Z %

&

&

Vén ban di

o VNPT Hd Chi Minh Hb chi Minh 200212019 @ x
Tra ciru van ban

Van ban a3 xir If

Van ban dy quyén

Van ban thdng bdo

an ban danh déu

Quan Iy cdng viéc [

Van ban theo ddi

)
E4
4
(i}
(1]
E4
=]
&5

Ho so cong viée <]

Quan tri vin ban =]
- S0 van bén dén

56 van ban &

Don vi bén ngoai

Khai bdo nhdm don vi ban
hanh

Khi d6 hé thdng hién thi man hinh thém méi nhu sau:
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Tai liéu hudng dan hé thong “Quan 1y van ban diéu hanh VNPT”

THEM MGI DON VI NHAN NGOAI

Tén don i * |

Blia chi
Blién thoai
Email

Mé ta

NSD nhap cic thong tin don vi ngoai, NSD click [Thém méi] dé thuc hién thém

ma&i1 don vi ngoai va tiép tuc thém don vi ngoai khac khac hoac click [Thém méi va

dong] dé thyc hién thém mdi don vi ngoai va déong man hinh thém mai.
Cap nhat don vi ngoai

Dé thuc hién cap nhat don vi ngoai, NSD click icon (% trén danh sach don vi ngoai

nhu sau:

&' ouantiné théng B @ Quintivinban/ Sonvibén ngodi

& Quan Iy van ban di = .
oty 10+ wangn Tangomi+ [ Q| Tenmor | 2|

B4 quan Iy vén ban dén <]

e T T N T T
=] Vin ban dén

VNPT 57a Huynh Thic Khang 2010212019 E
£ vanbana

VNPT Ha Chi Minh Hb chi Minh 20/02/2019 & x
[l Tra ciru van ban

EA van ban g8 xir Iy

B4 vin ban dy quyén

@ vin ban théng bdo

© Van ban Génh déu

EA Quaniy cong viee <!

EA' Van ban theo di

& Hb so cing visc =)

= Quantrivan ban 8
56 vén ban dén
$6 vén ban di

i~ Don vi bén ngoai

- Knai bdo nhdm don vi ban
hanh

Khi @6 hé thong hién thi man hinh thong tin vé don vi can cap nhat nhu sau:
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Tai liéu hudng dan hé thong “Quan 1y van ban diéu hanh VNPT”

I |

SUA THONG TIN DON VI NHAN NGOAI

Tén don vi* B& Nong nghiép|

Bia chi Ha Nai
Sé dién thoai 0496867633

Email nongnghiep@gov.vn

Mé ta Bd Ndng nghiép

NSD cép nhét cac théng tin mong mudn, click [Luu] dé luu cac thong tin vira cip
nhat va hé théng van gilt nguyén man hinh cap nhat don vi ngoai hoic click [Luu va
dong] dé hoan thanh viéc cap nhat va dong man hinh cép nhat.

Xo6a don vi bén ngoai

bé thuc hién x6a s6 van ban dén, NSD click icon % trén man hinh hoac check vao

check box cua cac don vi ngoai nhu sau:

& auantiné éng © | @& Quantrivinban/ Don vibén ngodi

Hiénthi 10 v banghi Téndonvi~ n
B4 auanIy van ban dén =
=] \Vin ban dén

VNPT 57a Huynh Thiic Khdng 20/02/2019

(£ Quan Iy vén ban ai =

Z vinvandi
G e a——— VNPT Ha Chi Minh Hb chi Minh 201022019
B4 vin ban a3 xir Iy
EA vin ban dy quyén
@ van ban thdng bdo
© van ban Génh déu
B4 auanly cong visc =]
EA vén ban theo ddi
& Hb so céng viec =
= ouantrivinban =

- S0 vanban dén

36 vén ban &
i Don vi bén ngoai

i~ Knai bdo nhém don vi ban
hanh

Khi d6 hé thong sé x6a don vi bén ngoai dugc chon.
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Tai liéu hudng dan hé thong “Quan 1y van ban diéu hanh VNPT”

2.1.9.4 Khai bao nhom don vi ban hanh

Hé théng cho phép dinh nghia cic nhom don vi ban hanh dé nham muc dich ban
hanh nhanh, khong can lya chon tung don vi mat.

Dé thuc hién khai bao nhom don vi ban hanh, NSD chon menu [Quan tri van ban] -

> [Khai bdo nhém don vi ban hanh] nhu sau:

&' ouantiné théng B | @& Quantivinban/ Khai bdo nhdm Son vi ban hanh

& Quan Iy van ban di =
B4 quan Iy vén ban dén B
o e S

=] Vin ban dén 1

Nnm khdi Téng céng ty tvgiap.acv o x
2 vanbandi 2 Nnom Céng hang khang tvgiap.acy a@x
3 DEMO tvgiap.acv o x

[l Tra ciu van ban

EA van ban g8 xir Iy

B4 vin ban dy quyén

@ vin ban théng bdo

© van ban génh ¢hu

EA Quaniy cong viee <!
EA' Van ban theo di

& Hb so cing visc =)
= Quantrivan ban 8
56 van ban dén

$6 vén ban di

Don vi bén ngodi

. Knhai bdo nhom dom vi ban
hanh

- Khai bdo nham ngudi nhan
ban hanh

Thém méi nhém don vi ban hanh

Pé thuc hién thém méi, NSD click [Thém mdi nhom] trén man hinh nhu sau:

# Quantrivinban / Khal bdo nhom den vi ban hanh

i o e

7 Nhdm khdi Tdng céing ty tvgiap.acv a@x
2 Nhém Cang hang khéng tvgiap.acy al@Zx
3 DEMO tvgiap.acv o x

Khi d6 hé théng hién thi man hinh nhu sau:

THEM MO NHOM

Tén nhdm (*)
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Tai liéu hudng dan hé thong “Quan 1y van ban diéu hanh VNPT”

NSD dit tén cho nhom, click [Thém méi] dé hoan thanh.
Gan don vi vao nhom

Pé thyc hién gan don vi vao nhom, NSD click icon [Danh sach don vi] trén man

hinh nhu sau:

A Quantivanban/ Khaibdo nhém den viban hanh

i

7 Nhém knhdi Tdng céing ty tvgiap.acv ﬂ 7 X
2 Mhom Cang hang khéng tvgiap.acv a@x
3 DEMO tvgiap.acv ol x

Khi d6 hé thdng hién thi cac danh sach don vi 13 don vi doc 1ap trong don vi

chira User dang quén tri nhom nhu sau:

DANH SACH BON VI BAN HANH TRONG NHOM ]

Bon vi lién théng ndi bd Bon vi lién thdng ngoai
TANG CONG TY CANG HANG KHONG VIET NAM Knéng tim théy dif iéu

Cang Hang khéng Na San - Son La

Cang Hang khdng Dién Bién Phu - Dién Bién
Cang Hang khéng Tho Xuén - Thanh Hoa
Cang Hang khéng Quéc t& NGi Bai - Ha Noi
Cang Hang khéng Con Dao - BRVT

Cang Hang khong Quédc té TAn Son Nhdt- HCM
Cang Hang khdng Lién Khuong - 4 Lat
Cang Hang khéng Phi Cét - Binh Binh

Cang Hang khéng £:bng Hai - Quang Binh
Cang Hang khéng Qudc t& Phi Bai- Hué
Cang Hang khéng Chu Lai - Quang Nam

Capnhat

NSD check cac don vi can thém vao nhom, click [Cap nhat] dé hoan thanh.
Stra nhom don vi ban hanh

bé thuc hién stra don vi ban hanh, NSD click icon [Stra] trén man hinh nhu sau:

# Quantrivinban / Khal bdo nhom den vi ban hanh

e

7 Nhdm khdi Tdng céing ty tvgiap.acv --
2 Mhom Cang hang khéng tvgiap.acv alZx
3 DEMO tvgiap.acv o x

Khi d6 hé théng sé& hién thi man hinh thong tin nhém don vi, NSD tuy chinh, click
[Cép nhat] dé hoan thanh.

Xo0a don vi ban hanh
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Tai liéu hudng dan hé thong “Quan 1y van ban diéu hanh VNPT”

Pé thuc hién x6a don vi ban hanh, NSD click icon [X6a] trén man hinh nhu sau:

# Quantrivinban / Khal bdo nhom den vi ban hanh

o

1 Nhém kndi Téng cng ty tvgiap.acy o a
2 Mhém Cang hang khéng tvgiap.acv al@x
3 DEMO tvgiap.acv o x

Khi @6 hé théng s€ x0a don vi dugc chon.
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