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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€éu xay dung mdt Van phong di¢n tur
khong gidy to.

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

Yéu cau dbi véi nguoi dung: Tin hoc can ban, st dung dugc Windows, biét st
dung Internet, truy cdp Website. Di véi van thu phai co 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 cdp vao hé thdng, nguoi dung st dung tai khoan duogc cp dé truy cap.

2

’ Tén truy cap

VNPT

HE THONG QUAN LY VAN BAN VA DIEU HANH
TAP DOAN BUU CHINH VIEN THONG
VII::I' NAM M3 xac nhan

R, Dién thoai:
[ caidat eoOffice trén thiét bi di dong ( Android , i0S ) DANG NHAP

SU’ DUNG TOKEN

- Tén truy nhap: Nhap theo tai khoan duoc cung cip
- Mat khau: Nhap mat khau duoc cung cép
- Mai x4c nhan: Nhap ma xac nhan hién thi (phan biét may dang 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 ding c6 thé thay d6i mat khau va cac thong tin ca nhan. Sau khi thay doi
xong thong tin ¢4 nhan, ngudi ding bim vao “Cap nhat” dé luu cac thong tin vira thay

doi
2 Nghiép vu
2.1 Phan hé Quéan ly van ban

2.1.1 Thém van ban di

Nguoi dung click menu [Khoi tao van ban di] trén man hinh trang chti nhu sau:

4 Thu - Bui Thi Thay - Outlook x ’ [VNPTEGOV2-1253] Digu chinh ¢ X ’ [VNPTEGON2-1253] Bigu chinh ¢ X ’ Trang chd x aF - X

< C @ hitps;//acvvnptiofficevn/qlvbdh/main?lyLICcSfSwSTCES. =CEt1 CzAwlyHxdy)D

AIRPORTS
CORPORATIO!
OF VIETNAM

9vCBtuTHIFCcPbUo.. o Q % 1w @ O B =

Luu Thu Hién =
Ban T6 chirc - Nhan sy

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

# =] =3 E]
Trang chil Danhba  Théngfincanhdn B cai plugin Hwéng danstrdung  Van ban
%} quantriné théng E | Knoi tao Van ban di tir Chuyén visn I i
®1 Vin ban gén Knh&i tao Van ban di trinh ky
& vanbanai

[nl) Tra ciru vén ban

EA van ban daxir Iy

EA van ban dy quyén

€ vin ban théng bdo

© vin ban aénh ddu

EA Quan 1y cong viéc =

B4 van ban theo dgi

& b so cong vige =
& Quanly lich don vi =
= Oy quydn
EA Théng tin diéu hanh =
'Y N WAR HE THONG QUAN LY VAN BAN VA BIEU HANH - TONG CONG TY CANG HANG KHONG VIET NAM
javascript: newVanBanMenuTop(m2297, vanban_di’/NEW' VAN BAN_DI CV_CAP 024, DBny4VOy4B1 V4B 1VSEaICELVTEOy4B Y48 1VSEaI6B1aSIW.. ) -

Khi d6 hé thdng hién thi man hinh nhu sau:

THONG TIN VAN BAN BI x

Théng tin ¥ kién So d6 ludng van ban -
Tricn yéu () Bdo cdo két qua tuyén dung v
4
Hinh thire (%) Bdo cdo Dd kndn () Thudng Lin vuc -
Bon vi soan thio Ban To chirc - Nndn sy Phan loai Van ban mi v Han xir Ij
Frodmiin — [+ |
& Tai tép tin & Tai tép tin
(@3] 1 .
Thuy.docx.
N&i dung x Iy
(MAu nhap) y
Liru

Nguoi dung nhap céc thong tin van ban di:
- Trich yéu (bt budc): trich yéu cua van ban
- Hinh thtrc (bat budc): hinh thirc cta van ban
- Do khan (bit budc): d6 khan cia vin ban
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- Linh vuc (bét budc): linh vuc cua van ban
- DPon vi soan thao: mac dinh la don vi ciia nguoi khéi tao van ban
- File dinh kém: file dinh kém c6 thé duogc tai 1én bang 2 hinh thirc
= Quét tai li€u tr may scan: nguodi dung cai plugin cho may tinh, khi d6 nguoi
dung scan tai li¢u, click nat [Quét tai liéu], hé théng sé tu dong dinh kém
file scan.
= Tai tip tin san c6 tir may tinh
- Van ban lién quan: cach thuc thyc hién tuong tu file dinh kem
- Nbi dung xtr Iy: nhap ndi dung xtr Iy néu c6 dé nguoi xtr 1y tiép theo c6 thé co
nhiéu thong tin dé xu 1y hon.

Nguoi dung c6 thé xem ludng xtr Iy ctia vin ban bang cach click tab [So dd
ludng van ban] nhu sau:

THONG TIN VAN BAN BI

Théng tin van ban Xin § kién Sor d0 ludng ¥3a ban
2 -~
| f /
| /7 /
/ l /
v L
w'ﬁ\- > én vii - #  Linh dgo Bon - » -
\_/ Chuyén vien i - Vinthi Ben vi |
Fy J
\ X
\ \ |
\ | \ |
Vo

Luwu van ban:

Sau khi nhap cac thong tin vian ban di, ngudi diing chua mudn thuc hién chuyén
vin ban, c6 thé luu vin ban dé sau d6 xt 1y tiép, nguoi dung click [Luu], hé thong
s€ luu van ban vao menu [Van ban di]

THONG TIN VAN BAN DI x

LLCIMEORE Ul Tonghop i kiénxIly  Thong tin § kién So db ludng van ban

Trichyéu () 4o cdo két qua tuyén dung
4
Hinh thire (%) Bdo cdo D6 knn ) Thuong Linh vue -
Don vi soan thio Ban To chire - Nhan sy Phan loai Van ban méi A Han x{r I
— vinbintin gon
& T3itép tin & Taitép tin

(@305 | 9150 7 | v T | 0 | 1 b vinbin | 1 evr I

Thuy.docx (Ngudi gir: Liru Thu Hisn - 20/02/2019 11:48:58)

N&i dung xr iy
(M3u nhap) P

Bn

Chuyén van bén:
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Sau khi nhap céc thong tin van ban di, nguoi dung c6 thé thuc hién chuyén vin
ban theo ludng quy trinh bang cach click vao nut [Chuyén], chon ddi twong can
chuyén & budc tiép theo.

4 Thu - Bai Thi Thiy - Outlook x | 'ﬂ [VNPTEGOV2-1253] Bigu chinh ¢ X ‘ ' [VNPTEGOV2-1253] BiBu chinh ¢ X ’ V&n ban di x -+ - x

<« [&] @ https;//acv.vnptiofficevn/qlvbdh/main7izl 1 Dx9w5BxmCEtwSA9cEBnb=CEt1CzAwlyHxdyjbTqavCBtuTtofCcPbUo. AlyLICcSfSwSTCES.=DBnydYayd.. @ W 10 @ O & & =

THONG TIN VAN BAN I x
Tong hop ¥ kién xir Ij Théng tin  kién So G ludng van ban

Trich yéu () Bao cdo két qua tuyén dung

Hinn thire (%) Bdo cdo Dé kndn () Thudng Linh vuc

Don vi soan thao Ban To chirc - Nnén sy Phén loai Van ban mi v Han xir Ij

File dinh k&m (%) V3n ban lién quan m

O Tai tép tin & Taitép tin
©xo | ez latice |+ odiin | 1Ky b vin bin | QKj sever B
Thuy.docy nuyén Lanh dao don vi 112019 11:48:58)
Nai dung x&r 1y # Chuyén Van thu don vi
(Mau nhap) P

# Chuyén Lanh Gao phong

e |

~ 85 73 ¢ ENG

Khi d6 hé thdng hién thi danh sach ngudi dung theo dbi tuong duoc chon

Danh sach nhan x

0 Chuyén Dong gri

Pb-| cl mn:
ChiFc vu Bong xir Iy
Nguyén Lanh (nguyenlanh.acv) Trudng ban TONG CONG 2 TANG CONG TY CANG HANG
TV CANG KHONG VIET NAM
HANG
KHONG VIET Admin ACV
NAM/ Ban Td o
chirc - Nhan Bao Viet Ding
= Vi Thé Phigt
L& Vii Hoang Yén Truéng phong TONG CONG - - P
(lehoangyen acv) TY QANG - = Ban Tong Giam doc
HANG D4 TAt Binh
KHONG VIET
NAM/ Ban Td HG Minh Tién
chirc - Nhan . N .
sif Lé Thi Diéu Thuy
Nguyén Trréng Knanh Pho trrdmg phong TONG CONG . L& Xuan Tung
(ntkhanh.acv) TY CANG B *
HANG ) - Nguyen Binh Duong
4 4 V8 Anh T

Nguoi dung chon 1 ngudi xir 1y chinh, ¢é thé chon nhiéu ngudi dong xtr Iy va
nhiéu ngudi dong gui.

= Néu chon ngudi xir Iy chinh => nguoi dung dé sé tryc tiép xtr Iy van ban
theo quy trinh

= Néu chon ngudi xir 1y 13 ddng xir Iy => ngudi dung dé s& cho ¥ kién vao
qua trinh xtr ly

= Néu chon ddng giri => ngudi dung d6 s& nhan duoc vin ban trong vin
ban thong bao va chi xem dé biét.
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Click [Chuyén] dé hoan thanh viéc chuyén cho ngudi ¢ budce xu 1y tiép theo.
Khi d6 van ban s& duoc tu dong chuyén vao kho [Vin ban di xir Iy]. Néu ngudi dung
O buoc tiép theo chwa m& van ban, c¢6 thé léy lai van ban dé cap nhat thong tin hodc
chuyén xur 1y cho ddi twong khac.

Luén chuyén (nat chirc ning nay sé an hién tuy thudc vao quy trinh thue té
cua don vi):

Ngoai ra, ngudi dung c6 thé thuc hién luan chuyén cho cac chuyén vién khac,
bang cach click [Luan chuyén], & chon chuyén vian ban cho chuyén vién khéc xur 1y.
Khi d6 van ban s& duoc tu dong chuyén vao kho [Vin ban di xir 1y]. Néu ngudi ding
& budc tiép theo chua mo vin ban, co thé 13y lai van ban dé cap nhat thong tin hodc
chuyén xur 1y cho ddi tuong khac.

Xin y kién:

Néu ngudi ding chua mudn chuyén xu 1y van ban theo quy trinh ma mudn xin
thém y kién trude khi chuyén vin ban sang budc tiép theo thi c6 thé thyc hién xin ¥
kién.

Nguoi dung click tab [Xin y kién]

THONG TIN VAN BAN BI

Théng tin van ban Jun ¥ Kién So a8 lubng van ban

N&i dung xi¥ Iy

& Taitéptin

Téng hep ¥ kién

Danh sach y kién

Nguoi dung c6 thé nhap ndi dung xin ¥ kién hoic tai tap dé giai trinh 13 noi

dung mudn xin y kién.

Nguoi dung click [Xin y kién], khi d6 hé théng hién thi toan bo danh sach
nguoi dung:
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XIN ¥ KIEN x

bonvi ——=Ban Té chirc - Nhan sur

Hidnthi 10 v|banghi Tai khodn = n
T S———— oren TE—

BUi Thi Diéu Hing bdhang.acv Chuyén vién Tién lrong Ban Td chirc - Nhan st E
d

Binh Thi Lan Chi dichi.acy Phé phéng Ban Té chirc - Nhan siF

VG Dirc Hai vdhai.acv CV hugn luyén dao tao Ban To chirc - Nhan st

Trén Vinh tranvinh.acv CV hudn luyén dao tao Ban Té chirc - Nhan siF

L& Binh Son Ibson.acv CV Nhin st tién lrong Ban Té chirc - Nhan st

Nguyén Thuy Yén Nhi yennhi.acy CV Nhén s tién luong Ban Té chirc - Nhan sif

L& Héng Trréng Intruong.acv Chuyén vién Ban Té chi¥c - Nhan sif

Vi Hai Nam vhnam.acv Chuyén vién Ban To chirc - Nhan sir

Naguyén Thi Ngoc Van nnvan.acv Chuyén vién Ban Té chi¥c - Nhan siF

Vi Lip Quoc viquoc.acy Chuyén vién Ban To chirc - Nhan st

Tdng 56 ban ghi 21 n 2 W M

Nguoi dung chon mdt hodc nhiéu nguoi can xin y kién, click [Xin y kién] dé
hoan thanh viéc xin y kién.

2.1.2 Van ban di

Menu van ban di 1a toan b cac van ban dugc chuyén xu 1y trong quy trinh hoac
duoc xin y kién t6i nguoi dung. Do6i véi mdi loai xtr 1y viin ban va mdi vi tri clia ngudi
dung trong quy trinh thi h¢ thong s& hién thi cac nlit chirc nang khéac nhau.

Nguoi dung click menu [Vén ban di]:
c AIRPORTS HE THONG QUAN LY VAN BAN VA BIEU HANH
WISV TONG CONG TY CANG HANG KHONG VIET NAM

& & =] B

Trang cht Danh ba Théng tin ¢ nhin BJ cai plugin Huréng dén sk dung Van ban

Luu Thu Hién ’
Ban T6 chic - Nhdn sy

% auanting théng 2 @& vinbana

=] Vin ban dén !
Téng s6 ban ghi 1 Trich yéu ~ n
n ban di (1) B4 Hod th;

1 Bdo cdo két qud tuyén dung 20/02/2019 Ban T4 chirc - Nhén sy B

B4 van ban gaxir Iy

E4 Van ban dy quyén ban ghifirang: |10 v
@ vin ban thdng bdo

O van ban danh ddu

B4 auanly eéng viee a

B4 vin ban theo adi

& Wb so cing vide =

& quan iy iich donvi a

= Oy quyén

EA Théng tin digu hanh =] Nham Ngan Tin in "PM2-

Khi d6 hé thong hién thi danh sach cac van ban di chd ngudi ding xtr 1.

Nguoi dung chon 1 vin ban trong danh sach, hé thong hién thi théng tin vin ban va
lich st xtr Iy van ban nhu sau:
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& ouanting théng | @ vanbana
= Van ban dén I

- Téng s6 ban ghi 1 Trich yéu = B
2" vanbandi(1) 1961 Hoa e
G i T R T N

1 Bdo cdo két qua tuyén dung 20/02/2019 Ban Té chirc - Nhan s
EA vian ban a3 xir iy
B Van ban l])' ﬂu}‘éﬂ oan gumangs) 10 ¥ a = 2
THONG TIN VAN BAN DI -]

@ vanban thong bdo

EA quan I céng viéc =

Trich yéu Bdo cdo ét qua tuyén dung
EA vin ban theo ddi Hinh thirc B0 cdo
&' Hb so cing viée =} 94 knan Thuirng
File dinh kém & Xe Thuy.docx (Ngudi giric Luu Thu Hién - 20/02/2019 11:48:58)
& quan 1 lich don vi E ¥ quatg d
= - 2 Van ban lién quan
= Uy quyen
EA Thang tin diéu hanh =]

Téng hop ¥ kién xi¥ I
TONG CONG TY CANG HANG KHONG VIET NAM/ Ban To chirc - Nhan su:

Nguoi dung click [Xt 1y] dé thuc hién xtr Iy van ban, khi d6 hé thong hién thi
man hinh nhu sau:

THONG TIN VAN BAN DI x
Téng hop v kién xir Ij Théng tin y kién So db ludng van ban

Trich yéu () [0 cao két qua tuyén dung
z
Hinh thire () Bdo cao D6 khén () Thirong Linh vue M
Do vi soan théo Ban T6 chirc - Nhan sy Phan loai Vén ban méi v Hanxa Iy
File dinh k&ém (%) + Quét tai héu V&n ban lién quan
& Tai tép tin & Taitép tin

[©304 ] 311 i | 1| /0 | e vinbin | i sncr I

Thuy.docx (Ngudi gi: Liru Thu Hién - 20/02/2019 11:48:58)

Néi dung x( Iy
(M3u nhap)

Nguodi dung c6 thé xem thong tin van ban, xem y kién xtr ly, xem so do luong
van ban.

Doi v6i mdi loai xir Iy vin ban va mdi vi tri cia nguoi ding trong quy trinh thi
hé thong sé& hién thi cac nut chirc niang khac nhau dé nguoi dung xir 1y.

Nguoi dung chon nut chirc nang muon xur 1y dé xur ly. Sau khi xtr Iy xong, van
ban s€ duoc chuyén vao menu [Van ban da xu ly], néu ngudi dung & budc tiép theo
chua thyc hién mé van ban, ngudi ding c6 thé ldy lai vin ban dé cap nhat thong tin xir
1y hodc chuyén van ban cho doi tuong khéc.

2.1.3 Vin ban dén

Menu védn ban dén 1a toan bd cac van ban dugc chuyén xtr ly trong quy trinh
hoic dugc ban hanh t6i ngudi dung. D6i véi mdi loai xir Iy vin ban va mdi vi tri cia
nguoi dung trong quy trinh thi h¢ thong s€ hién thi cac nat chirc nang khac nhau.

Nguoi dung click menu [Vian ban dén]:

10
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AIRPORTS
CORPORATIO
OF VIETNAM

A
Trang chid Danh ba Théng tin ¢ nhan BA cai plugin Hw&ng dan sik dung Van ban

%2} Quan tri na théng & @ Vanbandén
] Van ban dén (1)
[99]: Hoa tdc; ; [XLCL: Xir Iy chinh; [PH). Phdi hop
F2 vin ban a8 xir Iy 1 test 26 test 20/02/2019 20/02/2019 VNPTIT

Van ban dy quyén ban ghiftrang: 10 ¥
Vn ban thong bdo
VEn ban dnh ddu

Van ban theo dbi

B4
]
L]
E4 quan Iy cong vige 2
]
&
&

I Hb so cong vigc =]

' Quan If lich don vi E
Uy quyén

£ Thang tin Giéu hanh =

Khi d6 hé thong hién thi danh sach cac vian ban chd ngudi dung xir 1y.

Nguoi ding chon 1 van ban trong danh sach, hé thong hién thi thong tin vin
ban va lich st xur ly van ban nhu sau:

%} ouantring théng B @ Vanbindén

=) Van ban dén (1)

& vanbandi (1) Tdng s6 ban ghi 1 Vi L Q ing

[D6]: Hod the; : [XLC]: X0¥ Ij chinh: [PH]: Phéi hop
e T T T T T T S TN
B4 van ban da xir Iy 1 test test 20022019 20022019 VNPTHT
E van ban dy quyén banghitrang: 10 ¥ 1A AN BAN DE]
g THONG TIN VAN BAN BEN -]
@ van ban thdng bdo
E4 quany céng vide 8 | Trichyéu et
E=2 Van ban theo déi $0 ky higu fest Don vi ban hanh VNPT-IT
R L Ngay dén 2000212019 Hinh thirc Chng vin D6 khin Thudmg
& b 50 cong vige 8 | van ban Vira I3 van ban ndi finh, vira 1 vin ban ngoai finh Van ban gidy Cé van ban gidy
& quaniylich donvi = | File dinh kém Dan. docx

Vin ban lién quan

Uy quyén
Han xir Iy Th@i gian nhan: 20/02/2019 01:02
EA Théng tin digu hanh =

Téng hop y kién x& I

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

e e e

23 Nguy&n Thuy Yén Nhi (yennhi.acv) 20/02/2019 13:43
22 V& Thanh Nghia (vinghia acv) v 20/02/2019 13:43
21 Vil Lap Quoc (viquoc.acv) ~ 20/02/2019 1343

Nguoi dung click [Chuyén xt 1y] dé thuc hién Chuyén xt 1y vin ban cho cic ca
nhan khac xu 1y:

11



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

THONG TIN VAN BAN BEN x

THONG TIN XU LY VAN BAN
Trich yéu: test §6 ky higu: fest
Noi dung xi¥ I
(MAu nhap)

Bon vi/ca nhan nhan truc tiép E= Chon ngui nhdin theo nhom

Danh sach nhan

Két thiic van ban: @

Ban Té chirc - Nnén su

BUi Thi Diéu Hing
Duang Tién Diing
L& Binh Sen

L& Hang Trudng
L& Vil Hoang Yén

Luu Thu Hién

Néu chuyén xir 1y hodic chuyén théng bdo téi phong ban thi truéng phong/trucng

ban sé la nguwoi nhan van ban cho phong/ban do.

= [Tra lai]: Chuyén vién c6 thé tra lai vin ban minh d nhan duoc trong kho vin
ban dén, sau khi tra vin ban s& bién mét khéi kho.

= [Vin ban tra 16i]: Chuyén sang chtic ning thém méi vin ban di ¢ mo ta ¢
phan trude, phic dap 1 vin ban di tir van ban dén:

THONG TIN VAN BAN BI ®

Théng tin van ban Théng tin ¥ kién Vin ban gbc So ab ludng v&n ban -~
Trichyéu (%)
4
Hinh thirc () Céngvén Do knn (1) Thudng Linh vyc -
Don vi soan thao Ban T6 chirc - Nhn sy Phan loai van ban méi M Han x0r I
56 van ban phong M S0 kj higu &
File dinh k&m (*) + Quél tai iy V&n ban lién quan
& Tai tép tin & Tai tép tin
NGi dung xir Iy
(M&u nhap) i
Luru

= [Két thic vin ban]: trong trudng hop nguoi dung da xtr xong vin ban dugc
giao, thi ngudi ding nhap két qua xtr 1y vao box [Y kién] va click [Két thic xtr
1y]. Khi d6 vin ban s& dugc chuyén vao kho “Vian ban da xtr 1y”.

Nguoi dung chon nat chirc ning mudn xtr Iy dé xur 1y. Sau khi xir Iy xong, vin
ban s& dugc chuyén vao menu [Vin ban da xir 1y], néu ngudi ding & bude tiép theo
chua thyc hién mé van ban, ngudi ding c6 thé ldy lai vin ban dé cap nhat thong tin xir
1y hodc chuyén vian ban cho dbi twong khac.

2.1.4 Vin ban danh diu

Van ban xem d¢€ biét 1a toan bd cac van ban:

= Ngudi nhin dugc tick trong [Panh dau] khi ban hanh vin ban di/van ban dén.
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= Nguoi nhan duoc tick trong box [Pong giri] khi chuyén xir Iy vin ban di/vin
ban dén.

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

PICLIEI HE THONG QUAN LY VAN BAN VA BIEU HANH Trén Vén Gi -
CORPORATION A .~ i A s Vin phong Tdng cang ty
RSN TONG CONG TY CANG HANG KHONG VIET NAM 9 cong
w =] = B
Trang chi Danhba  Théngiincanhian  Bo cai plugin Hwéng dan sirdung  Van ban
42} Quantring théng B @& Vinbandanh ddu
(£ Quany vn ban di =

EA Quan Iy van ban dén B | (Bd] Hoa the;

= vén ban dén

7 vt T S S BT S T T o i

1 Test vin ban dén 5 20 151CV-VNPTIT 18/02/2019 18/02/2018 VNPT-T
[l Tra ciru vén ban
2 312 14 123 14/02/2019 14/02/2019 VNPTIT B

EA vin banad xirty

ban ghifrang: | 10 ¥
EA vin ban dy quyén
@ van ban thang bdo

® van ban danh déu

Nguoi dung click vao vin ban xem dé biét dé xem thong tin:

v I T T T S T oo ian | s |

Testvin ban aén 5 15TUCV-YNPTIT 1810212019 18/02/2019 VNPTIT B

[l Tra ciru van ban _

2 312 14 123 1410272019 14/02/2019 VNPT-T B
EA vén ban da xir Iy

TR bangnirang: 10 ¥ 7HGNG TIN VAN BAN BEN °
B4 Vvén ban dy quyén
O vioan s By
© van ban danh ciu
Trich yéu Testvin ban dén 5
B4 quan 1 cong vige 5 sékyhieu 151UCV-VNPTIT Bom vi ban hanh VNPT-IT
EA Vin ban theo dbi Ngay dén 18/02/2019 Hinh thirc céng vin DO khan Thudmg
5 oo cong v Van ban Vira Ia van ban ni tinh, vira Ia van ban ngoai tinh Van ban gidy Co van béan gidy
J (DErEnEs 2 File dinh kém vnpt-1.jpg
= Quan trivin ban S van ban lién quan
& auan |y lich d E . . A R . . . . . A .
s e TONG CONG TY CANG HANG KHONG VIET NAM/ TONG CONG TY CANG HANG KHONG VIET NAM:
= Uy auyén
(&' quén tri EmailsmMs =]
B4 Quan tri The mi a8
B4 Béo cao ] N . .
Ban An ninh - An toan v

EA Thang tin diu hanh 8 ~ N .

6 | Bankiém soét v

5 Ban Khai thac Cang v 8/02/2018 09:08

4 Ban Ké hoach v 81022019 09:08

3 |BanThu Ky TCTY v £/0212019 09:08

2 Ban K§ thuat Cdng nghé - M&i trugmng v 8/02/2019 09:08 A

2.1.5 Van ban theo doi
Nguoi dung nhan dugc van ban trong kho van ban theo ddi trong truong hop:

* Nguoi dung dugc gan quyén theo doi trén quyén s6 van ban di/s6 van ban dén.
Khi d6 nguoi dung s€ xem dugce toan bg cac van ban trén quyén s6 dugc gan

quyén theo ddi do.
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ttps://acv.vnptioffice.vn/glvbdh/main?izL 1 Dx9w5BxmCEtwS A9c6Bnb=CEt1CzAwlyHxdyjb Tq9vCBtuTtfCcl o0..8yLICc5f5w5fCES.=DBny4Y9aD...
& [¢] @ h ioffi /givbdh/main?lzL 1Dx9w5BxmCEtw5 A9c6Bnb=CEt1CzAw)yHx4yjb Tq9vCBtuTt3fCcPblUo..&lylLICc5f5wS5fCES. =DBny4Y9aD.

AIRPORTS
CORPORATIO
OF VIETNAM

@
Trang chi Danh ba

=] =

Théng tin ¢ nhdn B4 cai plugin Huwéng dan sir dung

E

Vén ban

HE THONG QUAN LY VAN BAN VA BIEU HANH
TONG CONG TY CANG HANG KHONG VIET NAM

a #* w a0k EE

Trén Van Giap
Vén phéng Téng cong ty

& auanting éng
& Quan Iy van ban di
EA Quanly van ban gén
=) Van ban dén

' vinbana

[l Tra ctru van ban
EA vin ban a3 xir Iy
B4 van ban dy quyén
@ vin ban thdng bdo
© vin ban aanh ddu
EA quanly céng vidc
EA vin ban theo dbi
& Hb so céng visc
£ Quan trivan ban

& quanlylichdonvi

A Van ban theo dB

Téng s8 ban ghi 23
[B4]: Hoa tac;

( DiF liéu mac dinh 1dy theo 7 ngdy gén nhét. Thie hién tim kiém s€ tra ciu theo ft cé cac nam)

Test Van ban ban hanh tir Van thwr
Test van ban frinh ky 1

Test van ban di tir chuyén vién 3
Test vén ban dén 5

fest

test vn ban 1

Test van ban dén 3

Mua sdm VTCC phyc vy cong téc tham quan IDC.

L R R N

Test van ban di tir van thu 1

10 vbd1

ban ghitrang: 10 v

TCV-ACY
2TT-ACY
12/CV-ACY

151/CV-VNPTIT

1TT-ACY

test vn ban 1

142/CV-VNPTIT

1/BC-ACV
10/CV-ACY
vbd1

18/02/2019

15/02/2019
15/02/2019

14/0212019

Trich yéu~

Bom vi ban hanh

TONG CONG TY CANG HANG KHONG VIET NAM
TANG CONG TY CANG HANG KHONG VIET NAM
TONG CONG TY CANG HANG KHONG VIET NAM
VNPT-T

TONG CONG TY CANG HANG KHONG VIET NAM
testvan ban 1

VNPT-T

TANG CONG TY CANG HANG KHONG VIET NAM
TONG CONG TY CANG HANG KHONG VIET NAM
VNPTT

oo | towioin s
Thubng  Van ban di
Thuéng Vin ban di
Thuéng Vian ban di
Thugng  Vian ban dén
Thuéng Vian ban di
Thugng  Vian ban dén
Thugng  Van ban dén
Thuéng Vin ban di
Thuéng Vén ban di

WG 66666 R

Thubng  Van ban dén

Tong s6 ban ghi 23 n 2 m M

Da1 voi cac thao tac trén kho “Van ban theo doi”, tuong tu nhu kho “Van ban xem

de biét”.

2.1.6 Vin ban iy quyén

Néu nguoi dung duge ty quyén béi mot nguoi dung khac, thi toan bo vin ban

dén hoac van ban di hodc toan b van ban dén va van ban di (tuy thudc vao mic uy

quyén: uy quyén van ban dén, uy quyén van ban di, iy quyén toan bd) sé dugc chuyén

t61 ngudi dugc Gy quyén trong kho [Vian ban tuy quyén].

Khi d6 tiy thudc vao loai van ban d6 1a vin ban dén hay van ban di thi nguoi

dung xtr Iy twong tu trong cac kho van ban dén, vin ban di di néu ¢ phan trudc.

Ngudi duge iy quyén xir Iy van ban nhung log xir 1y luu lai sé 14 log clia nguoi

iy quyén.

2.1.7 Tra ctru van ban

Tim kiém tat ca vin ban ma nguoi dung dugc tham gia trong qua trinh xtr Iy van

ban nhu: chuyén xir 1y theo quy trinh, luan chuyén, xin y kién, chuyén xu 1y, chuyén

thong bao hoac van ban dugc ban hanh té1 nguodi dung.

Chtrc nang tim kiém van ban bao gom:
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s Tim kiem nhanh: Tim ki€ém van ban theo nhitng tiéu chi co ban nhu: Trich

yéu, Co quan ban hanh, Hinh thirc van ban, Bg khén, Han xu 1y, Trang thai

- 9
van ban.
HE THONG QUAN LY DIEU HANH VAN BAN bangdtc. sttt . -
= SO THONG TIN TRUYEN THONG TINH CAO BANG Phang Do tao & PTNNL
# =) =3 B
Trang chii Danh ba Théng tin ¢ nhan Ba cai plugin Hirdng dan sir dung Van ban
& quanij céngvidc S | @ Trachuvinbin

=] Vin ban dén

50 aénidi -

2 vanbanai

£ van ban dy quyén 3 00203 Vin ban dén Tinh Cao Bang VNPT 11/0412018 11/04/2018  Thudng  Céngvan Van ban @n

€ Van ban xem aé biét Testvan ban di Thutng  Céngvan Van ban di Binh Thi Cao Bng
[l Tra G#van ban
EA van ban theo ddi

@ Bdi mét khdu noubi ding

& 1 so congviec ®
& Quan lj lich don vi e
= Uy quyén

B4 Théngtin digu hanh a8

% Tim kiem ndang cao: Tim kiém van ban theo nhiéu tiéu chi mé rong.

* Riéng doi voi tai khoan van thu, co thém tiéu chi tim kiém theo sé van ban

Q TIM KIEM NANG CAO

Trich yéu
56 ki higu s aén/di
© Tim kigm thém
Bonvi ban hanh Loai van ban Khdng chon ~
56 van ban - Khéng chon - ~ Linh vurc Khéng chon -
Hinh thirc Khéng chon - B0 khin Khéng chon -
Mguedi xi¥ Iy Bon vi xir Ij - Chon mdt phong ban — T
Ngay ban hanh Tirngay Dén ngay
MNgay soan thao Tirngay Bén ngay
Han xi¥ I Tirngay Bén ngay
Toanvin

[CI7im chinh xéc

H¢ thong hién thi két qua tim kiém, ngudi dung c6 thé chon van ban dé xem

thong tin chi ti€t van ban va lich su xtr Iy cta van ban.
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#  Traclru vén ban

Trich yéu = | Mhap tir khoa tim kiém Xust Excel

Trich yéu Cor quan ban hanh Hnhti  Xuét danh sach théng
tin vén ban ra dinh

b @én test chinh sira sdfdfssdgasd b @én test chinh sira Céng vén
2 VBITI2016 B6 Gigo duc dao tao Cona vin dang excel S
Click trec tiép vao Téng 55 bin ghi 165
van ban dé xem

THONG TIN VAN BAN DEN thdng tin [-]
Trich yéu Vb dén test chinh sira
58 Iy higu sdfdfssdgesd
Co guan ban hanh Vb dén test chinh sira
Ngay dén
Hinh thiec vn ban Céng vin
B4 khén Khan
Files dinh kém DO.XLSK
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