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CHUONG | — LAM VIEC VO'I NET.OFFICE

I.1. Quyén han ctia ngwéi st dung va tai khoan

Pé duogc su dung h¢ thdng, ban can 0 tai khoan (account) do nguoi qUan tri
hé thong cap. Mdi tai khoan duogc cap véi tén dang nhap, mat khau cing voi
cac quyén han. Mdi ngudi déu cé tén diang nhap khéac nhau. Ban khong thé tu
d6i tén dang nhap va quyén han nhung co6 thé va can d6i mat khau dé khong
bi mao danh.

Net.Office c6 nhiéu chiic nang, nhung khéng phai ai ciing dugc thuc hién bat
ctr chitc ning nao. Chang han 1a mot ngudi dung binh thuong thi ban s&
khéng duoc nhap van ban. Khi cap tai khoan, nguoi quan tri ciing cap cho
ban quyén han theo tirng chitc nang.

|.2. Dang nhap vao hé théng

Hé thong chay trén Web, vi vay ban can chay mot trinh duyét Web, tot nhat
la str dung Internet Explorer c6 sin trén Windows. Khi d6 chi can bam vao

biéu tuong cua trinh duyét IE () mersesine g may tinh. Trong cira s6 trinh
duyét, hiy dién dia chi ung dung (URL) cua Net.Office vi du:
http://ServerHC/Netoffice dé chay tng dung. Neu khong biét dia chi ung
dung, ban can hoi nguoi quan tri. Hé thdng sé yéu cau phai dang nhép (login)
nhu trong Hinh 1.1, ban can gd dung tén va mat khau da dugc cap.

— ' CUC VAN THU VA LUU TRU' NHA NUO'C

TRY c A 7 A =3 STE .
AL ) WUAN LY VAN BAN VA DIEU HANRH QUA MANG

Dia chi: 12 Dao Tén - Ba Dinh - Ha N&i
Dién thoai: 8 327002. Fax: 8 326871. Email: luutruvn@hn.vnn.vn

Hinh 1.1. Man hinh dang nhdp

Ch y: Khi thay déi mdt khdu ban can chii y cdc sw co xir 1y "Tiéng Viét". Néu mdy tinh ciia
ban dang trong ché dj tléng Viét voi ban phim telex thi khi g6 "hungs" mdt khdu dua vdo sé
la "hing” ma ban khéng biét va sau nay c6 thé ban khong dang nhdp dwoc.Viy 16t nhdt hdy
chon mdt khdu sao cho khéng bi anh hudng béi cdc sw cé xur 1y tiéng Viét.

Néu dang nhdp thanh cong ban sé nhdn dwoc man hinh lam viéc nhw minh hoa trong Hinh 1.2
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Hinh 1.2. Mdn hinh lam viéc, véi thuc don van ban dén dang dwoc kich hoat
M6t ctra s6 nho nhac viéc s& bat 18n trong mot trong hai treong hop sau:
= Néu cd mot cdng viéc mai lién quan téi ban ma ban chua biét.
= Néu c6 mot viéc dén han ma ban vén chua giai quyét .

Phia trai 1a thuc don (menu) hai cap cua hé théng duoc thé hién béi cac biéu
tugng. Thuc don chinh ¢6 cac nhom chirc nang sau:

o [ VAN ]Quén 1y van ban
- x}{LFL‘r’CONGVIEC Xftl}'/C(A)ngViéC

CONG CU ] . ., oo .
Cong cu nhu bao cdo, nhan tin, lich, giao ban.

-

DAMH b ]

Danh myc. Nhom chirc ning nay chii yéu danh cho nguoi quan tri.
Chi tiét vé cac hoat dong quan tri dugc trinh bay trong tai li¢u hudéng dan quan tri.

[ il ] Quan tri hé théng (nhém chirc ning nay danh cho nguoi quan tri nén
chi khi nguo1 quan tri st dung méi xuat hién muc nay)

Ngoai ra con c6 nhom 1SO &p dung cho nhitng noi ¢é yéu cdu. Thuc chat
nhom nay ciing 1a mot tap hop cac van ban vé quy trinh, mau biéu, tai liéu
quan ly chat lwong v.v &p dung cho nhiing noi dang trién khai hé théng dam
bao chit lugng theo 1SO 9000.
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MJ3i nhém chirc niang, mot khi dugc chon bang cach kich chudt vao thanh
biéu tuong trén sé& trai ra cac thuc don cip 2 gom nhiing cdng viéc co thé
thuc hién duoc. Hinh 1.2 minh hoa truong hop khi nhdm chirc nang Quan ly
van ban cua thue don cdp 1 duoc chon, cac phuong an cua thuc don cap 2
duoc trai ra bao gdm céc biéu twong twong ¢ng Vai cac chic ning sau:

Quan 1y van ban dén

Quan ly van ban phat hanh

: Hop thu van ban di¢n tur

Pé thyc hién chiic nang nao ta chi can kich chudt vao biéu tugng tuong ung.

1.3. Ra khéi hé théng

Muén thoét khoi hé théng, ban chi can dong trinh duyét 1a du, khong nén
thoat ra bang cach gé vao mot dia chi (URL) mdéi dé sang mot nQUOn tra cuu
Internet. Tranh truong hop khi ban bo may, mot nguoi nao do6 co thé bam nGt
Back va theo nguyén tic cua trinh duyét n6 c6 thé quay lai cac trang ban da
1am va ngudi d6 c6 thé lam dung 1am nhiéu viéc khéng mong muébn dudi tai
khoan cua ban (mao danh).

1.4. D6i mat khau

Lan dau tién dé co quyén su dung hé thong, ngudi quan tri phai cap cho ban
tén dang nhap va mat khau. Vao thoi diém do, chi c6 hai nguoi biét ca tén va
mat khau caa ban 1a chinh ban va ngudi quan tri. Dé tranh nguy co bi lam
dung ban nén d6i mat khau dé ban tro thanh ngudoi duy nhat lam chu quyén
han caa minh.

Chtic ning ddi mat khau nam trong nhém céc cong cu. Ban phai bam vao
biéu twong cng cu dé nhin thy biéu twong cua chirc ning nay.

Hé thdng yéu cau ban phai dién mat khau hai lan dé tranh nguy co ban gb sai
ma khong biét. Néu hai 1an g6 mat khau méi va nhac lai khac nhau thi hé
thdng s& khong chap nhan va yéu cau ban phai gé lai.

p0I MAT KHAU

| I ahinhan |

Thdng tin mét khau:

Mt ki oii - I gggggggg

Mat ki m - [rmsnnss

sée nidin b [ I
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Hinh 1.3. Péi mdt khdu
CHUONG Il - LAM VIEC VOI VAN BAN

I.1. Lam viéc v&i van ban dén

Sau khi bam vao biéu tuong vin ban dén ban sé& thay trang Web véi hai ving
lam viéc.

Ving bén phai 1a danh sach vin ban duoc sap xép giam dan theo ngay dén
Vi céac thdng tin vé ngay dén, sb dén (sé ghi nhan do van thu dénh sé theo
ting s6 van ban dén), trich yéu noi dung, noi giri. TOy thudc vao vai trd va
quyén han trong hé théng ma ban sé& duoc sir dung cac chirc ning khac nhau.

Vung bén tréai cho phép ban loc nhanh van ban theo mét vai tiéu chi.

Phia trén hai ving nay 1a mét thanh cong cu dé nguoi sir dung lya chon céc
cong viéc muén lam.

Néu bam chudt vao NGAY BEN thi mét sé ngay gan nhat (mic dinh 1a 10
ngay) sé duoc mad rong ngay dudi dong NGAY BDEN, bam chon ngay nao thi
hé théng s& loc ngay cac van ban dén vao ngay dé hién thi & ving bén phai.
CoOn néu bam vao chinh thanh NGAY DEN thi tit ca cac van ban duoc hién
thi, néu s6 van ban nhiéu hon 20 thi ching s& duoc cit thanh ting trang 20
van ban.

— Thanh cong & Phan VB
el o 3 téi  don
chi quyen . 2
nhan xem VB Vl’ ca
nhAan
AhA
[ VAN BAN BEN
| I 1 Thém / | > Huy | i) {Q doc g.‘_ Chuy&n %L« Phan XL/l & Tim kigm  =§In =1 Email
|
MNGAY BEN . i | Mgy d&n | = dén | Mo gl | S8, ki higu | Trich y&u ndi dung | |
KHE! PHAT HANH . : PR !
i 051102005 13 B Thuoneg mai Ch-LBMD B deén cla B Thuong Mai ﬂ

----- Cép Trung Lhomg
----- Cép dia phuong Quyét dinh clia bd trudng bé
----- Mundrc ngosi gign ouc va JE0 tan v vido .
..... Céng dén ban hanh Quy dink tam thé ve
x i 2 )
b LA WA BAN kigm dink chat lwong trudeng dai

- . hoc
TINH TRANG ¥ LY i
@ Mhan G5 hidt Cang vEN 58 1537 TM-HNK

38 2004028

i P N
il Qs /2005 12 B Gigo duc dao tao BGDADT

ngdy 31372004 cla B Thuong

""" Rl < Iy mai % v Han ngach thudng cho

""" Chura duyét . ) thirong nhén xuét khdu céc

_____ Chura phin xi 1§ 055142005 11 B Thuwong mai 1537 TRA-HMK chiing logi hang d&t may khdng

----- B phdn xir ly GuEn 1Y kéng han ngach sang

..... BE hodn thanh Hoa Ky trong 6 thang J&u ndm
CD AN BAN CHUYEN XLV 2004 .

Quyét dinh cla bd trudng Bo

K& hoach va FEu tue vd vige

ban hanh ché dd béo céo thing

k& dinh ky doanh nghiép nha

nudc.

Chi thi cla bd trudng b Buu

Biy B chinh «idn 07 £200405T-  chinh vigén théng v& vigc thng E
YN = At 42, D W i U

o T

B2 f200302E-

P 5
asM 12005 10 Bd KE hoach dau tuwr BHH

051112005 a

6 thng =6 13 vén ban

Hinh 2.1. Danh sdch van ban dén
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Néu bam vao nit KHOI PHAT HANH thi hé théng s& ma rong cac khéi phat
hanh & ngay dudi dong KHOI PHAT HANH. Khéi phat hanh do timg don vi
tu khai bao theo cach quan 1y van ban dén cua minh. O cac UBND tinh c6
thé chon cac khdi phat hanh 1a: Trung wong, cic co quan trong tinh, cac dia
phuong ngoai tinh, nuéc ngoai va khac. O Pai hoc Qudc gia co thé chon cac
khdi phat hanh 1a: Chinh phu, Bo GDPT, cac don vi thanh vién va khac. O
Cuc Hai quan c6 thé chon cac khéi Tong cuc, khdi cac co quan chinh phu,
khdi céc chi cuc, khdi cac doanh nghiép va khac. BAm vao khdi nao thi hé
thong s& loc ngay cac vian ban dén tuong (ng khdi d6. Con néu bam vao
chinh KHOI PHAT HANH thi toan b cac van ban dén duoc hién thi.

Péi voi tiéu chi LOAT VAN BAN va TINH TRANG XU LY céch loc ciing
twong tu. Loai van ban ciing do chinh ngudi quan tri khai bao. Theo phan
loai hién nay thi c6 chuirng 30 loai van ban khac nhau nhu van ban, cong dién,
nghi dinh, quyét dinh, gidy moi .....Riéng tinh trang xu ly thi chi c6 mot sé
trang thai, nguoi dung khong thé khai bao khac duoc. Mot van ban dén chi c6
thé c6 cac trang thai 14 nhan dé biét (tac l1a khong phai xu 1y), chua duoc
duyét (tac 1a van thu méi nhap, chua duoc Kiém tra tinh ding dan), chua
phéan xur Iy va da hoan thanh xir ly tirc 1a da phan van ban va cong viéc xu ly
van ban dé da dugc hoan thanh.

Cudi cung 1a muc CHUYEN XU LY, néu bam chuét vao muc nay ban s& mé
danh sach van ban ctua don vi cap trén chuyén dén don vi cua ban. Khi van
ban dén don vi cip trén va can chuyén cho don vi ban xu 1y, vin thu van
phong sé& chuyén van ban cho don vi ban. Sau d6 van thu don vi $& nhan van
ban chuyén xu ly khi bam vao muc nay.

I.1.1. Xem ndi dung van ban

Mot van ban dén duoc dua vao hé thong bao gom céc théng tin vé vian ban
nhu noi giri, nguoi Ky, ngay nhan, trich yéu, khéi phat hanh....va c6 thé co
chinh noi dung toan vin. Noi dung toan vin s& duoc dua vao bang mot hoic
nhiéu tép tin (file) dinh kém. Cac tép tin c6 thé 1a mot van ban soan tir word,
c6 thé 1a mot bang tinh soan tir excel, mot anh, mot tép tin pdf, hoic mot
clipvideo va néi chung c6 thé 1a moi tép tin c6 ban chat khac nhau duoc
Windows hd trg.

Cot dau tién trong danh sach van ban dén 1a biéu twong (icon) ndi dung vin
ban. Néu biéu tuong nay chi c6 dang mot phong bi, thi ¢ nghia 1a khéng c6
tép tin noi dung dinh kém; néu c6 phong bi kém theo kep giay ® thi c6 nghia
la c6 tép tin noi dung dinh kém, con néu c6 hinh dang mot phong bi dd mo
thi ¢6 nghia 1a ban d4 tirng mot 1an mo ra xem van ban nay.
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Pé xem thong tin cia mot van ban, ban chi can nhip chudt vao biéu tuong
noi dung. Mot cira sd6 nhu Hinh 2.2. s& hién ra va ban sé& thay ca théng tin mo
ta va biéu tuong cac tép tin dinh kém. Ban ciing biét dugc vin ban nay dang
thudc hd so cong viéc ndo (néu vin ban da duoc phan xir ly). Bam chudt vao
tén ho so ban s& xem duogc ndi dung cua hd so d6. Chi tiét vé hd so cong viéc
va 1am viéc véi hd so cong viéc s& dugce néu trong chuong III cua tai liu
nay.

Badm vao day dé
xem ndi dung hd
so cong viéc
twong rng

Hody dén: 03/03/2005
56 dén: 1
Hod givi : BS Gido duc Bdo tao
56, ky higu : Daj 2

"ga}' I.f}": £ I ]
Trich yeu : Ban hanh qui che tuyen sinh vao cgefrutng dai hoo, cao Jang, & chinh
quy
HO S0 : - Ban hinh qui ché taven sinilvio cde butng Jal hoo, cao Gang, trung hoo chUvER nobidp BE chinh
Qe

e Bam vao tai liéu
gan  kem dé
xem/lay

ndi dung

QBBGD.doc

Hinh 2.2. Cira s6 théng tin vin ban dén

Mubn Iay noi dung toan vian cua tép tin dinh kém nao, ta chi can bam chuot
vao biéu tuong cua tép tin d6. C6 thé co hai kiéu lay noi dung la tai vé may
tinh caa ban hoic mé ra xem ngay. Ban can chon ndt <Open> dé mé tai liéu
xem, con mudn copy (download) vé may ca nhan ban phai chon nit <Save>.
Hinh 2.3. 1a ctra s6 chon ché do xem hay lay vé (Ia mot diéu khién tiéu chuan
cua Windows);

F -
File Download [
Do you want to open or save this hle?

Mame: 1055s1,pdf
| idobe| Type: Adobe Acrobat Document, 223 KB

From: office.fotech,vnu.edu.vn

Open ] [ Save ] [ Cancel |

“while files from the Internet can be useful, some files can potentially
harrm your computer. If pou do not trust the source, do not open or
zave this file. What's the risk?

Hinh 2.3. Chon ché d¢ mé hay ldy tai liéu vé may tinh
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Néu ban chon ché do ma, tuy theo ban chat cua tai liéu ma Net.Office s& goi
phan mém tuong tng ra d¢ mo. Hinh 2.4 1a mot trang tai li¢u kieu pdf duoc
mao bai phan mém Acrobat.

2} hitp://office.fotech_¥nu edu.vn:8080/xuly/Xemnoidunghttach, asp?Loai¥t=1&bMa=DE2005_547&bNam=200 - Microsoft Inter... [Z][E]]
Iy

File Edit “iew Favortes Tool: Help o
€ > \ﬂ IEL| .;‘J /.- ) Search :ﬁ\? Favorites 6:4 T ig A ﬁ “:“i
Address @ htkp: ffoffice. fotech, vnu. edu. vn: 8080 xulyXemnoidungAttach, asp?Loaivt=1&bMa=DE % a Go Links | Morton Antivirus E - @ -
o f
-~
BO GIAO DUC VA PAO TAOQ  CONG HOA XA HOI CHU NGHIA VIET NAM
— : Poc lap - Tu do - Hanh phiic
L 5/CT-BGD&BT -
¢ . | CONG VAN DEN Ha Noi, ngay 29 thing 7 ndm 2005
E 3 ? REALE - S6:....... s
H /G~ R& CHi TH]
g /i/?f Vé nhiém vy cia toan nganh trong nam hoc 2005-2006
=
[
— _ Trong nam hoc 2004-2005, thye hién Chi thi s6 25/2004/CT-BGD&DT
) ngay 02/8/2004 cia B trudmg B Gido duc va Do tao, toin nganh di phan dau
va co bin hoan thanh céc nhiém vu nam hoc, dac biet 1a vé déi moi chuong trinh,
x sdch gido khoa phé thong, phd cap gido duc tiéu hoc ding do tudi, phd cap gido
£ duc tr!.;ng'h‘_)f: €0 50, xdy dung va ning cao chét lugng doi ngii nha gido va cin
g bo quan Iy gido duc, tang cudng co s¢ vit chat k§ thuat nhi truomg, thue hién cé 2
LAt and chitrne trinh Lidn of hak seedeen b Lae — @ . _L& ks . v 1 s ==
= 4  85x117in
| 10f8 P bl © L | =) an [l
&] Dore B Internet

Hinh 2.4. Mo mot trang van ban toan van dudi dang pdf

11.1.2. Tim kiém van ban

Net.Office cung cap mot cong cu gitp ngudi dung dé dang tim kiém, tra ctu
van ban theo céc tiéu chi khac nhau. Ngoai viéc tim kiém céc thong tin di luu
vé vin ban hé thong con hd trg tim kiém trong noi dung caa vin ban (con goi
la tim kiém toan van — full text search).

Trong trang Web 1am viéc véi cac van ban dén, chon nat <& Tim kiém>.
Ctra s6 tim kiém nhu trong hinh 2.6 s& xuat hién dé ban chon ché do tim
kiém. C6 hai ché do tim kiém ma ban c6 thé chon bang cach nhan cac nit
twong (ng 1a <Tim kiém co ban> va <Tim kiém nang cao>

Tim kiém co ban

Tim kiém co ban I tim kiém trén cac thong tin thong thuong nhit va cach
thire cling don gian nhat. Hé thong sé& hién thi mot form tim kiém nhu trong
hinh 2.5. @ ban dién cac thong tin nhé dugc.Vi du ban chi nhé rang trong
trich yéu ¢ cum tir “Vay von nudc ngoai” thi dién cum tir d6 vao 6 trich yéu
noi dung. Néu nhé duoc ngay Ky la trong thang 4/2005 thi chi dién vao 6
ngay Ky tir ngay1/4/2005 dén ngay 30/4/2005. Néu ban nhé duoc ca hai thi
dién ca hai. v.v.
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Tai liéu st dung phin mém Quan ly van ban va diéu hanh qua mang

Sau khi dién xong, bAm nat <4 Tim kiém>.

Danh sach cac van ban dén thoa man yéu cau s& dugc hién thi tai ving bén
phai.
Chii ¥ rang néu trong viing tim kiém co ban ban khéng dién gi ma van bam niit <—~1T‘|_m
kiém> thi toan bo van ban dén sé dwoc diwa ra. Néu sé lwong van ban nhiéu hon kich thuéc
cira s6 thi cdc van ban hién thi dwoc phdn trang va liic dau chi hién thi trang 1. Mudn xem
cdc trang tiép theo phdi bam vao sé trang dé

/2 Tim kiém -- Web Page Dialog x|

| O Tim kiém (%! BS qua

s | —
Ngdy ky | = |
Ky hiéu I Loai cong van Iﬁl
Bon vi soan I

Trich yéu ni dung [Vay vbn nwdc ngoai

Noi nhan I

Tém tét ndi dung I

Moy ky | Mo soan [
Nouri duyét | Tix khod |
Bia chi luutrir | |

Tim kiém néi dung |

Hinh 2.5. Form dién dieu kién tim kiem co bdan

Cac cong viéc trén dugc thuc hién nhiéu 1an cho téi khi soan xong cau hoi thi bam nut
<% Tim kiém>.
Céc van ban thoa man diéu kién dua ra s& dugc hién thi & vung danh sach van ban dén.
Chu y rang néu dua vao mot dong sai, ta c6 thé xo4 bang cach bAm vao biéu tuong
¢ dong do.
I1.1.3. Ghi nhan mot van ban dén
Chi ngudi c6 quyén van thu hodc quan tri méi c6 thé thuc hién duoc chuc
nang nay.
D¢ lam dicu nay, trén thanh cdng cu, chon niit < Thém>, khi do cira s6 nhap
van ban s¢ hién ra dé dién thong tin nhu trong Hinh 2.7.

Sau khi nhdp xong, ban bam nut < Ghi nhan>.
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Tai liéu st dung phin mém Quan ly van ban va diéu hanh qua mang

ChU ¥ rang cdc truong c6 ky hiéu * mau do dieng truée la trrong bdt budc phdi nhdp théng

tin.
Céc trudng c6 ky hiéu L 1a truong ¢ hd tro tir dién di liéu gidp cho viéc cap
nhat thong tin nhanh va chinh xac. D& nhap nhanh gb ngay phim dé 1am xuat
hién tir dién cac cum tir cO thé chon . Tir dién mang thdng tin vé tir viét tat va
cum tir. Ban c6 thé go tén viét tat sau d6 gd enter. Néu khdng nhé tén viét tat
hdy g6 mot phan cta cum tir sau d6 gb enter. Khi d6 nhirng cum tir phd hop
s& xuat hién. Mudn lay cum tir ndo chi can bam chudt vao cum tir d6. Trong
trudong hop, chi con mot tir phi hop thi khi g8 enter tir nay s& xuat hién tu
dong trong vang nhap ma khong phai chon.
Trong vi du ¢ hinh 2.7. néu ta gd “Bd Tai” va bam enter thi bang xuat hién
hai bo 1a Bo Tai nguyén va Mai truong va Bo tai chinh nhung néu go “t&”
hodc BYT thi cum tir Bo Y té s& xuat hién ngay trong ving nhap.

VAN BAN DEN ]
8 2} Tim kiém -- Web Page Di

WPAH WP Quic hii -
WPCP WP Chinh phii — la]
BKHDT B KE hoach & Dau tu
BTM  B& Thuong mai
BTC B Tai chinh
‘BCN _ Bd Cong nahiép
BTHNMT B Tai nguyén & Mbi trudng
BNN B Nong nghiép & PTNT
BCA  BO Cdngan

BBCVT B Buu chinh - Vién thing
BKHCN B5 Khoa hoc Cdng nghé
BYHTT B6 vén hda - Thong tin

| Jthémméi @ dichkém (= Soanndidung =) Xem néidung el Ghinhan

5 * Ngdy dé
bt gay den | 03/03/2005

Cac muc ~_

budc phai nhap *séden |1

* 56, ky higu | DAM2

*Cépcoquan | Trung Uong

_&* Co quan phét hanh | BO Gido duc Pao tao
3, Noigli |Bd Gido duc Do tao

Linhvue | Gido duc &Ddo tao v BYT B Vte
= — — - BGTVT Bb Giao thong vén tai
. Ban hanh gui che tuyen sinh vao cac trudng ||exop B Xy dung ;' ;l
Cac muyc thong Trich yeu |nghiép hé chinh guy o
tin c6 ho tro .
nhap nhanh WESTLY =
N ky
Mo nhén
Do khan | Thuing v
Pomét | Binh thuimg v -

Hinh 2.7.Cira s6 nhdp thong tin vé vin ban

Nap ngi dung toan van cua van ban

Céc thao tac trén mai cho phép nhap théng tin mé ta van ban. Dé cd thé giai
quyet cong viéc duoc thi dieu quan trong la phai luu ca ndi dung van ban.

Chu y rang luc dau, cac nut <Pinh kem>, <Sogn noi dung>, <Xem ngi dung> déu bi an. Sau
khi ghi nhan thanh cong cac nut nay moi hién dé thuc hién cdc cong viéc nap noi dung.
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Tai liéu st dung phin mém Quan ly van ban va diéu hanh qua mang

Ta c6 thé nap noi dung toan vian cua vin ban dén. Néu vin ban dén bang giay

thi ¢6 3 cach dé dua ndi dung vao luu trir:

= Soan thao lai.

= S dung may quét (scanner) quét thanh anh, dua ndi dung vao hé théng dudi dang mot
tép anh.

" Su dyng may quét (scanner) quét thanh anh, sau d6 dung mét phan mém nhan dang dé
chuyén thanh tép van ban.

Céch thr 2 12 phi hop hon ca vi khdng phai go lai ma van c6 thé doc duogc ca

dau va chir ky. Ban nén luu tép anh duci dang *.pdf vi kich thude s€ nho

hon, dé& ding. Soan thao lai toan van rat it ¥ nghia con nhan dang lai s& rat

mat cong.

Dinh kém tép tin vao van ban

Tép tin ndi dung dinh kem c6 thé tao tir cAc phan mém khac nhau nhu Word,
Acrobat, Excel...O trang cap nhat van ban, hdy chon ndt < @ Dinh kém>. Mot
ctra S0 nhu Hinh 2.8 xuat hién

VAH BAH DEN
‘ @Gén tép & Quay lai
[lB48CP doc
| Wi t& nii cung Moy cép nhat
Cy12005 doc 040372005

Hinh 2.8. Cira s6 dinh kém file
Ta can bam vao n(t <Browse> dé chon tép tin theo kiéu duyét. Cira s6 duyét
tép tin nay nhu trong hinh 2.9 rat thong dung trong cic ung dung trén
Windows.

Open 23]
Lack in: [C3) Giai FIRA v @ Q@ X i E - Toos
= Mame Date Modified
t,% B 0e nghi mo giai FIRA 10/19/2004 4:06 PM
Desktop B 0e nghi mo giai FIRA ver 2 11312004 5:31 AM

My Documents

=N

oy

My Computer
;;__‘]) File name: | v
Ty Mebwork,
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Tai liéu st dung phin mém Quan ly van ban va diéu hanh qua mang

Hinh 2.9. Cira s6 duyét tép tin

Sau khi chon xong tép tin hay bam nut <@ Gén tép> dé dua tép tin vao danh
sach.

Ban c6 thé gan nhiéu tép tin di v&i mot van ban dén.
ChU y: Néu duwa tép vao nham, ban cé thé xéa bang cdch nhdy chudt vao dong tén sai sau dé

chon nut <X Loai bo>.

Sau khi hoan chinh danh sach tép tin dinh kém, ban chi can bam nit <®Quay
lai> dé tré vé trang Cap nhdt van ban.

Soan thao

Hé théng cung cdp mot bo soan thao don gian trén WEB dé tao céc trang
WEB nhé. Puong nhién c6 thé dung nd dé soan cac vin ban ndi dung toan
vin nhung cac hé soan thao kiéu ndy chirc niang va kha nang dinh dang nghéo
hon cac phan mém chuyén nghiép nhu word rat nhiéu O day chic ning soan
thao nham chu yéu cho mét muc dich khac 13 soan thao mot trang WEB dé
mo ta tai liéu. Khi bAm nat <Soan néi dung>, ctra s6 soan thao dwgc minh
hoa nhu trong hinh 2.10. xuét hién dé c6 thé soan vin ban. Soan xong ban
hdy nhé ghi nhan. Tép tin s& dugc gan tu dong vao hd so van ban dén.

. 7 Ghinhdn <= Quay lai

&

g

‘ - -
>

=

N

I
o
& L]
(1

M|

il

-

i

i

i

H3 so nay gom cé

1. Don xin thanh 13p cong ty
2. Gidy chitng nhan von

3. Diulg

4. H3 so vé cac thanh vién

Hinh 2.10. Cira 56 soan théao vin ban

[1.1.4. Phan van ban

Ngudi phan vin ban 1a nguoi chiu trach nhigm toi cao ve tinh chinh xéc cua
noi dung va cap quyén doc, phan Xt ly van ban. Sau khi nhén vién van thu
dang ky van ban vao hé théng, néu ban 1a nguoi €O quyen phan van ban thi
ban s& phan van ban téi cac don vi hay ca nhan dé giai quyét.
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Giri dé biét viin ban

Luc dau, chi c6 nhan vién vian thu va ngudi phan van ban nhin thiy van ban.
Dé cho phép nhitng nguoi khac doc duoc van ban, phai cap quyén doc vin
ban. Thuc hién thao tac gui van ban nhu sau: Ban chon van ban bang cach
bam chuot vao van ban d6 dé danh dau, sau d6 bam nit <€/Giri dé biét> trén
thanh cong cu. Khi d6 ctra s6 1am viéc mé ra nhu hinh 2.11. Néu ban muédn
lam viéc riéng véi don vi ndo thi bam chudt vao don vi d6. Mudn ai duoc
xem van ban thi danh dau vao & vuéng phia trai tén ngudi d6. Dé danh dau
toan bo danh sach can bo caa don vi hay phong ban, ban bam chuét vao 6
vubng phia trai cum tir Ho va tén. Sau khi danh dau cén b dugc quyén xem
van ban ban can bAm nat <= Ghi nhan > dé luu lai thong tin.

VAN BAN DEN

<+ Quay lai
&3 vin phong UBND - Tinh Hai Duang i Ghinhén
&) Ban Gidm dac -
&) Phang PhSn mim | Ho va Tén |
@ Phong Dy én 5] Giam aée -
) Phing K& todn Chon L& c3 =
' Phéng Hé thing A Phéng Dy an

Phdng Hé thing

o

Phong Ké toan

LU |

Phong Phin mém

Pao Kién Quéc

.

Bui Thi Hién

A
E N
E 5
1 D6 Hgoc Ta
L
L

Hoang Thi Thu Hién

Hinh 2.11. Cap quyén doc vin ban dén

Cha y: Néu ban la lanh dao cua mot don vi cdp duwdi, mét van ban dwoc phan vé cho don vi
cua ban du khong phdn quyén doc truc tiép cho ban thi ban van doc dwoc van ban dé va c6

quyén phan quyén doc va xir Iy tzep cho nhitng nguwoi khac trong don vi cua ban.Tinh nang

nay giup van phong khi chua blet phdi chuyén van ban dich danh cho ai, ¢é thé phan tam vé
don vi dé don vi cé thé phan tiép.

Phan xir ly van ban

Ngoai thao tac cap quyén doc tdi ca nhan, van ban con can dugc chuyén toi
don vi hoic ca nhan cd chic ning xem xét giai quyét. Trong trudng hop do,
nhitng ngudi nhan van ban phai giai quyét cong viéc bang cach cho y kién va
sinh céc van ban can thiét. Khi phan xt 1y, mot hé so cong viéc dugc tao ty
dong. Ho so cong viéc s& luu toan bd cac vin ban, y kién xu ly, cac chu the
giai quyet cbng viéc va tién trinh xur ly cong viéc trong mot tong thé. Chi tiét
vé hd so cong viéc s& dugc néi rd hon & chuong I11.
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Dé phan xur 1y van ban, ban bam chon vao dong vian ban dén twong Gng sau
d6 bam nat <**Phan xur ly> trén thanh céng cu. Khi d6 ctra s6 tao 1ap ho so
Xt Iy van ban maé ra cho ban lam viéc nhu trong Hinh 2.12.

Trong ctra s6 ndy, théng tin trich yéu cta van ban mac dinh chuyén thanh
trich yéu noi dung caa ho so xtr 1y van ban (XLVB) va ban c6 thé sira thong
tin ndy. Mot thao tac khéc 1a thiét 1ap nhan lyc tham gia xt 1y van ban véi
cac vai tro khac nhau s& duoc dé cap trong chuong 111

ChQ y: Twong tw viéc phin quyén doc vin ban, ban ciing sé chi phéan xir Iy vin ban cho cdn
bo trong don vi minh phu trach..

[ HO SO CONG VIEC ]

Thing tin chung vé hi so chng vise Luding xi¥ I :
Céng vn 58 1537MMHNK ngdy =] =] | BEmmemesnbs 3 roseanbs

NOrAUN S | 51 312004 cila BA Thurong mai viv =] 05 Lung il
. T uBing xir Iy
Linh v | Bat dai b/ El- . Hodng Mgoc Truding-Chanh Yan phang (Giae wic 1
*Mogy mi HS | 02/09/2005 = £, Phéng T& chire nhan sir (Gho i 7
o i HS _ ----- "' Ha Duy Hign-Phé trudng phéng (ehdiAgp |
e M LEAM Trung Ly-Chuyén vign (FA87 Aap 2
*Han x| 21092005 ﬂ

YEL eEL

Phing T8 chift nhan suw xem ket gidi quydtvin ban | a

=l
Cacvan ban lign guan :
| @ Bihkim RuBdEn B yB4 |
E] 201 =
[ oninnén | [ uay
=l

Hinh 2.12. Trang phan xu Iy van ban

I.1.5. Chuyén vin ban dén don vi trwec thudc

Khi hé thong dugc sir dung trong toan bo don vi cing cac don vi truc thudc
thi viéc trao d6i vin ban gitta don vi va cac don vi truc thudc dugc thuc hién
dé dang hon, ngoai cic van ban riéng dén truc tiép caa mdi don vi con o cac
van ban do cip don vi trén chuyén xubng qua hé thdng. Chtic nang
<€ Chuyén xur Iy>nay gilp chuyén vin ban dén cac don vi truc thuoc. Ban
thuc hién chirc nang nay nhu sau:

Chon vin ban can chuyén cho don vi truc thudc, trén thanh céng cu chon nit
<¢/Chuyén xu Iy>. Trang chuyén vian ban mé ra nhu hinh 2.12.

Lac dau danh sach toan bo cac don vi truc thudc duoc hién thi. Néu ban
muon lam viéc riéng véi don vi nao thi bam chuét vao don vi d6. Panh dau

16
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vao 6 vudng phia trai tén don vi dé chon. Dé danh ddu toan bo danh sach
cac don vi hay phong ban, ban bim chuét vao 6 vudng phia trai cum tir Ho va
tén. Sau khi chon tén don vi s& nhan vin ban ban can bAm nat <= Ghi nhan >
dé luu lai théng tin. Khi d6 can bd vin thu caa cac don vi truc thudc s& nhan
duoc van ban gui dén don vi minh & trang Vin ban dén, muc VAN BAN
CHUYEN XU LY.

VAN BAN BEN
| 4 Quay lai
&3 B0 KE HOoACH & DAL TL | el 5hi nhdn
----- ! Trung t&m ¥ t& :
0 inghigp ¥Ep d Hodng Digu O rovaten
) ¥inghigp %&p d& v& wan £ai Thivy [] L cCaoBire Vin =

------ X «i nghiép ¥&p diy Chia vé

") i nghiép %&p d v4 ¥én taiBach | (] AL Cao Tién Thy

[[] L Dwong Thanh Binh

[] & LéBircKinh

[] L Ngé BicHa

[ & Trwong Van Thai

[] & Ban giam doc

[] L Ban Quin Iy dw an Cing

[ & Pnhéng Bai ly va Méi giéi hang hii
AL Phing An toin lac déng

[ & Phéng Hanh chinh Guin tri

F A Pnhéng Ky thuit cong nghé

[ I— | _ -

Hinh 2.12. Trang chuyén van ban cho don vi truc thudc

11.1.6. Stra mdt van ban dén

Muon stra thong tin cua mot van ban da ghi nhan, ban thao tac nhu sau:

= Chon vin ban cin sira bang cach nhip chudt vao dong twong tmg tir danh sach vin ban
den.

* Trén thanh cong cu chon nut < El Stra>

= Cira s stra mot van ban dén xuat hién dung nhu cta s6 thém van ban, cic thong tin da
c6 dugc hién thi dé sura. Moi thao tac stra cling tuong tu nhu luc nhdp méi. Sau khi stra
xong can ghi nhan bang cach bAm nut <t Ghi nhan>.

Cha y: Cdc van ban da dwge duyét ngi dung thi vin thie khong cé quyén sira.

Khi can sira, néu vin ban da dwegc duyét thi nhdn vién van thw can dé nghi ngwoi c¢é tham
quyén duyét thurc hién chirc nang huy duyét.

I1.1.7. Xoa mét van ban dén

Chi c6 thé xo4 dugc mot van ban néu van ban d6 chua phan xt 1y. Dé x04,
truéc hét bAm chon vin ban d6. Sau dé6 mai bam biéu twong xo4 trén thanh
cong cu. Vi viéc xoa bao gio ciling 1a viéc nghiém trong nén trudc khi xo4,
Net.Office yéu cau ban phai xac nhan ring ban c6 chiac chan mubn xo4 hay
khong. Chi khi duoc x4c nhan dong ¥ xo04 thi vin ban méi duoc X04.
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11.1.8. In Van ban dén

NGt <In> trén thanh céng cu s& gilp ban in danh sach cac vin ban dén. Cau
trac danh sach cho trong hinh 2.13.

Ch y: Danh séch nay khong phdi 1a cira s6 van ban ciia don vi ma chi gom
nhieng van ban ma ban nhdn duoc. Nhw vay tuy theo quyéen doc ma moli
nguoi 0 thé in duoc nhirng danh sach khac nhau.

VAN BAN PEN

STT Ngiy dén 6 dén Noi giri 56, T hiéu Trich yéu néi dung Trang thai duyét

1 S0S 10 1zt i 1 SIS AL HEN Wyt dinh 6 SR30E0050E-NHEN B3 duyit
rizky 16 thing 06 rim 2005 cia
Hzin g Wb nede Figt Hamvd
Chay divh cld phi khodn vay nrde
rgodi ciia doarh nghidp

2 03072005 9 B Tii chinh EOSTC-TCHG | Céng vinsd B0STC-TCHG nedy Chra doyét
1 thing D6 nim 2005 cha BS T
chivbvé Thod 84 véd xe & 16 ngoad
glao c}uye:nn}m?rg

3 05072005 g & Lan dfng thromg binh IM&LAITEEH-TL| Céng winsé 1M8LDTEXH-TL Chra duyét
3 héi rghy (8 thing 08 ndm 2005 cia B
Lao drg - Theomg birh v X3 ki
v chyémoé:phrmgc\"isaxg bromg

mi trorg cdng ty rhi nede
4 03072005 7 B Gido due & Do tao B QAL EGD mﬁtﬁrhcﬁabéhuﬁmgbégﬁn i dupit
dne v din tan V& vide hanbarh
Chay dinh tam thi & Jaém dinh chit
bromg trwdmg d hoe

5 03072005 [ B Thromg mai BETM-VP Céng vinsd S0STM-VF ngiy Chra duyét
130872004 =ha BE Thromg mai Viv
Chromg trinhw 431 Wi nhdp
ASEAN (AISF) .

[ 03072005 5 B Thromg mai 1530 TM-ENE Céng vinsd 1330WTM-XNE nedy Chra duyét
3132004 cfia BS Thromg mai Viv
Ha’n rggch thrimg cho thremg nhin
smit khin cde chime loal hine dét

Kl N Bl

Hinh 2.13. Trang In danh sdch van ban dén
[I.2. Van ban phat hanh

1.2.1. Lam viéc vé&i van ban phat hanh

Vin ban phét hanh gom cac cong van di, quyét dinh, théng béo va néi chung

la tat ca van ban c6 nguon goc tir don vi cua ban.

O trang van ban phét hanh, ban ciing c6 thé xem danh sach vin ban theo cac

tiéu chi loc khac nhau:

= Tiéu chi NGAY KY cho phép chon ra cdac van ban trong ngay chi ra. Khi bam vao
NGAY KY, mac dinh 10 ngay gan nhat s€ duoc trai ngay duoi chirt NGAY KY , ban
c6 thé bam chudt chon ngay dé c6 dugc danh sach cac van ban phét hanh trong ngay
do.

= Ti@:u chi LOAI VAN BAN cho phép ban chon mdt trong cac loai van ban trong hé¢
thong van ban da dugc dang ky.
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Tiéu chi VAN BAN CHO CAP SO, mét khi da dugc lya chon cho phép hién thi & cira
s0 bén phai tat ca cac van ban cho cap s6 dé gitp cho nhén vién van thu luu y viée
cap so.

Tiéu chi VAN BAN CO LIEN QUAN cho phép ban tim nhanh céac vin ban c6 lién
quan dén ca nhan gom cac van ban do ban soan thao, ban phu trach theo doi hoi bao
hay ban la nguoi ky.

Tiéu chi VAN BAN DIEN TU s& cho ban biét nhitng vin ban ban di giri di qua duong
email.

[

VAN BAN BI

| _] Thém E_J'I x | ¥ C&p quyEn xem [ﬂTheo déi HB | _,f{, Tirn ki€m 3= Giri v&n ban .jIn |
ChnGAY PE‘." . i | Megdy théng | s Wy higu | Trich yéu nii dung | Mo mhn | |
DLoal VAN BAN fosé W vide phé duygt ik 1& T N
(D vANBAN CH CAP 15052005 2 QEMBMD-QB  chikc vwa Hoat ddng clia X "0 phing cang
E} VAN BAN 81 CO LIEN QAN nighide win di Chila Wi

VB fﬁ'f' z0gn théo \ Ciing wan s 1537 Th-XMK nogy

E B can theo ddi hoi béo F1/3/2004 c0a BE Thuong mai

e WE T8 kY Wiy Han ngach thudng cha
[ vANBEN B BIEM TLF thurcng nhén xust khdu céc Wan phang cang -

UL U L4 ching logi hang dét may khing - Hai Phang

quaEn Iy béng han ngach sang
Hoa Ky trong & théng $Eu ném
2004

Cothng =6 2 vEn ban

Hinh 2.14. Trang Web lam viéc voi Van ban phat hanh.

Céch sur dung cac chirc nang dbi V6i cac van ban phat hanh ciing tuong tu
nhu doi véi van ban dén. Véi mét quyén thich hop ban co thé:

Thém mdi mdt van ban phat hanh
Stra ndi dung thong tin mot van ban
Xoa mot van ban.

Tim kiém vén ban

Cép quyén xem

Gui van ban di theo duong email
Theo ddi hdi bao
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I1.2.2. Gtri van ban theo dworng dién tov

Mot chirc nang khac ciia nhom van ban phat hanh 1a chuyén vin ban qua
duong thu dién tir. Ngay nay c6 nhiéu phuong tién cho phép chuyén di liéu
dién tu.

Net.Office hd tro kha nang chuyén vin ban qua duong dién tr voi viéc st
dung email. Vi thé néu nhiéu don vi cling sir dung phan mém Net.Office thi
c6 thé thiét 1ap mot co ché truyén cong van ty dong. Khi cong vin duoc
chuyén theo email thi khdng chi noi dung toan vian ma ca cac thdng tin mo ta
cong vin ciling duge dong goi truyén dén noi nhan. Tai noi nhan, phan mém
Net.Office s& mé goi dé sur dung lai cac thong tin mo ta cong van.

Pé chuyén cong vin theo dudng email, tir trang Vian ban di ban chon van ban
can giri va bam nat <= Email>. Cira s6 1am viéc mé ra nhu hinh 2.15. O muc
Don vi guri nhan van ban dién tir ¢6 danh sach cac don vi va dia chi email da
duoc dang ky, ban bam chudt vao 6 chon tén don vi s& nhan vin ban rdi chon
nGt <='Gui E-mail>. Con néu ban gui van ban nay téi mot dia chi email
khdng cd trong danh sach trén thi trong ctra s6 ndy ban chon muc E-mail sau
d6 ban dién dia chi nhan vin ban vao 6 <Guri téi> rdi bam nut <=Gui E-

mail>.
VAN BAN DI
ChuyEn van ban Y Bion v gli, nhan vB dien tlr T E-mail ]
| <=3 i E-mail | & Quay lai
O | Tén dom vi E-mail
Bé Bwu chinh - Vién théng vanthu@vnu.edu.un j
Bd Cong an vanthu@selab.com
[ Bé Giae duc & Bio tao vanthu@selab.com
[ Bé giao théng van tai bo_gtvt@hn.ynn.yn
[] €ty Van tii & thué tiu bién VH cty-vttt@hn.ynn.un
[ cCéngty TM & DV Cing Sii Gén cty-tmidvs aigon@hn.unn.un
[] Céng ty vin tii Bién Bic cty-vtbbi@hn.vnn.vn
[ Cuc Hing hai vanthu@vnu.edu.vn
[ cingPiNing cdnang@hn.nn.yn
[ cang Sii Gén esaigoni@hn.unn.an
|:| Hgin hing dautw & PTVH nhckt_ptuni@hn.vnn.en
[] Hgén hing Céng thwong VH nhethuong@hn.nn.an
D Tq‘)ng Céng ty Hang Hai tong_ctyhhi@hn.unn.an
-

Hinh 2.15. Gui van ban qua dwong thu dién tur

1.2.3. Lap ho so theo dbi hoi bao (HSTDHB)
Muc dich cua viéc theo ddi hdi béo 1a theo ddi viéc phiic dap cua nguoi nhan
mot cong van di cua ban. Suy rong ra, theo doi hoi bao nham theo doi tien
trien cua mot vy viéc o yeu to ngoai. Vu viéc nay co thé gom nhiéu cong
van di va dén tir nhiéu doi tac.
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Trong nhiéu truong hop, viéc 1ap hd so theo ddi hdi béo bat dau tir mot cong
van di. Dé 1am diéu nay, tir trang van ban di ban bam chon vin ban di sau d6
bim nit <¢*Theo d6i HB>. Khi d6 hé théng chuyén sang 1am viéc véi trang
tao 1ap hd so theo dai hdi bdo. Chi tiét s& dugce trinh bay trong chuong II1.

1.3. Nhan céng van dén qua dwong dién tor
Churc nang gtri van ban qua duong thu dugc thuc hién gitra cac don vi cung
st dung Net.Office. O muyc van ban phat hanh (vin ban di) ban di thuc hién

gui van bgn qua duong thu di¢n tu. Vp’l vai tro 1a don vi nhan van ban dién tur
ban c0 thé nhan tir hop thu van ban dén dién tu.

Néu bam niit <=Nhan Email>, h¢ thong s& két néi véi hop thu ciia ban trén
may chu email va hién thi danh sach cac van ban dén nhu trong Hinh 2.16.

HOP THY VAN BAN BEN BIEN T

| [Elcaprhat K wed | PnhanEmal Cgaiiva | L2 TmkEm |

8 | & | woayadn | S8,k higu | Tigwad heri g
03032005 1ME W& quan Iy gig cudc dich vy buu chinh, vign thdng vanthugselab com
Hutng dan mit =4 chinh séch S tro tai chink v o
g 030352005 1Mz i wE thud phat trien wing nouysn iSu va cong vanthu@bselab.com

nghigp ché bién néng, [&m, thud =&n
W& vigo ban hénh Quy dink vé tho 38 va khodng céch

8 H3M32005 cla xe oo gidi luw hanh trén dudng ba

varthuEselab com

Hinh 2.16. Nhdn van ban qua dwong dién tur
Mubn lay van ban ndo, ban hdy bidm chon vao vin ban d6 sau d6 bam n(t
<ElCcap nhat >. Hg thong s& mo goi thu dé tach cc thong tin vé van ban theo
tung truong va lay tép toan van de day vao hé théng. Viéc nay khong thé tu
dong hoan toan vi ban con phai cho s6 cong van dén doi véi cong van nay.
Sau khi cép s6, ban chi can bAm nat <= Ghi nhan> dé luu vin ban 1a xong.
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CHWONG Ill - XU LY CONG VIEC

Quan ly cong viéc 1a mot trong nhiing ndi dung quan trong hang dau caa bat
ctr mot phan mém ho tro hoat dong hanh chinh nao. Quan 1y van ban chi la
cac hoat dong nén tang phuc vu cho giai quyét céng viéc.

Net.Office cung cip mot phuong tién quan tri cong viéc, khong chi dung ¢
muc ghi nhan ho so cong viéc ma thuc sy 1a mot céng cu diéu hanh vi né cho
phép cha dong giao viéc, nhac viéc va tham gia truc tiép, tich cuc vao qué
trinh giai quyét cong viéc.

I1.1.H6 so cdng viéc

l11.1.1. Khai niém hé so céng viéc

Khai niém ho so cong viéc ding dé chi toan bo cac thong tin vé qué trinh
hinh thanh, giai quyét va ket thuc (dong) méot cong viéc.

Théng tin vé cong viéc gom co:

= Cic yéu cau giao vigc: tén cong vi€c, nguoi thiét 1ap cong viéc (nguoi khai bao cong
viéc trén hé thong may tinh), thoi diém thiét 1ap cong viéc, thoi han cong viée, cac tai
liéu ban dau cung cap theo yéu cau ban dau ma ta goi 1a tai liéu goc.

= Céc chu thé va vai tro cia cac chu thé trong cong viéc. Co 5 loai vai tro sau:

o

Nguoi giao viéc thong thuong la mot 1anh dao nao doé nén ciing dugc goi l1a
lanh dao giao viéc.

Nguoi phy trach 1a nguoi phai chiu trach nhiém hanh chinh vé viée giai quyét
cong vige. Nguoi phu trach thuong la lanh dao don vi co trach nhiém giai
quyet cong viéc nén ciing thuong dugc goi 1a lanh dao phu trach. Chang han,
dé giai quyét mot vu viée gian 14n nhap khau, Cyc truong mot Cuc Hai quan 1a
nguoi giao viéc nhung Truong phong chéng buén lau s& 1a nguot phy trach
giai quyét van dé. Trong mot sd trudng hop nguoi giao viéc dong thoi 1a ngudi
phu trach.

Nguroi chii tri 13 nguoi truc tiép va chinh yéu giai quyét cong viée. Nguoi chu
tri c6 thé chinh 1a nglroi phu trach.

Nguroi phéi hop 13 ngudi duoc giao giai quyét ting phan, timg mit cong viéc
theo phan cong cliia ngudi chu tri.

Nguoi theo doi 1a nguoi duge phép theo doi qua trinh giai quyét cong viéc.
Trong khuon kho phan rnem nay, ta quan niém nguoi theo ddi khong dugce
tham gia truc tiép giai quyet cong viéc. Néu mot nguoi c6 thé tham gia ¥ kién
thi phai xép vao vai tro phdi hop.

= Céc pha xtr ly. Trong qua trinh giai quyét cong viéc, nhitng nguoi xur 1y thuong phai
lam nhiing viéc sau:
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o Cho y kién bay t6 quan diém cua minh.
o Duara cac yéu cau xtr ly ciia minh do6i voi nguoi khac.

o Pua ra cac tai liéu, tu soan thao nhu két qua xtr Iy chinh thurc hoac céc tai li¢u
¢6 san nhu tai liéu tham khao.

MSi mot 1an mot ngudi tham gia xir 1y va dua ra ¥ kién va cic tai liéu sau d6 tam dimg
dé cho ¥ kién cia cac cha thé khac hinh thanh nén mét pha xir Iy. Nhu vdy qua trinh
giai quyét cong viée 1a su ké tiép cua cac pha. Mot can bo xir 1y ¢ thé tham gia nhiéu
pha. Cac pha mot khi da dua vao ho so cong viée s& khong duoc sira dé ghi nhan trach
nhiém cta mdi chu thé trong qué trinh xu 1y. Piéu nay thuong thiy khi soan mot van
ban phat hanh, nguoi ta c6 quyén sira chita nhiéu 1an nhung tat ca cac phién ban can
duoc luu giir.

Trang thai cong viéc gdm céc trang thai chua dwoc giai quyét, dang giai quyét va da
két thic.

Sau day 1a mot s6 loai cdng viéc dién hinh:

Xt Iy cong van d‘en Cong van dén co thé chi 1a mot thong bao va cling c6 thé 1a mot
yéu cau giai quyet cong viée. Xir Iy cong van dén bt dau tir hoat dong phan vin ban
dén cac don vi hodc ca nhan co lién quan. Sau d6 cac don vi hodc ca nhan d6 cho y
kién xir 1y va co thé tao ra cac quyét dinh xu 1y.

Gidi quyét thii tuc hanh chinh. Pay 13 mot loai cong van dén dic thu cta cac co quan
hanh chinh, 14 cic yéu cau ciua coéng dan voi co quan hanh chinh nha nuée dé giai
quyét mot cong viéc. Két qua thu 1y mot thu tuc hanh chinh 1a cac hd so hay quyét
dinh giri lai cong dan hay to chirc. Cong viéc giai quyét thi tuc hanh chinh rat da dang.
Ding ky két hon, dang ky kinh doanh, 1am cac thu tuc hai quan, xét mién giam thué,
xin cap phép xay dung... déu la cac thi tuc hanh chinh.

Thiee hién mét y kién chi dao Két qua 1a cac bao cao qua trinh thuc hién va két qua
thuc hién.

Soan thao mot van ban phat hanh.Trong qué trinh soan thao van ban can chinh sura rat
nhiéu theo gop y cta lanh dao va cac chuyén vién.

Theo doi hoi bao.No1 dung theo doi hoi bdo la doi sanh cac van ban di va dén lién
quan dén cung mogt van dé dé nam dugc tién trién gidi quyét cac cong viéc co yeu to
bén ngoai. Cong viéc theo doi hoi bao co6 thé bat dau tir mot cong van di hodc tor mot
cong van dén.

Tap hop tai ligu. Trong mot s6 truong hop, dé chuan bi cho mot cong viéc, lanh dao

c¢6 thé yéu cau cac chuyén vién tap hop cac tai liéu cung lién quan to1 mot van dé.
Khac v6i 5 loai cong viéc ké trén, d6i véi viéc nay, khong can co ¥ kién ca nhan

l.1.2. Giai quyét cong viéc

Khi goi chirc nang xur ly cong viéc ta nhan dugc mot trang nhu Hinh 3.1,

Ciing giéng nhu danh myc cac cong van di/dén noi trong chuong II, ving
bén trai la hé thong phan loai cho phép ban loc nhanh cac ho so theo mét s6
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tiéu chi; ving bén phai Ia danh sach cac ho so ¢6 lién quan t6i ban, duoc sap
xep giam dan theo thoi gian tao lap.

Ban ¢ thé loc hd so theo NGAY TAO, theo PHAN LOAI HO SO va theo
TINH TRANG XU LY.

THEOQ DOI XtF LY

| Thémma | |2 Timkiéin | G
[ NGAY TR0 [ Céng viéo Thisihan | |
""" 05/07/2005 QUL ANk ciia BE frudng B NNEPTRT = 0900506-BN gdy 20202005 vE -
""" 04/07 12005 @7 vigs d8ng kY A0 cach mdt =0 losi thudc bio vé thus vt véo Bsoh muc duoc 0EM5/2005
----- 03072005 phép a0 dung & iét Mam
----- 02/07/2005 Chithi clia b trudng b Buu chinh vién thing v& vigc ting cuing cORg téc B
----- 010072005 oquan Iy dai Iy Internet cong cing
L s
----- S0MER2005 Bé“m . déy d‘é xtr Iy rutrng b gido dyc vé Jao tao Ve vigc ban hanh Quy di TSNS
..... 20062005 omih chit Iyng trueieng Jai hoc
----- 28062005 %] Gu'f dinh chi phi khoén vay nude ngodi cla doanh nghiép 1] Thanh
""" EEEEEEE: 9 vE chuyen xep Iuong o 2ang Iweng mdi trong cang fighd nude ]| cdna cu
""" B auw . N . N & . - z .
[ﬁPH.&N Lo b 507 7 v& vigc tang cutng cong tac phong chong Ong, Jam bao samguat wiy mia nam Q42006

e 2005 & cée finh @8ng bing, trung du B&c bé v& Béc Trung bé
----- KIr Iy wEn ban dén 4 hang, trung ] o bi

----- Gii quyét cong vide
----- Theo déi hili béo
(5 TiNH TRANS ¥

..... CAn i I Vung loc Danh muc
----- HA s chua két thic ho so ho so
----- HO sor 34 ket thic
H
CA 6 hb 5o

Hinh 3.1. Trang cdc ho so cong viéc
V& phan loai, c6 thé loc hé so theo 3 loai:
= Ho so xtt Iy vin ban dén, duogc tao 1ap khi phan xir Iy cong vian dén (Xem muc I1.1.4)
= Ho so theo ddi hoi bao, duoc tao lap khi lam viéc véi cong van di (Xem muc 11.2.3)

= Ho so giai quyét yéu cau: gdbm cong viéc tap hop van ban lién quan, dy thao vin ban,
gidi quyét thu tuc hanh chinh cong hodc mot cong viée bat ky

Vé tinh trang xt ly, hé thong cho phép loc theo 3 tinh trang sau :
= H) so can xir Iy 1a cac ho so ma ban dang duoc yéu cau phai cho ¥ kién giai quyét.
Muédn xtr Iy hd so hdy bam vao biéu tugng phong bi c6 dau hoi 9 & dau dong cong

<A p < X \ \ A 1A , < L ~- 0 1rel 2
viéc d6 hoac bam chon vao dong d6 r6i bam chirc nang < * Theo ddi - xt ly> ¢ thanh
cong cu.

= H) so chua két thac xir Iy 14 hd so hién tai tuy ban khong phai cho ¥ kién vi hién tai
khong con yéu cau truc ti€p to1 ban nhung con nhitng nguoi khac chua xtr 1y xong.
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=  HO) so da dong, khong ai duoc xir 1y nita. Cac hd so ndy co biéu twong & dau dong 1a
mot phong bi c6 danh ddu mau xanh v

Muén loc hd so theo tiéu chi nao thi bam chudt vao cum tir twong ung.

Ho so da dugc chinh thic hod, dugc phép xir Iy s& c6 mau den. HO so chua
chinh thic thi chua xir 1y duoc va s€ ¢6 mau do. Chi tiét ve viéc chinh thac
hoa dugc néu trong chirc nang duyét ho so néu trong muc 111.2.3.

Trén bang hd so cong viéc nay ta co thé thém, xoa, stra, tim kiém, theo ddi
xtr ly va in. Cac Iénh nay cho trén thanh céng cu
I11.2. Thiét 1ap ho so’ céng viéc

l1.2.1. M& mét hod so’ céng viéc

C6 nhiéu tinh hudng dan dén viéc thiét 1ap cac hd so cong viéc.Trong chuong
I1, ta da biét cach tao hd so xir Iy cong van dén khi 1am viéc véi cong vin dén
hay 1ap ho so hdi bao khi 1am viéc véi cong vin di.

Trong trang ho so cong viéc nay ta co thé mo thém cac ho so cong viéc bat
ky. Pé 1am diéu nay, ban chon nit <JThém> trén thanh cong cu. Khi d6, hé
thong md mot cira s6 lam viéc nhu hinh 3.2 sau day:

Ntra bén trai cua cira so nay la thong tin ban dau cia cong viéc bao gom

= Trich yéu hd so cong viéc. Pbi vai cac hod so cong viéc xur 1y cong vin
den hay hoi bao van ban thi trich yéu ho so cong viéc duogc lay chinh la
trich yéu cong van theo mac dinh va ban cé thé thay doi theo y muon.
Doi véi ho so mai ban phai gd vao thong tin nay.

= Linh vuc c6ng viéc (ban phai chon tr mot danh sach duoc thiét lap tur
trudc).

= Ngay mo ho so dugc thiét 1ap tu dong (1a ngay hién thoi), tuy nhién ban
cO thé sira duoc.

= Ngudi 1ap hd so chinh 13 ban duoc thiét 1ap tu dong, khong stra dugc.
» Thoi han xu ly ban phai g6 vao.
= Y&u cau xir Iy ban phai g vao.
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Théing tin chung v& hd so céno viéc Luding xie 1y :
Céng wah 2622ILETEXH-LEVL cla :I ﬁ | s.'Thﬂ e v e |
o Thém cén bé 3% %od cén bd

hordung H3 g Lao ddng Thuong binhva X8 =]
Link vue | Can bi - Céng chie j rﬁ]] |;L‘|5ng XEFL‘?
r = [ g Mafi Bac Ha-Phd Gism d8c (o wifc /
IR a1 61092005 = ., Bi Chi#n Thng-Truding phana (Chc i |

Ol Bife HeFChuyén vign (Bhdihap }

*Ngudi l8p HS [Adrministrator o
e 2 Phing Lao déng tién luong (e o}

*Han (¥ Iy [25/09/2005 =l

YEU cAU ik I

Chuy&n phing Lao déng tign Ieong vé vidc xét cac ddi <]
tureng hudng chink sach lao ddng dai dow theo Mohj

dink 56 4172002NB-CP clia chink phil

=
Cac van ban lign quan
| @ oihkem P yBdEn REd |
E] 2623 LBTEXH-LEYL ﬂ
Dyt | s cluyét | Ghi nkbén Quay lai
x

Hinh 3.2. Cira s6 tao lap ho so
Vao thoi diém ndy, cac nit Iénh trong ving cac vin ban lién quan chua duoc
kich hoat (md). Ban phai bam n@t __Shinhén idé lru thong tin vé hd so. Chi khi
ghi nhan thanh cong cac nat trong vung van ban lién quan maéi dugc kich
hoat.

l1.2.2. Gan kém van ban lién quan vao hé so
Ban dau, khi 1ap mot ho so, ¢6 thé c6 nhiéu vin ban can duogc dinh kém theo.
Chang han mot ho so xin thanh 1ap mot cdng ty cé thé c6 cac van ban vé diéu
I¢ cong ty, vé danh sach c6 dong. Mot ho so dé nghi thdng quan, cd thé co dé
nghi va danh muc hang hoa.

| HHAP HO S0 CONG VIEC

| @G'éntép ¥ Loaibd @ Quay lai

| héi 1 nidii dung
B Bao cao 1 doc 230602005 4

Mgay cip nhét

Hinh 3.3. Gdn kém tai liéu ¢6 lién quan vdo ho so
Trong truong hop d6, cac van ban ndy can dugc “dinh kém” vao hd so dé
nguoi Xt 1y cé da théng tin chi tiét.
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C6 thé dinh kém tir mot tép tin bat ky, ciing c6 thé kém vao mot cong van
dén hay mot cong van di da c6. Bé dinh kem mot tép tin tu do, ban chon nut
< 8 Pinh kem>. Khi d6 cura s6 lam viéc mé ra nhu Hinh 3.3.

Céch gan tép vao hd so cong viée cling gibng nhu gin tép trong khi nhap
cong van den néu ¢ chuong I1.

Mot ho so cong viéc c6 the ¢6 nhidu tép tin dinh kém. Néu phai dinh kém
nhiéu tép thi hdy lap lai cac cong viéc trén.

Cha y: Néu dwa tép vao nham, ban cé thé x6a bang cach nhay chugt vao
dong chira tén tép da gan nhdam sau dé bam nit <* Logi bé> trén thanh
cong cu..

Truong hop vin ban lién quan dén ho so 13 cac van ban dén hay di da co
trong hé thong thi ban thuc hién nhu sau:

Bam nut <BVB dén> hoic <®VB di> dé mo danh sach cac vin ban dén, di
c6 trong hé thong. Khi d6 danh muc cac cong van dén (hoic di) xuat hién
nhu trong Hinh 3.4. Mudn dinh kém van ban ndo ban danh dau vao 6 vudng
& dau dong mdi van ban do.

Do ¢6 nhiéu vin ban nén dé d& tim, hé théng hd tro chire ning<—i<- Tim kiém
>dé ban c6 thé chon dugc van ban trude khi dinh kém.

Sau cling ban bam nGt < EGhi nhan >dé gian kém cac van ban da chon vao
hd so.

[ HO SO CONG WIEC ]

| |l hi nhan | _:L'I'“lmkié”m | = Quay lai

| | 1} | Mody dEn | S dén | Mo o S6, ky higu Trich y&u ndi dung |_|
Quyét dink =6 553/2005QE-MHNN ngdy |« |
16 thang 06 nétn 2005 clda Moén héng
hhi& nudee Wigt bam vé Quy dinh chi phi
khodn vay nudc ngosi cla doanb nghiép

N = 03072003 10 Miegdn hang M SE3200328-MHMM

Cing van 50 6I0STC-TCHR nody 08
théng 06 n&m 2005 cia BE Tai chink va
Thué G wéi =e &t ngoai giao chuyén
nhLseng
Cing van 50 1746LBTEXH-TL ngdy 03
thang 06 nétn 2005 cla BS Lao déng -
1T4GLETENH-TL  Thuong kinh v& ¥& hdi v& chuyEn xép
Ny ol sang lweng moi trong cong ty  —
nha nudc
Gyt dink cha bi trudng bd gido duc v&
36 12004/ 0E- 50 tan V& vigc ban hanh Quy dink tam
BGDEDT thisi v kidm dink chét ong trusng dai
hoc
Cing van 6 3903T-YP ngdy 13452004
r & 05072003 G Bid Thuong mai F903/TH-P cla BO Thuong mai iy Chuong trink wu
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Hinh 3.4. Gan kem van ban den, di vao ho so

111.2.3. Thiét lap cay nhan lwc

Tham gia giai quyet mot cong vigc c6 thé ¢ nhiéu chi the voi cac vai tro
khac nhau. Sau khi nhap céac théng tin yéu cau cong viéc, viéc tiép theo la
phan vai tro cho nhiing nguoi tham gia.

Net.Office thé hién vai tro dudi dang mét cay nhan lyc, c6 gbc 1a mot nat
mang tén “Ludng Xt 1y””. Mdi nit khéc trong cdy ang voi mot cha thé xu ly
Vi tén, chic danh va vai tro nhu trong hinh 3.5.
ChU Y. Khi cdy c6 nhiéu niit, nguoi ta co thé dimg’ché' d¢ hién thi tém tdt, giéu toan by cac
nut phia sau cua mot nut. Néu trudc mot nit co dau = thi nghia la khong gidu cdc nut phia
sau. Néu truoc mét nut co ddlf + thi cgic nzitphl'a sau dang bi an. Néu muon ban co thé bam
vao dau + do dé trai cac nut an ra. Neu bam vao dau B sé gdy tac dong nguoc lai.

11-.- Gébc
Ludng s Iy ;
| — NV Tan DK Quéc
['5]] Luding =0 Iy
EI Bao Kign Quic-Chanh Y&n phang (GEo wide !
PoE- Bl Thi Hign-Chuyén vign (P frdoh BT Hién
=k Pharn Thanh ¥&n-K& toan trodng (Cho 6 ] =
E| MouyEn Thi Hoa-KE todn vién (Badi Aap ) m
i 1 TrER HTU Phic-Truding phang (Phdihap PT Yén
i 1 Pham Quynh Biép-Chuyén vién hE thing (PAdh
L O MguyEn Wigt Tan-Phd Gidm dic (Meo ot )
PQ biép NT Hoa
Kl | ]

TH Phtc

Hinh 3.5. Mot cdy nhan lyc

Mic dinh, y kién xt Iy sau nay cta mot nguoi s& chi cong khai cho tat ca
nhitng nguoi cing nhanh trong cay nhan luc, khdng hién thi doi véi nhiing
ngudi & nhanh khéc trir khi ldc cho y kién, ngudi xa ly yéu cau hién thi y
Kién dbi voi tat ca moi ngudi. Chi tiét duoc néu trong muc 111.3.2.

Khi thiét lap cay nhan luc hé thong qui dinh can phai tao vai tro lanh dao
giao Vviéc trudc réi mai co thé tao vai trd xir ly chinh, sau d6 1a vai trd phdi
hop xur ly.
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Dé tao mot nut mai ké tiép tir mot nat trong cay nhan luc, trudc hét ban phai

bam chudt chon vao ndt ma tir ¢ phat sinh nit méi, sau d6 bam nit 1énh

<82Thém can bo>. Cira s6 “Can bd xur 1y hién ra gidp chon cén bo xir ly.

Hinh 3.6 minh hoa viéc bo sung tiép theo nat. Trong vi du & hinh 3.6. cac

bude thuc hién lan luot nhu sau:

= BAam chon vao nit ma tir 6 phat sinh nat méi, luc dau 1a nat gdc, sau d6

bam nat <82Thém can bo>

= Khi xuét hién cira s6 chon can bo xt 1y, bAm chon vao don vi cua chu thé
Xt Iy dé lam xuat hién danh sach can bo cua don vi.

= Trong danh sach can bo cua phong phan mém, bam chon vao tén can bo

= Chon vai trd can gén.

= Cubi cing bdm nat <EGhi nhan> dé luu thong tin.

Hd SO CONG VIEC

]

| Ludng xtr Iy :
| ngay =] —1 || 8%Thémcanbs
pmaivi =1 &

/) Can bd =irly - Web Page Dialog

,
-
i

bon vi

[=]
o
M

Can bé

X' Ban Gidm ddc

T
k! Phong Du an

L' Phong K& toan
_— X! Phong HE thdng

&3 CUC KIEM SOAT & AN TOAN BUC XA

2]

Phong Phan mém
Tr&n Hiu Phic

Yl Hoang

Wi Anh Quén
Hoang Trong Quynh

4]
—Vai tré x& by
Lé&nh dao giao viéc
Lénh dao phu trach
Theo ddi

'S
v
-

Xir Iy chinh | [ |
Phéi hop xrly [

1

Hinh 3.6.Cira s6 thiét ldp vai tro ciia can b xir Iy
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Néu dua vao nham nit ndo, ban cd thé xoa bang cach bam chon vao nat d6
sau d6 bam lIénh <% Xo4 cén bo> trong thanh cong cu. Khi x0d mot nat thi
Net.Office ciing s€ x04a toan bo cac nut dudi nat do.
ChU Y: Néu cdy nhan liec ¢6 nhiéu chii thé thi phdi bé sung nhiéu lan. Vi moéi vai tro lanh
dao giao viéc, lanh dao phu trach va chu tri chi co khong qua mét nguoi nén néu can bo dwa
vao buoc truoc da giir vai tro nay, thi buoc sau Net.Office sé cam luon vai tro do.

l11.2.4.Duyét h6 so cong viéc
Viéc nhap mot hd so mai o thé thuc hién boi mot ngudi bat ky, khéng nhat
thict 1a nguoi giao viéc. Vi thé can c6 mot co ché xac nhan ho so da duogc
chap nhan la chinh thuc, cho phép dua vao xtr ly. Chi khi ho so duoc chinh
thirc hoa, moi chu thé trong luong méi cé thé nhin thay va sau d6 mai xi ly
duoc.

ChU Y dé dwoc duyét, hé so can phdi ¢6 it nhat hai vai tro xi Iy: Lanh dao giao viéc va nguoi

xu Iy chinh (nguoi chu tri)
Pé chinh thtrc hoa, nguoi tao hd so hodc ngudi lanh dao giao viéc phai bam
nat ~ owe | Sau khi duyét, ngudi khai béo néu khong phai 1a nguoi xu ly s&
khong truy nhap luong dugc nita. Tuy nhién van co thé sira dugc luong tu
bang cdng viéc néu trong phan 111.2. bang cach chon chiic nang stra tiep theo
la bam nut huy duyét.

l11.3. Xtr ly cong viéc

Mdi khi ban ding nhap vao h¢ théng ma cé mot viéc maéi dang cho,
Net.Office sé bat ctra s6 nhac viéc nhu da néu trong muc I1.2. Bé xur ly, ban
c6 thé bam chudt ngay vao bicu twong @ . Ban ciing c6 thé bt dau xir Iy mot
cdng viéc tir bang cdng viéc néu trong muc 111.2 bang cach bam vao biéu
tuong @ hodc bam chon vao dong twong tng vai cdng viée sau d6 bam nat
< ! Theo ddi xur ly> trén thanh cong cu .

Khi bat d¢au xu ly, trang man hinh céng viéc ¢6 dang nhu hinh 3.7.
Trang theo di xu ly ho so gdm 3 viing chinh:

= \Ung hién thi yéu cau cong viéc ban dau ¢ phia trén bén trai.

= \Vung nhan lyc xt ly ¢ phia trén bén phai

= \/ing ho so xir Iy ¢ phia dudi
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XU LY CONG VIEC
MNGi dung cing i Ludng s Iy ;
Néi dung HS : v& chuyEn x&p lvong cii sang long mdi | . . . N 5 2
trong cong ty nhé nude | a_,Uy quyen a_,Them noudi P4 Kod ngudi
Hgdy mé- HS : 050742005 {8 Luging xirIf ]

Howdi 1ap HS : Administrator
Han x@ by : 010202005
Yéu ciu : vE chuvdn xdp iwong o sang iwong mii
trong cling by phd nuwie

----- £ Ban Kién Quic-Chanh Yan phing {&iae wie }
E| s Administrator-Chuyén vién (Sh éef
3 Bi Thi Hign-Chuyén visn (Theo o, Thay mat Hodng Tro

3 [Tran Hiu Phic-Tridna phamag (948 Ao 1 |

Céc vin ban kém 4
thea: \ —| @ i Hodng-Lap trinh vin maam_é(p J hd
& 174R1 HTE¥H-TI Jad Y | ol
Hir Iy | Chuyén phat hénh\]\ Bong hi o | Cuay lai | Kigu h*n thi: I Tadn bd vy vigc VI
Céc vin ban dinh kém \ Vl‘mg yéu cau géé.fsgiuhcau
- @Dom doc C()ng viéc |
Administrator : OO F2005 18:24.00 ’

Cdng hod x5 har
Céc vin ban dinh kém

Vung nhéan

lwe xd ly
C Queen o~ T
Vii Hoding : OE0T/2006 18:15:00 Vung hé so 7]
G# el dé mn hod. Saithi bdo jal X0 |y
Cac vin ban dinh kém
- DeHoaACt pf -

Hinh 3.7.Trang theo doi xu ly

111.3.1. Luéng xt ly

Khai niem luong xu ly (workflow) chi sy phdi hop cac cong viéc theo mot
trinh ty nao do.

MJbi nut trén cdy xac dinh mot nhanh gom tat ca cac nut trén dwong vé goc ké
tir nut dang xét (khong ké cac nit bi ré sang nhanh khac) va toan bo céc nut
phia duéi. Trong vi du néu & hinh 3.5, nhanh d6i véi nat tng véi BT Hién
bao gom PKQuéc, PTYén, PQ Piép, NT Hoa, TH Phuc nhung khong ¢ nut
ung voi NV Tan.

Net.Office hd tro nhiéu ché do ludng

Luong song song. C6 nhitng tinh hubng, khong doi hoi ngudi nay 18 thudc
vao két qua xtr ly cia ngudi kia. Vi du mot yéu cau moi hop giao ban, khéng
doi hoi nhitng nguoi nhan yéu cau phai theo mot thir ty. Truong hop nay
chling ta c6 mot ludng song song . Trong cay nhan luc, ludng song song s&
xuat hién khi trong cy c6 cac nhanh khac nhau xuat phat tir mot nit chung.
Mic dinh, hai chu thé ¢ hai nhanh trong ludng song song khdng nhiing khong
phai cho nhau ma con khong dugc biét noi dung xtr ly cua nhau trir khi diéu
nay duoc thiét lap.

Ché dg dosi thogi chéo. Nhur da néu, theo co ché ludng song song, mic dinh,
chi ¢6 nhitng nguoi trong cung mot nhanh méi doc dugc théng tin xir ly cua
nhau trir khi ta mudn coéng khai tin tc cho tat ca. Néu khong c6 gi dic biét,
trong clng mot nhanh, co ché phéi hop 1a ddi thoai chéo, khong ai phai chd
ai, khdng can theo mét thir tu. Nhu vay co ché ddi thoai chéo chinh 1a co ché
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dién dan (forum) duoc thiét 1ap dbi véi tat ca cac nhanh (diéu ndy khac véi
viéc thuc hién mot du an quy méd c6 nhitng hang muc doc 1ap, ré rang va biét
trugc). O ddy, moi ngudi ¢ thé dua ra y kién bay to quan diém hoac tra 1oi
yéu cau cua nguoi khac, dat yéu cau doi véi nhiing nguoi khéc tuy theo tinh
hinh cu thé.

Luong nai tiép. Trong nhitng hoan canh cu thé, tha tu giai quyét cia mot s6
chu thé can duoc ton trong mot cach chat ché, néu nguoi trude chua giai
quyét xong thi ngudi sau khong duoc 1am hoic khong thé 1am. Trong trudng
hop d6, da ton tai mot ludng trén mot nhanh cua cay nhan luc. Vi du ddi voi
cong viéc trang bi phuong tién van phong cho Phong may tinh thi Phong
hanh chinh quan tri khéng thé dat mua thiét bi néu chinh Phong may tinh
chua 1ap yéu cau; Phong tai vu chua thé 1am thu tyc thanh toan néu Phong
hanh chinh quan tri chua 1am hop déng mua thiét bi. Khi dé can lap luong
theo thir tu la (Phong may tinh :cha tri-> Phong Hanh chinh quan tri : phoi
hop -> Phong tai vu : phéi hop) va dua vao cac phuong tién kiém soat thir ty
xu ly, tu dong cam xu ly & phia sau néu phia trudc chua xong. Net.Office
cung cap chic nang “Chan Xi 1y”, cho phép cac cha thé xir Iy cdm nhung
nguoi phia sau minh trong cay nhan luc khong dugc xir 1y khi minh chua xir
ly xong. Sau khi xir Iy xong, can “Huy chan xir 1y dé tra quyén xir ly cua
nhitng nguoi dirng sau trong cay nhan lyc.

Y nghia cdc mau cia biéu twong

Quan ly cong viéc khong chi la quan Iy noi dung ma con quan ly tién do. Pé
kiém soat tién do dé dang, Net.Office st dung cac chi thi mau.

Trén luong xtr ly, chinh ban xuat hién véi biéu tuong mot ngdi sao. Néu ngdi
sao ndy c¢6 mau do *co nghia 1a dang c6 mot ai d6 yéu cau ban phai cho y
kién xtr ly phan hoi. Néu ngbi sao c6 mau xanh *, thi c6 nghia ban khong
duoc yéu cau hodc da phan hoi tat ca cac yéu cau cua ngudi khac. Néu ngdi
sao cO mau xam = thi c6 nghia la ban dang bi chan xa ly. Mot nguoi phia
truéc trong ludng Xt Iy chwa xong va dang cam nhing ngudi phia sau xi 1y.

Nhitng nguoi khac trong cay nhan luc duoc thé hién bang mot biéu tuong
hinh ngudi. Mau 4o cua biéu twong thé hién trang thai cong viéc caa ho. Néu
40 c6 mau xanh & c6 nghia la chu thé cua nat d6 da giai quyét xong yéu cau
cong viéc cua ban néu c6. Néu mau 4o 1a mau do &, c6 nghia 1a nguoi do
chua phan hoi hét cac yéu cau cua ban. Néu mau 4o 1a mau xam & thi co
nghia 1a chinh nguoi d6 dang bi chan xir 1y, chua thé xir Iy duoc.Néu 1a 4o
mau trang & thi c6 nghia 13 nguoi d6 chua mo hd so dé xem bao gio.
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Thém mét nguwoi vao cay nhan luc.

Mot ngudi xir Iy c6 quyén thém mot ngudi khéc véi tu cach 1a nguoi phdi
hop vai minh. Chi ¢6 thé thém nguoi phoi hop vao mirc dudi mirc ctia minh
trong cay nhan luc.

Cach thém nguoi hoan toan gidng nhu da mé ta trong muc 111.2.3. vé thiét 1ap
cay nhan lyc.

X0& mét ngwoi trong cay nhan luc

Ban chi c6 thé xo4 mot ngudi bat ky trong nhanh caa ban va phia dudi ban
trong cdy nhan luc. Muon xoa, chi can bam chudt vao dé chon nguoi do6 sau
d6 bam nat Iénh < x Xo6a nguoi> trén thanh cong cu

Uy quyén

Ban c6 thé uy quyén mot nguoi khac thay thé cho chinh minh bang mot
nguoi khac. Khi d6 nhiing nguoi dugc uy quyen co thé tham gia vao giai
quyét cong viéc cho dén khi bi uy quyen lai hoac bi thu hoi quyén.

Pé uy quyén, ban hdy bam vao nit ¢ biéu tugng ngdi sao, sau d6 bam nat
<820y quyén> dé m¢ cura s6 1am viéc nhu hinh 3.8. Ban can chon don vi,
sau d6 chon ngudi thay thé va bAm nat <EHGhi nhan> .

Luﬁng it 3 Can bg nir Iy -- Web Page Dialog X

‘ &, LI quyEn &, Thém ngud ‘

e Pon vi xi i Cén b 1 i
[5]] Ludng x0r Iy @ —
: i AT Y40 phing UBND - Tinh Hi Duong | Phng Phéan mem
b Adminiskrator (R hap § - : &n Hiju Phi
Py ; e , - Jf) Ban Gidm dfic Trén Hi Phide
(= 54 Hoang Thi Thu Hin { Giso wéc, Phu frach ) P Vi Anh Quin
[ . i N . Hazng Trang Guynh
e 1 B TR Hin { Chgt 67 @ Phang Dy én

Hinh 3.8. Thiét ldp uy quyén

Sau khi uy quyén, trén cay nhan luc, cha thich trén ndt uy quyén thay doi
theo. Hinh 3.9. minh hoa cach chu thich nay. Dong “Hoang Trong Quynh -
Chuyén vién (Theo déi)” nay dugc thay bang “Bui Th; Hién - Chuyén vién
(Theo ddi, thay mat Hoang Trong Quynh) ”
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Ludng xir Iy :
Q. Thém ngudi X Xoa nguds
[} Ludng xir Iy
ea Pao Kién Qudc-Chanh Yan phong (Giso wiéc }
=l aa Administrator-Chuyén vién (Cho &7 }
(= BUi Thi Hin-Chuyén vién (Theo doi, Thay mét Hoang Tro_|
. Nauyen Thi Hoa-Ké toan vién (Phdrhop
& Nguyén Xudn Trudng-Trudng phang (Phéi hop } -

Kl | 2

I»

Hinh 3.9. Chd thich uy quyén trén cay nhan luc
Huy uy quyén
Dé huy uy quyen, ban hdy bam vao biéu tuong ngdi sao sau d6 bam nit
< Huy uy quyén> trén thanh cong cu .
Thiét 1@p thee tu i Iy trong luéng
Trong trudng hop ban thdy mot ngudi ndo d6 nhat thiét phai xir Iy xong thi
hhitg nguoi phia sau trong cay nhan lyc méi duoc phép xu ly thi phai thiét
lap mot ludng tuan tu.
D¢ lam diéu nay hay bam chon vao niit <Chgn XL>. Khi do biéu tuong tat ca
nhimg nguoi phia sau ban doi sang mau xam thé hién trang thai bi chan xu
ly. Khi gidi quyét xong cong viéc ban muén cho phép nhimg ngu:ol phia sau
duoc tiép tuc xar 1y s& bam nat <Huy chan XL>. Mdi ngudi ¢6 thé thiét 1ap
trang thai chan cho minh
Néu mot s6 nit lién tiép trong cay nhan lyc duoc thiét 1ap ché do chan thi
mot luong da duoc thiét 1ap. Moi nguoi sau khi xir ly xong, huy chan dé
thong bao nguoi phia sau dugc lam.
Muén huy chan, ban hdy bam vao nut tuong ¢ng véi ban sau d6 bam nut
<Huy chan> trén thanh cbng cu.

I1.3.2. Xir ly céng viéc
Ché d hién thi

Ving noi dung xir ly c6 3 kiéu hién thi ma ta c6 thé chon qua
Kiéu hignthy - | Todn b vuvige x|

= Kiéu “Toan bd vu viéc” hién thi toan bo cac pha xt ly theo trinh tu thoi
gian nhu trong Hinh 3.10. Mo6i pha déu c0 cau triac nhu sau:

= Kiéu hién thi “cac yéu cau” twong tu nhu kiéu hién thi toan bo nhung chi
c6 cac pha trong d6 c6 yéu cau chinh ban phai phan hoi nhung chua tra loi
dé giup ban nhin r6 hon cong viéc phai lam.
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= Ché d6 hién thi “dbi sanh” dac biét c6 ich khi theo d&i hdi bao. Trong ché
d6 nay, cic van ban dinh kém do cac cha thé xur Iy dwa vao duoc dan
thanh hai bang theo thir tu nguoc thoi gian nhu trong hinh 3.11. Mot
bang hién thi cic cong van dén, mot bang hién thi cac cong van di. Mudn
xem nodi dung van ban nao ta nhap chudt vao vin ban d6. Ché do nay gidp
ta d& nhin tién trién cta cac vu viéc c6 yéu t ngoai.

Tén ngwoi xir ly:  Thoi diém két thic xiz ly
Y kién cia ngueoi xi ly:

Cac van ban dinh kem:

OTéptinl
XU LY CONG VIEC ]
|N|§i dung cdng viéc : | Ludng xir I :

Noi dung HS : v& chuyén xép luwng i sang luong méi - | P |

trong cong ty nha nudc |
Hgay md HS : 050712005 rﬁll Lubng xir I -
Hgwoi lap HS : Administrator o BEe z R

H‘?E: :ﬁz 213)Eify%?:5xép jwang off sang lwang méi B Administrator-Chuyén vién (Cho b}
.tro ng cong ty nhd nutre (=)~ =, Bui Thi Hign-Chuyén vién {Theo doi, Thay mét Hoang Tro—
Céac van ban kém theo : 2. Mguyén Thi Hoa-K& todn vién (PAdf hop )

% 1746LDTEXH-TL

=l

2 Nguyen Xuan Trudng-Trudng phang (PAdi Aap } N
e

Hguyén Xuan Trwéng : 13072005 15:39:00
Danh séch dot 1 3 hodn thanh, tiép tuc 1én danh sdch dot 2

Tran Hivu Phic : 130772005 15:37:00

Déng chi I8p ban danh séch cén bb xet ién wang Jot 1
Hguyén Thi Hoa : 13007/2005 15:35:00

Lén danh sach cén b xét 1én lwang Jut 2

Céc vin ban dinh kém

I~ ﬁ_i_] danh sach 2 xls

Administrator : 1V072005 14:43:00
nnbvnxb

| Cac van ban dinh kém

Hivly Chuyén phét hanh Déng ho so | Quay lai Kidu hignthi: [ Toanbd vuviee v]

-

——r—r—

Hinh 3.10. Ché d¢ hién thi cdc yéu cau
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Xl Chuyén phét hanh | Péng hd so Quay lai Kigu hign thi
s :]
Vian ban dén Vian ban phat hanh
Céng vin sb 1746/LOTBXH-TL ngdy 08 | _ Quyét dinfr déu chinf ong cda cdc
théng 06 ndm 2005 cha BS Lao dong - % 112/2005-GD cdn bd quan iy
47| 1746ILDTEXH-TL Thwong bink va X3 hii vé chuyen xép
Jweng ¢if sang lwong mai trong céng ty | Cng van gos kho bac v guy ché chv
phd nudre ® 1A12005-CY gy ngies
Quyét dinh sb 3832005/ QE-NHNN ngdy ., .
.. 883/2005/0D- 16 thang 06 ndm 2005 cia Ngén hang . L& ngh rit fién vng frm:i‘f frong dw an
NHNN Nha nudre Vigt Nam vé Quy dinh chiphi | (% 1252005-C¥ s nuvie ngods 08 chuyén véo qui lvong.
khodn vay nwie ngodi cla doanh nghiép [
|
Hinh 3.11. Ché do hién thi doi sanh
X ly

Pé dua ¥ kién giai quyét cong viéc ban thuc hién nhu sau: Trén trang theo

ddi xu Iy ban bam chon nit Hirly | ctra so lam viéc mé ra nhu hinh
3.12.
I ¢ KiEN %iF LY
il Ghirhin ¥ Chuydnd | & Quaylai
¥ ki xi - || Nndntin | Danh sach can bo cAn cho § kién phan hdi
] 2] | | Email| SMS | Ho vétén | Thisi han | Chon|
— O O &n Thi Gugnb | [0 =
Ghiy Kién cla Ngfuw: ‘?n
— banvao d nay T [T BdoHén Guic I r
- ™ [ MNouyén Vit Tan [
Panh dau RIS
hién thi cho | Choncanbose | r
tAt ca nhany kign o 1y
. atca . . O O cla han [ C o
Hign Ay kiem oha Tet o moi nowd dutc xem = ||~ 1 Ssoemmromm— Ii r [
| Cac tai ligu gan kém : | | ¥ac nhén 4 hoan thanh sl b . : :
; _ Yiu chu Gl Ngdy | Xong |
[l b MEeu cd cac tép tin | . : . : ’ 'ﬂ
(B[ = | Jinhkém thi dua F|[ Ashede Showong.. NewénVitTin  25n0n00s
e tén tép tin vao day Gl che P : w
MG 1 hode ding Browse Eranh dau nhung
. Géchon kI Amaar noubibandd b onogoos
2 hoan thanh XLk [y
theo yéu cau
< cla ngudi da -

Hinh 3.12. Trang xu ly

Cho y kién
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Ban ghi y kién ciua minh vao 6 “Y kién xtr Iy”. Y kién c6 thé chi 1a bay to
quan diém caa minh, co6 thé la mot yéu cau doi véi mot nguoi khac hoac ca
hai.

Trong ving céc tai liéu dinh kém ban cd thé dua vao hd so céc tai liéu. Cac
tai liéu nay cé thé 1a tai liéu tham khao cd xuat xu tuy ¥, ciing co thé 1a chinh
cac tai liéu ban soan. Hau hét cac cong viéc déu doi hoi tao ra vin ban phat
hanh. C4c y kién va vin ban dinh kém cua ban s& dugc cong khai d6i voi
nhitng nguoi thuéc nhanh cia ban trong cay nhan luc hoic cho tat ca néu ban
danh dau vao 6 “Hién thi y kién cho tit ca moi nguoi dugc xem” nam & giita
khu vuc cho ¥ Kién va dinh kém tép tin.

Théng béo cho céc chi thé xi Iy khac

O phia trén bén phai hién thi tat ca nhitng ngudi khéac trong ciing nhanh véi
ban. Tat ca nhitng ngudi nay déu cé thé nhin thay y kién cia ban nhung néu
ban muon ai phai phan hoi y kién cua ban thi ban phai danh dau vao cot
Chon tuong ung véi ngudi do. Mot khi duge danh dau, khi ma ho so nguoi
duoc yéu cau sé thay biéu twong ngodi sao mau doé v4i y nghia 1 ho phai tra
l61 ban.

Phia trai cua 6 nay con c6 hai cot danh dau nita. Néu ban danh dau vao cot
email, thi mét thu dién tir duoc tao tu dong giri toi nguodi dé6 dé nhac viéc,
Néu ban danh dau vao cét SMS thi mot tin nhian s& duoc tu dong gui dén
dién thoai di dong cua ngudi d6 dé nhéc viéc. Giri SMS rat quan trong trong
nhitng trudng hop khan cap. Di nhién can mot sé diéu kién ky thuat:

= Ngudi nhan tin nhin phai ¢ dién thoai di dong ma so cua ho dugc khai
béo véi hé thong khi cap account

= Hg thong can c6 modem cho dién thoai di dong. Net.Office cung cap chirc
nang dieéu khién cac modem két noi véi dién thoai di dong..

Xac nhdn hoan thanh yéu cdu

O dudi bén phai co danh séch tat ca nhiing ngudi ¢6 yéu cau ma ban chua
phan hdi. Cot dau tién cua 6 nay 1a mot s tir gilip ban nhé lai yéu cau nhung
neu dua chudt vao vung nay, mét 0 giai thich (tooltip) s& hién ra toan bo yéu
cau dé ban ndm duoc ban duoc yéu cau gi.

Ban c6 thé tra 1oi bang céach ghi y kién, dinh kém tép sau d6 danh dau vao 6
tuong tng véi ngudi d6 dé xac nhan da hoan thanh.
Néu ban da phan hdi hét thi trong so @6 nhan luc ban s& cd biéu tuong mot
ng6i sao mau xanh, con biéu tugng cua ban trong cac trong so d6 nhan luc
cua chu thé khac ciing 1a mdt hinh nguoi 40 mau xanh dé bao cho ho biét ban
da tra loi.
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Dong pha xir ly

Néu moi vigc da giai quyet xong, hdy bam nit < ! Chuyén di> dé moi chu thé
khac nhin thay y kién xtr ly caa ban.

Néu ban chua xtr 1y xong, chua chuyén di duoc, con tiép tuc phai cho y kién
thi ciing phai ghi lai bang cach bam nit <'=Ghi nhan> trong thanh cong cu.
Néu khdng ghi nhan thi lan sau vao xu ly tiép phai lam lai tat ca.

Sau khi xtr Iy xong ban c6 thé bam nit <Quay lai> dé tré vé trang ho so cong
VIEc.

lI.4. Péng céng viéc va chuyén tai liéu cua hé so céng viéc thanh
van ban phat hanh

I1.4.1. Chuyén tai liéu cta hé so céng viéc thanh van ban phat hanh

Trudc day trong phan van ban phat hanh néu trong chuong II, ta ¢ thé tao
mai va dinh kém t€p tin. Trong truong hop do, khong c6 dugc thong tin ho
so van ban phat hanh da dugc tao nhu the nao.

Thuec ra, viéc tao ra van ban phat hanh ciing phai dugc thuc hién trong mot
cdng viéc. Sau mot sb pha xu ly, khi phién ban cudi cing caa vin ban duoc
hoan thanh thi tiép theo phai ding ky chinh thiic phién ban d6 thanh van ban
phat hanh.

Trong phan ndi dung xi 1y, ta nhan thay trudc moi tai liéu dinh kem déu cd
mot 6 danh dau nhu trong hinh 3.13.

Wk Iy | Chuvyen phét hank | Biing hi =o | Qi |ai |

Pio Kién Quac : 15012005 18:15:00
£ nghi Phong Kinh doanb x5y dung phuong §n marketting sau G cho hop 18y ¥ kién
Cac van ban dinh kém

I ™ HosSD_mail doc:

DPanh dau
vao dav

Hinh 3.13. Chuyén mét tai liéu tao ra tir mt cong viéc thanh vin ban phét hanh

Muén chuyén tai liéu nao thanh van ban phat hanh, chi cin danh dau vao 6

twong ung, sau d6 bam n(t _Shuyen phat hinh |
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Khi d6 form dang ky van ban phat hanh sé XUétﬁ hién giéng nhu nhap mai mot
van ban phat hanh dé néu trong chuong II d€ ta dién cac thong tin mo ta.
bicu khac la bay gio khdng phai lam dong tac dinh kem nhu trude ddy. Vén
ban phat hanh dugc chuyén vao muc van ban cho cap so .

11.4.2. Péng cong viéc
Khi cong viéc giai quyét xong, ngudi giao viéc hay nguoi chi tri cd thé dong
cong viéc bing cach bim nut _ Bonahe s

O mot sé noi, con ¢ quy trinh tém tat hd so. Thuong can bo giao viéc phai
vao ghi y kién cuoi cung dé ket luan trude khi dong ho so.

Ho so da dong thi cac chu thé chi c6 thé mé ra xem ma khong xur 1y thém
duoc nira. Néu quay lai trang danh muc ho so thi biéu twong cta ho so sé
chuyén sang phong bi c6 danh dau mau xanh * thé hién ho so di hoan
thanh.

Trong truong hop do nham lan di dong hd so thi chi c6 ngudi giao Viéc vao
bang hé so cong viéc thuc hién viéc ma lai hd so dé cd thé tiép tuc giai quyét

CHUONG IV - CAC CONG CU

IV.1. Lap bao cao
O mdi don vi Gthg dung thudng c6 nhitng yéu cau riéng. Phan nay trinh bay
mot sO bao cao thong thuong dugc Net.Office ho tro san.
Chtic ning sinh bao cao théng ké nam trong nhém cong cu. Khi chon chuc
nang bao cao, ta s€ thay mdt trang man hinh nhu minh hoa trong hinh 4.1.
Ta c6 thé chon nhdm bao céo gom :
= Cac bdo cdo lién quan dén vin ban dén
= (Cac béo cdo lién quan dén van ban di
Khi chon nhdm nao thi phia phai s& xuat hién cac loai bao cdo tuong (ing Vi
loai van ban thuoc loai di hay dén. Chang han doi véi van ban dén cé 4 loai
bao cao nhu hinh 4.1. Muon tao loai bao cdo nao thi danh dau vao loai do.
Cac bao céo thuong lién quan dén mot khoang thoi gian nhét dinh. Vi thé
trude khi sinh bdo cdo can phai xac dinh khoang thoi gian bang tir mét ngay
nao d6 dén mot ngay khac.

Cudi cling ban chon nat <-21In bao cao> dé in ra bao cao
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f THOHG KE - BAO CAO

| =9 InB&o Céo

Loai bao cao | Danh sach bao cao

; :31 S8 wan ban dén [
ﬂ Tng hot van ban Gén t [
2] Théng k& 58 ligu vén ban aén e
% Bi40 céo fink hinh 0 1 wan ban d&n i
Tiry chon
Tir Ny 010712008
Pénngay  [0S072005
N A 7 7 A A
Hinh 4.1. Trang lgp bao cao, thong ké
r
A \ A A 14 /4 /4 14
Sau day la mot so trong cac bao cao do
ra Fe - > X
IV.1.1. Bao cao van ban déen
50 VAN BAN BEN
Tir ngdy 0072005 Mr npdy 1807/2005
Ngiy dén |56 dén|  Nodghi 84, hp hiéu  [Ngiy thang | Loai VB Trich yéu néi dung Donvi, ngedi nhin | Kf nhin
cua VB
0507%2005| 1 |BoMémgrghép | 34200500T- CH thy CH thi clha B tredmg B8 Heng Adniristrator,
& FTNT BN nehidp v Phit trifn v thim v Trim Hitn Phite
vige ting owéng eéng tie phing
clﬁ'gﬁrg, dimbia sénmétvq
rrita v 2005 & car tivh ding
birg, trng dn Bde bé va Bic
Traghd
0507%205| 2 |Balémgrghiép | ORIZ00SIQD- Quyétdizh | Quyét dirhclia BS trodmg B8
& FTHT ENN HH&FTNT sé (20050D-BNN
My 2203005 vé vide dire ki 2
cirhnit 56 lnad fnde bio vé thye
vt vio darh nue dzoe plép s
durg & Vidt Ham
OSOW205| 3 | BéBwachih- |07 CH thy CHi thi ciaa b tnrdmg hé B chivkt | BanGidm dae,
Vidn thing J2MICT-EE vidn thirg v vide tirg cotmg céng | Phimg Phin mém,
CYT tie quinlf dai I Interret céng Phimg H¢ thérg,
cérg Heirg Thi Tha Hién,
Eni Thi Hién,
Henpén Zuin Trvime
05072005 4 | BAKd heachdr | A2 Ouydt gk | Quyst divk ofia b trefme B K2 Phimg Fhin mém,
Bl tr [AHOD-E hoach v 2 te v vige ban hivh Phime K& todn,
EH ché d6 bio cio thing ke dinhlky Bac Kién Quie

IV.1.2. Téng hop vin ban dén theo dworng dién to

Hinh 4.2. Bao cao van bdn dén

>
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BAO CAO TONG HQP VAN BAN DEN BIEN TIT
Tirrgdy VIAOR2005 B rpdy 18072005

STT | Ngay dén $6, kj higu Loai VB Nod giri Trich yéu néi dung

1 1805 ZRIERA A0S AL NHTN Bié B chivh - Vidn thémg Quyét dinh 58 BE3Z005/08-NHNN ngay 16
thang 06 ndm 2005 cia Mgin hang Wha nwdc
“lét Ham wé Quy dinh chi phi khodn vay nuic
ngoai clia doanh nghiép

2 A0S WS TC-TCHD UBND firh Bir Giang Céing vn =4 BI0STC-TCHR Pgé\; 08 Ehé"g oG
nam 2005 cla B3 Tai chinh wé Thué Jéi v xe
& té ngoai giae chuyén nhuweng

Hinh 4.3. Bdo cdo cdc van ban dén theo dwong dién tiv

IV.1.3. Thong ké s6 liéu van ban dén

BAO CAO THONG KE SO LIEU VAN BAN PEN
Tir ngéy 01/01/2005 dn ngdy 13/07/2005

Téfng sé vén bén: 10

Theo loai van ban Sé lrong
Cang whn 4
Chi thi 2
Cuyét dinh 4

Theo linh vyc
Giao duc &Pao tao 1
By chinh vién théng 1
MNéng nghiep 2
Thir omng mal & Dich vy 2
K& hoach ti chinh 2
Lao déng titn lrong 1

Hinh 4.4. Thong ké vin ban dén
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IV.1.4. Bao cao tinh hinh xtr ly van ban

2. Com tin chara xit 1y

BAO CAO TINH HINH XU LY VAN BAN
Tie ngip IOV din ngip IHOHIO0

§6, by higu|  Nod givi Trich yéu néi dung Hanxitly | Pomviichyvién sk Iy Chi chi Chim
05 AN BBAN e nebidp Oyt fivh cha BS tredwg B 0BS5S Chra dupét
& FINT WH&PTHT sf 09200508 BITH
vy 2005 v vide ding o die
cdrh it sd loai thode bin vé thee vit
vao davh vue Groe phép s dung &
Vidt Ham
BOMQANESDGA . & [Cpét dirh cha b trdme b gido due OS50S | Do Kifn Qube, o
Blin fao vi i tan V& vide han hinh Gy dirh Wauypen Vit Tin,
tam thin v Jagm dirhebilsp BADCADTHALYE; L trichyeu (String) e
o e
MOOSCT-EIBS Mére vebidp | CH fhi cha BS tufme BS Narg nebigp | OA0RI2006 | Adwomistrator,
&FTHT v Phit tridn néng thén vé vie ting Trin Hitu Phic
cumgc&rgtau: phing ching ing, dm
3o 3 mdt vy e nim 2005 & ede
tivh dimg bing, trng dn Be bé v Bie
Trng b
07 2004/CT-BBEWh chivh- | i oha b ooz b Bw ebivhoadn | 04082005 | Hedre Th The Hidn,
Viin théng thing v viér ting cwime cing tie quin Erti Thi Hién,
i dad Iy [iderret eéng cong Ngu.yanuénTmﬁ'rg
Hinh 4.5. B&o cac tinh hinh xiz [y van bdan dén
IV.1.5. SO van ban di
$O VAN BAN BI
Tiv rpdy OMORA200T M rgdy 1072005
STT MNgiy thing | 56, I hiéu | Loai VB Trich yéu néi dung Ngwid ki Noi nhin Dom vi, ngwid nhin bin | 56 heong
cua VB heu han
1 |18M7E05 |S535 |Bocan | Cuuyst dinhsd Trin Vin Whure Eé Vin ba -
B-NHHN BRNANSIOE-HENN redy Théne tin
16 thing D6 wim 2005 cfia
Higin g Mhi reéie Vidt
Namvé Quy divh ok phi
Jthodn vay nede ngoid cla
doarh nehigp
2 18005 |ER0STC-T  |Pidnbée | Cérg vinsd Weuyen Hivg Phie | B Tai clirh 15
CHO ENSTC-TOHO ngiy 06
thing 06 nim 2005 <z Bé
Tii chinh vé Thaé 85 v e &
1 ngpai gian chuyén nhrorg

Hinh 4.6.

So van ban di
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IV.1.6. Bao cao thong ké van ban di

BAO CAO THONG KE SO LIEU VAN BAN BI
Tir gy OIOTRO0T din meipe JAAOTYRO0S
Téng s v ban: 2
Theo loai vin han Téng =6
Bignbin 1
B oio 1
Theo linh vue
Ehing xée dinh 2
Theo dé mit
Thrimg 2
Mt ]
Téi mit 0
Tyt mit ]
Theo dé khin
Thrime 2
Khin 0
Hod the ( Throrg ki) 0
Theo make 46 guan trong
Thrime 2

Hinh 4.7. Thong ké van ban di

IV.2. Cédng nhan tin qua dién thoai di dong (SMS portal)

Vé ho so cong viéc, nhiéu phan mém chi la ghi lai vét xur ly céng viéc. Quan
niém nhu thé 1am phan mém c6 phan thu dong. Can c6 co ché nhic viéc chi
dong, day tin dén nguoi dung, chir khdng phai ngudi dung phai chu dong mo
hd so ra xem viéc. Net.Office hd trg kha ning nhac viéc. C6 3 co ché nhic
viéc da duoc dé cap dén trong chuong 11T Ia:

= Nhic cong viéc moi. Khi dang nhap thanh cong, néu ¢ cong viéc méi hodc c6 mot
cong viéc qua han thi cira s6 nhic viée s& bat 1én dé thong bao.

=  Guri email khi xtr 1y cong viéc. Hinh thtrc nay rat ¢6 ich khi nguoi str dung di cong tac
xa khong truy nhap duoc vao Intranet. Néu nguoi do thuong check mail thi email c6
thé 1a mdt kénh nhac viéc.

» Nhin tin téi dién thoai di dong khi c6 cong viéc xur ly. Hinh thuc nay rat ¢6 ich néu
tinh chat cong viéc khan. Pay la hinh thtrc tich cuc nhat .
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Tin nhan ngan SMS (short message system) la phuong thirc cho phép cac
dién thoai di dong c6 thé chuyén cac tin nhan dudi 160 chit, rat cd ich trong
viéc thong bao don gian véi gia ré.

Néu cac hé théng thdng tin trén mang may tinh c6 thé ndi véi dién thoai di
dong thi rat co loi vi n6 khong doi hoi ngudi nhan tin phai ngdi trén may tinh
va & bat ctr dau do d6 dam bao dugc tinh kip thoi, nhd d6 giam bét dugc tinh
trang tri tré trong cac hoat dong hanh chinh.

Trong cong tac diéu hanh, nhac viéc 1a mot khia canh rat quan trong vi nd
day thong tin téi ngudi dung mot cach tich cuc va cha dong.

Ngoai viéc nhan tin tich hop vao trong form xur ly céng viéc, Net.Office c6
mot portal nhan tin doc 1ap, cé thé giao tiép hai chiéu vai dién thoai di dong:
nhan dén mot hay nhiéu thué bao dién thoai di dong tir Net.Office, nhan tin
tir dién thoai di dong vao hop thu nhan tin cia nhitng nguoi trong Net.Office.

Loi ich cua giai phap nay rat rd rang. Tai rat nhiéu noi, moi khi hop hanh,
phai goi dién thoai di dong dén ting can bo (vira ton tién, vira bat tién) hoac
gui gidy (chua chic d3 nhan dung han). Néu chi soan thao noi dung va danh
dau nhirg ngudi can nhan thi chiac chan nhanh ré va khong that lac.

IV.2.1. Hép thw tin nhan

Tru6c hét ai mudn nhén tin tir dién thoai di dong phai dang ky so dién thoai
di dong trong Hé thong. Nguoi co s6 dién thoai di dong chi co quyén nhan
tin nhan con mUOn duogc nhan di thi phai dugc cap quyen Nguoi quan tri hé
théng cap quyén nhan tin glong nhu bét cir mot quyén thyc hién mot chic
nang nao khac trong hé théng. Khi c6 quyén dung tin nhan thi sau khi ding
nhap ta s& thay xuat hién nhom chirc ning “NHAN TIN”. Nhiing ai khong co
quyén nhan tin s& khdng thay chirc ning nay.

vinean | HOP THU
JULY MO VES Frnnmeaod ™ 1 oo a Thing rée
conG = :
Tir ngéey Den ngry LTl ki
DANH MUC
Mg gld K dung
NHEM T ; —
Administrator >> Danh sach tin nhin nhin vé
g =i Nii dung Naubi gl Tnoigianrhsn | Hinh thie gl
Hép thee O Nop gap CV f’e lam ho so... hungny 16:01 31/05/2005 M =
O Chuc mung sinh nhat... HongHuong 21:30 02062005 C
[Jj’ O Co dithi Toefl khong? ! ) 0912060182 09:23 04/06/2005 ol
cunbitmnén | O Hen anh chu nhat nay di Ba vi emyeu 10:42 05/06/2005 M
)
Soen tin nhin
0
Th.rul ke
hd
HE THENG Khing 6 lin nivdn néo treng hio th Gia
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Hinh 4.8. Trang hop thu.

Hinh 4.8. m6 ta trang man hinh céng nhan tin véi chice nang hop thu. Céc tin
nhian gui dén xuét hién véi phan dau noi dung, nguoi giri (bang tén ding
nhap trong cling hé thdng hoic bang sb dién thoai truc tiép), thoi diém nhan
duoc va hinh thac gui.

Ban c6 thé chon thu dén, thu di va thung rac. Tin xo04 s& chuyén tam dén
thung réac trudc khi xoa that. Ban khong thé xo4 tin, viéc nay do ngudi quan
tri lam. Ly do la khi nhan tin van phai tra tién nén & mot don vi, mot hé théng
nhan tin can dung vao viéc cdng. Viéc luu lai cbt dam bao nguoi ding khéng
lam dung vao viéc riéng. Khi nguoi quan tri xod tin, tin tu dong dua vao
thung rac dé c6 thé xur Iy lai sau nay

DPé xem tin nhan chi tiét, ban chi can bam chudt vao tiéu dé cua tin nhan.

IV.2.2. Gtri tin nhan tir Net.Office

Tuy theo quyén han duoc cap, ngudi ding cd thé duoc nhan tin, duoc gui tin,
duoc quan tri tin nhin hay duoc lap cac bao céo thong ké. Néu _khong phai
ngudi quan tri, ban c6 thé dwoc nhan hodc gui tin néu duoc cap quyén st
dung “Nhan Tin”

Néu c6 quyén nhin tin, khi dang nhap vao hé thng sé& thay nhém chirc ning
nhan tin. Nhay chudt vao d€ mo cac chirc nang con sau d6 chon chirc nang
“Soan tin nhan”

|
Ving nhap tin
nhin khéng qué

Nguizi nhan{09x; 09:0anyyYY, ...)

sh Gia chi ¢

|
Thoi diém nhén
tin

Danh sach nguoi
nhan cho bang
tén dang nhap
hav bana sb dién

Thixi gian nhén

= |

S4 kit con lai 1143 | 3 Gin tin nhan

Hinh 4.9. Soan tin nhan giri di
Dé nhan tin ban 1am theo cac buéc sau:
Thiét 1ap danh sach nhitng ngudi mudn nhan tin
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= Danh sach ngudi nhan tin c6 thé 13 tén dang nhap (chi co tac dung voi nhiing nguoi co
account trong h¢ thong va di khai bao s6 dién thoai di dong) hodc b truc tiép sb dién
thoai di dong (c6 thé giri cho mot ngudi bat ky)

= Viét tin s& nhdn di. Tin nhin gd bang tiéng Viét theo ma chuin TCVN 6909:2001.
Trude khi chuyén to1 dién thoai hé thong s& bo dau di d€ d€ phong cac may dién thoai
di dong khac nhau dung ma tiéng Vi¢t khac nhau. Do tin nhan bi gigi han bdi 160 chix
nén c6 mdt bo dém lui dé ban biét co6 dugc ti€p tuc soan nira hay khong.

= Madc dinh tin s€ dugc gui ngay. Tuy nhién ban hoan toan c6 thé nhin tré dé nhac viée
vao lac khac. Néu ban nhin ai v& mot cudc hop 1 tuin nita méi dién ra thi tt hon 1a
hay nhan cho ho truéc mot ngay dé ho khoi quén.

=  Nhén nat “Giri tin nhin”

Hé thong hd tro co ché sb dién thoai dé c6 thé chon ngudi nhan tir danh ba

can bg. Co thé tim mot ngudi cu thé trong danh sach, cd chon cac can b cua

mot nhom dé dua vao danh sach nguoi nhan. Cach dung s6 dia chi dugc néu

dudi day.

So dia chi

Ban c6 thé st dung s6 dia chi co quan dé chon ngudi nhan tin. Ban hay nhan
vao chuc nang SO dia chi co quan. d¢ lam xuat hién trang sau:

S0 dia chi co quan

Chon loai 5 dia chi nguwit ding hay nhorm INgu'Eri diing 'l
Dianh sach nowii nhan tin
50 dia chi ngwivi ditng

Ténnd Tén diy da Mohile Gitd tin
artmin Adrministrator Chon giii dkeuac Ko
hisury (5.5 Nguyén Van Higu 0912390201 Chon ki dungdy Hba
darehs PGS.TS Hb 5 B 0913580573 Chon gl 0912030080 #oa
kinthry PGS TS Meuyén Viét Kinh Chon ali
vinhty TS. Trn Quang Vinh 0913579838 Chan giti
thuynp (5. TSKH Nauyén Phit Thiy 0913254031 Chon giti
maipt Pham Tuyét hiai Chon giti
vinhng Ths Nznyén Quang Vink 0913371685 Chan giti

Trang 1119 Cluyén shanh téi trng. [1 ]

Hinh 4.10. Sir dung 6 dia chi

Pé thém mot ngudi trong danh sach nhan tin, ban nhan vao Chon giri. Bé tim
nguoi ding trong sé dia chi, ban nhan vao nat Tim kiém. Dé két thic chon
danh sach nguoi nhan, nhan vao nGt G tin nhian. Khi d6 danh sach nhitng
ngudi di chon chuyén va ving nhan trong trang néu trong hinh 4.9
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Sé dia chi nhom.

S6 dia chi nhdm bao gdom dia chi cua cac nhém, va nhiing ngudi st dung
trong nhoém do.

Ban chi can bdm chudt vao tén nhém can truy cap dé xem danh sach nguoi
st dung ctia nhom day. Dé giri tin nhan cho tat ca ngudi sir dung trong nhém.
Ban nhan vao Gui cho ca nhdm. Khi chon xong danh sach ngudi nhan tin,
nhan vao nut Giri tin nhan dé quay vé man hinh soan tin nhan.

S0 dia chi co quan

Chon loai b dia chi nguii ding hay nhom INhém 'l

Dianh sach ngwii nhan tin
.
50 dia chi nhém

Tén nhém Giti tin
Ban Giam higu Giti cho ¢ nhdrm haery Hia

BM Cang nghé phan mérm Gl cho cd nhim winhty #ia

BM Khoa hoe ry tinh Gii cho cd rhdm thuyhg ¥ioa

BM Cac hé thing thing tin Giti cho ca nham durnh EOE]

Phiong HC-TH Gl cho cé nhdm
Thil trudng cac don v Gt cho c& nhdm
B Bign tlrvd Ky thudt may tinh Gl cho cd nhdm
BM ién thang i cho ¢a nhém

Trang 173 Chuyrén nhanh té trang; |1 'l

Hinh 4.11. Chon nhém cdn bé dé gui

Chd y :Viec chon ting can bg, hay ting nhém can bg co thé dugc thyc hien
nhiéu lan ké tiep nhau dén khi chon di nguoi muon gui tin nhan

IV.2.3. GWri tin nhan tr may dién thoai di déng té&i hop thw trong
Net.Office

Ban c6 thé gui tin nhan tir dién thoai di dong cua minh cho bat ky user nao
trong hé thong. Pé thuc hién dugc viéc nay ban chi can thao tac giri dén sé
dién thoai tng véi SIM cai trong modem gan trén may chi Net.Office. Néu
khong biét thi hay hoi ngudi quan tri. N6i dung tin nhin ¢é cau trac nhu sau

<nguodi nhan> <ndi dung>

Trong d6 nguoi nhan 1a tén dang nhap cua ngudi nhan, néu 1a nhiéu nguoi thi
dugc phan cach nhau béi dau phay, khdng co khoang trong , noi dung: 1a noi
dung tin nhan ma ban can guri.

Vi du dé giri dén nguoi st dung “quangnd” va “phucph” véi ndi dung “Hop vao 8.30”, ban
hay soan tin nhén sau trén man hinh soan tin cta may di¢n thoai di dong
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quangnd,phucph Hop vao 8.30

Luu ¥ rang trong vi du trén néu ban dé tén quangnd va phucph cé khodng tro”'ng o gitta thi khi
nhan “quangnd ,phucph Hop vao 8.30” thi chi co quangnd nhan duoc tin nhan “ phucph
Hop vao 8.30”
Pé xem lai nhiing tin nhan ban da giri, va kiéu gui caa c4c tin nhan, ban chi
can bam vao phan tin nhan guri di hoac tin nhan nhan ve trén web.

IV.2.4. Vé cac chirc nang quan tri

Mot sb chirc nang quan tri tin nhan khéng trinh bay & day. Néu ban 1a nguoi
quan tri hdy xem céc tai liéu nay ¢ phan quan tri. Co nhitng chirc nang sau:

- Thong ké s tin nhan d6i voi méi ngudi, mdi don vi
- Xem céc tin nhan
- X0 tin nhan. Net.Office quan niém cong tin nhan 1a phuong tién cdng vy,

tranh lam dung cho nhu cau riéng. Vi thé khong dé cho nguol ding binh
thuong tu o4 vét cua minh. Chi ngudi quan tri méi c6 thé xoa tin nhan.

IV.3. Lich cdéng tac tuan.

Net.Office cung cap mot phuong tién lam lich don gian. Cac ca nhan hay cac
don vi cap dudi co thé dang ky lich lam viéc qua mang. Nguoi co trach
nhiém sé sap xep lai dé tao thanh lich chung.

IV.3.1.Dang ki lich
Muén dang ky lich vao ngdy nao trudc hét ban can chon ngay do6. Bé mo
quyén lich, ban bam vao cac nut <Tir ngay> hoac ndt (= =>). Trén lich, ban
s& thay ¢ cac n(t sau: nut » dé ting 1 thang, nguoc lai n(t 4 giam 1 thang;
cac ndt + va - dé ting/giam mot nam. Sau khi chon dung thang, ban chi can
bam vao 6 twong Gng véi ngdy mudn dang ky lich.

Trén thanh cdng cu ban chon nat <& Dang ky lich>. Ctra 6 Bdang ky lich mo
ra, ban dien cac thdng tin ve lich. Mdi sy kién bao gom: thoi gian bat dau
(TGBD), thoi gian két thic (TGKT), noi dung, thanh phan va dia diém. Ban
can dién mdi su kién vao mot dong. Pang ky xong can bim nut <=Ghi
nhan>
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BANG KY LICH
|  bEngky - = Quay lai Tir ngay 0901 #2006 === 1501 /2006
Danh sach lich Tng ky tie 09012006 Jén 1501 2005 ﬂ
- 00:00 - 00:00
Héi dung: Lam vigc voi doan thanh tra.
Thanh |)h$n: Ban thanh tra.
Thik Hai Bia diém: Phing hop A1.
0901 2006 - 00200 - 00:00

Hoi dung: Hop giao ban.
Thanh phan: Lanh dao cuc, phy trach céc phing ban.
Bia diém: Hii trumng.

3 calendar

-4 ThéngGigng 2006~

CH H B T H S5 I
1.2 3 4 5 &
& 8 10 11 12 13 1

19 16 17 18 19 20 2
2023 M4 23 04/ W2
b

Chon ngay
thang dang

< >
http:fi192,166.1. ) Internet

Trang lich c6ng tac tudn

<3 Pang ky lich -- Web Page Dialog

Mgy BE |19/ (2006 | it BB 0000

Mydy KT |09/ 2008 | Gige KT |00:00

NG AU | ey giag ban

]

Thanh pHan || 2nh dao cuc, phu trach céc phang ban

. X
Big dIEM | L& tripeng

http:ff192.168.1.5/cngpyLichlar | & Internet

| ENEN(ES

0|

Cira s6 dang ky lich

IV.3.2.Lap lich
Bat ky nguoi dung nao cling c6 thé dang ky lich, chi ngudi dugc Cap quyeén
lap lich méi co the 1ap lich. Nguoi ¢6 quyen xep lich s& can cir vao cong
viéc, quy thoi gian, phuong tién cia cac ca nhan dé I1én mot lich chung cho
phong/ban hay co quan.
Ciing nhu dang ky lich, trudc hét can phai chon ngay lap lich. Sau d6 chon
nat <Lap lich> tur thanh céng cu.
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4} http:/1192.168.1.5 - Lap lich lam viéc - Microsoft Internet Explorer

| | Ghinhan (% Béng Tir ngay 01,01 /2006 == 23001/2006
DAHH SACH BANG KY LICH |
Hgwdd Tang ky: Administrator - TONG CUC CONG HGHE, CONG HGHIEP QUOC PHONG & KINH TE |
0901 /2006 0:00:00 09012006 0:00:00 Lam vigc woi doan thanh tra Ban thanh tra Phong hop &1
0901 /2006 0:00:00 | 09001 £2006 0:00:00 Hop giso ban L&nh dao cuc, phu trach Hii trung
cac phong ban
Chon
lich
=l
Lich céng tac tuan tiv 01/01/2006 dén 23/01/2006 |
- 00:00 -]
Thir Hai Hol dung: Lam wigc »di dodn thanh tra.
09401 /2006 Thanh phﬁn: Ban thanh tra.
Bia diém: Phing hop &1,
=
&] Done 0 Internet

Lap lich lam viéc

Cira s6 Ldp lich 1am viéc chia 1am hai ntra. Nira trén 13 danh sach dang ky cua
can bo trong don vi, ntra dudi 1a ving 1am viéc caa ngudi 1ap lich. Chap nhan
nodi dung dang ky nao ban chi cin danh dau vao & vudng ¢ dau dong tuong
tmg. Khi d6 lich dugc chap nhan s& ty dong chuyén xuéng nira dudi. Nguoi
lap lich c6 thé diéu chinh mot sé théng tin cho phd hop. Cudi cling can chon
nGt <& Ghi nhan> dé luu lai ndi dung vira dugc sap xép. Lap lai cac thao tac
trén dé 1ap lich cho nhiing ngay khac

IV.4. Giao ban

Bén canh cong cu xay dung lich 1am viéc, Net.Office ciing cung cip cho
nguoi ding kha nang hd trg cng tac giao ban. Tinh trang thuong thay 1a dén
khi vao cugc hop giao ban céc thanh vién mai dugc phat chuong trinh va tai
liu lam viéc. Vi thé hoat dong giao ban s& thiéu hiéu qua vi khong duogc
chuan bi truéc. Céch tét hon 1a cung cap noi dung, y kién cia cac thanh vién
lén mang tir trudce, thu thap thong tin dé nhiéu ngudi cing doc.

Khi ban str dung chirc ning giao ban ban s& lam viéc theo cach thic giéng
véi HO so xtr ly cong viéc vi vay chi tiét cac thao tac da duoc gidi thiéu &
chuong 3 (H6 so cong viéc).

Déi véi ngudi su dung thong thuong hé théng s& hién thi trang két qua giao
ban cua tuan, thang, quy, nim...dé ngudi dung thong thuong chi duoc xem
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thdng tin giao ban con néu ban c6 quyén cap nhat cac cdng viéc giao ban thi
ban cé thé dung chirc nang Cap nhat giao ban

KET QUA GIAO BAN
‘ |_] C&p nhét giao ban Tir ngdy 0541212005 ==> 111212005
Giao ban tuan l :J
Ngdy giao ban Két qué giao ban Dia diém File dinh kém
0971212005 Hb 5o giao ban két thic Phong hop
09/12/2005 Phéng 102 @vm 680562184 doc

KET QUA GIAO BAN THANG 10

1. Thanh phan
-Ban Ké hoach kinh doanh
- Phéng hanh chinh guan tri

09/12/2005 1L Bia d@idm Phéng hop @Blen ban GB thang.doc
Phéng 102
1II. N6i dung \

11 Béo céo hoat dong cong viéc théng 10 Bam vao
2. Phuong hudng ké hoach théng 11 dﬁy dé xem
tép ndi dung

Xem két qud giao ban

IV.4.1. Mé& chwong trinh giao ban

Trong trang xem két qua giao ban nay ban chon nit </ Cerht ganban |5, 3
Mo trang danh sidch cac chuong trinh giao ban. Sau d6 trong trang nay ban
bim nat <I JThemmdi|> trén thanh cong cu. Khi d6, hé thbng mé mot cira s6
lam viéc nhu hinh sau day:

Nira bén tréi cua cira s0 ndy la thong tin chung vé chuong trinh giao ban bao
gom
= NoOi dung chuong trinh giao ban.

= Kiéu giao ban: ban chon kiéu giao ban nhu: Giao ban tuan, thang, quy
nam...

= Ngay m¢ chuong trinh dugc thiét 1ap ty dong (1a ngay hién thai), tuy
nhién ban cé thé sira duoc.

= Ngudi lap chuong trinh chinh 13 ban duoc thiét ap tu dong, khéng sira
duoc.

= Ngay giao ban.
= Pia diém giao ban
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CAP NHAT GIAO BAN

Thing tin chung wé giao han:

Can bi chudn bi:

GIAD BAN THAMNG 11

Nl dung GB ﬂ | a_, Thémcanbd  #< %04 can b |
i T —=1 flj]] Giao ban
EY |
Likcy Clao bantuan v = " Hodng Mgoc Truting-Truding phing (e wic
*Mgay me | 0971252005 = i Ban k& hoach kinh doanh fGAS &6 1
oL 1&p |2
*blgdy cian ban | 1471 2(2005 =

YEu cau giao ban:

/ra phurong hudng ké hoach thang 12

[Gac don vi chufin b cac bao 0 két qua hoat dong trong thang 1 va dura [+

Cac file dinh kém :
| @ Binkkem
@ Thong bao giao ban.doc j

| [

] [ Quay lai

o]

Cira 56 tao ldp chwong trinh giao ban

Sau khi dién day du thong tin ban can bam nit <Ghi nhan>, sau d6 ban c6 thé
gan kem file va thiét 1ap cay nhan luc véi cac thao tac tuong tu phan Ho so

cong viéc.

IV.4.2. Cap nhat thong tin giao ban

Pé dua thong tin vao chuong trinh giao ban ban thyc hién nhu sau: Trén
trang theo ddi xir 1y ban bim chon nat \LJ ctra s6 lam viéc mo ra

nhu hinh.
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[ ¥ KIEN XUF LY GIAO BAN

| A chinhgn ¥ chuyénd & Quay lai

¥ ki sl Iy : Mhén tin | Danh séch can bd can cho ¥ kién phan hai
Cép nhatthéna tin giao ban A Email | =Mz | Ho va tén Thxi han | Chon |
N
=
[ Hign thi § kién cho tét c& moi ngui dugc xem |
-
Céac tai ligu gan kém : Wac nhan da hoén thanh sk
| @ X Logiba | Yéu chu Cla Moy | ¥ong |
Browse... |
M 13
WEHBS05621 54 e N
B TTELDTEXH.doc
] El

Cdap nhat thong tin giao ban
Cho y kién
Ban ghi y kién caa minh vao 6 “Y kién xtr Iy”. Y kién c6 thé chi 1a bay to
quan diém caa minh, cé thé la mot yéu cau doi vai mot nguoi khac hoac ca
hai.
Trong viing céc tai liéu dinh kém ban cd thé dua vao ho so cac tai lidu. Cac
tai liéu nay cdé thé la tai liéu tham khao c6 xuat xir tuy y, cling cé thé la chinh
cac tai liéu ban soan. Hau hét cac cong viéc déu doi hai tao ra van ban phat
hanh. Cac y kién va van ban dinh kém cua ban s€ dugc cong khai doi voi
nhimg ngudi thudc nhanh cua ban trong cay nhan luc hoac cho tat ca néu ban
danh dau vao 6 “Hién thi y kién cho tat ca moi nguoi dugc xem” nam ¢ gita
khu vyc cho y kién va dinh kem tép tin

Dong pha xir ly

Néu moi viéc da giai quyét xong, hdy bam ndt < ! Chuyén di> dé moi chu thé
khac nhin thay y kien xur ly caa ban.

Néu ban chua xtr 1y xong, chua chuyén di dugc, con tiép tuc phai cho y kién
thi ciing phai ghi lai bang cach bam nit <'=Ghi nhan> trong thanh cong cu.
Néu khong ghi nhan thi lan sau vao xir ly tiép phai lam lai tat ca.

Sau khi xir Iy xong ban c6 thé bam nit <Quay lai> dé tré vé trang ho so cong
Viéc
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IV.4.3. Két qua chwong trinh giao ban

Khi thong tin giao ban d& duoc cap nhat va téng hop, ngudi giao viéc hay
nguoi chu tri ¢o thé dua ra két qua chuwong trinh giao ban bang cdch bam nut

Bdng hi =0

Chuong trinh d3 déng thi cac cha thé chi c6 thé mé ra xem ma khdng cap
nhat thong tin thém duoc nita. Néu quay lai trang danh muc chuong trinh thi
biéu tugng ctia chuong trinh s& chuyén sang phong bi c6 danh diu mau xanh
¥ thé hién chuong trinh dd hoan thanh.

Trong truong hop do nham lan di dong chuong trinh thi chi ¢6 nguoi giao
Viéc vao bang chuong trinh giao ban thyuc hi¢n viéc mo lai chuong trinh dé co
thé tiép tuc giai quyét

CAP HHAT GIAC BAN

| Ellchinhan 7 Hoanthanhxtrly | @ Binhkem | <= Quayls
¥ RE 9 o4 Ee D> Y erEB e vA B U T[S

]
il
i
I
-+
L]
|
L]

TONG HOP KET QUA GIAO BAN TUAN 3 THANG 12

1. B4o cao tinh hinh céng viéc tuan 3 thang 12
Quan If chng vitc 12 mét treng nhifng néi dung quan treng hing du cia bét o mét phiin mém hi tro hoat d%ng hanh chinh no. Quan Iy vin
ban chila céc hoat déng nén tang phuc vy che gidl quyét céng vikc

2. Ké hoach céng viéc tudn 4 thang 12

2.1 Now [llmg

18 mét lin mét ngw tham g1a =¥ ly wi dwara ¥ kifn va cdc th g sau 84 tam dimg & chir ¥ ¥ kifn cia cac chi th# khéc hinh thanh nén mét
pha x . M véy qud trinh gidi quyét cong wige 14 sy kE tifp cia céc pha Mot can bd mr If cd th# tham gia nhify pha. Céc pha mit kb d8
dwa vao hd so céng vigc 58 khéng du'o'c siva dé gh1 nhén trach nhifm cla m?i chi thé treng o trinh = 1. Difu nay thwbng thiy khi sean mét
win ban phit hinh, ngedi ta cé quyén siva chiva nhifu 3n nhung tAt ca céc phin ban cin dwec leu it

2.2 Pia diém
Phéng 102

2.3 Thanh phin
- Ban K& hoach kinh doanh
- WVian phéng

Tong hop két qua giao ban

CHUONG V. VE MOT SO CHIPC NANG KHAC

Hai nhom chuc niang danh muc va cong cu hau hét 1a chic nang cia nguoi
quan tri.

Nhom danh muc dit liéu cho phép nguoi sir dung thiét 1ap cac danh muyc dix
liéu c6 tinh co s& bao gom:

*  Chuc danh

=  Pon vi truc thudc

= (Céc co quan dbi tac bén ngoai
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= Tinh chét vin ban

=  Linh vuc

» Loai vin ban dén

= Loai van ban di

= Dia chi luu trit ho so
= (Céic s6 van ban
Trong nhém chirc nang hé thdng, ban c6 thé
= Thiét 14p cAu hinh

= Phan quyén sir dung
= Sao lyu dir liéu

» Khoi phuc dir li¢u

* Xem nhét ky str dung

Tuy nhién c6 mot s6 chirc nang khong yéu cau nguoi sir dung phai ¢ quyén
& mtrc quan tri. Chirc nang khai bao cac loai van ban, nhan vién van thu cling
duogc lam. Chte nang xem nhat Ky st dung thi ai cling dugc lam. Chi tiét vé

cac chirc nang nay, xin xem trong cudn tai liéu hudng dan quan tri.
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