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I. Pang nhip phin mém
- M& trinh duyét Firefox hodc Internet Explover va g& dia chi clia phdn mém (theo
cAu hinh cho céc co quan khac nhau). Vi du: http://113.160.133 43X 85, 58 Xuat

hién man hinh dang nhap nhu sau. 0
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Néu c6 thong béo sai mi bio
mét. Ban nhan vao ndt theo mil
t&n va nhip lai .
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- Tén dang nhap: Ho+tén dém (Viét tat) + Tén. Vi du: Nguoi sir dung cb tén:
Nguyén Thi Trang thi tén ding nhap la nttrang

- Mét khéu; 123456

- Mé bao mét: Nhu trén giao dién.

II. Doi véi Vin thw
1. Nhdp vin ban dén:
- Chon muc Vin ban dén -> Viao s6 vin ban -> Nhip mé&i s& ¢6 man hinh hién

thi nhu sau:



*Chii y: - Nhitng muc danh déu * mau dé bat buée phai nhip dir liéu

- Co quan ban hanh vin ban phdi chon Cép co quan ban hinh sau d5
chon Co guan ban hanh.
2. Viin thir chuyén vén ban gidy sau khi lanh dao @i phén vin bin
Pé thirc chitc nang nay, Vin thu chon muc Vin bin lanh dgo di phén dé xem
Lanh dao da phan vén ban cho ai @& chuyén van ban gidy cho ngudi do.
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3. In 56 Viin ban dén
Van thu chon muc “In s6 Van ban dén” s& ¢é man hinh nhu sau:

TL rgay (Aqayitadrna ram) !.”1.-"20?’
BEa ngdy (ngde/thénginami:

_Tao=s’

In so van ban

Chon khoang thm gian cdn in s8 Tir ngay (vi du: 1/ 1/2012), Ben ngay
(30/1/2012) sau &6 nhan nit tao sd s& 6 man hinh xuit hién nhu sau:
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Van thu co the chon Xuétra tep Word hozc Fxcel dé in

I1. P6i véi Lianh dao co quan

1. Man hinh lam viéc
Khi d#ng nhap vao phin mém s& hién thi phan “Vin ban dén” nhu sau:
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Gom danh sach thong bao céc ¢dng vige:
- 86 vin ban cho xir [y

- 86 vén ban héa téc cho xie I

- S8 vén ban da chuyén trong nim

- S8 vin ban nhén dé biét trong ndm

- S6 vin ban givi toan co quan trong ndm,



2. Phan xir ly Vin ban dén
Vao muc “Van ban cho xir ly cé man hinh nhu sau:
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2.Chon vin ban Vé nhén nut chuyén
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1. Nhin chudt vio bidu tuong nay
de chuyén vdn ban

a- Chuyén xir Iy: Man hmh chuyén xr Iy van ban nhu sau (hmh thitc nay chi
chuyen cho timg don vi, cd nhin mdt):
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) _BRBRG BY0 chi, XUt ban
#E% Phang Buu :hinh‘h?‘\ r ~
s » VST
n—mnq C
_ a nhén,

don vixurly

Trith nhifm Wi 1%

9172012 | 28 bidt

Ehdug Sfng rnyhE thdng tin 9/1/2012

¥ Bigt

9172012 . OF bt

Bl VEn 5§ & 9/L/2002 | OF bidt

MNouwrén ﬂgnli. TEn .
Bh Pk Groang

. mguyBn Thi Thanak -

D€ chuyén x1r Iy, ta nhan chudt vao cé nhén ho#c don vi can giao xtt Iy sau d6 s&
¢O man hinh nhu sau:
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Thuc hign: _
+ Nhép y kién phan xt 1y
+ Chon trach nhiém xit Iy Chi dao xir Iy — Chi tri xi7 Iy — Dé biét - Phéi
hop xtt by (Chut y: Mot van ban chi chon mét don vi hodc cd nhdn chi tri xie ly va
cho mot lanh dao chi dao xue [y).
+ Dénh déu don vi, ca nhén nhan vén ban géc.
Sau do6 nhin nit “Chuy#én xi Iy
b- Khong xit ly: Céc vin ban sau khi chon “Khoéng xir Iy”

nhan dé biét”.

s€ vao muc “Van ban
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c- Toan co quan: Céc vén ban chon “Chuyén toan co quan” ching s& dugc
chuyén vao muc dé biét “Vin ban chuyén toan co quan”, moi cén bd, nhan vién

déu c6 thé xem van ban nay.

an ban chuyén

toan co quan o
J = 303 A Lan R
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* Nut “Xie by” van ban: Bé nhap y kién chi dao dén don vi xir Iy.

td rhi Thim

Pé nhép 3
trong trirdng Giam doc phén
dén don vi xr 1y o1,

b Mgupse CAr Son CEAGL

Huihh Hho Migan 501

R by Giaen gde 44 TE6TT Snh
L g wdn .
WhE i Fing
ran Bo T

Feguy i Bic Sae 6L

" faMis Hnh Bamg YEn . Mouydn vEn Théng: 6501

F- nn 2o HEREARR oy ann




Sau khi chon mot van ban cln nhap y kién chi dao xtr Iy va nhén nit “Xir ly” sé

xudt hién man hinh nhu sau:
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Nhép ¥ kién xtr [y vao 6 Y kién xit Iy 101 nhdn ndt Ghi lai d& Ivu vao va van ban
van trong tinh trang dang xr Iy. Nhan nit Ghi va ké thuc thi van ban s& vao muc
ket thoe xir 1y.
3. Giao lai vin ban

M¢ chi tiét mdt van ban ban da chuyén xir ly roi s& xudt hién niit giao lai nhu hinh
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4. Két thuc xu ly vin ban
Khi vén ban duoc xir Iy xong hodc khéng muon xir 1y tiép, ching ta c¢é thé chon
véan ban do va nhan nat “Keét thie xiv Iy”, vin ban s& dugc chuyén téi muc “Vin

ban da xit Iy”,

Két thiic xr Iy
mdot van ban
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II1. DBoi voi Trudng phong ban

Sau khi ddng nhdp s& ¢6 man hinh nhir sau:




- 86 luong van ban cho xi 1y

- $6 lwgng van ban phdi hop xit Iy

- S8 lugng van ban dang xir ly

- 84 lwong van ban hoa tde chdy xir 1y
- 86 luong vin ban nhan dé biét,

- 86 luong vin ban todn co quan xem

1. Chuyén xit ly van ban

Chon muc “Vin ban cho xi Iy s€ ¢ man hinh nhu sau:
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Dé chuyén xir Iy cho nguréi ndo thi chon ngudi d6 & danh sdch bén trai. S& xuit

hién man nhuw sau:
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Nhép céc thong tin va nhin nit “Ch uyén xir ly”

2. Céc vin ban phéi hop xiv Iy

Cac van ban phdi hop xir Iy giao cho Phong, Trudng phong c6 thé thuc hign 2 viée
1a Chuyén xit Iy (thuc hién nhu & phan trén) hodc nhap luén ¥ kién phéi hop xir Iy
clia minh. |

"
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Néu thuc hién nhap y kién xtr ly s€ ¢6 man nhu saw

Nhép ¥ kién va nhin ntt Ghi lai
3. Xt Iy vin ban

Sau khi chon [} 161 nhan nat “X# 1y s& ¢6 man hinh nhu sau:

Nhép ¥ kién dur dinh s& xur Iy van ban vao & *Y kiln xu ly”
- Nhan nit “Ghi lai” van ban s& chuyén vao muc “Vian ban dang x ly”
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- Nhan nut “Tao dy thdo” vin ban dén sé duoge gén kém vai mot vin ban du thao
nhu hinh sau (Xem cdch tao vin ban du thdo trong phan hudng din X Iy cong
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4. Khong xi [y :

Céc van ban khéng xtr ly sé& duge chuyén vao muc Nhén dé biét.

5. Gdn cdc vdn ban lién quan
Chtre ning nay cho phép gén két gitra van ban di va van ban dén véi nhau ndu
chiing ¢6 lién quan va rat thudn tién cho viéc khai théc ngudn gdc c4c vin ban,

Dé gan van ban lién quan, ban mo chi mot van ban va thue hién nhu hinh,
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1V. Poi voi Chuyén vién
Khéng cé chitc ndng chuyén x{r 1y, ngoai ra thyre hién nhu céc chirc néng khéc cla

Trudng phong.
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] HUGONG DAN SU DUNG VAN BAN Pl
1. Vao s6 van ban

Dé vao s6 vin ban di, Vian thu chon muc “Van ban di” s& ¢6 man hinh lam viéc nhu
sau:

ng disa 1 50 iy

BANH SACH COMNG VIEC CHOY XU Ly

CO1 en ozt Wk G0
Théng béo
cong viéc cén
thire hién

Nut “Vae $6” dung dé vao so cac vin ban do cac phong ban, ca nhin chuyén dén.



Nut “Thém méi” ding d€ vio so cac véan ban do Van thu tu nhAp, man hinh lam viée

nhu sau:
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Nt “Luu lai” ¢é ghi lai thong tin sau da dién day dh cac thong tin theo y€u cau,

2. CAp nhit vin ban da ky duyét

Chon muc “Vin bdn di” -> “Cip nhit vin bin da ky”, s& xuat hién man hinh lam

viéc nhur sau:
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Nhép cac théng tiu:
- I.oai vin ban
- Ngay ban hanh
- Trich yéu |
- Nguoi ky
- S& ban
-S6 trang
- Theo di hdi bao: Nhitng vin ban can tra 1o clia cdc don vi khic
- Han hdi bdo: néu van ban cén theo d5i hdi bio thi 4n dinh ngay hét han hdi bao dé
theo ddi.
- Chon don vi, c4 nhéan nhan van ban trong co quan
- Nhép don vi, ¢4 nhdn nhén vin ban bén ngoai co quan

3. Theo d5i hdi b4o vin ban
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4. Theo d&i hot bao van bian
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8. Tra ciru van ban

Tra citu
——————  vin ban

T

Chirc ning nay

nguol str dung tra clru van ban theo cac tiéu chi. Che
néng nay ¢6 tae dung gitp nguoi sir dung tra ctru, im kidm vin ban mot céch cé
hé thong va thuc hién trong thoi gian ngdn nhat. Giam thidu duoc tiéu chi vé thoi
glan.
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