SO TAY ’
QUAN LY VAN BAN
VA DPIEU HANH

Quy trinh xtr ly van ban cua Chuyén vién

Sé tay nay duoc xay dung nhdm hwéng dén cho Chuyén vién
cac sé, ban, nganh trong tinh st dung phan mém Quan Iy van ban
va Diéu hanh - TDOffice, dua trén nhu cdu thuc té, cac doi héi cép
thiét trong viéc x& Iy vdn ban cda Chuyén vién.

Mot sbé vén dé trong sbé tay mang tinh chét quy dinh dé thuc
hién, mét sé van dé mang tinh chat huéng dan tro giip. Bén canh
d6, mét sb van dé chi duoc gidi thiéu so luoc, dé biét thém chi tiét
Chuyén vién phai tham khégo trong Gigo trinh huwéng dan st dung
phédn mém Quan ly van ban va biéu hanh.

S6 tay Quén ly van ban va diéu hanh duwoc bat dau ap dung tcr
ngay 01/9/2014. Mét sé chire ndng trong phan mém truéc day
khéng phu hop da dwoc stra déi va ndng cép dé dap (ng yéu cau
thurc té cua cac don vi.

THANG 7 NAM 2015

Phan mém quan 1y vin ban duoc xay dyng nham hd trg hoat dong tac nghiép cua
Chuyén vién thudc cac SO, Ban, Nganh trong tinh; giai quyét viéc giri va nhan vin ban
gitta Chuyén vién v6i Lanh dao hodc gitta cac Chuyén vién trong don vi qua mang
Internet, thong qua viéc tin hoc hoa ting budc quy trinh tiép nhan, xtr Iy vin ban dén,

van ban dy thao, phiéu yéu cau va gui nhan van ban dién tur.
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I. VAN BAN DEN

La nhiing van ban do Van thu, Lanh dao co quan hodac Chuyén vién khac gui
dén. C6 nhiéu loai van ban dén (van ban chd xir 1y, van ban phéi hop xir 1y, van ban
nhan dé biét...), tlly vao timg loai van ban ma Chuyén vién c6 cac phwong phap xur Iy
phu hop.

1. Van ban cho xir ly

Khi ¢6 vin ban dén & muc Vin ban cho xir 1y, Chuyén vién nhdn vao muc Vin
ban cho xir Iy va xem qua ndi dung tom tit & phan #rich yéu cla vin ban. Tuy theo
n6i dung ctia vin ban ma Chuyén vién c6 thé thyc hién qua trinh xir Iy (chuyén xu 1y,
cap nhat thong tin xtr Iy van ban hodc tao dy thao).
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1.1. Chuyén xir Iy (chuyén van ban dén mét, hay nhiéu chuyén vién khdc ciing
phoi hop xir 1)

- Budc 1: Tich chon vin ban can chuyén
- Budc 2: Nhan niit Chuyén xir Iy

- Budc 3: Nhép cac thong tin yéu cau (¥ kién xi Iy, don vi nhidn xir Iy, don vi
phoi hop xir Iy, danh sach ngwoi nhin tham khéo, han xir 1y...)

Chuyén xi# Iy van ban
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Y kign xF Iy:
P
-
Blon vinhan xr ly:
P
-

MNguainhan xir Iy:
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Danh sach ngwéi phdi hop xi ly
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Bon viphdi hop = ly:
:
2 -
Mguwai phoi hop XL:
:
Danh sdch ngwéinhan tham khao
-

Mgudi nhan:

Trang thai xi ly van ban & K&t thac xir 1§ van ban

| Gui van ban | | Hiy bo |

- Budc 4: Nhan nat Giri viin ban

1.2. Xir Iy van ban (Chuyén vién truec tiép xi Iy vin bdan dén)
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-Budce 1: Tich chon van ban can xu 1y (hodc nhan vao phan trich yéu cua van
ban, nhan nut Xi ly vin ban/Tao du thao)

-Budc 2: Nhin nat Tao duw thao
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-Budc 3: Nhép céac thong tin yéu cau (Loai véin ban, linh vwe, trich yéu, ngwoi
ky, danh sdch xin y kién, thoi han cho y kién,...)

-Budc 4: Pinh kém tap tin dy thao (nhan chon Browse/Chon tép) va nhan bicu
tuong Luu Lg sau d6 chuyén tap tin dinh chuyén thanh tip tin du thao chd ban hanh
(nhin vao biéu tuong ¥F )

-Budc 5: Nhan nut Ghi lai

-Budc 6: Nhan nit Chuyén xir 1y hoic Chuyén ky duyét

Luuy:
- Phai soan san tap tin dy thdo luu vao may trudce khi dinh kém.

- Khi Chuyén vién mudn Chuyén ky duyét thi phai nhap Ngwoi ky & Budc 3
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- Nhitng van ban khong can xir 1y, néu Chuyén vién muén xem ndi dung cua van
ban thi nhan vao biéu tuong ! hoac A (tty vao kiéu dir liéu cua van ban) dé tai vin
ban vé mdy.

1.3. Cdp nhdt thong tin xu ly van ban

- Bué6c 1: Tich chon vin ban can cp nhat thong tin xtr Iy

- Bu6c 2: Nhan ntt Cap nhét théng tin xi 1y viin ban

- Bu6c 3: Nhép thong tin cap nhat, nhin nit Chap nhan

(i ht thang i ke thic vi bin

D xen

L

Ghap nan || Hiy bo

, 1.4. Cdp nhdt théng tin khong can X Iy van ban (Chuyén vién nhdn vin ban dé
biéy)
- Budc 1: Tich chon vin ban can cap nhat thong tin xir 1y
- Bu6c 2: Nhan ntt C4p nhat théng tin xir 1y vin ban/Khéng cin xir ly
2. Vin ban ché phoi hop xir Iy

Khi ¢6 van ban dén & muc Vin ban cho phdi hop xir 1y, Chuyén vién nhan vao
muc Vin ban cho phdi hgp xir Iy va xem qua ndi dung tém tat & phan trich yéu cia
vin ban. Tuy theo ndi dung cua vin ban ma Chuyén vién c6 thé thuc hién qua trinh xir
Iy (chuyén xt 1y hodc xt 1y).

2.1. Chuyén phéi hop xir Iy (chuyén vin ban dén chuyén vién khdc ciing phéi hop
lam viéc)

- Budce 1: Tich chon van ban can chuyén
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- Bu6c 2: Nhan nit Chuyén phéi hep xir 1y

Chuyén PHXL || Cép nhatthong tin PHXL | D& xem
Soden  SOkyhiéu  Ngay ban hanh Co quan ban hanh
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- Bu6c 3: Nhip Ngwoi phéi hop xir Iy

- Budc 4: Nhan nit Giri vin ban

2.2. Phoi hop xit Iy (Chuyén vién tryec tiép xit Iy véin ban phoi hop)
- Budc 1: Tich chon vin ban can phéi hop xtr Iy

- Bu6c 2: Nhan nit Cap nhét thong tin phdi hop xir ly

D3 hoan thanh phan 1|
Y kién phdi hop i I

@ Gan tép van ban

H Chon tep Khang co té...o duoc chon}'h?

Chép nhan | | Hiy b

- Budc 3: Nhip ¥ kién phoi hgp xir Iy va dinh keém tip tin (nhan chon Browse)
néu cb

- Budc 4: Nhin nit Chap nhén dé gui gop y cia minh
2.3. Khong xur ly
- Buodc 1: Tich chon van ban da nhan

- Budc 2: Nhan nat Pa xem
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Luu y: Néu mot trong cac Chuyén vién phdi hop xir 1y chua tham gia vao qua
trinh xtr 1y thi viin ban van dang & trong danh sich Vin ban chwa PHXL (mic du
Chuyén vién nhin nut Pa xem)

3. Vin ban nhan dé biét

Khi ¢6 van ban dén ¢ muc Van ban nhan dé biét, Chuyén vién nhan vao muc
Vin ban nhin dé biét va xem qua ndi dung tom tit & phan Trich yéu cia vin ban.

Tuy vao ndi dung vin ban ma Chuyén vién c6 thé thuc hién qué trinh xtr Iy (P3 xem
hoic cho y kién).

3.1. Xem van ban (Xem vin ban dé biét)

- Buodc 1: Tich chon van ban can xem

Daxem || Choykién
Ngay den $0/ ky hiéu Noi g Trich yéu
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- Budc 2: Nhan nit Pa xem.
3.2. Péng gop y kién (Cho Y kién doi véi vin ban dd xem)
- Buéc 1: Tich chon vin ban can gop ¥ kién

- Bu6c 2: Nhan nit Cho y kién

Tof
Y kién phoi hop xtr Iy

@ Gan tép van ban

H\ Chon tép | Khdng co te...o duoc chone®

Chép nhan || Hiy bo

- Budc 3: Nhap Y kién phéoi hop xir Iy va dinh kém tip tin (nhan nut
Browse/Chon tép) néu co
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- Bu6c 4: Nhan ntit Chdp nhén dé giri gbp ¥ cia minh

Luwu y: Khi gui nham mdt van ban dén CBCC, Chuyén vién c6 thé thuc hién thao
tac thu hoi lai vin ban da chuyén bang cach:

- Budc 1: Chon myc Vin ban di chuyén xir ly
- Buée 2: Tich chon vén ban can thu hoi

- Budc 3: Nhan ndt Thu hdi viin ban (Vin ban sau khi thu hdi s& khong xuat
hién trong danh sach Vin ban di chuyén va hién thi trong danh sach Vin bén ché
xir 1y)

II. XU LY CONG VIEC

Chtrc nang nay cho phép Chuyén vién thyc hién cap nhat két qua xur Iy cong viéc
va du thao vin ban hoic phiéu yéu cau tra 15i cong viée ciing nhu dy thao vin ban va
phiéu yéu cau méi dé yéu cau chuyén vién khac thuc hién cong viéc. Co nhiéu loai van
ban can dugc xur ly (Phiéu yéu cau, Ho so cong viéc, Van ban du thao, Phiéu trinh...),
tuy vao tung loai van ban ma Chuyén vién c¢6 cac phuong phap xtr Iy phu hop.

1. Phiéu yéu cau (PYC)

Chtrc ning nay gitip Chuyén vién cip nhat thong tin co ban ciia phiéu yéu ciu
nhu xem danh sach PYC da chuyén, xem chi tiét PYC, xem PYC cho xtr 1y, x6a mot
hozc nhiéu PYC d4 tao... Khi c6 vin ban dén & muc Phiéu yéu cau, tuy theo ndi dung
clia van ban ma Chuyén vién co thé thuc hién qua trinh xtr Iy (X 1y, chuyén xir 1y)
hodc 1anh dao c6 thé tao méi phiéu yéu cau dé yéu cau chuyén vién khac xir Iy cong
viéc.

" PHEUYED CAY " HOSOCONGVEC ~ VENBANDU THAO " PHEU TRN
{PYC o THost hoibop i ¥ {Vin ban an it
{PYC dag iy

1.1. Xa Iy PYC cho xi# ly (Chuy@n vién truc tiép xi 1y vian bdn)
- Budc 1: Chon muc PYC cho xir ly
- Budc 2: Tich chon vin ban can xtr 1y

- Budc 3: Nhan nit Xir ly
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- Bu6c 4: Nhan chon Xu# Iy VB (6 muc Théng tin xir Iy)
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- Bu6c 5: Nhan niit Dw thao vin ban hoic Lap phiéu xir ly
* Néu nhan nit Dy thao vin ban:

- Buédc 6: Nhap céc thong tin yéu cau (Loai vin bén, linh viee, trich yéu,
nguwoi ky, danh sdch xin y kién, thoi han cho y kién,...)

- Budc 7: Pinh kém tép tin du thao (nhin nat Browse) va nhan biéu
tuong Luu IH sau d6 chuyén tap tin dinh kém thanh tap tin dy thao chd ban hanh

(nhan vao biéu tuong ¥F )

- Bu6c 8: Nhan nt Chuyén ky duyét sau d6 nhan nut Ghi lai
* Néu nhdan nGt Lp phiéu xir ly:

- Budc 6: Nhap Tom tit qud trinh xi¢ Iy va dinh kém tap tin (nhan chon
Browse) néu co

- Bu6c 7: Nhan ntt Ghi lai
- Budc 8: Nhan nit Két thic xir 1y

Luwu y: Trong qua trinh xt 1y vin ban, néu nhan nt Lap phiéu xir 1y, sau khi
nhan nat Két thic xir Iy ma chuyén vién can bd sung thém ky kién vao vin ban xur Iy
thi nhan nat Xir 1y (bén canh nat Két thic xir 1y)
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1.2. Chuyén PYC cho xit Iy (Chuyén yéu cdu dén c&c ca nhan khac xir ly thay)

- Budc 1: Chon muc PYC cho xir ly
- Budc 2: Tich chon vin ban can chuyén xir ly

- Bu6c 3: Nhan nit Xir 1y

- Bu6c 4: Nhan chon Chuyén tiép véin ban (6 muc Théng tin xir 1y)
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- Bude 5: Nhap cac thong tin yéu cau (Pon vi nhédn, Ngwoi nhin va Y kién xir ly)

- Bu6c 6: Nhan niit Chuyén xir Iy

1.3. Xa Iy PYC phoi hop xir Iy (Chuy@n vién truc tiép xit 1y van ban)

- Bu6c 1: Chon muc PYC phdi hop xir ly.
- Budc 2: Tich chon vin ban can xtr 1y

- Budc 3: Nhan nat Thém gop y
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- Bu6c 4: Nhip Noi dung gép y va dinh kém tap tin (nhan ntt Browse) néu co

Ghilai

Noay: 08:40 SA 07/07/2015
Nguoi gopy: L& Thi Thanh Nhan

Benvi Phang nghiép vu
Tot

Nai dung gap v

Tépvan bin kém the H Chon t&p | Khang cd tép ndo duroc chon H

- Budc 5: Nhin nit Ghi lai &é chuyén gép ¥ ctia minh
1.4. Tao mgi PYC xu ly céng viéc
- Budc 1: Chon muc Nhap méi PYC.

- Budc 2: Nhap cac thong tin (Ngwoi yéu cau, Xir Iy chinh, Thoi han xiv 1y, Nji
dung céng vigc) va dinh kém tap tin (nhan nut Browse) néu c6

Quagla || Lo || Lugd chuyénXL

Naay gio cip nhat 08:43 SA 07107/2015
M phiéu: PYC5
Nquo ldp phiu: L& Thi Thanh Nhan

Nquot yéu cau: | Thi Thanh Nhan
Xir i chinh

Pha hop xir

%[4|4|1

Tho han X Iy

NGi dung cang viec:

@ Tép kém theo

H Chon tép théng ¢d tép ndo duoc chon P

(& Thong tin xir Iy

- Bu6c 3: Nhan nit Lwu & chuyén xir 1y
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2. Van ban du thiao (VBDT)

Churec nang nay gitip Chuyén vién cdp nhat thong tin co ban cia van ban du thao
nhu xem danh sach van ban du thao da tao, xem chi tiét van ban, xem VBDT chd ky
duyét, x6a mot hodc nhiéu van ban da tao. Chuyén vién c6 thé tao méi van ban dy thao
trinh 1én Lanh dao d6i v6i nhitng vin ban da xu 1y. Quy trinh Tao méi VBDT xir 1y
cong viéc dugc thuc hién nhu sau:

- Budc 1: Chon muc Nhap méi VBDT.
- Budc 2: Nhap cac thong tin yéu cau (Logi vin bdn, linh viee, trich yéu, nguoi
Ky, danh sdch xin ¥ kién, thoi han cho y kién,...)

- Budc 3: Dinh kém tap tin du thio (nhén nat Browse) va nhin biéu twong Luu =
sau d6 chuyén tap dinh kém thanh tap tin dy thao chd ban hanh (nhan vao biéu tuong

\
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- Bu6c 4: Nhan nt Chuyén xir Iy sau d6 nhan nat Ghi lai
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III. VAN BAN b1

Chtrc nang nay cho phép Chuyén vién theo doi va xem lai cac van ban da
guri [én Lanh dao hoac guri cho chuyén vién khac.

1. Cap nhat vin ban du thao da duyét

Nhitng vin ban Chuyén vién soan thao dugc trinh ky bang van ban gidy,
chuyén vién phai chuyén van ban dy thao da duyét cho van thu ban hanh vin
ban di. Quy trinh thuc hién nhu sau:

- Buéc 1: Nhan nat Thém méi

- Budc 2: Nhap cac théng tin yéu cau (Cac don vi noi bo, don vi ngoai)

| Ghilai {F8) |
Cac thong in cor ban
Loai vén bin v Ngay ban hank: Q7072015 Fe|
Trichyeu: *
Vén ban i ndi bo:
Nguoi &y’ Chirc v
Bonvithdo:" Phong nghiép vu Ngudisoan thda* 14 Thi Thanh Nhan
S0 ban S rang
Bomat Thuong v B6 khan: Thutng v
Mic 39 quan Tong. Thurong v
Lavanbantrafor ® -'\')303 V) Lavanban OPPL » Khing V' Co
Fie chira 9di dung todn van iz van ban
Ndi dung toan van™ H Chon ©p | Khing o4 tép ndo duoc chin =

- Budc 3: Pinh kém tap tin (nhan chon Browse/Chen tép) hoic mudn gan lién
maét IGc nhiéu tép tin van ban (nhéan biéu tugng  * )

- Bu6c 4: Nhan nit Ghi lai (F8).

- Bu6c 5: Nhan nGt Chuyén vin thu

2. Xem Van ban di trong ngay
- Budc 1: Chon muc Vin ban di trong ngay
- Budc 2: Tich chon vin ban can xem

- Budc 3: Nhan nat Pa xem
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3. Xem Vian ban di 1a nguoi soan
- Budc 1: Chon muc Van ban la nguwdi soan
- Budc 2: Tich chon vin ban cin xem
- Bu6c 3: Nhan nit P xem

Luu y: Khi nhan nit Pa xem, vin ban vira méi xem s& khong hién thi trong danh
sach van ban dén trong ngay. C6 thé tim lai nhitng vin ban di xem trong muc Toan bd
van ban.

IV. TRA CUU VAN BAN

Chtic ning nay cho phép Chuyén vién tim kiém, xem chi tiét cdc van ban da
duoc quan 1y trén phan mém bao gdm ca vin ban dén va vin ban di. C6 thé tra cru
vin ban theo timg tiéu thic cu thé (ngay dén, trich yéu, ngudi ky...) hodc tra ctru
nhanh bang chtic nang loc vin ban.

1. Tra ctru van ban theo tiéu thirc
- Bu6c 1: Chon muc Tra cru Vin ban dén (Vin ban di hoic Xir Iy cong viéc)
- Budc 2: Nhin chon Tra ciku vin ban theo tiéu thire

- Budc 3: Nhap tir khoa can tra ciru ¢ 6 Tir khda hodc co thé tra ciru theo cac tiéu
thire khac nhu: ngay dén, trich yéu, nguwoi ky...

Ngimdioh i ong CSOL it 8ty d i v iy
Trkéabih: |
Sadén hes s ir s densh
S5,k héugc Cor uan b hinh E]
Ngyden  f E dén g]
Ngdy bon iy~ i i dén !
Lsivinbin| v L e vl
Svinbin z Tih ang '
Ngiai v Ny
Tep dinh hem '
Tichyu
Chip nhan

- Buéc 4: Nhan nat Chd'p nhdn dé thyc hién viéc tra curu.
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2. Tra citu mé rong

2.1. Tra cvu Van ban dy thao (VBDT)

- Budce 1: Chon muc Xir ly cong viéc/Tra ctiru VBDT
- Bu6c 2: Nhan chon Tra citu mé rong

- Budc 3: Nhap tir khoa can tra ctu & 6 Tir khéa hodc c6 thé tra ctru theo cac tiéu
thirc khac nhu: Tinh trang, trich yéu, nguwoi ky. ..

Tikdoa i e
Tinh g ﬂ Tihyeo
Ngey ds o 3 Dénigy E
Logivén ban E] L ]
s v Nyl v

- Budc 4: Nhin nit Chd’p nhdn dé thuc hién viéc tra ctru.
2.2. Tra ciku Phiéu yéu cau (PYC)

- Budce 1: Chon muc Xir ly cong viéc/ Tra ctru PYC

- Bu6c 2: Nhan chon Tra citu mé rong

- Buéc 3: Nhap tir khoa can tra ctru 6 6 Tir khda hodc co thé tra ciru theo cac tiéu
thire khac nhu: Thoi han xie Iy, ngi dung céng viéc, xiv ly chinh, phoi hop xiz Iy, ...

Ndp s Khda im e
That han i K Q Dénngay. | j
Nady tao g Bién ngay | g
Nogi i i v et v
ik chioh v O op i v

G dung cong véc

- Budc 4: Nhan nut Tim kiem dé thuc hién viéc tra ctru.
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3. Tra ciru nhanh

Nhap tir khoa vao chirc ning Loc véin bdn, nhan chon cong cu “% dé thyuc hién
viéc tra ciru.

| CHUC NANG [@ Céc cong viéc can giai quyst

1.Van ban den trong ngay

2. Van ban co gan dau sao ~ VAN BAN DEN

3. Van ban dén ndi bd R —
Co0 3 vanban cho xur ly

4_Toan bé van ban dén don vi - 0 van ban qua han
AT T T - 3 van ban khéng co han
5 Toan bo van ban den ca nhan -0 van ban co han

1.VAN BAN X{F LY CA NHAN
C6 3 van ban phdi hop x{r Iy
1.1.Van ban cho x{r 1y {(3) B PN
1.2.Van ban dang xi Iy Co 1 van ban dang x{r Iy

1.3.Van ban da xr ly C6 1 van ban nhan dé biét
1.4. Van ban d& chuyén xir Iy
6. Tra clru van ban

Loc van ban

Ihoéng ngoc hoa| i&‘%

Luwu y: Khi tra ciru khong tra ctru ndi dung “tir khoa” trong ndi dung van
ban dinh kém.

VI. MOT SO YEU CAU KHI SU DUNG PHAN MEM VA CANH BAO
KHI PANG NHAP

- Str dung trinh duyét Internet Explorer
- Phin mém soan thao vin ban : Microsoft Office hodc Open Offiice ...
- Phan mém doc file: .pdf, Adobe Reader, Foxit Reader ...

- Phin mém hd tro gd tiéng Viét: Unikey, Vietkey ...
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