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I. PHAN I: TRAO DOI THONG TIN

Tai lidu nay huéng dan sir dung nhanh mét s6 tinh nang co ban ciia phan mém eOffice.
Khuyén cdo: Ban hay vira doc hudng dan nay vira thao tac luén trén phan mém dé dat
hiéu qua cao nhat.
1. Cai dit phin mém

Pé chay phan mém eOffice ban lam theo cac budc sau day:

« Tai tip tin cai dit phan mém eOffice hodc c6 thé copy file eOffice.exe tir cac
may da duogc cai dat eOffice ¢ 6 C:/eOffice/eOffice.exe vé may tinh ctia minh.

« Chay file cai dit ctia phan mém eOffice vira tai hodc vira copy vé c6 biéu tuong

nhu sau:
W . e0ffice. exe
eCffice Wan phong dien tu
Blaw Group

Khi do6, chuong trinh s€ xuat hién giao dién dé nhap thong tin ban dau. Ban hay
dién thong tin ctia ban vao ctra s6 nay nhu sau:

Nhap dia chi
may chu vao 6

Nhap dia chi
email cia ban
vao day

Dia chi ema l hydb@ict-quangngai.gov.vn

Nhap méat khau

Tén may chu : ]\‘mail.ict-quangngai.gov.vn L]
vao day

NGt ghi nhé |: [Fr=eee==

Ky W Ghi nhé mat khdu

Giai thich giao dién:

v Dia chi email: chinh la tai khoan cta ban (tai khoan nay do nguoi quan tri cua
co quan ban cung cap).

v Tén may chi: 12 dia chi dat may chu eOffice.

v Mat khau: 13 nhiing ky ty bi mat ma chi nguoi dung tai khoan dé biét.

v Ghi nhé mét khau: chon myc nay dé 1an sau ding nhap ban khong can gb lai

mat khau.

« Sau khi nhap day du thong tin, chon nut “Ping nhap” dé vao hé théng. Néu
cua sO bao “Khong dang nhdp duoc”, hodc bao “Sai mdt khau” ban hdy lién hé ngay
quan tri dé dugc trg giup.

« Néu day la lan dau tién dang nhap, eOffice s& xuat hién mot ctra sd dé nhap
thong tin cho lan chay dau tién.



Nh3p thdng tin cho 13n chay d3u tién

Chon muc nay dé
thay doi thu muc
cai dat.

(

Ho va tén ban : I Dang Bao Hy

Thur mue cai dat : I C:

Céc thong tin khi ding nhap 1an dau gdm co:

- Ho va tén ban: 1a tén thé hién cua ban, khi ban gui thu cho ai thi ngoai dia chi
email ra, moi nguoi s€ biét ban thong qua tén nay.

- Thw muc cai dit: 13 noi chira phan mém eOffice ciia ban (ban c6 thé dé mic
dinh hoac chon cai vao thu muc khac).

- Bat ché dd go tiéng Viét: cho phép ban nhap tén bang tiéng Viét co dau.

Sau khi nhdp xong thong tin cho lan chay dau tién, chon “Tiep tuc” dé vao cira so
lam viéc chinh cua eOffice.

& Bkav eOffice - 56 Théng tin va Truyén théng Quang Ng3i

Tép Soanthio Céngey Trogiip /Thanh cong cu
{c =1 .
'_Z/.E > 8) @ Fa X fﬁ @ > g - B - Thanh tac vu
Soan thur = i TZ i i liED Pt GirifMhdn_Hai thoai Lign ket i3n ban /

Titca -

Tin d2u hanh | X iy van bén | 55 dia chi| Lign ket Rss |

B Ddng Bao Hy Nguri guii Chii d& Ngay théng = Binh kém
...... [ Thw cé nhén (2) £ Nguy&n Nang Lugng Tai gy huding dn sir dung eOffice dy dit 17/03/2014 09:50 AM 1
_____ [} Delete Items () £24 Bli Nhat Truding tinh néng CHAT a0ffice bi lG7 13/02/2014 09:11 &M
_____ E Thr d5 xod £ Nguy&n Nang Lugng Théng béo: V& viéc cung cip tii liéu hudng da...  17/08/2013 01:45 PM
@ Thur dang soan £ Nguy&n Huynh Duang Re: Hoi v& chirc nang ddi vdi hé thng van pho...  27/08/2013 08:21 AM 1
""" g o £ NguyEn Nang Luang Re: Hai v& chirc ndng dai vdi hé théng vin phé...  27/08/2013 07:15 AM
----- [Z2 Thr a3 g (14)  |Z| | 5 nguyZn Hugnh Duong Hi v& chifc ning dgi v hé théng vin phong d... 26/08/2013 03:02 PM
-5 DiEmtin £ NguyEn Nang Lugng Ban client Bkav End Point 10 25/08/2013 08:51 AM
..... [} 8T8 Théng Tin £33 Luongnn Test 10/08/2013 02:27 PM
Eﬂ"'ﬁ Dign Ban £2) Nguy&n Nang Lugng ifv: Giam tai dung ligng data cho may chu! 30/07/2013 07:36 AM
o T S ME__ . marmule_ L LI_e_do:ian P
""" Ea Gaitri | | Gifi bir: NguyEnNang Luong GO bz ..Hoidap@ict-quangngai.gov.vn
----- ) i dép) Chi d&: Tailiu huding dn st dung eOffice day dit
Eﬂ'“@ H&p Thur Chi Boan
..... Ej Lich lam vigc
Eﬂ'“@ Phong Van hoa Thon _

[ 11k » Ngu}'én Nang Lm?ﬂg‘ _
So Thong tin va Truyen thong Quang Ngai

> IIEEnE - (30)
@ antd
© daiv

@ datnt - Stepped Out

@ dungbtp

@ dungtt - (Idle 16 phit)

@ duongnh il
£

______ a
4 | 1 | 3

[ | »

Cira 50 noi dung

Tét ca | Phan cip |
eOffice - V&n phang dién tir. y

Cura so lam viéc chinh cua eOlffice

2. P6i mat khau

. Vao menu “Céng cu” = Chon “Thay déi mat khau”. Cira s thay doi mat khau
s€ xuat hién.



. G5 mat khau dang st dung vao 6 “Mat khau hién tai”.

~ A A % \ A e A R
1,00 mat khaw ot vao 0 "Mat khdu
7,299

mo1t .

Mat khdu hign tai = |

+ GO lai chinh x4c mat khau nay vao 6 .
r.e99 Mat khau mdi : |

“Go lai mat khiu méi

GO lai mat khdu mdi : |

« Chon nut “Dong y” dé hoan tit qua

trinh thay d6i mat khau.

3. Hoi thoai

Cira s6 hoi thoai c6 chirc ning nhu mét bang théng bao chung, nhin vao dé ban
co thé thay ai dang c6 mat & co quan, c6 mat lic may gio (dya vao nhiing thong tin ghi
thot gian nguot dung dang nhap hé thong).

Dé mé cira s6 hoi thoai va trao ddi thong tin voi ngudi khac cung tham gia hé

© |

théng eOffice, ban chon biéu tuong “Hoi thoai” trén thanh cong cy. e

& Public <8R
server : hydb login at 8:31:29 23/4/2014 -
server : dalv login at 8:32:21 23/4/2014 < DT - (25) -
server : truongtt logout at 8:39:39 23/4/2014 @ ant
server : truongtt login at §:39:39 23/4/2014 @ dahv
server : truongtt logout at 8:39:44 23/4/2014 @ datnt - Stepped Out
server : nguyennc login at 8:40:30 23/4/2014 @ dungbtp L
server : tunh logout at 8:41:15 23/4/2014 @ duongnh i
server : truongtt login at §:44:27 23/4/2014 @© duongpd

@ haidh

@ hoangngh B

@ hungtv - (Idle 15 phdt)

@ hvdb

@ linhnt - Busy

. (@ linhtd

@ luongnn
|'I"|mes Mew Roman j|12 j @ $ B /7 U & g @ luongpt
| g+ ™ nouvennc i

= T#t ca | Phan cap |

C6 thé tiy chon cach hién thi ciia danh sach nhimg ngudi c¢6 mat truc tuyén
trong co quan qua hai li¢t ké Tat ca va Phan cap.

Néu ban mudn gt tin cho tit ca moi ngudi thude phong nao dé, chirc ning

Phan cap s€ gitp ban gui tin nhanh cho nhiéu nguoi trong phong thay vi phai trao
doi voi tung nguot mot.

% Trung tm CNTT-TT | =7 Trung tim CNTT-TT

[ Phdng K& hoach - Téng — B Ph&ngKEhoad1 -Téng—

RgiPhong k¥ thuat v gg Hai thoai nham }

@ ant .-_-_.. ant
Qo S
© thuytd @ th
@ trangpt @ tra|

Nhip Chu()t phai vao
phong/ ban rdi chon muc
“Giri tin nhin t6i nhém”
dé trao d6i véi nhidu nguoi.

Tatc@  Phan cip

Chon myc nay dé liét
ké theo phong ban




3.1 H¢i thoai véi mot nguroi:
Day 14 hinh thirc trao d6i thudng xuyén nhit giita cac c4 nhan trong co quan, no
cling kha don gian khi ban chi can go thong diép va gt di.
o Tur thanh cong cu phia trén man hinh lam viéc cia eOffice chon “Hgi thoai”

@ |

H&i thoai

« Cira s6 Hoi thoai xuat hién kém theo danh sach nhitng ngudi trong co quan dang
c6 mdt tryc tuyén trén eOffice.

« Tim dén tén ngudi ma ban mudn hoi thoai va nhap dup chudt vao do. Cira s6 hoi
thoai hién ra.

7 Truc tuyén - (493) A
@ anhcd
© anhld - Bad HR policy (Idle 1
Nhé‘ip dip vao anhngt
F‘I”Iéﬂﬁ'nmha{ji T;ﬁgg} @ anhngtb - L&i yéu thudng ar
d& bt dau @ anhnn

@ anhntb - Nobody
« Dung ban phim g& 10i thoai vao 6 tréng phia dudi cira s6 hoi thoai roi nhan phim
Enter hodc nhan nut “Gwi” dé guri 101 thoai cia ban cho ngudi nhan.
e St dung thém céc tinh nang khic nhu: Pinh dang ki€u chit, c& chit, chén hinh
biéu cam, hinh minh hoa (néu can).
et c 8 =

@ 9 &£ @

Gii fle  Mhémthoai  Mhitki  Théng tin

doannx : Em ki€m tra lai phong hop & nhé
doannx : xem phong dé hién tai cén ding
dé& hop khéng

|\.-"erdana ﬂhnﬂ@ $ B 7 _u A_

Théng diép cudi cing nhan e 11:28:35 ngdy 10/3/2011,

3.2 Hoi thoai theo nhom

Hoi1 thoai theo nhém 1a hinh thirc hoi thoai bao gém mot nhom nguodi cung hodi
thoai, trao doi véi nhau.
« Tir cira s6 eOffice chon nit “Hoi thoai” trén thanh cong cy. Ctra s6 Hoi thoai
hién ra kém theo danh sach nhiing ngudi c6 mat truc tuyén trén eOffice.

« Tir danh séach truc tuyén nhip chudt phai vao tén Q1 o webcam =
cua ngudi ma ban muon hoi thoai nhém. Mot danh & " 19 cintn
muc nho bao gom céc chirc nang hién ra. @ « B cintie
« Chon “Héi thoai nhém”, ctra s6 Thém nguoi % ) R
. A , ) A N \ 6i thoai nhém
tham gia hién ra cho phép ban moi thém nguoi vao oY — :;k,
phom. > th il
o 2) Xem thing tin
7 8 a  Phimtat
O minhnh NS
< >




Bkav eOFfice - Thém ngudi tham gia

Danh sach bruc buyen : Danh sach nhom hdi thoai
7 Truc tuyén - (492) ~ Danh séich tham gia |
@ anhcd Thém == @ anht
@ anhld - Bad HR policy ¢ @ anhpl
@ anhngt @ anhnt
@ anhngtb - L&i véu thirt @ anhngt
@ anhnn @Iynt

@ anhnt - Busy
@ anhntb - Nobody

@ anhpl
- v
< >
T&k ca | Phang ban
Gidi thigu | ¥in m&i tharm gia nhdm kdi thoai

.

o Tir ctra s6 Thém niu’o’l tham gia, chon tén nguoi ma ban muoén moi tham gia

nhom hoi thoai sau d6 an dé thém ngudi duge chon vao danh sach tham gia.

Chon nguoi trong danh sach tham gia roi 4n dé loai nguoi dugc chon

khdi danh sach tham gia nhom thoai.

Chon dé thém nhitng nguoi khong c6 tén trong danh sach tryc tuyén

tham gia nhom thoai.

« Nhap 10i gioi thidu dé giri 16i moi dén nhiing ngudi tham gia nhém thoai. Khi
ban nhan nut “Pong y” thi nhitng 161 ma ban nhdp vao & phan nay s€ dugc hi¢n 1én
trong mot ctra s6 nho ctiia nhirng ngudi dugc moi.

o Nhin SREEEER d¢ tiép tuc.

Néu nhiing nguoi dugc moi chép nhan tham gia nhém héi thoai thi ctra s6 Nhém
hoi thoai s€ md ra kém theo danh sach nhitng ngudi tham gia.

» GO thong di¢p va gui di nhu véi chire nang hoi thoai thong thuong.

3.3 Xem nhit ky hdi thoai @& . a .
2 . Hdi thoai Lign k&t
D¢ xem nhiing thong tin da luu trit, ta lam cac budc sau: &5 Hign aniine

o Tur thanh cong cu cua eOffice, nhép chudt va hinh mui tén | (& Busy

bén canh chirc nang Hi thoai. Chon Luwu trir messages. % StEppid o
s Re Rinht Rar

Hodac tir phan mém eOffice chon menu Cong cu. Chon Luwu triv | <Sroe Trede

L34 kim modi
messages.
R ) Quan bk thu moc., .,
o Bén trai cua ctra s6 1a danh sach nhiing nguoi da trao doi. T8 u dif ligu

Bén phai 1a chi tiét thong tin di trao d6i ciia ngudi duoc chon  cachitloctin
A . . N A \ , Thay d8i mat khau
(thong tin dugc chia ra va sap x€p theo ngay thang).

HGi thioai
Luy kel messages

Trung ciu v kiEn

G kin nhEn ra di ddng
G i nh&n ndng cao
Quan ¥ tin nhan

Tuy chon




Luu tri¥ tin nhan LT -

|7=3 Tin nhan # | | Ngay thing | Tai khoan | ~
hongpd =3
E% —— | 31j03p07 SOMYT
EIE'I S— 29/03/07 SOMYT b
|22 giangwt sonvn (9:33:6): Bat daunhan file ©
[=5 hanglt 032007SecurityNews.htm E
% chirikq + || sonvn (9:53:6): DAa nhan xong file
< | | 032007SecurityNews.htm v

o Chon tén ngudi muon xem thong tin ¢ bén trai.

« Chon ngay dé xem thong tin da trao doi ctia ngay do.

4, Giri file
Ban c6 thé gt file cho mot ngudi trong hé thong theo 1 trong 2 cach sau:
Cich 1: giti file truc tiép tir civa s6 Hoi thoai % hoangnn - (Idle 47 phuit) &
hoangnt - {Idle & phadt)
« Chon Hoi thoai trén thanh cong cu. ‘@ hongpd
. Tir danh séach tryc tuyén, nhip chudt phai vao tén % ‘@> W:Eb_cam
cua ngudi ma ban muon gui file. @ B eaun
L Chon KGll:l .file . Mot ctra s6 hién ra cho phép tim @ @3 Haithoa
dén file muon guri. % T S
. Chon file can giri réi nhan nat “Open” trong cira o B nhatky
sO. % 2J ¥em thdng tin
” . z n . R ) ;\ oA s TSI :
« Ctra s0 gui file xuat hién. Nhap mo ta vé file 6 6 |« | 3
trang dé ngudi nhan hinh dung duoc ban giri file gi cho | _Tatca |Phanaban |

ho (néu can).

Bkav eDffice - Giri file bdi : nguyennc =
File cén giri:
D:\2013\DAO TAC\Thanh pho\mau bien ban.doc
Md ta vé file:
M3u bign ban| »

« Nhan niit “Gii file” dé gui file di.




Luwu ¥: Ban ciing cé thé ding chirc ning Giri file @?J tir cira s6 héi thoai voi
Gii file

nguoi do.

Q1 & &

Gli file Mhdrn thoai  Mhit ky

o

Thing tin

&

|Times MNew Roman

le-l® $ B 7UA

‘I

e0ffice - Van phong dién tir.
Cich 2: giti file truc tiép bang cach nhdp chudt
phai vao tén file

_ +Vao noi luu file, nhap chuét phai vao file
can gui. Trong danh sach 1énh x6 ra, chon “Giri
file bang eOffice”.

« Mot khung cira s6 nho sé hién ra cho phép
chon tén nguoi nhan tor danh sadch hodc nhap tir
ban phim (néu nguoi nhan khong co tén trong
danh sach).

«Chon tén nguoi nhan tir danh sich (néu
nguodi nhan file khong dang nhdp eOffice thi s€
khong c6 tén trong danh sach, ban c6 thé nhap
vao 0 tring phia dudi r6i bAm Thém dé thém
nguoi d6 vao danh sach).

. Chon Pong y dé giri file.

5. Poc thong bao mai

] eOffice-

_ &  Quét virus vdi Bkav
|| luongV'B

i luongVB & Mafile vdi Bkav Safe Run

2] On tap.p

Bkaw eOffice - GiTi file : On tap.ppt ~

Danh sach ngudi nhan :

Mgudi nhan |
[ dungtt

[ duengpd

[ hiepnt

[ huutv

[ linhtd

Dnguvenn-::
| =]
«D»

% Guifile bang eOffice

« Khi ban guri tin vao mgt muc tin bat ky cua co quan hoac gui cho riéng mot ca

nhan nao do6, s& c6 mot 6 thong bao nho (cira sd6 Notify) hién 1én & goc phai phia dudi
man hinh dé bao cho ngudi do biét c6 ngudi gui tin.

« Tuong tu, khi c6 tin hodc thong bao méi do nguoi khac giri dén, eOffice sé& tu
dong bao cho ban biét thong qua cira s6 Notify. Bé doc duoc tin, thong bao do, ban chi
can nhap chudt vao dong chir phia bén trong cta cura s6 notify d€ doc ndi dung.

Kich chuét vao
dong chif trong 6
nay dé xem chi
tiét thong bao

Tra&n Thi Thom

Chic mumg sinh nhat: Chic mufig
sinh nhat: DungBT (BKD)

Luu y: Viéc ban c6 nhan dwoc thong bao (Notify) cua eOffice hay khong con tity
thudc vao quyén han cia ban doi véi tieng muc tin do ngwdi quan tri phdn quyén. Do
10



vdy, trong truong hop c6 nhing nguoi nhdn duoc thong bao (Notify) nhung ban lai
khong thi diéu do la hoan toan binh thuong.
6. Gtri email cho ngudi khac
bé gtri email cho nguoi khéac ban c6 thé thuc hién nhu sau:
« Chon nut “Soan thu” & goc trén bén trai cira s6 phan mém eOffice.
GO dia chi email cia ngudi nhan vao 6 “Giri téi”.
« Go tiéu dé buc thu vao 6 “Chu d&”. Vi du: Hop phong.
« Dé dinh kém file theo email ban chon nut “Keém file” va chon file can guri kem.

e Chon nut “Gwi” ¢ goc trén bén trai cira s soan thu dé gui thu di.

Nhap dia chi email
cla ngudi nhan.

=
Lamlai  Jrim file G?Em mMEhéa Ky difn bt

B Bkav eOffice - Soan tin mdi

Ti Soanthdo Chén ©inhdang Trogilp

F]. S B 4 B B =
@? Q‘f:: Tm%m :—f s.m‘craap Ell&n] Khii pb

ekl GEF b ¢ |thum‘tq§lbkav.mn.vn;thaorm@hkav.cm.m;rrﬁ‘hu@bhv.gun.vn

\uld BEing gln: ——
Ll Bcr: [ Tiéu dé

Chis 88 : |?ﬁﬁ&wtr¥h5@—-li__w/

fohonfon - 1@-@-B 7 U S A- S CESIEIE-E--

Bénghi__céc anh em g lai cde quy trinh &3 viét cho minh.
Han cudi la 12h trwra nay

(T

7. Gtxi tin vao cac Muc tin (Thong bao, Cong cong,...)

Tuy thudc vao co cau, to6 chirc cia co quan ban ma eOffice & dd cd cac muc tin
khéac nhau, vi du: muc Cong cdng, Giai tri, Phong A, Phong B,[] D¢ gui tin vao cac
muc nay, ban c6 thé lam theo nhu sau:

« TUr thanh tac vy trén man hinh eOffice chon “Tin diéu hanh”. Cay phan cap
hién ra véi danh sach cac muc tin c6 trong co quan.

« Nhéap chudt phai vao muc tin ma ban muon guri tin cia minh vao roi chon “Giri

tin vao day”.

Kich chudt phai vao + [ Thucanhin A
muc tin roi chon Gi tin |73 Thur @3 giri (345)
vao day dé gui tin vao = ICann CAna 02}

muc duige chon =¥ Gifi tin vao day

+ E_'__Ti“ &, Bong bi muc tin

=l % Quén I cic mic tin
[E4 ui

« Nhap vao tiéu dé va ndi dung cua tin dé gui di.

« Nhan nut “Giwi” dé hoan tat.

11



8. Tra 1oi cho m¢t tin nhan dwgc
Dé tra 161 cho mot tin nhan duoc, ban lam nhu sau:
Cach 1:
. Nhép chudt vao tin ma ban mudn tra 10i.

« Nhan chudt vao nut “Tra loi” dé soan ndi dung phan hoi cho nguoi giri hoac
nhan chudt vao nit “Tat ¢a” dé phan hoi lai tin nay cho tat ca.

o Soan thao ndi dung can tra 1oi.

e Nhan chuot vao nat “Gii” trén ctra s soan tin dé gui tin tra 101.

& Bkav eOffice - 5 Thong tin va Truy&n théng Quang

Soanthao Congcu  Tro gilp

Tin digu hanh | xir by van ban | 55 dia chi | Lién ket Rss |

Chuyeén muc
EE Biéng Bao Hy | Ngudi gii
______ e | | £ Trueng Thi Digu Thuy
...... [- Delete Ttems (4) £=3 Bang Vén Trinh
______ [ Thir da xos gy Trureng Thi Digw Thuy

=) Trang
=4 Truong Thi Digu Thuy
(= Truong Thi Digu Thuy

Eﬂ"'ﬁ Bigm tin =1 Pham Thi NgocYen
...... E Bai Té Théng Tin (=) MDasmon at ict-quangngai....
El"'ﬁ Di&n Ban =) Pham Thi Ngoc Yen

Cach 2:

« Nhan chudt phai vio tin mudn tra 16i. Chon “Tra 161" dé soan ndi dung phan
héi cho ngudi giri hodc chon “Tra 1o tat ca” d€ phan hoi lai tin ndy cho tat ca nhitng
nguoi lién quan.

« Soan thao ndi dung tin.

e Nhan chudt vao nut “Gii” trén cura s soan tin d€ guri tin tra 1oi.

& Bkav eOffice - S& Thdng tin va Truyén théng Quang Ng3i

Tép Spanthao Congou

L .8 @@ X ¢

Soan thir Tr3 I Takca  Glritiép EGE)

Trg gitip

& .2 @

GUrifMhan  HEi thoai Lién ket W&n ban

Tin du hénh | xir by van ban | 55 dia chi | Lin ket RSS |

Chuy&n muc
EE Bdng Bao Hy
@ Thur ca nhan
[ Delete Items (4) £ NguyEn Nang Lugng
B Thur d3 xod £ NguyEn Nang Lugng Gopy [:
% Thir dang soan £ Cao B4 Ldm Dur the
i £ NguyZn Huynh Duong k¥ thu 2

B%'I Thu da @i (13) £ NguyZEn Hujnh Durong GAipy| ;

El'"ﬁ Bigm tin £=1 Nguyén Huynh Dugng GAp Y
.. [E54 B&i T8 Thng Tin =| | £ Bui Nhat Trugng Du thi Chuot phai vao tin

mudn tra 16 roi chon
“Tra 101" hoac “Tra

101 tat ca”
12




9. Phan loai tin

Trong qua trinh st dung, tin & trong cac muc ngdy cang nhiéu Ién va s& kho
khan cho viéc tim kiém dung tin ban can. Chic ndng nay s€ gitp ban tu dinh nghia,
phéan loai loai tin d€ st dung cho Vviéc tim kiém sau nay.

Dé phan loai tin, ta lam cc budc nhu sau: ¥9) ety |

- T
e Chon muc Tin diéu hanh trén thanh tac vu. Chuy&n sang vin ban b '
« Chon dén muc chira tin ban mubn phan loai. 3-] Cén ém
« Kich chudt phai vao tin can phan loai. ”

5] Cng vigc

« Chon muc Phan loai tin ¢ bén dudi. ) Cirtdn
« Chon mdt trong sé cac muc phan loai ¢6 san ] BEsa

sao cho khi ban d& nhé khi tim kiém lai sau nay.
10. Tim kiém tin
Pé tim kiém tin trong mot muc nao do, ban lam cac budc sau:

« Chon muc Tin diéu hanh trén thanh tac vu.

« TUr thanh tac vu & bén trén, lwa chon céc tiéu chi tim kiém bang cach chon

biéu tuong: |Tét ca ERE
f A iAot AR fir 1ot 0000 | =
¢ C6 cac ti€u chi dé tim kiém nhu: Chu de,
N s aA - N - ~ Ngui gl
nguoi gui, chu dé hodc nguoi gui, ngudi nhan i B hse nus i

hoac CC, hdi thoai.

« Nhap thong tin can tim sau khi da luya
chon cac tiéu chi tim kiém.

Mguii nhan hodc CC

HGi thoai

|Tat ca - &, Huy Hoang
Mg g Cha d& Mgay thing =~ Binl
=4 NguyEn Qudc Huy Hodng Xa xi chét! 25/03/2014 04:52 PM
=4 NguyEn Qudc Huy Hodng Vig chiing d&i dap chuyén COM-PHG bubn cugi ... 27/02/2014 09:47 AM
=4 Mguyen Qudc Huy Hodng Trudng ca chan dat cia Thanh Thao 18/01/2013 11:52 PM
= NguyEn Quic Huy Hodng ¥a i chet 07/08/2012 11:15 FM
= Mguyen Qudc Huy Hodng Bi guyet thang ti€n nhanh cho nhdn vién treé 04/04/2012 08:24 AM
= NguyEn Quic Huy Hodng Mgi xdu... xEp! 04/04/2012 08:22 AM
=) NguyEn Quic Huy Hodng B6i pho wai nhimg ke thi noi cng s 04/04/2012 08:15 AM

« Néu tim thiy thong tin ban can, ban c6 thé nhap dup chudt vao tén tin dé xem
chi tiét.

Luwu ¥: néu trong myc tin can tim ¢é chita cdc tin ban da phdn loai bang chire
nang Phadn logi tin nhw muc 9 thi ban co thé tim kiém tin theo phdan loai da dinh

nghia. Cac buoc lam nhw sau: S—— =l L. x|
¢ Chon muc Tin diéu hanh trén thanh tac vu. Tak ca
) i Chua doc
e Chon muc tin bén trai dé tim kiém. & 15m
e Lya chon phan loai tin ma ban mudn tim
kiém & trén thanh tac vu. i
: B2 sau
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Két qua tim kiém hién ra. Néu thiy thong tin can tim ban c6 thé nhip chudt vao
do dé xem chi tiét.

| Lién két R3S I ®ir v wa&n ban | Cuan trong j I,‘,D, D
Thing Bao
Mourdi gl Tigu de -
-4 Bach Thanh L& Trumg cdu dan v =
21 Bida YEn Huy Luu 4 v hé thing Blavwacs
4 annw ngdn ngl viét nam phong phd hon ngoai ngd!

=4 Nouyen Hodng Hung  Téi ligu chudn bi cho bui hoo 150 27001
=4 Nouyen Manh Hung 11 nguisi dep tai cudic thi nguii dep BKiS 2007
-4 YU Mgoc Son £14 bang giao hiu wdi ldp BLCERT

11. Céac lujt lgc tin

Poi luc, mot ngay ban phai nhan rat nhiéu thu, trong d6 hau hét 1a thu dén tur
nhirng noi ban khéng quen biét hodc thu quang cdo, ban lién tuc phai mé ra va xoa
timg cai mot. Ciing c6 luc thu giri dén chira nhimg ndi dung dic biét quan trong ma
ban khong thé danh mat va ban mudn sao luu, cit gilt N6 vao mot noi an toan, ...

Ban c6 thé ding Céac ludt loc tin dé giup minh trong nhiing ltc nhu thé nay.

11.1 Thém luét

Tép Soanthae | Congou  Tro gilp

Pé thém luét loc tin:

/ m Lay tin mdi
e« M6 menu Cong cu, chon Cac luit lgc tin. Cura s6 Snggfhu T Gih Quan b the muc...
Loc tin xuat hién. Tt | T8 uu dif iy

A \ , =-[7 PangBaoH  Hgi thoai
« Chon di€u kién cho luat bang cach nhan chudt vao - Luu trif messages
cac 6 vuong ¢ phan Chon céc diéu kién cho muc tin. -

« Chon Luat méi. Cira s6 Ludt loc méi xuit hién.

1. Chon céc diéu kién cho muc tin:

4Khi nhan dugc tin tr { From ) cac dia chi

[JKhi déng tiéu d& { Subject ) chira céc tir

Dbfht ndi dung tin { Body ) chira cac tlr

[CJKhi déng giri d&n ( To ) cé chira cac dia chi
[CJKhi tin cé chira file dinh kém ( Attachment )
[CJkhi déng déng giri { CC ) chira céc dia chi

[:]ﬁp dung cac lut cho cac muc { Folders ) chi dinh

e Chon cac cach xu 1y cho muc tin bang cach nhan chudt vao cac 6 vudng trong
vung Chon cac cach xir ly cho muc tin.
2. Chon céc cach xr Iy cho muc tin:

[[J5a0 luu thu vao muc (Folder) chi dinh A
[(JChuy&n dén cho dia chi { Address )
[(JHGi &m véi ndi dung { Content ) ¢é san

B4 %04 tin ngay trén may chi
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« M0 ta cho diéu kién vira thém bﬁng cach nhan chuét vao cac chir gach chan
trong phan mo ta dé khai bao chi tiét (Nhan nit Chap nhan sau khi khai bado xong).
3. M6 ta { nhan chudt vao cac chif gach dudi d& khai bdo )

Cac ludt s€ 3p dung khi nhan tin
Khi nhén dac tin tlr { From ) cac dia chi

%04 tin ngay trén may chd

« Sau khi nhan chuét vao cac dong chir gach chan, phan mém s€ md ra mot cura s6
cho phép ban khai bdo céc thong tin chi ti€t nhu sau:

Mhdp thding tin

Chao ki khoa rdi nhan phim Thém

an vao day dé
ira chon cac die
dén cho luat

Cac kit khoa:

Tuy chon

Chap nhan

» Nhdp tén luat vira thém (hodc dé mic
dinh) sau d6 nhan Chap nhan d¢ ap dung
luat nay cho cac thu gui dén.

4, Tén ludt:

| Ludt loc thu réc

S@u khi thém luat loc tin, mdi khi co thu giri
den, eOffice s€ ty dong xu 1y theo cac luat
loc ma ban da dinh nghia.

Cac lubt sau s& duorgc 4p dung ¢

11.2 Xéa luat

BALUEt loc thur réc

Lust mdi

Dé x6a luat loc tin:

e M& menu Cong cu, chon Cac luat lgc tin.

Cira s6 Loc tin xuat hién.

« Chon luat mubn xda trong danh sach.

« Nhan chudt vao nat Xéa luat.

« O thong bao hién ra dé hoi lai xem ban co
chac chan x6a khong. Néu mubn xoéa chon Cé.

12. Quin 1y so dia chi

12.1 Tim kiém dia chi

bé tim kiém mdt dia chi trong s6:

EJLudt sao oy tho

Chon luat muén x6a (Colp GlTlE
1oi chon Xéa uat d
Ikhéng ap dyng liat

*o4 luat
MhSp Er File

HUAE ra file

C4Ac ludk =& Ap dung khi nh3n tin
Khi nhan doc tin bl { From 3 cac dia chi e’

%04 tin ngay trén may chi

« TUr thanh tac vu cua eOffice chon muc S6 dia chi. Danh sach s6 dia chi kém theo

cac dia chi da co6 xuat hién.
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e Nhap vao tén hoac dia chi email mudn tim vao 6 thong tin tim ki€m trén thanh
tac vu.

o K&t qua tim kiém hién ra, ban c6 thé sir dung cac chitc nang nhu: gui tin nhan,
gui tin, xem/stra thong tin,...bang cach nhap chudt phai vao dia chi tim dugec.

& Bkav eOffice - S@ Théng tin va Truyén théng Quang Ng3i

Tép Soanthao Congou  Trg giop
U 8 :
4 1 " ¢ | _L
A . F Q@ X £ &. e . @ .
Soan thu Tra s Tabes o lEp Pl GifMhan  HEi thoai Lign ket Wan ban
Tin digu h&nhl ir by wan b&nl 56 dia chi |I'|én ké’cRSSI & Tén hodcema %]
Ho t&n /| Email | Tén hign thi | Cg quan | SH | +|
2] Boi Nhat Trudng TrucngBN@ict-guangngai.gov.vn  TruongBN - - - . -
] Bai Thi Phucng Dung DungBTP@ict-guangngai.gov.vn DungBTP Nhﬂp tEIl:hOQ‘C d]ﬂ Chlﬂ
4] Cao Ba Lam LamCB@ict-quangngai.gov.vn LamCB email muon tim vao dﬂ}’
F-H | Dang Bao Hy HyDB@ict-guangngai.gov.vn
&3] Dang Van Trinh trinhdv@ict-guangngai.gov.vn trinhdv
4] Difn Dan diendan@ict-quangnagai.gov.vn diendan 3

12.2 Thém dia chi vao so

Chtrc nang nay dung dé thém dia chi méi vao danh ba. Pé thém mot dia chi vao so:
o TUr s0 dia chi trén thanh tac vu, nhép chuot phai chon muc Thém dia chi.

] G tin nhan |

{15 G tin

& Duyétweb

ap Thém nhom dia chi

¢ ¥od

H"_.p Xem/Sira thang tin

(-;ﬂi Ghi s dia chi ra file
e Thém vao tir file

« Nhap thong tin ctia dia chi dang thém nhu: Ho tén, hom thu, dién thoai,...
12.3 Xoa dia chi
Dé x6a dia chi ra khoi danh ba:
« TUr SO dia chi trén thanh tac vu, nhép chudt phai vao dia chi mudn xoa.
. Qhon Xéa, }{hi d(’)’ s€ c6 mot thong bao hi¢n ra hoi xem ban co chic chin x6a
khong. Néu chac chan muon x6a, chon Co.
13. Trung ciu y kién
Khi ban muon tham khao ¥ kién ciia nhiéu nguoi vé mot van dé nao do, ban c¢6 thé
dung chtric nang nay. Bé tao trung cau y kién, ta lam céc budc sau:
« Ttr phan mém eOffice chon menu Céng cu, chon Trung ciu y kién.
« Nhip chudt vao Tao méi dé bat dau tao mot trung cau y kién moi. Cira b

Trung cau y kién xuat hién.
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Nhép cac théng tin cho phiéu trung cau y kién:

¢ Titu dé 1a tiéu dé cia phidu trung

cau y kién.

v Cac lya chon: la phuong an dugc
dua ra dé thu thap y kién.

v C6 thé cho y kién khac: ngoai cac
1ug¢ chon da liét ké, co thé dua ra ¥
kién khéac.

v Thoi gian bé phiéu: 1a khoang thoi
gian ¢6 hi¢u lyc doi voi trung cau y
kién dang tao.

v Danh sach tham gia b6 phiéu: 1a
muc cho pheép lwa chon nhing ai s&
duoc tham gia bo phiéu.

v Cho phép xem két quéa ngay: co
thé xem ludn két qua trong khi dang
cho thu thap du y kién.

v Nhin Giri dé bat dau thu thap y
kién.

14. Chuyén tin sang vin ban

Tiéu d& : [Mén di d2 béng vao mdy gid
Cac lra chon
S ther by

Mdi dung luea chon
1| Bh 30 phot chidu
2 | Bh chigu

3 | Bh 30 chidu

4| 7htdi

5| 7h 30 tdi
5

7

8

Loz ndo ciing dudc

3
[ €A thE cho ¥ kign khac
Thai gian bd phigu S0 hra chon durgec phép

B4t d5u: ;12— |09 | ||Lenhonhodcbing |1 «| |va -
ket thiic :[0:12-= [09/04) + | |Mhd han hodcbing 1 |

f* Mt [En

™ Hang ngay |[ Cdng khai & kign [ Lura chon bug y

Danh sach tham gia ba phigu l Danh sach xem ket qua ]

Danh sach phing ban : Danh s&ch nh&n vién :

[ Infrastructure Security | chinhtg
Software SOMI
Oss

[Osirh vién thure ESp

v Cho phép xem két qua ngay

Trong truong hop ban mudn soan mdt cong van di hodc van ban ma ndi dung cia
van ban d6 can dugc trich dan tir mét tin nhan dugc. Cac budc thuc hién nhu sau:

o TUr chttc nang Tin diéu hanh, chon dén mot muc chtra tin mudn chuyén.

« Nhép chudt phai vao tin mudn chuyén sang vin ban. Chon Chuyén sang vin

ban.

;-:_,1 Chi Eigt tin

Phan loai tin

I

Chuyen sang van ban  # _'..-J Tin béi

8 Cdng van di

e Chon loai van ban mudn chuyén sang.

Sau khi chon dé chuyén ndi dung tin sang loai vin ban twong tng, ban c6 thé chinh
stra ndi dung hodc hoac gilr nguyén dé tiép tuc chuyén van ban cho cac dia chi khac.



II. PHAN II: QUAN LY VAN BAN

Nhim tao thuén lgi cho viéc tra clru, tham khao phén xUr 1y van ban trong h¢ théng
eOffice, ching t61 dua ra mét sO quy trinh mau. Ban hay lam cac budc sau day dé tim
kiém ndi dung minh quan tam:

- Xac dinh vai tro tuong ting ciia minh trong co quan (Lanh dao co quan, Truong
phong, Chuyén vién hay Van thu).

- Xem chu trinh luu chuyén vidn ban twong tmg voi chirc vu (xem céc chu trinh
phia du6i).
- Tra citu cac thao tac twong Gng ¢ phan xir 1y sau.

Chu trinh lwu chuyén viin ban néu ngudi sir dung 1 vin thu:

CHU TRINH XU LY VAN BAN BEN CHU TRINH XUF LY VAN BAN DI

Poc ndi dung van ban va
xem y kién xwr ly

( Khoi tao van ban dén J

|

& ™
(Nhap théng tin van ban) Xem tai liéu kém theo
< J
l\- > r 1 1
( Scan van ban J Phat hanh van ban
\ J

|

(Nhép tai liéu kém van bén]

l

(Thém van ban lién quan J

Chuyén xtr ly van ban
cho ngwoi tiép theo
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Chu trinh hru chuyén vin bin néu nguoi sir dung khong phai 12 vin thur:

CHU TRINH XU’ LY VAN BAN DEN

Poc ndi dung van ban va
xem y kién xd ly

-~

@ Lwu van ban vao hé so
Y J
N 1

( Két thuc xdr ly

( Cho y kién xur ly )

( Chuyén xtr ly van ban ]

CHU TRINH XU LY VAN BAN DI

Y N
Van ban méi

Doc ndi dung van ban vé)

( Kheoi tao van ban di ] xem § kibn xir Iy

L

~

( Duw thao van ban ) ( Xem tai liéu kém theo
J
Nhép théng tin ; )
Gxém Oiaa valkin bin) ( Chinh stra van ban I
'

(Nhﬁp tai liéu kém van ban ] ( Cho y kién xtr ly

S
! |

( Thém van ban lién quan ] (Chuyén x(r ly vén ban
J

Chuyén xir ly van ban
cho ngui tiép theo

L

(Luu van ban vao hé so)
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1. Cac thao tac xir ly van ban

1.1 Cach xir Iy khi nhan dwgc mdt vin ban dén

Khi ¢6 vin ban dén can xit 1y, eOffice s& tu dong thong bao (Notify) dudi goc man
hinh may tinh cta ban, ndi dung cua thong bdo gom hinh anh, tén ngudi gui va trich
yéu cua van ban.

Dé doc n¢i dung van ban nhan duwgc va xem y kién xir ly:

Nhap chudt vao cira
sO notify

Yu Thanh Giang
¥3n ban: Céng van dé nghi ho trg
diéu tra t6i pham mang

e Nhap chuot vao dong chit bén trong cira so notify.
Mot giao dién xir Iy van ban hién ra cho phép ban lam viéc vdi van ban vira chon:

£ eOffice - Trung tim An ninh mang

Tép Sosnthdo Clngou  Trogidp

P 2 05:51AM
ﬂ = ﬂd = 93 X . 3 é;” . Hém
Soan thur 2 b i L e Ginfhan  HGl thosl Lisiy ot 4
Tin &8 hanh %I vinbin | 55 aia chi | Nhic visc | Lign ket RS | | P, Trich yiu [x]
¥ bén dang 2 I | H5 sa céing viéc | Tim kiéim vEn bin | Tra ciu, théing ké viin bin |
= [ L& Thanh Nam Trich yéu vin ban [sokjhigu [ 55080 [Loaivinbin |
# E_} WEn bdn G chr solr by (13) ] Céng wan d& nghi hi trg didu tra t4i pham 12)CY-C15 58 £éng van
bW ] /50 bn Gén chi oir b (1) e

&_— F=? wn bén dang lam dF

iy 3 v bin vira sir

i [ v bin thiing bo

i 7 e bin theo dSi kit qus

& 7 i bin g8 wirly

& E,_‘i'ql'&wbindl.m:u?uﬂﬁnxfﬂ? a| _'I

@ B vinbinchophihich o i An ninh mang CONG HOA XA HOI CHU NGHIA VIET =l
MAM

Bréc ldp - Tw do - Hanh phic

Nhip dp )
chudt trai gé
ma van ban

Vin ban dén

che xirly

TOM TAT THONG TIN VAN BAN

« Nhap dup chudt trai vao phan trich yéu cia van ban can xu ly.
Mot ctra s6 mai hién ra vo1 ndi dung van ban, cac tai liéu kém theo (néu cd) va cac
y kién xtr ly lién quan.

File dinh kém nhu trong hinh 1a file .pdf, ban c6 thé nhap chudt trdi mo dé xem
toan bd van ban dinh kém:
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B Bkis eOffice - COng vin ]
_ Tép Soanthdo Chin Binhdang  Trggiip
e o ¢ e 9w ¢ e @ @

ChuySn  Phinlosl St Mngkén  Kétthac  Luu  Thingbko  Trd ki In
Trich yéu : | C8ing vn 38 nghi phdi hop didu tra ti pham mang =
ik L B I L
— = [Larich y&u : —] Nguth xir by eusi | 58 8
Filedinh kém | = Ghiv kién
hq tin va Truyén thinglCue quank =] | 4] | 1|
r Thedi han solr by \\"&?.;.;.;: ;"l.?:-:-n:l.‘n‘.ﬂ :‘ ThiEm win ban IEn quan b— - T1j W&n ban Ly tién x b
Thén 1146u | [P lguon mo.FOF (672 k&) P =
Kich chudt trai dé xem
chi tiét cac ¥ kién xi 1y =
T Thém j kén gidl quyst | Du kién chuyén | Ghism |
T — Nguwdi giai quyét Ngay thing j
L Kinh trinh ianh dao van phing nin... @ van thr Cuc quén i PTTH 21:06 07/12/20

Elinh trinh lanh dac van phéng nay
Chunyéin 1é4: Chu Wan Hoh

[Bgc ndidung van ban j%\ Bed M Maf jf,ﬁ;?_ Tﬂ;..“(w‘zi;-

{_],L_
IR Iy wppp—— T o BT S TP R T T NPT TS R TR o E PR .z.i'lr.r’}’_ILI
F
| I 4

4
&Office - VAn phdng dén b,

e Nhap chudt vao cac dé muc trong phan ndi dung van ban dé xem chi tiét cac y
kién x1r Iy lién quan va cac vét cong van (van ban khéi dau tir dau, chuyén dén nhiing
ai,...).

1.2 Cac nut cong cu c6 trong cira so xir ly van ban dén

8 Bkis eOffice - Cong vin

Tép Soanthdo <Chén Binhdang Trogidp

C e ¢ e v & e @ @

ChuyEn  Phén loai Sira winw kign ke thoc Luu  Thingbis Tl I In

v'Chuyén: Chtra cac dudng chuyén vin ban Gng véi mdi vi tri xac dinh.

v'Phan loai: Phan loai vin ban theo ludng xtr Iy khac.

v Xin y kién: Xin y }(ié’n cac ca nhan khac vé cach giai quyét van ban nay, va ngudi
xin y kién s& 1a ngudi tong hop cac y kién nay lai.

v'Két thiic: Pong vin ban nay lai va khong chuyén tiép cho ai dugc nira (Vi tri ndy
tu xu 1y).

v'Luu: Luu mot ban vao hd so ci nhan ciia minh (Gidng nhu photo gitt lai mot
ban).

v'Thong bao: Giri mot ban dén thong bao cho nhimg ngudi can biét vé vin ban nay.
v'Tri 19i: Chira cac ludng van ban phu hop dé phuc dap cong vin dén.
1.3 Ghi y kién xir Iy vao vin ban
« Khi mé vin ban ta sé thay phan dé ghi y kién xir 1y ca minh.

« Ghi y kién xur 1y vao 6 y kién.
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o Y kién xur 1y cua ban sé& duogc luu lai khi ban chuyén xu Iy van ban cho nguoi khéc.

Thém van ban lién quan | Cac v3n ban cling don vi phat hanh | [~ Wan ban vu tién xir Iy

‘I

Khoéllgtréllg
ghivkiénxily

Thém  kién gidi quyét | Dukién chuyén | Ghiam |

Luu y:

1. Ban co thé tao ra cac mau y kién xuw ly va dung lai cho tién bang cach nhan vao

- Thém § kién gidi quydt |

nut
Cac miu  kign ThEm mdi

Trich wé&u ChuyEn van thu phat hanh
Y&u cau sira lai m
Brdng ¥

< | [ Biang

Thém van ban lign quan || ¥an ban wu tién =0 ly

Cluyven van the phat hanh

[Thém § kién gidi quyét | chidm ||

2. Néu ban nhén dwoc van ban nhung chwa xu ly trong khi van ban van con han,
luc nay chwong trinh ciing tu dong nhdc ban, ban chi can nhap chudt vao dong chir
thong bdo bén trong cira sé notify dé xem nhitng van ban chua xir ly.

| S50 wan ban chua = ly

B 15 %an ban di
PS> vEn ban dén.

3. Ban co6 thé mo lai cwa s6 xu Iy van ban bang cach nhan vao muc “Van ban”
trén thanh cong cu cua eOffice.

5 £ . e (= |. ™

GirifNhan  HGi thoai Lign ket ¥an ban Nhic vigc
Sau do ban co thé xem noi dung van ban ciing nhuw y kien xur Iy lién quan.

1.4 Chuyén xir Iy vin ban dén

&

« Ttr ctra 86 xir Iy vdn ban chon =S¥

3 Trinh PhS Gidm d6c

Mot menu hién ra véi danh sach cac noi nhan

d ., 3 Y&u cdu chuyén vién chinh sra
uQc gol y san.
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« Chon dbi twong can chuyén t6i.
Mot cira sO nho hién ra cung voi danh sach nhitng nguoi thude dbi tugng ban vira chon.
e Chon tén nguoi xu ly.

« Néu vin ban do nhiéu nguoi xtr Iy (mot ngudi chinh va nhidu ngudi cho ¥ kién)
trong ctra sO Chuyeén xir ly ta tick chon ngudi nguoi xwr ly chinh va chon nhitng nguoi
dong xir ly).

Bkav eOffice - Chuyén xr by L]

Ho va tén | Taikhoan | Bion vi céng tac | ir by chinh | [[] D3ng by | . -

Tran Dic An antd@ict-qua... Phong K¥ thuat [l [ Chuyeén tdi: Pang Bao Hy
hydb@ict-qua... |Phongkythuat | B [ N |

Pham Thi Trang trangpt@ict-g... Phdng Ky thuat O

Bang Van Trinh trinhdv@ict-g... Phdng Ky thuat O [l

1.5 Cach xir ly khi nhian dwge van ban thong bao

Vién ban thong bédo 1a van ban dugc gui té1 ban véi muc dich thong bao. Ban chi
dugc md va xem ndi dung van ban nay. Tat ca van ban thong bio dugc luu trong muc
“Van ban thong bao” trong ctra s6 quan ly van ban.

Cac budce xur Iy khi nhan dugc van ban thong bao:
e Doc ndi dung van ban.

« K&t thic van ban va luu vao ho so.

& Bkav eOffice - 5§ Thong tin va Truyén théng Quang Ngai

Tép

Z .8 & 8 X & &. e . @.

Soan thu & I Talcz  Coilicn AhE Gifhan  HGi thoai Lign ket Wan ban

Soanthao CBngcu Tro gilp ‘

07:59 AM

Tindiéu hanh X0y van bén | 55 dia chi | Lién két Rss | [P, Trich y&u %]

Van ban dang xir ly | HB 0 cong vic I Tim ki€m van ban I Tra clu, thong k& van ban I
EB Trugng Thi Di€u Thuy
i[53 Vain ban dichéxir b

=] Phé duyét d& cuong BE an Truye...

E V3N ban d&n ché xar (=) Théng bao chirc danh va gidi thié...
] o e . =2 Théng bao v& vigc giao nhiém vu phu tra
Van ban dang du thao - s .

E =] v/v ban hanh Quy ché chi tiéu nd...

i[53 Van ban dang theo dGi (13) (2 Vi b hinh Quy ché fm vise TT CNIT

w2 = Gong nhdn hoan thanh Idp tip hu...

- [ van ban méi ket thilc (8) () Cang nhin hoan thanh kp tap husin BBi ...

53 vain ban dugc uy quyn xirly | < i b

2. Xir Iy viin ban di

Vian ban di dwgc sir dung khi:
» Tao mot van ban di méi

» Tao mot van ban di tra 101 cho van ban dén
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2.1 Khéi tao m@t van ban di méi

o Ttr thanh cong cu cua ctra s0 eOffice chon mili t€n s6 xuong bén canh nut “Vin
ban”, mot menu hién ra. - |
@ . . w .

e Chon “Cong van di”. Lign k&t \&n ban
« Cira s6 soan thao van ban di xuat hién. ¥ Céng van di
2.1.1 Du thdo vin ban di

bé dy thao noi dung van ban di, c6 2 cach:

Cach 1: Dy thao trén trinh soan thao thong dung (MS Word, Excel,...): soan thao
ndi dung trén mat trinh soan thdo bat ky sau d6 dinh kém file nay vao van ban, chi tiét
xem phan Nhép tai liéu kém theo. Day la cach thuong su dung.

Cdch 2: Soan n0i dung trén trinh soan thao ctua eOffice: soan truc ti€p trén phan
nd1 dung cua ctra sO Cong vin di.

B Cong van di = o
Tép Scanthdo Chén Binhdang Trggidp
E o 9 e wd e @&
Chuy®n Phinlosi Sira Dingxirly K&tthic Luu Thingbdo Tl In
Trich yéu : |'-.|'E il
e . B khén | | [ Trichydu | SEkyhidu | Mgue s g cu
Keém cécfile Loal v&n ban E—
Word, excel.. di Dhh et =
. . Bon thido: [ =]
soan thao trirde. Sl

[ Thai han xir by: ——  Thém win banlisn a_uanll_ Wm Bdin una Eidin =l

T e i |

Thém ¥ kidn gidi quyst | Ghi Sm |
|Timus Mews F aman j[izj@-@'ﬂ U A-_"EE EE'E!'E-EE-__!
TRUFHNG DAI HOC BACH KHOA HA HOI EE{;G HOA XA HOI CHU NGCHIA ™

TRUNG TAK AN NINH MANG Bés Lip - Ty Do - Hpah Phils

| e
i = ____O‘GD ________ AE N M s :J':_'lr.r‘ of sl 2
s6: J0-1801 2007 ' QB-BRI3

e Gid bdw thi BhavPro gua mang

QUY BINH

Cdw ot vae niil guy B
i o
-ﬂﬂfﬂ:u - WAn phdng Ji€n bir.

2.1.2 Nhdap tai liéu kém theo vin ban

Ban co thé gui tai liéu kém theo (du thdo van ban, tai li¢u tham khao lién quan to1
van ban, cac van ban lién quan,..) vao mot van ban dé chuyén di, ban lam nhu sau:

o Trong ctra s0 lam viéc v&i van ban, chon = G 31 |

Mot ctra s6 m& ra cho phép ban duyét dén file can dinh kém.
o Tim dén file can dinh kém vao van ban.

« Chon “Open” d¢ két thiic viéc chon tai lidu giri kém.
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8 Cong van di

Look in: | [Z} Desktop

(L) WebEOFfice
\£1| 1E_error. PG

4 oUYDINHGisbanthebkavproguamang. doc
< >

File: rsarne: |QUYDINHGiabarthebkavproguanma

 Thei k) Files of ype: [ Allfiles (-7) ~|

Thém tai lig

Thém  kién gidi quyét | Ghi &m |

L — L

2.1.3 Thém vdn bdn lién quan

Vién ban lién quan 1a van ban c6 sy quan h¢ vé mat ndi dung véi van ban dang xir
1y, vi du nhu cong van di dé tra 161 cong van dén 1a hai van ban lién quan.

Cac thao tac thye hién:

« Trong cira s0 lam viéc v6i van ban, chon _Thém «Sn ban lién quan .

Ctra s6 tim kiém van ban hién ra cho phép ban tim cac van ban lién quan trudce do.

Trich yéu : laa.": ki =

Kl

Tirn kifim

Loaivinban: [~ ] Nhém vin ban : ~ | Hinh thire gin |j

Tir khos : l _I
e -

SOy higu : S0 den |

B4 khin : [—Llcuquanhan hénh: | =
S3 wan ban : [—llﬂmv\{rhanhﬁsd:l ;I
aNoudt xir by cui: [T < I Ngdyvénban: [0 00 <] =
Ehodng thil gian Ban vi soan thio : l L'
(" Tirngsy: I ¥ l o quan nhdn: | ;I
©8n ngdy : [12/01/20 =] | Ubh wye: [ =
Mguria ko | _;l
I Tirn ki€ theo thid gian brén
Trich y&u vin bén Trich y&u vén bin |

(== v visc: Bang ky lich “ [Ed v& vigc: Baing ky lich céing tac Tu

l_-r.i Wi vigc: Bang ki u-.u

< >

]

e Tim va chon van ban lién quan.
« Nhap - ro1 an dé ket thuc viéc thém van ban lién quan.

2.1.4 Nhdp thong tin kem theo vin bdan
Sau khi da khoi tao va du thdo ndi1 dung cho van ban di, ban dién céc thong tin lién
quan tdi van ban:
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i B Cong van di

Tép Soanthdo Chén ©Dinhdang Trogidp

Ce 9P e v e @@
Chuy8n Phinloai Sira BBngxUrly Kétthic Luu Théngbdo Tidki In
Trich yéu : | V& vic: Quy dinh vE gié bin thé BkavPro qua mang
D6 khan : Ithubng El Trich y&u | S8 Ky H
Loai vin ban : [Congvan ] | V& viéc: BEng ky lich cing téc Tudin
Linh vyc : [—;‘
on vi soan thio W
I~ Ththanxirly: [0 = [175== Thémviin binén quan|I™ v&nban Lutién x|
Thém tai léu |a #]QUYDINHGiat | Trinh trwomg phong cho ¥ kien]

N
o
A

Thém ¢ kién gidi quydt | Ghi sm ||

v’ Trich yéu: Ghi trich yéu van ban.

v/ P khan: Chon mirc do khéan cho vin ban.

v' Loai vian ban: Chon loai van ban.

v" Linh vye: Chon linh vuc phan loai van ban.

v Pon vi soan thao: Chon Phong/DPon vi phat hanh van ban.

v/ Thoi han xir Iy: Chon thoi han xir 1y ctia van ban, ding dé nhic cac vin ban
qué han xu ly.

- Chuyén vin ban cho nguoi ké tiép (ban co6 thé chuyén cho cip trén xem xét
hodc chuyén ludn cho van thu phat hanh tuy thude vao chac vu).

2.1.5 Chuyén xir Iy vin ban di

o Ttr cira s6 xtr ly van ban chon nat “Chuyén”.

Mot menu hién ra véi danh sach cac noi tfﬁ S e i
nhén dugc goi y san. Chuyt % Chuyén Truéng phong
Z. A 2L, Trich ) ss, Trinh Pho Gidm déc
e Chon d6i tugng can chuyén toi. Hinh

» Yeu cau chuyen viéen chinh sira
Mot cira sO nhd hién ra cung voi danh %% g guyen ngusiknsi tso van ban

sach nhimg nguoi thuge doi tuong ban vira ™
chon.

o Chon tén nguoi xur 1y.
e Chon deé chuyén ti€p van ban di.

Ho va tén | Tai khoan | Bon vi ciing tac | 0 b chinh | ] D8ng xir by | . »
Tran Bidc An antd@ict-gua... Phong Ky thuit 1 [] Chuyén téi: Piang Bio Hy
| Bang Bao Hy | hydb@ict-gua... [PhongKgthuat | B [ H |
Pham Thi Trang trangpt@ict-q... Phong Ky thuat L] []
Bang Van Trinh trinhdv@ict-g... Phong Ky thuat | O
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2.1.6 Ly lgi véiin ban viva xir Iy

Khi ban gui nham dija chi hodc mudn chinh sira lai ndi dung van ban da chuyén
cho nguoi khac, ban c6 thé str dung tinh nang Lay lai van ban.

o Ttr thanh cong cu cua eOffice chon “Van ban” dé m¢ ctra s6 quan 1y van ban.

& . a

Hii thoai Lign kit Yan ban

Cira s6 quan 1y ho so vin ban hién ra.
o Chon tab “Van ban dang xir ly”.
e Chon myc “Van ban vira xir 1y”.
« Nhap chudt phai vao vin ban can iy lai. Mot menu hién ra.
« Chon “LAy lai vin ban”.

Tép Soanthdao Congoy  Trg gidp
. 82. T8 X. ¢+,
Sognthu  Tradldi  Gintigp Xéa  GlifMhén HGithosi L
Tin &8y hanh | 58 dia chi | Nhic vigc | Lign kit rss % vanban | | O, Trich o0 3
Vian ban dang i b IHﬁsu:ﬁnn\riéc | Tien kigim viin ban | Tra ciu, théing k& vEn ban |

Fem| = 09:16 AM

HéErm nay ka thir ba ngay 22 th

K24 vEn ban & chi wir by | Trich y&u vin ban
s e el | = JvE viéc: Thing béo 13 hing
4+ =3 vin ban dang lam dir L& Y L5 1n phisu trinh 1nh dso
o B2 | S tntom i -
+1 = vEn banthéng bso || —;I
4 =3 van bantheo ddi két | LOA uug wem dudng di vin ban N
+ [EF vanban aixirly (1) | TS 25 wem chi tigt vin ban pdo 16 hing
+1 =3 wiin ban dugc uy quy | Nourorry
S4 ki higu
| | 1 | |
eOffice - Yin phang dién tir, =

e Vao muc “Van ban di chd xir ly” (néu van ban vua lay lai 1a van ban di) hodc
“Van ban den cho xir ly” (néu van ban vua lay lai 1a van ban dén) dé xem van ban
vira lay lai.

Luwu y: Van ban chi co thé ldy lai khi nguoi nhdn van ban chwa mo van ban ra.
Van ban xin y kién cua nguoi khdc, khi lay lai van ban xin y kién dong nghia voi viéc

bo viéc xin y kién nay.

2.1.7 Luu vin bén vao ho so

Khi khoi tao mgt van ban di hoac két thuc mdt van ban dén hoac di, hé thong sé€
yéu cau ban luu van ban vao ho so. HO so luu van ban c6 thé 1a hd so da c6 hodc ban
tao mdi (n€u can). Muodn luu van ban vao hd so nao ban chi can chon vao tén ho so do
roi nhan Lus
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Bkav eOffice - Chon h sof d€ luu van ban =

[E- HD =d ca nhan

. 2011-H#i thi tin hoc
2011-KE hoach
2011-PMNM

H- 2012

2012-Lign théngaCKS
2013

2.2 Khéi tao mét vin ban di tra 10i cho vin ban dén:

Cac buoc khoi tao
« M6 vin ban dén can xt 1y.

e Trén ctra s6 xem chi tiét van ban chon “Tra 16i”. Mot menu hién ra.

" @ Gidy mo c B
Tép Soanthdo Chén ©phdang Trogilp

€ @ 9 © @ 0 @ Yoaww
Choytn Phinkoy Sie MmN KR  teu  Thngbbe Ty & Smovinndbd

Trch ybu : [V@ vidc: BYT- Mdi tham gla cha cdng nghé va thist bl Ving (& Clog vin & tir Cty BKAV

R i ) [ .
Unh vt : [,‘, ;I

??pwnhjnf\b [BKAV .:J « " )
[~ Thes han xi¥ § [25/04) 2008 ]| 12:00-48 AN—— Thém vin ban kn qu| I~ Vin bin uu tén xir i

Thém tai kD | -

Thém ¥ kén ol quyd Ghiam | [

m oy

BO KHOA HOE VA CONG NGHE CONG HOA XA HOI CHU NGHIA V l_P.
Poc lap — Tu do — Hanh phic

« Chon “Céng viin di”. Cira s6 Cong vin di xuat hién.
‘ . §0an thao van ban di (Gui kém tai li€u hodc soan trén trinh soan thao eOffice)
o1 chuyén van ban deé tra 101.
2.3 Chinh sira ngi dung tai liéu kém theo khi nhan van ban di
Cadc budc thuc hién
« M0 vin ban can xu 1y.

« Nhip dup chuét vao file vin ban dinh kém dé mé va chinh stra noi dung.
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B Cong van di c 8=

Tép Scanthéo Chén Onhdang Trogrip

€t & 9 @ v © e % -
Chuydn  Phén loy Sira anylén K8t thix wu  Thingbso Tedlon n
Trich yu : V@ vidc: Cong van g FPT -
Logl vin bin {céng van ~ | | Trich y&u | S5 ky hitu | Ng
6 khdn : [mwm L]
Unh v : [ovin =
Don vi soan thio =] .:_] « " »
™ Thai han xix § [ g ][ 3:15:26 f— Thém viin bin n qul I~ Vin bdn uu tén x¥
[ 3 ~
File dinh L_LThem tai ] D [S7FPT.doc (11 KB) >
kéem '

Thém g kiin gidl quyd  Ghi am | [
IYMNGNRUNW _'.”'ZLIQ ve +~ B J U S A~ EE EE i & E 3

o Luu lai nd1 dung vtra chinh stra.

2.4 Xem phién ban tai liéu kém theo khi xir ly
Cadc budc thuc hién

Qua mdi buée xir 1y, sy thay ddi cua cac tai liéu kém theo duoc luu thanh cac
phién ban khéc nhau.

Pé xem phién ban tai liéu kém theo
« M0 vin ban can xur 1y.
« Nhip chudt phai vao tai liéu kém theo vin ban.
Mot danh sach hién ra kém theo tén cua cac phién ban tai liéu da dugc chinh stra.

« Chon phién ban tai liéu can xem.

Bion vi soan thao : I 53 Théng tin va& TruyEn Thong\Trung tim CNTT-TT\Phang K¥ thudt ﬂ Thém van ban li&n quan | r
I~ Théihanxirly: |26/06/2013 ~ 12:00:35 am =

Thém tai iEu |§ Bc tong ket lop tap huan LS.drc 1 8c LB

2 M fie

$3 Xoa fik

Ll Ghira file

£ Danh diu an fie

[ Nevi nhan trong cor quan: S¢ Thing tin va Try @ Phien ban vanthutrungtam cap nhat lic 18/06/2013 10:32 AM

£3) Phién ban trannn cip nhit lic 18/06/2013 09:49 AM

Noi nhan trong co quan: 3 Phign ban quyenvt cip nhit ic 18/06/2013 09:31 AM
S& Thang tin va Truyén Théng\Trung tim CNTT ‘j auve P s 8/0g]

S¢ Théng tin va Truyén Théng\Trung tam CNTT ;:j Phin ban thuyttd cdp nhat lic 18/06/2013 07:56 AM

Luweu §: Dé mo phién ban cudi ciing, chi can nhdp dip chudt vdo tai liéu kém theo.
2.5 Két thiic xir Iy vin ban
Cac budc thuc hién
Viée két thuc xir Iy van ban dugc thuc hién khi ban da hoan thanh viéc soan thao

va ki€ém duy¢t nd1 dung ctia van ban nay.
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Pé két thiic xir Iy mot vin ban:
« M& vian ban can két thic.
« Chon “K&ét thiic” trén thanh cong cu.
-~ !

o ¥ /-T',‘T\ LY = )
- I WEIE I

Chuyén Phankai Sira  Xinykién Théngbdo  Tia ki n

o Luu van ban vao ho so.

Bkawv eDffice - Chon hd so d&€ luu van ban =

- HO sd ca nhan
2011-H6i thi tin hoc
- 2011-KE hoach
- 2011-PMNM

- 2012
- 2012-Lién thing&CKS

- 2013

Néu da co6 san ho so dé luu, ta chon ho so va nhap dup vao ho so do (hoac chon ho
so 101 nhap vao ).

Truong hop chua c6 hd so can dé luu van ban, ta Ehéi tao ho so mdi bang cach

nhap nat . Nhap tén ho so r6i1 nhap vao dé tao ho so méi, sau do

luu van ban vao ho so méi nay.

Bkav eOffice - Tao mdi hd so =

Ténhdso: | Béotad
NgLigi tham gia |
| =]
Ghi chi :

-

3. Nhap viin ban dén

Chtrc ning nhap vin ban dén chi duge sir dung cho nguoi ¢6 chire vu la Vin thu.
Néu ban khong phai 1a van thu thi c6 thé bo qua budc nay.
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Dé nhap van ban deén:
o Tur thanh cong cu cia phan mém eOffice chon miii tén x6 xuong bén canh nut
“Van ban”. M{t menu x0 xuong.

« Chon Céng viin dén. < 2 & . e

-

Ctra Sé nhﬁp Céng vin %62 GirifNh&n  H&i thoai Lién két ¥3n ban Nhic vigc

it hién,
Nhap mot s0 thong tin c6 trong ctra s6 nhap Coéng van dén nhu sau:

- Trich yéu: ghi trich yéu vin ban.

Trich véu : I V& vigc|

- Co quan ban hanh: ghi noi gui, ban

. A~ 1Y o \ , Ca quan ban hanh :
co thé go bang tay hodc chon tir danh sach |

, = BE khan :
co san. : Thuting
- P§ khan: chon mac dé khan cta van C e s l
ban Ngay van ban : |1|3."U4.l'|37
. ; , 56 trang :
- Ngay dén/di: nhip ngay deén/di cua c5.: pan |
van ban. o
| S8 van ban dén: |
) - Ngay vian ban: nh@p ngay cua van = gauy sy .
an.

Loai van ban :

- SO trang: ghi s6 trang ctia van ban. Linh vy :
Tir khoé :

|

|

|

- S0 viin ban: chon s6 vin ban luu trit. |
; Thudc nham : I
|

3

|

- S0 van ban dén: chon cach danh s6 .
Hinh thirec gl @
Ban vi nhan hi sa

van ban (tu dong hodc bang tay).

| K {8 KN | K | KN RN | K | K0 RN {0 | K3 { K3 K3

- S6 ky hiéu: ghi sd k¥ hiéu cua van
y ° & y s [ Théi han xir ly:

=l

ban.
- Loai van ban: ghi loai van ban.
- Linh vwe: ghi linh vuc ctia vin ban tir danh sich co san.
- Twr khéa: chon tir khoa cia van ban.
- Thu¢c nhém: chon nhém van ban.
- Hinh thire giri: chon hinh thirc chuyén cta van ban.
- Pon vi nhén ho so: chon don vi nhan hd so kém vin ban.
e Scan van ban:

Sau khi nhap thong tin van ban, dé dwa ndi dung vin ban vao eOffice ¢ 3 cach la:

Gl 1: i i dung i bin il inh

+ T ctra s6 Cﬁng van dén Ch()l’l menu Tép Soanthdo | Chén PBinhdang Trggidp
“Chen”, mot menu hién ra, chon “Hinh anh”. €& ¢ Ckemfie P
A 3 b A A , N N Trich yéu ; Pudng ngang
dén file anh, ban chi can nhap dup chudt vao .
, J s As 1A e v Coguanbanhanh:  sjgy lign ket
file &nh mudn chén rdi nhan “Open”. o
£6 khén : Thuing =]
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Cidch 2: Quét van ban truec tiép tir mdy Scan

Cach nay duoc sir dung néu may scan dugc ndi truc tiép voi may tinh cua vin thu.
+ Tl ctra sO nhap cong van dén nhip chudt vao nat co biéu tugng chiéc may
Scan 3
+ Chon tham s anh.
+ Chon nut “Quét anh” dé quét noi1 dung van ban.
+ Chon niit “Chuyén anh” dé dua noi dung vin ban di quét vao vin ban dang
xu ly.

Quét tai liéu =

Xem krudc C3u hinh

| H 5| =il ot © Luu file dudi dang:
%] @) @ 4] 21] | ] @y pedm

T¥ 1€ nén anh| 65 =] o
D6 phan gidi
I 100 dpi - I
Kigu anh
IMéu RGE - I
Kich thuédc anh
IGn'.‘r nguyén - I
Tén file anh

image

* Quét 1 mat
" Quét 2 mat

v Ding giao dién coa
scanner

e Luu csu h‘lnhl [~ OcR

- Quét anh |
~» Chon scannerl

Trangl 'I trong t8ng s5 O trang aI EI X Boqua

Nhan nit “Chuyén” d¢€ chuyén van ban nay cho lanh dao hoac nguoi lién quan.

(Ban c6 thé thém cac van ban lién quan hodc tai li€u trude khi chuyén van ban
bang cach nhan vao cac nit JMEm ¥an ban kn quan | va Thém tai iu |)

32



& Cong vin dén e o ®
Tép Sosnthéo Chén Ewmhdang Trggilp

¢ o v e uwud e 9
Chuyén Phinloal Sita Binguirky KStthic Luus Théngbso Tk  In

Trich y#u : |V vidic: HG trg hop tée

Cdmmm:lwmm :J
Byt [Thustng =] | Trich yéu [ S8k hidu | Nouit i
higdy dén : 1104107 =]

Nody vinbdn:  [[04/07 =]

58 trang : m < ¥

58 viin bdn : [cérg vin w({ Thém v bén bén quan D"h'hbhuhh&nxi.rﬁ'

¥ 53 vn bdn 86n: [47-11042 =]

I~ séwyhigu:  [TEST-CVL =
mﬂﬁ'lbdh: W?rm l’i
Linh vy - Khoa hoc w4, Thém téi by |29

=

Cdch 3: Scan van ban thanh file .pdf

Véi cac van ban dugc scan thanh file .pdf thi dua ndi dung vin ban vao bang
céch bAm vao nat TEMBE | va dinh file pdf d6 vao.

4. Phat hanh Vian ban di
Phat hanh vin ban 1a budc cudi cung cua qud trinh xtr 1y vin ban di, budc nay
duoc thuc hién tai Van thuw.
Pé phat hanh vin ban di

0~ 5 A , \ Cong van di
« M6 véin ban cAn phét hanh,

Tép Soanthdo Chén Binhdang Trogidp
C e 9P e ©i

o Chon Chury&n . M(}t menu hién ra Chuygn Phénloai Sira  ©8ngxirky Kek thic
___] Luru @ va phéak hanh ndi bd

e Chon “Luu so va phat hanh ra ngoai”.

IR

ﬂ Liru 5B va phat hanh ra ngoai

Mot cira s6 nho hién ra cho phép ban dién mot | 8 chuy8in ngud nhip vén bin
s0 thong tin trude khi phat hanh.
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Luru 56 va phat hanh

S8 van ban ; |C6ng vin & ﬂ Ban i luu ban chinh
v seikjhigu:  [47-12042007jCv-Bras  w| | D%
e+ - - S
Mguri kg : |G|am déc <giamdoc@bkan - | []Exna
Tir khod | kKhoa hoc J [ smartHome
Mgy ban hanh ; 12/04) = Sotrang: || -
Soban: |2 v
Bon v luu ban gdc : | BrIS\Software | |< »
Mal k& van ban ngodi cd quan: j Mol nhén v3n ban trong oo quan |
[ ] G dén Himn thur sfax & |® [JBKkav
[ | B& ndi vu boinohvu@bl... 04.768. + [Aexis
[ |v&nphong qu... hoangnt@bl... 1 A
Q ¥3n phang Tr... hd [ smartHome
4 » £ »

« Nhap cac thong tin can thiét trong cira s6 Luu s6 va phat hanh.
« Chon “Pong y” dé két thiic.

5. Uy quyén xir Iy vin bén
Uy quyen 1a viéc trao quyén xir 1y van ban cho mét ngudi khac trong co quan. Qua

trinh Gy quyén trén hé thong eOffice ¢ dic diém sau:

- Van ban chuyén dén nguoi uy quyén dong thoi sé duoc chuyén dén cho ngudi
duoc uy quyeén.

- Van ban dugc xtr Iy néu ngudi uy quyén hodc nguodi dugce iy quyén xur ly. Néu
mot trong hai ngudi xtr 1y thi nguoi con lai coi nhu cling da xu 1y van ban nay

Pé ity quyén xir Iy vin ban cho ngudi nao dé:
« Trong cira s6 quan 1y van ban, chon Tab “Thong ké viin ban”.
« Chon “Uy quyén” trong muc Quén tri hé thong.

« Chon “Tao méi”.

34



& Bkav eOffice - 5§ Thong tin va Truy&n thing Quang Ngdi

Tép Soanthdo Congcu Trd gidp

A .8 & @ X & & . @ .

Soan thur = Iisi TalL Ca [EN i et GUrifMh3n  HGi thoai Lign ket Wan ban

Tin digu hanh X van ban | S5 dia chi | Lign ket RSS |

Van ban dang xtrhy | H& sa céng vic | Tim li&m van ban  Tra ciiu, théng k& van ban |

E:., Trf'ong quan | I

® |/ Canhan Noui duge by quyén Ngay bit ddu
[/ Van ban dén ndi bd nhan dwgc 1
[£0Van ban dén ndi bé g &
| /HS so cd nhan
|c788 van ban
|-V an ban dén nam
|£/Van ban & nam
|/ Van ban da g &
|-V an ban da soan thao
[Vanban dén da x Iy
[CVan ban & da e Iy
|/Van ban theo d&i hdi béo
|/ Tim kiém van ban
= [/ Quan tri hé théng
/Uy quyen

« Chon Phong, ngudi dugc uy quyén, loai van ban uy quyén, thoi gian Gy quyén,
hiéu luc va ghi cha trong mau cap nhat uy quyén.

« Chon “Cép nhat” dé hoan tat.

Mau cip nhat dy quyén
Chon

phong |\S& Théng tin va Truyén Thang\Trung tam CNTT-TT\Phéng Ky thudt |
Danh sach can ba theo phong
i Ho tén
2 antd @ict-guangngai.gowv.vn Tran Birc An
Ngudh duac iry quyén [l hydb@ict-quangngai.gov.vn Bé&ng Bao Hy
'l thuyttd @ict-quangngai.gov. vn Truong Thi Diéu Thuy
'l trangpt@ict-quangngai.gov.vn Pham Thi Trang
'l trinhdv @ict-quangngai.gov.vn Bia&ng Van Trinh
1
Loai van ban [ T4t ca cac loai van ban =

Thii gian bit dau |21far2013
Théi gian két thiic I22IE'»’2[]13
r

Hiéu lu'c

»

Ghi chii |

Cap nhat

Pé x6a Uy quyén, ban thye hién cac buéc sau:

« Trong cira s6 quan 1y van ban, chon Tab “Thong ké viin ban”.
« Chon “Uy quyén” trong muc Quan tri h¢ thong.

« Chon miu ty quyén can xoa.

e Chon “Xéa”.
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Ngudi duge by quyén Ngay bat dau Ngay két thic Higu lud Xoa [Siia
Khéng X |7

L& Thanh Mam

1

14

Luu y:

- Ngay két thiic cia mau ity quyén can phdi lén hon ngay bdt dau cia iy quyén.

- Trong truong hop ta can tao iy quyén cho mgt nguoi nhung trong danh sdch
nguoi dwgc uy quyén da co nguoi do thi ta can phdi xéa madu ity quyén hién cé ciia
nguoi do réi méi tao méi duoc.
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