Tai liéu HDSD danh cho chuyén vién
Phan h€ Quan ly van ban
1 Thém van ban di

Nguoi dung click menu [Thém van ban di tir chuyén vién] trén man hinh trang
chu nhu sau:
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Khi d6 hé théng hién thi man hinh nhu sau:
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Nguoi dung nhép cac thong tin van ban di:

- Trich yéu (bt budc): Trich yéu cua vin ban di.
- Hinh thtrc (bat budc): Hinh thic cta vin ban di.
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- Do khan (bat budc): DO khan cua vin ban di.
- Linh vyc: Linh vuc cua van ban di.
- DPon vi soan thao: Mac dinh 1a don vi ciia nguo1 khéi tao van ban di.
- Loai van ban: Loai van ban cua van ban di.
- Han xur ly: Han xtr 1y cia van ban di:
- Hinh thirc sao: Hinh thirc sao cua van ban di.
- Ngay tao: Ngay tao cua van ban di.
- C6 van ban gidy: Tich chon néu xac dinh vin ban di nay c6 van ban gidy.
- File dinh kém: File dinh kém c6 thé duoc tai 1én bang 2 hinh thirc
= Quét tai liéu tr may scan: nguoi dung cai plugin cho may tinh, khi dé nguoi
dung scan tai li¢u, click nut [Quét tai li¢u], hé théng s€ ty dong dinh kem file
scan.
= Tai tap tin san c6 tr may tinh.
- Van ban lién quan: Céch thirc thuc hién tuong tu file dinh kem.
- Nbi dung xur Iy: Nhap noi dung xir Iy néu c6 dé ngudi xir 1y tiép theo cb thé co
nhiéu thong tin dé xir 1y hon.

Nguoi ding c6 thé xem ludng xtr 1y ctia vin ban bang cach click tab [So d6 ludng
van ban] nhu sau:
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Luu van ban:

Sau khi nhap cac thong tin van ban di, ngudi ding chua mudn thyc hién chuyén
van ban, c¢6 thé luu van ban dé sau d6 xu 1y tiép, nguoi dung click [Luu], hé thong
s€ Iuu van ban vao menu [Van ban di].



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

Sau khi nhap cac thong tin vin ban di, nguoi dung c6 thé thuc hién chuyén vin
ban theo ludng quy trinh bang cach click vao nut [Chuyén], chon ddi tuong can
chuyén & budc tiép theo.
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Khi d6 hé théng hién thi danh sach nguoi dung theo ddi tuong duoc chon.
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Ngudi dung chon 1 ngudi xtr 1y chinh, c6 thé chon nhiéu ngudi dong xur 1y va
nhiéu ngudi dong guri.
= Néu chon nguoi xir Iy chinh => nguoi dung d6 s& tryc tiép xtr Iy vin ban
theo quy trinh.
= Néu chon nguoi xtr 1y 13 dong xtr Iy => nguoi dung d6 sé& cho ¥ kién vao
qué trinh xtr ly.
Click [Chuyén] dé hoan thanh viéc chuyén cho ngudi & bude xir 1y tiép theo. Khi
d6 van ban s& duoc ty dong chuyén vao menu [Vin ban di xu 1y].

Luén chuyén (nit chire nang nay sé an hién tuy thudc vao quy trinh thue té ciia
don vi):

Ngoai ra, ngudi dung c6 thé thuc hién lun chuyén cho cac chuyén vién khac,
bang cach click [Luan chuyén], dé chon chuyén vin ban cho can bd khac xtr Iy. Khi d6
vin ban s& dugc ty dong chuyén vao kho [Vian ban d3 xtr 1y].

Xin y Kién:
Nguoi ding click tab [Thong tin ¥ kién]
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Nguoi ding nhap noi dung xin y kién hodc tai file dé néu ndéi dung mudn xin y
kién.

Nguoi dung click [Xin y kién], khi d6 hé thong hién thi toan bo danh sach ngudi
dung:
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Nguoi dung chon mdt hodc nhi€u nguoi can xin y kién, click [Xin y kién] dé
hoan thanh viéc xin y kién.

1.1 Xirly van ban di

Nguoi dung click menu [Van ban di] dé xem danh sach vin ban cho xir 1y:
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Nguoi dung chon 1 vin ban trong danh sach, hé thong hién thi thong tin vin ban va
lich st xtr ly van ban nhu sau:



Tai liéu hudng dan hé thong “Quan 1y van ban diéu hanh VNPT”
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Nguoi dung click [Xir Iy] dé thuc hién xtr Iy vin ban, khi d6 hé thong hién thi
man hinh nhu sau:
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Nguoi dung c6 thé xem thong tin va nhin chuyén xtr 1y vin ban di, tong hop v
kién xir 1y, xem so do luéng van ban.

2 Xirly vin ban dén

Nguoi dung click menu [Van ban dén] dé xem danh sach van ban chd xu 1y:



Tai liéu hudng dan hé thong “Quan 1y van ban diéu hanh VNPT”
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Ngudi ding chon 1 vin ban trong danh sach, hé thong hién thi thong tin vin ban
va lich st xtr Iy van ban nhu sau:
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Nguoi dung click [Chuyén xt 1y] dé thuc hién Chuyén xt 1y vin ban cho cic ca
nhan khac xu 1y:
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Néu chuyén xir Iy hodc chuyén théng bdo t6i phong ban thi trudng phong/trucng
ban sé la nguoi nhdn van ban cho phong/ban do.

= [Tra lai]: Chuyén vién c6 thé tra lai vin ban minh da nhan duoc trong kho vin
ban dén.
= [Vin ban tra 16i]: Tao vin ban di dé phtc dap.
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= [Két thiic vin ban]: truong hop chuyén vién da xur 1y xong vin ban va mudn két
thic qua trinh xtr ly van ban.



