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iDesk 5.1 Phién ban 0.2

Tai liéu hudng dan sir dung vin phong dién tir Ngay 19/04/2016

1. GIOI THIEU

1.1. Gi6i thiéu tdng quan

Trong hé thong quan tri mang dong vai tro rat quan trong trong phan mém khoi tao
tai khoan, cip quyén ngudi dung theo chtc danh (vin thu, chuyén vién, lanh dao
phong, 1anh dao co quan, don vi), khi tao cac dit liéu co ban ban du cho nguoi ding
trudc khi st dung nhu khai bao don vi, gan can bo dai dién nhé,n van ban, dong bo to6
chuc lién thong, tao cay t6 chuac nguoi dung theo phong ban, cau hinh dir ligu, tao va
cap so van ban, cau hinh tam vuc gigi han chuyén xi ly,...

1.2. Muc dich

Tao ra cac nhom chirc nang, phong ban va thong tin nguoi dung (tai khoan) véi cac
phan quyén khac nhau, ding dé phan nhitng nguoi dung vao tirng nhom di duoc phan
quyén (van thu, chuyén vién, lanh dao phong, lanh dao co quan, don vi) dugc phép
lam trong chirc ning nao cua hé thong.

Tao ra cac danh sach don vi bén trong hé théng (don vi con) cua don vi cha. Sau d6
s€ thém mai cac Phong ban, nguoi dung thugc phong ban nao sé dugc phan céng vao
tirng phong ban d6 mot cach chi tiét.

CAu hinh céc thdng tin cia chirc ning, tao s6 vin ban, va tao ra cac biéu mau.

2. PANG NHAP HE THONG

2.1. Pang nhap

Nguoi dung mudn str dung hé thong iDesk, bat budc phai dang nhap véi tai khoan cua
minh.

Cdc budc diang nhap:

- Bwgc 1: GO duong dan vao phan mém (vi du: idesktest.inetcloud.vn) > sau d6 nhan
Enter.

- Buwgc 2: Nhap tai khoan va mat khau dang nhap nhu hinh sau:

Dich vu iCloud Platform.

i 1dng nhap tai khodn va mat khdu dé& si¥ dung hé thdng

nhitty @thunghiem.inetcloud.vn

Ghi nhé t6i Quén mat khau ?
Bang nhap

Copyright @ 2006 - 2016 iNet Solutions Corp.. All rights reserved.

Hinh 1: Man hinh déing nhap
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iDesk 5.1 Phién ban 0.2

Tai liéu hudng dan sir dung vin phong dién tir Ngay 19/04/2016

- Bwgc 3: Sau khi nhap thong tin day du, bam vao "Ping nhap" dé vao hé thong
iDesk.
2.2. Ping xuit

Nhap chuot vao bicu tugng hinh tam giac ngugc mau trang ké bén goc phai cua tén
tai khoan dang duoc dang nhap. Sau d6 nhap chuot vao chirc nang “Ddang xuat”

@ ) I'Ii :}:mi'r&ui'

& Théng tin ¢4 nhan

,o, D3 vao sé @ Tam vuc ngudi ding

— . . .|l Uy quyén
(0) Khdngcdvan

& Vaitro

® Ding xuit 2

Hinh 2: Man hinh ding xudt
2.3. Poi mat khau
- Buréc 1: Nhap chudt vao biéu tugng hinh tam gidc mau tréng ké bén géc phai cua tén
tai khoan dang dugc dang nhap. Sau d6 nhap chudt vao chirc niang “Thong tin ca
nhan”

[ €) Thdng tin ca nhan

\ | @, M3 khéa (rng dung

& Thay ddi mat khau

& Théng tin ¢4 nhan

® Dang xust

(1) (2)
Hinh 3: Man hinh thay déi mdt khau
- Bwgc 2: Thyc hién viéc thay déi mat khau theo trinh ty nhu sau:
- Nhap lai* mgt khau cii”
- Nhép“matkhauméi”
- Nhap lai xac nhan “mat khau mgi”
- Chon “cdp nhgt” dé hoan thanh
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iDesk 5.1 Phién ban 0.2

Tai liéu hudng dan sir dung vin phong dién tir Ngay 19/04/2016

THAY BOI MAT KHAU

Vui long nhap mat khau cii va mat khdu méi dé thay doi.

Mat khdu cii (*):
Mat khdu mai (*):

Xac nhan mat khdu ()

+ Cap nhat C Xéa tring

Hinh 4: Man hinh thay déi mdt khau

3. CHUC NANG

3.1. Quan trj hé thong

Sau khi cai dat h¢ théng trén may chu, nguoi quan tri s& vao hé thng Firmadmin
(Quan tri h¢ thong) dé khei tao thdng tin ngudi dung (tao tai khoan va phan quyen de
c6 quyen dang nhap vao phan mem).

Cac bwérc thyc hién:

- Buéc 1: Tir man hinh click chudt vao bidu tugng tng dung fo=d

- Buéc 2: Sau d6 bam vao biéu tuong E=3 dé vao quan tri hé thong, man hinh xut
hién nhu sau:

& Quan tri hé théng

8 Quan tri nguoi ding v A Héthdng > Théng tin ngudi ding @ ﬂ
Thang tin nguai ding =

Phéng ban : o il
Q Hiénthi1-10trongtongsé15 W < 1 |> MW &

Nhom chirc nang

i Tai khoan Ho va tén Phong ban
B He thong v
test@inetcloud.vn iNet Solutions Test [iDesk] Van thu, [iDesk] Quan tr hé thing, [iDesk] Chuyén vién, [iDesk] Lanh [
5 Thanh toan dao phong, [iDesk] Lanh dao co quan, don vi, [iDesk] Quan tri hé théng
Firmadmin

il Theo ddihé théng v R A .
r nhitty @thunghiem_inetcloud vn Tran Thi Yén Nhi [iDesk] Van thur, [iDesk] Quan trj hé thong, [iDesk] Chuyén vién, [iDesk] Lanh [

dao co quan, don vi, [iDesk] Quan tri hé théng Firmadmin

dacnhan@thunghiem.inetcloud.vn Bui Dac Nhan [iDesk] Van thyr, [iDesk] Quan tri hé théng, [iDesk] Chuyén vién, [iDesk] Lanh D
dao phong, [iDesk] Lanh dac co' quan, don vi, [iDesk] Quan tri hé théng
Firmadmin

Igtung@ineteloud vn Lwrong Quang Tung IT, BOD, [iDesk] Van thu, [iDesk] Quén tri hé théng, [iDesk] Chuyén vién u

[iDesk] L&inh dac phéng, [iDesk] Lanh dao co quan, don vi, [iDesk] Quan tri hé
théng Firmadmin, [iDesk] Bon vi ngeai béo c4c két qua thy hién chi dao,
[iDesk] Dang ky lién thang

vanthu@thunghiem inetcloud vn Van Thr [iDesk] Vn thir D
truongpheng@thunghiem.inetcloud.vn  Tredng Phong [iDesk] Lanh dac phéng u
giamdoc @thunghiem inetcloud vn Giam Bbc [iDesk] Lanh dac ce quan, don vi (]

Hinh 5: Man hinh qudn tri hé thong

3.1.1. Tao thong tin nguwoi dung

Chtic ning nay gilp QTM tao méi tai khoan va phan quyén st dung twong Gng Voi
chuc danh cho nguoi str dung.

Dé tao tai khoan nguoi dung méi thi tir man hinh “Quan tri nguwoi dang” = chon
“Théng tin nguwoi dang” = bam vao nit thuc hién tiép cac budc nhu sau:
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Tai liéu hudng dan sir dung vin phong dién tir Ngay 19/04/2016
'w 3 I I ™

chie vy Gion tinh +  Dung lugmg W

Hinh 6: Man hinh tao mdi théong tin nguoi dung

- Buéc 1: Nhap thong tin nguoi ding gdom: Tai khoan, Ho va tén, thu dién tir, chuc
Vu...

e Tai khoan: Tai khoan ding nhap vao hé théng phan mém

e Ho vatén: Ho va tén cua nguoi dung

e Thu dién tir: Nhap dia chi email c6 thuc dé hé théng phan mém giri mat khau

cua tai khoan khi tao thanh cong.

Luu v: cac trudng c6 dau sao (*) 1a truong bat budc phai nhap.
-Bwéc 2: Phan quyén han nguoi s dung tuong Gng véi tung vai tro: Van thu,
Chuyén vién, Lanh dao phong (Trudng phong/ Pho trudng phong), Lanh dao co quan,
don vi (Chu tich, Pho chi tich, Giam doc, Pho G, Giam doc TT, Pho G TT)
- Buwéc 3: Nhan nut =151 d@é hoan thanh.
Truwong hop dic biét:

DPéi Véi nhitng don vi da sik dung thu dién tir thi khi sz dung thém phan mém VPPT
thi chi can dung 1 tai khodn giong nhur tai khodn cia thw dién tir dé dang nhdp vao
phan mém. Thao tac khai bao tai khodn dira trén tai khodn thur dién tir dwoc thuc hién
nhw sau:

- Phan théng tin ngwoi ding = 6 Tai khoan(*): nhdp tai khodn thur dién tir = sau do
nhdp vao biéu twong @ hé thang sé tw déng cdp thong tin Ho va tén, thu dién tir cua
nguroi ding = tiép theo phan quyén theo tirng vai trd cia ngwoi ding = Nhdn nit
|Z15TT 76 hoan thanh.

- Mdt khdu déing nhdp vao phan mém VPPT chinh la mat khau cia thw dién tir (Néu
nguroi ding quén mdt khau thi OTM vdo lotus dé reset lai mdt khdu cho ngueoi ding).
3.1.2. Phong ban

Trong phong ban hé théng da ciu hinh sin cac chic ning quyén han cho: Vin thu;
Chuyén vién; Lanh dao phong; Lanh dao co quan, don vi; Quan tri hé thong; Quan trj
firm admin...
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Phién ban 0.2

Tai liéu hudng dan sir dung vin phong dién tir

19/04/2016

Ngay

Tén nhom

M6 ta

[iDesk] Chire néng cho ngurér quén tri nghiSp vu

| | [iDesk] Chirc ning bét budc cha nguéi diing ding céc
chirc ning lién quan @n vén bin

[iDesk] Chirc néng cho nguér quén tri hé thing

| | [iDesk] Chirc néng bit buc op cho ngudi ding trong hé
thing

[iDesk] Chire néng quén tri hé thing firmadmin

«| | [iDesk] Chirc néng chung cho ngurdi ding sir dung hé
thing "

[iDesk] Thing ké finh hinh xir i vén bin

v| | [iDesk] Theo ddi tinh hinh xir j vén bén ddén
[iDesk] Theo déi finh hinh xir iy vén bén du thio
[iDesk] Xir by cdng viéc
[iDesk] Xir i hd so cfing vide
[iDesk] Théng ké tinh hinh xir i efng vide

| | [iDesk] Bao céo 50 vén ban di

i SR S
| Desk] Bao cao 50 van ban dan

iDesi] Chire néng ¢ Jedpifre ning chinh cdBarieda’virthe

Chirc néng cho nguréi quan tri nghigp vu

R N - . S PN,
Chirc nang bat budc cho ngurdi ding ding cac chire nang lién quan den van bén

Chirc niing cho nguréi quén tri hé thiing

Chirc niing bét budc ofip cho nguréi diing trong hé thing

Chire néng quan tri hé thing fimadmin

Chirc niing chung cho nguréi diing =i dung hé thing

.
hong ké tinh hinh xir i van bén

- N p—
heo dai tinh hinh xir by van bén dilden

Theo ddi finh hinh xir b vén bén du thio
Hir by cong viec

wr ra i d . -

XIr bj ho so cing vidc

R -
hang ké tinh hinh xir Iy cdng viéc

Béo céo 0 vén bén d

SR S Py
Bao cao 50 van ban Jen

Hinh 8: Man hinh nhém chec nang chinh co ban

3.1.3. Nhém chire niing

Tuwong (tng Vai tirng chirc nang chinh ¢ phong ban thi & nhdm chirc nang sé c6 nhirng

chtrc ning con dé cip quyén cho cac ¢

Vi du: Chtc nang cho nguoi quan tri nghiép vu thi nhdm chirc nang duoc chon thém

quyén nhu sau:

hirc nang chinh & phong ban.

Tt man hinh nhém chie nang = chon t&n nhdm chire ning can thém quyén:

%% Quan tri nguoiding v | @& Hethéng > Phong ban
Théng tin ngurdi ding
=
Q Hiénthi1-9trongtongs69 M < 1 | > M
Nhém chirc néng
Tén phong ban Mé ta
£ He thong v
[iDesk] Van thu Van the
5 Thanh tean i i
[iDesk] Quan tri hé théng Quén tri hé théng
Theo di hé thd
I TEEEiSing - @ [iDesk] Chuyén vién . e N Chuyén vién
Ving hién thi cac phong ban
[iDesk] Lanh dac phong Lanh dac phéng
[iDesk] Lanh dac co quan, don vi Lanh dao co quan, don vi
[iDesk] Quan tri hé théng Firmadmin Quan ti hé thong Firmadmin
[iDesk] Bon vi ngoai bao co két qua thy hién chi dao Bon vi ngoai bao cao két qua thy hién chi dao
IT IT department
BOD Board of Directors
Hinh 7: Man hinh hién thj phong ban
Phang ban = . -
Théng fin phong ban
Mhém chire néng
| Phing ban (*): [iDesk] Van thu |
}g Hé thang V =
Méta (7): “an the
= Thanh toén B L
Nhom chirc nang
Ml Theo ddi hé thang ~
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iDesk 5.1 Phién ban 0.2

Tai liéu hudng dan sir dung vin phong dién tir Ngay 19/04/2016

M Quan trf ngui diing v A Hethéng > Nhom chirc nang

Théng tin nguréi diing

Phong ban
Q Hi
v Nhém chirc nang

Tén nhom Mé ta

K Ha théng w
[iDesk] Chirc ning cho nguwdi quan tri nghiép vu Chire nang cho ngudi quan tri nghiép vu

=] Thanh toan .
[iDesk] Chire ning bat bude cho nguéi ding ding cdc chire ndng  Chire ning bat bude cho ngudi ding ding cac chirc nang lién quan dén van ban
. s s s lién quan dén van ban

Wil Theo dbi hé thong v

[iDesk] Chire ndng cho ngudi quan tri hé théng Chire nang cho nguéi quan tri hé théng

[iDesk] Chirc nang bt budc cip cho nguii ding trong hé thing Chirc néng bt budc cap cho nguéi ding trong hé théng
[iDesk] Chirc nang quan tri hé théng firmadmin Chirc nang quan tri hé thdng firmadmin

liDesk] Chite nAna chung cha noedi diing s dung ha théng Chite n&na chung cha s diing s dung ha théng

Hinh 9: Man hinh tén nhém chic nang

Sau khi chon tén nhdm chtic nang = chon quyén can thém (hién tai da chon nhitng
quyén can c6 cho ngudi dung):

Théng tin ngwdi ding € Quay lai

Phéng ban

Théng tin nhém chire nang

»  Nhém chire ning

£ Hé théng v

Nhém chire ning (*): [iDesk] Chirc ndng cho ngudi quan tri nghiép vu

Mé ta (*): Chirc ndng cho ngudi guan tri nghiép vu

B Thanh toan
Nhom chire nang

sl Theo dai hé théng v

Q
Tén nhém Mé ta
idk.adm.org Manage organization
idk_edoc statistic Statistic for electronic document process
idk.edoc . processdraft Process draft electronic document
idk_report_proedsitsta Report process electronic decument situation statistic
v|  idk.adm. supervision Manage supervisicn sphere
v| idk.adm.dict Manage dictionary
idk.edoc .outbook Out going electronic document book
idk.report.sperecsit Report receive electronic document situation for specialist

Hinh 10: Man hinh thém quyén cho nhém chize ndng

3.2. Quan tri dir liéu
Bat ky mot tng dung phan mém nao ciing déu ¢ phan quan tri phan mém, ngudi
QTM ddng vai tro quan trong trong viéc van hanh wng dung.
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iDesk 5.1 Phién ban 0.2

Tai liéu hudng dan sir dung vin phong dién tir Ngay 19/04/2016

DPé vao quan tri phan mém, tir biéu twong tng dung E= click vao va chon
man hinh quan tri van phong di¢n ti hién ra nhu sau:

1V&n phéng dién i

A Quantri dir liéu > Bonvi

Trang chi

Quan tj di¥ ligu v # Khai bao coquan | & Déng bd 6 chirc lién théng
Pon vi ‘ Loal don v (*): Don vi bén trong hé théng v Madonvi() CO DANG: 00.00 ADD
hom don vi bén ngoai Tén don Vi (*): Tén don vi chu guan:
4u hinh Tén midn: Tuy chon: Ca sb van banriéng | | Cho phép lién théng

Au hinh hién thi théng tin | . .
. Ky hiéu ban hanh (*):
/N ban

g ki dia chilién thong | C3N B9 NN van ban (): &  DBiachilién théng :

[T5 chirc ngudi ding Khoa truy cap : Khéa bi mat :

Jauan 1y ngurai dai dién Tir khoa Q Hignthi0 Otongtngsé W ¢ 0 > W &
Quantringhiépvu v STT Ma don vi Tén don vi Tén don vi chi quan

Hinh 11: Man hinh quan tri diz liéu

3.2.1. Pon vi
Co quan don vi giup nguoi quan tri quan ly thong tin cua cac co quan bén trong
cling nhu bén ngoai don vi cua minh.

3.2.1.1. Khai b&o co quan
Viéc tiép theo sao khi tao thong tin ngudi dung 14 khai bao co quan nhu : Ma co
quan, tén co quan, ky hiéu ban hanh, can bo dai dién nhan van ban,...

b Quan tri div ligu v I:I
Bon v ‘
Nhém don vi bén ngoi '; Khai bao don vi

Céu hinh N

M3 co'quan (°): | IIENERE

Cau hinh hién thi thang tin

van ban

Déing k' dia chi i&n théng Tén cor quan (*): | S& Thong tin va Truyén Théng ti

Té chire ngurdni diing R )
Ky hiéu ban hanh (*): STTT

Quan lj ngudi dai dién

(& Quintinghigpvu Tén co quan chi quan : | Uy ban nhan dan tinh Dak Lak

Tén mién: | givb.tiit daklak gov.vn
Can bé nhin van ban: -
Tiy chon: | Cho phep lién théng

Bia chi lién théng : |

L *® Dong

Hinh 12: Man hinh khai bdo co quan

Cac buoc thuc hién:
- Buoc 1: Tar man hinh quan ly “Pon vi” - chon “Khai bao co quan”
- Buéc 2: Xuét hién truong mot khung “Khai baoe don vi” > nhap cac thong tin nhu:
Ma co quan, tén co quan, ky hiéu ban hanh, tén co quan chu quan, cadn bo nhan van
ban,...
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Tai liéu huéng dan sir dung vin phong dién tir

Ngay 19/04/2016

- Buéc 3: Sau khi nhap céac thong tin cho “khai bao co quan” = chon “Luu” dé hoan

thanh thao tac khai bao.

Chu thich:
TT Tén truwong Phwong thic nhap Ghi cha
1 |Ma co quan (*) Nhap md co quan c6 dinh dang Mbi co quan s& c6 ma co quan khac nhau
00.00.A00 (so thi# tw cdc don vi con.So |theo TC cua BO TTTT

thit tw co quan, don vi trong tinh.Ma
tinh)

Vi du: S& Y té tinh Pak Lak >
00.18.H15,

+ TTy té dy phong > 01.18.H15

+ CC dan s - KHHGD - 02.18.H15

Tén co quan (*)

Nhap tén co quan dung trong hé thong
iDesk

Ky hiéu ban hanh (*)

Nhap ky hiéu ban hanh cua co quan

Vi du: - S& Théng tin & Truyén thong >
STTTT )
-S6Yte>SYT

Tén co quan cha quan

Nhap tn co quan chu quan cua h¢
thong

Tén mién

Nhap tén mién cia hé thong

Vi du: - glvb.yte.daklak.gov.vn
- vpdt.sgtvt.binhdinh.gov.vn

Tuy chon: [JCho phép
lién thong

Check vao 6 néu co quan ¢ lién thong
van ban

Cén bd nhan van ban

Chon cén bo van thu cia co quan dé
dai dién nhan,vén ban lién théng tu
CQ khé&c gui dén

7 |bia chi lién théng Nhap dia chi trung tdm lién théng
8 | Khda bi mat Nhap khoa bi mat Khoéng bat buc nhap
9 |Khoa truy cap Nhap khoa truy cap Khong bt budc nhap

Nhing truong c6 dau (*) la nhitng truong bat bugc phai nhap.

3.2.1.2. Pong bg té cheec lién thong:

Hé théng cho phép gui va nhan vin ban tir trung tdm lién thong, dé lam duoc diéu

nay ban phai thyc hién “Pong bg té chirc lién théng” nhitg don vi ¢an giri/nhan vin
ban vé h¢ thong.

co quan, don vi da dugc dang ky lién thong:

Tir man hinh “Pon vi” chon s& xuat hién man hinh tén nhing
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Don vi lién théng
Tir khoa Q Hién thi 161 - 166 trong tongs6 166 W < 9 | > W o
Méa don vi Tén don vi bia chi Email
26.10.H15 Van phong BCH Phong chéng thién tai info@inetcloud.vn
11.00.H15 \fﬁn phong Boan BBQH va HEND tinh Bak info@inetcloud.vn
Lak
02.16.H15 Boan ca mua dan toc info@inetcloud.vn
12.00.H15 Boan dai bidu Quéc hai tinh Bak Lik info@ineteloud.vn
01.00.H15 Boan dai b@éu Quéc héi va Hai ddng nhan info@inete loud.vn
dan tinh ik Lak -

Hinh 13: Man hinh nhiing don vi lién thdng

Click chon nhitng co quan, don vi ma co quan ban s¢€ lién thdng gtri/ nhan van ban
qua lai. Hodc ban khong can chon timg co quan, don vi thi click chudt vao
dé lay tat ca cac co quan, don vi Vé.

@& Trang cha A& Quantidit igu > Bonvi
2 Quan i dir ligu v # Khai bao coquan | £ Dang bd 16 chirc lién théng
o Gzt ‘ Loai don vj (*): Don vi bén ngoai hé théng v Madonvi(): 00.02.H15
Nhém don vi bén ngoai Tén don vi (*): S& Cang Thuong finh Dak Lak Tén don vi chil quan:
Cau hinh Tén midn: Tay chon: | Cho phép lién théng
CAu hinh hién thi théng tin . o
van ban Tatca A Tir khoa tim kié Q Hiénthi1-20trongtongs6168 W < | 1 | » M 4
Té chire nguéi ding STT Ma don vi Tén don vi Tén don vj chi quan
Quan I ngudi dai dign 1 o4H2HIE Trung Tam-Xoe TiéeDiu T Biéu twgng don vi bén trong hé théng S& Ké Hoach va Bdu Tu [#]=
& aunuirgiepv v | 3 ] oocoss & Cong Thuong tioh P2k 156 piéy tuqng dom vi hén ngodi hé thing []=
3 [ 0008HiS S& Ngoal Vu tinh Bk Lik [#] =]
4 @ 00.04HI5 S& Giao théng van 1ai tinh DAk Lik ag
5 |[jg  00.00.B10 58 Lao déng Threng binh va X3 héi ag
6 [ 01.14HI5 S& Théng tin va Truyén Théng tinh D3k Lak ag

Hinh 14: Man hinh céc t6 chite lién théng da dwoc dong bg

3.2.1.3. Tao co quan don vi bén ngoai hé théng

Tao co quan don vi bén ngoai hé thdng 1a khai béo nhitng don vi lién théng
van ban mm vai nhau.
Vi du: So TTTT Pk Lak muén lién théng van ban véi cac sé, ban, nganh, huyén thi
cac S¢, ban, nganh, ... la nhitng don vi bén ngoai hé thang.

Tu man hinh Quan tri dix liéu = chon “Pon vi” > chon “Loai don vi”, xuat
hién man hinh cho ban nhap thong tin khai bao don vi bén ngoai nhu sau:
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|ﬁ Trang chi A Quan tri diF ligu Bon vi
sau khi nhip xong chon luu

Blwu | #Khaibiocoquan | & Béng bé 16 chirc lién théng

K Quan i dir ligu ~

E Quan tri nghigp vu  ~

» Bonvi ‘Loz_li don vi (*): Bon vi bén ngoai hé thing v Ma dorn vi (*): ANG A
Nhém dom vi bén ngoal Tén don vi (*): X Tén den vi chd quan:
Caninh Nhap thong tin ciia cic co quan, don vi can khai bao o
- Tén mién: Tay chon: Cho phép lién théng
Céu hinh hién thi thang tin i o
van ban T Khoa Q Hiénthi0-0Otrongtongsé0 W € 0 (> W o=
Bang ky dia chiliénthang | eTT Ma don vi Tén don vi Tén don vi cht quan
To chire ngudi ding Khong o6 dif lidu dé hidn thi
Quan Iy ngudi dai dién

Hinh 15: Man hinh chon loai don vi

Sau khi chon loai don vi, xuat hién man hinh khéac cho ban nhap théng tin nhu

Sau:

- Chon loai don vi: don vi bén ngoai hé thong
- Ma don vi: nhap ma don vi bén ngoai

- Nhap tén don vi: nhap tén don vi

- Nhap don vi chil quan va tén mién: néu co

Sau khi nhap thdng tin xong = chon “Luwu” dé hoan thanh thao tac tao don vi

bén ngoai hé thong.

* Luwu y: Néu dd chon thi c6 thé bé qua buwdc tao don vi bén

ngoai hé thong.

3.2.1.4. Tao don vi bén trong hé théng

Tao don vi bén trong hé thong 1a khai bao cac don vi con (cac don vi trung

tam) thudc co quan da khai bao trude do.

l& Trang chi A Quan tri diF ligu > Donvi
[ Quan tri div ligu ~ # Khai béo co quan | & Ddng bd t6 chirc lién théng
» Bonvi ‘ Loai don vi (*): Bon vi bén trong hé thdng

Nnm don vibén ngod | ro qon i .

C4u hinh 5
aunin Tén mién:
Cu hinh hién thj théng tin

van ban Ky hiéu ban hanh (*):

Bang ky dia chi lién théng CGan b nhin van ban (*): a

Té chire ngudi ding Khoa truy cap :

Quan Iy nguéi dai dign Tir khoa Q

P Quan tri nghigp vu ~ STT Ma don vi Tén don vi

Ma don vi (*):

ANG: 00.00.A00

Tén don vi chd quan:

Tuy chon:

C6 sb van ban riéng | | Cho phép lién théng

Dia chi lién théng :

Khoa bi mit :

Tén don vi chi quan

Hiénthi0-0trongtingsé0 W ¢ 0 | > M

Hinh 16: Man hinh khai bdo don vi bén trong hé thong

- Loai don vi: don vi bén trong hé théng

- M don vi: nhap theo chuan cua Bo TTTT

- Tén don vi: vi du: Trung tdm xdc tién dau tu

- Pon vi chi quan: vi du: Sé Ké hoach va Pau tu
- Tén mién: (néu co)

- Ky hiéu ban hanh: nhap ky hiéu ban hanh cta don vi (vi du: TTXTDT)
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Tai liéu hudng dan sir dung vin phong dién tir Ngay 19/04/2016

- Chon can b6 nhan van ban: chon tai khoan nguoi dai dién nhan van ban khi co
van ban gui dén.

& Chon can bé nhan van ban

Tatca (6)

+ Tao méi Ba g Van thir (iNet Van Thu (Trn VT (Luong Van thu (Bui Van thu (Trang)
H { EREEE o) ions Test) Thi Yén Nhi) @ Quang Ting) Déc Nhan) (Nguyén Thi..

Wan thur (V6 Thi
Kim Bich)

Hinh 17: Man hinh chon can bé nhdn van ban

Sau khi Click vao “Tao méi” chon can bo nhan van ban s& xuat hién tiép man hinh
cho ban nhap thong tin nguoi dai dién.

(¥; Quan tri divligu ~

s Donvi ‘
Nhém don vi bén ngoai
Chu hinh

Céu hinh hién thi théng tin
van ban

Dang ky dia chi lién théng 5 TaO ngu0’| dal dlérl

Té chire nguei ding

Quén Iy ngurdi dai dién Tén ngwoi dai dién (*):
B Quantringhigpvu v .
cap (*): Van thu phang

Tai khoan (*): &

[ELT % Bo qua

Hinh 18: Man hinh tao nguwoi dai dién nhdn van ban

Tiép theo click vao bidu twong ® -> click chon tai khoan can bo can chon > bam
“Pong y”’, man hinh nhu sau:
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& Chon tai khoan
Tatca(1) Bachon (1)
Tétcdphongban v

Trnrong Ngoc

— Tan

Hinh 19 Man hinh chon tai khoan can bg nhdn van ban

Sau khi chon tai khoan xong = bam chon lai tén can bd nhan vin ban & bén
ngoai—> cuoi cung chon “Pong y” dé hoan thanh, thao tic nhu hinh sau:

& Chon can bé nhan van ban

Titca (1) DEchon (1)

+ T vt (Trdn Thi
Yén Nhi)

Hinh 20: Man hinh chon can bgd nhdn van ban

- bia chi lién théng: nhap dia chi truc lién thong

- Khéa truy cap: Khéa truy cap caa don vi trén truc lién thong
- Khéa bi mat: Khéa bi mat ctaa don vi trén truc lién thong

Bwdc 3: Nhan nat “Luu” dé hoan thanh
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Loai don vi [*): Sion vi bén trong hé thong v Ma don vi (*): 21.06.H18
Tén don vi (*): Trung tam hé trg va phat trién CNTT Tén don vij chu quan: iNet Solutions
Tén mién: Tuy chon: | C6 sb van ban riéng || Cho phép lién thang
Ky hiéu ban hanh (*): T
Can bé nhdn vin ban (*):  Van Thu a
Tatca v | | Tirkhoa tim kiém Q Hiénthi1-20trongténgsé2s W < 1 > W =
STT Ma den vi Tén don vi Tén don vi chi quan
1§ 2106H18 Trung tam hé tro va phat trién CNTT iNet Solutions [#]=]
2 B 01.78.H29 May Vi (Laptop) a
3 B 97.99.HO8 Phong K§ Thuat iNet Solutions a
4 B 01.99.H29 Phong Van thu a
Hinh 21: Tao lwu don vi bén trong hé thong
Luwu v: cac truong c6 dau sao (*) 1a truong bat budc phai nhap.
3.2.2. Nhom don vi bén ngoai
Néu QTM tao nhém cac don vi bén ngoai lai thi khi van thu ban hanh van ban gui
cac co quan, don vi s€ khéng can chon tirng tén ma chi can chon “Nhém don vi”.
Cac budéc thuc hién nhw sau:
- Bwoc 1: Tir menu “Nhom don vi bén ngoai” = chon tao mai
- Bwdc 2: GO tén nhom can dat
- Buwéc 3: Chon tén cac Bon vi can nhom lai.
- Budc 4: Bam vao biéu twgng dé hoan thanh thao tac.
Hinh minh hoa nhu sau:
Quan i dilien v Bude 1
Bonvi Tir khoa can Q Hiénthi1-2trongténgsé2 W < | 1 > W 2
‘ #  Ténnhom Bon vi Thiv ty hién thj
Céu hinh Budc 4
CAu hinh hién thi théng tin Buge2 ) ) _ Buwée3d Eﬂ
van ban 1 UBND [ [01.69.H69] IdeskV6 : 1 [#]&]
M3u s ky hiéu theo loai [ [00.00.h01] iNet Solutions
van ban 2 S8, ban, nganh [ [01.03.H98] Phéng ciia Trang 2 E
Biang kj dia chi lién thong [ [01.04.29] Phéng kinh doanh
[ [01.03.H29] Phéng ké toan
Té chire nguéi ding
[1[11.22.A44] $& TTTT Binh Binh
Quan Iy ngudi dai dién [ [00.11.A12] S& ké hoach -

Hinh 22: Man hinh nhém don vi bén ngoai
3.2.3. Cau hinh
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TT M0 ta Gia tri Dién giai

Cac truong gitr lai thém khi tao van ban Xk

1 dén/di _ bé trong
Khi tao van ban dén thi loai van ban hién thi

, Loai van bin mic dinh khi tao van ban oV 'I{tlion la loai van ban dugc ghi trong muc Gia

den VD: Gid trj 12 CV thi khi tao van bin dén logi
van bdan dwoc mdc dinh sé la Céng van
Khi tao van ban di thi loai van ban hién thi
; Loai vin ban mic dinh khi tao van ban v {;uion I loai van ban dugc ghi trong muc Gia
di VD: Gid trj 1a CV thi khi tgo vin ban di logi
van ban dwoc mac dinh sé la Cong van.
, , Cho phép sira sb ky hiéu cua loai vin ban duoc
4 Cau hinh loai van ban cho phép sira s cv chon, chi chon duoc 01 loai. '
ky hiéu VD: Gia trj 1a CV thi sé cho phép chinh sua so
ky hiéu doi véi cac van ban la Cong van.
#n: ky hiéu so van ban
. P #c: ky hiéu ma loai van ban

5 binh dang s6 ky hiéu van ban di #nl#c-#u #u: ky hicu ban hanh cita phong, ban don vi.
VD: 10/CV-VPUBND
Mac dinh s6 ngay phai xir ly xong van ban

. duoc nhan.

6 S6 ngay xt 1y van ban 4 VD: Gia tri 1a 4 thi cdc van ban nhan xu 1y
phdi xu 1y trong vong 04 ngay néu khdng sé bi
trée hen

, Kich thudc toi da cta tap tin dugc tai 1én dinh
7 Kich thudc t6i da cua tap tin tai 1én 20 kém vin ban. ) ]
(MB) VD: 20MB la dung lwong toi da c6 the tai 1én,
néu vurot qua 20Mb thi viéc tdi Ién that bai
S6 van ban duoc hién thi liét ké trén 1 trang.
oa VD: Chon gié tri 1& 20 thi van ban tir 1 dén 20

8 S0 phan tir trén mot trang 20 1a ¢ trang 1 va tir 21 dén 40 sé nhay qua trang
2,...

Thoi gian théng bdo sé hién thi sau khi hé
e Lix A thong nhan dugc théng tin.

9 | Thoi gian hién thi thong bao (gidy) 4 VD: Khi nguoi ding nhan mgt tap tin thi 4

gidy sau mdi hién th; théng béo.
Khi guri van ban lién thong, hé thong s& gui
o van ban den dia chi nguoi dung yéu cau.
10 SO lan toi da cho phép khi lién thong bi 5 Nhung neu hé thong gui khong thanh cong va
15i so lan guri lai vuot qua so lan quy dinh thi vin
ban s& dugc chuyén vao “TK don vi khdng
nhan dugc van ban lién thong”
11 Niguorl Xt 1}{ cl‘ynn,h la, nguol cuol cung | oo Hlenxthl ngual X Iy chinh cuoi cung 1én so do
trén duong di xut ly chinh chuyén xu ly
Van thu ctia don vi nay dugc phép nhan P
121 Van ban lién thong cita don vi khac _ bé trong
13 Chi chon 1 nguai xt ly chinh khi chuyén | True/False | Chi cho chon 01 nguoi khi chon chuyén xir ly
van ban “X1r 1y chinh”.
A A sy iz <. | True/False | Trong bao céo s6 van ban dén sé& chi hién thi
Bao céo s6 van ban dén: Loc ngudi nhan . RN NP N
14 . e e PO Pon vi/ngudi nhan s 1a ngudi cudi cung nhan
la nguoi xir ly chinh cudi cing s o
Xt ly chinh van ban do6. ‘
, Khi tiép nhan vén ban deén dé xu ly, nguoi
Hoan thanh van ban dén khi tao van ban dung tao du thao tir van ban dén d6 thi vian ban
15 . True/False | . 2 X . 1A am o 1
du thao s€ dugc chuyén thanh vin ban da xa ly hoan
thanh
16 binh dang tap tin tai 1én pdf;txt;doc | Cac kiéu dinh danh cua tip tin dwoc phép tai
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sranxlIsx;xl | 1én dinh kém.
S;...
) Subject, Chen nhiig truong bat bugc phai nhap khi tao
17 Nhirng truong bat buoc nhap khi tao di sign van ban di. Néu khong nhap du h¢ thong s&
number,... | khdng chap nhan xu 1y van ban do.
C s ik W L T Sau khi van thu chuyén xt ly van ban di/den,
18 Mac (.hnp tIe:p tl{c Xt ly khi chuyén van True/False | van cho phép van thu tiép tuc xir 1y van ban
ban di/dén cua van thu o
An truong nhap thoi gian han xir ly khi An/Hién truong thoi gian (gio/phat) trong
19 FURIR True/False X A
chuyén vin ban truong Han xir Iy van ban
20 | S6 ky hiéu van ban di 1iy theo s6 s6 True/False | SO KV hiéu cua van ban di & ty dong lay theo
S0 SO van ban.
21 Van ban dy thao khong dugc trinh duyét True/False Van ban dy thao khong duoc gui cho 1anh dao
cho lanh dao khi chua théng qua ky duyét khi chua duoc trinh théng qua.
22 Tu dong chon s6 khi tao van ban True/False | Tu dong chon s6 van ban khi tao van ban.
Khoéng cho phép sira s6 s6 van ban (Van A o« LA A s
23 ban dén: 1; Van ban di: 2; Vin ban dén/ 1;2 KPong cho phép van thu sira so s6 cia VB
di 1:2) deén/ di
24 Mic dinh CQBH khi tao van ban dén Utl?nl\rl1D {\:Iéa:gdlnh [a UBND tinh. Binh thuong thi dé

3.2.4. Cau hinh hién thi théng tin viin ban
O menu nay QTM check nhitng quyén nao ¢ muc hién thi thi nguoi ding s& tim
kiém vin ban véi nhirng tinh ning da dwoc chon.

@ Trang chd A& Quan tri dir liéu > Céu hinh hién thi théng tin van ban

3% Quan tri div liéu v Lwu

Bon vi — - A . N
@ Hien thi tim kiem xw ly van ban:

Nhom don vi bén ngoai

Trang thai xi¥ IV van ban . . [v] Trach nhigm R . v Hanxdly Co van ban gidy
Cau hinh L. ) Ving hién thi cic tinh nang cho chuyen vién, linh dao tim Kiém vian bian
v| S0 s0 van ban ~| Ngay vao so S0 ban phat hanh ~| Co quan ban hanh
+  Cu hinh hién thi théng “”{ Chi dé ] S0 ky hiéu van ban ~| 96 khan Do mat
van ban
Ngay van ban Nguai ky Ghichu Trang thai van ban
Mau s6 ky hiéu theo loai Linh vire

vén ban

Bang ky dia ch lién thong @ Hién thi tim kiém van ban tiép nhan:

Té chire ngudi ding Trang thai xi¥ Iy van ban Trach nhiém Han xi Iy Co van ban giay
Quan Iy nquai dai dién S6 s6 vin ban | Ngay vao so S6 ban phat hanh Co quan ban hanh
Chu dé ] S6 ky hiéu véan ban ~| D6 khan D6 mat
& Quantringhigpvu v
Ngay van ban Nguai ky Ghichu Trang thai van ban
Linh vy

Viing hién thi cic tinh nang cho vin thr tim kiém vin bin

@ Hién thi tim kiém van ban ban hanh:

Trang thai xi¥ Iy van ban Trach nhiém Han xi Iy Co van ban giay

S6 86 van ban | Ngay vao so S6 ban phat hanh Co quan ban hanh
Chu dé ] S6 ky hiéu véan ban ~| D6 khan D6 mat

Ngay vin ban Naudl kv Ghichu Trang thdi vén ban | |

Hinh 23:Man hinh hién th; tim kiém van ban

3.2.5. MAiu s6 ky hiéu theo loai vin ban
Néu cac don vi, phong ban can cu hinh sb ky hiéu theo loai van ban ta thuc hién nhu
sau:

- Bwgc 1: Tir menu mau s6 ky hiéu theo loai vin ban = chon don vi, phong ban can
thém c4u hinh.
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- Bwéc 2: Chon = chon loai van ban = sau d6 cau hinh sé ky hiéu
- Bwéc 3: Cau hinh s6 ky hiéu theo loai vin ban.
Vi du: Logi vian ban: Bao cdo = Cau hinh: #n/#c-#u (so/ logi vb-ky hiéu cqbh)

- Buwgc 4: Sau khi d3 cau hinh xong click chuét vao biéu twong & dé hoan thanh thao
tac.

Hinh anh minh hoa:

@ Trang cha A Quan tri dir liéu > Mu sb ky hiéu theo | b
Bf Quinvidilien v |EERIEIETITE 5 o 5
Bonvi - ) . o
=| Bon vi/ phong ban L Cau hinh so6 ky hiéu theo loai van ban
Nhém don vi bén ngoai
L Q * Cha thich; Vi dy cau hinh: #ni#y/#ic#u trong do
Cau hinh #n- S
~ [ iNet Solutions

Céu hinh hién thi théng tin #c: M3 loai van ban

§8 Banlirhdad Bwdc 1

[ uy ban nhan dan test

#  Loai van ban v Céu hinh
B inet
B8 Phong TH- HC Bao cdo - }#_n-’#ﬁu | a
Ding ky dia chi lién théng = [ Trung tam hd tror v& phét rién CNTT
Kt d d& hién th Budce 3

Té chire ngudi ding 58 Linh dao

Quan ly nguoi dai dién &8 Phong hd tro va phat trién CNTT

58 Pheng van thur
L]
& Quantringhigpvu v

3.2.6. Pang ky dia chi lién thong

Budc nay thuc hién sau khi da khai bao co quan don vi, don vi bén trong hé thong
(néu c6 check vao 6 “cho phép lién thong”) . Chi can bam vao menu Ping ky dia chi
lien thong > tiép theo bam EEEEEA.

3.2.7. Té chite nguoi dung

Chuc nang nay gitp QTM xay dung so d6 t6 chirc nguoi ding trong hé théng theo
phong, ban.
*Luuy:
- Sau khi khai bédo don vi (thuc hién ¢ muc trén) va tao tai khoan cap quyén ¢ muc
Quan tri h¢ thong thi ching ta mai o thé tao “T6 chire nguoi dung”.
- O'muc quan tri he thong ta chi mdi tgo tai khodn va cap quyen cho nguoi dang nhap
vao hé thong. Nhung dé nguoi dung c6 thé siz dung diroc phan mém theo phdan quyén
thi bat bugc phdi dwea nguwoi dimg vao phong, ban, don vi trong té chire nguoi ding
nay.

3.2.7.1. Tao phong ban cho co quan, don vi
- Buwgc 1: Click chudt 1én co quan, don vi can tao phong ban
- Buéc 2: Bam vao n(t
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Tai liéu hudng dan sir dung vin phong dién tir Ngay

19/04/2016

# Trang chi

Blon vi

Cau hinh

van ban

Nhom don vi bén ngoai

C4u hinh hién thi théng tin

Bang ky dia chi lién thdng

A& Quan tr diF lidu Té chire ngurdi ding

3
£ Quantridivlidu v [EGYTERRR £ Lam twoi hé théng

& Té chire ngudi dilng

1 S& Thang tin va Truyén Thang tinh Dk Lk

»| Té chirc nguei dang lq

Hinh 24: Man hinh té chite nguoi ding

- Chon loai la: phong ban (mac dinh 515 duogc chon)
- Tén: & day ta nhap tén cua phong can tao
- Ky hiéu ban hanh: néu phong c6 ban hanh van ban thi nhap ky hiéu ban hanh

cua phong.

- Can bd nhan van ban: chon tai khoan dai dién nhan van ban cua phong khi co
vian ban chuyén dén phong (giéng nhu phan chon can bd nhan vin ban trong tao
don vi bén trong hé thong), thuong thi mic dinh 1a Truong phong cua phong,
néu phong c6 van thu riéng thi chon tai khoan van thu phong (tiy theo nghiép
vu cua tirng don vi).

- Tht tu hién thi: danh dau thi ty sip xép trong cay td chic.

+ Tao mai
Loai (*): | Phdng ban v
Tén (*): nhdp tén phong ban
Ky higu ban hanhNhip ky hiéu ban hanh riéng ciia phong ban

Can bé nhan van ban (*):
click vao chon can
bd
Thw tw hién thi:

Lwu x Dong

Hinh 25: Man hinh tgo phong ban
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- Bwgc 3: Bam nit “Luu” dé luu phong ban vira tao. 7
- Bwgc 4: Sau khi bam luu phai bam nit dé hoan thanh.

3.2.7.2. Tao ngwoi dung cho phong ban
Sau khi da tao ra phong ban ban phai tao thém nguoi dung cho phong. Cling twong tu
nhu tao phong ban

- Buwgc 1: Click chudt 1én phong ban can thém ngudi ding > chon tao moi
- Bwdc 2: S& xuat hién 1 bang tao méi chon “Loai” 1a Ngudi ding

+ Tai khoan: ® néu click vao biéu twong nay la chon can bo di dai dién da ton tai;
& Dbiéu tuong nay la hién thi tat ca tai khoan nguoi ding trong hé théng (thuong thi
s& chon biéu tuong nay dé tao ngudi méi cua phong).

+ Tén: thuong s€ nhap chuc danh cua nguoi dung

+ C4p: gom ¢ Vian thu phong, Vin thu co quan, don vi, Chuyén vién, Lanh dao
phong, Lanh dao co quan,... tuy theo chtc danh cia ngudi ding ma chon cip quyén
(phai khép véi cap quyén bén quan tri hé thng).

- Buwgc 3: Sau khi nhap hét tat ca cac théng tin chon “Luwu” dé hoan thanh thao tac.
B2 Quinujdivligu :
[v Apmgontr |

1 lién thing + Tao méi

Loai (*): | Ngudi ding EI

B Quan tr nghiép v w Tai khoan (*): ad
Tén (')
cdp ('): | vin thr phéng

Thir tif hign thi :

Cho phép theo doi

o o

Hinh 26: Man hinh tao mdéi nguoi dung phong ban

3.2.7.3. Tao nhom
Nhém céac phong, nguoi dung thudng nhan vin ban lai thanh 1 nhém dé tién chuyén
Xt Iy van ban. Ta thuc hién nhu sau:
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- Buréc 1: Click chudt 18n co quan, don vi, phong ban = chon
- Bwdc 2: S& xuat hién 1 bang tao méi chon “Loai” 1a Nhém

- Tén: & day ta nhap tén cua nhom r]hanrvén ban can tao
- Tha ty hién thi: danh dau tha tu sap xép trong cay t6 chuec.

- Bwéc 3: Sau khi nhap hét tat ca cac thdng tin chon “Luwu” dé hoan thanh thao tac.

Hinh anh minh hoa:

@ Trang cha A Quan tri diF liéy Té chire nguéi ding
K Quan tri div ligu e
Bon vi

Nhém den vi bén ngoai

Cau hinh

: ] =+ Tao mai
Cau hinh hién thi théng tin |
van ban
Loai (*):  Nhom
M3u sb ky hiéu theo loai
van ban - . A= ya
Tén (*) Nhom nhdn van ban
Bang ky dia chi lién thong
+  Tbchire ngudri ding ‘ I Thi t hien thi: | 10
Quan ly ngwdi dai dién
& Quan tri nghigp vu ~ =L Xi6ng

Hinh 27: Man hinh tgo nhém nhdn van ban

3.2.7.4. Thém ngudi dén phong

Chtc nang nay 1a tao lai tai khoan cua 1 ngudi dung trude d6 di ton tai & phong, sau 1
thoi gian ngudi ndy chuyén phong hoic bi x6a tai khoan khdng con & phong nay nira.
Néu mudn dua tai khoan nguoi dung trude d6 vé lai phong nay ta chi can dung chirc
nang thém ngudi dén phong dé tao lai nguai ding.

- Buwgc 1: Click chudt 1én phong ban can tao lai tai khoan ngudi ding = chon
Khi d6 s& xuit hién 1 bang tai khoan.

- Buwgc 2: Chon lai tai khoan ngudi dung trude d6 da ton tai ¢ phong.
- Bwéc 3: Bam “ dong y” dé hoan thanh thao tac.

Hinh anh minh hoa:
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& Chon can bd dai dién
Tatca (8)
Chon tét ca
+ Tac méi Ba@§ Vin the tong van Thu iNet Giam dbe Pho giam déc Lénh dao (D8
b hop (iNet (Van Thur) (Giam Béc) (Phé Giam Béc) Thanh Tung)
vt (Trén Thi nhiing tai khoan da ton tai & phong
Yén Nhi)

Hinh 28: Man hinh thém nguoi dén phong

3.2.7.5. Chuyén phong

Chtic nang nay dung dé luan chuyén nguoi dung tir phong nay sang phong khac.

Thuc hién nhu sau:

- Buwgc 1: Chon tai khoan ngudi ding = tiép theo chon “chuyén phong”

- Buwgc 2: Khi d6 s& xuat hién danh sach cac phong trong té chiic > chon tén phong

duoc chuyén qua.

Vi du: Truong phong TH-HC duoc chuyén sang phong Lanh dao.

- Bwéc 3: Bam Dong y dé hoan thanh thao tac.

Hinh anh minh hoa:
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e

Chon phang ban

* Ghi chi: Khi thue hién chirc ndng nay thi nguwdi va dir liéu sé chuyén tie phong cii
sang phong moi

Tl Khoa Q

TAT CA NGUON DUNG

- |: iNet Solutions

&8 Ban lanh dao
Uy ban nhan dan test
SR Phong TH-HC
hd Trung tam hé tro' va phat trién CNTT
E8 Phong hé tro va phat trién CNTT

SR Phong van thue

Hinh 29: Man hinh chuyén phong

3.2.7.6. Swra
Néu can stra thong tin tén, quyén, sb thi tu thi chon phong ban, tai khoan nguoi
dung bam nut

3.2.8. Quan ly ngwoi dai dién

Pé kiém tra tai khoan nguoi dung da duoc anh xa c6 diung véi tai khoan Vin
thu nhan van ban trong don vi hay khong?

Ban vao chirc nang: Quan ly nguoi dai dién

Chon don vi can xem

Danh sach ngudi dai dién trong don vi s& xuét hién nhu hinh bén dudi

Bonvi Bon vi (): | Inet Solutions M ‘
Nhom dom vi bén ngoai Chire vy (*): cép (') Van thr téng hop
Cau hinh Tén ngwdi ding (*): & Tai khodn nguwéi dung (*):
Céu hinh hién thi théng tin ) o
van ban Tw khoa Q Hiénthi1-15trongténgsé15 W < 1 > W o
M3u s6 ky hiéu theo loai STT Chirc vy Tén nguoi ding Tai khoan ngwdi ding Pon vi Phéng ban
van ban
1 Vanthu tdng hop iNet Selutions Test test@ineteloud. vn Inet Solutions. [#]8
Ding ky dia chi lién théng
. 2 Linh dao Bui B¢ Nhan dacnhan@thunghiem.inetcloud.vn Inet Solutions. [#]8
T4 chire nguéi ding
3 VEn Thu iNet Vian Thur vanthu@thunghiem.inetcloud.vn Inet Solutions. [#]8
> Quan Iy nguoi dai dién {
4 Trudng phong Trréng Phéng truengphong@thunghiem.inetcloud.vn Inet Soluticns Phong TH - HC ag
& auantinghiepvu v
5 Vanthw Vian Thur vanthu@thunghiem.inetcloud.vn Inet Solutions. Phéng TH - HC [#]8
6 Giam ddc Giam Déc giamdec @thunghiem.inetcloud.vn Inet Soluticns Ban lanh dao ag

Hinh 30: Qudn Iy nguoi dai dién

Ban c0 thé thay d6i ngudi ding khéac néu tai khoan bi anh xa sai bang cach nhan
vao Tén nguoi dung, chon tai khoan maéi va nhan dong y.
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& Chon tai khoan trén Cloud

Tét ca (28)

T4t ca phong ban

- Nguyén Van - Nguyé&n Vén 1 Tr&n Binh | 1Demo
4 Ding S8 Huén 4 Thoang g

Trén Thj Yén Nhi N | Demo2 N Nguy&n Van ' | Lvong Quang

h - Hién S0 Tang
Demo 5
Demo 3 . Demo 4 - Demo 5 . Nguyé&n Thi
S Trang
1 Le buc Hanh 2 Nguy&n Thanh Demo 6 | | Test Solutions

2: R x Bo qua

Hinh 31: Chon tgi khodn khdc dé anh xa
Bam luu dé luu lai nhimng thay doi.
Bam vao nut “Lam twoi hé thong” dé hoan tat.
3.3. Quan tri nghi€p vu
3.3.1. Tirdién hé thong
Chuc nay khai béo cac danh muc theo ting loai vin ban dén/ di, Ho so cong
VIEC.
- Vin ban dén: twong ung véi Cip co quan ban hanh, co quan ban hanh, linh
vuc, loai van ban, nguoi Ky, chic vu nguoi ky, ...
- Van ban di: tuong tng voi Cép co quan ban hanh, co quan ban hanh, linh vuc,
loai van ban, nguoi Ky, chac vu nguoi ky, ...
Tao tir dién hé thdng ta thuc hién nhu sau:
- Bwgc 1: T Quan tri nghiép vu — chon Tir dién hé théng
- Bwodc 2: Chon “loai” twrong ung véi loai da chon s€ ¢d tir khoa tuong tng (vd:
loai: Van ban dén = Khéa: Linh vuc nghia 13 trong van ban dén QTM can khai
bao cac linh vuc)
- Bwéc 3: Sau khi chon “Loai — khoa” > tiép theo bam vao tao mgi > hiénra 1
dong “ Gié tri - M0 ta”.
- Bwéc 4: Sau khi nhap xong gia tri - md ta > gd Enter hoac bam vao nit & dé
hoan thanh thao tac.
Hinh anh minh hoa:

HDSD.VPDT02 Ban quyén thudc cong ty iNet Solutions Trang 26/33




iDesk 5.1 Phién ban 0.2
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@ Trang cho @A Quan tri dif liéu > Tir dién hé théng

O Quan tri di liéu v Budc 3

& Quantinghigpvy v | oo ViEn ban dén Budce r Khéa: Linh wue r
v | Tir dién hé théng| B1 : .
Tir khéa Q Hiénthi1-9trongtongso 9 |4 €| 1 [> M 2
6 vin ban
Gid tri MG ta Thie tw hién thi

Cép quyén 56 van ban

Quan Iy tdm vure theo dii * | \VH Buoe 4 Van héa I:l a

Tam vuc nguréri ding CN Céng nghiép 1 na
Mau bao cao CNTT Cbdng nghé thdng tin A # | & |
Quan Iy biéu miu CTr Chinh tri A # | = |

Dv Dich vu 4 na
Hinh 32: Man hinh tir dién hé thong

Tuong tu c4c loai — khda cua vin ban di van thao tac nhu vay.

3.3.2. S6 viin ban:

QTM s& tao s cong van dén/di cho don vi minh, hodc cho cac don vi truc thugce
& muc nay.

- Bwéc 1: Tir man hinh quan tri chon “S6 vin ban” = Chon “Pon vi” > va
chon “Loai $6”

- Buéc 2: Tiép theo bam nat “Tao méi”

- Buéc 3: Nhap “Ma” (ky hiéu sd) va “Tén” s6 vin ban

- Bwéc 4: Sau khi nhap xong méa - tén > g6 Enter hoic bam vao nat £ dé hoan
thanh thao tac.

& Trang cha A Quan tn diF ligu S5 van ban

£ Quan tr dir ligu ~

& Quan tri nghigp vy ~

Chon don vi: Trung tam hé tro va phat trién CNTT :I Loai sé: 56 van ban dén EI

21-]

Tir dién hé théng

» q
Ma
Cap quyén sé van ban o
. 00.01.H15 uy ban nhan dan test dn
Quan ly tam vure theo dai

SCVD 6 céng van dén

H\énlhlﬂ—erDngtéﬂg 562 M < 1 MW 2

00.00.H01 iNet Solutions

06.H15 Trung tam hb tro va phat trién CNTT

Tam vire ngudi ding

MAu bao cdo SVBD 56 van ban dén

Hinh 33: Tao sé van ban dén
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# Trang chu A Quan tri di lidu S6 van ban
£ Quan ti dir liéu ~
& Quanuinghiépvu v |epon gon vi: iNet Solutions Loai sé: S6 van ban di v
Tir dién hl_i—théng Co quan ban hanh: Trung tam hd tro va phat trién CNTT x
v S0 van ban ‘ Q Hiénthi1-1trongténgsé1 W € | 1 |> W o
Cap quyén s van ban
Ma Tén Loai vidn ban Cor quan ban hanh
Quan Iy tim vire theo déi )
SVBBI S6 van ban di
Tém vuc ngudi ding

Hinh 34: Tq0 $6 vin ban di

O budc tao s6 van ban di, néu tao s6 cho don vi, phong ban thi s& chon tén don vi cha,
Co quan ban hanh s& chon don vi, phong ban can tao sb.

3.3.3. Cép quyén S6 vin ban
QTM s& c4p quyén sb van ban dén/ di cho vin thu hoic cip quyén cho 1anh dao
thay sb van ban theo yéu cau. Thuc hién nhu sau”
- Buéc 1: Tir man hinh quan tri nghiép vu chon “Cap quyén s van ban”
- Buéc 2: Chon tai khoan vin thu, ngudi dung trong don vi can thay so vin ban
+ Chon loai 6 van ban : S6 van ban di/ S6 van ban dén/S6 noi bd
+ Nhap chudt chon s6 van ban can cap quyén
+Pong xir ly:
+ S6 mac dinh:
Bwéc 3: Nhan nat “Luu” dé hoan tat

4 Trang chd 4 Quan tri dir lisu > C3p quyén s6 vin ban
chon loai sO van ban
& Quantinghiépvu v |opon gon vi: [ Trung tam hé tro va phat tién CNTT  +  Loai s6 vén ban: 54 van ban dén M
Tir ién hé théng & Tai khoan nguei ding & $6 vin ban dwoc cip quyén Chon tét cd | BA chon tat ca
56 van ban Q Ma sé Tén sé Béng xiv ly Sé méc dinh

Cép quyén sé van ban v EE iNet Solutions SCVD 56 cong van dén

» |5 Ban lanh dac

Quan ly tam vyc theo dai

SVED 56 viin ban dén
[ER Gy ban nhan dén test

Tém vuc ngurdi ding T / / N
» [&| Phong TH - HC tw dofg chon sb
Mau béo cdo

v [B Trung tam hé tro va phat trién CNTT check vao ddy néu co nhiéu

. van thw cung nhdn van ban
- Lz = » [ Lanh dao =
Quan Iy biéu mau

» [ Phéng hé tro va phét trién CNTT
v [5| Phong van thu

& Van th (Bui Dac Nhén)

& Van thy (iNet Solutions Test)

Vin Thur (Trén Thi Yén Nhi)

& Vin thu (Trang) (Nguyén Thi Trang)

Hinh 35: Cdp quyén sé vin ban cho Vin thu

3.3.4. Quan ly tim vuc theo doi

Churc nang nay giap l1anh dao theo doi dugc tinh hinh xtr ly céng viéc cua cac phong,
cac chuyén vién. Dé thuc hién duoc chic ning “Theo ddi” thi QTM phai vao “Quan
ly tam vuc theo dai” c4u hinh.

Trong quan Iy tim vyc theo ddi duoc mic dinh 13 1anh dao phong s& theo ddi dugc cac
chuyén vién trong phong.
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Tuy theo Lanh dao co, don vi; van thu s& cho quan tri cau hinh chon d6i tugng duoc
theo doi phu hop.

Dé cau hinh quan Iy tim vuc theo dai ta thuc hién cac bude nhu sau:

Tu man hinh chinh “Quan tri nghiép vu”-> chon “Quan ly tAim vire theo déi”, s&
xuét hién man hinh nhu sau:

# Trang chd A Quan tri diF liéu Quan Iy tdm vire theo doi
£ Quan tri dir ligu v [ = L ‘
& Quan tri nghiép vy ~ Nguai theo déi Déi tweng bi theo ddi
Tir dién hé théng . .
a Truyd tinh Dék Lk S& Théng tin va Truyén Théng tinh Dak L

B = S5 Thor

S van ban

Cép quyén sb van ban

5 Phong Buu chinh Vién théng

»[ Quan Iy tAm e theo ddi
Tém vire ngusi ding B — Trung tam CNTT TT

Mau bao cao

Quan Iy biéu mau N
- g Giam déc

& Pho Giém déc

& Phé Giam déc

Hinh 36: Man hinh qudn ly tém vuc theo ddi

Sau khi man hinh “Quan ly tam vuc theo d&i” xuat hién = chon tai khoan ngudi theo
ddi (giam dbc, phé giam déc,...) bén ving “Ngwoi theo ddi”

i Quan tri d ligu v

I Quan tri nghiégpvu Nguoi theo di
Tir dién hé théng ) . ) L
i =— S Théng tin va Truyén Théng tinh Dak Lak
S van ban
Phéng Bao chi Xuét ban

Cép quyén s vin ban

Phano Bien chinh Z 0 thann
s - 10ng Buwu chinh Vién théng
> Quan Iy tam vuc theo déi ‘ b b

Tam vire ngudi dang i@ = Trung tam CNTT TT
PR
Mau bao cao &  Phong Dwén

Quan Iy biéu maiu

= Phéng Giam doc

2

2 Pho Giam déc

2 Pho Giam déc

Hinh 37:Man hinh chon nguroi theo doi
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Sau d6 chon nguoi bi theo déi ¢ bén ving “Péi twong bi theo ddi” (Phong, chuyén
vién, trudng phong....)

By — S& Théng tin va Truyén Théng tinh Dak Lak

E = Phong Bao chi Xuat ban

Chuyén vién

I B Phéng Buwu chinh Vién théng

2 Truong phong

2 Pho trwong phong

2 Chuyén vién

2 Chuyén vién

Hinh 38: Man hinh chon déi fuong bj theo dbi

Sau khi dd chon “Nguoi theo doi” va “Ddi tuong bi theo ddi” > chon “Luu” dé hoan
thanh thao tac quan ly tim vuc theo dbi.

3.3.5. Tam vue nguoi dung

Chuc ning nay gitp QTMcau hinh rit ngin cdy ngudi ding trong qué trinh chuyén xtr
ly. Néu khdng cau hinh lai tim vuc nguoi dung thi trong qua trinh chuyén xt Iy nguoi
ding sé& thy duoc toan bd ngudi ding trong hé thong.

Dé han ché lai tam vuc nguoi dung ta thuc hién cac bude nhu sau:
- Bwéc 1: Tir menu“Quan tri nghi¢p vu”-> chon “Tam vire ngudi ding”

-Buwéc 2: Sau khi man hinh tim vyc ngudi ding xuat hién > bén ving “Nguoi ding”
ban chon tén ngudi dingcan dugc cau hinh = sau d6 tuong tng véi ving “Tam vyc”
chon nhiing tén ngudi dung dugc nhin thay.

+ 1. Chuyén VB: khi chon ngudi Tam vuc thi 6 ndy sé& tu dong duoc check vao

+ 2. Trinh VB dy thao: check vao 6 nay thi trong ludng xt 1y van ban di (vian ban du
thao) thi cay chuyén xtr Iy s& chi thiy dwoc nhitng nguoi d6. (Néu khong danh dau
chon 6 nay thi trong ludng xir Iy di (VBDT) sé& lay chung cay chuyén VB)

HDSD.VPDTO02 Bén quyén thudc cong ty iNet Solutions Trang 30/33




iDesk 5.1

Phién ban 0.2

Tai liéu hudng dan sir dung vin phong dién tir

Ngay 19/04/2016

+ 3. Chuyén VT ban hanh: Néu trong co quan don vi ¢ nhiéu vian thu thi danh dau
vao 6 nay dé chon VT khi lanh dao da duyét chuyén vién chuyén van thu ban hanh thi
chi thiy VT da chon.

- Bwéc 3: Sau khi d cau hinh xong-> click chon “Lwru” dé hoan thanh thao tac

N N N .
Hinh anh minh hoa:
(% Quan tri dir liéu M =1 o
W& Quan tri nghiépvu  + ™ - 3 )
& Nguoiding ® Tamvuyc
Tir dién hé thong Tir knoa Q Tir khoa tim kiém 2 3Q 1
86 van ban * [ iNet Solutions e Trinh  Chuyén
iy i Chuyen
Cép quy&n 53 vin ban ¥ R& Banlanh dac o hodn Vg V:,dl'v VhT b:n
i . t A
R 4 Gidm doc (Giam Doc) = =
Quan Iy tam vue theo doi v [§jl iNet Solutions
: | 1 Phé giam dée (Pho Giam Bor.}dhun aguis il phip
" ‘ 4 Lanh dao (D6 Thanh Ting) hién thi trnng ¢y chuyén Fipdg Ban 13nh dao
MZu bao cao (y ban nhan din test Gidm dbc (Giam Boc) . . n
i * B8 Phong TH-HC
Quén 1§ bidu méu Pha giam dbe {Phé Giam Doc) = [v] “
Tnréng phong (Tredng Phong)
L 9 phéng (Trrdng ¢ & Lanh dao (D8 Thanh Tung)
4 van the (Van Thu Phéng)
4 van thu phong (Trn Thi Yén Mhi) 4 4
4 Van Thu Tang (B4 Thanh Ting) Uy ban nhan dan test
4 Pho TP (Pho Trréng Phong) » 5 Phéng TH-HC
N by N A N <
Hinh 39: Man hinh tam virc nguroi dung
@ Trang chu A Quan tri diF lidu TAm vure ngudi ding
ﬁg Quan tri dif liéu ~ B Lwu
& Quinuinghigpvy v (1 o o ding @® Tamvuc
Tir dién hé thong Tir khda Q = Tir Khoa tim kiém 2 3 Qg
S8 van ban - iNet Solutions 1 Trinh Chuyén
i i Chuyen
Cép quyén 6 van ban ~ E& Banlanh dao Tén téi khoan Vé VB‘dly VT ban
thao hanh

Quan b thm vire theo dai

v | Tam virc ngui dang “

M3u béo cao

Quan Iy bigu mau

L Giam dbc (Giam Déc)
| ' Pho giam déc (Pho Giam Béc)

4 Lanh dac (B Thanh Tung)
Uy ban nhan dan test

~ E§ Phong TH-HC
4 Trwéng phéng (Trrdng Phong)
4 van thur (Van Ther Phéng)
4 van thu phong (Tran Thi Yén Nhi)
4 Van The Tung (D6 Thanh Tung)
A Pha TP (Phé Trréng Phéng)

v [E} iNet Solutions
¥ |5 Ban lanh dao
¥ |5 Phéng van thur
A van thur (Bui Béc Nhan)
& Van thur (iNet Solutions Test) .
=== Bl el
& Van thu (Trang) (Nguy&n Thi Trang)

» [l Phéng TH-HC

Hinh 40: Man hinh cdu hinh chon VT ban hanh
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iDesk 5.1 Phién ban 0.2

Tai li¢u hudng dan sir dung van phong dién tu Ngay 19/04/2016

£ Van phéng dién te
# Trang chd Titca@  Tiép nhan trong ngay
Q@ Vin ban di e v Pang x(ly v | Tirkhoa fim kiém -~ qQ Trich yéu: tao van ban dw thdo chuyén treéng phong
; ey v gy | o e Van Thu (Tran Thi Yén Nhi) % Thay d6i

Van ban liru U

" ichd
. @ Dol duyét 22/0413016
Phiéu trinh - = z - . : =
t20 van ban dy thao chuyen trrdng phong lanh dao bam duyét va chuyén vin thw thi ty déng miac

E= Cong vide o - dinh chuyén Vin thw ma QTM d3 cau hinh

@ Theo dbi ~

Hinh 41: Man hinh chuyén van thie

3.3.6. Mau béo céo
Chtic ning nay ding dé tao va dua cac mau bao cdo 1én dé nguoi dung khi tao béo céo
s& két xuat ra file excel/word.

3.3.7. Quan ly biéu miu
Chuc ning nay dung dé tao cac mau phiéu trinh giai quyét cdng viéc/ phiéu chuyén
theo ding mau cua co quan, don vi.

4. TONG KET
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iDesk 5.1 Phién ban 0.2

Tai liéu hudng dan sir dung vin phong dién tir Ngay 19/04/2016

Gilp do va hd trg ky thuat

e Néu ban can giup d&, dich vy, hay hd tro ki thuat, hay chi 1a muén biét thém
thong tin vé san pham cuaa iNet Solutions, ban ¢6 thé tim thiy nhitng théng
tin bo ich tir cAc ngudn sau day cua iNet Solutions:

Website: www.inetcloud.vn: trang cha gigi thiéu san pham, cdng nghé va y
tudng cua cdng ty Co phan Tin hoc Giai phap Tich hop M iNet Solutions
Dién dan thao luan tai www.inetcloud.vn: noi iNet Solutions va khach hang,
cong ddng, nhiing ai quan tm cung trao doi van dé vé san pham, céng nghgé,
vé cong dong Cong nghé thong tin trong va ngoai nudc.

Néu nhitng ngudn thdng tin trén khong 1am ban hai long, hiy dirng ngan ngai
Gui email dén support@inetcloud.vn dé phan hoi thong tin va nhan sy tro
giup ky thuat qua email

Goi dién thoai dén s6 (08)-3991-9150 dé chiing tdi giai dap qua dién thoai.

Tai lidu nay thugc quyén sé hizu cong ty

Co6 phan Tin hoc Gidi phap Tich hop M¢ iNet Solutions,

cung cap mién phi cho khach hang. Moi théng tin vui 1ong lién hé.

Congty Cé phan Tin hec Gidgi phap Tich hgp Mg iNet Solutions

115/100 Lé Van Sy, Phuong 13, Quan Pha Nhugn, Thanh Phé Hé Chi Minh
Dieén thogi: (08)39919150 — Email: support@inetcloud.vn
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