HUONG DAN SU DUNG
PHAN MEM VAN PHONG DIEN TU (EOFFICE)

I. Giai thich tir ngiv

- “Giao vi¢c”: 1a ngudi dugc giao viéc xur 1y phai ¢é bao cdo phan héi méi két thac
dugc cong viéce;

- “Chu tri”: 1a nguoi dugc giao viéc xu 1y phai c6 bao cdo phan hoi maéi két thac

dugc cong viéc va co chirc nang chu tri thyc hién cong viéc duoc giao;

+ “Phoi hop”: 1a ngudi duge giao viéc xu 1y phai c6 bao cao phan hoi mai két
thic dugc cong viéc va c¢6 chirc nang phoi hop véi nguoi chu tri thuc hién cong
viéc duogc giao;

+ “Thong bdo”: 1a ngudi nhan thong bao vé cong viéc khong can c¢d bdo cédo phan
hoi dé két thuc cong viéc nhan dugc;

+ “Tai khodn do”: 14 tai khoan dugce tao ra dé phuc vu cho qua trinh theo doi nhéc
viéc cua UBND, vi du: Phong Tai nguyén va Moi truong zTKA;

+ “Ludong cong viéc”: 1a qua trinh xu ly cong viéc, mot van ban c6 thé c6 nhicu
ludng cong viéc;

+ “Cdy cong viéc”: 1a qua trinh xtr 1y cong vi¢c dugc luu lai dudi dang cay;

+ “Nguwoi tao vige”: 1a ngudi dau tién tao ra cong viée trén cdy cong viéc;

+ “Ngwoi chuyén vige”: 1a nguoi lién trudc nguoi nhan cong viée trén cay cong viéc;
(=) Xem va Xir ly Céng viéc

FaN

=4 V5 Van Chuc
=t (@d Nguyén Chi Diing-

'] Dinh Thi Ngoc Tram-(14/002/2014 09:43:28 AM)

Cay cong viéc

Dbi v6i ngudi xir 1y 12 Dinh Thi Ngoc Tram thi “Ngwoi tao viéc” 1a V3 Van Chic
va “Nguwoi chuyén viéc” 1a Nguyén Chi Diing.



I1. Cac thao tac xur ly co ban

1. Kiém tra van ban dén cia don vi do cac co quan khac giri dén

- Bam chon biéu twong “Nhdn vb don vi”

Hé thong quan Iy \

Chao mirng ban dén voi website Xin chao : dtntram | [Thoat] (D5 mat kniu]

Quén Iy cng viéc ( Timtheo 'S4 Ky hidu v T khoa Thang | All || Tim Hién thi hét
Quan ly van ban Van ban dén clia phong | Van ban da hoan thanh cda phong ‘
G chuyén tiép  Xem lich sir glri
- Xem Phé duyét
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- 5 A < . A 5 h A A
- Tao van ban dén tir don vi khong sir dung phan mém
r
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+ Vao muc Qudn ly vdan bdn > Vin bdn dén;
e 14
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+ Chon “So van bdn”, bam nut “Thém”;
Chao mirng ban dén véi website Eoff Xin chao : dtntram | [Thoat] [D6i mAt khAu]
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24/01/2014.
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- Nhép céc thong tin can thiét nhu: S6 dén, Ngay dén, Logi van ban, Linh vuc,
Trich yéu...;

- Tao van ban dén tir don vi c6 st dung phan mém

+ Chon van ban can tao van ban dén cua don vi 6 muc “Nhdn vb don vi”;

+ Bam nut “Tao van ban dén”;

© Quan Iy cing viéc Il Timtheo SO Kyhitu ¥ Tir khéa Thang [All |=|[ Tim | Hiénthinét

® Quan ly van ban F

Van ban di

Van ban dén clia phong | Van ban da hoan thanh cia phong

&, GUi chuyén tiép @ Xem lich sir guri ‘ "¢ ‘ I’ q
1 Xem v Phé duyét [ .

e Giao viéc Theo déi Tao van ban di
X 1y

Tao van ban dén 2
Van ban ndi bd

Tly Chon ] Lubng céng viéc | Vanbandi Van ban dén
Van ban cé nhan Gi
L Sovb $o Néi dung Noi chuyén Léinhdn  HanxGly a°
® Van ban truc tuyén 3 LS
0O s it nahi ket il il REhan i e
®  Luu trif - Tra aifu /| ;ong vin NSUTCKH et trung tiéu hoe Phue. = " Kehouch 19/02/2014

Thong ké - Theodsi )

TC 2014 -

® Métara g_‘s"g pan
1

v/v d& nghi phé duyét thanh Iy tai san 13 nha cira, vit  Phéng Tai chinh -

OGRS kién triic ctia trudng tiéu hoc Phudc...xew K&hoach

19/02/2014

- Nhap céc thong tin can thiét nhu: Sé véin bén, Sé dén..., luu y can kiém tra lai céac
thong tin ma don vi gri van ban da nhip nhu Logi vin bén, Linh vwe, Trich yéu...
cho chinh xac va phu hop véi don vi;

a) Trueong hop van ban chi chuyén cho 01 ngwoi xiv Iy
- Chon Ngwoi xu ly;

- Bam nut “Luu” dé hoan tat viéc vao s6 van ban dén va chuyén xu 1y.



Céng van dén

| Van ban | Van ban di lien quan
“ $6 van ban:" | VP 2014 - Bia phuong |~ | @ Ngay dén [ 1970272014
986 dén: |1978 9 Noi gui: | ----Chon hodc g6 v A
9 86 ki hicw: | 150/TCKH 9 Ngay ki [ 1970272014
9 Loai van ban: | cv_Céng vén |~ | © Linhviee: | ----Lua chon----- A
‘ v/v dé nghi phé duyét thanh ly tai san 1a nha ctra, vat kién tric cta trudng tiéu
9 Trich yéu:" hoc Phudc hoa 1
© Ngwoi xi Ij: | Huynh Phic Nguyén| |~ | © Ngwai xi Iy: [~-—-Lua chon-——- v
“ Neguoi ky: \,—gm 9 Chire v |
9 Noi ho: | © Tinh chat: | bt_Binh thuéng |
9 Tir khéa: | “Théihan{ | “Séwamg[1 |
9 Ghi chi: | © Noi nhan]
Upload
I
|—File da upload
I H Lw |8 Péng | ]
| —————— |
- Chon vin ban dén vira tao, bAm nut “Duyét” xac nhan hoan thanh.
mg ban dén véi website Eoffice ! Xin chao : dtntram | [Thoaf] [D6i mat knau]

© Quim i cling Vit [ Timtheo | Trich yéu v Tiekhoa Tim | Hién thihét =

© Quan ly van ban
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Théng ke - Theo d6i C 487  20/02/2014 S33/UBND- U Vi khan truong kig’m tra, bdo céo vEcac duantrong 7
KT rimg str dung v6n ngoai ngan sach trén dia ban tinh
Mot cira B
486 20/02/2014 822/UBND- I V/v khan truong hoan thanh viéc Idp, trinh phé duyét v

XDND quy hoach sir dung dét cap huyén, cdp x3

b) Truong hop van ban chuyén cho nhiéu ngwoi xir Iy

- Khong chon Ngwoi xir ly;,



- Bam nut “Luru” dé hoan tat viéc vao s6 van ban dén.

Céng van dén
| Vanban [ Van ban di lien quan

9 $6 van ban:" | VP 2014 - Bia phuong] |~ | © Ngay dén: [ 1970272014
986 dén: [1978 9 Noi givi: | ----Chen hodic gé vao déy----- R
9 86 ki hicw: | 143A/TCKH 9 Ngay ki [ 1870272014
9 Loai van ban: | cv_Céng van |v| ©Linhwvirc: | ----Lua chon----- 7]

V/v dé xuat phé duyét thai gian xa hoi héa tai trung tam tap luyén va thi ddu thé
“ Trich yéu* thao Nha Trang

“ Ngwoi xw Iy | ----Lua chon----- |v| “ Ngwoixwly: | ----Lua chon----- ||
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| |
© Tir khéa: | “Théibm{ | °Séwamg[i |
| © Noi nhin]

9 Ghi chu:
Upload
|— File da upload

IB Luu |8 Péng | L

- Chon van ban dén vura tao, bam nat “Duyét” xac nhan hoan thanh.

mg ban dén véi website Eoffice ! Xin chao : dtntram | [Thoaf] [D6i mét kniu]

Quén Iy céng viéc ( Tim theo | Trich yéu ¥ Tirkhoéa Tim | Hién thihét =
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KT rimg sir dung v6n ngoai ngan sach trén dia ban tinh
Mot cira -
436 20/02/2014 822/UBND- I V/v khan truong hoan thanh viéc lap, trinh phé duyét 7

XDND quy hoach sir dung dét cdp huyén, cép x3



- Bam nut “Giao viéc”

B o : Xin chao : dtntram | [Thoat] (B4 mAt khAu]
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Van ban truc tuyén
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Mot cira O théng tai Viét Nam tir ngay 19 thang 01 nam 2014 dén ngay
24/01/2014.
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- Nhap Ngi dung xit 1y;

- BAm ntt “Chon” dé chon nguoi xu 1y tiép theo;

E Tao cong viéc

[ Théng Tin
Trich yéu - Ngi dung — Tay chon
Trich yéu: [ v/v Cép gidy ching nhan QSD dét, quy&n s& hitu nha & v tai sin Loai Luong' VP-Lubng Céng van dén |
khac gan lién vai dat d/v ba Dang Thi Thu Mai, thuong trd 10/4
Hoang Diéu, Vinh Nguyén. Hién str dung dat tai 18/5 Dong Phudc, Tiengdy: | 19/02/201411:10:50AM | @

No6i dung: | Théng tin xir ... Dénngay: [ 24/02/2014 11:10:50 AM o

Tinh chdt  © Binh thwomg ' Viéc khan

—Tép dinh kem Chon ngwéi givi

Upload
’7 Tin nhan(néu c6):’

Danh sach nhan viéc:

[— File da upload I

Danh sach nhan thong bao:

| B Lw ||# Déng |

- Muyc “Ca nhan” dé chon ngudi xir 1y cu thé; muc “Nhém” dé chuyén cho nhiing
ngudi thude nhom do; muc “Phong” dé chuyén cho nhitng nguoi thudc phong do;
6



- Chon danh sach nguoi xtr 1y, ddnh dau vao cac 6 chic ning twong mg (khong
danh diu chon 6 nao nghia la giao viéc);

- Bam nat “Luu” dé xac nhan thao tac chon danh sach ngudi xir 1y va chitc ning
tuong ung.

Tao céng viéc
Phén cong B 6 = &
® Canhan ' Nhém ' Phong - Danh sach nhan cong viéc
| Minh / Nguy#n Thai =)
= g TSI T e ey,
#0 Thanh tra Ngudi nhin O Thénabso O chaTri Ophdinop O Theodsi SMS
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- 113 | @i T ; -
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i 2 i &n Chi (O] O O O O
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) @Tusn / UBND - Nguyén Anh
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s :‘Thu/ Huynh Thi Minh
-~ @Trigu/ Nguyén Khic
) @ Cung / Pham Anh
~
=[] @BNnan / VA Van Page,|_of1 \Zaivi T
I B Lw ]x Khong lwu |
/( 4 “ d .,’ /.7\ ;{ 9 4
- Bam nut “Gai” dé chuyén xu 1y.
Tao céng viéc
| ThengTin |
— Trich yéu - N§i dung — Tay chon
Trich yé\.l: V/v Cép gidy chimg nhan QSD dat, quyén s& hiru nha & va tai san Loai Luéng. | VP-Ludng Cong van dén M)
khac gan lign vdi dét d/v ba Dang Thi Thu Mai, thuong tri 10/4
Hoang Diéu, Vinh Nguyén. Hién sir dung dat tai 18/5D6ng Phude, T ngay: 19/02/2014 11:10:50 AM | [ O

Néi dung: | Théng tin xir Iy... Dénngay: | 24/02/201211:10:50 AM ©
Tinhchat  © Binhtheong © Viéc khan

—Tép dinh kém — Chon ngwdi g
Upload U8 chon |
Tin nhan(néu cd):
File d4 upload Danh sach nhan viéc:
I_ I Nguyén Thai Minh; Hg Viét Cuong; V6 Van Chic;

Danh sach nhan thong bao:
Nguyén Chi Diing;




3. Xir ly cong viéc duge giao
- Bam chon biéu tugng “Céng viéc”;

099,

- Tim cong viéc can xur ly trong muc “Chwa xem” hodc “Dang xw ly”;

- Bam vao cong viéc can xu 1y;

CFF

Hé thong quan Iy

Xin chao : dtntram | [Thoaf] (D6 mat khau]

K= CoEEE Wy

Chao mirng ban dén véi website Eoffice !

Quan ly cong viéc L ® Chuaxem(156 ) pang xtr Iy(18 O qQuihan@©) © Piachuyén®) © PAhoanthanh(1) © Tatca(1s4) [©F
Quan ly van ban o z » L
;.rging Ngwi tao viec N_qum chuyen Trich Yéu Han xtr ly
»
_ V/v Cép gidy ching nhan QSD dét, quyén s& hitu nha & va tai san khac gin
> Vanband Nguyén Ngoc . . lign véi dét d/v ba Nguyén Sang, thuong tri Pha Cép, thén 2 Dién Ph, ,
L o Thiy Dung V& Van Chue huyén Dién Khanh. Hién sir dung dt tai thia s6 250, TBD 9 thon Phuse 27 0X/2014
»  V3nbanndibd Thuong, xd Phudc Dong, TP Nha Trang.
- V/v Cép gidy chimg nhan QSD dét, quyén s& hitu nha & va tai san khac gan
Van ban ca nhan © Nguyén Ngoc R lién v6i dt /v 6ng Nguyén Van Tién, thuéng tri Phusc Thuong, x& Phudc /o0 s
_LHE J e Thuy Dung Dong. Hién sir dung dét tai thira s6 27, TBD 15 thén Phudc Son, Phudc Dong,
Van ban trc tuyén TP Nha Trang.
Lwu tri7 - Tra cifu L V/v Cép gidy ching nhan QSD dét, quyén s& hitu nha & va tai san khac gin
Nguyén Ngoc . . lién véi dét d/v ba Tran Thi Nhiéu, thuong trd 22C Dong Phudc, Phudc Long.
Théing ké - Theo ddi © Thiy Dung V& Van Chue Hién str dung dat tai 22C Tan Phudc, P.Phucc Long, TP Nha Trang (Cang t5 2+ 0%/2014
trinh s6 1052).

- Bam nut “Xur Iy’ d€ bat dau xu ly cong viéce;

Xem va Xt ly Cong viéc

= ﬁ‘ Nguyén Ngoc Thiy Dung Ngudi tao viéc: Nguyen Ngoc Thuy Dung (Ngay tao:17022014 14:39)
3 e V& Vin Chic- o Trich yé'u: V/v Cép gidy cp(mg nhan QSD dét, quyén s6 hitu nha & va tai san khac gan lién véi dat
‘ d/v éng Nguyén Van Tién, thuéng trd Phudc Thuong, xa Phudc Dong. Hién sirdung
: dét tai thira s6 27, TBD 15 thon Phudc Son, Phudc Déng, TP Nha Trang.

o Tép Khong co tép

Ngubi chuyén viée: V6 Van Chic (Ngiy chuyén:19/022014 11:44)
o Han xu Iy ; 24/02/2014

o Yéu ciu : Daxem, trinh ky./.

o Tép Khongco tép

Ngudi xtt Iy: Lé Huy Toan ( Chwaxt1y)

o Néi dung :

o Tép Khong cé tép




a) Truong hop giao viéc (chuyén xir Iy) cho nguwoi xir Iy tiép theo:

- Chon phan “Chuyén tiép”;

- Nhip “Néi dung” xir Iy va cac thong tin khac (néu can thiét) nhu: dinh kém file,
tinh chét cong viéc, thotl han hoan thanh...;

- BAm ntt “Chon” dé chon nguoi xu 1y tiép theo;

) Xem va Xir Iy Cong viec

Chuyén tiép I Phan hai

—Noi dung

—Gia han xw Iy

Théng tin x(r Iy..|

Hanxu Iy: IGia han xi Iv: |

| Tinh chit ® Binh thwong  Viéc khan|

Phan héi: () Phan héi nguoi tao viéc

) Phan héi nguai chuyén viée
—Tép dinh kém hon nowrdi gwi
® Kj shavin bin
Upload Tin nhan(néu co’):’
Danh sdch nhén viéc:
|—File da upload
Danh sach nhan thong bao:

X B &
Dong lai Quay lai Trao 461 Chuyén di

- Thyc hién chon ngudi xir Iy tiép theo nhu hudng dan & muc I1.2.b;

- Bam nat “Chuyén di” dé chuyén xu 1y.

Xem va X ly Cong viéc

Chuyén tiép | Phan hai

—Noi dung

Théng tin xir ly...

—Gia han xw Iy

Han xu Iy: IGia han x Iy: |

| Tinh chit ® Binh thwong  Viéc khan ||

Phan héi:

Phan héi ngudi tao viéc
) Phan héi nguéi chuyén viéc
—Tép dinh kém — Chon ngwéi gwri
©) K nhan van ban & chon |
Trioad Tin nhan(néu cé): l
Danh sach nhan viéc:
rFﬂe da upload Nguyén Chi Diing;

Danh sach nhan théng bao:

X ) & £
Dong lai Quay lai Trao 361 Chuyén di




b) Truong hop két thiic xir Iy cong viéc:

- Chon phén “Phdin hoi”;

- Nhip “Néi dung” xir Iy va céac thong tin khac (néu can thiét) nhu: dinh kém file,
phan hodi nguoi tao viée (12 ngudi tao ra cong viée dau tién) hodc chuyén viée (1a

nguoi vura chuyén viée dén)...;

- Bam nat “Phdn hoi” dé két thuc xur ly cong viéc.

Xem va Xir ly Cong viéc

- N6i dung

Théng tin x(r ly...

Phan héi: () Phan hdi ngwdi tao viéc @ Phan héi ngwdi chuyen viéc

I—Tép dinh kém
Upload
{ Chon tép
[— File da upload

Dong lai

L)
o

e
Trao 461

(]

Phin hoi

4. Tao van ban di
- Vao muc Qudn ly van ban > Vin bdn di,
- Chon “So van ban”;

- Bam nut “Thém”;
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==

Hé théng quan Iy van |

Chao mimg ban dén véi website Eoffice !

Xin chao : dtntram | [Thoaf] [©6i mat kniu]

© Quan Iy cdng viéc M Tim theo | Trich yéu v |  Tirkhéa Tim | Hién thihét &
© Quan ly van ban ( Tuy Chinh | N
Van ban dén | Sira Duyét Xudt ban Nép luu trir Dang ky vu viéc Mail
. Xéa Huy duyét Huy Xuét ban Xéa luu trir GUri van ban Eoffice
P e % o g s Giao viéc Theo déi
Xem Giam sat Phan quyén || BXuat Excel lich sr gir @ Theo déi
Vanbén ndibg _ TuyChon rl Duyét Xuét ban Luu trir Phan quyén Ludng cong viéc GUi VB
Van ban ca nhan 3 z = 7T
T 56, ky hiéu Noaygwi  Trichyéu uat puyst L fié'?: o
Van ban truc tuyén
- r 0 15/VP 11/02/2014 ':énV/v cho phép cong chirc di nuéc ngodi thim ngusi
Théng ké - Theo déi [ b v ae nghi xét nang bac luong thudng xuyén, ning
o 14/TB 11/02/2014  miic phu cdp tham nién vuot khung d6i véi can bo, cong ¥
Mét ara chirc va nhan vién HOLD
J Viv by quyén quan ly, digu hanh Vin phéng
P . - 13/VP 12/02/2014 v
Thong ké truy cap 0 HOND&UBND TP
Danh sich online | ©onvisoan: [vp 2014 - van phong -
Banaq online: 33
A J A . A (4 5 - [
- Nhap céac thong tin can thiét ciia van ban;
A ;.66 9 3A 1 - 5 \ \ A - 5
- Bam nut “Luru” dé€ luu van ban vira tao vao so van ban.
=) Céng van ai
[’ Van ban 1 Van ban dén lién quan
2 S& van ban:” | vP 2014 - van phéng |~ | “ Ngwaivao sé: Dinh Thi Ngoc Tram
“ Loai van ban: [ VL:J © Tinh chat: | bt_Binh thuéng =]
“ S k¥ higu:” |16 {oive14 © Linh Ve: [--Chon--- |~
© Ngay gui: [ 1970272014 “ Ngay ky: [19702/2014
“ Ngwoi ky:* | ---Chon--- | v © Chirc vu:
“ Trich véu: ’
= Ngwdi soan: [ ---Chon--- |~ | © Ponvisoan:” | ubnt_Uy ban nhan dan thanh phé Nha T |~ |
“ Ghi cha: [ “ Noi nhan: |
= Sé ban: 1 “ Sé trang: | 1 “ Tir khéa: |
< Noi e [
Upload
I—File da upload ]
| ElTY 3% oong

- Chon van ban di vira tao, bAm nt “Duyét” dé xac nhan hoan thanh.
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17
a7 Xin chao - dtntram | [Thoat] [B46i mét kndu]

Quén Iy cing viéc Ml Tim theo | Trich yéu v Tiekhoa Tim | Hién thi hét =

Quan ly van ban L Ty Chinh =
Van ban dén ~ Sira ‘  Duyét @ Xuat ban ANGp luu trir | ¢ Dang ky vu viéc ¢ [ LgMail
. )(xéa ©Huy duyét | ©HuyXuitbin | OXéalwutr | Gl van ban [] Eoffice
Ll Van ban di Thém o . ~ L Giaoviéc  Theo ddi
O Xem Giam sat Phan quyén || BXudt Excel || @ lich sir gui | @Theo ddi
| [ [ [
YSbenndbs _ TuyChon r Duyét || xuitban || wutrr || PhinquyEn || Lubng céng viéc | GUi VB |
Van ban ca nhan » P = =2
O TR s,k hicu Noaygi  Trichyéu Xl Dupity I, 00, OU
Van ban truc tuyén e
— V/v d& nghi xét duyét Quy hoach sir dung dét dén nam
Luu trif - Tra cifu 4 C 515/TTr-UBND 20/02/2014 2020, k€ hoach sir dung dat 05 ky dau (2011-2015) chaxd |« L4
Vinh Ngoc, thanh phé Nha Trang
T V/v trién khai B6 chi s6 dénh gia quan Iy khai thac hé
- ] v trién khai Bé chi s6 danh gia quan Iy khai thic hé
L 0 @ swusnokT 20/02/2014 | 41 4ng cong trinh thiiy Igi trén dja ban tinh Khanh Hoa -
— V/v bao cdo sir dung tai san céng, ting, nhan qua trong
: / v
(] O 513/UBND-TTra 20/02/2014 dip té Giap Ngo

5. Gui van ban cho cac don vi
- Chon van ban can gii;

- Bam nut “Gwi van ban”
IFFICE H

Xin chao : dtntram | [Thoat] [©6i mat knAu]

Quén Iy cing viéc B Tim theo | Trich yéu v| Tirkhéa Tim | Hién thihét &
Quan ly van ban l Ty Chinh ‘ s
Van ban dén | Ssia |  Duyét @ Xuét ban ANGp luu trir | | ¢ Dang ky vu viéc || ‘ H ‘ LggMail
B ¥ Xxéa ©Hiy duyét | ©Hly Xuit bdn | (X6a luu trir m ‘ Eoffice
Vén ban di Thém o - ~ Guao viéc  Theo ddi .
‘ . Xem Giam sat Phidn quyén E_’p(ua't Excel ” @ lich sirgui 1 || @ Theo déi
Van banngibg | Ty Chon r‘ Duyét Xuitbdn || Lwutrr || Phanquyen | ‘ Ludng cong viéc Il Gui VB |
Van ban G nhan : = g
O S\né': S6, Ky hiéu Ngaygri  Trichyéu ﬁg:‘ Duyét th‘!’“ Slag fbm
Van ban tru'c tuyén Lt
. J V/v cho phép céng chic di nuéc ngoai thim nguéi
e O @ 16w nozos - phép cong 9 9uoi g
Théong ké - Theo d6i ¥ V/v d& nghi xét nang bac luong thudng xuyén, ning
“ @ 11/02/2014  mirc phu cdp tham nién vuot khung d6i véi can bo, cong ¢
Mét cira chic va nhén vién HDLD
f ¥ Viv by quyén quan ly, di€u hanh Van phong
P ~ ~ u 13/vP 12/02/2014 v
Thong keé truy cap 0 o HDND&UBND TP
Danh sach online I Bonvi soan: | VP 2014 - Van phong N

Pana online: 33

- Chon muc “Pon vi (Phong)”’;
- Panh déu chon don vi can guri van ban;

- Bam nut “Gai” dé thuc hién giri van ban.
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5 Gui van ban

L ) Canhan ) Nhémj ® Don vi(Phon
 Noi ohin: 7 tems checked >
9 Negwbi theo dai Qracd
@) Ban Chi huy Quén suthanh phé
“ Ngay gui: ) Ban Quén I dy n cic cong tiinh xéy
9 Ngay hoan thank: dung
() B6 phan Tiép dan va xi ly don
5 L nhdin: @) Chi cuc Thué ‘
|_) Céng an thanh phé
9 Vai trd: () Phong Giso duc va Dao tao
() Phong Kinh té
(7] Phéng Lao déng Thuong binh va Xa -XLA % déng
héi
() Phong N6i vu Ngay
] Stt NoiphatHanh [0 Phong Quan Iy dé thi L& nhdn Ngwoi theo doi Noi Nhan Ngay guri :l::nh File
Khong c6 di liéu [[) Phéng Tai chinh - K& hoach "
() Phong Tai nguyén va Méi truéng
() Phong Tu phap

- Néu gtri nham cho don vi nao thi chon don vi d6 trong danh sach da guri 161 bam
nat “Xoa”.

[Z) Giri van ban
) Canhan © Nhém © Don vi(Phong)
o i an: )
Noi nhan: | 2items checked In)
5 Ngwdi theo déi: \ =

9 Ngay gui: 19/02/201404:11:53PM | [ (O
9 Ngay hoan thanh: 27/02/20140411:53PM | &

9 Léi nhén:
9 Vai trd: ) Canhan © Phong
| & Gui IX Xoéa I\“Oéng J
Ngay phat  S6vén : Noaygisi  NOayhoan
() Stt NoiphatHanh M ba'_n Novi guvi Léinhdn Ngwoi theo doi Noi Nhan qui thi m File
@i :;r; phong HDND va UBND thanh 11/02/2014 14 ;}ry‘:;n nhén dan thanh ph6 Nha Chi cuc Thué 19/02/2014  27/02/2014
2 :;r; phong HOND va UBND thinh 1 0o+ %:Zn nhan dan thanh phé Nha f::nf":::y QuansY yo/00/2014  27/02/2014

6. Tao mai cong viéc

- Vao muc Qudn ly cong viéc > Tao moi cong viéc,

. Chao mimg ban dén véi website Eoffice ! Xin chao : vchieu | [Thoaf] [©6i mét khAu]

¥

Quan ly cong viéc L ® chuaxem(z) O pangxrly(0) © Quahan@) © Pachuyén(©) © Pihoanthanh(2) © Tatca(s) O}
Céng viéc da nhan 3 4 .
Trang Ngwoi tao viéc Ngudi chuyen Trich Yéu Han xtr Iy
3 thai viéc
Tao mdi cing viéc . PR . . - s e s Lo . I
Nguyén Duong Nguyén ThiHéng  v/v tinh hinh thuc hién chi tiéu ké hoach va nhiém vy céng tic thing
3 o 2N o 02/2014 26/02/2014
Théng bao(0) uy Hang am
- Nguyén Duong Nguyén Thi Héng  V/v cung cdp danh sach can bg, cong chirc, vién chirc va nhan vién tham gia
Phan hdi(0) 6 Thiy Hing Sam sir dung phan mém van phéng dién tlr 26/02/201%
Tin nhan(0) © 2‘33;’:‘:‘35;""9 g'égm“ye" ThiHBRg /. bio céo két qua thyc hién nhiém vy quéc phong, quan sy thang 02/2014  26/02/2014

13



- Bam nut “Thém” d¢ tao mdi cong vige;

Il

Hé thong quan Iy

Xin chao : vehieu | [Thoat] [D46i mat khiu]

Quan Iy cbng viéc Timtheo | Trich yéu ¥ | Tirkhoa Tim | Hién thihét
> Clng viéc inhin B
Al Tao mai cong viéc
> [ S 8 o
> [Thong bao(0) Lam mai Thém Xéa Phén quyén Tét ca Pangxirly  Daxurly Theo déi
) Tuy Chon o Hién thi Theo di
Tin nhan(0) Wy S—
0 Tih  ricn yéu Noaybat  Ngay ket Noi dung GUri
O chat dau thuc
Quan ly van ban
Hop T Chuyén vién ding ky o PR s . . - .
Quan Iy lich cong tic O @  thi dua nim 2014 ldc 14 gis  20/02/2014  21/02/2014 H:gn“th"Ye" vién ding ky thi dua ndm 20141dc 14 gio 00tai
00 tai phong B1. phong 1.
Van ban tru' éi
N Thong bao phan céng nhiém
Lufu trif - Tra cifu (] O vu Ban Bién tap va Bé phan 18/02/2014  19/02/2014  Trinh PCT Ha phé duyét. v

- Nhép céc thong tin can thiét: Trich yéu, Néi dung, Thoi han, File dinh kém...

- Thyc hién chon ngudi xir Iy tiép theo nhu hudng dan & muc I1.2.b;

- Bam nut “Gui” dé luu va giao viéc (chuyén xu 1y).

Tao c6ng viéc

£ % = O
l Théng Tin
— Trich yéu - N6i dung — Tuy chon
Trich yéu: [ Hop T6 Chuyén vién liic 14 gie 00 ngay 21/02/2014 tai phong B1. Loai Ludng: |VP-Lusng van banthammwu v |
Tingay: | 20/02/2014 09:31:00 AM ©
Néi dung: | Dang ky thi dua nam 2014, Dénngay: | 21/02/2014 02:00:00 PM ©
Tinh chat O Binhthwong © Viéc khan
—Tép dinh kem — Chon ngwoi gwi
Upload |+t Chon |
Tin nhan(néu cd): I
I—File da upload | Danh sach nhan viéc:
Danh sach nhan thong bao:
Chuyén vién Van phong; Lénh dac Véan phong;

Gii

|8 Déng |
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7. Xem qua trinh xir ly cong viéc

- Chon cong van can xem qua trinh xtr ly;

- Bam nut “Theo doi”;

Chao mimg ban @ Xin chio : dtntram | [Thoat] (B4 mAt khAu]

T el Tim theo | Trich yéu Y| Tirkhéa Tim | Hiénthinét | [@
e gl o Chinh | A
[ sin ||  Duyét @xustbin || ANépluutr|| v Dangkjvuviec | B4 ~—
5 T Xxéa || @Hiy duyét | ©HiyXustban | OXéalwutry || Gifivan ban [] L)
Van ban di Thém o ; ~ . ket Giaoviéc [| Theo ddi G mail
! L Xem Giam sat Phan quyén Xudt Excel @ lich s gui
e | tiychon ol pwét || xuitbsn || wwtir || PhanquyEn || Lubng congviée G mail
Vén ban ca nhan . z P I S e
O TR S Neaydén  So,kyhieu Trichyéu X8t owpst L2, Gh00, 1
Van ban truc tuyén x
— ) 857/UBND- Il V/v cdm méc 16 gidi va khai thac st dung trong pham vi
i v v 488  20/02/2014 °9 ung g pha v v v
Lutu trif - Tra cifu ©“ @ XDND d8t hanh lang an todn dudng b
Théng ké - Theo déi @ O 487 20/02/2014 833/UBND- 9 V/\{ khan truong kif'm tra, l?a'o ca:o v_é ca"c d‘u' antrong =
KT ring su dung vén ngoai ngan sach trén dia ban tinh
Mot ara
822/UBND- I V/v khan truong hoan thanh viéc Iap, trinh phé duyét
(@] 486 20/02/2014 9 ¥C 19P, P Ve @ %
O XDND quy hoach sir dung dat cdp huyén, cdp x3

- Néu co thong bao “Chwa tgo luong cong vi¢c” xuat hi¢n nghia 1a van ban nay
chua duoc giao viéc;

Théng béo

i Chua tao ludng cong viéc

- Néu da c6 giao viéc, chon ludng van ban can xem, bam nut “Xem ”.

Vin ban ¢6 nhirng luéng nhu sau

X Xéa H”Déng |
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8. Xem lich sir gwri cia van ban
- Chon cong van can xem qua trinh xtr ly;

- BAm ntt “lich sii giri”;

] 8‘ = a0 mung ban den vol website Eofice ! Al 40 . dintrai 0al] (D01 Mal Knau,
© Quan Iy cdng viéc 8 Tim theo | Trich yéu v Tiekhoa Tim | Hién thihét =
© Quan ly van ban = Tuy Chinh X
» st | ¢ Duyét @ Xuét ban ANop luu trlr | ¢ Dang ky vu viéc L 5 3 ~—
T 3Cxéa || ©Hiy duyét || © Hiy Xudt ban || ©xéa lwutrir || & Gtvan ban [ »
Vanban di Thém o - - — Giaoviéc  Theoddi | Gui mail
. Xem Giam sat Phan quyén Xudt Excel
Vanbanndi by Tuy Chon Duyét Xuét ban Luu trir Phan quyén Ludng cong viéc Gui mail
Van ban ca nhan 7 P, ‘ -
Tinh SO BN S0, ky = % Xuat ., Lwu Giao Gwi
S ) £ + Ngay den = Trich yeu > Duyét = =
P Vin ban tryc hryén - chat den hiéu ban trir  viec vb
( ¥ Vv danh sich cac don vi su nghiép céng lap thuéc Bo
@ ; v 48 13/02/2014 123 . on vi sy nghié ap thuec Bo o 9 | @
© Luu trif - Tra aifu Bl O Van héa, Thé thao va du lich.
® Théong ké - Theo déi 8] ' V/v chdp thuan céng ty TNHH thuong mai va du lich Khai
T @) 3 13/02/2014 347 Quang t6 chic doan Caravan Thai Lan vao tham gia giao 7 7
Mot cira O . théng tai Viét Nam tir ngay 19 thang 01 ndm 2014 dén ngay
24/01/2014.

9. Tim kiém viin ban (phwong thirc tim gan ding)

- Vao muc Qudn ly van bdan > Vin bdn dén hoic Vin bén di;
a) Tim theo s6 van ban

- Chon s6 vin ban can tim;

- Chon tiéu chi can tim: trich yéu, ) ky hi¢u, s6 dén...;

- Nhap tur khoa can tim;

- Bam nit “Tim” hoic gd phim Enter;
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Chao mirng ban dén véi website Eoffice ! Xin chao : dtntram | [Thoat] [(D4i mAt khiu]

[T rpr e S Ml Tim theo | Trich yéu Y| Tirknéa don ong Vé Tim | Hénthinét | (&
Quan ly van ban l Tuy Chinh ‘ x|
| Sira Duyét Xudt ban N6p Iuu trir Dang ky vu viéc
- ¥ Xéa Huy duyét Huy Xuét ban X6a luu trir G van ban
Vén ban di Thém - ) ~ _ - Giaoviéc  Theo déi G mail
Xem Giam sat Phan quyén Xudt Excel lich sur gui
- ~ | |
W _ TuyChon | Duyét || Xuitbdn || Luutry Phin quygn Ludng cong viéc | G mail
Van ban ca nhan F T T T T Trer i =T
—  Tinh SO e So, ky o Xuat ., Lwu Giao Guwi
O X Ngay dén x Trich yéu = Duyét 5
—— chat dén hiéu ban ik viec b
. ¥ V/v danh sach cac don vi su nghiép céng lap thuéc B
i P 43 13/02/2014 123 v v v v
Sl e 0@ Van hoa, Thé thao va du lich.
Théong ké - Theo di # v chdp thuan céng ty TNHH thuong mai va du lich Khai
Tl @) 43 13/02/2014 347 Quang t6 chic doan Caravan Thai Lan vao tham gia gizo v 7
Mot cira O thong tai Viét Nam tir ngay 19 thang 01 ndm 2014 dén ngay
24/01/2014,
Théong ké truy cap @ O PP 10/02/2014 220 V/v_ QU): dinh vé t6 cdo va giai quyét t6 cao trong quan doi e s v
nhén dén
Danh sach online V/v danh muc bi mat nha nuéc dé Tuyét mat, T6i mat cla
Dang online: 24 (8] 0 41 10/02/2014 81 Ban chi dao Trung uong vé phéng, chéng tham nhiing va Ban ¢ v
NGgi chinh Trung uong.
Lién két Website I S0 van ban: | VP 2014 - Trung uong |»

b) Tim theo tdt cd s6 van ban dén hodc di
- Chon biéu tuong “Tim kiém ndng cao” (hinh cai kinh lip);
- Nhép céc tiéu chi can tim;

- Bam nit “Tim” hodc gd phim Enter;

Chao mirng ban dén véi website Eoffice !

Quan Iy cing viéc 8l Tim theo | Trich yéu v | Tirkhéa Tim | Hién thihét

Quan ly van ban 9 Thai gian: Nam: \W v | Thang: \ED 9 gd van ban: | Tétca 17
» o 86 gén: | 9 86 kj hiéu: |
» Vanbind O Trich yéu: [ don eng V& 9 Tirknéa: |
> Vanbanndib a Ngay k- | 9 Ngay aén: |
Vin bén cé nhén 5 Noi g | & Ngudi kj: |
Vinban tryctuyén [ 9 Loai van ban: | Don thu [~ 9 Linh e |Tatcs =)
Luu trif - Tra cifu ~ Q Tim 2 Lamlai
Théng ké - Theo ddi m— N
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