Huéng din cai diit eOffice

Sau khi tai vé ta duoc tap tin nén (eOfficeClient):

Name + l v] Type l vl Size I v] Date created ] v]
. Compressed File Folder 25/06/2013 7:46 AM
.. Documents File Folder 25/06/2013 7:46 AM
|, Music File Folder 25/06/2013 7:46 AM
. Programs File Folder 25/06/2013 7:46 AM
des File Folder 25/06/2013 7:46 AM
WIinRAR archive 7.114KB 11/04/2017 10:10 AM

Ta nhén chudt phai vao tap tin nén, chon Extract Here hoic WinRar > Extract Here
dé giai nén (can tat hét cac chuong trinh diét virus trudc khi giai nén):

Name “ | v| Type I -] Size | vl Date created
, Compressed File Folder 25/06/2013 7:46 AM
Documents File Folder 25/06/2013 7:46 AM
) Music File Folder 25/06/2013 7:46 AM
| Programs File Folder 25/06/2013 7:46 AM
|. Video File Folder 25/06/2013 7:46 AM
i WiInRAR archive 7.114KB 11/04/2017 10:10 AM
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Open dé chay tap tin. Xuat hién bang sau:

Bkav eOffice - Pang nhap R

P?a chi email : | :]
Tén may chi : I mail.bkav.com.vn j
M3t khdu : |

I~ Ghinhé mat khdu

Dang nhap Bo qua




- Dong 1 (dia chi mail): ta nhap tén tai khoan (***.ttytdshhn@syt.dongthap.gov.vn

- Dong 2 (Tén may chu): ta nhép dia chi IP (113.161.198.166)
- Dong 3 (Mat khau): ta nhap mat khau (123456)

Bkav eOffice - Bang nhap 4

Brachiemail: | dudv.ttytdshhn@syt.dongthap.gov 7|

Tén mdy chu : |113.161.198.166
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Métkhsu: Ix*:::z
[V Ghinhd mat khau

Sau d6 chon dang nhép (cho doi .....).
Giao di¢n phan mém
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Hudéng dian khéi tao cong vin di:

Trén giao dién phan mém > Chon biéu twong Vin ban > Chon Cong van di
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Sau khi chon cong van di ta c6 giao di¢n sau:
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Soan thao van ban c6 2 cach:

- Soan thao trén phﬁn mém riéng biét (Word, Excel,...) thanh tap tin. Sau do6 nhan thém tai liéu dé
dinh kém tap tin nay vao cong van di.

- Soan thao tryc tiép trén eOffice.
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Nhap thong tin kem theo cho cong vin di:

- Trich yéu: Nhap trich yéu

- P khan: Chon murc do khan

- Loai van ban: Chon loai van ban

- Linh vuc: Chon linh vuc phéan loai van ban

- Bon vi soan thao: Chon don vi soan thao ma minh truc thudc

- Thoi han xir 1y: Chon thoi han xir Iy cta van ban, dung dé nhic cac vin ban qua han xir 1y.



Néu c6 van ban lién quan => Nhan vao “Thém vin ban lién quan”.

B8 Cong van di P - .
Tép Soanthdo cCchén ©inhdang Trg gidp

€ @ 9 © wu O e @&
Chuy®n Phénloal Sira ©Bngxirly Kétthdc Luu Théngbio Tidl&  In
Trich y&u : IVQ vigc:

03 khah : | | [ Trichysu | sakyhieu | Ngus xirly cu
Loai v&n ban : [—_'_.l
Linh vic : [ﬁ
£an vi soan thao : [ﬁ
I~ Thaihen xirty: [ =1 =—
Thém tai liéu |

V&N ban uu tién xir

Thém  kign gidi quyét | Ghi am ||
[TlmesNewRoman_Jh2__]® @ B]uA-éZ::§§§E§§E§

TRUONG DAI HOC BACH KHOA HA NOI c;o.\;c HOA XA HQI CHU NGHIA ™

TRUNG TAM AN NINH MANG Déc Lip - Tu Do - Hanh Phic

; Ha NZi ngay 15 thang 01 nam 2
S5 10-158012007/QD-BXIS a N, ngay hang nam

I™v: Gia ban thé BhavPro gua mang

QUY PINH

- Can et vas ndi quy Biiz
<€ | | i

eOffice - ¥3n phong dién tlr,

Xuat hién Ctra s6 tim kiém thong tin van ban lién quan.
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Nhap théng tin viin ban lién quan cin tim:
- Trich yéu, Do khén, Loai van ban, Linh vuce, Pon vi soan thao, Khoang thoi han, ....
- Chon vian ban lién quan: danh sach ¢ dudi bén trai.

- Nhan nut dé thém vao danh sach bén phai. Tiép tuc nhan “Thém” dé két thuc thém
van ban lién quan.

Cuoi cung la thém “Y Kién giai quyét” vé van ban do.
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Ta c6 thé tao cic mau ¥ klen giai quyét dé sir dung lai cho lan sau. Nhan vao nat “Thém y Kién
giai quyét”. Roi ta chon mau can thém vao va nhan “Déng”.
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Sau d6 ta nhan nat Chuyén.
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Xuét hién cira so dé chuyén cong van cho ngudi xir 1y (ké tiép).

Chuyén xir ly %
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Nhap chon vao 6 nguoi can xt ly cong van:

- Néu muén chon nhiéu nguoi thi chi c6 mot ngudi la xir Iy chinh).

- Néu mudn chon ngudi Khoa Phong khac thi chon vao nat Bong giri >>
Sau d6 chon nat Gui.



Khéi tao mdt viin ban di tra 10 cho viin ban dén

1. Mé vin ban dén can xu 1y,
2. Trén ctra s6 xem van ban chon “Tra loi”.
3. Hop thoai xuat hién: chon “Céng van di”.
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4. Cira 56 Soan thao “Céng vin di” xuat hién (thuc hién giéng nhu khai tao van ban di).
5. Dé chinh sira, xem phién ban noi dung tai liéu kém theo khi nhan van ban di.

+ Nhan chuot trai 2 lan vao tai liéu kém theo dé mé lén xem

+ Nhén chudt phai vao tai liéu kém theo dé xem phién ban tai liéu khi xt Iy (Nhan chuot
trai 2 1an vao phién ban tai liéu kém theo dé ma 1én xem).

+ Sau d6 ta co thé chinh stra tai liéu.

+ Luu ndi dung tai liéu vira chinh stra xong.
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Hwéng din két thic cong vin:

Giao dién phan mém: Ta chon tab “Xu 1y vin ban” (bude 1). Tiép theo chon tab “Vin ban
dang xtr ly” (Budce 2). Chon van ban di hodc van ban dén (Budc 3).
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Nhan chugt trai 2 1an d€ md nhanh cong van (Muc “Trich yéu van ban”)
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Xuit hién hop thoai sau:

Bkis eOffice - Chon ho so d€ luu van ban

Ténhdsg————— | Ghi chu | Ngui xem

44|H3 van ban dén ! |
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Chon tén Ho so can luru => Nhéan nat Luu dé két thic cong van.

Néu khong c6 tén Ho so luu thi ta Tao Hb so luu:

- Nhén nut Tao méi dé tao méi Ho so luu (Bude 1).

- Xuét hién ctra s6: Nhap tén Hd so’ can tao méi (Budc 2).
- Nhan nat Tao méi (Budce 3).
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Sau d6 ta chon tén Ho so can lwu => Nhan nat Lwu dé két thuc cong van.




Huwéng dan xir Iy cong viin

Giao dién phan mém: Ta chon tab “Xt Iy van ban” (budc 1). Tiép theo chon tab “Vin ban
dang xu Iy (Budc 2).
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Khi d6 ta thiy cac danh sach van ban:
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Ban Giam ddc:
- Vién ban di cho xtr [y => Cong van da duyét gui cho Van thu xir Iy.
- Vian ban dén cho xtr Iy => Cong van sé chuyén cho Trudng, Phé — Khoa, Phong xtr Iy.

Khoa, Phong: 7 ,
- Vién ban di cho xtr [y => Cong van s€ chuyén cho Ban Giam doc xu ly.
- Vian ban dén cho xtr Iy => Cong van sé chuyén cho Nhan vién cung Khoa, Phong xtr Iy.

Nhan vién: 7
- Vién ban di cho xir [y => Cong van s€ chuyén cho Truong, Pho cung Khoa, Phong xu ly.
- Van ban dén cho xt Iy => Cong van s€ chuyén cho Nhan vién cung Khoa, Phong xu y.

Van thu:
- Vién ban di cho xur Iy => Cong van da duyét cho phat hanh. ,
- Vian ban dén cho xt Iy => Cong van s€ chuyén cho Ban Giam doc xt ly.

Xt ly van ban thong bao

1. Mé Van ban va doc ndi dung van ban.
2. Nhap vao Két thuc van ban va luu vao ho so.

Dé lay lai van ban da xiur ly
- Van ban chi c6 thé lay lai khi ngudi nhan van ban chua m¢ van ban ra.
- Giao dién phan mém: Ta chon tab “Xur ly van ban”. Ti€p theo chon tab “Van ban dang xur
1y”. Chon tiép muc “Vin ban vira xir ly”.
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- Nhan chudt phai vao vian ban can lay lai
- Hop thoai Menu xuat hién: nhan chon “Lay lai van ban”.
- Khi @6 van ban s€ trg vé vi tri cu.



Huéng din Uy quyén viin béan

1. Uy quyén 1a viéc trao quyén xir 1y vin ban cho mgt nguoi khac trong co' quan:
- Vian ban chuyén dén nguoi iy quyén dong thoi s& chuyén dén nguoi dwgre iy quyén.
- Vian ban duoc xir Iy néu ngudi Gy quyén hoic ngudi dugce iy quyén xu y. Néu mot
trong hai ngudi xur 1y thi nguoi con lai coi nhu cling da xtr Iy van ban nay.

2. Uy quyén xir Iy vin ban cho ngudi nao dé:

- Tai giao dién phan mém, chon tab “Xir 1y vin ban”, tiép tuc chon Tab “Tra ctu, thdng

ké van ban”.

- Tai danh sach bén trai, ta chon dén muc “Quan tri hé thdng”, nhin vao dau cong [+] dé

chon muc Uy quyén .

- Nhan chon Tao mdi.
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- Tiép tuc xuét hién hop thoai “MAu cip nhit iy quyén”:
Mau cap nhat uy quyén
Chon phéng I"-El‘(.-":k‘u' ll

Danh sach can bé theo phong

1D Ho tén
[ |chinhtg@bkay.com.vn Tran Qudc Chinh
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1
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-
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- Chon Phong, nguoi duoc uy quyén, loai van ban uy quyén, thoi gian uy quyén, hiéu luc
va ghi chi trong mau cap nhat uy quyen
- Cubi cung nhan chon “Cép nhat” dé hoan tat ty quyén.

3. X6a iy quyén:

- Tai giao dién phan mém, chon tab “Xir 1y vin ban”, tiép tuc chon Tab “Tra ctu, thdng
ké van ban”.

- Tai danh sach bén trai, ta chon dén muc “Quan trj hé thong”, nhan vao dau cong [+] dé
chon muc Uy quyen

- Chon miu 1y quyén cin xda.

- Chon Xoa.



