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> LACVIET Tai liéu hudng dan sir dung hé théng QLVB-HSCV

I. MUC PiCH CUA TAI LIEU

Tai liéu duoc xay dung véi myc dich giup cho ngudi dung (Lanh dao) hiéu va nim
rd cac chirc ning, qui trinh ciing nhu céc thao tac st dung ctia phan mém Quan 1y
vin ban va Ho so cong viée dang ap dung tai co quan minh. C6 thé str dung phan
mém nay dé giai quyét cac cong viée trong thuc té.

II. HUONG DAN SU DUNG

1. Pang nhap chwong trinh
» Truy cap vao trang thong tin http://congthongtin.pvoil.vn

» Nhap User name va Password:
User name: pvoil\tén tai khoan
Tén tai khoan 1 phan trudc chir @ cta email (...@mekong.pvoil.vn)
Password: 14 password ctia email, luén nhé thay ddi password trong vong 45
ngay. Password phai c6 do dai it nhat 8 ky tu va phai bao gom so (0..9), chit
(a..z) va ky tu dac biét (!,@,#,%,...)

= ™

Connecting to congthongtingpvailvn,

pvoililamttp |

— |
|D |||-----|||-----||| |
l Comain: pvoil

[7] Remember my credentials

|| cancel

> Bam “OK" dé’ ding nhap vao chuong trinh
2. Thay d6i mat khau ding nhap
-1- Muc dich
Pam bao tinh bao mat dbi vdi tai khoan nguoi ding trén hé théng, nguoi
dung can str dung chirc ndng d61 mat khau tai khodn cd nhan
-1- Thao tac thuc hién
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» Trén man hinh Trang chud cia chwong trinh, chon Menu “Qudn Iy
van bdn”

» Chon tab “Tién ich” > Chon “Thay déi mdt khdau”

. ‘m {
TONG CONG TY DAU VIET NAM ,Marvol g

Guan Iy van ban van phong S0 Thepvien  Tin tiec noibo  Quan Iy CHXD
Nguy&n Thi Thu Hign (PV {]Irg'g Tau, 09/04)

e

)

Tim kifm Phén loai Danh muc Uy quyén Ban giae Cau hinh cd  Nhéc nha

vdn ban chung cong viéc nhan ca nhan «
Ciong wviéc hién tai < | p|
S ME (T Tat ca - [ ] Tt c&
[~ Dang x Iy (4) A
b TE A 4 HOom nay
@ Ndi gui: Ban Dan van, cac ban/vp |:|
43
. Céng vigc hién tai STT: 43 S0 VB: 43 =
L  Bang bl g I\_"r Ng&v VB: 09/04/2012
% | van ban dén &, Tro Iy TG PVOIL

» Hién thi man hinh nhip thong tin thay d6i mat khau
» Nhéip thong tin can thay doi
» Bam “Pong y” d€ hoan tit
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- Thay ddi mat khdu Lg

Tén dang nhip § Nhan Vién Van Thu

Mat khdu o *

Mat khdu mdi *

¥dc nhdn *

3. Quan ly van ban
3.1. Quan ly Van ban dén

3.1.1. Xem théng tin van ban dén

#+ Muc dich
Xem thong tin va ndi dung van ban dén trén hé thong

4+ Thao tic thwc hién

» Trén man hinh Trang chu cta chwong trinh, chon Menu “Qudn ly
van ban”
» Chon muc “Céng viéc ctia t6i” hoac muc “Vdn ban dén”

» Chon vin ban dén can xem (Mic dinh cic vin ban dwoc sap sép
theo trinh tw thoi gian nhan, vin ban nao giri sau sé hién thi 1én
dau)

» Hién thi thong tin van ban dén can xem
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| Tems Tiéeih Biec | Thetic A= ]

L e B ¢ B =8 wp
Kemvln Xrly KRthic Ubsklt Cwplsvie GHEmad  Gaowk
Bl it b - T T

Mol gilt; Ban (i D, Cic Phén |

Corg van 385
SThs sives

gl Mgy VI: _
&WH’TE“ Thas L F lasin

Halp mé viln bin  Ti2 B3 wla bl

ﬁlﬁ'ﬁu IHH:JII-] | .mﬁ Dﬂh‘\' .hﬂihll'- .-:mhp

> Bam vao biéu twgng dinh kém dé doc file chi tiét ndi dung van ban
dén

o g

Xem van Chuyén vao G E-mail Giao viéc
ban van ban thu muc |
SRl ) . | Fl| Thaotic L, Giaoviee o Kétth

2w 3 78| orres

[ Cha trifX(r li chinh
= Phéi hop 4 Hompnay Cong van so 3
=) Théng bao Ngi gifi: Ban Gidm Bdc, Céc Phon ||
o | m MNdi gifi:  Ban Giam B©dc, Céc Phang Tru
=) Bang xir Iy Cong van so 9 Noi nha &
i nhdn:
P Tat ca w STT: 9 S8 VB: 9 . i
= @ | B Ngudi ky: Tro ly TGE PYOIL
L ('\ Bang =T Iir Ilg&'f VB: 05.“14!2012
1] | Ngay Nguwdi thuc hién

4, Tro Iy TGB PYOIL
| 05/04/2012 08:49 Van thu TCT [

| & Cdng viéc hign tai

05/04/2012 08:49 V&n thu TCT

.| Vin ban d& .
| van ban dén 05/04/2012 11:45 Tro If TGO PVOIL 1

» Click “Open”

» Hién thi ndi dung File vin ban dwoc Scan hodc dinh kém trén hé
théng
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3.1.2. Giao viéc trén vdn bdn dén
= Mucdich

Lianh dao phong ban nhin dwoc cong van dén chuyén téi cé thé tw
xtr Iy céng viéc hoac giao viéc xuéng cho cap dudi xtr ly

4 Thao tic thwc hién

» Trén man hinh Trang chu cta chwong trinh, chon Menu “Qudn ly
vdn ban”
» Chon van ban dén cin giao viéc (Trong muc cong viéc cta tdi hoac

trong muc Van ban dén)

> Bam nut “Giao viéc”

Baa Iy wi8 BaE Vs phose 5 Thurysbe T hec icabe (s iy CKXD

)| Twmd  Tsih  Bedk | Thetk

2 G I [Og o et
Eemvln Eily KR tic Lls kit Chaple wie Gl E-mad
Bhe vinbie | Hwrmge

F| mactic [, Gaowic | o KB

Titch| grr-g sivn 9
By VB 0 04 2002

Cong van 509 Thidngy tin chi iét VB g
et i fan Gl B, Che PREn : Tink trang: Slang wir
2 i B, L PRong Trut Thiadt X0 Nghela, Cic b0 cEng Oosy Bed RGN XN
ﬂ ’ Wl gl B Gaan B, T PR Tt The hat s & i
Cong van 18 ,3 okl @
=TS SEVES .
Fgi e T 5 T8 L
. Eanguily Mgy VI i
A'I'thm L Piguri ihey b Thisas L0 W ik
DS 08:48 Wi thr TCT Waikp i v bl Tae A wle bin.
OLASLT2002 tl:d Wile b TCT Trisk, dusit
DSA2HZ 1045 Tro b TGEPVORL  Chan e phider; bt oo it
OR300 10 Troly TCRPVORL  Chayie i pihibre) b e okt
Pty bl g Hare =
ﬂ‘mm LT ] L] O Wi B e B ik

» Hién thi man hinh giao viéc trén van ban dén

» Nhap thong tin giao viéc. Trong d6 :
o Chu tri/Xtr ly chinh : Ngwoi xtr ly cdng viéc chinh
o Phéi hop: Ngudi hé tro xir Iy cdng viéc

o Dé biét: Chia sé ndi dung cong viéc cho ngudi khac xem hodc
theo doi
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o Soagn céng vdn trd loi : Néu chon hinh thic nay thi nguoi
nhan cong viéc bat budc phai soan cong van tra 1o cho van
ban dén do

o Yéu cdu bdo cdo: Néu chon hinh thirc nay thi ngwdi nhan
cong viéc bat budc phai bao cdo cong viéc cho ngwoi giao va
nguoi giao danh gia thi méi két thic xtr ly cong viéc dugc

)

» Bam niat “Pong y
Giao viéc M

| Thao ta

Scan tap
tin

Md ta ndi dung cng viéc

Cha tri/ ¥ Iy chinh

BE bift

[
Phéi hop xir Iy L0
L]

Ngay bat dau |05/04/2012 . Ngay két thic |05/04/2012  |[is]

File dinh kém

L

k_ Soan céng van tra I6i () Yéu ciu bdo céo Hinh thirc giag viéc

3.1.3. X ly céng viéc khong yéu cdu bdo cdo
+ Mucdich

Lanh dao phong ban nhan dwoc cong viéc dwoc giao trén van ban
dén tir cAp trén khong yéu cau phai bao cio sau khi xtr Iy cong viéc

4 Thao tic thwc hién

» Trén man hinh Trang chui cia chwong trinh, chon Menu “Qudn Iy
van ban”

Trung tam HPS - Lac Viét Trang 9/48
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» Chon van ban dén cin bao cio két qua xtr ly (Trong muc céng viéc
cua tdi hodc trong muc Vian ban dén)

> B&m nit “Xik Iy”

) Ly @ S e
Lla kit | Choplnwis GAFmel | Gaowilc
o g g

& Theetle  op Gaewkc g Rt

Ttk gry: g sive % o
Py VIBL 945 /0 200 2

Conrey wam 5 8 Thing tin che tiét VB dén

Tink, trmag: S il

Mol gl B G Ddic, Tk Phing Tryt Thisdc 1 Nghalip, Tk 6 olieg Sokn B4 pluln 18

LICE U

Mg ks Trg by TGE oo

gy P U i Thisas bd W b

D022 DB:4% Wil Har TCT Heip mdi viln bl T i vle e,

PASL2312 O:a8 Wike thes TET Trisd dorlt

PRAEL23AT 11043 Tro by TG PORL  (hupiin i phireg b oem bt

PENLIIT 1L Tro b TGE PR Chapiln ke phig by oem o

P e g v Hors =],
| ta e gm0 By (e BT | BRI

» Hién thi man hinh nhip thong tin xt 1y cong viéc
» Nhép théng bdo cio xt ly cong viéc, dinh kém file néu cén thiét

» BAam nut “Két thic”
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[ X Iy [ x|
(2]

| Thao tac |

56 =

Bang Binh kém Scan tap
tap tin tin

Thing tin cing viéc can xir ly (1 I

Danh sdch cin x li Iltac nhan vién xem > I

Tén cong viéc Cic nhan vién xem

Thdi gian Tir ngay 22/03/2012 dén 22/03/2012

MNgu'di giao Trudng ban CHNTT-Trugng Ban

- Xirly

MG dung xir Iy

Hoan thanh (%)

File dinh kém

3.1.4. Bdo cdo xir ly cong viéc
4+ Muc dich

Lanh dao phong ban nhan dwoc cong viéc dwoc giao trén van ban
dén tlr cip trén cé yéu ciu bao cio sau khi xtr 1y cong viéc thi cin
thwe hién bao cdo tinh hinh x& 1y cong viéc do6 trén hé thong

4+ Thao tic thwc hién

» Trén man hinh Trang chu cia chwong trinh, chon Menu “Qudn Iy
van ban”
» Chon van ban dén can bao cdo két qua xtr Iy (Trong muc cong viéc

cda toi hodc trong muc Vin ban dén)

> Bam nit “Xir Iy”

Trung tam HPS - Lac Viét Trang 11/48
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Cruam by CHED

K| Thasmde o, Giesvde | KBhde
LIThch| gyraa

Cong wan wa 9 [ Thang tin chi tiét VB dén

Mol Qi Ban Gebm Ddc, Cit Phieg Troax Thisdt ¥ Wghedp, Cée bF cong Sobn b3 phin N
Wl nkdn: e
Mguan ky: Tra by TGO PODL

Py P bt bbn Thaa dkc W i
GEMAI0LT adS Win e TCT Mhilp més vibe bén  Tao s viin bin,
CEMDATI01Y B0 Win e TET Triesh duydt

CERMOAI0NT 184S Trg TGO PVOIL | Chuyin Ci phie Ban xem it
CEMDAZO1T 10246 Tro K TGE PVCIL | Chuseén Cic phbng Ban xem nit

Hidin thi bin quan -

I [ EEL T B i ban

» Hién thi man hinh nhap thong tin xt 1y cong viéc
> Nhéip théng bao cdo xtt ly cong viéc, dinh kém file néu can thiét

» BAm nut “Bdo cdo”

Trung tam HPS - Lac Viét Trang 12/48
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| xit 1y
| Thao tac | ﬁ

48 0 =

Béng v | Bdo cao fEdang Binh kém Scan tap
tap tin tin

Théing tin cong viéc can xu Iy 1

Danh sdch cdn x& lif| Bdo cdo tinh hinh tham dur 1€ hii sach

Té&n céng viéc Bdo cao tinh hinh tham dur 1 héi sdch
Thdi gian T ngay 26/03/2012 dén 26/03/2012

d Ngudi giao Tro Iy TGD PVOIL-Trg Iy TGD

M&i dung x|y |BF thue hién xong

Hoan thanh (%) |10p

J File dinh kém

3.1.5. Pdnh gia két qua xir ly cong viéc
%+ Muc dich

Sau khi nhin dwoc bdo cao céng viéc tir cAp dwdi gri 1én, 1anh dao
phong ban sé tién hanh danh gia cong viéc cia nguoi do

4+ Thao tic thwc hién

» Trén man hinh Trang chi cia chwong trinh, chon Menu “Qudn Iy
van ban”
» Chon van ban dén cin danh gia cong viéc (Trong muc céng viéc

cda toi hodc trong muc Vin ban dén)

> B4im nit “Ddnh gid”

Trung tam HPS - Lac Viét Trang 13/48
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Tai liéu hwéng dan st dung hé théng QLVB-HSCV

fuan iy van Dan Van phong S0

Thur vien Tin furc nod bo

Quan Iy CHXD

Xem vBn X by thuc
ban

Bdo cdo Thao tac

=

e B

Lién kot Chuyén vae Gii E-mail

vEn bén thur muc

|3 Chad trifXir Ii chinh
) Phii heop
) Théng bdo
3 Bang xir Iy (1)
4 [ ")Thtca

Céing viéc hién tai

Vin ban dén

=4 V&n ban di

Ndi gifi: Ban Gidm Bdc, Cic
Cong van so0 9

STT: 9 56 VB: 9
' Bang i ly Ngay VB: 0
2, Tro 1y TGR PYOIL

Phén | |

OM

Thaotic .5 Giaoviéc o Két thic

5TT: 9

Cong van so 9

Noi gifi:  Ban Gidm B4c, Céc Phong Truc Thud

Mol nhin: =)
Mguin ky: Tro Iy TGE PYOIL

Nody Mgudi thue hign
05/04/2012 0B:49  Vin thu TCT
05/04/2012 08:49 Vin the TCT
05/04/2012 11:45 Trg ly TGD PVOIL
05/04/2012 11:46 Trg Iy TGO PVOIL

Thao &
Nhap n
Trinh d
Chuyér
Chuyér

» Hién thi man hinh nhip thong tin ddnh gia két qua xi 1y cong viéc

> Xem bdo cio két qua x ly, nhap thong tin ddnh gia

» Bim nut “Péng y

-0
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- Panh gia xi¥ Iy cong viéc
| Thao tac | @

“€@ 8 | =

huc hién  £©dng Binh k&m Scan tap

lai tip tin tin
¥ac nhan Binh kém
Cdng viéc cdn danh qgia _ Bdo cao cong viéc khi xong x|

Md ta cing vigc |Em d4 |am xong

File dinh kém

Y kién danh gia

D

Mic 36 (#) Gioi () Kha (_) Trung binh

» Trong tredng hop nguoi giao viéc cin ngwoi nhin viéc thue hién
lai cong viéc cia minh giao thi sau khi nhap thong tin danh gi3,
bam “Thwc hién lai”

3.1.6. Theo déi tinh trang xir Iy van ban dén
+ Mucdich

Lanh dao phong ban c6 thé theo doi tinh hinh x& Iy vdan ban dén sau
khi van ban dwoc duyét

4+ Thao tic thwc hién

» Trén man hinh Trang chu cta chwong trinh, chon Menu “Qudn ly
van ban”

» Chon van ban dén can theo doi xt ly

Trung tam HPS - Lac Viét Trang 15/48
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Tién ich Bdo cao Thao tac

Thu hdi van
ban

______ P
= Mai (1) Tat ca > | (=) Tatca () M&i () Pangd | Tat ca
/=) Chi tri/Xir li chinh '
(= Ph&i hop 4 Hém nay

[~ Théng bdo (1) MNdi gifi: BO TAI CHINH, TAP BOAI | |
=) Pang xi Iy (1) V /v hiéu chinh gia x3ng dau trén
™ T&t ca toan qudc

STT: 5 S& VB: 05/CV-TDD
I “ Céng viéc hign tai o Ma MNgay VB: 21/03/2012

» Chon hinh thirc theo d6i

o Hién thi tit ca : Theo doi tat cd ngwdi nhan van ban

o Hién thi theo phong ban : theo d6i ngu¢i dung nhin van ban
theo phong ban minh

o Hién thi lién quan : Theo do6i nguwdi dung nhin van ban lién
quan
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STT:5 SGVB :05/CV-TDD
Ngay VB: 21/03/2012 j
V /v hiéu chinh giad xdng ddu trén toan qudc
Tinh trang: £& duyét
Noi gii: B0 TAI CHINH, TAP DOAN DEU KHI VIET NAM, PVEP
Ndi nhan:
Ngudi ky: Trd [y TGD PVOIL

MNgay Ngudi thue hign | Thao tac ¥ kign
21/03/2012 14:59 Van thu cong ty Nh&p magi va&n ban  Tao mdi van ban.
21/03/2012 15:18 Van thu cong ty Trinh duyét

21/03/2012 15:21 Tro Iy TGED PVOIL  Duyét Duyét-Cac phang ban xem

Hién thi theo phong ban - . None v |

[ Trd If TGD PVOIL - Trd Ly TGP (21/03/2012 - 22/03/2012)

i® Duyét-Cac phong ban xem

[fj PHAM QUOC HOANG - Héi Bong Khoa Hoc (21/03/2012 - 22/03/2012)

. X ly D Ho trg . Bang han . Qua han

> Bam lén thanh Bar mau d&€ m¢& rong hodc thu hep danh sach
> (€06 thé loc danh sich theo doi theo tinh trang x ly vin ban bang
cach chon trong danh muc tinh trang xit ly cia van ban
3.1.7. Tra ctru van bdan dén
4 Muc dich

Lanh dao c6 thé tra ctiru dwoc cic van ban dén da x& ly xong trudc
dé, chirc ndng nay giip cho céng viéc tra ctru van ban dén mot cach
dé dang sau mot thoi gian sir dung hé théng

4 Thao tic thwc hién

» Trén man hinh Trang chu cia chwong trinh, chon Menu “Qudn Iy
vdan bdn”

» Chon muc Vin ban dén
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Cang viéc caa toi < F;
s

T4t ca * [l*) Tdtca | Mai () Pang xT Iy | £§ hoan tat | | Tt ca

|~) Tat ca (Cong Viec Cua Toi)

FS

i Hom nay

Mdi giifiz =
@ V/v Tang gia Xang dau trén toan Qudc
5S4 VB: CT-194/BTC
- M Ngay VB: 07/02/2012

i Hom qua

8 Mdoi guri: [
Cong van den 1938
i Céng viéc cia tdi S& VB: 5H 198
1 @ Bang xr Iy Mgay VB: 06/02/2012
I 0| Wan ban dén
MO gii: (|

= Van ban di

> (0 thé tra ctru van ban dén theo nhiéu cach khac nhau bang cach
chon tiéu chiloc van ban dén

o Tronghan: Cac van ban trong han xtt ly
o Qua han: Cacvan ban dén qua han xtr ly
o M¢i: Cacvan ban méi dén

o Pangxk 1y : Cac van ban dén dang xtr ly

o Dihoan tit: Cac van ban dén di hoan thanh xtr ly
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, = ~ 4
>L-Ac VI_ET Tai liéu hwdng dan str dung hé thong QLVB-HSCV

| | Tao mdi Tién ich Bdo cao

Cang viéc hién tai £
4 ) Magi
=) Chi trif X li chinh
=1 Phé&i hop 4 Hom nay
[ Thoéng bao g Mdi giri: BO TAI CHINH, TAP DOA | |
) Bang xr Iy (1) Wi higu chinh gid x8ng d3u trén toan
4 [)Tatca quée
=3 Chi trifX(r Ii chinh Sﬁ: = 56:1"3: 05,/ CwW-TDD
5 Phéi hop ® Bang xrly Ngay VB: 217032012
= i 4%, Tro ly TGD PVOIL

, Cong wviéc hién tai

Van ban dén

3.1.8. In bdo cdo thong ké vdan ban dén
+ Mucdich
In thong ké s6 van ban dén cda co quan theo dinh ky
Lanh dao co quan: In s6 vdn ban dén cta toan co quan
Lanh dao don vi: In s6 van ban dén cta ca don vi

4+ Thao tic thwc hién

» Trén man hinh Trang chu cia chwong trinh, chon Menu “Qudn Iy
van ban”
» Chon Tab “Bdo cdao”

» Chon “S6 vdn ban dén” - Chon s6 cin In bdo cdo théng ké
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Quan Iy van ban  Van phong 50 Thievien  Tin tirc noibo  Quan Iy CHXD

]! K& -h hanh déng cia Bang bé Téng céng ty Dau Viét Nam

1@1 Tao mdi Tién ich

dg &
S8 viEn ban Théng ké
di + tinh trang
W APl
4 ) M b (*) Titca () Mdi () Band | T3t ca
s I Hign chua cé dif liéu
[~ Phéi hop
I~ ThAna hin -

& Céng viéc hién tai

@ H& =0 cong viéc
"¢ Lién théng don vi
"¢ Lién théng tap doan

& Ban Giao

» Hién thi man hinh nhip théng tin xuat bao cao
» Nhip thong tin xuit bao cdo

> BAam “Bdo cdo”

Trung tam HPS - Lac Viét Trang 20/48
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Bao Cdo Vén Ban

2 020D
3 030D
4 04eT
] 05/UBND
§ [
7 7
§ [
9 9
(] 10
H 1 1

DTBD-CNTT

32212012 35422 AM

312212012 9:00:37 AM
3222012 3.03:02 AM

32212012 12:00-00 AM

32212012 9:28:50 AM
32202012 9:48:53 AM
222012 9:58.24 AM
32202012 10:04.27 AM
2012101913 AM
322201210:21:49 AN
32202012 112027 AM

3222012 12:41:00 PM Qua Email; Qua FAX;

Qua Email; Qua FAX;

Qua Email; Qua FAX;
Qua Email; Qua FAX;

Qua Email; Qua FAX;

Qua Email; Qua FAX;
Qua Email; Qua FAX;
Qua Email; Qua FAX;
Qua Email; Qua FAX;
Qua Email; Qua FAX;
Qua Email; Qua FAX;
Qua Email; Qua FAX;

1

1
1

1

1
1
1
1
1
1
1

 Xudt Excel ‘

Trich yéu ndi dung cdng van

tai Bign Ding
Vv khanh thanh nha may loc ddu
Vv du thau Ton

Vv tham gia L& hii sach dudng
phé

Vfv vé sinh mdi trudng cay xanh
Vfan ban den so 6 test thong bao
vbdEn7

cvden8

vbden?

vb den 10

Cong van den 11 : test hang doi

cong van 12

NGi dung phé duyét

Nguti phé duyét  S6h

TROLY TGO

TROLY TGO
TROLY TGO

Tro I TGE PYOIL

Tro f TGE PVOIL
TROLY TGO
TROLY TGO
Tong gidm dfc
Téng giém dfe
Tang gidm dfc
Tdng giém dfc

Tro I TGE PYOIL

(22 biéu ghi)
B Bing
~ V7 A VEY ~ ~ 1A 7 7 .
» Bam “Xudt Excel” dé xuat dit liéu bao cao ra dinh dang Excel

B Céo Vén Ban ==
54 vin ban | 53 dén bén ngodl - TONG CONG TY DAU VIET N&M ~ Van ban ti ngdy | 01/03/2012 Van ban d&n ngay | 31/03/2012 I &, Bdo cdo I EFEQ Xudt Excel
STT STTdén SGCV Ngay d&n  Ngay CV Hinh thic dén Ban Trang Binhkém OV chiquan DV truycthudc  Trich yéu néi dung céng vin dung phé duyét  Ngudi phé duyét  s6h

= G e a e a
1 |1 O1TBD-CNTT YRRN12E5422AM  QuaEmal QuaFAX, 1 1 1 Gt G el TROLY TCD —

tai Bien Bing
2 2 02T0D 3222012 9:00:37 AM | Qua Email; Qua FAX, 1 1 1 /v khanh thanh nha may loc dau TROLY TGO
3 3 03700 222012 9:03:02AM | Qua Email; Qua FAX; 1 1 1 V/v déu thau Ton TROLY TGD
NI 5

4 4 oTeT 32202012 120000 AM | Qua Email QuaFAX. (1 1 1 \:;‘;,tham gia Le héi sich duéng Tro I TGB PVOIL
5 5 05/UBND 32272012 9:28:50 AM | Qua Email; Qua FAX; |1 0 1 V/v vé sinh mdi trudng céy xanh Tre If TG PVOIL
[ 6 6 3222012 9:49:53AM | Qua Email; Qua FAX, 1 0 1 Wan ban den =o § test thong bao TROLY TGD
7 T T 3/22/2012 9:58 24 AM | Qua Email, Qua FAX, |1 [ 1 vbdén7 TRY LY TG 1
3 8 8 32272012 10:04:27 AM | Qua Email; Qua FAX, 1 0 1 cvden 8 Tﬁng giam dbc
9 9 9 3222012 10:19:13 AM | Qua Email; Qua FAX; 1 0 1 vbden9 Téng giam ddc
10 10 10 3222012 10:21:49 AM | Qua Email; Qua FAX; 1 0 1 vb den 10 Téng gism adc
il 1" 1 32202012 11:20:27 AM | Qua Email; Qua FAX, 1 0 1 Cong van den 11 : test hang doi Téng giam dbc
12 12 12 32272012 12:41:00 PM | Qua Email; Qua FAX, 1 0 1 cong van 12 Trg Iy TGO PVOIL
PERY 1 219042 47:0.47 08 | o1 B O ERY- 3 n B b dnn 12 Thnn nifem Ao '
4| | b
(22 biéu ghi)

E Bdng

> Chon dwong dan, dit tén file Excel xuit - Bim “Save”

Trung tam HPS - Lac Viét
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G T R S e e————— e

<1+ Libraries » Documents + Demo ~ [ 42| search Demo 2|
x = — —— —

Organize »  New folder =5 @

¢ Favorites Dacuments library
B Deskiop Demo

|8 Downloads
%l Recent Places No items match your search.

Arrange by:  Folder =

[ Libraries
[=] Documents
& Music
[ Pictures.

H videos

1% Computer
&, Window7 (C)
<a DATA (D)
&4 CD Drive (G:)

€ Network

File name: | ThangKeVBDer| -

Save as type: | Excel Files (") -

(& Hide Folders

> K&t qua xuit bdo cio s0 VB dén

TAP DOAN DAU KHI QUOC GIA VIET NAM Van ban dén donvi
Téng Cong ty Dau Viét Nam DANH MUC VAN BAN BEN

1 1 0L/TOD-CNTT 22/03/2012 QuaEmil 1 1 V/v ké hoach thdm da mé dau khi tai Bién 6n TRO LY TG
2 2 02/TDD 22/03/2012 QuaEmil 1 1 V/v khinh thanh nha méy loc du TRO LY TGD
3 3 03/TDD 22/03/2012 QuaEmel 1 1 /v ddu thau Ton TROLY TGD
4 4 04/TCT 22/03/2012 QuaEm:l 1 1 /v tham gia L& h§i sach duéing phd Tro Iy TGD PVOIL
5 5  05/UBND 22/03/2012 QuaEmil 0 1 V/vvé sinh mdi tredng cdy xanh Trg' Iy TGB PVOIL
o 8 6 22/03/2012 QuaEmil 0 1 Van ban den so 6 test thong bao TROLY TGD

3.2. Quan ly Van ban di

3.2.1. Soan thdo vdn badn di

< Muc dich

Lanh dao c6 thé soan thdo van ban di d€ ban hanh ndi bd hoic ban
hanh ra bén ngoai

=+ Thao tic thwc hién

» Trén man hinh Trang chid cia chwong trinh, chon Menu “Qudn Iy
van ban”
» Chon chtrc nang “Tao méi” - chon “VB di” hoac “VB néi b6”

Trung tam HPS - Lac Viét Trang 22 /48




’ = ~ v
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Guan Iy van trano‘u’ﬁn phong 50  Thwrvien  Tintirc noibo  Quan ly CHXD

f.,] A.Trinh X _ . grlg (PV OIL Phia My, 23/03) fﬁ A.Nguyén Trin Tudn (Ng

én ich Bao cao

Van ban dén < | p |

) Tat ca (19) Tat cd v | (») TAtca () M&i () Dand_| Tt ca

Y

4 HGm qua

8

Ngi gifi: Phéng T8 Chie Hanh Chin | |
VW.v ban hanh VB di sd 1 - Nha bé --=

TCTy

STT: 22 S8 VB: 1 /TKNB

g Cong viéc hién tai .
. # Pang ché duyNgdy VB: 22/03/2012

w | Vin ban dén
4 Vin ban di 2]

Ndi gifi: Phdng T8 Chire Hanh Chin ||

V. ban hanh VB di 5§ 1 - Nha bé --=
TCTy

g HO s0 cong viec
ETTr- 21 CAWR. 1 /I TWRR

» Tai man hinh nhip théng tin vin ban di, BAm “Scan” dé Scan truc
tiép cong vin di (Ban cirng) vao hé théng hodc bAm “Pinh kem” dé
dinh kem File n6i dung

Ban hanh

Nhap van ban di:

Noi soan thao | Ban An Toan - Sic Khoe - Méi Trusdng ~ | Noi ban hanh | TGNG CONG Ty DAU VIET NAM v |
56 viin ban di | Bién ban * | Loai vén ban | Bién ban v |
Nguri ey * [ BUI BiNH DUNG - ]
S6TT (3) ss/kyhiew | | (yseowm
Trich yéu *
File inh kem | Ban(b8) 1 | sGtrang |
Phan loai | | B 6 khan | Binh thuting - |
Noudi duyét | NGUYEN XUAN SON||CHI NHANH -
Noi nhén = |

Noi nhdn ndi bé |
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» Nhéip cac treong thong tin twong rng cia van ban di vao hé théng.

Nhap van ban di:

Ngudi nhap:Van thu TCT

Noi soan théo | Ban An Toén - Sic Khie - Méi Trudng ¥ | Noi ban hanh [TﬁNG CONG TY DU VIET NAM v | Mgy ban hanh | 23/03/2012
58 véin ban di | Bién ban ¥ | Loaivan ban | Bién ban Ml [ L méc dinh J

Nauii ky * IBUI BiNH DNG

M

SGTT |[Tu déng phat sinh] | (3) 56 / Ky hiéu (3/88-DVN)

Trich yéu *

File dinh kem 0l = Ban (bd) |1 56 trang "
) ) ) Click vao day de
Phan loai ! B khan {Binh thutng | D6 mét | Binh thudng chon nai nhén
Nguti duyét INGUYEN XUAN SON||CHI NHANH v
Noi nhan
Moi nhén ndi bd - o o
GO rctiep nol nhan
Sao g tai day

Hinh thitc gt || Qua buu dién |v| Qua Email || Qua FAX phamvi || Ngoai nude || Néi bd [v] Trong nurdc Click vao dé\jde

chon noi nhén ndi bd

| gentinh || Fun || Eoeng |

% Trong dé:

v

D N N N N NN

<

Noi soan thdo : Noi sodn thao van ban di

Noi ban hanh: Noi phat hanh van ban di

Ngay ban hanh : Ngay ban hanh van ban di

S6 vdn bdn di: Chon so lwu van ban di

Loagi vdn bdn: Loai cia van ban di dé

Nguwoi ky: Ngudi ky van ban di

S6 TT: S6 thir tw di cda van ban (S6 tw dong tang dan theo tirng
sO van ban di)

S6 / ky hiéu : S6 ky hiéu ciia van ban di (Tu dong 14y theo mau
s6 ky hiéu néu ngwoi dung bé tréng trieong théng tin nay)

Trich yéu: n6i dung trich yéu cta vin ban di

File dinh kem: File chi tiét ndi dung van ban di (File Scan tlr ban
cing, File nhan qua Fax, File Office..)

Bdn (bd): SO ban
Sé trang : SO trang trén moi ban

Phan loai: Phan loai van ban di

Trung tam HPS - Lac Viét Trang 24/48



Tai liéu hwéng dan st dung hé théng QLVB-HSCV

b6 mat : D6 mat cia van ban

v

v' D6 khdn: P6 khan cia vin ban

v Noi nhdn: Chon noi nhin van ban di
v

Noi nhdn néi b: Noi nhan noi bo van ban di dé, sau khi van ban
dwgc phat hanh thi vian ban dén sé tw dong dwoc chuyén dén
cho cac Phong, ban duoc chon trong trreong thong tin nay

v’ Sao gtvi: Noi sao glvi van ban di
v’ Hinh thirc givi: G&i qua dwdng buwu chinh, email, hay Fax

v" Pham vi: Pham vi clia van ban di (N6i b0, trong nwéc, Ngoai
nuwéc)

+ Chuy:
o Cdc trwong thong tin ¢é ddu (*) bat budc phdi nhdp
» Bam nut:
o Lwu : lwu van ban lai trong treong hop can chinh stra van
ban trwdc khi guri

o Pong: Pong man hinh nhip méi van ban dén

o Pinh kem: Dinh kém tip tin cho van ban dén

o Scan: Scan ndi dung van ban di vao hé thong

o Trinh duyét : Trinh van ban dén cho lanh dao phé duyét

| | Tao mai Tién ich Bdo cao Thao tac

HB8 0 = s
Luu  Bodng Binh kém  Scan tap Trinh duyét
tap tin tin

Thao tac xir ly

Nh&ép van ban ndi bd:

Noi ban hanh | Ban Céng Nghé Théng Tin ™ | Mgay ban hanh |26/03/2012
S8 van ban di lsﬁﬁi ndi bd - Ban Cong Nghé Théng Tin - ] Loai van ban [Cﬁng van -

Maurdi ky * [ System Account - ]

S8 TT |[Tu déng phat sinh] | (1) S8 / Ky hiéu (1)

Trich yéu *

File dinh kém f = Ban (bd) |1 5@ trang
Phan loai s Bé khan [ Binh thudng -
Noudi duyét | vO TUNG - |
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3.2.2. Chinh stra vdn bdn di dd nhap
+ Mucdich

Sau khi nhip van ban di ma chuyén ban hanh hodc trinh duyét van
ban, Cac lanh dao c6 thé chinh sira lai cac thong tin nhép trén vian
ban nay.

4+ Thao tic thuc hién

» Trén man hinh Trang chu cia chwong trinh, chon Menu “Qudn Iy
vdn bdan”

» Chon vin ban di cin chinh si¥a thong tin (Trong muc cong viéc cla
toi hodc trong muc Van ban di)

» Bam nut “Chinh stra”

» Nhap thong tin chinh stra van ban di

Nhap vin ban di: Ngui nhap:Van thu TCT
Noi soan théo_| Ban An Toan - St Khée - Méi Truéng ™ | Noi ban hinh {TO"NG CONG TY DAU VIET NAM ¥ | Ngay ban hanh | 23/03/2012
58 van ban di ISS di bén ngoa - TANG CONG Ty DAU VIET NAM v | Loaivén bin | Ging vén | { [E] Luu i dinh J
Naui koj * |T6ng giam ddc |
SGTT |[Ty dong phat sinh] | (23) 50/ Ky higu (23/DVN-ATSKMT)

Trich yéu * | vy Théng béo nghi € gid t& Hing Vuong

File dinh kém i = Ban (b9) 1 SGtrang |1
() vBBi.docx X
Phan loai |QuyT; P B4 khin {Binh thutng - 0] mét{Binh thudng v I
Naui duyét | NGUYEN XUAN SON| |CHI NHANH v
Nai nhan * | BaN QLDA NHA MAY LOC DAU DUNG QUAT; [
Nai nhdn ndi b3 || ANH BA0 TGNG CONG TY; H&i Bing Thanh Vién; Ban Kiém Soat; Ban Téng Gidm Bic; Ph Téng Gism Béc; L
Sao qui U

Hinh thic gl || Qua buu dién |v] Qua Email |¥/| Qua FAX Pham vi || Ngoai nugc |_| N&i b |v] Trong nudc

| [ Ban hanh | | B | & 9éng J

» Bam nut:
o Lwu : lru van ban lai trong trwong hop can chinh stra van
ban truédc khi giri
o Pong: Pong man hinh nhip méi van ban dén

o Pinh kém: Dinh kém tip tin cho van ban dén
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o Scan: Scan ndi dung van ban di vao hé thong

o Trinh duyét: Trinh vdn ban di cho lanh dao cip trén phé
duyét

| | Tao mdi Tién ich Bao cao Thao tac

HE 0 = &3

Luu  Bdng Binh kém  Scan tap Trinh duyét
tép tin tin

Thao tac xtr ly

Nh&ap van ban ndi bd:

Mai ban hanh IBan Céng MNghé Théng Tin - ] Ngay ban hanh |26/03/2012
58 van ban di I 53 di ndi bo - Ban Céng Nghé Thdng Tin - ] Loai vdn ban I Céng van -

Mgudi ky * I System Account - ]

S6 TT |[Tw d6ng phat sinh] | (1) S8/ Ky higu (1)

Trich yéu *

File dinh kém h <= Ban (ba) |1 56 trang
Phan loai R ©8 khan | Binh thuéng -
Nguti duyét | W8 TUNG -

3.2.3. Trinh duyét vdan ban di
% Muc dich

Lianh dao sau khi soan thdo van ban di, can trinh 1én lanh dao cip
trén duyét ban hanh

4+ Thao tic thwc hién

» Trén man hinh Trang cha cta chwong trinh, chon Menu “Qudn ly
vdn ban”
» Chon van ban di trinh duyét (Trong muc cong viéc cia toi hodc

trong muc Van ban di)

» Bam nut “Trinh duyét”
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| Tao mdi Tién ich Bao cao Thao tac
HE 0 =| -2

Luu  Bodng Binh kém  Scan tap Trinh duyét
tap tin tin

Thao tac xir ly

Nh&ap van ban ndi bd:

MNai ban hanh IBan Céng Mghé Théng Tin - ] Mgay ban hanh | 26/03/2012
5d van ban di I Sd di ndi bo - Ban Céng Nghé Thdng Tin - ] Loai van ban I Céng van -

Mgudi ky * I System Account - ]

S8 TT | [T déng phat sinh] | (1) 58/ Ky higu (1)

Trich y&u *

File dinh kém f = Ban (ba) |1 56 trang
Phan loai s £ khan | Binh thuéng -
Ngudi duyét | v0 TUNG -

3.2.4. Tra ctru van ban di
4+ Muc dich

Cac Lanh dao c6 thé tra ciru dwoc cac van ban di da ban hanh hoac
chwa ban hanh truwéc do, chirc nang nay gidp cho cong viéc tra ctiru
van ban di mot cach dé dang sau mot thoi gian st dung hé théng

4+ Thao tic thwc hién

» Trén man hinh Trang chu cta chwong trinh, chon Menu “Qudn ly
van ban”

» Chon muc “Vdn ban di”
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Quan ly vanban  Van phong S0 Thwvién  Tin tirc noibd  Quan Iy

25 35
A.Nguyé&n Binh Minh (PV DIL Nha Bé&, 25/03) [h A.Trinh Xudn Cu'dng (PV OIL Phid My, 23/03) l-ﬁ A.Nguyén Trin Tudn (Ngvdi dai dién vén gép
3i0 V- Tao méi Tién ich Bdo cdo Thao tac

Van ban di <

[Ty Tat ca (8)

‘ ,U| = » Giao viéc

Tétcd v | (0 Tates () Méi () Pand | Tétcd| grr: 3

- van ban tong cty di xuong nha be ban CNTT
Ndi gui: Ban Céng Mghé Thding Til D
Ndi gifi:  Ban Cong Mghé Thdng Tin
Ngi nhan: PVOIL Nha be, lac viet [=)
Naudi ky: BUI BiNH DONG

van ban tong cty di xuong nha be ban
CNTT

5TT: 3 Sd VB: 3/BB-DVN

¢ ' P ban hanh Ngay VB: 23/03/2012 Ngay Nguii thuc hign | Thao tac ¥ kign
& Céng viéc hién tai &%, BUI BINH DONG 23/03/2012 13:59 | VEn thr TCT Mh&p m&i vin ban Tao méi vin ban.
= van ban d& 23/03/2012 14:01 BUI DINH DONG  Ban hanh Ban hanh van ban.
Vén ban dén Ndi gifi: Phong Bao VE An Toan D

S —"

2 HB so cing viéc

cv nha bé 2 Hién thi lién quan v
STT: 2 S4VB: 2
.' ) ©3 ban hanh Ngdy VB: 24/03/2012

&, TREN VAN DUBNG

__"Q Li&n théng don wvi

¢y Lién théng tap doan

g Ban Giao

4 Him qua

> C6 thé tra ctru van ban di theo nhiéu cach khac nhau bang cach
chon tiéu chi loc van ban

o Tronghan: Cac van ban trong han xit ly
o Qua han: Cac van ban di qua han xt ly

o Méi: Cac van ban médi di

O

Pang xit ly : Cac van ban di dang xtr ly
o Dahoan tit: Cic van ban di da ban hanh

S0 V- Tao mdi Tién ich Bdo cdo Thao téc

Van ban di <

= Giao viéc

[T Tatca (8)

| van ban tong cty di xuong nha be ban CNTT
Ban Céng Nghé Thdng Tu D
Ngi gii:  Ban Céng Nghé Théng Tin

van ban ton di xuong nha be ban
9 cty d Noi nhan: PVOIL Nha be, lac viet [

CNTT YOI fiha be
ST 3 6 VB: 3/BE-DVN Nowdi ky: BUI BINH DUNG
' P4 ban hanh Ngdy VB: 23/03/2012 ||| Ngay Ngudi thyc hién  Thao tic ¥ kign
& Céng viéc hién tai &% BUIL BINH DONG 23/03/2012 13:59 Van thu TCT Mh&p méi vn ban  Tao mdi vin ban.

23/03/2012 14:01 BUI BiNH DONG ~ Ban hanh Ban hanh vin ban.

4| Van ban dén Ndi gifi: Phing Bao Vé An Toan [

cv nha bé 2 Hién thi lién quan -
STT1: 2 SO VB: 2
"\ D3 ban hanh Ngay VB: 24/03/2012

S

! Hb s0 cong viéc
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3.2.5. In bdo cdo théng ké vdn ban di
%+ Mucdich
In thong ké s6 van ban di cia co quan, don vi minh theo dinh ky

4+ Thao tic thuwc hién

» Trén man hinh Trang cha cta chwong trinh, chon Menu “Qudn ly
vdn bdan”
» Chon Tab “Bdo cdo”

> Chon “S6 vdn bdan di” - Chon s6 cin In bao co thong ké

Quan Iy van ban  Van phong s0  Thirvien  Tin tifc noi bo  Quan Iy CHXD

2, 25/03) i1 A.Trinh Xu&n Cudng (PV OIL Phii My, 23/03) P

S8 vin ban
dén =

___________________ P
4 [ Mai (8) ‘j (*) Tatca ) Mai ) Band | Tét ca
[ Cha tri/X(r |i chinh -l

4 Him nay

Ngi giifi: Ban An Toan - Stc Khée ||

Cdng viéc hién tai @

vp tong cty gul nha be
5TT1: 4 5S4 VB: 4/BB-DVM
Ngay VB: 23/03/2012

| Wan ban dén

[ (IE

van ban di ) Méi
&% CAO HOANG LONG

il

"F HE so cing viéc

¢ Lién théng don vi g Ndi gifi: PV OIL Nha B2 ]
— ov gl ting cty 8
g Lién théng tdp doan ST 27 S8 VB: B
ﬁ Ban Giao ) Mai Ngay VB: 23/03/2012
-

» Hién thi man hinh nhip thong tin xuat bao cao
» Nhap thong tin xuit bao cdo

> BAm “Bdo cdo”
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Béo Cao Vin Ban

— (3)
54 van ban |56 di bén ngodi - TONG CONG TY DAU VIET NAM + Qﬂ ban tir ngay ‘m/nyzmz V3N ban dén ngay ‘zunz,’zmz 4 Bdo ca’o1 7 Xudt Excel J
; "

"
Bon vi hodc ngudi

Ngay théng cia VB | S8 va ky hiéu  Trich y&u céng vén Ngudi ky Noi nhan nhan ban ey S8 lugng ban  Ghi chu
012 10:53:58. vb i 21 Tong giamdoc  BAN GLDANHA MAY LOC DAU DUNG QU 1
Vfv chi dao cia TGO vE qui dinh -
oonor 0255eam | tepvonyy /Y chideo claTEOVEQuidinh e sk BanQLDANHA MAY LOC DAU DUNG QUAT, 1
dBng phuc di lam ( ]
322201292655 AM | 19 cv bén ngodi 19 Ténggiamdde  BAN QLDA NHA MAY LOC DAU DUNG QUAT, 1
3222012 9382480 | 19 cv ben ngoai 19 Ténggiamdde  BAN QLDA NHA MAY LOC DAU DUNG QUAT, 1
Vv tri€n khai hé thing QLVB ch
boonor2 0 mssa | upvieonry v EEN khal hé théng QLVB cho | e ek onfinani TR HOM Gang y G phin ©3u  Tai chinh Cang dodn Diu ki Vist Nam 1
&t ca céc don vi thanh vién
bonon 3anoap | ppwnonrr Y banhanhvEnbandisG 22l o s by oIl SAIGON: PVOIL NHA BE: PYOT 1
DVN-CNTT
Vv ban hanh céng vén dén Nha | o oo
3200012 102735 AM  20DVN.CNTT ' Dor rorn COng Ve GEn NG gy g pinG 1
13222012 12:05:00 PM b di new Ténggiamdde  BAN QLDA NHA MAY LOC DAU DUNG QUAT, 1
13222012 11:26:15 AM ovdiaz Téng giamdde  BAN QLDA NHA MAY LOC DAU DUNG QUAT, 1
3222012 11:45:49 AM ov 22 Téng giamdéc  BAN QLDA NHA MAY LOC DAU DUNG QUAT, 1
- o Y ban hanh céng vén disg 21-  _: i 1
(11 bi€u ghi)
g Béng

> Bam “Xuat Excel” dé xuat dir liéu bao cdo ra dinh dang Excel

Bdo Cdo Vin Ban

58 vin ban |56 i bén ngoi - TONG CONG TY DAU VIET NAM = Wén ban tir ngdy | 01/03/2012

V&n ban dén ngdy | 31/03/2012 [ 4 Bdo cho Jlﬁ '8 Xust Excel

L I . . Bnnvihoa’cngu‘ﬁ\u o o
Ngay thang cia VB 58 va ky hiéu  Trich y&u céng van Ngudi ly Woi nhan Phén ban 56 lugng ban  Ghi cha

312212012 10:53:59 AM vb di 21 Téng giamdéc  BAN QLDA NHA MAY LOC DAU DUNG QUAT, 1 E
W/v chi dao cla TGD vE qui dinh

32212012 10:25:58 AM | 19/DVH-CNTT : Téng giamdde  BAN QLDA NHA MAY LOC DAU DUNG QUAT, 1
déng phuc di lam

32212012 926:55AM 19 v bén ngoai 19 Téng giamdéc  BAN QLDA NHA MAY LOC DAU DUNG QUAT, 1

222012 93E24AM 19 cv ben ngoai 19 Téing gigm b BAN QLDA NHA MAY LOC DAU DUNG QUAT, 1
/v trién khai hé théng QLVB ch

sz aTsaAM | ovncnr Y EEn khaihe thBng QLVB cho o e ot i ananh TP HCM Cong ty G4 phén B3t Tai chinh Cing dodn Diu Kif Vit Kam 1
tat ca céc don vi thanh vién

302340 29PN | apvionTT Y DanhanhERBANGIsE 0/ oo s PV OIL SAIGON: PVDILNHABE PVOT 1
DVN-CNTT

somnizzrasal | mvonrr U Ban hanh cing van S8R MR g, i s 1

3/22/2012 12:05:00 P b di new Téng giamdde  BAN QLDA NHA MAY LOC DAU DUNG QUAT, 1

32212012 11:26:15 AM ov di 22 Téng giamdéc  BAN QLDA NHA MAY LOC DAU DUNG QUAT, 1

32212012 11:45:49 AM ov 22 Téng giamdéc  BAN QLDA NHA MAY LOC DAU DUNG QUAT, 1
Vv ban hanh céng vén di s6 21-

3201210502240 2UDVICNTT o or 1T €ong van &S0 Téng gidm dés 1 -

(11 biéu ghi)

> Chon duwdong dan, dat tén file Excel xuit > Bam “Save”
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& Save As - TS ™M T [
C;O [+ Libraries » Documents » Demo ~ [ 42| search Demo ol
Organize MNew folder B~ @
¢ Favorites Dacuments library Amange by Folder =
Bl Deskiop Demo
i Downloads
%] Recent Places Na items match your search,
4 Libraries
=) Documents.
& Music
=] Pictures
H videos
% Computer
&, Window7 (C)
ca DATA (D)
&% CD Drive (G3)
€ Network
(1)
File name: | ThangKeVBDer| N -
Save as type: | Excel Files ("isx) -
)
~ 2 N .
» K&t qua xuit ra file Excel
= 8 = ; = o
TAP BOAN DAU KHI QUOC GIA VIET NAM Vin ban di khich hang
Téng Céng ty Dau Viét Nam DANH MUC VAN BAN DI
Ngay thang o . Bonvi hodc ngwdrinhdn .
S B 56 va ky hiéu Trich congvan Nguai ky Noinhdn o * S0 luwongban Ghi cha
cua van ban kj i yeu cong & 5 i ban luu one
22/03/2012 vb di21 Téng gidm ddc BAN QLDA NHA MAY LOC 1
22/03/2012 19/DVN-CNTT Vv chi dao cha TG vE& qui dinh dong | Téng gidm déc BAN QLDA NHA MAY LOC 1
22/03/2012 19 ov bén ngoai 19 Téng gidm déic BAN QLDA NHA MAY LOC 1
22/03/2012 19 ov ben ngoai 19 Téng gidm déic BAN QLDA NHA MAY LOC 1
22/03/2012  1/DVN-CNTT Vv trién khai hé& théng QLVB cho t&t c Téng giam déc Chi nhanh TP. HCM Céng 1
22/03/2012  22/DVN-CNTT Vv ban hanh vin ban di s& 22/DVN-CI Téng gidm déc PV OIL SAI GON; PYOIL N 1
22/03/2012  20/DVN-CNTT  V.v ban hanh céng vin d&n NhaB&  BUIDINH DUNG 1
22/03/2012 vb dinew Téng gidm ddc BAN QLDA NHA MAY LOC 1
22/03/2012 cvdi22 Téng gidm déc BAN QLDA NHA MAY LOC 1
22/03/2012 cv 22 Téng gidm déc BAN QLDA NHA MAY LOC 1
22/03/2012  21/DVN-CNTT  V.v ban hanh cong vin di s8 21-Céng r Téng gidm déc 1

3.3. Quan

ly HO so’ cong viéc

3.3.1. Tao ma'i thw muc Ho6 so’ céng viéc

4+ Muc dich

D& dé dang thuc hién tra ctru vin ban sau nay cta Linh dao, Moi
lanh dao c6 thé thwc hién tao méi cac thw muc H6 so cong viéc riéng
cho c4 nhan, méi thw muc cé thé chi dinh mot phan loai bat ky dé
viéc tra ctru cac van ban dwoc thye hién mot cdch nhanh chéong

4+ Thao tic thwc hién
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» Trén man hinh Trang chud cia chwong trinh, chon Menu “Qudn Iy
van bdn”

» Chon muc “H6 so’ céng viéc”

» Click chu6t phai vao ciy thw muc H6 so cong viéc (Néu mudn tao
thw muc con cia mot thw muc bat ky thi Click chu6t phai vao thw
muc d6)—> Chon “Tao mé’i thw muc”

Quan Iy van ban ~ Van phong so  Thwevien  Tintiecnoibo  Quan ly CHXD

|10 50 cong v e < A

(+) Tatca () M&i (_) Pand_| T4t ca

‘ 4 Hom qua
h - . - | @ Moi gui: Phing Bao Vé &n Toan |:|
cv nha bé 2
S5TT: 26 Sd VB: 2
B Bang xirlj Ngay VB: 24/03/2012

B Tro ly TED PYOIL

& Cong viéc hién tai
+| VEn ban d&n

= Vin ban di

— - - .-
T o nove

¢ Lién théng don vi

> Hién thi man hinh nhip thong tin tao méi thw muc Ho so cong viéc
» Nhip thong tin H6 so cong viéc
» Click “Pong y”

Thy' muc ca nhan “

Tén thu muc * |Wan ban Quan trong v& Nhan sur |

M td |WEn ban Quan trong vE Nhan sur

l@f)ﬁngir H EDﬁng ‘
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3.3.2. Chinh stra théng tin thw muc H6 so’ cong viéc

4 Muc dich

Cac thw muc da tao ra cé thé chinh stra lai thong tin cda thw muc
nhuw: tén thu muc, mo ta thong tin thw muc

4 Thao tic thwc hién

» Trén man hinh Trang chu ctia chwong trinh, chon Menu “Qudn ly
van ban”
» Chon muc “H6 so cdng viéc”

» Click phai vao thw muc can chinh stra thong tin - Chon “Stra tén

thw muc”
HG sd cdng viéc < )ﬂ
4 [T Hanh chinh Tat ca » | (*) Tt ca () Mai () Pand_| Tat ca

Higén chua co dif liéu

¥oa thur muc

‘é" Cong viéc hién tai

45| Van ban dén

= Van ban di

1

P cinavi

¢ Lién théng don vi
» Nhép théng tin cin chinh stra

» Bam niat “Péng y”
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Thu muc ca nhan -
@

Tén thu muc * | Thdng bao chung

M& ta | Chinh sia the muc

| @odnay || Eoong |

3.3.3. Xéa thw muc Hé6 so’ cong viéc
=% Mucdich
X6a thw muc Ho so cong viéc ra Khoi hé thong

4 Thao tac thuc hién

» Trén man hinh Trang chid cda chwong trinh, chon Menu “Qudn Iy
van ban”
» Chon muc “Ho6 so céng viéc”

» Click phai vao thw muc cin chinh sttra théng tin > Chon “Xoa thw

n

muc
HG so cing viéc < s
4 [T Hanh chinh Tt ca » | (*) Tt ca () Mai () Pand_| TAt ca

Hién chua co dir iéu

¥oa thu muc

é Cdng viéc hién tai
s Van ban dén

= Van ban di

.

_g Lign théng don vi

» Hién thi thong bdo xac nhan x6a thw muc
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» Bam nit “Pdéng y” dé xac nhin xéa (Trwong hop khéng xdéa nira
thi bAm nat “Pdéng”)

Thing bao

@ Ban co chic mudn xda thu muc

3.3.4. Pwa vdn bdn vao thw muc Ho so cong viéc
4% Muc dich

Chuyén van ban vao thw muc H6 so cong viéc cd nhin da dwoc tao
ra trueérc dé

%+ Thao tac thwc hién

» Trén man hinh Trang chud cia chwong trinh, chon Menu “Qudn Iy
van bdn”

> Chon vin ban cin dwa vao HO so cong viéc (Nam trong cac thw
muc chita van ban dén va van ban di)

» Click chu6t phai vao van ban cian dwa vao Ho so cong viéc > Chon
“Chuyén vao thw muc”
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Guan Iy van ban ~ Van phong s0  Theervién  Tin tiec noi b0 Guan Iy CHXD

] Tién ich Bdo cdo

el

[= Chi Erifir Ii chinh
[ Phéi hap
1 Thann hdn (51 | Ndi gifi: BAN LANH DAO

van ban di ban lanh dao
STT: 6

4 Céng vigc hién tai

| V&n ban dén ) MG
&b NGUYEN XUAN soN

"l V3n ban di
Ndi gufi: Ban K€ Hoach
van ban di ban ke hoach

' HD s0 cong viéc

) Lién thong don wi

__ﬂ Li&n théng tip dodn Mg Mgay VB: 24/03/2012

» Hién thi man hinh ciy danh sach thw muc ca nhan

k4

» Chon thw muc can chuyén van ban vao - Click “Pdong y

Thya muc ca nhan “

4 | jHanh chinh o
I—J ong bao chung
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» Trong treong hop thw muc cin chuyén vao chwa c6 thi ngwoi dung
c6 thé tao truc ti€p thw muc H6 so cong viéc tai diy, sau d6 thao
tac lai nhw trén

Thya muc ca nhan
| @

4 | ) Hanh chinh

|} Théng bdao chung

i Tao mdi thu muc

l G}Dangf Jl Eﬂéng J

3.4. Thu héi van ban
4+ Muc dich

Thu hoi cic vian ban da chuyén di trueéc do6, dung trong trueong hop
chuyén sai ngwdi nhan van ban

4 Thao tac thwc hién

» Trén man hinh Trang chu cta chwong trinh, chon Menu “Qudn ly
vdan bdn”
» Chon van ban cin thu hoi

» Bam nuat “Thu héi”
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Quan Iy van ban__ Van phong S0 Thirvien  Tin tifc noibo  Quan Iy CHXD

Mu Chi va Nh.™ | x5 Pa U ( huyén Mudng Té ) &/ H6i nghi ban chip hanh Céng doan Téng Céng ty DAu Viét Nam md réng l&n thi

}:’l = a Giao vigc

=) Mai (5) ‘j (+) Tat c& () méi () Pang_| Tét ¢ | 577 26
Chi trifXir If chinh . |
(53 Chs trifXir I chin @ ) M MNgay VB: 24/03/2012

[ Ph&i hop cv nha be 2

Ndi gifi: Ban An Toan - Stc Khde [ . . - s -
B Cing vicc hien tai MNoi gifi:  Phéng Bao V& An Toan

— van ban ban hanh Ban An Toan - Suc Ndi nhan: (=)
o | Vin ban d&n Khoe - Moi Trueng —|| Ngu#i ky: Tro Iy TGO PVOIL
STT: 5 S& VB: 5/BB-DVN

| V&n ban di ) M Ngay VB: 24/03/2012 Ngay Nguwdi thuc hién  Thao tic

& CAD HOANG LONG 23/03/2012 14:05 Van thuo TCT MNhip mdi van ban

H@ so cong viéc
- 23/03/2012 14:05  Van thu TCT Trinh duyét

-~ Li&n théng dan vi Ndi giii: Phong Bao Vé An Toan N .
) e : 23/03/2012 14:53 Trg Iy TGD PVOIL  Duyét
cv nha be 2

23/03/2012 14:54 Tro ly TGD PVOIL  Giao viéc
STT: 26

(3 Lién thing t3p doan

g Ban Giao

S4 VB: 2
Ngay VB: 24/03/2012

MG

I Hign thi lién quan - |

> Hién thi man hinh thu héi van ban
» Tich chon déi twong cin thu hoéi van ban

» Bam nut “Péng y” thuc hién thu hoi van ban
Thu hbi cong viéc “

Thao tac @

Bong v N Bang

Xac

Chon d&i tugng dé thu hdi van ban

Ban Kifm Sodt N&i BS
an Phéng Téng Cdng Ty Tal Mién Bac

Ban T8 Chirc Nhén Sur

Phang 4o Tao - Phat TriEén NMNL

Phéng T8 Chirc Can BS
|:| Phong Lao ©¢ng Tién Lugng Wa Che ©4 Chinh Sach
|:| Ban Céng Mghé Thang Tin
| | Phéng Trién Khai ERP

El Phéng CSOL - Ung Dung
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3.5. Lién kétvan ban khac
4 Muc dich

Lién két cac van ban lién quan vao van ban dén hoic di trén hé
théng

4 Thao tic thwc hién

» Trén man hinh Trang chu cta chwong trinh, chon Menu “Qudn ly
van ban”
» Chon van ban can dinh kém cac van ban lién quan

» BAam nut “Lién két van ban”

Juan Iy van ban ~ Van phong so0  Thwrvién  Tintircngibd  Quan Iy CHXD

=

Chuyén vao Gii E-mail Giao viéc  Chuyén
thr muc

Xem vdn Binh kém Kétthic Xda
ban

........................................... }"l Thao tac ; Giao vic | o Ket thic

> | DIMai (7)
1 Bang xir Iy (4) @

I Ta ca

L] Tétcd | gry: a3

-

4 Him nay 43
Ndi gii: Ban Dan van, cac banfvp | |
43

STT: 43 Sd VB: 43

_ \  Pang xirly Ngay VB: 09/04/2012
-*| Van ban dén & Tro Iy TGS PVOIL

Ndi gifi:  Ban Dan van, cdc ban/vpdu
Ndi nhan: (=]
Mgudi ky: Tro ly TGD PVYOIL

"\ Cdng viec hién tai

Ngay MNguwdi thue higén Thao tac

09/04/2012 15:19 Van thue TCT Nhap mdi v&n ban

RIS Ve Bom P8 0fm mfm b o [ |
Hién thi man hinh tim kiém van ban lién quan

Nhép théng tin tim ki€m van ban lién quan

Bam nut “Tim kiém” @€ hién thi danh sach cac van ban lién quan

Tich chon van ban lién quan cin dinh kém

>
>
>
>
>

Bam “Lién két”
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Tim Ki€m Van Ban 1:

N&i dung tim: | di T4t ca v |
(2
w Tim ki€m nang cao

STT dén Sd hiéu Trich yéu Nai giri MNai nhan MNaay bat d3u Nagay két thic
] |2 2/CT-TCYDAU | van ban di noi b TONG CONG TY DAU VIET NAM 02/02/2012 10:10 SA 06/02/2012 03:52
R 3/CT-TCYDAU  van ban di noi b TONG CONG TY DAU VIET NAM 02/02/2012 10:16 SA 07/02/2012 06:42
4/CT-TCYDAU van ban di noi bv TONG CONG TY DAU VIET NAM 02/02/2012 10:20 SA 07/02/2012 06:42
WBD45 vb d&n Nguyén Thi Ngoc Diém 06/02/2012 08:53 SA 07/02/2012 06:42
VBD45 vb dén Nguy&n Thi Ngoc Difm 06/02/2012 08:54 SA 07/02/2012 06:42
CV-QDUB Cong vin 139 | NguyZn Thi Ngoc DiZm 31/01/2012 05:02 CH 28/01/2012 12:00
4| | 3
‘AEI-.\ (6 bi€u ghi)
| 3 Lign ket Edoong |

» Man hinh hién thi sau khi dinh kém van ban lién quan

3.6. Tim kiém van ban
4+ Muc dich

Gitp cho viéc tim kiém van ban mot cach dé dang, Cac l1anh dao c6
thé thwc hién viéc tim kiém ning cao theo cac thong tin thudc tinh
khac nhau cua van ban

4+ Thao tic thwc hién

» Trén man hinh Trang chi ctia chwong trinh, chon Menu “Quan ly
van ban”
» Chon Tab “Tién ich”

» Chon “Tim kiém”
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Juan Iy van bangge\/an phong 506 Thirvién  Tin tiec noi bd  Quan Iy CHXD

= &

bhan loai Danh muc Uy quyEn  Ban giae  C3u hinh cd  Nhicnhd  Thay déi
vdn ban chung cong viéc nhan ca nhin * mat khau

Van ban dén L4 | }-’ |

) Tat ca (25) Tat ca v | () Tt ca () M&i () Band | T&t c4

Fs
4 Tudn trudc :]
g Ndi giri: PY OIL Nha Bé ]
& Céng viéc hién tai cv Ui téng cty 8
STT: 27 S8 VB: 8

«&| Wan ban dén

=4 Vin ban di

: MNdi gufi: PV OIL Mha Bé
._'E HE so cing viéc i ‘9 2ee S
B cv gui téng cty 8

'y Lién théng don vi STT: 8 S6 VB: 8

\» Bang ché duyNgay VB: 23/03/2012

o Hién thi man hinh tim kiém van ban
o B&am vao biéu twong “Tim kiém” d€ hién thi man hinh nhip
thong tin tim kiém nang cao

Tim Kiém Vén Ban

N@i dung tim: I|

| v || £rimbim |

N\

~ Tim ki€m nang cao

o] \

Logi VB |Tat c

Phang ban ITét ca

I
e v | WfJvinbinden ] Vi bin i i

: : . Tim kiém chun
v HT& ca v J Tinh trangITét ca v J g

naay V8 |ovjor/2012 [[15) 31272012 [i5] Moy vao 56 aw/as/202 | i5] 3u/12/2012 [[15) Mady nhig ozson/a012 [[15) 3u/r2remna i

Sép xép IS‘ITdé'n

v HTEng dan v J

Nhap thang tin tm kiém ta
déy

» Nhap cac thong tin tim ki€m
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> BAam nat “Tim kiém”
> Hién thi Danh sach vin ban dwoc tim thiy theo cac tiéu chi nhap
Tim Ki€m Van Ban {2\

Néi dung tim: Tt cd v f).. Tim kiém I

i~ Tim ki€m néng cao

Loai VB [Tétca’ v J [T&tcé v J || Van ban dén  |¥] Vin ban di

Phéng ban [T&tca’ - HT&tcé - J Tinh tranngéT cé - J @

Noay VB | 01/01/2012 |[15] 31/12/2012 |[15] Nasy vio s o1/01/2012 |[15] 31/12/2012 [15] Nody nhap|01/a1z012 |[75] 3v/12/2012 [i5)

Sip xép {S'I'I'ﬁén - HTéng dan - J
STTdén  S6hidu  Trich yéu ~ Mai gt Moinhdn  Ngay bat dau Ngay két thic Tinh trang
o 12346 \‘}J Phéng D3u Tu Phat Trién 01/02/2012 10:07 SA | 07/02/2012 03:57 CH | Méi .
o Cong viec 1 01/02/2012 09:31 SA | 07/02/2012 03:57 CH | Méi Ll
u vb di ra ngoai 6 19 Phéng B3u Tu Phat Trién 07/02/2012 09:39 SA 07/02/2012 03:57 CH  Bang xi Iy
o abe Phéng D3u Tu Phat Trién 01/02/2012 04:02 CH 07/02/2012 03:57 CH  Méi

3.7. Uy quyén
% Muc dich

Uy quyén cong viéc cho ngudi ding khéc trén hé théng, nguoi diing
dé sé xtr ly cong viéc thay cho minh trong thoi gian iy quyén

%+ Thao tic thwc hién

» Trén man hinh Trang chud cia chwong trinh, chon Menu “Qudn Iy
van bdan”

> Chon Tab “Tién ich” > Chon “Uy quyén”
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Juan Iy van bangge\/an phong 506 Thirvién  Tin tiec noi bd  Quan Iy CHXD

#» B

Tim kifm  Phan loai Ban giaoc Cau hinh cd Nhacnhd Thay dbi

vdn ban chung cong viéc nhan ca nhin * mat khau
Vanbandén ‘A ]
[ Tat ca (25) T&t ca * | (*) TAt ca () M&i () Pand_| Tt c4
4 Tudn trudc :]
Ndi giri: PY OIL Nha Bé ]
g Cong viéc hién tai @ cv gl téng cty 8

STT: 27 S& VB: 8
\» Bang ché duyNgay VB: 23/03/2012

« | Vin ban dén

< VEn ban di

2 B MNdi gufi: PV OIL Mha Be
.-_"E_ H& so cing wviéc ] g U
cv gui téng cty 8
" Lién théng don vi STT: 8 S8 VB: 8

» Hién thi man hinh Gy quyén

» Bam nut “Thém”

» Nhip thong tin 4y quyén, trong d6 quan trong nhit la trwong
thong tin “Uy quyén cho”, diy 1a trwong thong tin chon ddi twong
dé iy quyén

» BAam nut “Thwc hién” @€ hoan thanh Gy quyén cong viéc
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Uy quyén
Thuc hién dy quygn | Eutge dy quyén
S =N Uy guy JC Uy quy / {\
Cac quyén dugc phép Uy quyén | 1 Sia % Xoa
eOffice.MoveApproval Ngudi Oy quyén Nguti duge Oy quyEn Tir ngay BEén ngay
e0ffice.Newlob
e0ffice.Publish Thuc hién day quyén

e0ffice.ReceiveDocument
eOffice. Transfer Ngusi Gy quygn: |Van thue TCT

&
A

Uy gquyEn cho:

Tirngdy: |26/03/2012
DN ngdy: |27/03/2012

(3

P

3.8. Ban giao cong viéc
#+ Mucdich

Chtrc nang nay dwoc st dung trong trueong hop cac lanh dao muon
ban giao lai cac van ban cua ca nhan cho mot ngwdi dung nao dé
trén hé thong, sau khi thwc hién ban giao thi vin ban cia Lanh dao
sé dwoc chuyén qua cho ngwdi nhin ban giao

%+ Thao tac thwc hién

» Trén man hinh Trang chu cia chwong trinh, chon Menu “Qudn Iy
van bdn”

» Chon Tab “Tién ich” - Chon “Ban giao céng viéc”
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g doan Tong Co.ug bty DEu Vi

L] Teomei - TiEn ich Y Bao ca
# B i\
Tim ki€ém  Phén loai Danh muc Uy quyénll Ban giao cd MNhacnhd Thay dai
vdn ban chung cong viéc ca nhin * mat khau
Van ban dén L4 | p |
) T&t ca (25) (») Tét ca () M&i () Band_| T4t ca
-
4 Tudn trudc :]
g Ndi giri: PY OIL Nha Bé ]
g Cong viéc hién tai cv gl téng cty 8
u V3n ban d&n STT: 27 SoVB: 5
\» Bang ché duyNgay VB: 23/03/2012
~l Van ban di
B Mdi gui: PV OIL Mha Be
.-_’E H& so cing viéc ] 9 L
- cv gui tdng cty 8
" Lién théng don vi STT: 8 S6VB: 8

» Hién thi man hinh ban giao cong viéc
» Bam nat “Thém méi”
» Nhap thong tin ban giao

» Bam nut “Thwc hién” € hoan thanh ban giao cong viéc
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Mgudi ban giao: |V€|n thu TCT

Ban giao cho: |

Tirngdy: |26/03/2012  |[i5]

Trung tam HPS - Lac Viét Trang 47 /48



’ = ~ v
>"-Ac VI-ET Tai liéu hwdng dan st dung hé thong QLVB-HSCV

Mgudi nhan ban giao Magay nhap

Thu'c hién ban giao cong viéc

Ngu@i ban giao: | Nhan Vién Van Thu

Ban giao cho: |

Tir ngdy: |07/02/2012
Thuc hign ||
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