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|. PHAN I: TRAO POI THONG TIN
Tai liéu nay hudng dan st dung nhanh mét s tinh ning co ban ctia phan mém eOffice.
Khuyén cdo: Ban hiy vira doc huéng dan nay vira thao tac ludn trén phan mém dé dat
hiéu qua cao nhat
1. Cai dit phan mém:
Dé chay phan mém eOffice ban 1am theo cac budc sau dy:
« Néu chua c6 bo cai dat eOffice trén may, ban copy file eOffice.exe tir cac may da
duogc cai dit eOffice ¢ 6 C:/eOffice/eOffice.exe vé may tinh ctia minh.
« Béam dup chudt vao file eOffice.exe (biéu tugng hinh mit tring), cira s6 ding

nhap s€ xuat hién. Ban hdy dién thong tin ciia ban vao ctra s6 nay nhu sau:

Nh,ép (’ﬂa 3 Ch“i Nhap dia chi
may chu vao 0 ap di
nav. : ; email cta ban
vao dav
Dia chi emai | thuantq@bkav.com.vn
TN Nhdp méat khdu mac
Tenmdychi:  [Mai.bkav.com.vn = dinh 13 123456 cho
NGt ghi nhg |: [ [an dau dang nhap.

mat khau

Ghi nhé méat kh3u
Pang nhap Bo qua

« Chon “Ping nhip” dé vao hé thong. Néu cira s6 bao “Khong ding nhiap duogc”,

hozc bao “Sai mat khau” ban hiy lién hé ngay quan tri dé duoc tro giup.
« Véi lan dau tién chay eOffice, cura ) ghi tén s& xuét hién, ban hay ghi tén cua
minh vao 6 “Ho va tén”, chon “Pdng y” dé hoan tat
2. Hoi thoai

Dé hoi thoai véi mot ngwoi: Day 13 hinh thirc trao doi thudng xuyén nhat giita cac ca

nhan trong co quan, no ciing kha don gian khi ban chi can gé thong diép va giri di.

e Tu thanh cong cu phia trén man hinh 1am vi¢c cua eOffice chon Hgi thoai

-

H&i thoai
« Cura s6 Hoi thoai xuat hién kém theo danh sich nhimg ngudi trong co quan dang
cO mat truc tuyén trén eOffice.
o Tim dén tén nguoi ma ban mudn hoi thoai va kich dap vao do. Ctra s6 hdi thoai

hién ra.



Kich dap vao
tén cua ngudi
muon hoéi thoai
dé bat dau

7 Truc buyén - (493) S

@ anhcd b

@ anhld - Bad HR. palicy (Idle 1
anhngt
@ anhnagth - Lai y&u thuoang ar

@ anhnn

@ anhntb - Mobody

@ anhpl

o Dung ban phim g0 101 thoai vao 6 trong phia dudi ctra s6 hoi thoai r61 nhan phim

Enter hodc dung chudt chon Gii dé guri 101 thoai cia ban cho ngudi nhan.
« Sir dung thém céc tinh ning khac nhu: Dinh dang kiéu chir, ¢& chit, chén hinh

bi€u cam, hinh minh hoa...(néu can).
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Thdng tin
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bhém thoai  Mhde ki

doannx : Em ki€m tra lai phang hop & nhé
doannx : xem phéng dd hién tai con dung
d& hop khang

|\r"erdana

~o~-le § B I

Thidng diép cudi cing nhan lic 11:28:35 ngay 10372011,

Hoi thoai theo nhém: Hoi thoai theo nhom 1a hinh thirc héi thoai bao gém mot nhom

ngudi cung hoi thoai, trao ddi véi nhau.
e Tu phﬁn mém eOffice chon Hoi thoai trén thanh cong cu. Ctra s6 Hoi thoai hién

ra kém theo danh sach nhitng ngudi c6 mat tryc tuyén trén eOffice.

o Tu danh sach tryc tuyén kich chudt phai vao tén ctia ngudi ma ban mubn héi thoai

nhém. Mot danh muc nhé bao gdm céc chirc ning hién ra.
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T5k cd | Phang ban

« Chon H#i thoai nhém, ctra s6 Thém nguoi tham

thém ngudi vao nhom.

gia hién ra cho phép ban moi



Bkaw eOFFice - Thém ngudi tham gia

Danh sach truc buvén : Danh sach nham hai thoai ;
" Truc tuy&n - (492) -~ Danh sach tham gia |
@ anhcd | Thém == @anht
@ anhld - Bad HR. palicy | @ anhpl
@ anhngt @ anhnt
@ anhngtb - Lai w&u thur @ anhngk
@ @ Ivnt
anhnn

@ anhnkt - Busy
@ anhntbh - Mobody

@ anhpl
O v
0| i >
T5E ca | Phang ban
Gidi Ehigu | ®in mai tham gia nham hdi Ehoai

e Tir cira s6 Thém ngudi tham gia, chon tén ngudi ma ban mudn moi tham gia

nhém hoi thoai sau d6 4n dé thém nguoi dugce chon vao danh sach tham

gia.

Chon nguoi trong danh sach tham gia roi an

dé loai nguoi duoc chon
khéi danh sach tham gia nhém thoai.
Chon

tham gia nhém thoai.

dé thém nhitng nguoi khong c6 tén trong danh sach tryc tuyén

o Nhap 10i gi6i thiéu dé gui 161 moi dén nhitng ngudi tham gia nhom thoai. Khi ban
4n nut Pong ¥ thi nhitng 16i ma ban nhap vao & phan nay s& duoc hién 1én trong

mot cura sO nho cua nguoi dugc moi.

o An SREEERY (6 tiép tuc.
Néu nhitng nguoi dugc moi chdp nhan tham gia nhom hdi thoai thi ctra s6 Nhom
ho1 thoai s€ ma ra kem theo danh sach nhitng nguoi tham gia

o (G0 thong diép va gui di nhu véi chirc nang hoi thoai thong thuong.

3. DPoc thong bao mai
o Khi ban giri tin vao mdt muyc tin bat ky ctia co quan hodc guri cho riéng mét ca nhan
nao do, s& c6 mot 6 thong bao nho hién 1én & goc phai phia dudi man hinh dé béao
cho ngudi d6 biét co ngudi gi tin.
o Tuong tu, Khi c6 tin hoic théng bao méi do ngudi khac giri dén, eOffice s& tw dong
bao cho ban biét thong qua mot khung nho & goc phai phia dudi man hinh, dé doc

dugc tin, thong bao do, ban chi can kich chuét vao dong chir phia bén trong cua 6

thong bao dé doc ndi dung. Kich chudt vao
dong chir trong 6
nay dé xem chi
tiét thong bao

&)

Tran Thi Tham

Chic mirng sinh nhat: Chic mufig
sinh nhat: DungBT (BKD)




Luuy:

e Viéc ban c6 nhan dugc thong bao (Notity) cua eOffice hay khong con tuy thudc vao
quyén han cua ban dbi véi timg myc tin do nguoi quén tri phan quyén.

o Do vay, trong truong hop c6 nhitng nguoi nhan dugce thong bao (Notify) nhung ban
lai khong thi diéu do 14 hoan toan binh thuong.

4. Gui email cho nguoi khac
bé gtri email cho nguoi khéac ban c6 thé thuc hién nhu sau:
« Chon nit “Soan thu” & goc trén bén trai cira s6 phan mém eOffice
e (0 dia chi email cua nguoi nhan vao 6 “Giri téi”.
o Go tiéu dé burc thu vao 6 “Tiéu d&”. Vi du: Hop phong

Dé dinh kém file theo email ban chon nut Kem file 3 chon file can gui kem.

e Chon ntt “Gwri” & goc trén bén trai cura s6 soan thu dé gui thu di.

8 Bkav eOffice - Soan tin mdi

Nhap dia chi email
cla ngudi nhan.

Tép Soanthdo Chén Binhdang Trggidp

5 .& B £ B B =

£ K

Lamlai  Kémfile =hi Sm M3 hda Ky dign b

Gl In Tirn ki Cat 5a0 c_hép Dan Khai pb
oL Gri i : |thuantq@bkav.-:nrn.Vn,'thanna@bkav.com.vn;minhnq@bkav.c'c-m.vn
Ll Bfing grri: | r—\
0 Bec: | ] Tiéu dé
Chi g8 : | Wiy vigk quy trinh ISO———— birc thur
|TimesNewH0man j|12j®'©'31_u5&'EEEE‘EE‘E;%%EEED"_é
. A ey
Peé nghi cac anh em g lai cac quy trinh d3 vigt cho minh.
Han cuoila 12h tnra nay NGi dung
blc thu
Neuvén Xuin Poan
Manager - 52 Department
Blav Praject Division
4g\'(:)ﬁic'?.: Bkav Building - Yen Hoa New Town, Cau Giay Dist. Hanoi
LTl (84-9) 3763 2552 ext: 1628
. ‘ = o
¥ Mabile: 0973 909 394]
Do vour best, the rest will come | )
Hay lam viec het minh, nhitng dicu tot dep & den voi ban ! -

eCOffice - Yan phong dién tir,

5. Gri tin vao cac Muc tin (Thong bao, Cong cong,...)
Tuy thudc vao co cAu, to chirc cua co quan ban ma eOffice & d6 c6 cac muc tin khac
nhau, vi du: muc Cong cong, Giai tri, Phong A, Phong B,... Pé giri tin vao cac muc

nay, ban c6 thé 1am theo nhu sau:



o Tu thanh tic vy trén man hinh eOffice chon Tin diéu hanh. Cay phan cép hién ra
v&i danh sach cac muc tin ¢o6 trong co quan.

o Kich chudt vao muc tin ma ban mudn guri tin clia minh vao.

« Nhap vao tiéu dé cia tin dé gui di.

- Bamnit Giri d€ hoan tat.

+ @ Thir c& nhan ~
| = Thu d3 giri (345)

Kich chudt phai vao
muc tin roi chon Gui tin
vao day dé gli tin vao

muc dugc chon
I

n
= ﬂ Giri tin vao day
+ E::ﬂ M 31 Bing bd muc tin
E::H m g{j Quan Iy cac muc tin
= E::a Wi
- E: ap Taomuc tin mdi
- S€ ¥od muc tin ndy
+ Ej A7 Bl Eén muc kin nay
Th
Bl @ Lam midi cac muc kin

EZ:‘ El @ Theo ddi muc nay




II. PHAN II: XU LY VAN BAN

1. Xir Iy vin ban dén

Khi ¢6 vin ban dén can xir 1y, eOffice s& tu dong thong bao (notify) dudi goc man

hinh may tinh cta ban, ndi dung cta théng bao gdm hinh anh, tén ngudi gui va trich

yéu cua van ban

D¢ doc ndi dung van ban nhan dugc va xem y kién xtr 1y

Nhap chudt vao ctra

)
£

|

Yu Thanh Giang

Y3n ban: Céng van d& nghi hd trg
digu tra tdi pham mang

sO notify

1.1 Thao tic xir Iy khi nhin vin ban dén

1) Nhip chudt vao dong chit bén trong ctra s6 notify.

Mot giao dién xtr 1y van ban hién ra cho phép ban lam vi¢c véi van ban vira chon

€. eOffice - Trung tam An ninh mang

e 8, "

Tép Soanthdo COngoy  Tro gidp .
-

B - | 2 05:51AM

Z .8 8 X & & . 9w . B -
Soan thuo Tra s 120 T et GUifhan  HGi thoai Lign k2t Wan ban Mhic vigc )
Tin digu hank %0 [ van ban | S8 dia chi | Mhéc vige | Lien ket Rss | | & Trich yéu [x]
Wan ban dang xir Iy | HE 5o cding wigc I Tirm kiém wan ban I Tra oy, thiing ké van ban I
= L& Thanh Ham Trich wéu win ban | 5é ki higu | s6 dgn | Loaivanban |

[ wan ban d chidr I (13)
sl /50 ban dEn chiar 1y (1)
i 557 wan ban dang lam d3
i 5 wan ban vira r Iy
-7 vin ban thang béo
i 57 van ban theo di ket qua
- 57 van ban a5 r i

Eﬂ Wan ban dugc oy quyen <l by | g |
i[5 vain ban chir phét hanh

Vin ban dén
cho xu ly

~] Céing wan d8 nghi hd tro digu tra t6i pham m

12JCV-C15 658 Céng van

Nhap dup
chuot trai dé
mé van ban

1l

Trung tim An ninh mang

TOM TAT THONG TIN VAN BAN

CONG HOA XA HOI CHU NGHIA VIET =
NAM
Bée ldp - Ty do - Hanh phic

2) Nhip dip chudt trai vao phan trich yéu ciia van ban can xir 1y.

Mot ctra s6 maéi hién ra voi ndi dung van ban, cac tai liéu kém theo (n€u c6) va cacy

kién xir Iy lién quan.

File dinh kém la pdf co thé kich chudt trai m& dé xem toan bd van ban dinh kém



)]
o
R

#8 Bkis eOffice - Cong ¥an

Tép Soanthdo Chén Binhdang Trogidp

C e P e © & © © @

Chuyen Phan loai Sira #iny kign Kk thic L Thingbdo  Tra In
Trich w&u : I Zong van d& nghi phidi hop digu tra tGi pham mang ::ll
G khalh - g = [[arich vau Loz Maui sir |y cudi | 55 dér
File dinh kém | Ghi y kién
Jng tin w& TruyEn thdnghCuc quan |y ;I 4| | _>|
[~ Théi han =< T \%;2909 Tl|iziomiz am = Thém v&n ban lién guan > __ | WEn ban uu iEn xdr |y
Thémm L ligu |§ |@Pm-lguon mo.FOF (672 KB} / =]
Kich chuot trai dé XemT
chi tiét cac y kién xtr ly R — =
Thém Ekjen gidi quyEt I Dur kiEn chuyen I _%hl &m I
T~ Ngwii giai quyét Ngay thang ﬂ
(2 Kinh trinh Iinh dao van phing néay... 2 van thw Cuc gquan iy PTTH 21:06 07/12/200°
Einh trinh l&nh dac van phéng nay
Chuyeén téi: Chu Wan Hoa
A - 5 e D - o F
DPoc nodi dung vin ban ! p Ml KR The! reday
Breal A g Mif Frey - 7
e L [ (e —— T mAmre wwes b 3P T FTAAT ARTET ATATET i VPO W4 A /?'a'!{l!) hd
< | »
effice - ¥an phong dién b, v

3) Nhap chudt vao cac dé muc trong phan ndi dung van ban dé xem chi tié€t cac y
kién xur 1y lién quan va céc vét cong van (van ban khoi dau tor dau, chuyén dén

nhiing ai,...).

1.2 Cac nut cong cu c6 trong cira so xur ly van ban dén

8 Bkis eOffice - Cong vin

Tép Soanthdo Chén Binhdang  Trogidp

C © ¢ ¢ v 6 @ © @

Chuyen Phan loai Sira win oy kign ket thic LLr Thing bado  Tr m

i~
=

v' Chuyén : Chira cic duong chuyén vin ban tmg voi mdi vi tri xac dinh.

v Phin loai : Phan loai vin ban theo ludng xtr Iy khac.

v Xin y kién: Xin y kién cic ca nhan khac vé cach giai quyét van ban nay, va nguoi
xin y kién s& 1a nguoi tong hop céac y kién nay lai.

v' Két thiic : Pong vin ban nay lai va khong chuyén tiép cho ai duoc nita ( Vi tri nay
tu xu ly ).

v" Luwu : Luu mdt ban vao hd so ca nhan ctia minh ( Gidng nhu photo giir lai mot ban)

v/ Thong bao : Gui mot ban dén thong bao cho nhitng ngudi can biét vé vian ban nay.

v Tra 19i: Chira cac ludng van ban phu hop dé phuc dap cong van dén



1.3 Ghi y kién xir Iy vao vin béan
1) Khi mé van ban ta s& thdy phan dé ghi y kién xtr Iy ctia minh
2) Ghi y kién xir 1y vao 6 y kién.
3) Y kién xtr 1y ctia ban s& dugc luu lai khi ban chuyén xir 1y van ban cho ngudi
khac.

—

Thém vén bén ién quan | Cac vin ban ciing dan vi phét hanh | I v&n ban wu tién i I

Khoang trong
ghi y kién xtr ly

|

Thém ¥ kign gidi quyet Cur kién chuy®n | izhi 3m I

Luuy:

1. Ban co thé tao ra cac mau y kién xur ly va dung lgi cho tién bang cach bam vao

Thém  kién gidi quyét |

muc

Cac miu ¢ kign Thém mdi

Trich véi ihuyEn van thu phat hanh I
YEu ciu sira lai m
Bidng ¢

Thérm +an ban lign quan | [ Wan ban v tign el by

Clurven van the phat hanh

[Thém § kién gidi quyét | Ghiam ||

2. Néu ban nhdn dwoc van ban nhung chwa xw ly trong khi van ban van con han,
liic nay chirong trinh ciing tw ddng nhdc ban, ban chi can kich chuét vao dong

chit thong bao bén trong cira so dé xem nhitng van ban chuwa xu [y.

| S0 wan ban chua =i ly

B 15 van ban di
B 2 %an ban dén,

3. Néu ban mo cong van ra va chwa xw ly ngay, ban co thé mo lai ciea so xw ly van

ban bang cach bam vao muc Van ban trén thanh cong cu cua eOffice.



ty & . @ B

GirifMhan  Hbi thoai Lign k&t Y&n ban Mhac vigc

Sau do ban co thé xem noi dung van ban cting nhuw y kién xu [y lién quan.

1.4 Chuyén xir Iy vin ban dén

(E‘}

1) Tir ctra sb xir Iy viin ban chon =~ SM¥¥&n
Mot menu hién ra voi danh sach cac noi nhan dugc goi y san.
2) Chon doi tugng can chuyén toi.

Mot cira s6 nho hién ra cting v6i danh sach nhitng nguoi thude déi tugng ban
vira chon.

3) Chon tén nguoi xur 1y.

4) Néu van ban do nhiéu ngudi xir 1y ( mot nguoi chinh va nhidu ngudi cho y
kién) trong cira s6 Chuyén xtr 1y ta tick chon ngudi nguoi xir Iy chinh va chon

nhirng nguoi df’ing xir ly)

)

| Ho va tén | Dia chi ema | Ponviceng tic | Xl chinh | [ BBng xir ly | . -
| Nouyén B3 Co [conb@bkav.com... [PhongDuan... | B [ W | Chuyen tei:

L& Thanh Nam namit@bkav.com... Phdng DU an, ... ] |

Tran Qudc Nam namtq@bkav.co... Phong DU an, ... ] ]

Tran Quéc Chinh chinhtg@bkav.c... BKIS, Van pha... O [l

TUf Quang Huy huytq@bkav.co...  Phéng Dy 4n U |

-

2. X ly van ban di
Vian ban di duogc st dung khi:
» Tao mot van ban di méi
» Tao mot van ban di tra 161 cho vin ban dén.
» Chinh stra ndi dung van ban
» Xem phién ban tai liéu

> K&t thiic vin ban

10



2.1 Khéi tao mot van ban di méi

Tur thanh cong cu ctia chuong trinh eOffice chon miii tén s6 xudng bén canh nut

Van ban, mot menu hién ra.

Chon Van ban di.

& . @ | wl| B

GUrifMhan  HGi Ehoai Lign ket van ban Mhac wisc

=i |y wEn ban |

T8 van ban di
_:.__J B3ng ky ¥an phang pham
An ban _:.__J £1&ng ky phing hop

&t wEu c3u thay d8i ndi dung J8 an 55 8 _:..-J BEng ke we

ban I Tra cing, thiing k& »&n ban I

_:___'l Bang ky bao hdng

Ctra s0 soan thao van ban di xuat hién.

2.1.1 Dw thdo vin ban di
Dé dy théo ndi dung van ban di, c6 2 cach

Cach 1 - Du thao trén trinh soan thao thong dung (MS Word, Excel,...): soan
thao nodi dung trén mot trinh soan thao bat ky sau d6 gan kém file nay vao vin

ban, chi tiét xem phan Nhép tai liéu kém theo. Pay 1a cach thuong sir dung.

Cach 2 - Soan ndi dung trén trinh soan thao cua eOffice: soan truc tiép trén phﬁn
n6i dung ctia ctra s6 Vin ban di.

# cong van di -
TEp Soan thao Zhén Binh dang Tro gidp

TR b el w S W @ (==

Chuw8n Phdnloai Sira B8ngxirly Ketthic Luou Théngbao Tra ki In
Trich wéu : |'.,.'§ wigc:
. . ©& khah [ «| [ Trich weu | Sdky higu | Mg s g cu
Kem cac fl Ie Loai wan ban : -
Word, excel.. da Linh wure [ =

Bron v soan thao : —
[ Thai han =i 1 —— Thé&mwan banlignquan |l v3n banou tién =i

S ksl Sy |2

soan thao trudc.

Thém v kisn gidl quyst | shi &m |
TimesNewFiomanjl‘le@v'Bfu&vgzng_

TRUWFOFNG BAl HOC BACH HHOA HA NOI CONG HOA XA HOI CHU NGHIA ™
N NANL
TRUNG TAM AN NINH MANG Erde T - Tir Do - Hanh BPhise
________ 000________ R = s

Ea NEi msdy I8 chdns 08 ndm 2

tn
G,

: J0-1801 2007/CP-BETS
P Gig barm thé BhavPro gua marng
QUY DINH
- Car cu vas nii guy Bkis
< |

%
£

eDffice - Yan phong dign k.
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2.1.2 Nhap tai liéu kém theo van bdn

Ban c6 thé gui tai liéu kém theo (du thao van ban, tai li€u tham khéo lién quan
té1 van ban, cac van ban lién quan,..) vao mgt van ban dé chuyén di, ban lam nhu

Ssau:

1) Trong cira s6 lam viéc véi van ban, chon THem iy |

MOt cira s mé ra cho phép ban duyét dén file can dinh kém.

2) Tim dén file can dinh kém vao van ban.

8 cong vin di

Tép
\E; Laak in: |@' Desktop j % ER-
ChuyEn H
Trich véu [CZ)WebEOFfice
) E’ﬂ IE_error,JPG
Bd khan
Logi wan by | ¢ |3
Linh seure . -
File name: |QUYDINHGlabanlhebkavploquamal
Bion i so =
— thainl Fies ofwpe [ Alfies () -l Cancel
Thém Lai ligu
Thém § kign gidi quyat | Ghi 5m |

3) Chon Open dé két thuc viéc chon tai liéu gui kém.

2.1.3 Thém van bdn lién quan

Vian ban lién quan la van ban cé sy quan hé vé mat ndi dung vdi van ban dang

xur 1y, vi du nhu cong van di dé€ tra 101 cong van dén 1a hai van ban lién quan.

Cac thao tac thuc hién:

1) Trong cira s6 lam viéc v&i van ban, chon _Them ¥an ban in quan .

Cua s6 tim kiém van ban hién ra cho phép ban tim cac van ban lién quan trude do.

Trich wéu :

|E)éng 3 j Tim kigm
Loai w3n ban : I—;l Mhdm w3n ban : I_Ll Hinh thre gir I_Ll i mah
Tir khoa : | j B
MGi dumng : |
=
SE/Ky higu : I— S& dan : |
& khin : I—LI Co quan ban hanh: | j
5 wan ban : I—Ll Ban vi nhan hi so : | j
Mgurdi < Iy cudi: I—;l ™ Moay w3n ban : I—_I
Khodng thdi gian Ban vi soan thao : | j
Tl ngay: o quan nhan: | j
BE&n ngay : Lifnh wure : | j
Mg ke | j

[T Tim ki€m theo Ehai gian trén

2) Tim va chon van ban li€n quan.

Trich w&u w3n ban
[= v& vigc: B3ng ky thu
< |

Trich w&u w5n ban

= ve wigc: ©18ng ky lich cdng E&c Tu

28

| >

12



3) Nhip _ r0i 4n dé két thiic viéc thém vin ban lién quanan.

2.1.4 Nhdp thong tin kém theo van bdn

A N N N NN

Sau khi da khoi tao va dy thdo ndi dung cho van ban di, ban dién céc thong
tin lién quan to1 van ban:

[
8 cong van di -

Tép Soanthdo ©Chén bBinhdang Tro gidp

¢C e ¢ e ©ve @ @ E

ChuyEn Phénloai Sira  Déngxrly K&tthic Luu Théngbéo TrA M In
Trich wéu :

|'\-'E wigc: Quy dinh w& gia ban thé BkavPro gua mang

B khah : |Thuang =] | Trich y8u | 58 ki hi
Loai vwan ban IWI W& vigc: B4ang ky lich cdng tac Tun

Lirih wurc : I—_I
Bidn vi soan thao IW
[ Thii han =ir l—_l I—— ThEm wan ban lign quan | [ w&n ban wu kin xir
Thém tailigu |5 [EIQUYDINHGISE [Trinh tnrong phong cho 7 ki

Thém  kisn idi quyét | Ghi &m |

Trich yéu: Ghi trich yéu van ban.

bo khan: Chon mtrc do khan tir cho van ban.

Loai van ban: Chon loai van ban.

Linh vwe: Chon linh vuc phén loai van ban.

Don vi soan thiao: Chon Phong/Don vi phat hanh van ban.

Thoi han xir Iy: Chon thoi han xir Iy ciia van ban, dung dé nhic cc vin ban
qua han xu ly.

2.1.5 Chuyén xi¢ ly vin bén di

1)

2)

3)

-

Tir cira s6 xir Iy vin ban chon ~Shén.

Mot menu hién ra véi danh séch cac noi nhan dugc goi y san.

Chon dbi tuong can chuyén toi.

Mot cira s6 nho hién ra cing véi danh sach nhitng ngudi thude ddi tuong
ban vira chon.

Chon tén nguoi xtur ly.
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| Ponvicing tic | Xty chinh | (] Dbng xi* Iy ; -
| conb@bkav.com... [PhongDuan, ... | W | N | Chuyén téi:
L& Thanh Nam namlit@bkav.com... Phéng Du an, ... [l [l
Trin Quéc Nam namtq@bkav.co... Phéng Du an, ... [l [l
Trin Quéc Chinh chinhtg@bkav.c... BKIS, Vin pha... | |
Tir Quang Huy huytq@bkav.co...  Phang Dy an O O

4)  Chon dé chuyén tiép van ban di.

2.1.6 Ldy lai vin bén vira xi¢ Iy (Vin ban givi nham dia chi)

Khi ban gtri nham dia chi hodc muon chinh stra lai ndi dung van ban da chuyén cho
nguoi khac, ban c6 thé st dung tinh nang Lay lai van ban.

1. Tu thanh cong cu cua eOffice chon Van ban dé mé cira s6 quan ly van ban.

& . e w | B

H&i thoai Ligr ket Wan ban MhaC vigc

Cira s6 quan 1y ho so vin ban hién ra.
Chon tab Van ban dang xir ly.
Chon myc Van ban vira xir ly.
Chudt phai vao vin ban can lay lai.

Mot menu hién ra.

o g k~ w DN

Chon LAy lai vin ban.

& eOffice - Trung tAm An ninh mang

Tép Soanthdao Cdngcoyu  Trogidp

A .82 T8 X. ¢, &

Soan thor Tra lai Gl LiEp  ®oa alrifMhan HGi thoai L

Tin digu hanh | 58 dia chi | Mhac vige | Lign ket RS Rl wSn ban | | &2 Trich véu E3)

wan ban dang =i ky I HiS so cdng visc I Tim kigm w3n ban I Tra ciu, thing k& w8n ban I

Hérm nay 13 thir ba n

+ @ wan ban di cher xir s Trich w&u »&n ban
5 wEn ban d&n chi wir |
54 van ban dang lam dar = L3 In phi&u trinh 13nh dao
+ Eﬁ Wan ban wira xir v (2 LI_ JE,} In kom t3k _’I
. F wan ban theo dikét | L98] gt wem dudmg di vin ban J
+ E W& ban d5 sl by (1) E 2 Hern chi tigk vEn ban »d0 13 hing
553 waEn ban dugc ui quy | NgwoTry
S4 ki higu
ol | I el | 2l
edffice - van phong dién bdr. 4
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7. Vao muc Van ban di cho xur ly (néu van ban vura lay lai l1a van ban di) hoac
Vian ban dén cho xt ly (néu van ban vua lay lai 1a van ban dén) dé xem van
ban vura lay lai.
Luu y: Van ban chi co thé lay lai khi nguoi nhan van ban chwa mo van ban ra. Van ban
xin y kién cua nguoi khac, khi lay lai van ban xin y kién dong nghia voi viéc bo viéc xin
v kien nay
2.1.7 Lwu van bdn vao ho so
Khi khoi tao mot van ban di hodc két thiuc mdt van ban dén hodc di, hé thong s€

yéu cau ban luu van ban vao ho so. Ho so luu van ban c6 thé 1a ho so da cé hoac

ban tao moi (n€u can). Muodn luu van ban vao ho so nao ban chi can chon vao

e 506 1 i QD)

Tén hé so Ghi chi Nguii xem
HB s cong van tr i - [ |
< | 2

2.2 Khéi tao mdt vin ban di tra 101 cho vin ban dén:

Cac budéc khoi tao
1. Mé van ban dén can xur 1y.
2. Trén cira s6 xem chi tiét van ban chon Tra 10i.

Mot menu hién ra.
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# Giay mai P

Tép Soanthao Chén Binhdang Tro gilp

- = — -
] < @ S w e 2 '@ cong vanneibs
ChuyEn Ph&n loai Sira win w kign KEL Ehidc Ly Thing bao Tr
PR i
Trich y&u : W& vidc: BY T- M&i tham gia chg céng nghé va thist bi vang (& Cing vin & uf Cty BKAY
Linh wuc : Khoa hoc

Bon vi nhan hd BRAV 4 | T | I

I~ Thi han = by [28/04/2008 _~ || 12-00:48 AN Thém van ban lign qul I~ Wan ban uu Gén ¥ iy

Thém t3i g |

-
-
-

Thém ¥ ki€n gidi quyd Ghi am | |
(=]
BO KHOA HOG VA CONG NGHE CONG HOA XA HOI CHU NGHIA V’EE
' —_—— Poc lap — Tu do — Hanh phiic
TRUNG TAM THONG TIN KHOA HOC
VA CONG NGHE QUOC GIA ) :
Ha Noi, ngay /If{l rthdng /ff? ndrm
s&: 264.... /TTKHCN ‘
| Whe mdn tham oia Cho Cong nehé va Thigt bl | =
Ll L4

P
T 4

3. Chon Van ban di.
Ctra so van ban di xuat hién.

4. Soan thao van ban di (Gui kém tai li€u hodc soan trén trinh soan thao
eOffice) roi chuyén vin ban dé tra 1oi

2.3 Pé chinh sira ndi dung tai liéu kém theo khi nhin vin ban di

Cdc buoc thuce hién
1. Mé van ban can xir 1y.
2. Nhip dtp chudt vao file van ban dinh kém dé mo va chinh stra ndi dung.

¥ cong van ai e m =

Tép Soanthao Chén ©inhdang Trg gitip

R o= - € = = oL

S e 9 e © & @ @ @
Chuyen Phan loai Sira in v kign KEL thic Ly Théng béo Tra lai In
Trich yéu : & vidc: Cong vin gl FPT s
Loai van ban Cong van = | [_Trich y&u [ 56 ky higu [ Ng
B5 khan : Thueng -
Linh wvuic : Du 3n -
Bon vi soan thao - 4 | 1 | »
™ Théi han x¥ K |28/04/08 L” 3:19:20 F—— Thém vin ban ién quI ™ Win ban wu tién xr iy

. , L_LThém tai ig]= 2 FPT.doc (11 KB)
File dinh

kem

1

Thém y kien gidi quyd Ghiam ||

[Times New Roman e l@~&~ B 7 U S A~ iz iZ &

i

U}
w
]
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3. Luu lai ndi dung vtra chinh stra.

2.4 Xem phién ban tai li€éu kém theo khi xir ly

Cdc budc thuc hién

Qua mdi bude xir 1y, su thay ddi cua cac tai liéu kém theo duoc luu thanh cac phién
ban khéac nhau.
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Dé xem phién ban tai liéu kém theo
1. Mo van ban can xu ly.

2. Chudt phai vao tai liéu kem theo van ban.

Trich w&u : | WE wigc: Z4ng w3n gli FPT,

B3 khah : | Thrang = | [ trich veu | @ ke hisu Wgurii i cu
Loai wEn ban : IW'

Linih wrc I—_l

B wi snan thao ¢ Ihl

I~ Thihansarly: [0 = [100005 — Thémvan banlign quan | ¥3n ban ou Hén
Them tailigu | FT.doc (51 ke I

30 M File

™ Ghi ra File

# Phién ban dungvy cap nhat lic 017122006 05:22 PM

Times | €31 Phigén ban quangnt c&p nhat IGc 01§12/2006 02:11 PM

TRFST 3 Phign ban dungvy c5p nhat e 017122006 02:00 PM
:j Phign ban quangnt c&p nh&t e 30)11 /2006 07:15 PM

< B > v

eOfFice - wan phong dién ki,

Mot menu hién ra kém theo tén cua cac phién ban tai liéu da duoc chinh stra.
3. Chon tai liéu can xem.

Luu y: Dé mo phién ban cudi cung, chi can bam dup chugt vao tai liéu kém theo.

2.5 Két thic xir Iy vin ban

Cac buéc thuc hién
Viéc két thue xu 1y van ban dugc thuc hién khi ban da hoan thanh vi¢c soan thao va
kiém duyét noi dung ctia vin ban nay.
Pé két thic xir Iy mt vin ban:
1. Mo van ban can két thuc.

2. Chon K&ét thiic trén thanh cong cu.

o : A, v - ~ Ll
¢ ® ¢ @ G © © @
Chuyen  Phén loai Sira win y kign Luu  Thingbdo  Traldi In

3. Luu van ban vao ho so.

Chon h& so d& luu v3n ban =

TEn hi sa I shi chii I Mg xen
H& =0 ca nhan

|

Neéu da c6 san ho so dé luu, ta chon ho so va nhap dip vao ho so d6 (hoac chon

hé so roi nhap vao ).
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Truong hop chua c6 ho so can dé luu van bén, ta phai tao hd so méi bang cach

X , Tao mdi A A A A X N Tao mdi 2 A re
nhap nut - . Nhap tén ho so roi nhap vao - dé tao ho so mai,

sau d6 luu van ban vao ho so mdi nay.

Ta&n hd so : I H3 so Khdach hang cdc tinh phia B3c

MNguda tham gia

| =
Ghi chi z
-
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