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Hwdng Dan Str Dung Eoffice

I. Huwéng din ding nhap
Mg trinh duyét web (chrome, firefox, internet,...) va nhap dia chi:
Khi d6 s& xuat hién man hinh dang nhap.
bang nhap
Tén hodc email dang nhap

Mat khau dang nhap

@ Khong gidy tor - -
Quén mat khau?

O Moi lic moi noi

O Lam viéc higu qua

Giao di¢n chure nang dang nhdp E-OFFICE
<+ Nhap thong tin vao 6 Email ding nhap va Mat khau ding nhap, sau d6 nhan nit
Ddang Nhap.
Il. Quan ly vian ban

1. Vin ban dén
M@ ta: Van thu 14 ngudi toan quyén tao s6 van ban, nhap vin ban, sira vin ban, x6a vin
ban.
¢ Thao tac thuc hién: Nhan chon Menu Vin ban = Vin ban dén dé mo giao dién

xem danh sach cong van trén s6 van ban den.

2 Thém (& sira i Xéa Xin j kién phan phdi  w (& Chuyén vin ban

Chon sb van ban... - Vui lang nhap n 0 v
Ngay

Ngay dén sédén | Noigwi 56, ky hiéu thang Tén loai va trich yéu ndi dung SKH tra I&i
B6 Giao Cdng van - V& viéc giam sat chat lrong ky thi

23/01/2019 85/2019 ducvaDao UBND 23/01/2019 | tét nghiép 2018-2019
tao Han x( ly: 14/01/2019
S& Gido Gidy m&i - Té chirc cudc thi tim hiing bién

23/01/2019 | 84/2019 ducvaPao UBND 23/01/2019 | CEO twong lai 2019
tao Han xir Iy N/A

Lwoi xem van ban



1.1 Thém méi van ban:

Pé thém mai cong viéc nhén chon vao = ™™ Giao dién thém mai vin ban dén
hién ra. Van thu nhap toan bo nhitng trudng ¢ hinh duéi. Nhiing trudng c6 dau * 12 bat

budc nhap.

© 56 van ban: * Chon s6 van ban... -+ @S6dén: * © Ngay dén: 09/10/2019
® 56 ky hidu: * @ Ngi gui: * Chon nai gii... R
@ Loai van ban: v @ Ngay ky: 09/10/2019 ® Thdi han: dd/mm/yyyy

@ Trich yéu: *
@ File VB dén: % nhap vdo dé upload

@ File dinh kém:
% nhap vao dé upload

sn hedn A Hh 2 : 5 dang ky van ban dén A
Nhp hoan tit thi chon IS 4é fuu lai. Chon 8 quay

vé danh sach vin ban dén.

1.2 Swra viin ban dén:

Check chon vao déi twong can chinh sia va nhan & st

@ S& vén ban: S8 van ban dén 2019 v +  @56dén: 1162 @ Ngay dén: 30/08/2019
@58 ky hiéu: 916/CD-BGDDT @ Nai gui: B& Gido duc va Dao tao v o+
@ Loai van ban: Cdng dién v & Ngay ky: 29/08/2019 @ Thdi han: dd/mm/yyyy

Céng dién cla B3 Gido duc va Do tao
@ Trich yéu:

@ File VB dén: < nhap vao dé upload
1. 12426 _01. Cong van so 113_BKHCN_TTra.pdf (100%) x

xem file popup | xem file infine  (chf xem dugc file palf)

@ File dinh kém:
% \nhap vde dé uplead

Chuyén van ban Cap nhat Xem sb dang ky

Sau khi stra van ban xong chon [Cap nhat] dé luu lai. Chon [Xem sb dang ky] dé xem
danh sach van ban dén.
1.3 X0a vian ban:

Tai lu6i danh sach cong vin. Check chon vao dong vin ban can xo4. chon O xoa gz

c6 thdng bao xac nhan xo6a van ban.



Canh bao
Ban cd chdc chan mudn x6a cac vin ban ndy khdng?

Cancel

Nhan OK dé xac nhan xéa. Nguoc lai, chon Cancel dé hity bo thao tac vira thuc hién.
2. Chuyén viin ban

Tai lu6i danh sach cong van. Check chon vao dong van ban can chuyén. va chon
[Chuyén vin ban] . Sau d6, can dién dy du thong tin nhu hinh duéi day:

Chuyén vén ban cho don vi/ ca nhan

| Théng diép | — Chon théng diép — w

Ngu@i nhén ch tri Tim nang cao Q

BUi ©uc Diing / Phéng Téng hap x

Chon ngui xir Iy chinh
Naurii nhén phél hgp Tim nang cao Q

Chon ngudi xtr ly phoi hop
Ngu@i nhan d€ biét Tim nang cao Q,

Chon nguéi nhan dé biét

STT Nguai nhan/ phang ban 56, ky higu Vai tro Mirc do Han xir Iy Ghi chi Trang thai

1 Bui Buc Diing / Phéng Tdng hdp 2460/BGDET-GDEH i v theong v at P& dén Xoa

% Dinh kém file: Mhép vao déy dé upload

Chuyén van ban Thodt

i Chuyén van ban 2 A s 2 9 3 X pa ) Ly
Sau d6 chon dé tién hanh chuyén. Hozc chon 9%t @& huy bo thao tac vira

thuc hién.

3. Vin ban di
M@ ta: Van thu 12 nguoi toan quyén tao s6 vian ban di. Bong thoi ciing gitr quyén thém,
stra, X0a trén sb cong van di.
+ Thao tac thwc hién: Nhan chon Menu Vin ban > Vin bén di dé mo giao dién xem

danh sach cong van di trén so.

2 Thém (# siFa o Xéa
Chon s van ban... v Vi long nhap 10

Tl ngay ban hanh: ddmmiyyyy Dén ngay ban hanh: | dammryyyy

$6, ky hiéu van Ngay thang van Trang thai
ban ban Tén loai va trich yéu ndi dung véan ban Ngweoi ky Noi nhan van ban Noi nhan khac phat hanh
Ké hoach - Trién khai thuc hién liép nhan hé so va . ~ i ,
1331/KH- 28/08/2019 tr3 két qua giai quyét th tyc hanh chinh tai BS Hoang Van Nhém toan trueng Chua phat
DHKTQD N P h Cuong hanh
phan Mét ctra giai doan |I.
1326/KH- SRIERE Ké hoach - Té chrc L& céng bd Quyét dinh thanh | Pham Héng Nhém toan truéng Chura phat
DHKTQD 1ap Hoi déng Trudng... Chuong hanh
1317/TB- 26/08/2019 Théng bao - Két ludn cla Hiéu trwdng tai cudc hop Bui Dirc Dng Nhém toan truéng Chuwa phat

DPHKTQD giao ban cong tac tudn 34 nam 2019. hanh



3.1 Thém m¢i van ban di

Thao tac: Nhin chon vao = Thém

. Giao dién thém mai van ban di. Giao dién hién thém
hién ra, can bo mot cia dién day du thong tin trén form (Céc truong c6 dau * 1 bat budc).
Vui long xem hinh dudi day:
® 56 vén ban: * Chon s6 vén ban... v |+ @58 ky hiéu: =
Phong Téng hdp; x
@ Loai van ban: ~ | @Ddn vi soan:
® Ngay ky: 09/10/2019 @ Ngudi ky:
@ Trich yéu: *

@ Théi han: dd/mm/yyyy @ Mic dé mat: Chon mirc d6 mat v @ Tinh chat: Chon tinh chét

@ File VB di: % nhap véo d& upload

& File dinh kem:
< nhap vao dé upload

Tim néang cao Q
@ Noi nhan van ban:

@ Noi nhén khac:
. 2 . b { o da y 2 , - , .
Sau do6 chon dé luu lai. Chon dé xem danh sach van ban di.

Phat hanh | . PN
Chon de gui cong van nay dén cho phong ban can nhan.

3.2 Stra van ban di

Tai danh sach cong vin di. Check chon vao dong vin ban can chinh sira va nhan & S¥a |



S vén ban: S8 vén ban di 2019 v |+ S6 ky hiéu: 1331/KH-DHKTQD
Phong Tong hgp; x

Loai van ban K& hoach ~ Don vi soan:

Hoang Van Cuting x
Ngay ky: 28/08/2019 Nguai ky:

Trién khai thuc hién tiép nhan hd sd va tra két qua giai quyét thl tuc hanh chinh tai B3 phan Mat clfa giai doan II.
Trich y&u:
4

Thdi han: dd/mm/yyyy Mrc d6 méat Chon mirc 46 mét v Tinh chat: Chon tinh chat.. ¥

File VB di: % nhap véo d& upload

@ File dink kém:
= File dinh kem % nhap vio dé upload

Tim néng cao Q

Noi nhan vén ban: Nhom toan trudng @ x

Ngi nhén khac:

Phathanh | Capnhit | Xem s8 ding ky

s - , 2 . X o da y 2
Sau khi stra van ban xong chon dé luu lai. Chon dé xem

danh sach van ban di.

3.3 X0a van ban di
Tai danh sach cong vin di. Check chon vao dong van ban can chinh xéa va nhan T X%z

S€ ¢0 théng b&o xac nhan x6a van ban.

Canh bao

Ban co chic chdn mudn x6a cic vin ban ndy khéng?
Cancel

Nhan OK dé xac nhan x6a. Chon Cancel dé huy bé thao tac vira thuc hién.



4. Vin thw phong ban xin sd/cap s6 (trén so ciia trueong)
M© ta: Van thu phong/ ban chon s6 van ban di 1a “s6 tdng” — Mau dé. Nhap toan bo théng tin, ké ca
théng tin don vi nhan. Sau dé bam luu 18n s6 téng. Cudi cung 1a van thu trudng sé vao bam phat hanh.

I. Thao tac cta van thu phong ban

Xem hinh dwdi day va thao tac theo thir tu.

Bi Van ban -
& Van ban dén I B Them I 2 | o
I # Van ban di I 2020 x v S8 van ban di 2020 X v Vi long nhap Tim kiém o E v
£ Lich céng tac S4 van ban di 2020 Tir ngay ban hanh: |ddMilyyyy  Dén ngay ban hanh: ddmiiyyyy
AL 1 o5k mEy | Nahy] Vanbindi 2020 Tséng (S8 Tang)
ich Xe , i i T . j
N VAN BAN VAN sé Ouyét dinh SDH 2020 NOQI DUNG NGLFO1 KY NO1NHAN VAN BAN NO'1 NHAN KHAC TRANG THAI
& Tir dicn dt lieu N Phéng Quan ly dao tao
B o - test thu pk Da phat hanh
o 12 03/09/2020 0 cdo - lest gui van [hul phong Hoang Thi Hoa phathan
€ Théng ké

Form nhap vdn ban hién ra, nhap toan bo thong tin can thiét + gan kém file vin ban

SG vén ban:

I Vén ban di 2020 Truéng (S5 Téng) v+ I S ky higu: =

& Loai van ban: Bao cao ~ | ©Don visoay Vién Thuong mai va Kinh t& qudc t&; x

3.Chon ding

@ Ngay ky: 21/10/2020

tén s6 tdng

@ Trich y&u: Huéng dén véin thu phéng ban nhap van ban di 1&n sb di cla trudng.

® Thdi han:

ddMMyyyy @ Mc d& mat: Chon mire d6 mat.. ~ @Tinh chat: Chontinh chit v
@ File VB di: % nhap vao dé upload
1. qd530.pdf (100%) x
S6: 530/QD-BTTTT Ha Ngi, ngayA$ thang 4 nam 2015
QUYET PINH

V& vige phé duyét to chirc Lién hoan Anh va Phim Phéng sy - Tai ligu
vé cic Dén tic trong cing dong ASEAN
tai Viét Nam ndm 2015

Va bdm “Chuyén tiép” dé nhap tén don vi/ca nhan s& nhan vin ban nay.

@ Noi nhan khac: 56 GD&DT]

Them tag /
7

Tiép theo, nhap tén don vi/cd nhan nhan nhu hinh dwdi va bam “Lwu” dé hoan tat.

@ Tag van ban :




Kinh gri céc don vi dé bigt va thyrc hién

Ngudi nhén chi tri | Tim néng cao Q
Phéng Téng hap x
Chon nguéi xi ly chinh
Ngu@i nhan phéi hgp | Tim nang cao Q
L& Viét Thiy x  Nguyen Thi Hoai Dung x
Chon ngudi xi Iy phéi hop
Ngusi nhén dé biét | Tim néng cao Q
05 Anh Céng x  Cao Tién Cudng x
Chon nguéi nhan dé biét
STT Ngudinhdn/ phong ban So, ky higu
1 Phéng Téng hdp 35
2 L& Viét Thiy / Trung tdm Ung dung Céng nghé 35
théng tin
3 Nguyén Thi Hoai Dung / Khoa Quan tri kinh 35
doanh

% Dinh kém file: Nhdp védo diy dé upload

Vai tro Muic do Han xif Iy

v Binh thugmg v

Binh thwong v

Binh thutmg v

Ghi chi Trang thai

Chua xem

Chua xem

Chua xem

Luu Thodt

Hé théng s& hién théng bao “thanh cong” va reset vé form tréng dé van thu cé thé ti€p tuc nhap van

Thanh obng
«” Luu In s8 tong thanh cBng, dgi
van thy truing phat hanh

x

i Cong viéc -
Bi Vin ban -

& Vén ban dén

&)

# Van ban di NEm: 2020 .
) Lich ciing tac -
Sich ke . ©@Sbvanban: Vén ban di 2020 Truéng (56 Téng) v+ S8k hitu: 6
@ Tur dién dir lidu - Loai vén ban: * Chon loai van bar & Ban vi soan: Vién Thuang mai va Kinh t& quéc t&; x
@ Théng ké

Ngay ky: T @ Ngudi ky:

Il. Thao tac phat hanh cda van thu trwdng

Thao tac: Van thu 1am theo th& tw nhu hinh dudi: chon menu Van ban di/Chon tén s6/Check chon van ban

muén kiém tra phat hanh/ Sira.

B Van ban -

& Van ban dén

-

« Vian ban di 1 2020 X v Van ban di 2020 Truemg (S8 T8... %~ I Vui long nhdp.

9 Lich cong tac Tir ngay ban hanh: | damMMyyyy

& Lich Xe - 80, KY HIEU NGAY THANG 2 g .
e NN TEN LOAI VA TRICH YEU NQI DUNG NGUO1KY

& Tir dién di liéu v 9 5 3 4

° Baéo cdo - Huwéng dan van thu phéng ban nhap van

@ Théng ké 35 21/10/2020 ban di 16n s di cia trirdng L& Anh Tho

| 2

Tim kiém ning cao ¥

Dén ngay ban hanh: damMiyyyy

B .-

NO1NHAN VAN BAN NOTNHAN KHAC ~ TRANG THAI
Chura phat
S GD&DT hanh

Clra s6 chi tiét hién ra, van thu trudng ra soat thong tin xem van thu phong ban nhap ding chua. (Van thu

trwdng cé quyén stra chira tryc t

i€p). Sau d6 bam nut “chuyén tiép”



& File dinh kem:
< nhap vao dé upload

& Ndi nhan khac: 5§ GD&PT

& Tag van ban :
® Tag vén ban S

Lam mai Chuyén tiép Cap nhat

Tiép theo, clra s6 don vi nhan phat hanh hién ra, Van thu kiém tra théng tin nguwdi nhan. Sau dé bam phat hanh
dé hoan tat.

Théng diép  — Chon théng diép — +

K il GBc: g vi (2 bigt v thykc hidn,

Ngui nhéan cht tri | Tim néng cac Q
Phang Téng hdp x

Chon ngudi x& Iy chinh

Ngudi nhén phdi hdp | Tim néng cao Q

L& Viét Thiy x  Nguyén Thi Hoai Dung x
Chon ngudi xit 1§ phéi hop
Ngu@i nhén d& biét | Tim néng cao Q

D& Anh Cdng x  Cao Tién Cung x

Chon ngudi nhan dé biét

STT Ngudi nhdn/ phong ban 56, ky hiéu Vai trd Miic do Han xir Iy Ghi chi Trang thai
1 Phdng Téng hdp 35 Binhtheong Chua xem Xéa
2 L& Viét Thiy / Trung tdm Ung dung Cdng nghé 35 Binhthwong v Chua xem X6a
théng tin
3 Nguyén Thj Hoai Dung / Khoa Quan trj kinh 35 Bihthetng v Chua xem Xoa
doanh

Phat hanh Thoat

- Vi&n thu s& thay cé 1 Théng bdo “Thanh cong” tir hé thong.
- Céc van ban sau khi dugc phat hanh s& cd trang thaéi la “Da phat hanh”. Ca van thu truorng va van thu
phong ban déu thay trang thai nay.

2020 X v Van ban di 2020 Truéng (S8 Té... %~ Vui long nhap. Tim kiém ning cao ¥ ﬂ 10 v
Tl ngady ban hanh:  ddMMyyyy Dén ngay ban hanh: dammryyyy
50, KY HIEU NGAY THANG a —_— N — O i i . .
SO O TEN LOAI VA TRICH YEU NOI DUNG NGUOTKY NO1 NHAN VAN BAN NOTNHAN KHAC ~ TRANG THAI

Phong Téng hop

Béo cdo - Hwéng dén van thw phong ban nhép van . . R s
35 21/10/2020 ban di 1&n sb di ciia trudng. L& Anh Tho L& Vigt Thily/Trung tam Ung dung | o pepr Da phat hanh
Céng nghé théng tin

xem thém

- Céc van thu phong ban chi thdy dugc van ban ma minh nhap Ién s6 Tong.

Hoan tat./



I11. Tir dién dir liu
1. Quan ly danh sach sé viin ban

M6 ta: La noi Tao sd/ Sta tén sd/ X6a s6 vin ban.

Thao tac: Nhan chon menu Tir dién dit liéu > DS sé viin ban dé ma giao dién chic

nang Danh sach s van ban

AN e A

QUAN LY 50 VAN AN

QUAN LY SO VAN BAN

Nhép néi dung tim kiém.. -
Tén sé S6 dén/di
Hop ddng giang day 0
Té& trinh 0
Quyét dinh 0
Bién ban 0

Loai so

Van ban di

Van ban di

Van ban di

Van ban di

Sir dung

wn S -

+ Thém méi

M Xoa

1 X6a

1 X6a

1 X6a

- Tim kiém: Bé tim kiém s6 vin ban nhanh chdong cd thé g tir khoa vao 6 “Nhdp ndi

b

dung tim kiém...’
1.1 Thém méi s6 viin ban

=+ Thém mai

Nhan chon , s& xuat hién hop thoai Thém mai s6 van ban.

Thém mdi s& van ban

Tén: | 5§ yan ban 2019
S& dényf di:
Ky higu: NEU
Loai: Van ban dén v

Nhap céac thong tin nhu: Tén (bat buoc), S6 dén/di; Ky hiéu; Loai (bat budc).

b



Nhan OK dé tién hanh lvu méi va nguoc lai chon Cancel dé hay bo tac vu.

Ap dung s6: Sau khi tao méi s6 vin ban, dé sir dung duoc can kéo thanh truot & cot Ap

dung sang bén phai, dé chuyén tir trang thai OFF sang ON.

Quan Iy 58 van ban

Wui long nhap -
Tén Loai
S6 van ban di 2019 Van ban di
Sb van ban dén 2019 Van ban dén

Showing 1to 2 of 2

1.2 Chinh sira $6 vin ban:
Dé chinh sira thdng tin s6 vin ban da tao nhan chon vao
tén s6 can chinh sira.
Cap nhat s van ban
Tén:
5@ dén/di:
Ky higu: o)

Loat: Vin ban dén v

Giao di¢n chite nang Cdp nhdt s6 van bdn

+ Thém | @ Xéa nhidu

Ap dung

tuong ng Vai

Sau khi chinh sira, nhan chon OK dé luu lai hoic nguoc lai chon Cancel dé hay bo tac

vu.

1.3 X06a $6 viin ban

2z s A , ~ ) \ W i X6a , fr eAL A o~ s
bé x6a bo so van ban da tao. Nhan chon vao nut - tuong (ng vai tén so, sé co

thong béo xac nhan xo6a so.



Canh béao

46}
e
(=]
1
]
o
=)

MEéu x6a 5S4 van ban, tit cad Van ban thudc 56 nay ciing sé b
Ban ¢ chac chan mudn xéa khdng?

Cancel

Chon OK dé tién hanh x6a hoic nguoc lai chon Cancel dé hay bo thao tac vira thuc hién.
2. Quan ly danh muc loai van ban
Thao tac: Nhan chon Menu Tir dién dit liéu = Loai viin ban dé mo giao dién chic
nang Quan ly loai van ban
Quan Iy Loai Van Ban
=] Loai Van Ban Thém | Sira | Xda

= Thong Bao Thém | Stra | Xéa

To trinh Thém | Sira | Xda

2.1 Thém me¢i loai van ban

Thao tac: D& thém méi nhén chon nat | "™ | s& xuat hién hop thoai Thém méi loai vin
ban.

THEM VA HIEU CHINH LOAI VAN BAN

Tén loai van ban

Vigttat

Cha

Loai V&n Ban x

Dién cac thong tin nhu: tén loai van ban, viét tit, Chon cha cho loai van ban d6, nhan
OK dé Iuu lai va nguoc lai chon Cancel dé hay bo thao tac.

2.2 Chinh sira loai van ban

Thao tac: Check chon vao loai viin ban cin chinh sira va nhan chon =2 . Sau khi chinh

stra nhan chon Siza dé luu lai. Nguoc lai chon Thoat



THEM VA HIEU CHINH LOAI VAN BAN

Tén loai vin ban

Viét tat

Cha

Loai V&n Ban X v

2.3 X0a loai van ban

Check chon vao ddi twong can x6a va nhan nat 2 s& xuat hién hop thoai xac nhan

x0a van ban.

—~
|

Canh bao

Ban c6 chac mudn xda loai van ban nay khing ?
Cancel

Nhan chon OK dé x6a va nguoc lai chon Cancel dé hay bo thao tac vira thuc hién.

3. Quan ly Linh vyc van ban
Thao tac: Nhan chon Menu Tir dién dir liéu = Linh vue vin ban d&é mé giao dién

chtrc nang Linh vuc van ban



Quan ly linh vurc van ban o S - %
<+ Thém 10

Tén Linh Vigc Vin Ban Viét tat

Thur vién

Hai déng quan tri

Dam bao chit lugng

T chirc nhan sw

Tai chinh

Céng nghé Théng tin
Truyén théng su kign

Hop tac quéc t& & Béi ngoai
Sinh vién

Hop tac doanh nghiép

Showing 0 to 10 of 19 First Previous n 2 Next Last

3.1 Thém méi linh vuc

Lo ) . ., Thém o )
bé thém méi linh vuc van ban nhan chon vao nat , € xuat hién hop thoai

Thém linh vuc van ban, nhap thong tin vao hop thoai va chon dé luu lai hoac

nguoc lai chon dé huy bo thao tac vira thuc hién.

Thém linh vuc van ban

3.2 Chinh sira tén linh vuc
Tha tac: Tai danh muc tén cac linh vuc, check chon vao linh vuc twong trng sau d6 chon
[# Sira



Quan Iy inh vire van ban 8 S = %X

+T'|ém 1 xoa 10

Tén Linh Vipe Van Ban Viét tat
Thur vién

Héi déng quan tri

Bong y

Sau khi chinh sira nhan chon dé luu lai hodc nguoc lai chon

dé huay bo thao tac vira thuc hién.

Stra linh vuc van ban

3.3 X0a tén linh vuc

Nhan chon vao linh vuc vin ban sau dé chon I X6a :
Quan Iy finh vwre van ban o S - x
+ Thém (& sira 10
Tén Linh Vigc Van Ban Viét tat

Thu vién

Hi déng quan tri

S& xuat hién hop thoai xac nhan xda.

Canh bao

Ban c6 chic chin mudn xéa cac Linh virc van ban nay khéng?

Thoat

, _ Thodt | _, ]
Chon deé xda va nguoc lai chon deé hay bo thao tac.

4. Quan ly Noi giri van ban
M@ ta: Tao danh muc nay Bé thiét lap danh sach céc noi giri van ban phuc vu cho

van thu chon lic nhap/tao van ban thay vi go tay.



Thao tac; Nhan chon menu Tir dién dir liéu > Noi giri vin ban dé mé giao dién
chirc nang Noi guri van ban.

Quan Ly Noi G&i Van Ban LA

- X
....... + Thém 10
Tén sé Email Dién thoai Dia chi
Trurdng phong TVS lib_pscvietnam@gmail.com | 02866834035 5 Hoa Sita, Phurdng 7, Quén Phi
Nhudn
Trudng phong E-Ofice eoffice@psctelecom.comvn 02866834035 5 Hoa Sifa, Phudng 7, Quan Phi
Nhuan
Trudng phong CNTT cntt@gmail.com 0286683054 5 Hoa Sifa, Phudng 7, Quan Phi
Nhuén
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3.1 Thém méi tén noi giri van ban
Nhan chon ¥ Tém §é thém méi noi guri van ban.
Thém mdi noi gli van ban
TéEn*
Email Bién thoai

Bia chi

Dién cac thong tin nhu Tén noi guri (bét budc), Email, Dién thoai, Dia chi vao, chon

ongy . : . .
de Iuu lai nguoc lai chon de huay bo thao tac.

3.2 Chinh sira tén noi giri van ban

Thao tac: Check chon vao noi gtri can chinh sira va chon & 808

Quan Ly Noi G&i Van Ban

e & = X
=+ Thém Iﬂlx’oa 10
Tén sé Email Dién thoai Dia chi
Trudng phong TVS lib_pscvietnami@gmail com 02866834035 5 Hoa SiFa, Phudong 7, Quén Pha
Nhuan
Trudng phang E-Ofice eoffice@psctelecom.comvn 02866834035 5 Hoa Sira, Phudng 7, Qudn Phu
Nhuén
Truéng phong CNTT cntt@gmail.com 0286683054 5 Hoa SiFa, Phuong 7, Quén Phd
Nhuan
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Sau khi chinh sira nhan chon dé luu lai nguoc lai chon

thao tac vira thuc hién.

Cap nhét naoi gi van ban

Tén
Trudng phang E-Ofice

Email Bién thoai
eoffice@psctelecom.com.vn 02866834035
Bia chi

5 Hoa 5ira, Phuéing 7, Quan Phu Nhuan

3.3 Xéa tén noi giri van ban

d

>

€

h

Thao tac: Tai danh sach tén cac noi giri, Check chon vao dong can x6a, va chon

1 x6a

Quan Ly Noi G&i Van Ban

o

F]
o

u

: 4

Q Vui long nhap + Thém | (& Ska 0 v

Tén sé Email Bién thoai Bia chi
Truwdng phong TVS lib_pscvietnam@gmail.com 02866834035 5 Hoa Sira, Phwrong 7, Quén Phu
Nhuén
Tr&ng phong E-Ofice eoffice@pscielecom.comvn 02866834035 5 Hoa Sifa, Phuréng 7, Quéan Phu
Nhudn
Trwdng phong CNTT cntt@gmail.com 0286683054 5 Hoa Sira, Phrdng 7, Quén Phu
Nhuan
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S€ ¢6 théng bao xac nhan xoa.

Canh bao

Ban co chac chan mudn xda cac Noi glri nay khong?

Thoat

y bo



Thoat

Chon dé x6a noi giri hodc nguoc lai chon dé huy bo thao tac vira thuc hién.

IV. Thong ké
M® ta: Chtrc ning thong ké cho phép can bo lua chon méc thoi gian mudn théng ké dé
Xuat ra dix liéu mong muén dang file excel. TUy thudc vao biéu mau ma céch b tri dix liéu
khac nhau.

Tim ki€m
Tén cau truy van
THENG KE BIEU MAU
SO DANG KY VAN BAN BI
56 DANG K¥ VAN BAN DEN

Téng 560 3 Cau truy van

Hoan tit./



