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HUONG DAN XU LY DANH CHO LANH PAO VA CHUYEN VIEN

I. Diachi Truy cap
Truy cap dia chi: bang trinh duyét google chrome, Firefox, CocCoc, ... va login bang tai
khoan admin cung cap.

bang nhap

Tén hodc email dang nhap

" Nguoi dung

Mat khiu dang nhap

@ Khong gidy tor - -
Quén mat khau?

O Moi lic moi nai

O Lam viéc hiéu qua

Giao di¢n dang nhap E-OFFICE
Il. Quan ly Cdng viéc
1. M6 Ta Bo Menu Xir Ly Cong Viéc

L.l Nhﬁc viéc Danh sach cac viéc minh glti cho nguwoi khéc, c6 deadline, ma

cac viéc ndy dang c6 trang thai sap hét han + tré han

Danh sach cac viéc ma minh cé vai tro 1a chd tri

@ Phai hc_:‘p (ﬁ] — Danh sach cac viéc ma minh cd vai tro la Phéi hop

! Théong Bao (32) ———— —

Danh sach thong bdo ma nguai khac glti t&i minh

% Viécquantrong ____ .
Danh sach cac viéc ma minh check ddu SAO
& Tatca

Danh sach tat ca céc viéc ma minh cé tham gia. Nén
Tim kiém & day 12 day da.

Céch theo dbéi nhanh ludng cong viéc

Tai menu cha [CAng viéc] Khi bdm vao cac menu con nhu: Chi tri/Phéi hop/ Théng
bao/ Viéc quan trong/ Tat ca thi hé théng cho phép ngudi dung nhin nhanh dé biét nguoi
nhan viéc di xem/ chua xem/ da xir 1y. Va cé ché do Xem thém/rit gon



Luu ¥ dén cac trang thai cong viéc bén trén danh sach: Chwa xir ly/ Pa xir Iy/ Chwa
két thiic/ Pa két thac/ Sap hét han/ Qua han/ Chua xem. Check vao dé xem cong viéc

theo tirng trang thai do.

Tim kiém cong viéc

Téng cong viéc: 72
PhGi hgp

Chua x(r ly (0/23)

O Chua xem
0 paxdly(7)

) Chua két thic (1/32)
O Sép hét han (0/0)

[0 P& ket thac 5/14
[ Qua han (1/3)

.. Sﬁmlﬂl ““ e m

Y 1307/2021

W 1779/2021

Y 1745/2021

W 886/2021

Theo ddi ludng cong viéc trén Tab Lich sir xir 1y.

Van Thu/VAN THU TRUONG;

Van Thu/VAN THU TRUONG;

Van Thu/VAN THU TRUONG;

Nguyén Thanh Pat/Trung tdm CNTT
va Truyén thdng;

Théng diép: Pang Website truong,
kiém tra ra sodt hoat dong phéan
mém, mang may tinh theo ké hoach.

Co6 2 tab xem céy cong viéc

Chu tri: Van thu Trung tam CNTT-TT/Trung tém
CNTT va Truyén théng;

Vai trd clia ban: Phéi hgp

Chu tri: Van thu Phéng Cdng tac chinh tri sinh
vién/Phong Céng tac chinh tri - Sinh vién;

Vai trd cla ban: Phdi hdp

Chu tri: Van thu Phéong Cdng tac chinh tri sinh
vién/Phong Cong tac chinh tri - Sinh vién;

Vai trd clia ban: Phéi hgp

Chu tri: Van thu Phong Dao tao dai hoc/Phong
Dao tao Dai hoc;

Vai tro cia ban: Phdi hgp

,

Quyét dinh v& viéc thanh lap TG soan thao Quy
ché quan ly va si dung phan mém Van phong
dién tir E-Office Trudng Dai hoc Quy Nhan

1307 Jdil [1 tuong tac)

V/v ti€p tuc thuc hién cac bién phap phong,
chéng dich COVID-19

1779 Jdil [ 1 tuong tac)

VE viéc ti€p tuc tdng cuBng cac bién phéap
phong, chéng dich COVID-19

1745 Jdil [1 tuong tac)

T4 chirc giang day dai hoc hé chinh quy hoc ky
phu nam hoc 2020 -2021

886 [idif [1 tuong tac]

- Lich sir xir ly: Toan bo user tham gia vao ludng cong viéc nay.
- Théng tin ngwdi chuyén, ngudi nhan ngay 2 hop ¢ bén phai. (Xem hinh dudi)

Linh vuc:
Loai van ban:
Tag van ban:

File VB:

X lyf  Lich st xir Iy

AN NINH TS QUOC
Quyét dinh
covid-19

1. qd530- TEST.pdf ( Xem )

= Van thu gnu/VAN THU TRUONG;
= Mai Xu&n Mién / Phong Hanh chinh - Téng hgp (Chi tri)
= Doan Dt Tung / Ban Giam hiéu (Chu tri)

— Nguyén Thanh Pat / Trung tdm CNTT va Truyén théng (Ch tri)
Ludng Quang Néng / Trung tdm CNTT va Truyén théng (Chu tri)
Dinh Thi Hang / Trung tdm CNTT va Truyén thdng (Phdi hap)

— Ngudi chuyén

File dinh kém:

Poan Duc Tung/Ban Giam hiéu;
Ngay chuyén: 07/10/2021 10:22 AM
Thong diép: Gui phong Truyén Thong xu' ly

Ngudi nhan

Muc dé: Binh thudng

Ghi chii ngudi chuyén:

Ngay xUr ly: Da xem - D3 xr Iy
Thong diép:

File dinh kém :

Nguy&n Thanh Bat / Trung tim CNTT va Truyén théng

10/06/2021
08:37

09/06/2021
15:58

31/05/2021
15:31

24/05/2021
14:17



2. XU LY CONG VIEC
M0 ta: La noi nguoi dung thdy duoc nhitng cdng viéc nguoi khac chuyén toi cho
minh. C4c viéc ndy nam toan b & 2 menu Chi Tri va Phéi hep

Thao tac: Chon menu cha Cong viéc/ Chi tri|Phdi hop dé mao danh séch ludi cong

viéc.
, 5 , 7 A - A N , . , z z ,
- Luuy, xtr ly cac cong viéc 6 cac menu: Chua xtr ly, Sap hét han, Qua han
- Giai thich thém céc check trang thai:
e A~z 1A o A SA o A tha it NI
+ Chuwa ket thac: Ca luong cua cong viéc nay chua ket thic (du tai vi tri cua
\ ~ 5 soUA
minh da xur ly roi)
~ 1 A s A ~ . N , can Je ,
+ Pa ket thuc: Luong cong viéc ma minh c¢6 tham gia da dugc két thac.
== Cong viéc -
O Chi tri (0) Téng céng viéc: 8 & Chua xly (0/2) O Chua két thic (0/2) O Da két thuc 0/4 10 v
Cha tri O Chua xem O Sép hét han (0/0) O Qua han (0/0)
© Phéi hap (6) O D& xrly (0)
|
* Viéc quan trong
Dao Thi Phugng Dung/Trung tdm Chu tri; Van thu' Phong Cong tac chinh tri sinh  VE& viéc cho hoc vién va sinh vién nghi hoc dé
& Tatca CNTT va Truyén théng; vién/Phong Céng tac chinh tri - Sinh vién; ngén ngtra dich bénh Covid-19 08/04/2021
R + o 125/2021 . -
= K& hoach - Vai tré cia ban: Cha tri 125/TB-PHQN | di 14:30
Bi van ban -
£ Lich cdng tac . Van Thu/VAN THU TRUGNG; Chi tri: Van thu Phong Dao tao sau dai V& viéc thanh l3p T6 soan thao chugng dao tao
o hec/Phong Bao tao sau dai hog; trinh d thac s7 nganh: Ly ludn va phudng phap
& Lich Xe - & T el enich day hoc tiu hoc; Ma s&: 8140110 29;:34351527?21
@ Théng ké 760/QB--DHON [di :

Mudn xt ly cdng viéc nao thi chon vao dong cong viéc dé dé bat ra cira s6 xem thong
tin chi tiét. Tir cira s6 nady s& ¢ bo nat xur ly cdng viée twong tng.

Thong tin van ban

So: 937/2021

S&, ky hiéu: 44

Ngay ban hanh: 07/10/2021

Trich yéu: Séc Trang kién nghi hd trg khan c&p vé nhan luc, sinh phim, thiét bi y t&
Linh vye: AN NINH TG QUOC

Loai van ban: Quyét dinh

Tag van ban: covid-19

File VB: 1. qd530- TEST.pdf ( Xem )

Xrly  Lich sirxdrly



2.1 Chuyén Tiép cong viéc
Dé chuyén van ban dén ngudi nhan khac/phong ban khac nhan chon vao nat [Chuyén
Tiép], s& xut hién giao dién Chuyén vin ban.

Giao viéc

Ngudi nhén chi ti Tim nang cao Q
HG Quynh Anh x

Chon ngudi xtr Iy chinh

Nguti nhan phdi hgp Tim néng cao Q
Nguyén Thi Thao x

Chon nguoi xi¥ Iy phéi hop

Ngu@i nhén @& bigt Tim ning cao Q

{Chon nguai nhéan dé biét

STT  Ngu@i nhan/ phong ban S8, ky higu Vai tro Mic do Han xtr Iy Ghi chi Trang thai
1 HB Quynh Anh / Phong Téng hdp Chu tri v Binhthuong v dd/mm/yyyy Chua xem Xéa
2 Nguyén Thj Thao / Phong Téng hgp Phéihop v Binhthuong v dd/mm/yyyy Chua xem Xéa

@ Dinh kém file: MAdp vio day dé upload

Chuyénvanban [EERIECY

ap tho iép Va i nhan. di ! A ok . Chuyén Tié
Nhép thong diép va chon ngudi nhan, dinh kém file (nu o), sau d6 chon ,

nguoc lai chon TM230 dé hay bo thao tac vira thuc hién.

2.2 Tra loi

Z A Hoan thanh 2 R Ae 1K N e o ”
Nhap chon vao 0 - deé phan hoi dén nguoi giri van ban cho ban.

Chuyén van ban cho ddn vif ca nhén

Thing diép | — Chon théng diép -

Ngu&i nhan cha tri | Tim nang cao Q
Chon ngui xir Iy chinh

Ngudi nhan phdi hap | Tim néng cao Q

Chon ngui xtr Iy phéi hop

Ngudi nhan dé bit | Tim nang cao Q
Bao Thi Phudng Dung/Trung tdm CNTT va Truyén thong; x

Chon ngudi nhan dé biét

STT Ngudinhgn/ phong ban 56, ky hiéu Vai trd Mirc d§ Han xir Iy Ghi chu Trang thai
Chua co dii liéu

Q Dinh kém file: Nhdp vao diy dé upload

Nhap day du thong tin nhu hinh trén va chon [Chuyén vin ban] dé tra 1i cho nguoi

gtri viéc cho ban. Nguoc lai chon 795" @& huy b thao tac vira thuc hién.



2.3 Két thic ludng vin ban

Xorly  Lich soxdarly

M6 ta: Sau khi vin ban da xt Iy xong. Dé két thlic ludng vin ban, ngudi ¢6 vai tro 1a
chi tri s& nhan chon [Két thic]. Sau d6 nhap thong diép dé két thic.

Cong viéc da két thic s& duoc liét ké vao check trang thai [Pa két thic]
3. Chirc nang “Tao viéc”
M@ ta: Chuc ning cho phép ngudi ding. Vi du cép lanh dao c6 thé ty soan thao cong
viéc. Sau d6 giri cdng viéc ngdy cho nguoi/nhém ngudi/phong dé thuc hién cong viéc
nay.
3.1 Tao méi cong viéc
Nhan chon Menu Cong viéc & Tao viéc dé bit diu soan/tao mai cong viéc.

= Codng viéc v
O Cha tri (0/59)
© Phéi hap (1/369)
! Théng Bao (3/143)
% Viéc quan trong

& Tatca

+ Tao viéc

&= Ds Cong Viéc



@Trich yéu :

Dinh kém file:

NGi dung giag viéc

L Nhap vdo day dé upload

1. qd530.pdf (100%)

Giao dién chirc nang Tao viéc: xem hinh dudi

Théng digp | - Chon théng diép -

Chuyén Tiép

Xem danh séch cdng viéc

1. Go thong diép vao day

QU e dong chi wi .

Nouti nhén chd tri Tim néng cao Q
—

Tran Tho Bt x

Chon ngudi xir I chinh

Piguti nhdn phéi hap Tim nang cao g
Bii Quynh Anh x

Chon ngudi xir I phdi hop

2. Chon nguwoi xw 1y voi cac vai tro khac
nhau: Chu tri, phoi hop, xem cho biét

PNaudi nhin d€ biét Tim néng cao Q.
D8 Anh Gong x

Chon ngurdi nhan dé biét

STT Ngudi nhan/ phong ban S5, ky higu Vai tro Mifc 35 Han xi 1y Ghi chut Trang thal
1 Trn Tho Bat / Khoa Méi trsding, Bién déi khi hiu va DB thi 2460/BGDBT-GDOH  Chiltri Binhthutng 23/10/2019 Chuta xem X6a
2 Biil Quinh Anh / Khoa B4 hism 2460/BGDDT-GDBH  Phéinap v Binh thuimg ¥ adlmmiyyyy Chaxem  Xéa
% pinh kém file: MAp vdo diy dé upload _— 7

L o2 0 56 x | 3pathanxely |
file file indir Z - ~
e fepopp| xemflenine € 4 Gan file dinh kem

| 5. Chon chuxén géhoﬁn ;;ig W Thot

, Chuyén vin ban 2 i L X < - :
Sau do6 chon dé tién hanh chuyén hodc nguoc lai chon M3t

bo thao tac vira thuc hién.

dé hay

* Giai thich vé cach chon ngudi nhan & cira so chon nguéi:
- Vai tro Chi tri: Tai 6 nay chi chon duogc 1 nguoi cha tri nhan duy nhat.

Vai tro Phéi hep: Puoc chon nhiéu nguoi hodc nhiéu phong ban.

Vai trd Théng bao: Chi nhan cho biét. Khong can xtr 1y. Pugc chon nhiéu

ngudi hoic nhiéu phong ban.




- Chon menu Danh séach cong viéc hogc menu Chai tri dé theo di cac viéc da tao.

Nhdp ndi dung fim kiém. . n B ém | Fska  Wxéa o Giaovisc 10
Trich yéu néi dung van ban
Xt I 16i phdn mém eoffice
Giri vé phang hanh chinh néi dung bién ban lam viéc

Lich Tép Hudn 5 Dung Phdm Mém Cho Truémng

Trangddu  Trang trréc n Trangsau  Trang cudi

3.2 Stra cOng viéc da tao
Tai danh sach cdng viéc, check chon vao dong cong viéc can chinh stra va nhan
[Stra]

GUi théng bao bé sung trang thiét bi cho cac phang ban
ETrich yéu :

@ dinh kém file: % Nhdp vio diy d€ upload

Xem danh sach céng viéc

Sau khi chinh sira, nhan chon dé hoan tat.
3.3 Xba codng viéc

Tai danh sach cong viéc, check chon vao déi tugng can xod nhan chon T Xéa Sz

c6 théng bao xac nhan xda cong Vviéc.

Canh bao
Ban c6 chic chin mudn x6a cac vin ban ndy khng?

Cancel

Nhan OK dé xac nhan xé6a nguoc lai chon Cancel dé hay bo thao tac vira thyc hién.

Xong./



