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I X© ffice Hé thong Vin phong dién tir xOffice

e

>

xOffice mang dén cho cdc co quan, don vi nhiing dich vy
van phong chuyén nghiép, nang cao chat lirong qudn 1y,
chi dao diéu hanh tac nghiép, hé tror it ly cong viéc hang

ngay...

A J
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Nhu cau cia cc co quan, don vi:

x(®)ffice

Mot hé thdng Vin phong dién tir chuyén nghiép, cung cip day du
cac tinh nang, dap trng cac nghiép vu xtr ly van ban, cong viéc, lich

biéu, hau can.
Cung cap céac chic nang cho phép xtr ly van ban: Van ban dén, van

ban di, van ban noi bo

Quan 1y giao viéc, theo dbi tién do, ddc thuc xur 1y cong viée theo

ting quyén han

Quan 1y lich biéu, ding ky lich, duyét lich, sip xép thoi gian mot

céch khoa hoc va co hé thong

Quan 1y, chia sé tai liéu dung chung, vin ban phap quy, biéu miu,

quy dinh, tai li¢u ISO khong gidi han.

Cung cap cong cu quan 1y, theo ddi, tong hop cac bao cio théng ké

v€ tinh trang xur 1y van ban, cong viéc, sO van ban
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Cho phép cac ca nhan, don vi c6 thé trao doi cong viéc, gui trao doi

cong viéc, theo doi tién dg, xur ly cac thong tin trao ddi nhan dugc

Cung cap cong cu cho phép quan 1y ho so cong viée, tao mdi ho so
cong viéc, gom nhoém céc van ban vao ho so, xur ly hd so, tra ctru

thong tin ho so.

HO trg cac nghi¢p vu hau can cla van phong nhu dat 6 to, dat phong

hop, xin nghi phép, ho tro IT...

Cung cap cac cong cuy ho trg nhac van ban, cong viéc can xu 1y: Tin

SMS

nhan SMS, Email, Popup trén ctra s chuong trinh

Cho phép nguoi ding co thé tich hgp hom thu ¢4 nhan 1én hé thong,
| @ o ) ’ 5
FW ‘ st dung cac chirc nang email c6 trong hé thong dé quéan 1y email

Cho phép cac cd nhan co thé trao doi, tro chuyén, chia sé tai liéu qua

mot hé thong chat (vi du nhu facebook, gmail...)

== Quan ly thong tin ca nhan, danh ba online dé moi nguoi co thé tra
E = ctru khi cn thiét
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Muc tiéu caa cac co quan, don vi

< Xay dung hé théng quan Iy, xir Iy va phat hanh cong vin, vian ban, hd trg kha
ning phan ludng cong viéc, giao viéc, bao céo tién do, bao céo hoan thanh, phan quyén
cho tirng ca nhan/don vi.

% Xay dung hé thong hd tro ngudi sir dung c6 thé truy cap xir Iy van ban, cong
viéc tir xa thong qua hé théng mang Internet.

< Hudng t6i xay dung mot van phong khong gidy to, giam thiéu tbi da cac chi
phi, bat tién tir viéc xir Iy vin ban bang giy, gitp cong viéc trao doi gitra Lanh dao va
chuyén vién dugc nhanh chong, hiéu qua va kip thoi.

< Xay dung mot hé théng dam bao mang lai sy théng nhét va tin hoc hoa céc
quy trinh hoat dong, tiép nhan, xt 1y, luu trit, trao d6i, tim kiém thong tin. Mang dén
cho nguoi dung nhitng trai nghiém caa céc tién ich van phong, nang cao chat luong,
hiéu qua cua cong tac diéu hanh tai cac co quan.

Hé thdng di vao cudc sdng sé ning cao trinh do wng dung va sir dung cac cong cu

Cong nghé thdng tin, nham tao mot tac phong 1am viéc hién dai trong thoi dai thong
tin dién ti, tao ra cac thay d6i trong quy trinh xt ly théng tin, cong viéc gop phan to

I6n vao cong cudc cai cach hanh chinh.
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GIOI THIEU

< Heé thong vin phong dién t xOffice 1a mot giai phap tong thé duoc xay
dung trén nén Web based, giao dién thiét ké chuyén nghiép cung kha ning quan 1y vin
ban, céng viéc, lich biéu, cac nghiép vu hau can, vin phong vuot troi dugc AG.,JSC
phai trién trong nhiéu nim, qua trinh hinh thanh va phat trién cua hé théng dua trén
cac nhan sy cd nhiéu nim kinh nghiém trong viéc tham gia xay dung céc hé théng
quan ly, cac giai phap 16n trong va ngoai nudc. V6i doi ngli chuyén gia trong linh vuc
giai phap phan mém, chlng toi tap trung phat trién cac giai phap mang tinh chuyén
nghiép chuyén sau, cung cap cac cong cu, giai phap toan dién dén nguoi sir dung.

% Heé thong Vin phong dién tir xOffice s& dem dén cho khach hang nhiing trai
nghiém hiéu qua vé mot Vin phong khong gidy to, dap ung diy du cac nghiép vu ma
khach hang mong mudn.

< xOffice I giai phap chay dugc trén da nén tang, da thiét bi va duoc thiét ké
dic thu cho tac nghiép trén tirng loai thiét bi nhu may tinh, may tinh bang va dién thoai

théng minh...
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PAC TINH NOI BAT

Pay di tinh ning, nghiép vu
Cung cip day du cac tinh ning, nghiép vu
xtr Iy van ban, cong viéc, hd so cong viéc,
lich biéu, dat 6 to, phong hop...dap ung
tat ca cac nghiép vu ciia ting co quan,

don vi.

Co cheé giao dién linh hoat,
than thién

Cung cp cac co ché tiy bién giao dién,
thanh phén trén giao dién chuong trinh dé
dang, dap tmg cac nhu cau khac nhau cua

tung vai tro nguoi dung.

Cép nhat va nang cap lién
tuc

Hé thong dugc cap nhat va ning cip
thuong xuyén dam bao s€ luén mang lai
cho ngudi dung nhitng trai nghiém vé cac
tinh ndng méi ctia hé thong, nham dap
g t6t hon nhitng nghiép vu tai co quan,

don vi

Hé thong Vin phong dién tir xOffice

M35 hinh h¢ thong linh dgng
Hé thong c6 kha nang cho phép mé rong
cac tinh nang mot cach linh hoat, khong
gi6i han, tat ca nhitng thay doi vé nghiép
vu, luéng xu Iy van ban, cong viéc s
dugc xir Iy mot cach nhanh chong bang

cong cu kéo tha.

Hi€u nang cao

Giai phap xOffice dugc thiét ké ti mi va
tuan thu day du cac tiéu chuan vé phan
mém ung dung, dap ing duoc trong cac
moi trudng hoat dong cao, s6 luong truy
cap 16n, dé dang mé rong va két ndi véi

cac hé théng khéc khi can thiét.

Bdo mat va an toan thong
tin

Hé théng duoc cai dit va cau hinh theo
mot quy trinh nghiém ngat, tuan tha day
du cac quy dinh vé an toan, an ninh
mang, ludn ludn dam bao hé thdng trong

trang thai an toan nhat.
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GIO1 THIEU VE HE THONG VAN PHONG PIEN TU xOffice

% Heé thdng Vin phong dién tir xOffice 1a mot giai phap phan mém tong thé sir
dung trong trao d6i théng tin, chi dao diéu hanh tac nghiép, hd tro quan 1y van ban,
cdng viéc, lich biéu, cac nghiép vu hau can, hd tro ra quyét dinh duoc xay dung trén
nén tang Web. Tiéu chi cua xOffice 1a dua dén cho ngudi st dung nhitng trai nghiém,
nhitng tién ich trong xir ly cong viéc van phong, giup cong viéc hang ngay tro 1én
thuan tién va nham chan.

% Heé thong Vin phong dién tir xOffice sau khi di vao cudc séng s& lam thay
d6i cach suy nghi va thoi quen xir Iy van ban truyén théng bang mot giai phap hién dai
va thong minh hon: Tdt cd c4c thao tac xi# ly, trinh/chuyén, lueu trit van ban, cdng viéc,
ho so cong viec, lich biéu co quan, cd nhén, dat 6 t6, phong hop...sé déu duwoc thyc

hién trén may tinh, dam bao tinh chinh xac, nhanh chong va tién loi.
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1.CAC TINH NANG NOI BAT CUA HE THONG

1.1Cung cz"ip hé théng thiét ké lui“)ng xur ly, biéu mau mot cach linh djong
< Pé dap ung nhu cau thudng xuyén thay doi vé nghiép vu cua khach hang,
v6i mong mudn cho khach hang c6 thé tu minh thay d6i, chinh sira nghiép vu xir ly
van ban, cdng viéc... khi c¢6 nhu cau. xOffice cung cap céng cu Designer cho phép

khach hang cd thé thuc hién viéc d6 d& dang.

N NEDen Tt e

* rotemmtiertem et B} Ureae
Lk S chiden  [Te= deece

B vf/ (e win | Tet by rom

Hinh 1. Giao dién thiét ké form nhdp vén ban

Canlral

Control Ty | Text Anea - Ay

L=

Mame Trch¥eu

[=]

Caphion Trich yél

Ton 0 2 ueft |

whm 130 . | Hsght .o
‘Waidaie

Drefonlt walpe

Rudes

Hinh 2. Giao dién cdu hinh cac thugc tinh cho truong déng

Trang 9



X@ ffice Hé thong Vin phong dién tir xOffice

Poceer Fan. Zoom In. Zoom Ot

’ o Faan 1@ «in nidn '
Duyit, cnil dao tridin kh

: : 1 ¥4 chu chink sk

ot

Cricday Inage No image data

,.,
a
ooe|

A

Lok -é_ 4 A
e 5
| Churn win i Iy i [V I ry————
bin [ Fmrw—ea—1
—— ——— P, TR0 |
& .
YU e chinh simy
H [ Trinh Tree b

Hinh 3. Giao dién cdu hinh cdc trwong cua form sogn thdo

% Viéc dinh nghia cac ludng xt 1y vin ban, cdng viéc, lich biéu. . .ciing s& duoc
thue hién mot cach dé dang voi cong cu kéo tha iCAT Designer. Viéc thay d6i, chinh

stra quy trinh hoan toan khdng phai lap trinh lai ma chi can kéo tha.

s -

Fusetnt Pan Zoam it Zown On

—

Chuyén vién Lanh dao don vi

Téeh Gah 600 dm v
I }Smhh-hih‘ ' -

Oeyft c¥ Qoo mde Al ‘

i

@ i@ 3

éo chu mine mly 'LMMM"" Vinby ot ]-_MUI:T
. ¥
Lk i
] {mmn»m s bod v
in
% Cipwd
1 Vouchs b 508
Tien The vy
» 5 il
& lr M‘bmhl Chuphs §reng Ban sc =

Hinh 4. Giao dién kéo tha dinh nghia luong X Iy vin ban

Trang 10



q02]

L

005

Lanh dao ddn vi

Van thu ddn vi

CodewVarDarioBobrocessT \MM

= . Pl N
Suan thi@ vin sk 2y -

1%

Duyéd ¢ §30 12 knal

Caption

gy Jnuage
i o chivd 508

Trinh Linh dso &

Chupén wén «lr 7 vén
Bén

Cap eb

Yéu ¢du chinh sy

Trinth Thir ke

Hinh 5. Cdau hinh tham sé cho buéc soan thao van ban

Procass o

8
Ena "

3
£y
Lk =1
—1 L L0 L — g‘
=

Chuyén vién

Tinh 18eh da0 don v

X i

Soan hido viin bin

4

B

PCodeayantisrtio@ol TradimgstatusCaptions D trinh Linh dao don
wtiTrackngitabusFormatwacknosindged

Deszisy Inage

Hode Dats
Descrigtaon

Cép s

- yCwwnly

Van thud ddn vi

\;hmmonu cip sd

Yeuchu thinh sirn

Tren Thie v

Hinh 6. Cdu hinh tham sé cho link xaz Iy

Trang 11



Hé thong Vin phong dién tir xOffice

Begn L]

g

Prccess v

=

End b3

Lk E
—_—
2 ¥
L

Lanh dao ddn vi

b

Tretrldnh dao domw

#non thi@»4n ban ’

Soan thio vin ban »(:mcgr

Vinthes 55

Groghisne
That ke
Quin i hé thing
| Ting guam 83
Desoptin, |LM
Viin th Jon o

| Thar bep e beh HOQT
18 thn

{180 830 phong THEC
ISt | Chyin wen

Van thuy ddn vi

Vin th phang clp sb

it

Chp sd

Y& ohu ohien 2dr

Trinh Thie s

Begn -

=)

(=g

Poocess =

<

=

End -3

Lk
— ] T |
’ 24
: —

Chuyén vién

B0 an thao vin bin

Duy®t, chl @0 tidn ks

Owrer Chupén vidn

optisew

¥in tha don v .

K i ¥ L;udun

L5 Qg0 phing THEC Wan 1 Gix Y

e o don Vi th S

Mk dgo don v Descrption | Thes ey Chis tach HBQT
Thes ket 1 tan

Linih dao phing THIC

. ch'tr'ti'n '\;1_

L dso don v
1 Gl o
Pho tlog g 8%¢

Van thu ddn vi

Vin thee anong ¢dp 50

wciy Chinh &3

B ;

THAh Thiewe

Hinh 8. Phan quyén cho cac link xi ly

Trang 12



X@ ffice Hé thong Vian phong dién tir xOffice

1.2 Xem va chinh stra van ban truc tiép trén giao dién web
% Heé théng cung cip cho ngudi dung cdng cu hd tro viéc doc va chinh stra vin
ban ngay trén giao dién web, khéng can phai tai vin ban dinh kém vé may tinh cé&
nhan.
% Tat ca nhimg vin ban c6 dinh dang word, excel, powerpoint, text s& duoc
chinh sira ngay trén giao dién cia chuong trinh thay vi tai vé may chinh sira xong roi

lai dinh kém lén.
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% Bén canh d6 ciing sé& hd tro viéc quan ly lich sir thay d6i cua ting file van
ban, luu lai nhitng budc chinh stra ndi dung van ban cta nguoi dung, dam bao tinh

toan ven cua thong tin.
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1.3Theo d6i, xit ly van ban, cong viéc moi liic moi noi véi xOffice mobile

< Cung véi phién ban giao dién xOffice chay trén cic mdy tinh dé ban,
laptop...chiing t6i mang dén cho nguoi ding su trai nghiém thd vi trén cac thiét bi di
dong thong minh véi xOffice phién ban mobile.

% Nguoi ding c6 thé thuc hién xt 1y van ban, trao doi cong viéc véi nhau qua
giao dién don gian cua phién ban mobile.

% Phién ban xOffice mobile cung cip day du cac tinh ning giéng nhu phién
ban chay trén may tinh, cac chirc ning duoc thiét ké riéng biét dé pha hop véi ting

loai thiét bi di dong, huéng dén tiéu chi sao cho khéach hang sir dung it thao tac nhat.

Khéng cé SIM =& 11:01

X o ffice
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B Luumatk hau Quén mét khiu 7

Tal khoaén

MEt khau

Bd Luuméat khau

Trang 15



X@ ffice Hé thong Vian phong dién tir xOffice

. Khéng c6 SIM = 11:01
X o ffice

X o ffice
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HOTREUR EMNIL I THOAKS STt I} BANLAMVIEC TACNGHIEP  LICHBIEU  EMA
Hop thw den @ Tinh trang di dén
2093/QD-UBCK 12/3/2013 %
Théng twr quy dinh v& quan tri cdng by &p dung _ >
IR R Xly ~ %
cho céc cdng ty dai ching.
25
13/2013/7TT-BTC 12/3/2013 2
Ban hanh Quy ché hudng din viéc thigt 13p va — .
v&n hanki h&théng, . L g w0
5
56 /QD-UBCK & 12/3/2013 )
Phé duyet B€ an "T&i cu tric thi trudng ching pe
khoan va doanh nghiép bao higm" (S = = 55
: ¥B bén ¥BDi Cong viec
212/2012/TT-BTC & 12312013 Céc s& ban nganh 23 43 12
Ban hanh Quy ché hudng dan viéc thigt 13p va svaas
R Xirly - , 5 and i .
v3n hanh hé théng... Cac doan the thanh phd pre 5 5
thudng truc s
2093/QD-UBCK & 12/3/2013
Théng tu quy dinh v& quan tri cdng by &p dung o Thﬁf'@h'{t".ut Ly ba"L 4 21 14
cho cac cdng by dai chung. Xyl nhan dan quan huyén
2093/QD-UBCK 12/372013 '*’ﬁ;‘ pong BN thaih 54 37 37
Théng tur quy dinh vE quan tri céing ty &p dung X 4 L
cho cac cdng ty dai ching. ly GOV < =2
Biéu do tinh trang cong viéc
13/2013/TT-BTC 12/3/2013
Ban hanh Quy ché& hudng dan vigc thigt 15p va . S6 lieong cong vide
el Xt ly ~ nn
van hanh hé thdng... 5748
56 /QD-UBCK & 12/312013 :
Phé duyét D€ an "Tai cdu tridc thi trudng chimg Xt W '
khoén va doanh nghiép bao higm" y
212/2012/7T-BTC & 12/3/2013
Ban hanh Quy ché hurdng din viéc thigt 13p va Xit ¥
van hanh hé théng... y
2093/QD-UBCK & 12/3/2013
Thénag tuwr quy dinh v& quan tri cdng by &p dung Xitlj -

cho cac cdng ty dai ching.
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2. CAC TINH NANG CUA HE THONG xOffice

2.1Quan ly vian ban
% Cung cip cé4c cdng cu cho phép quan 1y vin ban dén, vin ban di, van ban noi
bo. Cong van dén don vi dugce Vian thu sé hoa sau d6 s& trinh Lanh dao duyét, chi dao
trién khai va cho y kién. Tiép d6 vin ban dugc chuyén dén cac don vi, phong ban chirc
ning dé thuc hién y kién chi dao cua Lanh dao.
< Chuyén vién tai cac phong ban cé thé nhan duoc vin ban mot cach nhanh

chong kém theo y kién chi dao caa Lanh dao

2.1.1. Chirc niang nhip, soan thio vin ban
% V6i co ché tao cac form, biéu mau nhap liéu linh dong, xOffice cho phép ban

dé dang tao ra cac form nhap vin ban véi day du cac truong thong tin nhu yéu cau,
viéc thay doi cac truong hién thi, cai dat cac thudc tinh cho timng trudng ciing duoc
thuc hién mot cach don gian.

< Giao dién caa form nhap s& duoc thay doi tiy theo nghiép vu cua timg noi, &
mdi mot don vi s& ¢ nhitng trudng thong tin khac nhau, sir dung nhiing chirc ning

khac nhau, céng cu kéo tha caa xOffice s& dé dang thuc hién duoc viéc d6

¥an ban == ¥an ban dén > Nhap van ban dén
Copy | 92 Chuyén vin ban

Loai si; B nganh Trung wiang| | Mgy dén: 03/08f2013

S dén: 2621 2 R Chonkho s&: w Y Chonndm: 2013 >
Sa - Ky higu (*) Mgay ban hantk:

Mol gin (%)

Trich yv8u (*):

Larh dao chi dao; »

Bar i) Chuyén vign =0 1y w

Hinh 12. Giao dién nhdp méi van bdn dén
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% Tai form cua chic ning nhap vin ban, cung cip cac tién ich cho phép Vin
thu 6 thé:
= Chon céc loai s6 tir danh sach c6 sin, hd trg g tit cho ting loai s6
= S6 dén cua vin ban s& dugc dé tu ting, ngoai ra hé théng con hd trg chic
ning chén khoang s tréng, lap day khoang sé theo tirng nim.
% Ngoai ra viéc soan thao mot van ban trinh duyét ciing rat don gian véi giao
dién soan thao than thién, hd tro téi da viéc nhap cua Chuyén vién, gitp ngudi sir dung

mat it thao tc nhat dé hoan thanh cong viéc.

¥an ban 2 ¥an ban di 2 Ban hanh van ban

Copy | &2 Chuyén vin bin

Loai w3n ban (*): Quyet dinh | Ky higu wan ban (%) QBB VRY
S vin ban: 145 SR Y Mgy ban hanh: 03/08/2013

Trich y&u:

MNai nhan:

S8 ban phat hanh:

<>

<

gL by Chil tich Duiang Ak Bign Moudi duyét: Chanh win phing Pharn HU Thr b

Mgurdi soan: Bui W3an Diing | Mgudi nhap: MouyEn Wan Truiang

Hinh 13. Giao dién ban hanh van ban di

% Twong ty nhu phan nhap van ban dén, giao dién cua phan soan thao/ban
hanh van ban di cling s€ dugc tdi uu theo nghi¢p vu cua ting don vi. Tat ca cac truong
thong tin trén form nhap déu hd tro cac chire ning gd tit, gb nhanh, gitp giam thiéu toi
da thoi gian soan thao van ban cia ngudi dung.

% Vin thu sau khi nhap van ban c6 thé dé dang chon ca nhan, phong ban muén

chuyén van ban tir cay so dd t6 chuc.
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2.1.2. Chirc nang xi ly van ban
% Viéc xtr Iy van ban ctia nguoi dung ciing duoc thuc hién mot cach don gian,

it thao tac.

X o ffice

W NG VAN PHONG DI TiF I Van bin dén [l Vie dn O [l Coog wic [l Lich Lann S

X | Ve by X

2 da H , 2 i K ¢ g 2 daa H
o : (B - (=" S iy ~ A (B
W Theodh tndd u el T kedn St Wwynm Tercisdd LAY Tmiém St vinbrn Nrivvinges Theodh sén &8 Wl T lén
SITIR 3 e A 0 1 )

Vo ham >> Vin ban dio >> X iy wie ban

.s: Tir enda: P Timisin «  Naithin =
5 STT sbadn  ngay aén S6-Kyméu  Notgun Trich yéu BVICY xir iy Baag xiry Trang thai
t { 19 01082013 DIDRLECKNN LBCKIN VA W bio ¢hb a0 Ak thang 7 '.‘i"f"u"'::‘.";"",’: ol o ';fz';"”
3 I 10003 2707201 COMUAG  VEWdeob 2ung nhén 50 tnén Knsinotice ;:;:: LI B SFTOS it ar i
3 2 12 23072013 :"3;:"‘*"3(" _:c‘:"","}‘ Vv e ksl 8 thOnD v3n ptvbess dhie tir ;i’é;_:"::?u';"'g u’_"? T80 onoairli
5 4 177 220742013 10CHETC Y;"cl':::o By toda i 1 thbing van pres dia 1l ’?‘h"‘lf\j"':;:f"g"*lr\:'u?“&‘j‘vnt:tln cho sir iy 1
"L = 453013 02052013 1I2GE-UBCK 84T chinh ;‘""‘f’:"i %6 W50 (6m WEe, o 20 w3t chdt Npsdn Ueh Ling m’;‘:‘;"
5 8@ 100 10012043 ;ggmﬂ- P ::&e;»:m somsil.od pung Thangtwsd o mmm Hirong Noupa 5;;-:&:
3 T 57 03012013 ;;gmoa @® "“';’"?;":"" endc nang nhigmws qudn o Pgorin eh Lin f:&'m
J ¥ S8 06120 S eTe W € GO NSRS DOMMOCK THPS Mg e Lune i
3 “8ip s oa0zory JLAIMMD- ypcr W Mgty ek vb chisn dn ¢ phdn néng ¥ CHOC Npodn Weh Ling Sy
Ty 1 of N, 8t L0y

Hinh 14. Giao dién danh sdch van ban cho xu ly

< Tuy ting nghiép vu & mdi don vi ma mdi nguoi dung ciing s& c6 nhung thao
tac khac nhau. CAc chirc nang khac nhau ciing s& dugc thiét ké cac budc xir ly khac

nhau.

Z O 2 A B , B A He B 4 B
’ - ) | 0y . - —r |+ 3 -~ - L
Chrair i g v bt 80 0N vibin NHes B isnd Laubtd Tk Bnhirhviebds KN Wnbin teodiindl Lutd Tnue N vinhn el d) WehD T s

s o hen 0 shed bl 11 ha®

Wlen B S W b AF0 by e e

-
2 Tukee P Bt > it b
3 ST SA06n  NghsOss SO Ny Nowgen Trichyiu Lt deochiden Xy oy Daewg 08 by Trang ths
l M Chevr
3T Trda v 3
| 7ME ODIE0YE T SITRIUEND (o thal kv cho e CAng ¥ G5 Thveomg man - %4 et o Wpntn v thyle o
VO g Prupey Truing o
¢ wa T Trinh LBnh &30 Van phéng 22 Trink Link dae Uy ban [ Chaupdn van ban
M ey e e
Low sd s atuorg
Wedw fony 0072613
56 0 1008
56 Ky ey 24Ty
Mgl o ey M0t
Mot @ 95 T3 aguytn »d MY Tuiey
iyl We i 1 vl €00 pdp CEog Iy CP Thaomg mai - %y Qurg T V3 HE Pedog ol mt suds fai s GO Nare 039 300 Lot Teay, oudn M3 As 08 thur hidn

o an gk b7 Vo A tpang vin bam Vi LBy s tip

o W Clvsyse v o0 b Tris Vin Prupag

Hinh 15. Giao di¢n danh sach link xu ly ciia van ban
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Vam Bdwn o i ban 8 o Bar iy v han

2 hben P omihn < kb
511 Sddin Mgy Ot 54 W)l Mgt Trich e Lot (aw chii @m0 I ety Dang 2 by Trang thin
Sree 13
1 rae2 omez0rs wamTR  orPEROTY o it as oo i 1K Bubtaby durg ¢

Proam LEHN Prom Lb Wk, Ondrar v

Uhvwrén vim s
N B i vin
ths

Thye hidn  Huy bo
T3 Trinn Linh dao Vam phéng  J: Trinh Linh do Uy kan 5 Lou D J, Chuydn Van the . Bie cde boin tanh

Hinh 16. Giao di¢n nhdp ngi dung xi Iy van ban

% Danh sach xt Iy van ban dbi véi mdi dbi twong 13 khac nhau, hé théng hd trg
viéc phan quyén xu 1y ddi véi tiimg nguoi va tirng loai van ban.

% Tat ca nhitng form nhap noi dung trinh, chuyén, phé duyét déu duoc tao ra
bang céch kéo tha cong cu, khdng can phai lap trinh.

Truy cip nhanh >> Ban lam vigc >> Ban lam viec

O bbu cha xr by | Bidu di thilng % oo ban K8t qua bim ki

1o avuevas g o w—u i
ONRNIONTT- WV Hueng adn v wic cong b indng tn o TGO
o 2 53 Ga012013 o8 BTC s tht THFC i

Duyétchi dou tradn hhay
W& dung Téng gdm &3 | Chy

iy& Vin phéag n |
chi dgo tin khao

[
7 Wy

Ng& Teén Bt
Npuysn Quic Ding
Npd Thi Lan Muong
) Th Ha Lnh
Nguydn Mnh Lu
Phan Thy Hnge Minn
Npb Tén Bax ¥  Thye hign Huy bo
%3 Lwu e 27 Duyércni dao trien khal  fJ Chuyén Phé TGD xir ly

Hinh 17. Giao di¢n ch/ dao trién khai cia Lanh dao
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2.1.3. Theo déi tién @9
<% Hb tro nguoi sir dung sau khi xir Iy van ban cé thé thuc hién theo ddi tinh

trang xir ly ctia van ban do:
» Theo doi danh sach nguoi dang xtr 1y van ban do.
» Trang thai ctia van ban d6 da dugc Xt ly hay chua?
= Nhat ky xir ly ctia van ban d6 qua ting budc.
* Danh sach van ban dinh kem.
= Danh sach c6ng viéc.
= Danh sach vin ban, hd so cong viéc lién quan.
% Sau khi theo ddi tién do van ban, néu vin ban d6 chua duoc xi Iy thi Lanh

dao c6 thé thuc hién déc thic xu 1y d6i véi Chuyén vién duoc giao viéc thuc hién.

TPy i rhart Y0 e X - £h hg
‘.A— = 1 ‘Aﬁ" 14 = — —
4 S » y .
- I* lv ! = Lsd Sl Eh ny = =] th ol =
N vinban Thes dG ol @ Lyl Tmikde Sopnidesven H IS Thesdlie® LYY Thisls Ssethsvinbin WHslahhs TeedBtind) WUl Tenkie
VA nan O R v hary o I

Vi Wbt > > Vs hin din > > Theo di tien 46

; Tirihde D toisim « Wit -
§ ST shadn  Nohyode  SO-Kyhibu  Nongin Trich pu BVICY i ly Bang X i Trang thi  ~
- Truong Th Hika Giang HE Anh 16O ¢4
t < t ¥ B 060rZN3 W PTTT B0 cho tién &5 test ngay &7 Taln anit
= Eao cao on 43 fest Jubng vin tidn Truong T Hidu Glang; K3 Anh TGO ¢
2 T 20060013
v 2800207 VP UBCKNN Ny 256 Tuda bt
2 Bao cao hén &3 fest loding cong wéc TGe di
24 . ] \ =
J 3 a4 29002013 VP LUBCKIN ngdy 25% B3 Phuong Dung. andt
3 B30 cao tién 35 test lubng cong Wéc Truong Tri Hiku Giang, Ha Anh ToS a3
DR | 4 ¥ £ 24062013 VF UBCKNN 1gdy 208 Tubn ant
B30 cao tién &5 test lubng vin ban Truong Thi Hidu Giang i Anh Crandn
9 :
+ | = 4 4 Jdotgo12 VP LBCKN ngdy 248 Tuba hd TGO
< Thing baa cip nhdt vin Bin quy s Chuydn
3 W & W -
g &5 212 LDG2A13 2STTBEIC B Tai chinn pham phap kit ng5n ran Ach Tudn; Trin Van Thams phé TGO
y ¥ Y\ 1momsoys 9890 Uy ban Chang Quyét @nh vé vibc dban hanh chuong Truong Trt Hidu Giang: Ha Anh TG 3
v 1= |k Whedn Vigthiam  tinn hdnn dong Tubn st
o 2 W Thue hidn chng e van S iuu  Phbng MNgmedn ©8 Bar Manh B0i 3] Tean, W Phac  TGE 43
J 8 1 D883 BTCR13 Bé thl chinh i &y phatén Yok andt
O i R A s T ORI S A Ban hinh Quy chil rdeg cdnwdc  Phbog Téaghop O3 BUt Manh Bili 3] Todn WIPhde Crundn
Tesrw 1 o | » W P MEn el -Sae M

Hinh 18. Giao dién danh séich cdc vin ban dang theo déi tién d¢
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- E N &5

Not dung chi bet

Loal 56

34 - Ky hidu win i

Nghy dén

higiny ban Ranh

54 dén

13 ho sor

Mirc 46 khda

sbtrang

Ror gurt

ot ahin ban gdec

Trich yéu

Danh sach chit xir by

Hguedn Moang Lint. Tru

Danh sach vin his b kim

Praly

ST Tén 12l Wy
1/ QD 860_UBCK B0

Danh sach cdng viéc

W Unh fie soen theo

| STT Han hodn thanh  S4 . Ky méu  NOIdung

Kndng £ Midy 040 ghi ndo

Mhat ky xw by
STT
O t Trnh L3nh 30 ¥an phong

2 Trinh Thng glam abe

O & Thar iy xir I theo chi dao

3 Duyétchi Gao idn whai

aui20ty 560/98- oy

LecK

Y& 0an Jinh kEm

Danh sach vie ban, cong viec ben quan

TG khos
STT Lom
Kndng fim 1dy Han ghi nao

56 - Ky b

-

Tibu 06

V. Quyét qinh ' b cip 38 idu
3l iwan giao Thee

50 van ban 0n tir 85 Ta cninh

£50 10D-UBCK

Tharong khdn

LS8CK

THEC

Viv. Quydt dinh vé wic cdo 25 hedu 3l ihadn gino dich cwmg khodn cho nha ddu tu

Mo ta Ngdy tao

100172043 90:32

Ngay s

109012093 1032

Nguydn Hoang Linh; Trvong
Thi Hiéu Glang

D2 gao vidc wdng
phéng ban

Ngardn tae

. use @ B alva -
Nguwyen Van Sung &3s0: 9 3

B30 cdo T#0 601%)  Ngdy hoan thsnh Dom vi/ Ca shin

Burdre xir ly Ngurin tare hién Tioir! gian thirc hide
Nowysn van Sing 10-01-2013 10 3248

H& Anh Tuldn 10-01-2013 151149

Tran Van Dlng 20.07-2013 1113802

Nguyda Minh Luu 20.07.2013 112021

P rmidn - ukebin -

Nt dung Hgay van ban  Ngudn soan

¥hing oo 1 by € s e

Hinh 19. Giao dién chi tiét van ban khi theo ddi tien do

% Tai phan danh sach van ban dinh kém, ngudi dung co thé theo ddi dugc lich

su cac file dinh kém cua nhitng nguoi tham gia xu ly...

% Tai phan nhat ky xt ly: Theo ddi chi tiét cua ting budc xir Iy vin ban, nguoi

xt ly, thoi gian xa ly, y kién xir 1y van ban

% Danh sach vian ban, cdng viéc lién quan: Néu van ban dang xt 1y ¢ lién cd

lién quan hozc xuat phat tir mot vin ban khac, thi danh sach vin ban lién quan dé ciing

s& duoc hién thi mot cach chi tiét.
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2.1.4. Chirc nang luu trir van ban
% Nguoi dung c6 thé thuc hién luu trir nhitng van ban sau khi da thyc hién xu

ly xong hoac nhimg vin ban chi dé biét, khdng can phai xir 1y.
% Ngoai ra hé théng ciing hd tro viéc xir Iy nhitng vin ban da két thac ludng
(d3 xtr Iy xong) thi vin ban d6 sé& ty dong duoc dua vao phan luu trir. Khdng can ngudi

ding nhan luu trit.
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Hinh 20. Giao di¢n nhitng van ban luu triv
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Hinh 21. Chi tiét mét mén van
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2.1.5. Chirc niing tim kiém vin ban

% H0 tro cac chirc ning tim kiém thong thuong, tim kiém nang cao.

% HJ tro chirc nang tim kiém Autocomplete, cac chirc ning tim kiém duoc dat
tai nhiéu chd gidp tim kiém dé& dang va tién loi hon.

X o ffice
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Hinh 22. Giao dién man hinh tim kiém théng thurong

Truy cdp nhanh Py

]
5O Bidn lam wigc

:ﬂ_f Yan ban den cher o
:ﬂ_f Yan ban trinh duwEk

D Tim kiém =
Loai van ban:
v

S8 wan ban: |
Ky higu wan ban:
Moay ban hanh:

|

|
Trich yéu:
Mai nhdn: Ll

Hinh 23. Giao di¢n tim kiém nhanh tgi méi man hinh
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Hinh 24. Giao dién man hinh tim kiém nang cao

% D4i v6i mdi loai van ban thi nhitng truong hién thi trong phan tim kiém nang
cao ciing s& khac nhau, gitp viéc tim kiém duoc chinh xac hon.

% Néu tim kiém ¢ trong chirc nang quan 1y vin ban dén thi phan tim kiém nang
cao s& hién thi nhimg truong cia form nhap van ban dén

< Néu tim kiém ¢ trong chirc nang quan 1y van ban di thi phan tim kiém nang

cao s& hién thi nhirg truong cia form soan thao vin ban di.
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2.2 Quan ly cong viéc

% Vin ban sau khi dugc Lanh dao co quan phé duyét/Chi dao trién khai s&

duogc giao viéc xudng cho ting don vi/phong ban.

% Churc ning giao viéc cho phép giao viéc theo nhiéu dbi tuong (don vi/ca

nhan), cé thé giao viéc theo noi dung riéng, hoic co thé giao viéc riéng cho ting don

vi/ca nhan.

% Chuyén vién sau khi tiép nhan cong viéc s& thuc hién bao céo tién do va béo

cao hoan thanh céng viéc Ién Lanh dao.

2.2.1. Chirc ning giao viéc
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Cong viéc >> Giao viéc va theo déi cong viéc >> Giao viéc
Bang Quic Khanh

Mdi dung (*):

MNguyEn Ngoc Ti

Mdi dung (*):

Thwe hién | Huy bo

Hinh 25. Giao dién chitc nang giao viéc

Han hoan thanh:

Han hodn thanh:

»

Bee

»

Bee
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2.2.2. Tiép nhan va xir Iy cong viéc
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Hinh 26. Giao di¢n danh sach cong viéc
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% Hb tro chirc ning cho phép bao cdo tién do, bao cao hoan thanh cong viéc
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Hinh 27. Giao dién bao cao hoan thanh
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«% Chuyén vién tiép nhan va thuc hién cong viéc.

% Chuyén vién c6 thé b4o céo hoan thanh céng viéc néu nhu cong viéc d6 da
hoan thanh 100%

< Chuyén vién c6 thé bao cdo tién do, tac 12 cong viéc nay s& duoc tién hanh
thanh nhiéu 1an, mdi 1an Chuyén vién béo céo s& 12 % hoan thanh khéi luong cong

viéc do.
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Hinh 28. Giao di¢n bao cdo tién dé

% Néu nhu cong viéc bdo cdo cuia Chuyén vién 1a chua duoc, Lanh dao phong
ban c6 thé yéu cau bao c4o lai, hoic néu Chuyén vién chua thyc hién va bao cao cong
viéc, Lanh dao c6 thé dc thic xir Iy cong viéc.

< Cong viéc duoc giao cb thé 1a lién quan dén van ban hoic khdng lién quan
dén van ban (Cong viéc xuat phat tir mot cudc hop, két luan giao ban...)

% Gitp Lanh dao quan 1y dwoc tinh trang xu ly c6ng viéc, tién do va hiéu qua
cdng viéc cua tirng phong ban, chuyén vién. Chuyén vién tir 6 c6 thé chu dong duoc

cong viéc, quan 1y duoc cdng viéc ca nhan mot cach chi tiét va rd rang.
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2.2.3. Quan Iy hd so cong viéc

% Chirc nang quan ly hd so cong viéc cho phép nguoi ding co thé thuc hién tao
méi cac loai ho so xur ly cong viéc khac nhau. Cho phép gom nhém cac van ban lién
quan dén cing mot vu viéc, cdng viéc véi nhau.

% HO tro viéc tra ciru tim kiém hd so cong viéc theo nhiéu tiéu chi: Ngay x Iy,

Nguoi xtt Iy chinh, Loai hd so, Trang thai hd so, Lanh dao chi tri. ..
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Hinh 30. Giao dién tra cizu hé so cong viéc
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2.3Quan ly tai liéu dung chung
% Giup ca nhan, don vi c6 thé chia sé céc tai liéu dung chung, céc biéu mau,
quy dinh trong pham vi cho phép.
% Quan ly danh muc, chia sé tai liéu 1SO.

+ Tai liéu sé dugc phan loai va chia sé tai liéu theo tirng phong ban, don vi.

Hinh 31. Giao dién tra cuzu tai ligu dung chung

< Viéc tra ctu tai liéu dung chung ciing c6 nhiéu tiéu chi lya chon: Tra ctu
theo sé van ban, theo ngay ban hanh, theo nguén gdc (noi ban hanh), theo loai vin

ban...
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Hinh 32. Giao di¢n quan ly tai liéu dung chung

% Churc nang quan ly tai liéu dung chung cho phép nguoi quan tri co thé nhap

mai, chinh stra nhitng van ban chia sé, phan loai va gom nhom theo tirng tiéu chi khac

nhau.
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Hinh 33. Giao dién thém mgi tai liéu
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2.4 Chitc ning trao doi cong viée
% Hb tro nguoi sir dung trao doi cdng viéc véi nhau mot cach dé dang. Giao

dién chirc ning trao doi ciing duoc thiét ké don gian, gilp viéc sir dung thuan tién hon

Cong viéc >> Trao ddi cong viéc => Nhdp mdi
[ copy| P2 Gii trac doi
Tiéu dé (*):

Mai dung:

Hgurai g Nguyén Minh Luru Phéng ban: Van phang

»

Van ban dinh kém

»

Chi tiét file dinh kém
File dinh kam: Chon file | @ @

M3 ta:

Hinh 34. Giao dién chizc nang tao méi trao doi

P Tim kém Xutban ~
e
cm»k»tm“‘m'*’)cm‘ i -
: thai
Tis ko Tiéu 8é Dang xv Iy Treng
i Nguod gt Nguygn Minh Liuu.‘ Cho xir I¥
Nguyén Van Sing  Vang Nguyen Van Sung,

o 14 2400712013 o

9 Trilei 2 Kétthue & Chuyén tiép .

e dung cha tiEt

Tiéu 04 Phéi hop test h§ thdng xOffice

NGl dung tra 164 Vang
«| Noi dung chuyén tiép Cdng van & nghi phoi hop thuc hién cong Vée

N&i dung Vé viéc phoi hop test hé thdng xOffice

Ngueri g Nouy2n van Sing

Phong ban P . 2

hong Hanh chinh quan trj

Danh sdch cha xu Iy

Hguydin 1 i Liry, MguyEn Van Sir

Danh sach vin ban dink kem

Pray W 5 file goan thag

STT 1 -

o th My Mo ta -
T T e Ngay sira .
e s U X Ngwoi tao
T ————__ H&h1.2qa

Hinh 35. Giao dién chite ndng xir Iy trao doi
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2.5 Chirc nang quan ly lich biéu
% Cung cip chuac ning quan ly lich hop, lich cong tac. Thay thé cho cac
phuong tién truyén thong cii. Xay dung ké hoach 1am viéc chung cua co quan, phong
ban theo tuan, thang, quy, nam...
< Quan ly lich ca nhan, 1&én ké hoach cdng viéc, sap xép lich hen, su kién trong

ngay, tuan, thang. ..

X o ffice

HE THOHG VAN PHONG BIEH TiF [ Vin ban d&n [l V3n ban di [l Congviéc [l Lich L3nh dao [l Lich hop tai S&

Truy cap nhanh Van ban Céng viéc Lich Thing ké

B m bBDeQ RBEa e
@ R =3 2 & 2 & 2 &
Lich Ldnh dao  Lich hop tai S6  Lich ca nhan Nhaplich Duyétlich  Tim kiém Mhap lich  Duyétlich  Tim kiém Nhap lich Duyétlich  Tim kigm
¥em Lich Lich Lanh daa Lich hop tai 5& Lich ca nhén

33| Lich == Lich hop tai 56 == Nhap lich
3
£ |Dcopy B2 Nhdplich & Dang ky
[2]
T | Tieu da: |
=
-
o g - o~ 2 o
ES Bon vi dang ky: S8 Irgng ngudi: =
Mdi dung:
* Thanh phin:
B3t diu: [H] K&t thic: 3
Chil tri: Dia didmz w

Yéu cau phuc vu: w | Mgudi dang ky:

Hinh 36. Giao dién chirc nang nhdp lich

< Nguoi st dung c6 thé nhap méi cac thong tin dé cd thé dang ky lich hop tai
co quan. Hé thdng s& dugc phan quyén rd rang cho ting thao tdc nhap méi hoic can

phai ding ky dé kiém duyét truéc khi thong béo lich téi moi ngudi.

Trang 34



(S

o i y Uity tan sur by
aad LU L R T N g+ g
Theuw o4
ety 5o Lt by Sam o 5 Nawn ey L Qine
2 chowhiin P i
) ST Nghr thing [ 2 Nt Batvg
i o ' 201 3:00 | opdml
3 00201 ) 5200 P
R ta (wern
O tch ahs e v QuEC Mvirh SeQa
ety phie Bam e
o 3 moey201 1 21 g Dan Mo r (4 st teen
Comrrds wbe tr v by i bteny
‘] - B s o
1 Ton s ey

Witeh gy
0
¥

vy TH Mo b

Lwong T

e

9% 00
S Grgaenn e
»
"
. gt ot vie o g

et o [N

Hinh 37. Giao dién chizc nang xem lich dang ngay, thdang, nam

% Chuc nang tra cttu, xem lich, hé théng sé& cung cap nhitng céch hién thi khac

nhau tly theo cach khai thac thong tin caa mdi ngudi. Ngudi ding c6 thé tra ctu theo

ngay, tuan, thang hodc nam.
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Hinh 38. Giao di¢n chitc nang xem lich dang danh sach
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2.6 Tong hop bao cio thong ké

% Cung cip cdng cu cho phép Lanh dao quan 1y theo ddi dugc tinh trang xur ly
van ban, cong Vviéc cua ting chuyén vién, tirng don vi.

% Biéu d6, thdng tin hién thi tryc quan va phong phu gilp cho viéc khai thac
thong tin d& dang va day du.

% Hb tro nhiéu loai biéu d6 voi cac thong tin va tiéu chi khac nhau, dap (ng
cach khai thac théng tin cua tirng d6i twong nguoi dung.

% Heé théng ciing hd trg cac chirc nang thong ké nhanh, viéc nay s& gilp cho
nguoi sir dung khéng can phai tén nhiéu thao tac dé co duogc thong tin. Cac tiéu chi

thdng ké s& dugc dé dudi dang kich chon (vi du théng ké theo tuan, thang, quy nam)
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Hinh 39. Giao dién chizc nang thong ké nhanh cdng viéc ca nhan

K/

< Khi kich chon vao mét biéu db s& hién thi chi tiét danh sach vin ban, cong

viéc tuong ing.
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Hinh 40. Giao dién théng ké chi tiét theo cd nhdn/don vi

< V6i chitc nang thdng ké chi tiét cong viéc theo trang théi, sé giup nguoi sir
dung c6 thé theo ddi duoc tinh trang xir Iy céng viéc caa minh, bao nhiéu céng viéc
dung han, qué han. Cac Lanh dao quan ly tir d6 ciing c6 thé quan 1y duoc tinh trang xir

ly cOng viéc cua cac chuyén vién, phong ban trong don vi.

di dén
< i chi tiEt > Tioh trang
Thing ké >> 02/08/2013

75 ™A > v
02/04/2013 D ngh |
Tiraghy: =
Danh séch s 86 15 chirc
“] Thuing tryc Thérh Uy

. JUBND TP MY Phong

1 Linh a0 USID TP Hil Prdng " ;

o AT iy e Pnang Kinn ie Tong hor
71 (] Phong Kanh t& To0g hap ng Hanh ch
) 1 Phang vin xBb
h n ok BN

Phéng Tiép cling dén

V] (2] Phang Harh chinh + T8 chire Linh d30 UBNI
¥ L3 Trung tém Thing tin - Tin hoc
V| L) Phang Kiém soat thil fuc hanh o
o Thur ky Cho tich
A khdch thérh phe ST BEaR 9 -

1 LinhdsoUBND TP H: ~ 1B

2 Linh 830 Vin phing |

3 Phong Harh chinh - T,

Y Phang Kinh 15 T4
Céc 53, ban, nghoh 9 Rnh 1€ Tang by

o
Céc Bodn $E fhanh ong

nang Kinh 1€ nganh | £
Phang Kinh & nganh

Phéng 13 chink, - Pha

PN e e

Hinh 41. Giao dién thong ké tinh trang di dén cia ting céa nhan, don vi

Trang 37



x(®)ffice

Hé thong Vian phong dién tir xOffice

% Chuec ning théng ké tinh trang di dén s& gitp ngudi str dung theo ddi dugc

tinh trang xir Iy van ban cua ca nhan minh, s luong, chi tiét cua timg van ban da xir

ly. Lanh dao quan 1y ciing c6 thé theo ddi duoc tinh trang xir Iy vin ban dén, vin ban

di, s6 lugng cua tirng c& nhan, phong ban theo nhitng khoang thoi gian tuy y.

% Bén canh d6 hé théng ciing cung cip chic ning thdng ké s vin ban, cho

phép ngudi sir dung co thé loc céc loai s6 theo nhiéu tiéu chi khac nhau va c6 thé in sb

hozc xuét excel.
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Hinh 42. Giao dién chic ndng s6 vin ban
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Hinh 43. Giao dién chite ndng xudt excel
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2.7 Nhic vin ban, cong viéc thong qua cic hé thong SMS, Email
% Heé thdng cho phép nhic viéc qua tin nhin SMS, c6 thé gui tin nhin cho cé
nhan, theo nhom, don vi...Cong viéc théng bao hop, nhac nhé xi Iy van ban, s& tro 1én

nhanh chéng va kip thoi.

xefice @ &

Hinh 44. Chitc nang nhdc viéc qua thiét bj di déng

% Cung vai viéc tich hop cho phép gui nhan email, thong béo bang email s&

giam thiéu téi da thoi gian xu ly vin ban c¢ng viéc cia nguoi dung.

Hinh 45. Chitc nang nhdc viéc qua man hinh hé thang

Trang 39



X@ ffice Hé thong Vian phong dién tir xOffice

«% Bén canh d6 cdng cu nhic viéc Popup qua cira s6 1am viéc cua chuong trinh
s& giup ban c6 thé chi dong xu ly kip thoi nhitng van ban, cdng viéc c6 mac do uu tién

cao can xu ly ngay.
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Hinh 46. Chuzc ndang nhdc viéc trén giao dién hé thong
< V6i c¢dng cu nhic viéc ngudi sir dung cd thé chon vin ban tir cira s6 nhic
viéc dé xir ly ngay.
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Hinh 47. Xu [y van ban tir danh sach nhdc viéc
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2.8 Trao ddi, tro chuyén dé dang hon véi xChat ciia xOffice

% Vi xChat moi ngudi c6 thé

trao doi thong tin, trd chuyén mot cach dé dang,

nhanh chong, giao dién chirc ning than thién dé s dung, twong tu nhitng tng dung

chat cua facebook, google...

< HQ tro truyén file, hinh anh, vin ban gitra cic ca nhan voi nhau. Thong tin

duoc cap nhat & ché do thai gian thyc.

< Heé théng cd thé dap tmg dong thoi trén 5000 két ndi trong cing mét Iic.

MJi c& nhan c6 thé thuc hién trd chuyén véi nhiéu ngudi khac cuing mot ldc.
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Hinh 49. Giao dién chat dong thoi véi nhiéu nguwoi ding

Trang 41



X@ ffice Hé thong Vian phong dién tir xOffice
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Hinh 50. Giao di¢n man hinh chizc nang chat
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Hinh 51. Giao dién truyeén file giiza cac tai khodn
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2.9 Tra ciru danh ba online, nhic nhé sinh nhat
% xOffice cung cip cho ngudi st dung céng cu cho phép tra ctru cac thong tin

lién lac cua nhiing ngudi cing co quan: S6 dién thoai, email. ..

X o ffice

HE THONG VAN PHONG BIEN T

Truy cip nhanh Van ban Céng visc Lich Théng ké Hé thdng Quan tri hé thdng

2 L B & B O B & BQ
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Hinh 52. Chiic nang tra ciru thdng tin lién lac cua nguroi dung

% Bén canh d6 ngudi dung c6 thé biét duoc sinh nhat cua timg ngudi trong co
quan, thdng qua hé thong nhic sinh nhat.
< Moi mot tai khoan s& co chic niang cho phép tu cap nhat cac thong tin cé

nhan nhu: email, s6 dién thoai, ngay sinh, anh dai dién...
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Hinh 53. Giao di¢n hién thi danh sach sinh nhdt
2.10 Quan ly email ca nhan don gian va thuén tién

% V6i chitc niang quan 1y email, nguoi st dung s& dé dang cau hinh email ca
nhan lén hé thong, thuc hién nhan email, giri email tra 15i...mot cach dé dang ma

khong can phai str dung mot céng cu quan ly email khac.
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Hinh 54. Giao dién nhdn email cua hé thong

Trang 44



X@ ffice Hé thong Vian phong dién tir xOffice

_, -
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-

Hinh 55. Giao dién sogn mdi email

2.11Quan ly tin tirc ndi bo

% Cung vai nhitng chtc nang, giai phap cho viéc quan 1y van ban, cong
viéc...xOffice con mang dén cho cac don vi giai phap truyén théng noi bo dé 1a hé
théng quan 1y tin tic noi bo.

< V&i hé théng quan Iy tin tic noi bo CMS, sé& hd tro don vi trong viéc quan ly
c4c thong tin ndi b, tin hoat dong, tin doan thé, thdng bao, chia sé hinh anh, video sy

kién, phong truyén thong online. ..
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2.12 Quan ly thong tin ngudi sir dung, cdy so dd t6 chirc, phan quyén
< Vi quyén quan tri, ngudi dung cé thé d& dang tao méi tai khoan nguoi sir

dung, quan ly cac théng tin ca nhan.
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Hinh 57. Tao mdi nguwoi sur dung
% Ngudi quan tri c6 thé thuc hién phan quyén cho nguoi dung vao tirng phong
ban, tirng nhém quyén khéac nhau, tao méi danh sach phong ban, cdy so d6 t6 chuc

trong co quan.
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Hinh 58. Giao dién cdp nhdt thong tin nguoi dung
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Hinh 59. Giao di¢n thém mdéi phong ban, don vi

% Thyc hién tao méi cac quyén, phan quyén cho timg ngudi dung chi vai 2 1an
kich chudt
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Hinh 60. Giao dién tgo quyén va phan quyén cho nguwoi ding
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< Ngudi quan tri ¢d thé tu cdu hinh nhitng gia tri duoc hién thi trong cac

combobox, cho phép nguoi dung lua chon trong qué trinh nhap liéu. Cac gia tri thudc

tinh s& dugc phan loai theo ting loai ludng van ban dén, van ban di, cong viéc. ..

C3u hinh s d6 t& chifc Cau hinh quyén

Danh sach

VanBanhoiBo

VanBanDi

[ Mirc d6 khan/Mat
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Hinh 61. Giao dién thém m¢i thugce tinh
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Hinh 62. Giao dién chinh sia cac thugce tinh
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3.CONG NGHE SU DUNG VA MO HINH TRIEN KHAI

3.1Cong nghé nén tang

Cross Browser - PDAs

xOffice

[ i] I Mail Server H
" Ws-Reliable ﬁ“l—Wﬂ m “\ Call Center

| Ws-Security | SMsProvider ||

3 Party
Libraries

- ]

Dot Net Framework u

—
ASP.Net/JS J
1 'Oraclé,' i
= M Postgres |,

: MySQL, ...
MS Windows Server

Hinh 63. M6 hinh téng quan

% Heé théng duoc phét trién trén nén tang Web Application, st dung Webserver
11S 7.0 tro 1én, twong thich vai tat ca cac phién ban cua .Net

% Hé quan tri Co so dir lieu SQL Server 2008 R2, SQL Server 2012, chay trén
hé diéu hanh MS Windows Server 2008, 2012

% Str dung cac tiéu chuan cong nghiép (Portlet APl & WSRP) dé xay dung
toan bo hé théng, dong nghia véi viéc hé thdng cho phép mé rong va bd sung khdng

gidi han vé quy md va cac dich vu cung cap khi c6 nhu cau.
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xOffice Web Portal

DMS, CRM,
HRM
xOffice Modules
Middleware
Design Environment Run-Time Engine
Messaging
Dynamic Forms Process Manager

Input / Output Docs PM
Outlook

System Monitoring

Business Rules —————————
Activity Logs PM

Process Steps
Mobile

uonesuayNy

xOffice Flow Engine

Dot Net Framework

1aN'OaY

Data Sources u

Hinh 64. Kién tric phan tang cua hé thong

< Heé théng ciing duoc ap dung céac chuan quéc té vé chat luong phan mém,
bao mat, an toan dir liéu. ..

% Str dung théng nhat va xuyén suét mo hinh ding nhap mét cira (SSO - Single
Sign On) theo chuan céng nghiép LDAP (Lightweight Directory Access Protocol) cho
quan tri, Xac thuc va phan quyén dbi véi hoat dong quan ly thanh vién sir dung va cung
cap dich vu xac thuc cho cac module dich vu tac nghiép, déng nghia véi viéc hé thdng
cho phép ma rong vai s6 lugng rat 16n cac thanh vién, ddng thoi dam bao tbi da vé an
toan thong tin.

< CO thé chay tét trén tat ca cac thiét bi may tinh, PC, laptop, thiét bi di dong,
dién thoai thong minh, may tinh bang...

< Heé théng co thé dap tmg duoc trén 5000 luot truy cip dong thoi trén clng

mot may cha.
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3.2M6 hinh trién khai

I

~ LAN (Hé théng xOffice)
fis L4
Lanh Gao | ‘ | ‘

TR R P

Phong/Ban Phong/Ban  Phong/Ban Chuyén vién Web Server V
GSM Modem

intemet

Céng ty thanh vién Van phéng Van phong Van phéng...
Ha Noi H& Chi Minh

Hinh 65. M6 hinh trién khai
% Hé théng duoc trién khai theo cac md hinh pha hop vai vi tri dia ly cua céc
b phan trong don vi. Dbi v6i cac vin phong tap trung hé thdng s& duoc két néi véi
nhau thong qua truong truyén LAN noi bo, d6i véi cac chi nhanh vian phong cé thé

truy cap thdng qua hé théng mang chuyén ding hoic cé thé qua duong truyén internet.

L @

M1 s

MdN VIF?\
CHI M—MM'

Hinh 66. M hinh két ngi thdng qua internet
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4.KHACH HANG TIEU BIEU

% Sau gan 10 nim nghién ctu va phat trién, xOffice da trai qua nhiéu phién
ban va ciing gt hai duoc rat nhiéu thanh cong.

< Hién nay hé thdng khéach hang sir dung xOffice da phu rong khip cac nganh:
Chung khoén, tai chinh, xay dung xuat nhap khau, bao hiém, quan doi, khoang san,

hoa chat, y té, gi4o duc, cac co quan hanh chinh nha nudc, cac hiép hai...

< P

HANOI STOCK EXCHANGE Ngudi ban dich thuc
Vietnam Airlines 53 GIAD DICH CHUNG KHOAN HA NOI

®

MITRACO

DAM HA BAC

HoI Tu Van Thué Viét Nam

\ V 4 @VINACHEM WTC A
%AVA_»

VINACOMIN LAND

@HCA & olden

HOCHIMENH CITY COMPUTER ASSOCIATION Vlnasa

hinancai investment
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5. DANH HIEU GIAI THUONG
% Trong qua trinh phat trién va di vao st dung thuc té, xOffice dd dwgc nhiéu
giai thuong cua céac hiép hoi, to chic kiém chiing chat luong uy tin trong va ngoai

nudcC.

% Ching chi 1SO 9001:2000 do t6 chuc chirng nhan Global Group cap.

v

UKAS
GlobalGROUP [Nty
ISO 9001:2000 039

% Giai thuong Sao khué nam 2008 cho hé thong Cong thong tin dién tir AG:

_Giai thwong Sao Khué 2008
Hé thong Cong théng tin dién tr - AG Portal ..

d%énw—&«'a-w.éi{ ik'uu’ SR EN S S

¥ X
\{ [ g i e i My g i
1 } GIAI THUONG SAO KHUE 2008 {
N | GIAY CHUNG NHAN i
3 H¢ thing cong thing tin dign tir AG c
l ctia Cing ty CO phln Tip dodn Diu tw vii Chng nghf AG i
} B S hgm B Pl b s vl & n, s s Wy AT TIRLVOING KAQ KRCE XA 2000
I --..,-Aun..a,:- ,un-u-ru i wabve Ao
k5 Iraet aphiy S yorin b dung 14 bhei thin Mrmveng st bodm S wwy (ibd iy Lo Bhad by guiey b -
.g A b an rhba g g L 4 é
| e gty o 1
} = B o 3 {
' n:-vu.u})""'
el !
g
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% Giai thuong Sao khué nam 2009 cho hé thong Cung cap sé liéu tai chinh truc
tuyén:

Giai thweong Sao Khué 2009

Hé thong cung cap s6 liéu tai chinh truc tuyén

RELSEAIZESAL AMA}%

CONG TIOR XA MO CHE SGITs VIETXAW
N BOC LAY - TU B0 - SANS PG
GIAL THUGNG SAO KHUE 2009
' GIAY. CHUNG NHAN

Hé thing cung cip s& li¢u tai chinh trye tuyén
cia Cong ty €8 phéin Tip doin Pilu tv vt Cong nght AG

Bugre Mnh chint 1 P s v vife 4 430, do0c trao Wag GLAL THUONG SA0 KIUE NAM 2009
trang Fsh voe st phim vi gl phap chidn agaeh ngin Ming v ti chinh
Danh mghidy dwpc guydn sw duag vb bhei shie ihwony mpl Nou tramg Gial thaing Sae KAné ong guing M.
v 20y o sde pidm duogt i 0 1ir gty dgv ok iy hiomg akjn way

w16 o OO CAAN MO TR - ,Otwhg»o'fo:
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y o 100 80 ) WErpoes
< Yo 0w Mg Sy 6
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s M DSONC0 vTASE
154 Thing I b Snadn Bong Nogiy T mR 0 08 JOCe Ezig

% Giai thuong Sao khué nim 2010 cho Cong thdng tin chi dao diéu hanh:

Giai thwong Sao Khue 2010
Cong théng tin Quan tri diéu hanh

mmmmmmm%,&mm.«summ
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GIAY CHUNG NHAN
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Cong thong tin Quan tri Doanh nghiép
cua Cong ty CP Tap doan Dédu tir va Cong nghé AG

oo Binh chon 1 P mém vu vidt 4 a0, dos: a0 thag GIAI THUGNG SAO KHUE NAM 2010
trong Tink vwo sda phdm & dung cho via phoeg
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% Giai thuong Sao khué nim 2011 cho Cong thdng tin chi dao diéu hanh:

_ Giai thwong Sao Khué 2011 I
Céng théng tin Chi dao diéu hanh (e-Gov) °
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6. LIEN HE

Q TRU SO:

Pia chi: Phong 1803, Tang 18, Thap B, S6 173 Xuan Thuy, Cau Gidy, Ha Noi
Tel/Fax: 04.3795.9990

Lién hé: Nguyén Quang Pong

Mobile: 0913.275.454

Email: DongNQ@fx.com.vn

Website: http://www.thegioiAG.net ; http://www.fx.com.vn

E CHI NHANH:

VAN PHONG TAI HAI PHONG VAN PHONG TP HO CHi MINH

Pia chi: S6 11/50 Ha Ly, Hong Bang, Hai Pia chi: B.713, 79 Truong Pinh, QI,
Phong HCM

Lién hé: Hoang Anh Tuin Lién hé: Vii Tién Diing
Mobile:0989.661.599 Mobile: 0902.144.888

Email: TuanHA@fx.com.vn Email: DungVT@fx.com.vn
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