o ~ HUONG DAN SU DUNG
PHAN MEM VAN BAN PIEU HANH TRUONG DPAI HQC LAM NGHIEP
(Kem theo thong bao so: 1563 [TB-DHLN-HCTH, ngay 01/9/2020 cua Hiéu truong)

1. CHUC NANG

- Lich cong tac (1ap lich cong tac tuan, giri thong bao nhic nhd dén thanh phan tham
du qua email ca nhan)

- Lién thong van ban (gui va nhan) voi truc van ban cua B Nong nghi¢p va PTNT, cac
co quan Nha nuéce tir cdp Huyén tré [én

- Luu trt, quan ly van ban ndi bo cua Truong PHLN

- Trinh vin ban dién tir qua phong HCTH (céc don vi trinh, phong HCTH kiém tra thé
thirc, BGH duyét, phan hdi cac don vi sau khi duoc chép nhan va trinh ky ban hanh)

- Quan 1y hd so cong viéc: Giao viéc thong qua hé thong dién tir, lién thong vai vin ban
lién quan, Thu trudng co quan, don vi quan 1y cac cong viée dbi voi timg can bo, chuyén vién,
thong bao cac cong viéc dugce giao qua email cd nhan)

2. HUONG DAN SU DUNG CAC CHUC NANG CUA PHAN MEM

- Pang nhap: Phan mém tu dong déng bo vai tai khoan @vnuf.edu.vn cia ting can bd
trong Truong, chi can ding nhap tai khoan VNUF_ID s& vao phan mém cung tén ding nhap
va mat khau da luu

RUGNG DAI HOC LAM NGHIEP VAN BAN BIEU HANH VA LICH CONG TAC VNUF

& Dang nhap phan mém

Email VNUF |vmlf@vnufedu wr| |

Bang nhap | Quén mat khdu

Néu I3n d4u ban dang nhap vao phém mém ma chwa biét mét khdu cia minh hdy nhan vao muc Quén mat khiu dé dt lai mat khiu dang nhap.

Str dung cac churc nang:

2.1. LICH CONG TAC

2.1.1. Lap lich cong tic

- Lap céc thong tin can thiét 1én giao dién lap lich cong tac theo hinh dudi.

Vao phan “Thém méi” trong tab “Lich cong tac” dé chuan bi 1ap lich cong tac trong
tuan

') Danh sach Sw kién

) Thém mdi
Chuwa cd di¥ liéu

Giao dién module lich cong tac va cac budc nhu sau:



VAN BAN BIEU HANH VA LICH CONG TAC VNUF

@ Strathéng tin Su kién

Luru Quay lai

Tén s kién | Hop vé phan mé VBD{’ S

op vé phan mem 1
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Dia diém Phéng hop .”’

Chil tri | 5) TRAN QUANGYBAO - Phd Hidu trvéng - BAN G\A(H\Ey >
. | 1
Thanh phan rit gon |phang HCTH, phing {CKT : =/
I_A_I
Thanh phan ® Canhan O Nhom | < 7 > Thém | | Xda

Danh sach thanh phan N

NGUYEN V0 LAM - Trréng phang - PHONG HANH CHINH, TONG HOP
NGUYEN TRONG CLAONG - Phé Trvéng phong - PHONG HANH CHINH, TONG HOP
HA0 DUY PHUONG - Tneéng phing - PHONG TAI CHINH, KE TOAN

Van ban lién gquan < 8 > Thém | | Xda

Danh sach van ban lién quan A

CV 257 Bé sung d8 xudt ké hoach xay dwng tiéu chudn quéc gia finh e La‘m@%ﬂ
9

Dién céc thong tin:

Luu Quay lai

1: Tén su kién, tén hdi nghi, cudc hop

2: Thoi gian (ngay, thang, nam)

3: Gio dién ra: vi du hop tir 8:00 sang dén 11:00 (Thoi lugng phit: 210 phit)
4: Pua thong tin dja diém (Phong hop A, B...)

5: Chu tri 1a Lanh dao truong hoac don vi (thong tin mo)

6: Thanh phﬁn rut gon: dién tén don vi, c4 nhan tham du

7: Thanh phan: danh tén c4 nhan hoac t6 chirc tham gia (toan bd co s¢ dir li¢u vé ca
nhan, t6 chic da dugc ma hoda va phan mém s€ nhan dién) sau d6 bam “thém”

8: Van ban lién quan 1a vin ban theo thong béo, quyét dinh. .. caa Hiéu trudng (dé
trong néu khong c6 van ban lién quan) sau do bam “Thém”

9: Danh sach van ban lién quan s€ hién theo thir ty sau khi thém tir muc 8

Sau khi hoan tat 1ap lich, nguoi dung lu lai va quay lai trang lich cong tac kiém tra két
qua

VAN BAN DIEU HANH VA LICH CONG TAC VNUF

) Danh sach Su kién
© Thém méi

Thii diém Dia diém Tén sy kién Thivi lgmg Thanh phin rit gon Ngui 130 Thuge dom vi
11/07/2020 08:00:00 Phing hop A Hop vé phén mém VBDH phing HCTH, phing TCKT, ADMINISTRATOR PHONG HANH CHINH, TONG HOP

TRAN QUANG

2.1.2. Gui lich cong tac:



Hé thdng da tich hop sin dia chi email cia nguoi sir dung, sau khi hoan thanh 1ap lich
cong tac, nguoi 1ap lich quay trd lai chirc nang “Giri thong bao” trén modul lich cong tac, hop
thoai méi hién ra, tiép theo, nguoi dung nhén vao biéu tuong ~ & cudi su kién dé gui lich
dén email cic ca nhan theo thanh phan tham du.

I . =
@‘. TRUONG DAI HOC LAM NGHIEP < (|11 =

Trang chil Trang thai Thao tac

Bia thay

ddi -

Lich cdng tac

G théng bao

Chtrc ndng giri thong bao Guri thong bao qua email dén cac ca
nhan trong thanh phan

2.2. VAN BAN PIEU HANH
2.2.1. Tim kiém vin bin

Cdng théng tin d5u thiu X @ Vinb X C8ng théng tin d4u thau

c @

(G DA HOC LAM NGHIEP VAN BAN BIEU HANH VA LICH CONG TAC VNUF

Q Tra ciru vén ban

®TatcaVanban O Vanbandén O Van bandi - O Van ban ngi by

OISR EER Ngui ky ban hanh vin ban

Nguoi dung c6 thé tim kiém vin ban theo cac lya chon khac nhau gdm: Theo Noi
dung, theo s hiéu, theo ngay ban hanh, theo co quan ban hanh va theo ngudi ky ban hanh.

2.2.1. Vin bdn ngi by, van bdn dén, van ban di

- Muc van ban ni bg c6 chiric nang luu toan bg van ban ndi bg ciia Nha trudong, van
ban s€ dugc phong HCTH déang tai sau khi ban hanh

- Van ban dén sé tu dong cap nhat cac van ban dén tur truc lién thong cia BO NN&PTNT,
d6i v6i cac van ban dé tir co quan khic ngoai B NN&PTNT, phong HCTH ding tai 1én muc
vin ban dén dé luu trix

- Van ban di luu trit toan bd van ban di ra ngoai ciia Trudong, cac van ban nay s€ guri lién
thong qua truc van ban vai BO Nong nghi€p dén cac co quan trong va ngoai B co lién thong
voi BO NN&PTNT

2.3. TRINH VAN BAN

Muc trinh van béan 1a phuong thirc dé cac don vi trinh vin ban duy thao (ban dién tir) qua
phong HCTH & xin ¥ kién 1anh dao Truong hodc trao d6i van ban du thao giita cac don vi
trong trudng voi nhau.



MG&i vin ban khi trinh qua b phan 1 cira dén linh dao phong HCTH dé kiém tra thé
thirc va phan hoi sau khi vin ban duoc thong qua

2.3.1. Thém mdi phiéu trinh

| Thém mdi Trinh van ban

Luu Quay lai

Ngi dung trinh {7) Tiinh quy tinh vn béu(ma 1 5 N
o \ 1 — N
¥ kién don vi lién quan [khgng co l—v—l
<2
/\ V4
Trinh dén ® ) prinmitoiy) o
O Trinh tru tiép 1anH) dao
Van ban lién quan < > Thém vén ban vao danh sach | | Xéa van ban khoi danh séch
Danh séch van ban lién quan l—\ ,—l

1122 Ap dung Nghi dinh 30/2020/ME-CP v& cang tac vén thie trong soan thio, ban hanh céc vén bin hanh chinh

Teptin dinh kém Chon t8p tin... | Chi chqngﬁpn > Thém tép vao danh sich | | Xda tép khdi danh sach

£i

Danh sach tép dinh kel

TB Lap ké hoach lam viée gitva Hiéu tnéng va inh dao Trvéng_C docx

MTTan gidy {0 €4 van ban gidy gt kém theo
U Quay lai

1. Nhap ndi dung trinh theo tén van ban

2.'Y kién cac don vi lién quan (mét sé vin ban dong trinh, sau khi c6 ¥ kién don vi lién
quan thi don trinh ghi tom tat d€ bao cao Lanh dao Truong)

3. Trinh dén

- “Bo phan mgt cira” 1a tai khoan ctia Pho Truong phong HCTH phu trach by phan
trinh ky van ban mét cua

- Trinh “Trye tiép ldnh dao” thi ngudi dung danh tén lanh dao Truong, hé théng sé
hién cac dit liéu c6 lién quan dé lya chon ldnh dao Truong nhan thong tin

4. Van ban lién quan: bao gdm cac vin ban chi dao cua cac Bo, nganh, cac cong vin yéu
ciu phuc dap ctia co quan ngoai Truong, sau khi trich vin ban lién quan, nguoi ding vao muc
“Thém vin ban lién quan” hodc “Xéa van ban khoi danh sach” néu khong mudn dua vin bao
vao muc trinh

5. Tép tin dinh kém: Nguoi dung dinh kém vin ban can trinh ky va nhan vao “Thém tép
vao danh sach” néu c6 nhiéu tap tin thi thao tac chon tap tin nhiéu lan

Néu don vi trinh c6 cd vdn ban gidy kem theo thi tich vao muc “Cé van ban giay kem
theo”

6. Cudi ciing vao muc “Luwu” dé gri vin ban dén bo phan 1 cira hodc 1anh dao Trudng
sau khi da hoan tat nhap thong tin

Sau khi b4do thém méi thanh cong, van ban s¢€ dén tai khoan cua can bd phu trach bo
phan 1 ctra dé kiém tra thé thirc



) Danh sach trinh

<[l 171 ||=

Théi diém ¥ kién don vi

cavs N S . . .. NGidung chuyén Canbd Thoidiém Noidung Trang i
it Canbowinh  Noidungtrinh | o T Van ban lign quan Tép van ban Can bé nhan s duyet | duet | duyet e Thaotic

Ap dung Nghi dinh 30/2020/NB-CP vé cong tac vanthw | TB Lap ké hoach 1am viéc gita Higu trwing | NGUYEN TRONG Khéi [~]

18:27 NGUYEN TRONG  Trinh quy trinh
trong soan thao, ban hanh cac van ban hanh chinh va lanh dao Trrong_C docx CUONG tao °

09/07/2020 CUONG van ban 1 cra khang c6

&) B6 phan mét cra tra loi Trinh van ban

Tralei | Quaylai

1
1
P Canbo trinh ky: NGUYEN TRONG CPONG
Chic wi: Phé Truong phong
B Doni: PHONG HANH CHINH, TONG HOP

N6i dung trinh: Trinh quy trinh van ban 1 civa
B Thei gian trinh: 15:27 09/07/2020

Cén bd nhan: NGUYEN TRONG CUONG

Nai dung chuyén [&nh dao

Hinh thic: Chuyén qua bd phan Mot cira

Noi dung duyét

NGi dung tr3 16

Traloi || Quaylai

Sau khi vin ban dugc chap nhan, phong HCTH s& bao don vi soan thao in, trinh ky lanh
dao va phat hanh van ban

Néu van ban chua dugc chap nhan, phong HCTH s€ gui lai y kién chinh stra vao noi
dung tra 101, hodc stra lai van ban va guri lai don vi thong qua chirc nang “ho so’ cong viéc”

Sau khi nguodi dung trinh van ban, c6 thé vao kiém tra van ban ctia minh da gui di tai
muc “Danh sach trinh chd xtr Iy” hoac ki€m tra danh sach trinh cd nhan tai muc “Danh sach
trinh ca nhan”

2.4. Ho so cong viée

Muc H6 so cong viée c¢6 muc dich trién khai giao viéc, kiém soat noi dung, tién do va
I trit cac ho so cong viéc sau khi da hoan tat. Lanh dao Truong, truong don vi c¢6 thé giao
nhiém vu thuc hién cho cac can bo thudc don vi minh va kiém tra tién do va két qua thuc hién
nhiém vu.

Tai muc Ho6 so cong viéc gom cac chirc nang:

Chure nang: Giao vige

ONG DAL HOC LAM NGHIER VAN BAN DIEU HANH VA LICH CONG TAC VNUF

O Thém méni Cong vite

031072020



) Ho so cdng viéc

o+ Thém mé&i hd so | | DA hoan thanh || Quay lai

Tén céng viéc: Bao cao so két 6 thang (thwc hién tir ngay 06/07/2020 dén ngay 20/07/2020)
Chuwa cd diF ligu

Hoac vao muc churc nang “Quaén ly giao viéc” trong muc “Céng viéc cho xir ly” dé
trién khai cong viéc dén cac can bd

Tén cong viec

Ngay m& Ngay hoan thanh

ks Linh vue Ngwéi tao Thugc don vi Giao viéc Trang thdi  Thao tac
1 Hei déng nghidp thu cip B4 d& tai CCTC 09/06/2020 1110612020 Khoa hoe céng nghé NGUYEN TRONG CUONG PHONG HANH CHINH, TONG HOP Quan I giao viéc (0] Khsi tao 20
2 Bdo cdo so két 6 thang 06/07/2020 2000712020 Hanh chinh van phang NGUYEN TRONG CUONG PHONG HANH CHINH, TONG HOP Quan Iy giao viéc (0) Knéi tao 2 0
3 1111 09/07/2020 20/07/2020 Hanh chinh van phang NGUYEN TRONG CUONG PHONG HANH CHINH, TONG HOP Quan I giao viic (0) Khéi tao 20

Sau khi m¢ chic nang “Quaén ly giao viéc” chirc ndng ho so cong viée s€ cd giao dién
nhu sau, nguoi dung nhap cac thong tin va can bo thuc hién, can b phoi hop d¢ trién khai
cong viéc dén nguoi dugc giao.

&) Thém méi Ho so Cong viec

Luu Quay lai

Tén cong vige: Bao cao so két 6 thang (thye hign tie ngay 06/07/2020 dén ngay 20/07/2020)
Tén Hé so ‘

Ngay m& (ddMMryyyy)

09/07/2020 15:68:33

Ngay hoan thanh (dd/MM/yyyy) l:l

Cén bd thuc hién chinh ‘

Cén bd phéi he'p thwe hign ‘

N#i dung giao visc

Van ban lién quan ‘

Danh sach van ban lign quan

Thém van ban vao danh sach | Xda van ban khéi danh sach

Tép tin

Chon t3p tin... | Chua chon t4p tin.

Thém tép vao danh sach | | Xdéa tép khdi danh sach
Danh sach tép dinh kém

Luu Quay lai



