BO NONG NGHIEP VA PTNT ~ CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG DPAI HOC LAM NGHIEP DPoc lap Tw do - Hanh phuc

S6: 1228 /DHLN-HCTH Ha Ngi, ngay 16 thang 7 nam 2021
VV: cap nhat, bd sung mot s6 chire nang
ctia phan mém VBDH va diy manh
mg dung CNTT trong quan ly, diéu hanh
cua Truong DPHLN

Kinh gii: - Giam ddc cac Phan hiéu;
- Truéng cac don vi trong Truong.

Thue hién ké hoach cai cach hanh chinh trong Trudng, timg budc tmg dung cong
ngh¢ thong tin d€ nang cao hiéu qua cong viéc va thich Gmg voi tinh hinh dich bénh
COVID-19 dang dién bién phuc tap, Nha truong da nang cap mot s6 chtrc ning ctia phan
mém véan ban diéu hanh va tiép tuc diy manh tmg dung cong nghé thong tin va sir dung
phan mém van ban diéu hanh (lién thong voi cac bo, ban nganh, dia phuong) dé phuc vu
cong tac quan ly, di€éu hanh cua Truong, cu thé nhu sau:

1. Mot s cong cu, tinh ning di dwoc cip nhit, ning cap:

- Cho phép lanh dao don vi chu dong 1ap lich cong tac tuan trén phan mém (d6i véi
su kién do Lanh dao Truong chu tri, don vi xin y kién cua Lanh dao trudong sau d6 cap nhat
lich Ién h¢ thong).

- Thong béo lich cong tac cho ting ¢4 nhan dugc tri€u tip trén lich cong tac tuan qua
email cong vu.

- B6 sung chtrc ning lich cdng tac ca nhan (bao gdom lich ca nhan lanh dao Truong va
lich ca nhan cuta tirng vién chirc, nguoi lao dong).

- Tuy bién lai chtrc nang tim kiém van ban truc quan, phu hop.

- Tao hd so giao viéc va thdng bao cong viéc cho ddi twong dugc giao qua email cong
vu dé xtr ly.

- Chuyén tiép hd so, cong viéc duge giao cho nhan vién cip dudi (danh cho Truodng,
Pho don vi tro 1€n).

- Xur ly van ban (¢ trang thai cho ban hanh) trude khi ban hanh tuy theo mtc d§ quan
trong hodc mirc d cong khai ma phan luong van ban theo doi tugng nhan.\

- Phan luéng van ban theo ting doi tuong tiép nhan cu thé (van ban chi xuét hién trén
tai khoan cac don vi, cd nhan khi co lién quan hoac theo chi dao cua Hiéu truong khi duoc
tiép cén van ban).

- Giao viéc theo tirng ddi tugng nhan vin ban sau khi di phan ludng theo don vi, ca
nhan & muc trén.

- Quén ly, danh gia hd so cong viéc duge giao lam can cir danh gia hoan nhiém vy
(nhat ky trao do6i cong viéc, chuyén trang thai “hoan thanh” hoac “chua hoan thanh”).

- “Trinh vin ban” dy thao qua bd phan mot ctra (phong HCTH) dé kiém tra thé thirc
trude khi ban hanh hodc 1anh dao cac don vi ¢6 thé “trinh van ban truc ti€p” cho lanh dao
Truong (khéng qua phong HCTH, vin ban trinh 1anh dao dugc bao mat).
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- Luu trit hd so cdng viée sau khi két thic cong viée da thuc hién.
(Hudng dan sir dung chi tiét cdc cong cu, tinh ndng kém theo théng bdo nay)

2, Day manh @ng dung CNTT va siv dung phin mém trong quan tri, diéu hanh
cdng viée, Hidu truéng yéu clu:

- Ngoai céc nhiém vu thuong xuyén theo ké hoach, d6i v6i c4c nhiém vu c6 tinh chét
thoi vu hodc céc nhiém vu yéu cau nhiéu don vi cung phm hop, Lanh dao Trudng sé tao
hd so giao viéc va quan ly cong viéc thong qua phin mém vin ban diéu hanh cua Truong.

- Céc Phéan hiéu tiép nhan email’ cOng vu cia tirng Phan hi€u (Phan hiéu Dong Nai:
vnuf2@vnuf.edu.vn; Phin hi¢u Gia Lai: vinuf3@vnuf.edu.vn) va cir dau mdi quan ly
tai khoan dé tiép nhan vin ban va hd so cong viéc trén phan mém.

- Giao phong Hanh chinh téng hgp chiu trach nhiém vén hanh phén mém, hd tro céc
don vi trong qué trinh trién khai cac hoat dong qua phin mém; tao tai khoan email cong vu
theo don vi (vi du: khen@vnufedu.vn, hcht@vnuf eduvn...) dé phan ludng van ban va
email ¢4 nhén cho can bd chua c6 tai khoan dé tac nghiép trén phdn mém.

- Trudng c4c don vi, doan thé:

+ Dbi v6i don vi, doan thé, c4 nhan chua c6 email cong vu, dé nghj dang ky tao tai |
khoan tai Phong HCTH (6ng Ta Hong Déng, SDT: 0333 111 981) dé sir dung.

+ Cac don vi, doan thé sau khi ¢6 email cong vu, Trudng cac don vi chiu trach nhiém
quén ly tai khodn cta don vi minh va nhdn cac nhiém vu duoc lanh dao Trudng giao qua
email cong vu don vi va email cdng vu cia ca nhan dugc giao (ndi dung cong viéc duoc
giao sé& giri dong thoi dén email cong vu clia don vi va email clia trudng vi, doan thé) dé
thuc hién.

+ Lanh dao cac don vi uu tién tao va giao viéc cho nhédn vién thong qua phin mém
dé quan 1y tién d6 va giam sat hi¢u qua, tao co s& danh gia hoan thanh nhiém vu dugc giao
cong khai, minh bach.

- D& nghi toan thé vién chir, nguoi lao dong st dung email cong vu (@vnuf.edu.vn
trong qué trinh thuc hién nhiém vu ctia Nha trudng va tiép nhén cac van ban, hd so cong
viéc thong qua hé théng vin ban diéu hanh.

Trong qud trinh trién khai, cdc don vi cdn hé tro dé nghi lién lac phong HCTH (ong
Nguyén Trong Cieong, SPT: 0981245628) dé dwoc gidi quyét.

Nhén dugc van ban, Hiéu truéng yéu ciu Trudng cac don vi, cac to chirc doan thé
trong Trudng pho bién t&i toan thé vién chirc, nguoi lao trong don vi minh biét va thuc
hién./.

Noi nhin:

- Hiéu trudng;

- Chu tich Hb truorng,

- Pho Hiéu truomg;

- Giam déc cac Phan hiu;

- Trudng céc don vi trong Trudng;
- Luu: VT, HCTH.

Trén Vin Chi
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HUONG DAN SU DUNG CAC CHU'C NANG BO SUNG
PHAN MEM VAN BAN PIEU HANH TRUONG DAl HQC LAM NGHIEP

Ping nhap phan mém: Phian mém vin ban diéu hanh st dung tai khoan email cong
vu (@vnuf.edu.vn) va mat khau caa email céng vu dé dang nhap.

Dia chi dang nhap: vbdh.vnuf.edu.vn

Tai khoan email ciia don vi ¢6 chiic ning va quyén tac nghiép twong duong voi
quyén cua email cua Truong don vi. Viéc sir dung tai khoan cua don vi dé khai thac thdng
tin trong phan mém VBDH do Trudng don vi chiu trach nhiém.

<) Dang nhap phan mém

Email VNUF ‘ @vnuf.edu.vn ‘

Mat khau ‘ ........... ‘

Quén mat khau

‘ bang nhap

Néu I&n dau ban @dng nhap vao phan mém ma chuwa biét mat khau cda minh, hdy nhan vao muc Quén mat khau dé gat lai mat khau déng nhap

1. Lap lich cong tic tuan.

Hé théng cho phép Trudng/Phé don vi lap lich cong tac tuan trén phan mém. Néu
nguoi chu tri 1a Lanh dao Truong thi don vi 1ap chiu trach nhiém bao cdo véi lanh dao
Truong sau do tién hanh tao lich.

- Truong/Phé don vi st dung tai khoan email cong vu ctia don vi hoac ca nhancuia
minh ding nhap dé lap lich cong tac trén phan mém.

- Vo phan “Thém méi” trong hop thoai “Lich cong tac” dé 1ap lich cong tac thudc
linh vuc do don vi minh phu trach, lich cong tac s€ hién trén lich tudn cla Truong.

.-} Danh sach Sw kién

o+ Thém mi

TT Thoidiém  Dia diém Tén s Kién

- Tai giao dién Module Thém mai lich cong tac va cac budc nhu sau:



& Thém moi Su kién

Luu Quay lal

Tén su kién

38T AN VAN CHLU - Higu tredng -
Thanh phdn rit gon phong HCTH, phong TCKT, phéng QTTE Z&

Thanh phan

Van ban lién quas S
Van ban lién quan Z& hém || X6a
Danh sach v q
257 B4 sung dé xudt ké hoach xdy dung tiéu chudn qudc gia inh virc Lam nghiép nam 2021 ﬁ;

Pién cac thong tin:

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

Muc 2: Thoi gian dién ra cudc hop (Ngay, thang, nam, gid bat dau).

Muc 3: Thot lugng du kién dién ra cudc hop.

Muc 4: Thong tin dia diém cudc hop (phong hop A, E...)

Muc 5: Chu tri cude hop (thong tin mo)

Muc 6. Thanh ph?m rut gon: dién tén don vi, c4 nhan tham du cudc hop.

Muc 7: Thanh phén: Dién tén c4 nhan hodc t6 chirc tham gia (toan bd co so dir li¢u
vé ca nhan, t6 chirc da dugc ma hoéa va phan mém s& nhan dién) sau d6 bam “thém”.

Muc 8: Van ban lién quan: 1a van ban theo thong bao, quyét dinh sb... cta Hiéu
truong (dé trong néu khong c6 van ban lién quan) sau d6 bAm “Thém”.

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

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

Q Lich cong tac 26 (tir ngay 20-06-2021 dén ngay 26-06-2021)

Tuan thir 26 v

Ngay Théigian  Dia diém Néi dung Thanh phan Vin ban lién quan Nguw&i chi tri
Chi nhat
(20106/2021)
Thir2  Bubi San Higu trrgng
@062021) | 0800 9 Phong hop A Hop vé phanmém VBDH  phdng HCTH, phang TCKT, phéng QTTH CV 257 BA sung dé xuat k& hoach xay difng tiéu chudn qudc gia finh vire LAM nghiép ndm 2021 (24/04/2020) GS.TS TRAN VAN
1081 : 2
CHU

2. Chirc niang giri thong bao lich cong tac cho tirng ca nhan dugc triéu tap tham
du qua Email cong vu.
Hé thé)ng da tich hop san dija chi email cia ngudi sit dung, sau khi hoan thanh 1ap lich

cong tac, nguoi dung quay tro lai chirc nang “Giri thong bao” trén hop thoai “Lich cong



tac”, hop thoai méi hién ra, tiép theo, nhan vao biéu tuong guri thong bao ( © ) & cudi sy
kién dé gui lich dén email cac ca nhan theo thanh phﬁn tham du cudc hop.

Dé giri duoc lich cong tac dén cac ddi twong, bit budc phai dién théng tin nguodi tham
du tai muc 7, sau d6 “Thém” vao “Danh sach thanh phﬁn”. Hé théng tu nhan dang tai
khoan va email cong vu dé thong bao lich cong tac dén ca nhan c6 thanh phan duoc triéu
tap.

@ TRUONG DAI HOC LAM NGHIEP

Trang chu

Lich cing tac v Kh E}I o

O Lich cing tac tE_li]

O G thing bao H

3. Tao lich cong tac ca nhan.

Lich cong tac ca nhan gitp ngudi dung tao va quan 1y ké hoach ca nhan cta minh,

Tai muc “Lich cong tac ca nhian” ciia nguoi s dung, vao hop thoai “Lich cong tac” dé
kiém tra lich cong tac cia ¢4 nhan theo ting tuan.

Lich c8ng tac ca nhan tuan 29 (tir ngay 12-07-2021 dén ngay 18-07-2021)

| Tudn thir 29 v |

Ngay Thé&i gian Pia diém

Thir 2
(12/07/2021)

4. Chirc ning tim kiém vin ban.

Chtrc nang tim kiém vin ban cho phép nguoi dung tim kiém vin ban theo diéu kién
(“hoac”) céac dir licu hién co. Bao g6m toan bd van ban dén, di va van ban nodi bd cua
Truong.

Nguoi diung duge phan quyén xem thé loai van ban nao thi chi tim thdy cic van ban
lien quan thudc thé loai d6, cac vin ban chi hién 1én trong phan két qua tim kiém néu van
ban da duoc phan loai dén tai khoan, cac vin ban khong lién quan hodc gidi han ngudi truy
cap thi s& khong hién trong két qua tim kiém cua ngudi dung.

5. Giao viéc, quan 1y, d4anh gia hd so cong viéc

Muc Ho so cong vi¢c c6 muc dich trién khai giao viéc, kiém soat ndi dung, tién do
va luu trir cac hd so cong viéc sau khi da hoan tat. Lanh dao Truong, Truong don vi cod thé
giao nhi¢ém vu cho cac can bd thudc don vi minh va kiém tra tra tién do, két qua thuc hién
nhiém vu. Khi ¢é hé so cong viéc dwoc tao, hé tho”'ng sé gui thong tin qua email cong vu
cua nguoi dwoc tié'p nhan nhiém vu.



6

Cdc chirc nang ciia module Ho so cong viéc bao gom:

Hd so cing viéc ¥

Giao viéc

Cong viéc chd thutc hién
Cong viéc dang thuc hién
Cong viéc d3 hoan thanh
Cong viéc qua han

Cong viéc du'cc giao

- Cong viéc chd thue hién: Dung dé quan 1y tién do cong viéc

- Cong viéc dang thyc hién: Dung dé quan 1y tién do cong viéc

- Cong viéc da hoan thanh: Dung dé quan 1y tién do cong viéc

- Cong viéc qua han: Dung dé quan 1y tién do cong viéc

- Cong viéc duogc giao: Can by nhan nhiém vu tir cép trén dé xur ly.

* Chirc nang “Giao viéc”

- Chirc nang “Giao viéc” dé tao ho so cong viéc va giao viéc cho nhan vién cip dudi.

Luwu y: Truong, Pho cdc don vi chi giao viéc duoc trong noi bo don vi minh, khong
giao viéc duwoc cho nhan vién thudc don vi khac (trie Lanh dao Nha truong)

- Tai phén “Giao viéc” s€ mo ra tab méi “Thém madi cong viéc”

- Pién cac thong tin:

+ Tén cong viéc: Tén nhi€ém vy cong viéc dugc giao

+ Ngay mo: Ngay giao nhiém vy, cong viéc

+ Ngay hoan thanh: Han hoan phai thanh nhiém vu, cong viéc.

+ Linh vyc: Chon cong viéc thude linh viec HCTH, KHCN, DT...

e Thém mdi Cong viéc

Luoru Cuay lai

Tén cong viec |

MNgay mo (dd/ TR Yy YY) 21/06/2021

Mgay hoan thanh (dd/PAkyyyy) | |

Linh vure | Hanh chinh van phang -~ |

Luru Quay lai

+ Sau khi nhan “Luu” hé thong s& tw dong chuyén dén hop thoai “Thém méi hd so™.
Tiép tuc bam vao “thém méi hd so” dé tao thong tin chi tiét cong viéc.



& Thém m&i Hé so Cong viec

Luu Quay lai
Tén cong viéc: 123 (thye hign tiv ngay 15/07/2021 dén ngay 17/0772021)

Tén Hb so
Ny mé (ddMM/yyyy) 15072021 15:30:27
Ngay hoan thanh (dd/MMiyyyy)

Cén b thure hién Thém cén bd vao danh sach || Xda can bd khai danh sach

Danh séch cén b thuc hign

Néi dung giao viéc

Van ban lién quan Thém v&n ban vao danh séch || Xda van ban khédi danh sach

Danh sach van ban lién quan

Téptin Browse...| No files selected. Thém tép vao danh sach || X6a tép khéi danh sach

Danh sach tép dinh kém

~

O hop thoai ndy, ngudi ding can nhap lai thong tin tén ho so, ngay hoan thanh.

Tai hop thoai “can bd thwe hién” ngudi ding nhap thong tin can bo, hé théng s& tu
dong tim tén can by phu hgp, sau d6 chon “thém can b vao danh sach” hoac “xda can
bd khéi danh siach” néu khong tiép tuc giao viéc.

Tai hop thoai “Viin ban lién quan” ngudi dung nhap s6 hodc ndi dung van ban lién
quan, h¢ théng s€ ty dong tim van ban néu co trén phﬁn mém.

Muc “Tép tin” cho phép gan cac tép tin dang anh, pdf, word, excel dé chia sé cho
nguoi dugc nhan nhiém vu.

* Chirc nang “Cong viéc dugc giao”

- Tai muc “Cong vi¢c dugc giao”, nguoi dung lya chon dé kiém tra va tiép nhan
nhiém vu cong viéc, duge giao tir cap trén.

(Lweu y: Triwong hop Trucéng/Phé don vi nhan nhiém vu tie Lanh dao Truong qua phan
mém cé thé chuyén tiép cong Viéc dwoc giao dén nhan vién thuc hién triee tiép dong thoi
6 thé lwa chon ni dung can chuyén tiép)

Tai muc “Hd so cong viéc dwoc giao” nguoi dung chon “Chuyén tiép” dé dua nodi
dung cong viéc dén nhan vién truc tiép thuc hién.

") Ho so cang viéc duoc giao

Trang
Tén cong viéc NGi dung giao viéc Can bd thwe hién Ngay giao Ngay hoan thanh Trang thai Trao doi
NGUYEN TRONG CUONG M At 1
3 a é 4 4 & 5 i i NRat kyi
1 hoan thanh viéc 3 hoan thanh viéc 3 LUGNG THE HUNG 15:42 16/06/2021 00:00 23/06/2021 Knditao ,
2 hoan thann thang bao hoan thanh théng bao LUGNG THE HUNG 09:25 24/06/2021 00:00 26/06/2021 Knditao Nhat ky (1) o Chuyén tiép

- Muc “Nhit ky” cho phép trao doi thong tin, tai liéu dong thoi luu vét qué trinh tac
nghiép gitra nguoi giao viéc va ngudi dugce giao.

- Tai myuc Nhat ky, nguoi giao viéc co thé chon danh gia “Pa hoan thanh” hoac
“Chuwa hoan thanh” do ngudi duoc giao viéc tity vao két qua thyuc hién. Két qua cong viéc
duogc luu lai trén hé thong tai muc “Cong viée di hoan thanh”, “cong viéc qua han”. Két
qua nay co thé dung lam cin ctr dé danh gia hoan thanh céng viéc cudi nam.



5. Phan ludng vin bén theo ddi twegng nhan

- Chure nang dung dé phan ludng vin ban theo ting ddi twong tiép nhan cu thé (vin
béan chi xuét hién trén tai khoan cic don vi, ca nhan khi c6 lién quan hodc theo chi dao cua
Hiéu trudng khi duoc tiép can vin ban).

- Muc van ban ni bd c6 chirc nang luu toan bd van ban ndi bd cia Nha truong, van
ban s€ dugc phong HCTH dang tai sau khi ban hanh.

- Vin ban dén sé tu dong cap nhat cac van ban dén tr truc lién thong cua B
NN&PTNT, ddi v6i cac van ban dé tir co quan khac ngoai Bo6 NN&PTNT, phong HCTH
dang tai 1én muc vin ban dén dé luu trit. Cac vin ban dén s& duoc phan ludng vin ban theo
ddi tuong nhan tai phén mém vin ban diéu hanh.

6. Trinh van ban du thio

- Chirc nang trinh vin ban 1a phuong thirc dé cac don vi trinh van ban du thao “ban
dién tir’ qua phong HCTH & xin ¥ kién Lanh dao truong hoic trao ddi van ban du thao
gitra cac don vi trong Trudong véi nhau.

- Tai Module “Trinh vin ban” s& mo ra tab méi “Thém méi phiéu trinh”. Sau khi
mo tab “Thém méi phiéu trinh” thi c6 giao dién sau:

&) Thém méi Trinh van ban

Muc 1. Noi dung trinh: Nhap ndi dung trinh theo tén van ban.

Muc 2. Y kién cac don vi lién quan: (mét s6 van ban ddng trinh, sau khi c6 y kién
don vi lién quan thi don trinh ghi tom tat dé béo cdo Lanh dao Truong).

Muc 3. Trinh dén:

- “B§ phan mot cwa” 1a tai khoan cua Truong phong HCTH hodc Pho truong
phong HTCH phu trach bo phan trinh ky van ban mét cira.

- Trinh “Truc tiép lanh dao” gdom Lanh dao Truong, Trudng, Pho don vi hodc cé
nhan thuoc Truong. Hé théng tu dong nhan dién cac danh sach nguoi cé lién quan khi
nguoi ding danh cac thong tin lién quan dé lya chon ngudi tiép nhan thong tin.



@ Trinh trwc tiép 13nh dao
Tén ldnh dao

Tai|

(178) BAO DUY PHIFOMNG - Trrdng phéng - PHONG TAI CHINH, KE TOAM
(180) PHAM THI TUYET MAI - Chuyén vién - PHOMNG TAI CHINH, KE TOAN
(181) TRAN MINH HAI - Chuyén vién - PHONG TAI CHINH, KE TOAMN

(182) TRAN THI MNANM ANH - Chuyén vién - PHONG TAI CHINH, KE TOAN
(183) vu THI TH uv MAI - Chu:,en wién - F’HDNG TAI CHINH KE TDAN

[ S S

Muc 4. Van ban lién quan: Bao gom cac van ban da luu trong CSDL phan mém ma
ngudi dung duoc phan loai tiép can, sau khi trich vin ban lién quan, ngudi ding vao muc
“Thém vin ban lién quan” hoic “Xéa vin ban khéi danh sach” néu khéng muén dua
van ban vao muc trinh.

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

Muc 6. Cudi ciing vao muc “Luwu” dé giri van ban sau khi da hoan tat nhap thdng
tin, hé théng s& guri email nhic nha ¢6 van ban mai trinh dén tai khoan dugc trinh.

Vin ban sau khi trinh dy thao s& duoc phong HCTH hoic lanh dao Truong tiép
nhan tra 16i qua phan mém, hé théng s& giri thdng tin nhic nhd qua email cong vu khi vin
ban da duoc tra 1oi. Cin ctr két qua tra 11 van ban trinh, don vi soan thao b sung hoic in
van ban, Ky nhay va trinh ky Lanh dao Truong.



