BO GIAO DUC VA DAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG PAI HQC KINH TE TP.HCM DPéc 1ap - Tu do - Hanh phuc

86: 895/HD-DHKT-VP TP. H6 Chi Minh, ngay 09 thang 5 nim 2022

HUONG DAN
Vé viéc ky so trén hé thong Vin phong dién tir (E-Office UEH)

Thuc hién Quyét dinh s6 28/2018/QD-TTg ngay 12 thang 7 nam 2018 cia
Thu tuéng Chinh phu vé giri, nhan vin ban dién tir giita cac co quan trong hé
théng hanh chinh nha nuéc; dong thoi ting cudng viéc phat hanh van ban dién
tir, UEH hudéng dan quy trinh ky s6 trén hé thong Vian phong dién tar (UEH -
Office) nhu sau:

1. Cac vin ban ap dung ky so

1.1. Tat ca van ban chi dao, quan 1y, diéu hanh phat hanh trong noi bo
cong thong tin UEH;

1.2. Vin ban phét hanh ra ngoai cho cac don vi, ca nhan c6 thé tiép nhan
ban dién tu.

2. Quy trinh ky so trén E-Office UEH

Viéce ky s6 van ban dugc thuc hién trén hé théng E-Office UEH nhu sau:

2.1. Nguoi soan thao vao E-Office sir dung chirc nang “Giao viéc 2 Tao
méi vin ban ndi bd” dé tao vin ban di, tai Ién file Word va giri cho Vin thu.

2.2. Vin thu thuc hién kiém tra thé thirc, ki thuat trinh bay vin ban va cap
s, ngay, thang, nam van ban (Néu can can chinh sira van ban, Vin thu lién hé
trao d6i thdng tin v&i ngudi soan thao).

2.3. Nguoi soan thdo vao muc “Van ban di cua t6i” dé xem sd, ngay,
thang, ndm da dugc cip va ghi vao file Word vin ban.

Chuyén d6i van Word sang dinh dang PDF va tai 1én E-Office. Chon chiic
nang Trinh ky dé chuyén vin ban dén lanh dao don vi, Ban Giam hiéu UEH.

2.4. Truong hop Ban Giam hiéu UEH ky: Lanh dao don vi vao E-Office
xem xét ndi dung van ban va duyét dé trinh Ban Giam hiéu.

- Trudong hop lanh dao don vi ky Thira 1énh, Thira uy quyén, Ky thay:
Lanh dao don vi tai van ban xubng va gan chir ky s6 & nhan bang phan mém ky
s6 ctua Ban Co yéu Chinh phu (hinh anh chit ky). Tai van ban da ky sé 1én E-
Office.



Néu khong ddng ¥ ndi dung vin ban lanh dao don vi cho ¥ kién chinh stra,
bd sung. Ngudi soan thao chinh sira va trinh ky lai vin ban.

2.5. Ban Giam hiéu UEH vao E-Office xem xét ndi dung vin ban va ky sé
c4 nhan bang phan mém ky sé cta Ban Co yéu Chinh pha (hinh anh chit ky)
hodc chuyén cho Thu ky thuc hién ky s6. Tai vin ban da ky s6 1én E-Office.

- Néu khong dong ¥ ndi dung vin ban: Ban Giam hiéu UEH cho y kién
chinh sira, bd sung van ban. Nguoi soan thao thuc hién chinh stra van ban va
trinh ky lai tir budc 2.4.

2.6. Vin thu tai xudéng vin ban da ky s6 ca nhan, st dung phan mém ky sd
ctia Ban Co yéu Chinh phi thuc hién ky s6 ddu UEH. Tai vin ban da ky so 1én
E-Office dé ngudi soan thao vin ban thuc hién phat hanh.

3. Phat hanh van ban

- Nguoi soan thao sir dung chirc ning “Phat hanh” cua E-Office dé giri
van ban dién tir cho ca nhan thuoc UEH hoac tai van ban dién tir Xuéng dé guri
cho don vi, c4 nhan ngoai UEH qua email.

- Néu can phat hanh vin ban gidy, ngudi soan thao thuc hién in van ban
da dugc ky sb ciia ¢4 nhan ra gidy (tai budc 2.4, 2.5) va chuyén Van thu dong
dau ctia UEH dé tao ban chinh vin ban gidy.

Trén day 1a hudng dan ky sb trén hé thdng Vin phong dién tir (E-Office
UEH). UEH dé nghi cac don vi trién khai dén céc vién chtic thuc hién nghiém
tic theo hudng dan.

Trong qué trinh thue hién néu can trao ddi théng tin hodc hd tro vui long
lién hé:

- Luong Ngoc T, Phong Cong nghé thong tin, sé dién thoai: 0982536717,
email: tuln@ueh.edu.vn

- Phan Thi Giang Huong, Van phong truong, dién thoai: 0988176304,
email: gianghuong@ueh.edu.vn.

Noi nhgn: KT. HIEU TRUONG
- Hiéu truong; _—PHO HIEU TRUONG
- Cac don vi thudc Truong; A6
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PHU LUC 1
Nhitng vai tro s& xuat hién trong qua trinh ky van ban:

- Nguoi trinh ky: La ngudi c6 van ban can duoc ky, ddy 1a nguoi bat dau
quy trinh.

- Nguoi ky Cép don vi: La ngudi duyét van ban Cép don vi.

- Nguoi ky cép truong: La ngudi duyét van ban cap trudng.

- Thu ky cua nguoi ky cap truong: HO tro ngudi Ky cap truong.

- Nguoi dong dau dién te UEH: La nguoi quan ly con dau dién tu cua
truong, khi déng dau xong xem nhu quy trinh ky d4 hoan tat,

Quy trinh ky 1 van ban:
1. Nguoi trinh ky vao muc Van ban di cua toi.

UEH —

LINIVERSITY

TONG QUAN
Xin chao
VAN BAN
Vin ban di caa téi
Van ban dén cua toi
Van ban céng khai
DANG KY XE
Bang ky xe
Lich s&r dang ky xe
CONG VIEC
Giao viéc
Théng bao lién quan

Trinh Ky



Chon vin ban, bam nat Trinh ky.

Cuiin 1 van ban 41 cia
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Trong hop thoai Trlnh Ky, chon cac thong tin: Flle can ky, nguoi ky cap
don vi, nguoi ky cap truong. Truong hop van ban chi can ky cap don vi thi dé
tréng phan nguoi ky cap trudng.

Trinh ky X

File can ky

1651223312000-TB-839.pdf v

Ngudi ky cap don vi

Chon nguwoi ky cdp don vi 8

Ngudi ky cap trudng

Nguai ky

Chon nguoi ky cap
lanh dao trwong

Sau khi bAm Xac nhan, hé théng s& giri email thong bao dén ngudi ky cap
don vi.




2. Nguoi ky cap don vi co thé truy cap vao phan Trinh ky dé xem céc vin
ban dang can duogc ky.

DANG KY XE

Dang ky xe

Lich sir ding ky xe
CONG VIEC

Giao viéc

Théng bao lién quan

Trinh Ky

Nguot ky cap don vi ¢ thé bam vao nat Xem VB dé xem lai thong tin van
ban, dong thoi co thé upload file kém chir ky 1én. Néu dong ¥ voi ndi dung van
ban, nguoi ky bam vao nit Duyét dé xac nhan. Hé théng s& yéu cau dang nhap
lai bang tai khoan cta nguoi ky dé xac thuc.

Duyeét trinh ky

Xac nhan duyét van ban 807/TB-DHKT-VP - Vé viéc

3. Sau khi vén ban dugc nguoi ky cap don vi théng qua, hé thdng s& gui
email thong bao dén nguoi Ky cap lanh dao truong, va guri kém cho thu ky cua



lanh dao dé nam thong tin. Ngudi Ky cap lanh dao trudng cling truy cap vao muc
Trinh ky dé xem thong tin van ban va xac nhan duyét (twong tu thao tac nguoi
ky cap don vi).

DANG KY XE

Bang ky xe

Lich sir ding ky xe
CONG VIEC

Giao viéc

Théng bao lién gquan

Trinh Ky

Duyeét trinh ky

Xac nhan duyét van ban 807/TB-DHKT-VP - Vé viéc

Sau khi vin ban dugc lanh dao cap truong thong qua, hé thong s& giri thong
bao cho nhan sy 1a thu ky cua lanh dao d6 vé viéc van ban da dugc 1anh dao ky.
4. Thu ky 1anh dao truy cip vao menu Trinh ky, bam Xem VB dé xem
thong tin van ban va upload file kem c6 chir ky 1anh dao Ién hé thong.
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DANG KY XE

Dang ky xe

Lich sir dang ky xe

CONG VIEC

W NS Huaun
Ui Té& trinh

U D8 an

1) Hudng dan

U Chuang trinh

U Phudng an

U2 Bign ban

U1 Gidy Qy quyn
U Gidy mai

. Gidy chifng nhan
[ Chi thi

i Quy trinh

1] Gidy gigi thiéu

b J Loai quyé&t dinh

Giao viéc

Théng bao lién quan

Trinh Ky

P trivh by Mgusi ky

Chon file Chon tap tin
[e][+][w]
[e][£][w]
Théng tin gui

Ngusi ky




Sau khi da tai file kém chir ky 1&€n hé thér,lg, nh,én su thu ky lanh an bam
n@t Hoan tat ky dé chuyén sang budc dong dau. Néu van ban khong can dong
dau thi c6 thé danh dau check vao “Bé qua bwdéc dong dau” dé két thuc quy
trinh ky.

T

STT Van bin Pictrivh by Mgusi ky Trang tha \

Xac nhan hoan tat ky duyét

Xac nhan van ban 807/TB-DHKT-VP - Vé viéc nghi le

lanh dao ky duyét? Trudng hdp khéng can dong dau
thi check vao 6 bén dudi.

[JBé qua budc déng diu

Hé théng s€ guri email thong béo dén nhan sy gitr d4u dién ti UEH vé viéc
dong dau van ban.

5. Nguoi dong dau dién tir UEH truy cap vao chic nang Trinh ky, bam
Xem VB dé xem thong tin van ban va upload file da dong dau.
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WE NS gL
42 Té& trinh
U D& an
s Huéng din
U Chuang trinh
4. Phudng an
U Bién ban
U Gidy ty quyén
U Gidy mai
] Gidy chiing nhan
1] Chithi
L2 Quy trinh
1] Gidy giéi thieu
bl Loai quyét dinh

Chon file Chon tap tin
[e][2][§]
[e][=][%]
Théng tin gui
Ngudi ky

Sau khi da tai file dong ddu 1én hé théng, ngudi dong dau dién tir bAm
Hoan tat dong dau. H¢ thong s€ gui email thong bao cho nguoi trinh ky biét quy
trinh ky va dong dau van ban da hoan tat dé thuc hién tiép cac viéc khac (néu

can).
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