Phin 2. YEU CAU VE KY THUAT
Chwong V. YEU CAU VE KY THUAT
Muc 1. Yéu ciu vé k¥ thuét
Gioi thiéu chung vé du toan, géi thiu:
- Chu dau tu: S& Khoa hoc va Cong nghé.
- Bén moi thau: S¢ Khoa hoc va Cong nghé.
- Tén goi thau: Mua sam ban quyén phan mém Hé thdng quan 1y van ban va
diéu hanh tinh Thai Nguyén.
- M6 ta: Mua sam ban quyén theo tai khoan ngudi diung Hé thong quan 1y van
ban va diéu hanh (18.000 tai khoan c6 ban quyén str dung trong vong 06 thang).
- Hinh thirc: Pau thau rong rii.
- Phuong thirc lya chon nha thau: Mot giai doan mot tai ho so;
- Thoi gian thuc hién hop dong: 09 ngay
- Loai hop dong: Hop dong theo don gia cb dinh.
- Pia diém thuc hién: Tinh Thai Nguyén.
Theo danh sach cac don vi dudi day: (c6 thé thay d6i mot sd don vi theo yéu
cau ctia Chu dau tu, cac dia diém thay d6i déu co tru s& trén dia ban tinh Thai

Nguyén):
STT Tén don vi

1 HDND tinh

2 UBND tinh

3 S¢ Cong Thuong

4 S& Giado duc va Pao tao

5 S¢ Tai chinh

6 S¢ Khoa hoc va Cong nghé

7 S& Noi vu

8 S& Tu phap

9 | Sé Vin hoa, Thé thao va Du lich

10 | S6 Xay dung

11 |S6Yté

12 | S¢ Dan toc va Ton gido

13 | Ban Quan ly cac Khu cong nghié¢p

14 Be‘m (?uén Ly Pu An Pau Tu Xay Dung Cac Cong Trinh Dan Dung

Va Cong Nghiép




STT

Tén don vi

Ban Quan 1y du 4n dau tu xay dung cong trinh giao thong va Nong

15 nghiép tinh Thai Nguyén

16 | B§ Chi huy quén sy tinh

17 | Ban Chi huy phong chdng thién tai

18 | Cong an tinh

19 | Hoi Lién hi¢p phu nit tinh Thai Nguyén

20 | Thanh tra tinh

21 | Truong Chinh Tri tinh Thai Nguyén

22 | Quy Phat trién dat

23 | Thong ké tinh Thai Nguyén

24 | HOi chir thap do tinh Thai Nguyén

25 | Lién minh hgp tac xa

26 | Ho1 Nha bdo tinh Thai Nguyén

27 | Ngan hang Chinh sach xa hdi tinh Thai Nguyén

28 | Dién lyc tinh Thai Nguyén

29 | Cong ty Thoat nudc va Phat trién ha ting do thi Thai Nguyén

30 | Hoi1 dong y tinh Thai Nguyén

31 Toa an nhan dan tinh Thai Nguyén

32 | Lién hi¢p cac HO1 Khoa hoc va K¥ thuat tinh Thai Nguyén

33 | Chi cuc Hai quan tinh Théai Nguyén

34 | Hoi Khuyén hoc tinh Thai Nguyén

35 | Hiép hoi doanh nghi¢p nhé va vira tinh Thai Nguyén

36 | Hoi Bao trg ngudi khuyét tat va Bao vé quyén tré em tinh Thai Nguyén

37 | S& Nong nghiép va Moi truong

38 | Lién hiép cac t6 chuc hitu nghi tinh Thai Nguyén

39 | Cyc Thi hanh &n dan sy tinh Thai Nguyén

40 | Trung tim Phat trién quy dat tinh

41 | Ban Quén Iy vudn Qudc gia Ba Bé

49 Ban. Quan ly dy an dau tu xay dung cong trinh Giao thong va Nong
nghi¢p phia Bac

43 | Ban quan 1y cac du an von nudce ngoai

44 | Ho1 van hoc nghé thuat tinh Thai Nguyén




STT Tén don vi
45 | Ho1 Doanh nghiép, doanh nhan tré tinh Thai Nguyén

46 | 92 xa, phuong trén dia ban tinh Thai Nguyén

Muc tiéu:

Trién khai Hé théng quan 1y vin ban va diéu tinh Thai Nguyén dam bao dap
g day du chtc ning, tinh niang theo quy dinh tai Nghi dinh s6 30/2020/ND-CP
ngay 05/3/2020, Nghi dinh sé 137/2024/ND-CP ngay 23/10/2024 ctia Chinh phu
va Quyét dinh s6 395/QD-BTTTT ngay 23/3/2020 cta Bo truong Bo Thong tin
va Truyén thong (nay 1a B6 Khoa hoc va Cong nghé) ban hanh b tiéu chi vé chuc
nang, tinh ning k¥ thuat trong xay dung hé théng quan 1y vin ban va diéu hanh,
dap Gmg kha nang truy cap va st dung thuan tién trén nén ting Web va ung dung
di dong.

- Tuan thu Khung kién trac so tinh Thai Nguyén, cac tiéu chuan k§ thuat vé
ung dung cong nghé thong tin trong co quan nha nudc theo quy dinh cua Bo
Thong tin va Truyén thong (nay 1a Bo Khoa hoc va Cong nghé).

- Pam bao an toan thong tin theo cap d6 quy dinh ctia phap luat; tich hop va
dam bao quy trinh ky s6 tuan thu quy dinh cta phap luat vé giao dich dién tir va
chit ky s.

- Pam bao kha ning tich hop va lién thong: Két nbi véi Truc lién thong van
ban quéc gia dé giri, nhan vin ban dién tir gifta cac co quan nha nudc; c6 kha ning
tich hop voi cac hé thong thong tin khac trong ndi bd co quan va cac hé théng
dung chung ctia qudc gia, cua tinh.

- Pam bao kha nang quéan 1y dit liéu, luu trit sudt vong doi ciia van ban, tai
liu; dam bao hiéu ning xtr Iy va nhu ciu nang cap vé quy mé hé thong.

Quy mo:

- Hé thdng quan 1y van ban va diéu hanh tinh Thai Nguyén (phién ban Web
va ung dung (App) cai dit trén thiét bi di dong) dugc trién khai dén cac co quan,
don vi trén dia ban tinh, du kién 18.000 tai khoan trong 06 thang.

- Ha tﬁng cai dat va luu trix;

- Dich vy tryc hudng dan va tiép nhan sy ¢d hé théng phan mém; Truc hd
trg can bo nghi¢p vu;

- Pao tao, hudng dan sir dung.

Yéu ciu vé k¥ thuat:



1. Yéu cau chung

- Hé théng Hé théng Quan 1y vin ban va diéu hanh tap trung, hinh thanh
CSDL hanh chinh, cbt 16i phuc vu chi dao, diéu hanh cia HDND tinh, UBND
tinh, dén cac cap, cic s nganh, cip xa phudng truc thude (c6 tén trong danh sach);
két ndi Tryc lién thong van ban Quéc gia can dap Gmg cac yéu ciu sau:

- Hé théng quéan 1y van ban va diéu hanh tinh Thai Nguyén phién ban Web
va tng dung (App) cai dat trén thiét bi di dong dugc trién khai dén cac co quan,
don vi trén dia ban tinh du kién khoang 18.000 tai khoan.

- Tuén tha Kién trac sé (Chinh quyén dién tir) tinh Thai Nguyén, phién ban
3.0 ban hanh theo Quyét dinh 121/QD-UBND ngay 17/01/2025 ctia UBND tinh
Thai Nguyén

- Pap ung céac yéu cau vé nghiép vu quan 1y vin ban va diéu hanh theo Nghi
dinh s6 30/2020/ND-CP ngay 05/3/2020 ctia Chinh phil vé cong tac van thu luu
trit; Quyét dinh s6 28/2018/QD-TTg ctia Thi tuéng Chinh phu vé viéc gui, nhan
van ban dién tir giita cic co quan trong hé théng hanh chinh nha nudc.

- Bdo dam tuan tha cac quy dinh hién hanh vé bao vé bi mat nha nudc, an
ninh, an toan thong tin va van thu, luu trit.

- bam béao kha nang quan tri thudn tién va hd tro tot cho cong tac quan ly,
diéu hanh tinh Thai Nguyén.

- Chia sé dit liéu trao doi guri nhan vin ban dién tir gitta cac cap chinh quyén
tinh Thai Nguyén; két ni, lién thong v6i cac phan mém Quan 1y vin ban va Diéu
hanh B, nganh, dia phuong khac thong qua Truc lién thong vin ban Qubc gia
theo quy dinh tai Quyét dinh sb 28/2018/QD-TTg ngay 12/7/2018 ctia Thi tudng
Chinh phu.

- Cong nghé duoc sur dung phai vuot troi vé tinh nang, hi¢u nang, d0 an toan,
bao mat va kha nang phat trién 1au dai, dong thoi can quen thudc vai doi ngii ky
thuét va nguoi st dung.

- Cho phép xem va chinh sira van ban ngay trén hé thong. Tich hop plug in
két ndi trinh soan théao trén may client, sau khi chinh stra va luu lai, nd1 dung tu
dong cap nhat va upload nguoc lai 1én server.

- C6 kha ning tra ctru, chuyén d6i dit liéu hién c6 tir hé thong cii sang.

- Hé thdng hoat dong an toan, on dinh, dap ing cac yéu cau, quy dinh cia
phap luat vé dam bao an toan, an ninh thong tin.

- Hé théng phan mém cua nha cung cip dich vu phai c6 gidy ching nhin
dang ky quyén tac gia, c6 ching nhan két qua da kiém tra danh gia an toan thong
tin cia Trung tdm gidm sat An toan khong gian mang Qudc gia.



2. Yéu ciu vé trung tAm tich hop dir liéu

Trung tdm dir liéu c6 nhan ching chi Uptime Tier III do Uptime Institute
chuing nhan hoac twong duong.

C6 gidy Chimg nhan I1SO 27001:2022 trd 1én hodc twong duong.

- C6 gidy xac nhan ctua Cuc An toan thong tin vé nén tang Cloud dap tng
ti€u chi ky thuat theo van ban s6 1145/BTTTT-CATTT ngay 03/04/2020 va van
ban s0 2612/BTTTT-CATTT ngay 17/7/2021 ctia B TTTT.

- Hé théng phén mém dugc cai dat tap trung tai trung tam tich hop dir liéu
trén may chu 4o hda nén tang dién toan dam may (Cloud Server).

- Dung lugng luu trit trong thoi gian s dung cia 01 nguodi dung 1a S00MB.

2.1.1. M6 hinh trién khai
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Mo hinh trién khai hé théng quan 1y van ban va diéu hanh tinh Thai Nguyén
trén nén tang K8s khuyén nghi gdm cac thanh phan sau:

- Load Balancer: thiét bi c4n bang tai vat Iy F5.

- Céac phan h¢ trién khai trong cum KS8s:

+ QLVBDH: gom cac container chay tng dung web qlvbdh.

+ QLVB (MOBILE): gdm cac container chay img dung mobile glvb.

+ SERVICE EDOC: container chay tng dung két néi truc edoc.

+ JOB SCHEDULER: container chay job scheduler.

- Cac phan hé trién khai chay ngoai cum KS8s:

+ Server Convert File: gom cic may chii window server trién khai ing dung
convert file tir docx, xIsx,... sang pdf, phuc vu ky $6, view file.



+ Database Oracle: gdm cac may cha DB Oracle chay Oracle RAC, luu trit

dir li€u cua hé théng.

+ MinlO: hé thdng luu trit cac file van ban, file upload cta ngudi dung trén
hé théng MinlO ctia Uy ban Object storage.

+ Redis: hé thong luu trit session truy cdp hé théng, nham cai thién hiéu ning
va tang toc hé thong, cum redis cluster ndy xin cap phat tir Uy ban IDG Redis.

2.1.2. Tai nguyén hé thong

Tai nguyén cua cac phan hé trén k8s khuyén nghi t6i thiéu phai dap tmg:

STT Ung dung/modules vCPU | RAM (GB) | S6 lrong

QLVBDH

1 4 4 15
(OS ubuntu 22.04)
QLVB MOBILE

2 4 4 5
(OS ubuntu 22.04)
SERVICE EDOC

3 4 4 1
(OS ubuntu 22.04)
JOB SCHEDULER

4 4 4 1
(OS ubuntu 22.04)
REDIS

5 4 4 1
(OS ubuntu 22.04)

6 [Tong tai nguyén 92 core 92 GB

Tai nguyén ciia cac phan hé chay ngoai K8s (trén may chi &0 VM) khuyén

nghi ti thiéu phai dap ung:

Ciu hinh cic may chi .
Phan - Hé didu hanh Phan vung 0
én server ¢ diéu han
hé CPU| RAM| HDD ¢ cirng
(core) (GB)| (GB)
DB Oracle Linux /Sb()(:)?\t/IB
Oracle | 5 icleNode 1116 |32 | 500 7 - 64bit
o Swap : 24GB
(Phién (version 7.9) s
. / : con lai
ban
Oracl :
racte Oracle Linux fboot :
19¢ Oracle Node 2| 16 32 500 i 500MB
7 - 64bit
RAC Swap : 24GB




Cau hinh cac may chua

Phéan - Hé didu hanh Phin viing &
én server ¢ diéu han
hé CPU| RAM| HDD : cing
(core) (GB)| (GB)
yéu cay (version 7.9) |/ : con lai
f,o “DATA 1
icense) LUN 250 GB
Storage share Dung -FRA 1 LUN
gifta 2 Node luong 150 GB
Oracle 450GB - OCR 3 LUN,
moi LUN
50GB
Window
server 2019 —
Window : C: toan b0
12 |12 {200 64bit '
server 1 dung luong
(version
Convert 2019)
File Window
server 2019 —
Windo : C: toan b0
N 12 |12 |200 | 64bit '
server 2 dung luong
(version
2019)
Dung luong
Minio | Minio luu file ITB

van ban

3. Yéu cau vé dam bdo toan thong tin

Hé théng quan 1y van va ban diéu hanh tinh Thai Nguyén phai dap tmg cac
quy dinh vé dam bao an toan hé thong thong tin:
- Nghi dinh s 85/2016/ND-CP ngay 01/7/2016 ctia Chinh phu vé dam bao
an toan hé thong thong tin theo cap do.
- Thong tu sd 12/2022/TT-BTTTT ngay 12/8/2022 cua Bo Thong tin va
Truyén théng Quy dinh chi tiét va huéng din mot sé diéu cua Nghi dinh




85/2016/ND-CP ngay 01/7/2016 ctia Chinh phil vé bao dam an toan hé théng
thong tin theo cép do.

- Cong van s6 3001/BTTT- CATTT cta B thong tin va Truyen thong ngay
06/9/2019 vé viéc huéng dan dam bao an toan thong tin cho hé thong quan 1y van
ban diéu hanh.

- Pam bao hé thong dat an toan thong tin cap do 3.

4. Yéu cau vé phan tich lya chon phwong 4n, giai phap ky thuit, cong
nghé
4.1. Yéu cdu vé vé ngén ngir Igp trinh va cong nghé

Hé thong quan 1y van ban va diéu hanh 1a hé thong doi hoi yéu ciu cao vé
tinh kha dung va cac yéu cau vé bao mat, sao luu, phuc h01 dir liéu; dong thoi phai
dam bao dap ung céc ti€u chuan cong nghé phan mém tot nhat hién nay. Vi vay
dé dam bao dap ing yéu cau, So Khoa hoc va cong ngh¢ dé xuat phan mém quan
Iy van ban va diéu hanh dam bao dap tmg mot so ticu chuan nhu sau:

Quan 1y giao dién theo mo hinh Portal: hd tro toi da trong cong tac cap nhat,
quan ly cac thong tin.

Cong ngh¢ tao trang hd tro kha nang goi, xu ly dir liéu tu dong voi nhiéu
dang nguén dir li¢u (Co s¢ dir li¢u, JavaBean, XML,...).

Giao dién hé thdng tich hop véi cac hé théng chuan hoa theo cac chuan: EJB,
XML Web Service, JSON-RPC.

Xtr Iy Font chit theo chuan Unicode.

Hé thong ap dung cong nghé hd trg nhiéu tinh ning hitu ich giup tang hiéu
suat ctia Hé thong nhu: Giam luu lugng may chu va ting téc do, giam st dung
bang thong, cho phép xéac thuc biéu mau chinh xac va ngay 1ap tirc, ting kha nang
tuong thich.

Chtrc ning tao biéu mau ty dong (Auto Create form) gitip tao Gng dung
nghiép vu, rat thudn tién trong qué trinh bao dudng hé thong, bd sung chirc ning
nghiép vu cho hé théng.

Chtic ning quan tri hé théng véi nhiéu tinh ning: Quan tri quyén, nhom
quyén; quan tri ngudi dung, nhom ngudi ding; quan tri phan quyén ngudi dung,
nhém nguoi dung theo quyén, nhom quyén; quan tri phién lam viéc, cac hanh
dong tac nghi¢p cua ngudi dung; auan ly log file; ...

Tich hop giai phap sao luu, phuc héi dit liéu toan dién.

Téang cuong cac giai phap v€ bao mat, an toan thong tin: Cap nhét thu:0’ng
xuyén vé cac nguy co bao mat ddi v6i bao mat tmg dung web, ap dung giai phap
ma hoa dit liéu (khi luu trit trén hé thong va khi glri/nhan van ban trén duong
truyén Internet), thiét 1ap cau hinh chdng truy cép trai phép, phan quyén truy cap
dén ting giao dién chuong trinh tmg dung (API).

Céng nghé lwa chon xdy dung phin mém qudn Iy vin va diéu hanh trén
nén ting Web:

Khuyen nghi sir dung ngén ngir Java hodc turong duong.

Nén ting trén thiét bi di dong:



Khuyén nghi st dung ngdn ngit: Android: android native, IOS: objective-c
hodc tuong duong
4.2. Yéu cau vé liwa chon hé qudn tri co sé dir ligu, thiét ké CSDL

Hé théng Hé théng Quan 1y vin ban va diéu hanh tap trung c6 quy mo 1a mot
hé thong 16n, luu trit khéi luong dit liéu, bao céo 16n vai nhiéu dit liéu, vin ban
quan trong phuc vu cong tac quan ly van ban va diéu hanh thong nhat tai tinh Thai
Nguyén va lién théng v6i cac Hé thong Quan 1y van ban va diéu hanh cua Chinh
phu, Bo, Nganh, Dia phuong thong qua tryc lién thong van ban qudc gia. Do vy,
can c6 CSDL du manh dé dap umg cac yeu cau vé chia sé dir liéu cting nhu dam
bao kha nang truy Xuat 16n dén cac tng dung dugc cung cip, quan trong nhat 13
phai dam bao yéu cau toan ven va an toan bao mat dir liéu. S6 Khoa hoc va Cong
nghé dé xuat phan mém quan 1y van ban va diéu hanh dam bao dap ing mot s6
tiéu chuan nhu sau:

Lya chon hé quan tri co s& dit liéu phu hop

- Thao tac vé&i co s& dit liéu: hé thong ap dung k¥ thuat két ndi theo co ché
ving két ndi (connection - pooling) cho phép tao va duy tri tip cac két ndi dung
chung nham ting hiéu suat cho cac tmg dung.

- Thiét ké dir liéu cua mdi don vi thuéc Tinh (SO, Ban, Nganh, cap
xd/phuong, ... duge luu trong khu vuc dir liéu (Schema) riéng biét, phuc vu viée
chuyén ting dung cia timg don vi sang hé thong riéng néu can, dam bao kha ning
ltru trir va hiéu ning hé théng. Ca nhan cta don vi nao s& cap nhat dir liéu vao
Schema cua don vi ca nhan do.

- Mbi don vi ¢6 tai khoan quan tri riéng: quan tri luéng quy trinh cta don vi,
phan quyén xtr 1y cho cac ca nhan thudc don vi.

- Hb trg tinh ning nhiéu ngudi dung truy xuat cung don vi dit liéu trong cliing
thot gian.

- C6 thé lam viéc 24/24.

- Tuén thu cac chuan cong nghiép trén cac yéu to:

+ H¢ diéu hanh.

+ Mang.

+ Ngon ngir truy Xuét.

- Cung cap co ché an toan va bao mat tot. Cung cap hé thong bao mat & nhiéu
mure , nguoi quan tri CSDL s€ thyce hién phan quyén cho tung nguoi str dung dugce
phép. Pdi vi CSDL, phan cac quyén nhap mai, sira, xo4, xem, index trén cac doi
tuong nhu bang (table), khung nhin (view)... Pam bao chi nhiing nguodi cd mat
khau méi sir dung duogc dit liéu cua hé thong.

- Str dung H¢ quan tri co s¢ dir li¢u Oracle RAC hodc tuong duong.

5. Yéu cau danh muc quy chuin, tiéu chuan k¥ thuit dwoc ap dung

Hé thong khi thiét ké, trién khai dam bao tuan thi danh muc tiéu chuan ky
thuat nhu sau:

Cong van s6 1036/BTTTT-THH ngay 10/4/2015 cua B Théng tin va
Truyén thong hudng dan cac yéu cau co ban vé chirc ning, tinh ning k¥ thuat cho
hé thdng quan 1y van ban va diéu hanh;



Cong van s6 4089/VPCP-TTDT ngay 21/04/2017 caa Vian phong Chinh phu
vé viéc huéng dan quy trinh giri, nhan vin ban dién tu;

Thong tu s6 10/2016/TT-BTTTT ngay 01/04/2016 caa Bo Thong tin va
Truyén thong vé viéc Ban hanh "Quy chuan k¥ thuat qudc gia vé cau trac ma dinh
danh va dinh dang dix liéu goi tin phuc vu két nbi cac hé thdng quan 1y van ban va
diéu hanh";

Thong tu s6 39/2017/TT-BTTTT ngay 15/12/2017 ctia BO TT&TT ban hanh
Danh muc tiéu chuén k¥ thuat vé ing dung cong nghé thong tin trong co quan nha
nudéc;

Quyét dinh s 28/2018/QD-TTg ngay 12/07/2018 cia Thu tuéng chinh phu
vé viéc giri, nhan van ban dién tir gitta cac co quan trong hé thdng hanh chinh nha
nudc;

Thong tu 01/2019/TT-BNV ngay 24/01/2019 cta B6 Noi1 vu quy dinh quy
trinh trao doi, luu trit, X 1y tai ligu dién tir trong cong tac van thu, cac chirc nang
co ban cta hé thong quan 1y tai liéu dién tir trong qua trinh xir Iy céng viée cla
cac co quan, t6 chtc.

6. Cac mo6 hinh nghiép vu dwge tin hoc héa

Cho phép cau hinh linh hoat cac ludng xur Iy vin ban theo quy trinh nghiép
vu dic thu cua ting don vi tng theo ting vai trd. Mdi don vi sé& thuc hién khai
bao dinh nghia quy trinh riéng.

Str dung giai phap xay dung ludng quy trinh tuén theo chuan BPMN 2.0.

Cho phép xuat va nhap (export/import) dé dang cac ludng quy trinh da duoc
dinh nghia theo chuan MPMN 2.0.

Cho phép quan tri hé théng cua tung don vi co thé dé dang dinh nghia mot
quy trinh moi, import vao h¢ thong dé co thé sir dung riéng cho don vi minh. Tuy
ting thoi diém, nhu cau trién khai, quan tri hé théng mirc don vi ¢6 thé dé dang
cap nhat 1u0ng quy trinh dang chay khac.

Mot sb ludng quy trinh co ban, nha thau thuyét minh mo ta dé dap tng nhu
cau str dung cua ngudi ding:

+ Quy trinh xtr Iy van ban dén, van ban di;

+ Quy trinh xr Iy vdn ban giao nhiém vu;

+ Quy ky sd, xac thuc ky sb.

7. Yéu ciu két néi truc lién thong vin ban qudc gia va giira cac hé thong
quén 1y vin ban diéu hanh.

Hé thong can tuan thu quy dinh ma dinh danh theo Thong tu 10/2016/TT-
BTTTT, dap (mg quy dinh m&i vé quan ly ma dinh danh lién thong gui nhan van
ban, dam bao dap umg quy chuén vé cau trac mi dinh danh va dap ung vé hiéu
nang khi trién khai phan mém mé rong.

Nha thau dua giai phap két ndi lién thong lién thong van ban quéc gia va
giita cac hé thong quan 1y vin ban diéu hanh dam bao két ndi den

+ Cac don vi sy nghiép trong tinh Thai Nguyén: Két ndi lién thong voi hé
théng Quan 1y vin ban va diéu hanh cta cac don vi sy nghiép thudc tinh Thai



nguyén dang sir dung phin mém thong qua truc lién thong dé trao doi dit licu, g
nhan van ban gitta UBND, HDND tinh va cac don vi tryc thudc trong tinh.

+ Két ndi trao ddi van ban véi Van phong Chinh phu, cdc bd ban nganh va
cac co quan, don vi bén ngoai, cic UBND, HDND, UBND xa phuong trong ca
nudc qua tryc lién thong vin ban qudc gia.

8. Yéu ciu vé tich hop va trién khai chir ky so

- Bao dam viéc ky sb va kiém tra chir ky s6 tuan thi theo cac quy dinh hién hanh.
Hé théng quan 1y van ban tich hop ky s sir dung ki s ctia Ban co yéu chinh phu
va mot s6 chir ky dién tr do cac nha cung cép khac:

+ Ddi voi ban Web sir dung ki s6 Token, CA, SmartCA, Sign Server.

+ Poi voi hé théng trén thiét bi di dong (App mobile ) sir dung ki sé sim
Mobile PKI, SmartCA.

+ Hinh anh ki s ty dong tim dén dtng vi tri ki s6

+ Cho phép ky s trén cac file dinh dang doc, docx, pdf.

9. Yéu ciu danh sich chirc ning cin c6 ciia phan mém

Danh sach chvrc nang can dap wrng:



Danh séach chtrc nang duoc liét ké theo bang sau:

R L ., . , Tac nhan . e v ik
STT Tén chirc nang Tén tac nhan chinh h Mo ta chi tiet
phu
A | PHAN HE WEB
I |CAC CHUC NANG DUNG
CHUNG

1 | Thong tin dang nhép Quan tri hé théng, 1. Pang nhap sir dung tai khoan/mat khau
Lanh dao don vi, lanh
dao phong/ban/trung
tam Chuyén vién, Van
thu

II | QUAN TRI HE THONG

2 | Khai bao chirc ning hé thong Quan tri hé théng . Thém khai bao churc nang

0 3 N L A~ WD

. Sura khai bao chtrc nang

. X06a khai bao chtrc ning

. Xem danh sach quyén gan voi menu chirc ning
. Thay d6i th tu chtrc ning

. Tim kiém chirc ning

. Gan chuc nang cho don vi

. Huy gén chtric ndng cho don vi




STT

Tén chirc nang

Tén tac nhan chinh

Tac nhan
phu

Mo ta chi tiét

Khai bao don vi

Quan tr1 hé théng

0 3 N L A~ WD

. Thém mo1 don vi

. Stra don vi

. Khai bao noi dung

. Kich hoat box hop tin trang chu

. Huy kich hoat box hop tin trang chu
. Sap xép box hop tin trang chu

. Tim kiém don vi

. Cap nhat tht tu don vi

Quan ly truy cap menu theo role

Quan tri hé théng

A W N =

. Gan quyeén truy cap menu cho role

. Gan quyén khong dugc truy cap menu cho role

. Hiy gan quyén truy cap menu cho role

. Huy gan quyén khong duoc truy cip menu cho role

Quan 1y nguoi dung

Quan tri hé théng

~N N LD W N~

. Tim kiém ngudi dung theo tai khoan

. Tim kiém ngudi dung theo ho va tén

. Thém md&i nguoi dung

. Stra thong tin nguoi dung

. X6a nguoi dung

. Thiét 1ap trang thai khong hoat dong v&i nguoi ding
. Export danh sach nguoi dung




STT

Tén chirc nang

Tén tac nhan chinh

Tac nhan
phu

Mo ta chi tiét

Khai bdo nguoi dung - Role

Quan tr1 hé théng

. Tim kiém ngudi dung theo tai khoan dé gan

. Tim kiém ngudi dung theo téndé gan

. Tim kiém quyén dé gan

. Tim kiém don vi dé gan

. Gan quyén cho nguoi ding

. Gan dong thoi nhiéu hodc tat ca ca quyén cho nguoi ding
. X6a quyén da gan cho nguoi dung

0 3 N L A~ WD

. Xem danh sach cac quyén di gan cho nguoi dung

Quaén 1y nhém nguoi dung

Quan tri hé théng

. Tim kiém nhom ngudi ding
. Thém md&i nhém nguoi dung
. Sura thong tin nhom ngudi dung

A W N =

. X6a nhom nguoi dung

Gén role vao nhém nguoi dung

Quan tri hé théng

. Tim kiém quyén dé gan
. Thém mdi quyén cho nhém nguoi ding
. X6a quyén da gan cho nhém nguoi ding

A W N =

. Xem danh sach cac quyén di gan cho nhom nguoi dung

Gén nguoi dung vao nhom ngudi

dung

Quan tri hé théng

. Tim kiém ngudi dung dé gan
. Thém md&i nguoi dung cho nhoém nguoi dung
. X6a nguoi dung da gan cho nhom nguoi dung

B2 W N =

. Xem danh séch céc nguoi dung da gan cho nhém nguoi
dung




STT

Tén chirc nang

Tén tac nhan chinh

Tac nhan
phu

Mo ta chi tiét

10

Tra ctru thong tin truy cap

Quan tr1 hé théng

AW N =

. Tim kiém theo tir ngay (ngay truy cap)

. Tim kiém theo dén ngay (ngay truy cap)
. Tim kiém theo chtrc ning truy cép

. Tim kiém theo tai khoan truy cap

11

Tra ciru thong tin thay doi

Quan tri hé théng

AW N =

. Tim kiém theo ngdy thay d6i - Tir ngay

. Tim kiém theo ngay thay doi - Pén ngay
. Xem danh sach cac thong tin thay doi

. Xem chi tiét thong tin thay doi

12

Khai bao ban hanh ndi bo

Quan tri hé théng

00 3 N L AW

. Tim kiém don vi gdc thyc hién ban hanh noi bo
. Tim kiém don vi dwoc ban hanh t6i

. Cau hinh cho phép ban hanh

. Cau hinh cho phép xem log

. Céu hinh cho phép giao nhiém vu

. Cau hinh cho phép giri thong tin diéu hanh

. Cau hinh cho phép giao viéc

. Xem thong tin khai bdo ban hanh ndi bo

13

Quan tri nguoi dung lién quan

Quan tri hé théng

AN D AW~

. Tim kiém tai khoan ngudi ding gbc

. Tim kiém tai khoan ngudi dung lién quan
. Tim kiém theo tén ngudi ding gbc

. Tim kiém theo tén ngudi ding lién quan

. Tim kiém ngudi dung gde dé gan

. Tim kiém ngudi dung lién quan dé gan




STT

Tén chirc nang

Tén tac nhan chinh

Tac nhan
phu

Mo ta chi tiét

. Gan thém nguoi dung lién quan
. Xem danh sach nguoi dung lién quan

I

QUAN TRI VAN BAN

14

Khai bao Luong xtr 1y van ban

Quan tri hé théng

00 3 N L A~ WD

. Thém moi ludng xir 1y vin ban

. Cap nhat ludng xur 1y van ban

. Xem danh séch lich st cap nhat ludng xt 1y
. Xem danh sach cac ludng xir 1y vin ban

. Tim kiém theo tén ludng xir Iy

. Tim kiém theo mo ta

. Tim kiém theo Process ID

. X6a ludng xir Iy vin ban

15

Xem thong tin cac nhanh xu ly
ctia 1 luéng van ban

Quan tri hé théng

AN L AW~

. Xem danh sach cac nhanh xu ly

. Cép nhéat nhanh xu 1y van ban

. X6a nhanh xur Iy van ban

. Tim kiém theo tén tac vu

. Tim kiém theo ham 14y danh sach

. Tim kiém theo tén gié tri khi chuyén




STT

Tén chirc nang

Tén tac nhan chinh

Tac nhan
phu

Mo ta chi tiét

. Tim kiém theo ngay sira
. Xem danh sach theo sb ban ghi trén trang

16

Gan quyén khdi tao ludng quy
trinh

Quan tri hé théng

00 3 N L B~ WD

. Xem danh sach cac ludng quy trinh

. Gan quyén start ludng quy trinh

. Gan don vi 4p dung ludng quy trinh

. Gan hinh thic 4p dung ludng quy trinh
. Gan linh vyc ap dung ludng quy trinh

. Gan d6 mat ap dung ludng quy trinh

. Gan d¢ khan ap dung ludng quy trinh

. X6a thong tin khai tao ludng quy trinh

17

Khai bao ham iy danh sach
nguoi nhan

Quan tri hé théng

~N N L bW N~

. Thém m&i ham 14y danh sach ngudi nhan

. Cap nhat ham ldy danh sach ngudi nhan

. X6a ham ldy danh sach nguoi nhan

. Xem danh sach ham lay danh sach ngudi nhan
. Tim kiém theo tén ham

. Tim kiém theo ngay sira

. Xem danh sach theo sb ban ghi trén trang




STT

Tén chirc nang

Tén tac nhan chinh

Tac nhan
phu

Mo ta chi tiét

18

Khai bao Hinh thirc van ban

Quan tr1 hé théng

0 3 N L A~ WD

. Thém mo1 Hinh thirc van ban

. Stra Hinh thirc van ban

. X6a Hinh thirc van ban

. X6a dong thoi nhiéu hinh thtrc, tat ca cac hinh thirc vin ban
. Xem danh sach hinh thtrc van ban

. Tim kiém theo tén hinh thtrc van ban

. Xem danh sach theo s ban ghi trén trang

. Cap nhat Hinh thuc van ban béng file excel

19

Khai bao Linh vuc van ban

Quan tri hé théng

~N N LD AW N~

. Thém moi linh vuc van ban

. Stra linh vuc van ban

. X6a linh vuc van ban

. X0a déng thoi nhiéu linh vue, tat ca cac linh vuc van ban
. Xem danh sach linh vuc van ban

. Tim kiém theo tén linh vuc van ban

. Xem danh sach theo s ban ghi trén trang

20

Khai bao Do khan

Quan tri hé théng

~N N L W N~

. Thém m&i d6 khan vin ban

. Stra d6 khén vin ban

. X6a d6 khan van ban

. Xoa d@)ng thoi nhiéu d6 khan, tat ca cac dd khan van ban
. Xem danh sach d¢ khan van ban

. Tim kiém theo tén d¢ khan van ban

. Xem danh s4ch theo sb ban ghi trén trang




STT

Tén chirc nang

Tén tac nhan chinh

Tac nhan
phu

Mo ta chi tiét

21

Khai bao B mat

Quan tr1 hé théng

~N N LD AW N

. Thém mo1 dd mat van ban

. Stra d0 mat van ban

. X06a do mat van ban

. X0a déng thoi nhiéu do mat, tit ca cac do mat vian ban
. Xem danh sach do mat van ban

. Tim kiém theo tén do mat van ban

. Xem danh sach theo s ban ghi trén trang

22

Khai bao Hinh thirc chuyén

Quan tri hé théng

AW N =

. Thém moi hinh thirc chuyén van ban

. Sira hinh thirc chuyén vin ban

. X6a hinh thitc chuyén vian ban

. X6a dong thoi nhiéu hinh thirc chuyén, tat ca cac hinh thirc

chuyén van ban

S.
6.
7.

Xem danh sach hinh thirc chuyén vin ban
Tim kiém theo tén hinh thirc chuyén vin ban
Xem danh sach theo s ban ghi trén trang

23

Khai bdo Pon vi bén ngoai

Quan tri hé théng

1.
2.
3.
4.

Thém md&i don vi bén ngoai

Stra don vi bén ngoai

Xoa don vi bén ngoai

X6a dong thoi nhiéu hinh thirc chuyén, tat ca cac don vi

bén ngoai

S.
6.
7.

Xem danh sach don vi bén ngoai
Tim kiém theo tén don vi
Tim kiém theo dia chi




STT

Tén chirc nang

Tén tac nhan chinh

Tac nhan
phu

Mo ta chi tiét

8.
9.

Tim kiém theo email
Xem danh séch theo sb ban ghi trén trang

24

Quan tri sO6 van ban dén

Quan tri hé théng, Van
thu

00 3 N D AW~

. Thém méi s6 van ban dén

. Tim kiém nguoi dung dé gan theo ddi van ban

. Tim kiém nguoi ding dé gan quan tri s6 vin ban
. Stra 56 vin ban

. X6a s6 van ban

. Xuit file excel s6 van ban

. Xuit file word sb van ban

. Tim kiém sb vin ban dén

25

Quan tri s6 van ban di

Quan tri hé théng, Van
thu

~N N L W N

. Thém méi s6 van ban di

. Tim kiém nguoi dung dé gan theo ddi van ban

. Tim kiém nguoi dung dé gan quan tri s6 vin ban
. Thém mAu s ky hiéu van ban di

. Sira s6 van ban

. X6a s6 van ban

. Xuat file excel s6 van ban




Tac nhan

STT Tén chirc nang Tén tac nhan chinh b MBS ta chi tiét
phu
8. Xut file word s6 van ban
9. Tim kiém s6 vin ban di
IV | KHAI BAO NHOM NHAN
VAN BAN
26 | Quan ly danh sdch nhom don vi | Van thu, Lanh dao, 1. Xem danh sach nhom don vi nhan
nhan Chuyén vién 2. Thém ma&1 nhoém don vi nhan
3. Stra nhom don vi nhan
4. X6a nhom don vi nhan
5. Gan don vi vao nhom
27 | Quan ly danh sdch nhom nguoi | Van thu, Lanh dao, 1. Xem danh sach nhoém ngudi nhan xir 1y
nhan xu ly Chuyén vién 2. Thém mdi1 nhém ngudi nhan xu ly
3. Stra nhdm ngudi nhan xur ly
4. X6a nhém nguoi nhan xu ly
5. Gan nguoi dung vao nhom
V | QUAN LY VAN BAN PI




STT

Tén chirc nang

Tén tac nhan chinh

Tac nhan
phu

Mo ta chi tiét

28

(VT) Quan 1y danh sach van ban
di du thao

Van thu

1. Tim kiém danh sach VB di duy thao theo s6 ky hiéu

2. Tim kiém danh sach VB di du thao theo trich yéu

3. Tim kiém danh sach VB di du thao theo don vi soan théo
4. Tim kiém danh sach VB di dy thao theo ngay soan thao
5. Xem danh sach van ban di du thao

6. Xem danh sach vin ban di du thao theo s6 lugng ban ghi
trén trang

~J

. Phan trang dir liéu danh sach van ban di du thao

o0

. Tai file van ban

29

(VT) Xt ly nhanh véan ban di du
thao

Van thu

. Xem thong tin van ban

. Luu ho so van ban

. Tao viéc tir van ban

. Panh d4u van ban

. Bo danh dau van ban

. Xem nhanh file van ban

. Nén va tai tit c file vin ban

00 I N L A~ W N

. Xem lich st xir Iy van ban

30

(VT) Xem chi tiét van ban di du
thao

Van thu

. Xem thong tin van ban
. Xem nhanh file van ban
. Xem lich st cua tung file van ban

AW N =

. Nén va tai toan b file van ban




STT

Tén chirc nang

Tén tac nhan chinh

Tac nhan
phu

Mo ta chi tiét

31

(VT) Xtr 1y van ban di dy thao

Van thu

0 3 N L A~ WD

. Luu nhép van ban

. Ban hanh van ban di

. Luu ho so véan ban di du thao

. Tao viéc tir van ban di du thao

. X0a van ban di du thao

. Panh diu van ban di du thao

. B6 danh dau van ban di du thao

. Chuyén vin ban di dy thao theo ludng xir Iy di cau hinh

32

(VT) Quan ly danh sach van ban
di cho xu ly

Van thu

AN D W =

. Tim kiém danh sach VB di cho xtr Iy theo sé ky hiéu

. Tim kiém danh sach VB di cho xir 1y theo trich yéu

. Tim kiém danh sach VB di chd xtr 1y theo don vi soan thao
. Tim kiém danh sach VB di cho xtr Iy theo ngay soan thao

. Xem danh sich van béan di cho xu ly

. Xem danh sach van ban di chd xtr 1y theo s6 lugng ban ghi

trén trang

(eI |

. Phan trang dir liéu danh sach van ban di cho xtr ly
. Tai file van ban

33

(VT) Xt Iy nhanh van ban di cho
xu ly

Van thu

. Xem thong tin van ban
. Luu hd so van ban

. Tao viéc tir van ban

. Panh diu van ban

. B6 danh dau vin ban

. Xem nhanh file van ban




STT

Tén chirc nang

Tén tac nhan chinh

Tac nhan
phu

Mo ta chi tiét

. Nén va tai tat ca file van ban
. Xem lich str xtr Iy van ban

34

(VT) Xem chi tiét vin ban di cho
xu ly

Van thu

A W N =

. Xem thong tin van ban

. Xem nhanh file van ban

. Xem lich st cua tung file van ban
. Nén va tai toan bo file van ban

35

(VT) Xt 1y vin ban di cho xtr Iy

Van thu

0 9 N L AW N

. Luu nhép van ban

. Ban hanh van ban di

. Luu ho so van ban di cho xur 1y

. Tao viéc tr van ban di cho xu 1y

. X06a van ban di cho xur ly

. Panh dau van ban di cho xir Iy

. Bo dénh dau van ban di cho xur 1y

. Chuyén vin ban di cho xir Iy theo ludng xir 1y d4 céu hinh




STT

Tén chirc nang

Tén tac nhan chinh

Tac nhan
phu

Mo ta chi tiét

36

(VT) Quan 1y danh sach van ban
di da xu ly

Van thu

1. Tim kiém danh sach VB di d3 xir 1y theo sé ky hiéu

2. Tim kiém danh sach VB di da xir 1y theo trich yéu

3. Tim kiém danh sach VB di d3 xur 1y theo don vi soan thao
4. Tim kiém danh sach VB di da xir 1y theo ngdy soan thao
5. Xem danh sach van béan di da xu ly

6. Xem danh sach vin ban di da xt 1y theo s6 luong ban ghi
trén trang

~J

. Phan trang dir liéu danh sach van ban di da xu 1y

o0

. Tai file van ban

37

(VT) Xtr Iy nhanh van ban di da
xu ly

Van thu

1. Xem thong tin van ban

2. Xo6a van ban di da xu ly

3. Panh dau van ban di d xir Iy

4. Bo danh dau van ban di da xu 1y

38

(VT) Xem chi tiét vin ban di da
xu ly

Van thu

1. Xem thong tin van ban

2. Xem nhanbh file van ban

3. Xem lich str cta tung file van ban
4. Nén va tai toan b0 file van ban

39

(VT) Cap nhat van ban di da xu
ly

Van thu

. Cap nhat van ban
. Luu ho so vin ban di da xir Iy
. Tao viéc tr van ban di da xu ly

1
2

3

4. Xo6a van ban di da xu ly

5. Panh dau van ban di da xir ly
6

. Bo dénh dau van ban di da xu ly




STT

Tén chirc nang

Tén tac nhan chinh

Tac nhan
phu

Mo ta chi tiét

40

(VT) Quan 1y danh sach van ban
di da phat hanh

Van thu

1. Tim kiém danh sach VB di da phat hanh theo s6 ky hiéu
2. Tim kiém danh sach VB di d3 phat hanh theo trich yéu

3. Tim kiém danh sach VB di da phat hanh theo don vi soan
thao

4. Tim kiém danh sach VB di da phat hanh theo ngay soan
thao

5. Xem danh sach van ban di da phat hanh

6. Xem danh sach van ban di da phat hanh theo s6 luong ban
ghi trén trang

7. Phan trang dr liéu danh sach van ban di da phat hanh

o0

. Tai file van ban

41

(VT) Xtr ly nhanh van ban di da
phat hanh

Van thu

. Xem thong tin van ban

. Luu hd so van ban

. Tao viéc tir van ban

. Danh dau vin ban

. B6 danh d4u van ban

. Xem nhanh file van ban

. Nén va tai tat ca file van ban

0 9 N L AW N

. Xem lich str xtr Iy van ban

42

(VT) Xem chi tiét van ban di da
phat hanh

Van thu

. Xem thong tin van ban
. Xem nhanh file van ban
. Xem lich str cua tung file van ban

B2 W N =

. Nén va tai toan bd file van ban




STT

Tén chirc nang

Tén tac nhan chinh

Tac nhan
phu

Mo ta chi tiét

43

(VT) Xt ly lai van ban di da phat
hanh

Van thu

AN W =

. Cap nhat van ban

. Luu hd so van ban di da phat hanh

. Tao vi¢c tir van ban di da phat hanh

. X6a van ban di da phat hanh

. Panh dau van ban di da phéat hanh

. Bo danh dau vin ban di da phat hanh

44

(LD,CV) Quan ly danh sach van
ban di cho xu ly

Lanh dao, chuyén vién

AN N B W N =

. Tim kiém danh sach VB di cho xir 1y theo s6 ky hiéu

. Tim kiém danh sach VB di cho xtr Iy theo trich yéu

. Tim kiém danh sach VB di cho xir Iy theo don vi soan thao
. Tim kiém danh sach VB di cho xtr Iy theo ngay soan thao

. Xem danh sach van ban di cho xu ly

. Xem danh sach vian ban di cho xtr I theo s6 lwong ban ghi

trén trang

7
8

. Phan trang dr li€u danh sach van ban di cho xur 1y
. Tai file van ban

45

(LD,CV) Xt 1y nhanh van ban di
cho xtr ly

Lanh dao, chuyén vién

1
2
3
4
5
6
7
8

. Xem thong tin van ban

. Luu hd so van ban

. Tao viéc tir van ban

. Panh dau vin ban

. Bo danh diu vin ban

. Xem nhanh file van ban

. Nén va tai tat ca file van ban
. Xem lich str xtr Iy van ban




STT

Tén chirc nang

Tén tac nhan chinh

Tac nhan
phu

Mo ta chi tiét

46

(LD,CV) Xem chi tiét vin ban di
cho xu ly

Lanh dao, chuyén vién

AW N =

. Xem thong tin van ban

. Xem nhanh file van ban

. Xem lich st cta tung file van ban
. Nén va tai toan bo file van ban

47

(LD,CV) Xt ly van ban di cho xtr
ly

Lanh dao, chuyén vién

00 I N L kA~

. Luu nhép van ban

. Két thuc vin ban di

. Luu ho so van ban di cho xur 1y

. Tao vi€c tr van ban di cho xu 1y

. X06a van ban di cho xu ly

. Panh d4u van ban di cho xt 1y

. Bo danh dau vin ban di cho xir Iy

. Chuyén vin ban di cho xir 1y theo ludng xir Iy da cu hinh

48

(LD,CV) Quan ly danh sach van
ban di da xu ly

Lanh dao, chuyén vién

AN D AW N~

. Tim kiém danh sach VB di da xt Iy theo sb ky hiéu

. Tim kiém danh sach VB di da xtr Iy theo trich yéu

. Tim kiém danh sach VB di da xu 1y theo don vi soan thao
. Tim kiém danh sach VB di d3 xtr Iy theo ngay soan thao

. Xem danh sich van ban di da xu ly

. Xem danh sach vin ban di da xtr I theo s6 lwong ban ghi

trén trang

7.
8.

Phan trang dir li¢u danh sach van ban di da xu 1y
Tai file van ban




STT

Tén chirc nang

Tén tac nhan chinh

Tac nhan
phu

Mo ta chi tiét

49

(LD,CV) Xt 1y nhanh van ban di
da xu ly

Lanh dao, chuyén vién

0 3 N L A~ WD

. Xem thong tin van ban

. Luu hd so van ban

. Tao viéc tir van ban

. Panh d4u vin ban

. Bé danh dau van ban

. Xem nhanh file van ban

. Nén va tai tat ca file van ban
. Xem lich st x1r Iy van ban

50

(LD,CV) Xem chi tiét vin ban di
da xu ly

Lanh dao, chuyén vién

AW NN =

. Xem thong tin van ban

. Xem nhanh file van ban

. Xem lich st cua tung file van ban
. Nén va tai toan b file van ban

51

(LD,CV) Quan ly danh sach van
ban di da phat hanh

Lanh dao, chuyén vién

p—

2.
3.

. Tim kiém danh sach VB di da phat hanh theo s6 ky hiéu
Tim kiém danh sach VB di dd phat hanh theo trich yéu
Tim kiém danh sach VB di da phat hanh theo don vi soan

thao

4

. Tim kiém danh sach VB di d3 phat hanh theo ngay soan

thao

5
6

. Xem danh sach van ban di da phat hanh
. Xem danh sach vin ban di da phat hanh theo s6 luong ban

ghi trén trang

7
8

. Phén trang dit li¢u danh sach van ban di da phat hanh
. Tai file van ban




STT

Tén chirc nang

Tén tac nhan chinh

Tac nhan
phu

Mo ta chi tiét

52

(LD,CV) Xt 1y nhanh van ban di
da phat hanh

Lanh dao, chuyén vién

. Xem thong tin van ban

. Luu hd so van ban

. Tao viéc tir van ban

. Panh d4u vin ban

. Bé danh dau van ban

. Xem nhanh file van ban

. Nén va tai tat ca file van ban

0 3 N L A~ WD

. Xem lich st x1r Iy van ban

53

(LD,CV) Xem chi tiét vin ban di
da phat hanh

Lanh dao, chuyén vién

. Xem thong tin van ban
. Xem nhanh file van ban
. Xem lich st cua tung file van ban

A W N =

. Nén va tai toan b file van ban

54

Quan 1y xin y kién van ban di

Nguoi dung duoc
phan quyén

. Xem danh sach y kién van ban di

. Xin y kién vin ban di

. Tim kiém theo don vi dé loc chon nguoi mubn xin y kién

. Tim kiém theo tai khoan dé loc chon ngudi mudn xin y kién
. Tim kiém theo ho tén dé loc chon ngudi mudn xin ¥ kién

AN D AW N~

. Tim kiém theo chtrc danh dé loc chon ngudi muén xin y
kién

7. Xem danh sach nguoi dung dé chon ngudi mudn xin ¥ kién
8. Cho y kién van ban di

VI

QUAN LY VAN BAN DEN




STT

Tén chirc nang

Tén tac nhan chinh

Tac nhan
phu

Mo ta chi tiét

55

(VT) Quan 1y danh sach van ban
dén can vao sb

Van thu

0 3 N L A~ WD

. Tim kiém danh sach VB theo s6 ky hiéu

. Tim kiém danh sach VB theo trich yéu

. Tim kiém danh sach VB theo co quan ban hanh

. Tim kiém danh sach VB theo ngay VB

. Xem danh sach van ban

. Xem danh sach vin ban theo s6 lugng ban ghi trén trang
. Phan trang dr liéu danh sach van ban

. Tai file van ban

56

(VT) Xt 1y nhanh vin ban dén
can vao s

Van thu

00 3 N L A~ WD

. Xem thong tin van ban

. Luu ho so vin ban

. Tao viéc tir van ban

. Panh d4u van ban

. B6 danh d4u van ban

. Xem nhanh file van ban

. Nén va tai tat ca file van ban
. Xem lich st xir Iy van ban

57

(VT) Xem chi tiét vdn ban dén
can vao so

Van thu

AW N =

. Xem thong tin van ban

. Xem nhanh file van ban

. Xem lich str cua tung file van ban
. Nén va tai toan b file van ban




STT

Tén chirc nang

Tén tac nhan chinh

Tac nhan
phu

Mo ta chi tiét

58

(VT) Xt Iy vin ban dén can vao

sO

Van thu

0 3 N L A~ WD

. Gén van ban lién quan

. Tim kiém ngudi dung dé chuyén
. Tim kiém don vi dé chuyén

. Chon don vi nhan theo nhém

. Chon nguo1 nhan theo nhom

. Tu dong giao viéc

. Chuyén xir Iy

. Cho ¥ kién

59

(VT) Quan ly danh sach van ban

dén du thao

Van thu

00 3 N L A~ WD

. Tim kiém danh sach VB theo s6 ky hiéu

. Tim kiém danh sach VB theo trich yéu

. Tim kiém danh sach VB theo co quan ban hanh

. Tim kiém danh sach VB theo ngay VB

. Xem danh sach van ban

. Xem danh sach van ban theo s6 luong ban ghi trén trang
. Phan trang dir liéu danh sach van ban

. Tai file van ban

60

(VT) Xir Iy nhanh van ban dén dy

thao

Van thu

AN D AW~

. Xem thong tin van ban

. Luu hd so van ban

. Tao viéc tir van ban

. Panh diu van ban

. Bo danh diu vin ban

. Xem nhanh file van ban




STT

Tén chirc nang

Tén tac nhan chinh

Tac nhan
phu

Mo ta chi tiét

. Nén va tai tat ca file van ban
. Xem lich str xtr Iy van ban

61

(VT) Xem chi tiét van ban dén du
thao

Van thu

A W N =

. Xem thong tin van ban

. Xem nhanh file van ban

. Xem lich st cua tung file van ban
. Nén va tai toan bo file van ban

62

(VT) Xt ly vin ban dén du thao

Van thu

0 9 N L AW N

. Gén van ban lién quan

. Tim kiém nguoi dung dé chuyén
. Tim kiém don vi dé chuyén

. Chon don vi nhan theo nhom

. Chon nguo1 nhan theo nhom

. Ty dong giao viéc

. Chuyén xur ly

. Cho ¥ kién




STT

Tén chirc nang

Tén tac nhan chinh

Tac nhan
phu

Mo ta chi tiét

63

(VT) Quan 1y danh sach van ban
dén cho xtr Iy

Van thu

0 3 N L A~ WD

. Tim kiém danh sach VB theo s6 ky hiéu

. Tim kiém danh sach VB theo trich yéu

. Tim kiém danh sach VB theo co quan ban hanh

. Tim kiém danh sach VB theo ngay VB

. Xem danh sach van ban

. Xem danh sach vin ban theo s6 lugng ban ghi trén trang
. Phan trang dr liéu danh sach van ban

. Tai file van ban

64

(VT) Xt 1y nhanh vin ban dén
cho xu ly

Van thu

00 3 N L A~ WD

. Xem thong tin van ban

. Luu ho so vin ban

. Tao viéc tir van ban

. Panh d4u van ban

. B6 danh d4u van ban

. Xem nhanh file van ban

. Nén va tai tat ca file van ban
. Xem lich st xir Iy van ban

65

(VT) Xem chi tiét van ban dén
cho xu ly

Van thu

AW N =

. Xem thong tin van ban

. Xem nhanh file van ban

. Xem lich str cua tung file van ban
. Nén va tai toan b file van ban




STT

Tén chirc nang

Tén tac nhan chinh

Tac nhan
phu

Mo ta chi tiét

66

(VT) Xt Iy vin ban dén cho xur Iy

Van thu

0 3 N L A~ WD

. Gén van ban lién quan

. Tim kiém ngudi dung dé chuyén
. Tim kiém don vi dé chuyén

. Chon don vi nhan theo nhém

. Chon nguo1 nhan theo nhom

. Tu dong giao viéc

. Chuyén xir Iy

. Cho ¥ kién

67

(VT) Quan ly danh sach van ban

dén da xir ly

Van thu

00 3 N L A~ WD

. Tim kiém danh sach VB theo s6 ky hiéu

. Tim kiém danh sach VB theo trich yéu

. Tim kiém danh sach VB theo co quan ban hanh

. Tim kiém danh sach VB theo ngay VB

. Xem danh sach van ban

. Xem danh sach van ban theo s6 luong ban ghi trén trang
. Phan trang dir liéu danh sach van ban

. Tai file van ban

68

(VT) Xir Iy nhanh vian ban dén da

xu ly

Van thu

AN D AW~

. Xem thong tin van ban

. Luu hd so van ban

. Tao viéc tir van ban

. Panh diu van ban

. Bo danh diu vin ban

. Xem nhanh file van ban




STT

Tén chirc nang

Tén tac nhan chinh

Tac nhan
phu

Mo ta chi tiét

. Nén va tai tat ca file van ban
. Xem lich str xtr Iy van ban

69

(VT) Xem chi tiét van ban dén da
xu ly

Van thu

A W N =

. Xem thong tin van ban

. Xem nhanh file van ban

. Xem lich st cua tung file van ban
. Nén va tai toan bo file van ban

70

(VT) Chuyén xt 1y vin ban dén
da xu ly

Van thu

0 9 N L AW N

. Gén van ban lién quan

. Tim kiém nguoi dung dé chuyén
. Tim kiém don vi dé chuyén

. Chon don vi nhan theo nhom

. Chon nguo1 nhan theo nhom

. Ty dong giao viéc

. Chuyén xur ly

. Cho ¥ kién




STT

Tén chirc nang

Tén tac nhan chinh

Tac nhan
phu

Mo ta chi tiét

71

(LD,CV) Quan ly danh sach van
ban dén cho xu 1y

Lanh dao, chuyén vién

0 3 N L A~ WD

. Tim kiém danh sach VB theo s6 ky hiéu

. Tim kiém danh sach VB theo trich yéu

. Tim kiém danh sach VB theo co quan ban hanh

. Tim kiém danh sach VB theo ngay VB

. Xem danh sach van ban

. Xem danh sach vin ban theo s6 lugng ban ghi trén trang
. Phan trang dr liéu danh sach van ban

. Tai file van ban

72

(LDb,CV) Xtr ly nhanh véan ban
dén cho xir Iy

Lanh dao, chuyén vién

00 3 N L A~ WD

. Xem thong tin van ban

. Luu ho so vin ban

. Tao viéc tir van ban

. Panh d4u van ban

. B6 danh d4u van ban

. Xem nhanh file van ban

. Nén va tai tat ca file van ban
. Xem lich st xir Iy van ban

73

(LD,CV) Xem chi tiét van ban
dén cho xur ly

Lanh dao, chuyén vién

AW N =

. Xem thong tin van ban

. Xem nhanh file van ban

. Xem lich str cua tung file van ban
. Nén va tai toan b file van ban




STT

Tén chirc nang

Tén tac nhan chinh

Tac nhan
phu

Mo ta chi tiét

74

(LD,CV) Xir Iy vian ban dén cho

xu ly

Lanh dao, chuyén vién

0 3 N L A~ WD

. Gén van ban lién quan

. Tim kiém ngudi dung dé chuyén
. Tim kiém don vi dé chuyén

. Chon don vi nhan theo nhém

. Chon nguo1 nhan theo nhom

. Tu dong giao viéc

. Chuyén xir Iy

. Cho ¥ kién

75

(LD,CV) Quan ly danh sach van

ban dén da xur ly

Lanh dao, chuyén vién

00 3 N L A~ WD

. Tim kiém danh sach VB theo s6 ky hiéu

. Tim kiém danh sach VB theo trich yéu

. Tim kiém danh sach VB theo co quan ban hanh

. Tim kiém danh sach VB theo ngay VB

. Xem danh sach van ban

. Xem danh sach van ban theo s6 luong ban ghi trén trang
. Phan trang dir liéu danh sach van ban

. Tai file van ban

76

(LDb,CV) Xtr Iy nhanh van ban

dén da xu ly

Lanh dao, chuyén vién

AN D AW~

. Xem thong tin van ban

. Luu hd so van ban

. Tao viéc tir van ban

. Panh diu van ban

. Bo danh diu vin ban

. Xem nhanh file van ban




STT

Tén chirc nang

Tén tac nhan chinh

Tac nhan
phu

Mo ta chi tiét

. Nén va tai tat ca file van ban
. Xem lich str xtr Iy van ban

77

(LD,CV) Xem chi tiét vin ban
dén da xir ly

Lanh dao, chuyén vién

AW N =

. Xem thong tin van ban

. Xem nhanh file van ban

. Xem lich st cua tung file van ban
. Nén va tai toan bo file van ban

78

(LD,CV) Xtr 1y van ban dén da xur
ly

Lanh dao, chuyén vién

0 9 N L AW N

. Gén van ban lién quan

. Tim kiém nguoi dung dé chuyén
. Tim kiém don vi dé chuyén

. Chon don vi nhan theo nhom

. Chon nguo1 nhan theo nhom

. Ty dong giao viéc

. Chuyén xur ly

. Cho ¥ kién

VII

TRA CUU VAN BAN




STT

Tén chirc nang

Tén tac nhan chinh

Tac nhan
phu

Mo ta chi tiét

79

Tra ctru van ban

Lanh dao, chuyén vién

0 3 N L A~ WD

. Tim kiém danh sach VB theo s6 ky hiéu

. Tim kiém danh sach VB theo trich yéu

. Tim kiém danh sach VB theo co quan ban hanh

. Tim kiém danh sach VB theo ngay VB

. Xem danh sach van ban

. Xem danh sach vin ban theo s6 lugng ban ghi trén trang
. Phan trang dr liéu danh sach van ban

. Tai file van ban

80

Xu ly nhanh van ban trong kho
tra ctru

Lanh dao, chuyén vién

00 3 N L A~ WD

. Xem thong tin van ban

. Luu ho so vin ban

. Tao viéc tir van ban

. Panh d4u van ban

. B6 danh d4u van ban

. Xem nhanh file van ban

. Nén va tai tat ca file van ban
. Xem lich st xir Iy van ban

81

Xem chi tiét vin ban trong kho tra
clru

Lanh dao, chuyén vién

A WO -

. Xem thong tin van ban

. Xem nhanh file van ban

. Xem lich str cua tung file van ban
. Nén va tai toan b file van ban

VIII

QUAN LY UY QUYEN




Tac nhan

STT Tén chirc nang Tén tac nhan chinh b MBS ta chi tiét
phu
82 | Quan ly danh sach cu hinh ty | Nguoi dung  duoc 1. Xem danh sach cau hinh uy quyén
quyén phan quyén 2. Phan trang danh sach cu hinh oy quyén

3. Tim kiém theo ngudi ty quyén
4. Tim kiém theo ngudi dugc iy quyén

83 | Quan Iy cu hinh Gy quyén Nguoi dung duoc 1. Thém méi uy quyén

phan quyén 2. Chon ngudi dé gan cau hinh iy quyén theo don vi

3. Chon nguoi dé gan ciu hinh ty quyén theo tai khoan
4. Chon ngudi dé gan cu hinh ty quyén theo ho va tén
5. Sira cAu hinh uy quyén
6. Xéa 1 cau hinh uy quyén

84 | Quan ly danh sach van ban uy | Nguoi dung duogc . Tim kiém danh sach VB theo s6 ky hiéu

quyén

phan quyén

0 9 N L WD

. Tim kiém danh sach VB theo trich yéu

. Tim kiém danh sach VB theo co quan ban hanh
. Tim kiém danh sach VB theo ngay VB

. Xem danh sach van ban

. Xem danh sach vin ban theo s6 luong ban ghi trén trang
. Phan trang dir li¢u danh séch van ban
. Tai file van ban




STT

Tén chirc nang

Tén tac nhan chinh

Tac nhan
phu

Mo ta chi tiét

85

Xtr Iy nhanh vin ban iy quyén

Nguoi dung duogc
phan quyén

0 3 N L A~ WD

. Xem thong tin van ban

. Luu hd so van ban

. Tao viéc tir van ban

. Panh d4u vin ban

. Bé danh dau van ban

. Xem nhanh file van ban

. Nén va tai tat ca file van ban
. Xem lich st x1r Iy van ban

86

Xem chi tiét vin ban ty quyén

Nguoi dung duogc
phan quyén

A W N =

. Xem thong tin van ban

. Xem nhanh file van ban

. Xem lich st cua tung file van ban
. Nén va tai toan b file van ban

87

Xt Iy van ban duoc ty quyén

Nguoi dung duoc
phan quyén

0 3 N L A~ WD

. Gén van ban lién quan

. Tim kiém nguoi dung dé chuyén
. Tim kiém don vi dé chuyén

. Chon don vi nhan theo nhom

. Chon nguo1 nhan theo nhom

. Tu dong giao viéc

. Chuyén xur ly

. Cho ¥ kién

IX

BAO CAO VAN BAN




Tac nhan

STT Tén chirc nang Tén tac nhan chinh phu MBS ta chi tiét
88 | Bao cao vin ban dén Nguoi dung duogc 1. Tim kiém theo don vi
phan quyén 2. Tim kiém theo c4 nhan
3. Tim kiém theo khoang thoi gian
4. Xem danh sach van ban theo cac trang thai
5. Xem chi tiét danh sach vb theo cic trang thai
6. Thuc hién xuét excel bao céo
7. Thuc hién xuét pdf
8. Phén trang van ban
89 | Xem chi tiét danh sich vian ban | Nguoi ding  dugc 1 Xem danh séach chi tiét cac van ban theo tiéu chi tong hop
theo so lidu thong ké trong bao | phan quyén 2 Xem danh sach chi tiét cic vin ban theo tiéu chi tong hop
céo tong hop" theo s6 ban ghi trén trang
3 Xuat excel
4 Phan trang danh sach dit liéu van ban
90 | B4o cao tong hop Nguoi dung duoc 1. Tim kiém theo cac tiéu chi
phan quyén 2. Thyc hién xuét excel bao cdo
3. Thyc hién xuét pdf
4. Phan trang van ban
91 | B4o cao tong hop VB dén theo | Nguoi dung duoc . Tim kiém theo don vi
thong tu 01 phan quyén . Tim kiém theo Ngay van ban

. Tim kiém theoHan xir Iy

. Thue hién xuét excel bdo co
. Thuc hién xuét pdf

. Phén trang van ban

AN D AW N~




Tac nhan

STT Tén chirc nang Tén tac nhan chinh b MBS ta chi tiét
phu
92 | B4o cio tong hop VB di theo | Nguoi dung duoc 1. Tim kiém theo don vi
thong tu 01 phan quyén 2. Tim kiém theo Ngay vin ban
3. Tim kiém theo Han xtr Iy
4. Thuc hién xuét excel bao cao
5. Thuc hién xuét pdf
6. Phan trang van ban
93 | B4o cdo van ban chua xu ly Nguoi dung duoc 1. Tim kiém theo khoang thoi gian
phan quyén 2. Tim kiém theo Lanh dao
3. Thuc hién xuét excel bao céo
4. Phan trang van ban
94 | Bdo cdo tinh hinh phat hanh van | Nguoi dung duoc 1. Tim kiém theo don vi
ban di cua don vi phan quyén 2. Tim kiém theo c4 nhan
3. Tim kiém theo khoéang thoi gian
4. Thuc hién xuét excel bao cao
95 | Xem chi tiét danh sach vian ban | Nguoi dung  duoc 1 Xem danh séach chi tiét cac vin ban theo tiéu chi tong hop
theo s6 liéu thong ké trong bao | phan quyén 2 Xem danh sach chi tiét cac vin ban theo tiéu chi tong hop
cdo tinh hinh phat hanh vb di cta theo s4 ban ghi trén trang
don vi 3 Xuit excel
4 Phan trang danh sach dir li¢u van ban
X | QUANLY LICH




Tac nhan

STT Tén chirc nang Tén tac nhan chinh b MBS ta chi tiét
phu
96 | Quan ly lich ca nhan Nguoi dung duogc 1. Xem danh sach lich ¢4 nhan
phan quyén 2. Thém lich ca nhan
3. Stra lich ca nhan
4. Xo6a lich ca nhan
97 | Quan ly phong hop Nguoi dung duoc 1. Xem danh sach phong hop
phan quyén 2. Thém phong hop
3. Sura phong hop
4. Xo6a phong hop
98 | Quan Iy thiét b Nguoi dung duoc 1. Xem danh sach thiét bi
phan quyén 2. Thém thiét bi
3. Sira thiét bi
4. X6a thit bi
99 | Pang ky lich hop Nguoi dung dugc 1. Tim kiém nhén sy dé gan chu tri
phan quyén 2. Tim kiém nhén sy dé gan tham gia
3. Tim kiém phong hop dé gan
4. Luu thong tin dang ky lich hop
100 | Cap nhat lich hop Nguoi dung duoc . Tim kiém nhan sy dé gan chu tri
phan quyén . Tim kiém nhan sy dé gan tham gia

B2 W N =

. Tim kiém phong hop dé gan
. Luu thong tin c@p nhat lich hop




Tac nhan

STT Tén chirc ndng Tén tac nhan chinh b M0 ta chi tiét
phu
101 | Quan ly danh sach lich dang ky | Nguoi dung duoc 1. Tim kiém danh sach dang ky theo phong hop
phan quyén 2. Tim kiém danh sach dang ky theo trang thai
3. Tim kiém danh sach ding ky theo thoi gian (tir ngay)
4. Tim kiém danh sach dang ky theo thoi gian (dén ngay)
5. Tim kiém danh sach dang ky theo tiéu dé
6. Tim kiém danh sach ding ky theo nguoi chu tri
7. Phé duyé¢t lich hop
8. Ttr chéi lich hop
102 | Xem lich don vi Nguoi dung duoc 1. Tim kiém theo dia diém
phan quyén 2. Tim kiém theo tuan
3. Tim kiém theo ngay hién tai
4. Tim kiém theo lich cua toi
5. Xem danh sach lich
XI | THONG TIN PIEU HANH
103 | Quan ly danh sach thong tin diéu | Nguoi  dung  duogc 1. Xem danh sach thong tin diéu hanh da gui
hanh guri phan quyén 2. Tim kiém theo cic tiéu chi
3. Xo6a thong tin diéu hanh
4. Xem danh sach thong tin diéu hanh gui theo s6 ban ghi
104 | Thém mdi thong tin diéu hanh Nguoi dung dugc 1. Tim kiém nguoi dung theo céc tiéu chi dé gan nguoi nhan
phan quyén 2. Xem danh sach nguoi dung dé chon

. X06a nguoi dung da chon




STT

Tén chirc nang

Tén tac nhan chinh

Tac nhan
phu

Mo ta chi tiét

. Luu thong tin diéu hanh
. Gtri tin nhan thong tin diéu hanh

105

Xem thong tin diéu hanh

Nguoi dung duoc
phan quyén

00 3 N D AW~

. Xem danh sach ngudi nhan

. Tim kiém ngudi dung theo danh sach ngudi nhin
. Xem thong tin diéu hanh

. Xem nhanh file word trong thong tin diéu hanh

. Xem nhanh file PDF trong thong tin diéu hanh

. Xem nhanh file Excel trong thong tin diéu hanh

. Tai file tai liéu trong thong tin diéu hanh

. Tai tat ca cac file trong thong tin diéu hanh

106

Chuyén tiép thong tin diéu hanh

Nguoi dung duoc
phan quyén

0 1 N L B~ W N

. Tim kiém ngudi dung theo tén dé gan ngudi nhan

. Tim kiém ngudi dung theo don vi dé gan ngudi nhan
. Xem danh sach nguoi dung dé chon

. Xem danh sach nhém ngudi nhan dé chon

. Tim kiém danh sach di chon

. X06a nguoi dung da chon

. Chuyén tiép thong tin diéu hanh

. Gtri tin nhan thong tin diéu hanh chuyén tiép




Tac nhan

STT Tén chirc nang Tén tac nhan chinh phu MBS ta chi tiét
107 | Tra 15i thong tin diéu hanh Nguoi ding  dugc 1. Tim kiém nguoi dung theo céc tidu chi dé gan nguoi nhan
phan quyén 2. Tim kiém danh sach di chon
3. X6a nguoi dung da chon
4. Tra 10i thong tin diéu hanh
5. Giri tin nhin thong tin diéu hanh tra 10i

108 | Tra 10i tat ca thong tin diéu hanh | Nguoi  dung  duogc . Tim kiém nguoi dung theo tén dé gan ngudi nhan

phan quyén . Tim kiém ngudi dung theo don vi dé gan ngudi nhan
. Xem danh sach nguoi dung dé chon

. Xem danh sach nhém nguoi nhan dé chon

. Tim kiém danh sach da chon

. X06a nguoi dung da chon

. Tra 101 tat ca thong tin diéu hanh

00 I N L AW N

. Gtri tin nhin thong tin diéu hanh tra 101 tat ca

109 | Quan 1y danh sach thong tin diéu | Nguoi  dung  duoc . Xem danh sach thong tin diéu hanh da nhan

hanh nhan phan quyén . Tim kiém theo tir ngay

. Tim kiém theo dén ngay

. Tim kiém theo tiéu dé

. Tim kiém theo ngudi giri

. Tim kiém theo trang thai chua doc

. X6a ting thong tin diéu hanh d4 nhan

. X6a ddng thoi nhiéu thong tin diéu hanh da nhan

. Panh dau dong thoi nhidu thong tin diéu hanh da nhan
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Xem thong tin diéu hanh di nhan

Nguoi dung duogc
phan quyén

0 3 N L A~ WD

. Xem danh sach nguoi nhan

. Tim kiém ngudi dung theo danh sach ngudi nhin
. Xem thong tin diéu hanh

. Xem nhanh file word trong thong tin diéu hanh

. Xem nhanh file PDF trong thong tin diéu hanh

. Xem nhanh file Excel trong thong tin diéu hanh

. Tai file tai liéu trong thong tin diéu hanh

. Tai tat ca cac file trong thong tin diéu hanh

111

Chuyén tiép thong tin diéu hanh

da nhan

Nguoi dung duogc
phan quyén

00 3 N L A~ WD

. Tim kiém nguoi dung theo tén dé gan ngudi nhan

. Tim kiém ngudi dung theo don vi dé gan ngudi nhan
. Xem danh sach nguoi dung dé chon

. Xem danh sach nhém ngudi nhan dé chon

. Tim kiém danh sach di chon

. X06a nguoi dung da chon

. Chuyén tiép thong tin diéu hanh

. Gtri tin nhan thong tin diéu hanh chuyén tiép

112

Tra 10i thong tin didu hanh da

nhan

Nguoi dung duoc
phan quyén

AN D AW~

. Tim kiém nguoi dung theo tén dé gan ngudi nhan

. Tim kiém nguoi dung theo don vi dé gan nguoi nhan
. Xem danh sach nguoi dung dé chon

. Xem danh sach nhém ngudi nhan dé chon

. Tim kiém danh sach di chon

. X6a nguoi dung da chon
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. Tra 101 théng tin diéu hanh
. Gtri tin nhan thong tin diéu hanh tra 10i

113

Tra 10 tat ca thong tin diéu hanh

da nhan

Nguoi dung duoc
phan quyén

00 3 N L B~ WD

. Tim kiém nguoi dung theo tén dé gan ngudi nhan

. Tim kiém ngudi dung theo don vi dé gan ngudi nhan
. Xem danh sach nguoi dung dé chon

. Xem danh sach nhém nguoi nhan dé chon

. Tim kiém danh sach di chon

. X06a nguoi dung da chon

. Tra 10i tat ca thong tin diéu hanh

. Gtri tin nhin thong tin diéu hanh tra 101 tat ca

114

Quan 1y nhém nguot nhan

Nguoi dung duoc
phan quyén

AN D AW

. Tim nguoi dung dé thém vao nhém nguoi nhan

. Thém nhoém nguo1 nhan

. Stra nhdm ngudi nhan

. X6a nhoém ngudi nhan

. Xem danh sach nguoi dung trong nhém

. Tim kiém nguoi dung trong danh sach ngudi nhan trong

nhom

7.
8.

Tim ki€ém nhém ngudi nhin
Xem danh sach nhom nguoi nhan
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Quan 1y danh sach thong tin diéu
hanh da xo0a

Nguoi dung duogc
phan quyén

AN W =

. Xem danh sach thong tin diéu hanh da gui

. Tim kiém theo tir ngay

. Tim kiém theo dén ngay

. Tim kiém theo tiéu dé

. Tim kiém theo loai thong tin diéu hanh

. Xem danh sach thong tin diéu hanh d3 x6a theo s ban ghi

116

Xem thong tin diéu hanh di x6a

Nguoi dung duoc
phan quyén

00 3 N D AW~

. Xem danh sach ngudi nhan

. Tim kiém ngudi dung theo danh sach ngudi nhin
. Xem thong tin diéu hanh

. Xem nhanh file word trong thong tin diéu hanh

. Xem nhanh file PDF trong thong tin diéu hanh

. Xem nhanh file Excel trong thong tin diéu hanh

. Tai file tai liéu trong thong tin diéu hanh

. Tai tat ca cac file trong thong tin diéu hanh

117

Chuyén tiép thong tin diéu hanh
da xoa

Nguoi dung duoc
phan quyén

0 1 N L kWD

. Tim kiém ngudi dung theo tén dé gan ngudi nhan

. Tim kiém nguoi ding theo don vi dé gan nguoi nhan
. Xem danh sach nguoi dung dé chon

. Xem danh sach nhoém ngudi nhan dé chon

. Tim kiém danh sach di chon

. X06a nguoi dung da chon

. Chuyén tiép thong tin diéu hanh

. Gtri tin nhan thong tin diéu hanh chuyén tiép
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Tra 10 thong tin diéu hanh da xoa

Nguoi dung duogc
phan quyén

0 3 N L A~ WD

. Tim kiém nguoi dung theo tén dé gan ngudi nhan

. Tim kiém ngudi dung theo don vi dé gan ngudi nhan
. Xem danh sach nguoi dung dé chon

. Xem danh sach nhém nguoi nhan dé chon

. Tim kiém danh séch da chon

. X6a nguoi dung da chon

. Tra 16i thong tin diéu hanh

. Gtri tin nhan thong tin diéu hanh tra 1oi

119

Tra 10 tat ca thong tin diéu hanh

da xoa

Nguoi dung duogc
phan quyén

00 3 N L A~ WD

. Tim kiém nguoi dung theo tén dé gan ngudi nhan

. Tim kiém ngudi dung theo don vi dé gan ngudi nhan
. Xem danh sach nguoi dung dé chon

. Xem danh sach nhém ngudi nhan dé chon

. Tim kiém danh sach di chon

. X06a nguoi dung da chon

. Tra 10i tat ca thong tin diéu hanh

. Gtri tin nhin thong tin diéu hanh tra 101 tat ca

120

Théng ké giri théng tin diéu hanh

Nguoi dung duoc
phan quyén

AW N =

. Tim kiém theo tir ngay

. Tim kiém theo dén ngay

. Xem danh sach thong tin diéu hanh da gui
. Xuat Excel

XII

QUAN LY CONG VIEC
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STT Tén chirc nang Tén tac nhan chinh b MBS ta chi tiét
phu
121 | Giao viéc Nguoi dung duogc 1. Tim vin ban theo trich yéu dé gan vin ban lién quan
phan quyén 2. Tim vin ban theo s dén dé gan vin ban lién quan

3. Tim vin ban theo don vi ban hanh dé gan vin ban lién quan
4. Tim vin ban theo s6 ky hiéu dé gan van ban lién quan
5. Luu thong tin cong viéc

122 | Xem Danh sach cong viéc can xir | Ngudi  dung  duogc 1. Tim kiém cong viéc theo céc tiéu chi

ly phan quyén 2. Xem danh sach cac cong viéc

3. Phan trang danh sach cong viéc
4. Sap xép theo cac tiéu chi

123 | Tao cong viéc con cho cong viéc | Nguoi dung duoc 1. Tim vin ban theo trich yéu dé gan vin ban lién quan

can xu ly phan quyén 2. Tim vin ban theo sé dén dé gan vin ban lién quan

3. Tim vin ban theo don vi ban hanh dé gan vin ban lién quan
4. Tim vin ban theo s6 ky hiéu dé gan vin ban lién quan
5. Luu thong tin cong viéc

124 | Xem Danh sach cong viéc da giao | Nguoi dung duogc 1. Tim kiém cong viéc theo céc tiéu chi

phan quyén 2. Xem danh sach cac cong viéc da giao

3. Phan trang danh sach cong viéc da giao
4. Sap xép theo cac tiéu chi

125 | Panh gia cong viéc Nguoi dung dugc 1. Céap nhat danh gia cong viéc

phan quyén

[\

. Két thuc danh gia cong viée
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STT Tén chirc nang Tén tac nhan chinh b MBS ta chi tiét
phu
126 | Bao c4o chi tiét ca nhan Nguoi dung duogc 1. Tim kiém theo cac tiéu chi
phan quyén 2. Xem danh sach dir liéu
3. Thuc hién xuét excel bao céo
4. Xem danh sach PDf bao céo
127 | Bao c4o tong hop ca nhan Nguoi dung duoc 1. Tim kiém theo cac tiéu chi
phan quyén 2. Xem danh sach thong ké cong viéc
3. Thuc hién xuét excel bdo céo
4. Xem danh sach PDf bao céo
128 | Xem chi tiét danh sach cong viéc | Nguoi dung  duoc 1. Xem danh sach cong viéc theo sb liéu thong ké trong bao
theo s6 liéu thng ké trong bao | phin quyén c4o tong hop
céo tong hop clia ca nhan 2. Xem danh sach cong viéc theo s6 lugng ban ghi trén trang
3. Xuét danh séach ra file excel
4. Xuat danh sach ra file pdf
129 | Bao c4o chi tiét don vi Nguoi dung duoc 1. Tim kiém theo cac tiéu chi
phan quyén 2. Xem danh sach dir liéu
3. Thuc hién xuét excel bao céo
4. Xuét excel PDf bao c4o
130 | Bao c4o tong hop don vi Nguoi dung duoc . Tim kiém theo céc tiéu chi
phan quyén . Xem danh sach thong ké cong viéc

. Thue hién xuat excel bdo co
. Xuit PDfbdo céo
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STT Tén chirc nang Tén tac nhan chinh b MBS ta chi tiét
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131 | Xem chi tiét danh sach cong viéc | Ngudi dung  duogc 1. Xem danh sach cong viéc theo s lidu thong ké trong bao
theo s6 liéu thng ké trong bao | phin quyén c4o tong hop
c4o tong hop cia don vi 2. Xem danh sach cong viéc theo sb luong ban ghi trén trang
3. Xuat danh sach ra file excel
4. Xuat danh sach ra file pdf
XIII | QUAN LY HO SO CONG
VIEC
132 | Quan ly danh sach Hb so ca nhan | Ngudi  dung  duogc 1. Xem danh sach ho so c4 nhan
phan quyén 2. Tim kiém thong tin theo tén ho so
3. Tim kiém thong tin theo ngay tao
4. Thém thong tin ho so
5. Stra thong tin ho so
6. X6a thong tin hd so
7. Xuat thong tin danh sach hd so ca nhén ra file Excel
8. Xem danh sach ho so ca nhan theo s6 ban ghi
133 | Chia sé ho so cong viéc canhan | Nguoi dung  duoc . Chia sé ho so cong viéc

phan quyén

. Xem danh sach lich str chia sé h6 so cong viéc
. Tim danh séch lich st chia sé ho so cong viéc theo tén
. Tim danh séch lich str chia sé ho so cong viéc theo quyén
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. Tim danh sach lich sir chia sé ho so cong viée theo ngay
chia sé

6. Tim danh sach lich sir chia sé ho so cong viéc theo ngudi
chia s¢
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7. Stra thong tin hd so da chia sé
8. X6a thong tin hd so da chia sé

134 | Chuyén giao hd so cong viéc ca | Nguoi dung  duoc 1. Tim ngudi nhan theo don vi dé gan chuyén giao

nhan phan quyén 2. Tim ngudi nhan theo tai khoan dé gan chuyén giao

3. Tim nguoi nhan theo ho va tén dé gan chuyén giao
4. Gan ngudi nhan va chuyén giao hd so

135 | Quan Iy thong tin Hé so canhan | Ngudi dung  duoc . Xem chi tiét hd so c4 nhan

phan quyén

. Tim kiém thong tin theo tiéu dé

. Tim kiém thong tin theo loai ho so

. Tim kiém thong tin theo ngudi tao

. Tim kiém thong tin theo ngay tao

. Cap nhat thong tin tai liéu trong ho so
. X6a thong tin van ban trong hd so

. X6a thong tin cong viéc trong hd so
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. X6a thong tin tai liéu trong hd so
10. Xuat thong tin ho so ra file Excel




Tac nhan

STT Tén chirc nang Tén tac nhan chinh phu MBS ta chi tiét
136 | Thém méi hd so ca nhan Nguoi dung duogc 1. Xem danh sach cac ho so dé chon gan ho so cha
phan quyén 2. Tim kiém dé gan hd so cha theo tén ho so
3. Tim kiém dé gan ho so cha theo ngay tao
4. Xem danh sach cac hd so dé chon gan ho so cha theo s6
ban ghi lya chon
5. Cap nhat hd so ca nhan
137 | Thém cong viéc vao ho so ca | Nguodi dung duogc 1. Xem danh sach cong viéc dé gan vao ho so
nhéan phan quyén 2. Tim kiém cong viéc dé gan vao ho so theo tén cong viée
3. Tim kiém cong viéc dé gan vao hd so theo nguoi giao
4. Tim kiém cong viéc dé gan vao ho so theo tinh trang
5. Cap nhat coéng viéc vao hd so ca nhin
138 | Thém vin ban vao ho so ca nhan | Ngudi  dung  duogc 1. Xem danh sach vin ban dé gan vao ho so ca nhan
phan quyén 2. Tim kiém vin ban dé gan vao ho so theo trich yéu
3. Tim kiém vin ban dé gan vao ho so theo s6 ky hiéu
4. Tim kiém vin ban dé gan vao ho so theo co quan ban hanh
5. Cap nhat van ban vao hd so ¢4 nhan
139 | Thém tai liéu vao hd so canhan | Ngudi dung duoc 1. Cép nhat tai liéu vao hd so c4 nhan

phan quyén
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STT Tén chirc nang Tén tac nhan chinh phu MBS ta chi tiét
140 | Quan ly danh sach H6 so duoc | Nguoi dung  duogc 1. Xem danh sach ho so dugc chia sé
chia sé phan quyén 2. Tim kiém théng tin theo céc tiéu chi
3. Xem thong tin hd so duoc chia sé
4. Luu hd so duge chia sé vao hd so ¢4 nhan
5. Xuét thong tin danh sach hd so duoc chia sé ra file Excel
6. Xem danh sach ho so dugc chia sé theo s6 ban ghi
141 | Quan Iy thoéng tin HO so duoc | Ngudi dung  duogc 1. Xem chi tiét ho so dugc chia sé
chia sé phan quyén 2. Tim kiém thong tin theocac tiéu chi
3. Cap nhat thong tin tai liéu trong hd so
4. Xem danh sach thong tin hd so dugc chia sé theo s6 ban ghi
142 | Thém méi ho so vao ho so duoc | Nguodi  dung  duogc 1. Xem danh sach céc hd so dé chon gan ho so cha
chia sé phan quyén 2. Tim kiém dé gan ho so cha theo tén ho so
3. Tim kiém dé gan hd so cha theo ngay tao
4. Xem danh sach cac ho so dé chon gan hd so cha theo sd
ban ghi lya chon
5. Cap nhat hd so ¢4 nhan
143 | Thém cong viéc vao ho so duoc | Nguodi  dung  duoc 1. Xem danh sach cong viéc dé gan vao hd so
chia sé phan quyén 2. Tim kiém cong viéc dé gan vao hd so theo cac tiéu chi
3. Cap nhat cong viéc vao hd so ca nhan
144 | Thém vin ban vao hd so duoc | Ngudi dung  duogc 1. Xem danh sach vin ban dé gan vao hd so ¢4 nhan
chia sé phan quyén . Tim kiém vin ban dé gan vao hd so theo cac tiéu chi

. Cap nhat van ban vao ho so c4 nhan




Tac nhan

STT Tén chirc nang Tén tac nhan chinh phu MBS ta chi tiét
145 | Thém tai liéu vao vao ho so duoc | Ngudi  dung  duogc 1. Cap nhat tai liéu vao hd so ca nhan
chia sé phan quyén
146 | Quan ly danh sach Hd so duoc | Nguoi dung  duoc 1. Xem danh sach hé so duoc chuyén giao
chuyén giao phan quyén 2. Tim kiém thong tin theocac tiéu chi
3. Thém thong tin hd so
4. Stra thong tin ho so
5. X6a thong tin ho so
6. Xuat thong tin danh sach ho so duoc chuyén giao ra file
Excel
7. Xem danh sach ho so dugc chuyén giao theo sb ban ghi
147 | Chia sé¢ ho so cong viéc duoc | Nguoi dung duoc 1. Chia sé hd so cong viée
chuyén giao phan quyén 2. Xem danh séach lich sir chia sé hd so cong viée
3. Tim danh sach lich sir chia sé hd so cong viée theo tén
4. Tim danh sach lich st chia sé hd so cong viée theo cac tiéu
chi
5. Stra thong tin hd so di chia sé
6. X6a thong tin hd so di chia sé
148 | Chuyén giao hd so coéng viéc | Ngudi dung duoc 1. Tim ngudi nhan theo céc tiéu chi dé gan chuyén giao
dugc chuyén giao phan quyén 2. Gan ngudi nhan va chuyén giao ho so
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STT Tén chirc nang Tén tac nhan chinh phu MBS ta chi tiét
149 | Quan 1y théng tin HO so duoc | Ngudi dung  duogc 1. Xem chi tiét hd so duoc chuyén giao
chuyén giao phan quyén 2. Tim kiém théng tin theo céc tiéu chi
3. Cap nhat thong tin tai liéu trong hd so
4. X6a thong tin van ban trong ho so
5. Xo6a thong tin cong viéc trong ho so
6. X6a thong tin tai liéu trong ho so
7. Xuét thong tin ho so ra file Excel
150 | Thém méi hd so dugc chuyén | Ngudi dung duoc 1. Xem danh sach céc hd so dé chon gan ho so cha
giao phan quyén 2. Tim kiém dé gan ho so cha theo tén ho so
3. Tim kiém dé gan ho so cha theo ngay tao
4. Xem danh sach cac ho so dé chon gan hd so cha theo sd
ban ghi lya chon
5. Cap nhat ho so duoc chuyén giao
151 | Thém cong viée vao hd so duoc | Nguoi  dung  duoc 1. Xem danh sach cong viéc dé gan vao ho so
chuyén giao phan quyén 2. Tim kiém cong viéc dé gan vao ho so theo tén cong viéc
3. Tim kiém cong viéc dé gan vao hd so theo nguoi giao
4. Tim kiém cong viéc dé gan vao ho so theo tinh trang
5. Céap nhat cong viéc vao ho so duge chuyén giao
152 | Thém vin ban vao hd so duoc | Ngudi dung duogc . Xem danh sach van ban dé gan vao ho so dugc chuyén giao
chuyén giao phan quyén . Tim kiém vin ban dé gan vao ho so theo trich yéu
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. Tim ki€m van ban dé€ gan vao ho so theo s6 ky hi¢u
. Tim kiém van ban dé gan vao ho so theo co quan ban hanh
. Céap nhat van ban vao ho so dugc chuyén giao
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STT Tén chirc nang Tén tac nhan chinh b M@ ta chi tiét
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153 | Thém tai liéu vao hd so duoc | Ngudi dung duogc 1. Cap nhat tai liéu vao ho so dugc chuyén giao
chuyén giao phan quyén
B | PHAN HE MOBILE - I0S
I | Quin ly vin ban dén
1 | Quanly vin ban &éncho xtrly | Nguoi dung hé thong Xem danh sach van ban dén cho xir 1y
Tim kiém vin ban dén cho xir 1y theo s6 ky hiéu
Tim kiém vin ban dén cho xir 1y theo trich yéu
Panh dau van ban dén cho xur 1y
Huy dénh dau vin ban dén cho xu ly
Xem lich st xtr Iy van ban dén cho xtr Iy
2 | Quan Iy Vian ban dén da xir ly Nguoi dung hé théng Xem danh sach van ban dén da xir 1y
Tim kiém van ban dén da xir 1y theo s6 ky hiéu
Tim kiém vin ban dén da xur 1y theo trich yéu
Panh du van ban dén da xir Iy
Huy danh dau vin ban dén da xir ly
3 | Chi tiét van ban dén cho xir Iy Nguoi dung hé thong Xem thong tin vian ban dén chd xir 1y

Xem file dinh kém van ban dén cho xtir Iy

Xem log xir 1y vin ban dén cho xir 1y

Chuyén vin béan trong ludng dén cho xir Iy
Chuyén xtr Iy van ban ngoai luéng dén cho xir Iy
Panh diu van ban dén cho xir Iy
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Huy danh ddu vin ban dén cho xu 1y
Két thiic vin ban dén cho xir Iy

Luu van ban dén cho xu 1y

Nguoi dung hé théng

Xem danh sach cac hd so

Xem danh sach ho so con cua hd so cha
Luu van ban vao hd so

Luu va ban vao hd so va két thuc van ban

Chi tiét van ban dén da xur Iy

Nguoi dung hé théng

Xem thong tin vin ban dén da xu ly

Xem file dinh kém vin ban dén da xir Iy

Chia sé file dinh kém vin ban dén da xir ly

Tai file dinh kém vin ban dén da xir Iy

Xem log xir 1y vin ban dén da xu 1y

Chuyén xtr 1y vin ban ngoai ludng dén da xir ly
Panh diu van ban dén da xir ly

Huy déanh dau van ban dén da xu 1y

Luu van ban dén da xu ly

Nguoi dung hé théng

Xem danh sach céc ho so

Xem danh sach hd so con ciia hd so cha
Luu véan ban vao hd so

Luu v ban vao hd so va két thuc vin ban
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Quan ly van ban di

Quan ly van ban di cho xur 1y

Nguoi dung hé théng

Xem danh sach van ban di cho xu ly

Tim kiém vin ban di cho xir 1y theo s6 ky hiéu
Tim kiém vin ban di cho xir 1y theo trich yéu
Panh ddu van ban di cho xir Iy

Huy danh dau van ban di cho xir 1y

Xem lich str xur Iy van ban di cho xu ly

Quan 1y Van ban di da xu ly

Nguoi dung hé théng

Xem danh sach van ban di da xu ly

Tim kiém vin ban di da xir 1y theo s6 ky hiéu
Tim kiém vin ban di da xir 1y theo trich yéu
Panh dau van ban di da xir ly

Huy danh dau vin ban di da xt ly

Quan 1y Vén ban di da phat hanh

Nguoi dung hé théng

Xem danh sach van ban di da phat hanh

Tim kiém van ban di da phat hanh theo sé ky hiéu
Tim kiém van ban di da phat hanh theo trich yéu
Panh dau vin ban di di phat hanh

Huy dénh dau van ban di da phat hanh
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10

Chi tiét van ban di cho xur 1y

Nguoi dung hé théng

Xem thong tin van ban di cho xu 1y

Xem file dinh kém van ban di cho xu 1y

Xem log xur ly van ban di cho xur 1y

Chuyén vin ban trong ludng di cho xtr 1y
Chuyén xtr Iy van ban ngoai lung di cho xtr 1y
Panh dau van ban di chd xu 1y

Huy danh dau van ban di cho xir 1y

Két thiic van ban di cho xtr 1y

11

Luu van ban di cho xur 1y

Nguoi dung hé théng

Xem danh sach cac hd so

Xem danh sach ho so con cua hd so cha
Luu van ban vao hd so

Luu va ban vao hd so va két thuc van ban

12

Chi tiét van ban di da xu ly

Nguoi dung hé théng

Xem thong tin van ban di da xu ly

Xem file dinh kém van ban di da xur 1y
Chia s¢ file dinh kém van ban di da xu ly
Xem log xur Iy van ban di da xur 1y

Panh ddu van ban di da xir Iy

Huy dénh dau van ban di da xu ly

13

Luu van ban di da xu ly

Nguoi dung hé thong

Xem danh sach céac ho so

Xem danh sach hd so con cta hd so cha
Luu van ban vao ho so

Luu va ban vao hd so va két thuc van ban




STT

Tén chirc nang

Tén tac nhan chinh

Tac nhan
phu

Mo ta chi tiét

14

Chi tiét van ban di da phat hanh

Nguoi dung hé théng

Xem thong tin van ban di da phat hanh

Xem file dinh kém van ban di da phat hanh
Chia sé file dinh kém van ban di da phat hanh
Xem log xtr Iy van ban di da phat hanh

Panh du van ban di da phat hanh

Huy danh dau vin ban di da phéat hanh

15

Luu van ban di da phat hanh

Nguoi dung hé théng

Xem danh sach céc ho so

Xem danh sach hd so con ciia hd so cha
Luu van ban vao ho so

Luu v ban vao hd so va két thuc van ban

I

Tra ciru van ban

16

Danh sach van ban tra ciru

Nguoi dung hé théng

Tim nhanh theo s6 ky hiéu
Tim nhanh theo trich yéu
Xem danh sach van ban

17

Tim kiém nang cao van ban

Nguoi dung hé théng

Tim kiém van ban theo trich yéu

Tim kiém van ban theo s6 ky hiéu

Tim kiém vén ban theo sé dén di

Tim kiém vin ban theo co quan ban hanh
Tim kiém van ban theo hinh thirc van ban
Tim kiém vin ban theo linh vuc

Tim kiém vén ban theo d¢ khan

Tim kiém vin ban theo ngay ban hanh




STT

Tén chirc nang

Tén tac nhan chinh

Tac nhan
phu

Mo ta chi tiét

18

Chi tiét van ban tra cttu

Nguoi dung hé théng

Xem thong tin van ban tra ctru

Xem file dinh kém van ban tra ctru
Tai file dinh kém van ban tra ctru
Chia sé file dinh kém van ban tra ctru
Dénh dau vin ban tra ctru

Huy danh dau vin ban tra ciu

Xem log xtr ly van ban tra ctru

Két thuc van ban

19

Luu van ban

Nguoi dung hé théng

Xem danh sach cac hd so

Xem danh sach ho so con cua hd so cha
Luu van ban vao hd so

Luu va ban vao hd so va két thuc van ban

IV

Danh ba

20

Danh sach danh ba

Nguoi dung hé théng

Xem danh sach danh ba

Tim kiém trong danh ba theo tén ngudi
Tim kiém trong danh ba theo s6 dién thoai
Tim kiém trong danh ba theo dia chi email

Lich don vi

21

Danh sach lich theo tuan

Nguoi dung hé thong

Xem lich theo tuan

Xem lich theo ngay

Chon ngay trong tuan dé xem lich
Chon ngay trong calendar dé xem lich




STT

Tén chirc nang

Tén tac nhan chinh

Tac nhan
phu

Mo ta chi tiét

22

Chi tiét lich

Nguoi dung hé théng

Xem chi tiét thong tin lich
Xem file dinh kém trong lich
Tai file dinh kém van ban
Chia sé file dinh kém

VI

Quan ly cong viéc

23

Cong viéc dugc giao

Nguoi dung hé théng

Tim kiém cong viéc theo tén cong viéc dugc giao
Tim kiém theo trang thai cong viéc

Tim kiém theo loai cong viéc ca nhan/don vi
Xem danh sach cong viéc dugce giao

24

Chi tiét cong viée duoc giao

Nguoi dung hé théng

Xem thong tin chi tiét cong viéc

Xem tinh trang xur Iy ciia ¢4 nhan/don vi dugc giao viéc
Xem thong tin cong viéc con

Xem file dinh kém

Tai file dinh kém

Chia sé file dinh kém

Xem thong tin tién trinh xur 1y

Céap nhat tinh trang cong viéc

25

Cong viéc da giao

Nguoi dung hé théng

Tim kiém cong viéc theo tén cong viéc di giao
Tim kiém theo trang thai cong viéc

Tim kiém theo loai cong viéc ca nhan/don vi
Xem danh sach cong vi¢c da giao




A Al A Tac nhén Az 1k
STT Tén chirc nang Tén tac nhan chinh h Mo ta chi tiet
phu

26 | Chi tiét cong viéc da giao Nguoi dung hé théng Xem thong tin chi tiét cong viéc

Xem tinh trang xur Iy ciia ¢4 nhan/don vi dugc giao viéc
Xem thong tin cong viéc con

Xem file dinh kem

Tai file dinh kém

Chia sé file dinh kém

Xem théng tin tién trinh xtr 1y

Cép nhat thong tin cong viée

27 | Tao médi cong vige Nguoi dung hé théng Chon ¢4 nhan giao viéc
Chon don vi giao viéc
Xoa ca nhan giao viéc
Xba don vi giao vi¢ce
Tao cong vige

28 | Cap nhat tinh trang xur 1y cong | Nguoi dung hé thong Céap nhat tinh trang xt ly cong viéc
viéc

VII | Thong tin diéu hanh

29 | Thong tin diéu hanh nhan Nguoi dung hé théng Xem danh sach thong tin diéu hanh nhan
Tim kiém thong tin diéu hanh theo tir ngay
Tim kiém thong tin diéu hanh theo dén ngay

Tim kiém thong tin diéu hanh theo tiéu dé




STT

Tén chirc nang

Tén tac nhan chinh

Tac nhan
phu

Mo ta chi tiét

30

Chi tiét thong tin diéu hanh nhan

Nguoi dung hé théng

Xem thong tin chi tiét thong tin diéu hanh nhan

Xem ndi dung file dinh kém théng tin diéu hanh nhan

Chia sé file dinh kém thong tin diéu hanh nhin

Tai file dinh kém thong tin diéu hanh nhan

Xem thong tin danh sach nguoi nhan thong tin didu hanh nhan
Chuyén tiép thong tin diéu hanh nhan

Tra 10i thong tin diéu hanh (tra 16i cho 1 ngudi) nhan

Tra 10 tat ca thong tin didu hanh (tra 10i cho tat ca) nhan

31

Thong tin diéu hanh gui

Nguoi dung hé théng

Xem danh sach thong tin diéu hanh gui

Tim kiém thong tin diéu hanh theo tir ngay
Tim kiém thong tin diéu hanh theo dén ngay
Tim kiém thong tin diéu hanh theo tiéu dé

32

Chi tiét thong tin diéu hanh gui

Nguoi dung hé théng

Xem thong tin chi tiét thong tin diéu hanh giri

Xem noi dung file dinh kém thong tin diéu hanh gui

Chia sé file dinh kém thong tin diéu hanh giri

Tai file dinh kém thong tin diéu hanh guri

Xem thong tin danh sach ngudi nhan thong tin diéu hanh gui
Chuyén tiép thong tin diéu hanh gui

Tra 15i thong tin diéu hanh (tra 16 cho 1 ngudi) giri

Tra 10 tat ca thong tin diéu hanh (tra 10i cho tat ca) giri




Tac nhan

STT Tén chirc nang Tén tac nhan chinh b MBS ta chi tiét
phu
33 | Thém méi thong tin diéu hanh | Nguoi dung hé thong Tim kiém ngudi ding theo tén ngudi ding dé chon
Tim kiém ngudi dung theo email ngudi dungdé chon
Tim kiém ngudi dung theo sb dién thoai ngudi dung dé chon
Tim kiém ngudi ding theo tén don vi dé chon
Xo6a nguoi nhan trong ds nhan
Xo6a don vi trong danh sach
Lua chon gtri/khong giri SMS
Gui thong tin diéu hanh méi
VIII | Cai dit hé thong
34 | Thong tin c4 nhan Nguoi dung hé théng Xem thong tin ca nhan cua nguoi dung
35 | Thiét 1ap mic dinh Nguoi dung hé théng Cap nhat man hinh méc dinh khi ddng nhap vao app
IX | Ping xuat
36 | Pang xuat Nguoi dung hé théng Ping xuit tai khoan khoi hé théng
C |PHAN HE MOBILE -
ANDROID
I | Quin ly vin ban dén
1 | Quanly van ban dén cho xirly | Nguoi dung hé théng Xem danh sach vin ban dén cho xir Iy

Tim ki€m van ban dén cho xtr 1y theo s6 ky hi¢u
Tim ki€m van ban dén cho xtr 1y theo trich yéu
Danh dau van ban dén cho xur 1y




STT

Tén chirc nang

Tén tac nhan chinh

Tac nhan
phu

Mo ta chi tiét

Huy danh ddu vin ban dén cho xu 1y
Xem lich st xtr Iy van ban dén cho xtr Iy

Quan Iy Vin ban dén da xir ly

Nguoi dung hé théng

Xem danh sach vin ban dén da xir Iy

Tim kiém vin ban dén da xur 1y theo s6 ky hiéu
Tim kiém vin ban dén da xur 1y theo trich yéu
Panh du van ban dén da xir Iy

Huy d4nh dau van ban dén da xu Iy

Chi tiét van ban dén cho xu 1y

Nguoi dung hé théng

Xem thong tin vin ban dén cho xu 1y

Xem file dinh kém vin ban dén cho xir Iy

Xem log xir 1y vin ban dén cho xir 1y

Chuyén vin ban trong ludng dén cho xir Iy
Chuyén xir Iy van ban ngoai ludng dén cho xu 1y
Panh dau van ban dén cho xur 1y

Huy danh dau vin ban dén cho xur 1y

Két thiic van ban dén cho xir Iy

Luu van ban dén cho xu ly

Nguoi dung hé théng

Xem danh sach céc ho so

Xem danh sach hd so con cta hd so cha
Luu véan ban vao hd so

Luu va ban vao hd so va két thuc van ban




STT

Tén chirc nang

Tén tac nhan chinh

Tac nhan
phu

Mo ta chi tiét

Chi tiét van ban dén da xur 1y

Nguoi dung hé théng

Xem thong tin vin ban dén da xur ly

Xem file dinh kém vin ban dén da xir Iy

Chia sé file dinh kém vin ban dén da xir ly

Tai file dinh kém van ban dén da xur Iy

Xem log xir 1y vin ban dén da xu 1y

Chuyén xir 1y van ban ngoai luong dén da xu 1y
Panh dau vin ban dén da xir Iy

Huy d4nh dau van ban dén da xu Iy

Luu van ban dén da xu ly

Nguoi dung hé théng

Xem danh sach cac hd so

Xem danh sach ho so con cua hd so cha
Luu van ban vao hd so

Luu va ban vao hd so va két thuc van ban

IT

Quan ly van ban di

Quan 1y van ban di cho xur ly

Nguoi dung hé théng

Xem danh sach van ban di cho xu ly

Tim kiém van ban di chd xu 1y theo sd ky hiéu
Tim kiém van ban di chd xt 1y theo trich yéu
Panh du van ban di cho xtr Iy

Huy dénh dau van ban di cho xu 1y

Xem lich str xur Iy van ban di cho xu Iy




STT

Tén chirc nang

Tén tac nhan chinh

Tac nhan
phu

Mo ta chi tiét

Quan ly Van ban di da xu ly

Nguoi dung hé théng

Xem danh sach van ban di da xu 1y

Tim kiém vin ban di da xir 1y theo s6 ky hiéu
Tim kiém vin ban di da xir 1y theo trich yéu
Panh ddu van ban di da xir Iy

Huy dénh dau van ban di da xu ly

Quan 1y Van ban di da phat hanh

Nguoi dung hé théng

Xem danh sach van ban di da phat hanh
Tim kiém vin ban di da phat hanh theo s6 ky hiéu
Tim kiém vin ban di d3 phat hanh theo trich yéu
Panh diu van ban di da phat hanh

Huy danh dau vin ban di da phéat hanh

10

Chi tiét van ban di cho xtr 1y

Nguoi dung hé théng

Xem thong tin van ban di cho xu ly

Xem file dinh kém van ban di cho xtr 1y

Xem log xur Iy van ban di cho xtr 1y

Chuyén vin ban trong ludng di cho xtr 1y
Chuyén xir Iy van ban ngoai ludng di cho xir 1y
Panh ddu van ban di cho xir Iy

Huy dénh dau van ban di cho xu 1y

Két thiic van ban di cho xtr Iy

11

Luu van ban di cho xur ly

Nguoi dung hé thong

Xem danh sach céac ho so

Xem danh sach hd so con cta hd so cha
Luu van ban vao ho so

Luu va ban vao hd so va két thuc van ban




STT

Tén chirc nang

Tén tac nhan chinh

Tac nhan
phu

Mo ta chi tiét

12

Chi tiét van ban di da xu ly

Nguoi dung hé théng

Xem thong tin van ban di da xu ly

Xem file dinh kém van ban di da xu 1y
Chia sé file dinh kém van ban di da xur 1y
Xem log xur Iy van ban di da xur 1y

Panh ddu van ban di da xir Iy

Huy danh dau vin ban di da xir 1y

13

Luu van ban di da xu 1y

Nguoi dung hé théng

Xem danh sach céc ho so

Xem danh sach hd so con ciia hd so cha
Luu van ban vao ho so

Luu v ban vao hd so va két thuc van ban

14

Chi tiét van ban di da phat hanh

Nguoi dung hé théng

Xem thong tin van ban di da phat hanh

Xem file dinh kém van ban di da phat hanh
Chia sé file dinh kém van ban di da phat hanh
Xem log xur Iy van ban di da phat hanh

Panh dau vin ban di di phat hanh

Huy dénh dau van ban di da phat hanh

15

Luu van ban di da phat hanh

Nguoi dung hé théng

Xem danh sach céc ho so

Xem danh sach hd so con ciia hd so cha
Luu véan ban vao hd so

Luu v ban vao hd so va két thuc van ban

I

Tra ciru van ban




STT

Tén chirc nang

Tén tac nhan chinh

Tac nhan
phu

Mo ta chi tiét

16

Danh sach van ban tra ciu

Nguoi dung hé théng

Tim nhanh theo s6 ky hiéu
Tim nhanh theo trich yéu
Xem danh sach van ban

17

Tim ki€m nang cao van ban

Nguoi dung hé théng

Tim kiém vin ban theo trich yéu

Tim kiém vin ban theo s6 ky hiéu

Tim kiém van ban theo sé dén di

Tim kiém van ban theo co quan ban hanh
Tim kiém vin ban theo hinh thirc van ban
Tim kiém vin ban theo linh vuc

Tim kiém vin ban theo d6 khan

Tim kiém vin ban theo ngay ban hanh

18

Chi tiét van ban tra clru

Nguoi dung hé théng

Xem thong tin van ban tra ctru

Xem file dinh kém van ban tra ctru
Tai file dinh kém van ban tra ctru
Chia sé file dinh kém van ban tra ctru
DPanh dau vin ban tra ctru

Huy dénh dau vin ban tra ciru

Xem log xtr ly van ban tra cou

Két thuc van ban

19

Luu van ban

Nguoi dung hé thong

Xem danh sach céc ho so

Xem danh sach hd so con ciia hd so cha
Luu van ban vao ho so

Luu v ban vao hd so va két thuc van ban




Tac nhan

STT Tén chirc ndng Tén tac nhan chinh b M0 ta chi tiét
phu
IV | Danh ba
20 | Danh sach danh ba Nguoi dung hé théng Xem danh sach danh ba
Tim kiém trong danh ba theo tén ngudi
Tim kiém trong danh ba theo s6 dién thoai
Tim kiém trong danh ba theo dia chi email
V | Lich don vi
21 | Danh sach lich theo tuan Nguoi dung hé théng Xem lich theo tudn
Xem lich theo ngay
Chon ngay trong tuan dé xem lich
Chon ngay trong calendar dé xem lich
22 | Chi tiét lich Nguoi dung hé théng Xem chi tiét thong tin lich
Xem file dinh kém trong lich
Tai file dinh kém van ban
Chia sé file dinh kem
VI | Quan ly cong viéc
23 | Cong viéc dugc giao Nguoi dung hé thong Tim kiém cong viéc theo tén cong viéc dugc giao

Tim kiém theo trang thai cong viéc
Tim ki€m theo loai cong viéc cad nhan/don vi
Xem danh sach cong viéc dugce giao




STT

Tén chirc nang

Tén tac nhan chinh

Tac nhan
phu

Mo ta chi tiét

24

Chi tiét cong viéc dugc giao

Nguoi dung hé théng

Xem thong tin chi tiét cong viéc

Xem tinh trang xur Iy ciia ¢4 nhan/don vi dugc giao viéc
Xem thong tin cong viéc con

Xem file dinh kém

Tai file dinh kém

Chia sé file dinh kém

Xem théng tin tién trinh xtr 1y

Cép nhat tinh trang cong viéc

25

Cong viéc da giao

Nguoi dung hé théng

Tim kiém cong viéc theo tén cong viéc di giao
Tim kiém theo trang thai cong viéc

Tim kiém theo loai cong viéc ca nhan/don vi
Xem danh sach cong vi¢c da giao

26

Chi tiét cong viéc da giao

Nguoi dung hé théng

Xem thong tin chi tiét cong viéc

Xem tinh trang x1r Iy ciia ¢4 nhan/don vi dugc giao viéc
Xem thong tin cong viéc con

Xem file dinh kem

Tai file dinh kém

Chia sé file dinh kém

Xem thong tin tién trinh xir Iy

Cap nhat thong tin cong viée




Tac nhan

STT Tén chirc ndng Tén tac nhan chinh b M0 ta chi tiét
phu

27 | Tao mé&i cong viee Nguoi dung hé théng Chon ¢4 nhan giao viéc
Chon don vi giao viéc
Xba cé nhan giao viéc
Xb6a don vi giao viéc
Tao cong vige

28 | Cap nhat tinh trang xur 1y cong | Nguoi dung hé thong Céap nhat tinh trang xt ly cong viéc

viéc

VII | Thong tin diéu hanh

29 | Thong tin diéu hanh nhan Nguoi dung hé théng Xem danh sach thong tin diéu hanh nhan
Tim kiém thong tin diéu hanh theo tir ngay
Tim kiém thong tin diéu hanh theo dén ngay
Tim kiém thong tin diéu hanh theo tiéu dé

30 | Chi tiét thong tin diéu hanh nhan | Nguoi dung hé thong Xem thong tin chi tiét théng tin diéu hanh nhan

Xem ndi dung file dinh kém thong tin diéu hanh nhan

Chia sé file dinh kém thong tin diéu hanh nhan

Tai file dinh kém thong tin diéu hanh nhan

Xem thong tin danh sich ngudi nhan thong tin diéu hanh nhan
Chuyén tiép thong tin diéu hanh nhan

Tra 15i thong tin diéu hanh (tra 16i cho 1 ngudi) nhan

Tra 10 tat ca thong tin didu hanh (tra 10i cho tat ca) nhan




STT

Tén chirc nang

Tén tac nhan chinh

Tac nhan
phu

Mo ta chi tiét

31

Thong tin diéu hanh gui

Nguoi dung hé théng

Xem danh sach thong tin diéu hanh giri

Tim kiém thong tin diéu hanh theo tir ngay
Tim kiém thong tin diéu hanh theo dén ngay
Tim kiém thong tin diéu hanh theo tiéu dé

32

Chi tiét thong tin diéu hanh gui

Nguoi dung hé théng

Xem thong tin chi tiét thong tin diéu hanh giri

Xem noi dung file dinh kém thong tin diéu hanh gui

Chia sé file dinh kém thong tin diéu hanh giri

Tai file dinh kém thong tin diéu hanh guri

Xem thong tin danh sach nguoi nhan thong tin diéu hanh gui
Chuyén tiép thong tin diéu hanh gui

Tra 10i thong tin diéu hanh (tra 16i cho 1 ngudi) giri

Tra 10 tat ca thong tin diéu hanh (tra 101 cho tat ca) giri

33

Thém moi thong tin diéu hanh

Nguoi dung hé théng

Tim kiém ngudi ding theo tén ngudi ding dé chon

Tim kiém ngudi ding theo email ngudi dungdé chon

Tim kiém nguoi dung theo sb dién thoai nguoi dung dé chon
Tim kiém nguoi dung theo tén don vi dé chon

Xo6a nguoi nhan trong ds nhan

Xoa don vi trong danh sach

Lua chon gtri/khong gtri SMS

Guri thong tin diéu hanh méi

VIII

Cai dit hé thong

34

Thong tin ca nhan

Nguoi dung hé théng

Xem thong tin ca nhan cua ngudi dung




Tac nhan

STT Tén chirc nang Tén tac nhan chinh b MBS ta chi tiét
phu
35 | Thiét 1ap mic dinh Nguoi dung hé théng Cép nhat man hinh mac dinh khi dang nhap vao app
IX | Ping xuét
36 | Dang xuat Nguoi dung hé théng Ding xuit tai khoan khoi hé théng




10. Cac yéu cu vé dao tao huéng din sir dung

Nha thau cung cip c6 trach nhiém thuc hién chuyén giao dao tao va hudng dan
st dung cho cac don vi duoc giao quan ly sir dung bang hinh thue tryc tiép hoic truc
tuyén. Viéc thuc hién thyuc hién theo yéu cu cua Chu dau tu.

10.1. Muc tiéu dao tao

Muc dich cta viéc dao tao 1a nham chuyén giao duoc hé théng, dam bao can
b nghi¢p vu quan tri str dung va van hanh khai thac dugc hé théng.

10.2 Néi dung va doi twong dao tao

a. Di tuong dugc dao tao

Quan tri hé théng.

Chuyén vién, can bd nghiép vu sir dung van hanh hé thng.

Téng s6 luong can bd tham gia tap huan: Theo nhu cau nguoi st dung, Du kién
khong vuot qua 10 16p (0.5 ngay), mdi 16p khong vuot qua 100 nguoi. Cac don vi
dugc trién khai ctr can bo ¢6 lién quan.

b. Noi dung ddo tao: Pao tao nghiép vu sir dung van hanh hé thong phan mém
cho chuyén vién, can bo nghi¢p vu stir dung h¢ théng.

10.3. Hinh thirc dao tao

Nha thau cung cap hoc liéu chi tiét dudi hinh thuc tai liéu hudng dan sir dung
dé nguoi ding c6 thé tra ciru tai liéu, sir dung thanh thao cac chirc ning cua phan
mém va doc lap trong qua trinh van hanh hé théng thudc pham vi trach nhiém cua
minh.

Chuan bj hé théng dao tao: bao g6m thiét 1ap h¢ site dao tao va cai dat hé théng
phan mém.

Chuén bi céc dit liéu can thiét dé cac hoc vién sir dung trong vi¢c thuc hanh
trén hé thong. Va t6 chirc hd trg hudng dan kip thoi trong trong qua trinh hoc vién
thuc hanh trén hé thong.

10.4. Yéu cau vé tai ligu

Tai liéu dao tao duoc chuan bi bang tiéng Viét va dugc cung cap ban mém.

Ban mém cua tai liéu duoc cap nhat 1én phén mém, nguodi dung co6 thé tai vé
(download) tai liéu truc tiép tir phan mém.



11. Yéu cdu vé Dich vu trwc huéng din va tiép nhan sw ¢6 hé thng phan
mém; True tong dai hd tro can b nghiép vu

a. B4 tri nhan sy t6i thiéu 01 nhan sy (trinh d6 t6i thiéu 13 k¥ su bac 1/8) thuc
hién giam sat, van hanh va hd trg k¥ thuat.

Thuec hién dich vu quan 1y, hd tro cac don vi khai thac, sir dung hé théng;

Xtr Iy cac su ¢ va yéu cau phat sinh khac trong qua trinh van hanh;

Giai dap thic mac cta can bd nghié¢p vu néu can thiét;

Thoi gian ho tro truc téng dai: Theo gio lam viéc hanh chinh hodac khi c6 su cd.

b. Yéu cau don vi cung cap dich vu c6 quy trinh tiép nhan va xir Iy yéu cau dich
vu va c6 kha nang Gmg ctru xr 1y su ¢b tn cong xam nhap vao hé thong.

Ngoai ra yéu cau vé thoi gian dap tng (thoi gian tir khi nhan thong bao vé su
0 dén khi bat dau cong viéc khac phuc) va thoi gian phuc hoi (thoi gian can thiét dé
xtr 1y phuc hoi hé thdng) con phu thudc vao loai 18i hé thong. Khi nhan duoc cudc
goi tir phia khach hang vé 16i hé thong, nha thau phai tu van cach thirc xir 1y sy o
qua di¢n thoai (ho tro cép do 1). Néu van dé khong duoc giai quyét, can chuyén 1én
murc d6 hd trg cap do 2. Thoi gian dap Gng va thoi gian phuc hdi yéu cau nhu sau:

Muc do nghi€m trong 1: toan bd hé théng bi 13i, tat ca cac chirc nang khong
truy cap duoc: yéu cau thoi gian dap tmg 1a 4h, thoi gian phuc hdi hodc trién khai
giai phap du phong 1a 24h.

Muc do nghiém trong 2: cac chuc nang chinh khong lam vi¢c/khong truy cép
duoc: yéu cau thoi gian dap tng 1a 8h, thoi gian phuc hoi 13 2 ngay.

Mirc d6 nghiém trong 3: cac chirc nang thtr yéu khong lam viéc/khong truy cap
duoc: yéu cau thoi gian dap tng 1a 12h, thoi gian phuc hoi 1 4 ngay.

Mirc d6 nghiém trong 4: cac chirc nang thtr yéu khong lam viéc/khong truy cép
dugc, anh hudng khong nhiéu dén hoat dong cua toan hé théng: yéu cau thoi gian
dap tmg 1a 2 ngay, thoi gian phuc hoi 14 8 ngay.

Truong hop hd tro tir xa khong hiéu qua, yéu ciu c6 can bo truc hd tro tryc tiép
dén tai dia diém ctia don vi yéu cau hd tro trén dja ban tinh Thai Nguyén (onsite).

Muc 2. Ban vé

Khong c6.

Muc 3. Kiém tra va thir nghiém



Céc kiém tra va thir nghiém can tién hanh gém co:

- Hudng dan sir dung phan mém.

- Chu dau tu, Bén moi thau hodc dai dién ctia Chu dau tu, Bén moi thau (Goi tat
1a Bén A) c6 quyén kiém tra, thir nghiém phan mém duogc cung cip dé dam bao phan
mém d6 ¢ dic tinh k¥ thuat phu hop véi yéu cau ciia Hop dong. Trudng hop hang hoa
khong phu hop véi dic tinh k¥ thuat theo Hop dong thi Bén A c6 quyén tir chdi va Nha
thau phai ¢ trach nhiém thay thé hoic tién hanh nhimg diéu chinh can thiét dé dap tmg
dung cac yéu cau vé dic tinh k¥ thuat. Truong hop Nha thau khong c6 kha ning thay
thé hay diéu chinh phan mém khong phu hop, Bén A c6 quyén t6 chirc viéc thay thé hay
diéu chinh néu thiy can thiét, moi rti ro va chi phi lién quan do Nha thau chiu. Viéc
thue hién kiém tra, thir nghiém phﬁn mém cua Bén A khong dan dén mién trir nghia vy
bao hanh hay cac nghia vy khac theo Hop dong ctia Nha thau.



