TRUGNG PAI HOC MO CONG HOA XA HQI CHU NGHIA VIET NAM

THANH PHO HO CHI MINH Péc 1ap — Tw do — Hanh phuic
PHONG HANH CHINH - QUAN TRI
S6:556/HCQT Thanh phé Hé Chi Minh, ngay 04 thang 11 nam 2025

VIV tiép tuc thyc hién trién khai chirc nang
Quan ly cbng viéc/Giao viéc trén E-Office

Kinh gti: Lanh dao cac don vi.

Thuc hién theo chi dao cua Hiéu truang vé viéc tiép tuc khai thac hiéu qua hé théng
E-Office va Thong bao s6 2458/TB-DHM ngay 27/12/2022 cia Trudng Pai hoc Mé
Thanh phb H6 Chi Minh vé viéc trién khai Hé théng Quan 1y vin ban dién tir (E-Office).
Hién nay, chitc nang Quan 1y van ban (luan chuyén van ban, ky s va phat hanh vian
ban) da duoc sir dung phd bién trén hé thong E-Office.

Phong Hanh chinh — Quan tri théng béo dé nghi cac Pon vi tiép tuc trién khai st
dung cac chtrc niang sin co trén hé théng E-Office nhu trong ndi dung Thong bao s6
2458/TB-DHM, dic biét la trién khai sir dung chtrc nang Quan ly cong viéc/Giao viéc
trong cong tac quan 1y, diéu hanh nhu di duoc huéng dan. Phong Hanh chinh — Quan
tri xin dinh kém cong van nay hudng dan sir dung chirc ning trén va Thong bao sb
2458/TB-DHM.

Trong qua trinh sir dung, cac y kién déng gop va thac mac xin vui 10ng lién hé anh
Huynh Luong Tam (email: tam.hl@ou.edu.vn).

Trén trong./.
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Nguyén Hoang Thinh



BO GIAO DUC VA PAO TAO
TRUONG PAl HOC MO THANH PHO HO CHI MINH
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HUONG DAN SU DUNG
CHUC NANG QUAN LY CONG VIEC/GIAO
VIEC TREN HE THONG QUAN LY VAN
BAN PIEN TU (E-OFFICE)




> BUOC 1: LANH PAO GIAO VIEC HOAC YEU CAU SOAN THAO VAN

BAN

Tai giao dién caa Lanh dao
- Lanh dao don vi vao Quan ly cong viéc/Giao viéc, sau d6 dién va chon céc
thong tin nhu:

Céc thdng tin yéu cau bat bugc.

Pinh kém vin ban tir may tinh (néu cd).

Thém céc van ban lién quan tir hé théng E-Office (néu cd)

Chon thoi gian nhic viéc dinh ky

Phan cong chuyén vién thyuc hién (xu ly chinh, phdi hop, theo dbi).
Chon thoi gian bat dau va thoi gian két thic cong viéc (Iuu y ngay hét
han & muc nay khéng dugc tré hon ngay hét han ¢ phan yéu cau bét
bugc).
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> BUOC 2: CHUYEN VIEN NHAN VIEC VA THUC HIEN
Tai giao dién caa chuyén vién
- Giao dién cua E-Office nhu sau:

& Quanting thing 8 @ Ouinijcingviéc/ Cangvise cin vy
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Tén céng vide: Trang théi céing viée: Churz hoan thanh
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© Chua hoan thanh - Cén han © Chura hoén thanh - Téi han © Chua hodn thanh - Qud han
® D3 hoan thinh - Bxing han & B3 hoan thanh - Qué han

- S8 bén ghitinthi | 10 v
@ Van banxem g biét (2) 4 bin ghi hidn i
@ van ban ginh diu

Gl Tra ciru vn ban

- Chon muc cdng viéc can xt 1y va doc noi dung do 1anh dao giao viéc ¢ Tab
Thoéng tin cong viéc

@ Thong tin cong viec @ Bon viica nhan thyc hien @ Treodéithong tin

THONG TIN CONG VIEC
Ngay hét han : 20/05/2020
Lanh dao giao vide: Ly Duy Trung

) Trang thdi danh gia : Chua dénh gia
Tén cong viéc: Soan thao Té trinh chi trvong mua sim

NGi dung danh gia :
Ngi dung céng vige :

Soan thao 1 trinh chi trrong mua sém
File dinh kém:

Van ban lién quan

Mise 4§ wu tién - Thugng

Ngay giao vigc : 13/0512020

- Soan thao vian ban theo yéu cau caa Lanh dao don vi, sau d6 vao Tab Pon
vi/Ca nhan thuc hién
e Chon tinh trang thuc hién Ia Pa hoan thanh
e Sau d6 chon Cap nhit tinh trang

Tinh trang thirc hién Ngay bat dau Ngay hét han

131052020 20/05/2020
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Chwa thwc hién
Chura thure hién
Bang thue hién
D& hoan thanh

e e

‘ B Cap nhét tinh trang ’
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- Pién cac thong tin nhu sau:
e NGoi dung
e Tai cong van da soan
e Chon Luwu



CAP NHAT TINH TRANG x

Néi dung * B4 hoan thanh

File dinh kém & Taitap tin

Tértrinh chi trwong mua sdm docx Q)

> BUOC 3: LANH PAO PANH GIA CONG VIEC
Tai giao dién caa Lanh dao

- Vao Quan ly cong viéc/Cong viéc da giao
(Luu y & buée nay dé thay cdng viéc can danh gid cia chuyén vién da hoan thanh, &
théng tin Trang thai cong viéc phai chon la Che phé duyét)
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- Chon Tab Pon vi/c4 nhan thyc hién dé thiy duoc noi dung do chuyén vién bao
cao va dinh kem.
A Quan Iy cingvige  Céngviéc d4 giao

€ Théng tin cong vigc @ Donvilca nhan thuc hign @ Tro i thang tin

DON VI/ICA NHAN THY'C HIEN

Huynh Lureng Tam Xir Iy chinh B4 hoan thanh x 13/0/2020 20/05/2020

Cép nhit finh trang

THONG TIN THAY DOl TRANG THAI, BAO CAQ

Huynh Lwong Tam B4 hoan thanh D43 hoan thanh 13/05/2020 Té trinh chi treng mua sam docx

- Sau khi doc néi dung, lanh dao danh gia mirc d6 hoan thanh cua chuyén vién:

e Chon Chwa danh gia néu noi dung van ban dugc Lanh dao don vi déng
y va thuc hién trinh ky ¢ budc 5

e Chon Chua xir Iy xong sau d6 chon Lwu théng tin néu vin ban chua
dat yéu cau va thuc hién yéu cau chinh sra. Nhan vién thuc hién chinh
stra theo hudng dan & Budc 4. Trong trudng hop nay cd thé chon Tab
Trao do6i thong tin dé nhap ndi dung can trao doi hoic bd sung thém file
dinh kém.

e Chon Duyét xir Iy xong sau d6 chon Lwu théng tin néu vin ban/cong
viéc dat y&u cau.



€ T™ong tin cong visc @ Bon viica nhan th hign @ 720 di thong tin

THONG TIN CONG VIEC

Lénh dao giao viéc - Ly Duy Trung
Tén cong viéc: *

Soan thao To trinh chi treng mua sdm
NGi dung cong vigc: *

B I s|X

Soan thao té trinh chi trrong mua sém

File dinh kém & Taitéptin Wan ban lién quan

Mire 46 cong visc Thtng o] Trangthai congvisc

Chwa danh gia Nsi dung danh gia

Chwa danh gid

Ngay giao viec -

Ngay hét han:
Chwa xir Iy xong 93y 20/05/2020

Duyét xi¥ Iy xong

Luu y: Lanh dao c6 thé danh gid cung mét 1Gc nhiéu cong viéc bang cach:
- Nguoi dung vao man hinh Cong viéc da giao:
A Quanlycbngviéc | Céng vidc d3 giao

Tén cdng viéc: Trang thai cngvigc:

Chuwa hoan thanh ~
Lanh dao giao viéc: —Luachon— h
S .
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xd Nguy'én Binh 08/M11/2018 1511172018 Mai Thi Hai Yén Bdnh gid chueng trinh ding thir MyTV Chuira danh gid
Danh
fxd Mguyén Binh 091142018 161112018 Wi Thi Cam EOFFICE 1028959 (Sn ‘IEIQEIﬂTr KHBT ngay ) V& viéc 0 Chura ddnh gid x
Danh phé duyetlm sung Kké hoach vén d4u tr n3m 2018 cho
VNPT Yén Bai dé diu tr mé rang mang MAN-E giai
doan 2018-2019
w Mguyén Binh 13/11/2018 20i11/2018 L& Xudn Quyét EOFFICE 1027769 (36 1363/0D-VNPT-T&VAS ngay 0 Chura ddnh gid x
Danh 1211!2018]Ve \ﬂec bda cdo thdm dinh hd so chi phi

phét tri€n phin mém #hex201CCéng thong tin du lich -
(Ung dung du lich théng minh va ban dé s& du lich trén
thigt bi di ddng VNPT Smart Tourism#hex201D do VNPT
Lam Bdng thirc hién

- Click nut -> hé théng hién thi danh séach nhitng cong viéc
d3 giao dd dugc hoan thanh dé thuc hién danh gia nhu sau:



A Quan |y congviée | Céng viéc 43 giao

Tén céng viéc: Trang thai cong viéc:

Chir phé duyét o
L&nh dao giao viéc, _Lwa chon— T
Ngay giao viéc: = = Ngay héthan ] =
Bon vi digc giao NV: —Lwa chon— T Cd nhan durgc giao NV: —Lya chon— -

Ngéy hét han inh
- Chi tri Téncéngviéc + | trangs Két qua thue hién Lanh dao danh gid N&i dung dénh gia

w Mguyén Dinh 151142018 L& Quang Hoa Phéi hep dang bd o Ngay 29/08/2018, Phd TGD
Danh co'séhatingva Huynh Quang Liém g3 ky
thidt bi van ban 6 4593VNPT-
KHET yéu ciu cac VNPT
tinhfthanh phé hoan thanh
CSHT nhatram, d4t hang
va hoan thanh cac dy an vo
tuyén mang Vinaphone
nam 2018. Trong 66, d&
ddng bé gitta CSHT va
thiét bi, cho phép: - Diéu
chuy&n thiét bi tir cctram
khéng hoan thanh kip
CSHT trwdc 31/10/2018
dén cactinhi khu virc cd
nhu cu va sin sang
CSHT. Viéc VNPT-Net phan
bd thiét bi du an 4G pha 3
Ericsson tir cic tram
khéng kip hoan thanh
CSHT (Long An, C&n Ther)
v& Tidn Giang phi hop vii
hwéng din clia Tap doan
tai van ban néu trén

Chuwa ddnh gid |~

w Mguyén Binh 19/11/2018 Trén Nam Hai EOfF\CE 1027541 o Hoan thanh Chua dénh gia |v
Danh (S0 2002MTr-
KHBT ngay
09/11/2018) Trinh

kj wan ban hudng
ddn cdc donvi
trién khai danh gia
finh hinh thrc hién
cac dy én nhdém
AB thurc hién
KHBTPT nam
2018 va dang ky
danh muc cac du
an nhém AB thurc
hién KHBTPT nam
2019 aé trinh
CMSC phé duyét

1 Nguyén Binh 1911112018 Nghiém Xuén Tam EOFFICE 1026841 O Baxem
Danh (56 1998TTr-
KHDT ngay ) vé
vigc phé duyét bd
sung ké hoach vin
dAu v ném 2018
cho VNPT Phi

Chuwa ddnh gid |+

Tho.
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Danh (50 1349/08-
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09/1112018) V&

viéc phé duyét bd
sung ké hoach vn
dhu ty ndm 2013
cho VNPT Phi
Tho

- Click vao combobox ¢ cot Lanh dao danh gia -> chon gia tri [Duyét xur ly xong]
hoac [Chua xtr ly xong]; nhap di li¢u vao textbox & ¢t Ngi dung hoan thanh.

) Ml & Cip nhat danh gid
- Click nat SR ==

Sau khi click nut [Cap nhat danh gia] -> Théng bao cap nhat thanh cdng, danh sach
cong viéc hién thi nhitng cong viéc chua duoc danh gia.
Pé dong man hinh danh gia cong viéc thi ngudi ding click nat

) K&t thic danh gia

> BUOC 4: TRONG TRUONG HQP LANH PAO PON VI YEU CAU
CHINH SUA KET QUA THU'C HIEN CONG VIEC
Tai giao dién cia chuyén vién
- Tai giao dién Cdng viéc can xu ly caa Chuyén vién thé hién nhu sau:



B Quin i hi thing 8 | 4 Quinljcingviéc / Cingvidic cén xir lf

#1 Van ban dén

Tén céng viée Trang thai ciing viéic
' van bandi
Linh d30 giao vibe v chon - Vaiwd

& Hb so cang viec

Nady bt ddu
2T Quan Iy cing vige (1)
Loal cong viéc

Glao vide

Cong vigc chn xir ly (1)

Coing viéc da giao

Ly Duy Trung 13052020 20052020 Hunh Luong Tam Soan thio T trinh chil furong mua sam

= | Ngay héthan
L]

EZ Van bin di i iy

E2 Van bin Oy quydn

<r Thuéng # KhinHéa tbc
=1 Bang xin lanh dao gia han thi glan x K
<+ Da tao cir
© Chura hoan thanh - Cén han Chua hoan thanh - Téi han € Chwa hoan thanh - Qué han
© 3 hodn thinh - Ding han & D hodn thinh - Qud han

@ Van bin xem df bidt (2)

@ Van ban danh ddu

- Chuyén vién tiép tuc quay lai Budc 2 va thuc hién dén khi hoan thanh cong
Viéc.
- Lanh dao sau khi nhan dugc cong viéc tir chuyén vién, s¢€ thuc hién danh gia &
Buac 3.
Luru y: Pé hoan thanh qua trinh cua luong cong viéc, lanh dao can phdi danh gid cong
Viéc ma chuyén vién da cdap nhdt trang thai la hoan thanh.
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