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1. Muc dich va pham vi tai liéu

1.1 Muc dich tai liéu

Muc dich cla tai liéu la gidp nguoi dung khéi van thw tiép can véi phdn mém “Van phong
dién tr” mot cach deé hiéu va tong quan nhat

1.2 Pham vi tai liéu

Tai liéu mo ta cac chlrc nang nghiép vu ma van thw can st dung. Cac chirc nang bao
gbm:

D&ng nhap hé théng
X0 ly van ban dén
X ly van ban di
B&o céo thdng ké
X ly van ban néi bo

Lich cbng tac

A L R A o

Quan ly nghiép vu
1.3 Chdre nang phéan hé
C6 5 vai trd twong dwong 5 nhom quyén duoc siv dung trong phan mém nay :
Giam dbc
Pho giam dbc
Lanh dao phong ban
Van thw
Chuyén vién
Module Quéan ly van ban dén : phuc vu qéng tac lwu trir, bao céo thdng ké van ban dén.
Van thw cap nhat thdng tin van ban giri dén Cang vu tir Cuc hang hai, cac co quan, don vi

bén ngoai vao hé thdng, trinh ky Lanh dao, chuyén van ban t&i cac phong ban / don vi
chuyén mén

Module Quéan ly van ban di: phuc vu céng tac lwu triv, bao cao théng ké van ban di. Van
thw cap nhat thong tin van ban dwoc g di tir Cang vu lén hé théng va chuyén theo déi toi
cac don vi / phong ban dwgc phan céng

2. Van thw dang nhap hé théng

Dé dang nhap hé thong, ngwdi dung gb dwong dan sau vao trinh duyét internet (khuyén
nghi str dung Chrome — PM dwoc t6i wu hda): http://cvhhdongnai.vishipel.vn

Man hinh dang nhap hién thi nhw sau:



http://cvhhdongnai.vishipel.vn/
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VAN PHONG DIEN TU

Tén dang nhap®

Mat khau*

Ngwdi dung nhap théng tin vé tai khodn ctia minh dwoc cung cap, vi du:
Tén dang nhap : vanthu

Mat khau: abc123

Sau d6 bAm nut “Dang nhap”

3. Van thw x ly van ban dén

3.1 Thém méi van ban dén

Cac bwérc thuwce hién:

Buwéc 1: B4m chon phan hé van ban dén:

El—

Van ban dén

Buwérc 2: Khi giao dién van phong dién tw hién thi, van thw bam chon “Thém méi” dé
thém méi van ban dén
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v
| @ venprngaunti-vorice x|+ YR—

&« & @ Khong bao mat | cangvu.vofficevishipelvn/(S(vwzzasyjijaexfqzowowokm0))/VBDen/VBDaPhe.aspx

CUC HANG HAI VIET NAM
o Cangvu hang haiVing Tau

[} Van ban dén -~ ¢» Thémmdéi | = Chuyén xiF Iy -
s " VB dén (1568) & S6VBdén  S6VB gdc Mai ban hanh Ngay nhan Trich yéu

(3 V8 chua i O &= 1075 3798.CHHVN-TCCE Cuc Hang hai Vigt Nam 20/10/2018

g gD . . o otk
1 B dang xu I =) 1074 1281/QB-BGTVT 36 giao théng vin téi 20/10/2018

3 VB da chuyén xir Iy
SE s sy 3 1073 918, CHHVN-KHENMT  Cuc Hang hai igt Nam 15/10/2018

1072 12 Cuc Hang hai Viét Nam 01/08/2018

7 B dé biét AR ] ¢ '

o VB 43 két thiic a f& 1069 0l Tdng cuc duang bo WN 08/05/2018 TE gigi thié
Lo B theo dai (A= 1068 13/CV-CHHVNKHCN  Cuc Hang hai Viét Nam 08/05/2018  test tra 16i
- Tim ki€m, thdng ké @Lm 23456788910 .k M Pagesize| 20 T

- W . - =
[ Théng tin chung | Viiénxirly ' Nhatky |

Buwéc 3: Van thw nhdp cac thong tin vé van ban dén tai man hinh “Thém md&i van ban

dén”

| B Thém méi vin ban o8
*S4 vin ban d&n 1076 Théang tin ¥ Iy

(=HBE Ludng xir Iy

*S6 vén bén gbe 33568 CHHVN-ATANHH 5 vt cang valNaui ]

“Nodyban hanh | 17/10/2018 52 - giamdoc cv{Phé duyét)
*Nori ban hanh | Cyc Hang hai Viét Nam x
Han xi¥ Iy | B
*Loai vin bdn | Céng van |
Trich yéu
s
Mowéi ky
Chirc danh
M mft | Thuging il
Mirc khan | Thuéing il |

& . -
Tin nhan ndi B¢ Citin nhdn ngi bé CIsms CEmail
Tép dinh kém @ 3826, CHHVN-ATANHH.signed pdi

= Remove

|_Chon |

VBChuaPhe_ThemMaoi.asps

- Nhén ‘“tiép theo” dé tiép tuc
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| B Thém méi vin ban
il * cip nhit [l @ Béng

!
Phén logi: Cong van
Ky higu VB: 3826.CHHVMN-ATAMHH
Trich yéu:

| Choncan bd xtr ly

: " Ldnh dao Cang wvu
| i giamdoc cv - GD
| | -@ pgdcv1-PGD
{ | -0 pgdcv02-PGD
471 Phang T& chic Hanh chinh
: - [ Phang Tai vu
| -0 Phng An toan va TTHH
| @) Phang Phap ché
.‘..l ) Bai dign CVHHNT tai Van Phong
| (300 Dai dién CVHHNT tai Truging Sa
f :I - Pai dign CVHHNT tai Cam Ranh

o a

¥ kifn cla &nh Jao:

pgd cv 01 chi dao xr Iy|

Tép dinh kém: | Chon |

Chon vai trd x(r ly
) Phé duyét Chidao @ Chiti €

@ Phéihop © B€ it

@ Lam mdi @ Xoa

=85 Ludng s Iy

¥ir Iy chinh

=t vt cang vu({Ngudi giri)
= giamdoc cv(Phé duyét)

oan

VBChuaPhe_ThemMoi.asps

- Dua theo thdng tin phé duyét truc tiép Ién van ban cua Giam déc, Véan thw chon

nguwoi thuc hién
- Nhén “Cép nhéat” dé hoan tat

- Nhén “Péng”: Thoét khéi man hinh “Thém md&i vdn bén dén” ma khéng luu théng

tin nao
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3.2 Cap nhat va chuyén xi Iy van ban dén
Cac budce thwe hién:

Bwéc 1: Chon 1 van ban dé cap nhat va chuyén x Iy, nhan “Chuyén xtr ly”

& & @ Khéng bdo mat | cangvu.voffice.vishipel.vn/(S(ipddselhlxmpkhl1l4inunuzj))/VBDen/VEDaPhe.aspx
) CycC HANG HAI VIET NAM
. Cang vu hang haiVing Tau ) Trang chii i Tinh h
{1 Van ban dén A @ Thémméi = Chuyén xir Iy -
h "4 VB dén (1568) l|__j SGVBdén SO VB gic Nai ban hanh Mgy nhén Trich yéu
[ VB chura it Iy B & 1076 3826.CHHVN-ATANHH  Cuc Hang héi Viét Nam 20/10/2018
GV Gang x If (Al 1075 3799.CHHVN-TCCB Cuc Hang n3 Vigt Mam 20/10/2018
[ = . o
— VB 4z chuyen xr (8] G3 1074 1281/QB-BGTVT B& giao théng vn tai 20/10/2018
[~ VB da xir Iy - :
2 VB 4 bict 8] 3 Chuyén xir Iy
[~V VB d4 két thic Q3
VB theo déi D 4 *54 vin ban dén 1074
-~ B Tim kigém, thang ké Q = | i .
A A 2 -
od S0VANbENGOT 1281/QB-BGTVT = B5 Lubng xir Iy
*Ngéy ban hanh : 3 vt cang vu(Ngudi gii
oo _ |20;10,-f201s [ ik (Ng 9’] i
*Noi ban hanh | pg giao théng van tai =I- giamdoc cv(Phé duyét)
(WRE | Han xir 1 = <1 pgd v 01 - PGD(CH dac)
‘ Q& *Loai vin bdn | Céng van - J tp phap che - TP(Chd tri)
Trich yéu I e phap che 01 - CV{Xir Iy chinh)
03 i "~ ov phap che 02 - CV(Phdi hgp)
" : Nowdi ky % = tp to chuc hanh chinh - TP(Phdi hap)
| Ther Chirc danh
Mic mét @ThygngOMat
Mt¥c khan & ThudngKhin
Tin nhan ndi b3 i7in nhén ngi bs [SMS CIEmail
Tép dinh kém | chon |
& van ban di v - -
1281.0P-BGTVT.signed.pdf Xoa
| V&N ban ndi bé w
__E Lich céng tac w

e e

|
‘B V-Office Copyright 2017. All Rights Resef

Bwéc 2: Tai man hinh “chuyén xtr ly”, van thw c6 thé thwc hién thay ddi cac néi dung:
trich yéu, y kién lanh dao, nhap tép dinh kém hodc thay dbi lubng xi ly trwdc khi chuyén

- Chon “Cap nhat luéng xtr ly” dé thay dbi cay nhan lwc xt ly
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3 chuyén xir 1y

# Cép nhit il @ Bdng

Phan loai: Cong van
Ky hieu VB: 1281/QD-BGTVT
Trich yéu:

Chaon can bd xiF ly

- Lanh dao Cang wu

-1 Phang Té chire Hanh chinh

-1 Phang Taivu

| 1~ Nguy&n Thi Thanh Thiy - BTP
Mguyén Thi Bich Thiry - CV
i Lan Huong - CV

Mguyén Thi Mudi - CV

tp tai vu - TP
: ptp tai vu - PTP
cviv0l-CV
- Phang An todn va TTHH
[0 Phéng Phip ché

¥ ki€n cia lnh dao:
Fhong DOl NIOFP =1

Tép dinh kém:

Chon vai tro xiF Iy
Phé duyét ©
© Pé it

@ Lam mdi @ Xoba |

=i Luding xir Iy

Chidao @ Chiti @ Xirlychinh & Phdi hop

a

= vt cang vu({Ngui gii)
I giamdoc cv(Phé duyét)
=2 pgd cv 01 - PGD(Chi dac)
@ tp phap che - TP(Chi tr)
' & o phap che 01 - CV{X{ Iy chinh) |
&% ov phap che 02 - CV(Phai hop)
-&% tp to chuc hanh chinh - TP(Ph&i hop)

VBDaPhe ChuyenXuly.aspx?edit=1A1d=1608

Bwéc 3: Chon “Cap nhat” > Van ban sé dwoc Van thw glri dén Lanh dao da chon trong

lubng xtr ly
3.3

Cac budc thue hién:

Xod vdn ban dén

Bwéc 1: BAm chon van ban can xoa - chon chirc ndng “Xoa” trén mé

[ & Van phang dién t - VOffice

6

x

(&} @ Khoéng bao mat | cangvu.voffice.vishipelvn/(5(ipddselhlxmpkhll4inunuzj))/VEDen/VBDaPhe.aspx

(_@.} CUC HANG HAI VIET NAM icenishineln cho biet
- Cangvu.vortiCevIsnIpeLvn Cho DIg .
= Cangvuhang haiVing Tau g P O Trang chi
=2 vn ban gén ~ |l @ Tham msi || b Chusyn xir iy 1 Ban chic muén xda van ban nay?
¥ ve an (1568)| =] S§VBdén  56VBgdc | 2
[ . — Hu
[0 V8 chua st 1 [B] @ 1076 3826.CHHVMN-ATANHH Y
DB dengalj [ 1075 s79a.cHaUNTCCE | . - ; J
Lo ve 35 R .
(VB g5 chuyzn iy B & 1074 1281/Q8-2GTVT 86 gizo théng vn i 20/10/2018
o B dE — )
Vo e (8] G 1073 F18.CHHVM-KHENMT Cuc Hang hai Vigs Mam 19/10/2018
- ve aé nigt —
B —— o = 1072 12 Cuc Hang hdi Vids Mam 01/08/2018
VB theo déi D& 1063 01 Téng cuc dudng bd VN 08/05/2018 TE gidi thigu chirc danh v chir kj
T Tim kifm, thdng k2 D& 1068 13/0W-CHHVNKHCN Cuc Hang hai Vigs Mam 08/05/2018 test trd 4 VE
[ 1067 72 Chinh Bha 08/05/2018 Mghi quyét phién hop chinh phi thugng ky thing 9 ndm 2015
a = 1066 862/CHHVN-VP Cuc Hang hii Viés Mam 08/05/2018 Uy quyndigu hinh trong thai gian & céng tic (PCT Nguyén He
[ 1065 1976 Thi Twéng Chinh phi 08/05/2018 Phé duyét guy hoach hé thdng cing ci va khu neo diu trink tn
] 1064 47/GM-CHHVN Cuc Hang hdi Viét Nam 07/05/2018 Hop v cng t3c bdo d3m an todn hing hai, an ninh hing hai v
., Céng ty TNHH MTV Théng tin - .,
(] 1063 2567 s i o 07/05/2018 123
Cann tw TNHH MTV Thann fin
[4f4f2|23 45678910 .[k|MH Pagesiz=|20 ~|

Bwéc 2: Khi hé théng hién thi théng bao thi bAm “OK” dé xoa van ban
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(milhoner, CUC HANG HAI VIET NAM
S Cang vu hang haiVing Tau O Trang chii
£-1 Vin ban dén ~ &) Thém méi = Chuyén xiFly -
R4 VE aen (1566)| & S§VEdSn 56 VEgéc Noi ban hanh Ngay nhin Trich yéu
i[5 VB chua xilr I B = 1076 3826.CHHVN-ATANHH Cuc Hang hai Viér Nam 20/10/2018
G VB dang xtr 1 0 1075 3795 CHHVN-TCCE Cuc Hang hii Viés Mam 20/10/2018
i Ve 08 chuyén xlr E & 1074 1281/QE-BGTVT B4 giao thing van tii 20/10/2018
b VB EE Iy — L o
71 Ve af hict 1B = 1073 F18.CHHVM-KHCMMT Cuc Hang hai Viét Mam 19/10/2018
Lo VB g3 k2t thile 0 = 1063 01 Téng cuc dudng b4 VN 08/05/2018 TB gig thidu chifc danh v& chit ky
i B theo déi 0 & 1068 13/CW-CHHVNKHCN Cuc Hang hai Vigt Nam 08/05/2018 test trd 18 VB
T Tim kiém, théng ki a =] 1067 72 Chinh Bhi 08/05/2018 Mghi quygt phién hop chinh phl thugng ki théng 9 ndm 2015
a =] 1066 662/CHHVN-VP Cuc Hang hai Viét Mam 08/05/2018 Uy quyndigu hanh trong thai gian di céng tdc (PCT Nguyén Ho
0 = 1065 1976 This Twéng Chinh phi 08/05/201% Phé duyét quy hoach hé théng cang ca va khu neo diu trénh tn'
[ 1064 47/GM-CHHVM 07,/05/2018 Hop vé cing tic bdo d3m an todn hing hai, an ninh hing hai va

4.
4.1

Van thw xu ly van ban di

Phat hanh méi van ban di

Cac buwéce thuwe hién:

Bwéc 1: Van thw chon phan hé “Van ban di” > Chon tiép “VB da phat hanh” = Chon

chirc nang:

“Khé&i thao”: Tao méi van ban phat hanh.

2

- Man hinh khéi tao van ban di hién thi nhw sau:

VIMAMARINE

E-1 Van ban dén

& van bin ai

174 VB 4 phat hanh

T Tim kigm, théng ke VB di

) Van ban noi bd
(YY)
ﬁ Lich cong tac

\‘\iﬂ Quan Iy nghiép vu

CUC HANG HAI VIET NAM
. 2104 N [=] Chuyén xir Iy o a8
Céng vu hang haiVing Tau ' Dt I
. Il * Phat hanh @Dbong |
v &> Khoi thao A
Tra I&i cdng van Noi nhan |
~ |8 S& ghi sd . | | a |
. *Leai van ban | Cang van = (| |
T 321/CHHVNA VanI ang hai Vié =
= s *80 van ban di 400 | | CVHHNT | PG + [l Cuc Hang hai Viét Nam
= 320/CHHVN-F “Ngay phat hanh 21/10/2013 B [ Cang vu Hang hai Hai Phang |
) | Phing ban soan ihdo [ore - [J Cang vu Hang hdi TP H& Chi Minh
= 318/CHHVN-] g 3 Phong Phap ché - . e )
*Trich yéu [ Cang vu Hang hai Nam Dinh
= F72/CV-CVHE VJ\.: Hiréng déin théing tin bé tri thuyén vién [ Cingvu Hang hi Théi Binh
Xuong tav,.. v [J Cangvu Hang hai Thanh Hoa
/QD-CV 05 - . . . . |
=] SHEIEU L | Lanh 020 | giamdoc cv - Cang vu Hang hai Nghé An -
= ev-cvhEal Mire mat @ hyangOMat Moi nihdn khac
Mirc kN3N @ Thyéng Okndn
b s& trang Phbng lién quan
@
Sb ban .
L, - @ Phang Té chirc Hanh chinh -
Y kién ) .
1+ () Phéng Tai vu
| 1+« Phong An todn va TTHH
Théng tin ch | P B
LopmnEimy | Hai bdo [ i+ & Phéng Phap ché |
Ngéy khéi thag Tép dinh k&M & thuyen vien cv 2306.05F x Remove -] Linh dao Céng vu
Loai van baf 4 @ Pai dién CVHHNT tai Van Phong
Lé&nh dag |ﬂ| R - N
. L [+ @ Dai dién CVHHNT tai Trudng Sa o
» Phong sodn thag
Trich yéi
™ Binh kén
v
VWRNaDh=tHank Thambdai arnwe

% W-Office Copyright 2017. All Rights Reserved.
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Bwéc 2: Van thw nhap cac thdng tin vé van ban di tai man hinh “Phat hanh méi”

Bwéc 3: Sau khi nhap xong théng tin cho van ban di phat hanh, Van thw bAm chon cac
chirc nang sau:

- Phat hanh: Phat hanh van ban di

- Lwu: D& Iwvu nhap van ban phat hanh. Sau khi lwu, vdn ban s& nam trong muc
“Van ban phat hanh nhap”

- BPoéng: Thoat khéi man hinh “Phat hanh mé&i” ma khéng lwu théng tin nao

4.2 Cap nhatvan ban da phat hanh

Bwéc 1: Trong VB da phat hanh --> chon nat Cap nhat --> Xuét hién ma hinh cap nhat
van ban phat hanh nhw sau:

/A CUC HANG HAI VIET NAM Chuyén xir Iy 0@
e Cédng vu hang haiViing Tau | @ Pt hanh |

b ]
Van ban dén v Kh&i thao | Cap nhat | T3 12 cong van im Noi nhan
4 N = N —
& Van ban di ~ |18 S& ghi sé *Loai van ban | Cong vin x|
1 86 van ba Cuc Hang hai Viét Nam T
; = 400/CVHHNT-PC Stynbend 00 CVHHNT | PC e
- *Nadv phét ha Cang vu Hang hai Hai Phéng | ]
[ L. ) MNgay phat hanh | 54 10 s = Lang v
&m, theng ké VE d : 321/CHHVN-PC 21/10/2018 [ X . -
Tim ién, théing ké VE = LTI . . Cang vu Hang hai TP HB Chi Minh
Phong ban soan thao Phang Phép ché =
L= “Trich yéu T * ) . 1 Cang vy Hang hdi Nam Binh
) Wiv Hiréing dan thdng tin bd tri thuyen vién Céng w Hang hai Théi Binh
= PR
xuong tau.... P Cang vu Hang héi Thanh Héa
&= *Lanh dao | giamdoc cv ~|| i Cang vu Hang hai Nghé An M
Mirc mat @1hygng OmMat Noi nhidn khac
50/QD-CVHHNT Mirc kndn @truang OKnén
H Phong lién guan
1/CV-CVHHQN SCEm
36 ban .
§ +- ¥l Phong Té chirc Hanh chinh
Y kién
E Phong Tai vu
+- ¥ Phong An todn va TTHH
4
= 3 Y . = 2 =
Théng tin chung ¥ kign xi Hoi bao - @ Phang Phap ché
5 Tép dinh kém Chon ey Lanh dao Cang vu |
il = +- [ Dai dién CVHHNT tai Van Phang
Cong thuyen vien cv 2306.pdf Xoa .
giamd 4 [ Dai dién CVHHNT tai Trudng Sa =
Van ban ndi bd Fhong Phang
- Viv Hi
j Lich cdng téc thuye|
== Quan Iy nghiép vu
% V-Office Copyright 2017. Al Rights Reserved. VBDaDaKy_PhatHanh.aspx?act=edit&ld=131

Bwéc 2: Cap nhap cac thong tin can thay dbi

Bwéc 3: Nhan nit “Phéat hanh” dé cap nhat lai ndi dung van ban.

4.3 Chuyén theo déi van ban da phat hanh
Cac budéce thwe hién nhw sau:
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Bwdc 1: Chon phan hé “Van ban di” > Chon muc “VB da phat hanh”

Bwéc 2: Chon 1 van ban phat hanh can “Chuyén theo ddi” > Bam chon chirc nang
“Chuyén theo do6i”

@ CUC HANG HAI VIET NAM
o Céngvu hang haiVing Tau

1 Van ban dén v & Khéi thao ‘£ Cap nhat = Chuyén theo déi ¥ Xoa
& Van ban di ~||& 56 ghi s& Loaivdn ban  Ngay phat hanh  Trich yéu

P v VB da phat hanh L= 77 400/CVHHNT-PC Céng van 21/10/2018 Vv Huding din théng tin bé tri thuy@n vién xudng tau,..

£} Trang chii ko Tinh hinh X 1y van ban ||y

£ Tim ki€m, thdng ké VB di = 321/CHHVN-PC Cdng van 28/03/2018 Thuc hién TB s& 272/TB-CVHHNT ngay 07/3/2018
= 320/CHHVN-PC Céng van 2B/03/2018 Cap nhat, ra sodt dif liéu website...:B0B2
= 319/CHHVN-TCHC Céng van 28/03/2018 TB thay déi hé 58 hi clia CCVC ndm 2018
121 272/CV-CVHHNT Céng vén 20/02/2018 TB v vidc thue hién két luidn cda BCD IS0 tai bién ban hop xem xét cla lanh dao =&

01/2018 cda CVHHNT

s aa s R SOELCY ay 27712720070 e
= S0/QD-CVHHNT Quyét dinh 37/02/2018 Q?sua d:)l, bf_’ S.:.Ing mdt s& digu cha QB 509/QB-CVHHNT ngay 27/12/2017....x8
phan phéi qui tién luong.

{3 1/CV-CVHHON Céng van 22/03/2017 Phét hanh van ban di

Bwéc 3: Tai Man hinh “Chuyén theo déi”, van phong thwc hién chon can bd theo dbi
van ban phat hanh dé thém vao luéng xt ly:

- Chon 1 hodc nhiéu can bd

- Bam chirc nang “Thém”

&« c @ Khong bdo mat \ cangvu.vofficevishipel.vn/(5(s3cgpgevgplyxcd Sxdttrlfb))/VBD/VBEDaPhatHanh.aspx
CUC HANG H 3 csp nhit o @
£, van ban dén ] Phan logi Cong van Y kién
o ) Ky higu VB 400/CVHHNT-PC
! Van ban di ~ Trich yéu Vitv Hurdng dan thdng tin bé fri thuyén vién xudng o |
1au,... 2 |
(e - = Ai wiF |7 . P ]
| -I ZLlDLET thuyen vien cv 2306.pdf Trang a1 xr1f | B3 giao xi ly M
LB Tim ki€m, théng ké VB &i e dhkEm Chon |
Chon céan bd x& ly Chon vai ‘eria} ly

=+ Lanh dao Cang vy © X ychin"_ © pébigt
; giamdoc cv - GD 3 I @ Lam méi

pgd cv 01 - PGD

; pgd cv 02 - PGD

# @) Phing T4 chitc Hanh chinh
tr Pheng Tai vu

tl Phgng An toan va TTHH

=88 Ludng xir ly

=g
&% tp to chuc hanh chinh - TP(PhGi hap)
8% I\gJ}-én Wan Thanh - PTP(Ph&i hop)
&% Thai BEn - LX(Phéi hop)

&% L& Thi Minh Hi&n - VT(PhSi hap)

&% Nguyén Phuéc Tan - CAPT.(PhSi hop)
/& T4n Duy - PTP ' |

ng Phap ché
aldién CVHHNT tai Vin Phong

Nguyén Dirc Tudn Anh - CV 57

Bwéc 4: Sau khi thém, van thw bAm “Cap nhat” dé cap nhat lai chuyén theo doi
4.4 X6a van ban da phat hanh

Bwéc 1: Chon Van ban di can xda --> nhan nit Xéa
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&« c ® Khéng bdo mét | cangvu.voffice.vishipelvn/(S(s3cqpgevgpOyxcdSx4ttrlfb))/VBDi/VBDaPhatHanh.aspx ¥r i .
@ CUC HANG HAI VIET NAM utcang v
N Cang vu hang hai Ving Tau £} Trang chi e Tinh hinh xi 1y van ban || Vin phong dién ti & Hwéng din © FA
£ Van ban dén v || € Knéi thao {Cépnhat = Chuyén theo déi | % X6a | Tim kiém Tim!
& van ban di ~||& 55 ghisd Loaivanbin  Ngay phathanh  Trich yéu Lanh dao kyt Noi ban hanh
VB g5 phat hanh 377  399/CVHHNT-PC Céng vin 21/10/2018 /v Huging din khai bao théng tin b tri thuy&n vién xudng tau giamdoc cv Phang Phap ché
Timn kiéim, thdng ké V8 di = 321/CHHVN-PC Céng vén 28/03/2018 Thyc hién T8 s& 272/TB-CVHHNT ngay 07/3/2018 Pham Van Chuang Phang Phap ché
= 320/CHHVN-PC Céng van 28/03/2018 Cap nhat, ra sost dif liéu website...:8082 Pham Van Chuong Phang Phap ché
=) 210/CHHVN-TCHC Céng vin 28/03/2018 TB thay ddi hé s& hi cia CCVC nam 2018 Pham Van Chugng f:fn‘;g UEeEsltal
_— TB v viée thuc hién két lusn clia BCE ISO tai bién bdn hop xem xét ciia 13nh dao s& ) ) ;
= vl y ° : i
= 272/CV-CVHHNT Céng van 20/03/2018 9008 i T Pham Van Chuong Lénh dao Cang vu
s R g e
= e — P — QB sir2 861, bé sung mat =6 diu clia QB S09/QE-CVHHNT ngay 27/12/20 S — Phang T8 chiic Hanh
phain phéi quj tign luong. chinh
B 1/CV-CVHHQN Céng van 22/03/2017 Phat hanh vén ban di Linh dao Phang Phap ché

Bwéc 2: Xuat hién hop thoai thong bao --> chon OK . Van ban da duwoc xda

-
<« (& @ Khéng bao mat | cangvu.vofficevishipelvn/(S(s3cqpgevgpOyxcdSx4tirl fb))/VBDi/VBDaPhatHanh.aspx
(C:EJC HAT]‘E; H: hLI’Y\IfE"T N_‘?\M cangvu.vofficevishipel.vn cho biét
VA ang vu han alvun au s . - I
- gt g g :  Ban chac mudn thuc hién thao tac x6a?
£l Van ban dén ~ & Khai thao A Capnhat | wp
= | .
Hily
& Vin ban di ~||l& 56 ghi sd = n 4
— |
¥ VE a3 phét hanh = 3T 398/CVHHNT-PC Céng van 2171072018 Vv Hudng dan khai bac thang tin bg T thuyen vien xudng tau
18 Tim kigm, théng ké VB gi = 321/CHHVN-PC Céng van 2B/03/2018 Thue hién TB s& 272/TB-CVHHNT ngay 07/3/2018
= 320/CHRVM-PC Céng van 28/03/2018 Cap nhat, ra soat dir lidu website...:8082
= 319/CHHVN-TCHC Céang van 2B/03/2018 T8 thay déi hé s& hi cia CCVC nam 2018

5. Bdo cdo théng ké van ban

5.1 Bédo cdo thdng ké van béan dén

B&o céo thdng ké van ban gitp van thw thdng ké van ban clia phong ban, don vi theo thoi
gian va theo céc tiéu chi khac nhau

Cac budéce thue hién:

Bwéc 1: Van thw chon phan hé “Van ban dén” > Chon tiép “Tim kiém théng ké”, man
hinh “thwc hién tim kiém, thdng ké van ban dén” nhw sau:

@ CUC HANG HAI VIET NAM —

Cang vu hang hai Ving Tau o

Van ban dén

Trang chu i Tinh hinh Xt 1y van ban |_|Vin phong dién 1 € Hwéng ddn @ FA

=]

1=

THUC HIEN TIM KIEM, THONG KE VAN BAN DEN

VB dén (1566)

{22 VB chua xir Iy .
75 VB chua xr Iy Mmoo | 2 LogiVB | Congwan )
31 VB dang xir Iy 51 nhAN 1 2 .
; a9 41’ Ngay nhan tir ngay |0WDE/2D18 =) Phan ol | Chen phanloai =
1 VB da chuyen xlly Dén ngay B Not ban hanh
W VB di i b 56 vén bén dén Ngudi chidae | Chon nguéi chi dao ~)
&1 VB dé bigt N
. .. Phéng xir | g -
T 50 van ban goc gxey | .Chen phong ban |
W VB d3 két thic Trich yéu
LB theo do) Béocaothbngkéthes | Tacs |
1
‘ BTim kiém | (&) Xudt file excel | ¢ Lam lai
1 3
=] Ngaynhin  S6VBdén  Noiban hanh S5 VB géc 2'3:” YA Trich yéu
= 08/05/2018 1068 Téng cue dudng b& YN 01 06/01/2016 T8 gii thiéu chire danh va chir ky
= 08/05/2018 1068 Cuc Hang hdi Vit Nam /Y- 10/11/2017  test trd 13i VB
‘= / < CHHYNKHCN o
= 08/05/2018 1067 Chinh Phi 72 07/10/2015 Nghi quyét phién hop chinh phi thudng ki thang 9 nam 2015
& van van di - . R, 662/CHHVN- p . DR R R
A&F vin ban di ~ = 08/05/2018 1066 Cue Hang héi Vigt Nam 0 25/02/2016 Uy quyEndiu hanh trong théi gian di céng tic (PCT Nguyén Hoang)
£ Van ban ni b3 - & gg/0s/z0e 1085 Thi Tubng Chin phi 1576 12/11/2015  PNE GUyEt quy hoath he théing cdng e va khu neo G2y trénh tr bio cho tu 3 Gén nam 2020, dinh
= hudng dén nam 2030
3 Lich cong tac v p oo P o ~ N P P— a 5
. 3 TSNS T Cuc Hang héi viet Nam 27/6M 23/02/2016 HOP VE £8ng tac bao ddm an toan hang hai, an ninh hang hdi va phang ngua & nhiém mi trusng
y e CHHVN d6i véi phuang tién mang c&p VR-SB.
= Quan ly nghiép vu ~
L/ ) e e THILIL BT N
% V-Office Copyright 2017. Ali Rights Reserved.
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Bwéc 2: Tai man hinh “thwe hién tim kiém, théng ké van ban dén” chon céc tiéu chi
dé tra clru theo ngay thang, ndm , sb van ban dén, Loai van ban, Noi ban hanh, phong
ban x( ly hay trich yéu.

Bwéc 3: Chon “Tim kiém ” d& xem két qua théng ké sau khi nhap céac thong tin & budc
2.

Bwéc 4: Chon “Xuét file Excell” --> dé bao cao théng ké. Chon thw muc lwu trir trén may
tinh va mé file Excell dé xem két qua.

Két qua sau khi thdng ké van ban:
ThongKe_VanBan (1) - Excel

Home Insert Page Layout Formulas Data Review View Help Foxit Reader PDF Q Tell me what you want to do

Al o 5 Ngay nhan
A B C D E F
1 Ngay nhan I 56 VB dén N ban hanh 56 VB goc Ngay van ban Trich y&u
——
2 |20/10/2018 1076 Cuc Hang hai Viét Nam 3826.CHHVN-ATANHH 17/10/2018
3 |20/10/2018 1075 Cuc Hang hai Viét Nam 3799.CHHVN-TCCB 20/10/2018
4 |20/10/2018 1074 Bg giao théngvan tai  1281/QP-BGTVT 20/10/2018
5 |19/10/2018 1073 Cuc Hang hai Viét Nam 918.CHHVN-KHCNMT 12/3/2018
a 8/5/2018 1069 Téng cuc duwing bd VN 1 6,/1/2016 TB gigi thiéu chic danh va chir ky
7 8/5/2018 1068 Cuc Hang hai Viét Nam 13/CV-CHHVNKHCN 10/11/2017 test tra |&i VB
Nehi quyét phién hop chinh phi thueng ki thang 9 nam
g 8/5/2018 1067 Chinh Phi 72 7/10/2015 2015
Uy quyEndiZu hanh trong thai gian di céng tac (PCT
g 8/5/2018 1066 Cuc Hang hai Viét Nam 662/CHHVN-VP 25/02/2016 NeuyEn Hoang)

Phé duyét quy hoach hé théng cang ca va khu neo dau
trénh tri bo cho tau ¢& d&€n ndm 2020, dinh hudng dén
10 8/5/2018 1065 Thil Twéng Chinh phii 1976 12/11/2015 ndm 2030

Hop vE cong tac bao dam an toan hang hai, an ninh hang
hai va phing ngira & nhiem méi trudng ddi voi phuong
11 7/5/2018 1064 Cyc Hang hai Viét Nam 47/GM-CHHVN 23/02/2016 tién mang c3p VR-SB.

Céng ty TNHH MTV

Théng tin Bién tlr Hang

12 7/5/2018 1063 haiViét Nam 2567 23/06/2016 123
Céng ty TNHH MTV

Théng tin Bién tlr Hang

13 7/5/2018 1062 hai Viét Nam 2567 23/06/2016 123
Cong ty TNHH MTV

Théng tin Bién tlr Hang

14 7/5/2018 1061 hai Viét Nam 2567 23/06/2016 123
Nghi quyét phién hop chinh phi thudng ki thang 9 nam

15 7/5/2018 1060 chinh Phil 72 7/10/2015 2015

5.2 Bédo cdo thdng ké van ban di
Céc budc thue hién twong tw nhw B4o cdo théng ké van ban dén, cu thé cac budc sau:
Bwéc 1: Vao trong phan hé “Van ban di’ --> Chon “Tim kiém, théng ké VB di’

Bwéc 2: Trong man hinh “Thwe hién tim kiém théng ké van ban di” --> chon cac tiéu
chi dé tra clru theo ngay thang, ndm , sé van ban di, Loai vdn ban, Noi ban hanh, phong
ban xt ly hay trich yéu.
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c @ Khong bdo mét | cangvu.vofficevishipel.vn/(S(oxs2xj2wmthhzrooajrdjrne))/VBDi/VBTongHop.aspx

vt cang vu

CUC HANG HAI VIET NAM

@ Céng vu hang hai Viing Tau

£} Trang chi i Tinh hinh xt 1 van ban || Vin phong dién ti & Hwéng din 9 F4

£ Van ban dén

_ THUCT HIEN TiM KIEM, THONG KE VAN BAN BI

&F vin ban di
g4 phat hanh NEm | o018 - LoalVB | Cangvan M|
e | 1 Nody VBIrngdy  [o7/10/2018 B 2 Phéng ban hanh | Chon phang ban -
Bén ngay | 21/10/2018 B N ky
56 van ban di o
Trich yéu
Béocaothéng kétheo |33 |
JBTim kiém | (] Xut file excel | % Lam lgi
3
) SGvanbandi  Ngayvinban  Trichyéu Lanh dao kyt Noi nhan Noi ban hanh
. 403/CVHHNT- - N T Phang T4 chize
B o 21/10/2018 /v Dam bao an todn hanh hii giamdoc cv o
_ 402/CVHHNT- - VS . R ) Phang T4 chic
B e 21/10/2018 /v Nghi dinh v viéc déng ky bign phép bao dam hang hai giamdoc cv oy
= igﬁévwm' 2171072018 Vv Quy dinh thit tuc dign 1 vdi tau thuyén,... giamdoc cv i';‘:‘:i::’n;h”‘
[ 400/CVHHNT-PC  21/10/2018 /v Huging dén théng tin b trf thuy2n vién xuéng tau,.. giamdoc cv Phang Phép ché

Bwéc 3: nhan “tim kiém” dé xem céc két qua thong ké sau khi da nhap thong tin & budc 2
Bwéc 4: nhan “Xuét file Excell” dé théng ké bao céo.

6. Van ban noi bo

Van ban ndi bd ding dé chuyén cac van ban gira cac phong ban véi nhau.

6.1 Thém mé&i van ban néi bd

Thao tac thue hién tuong tw nhw thao tac trén van ban dén.

Giao dién chinh cta phan hé van ban ndi bé nhw sau:

-

CUC HANG HAI VIET NAM

Cang vu hang haiViing Tau ) Trang chd ki Tinh hinh xi Iy vin ban

FINAMARINE

£ van ban dén ~ » Thém méi £ Capnhdt  =pChuyénxily  Lx Y kién xir Iy -
& van ban di v & S&VB ndi bs Ky higu VB Noi ban hanh Ngiy nhin  Trich yéu
: Van ban noi bd = = 3 12 TCHC Phéng T4 chirc Hanh chinh 21/10/2018
[t VB mdi nhap
:JFZ VB dang xi Iy

VB chua xir Iy

VB dang i Iy

VB d5 ¥ If

VB khéng xdr y

- VB d3 két thuc
5 Tie kigm, théing ké
‘
X = L e ™ -
Théngtinchung ' Ykiénxirly ' Nhatky '
86 van ban ndi bo 12 239 Lydng i Iy
SOy higuvan  TCHC : .
K N = vt cang vu(Ngudi gui)
ban .
Ngay ban hanh 21110/2018 Da doc 21/10/2018 14:38:08
Ngdy nhén 2110/2018 8, giamdeoc ov - GDChi dac)
Noi ban héanh Phong Td chikc Hanh chinh
:E Lich céing tac > Trich yéu
- Loal cng van Cong van

=> Man hinh Thém me&i van ban

Tao mai Van bén,n(f)i bd : Chon “Thém méi”
xuat hién dung dé thém mai cac thong tin cta Van Ban Noi
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Thém méi vin ban o @
“ Tiép theo Il @ Déong
*S5 VB ndi bd 14 Théng tin = Iy
= 1
Ky hidu VB i = os Ludng xir Iy
-yt cang vu(Ngudi guri)
Loai 56 van ban | Hanh chinh -
*Ngay ban hanh | 21/10/2018 ‘
"Noi ban hanh | phgng Phép ché -
Han xiF Iy | ‘
*Loai van ban |Cong van -
MNgurdri kyj | tp phap che -
Trich yéu
&
Ghi chd
- - . A
Tep dinh kem @ Nghi Binh vE bién phép bdo dam.pdf
= Remove
Chon
VEMoiNhap_ThemMoiaspx

Chon “Tiép theo” . trong man hinh nay chon Can b xt ly cung vai trd x& ly twong
ng

=] Thém méi vin ban o @
|
% Cap nhat @ Bong
Phan loai: Céng vin Y Kién cla 13nh dao:
Ky hiéu VB: TCHC
Trich yéu:
4
Tép dinh kém: Chon
Chon céan bd xt ly Chon vai trd x& ly
=0 |Phﬁng T8 chirc Hanh clu'.nh| - Chi dao Chi tri ¥t j chinh @ Ph&ihop © BE bist

""" [ Nguyén Van Thanh - PTP @ Lam mai

----- [J Th&i Bén - LX

----- © L& Thi Minh Hin - VT B vt cang vu(Nguai o)
""" [ Nguyén Phudc Tan - CAPT. __}d%_

.... 8L Vérj An - TTX _:Ja tp to chuc hanh chinh - TR(Ch tri)
""" e T - L@ oviche 01 - V(X 1§ chinh)

""" [[J Théi Thi Ngoc Tuyén - CV & tp tai vu - TP(PhGi hop)

""" ] tp to chuc hanh chinh - TP &% L& V3n Bay - TP(Phéi hop)

""" [ ptp to chuc hanh chinh - PTP 8% tp phap che - TP(PhGi hap)
""" ) wtecangwu - VT

""" ) cwtchc 01 -CV -

[=-B2 Ludng xir Iy

VEMoiMhap_ThemMonaspx

Chon “Cap nhat” dé hoan tat qua trinh tao van ban ndi bd méi
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Tai liéu hwéng dan st dung rat gon danh cho khéi van thw

CUC HANG HAI VIET NAM
s Cang vu hang haiVing Tau ¢ Trang chii i Tinh hinh xié Iy van bar
| Van ban dén ~ () Thémméi < (Cipnhat  =p Chuyénx(rly Lo Y kiénxie Iy -
S Van ban di v & S& VB ndi bg Ky higu VB Noi ban hanh Ngay nhan  Trich yéu
: VN ban néi bo - = 14 PC Phéng Phip ch& 21/10/2018
) v = 12 TCHC Phang T8 chitc Hanh chinh  21/10/2018

=HZ VB dang i Iy
VB chus xirly

- WB khéng xdr iy
& VB da két thic

[T Tim kigm, thdng ké

Théng tin chung ¥ kign xir Iy Y".\ Nhat ky

\

S6 van bén nbi b6 12

1 0an oS =8 Lugng i Iy
S6 kjhiguvan  TCHC :

=k vt cang vu(Ngudi gii)

ban
Ngéy ban hanh 21/10/2018 B3 doc 21/10/2018 14:38:08
Ngay nhan 21110/2018 42, giamdoc v - GD(Chi dac)
Noi ban hanh Phong Té chirc Hanh chinh
ﬁ Lich céng tac v Trich yéu
P N Loai eng van Caéng van

6.2 Tim kiém, théng ké van ban ndi bo :
- CAc buéc thue hién twong tw nhw trong van ban dén va van ban di

@ CUC HANG HAI VIET NAM e p—
—.___Cang vu hang haiVing Tau

£ Trang chil ki Tinh hinh x@ Iy van ban | Van phong dién tiz & Heéng din @ FAQ

E Van ban dén ~ N N . - PO N .
el THUC HIEN TIM KIEM, THONG KE VAN BAN DEN
I, . Van ban di ~ . .
Van ban noibd ~ Nam | Tatca - Logi VB | Chon loai van bén -
Ngéy nhén t ngé Phan I ; S
% VB méi nhap igéy nhén ‘ning.?y ‘ =] an J‘nar | chon phanioai |
5058 v dong x5 17 Dén ngay ‘ =] Noi ban hanh | Chen pheng ban |
e o 36 VB néi b6 PR3O XHH | Chon phong ban -
VB chua xit Iy . )
Tich yéu
VB dang xif Iy Ky higu vB
VB da i If .
Bao cao thong ké theo Tat ca -
VB khong xr I L J
TV VB g ket thic STimkiém (7] Xuatfileexcel  Lam lai
b Tim kicm, thang k&
q
=] S§VBnéibs Ky hicu VB Noi ban hanh Ngaynhin  Phong, BV chiti  Hanxirly  Trichyéu
= 14 rC Phéng Phép ché 21/10/2018  tppe -
= 12 TCHC Er"“:'f TochcHanh 51 10/018  tpiche
= 20032018 29032018 S;dp';!:ngm = 2g03/2018 t4u Tiing Quan BE nhan xi d8ng tai HYS ngdy 20.3.2018
=] 4 0014 Phang Phép ché 26/02/2018 29/03/2018  du thao lich truc thang 4.2018
=] 190318 1903187150 Phang Phép ché 19/02/2018  minhny 20/03/2018 15O 2018

7. Lich Cbng tac
7.1 Lich cdng tac cua lanh dao
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CUC HANG HAI VIET NAM
Céng vu hang haiVing Tau

MATAR N

vt cang vu

[ van ban @én ~

</ Quan 1y lich 1am viéc
& van ban di v

=) Van ban noi bo

@ Lich cong tac

~

Chi nhat 21/10/2018

£ Trang chii wu Tinh hinh xi Iy van ban |_|Van phong dién tir € Hwéng din @ FAC

LICH LAM VIEC
Tl ngdy: 21/10/2018  5én ngay: 28/10/2018

<<Tudntrwdc |  Catudn | Tudnsau==

\ Thir 2 22/10/2018

Y Thir323/10/2018 '\ Thir424/10/2018  Thi525/10/2018 \ Thir 6 26/10/2018 ' Tha 7 27/10/2018
, - Tén va chirc vy L N®i dung Bia diém Chudn bi TP Tham dy chi
> ain m
8 Lich céng téc céc phng Giam déc
glamdoc cv
Phé Giam déc
pod cv 01
Pho Giam doc
pod cv 02
« > T N Ay
- Chon “Quan ly lich lam viéc
Quan Iy lich lam viéc o &8
@ Thém lich theo ngy il ® Thém lich theo tudn & Két xuit
Noay B4t 034 [ 51/10,2018 = Ngay kétthde | 51 /102018 =
Tén I&nh dao | giamdoc cv-GD - -
— S = = I e Thei
(] Tén |13nh dao MNgay MN&i dung Bia diém Chuan bi Tham du =
Mo records to display.

QuanlLylichLam\iec.aspx

T man hinh Quan ly lich lam viéc, Chon “Thém lich theo ngay”, nhap ndi dung

cong viéc, lich lam viéc cla lanh dao

(=) Thém lich 1am viéc theo ngay

a @
Tén lanh d26 | giamdoc cv-GD - =
TUng3 | 5171072018
BN NGAY | 53/10/2018
Thei gian Néi dung Phéng, don vi chudn bi TP tham due Dia diém
10 | Go Phong hop 1 -
) Béo cdo tién d6 cong viéc TCHC TP cda tét cd phong ban LSl
(o0 ~|Phit p p p
|- v | Gi&r | Chen phéng ~
= M| Phut P y y

Chon “Lwu lai”, dé két thic qua trinh tao lich 1am viéc cho Ianh dao.
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@ CUC HANG HAI VIET NAM vtcang v
.. Cang vu hang haiVing Tau £ Trang chi i Tinh hinh xi% Iy van ban |_|Van phéng dién v € Hwéng din & FAG
£3 van ban dén ~ { Quan Iy lich lam viéc
A&F van ban di - LICH LAM VIEC
= Tl ngdy: 21402018 én ngdy: 28(10/2018
== Van ban néi bd i =<Tudntrude| Catudn | Tuldnsau=>
e : .
Chii nhat 2171072018\ Thir222/10/2018 ' Tht323/10/2018 '\ Tha424/10/2018 ' Thir5 25/10/2018 ' Thir626/10/2018 ' Thi 7 27/10/2018
[T Lich cang tac = == o
- — Tén va chirc vy not Noi dung Bia diém Chudn bi TP Tham di N
"B Lich cing the cc phéng Giam déc Sang | 10:00 - Hop téng k&t cudi thang 10 Héi trsang TCHC TAt ca cAc phéng ban khac
giamdoc cv Chidu | 14:00 - Tong két tinh hinh hoat 63ng ouj 2/ 2013 Phang hop 1 TCHC TR Tét ¢ ¢t phong ban
Pho Giam déc
pgd cv 01
Phé Giam déc
pgd cv 02

7.2 Lich cdng tac cac phong
- Céc thao tac twong tw

@ CUC HANG HAI VIET NAM vt cang vu
—..__Cang vu hang haiViing Tau £ Trang chi i Tinh hinh xi? Ij vin ban | Vin phong dién ti: &8 Hwéng din @ FA
£ Van ban dén v /£ Quén I lich lam viéc  Phang T& chixc Hanh chin
o LICH LAM VIEC
! Ran=nd Tirngéy: 21/10/2018 Dén ngdy 28/10/2018
{L/ Van ban noi bd ~ . ; == Tuan :rui-: |  Catudn |T_a|153. E=S ; § .
Chd nhat 21/10/2018 '\ Thir 2 22/10/2018  \  Tha 3 23/10/2018 ' Thir424/10/2018 \ Tha 5 25/10/2018 ' Thi 6 26/10/2018 ' Tha 7 27/10/2018
[ vicn cong tac = - - - - !
Tén va chivc vy Théi gian| N&i dung Dia diém Chuén bi TP Tham di Chi tri

T Lich cong thc cdia linh dao
e ﬁ Pho Triedng phong
Nguyén Van Thanh
Lai xe
Thai Bén
Van thw
L& Thi Minh Hién
Thuyén trdng
Nguyén Phuirde Tan
Thay Thu
Lé Van An
May trwéng
Nguyén Thanh Vii
Chuyén vién
Thai Thi Ngoc Tuyén
Trwéng phéng
tp to chuc hanh chinh
Phé Trwedng phéng
\H Quén Iy nghiép vu ~ || ptp to chuc hanh chinh

- Lwu y : Hién phan mém dang dé ché do cho phép méc dinh nhw sau:
+ Lich lam viéc cta Ianh dao: Van thw va Lanh dao déu c6 quyén tao lich lam viéc

+ Ljch lam viéc cac phong: Chi ¢6 nhan vién phong dé méi tao dworc lich cia minh
véi phong twong tng

+ Céac phong ban khong thay lich lam viéc cda nhau

8. Quan ly nghiép vu
8.1 Lich phong hop
- Trong danh muc lich phong hop => chon “Thém ma&i” dé tao lich phong hop
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Tai lieu hwéng dan st dung rat gon danh cho khéi van thw

(=] Thém lich phéng hop

Thanh phin tham du

“Tir ngay

Chon hét )

i3 [ Phang T4 chifc Hanh chinh
WD Phéng Taivu

[ [T Phéng An toan va TTHH
[ [0 Phéng Phap ch&

“Bén ngay

Ngu&i ch tri
Phong, BV chuin

Chd tri

bi ED L&nh dao Cang vu
4 [# () Dai dién CVHHNT tai Van Phong
May chiés
. ayh'_:‘i o [ () Dai dién CVHHNT tai Truding Sa
61 nghi trre [ . A
i . [ Pai dién CYHHNT tai Cam Ranh
tuyén Tidp Knzch [ pai dién ai Cam Ranl
0] *Phong hop

- Nhap céc théng tin can thiét nhw : N&i dung hop, thdi gian hop, thanh phan phong ban
tham gia

{5] Thém lich phang hop —
én ng3 J (# @ Phéng T8 chiic Hanh chinh -
9eN gAY | 2671072018 |8 (1L ] ¥ Phong T8 chifc Hanh chin
[__ .J & Phong Tai vu
Noud1 chi 1l | giamdoc cv-GD |v m Phéng An todn va TTHH
Phéng, BV chuan - [# Phong Phap ché
: . ) héng Phap ché
bi | ICHC

E # Linh dao Cang vu

S Y: Ei ¥ Dai dién CVHHNT tai Van Phong
-'.“ay '.:meu Ei Dai dién CVHHNT tai Truong Sa
- m"ﬁ . Tiép Khach e Dai dién CWHHNT tai Cam Ranh
*Phdng hop
| Héi truang - Trang thai
D3t phang thanh cong - Ghi chd

1

LichPhongHop_Detail.aspx?idx=add

- Chon “Lwu” dé thém lich phong hop

[ van ban aén ~ || EThémméi  (ACapnhdt @Xem  ¥Xoa  #Duyét  smXem lich phong hop

5 Van ban di ~ Tén lich dat Giay mai Tir Ngay Bén Ngay Tir Lic Bén Lic Phéng hop Nguai dat phong
ﬁ Van ban noi bo ~
E Lich cong tac ~
% Quan Iy nghiép vu ~

BN - | Lich phang hop
----- 8 Lich 53t phuong tign
83 Danh ba nhan vién

------ 1-[@] Thang bao néi ba

18



Tai liéu hwéng dan st dung rat gon danh cho khéi van thw

8.2 Lich dat phwong tién
- Trong danh muc lich dat phwong tién => Chon “Thém maoi” dé tao lich dat phwong tién

CUC HANG HAI VIET NAM
no.  Cangvu hang haiVing Tau

i} Van ban dén ~ {JXem  $Xoéa  g#Duyét

& van ban di =
— Ll Tén lich dat
L Van ban ndi bo w
N . w  Trang thai: Chua thuc hién
ﬁ Lich cdng tac W
= [ lii Bi cong tac
'Ql'_‘i Quan Iy nghiép vu ~

& Lich phong ho
- &f Lich phéng hop

& Lich dit phuong tién

@ Danh ba nhan vien
“--[@| Théng bao néi bb

- Thém céc ndi dung can thiét nhw: Tén yéu cau, thdi gian, di tlr dau téi dau, sé
ngwoi tham gia.

Thém lich dit phuong tién o @
[ Lo
Tényéucau| Thanh phan tham du
Bi cong tac b I
4t [ Phang T8 chirc Hanh chinh
o | [ Phong Taivy
*Twr ngay - -|
23/10/2013 B (= v/l= Y| @@ phong An toan va TTHH
*Bén nga
SN N3V 2511072018 B |~ |l ~| & @ Phéng Phip ché
*Biém dan . :
Cél‘lg vu viing tau :d [ L&nh dao Cang vu
:r_r [ Dai dién CVHHNT tai Van Phong
o an [ Z 1-_} [ Pai dién CVHHNT tai Truéng Sa
Céng vy Nha Trang -] Dai dign CVHHNT tai Cam Ranh
=56 ngudi di 300
Mue dich .
Khao sat
£
Phurong 80 | Chon phucng tién
Ngui diéu khién  Chon ngusi digu khign
Két qua
o
Trang thai  —#r2 thuc hién
LichXeCongTac_Detail.azpxfidx=add

- Chon “Lwu” dé két thic qua trinh lich dat phwong tién
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Tai liéu hwéng dan st dung rut gon danh cho khéi van thw

8.3 Thong bao noi bo

- Tt danh muc Théng b&o ndi bd => Chon “Thém méi” dé tao thong bao ndi bd

@ CUC HANG HAI VIET NAM

Wi AL ATINE

Cang vu hang hai Ving Tau

£ Van ban dén
& Van ban di
\_| Van ban noi bd
% Lich cdng tac

'\_'1'5 Quan Iy nghiép vu

ol Lich dat phuang tién
[ Danh ba nhan vién

“r &y Thém mdi ¢ £ Cap nhat ¥ Xoa
v || Tén lich dat
o +  Théng béo lich cip dién
o | |E
"t
o

- Nhap céc néi dung can thiét nhw Tiéu d&, ndi dung théng béo, thei gian.

Théng bio ndi ba

[ un J @0in |

*Tiéu d&

NGi dung

Tép dinh kém

Théng bao lich clp dién

B f O

s& Cang vu Viing TAu nhy sau:

[Tran trong théng bao.

Ngay 12/7/2017: Tir 04h50 dén 06h15 va tir 16h30 dén 18h00

Phéng Ta chire Hanh chinh nhan duoc théng bao cat dién cda Bién lvc Nha Trang tai tru sé Tru

| /" Design | €3 HTML Q, Preview

T ng3y | 50,07/2017 B (13 ~|[30 -
"DEN N3 | 20/07/2017 B 115 -0 ~

“Noudi phathanh | | & Thi Minh Hign

Dann dau MS1 (Pirrang a0 duoe JE0h ddu 13 méi
Trang thal | 3 phat hanh

| Chon |

ThongBaoMoiBo_Detail.aspx?idx=edit&ld=4

- Chon “Lwu” dé

Iwu lai théng b&o ndi bd
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