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QC04 —-QUY PINH VE SU DUNG PHAN MEM QUAN LY VAN BAN
VA HO SO CONG VIEC EDOCMAN

Piéu 1: Qui dinh chung

1.1. Déi twong va pham vi dp dung

Quy dinh nay ap dung trong viéc quan 1y vin ban va hd so cong viéc ciia cac phong,
khoa, by mén, cac trung tam thudc truong Pai hoc Kinh té va Quan tri kinh doanh.

Ap dung ddi v6i cac ca nhan 1a vién chic, can bd hop dong duoc cip quyén
(account) st dung phan mém eDocman.

1.2. Viin bédn diing dé trao doi qua phin mém

- Vin ban str dung dé trao d6i qua phan mém duoc soan thao theo quy dinh cua
Thong tu 01/2011/TT-BNV ngay 19/01/2011 cta Bo Noi vu vé viée hudng dan vé thé
thirc va k¥ thuat trinh bay van ban hanh chinh, theo quy dinh cua truong Pai hoc Kinh
té va Quan tri kinh doanh.

1.3. Gidi thich mét sé tir ngir sir dung

- eDocman: La phﬁn mém quan 1y van ban va ho so cong viéc dugc cai dat va
quan ly tap trung tai may chu cua DPai hoc Thai Nguyén.

- Account: Quyén truy cip va st dung.

- Password: Mat khau dé ding nhap.

- Scan: S6 héa van ban bang may quét anh.

- File “.pdf”: La dinh dang file ciia phdn mém Adobe Acrobat reader

- Back up: Sao luu dir liéu

- Cong viéc hién tqi: 1a cac cong vi¢c dugce giao trong muc “Giao viéc”, “Van ban
xin y kién”, “Dy théo vin ban di”.

- Cong viéc dd chuyén: 1a cac cong viée trong muc “Vin ban xin y kién”, “Dy
thao vin ban di” dd dugc chuyén cho cdp ldnh dao hodc chuyén vién, van thu.

- Ho6 so cong viéc: 1a mot tap van ban, tai liéu c6 lién quan véi nhau vé mot van
dé, mot su viéc, mot ddi tuong cu thé hodc c6 mot sb dic diém chung hinh thanh trong
qua trinh theo ddi, giai quyét cong viéc thudc pham vi chic ning, nhiém vu ciia mot
don vi, t6 chirc hodc ciia mot ca nhan.

- Van ban dién tir: 1a van ban duogc tao ra va luu trix béng cac phuong tién di¢n tir
hoat dong dua trén cong ngh¢ dién, dién tur, ky thuat $6. ..

- Van bdn truyén théng: 1a nhimg vin ban giri qua dich vu buu chinh cua cac
doanh nghiép buu chinh chuyén phat hodc dugc chuyén van ban tryc tiép tir co quan
giri dén co quan nhén.

- Website: Trang thong tin dién tur.

- BGH: Ban Giam hiéu.

Lan ban hanh/sira d6i: 1/1 Trang: 2/17



QC04 —-QUY PINH VE SU DUNG PHAN MEM QUAN LY VAN BAN
VA HO SO CONG VIEC EDOCMAN

- BM: BO mon.

- Trung tam TT — TV: Trung tam thong tin thu vién.
- GD: Giam déc.

- PGD: Phé Giam doc

- LD: Lanh dao.

- Van thu: BO phan van thu ctia Nha truong.
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Picéu 2: Qui trinh xir Iy vin ban

2.1. Viin bdn dén

VAN THU

bong dAu, photo, cép s, vao
s0 Cong van dén
(Theo quy trinh truyén

VAN BAN DEN

A 4

A 4

thong)

PHONG TONG HQP
(Bo phan Tro ly BGH)
Kiém tra van ban, dé xuét cac
ca nhan, don vi thuc hién
(Theo quy trinh truyén thong)

BAN GIAM HIEU
Xem x¢t, phé duyét

(Theo quy trinh truyén
thong)

Béo céo két qua thuc hién

v

VAN THU

PHONG TONG HQP

(B¢ phén Tre ly BGH)
Chuyén cho bd phan Van thu

Nhan, Scan, luu (theo cach truyén thong),
cap nhat s6, vao sb trén phﬁn mém, cin
ctr bt phé cua BGH dé gui cho cac don

vi lién quan qua phan mém.

A\ 4

Pon dbc
thuc hién
Xt ly van
ban trén

phan
mém

bang nhap phan mém va xt ly van ban

A

LANH PAO CAC PON VI

Bao céao két
qua thuce

Néu LD don
vi khéng truc
tiép xur Iy
hién

CAN BQ PUQC GIAO NHIEM VU
X 1y cong viéc theo nhi€ém vu dugce

phan cong
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2.2. Vin ban di
2.2.1. Van bdn do BGH ky ban hanh

PHONG TONG HQP
(B§ phan Trg ly BGH)
Kiém tra thé thirc, k¥ thuat trinh bay
(Néu chwa dat yéu cau, dé nghi don vi
soan thao lam lai)

VAN BAN DI

A 4

BAN GIAM HIEU
Xem x¢ét, ky ban

hanh van ban

Béo céo két qua thuc hién

A 4

PHONG TONG HQP ~ VANTHU ‘
(B6 phan Trg ly BGH) Nhan, cap s0, vao so (theo cach truyén
Chuyén cho bo phan Vin thu thong va trén phan mém), scan, chuyén

v

thong qua phan mém.

CAC PON VI NGOAI TRUONG
(g1 ban dién tur hoac ban in)

A

dinh dang file (.pdf), giri dén Noi nhan !

\ 4

LANH PAO CAC PON VI
—— T T T »  Daing nhdp phan mém va xir ly van ban
Don doc thue hién xir 1y vin ban trén phan mém

Néu LD don
vi khéng truc
tiép xir ly

Béo cao két
qua thuc
hién
Ghi chu:
—— & Luu thong van ban i
_______ » Béo cdo két qua CAN BQ PUQC GIAO NHIEM VU

Xur 1y cong viéc theo nhiém vy dugc phan cong

————————— » Don doc thue hién
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2.2.2. Van bdn do cdc don vi thira lénh Hi¢u truong ky ban hanh

PHONG TONG HQP

~ (BO phén Trg Iy BGH)
VAN BAN PI > Ki;ém tra the thl'fc, k§1 thu}élt tI'iI.lh bay .
(Néu chua dat yéu cau, dé nghi don vi

soan thao lam lai)
LANH PAO PON VI
Thtra 1énh Hiéu
trudng ky ban hanh
van ban
VAN THU

Nhan, cap sb, vao so (theo cach truyén

thong va trén phan mém), scan, chuyén

dinh dang file (.pdf), giri dén Noi nhan
thong qua phan mém.

CAC PON VI NGOAI TRUONG
(gui ban dién tir hoac ban in)

Ghi chu:
— > Luu thong van ban

_______ » Bdo cao két qua

A\ 4

LANH PAO CAC PON VI

Ding nhap phan mém va xir 1y van ban

Néu LD don
Vi khf)ng truc
tiép xir ly

Bao céo két
qua thuc
hién

CAN BOQ PUQC GIAO NHIEM VU

Xur 1y cong viéc theo nhi€ém vu dugc phan cong
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Picu 3: Nhiém vu ciia cic don vi, ca nhan.

3.1. Phong Téong hop

3.1.1. Bo phan Van thu:

- D6i voi védn ban dén:

+ Vin ban dén tir cic don vi thudc Pai hoc Thai Nguyén hoac cua Pai hoc Thai
Nguyén:

B6 phan van thu tiép nhan vin ban (bao gdm: vin ban in, vin ban dién tir), tién
hanh cip s6, vao sb (theo phuong phap truyén théng va trén phan mém) va chuyén vin
ban in cho B§ phan Trg 1y Ban Giam hiéu.

Khi nhan dugc van ban gui lai cia Bo phan Trg 1y Ban Gidm hi¢u, can cr vao
but phé cia Ban Giam hiéu, tién hanh luu (theo cach truyén thong), giri dén cac don vi
lién quan thong qua phan mém.

+ Vian ban dén ngoai Pai hoc Thai Nguyén:

B6 phan vin thu tiép nhan vin ban in, cip sb, vao sb (theo cach truyén thong va
trén phﬁn mém) chuyén cho B0 phan Trg ly Ban Giam hiéu.

Khi nhan dugc van ban gui lai cia B phan Tro 1y Ban Giam hiéu, can bo van
thu cdn c& vao but phé cta Ban Giam hiéu, tién hanh Scan, chuyén dinh dang file
(.pdf), tién hanh luu (theo cach truyén théng), giri dén cac don vi lién quan théng qua
phan mém.

- B6i v6i van ban di:

Van thu nhan van ban da c6 chitr ky cua Ban Gidm hi¢u hoac 1anh dao cac don vi
thura 1énh Hiéu truong tor BO phan Trg 1y Ban Gidm hiéu, tién hanh cép s6, vao sb
(theo cach truyén théng va trén phin mém), déng dau, Scan, chuyén dinh dang file
(.pdf), luu (theo cach truyén thdng), giri cho cac don vi lién quan thong qua phin mém
(cac don vi trong Truong).

3.1.2. Bo phan Tro ly Ban Giam hiéu:

B6 phan Tro 1y Ban Giam hi¢u c6 nhi€ém vu don dbc, giam sat quy trinh thuc
hién viéc trién khai phﬁn mém cua cac don vi, ca nhan duogc phan cong nhi¢m vu, tién
hanh tong két, binh xét, dua viéc danh gia cong tac sir dung phan mém cia cac don vi
vao cong tac phan loai cdn bg vién chuc theo quy va thi dua khen thuong hang nam
cua Nha truong.

- DOi véi viin ban dén:

Tiép nhén vin ban tir bo phan vin thu, nghién ctru ndi dung, dé xuat don vi thuc
hién nhiém vu theo ndi dung vin ban va chuyén cho Ban Giam hiéu phé duyét.

Tiép nhan vin ban da phé duyét tir Ban Giam hiéu guri lai bo phan Vian thu.

- Doi v6i1 van ban di:
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Tiép nhan vin ban tir cac don vi, tién hanh kiém tra vé k¥ thuat trinh bay, 13i
chinh ta (néu chiea ding thé thirc va ky thudt, dé nghi lam lgi), sau khi c6 vin ban
chuan theo quy dinh, tién hanh trinh Ban Giam hiéu ky duyét, chuyén cho by phanVin
thu.

3.3. Trung tim thong tin thu vién:

- Duy tri hé théng may tinh, hé théng mang, phén mém hoat dong 6n dinh.

- Phéi hop v6i Ban Cong nghé thong tin — Pai hoc Thai Nguyén khac phuc kip
thoi khi ¢6 16i phan mém xay ra.

- Phéi hop v6i phong Tong hop theo doi, don ddc cac don vi thuc hién, t6 chirc
huéng dan, tip hudn khi can thiét.

- Ho tro k¥ thuat cho cac don vi, cd nhan trong qué trinh trién khai phén mém.

3.4. Cac don vi co lién quan:

- Vin ban dén:

+ Dbi vé6i 1anh dao cac don vi: bang nhap ti thiéu 04 lﬁn/ngély dé nhan van ban,
can cr vao ndi dung vin ban dinh kém, giao viéc cho cip dudi hoic nhin vién theo
chtrc ndng, nhiém vy, bao cdo lanh dao Nha truong vé két qua thyc hién.

+ Dbi voi chuyén vién, nhan vién vin phong: Pang nhap ti thiéu 04 1an/ngay dé
nhan van ban cua cép trén truc tiép, trién khai cong viéc dugc phan cong, bdo cao lanh
dao don vi két qua thyuc hién.

+ Dbi v6i cac vin ban do cac co quan ngoai trudng gui truc tiép cho cac don vi
theo duong dién tur, sau khi nhan dugc cac don vi phai bao cdo BGH va gui cho Van
thu.

- Van ban di:

Cac don vi soan thao van ban, chuyén cho BO phan Tr¢o Iy BGH dé chinh sira ky
thuat trinh bay, thé thirc.

Sau khi két thiic chinh stra, chuyén 01 vin ban in cho Bo phén Trog Iy BGH dé
trién khai trén phian mém; Ol ban dién tr (hoan chinh) giri dén dia chi email:
webmaster@tueba.edu.vn dé ding tai Website ciia Nha trudng (néu can ding tai
website).

Lwu v: Cac don vi khi nhdn dwoc van ban dén tir cdce co quan, don vi ngoai

Truong (van ban dién tur hodc van ban in) phai bdao cao BGH va guii cho bo phdn Van
thu dé leu trir.

Picu 4: Quy dinh vé account va sir dung account.

Hé thong account: Cac ca nhan c6 tén trong danh sach sau co thé si dung
account dugc cap dé dang nhap vao phan mém:
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BAN GIAM HIEU

STT HOQ TEN CHUC VU ACCOUNT

1 |Tran Chi Thién Hiéu truéng tranchithienht

2 |Tran Quang Huy Pho Hiéu truong tranquanghuyhp

3 |Nguyén Thanh Minh Pho Hiéu truéng nguyenthanhminhhp

VAN THU
1 [Nguyén Thi Huong Vin thu vanthudhkt
PHONG TONG HQP

STT HO TEN CHUC VU ACCOUNT
1 |Tran Minh Thé Trudong phong tranminhthetp
2  |Hoang Thé Dinh Ph6 Trudng phong hoangthedinh
3  [Ngo6 Thi Tan Huong Pho Truong phong ngothitanhuong
4 |Pham Xuan Thuy Chuyén vién phamxuanthuy
5 |Hoang Lé L¢ Tram truéng Y té hoanglele
6 |Nguyén Thi Van Nhan vién nguyenthivan
7 |Nguyén Thi Ngan Nhan vién nguyenngan
8 |Nguyén Quang Hop Giang vién nguyenquanghop
9  |Vuong Thuy Hang Chuyén vién vuongthuyhang
10 |bang Thi Kim Mai Chuyén vién dangthikimmai
11 [Nguyén Thai Son Chuyén vién nguyenthaison
12 [Nguyén Son Lam Chuyén vién nguyensonlam
13 |Duong Huong Giang Chuyén vién duonghuonggiang
14 |No6ng Thi Kim Dung Chuyén vién nongthikimdung
15 |Nguyén Thi Hong Chuyén vién nguyenthihong
16 |Thai Thi Mai Ngoc Nhan vién thaithimaingoc
17 |Ha Thi Thuy Tién Nhan vién hathithuytien
18 |Nguyén Hong Sam Chuyén vién nguyenhongsam
19 |(Bui Thi Tra Ly Giang vién buithitraly
20 |Phan Truong Trang Bac Sy phantruongtrang
21 [Pham Khic Diing Chuyén vién phamkhacdung
22 |Pham Thi Ngan Chuyén vién phamtngan
23 |Trinh Thi Minh Hanh Chuyén vién trinhthiminhhanh
24 |bang Quynh Trinh Ké toan trudng dangquynhtrinh
25 |Tran Thi Trang Chuyén vién tranthitrang
26 |Pao Ngoc Quynh Chuyén vien doangocquynh
27 |Ta Viét Anh Giang vién tavietanh
28 [Nguyén Minh Tuyén Chuyén vién nguyenminhtuyen

LAn ban hanh/stra ddi: 1/1

Trang: 9/17



http://vanban.tnu.edu.vn/eDocman/UMS/DocViewer.asp?UMType=Group140cdc98-74f4-40c7-afeb-6149aa4b68df

QC04 —QUY PINH VE SU DUNG PHAN MEM QUAN LY VAN BAN

VA HO SO CONG VIEC EDOCMAN

29 |Tran Thi Thu Hoai Chuyén vién tranthithuhoai
30 |Luong Thi Nguyét Nhan vién luongthinguyet
PHONG PAO TAO

STT HOQ TEN CHUC VU ACCOUNT
1 |Nguyén Thi Gdm Trudng phong nguyenthigamtp
2 |Tran Pinh Chac Pho Trudng phong tranchuc
3 |Ta Thi Thanh Huyén Phé Trudng phong tathithanhhuyen
4 |Vi Thi Quynh Chi Giang vién vuthiquynhchi
5 |Ha Thi Thanh Nga Giang vién hathanhnga
6 |Nguyén Thi Thanh Vinh Giang vién nguyenthithanhvinh
7 |Dd Thanh Phiic Giang vién dothanhphuc
8 |Nguyén Thi Kim Anh Chuyén vién nguyenkimanh
9 |Duong Thi Thu Hang Chuyén vién duongthithuhang
10 |Vi Thi Nhu Trang Chuyén vién vuthinhutrang
11 |Nguyén Thi Kiéu Yén Chuyén vién nguyenthikieuyen
12 |Tran Thi Huong Chuyén vién tranthihuong
13 |Lé Manh Hung Chuyén vién lemanhhung
14 |Lyc Ha Trang Chuyén vién luchatrang
15 |[Nong Prc Thing Chuyén vién nongducthang
16 |Hoang Van Du Giang vién hoangvandu

PHONG QLKH&HTQT

STT HOQ TEN CHUC VU ACCOUNT
1 |Nguyén Tién Long Truong phong nguyentienlongtp
2 |Nguyén Vin Quang Pho Truong phong nguyenguang
3 |Cu Phuc Thanh Chuyén vién cuphucthanh
4 |bang Thi Ngoc Anh Giang vién dangngocanh
5 |Tran Thi Bich Thuy Giang vién tranthibichthuy
6 |Pao Thuy Mai Chuyén vién daothuymai

PHONG CTHSSV

STT HQ TEN CHUC VU ACCOUNT
1 |Tran Luwong Pic Trudng phong tranluongductp
2 |bang Xuan Quy Pho Truong phong dangxuanquy
3 |Nguyén Thi Thiy Pho6 Truéng phong nguyenthithuypp
4 |Pang Tat Thang Pho Truong phong dangtatthangpp
5 |Pham Thu Huong Chuyén vién phamthuhuong
6 |Nguyén Thi Thity Van Chuyén vién nguyenthithuyvan
7 |Nguyén Nhu Cong Nhén vién nguyennhucong
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8 |Pham Thi Nga Chuyén vién phamthinga
9 |Ninh Duy Lang Chuyén vién ninhduylang
10 |Tran Hoai Nam Chuyén vién tranhoainam
11 |Nguyén Trung Hiéu Nhan vién nguyentrunghieu
12 [Nguyén Lam Thao Nhan vién nguyenlamthao
13 |Pham Van Thai Chuyén vién phamvanthaihssv
14 |Nguyén Thi Thu Thao Chuyén vién nguyenthithuthao
15 |Tran Pinh Phai Chuyén vién trandinhphai
PHONG TTrKT&DPBCLGD

STT HO TEN CHUC VU ACCOUNT
1 |Tran Cong Nghiép Trudong phong trancongnghieptp
2 |Tran Xuan Kién Ph6 Trudng phong tranxuankien
3 |Tran Nguyén Binh Pho Truong phong trannguyenbinh
4 |Mai Viét Anh Chuyén vién maivietanh
5 |Nguyén Thi Thu Yén Chuyén vién nguyenthithuyen
6 |An Thi Thu Chuyén vién anthithu
7 |Hoang Chi Thanh Chuyén vién hoangchithanh
8 |Tran Vin Cudng Chuyén vién tranvcuong
9 |Nguyén Viét Cuong Chuyén vién nguyenvietcuong
10 [Nguyén Thu Huong Chuyén vién nguyenthuhuong

TRUNG TAM THONG TIN THU VIEN

STT HOQ TEN CHUC VU ACCOUNT
1 |Poan Manh Hong Giam déc doanmanhhong
2 |Duong Thi Tinh Ph6 Giam dbc duongthitinh
3 |Luong Manh Bong Chuyén vién luongmanhdong
4 |V Trong Dai Chuyén vién votrongdai
5 |Vii Thi Thuy Linh Chuyén vién vulinh
6 |Tran Thi Qué Chuyén vién tranthique
7 |Nguyén Thi Thanh Huyén Thu vién vién nguyenthithanhhuyen
8 [Chu Thi Van Anh Nhan vién chuthivananh
9 |Nguyén Thi Vinh Nhan vién nguyenthivinh

PHONG QUAN LY PAO TAO SAU DAI HQC

STT HQ TEN CHUC VU ACCOUNT
1 |Nguyén Khanh doanh Truéng phong nguyenkhanhdoanhtp
2 |Tran Nhuan Kién Pho Truong phong trannhuankien
3 |Nguyén Vin Thong Giang vién nguyenvanthong
4 |binh Thi Khanh Chuyén vién dinhthikhanh
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5 |Nguyén Thi Lan Anh Chuyén vién nguyenthilananh
6 |Nguyén Thi Thu Ha Chuyén vién nguyenthithuha
TRUNG TAM HQP TAC QUOC TE VE PAO TAO VA DU HQC

STT HOQ TEN CHUC VU ACCOUNT

1 |Tran Chi Thién Giam déc tranchithienhtqt

2 |Nguyén Khanh Doanh Phé Giam déc nguyenkhanhdoanhhtqt

3 |Vii Thi Mai Anh Chuyén vién vuthimaianh

4 |Luc Van Cuong Chuyén vién lucvancuong

5 |Nguyén Thi Xuan Huong Chuyén vién nguyenthixuanhuong

6 |Ha Thi Ninh Chuyén vién hathininh

7 |Ha Thi Hoa Chuyén vién hathihoa

8 |Nguyén Thi Ha Chuyén vién nguyenthiha

9 |Phan Thanh T Chuyén vién phanthanhto

10 |[Nguyén Thé Anh Chuyén vién nguyentheanh

11 |Nguyén Thi Thuy Duong Chuyén vién nguyenthithuyduong

PHONG THKD

STT HO TEN CHUC VU ACCOUNT

1 |Nguyén Thi Thu Huong Trudong phong nguyenthithuhuong

2 |Vii Van Huy Ph6 Trudng phong vuvanhuypp

3 |Vii Thuy Hoa Van phong vuthuyhoa

BOQ MON TIN HQOC UNG DUNG

STT HO TEN CHUC VU ACCOUNT
1 Vi Van Huy Truong BM vuvanhuytbm
BQ MON TMPT - KTM
STT HO TEN CHUC VU ACCOUNT
1 |Nguyén Tién Long Truong BM nguyentienlongtbm

KHOA KHOA HQC CO BAN

STT HQ TEN CHUC VU ACCOUNT
1 |Nguyén Vin Minh Truéng Khoa nguyenvanminhtk
2 |Lé Van Thuc Pho Truong khoa levanthucpk
BO MON TOAN
STT HQ TEN CHUC VU ACCOUNT
1 |Nguyén Vin Minh Truéng BM nguyenvanminhtbm
2 |Tran Thi Mai Pho B mon tranthimai
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BQ MON NGOAI NGU
STT HOQ TEN CHUC VU ACCOUNT
1 |Ta Thi Hué Truéng BM tathihue
2 |Pham Nhu Cuodng Pho B6 mén phamnhucuongpbm
BOQ MON LY LUAN CHIiNH TRI
STT HOQ TEN CHUC VU ACCOUNT
1 |Lé Van Thuyc Truong BM levanthuctbm
2 |Nguyén Thi Thanh Ha Ph6 Bo mon nguyenthithanhha
BO MON GIAO DUC THE CHAT
STT HO TEN CHUC VU ACCOUNT
1 |Nguyén Nam Ha Truéng BM nguyennamha
KHOA KINH TE
STT HO TEN CHUC VU ACCOUNT
1 |Pd Vin Giai Truong khoa dovangiai
2 |Pong Vin Tuin Phé Truong khoa dongvantuan
3 |Tran Vin Diing Phé Trudng khoa tranvandung
4 |Bui Nir Hoang Anh Pho Truong khoa buinuhoanganhpk
5 |Nguyén Thi Bich Lién Van phong nguyenthibichlien
6 (Bui Puc Linh Tro Iy KH-DT buiduclinh
7 |Triéu Van Huin Tro 1y QL HSSV trieuvanhuan
8 |Tran Pham Vin Cuong Tro Iy PBCL tranphamvancuong
BQ MON KINH TE PAU TU
STT HO TEN CHUC VU ACCOUNT
1 |Nguyén Thi Thiy Van Truong BM nguyenthithuyvan
2 |Ha Vi Nam Ph6 B6 mon havunam
BO MON THONG KE - KINH TE LUQONG
STT HQ TEN CHUC VU ACCOUNT
1 |Nguyén Thi Nhung Truéng BM nguyenthinhung
BO MON LUAT KINH TE
STT HQ TEN CHUC VU ACCOUNT
1 |Tran Luwong Pirc Truéng BM tranluongductbm
BO MON KINH TE HQC
STT HQ TEN CHUC VU ACCOUNT
1 |Bui Nt Hoang Anh Truéng BM buinuhoanganhtbm
2 |Pd Viét Duy Phé Bo mon dovietduy
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BOQ MON QUAN LY KINH TE
STT HOQ TEN CHUC VU ACCOUNT
1 |[Pam Thanh Thuy Truong BM damthanhthuy
2 |Nguyén Thi Phuong Thuay Ph6 Bo mon nguyenthiphuongthuy
BQ MON KINH TE QUOC TE
STT HOQ TEN CHUC VU ACCOUNT
1 |Vi Thi Oanh Pho6 Bo mon vuthioanhpbm
KHOA KE TOAN
STT HO TEN CHUC VU ACCOUNT
1 |Hoang Thi Thu Truong khoa hoangthithutk
2 |Nguyén Thi Oanh Phé Trudng khoa nguyenthioanh
3 |Ma Thi Huong Pho Truong khoa mathihuong
4 |Pam Phuong Lan Pho Trudng khoa damphuonglan
5 |Duong Thanh Tinh Van phong duongthanhtinhvpk
6 |P6 Kim Du Tro Iy KH-DT dokimdu
7 |Nguyén Trong Nghia Tro ly QL HSSV nguyentrongnghia
8 |Tran Tuan Anh Giao vu trantuananh
9 |Nguyén Ngoc Ly Tro ly PBCL nguyenngocly

BOQ MON KE TOAN DOANH NGHIEP

STT HOQ TEN CHUC VU ACCOUNT
1 |Nguyén Thi Nga Truong BM nguyenthinga
2 |Thai Thi Thai Nguyén Phé B§ mon thaithithainguyen
BO MON KE TOAN TONG HQP
STT HO TEN CHUC VU ACCOUNT
1 |Nguyén Thi Lan Anh Truong BM nguyenthilananh
2 |Théi Thi Thu Trang Ph6 Bo mon thaithithutrang
BO MON KE KIEM TOAN
STT HQ TEN CHUC VU ACCOUNT
1 |Péang Thi Diu Truéng BM dangthidiu
2 |P& Thi Thu Hang Phoé B mén dothithuhang
BO MON TAI CHINH - NGAN HANG
STT HQ TEN CHUC VU ACCOUNT
1 (Vi Thi Hau Truéng BM vuthihau
2 |Nguyén Thi Kim Nhung Ph6 B6 mon nguyenthikimnhung
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KHOA QUAN TRI KINH DOANH

STT HOQ TEN CHUC VU ACCOUNT
1 |Hoang Thi Hué Truong khoa hoangthihuetk
2 |V0 Thi Trang Pho Truong khoa vothitrang
3 |Duong Thanh Ha Pho Truong khoa duongthanhhapk
4 |T6 Thi Dung Van phong tothidung
5 |Nguyén Ta Anh Giao vu nguyentuanh
6 |Nguyén Thi Thai Ha Tro Iy KH-DT nguyenthithaiha
7 |Pang Phi Truong Trg Iy BPBCL dangphitruong

BO MON KHOA HQC QUAN LY

STT HO TEN CHUC VU ACCOUNT

1 |Pinh Hong Linh Truéng BM dinhhonglinh
BOQ MON QTKD TONG HQP

STT HOQ TEN CHUC VU ACCOUNT

1 [Ngo6 Thi Huong Giang Truong BM ngothihuonggiangtbm

BO MON QTDN CONG NGHIEP

STT HOQ TEN CHUC VU ACCOUNT
1 |Ha Thi Thanh Hoa Truong BM hathithanhhoa
2 |Nguyén Van Anh Pho B6 mon nguyenvananh
BQ MON PHAN TiCH KINH DOANH
STT HO TEN CHUC VU ACCOUNT
1 |Pham Thi Thanh Mai Truong BM phamthithanhmai
BO MON MARKETING
STT HO TEN CHUC VU ACCOUNT
1 |Duong Thanh Ha Truéng BM duongthanhhatbm
2 |Nguyén Thi Lan Anh Ph6 Bo mon nguyenthilananh
BO MON QT DU LICH —- KHACH SAN
STT HQ TEN CHUC VU ACCOUNT
1 |Nguyén Thi My Hanh Truéng BM nguyethimyhanh
TRUNG TAM TIN HQC —- NGOAI NGU'
STT HQ TEN CHUC VU ACCOUNT
1 |Tran Chi Thién Giam dbc tranchithienthnn
2 |Tran Cong Nghiép Pho Gb trancongnghieptnnn
3 |Ta Thi Hué Pho GD tathihuethnn
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4 |Pham Thuy Duong Van phong phamthuyduong
TRUNG TAM TU VAN HO TRQ SINH VIEN

STT HOQ TEN CHUC VU ACCOUNT
1 |Tran Luong Dirc Giam débc tranluongductvhtsv
2 |Pham Minh Hoang Pho Gb phamminhhoangtvhtsv
3 |Nguyén Thi Thiy Pho GDb nguyenthithuytvhtsv
4 |Pham Van Thai Van phong phamvanthaitvhtsv

TRUNG TAM PAO TAO TAI CHINH - KE TOAN

STT HO TEN CHUC VU ACCOUNT
1 [Nguyén Thanh Minh Giam débc nguyenthanhminhtckt
2 |Hoang Thi Thu Pho Gb hoangthithutckt
3 |Tran Pinh Tuén Pho GD trandinhtuantckt
4 |Duong Thanh Tinh Van phong duongthanhtinhvptckt

TRUNG TAM TU VAN HO TRQ DOANH NGHIEP

STT HO TEN CHUC VU ACCOUNT
1 |Tran Quang Huy Giam dbc tranquanghuytvhtdn
2 |Hoang Thi Hu¢ Pho Gb hoangthihuetvhtdn
3 Vian phong

CONG POAN

STT HOQ TEN CHUC VU ACCOUNT
1 |Tran Minh Thé Chu tich tranminhthecd
2 |Ng6 Thi Huong Giang Pho Chu tich ngothihuonggiangcd
3 |Pd Thi Tuyét Mai Van phong dothituyetmai

POAN THANH NIEN

STT HO TEN CHUC VU ACCOUNT
1 |Pham Minh Hoang Bi thu phamminhhoangdtn
2 |Pham Nhu Cuong Pho Bi thu phamnhucuongdtn
3 |Nguyén Vin Huy Ph¢ Bi thu nguyenvanhuy
4 [Nguyén Thi Ngoc Mai Vian phong nguyenthingocmai

HOI SINH VIEN

STT HQ TEN CHUC VU ACCOUNT
1 |Pham Minh Hoang Chu tich phamminhhoanghsv
2 |Pham Nhu Cuong Pho Chu tich phamnhucuonghsv
3 |Nguyén Thi Ngoc Mai Vin phong nguyenthingocmai
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- Str dung account:

Céc ca nhan duoc cip account phai doi password khi str dung 1an dau dé dam bao tinh
bao mat, tuyét d6i gitr bi mat account cta minh, khong giao cho ngudi khac sir dung va
thuong xuyén ding account ding nhap vao phin mém dé nhn va giri van ban.

Trong qua trinh str dung, co van dé vuong mic vé account dé nghi cac ca nhan lién hé
v6i Trung tam TT - TV dé dugc giai quyét. Khi c6 can bo mdi can cp account, trudng cac
don vi lién h¢ véi Trung tam TT - TV dé duoc cép thém account theo nhi€ém vu dugc phan
cong.

Piéu 5: T6 chirc thue hién

Céc 6ng (ba) truong cac don vi co trach nhiém quén triét va chi dao théng nhat to
chtre trién khai, thuc hién t6i tit ca cac can bd, vién chirc trong don vi dugc cép tai khoan st
dung phan mém eDocman. Céc ca nhan duogc cip tai khoan str dung phan mém eDocman
c6 trach nhiém str dung phan mém dé xir Iy vin ban va giai quyét cong viée, hd tro cong tac
quan ly, diéu hanh, trao d6i thong tin, chia sé dir li¢u va tiét kiém chi phi in 4n, sao chup céc
loai van ban, gidy t hanh chinh. Phai thay d6i méat khau dé bao mat tai khoan cta minh.

Didu 6: Khen thwéng va xir Iy vi pham.

1. Khen thuong:

Céc don vi, ca nhan thuc hién tot viéc ing dung phan mém eDocman trong quan 1y
van ban duoc dé nghi Nha truong khen thuong.

2. Xu ly vi pham:

Céc don vi, ca nhan khong thuc hién sir dung phin mém eDocman theo quy dinh nay
s& d& nghi Nha truong xtr 1y ky lut.

Trén day 1a quy dinh viéc str dung phin mém Quan 1y vin ban va Ho so cong viéc
eDocman cua truong Pai hoc Kinh té va Quan tri kinh doanh, Hi¢u truong deé nghi cac don
vi nghiém tac thuc hién, trong qua trinh thuc hién co vén dé gi vuong mic, cac don vi trinh

Hiéu trudng stra d6i hoidc bd sung cho phu hop./.

HIEU TRUONG

PGS.TS Tran Chi Thién
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