BO Y TE CONG HOA XA HOI CHU NGHIA VIET NAM
VIEN HUYET HQC - TRUYEN MAU TW Doc 1ap - Tw do - Hanh phiic

Ha Noi, ngayAgthang 8 nam 2026

THU MOI CHAO GIA

Kinh giri: Cac don vi cung cap

Vién Huyét hoc - Truyen mau Trung wong c6 nhu cau tiép nhan béo gia dé
tham khdo, x4y dung gia cho viéc mua sam hang hda, dich vu phuc vu hoat dong
chuyén mon.

I. Thong tin ciia don vi yéu cau giri bao gia:

1. Pon vi yéu cau guri bao gia: Vién Huyét hoc - Truyén méau Trung uong.

2. Muc dich bao gia: Lam co s& lua chon nha thau theo hinh thirc chi dinh
thau rat gon.

3. Thoi gian nhén thu chao gia: trude 17h00 ngay 28 thang 8 nim 2026. Cac
bdo gia nhan dugc sau thoi diém trén s& khong duoc xem xét.

4. Yéu cau béo gia:

- V& gia: Gia theo thi truorng da bao gom thué VAT va tit ca céc loai thué,
phi va 1€ phi lién quan dén ndi dung cong viéc.

- Bao gia c6 hi€u lyc t6i thiéu 90 ngay ké tir ngay phat hanh, trong bao gia
ghi 16 s6 dién thoai lién hé cua Quy Cong ty.

- Bon vi chao gid giri kém ban sao gidy phép ding ky kinh doanh.
- B4o gia dugc ky, dong dau.
5. Céc thtre tiép nhén bao gia:
- Hinh thttc: Gi truc tiép hodc theo dudng buu dién
- Dia diém nhén bao gia: Phong Van thu (phong 132, tang 1, Nha H), Vién

Huyet hoc - Truyén méu Trung wong, s6 5 Phd Pham Vin Bach Phuong Cau
gidy, Ha Noi.

6. Phuong thirc va thoi han thanh toan: Trong vong 90 ngay ké tur ngay nhan
du ho so thanh toén theo quy dinh ctua nha nuée.

I1. N§i dung yéu ciu gwri bao gia:

- Goi “B6 sung tai khoan st dung phan mém quan ly van ban va didu hanh

tac nghiép VNPT”
. s s Tinh ndng | Pon vi S6 | Thoi gian
STT H hoa, dich 5 Lk -
e ky thuat tinh | lwgng | (thang)
Bo sung tai khoén st dung Chi tiét theo T
1 | phan mém quan ly vin ban va | phu luc dinh i a} 65 12
didu hanh tac nghiép VNPT kém A




Dia diém st dung: Vién Huyét hoc - Truyén mau Trung wong
Loai hop dong: don gia c6 dinh

Thoi gian thyc hién: 12 thang

Gi4 da bao gdom thué, phi, 18 phi lién quan theo quy dinh

Ban sao gidy dang ky kinh doanh c6 déng d4u ciia Quy cong ty.

Trén trong cam on!
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PHU LUC

I. Yéu ciu phi chirc nang

S6 TT

Tiéu chi

Yéu cau cu the

1

Tinh sn sang

- Thoi gian dich vu hoat dong lién tuc > 99.98%

2

Bao mat

- Khong st dung dit liéu ctia khach hang cho bt
ky muc dich ndo khac ngoai pham vi hop dong.

- Dt liéu cua khach hang phai dugc bao mat
tuyét doi trong subt thoi gian cung cap dich vu
va sau khi hgp dong két thic.

- May chu dich vu dat tai trung tdm dir liéu
(DataCenter) trén lanh thd Viét Nam, d4p tng:

+Trung tdm dit liéu dat Tiéu chuén vé an toan
thong tin ISO/IEC 27001: 2013 (Information
Security Management)

+Trung tdm dir liéu cé giéy chung nhan Hé
théng quan Iy An toan thong tin déi véi dién
toan dam may — ISO/IEC 27017:2015

+Trung tdm dit liéu c6 ching chi UPTIME Tier
II1.

Luu trit, sao luu va
ban giao dir liéu

- Dung lugng luu trit cho mdi tai khoan:
>500MB

- Tén suét sao luu: 1 ngay/lan

- Luu trit dit liéu: Tean bd dir liéu phat sinh tir
thoi diém nghiém thu dua vao st dung dén khi
két thic hop ddng.

- Ban giao dif liéu: Sau khi két thuc hop dong,
phai ban giao toan bd dir liéu phét sinh tir thoi
diém nghiém thu dua vao st dung dén khi két
thiic hgp dong cho khéach hang dudi dinh dang
chuén, g6m mot hoic cac dinh dang sau: XML,
CSV, SQL dump, file PDF hodc céc dinh dang
khac do hai bén thda thuén.

Tich hop, lién thoéng

- Tich hop véi ching thu sé dang ky s tr xa
(Remote Signing) ctia c4 nhén va té chirc cho
phép thuc hién ky sé trén ca phién ban Web
cho may tinh va trén ing dung cho thiét bj di
dong

- Két ndi v6i Truc lién thong van ban Bo Y té
(qua hé théng Voffice) hoic két ndi véi Truc
lién thong vin ban qudc gia

Kha néng truy cap

Truy cép bang giao dién Web trén may tinh va
truy cép bang img dung trén thiét b di dong




S6 TT | Tiéu chi Yéu ciu cu thé
6 | Hb tro k¥ thuit C6 sb dién thoai Hotline tiép nhén, hd trg ky
thuat 24/7 trong sudt thoi gian thue hién hop
dong.
] Tuén thi van ban phép | - Luat An toan théng tin mang 2015 (Luat sd

luat 86/2015/QH13) ctia Quéc hoi ngay 19/11/2015

- Quyét dinh

- Quyét dinh

- Nghi dinh s6 30/2020/ND-CP ctia Chinh phu
ngay 05/03/2020, quy dinh v& cong tac van thu
va quéan ly nha nudc vé cong tac van thu.

s6 395/QP-BTTTT ngay

23/03/2020 cua Bo thong tin va Truyén théng
ban hanh Hudng din vé viéc sir dung ma dinh
danh vin ban va B tiéu chi vé chirc nang, tinh
nang k¥ thudt trong xdy dung hé thong Quén ly
van ban va diéu hanh.

s6 28/2018/QP-TTg ngay

12/07/2018 ctia Thi tuéng Chinh phu vé viée
gti, nhén vin ban dién tr gilta cidc co quan
trong hé théng hanh chinh nha nuée.

- Théng tu s6 41/2017/TT-BTTTT ngay
19/12/2017 ctia B6 Thong tin va Truyén thong
quy dinh sir dung chit ky sé cho vin ban dién
tur trong co quan nha nudec.

II. Yéu ciu k¥ thuat trén phién ban Web
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TT Tén chirc niing -Doi twong ngwdi dung
{ | CAC CHUC NANG XU'LY CHUNG
CUA 1 VAN BAN
1 Chuyén xtr Iy van ban trong ludng Nguoi dung dugc phan quyén
2 Luu ho so luu trit vin ban Nguoi dung dugc phan quyén
3 Tao danh muc hd so Nguoi dung duogc phan quyén
+ Thém danh muc hd so Nguoi dung dugc phan quyén
5 Céng bb danh muc hd so Nguoi dung dugc phan quyén
6 Quan ly danh muc hd so Nguoi dung duoc phan quyén
7 Thém tiéu dé ho so Nguoi dung duogc phan quyén
8 Xem thong tin vin ban truéng don vi Ngudi dung dugc phan quyén
giao
9 Xem nhanh thong tin 1 van ban truéng Ngu'(‘yi ding duoc phan quyén
don vi giao
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TT Tén chirc ning Poi twong nguwoi ding
10 | Quét thong tin ky sb cua file van ban Quén trj hé thong
11 Xem log xtr ly cta 1 védn ban trudng Ngudi ding duge phan quyén
giao don vi
12 Xem toan b log xir Iy ctia 1 vidn ban Nguoi ding dugc phan quyén
trudng giao don vi
13 Xem log thay d6i xtr Iy ctia 1 van ban Nguoi dung dugc phan quyén
14 Tinh ning ky s vin ban dién ti theo Nguoi ding dugc phan quyén
Nb 30
q | QUANLY VAN BAN DI - VAN
BAN NOI BO
1 Quan ly danh sach van ban di, van ban | Nguoi ding dugc phan quyén
ndi bo du thao
2 | Xirly nhanh vin ban di, véin ban ndi bd | Ngudi ding dwoc phan quyén
du thao
3 Xtr ly van ban di, van ban ndi bo du Ngudi dung duge phan quyén
thao
4 Quan ly danh sach vian ban di, van ban | Nguoi dung duoc phan quyén
ndi bo cho phé duyét
5 Xt ly nhanh vén béan di, van ban ndi bd | Ngudi dung dugc phan quyén
cho phé duyét
6 Xt ly vén ban di, van ban noi bo cho Nguoi dung dugc phin quyén
phé duyét
7 Quan ly danh sach van ban di, van ban | Nguoi dung dugc phén quyén
ndi b cho xir ly
8 Xt ly nhanh vén béan di, van ban ndi bd | Ngudi ding dugc phan quyén
cho xur ly
9 Xtr ly vén ban di, vdn ban ndi bo cho Nguoi dung dugc phan quyén
xu ly
10 Quan ly danh sach vin ban di, van ban Van thu
nd1 bo cho phat hanh
11 Xir ly nhanh van béan di, van ban ndi bd | Nguoi ding dugc phan quyén
cho phat hanh
12 Xt ly van ban di, van ban ndi bd cho Nguoi dung dugc phan quyén
phét hanh
13 Quan ly danh sich vin ban di, vin ban | Ngudi ding dugce phan quyén

ndi b cho phat hanh

26/




TT Tén chirc nang Péi twong nguoi ding
14 Xt ly nhanh vén béan di, vin ban ndi by | Ngudi ding dugc phan quyén
cho phat hanh
15 Xt ly van ban di, van ban ndi bo chd Ngudi dung dugc phan quyén
phat hanh
16 Quan ly danh sach toan by vin ban di, | Ngudi ding dwoc phan quyén
vén ban ndi bo
17 | Xir Iy nhanh van ban di, van ban ndi bd | Nguoi dung duge phan quyén
trong danh sach toan bo
18 Xir Iy van ban di, vin ban ndi bo trong | Ngudi ding duge phan quyén
danh sach toan bo
19 Quan ly danh sach vidn ban di, van ban | Nguoi ding dugc phan quyén
ndi bd da xur ly
20 Xir Iy nhanh vin béan di, vin ban ndi by | Nguoi dung duge phan quyén
da xur ly
21 X ly vén ban di, van ban ndi b da xitr | Nguoi dung duogc phan quyén
ly
22 Quan Iy danh sach van ban di, van ban | Nguoi dung duogc phan quyén
ndi b trong ngay
23 Xtr ly nhanh vén béan di, van ban ndi b | Nguoi dung duge phan quyén
trong ngay
24 Xtr ly van ban di, van ban ndi bd trong | Ngudi dung duge phan quyén
ngay
25 Quan ly danh sach vin ban di, van ban | Ngudi dung duoc phan quyén
ndi bd da ban hanh
26 Xir Iy nhanh vén ban di, van ban ndi by | Nguoi dung dugc phan quyén
da ban hanh
27 Xir ly vén ban di, van ban ndi b da ban | Ngudi dung dugc phan quyén
hanh
28 Tim kiém thong tin dé nhdp liéu thong | Nguoi diung duge phan quyén
tin van ban di, van ban ndi bo
29 Nhap liéu file dinh kém van ban di, van | Nguoi dung dugc phan quyén
ban ndi b
30 Nhép li€u van ban lién quan vao vin Nguoi dung dugc phan quyén
ban di, vdn ban ndi bo
31 Nhép liéu mau nhip cho ndi dung xir ly | Nguoi dung dugc phan quyén

van ban di, van ban ndi bo

7



TT Tén chirc ning 'Péi twong ngwdi ding
32 Nhap li€u thong tin nhan cho van ban Nguoi dung dugc phan quyén
di, van ban ndi bo
33 Nhaép liéu chon don vi nhédn theo nhém | Nguoi dung dugce phan quyéna
34 Nhép liéu chon ngudi nhén theo nhém | Ngudi dung duoc phan quyén
55 Quan Iy xin y kién van ban di, van ban | Ngudi ding dugc phan quyén
nodi bo
36 Chuyén xir Iy van ban di, van ban noi Nguoi dung duoc phan quyén
b trong ludng
37 | Luu hd so luwu trit vin ban di, vin ban Nguoi dung duge phan quyén
ndi bo
38 Thém danh muc ho so Ngudi dung dugc phan quyén
39 Thém tiéu dé hd so Nguoi dung duge phan quyén
40 Xem thong tin van ban di, van ban ndi | Ngudi dung duge phan quyén
bo
41 Xem nhanh thong tin 1 van ban di, vin | Nguoi dung duge phan quyén
ban ndi bo
42 Xem log xtr ly cda 1 van ban di, vin Ngudi dung dugc phan quyén
ban ndi bo '
43 Xem toan bo log xir ly ctia 1 van ban di, | Nguoi dung dugc phan quyén
van ban ndi bo
44 Xem log thay d6i xtr Iy ciia 1 van ban Ngudi dung duogc phan quyén
di, van ban ndi bd
III | QUANLY VAN BAN PEN
1 Quan ly danh sach vin ban dén can vao Vin thu
s0
2 Xt Iy nhanh vin ban dén cn vao sd Van thu
3 Xt ly vin ban dén can vao sb Vién thu
4 | Quan ly danh sach vin ban dén lién Vin thu
thong dién tir
5 | Xt ly nhanh vin ban dén lién thong Van thu
dién tr
6 | Xt ly van ban dén lién thong dién tir Vin thu
7 Quén ly danh sach vin ban dén cho Vin thu

lanh dao xtr ly




TT Tén chirc nang Poi twong ngwoi dung
8 | Xir Iy nhanh vin ban dén cho lanh dao Vin thu
X0 ly
9 | Tim kiém thong tin dé nhap liéu thong Vin thu
tin van ban dén
10 Quan ly danh sach vin ban dén dy thao Vin thu
11 Xir Iy nhanh vin ban dén du thao Vién thu
12 | Xir ly van ban dén dy thao Vian thu
13 Quan Iy danh sach vian ban dén sé hoa Van thu
14 | Xt Iy nhanh vin ban dén sé héa Vin thu
15 | Xir ly van ban dén sb hoa Vin thu
16 | Quan ly danh sach vin ban dén ché xtt Vin thu
ly
17 | Xt ly nhanh van ban dén cho xir Iy Vin thu
18 | Xur ly viin ban dén cho xir Iy Vin thu
19 Quan tri Danh sach vin ban dén cho xur Chuyén vién, Lanh dao, vin
ly thu
20 X ly van ban trén danh sach vin ban Chuyén vién, Lanh dao, vin
dén cho xir ly thu
21 Xr ly van ban trén man hinh xem Chuyén vién, Lanh dao, vin
nhanh vin ban dén cho xt ly thu
22 | Xirly vén ban dén cho xtr Iy theo ludng Lanh dao, van thu
dén
23 Chuyén xir ly két thuc ludng van ban Lanh dao, vén thu
dén cho xir ly
24 | Chuyén tiép vin ban dén che xir ly Lanh dao, chuyén vién, vin
ngoai ludong thu
25 Quén ly Danh sach vin ban dén cin xir Chuyén vién, Lanh dao
ly
26 | Xuly VB trén danh sach VB dén can Chuyén vién, Lanh dao
xu ly
27 Xt Iy Van ban trén man hinh xem Chuyén vién, Lanh dao

nhanh vin ban dén can xt Iy (VB d3
két thiic ludng)




TT Tén chitrc nang Poi twong ngudi ding

28 = | Chirc néng trén man hinh xem nhanh Chuyén vién, Lanh dao
vin ban dén can xtr Iy (VB chua két
thiac ludng)

29 | Xu ly vén ban dén can xt ly theo ludng Lanh dao
dén

30 Chuyén xir ly két thic ludng vin ban Lanh dao
dén can xir ly

31 Chuyén tiép vin ban dén can xir ly Lanh dao, chuyén vién
ngoai lubng

32 Danh sach vin ban dén cho duyét Chuyén vién, Lanh dao

33 Chtrc néng trén danh sach VB dén cho Chuyén vién, Lanh dao
duyét

34 Churc nang trén man hinh xem nhanh Chuyén vién, Lanh dao
van ban dén cho duyét

35 Xt ly vin ban dén chd duyéttheo ludng Lanh dao
dén

36 Chuyén xir Iy két thiic ludng van ban Lanh dao
dén cho duyét

37 Quan tri Danh sach vin ban dén tra lai Chuyén vién, Lanh dao

38 Chirc nang trén danh sach VB dén tra Chuyén vién, Lanh dao
lai

39 Chtrc nang trén man hinh xem nhanh Chuyén vién, Lanh dao
vin ban dén tra lai

40 | Xirly Vb dén tra lai .Chuyén vién, Lanh dao

41 Quan ly danh sach vin ban dén da xur ly Van thu

42 | Xt ly nhanh vin ban dén da xu 1y Vin thu

43 | Chuyén xt Iy van ban dén da xt 1y Vin thu

44 Quan ly danh sach vin ban dén don vi Nguoi dung dugc phan quyén
cho xir ly

45 Xir Iy nhanh vén ban dén dén don vi Ngudi dung duoc phan quyén
cho xr ly

46 Quan ly danh sach vin ban dén c4 nhan Nguoi dung dugc phan quyén
cho xtr ly

47 Xir ly nhanh vin ban dén c4 nhan cho Nguoi dung duoc phan quyén

xu ly

o




TT Tén chirc ning Péi twong nguoi dung

48 Quéan ly danh séch vin ban dén ndi bd | Ngudi ding dugc phan quyén

49 Xir Iy nhanh vin ban dén noi bo Ngudi ding duoc phan quyén

50 Quan ly Danh sach Toan bd Vian ban Nguoi ding duoc phan quyén
dén '

51 Xt ly van ban trén man hinh xem Chuyén vién, Lanh dao
nhanh Toan b vin ban dén

52 | X ly vin ban dén trong toan b vin Chuyén vién, Lanh dao
ban dén

53 Quan ly Danh sach VB dén trong ngay Chuyén vién, Lanh dao

54 X ly trén danh sach Chuyén vién, Lanh dao

35 Xt ly vb trén man hinh xem nhanh Chuyén vién, Lanh dao

56 Quén ly Danh sach toan bd vin ban dén Chuyén vién, Lanh dao
(VB toan don vi)

57 Xt ly VB trén danh sach Toan bd van Chuyén vién, Lanh dao
ban dén (VB toan don vi)

58 Xt ly vb trén man hinh xem nhanh -Chuyén vién, Lanh dao
Toan bd van ban (VB toan don vi)

59 | Quan Iy Danh sach vin ban xem dé biét Chuyén vién, Lanh dao

60 | Xurly VB trén danh sach vin ban xem Chuyén vién, Lanh dao
dé biét

61 Xu ly VB trén man hinh xem nhanh Chuyén vién, Lanh dao
Vin ban xem dé biét

62 | Xirly van ban xem dé biét Chuyén vién, Lanh dao

63 | Danh sach vin ban xem dé biét ndi bo Chuyén vién, Lanh dao

64 Xt ly VB trén danh sich van ban xem Chuyén vién, Lanh dao
d€ biét ni bd

65 Xur ly VB trén man hinh xem nhanh Chuyén vién, Lanh dao
Vin ban xem dé biét ndi bo

66 | X ly vin ban xem dé biét ndi bo " Chuyén vién, Lanh dao

67 Quan ly Danh séch Van ban Thong bao Chuyén vién, Lanh dao

68 Xir ly VB trén danh sach vin ban thong Chuyén vién, Lanh dao
béao

69 Xur ly VB trén man hinh xem nhanh Chuyén vién, Lanh dao

Vin ban théng bao

oz



P2 iy

TT Tén chirc nang Poi trgng ngudi dung
70 | Xt ly vén ban théng béo Chuyén vién, Lanh dao
71 Quan tri Danh sach Vin ban Panh diu Chuyén vién, Lanh dao
72 | X{r Iy VB trén danh sach VB danh d4u Chuyén vién, Lanh dao
73 Xt ly Vian ban trong xem nhanh vb Chuyén vién, Lanh dao
danh diu
74 Quaén ly Danh sach Vin ban theo doi Chuyén vién, Lanh dao
75 X ly VB trén danh sach vin ban theo Chuyén vién, Lanh dao
doi
76 Xtr ly VB trén man hinh xem nhanh Chuyén vién, Lanh dao
Vin ban theo doi
77 Xt ly van ban theo doi Chuyén vién, Lanh dao
78 Chirc nang Két thic hang loat Chuyén vién, Lanh dao
79 Chtrc ning Chuyén dong thoi Chuyén vién, Lanh dao
80 Chtre néing Luu hd so hang loat Chuyén vién, Lanh dao
81 Chuyén xir Iy vin ban dén Chuyén vién, Lanh dao
IV | QUANLY UY QUYEN
1 Quén Iy danh séch c4u hinh ty quyén Nguoi ding duge phan quyén
2 Chirc nang trén man hinh Danh sach Ngudi dung dugc phan quyén
Cau hinh Uy quyén
3 Thém méi cdu hinh lly quyén Ngudi dung duge phan quyén
4 Quan Iy Danh sach Vin ban Uy quyén Nguoi dung duoc phan quyén
3 Xtr ly vén ban trong Danh sach vin ban | Ngudi ding duoc phan quyén
uy quyén
6 Xur ly vdn ban trén man hinh xem Neudi dung dugc phan quyén
nhanh vb ty quyén (Uy quyén xem dé
biét)
7 Xir ly van ban trén man hinh xem Nguoi dung duoc phan quyén
nhanh vb ty quyén (Uy quyén xir ly
chinh vb dén trong ludng)
8 Xir ly vén ban trén man hinh xem Ngudi dung dugc phan quyén

nhanh vb ty quyén (Uy quyén xir Iy vb
dén ngoai ludng)




TT Tén chirc nang Poi twong ngudi dung
9 Xt ly van ban trén man hinh xem Nguoi dung dugc phan quyén
nhanh vb ty quyén (Uy quyén xir ly
chinh vb di)
10 Xir ly VB Uy quyén Nguoi ding duoc phan quyén
V | VAN BAN CHI PAO PA GIAO
(VBCD)
1 Quaén ly danh sach VBCD du thao Ngirc‘ri dung dugc phan quyén
2 Xt ly nhanh VBCD du thao Ngudi dung duoc phan quyén
3 Xu ly VBCD du thao Ngudi ding dugc phan quyén
4 Quan ly danh séch VBCD cho xitr 1y Ngudi ding duoc phan quyén
5 Xt ly nhanh VBCD cho xir 1y Nguoi dung dugc phan quyén
6 Xirly VBCD cho xit ly Nguoi dung dwoc phan quyén
7 Quan ly danh sach VBCPD chua phat Nguodi dung duoc phan quyén
hanh ;
8 Xir Iy nhanh VBCD chua phat hanh Ngudi dung dugc phan quyén
9 Xur ly VBCD chua phat hanh Nguoi dung duoc phan quyén
10 | Quéan ly danh sach VBCD dang theo Nguoi dung dugce phan quy\én&
doi
11 Xir Iy nhanh VBCD dang theo doi Nguoi dung dugc phan quyén
12 | Xirly VBCPD dang theo doi Ngudi dung dwgc phan quyén
13 Cap nhét thong tin VBCD dang theo
doi
14 Quan ly danh sach VBCD cho duyét Ngudi dung dugc phan quyén
phuc dap
15 Xt ly nhanh VBCD cho duyét phiic Nguoi dung dugc phan quyén
dap
16 Xt ly VBCD cho duyét phuc dap Nguoi dung dugc phan quyén
17 Cép nhit thong tin VBCD cho duyét
phuc dap
18 Quan ly danh sach VBCD D43 hoan Ngudi dung dugc phan quyén
thanh
19 Xt ly nhanh VBCD D3 hoan thanh Nguoi ding dugc phan quyén
20 Xu ly lai VBCD Da hoan thanh Ngudi dung duoc phan quyén




TT Tén chirc nang Poi twrgng ngwoi ding
21 Xem vian ban phuc dap
22 Quaén ly Danh séch VBCD xem dé biét | Nguoi ding duoc phan quyén
23 | Xir ly VB trén danh sich VBCP xem | Nguoi ding dugc phan quyén
de bict
24 Xuly VB trénﬁ mép hinh xem nhanh Nguoi ding dugc phan quyén
VBCD xem d¢ biét
25 Xt ly VBCP xem dé biét Ngudi dung duoc phan quyén
26 | Tim kiém théng tin dé nh4p liéu thong | Nguoi dung duoc phan quyén
tin VBCD
27 Nhép liéu file dinh kém VBCD Ngudi dung dugc phan quyén
28 Xem lich str file van ban Neudi dung duge phan quyén
29 | Nhép li¢u vén ban lién quan vao VBCD | Nguoi dung dugc phan quyén
30 Nhép liéu mau nhap cho noi dung xir ly | Nguoi dung dugc phan quyén
VBCD
31 Nhép li€u thong tin nhan cho VBCD Nguoi ding duge phan quyén
32 Nhap li€u chon don vi nhan theo nhém | Nguoi dung duge phan quyén
33 Nhép li€u chon ngudi nhén theo nhém | Nguoi dung dugc phan quyén
34 Chuyén xir ly VBCD trong ludéng Ngudi dung duoc phan quyén
35 Luu hd so Iuu trit VBCD Nguoi dung dugc phan quyén
36 Thém danh muc hd so Ngudi dung dwgc phan quyén
37 Thém tiéu d& hd so Ngudi dung dugc phan quyén
38 Xem thong tin VBCD Ngudi dung duge phan quyén
39 Xem nhanh thoéng tin 1 VBCD Ngudi dung dugc phan quyén
40 Xem log xtr ly ctia 1 VBCD Nguoi dung dugc phan quyén
41 Xem toan bd log xir ly cia 1 VBCD Ngudi dung dugc phan quyén
42 Xem log thay d6i xtr Iy ctia 1 VBCD Nguoi dung dugc phan quyén
VI | VAN BAN CHi PAO PUQC GIAO
1 Quan ly danh sach VBCPD can vao sb Vin thu
2 | Xt Iy nhanh VBCP cén vao sb Vin thu
3 | Xirly VBCP can vao sb Vin thu
4 Quan ly danh sach VBCPD cho xir ly Vin thu




TT Tén chirc nang Poi twong ngwoi ding
5 Xu ly nhanh VBCD cho xtt ly Vin thu
6 Xir ly VBCD cho xit ly Vin thu
7 Quaén ly danh sach VBCD di xtr ly Vién thu
8 Xur ly nhanh VBCD di xir ly Vian thu
9 | Chuyén xir ly VBCD da xir Iy Vin thu
10 Quaén ly danh sach VBCD di hoan Vin thu
thanh
11 Xur ly nhanh VBCD d3 hoan thanh Vin thu
12 | Chuyén xtr Iy VBCD d4 hoan thanh Vin thur
13 Quan ly danh sach VB phuc dép chd xt | Nguoi dung dwoc phan quyén
ly
14 Xt ly nhanh VB phtic dap cho xir ly Ngudi ding dugc phan quyén
15 | Xt ly VB phiic dap cho xir Iy Ngudi ding dugc phan quyén
16 Quan ly danh sach VB phuc dap da xit | Nguoi dung dugc phan quyén
ly
17 X ly nhanh VB phuc dap da xi ly Nguoi dung dugce phan quyén
18 Xir ly VB phuc dap da xur ly Nguodi dung dugc phan quyén
19 Xem thong tin VBCD Nguoi dung duge phan quyén
20 Xem nhanh théng tin 1 VBCD Nguoi dung dugc phan quyén
21 Xem log xtr ly cua 1 VBCD Nguoi dung duoc phan quyén
22 | Xem toan bd log xtt 1y cia 1 VBCD Ngudi dung dwoc phan quyén
23 Xem log thay d6i xir Iy ciia 1 VBCD Nguoi dung dugc phan quyén
24 Khai bdo nhom nhén vin ban Nguéi dung duoc phan quyén
25 Quan ly danh sach nhém don vi nhén Nguoi dung duoc phan quyén
26 Quaén ly danh sach nhém don vi ban Nguoi dung duoc phan quyén
hanh vén ban chi dao
27 Quan ly danh sach nhém ngudi nhén xtt | Nguoi ding duge phan quyén
ly
VII | QUANLY LICH PON VI
1 Quan ly Lich don vi theo tuin Ngudi dung dugc phan quyén
2 Quan ly Lich don vi theo thang Ngudi dung dugc phan quyén




TT Tén chitc nang Poi twong ngudi ding

3 Quén ly Lich cong tac Ngudi ding duge phan quyén

4 Xem danh sach lich ding ky Ngudi dung duoc phan quyén

5 Dang ky lich hop Ngudi dung duge phan quyén

6 Céap nhaét lich hop Ngudi ding dugc phan quyén

7 | Nhan ban lap lich hop Ngudi ding dugc phan quyén

8 Quaén ly lich cong tac cho c4 nhan/lanh Nguc‘yi ding dugc phan quyén
dao

9 Céu hinh xem khai b4o lich cong tac Nguoi ding dugc phan quyén
cua lanh dao

10 Quaén ly lich truc 1anh dao Nguoi ding dugc phan quyén

11 Quan ly phong hop Nguoi ding dugc phan quyén

12 Quan ly thiét bi Nguoi ding dugc phan quyén

13 Quan ly lich tong hop don vi Nguoi dung dugc phan quyén

14 Xem lich tong hop don vi Nguoi ding dugc phan quyén

VIII | BAO CAO VAN BAN

1 B4o c4o vin ban dén Nguoi dung dugc phan quyén

2 Xem C%li tiét danh sach van bfin theo s6 | Ngudri dung dugc phan quyén
li€u thong ké trong bao cdo tong hop"

3 B4o c4o tong hop Nguodi dung duge phan quyén

4 B4o cao két qua thug hién van ban chi | Ngudi ding duge phan quyén
dao cda Ban giam doc

5 B4o cdo vin ban ky s6 ca nhan Nguoi dung dugc phan quyén

6 béo cdo Vin ban ky sb qua truc Ngudi dung dugc phan quyén

7 B4o c4o tong hop Nguoi dung dugc phan quyén

8 Théng ké s lidu trong co quan Nguoi dung dugc phan quyén

9 Xem c1,1i tiét danh séchrvén bén’ theo s6 | Nguoi dung dugce phén quyén
li€u thong ké trong Thong ké so liéu
trong co quan

10 | Bao cao tong hop VB dén theo thong tu | Nguoi ding duoc phan quyén

01

11

B4o céo téng hop VB di theo thong tu
01

Nguoi dung duoc phan quyén




TT Tén chirc nang Péi twgng nguwdi ding
12 Béo cdo van ban chua xit ly Ngudi ding dugc phan quyén
13 B4o c4o vin ban dén han xir ly Nguoi ding duge phan quyén
14 Béo cdo védn ban qué han xir ly Nguoi dung duoc phan quyén
15 B4o céo tinh hinh phét hanh vin ban di | Nguoi ding duge phan quyén
cua don vi
16 Xem chi tiét danh sach vian ban theo sb Ngudi dung dugc phan quyén
liéu thdng ké trong béo c4o tinh hinh
phat hanh vb di cua don vi
IX |[BAO CAO THU'C HIEN NHIEM
VU
1 B4o cdo két qua thyuc hién NV Nguoi dung dugc phan quyén
2 Xem chi tiét danh sach vin ban theo s6 Ngudi ding duge phan quyén
liéu théng ké trong bao céo thuc hién
nhiém vu
3 Bao cdo tinh hinh cdc don vi thuc hién | Ngudi dung dugc phan quyén
nhiém vu
4 Bao céo chi dao da giao Nguoi dung duoc phan quyén
X | QUANLY CONG VIEC
1 Giao viéc Ngudi dung dugc phan quyén
2 Xem Danh sach cong viéc can xir Iy Nguoi dung dugc phan quyén
3 Tao cong viéc con cho cong viée can Ngudi dung duge phan quyén
xur ly
4 Xem Danh sach cong viéc da giao Nguoi dung dugc phan quyén
5 Danh gia cong viéc Nguoi dung duge phan quyén
6 B4o c4o chi tiét c4 nhan Nguoi dung dugc phan quyén
v Béo c4o tong hop ca nhan Ngudi dung dugc phan quyén
8 Xem chi tiét danh sach cong viéc theo | Nguoi ding dugc phan quyén
s6 lidu thong ké trong bdo céo téng hop
cua ca nhan
9 B4o c4o chi tiét don vi Nguoi dung duge phan quyén
10 Bdo céo téng hop don vi Nguoi dung dugc phan quyén
11 Xem chi tiét danh sach cong viéc theo | Nguoi dung duge phan quyén

s6 liéu théng ké trong bao c4o téng hop
cua don vi




TT Tén chirc nang Poi twgng ngwdi ding
XI | HO SO CONG VIEC
1 Quén ly danh sach Ho so c4 nhan Nguoi ding duge phan quyén
2 Chia sé hd so cong viéc ca nhan Nguoi dung dugc phan quyén
3 Chuyén giao ho so cong viéc ca nhan Nguori dung dugc phan quyén
4 Quan ly thong tin HO so ¢4 nhan Nguoi dung dugc phan quyén
5 Thém méi hd so ¢4 nhan Nguoi dung dugc phan quyén
6 Thém céng viéc vao hd so ca nhan Nguoi dung dugc phan quyén
o Thém vin ban vao hd so ¢4 nhan Nguoi dung dugc phan quyén
8 Thém tai liéu vao hd so ca nhan Nguoi dung dugc phan quyén
9 Quan ly danh sach Ho so dugc chia sé Nguoi dung dugc phan quyén
10 Quan ly thong tin Ho so duge chia sé Nguoi dung dugc phan quyén
11 Thém méi ho so vao hd so dugc chia sé Ngudi dung dugc phan quyén
12 | Thém cdng viéc vao hd so dugc chia sé Nguoi dung duge phan quyén
13 Thém van ban vao hd so dugc chia sé Nguoi dung dugc phan quyén
14 | Thém tai liéu vao vao hd so duoge chia Nguoi dung dugc phan quyén
sé
15 Quan ly danh sach Hb so duoc chuyén Nguoi dung dugc phan quyén
giao
16 Chia sé hd so cong viéc duge chuyén Neudi dung dugc phan quyén
giao
17 Chuyén giao hd so cong viée duogc Ngudi dung duoc phan quyén
chuyén giao
18 Quén ly thong tin Hd so duoc chuyén Nguoi dung dugc phan quyén
giao
19 Thém méi hd so dugc chuyén giao Ngudi dung duge phan quyén
20 Thém cbéng viéc vao hd so dugc chuyén | Nguoi dung dugc phan quyén
giao
21 Thém vin ban vao hd so dugc chuyén | Nguoi ding duoc phan quyén
giao
22 Thém tai liéu vao hé so duge chuyén Nguoi dung dugc phan quyén
giao
XII | QUANLY LUU TRU




I
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1 Quan ly Pon vi/Nhém hd so Nguoi ding dugc phan quyén
2 Quan ly Tiéu dé ho so Ngudi ding duge phan quyén
3 Tim kiém hd so cong viéc Ngudi ding duoc phan quyén
4 Quan ly danh sach hd so cong viée Nguoi ding dugc phan quyén
5 Gan van ban vao ho so cong viée Nguoi dung dugc phan quyén
6 Tim kiém hd so luu trix Ngudi dung duge phan quyén
7 Quan ly danh sach hd so luu trix Ngudi ding dugc phan quyén
8 Gén vin ban vao hd so luu trit Ngudi dung duoc phan quyén
9 Quan ly ho so lru trit/thao tac quy trinh | Nguoi dung duge phan quyén
trong Quan 1y hd so luru trix
10 Quan Iy Hd so hét han bao quan Ngudi dung dugc phan quyén
11 Tim kiém ho so hét han bao quéan Nguoi ding dugc phan quyén
12 Trich xuat bao cdo vé hd so luu trit Ngudi dung dugc phan quyén
13 Trich xuat muc luc tai liéu trong hd so | Ngudi ding duge phén quyén
14 B4o hd so da hét thoi han luwu trit Nguoi dung duoc phan quyén
1 5 h A A t r A A N e ' :
frﬁe duyét, x6a ho so hét thoi han luu N dime At Ge phan.quy
XIII | CHAT
Nhén su tham gia hop, khach
1 Trao doi riéng tu moi tham gia hop, Nhén sy
dugc gan hd trg phién hop
Nhén sy tham gia hop, khach
2 Quén ly nhém moi tham gia hop, Nhén sy
duoc gan hd trg phién hop
Nhén su tham gia hop, khach
3 Thao ludn nhém moi tham gia hop, Nhén sy
duge gan hd trg phién hop
Xem danh sach nguoi dung chat trong Nh?fl i thar.n gia hop, }(h el
4 g moi tham gia hop, Nhéan sy
hé thong o T -
dugc gan ho tro phién hop
Nhén su tham gia hop, khach
5 Xem danh s4ch chat gin day mo1 tham gia hop, Nhéan su

dugc gan hd trg phién hop

\




TT Tén chirc ning Poi trgng ngwdi ding
Nhan sy tham gia hop, khach
6 Xem danh sach ban bé moi tham gia hop, Nhan su
dugc gan hd trg phién hop
Nhén su tham gia hop, khach
7 Xem danh sach nhém chat moi tham gia hop, Nhén sy
duge gan hd tro phién hop
XIV | QUAN LY TAI LIEU PIEN TU
1 Quan ly Tai liéu dién tir cia don vi gbc | Ngudi ding duoc phan quyén
2 Xem danh sach Tai liéu dién tir cia don | Nguoi dung duoc phan quyén
vi gbc
3 Quaén ly Tai liéu dién tir ctia don vi Nguoi dung dwgc phan quyén
4 Xem danh sach Tai liéu dién tir cia don | Nguoi ding duge phan quyén
vi
XV | QUANLY LICH CONG TAC
1 Quaén ly Lich cong tac ca nhan Nguoi dung dugc phan quyén
2 Quan ly Lich cong tac ca nhan cho Ngudi dung dugc phan quyén
duyét
3 Quan ly Lap lich cho cén bo khac Ngudi dung dwoc phan quyén
4 | Quan ly Lich lanh dao don vi Ngudi dung dugc phan quyén
5 Quan ly Lich phong ban Ngudi dung duge phan quyén

III. Yéu ciu ky thuit trén Thiét bj di dong

(SR

STT Tén chirc niing Poi twong ngudi ding
I Trang giao dién chinh Tt ca nguoi dung
1 Thong bao khi ¢6 vin ban mai dén TAt ca nguoi dung
2 Thong bao khi cé cong viéc Tt ca nguoi ding
3 Thoéng béo khi c¢é lich méi TAt ca nguoi dung
4 | Thong béo khi c6 thong tin didu hanh T4t ca ngudi ding
II | Quanly vin ban dén T4t ca ngudi ding
1 Vin ban dén cho xir ly T4t ca ngudi ding
2 | Vin ban dén da xt ly Tat ca ngudi ding
3 Chi tiét van ban dén cho xir Iy Tat ca ngudi ding

o 2
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STT Tén chirc nang Poi twong ngudi ding
+ Chi tiét vin ban dén da xt ly T4t ca nguoi ding
5 Chon ngudi nhan khi chuyén vin ban Tat ca ngudi ding
6 Chuyén vin ban trong ludng Tét ca ngudi ding
7 | Chuyén van ban ngoai lubng Tét ca ngudi dung

III | Quan ly viin ban di Tét ca ngudi ding
1 Vin ban di can xu ly Tét ca ngudi ding
2 Vin béan di da phat hanh T4t ca ngudi ding
3 | Vinbandidaxuely T4t ca ngudi dung
4 | Chi tiét van ban di cho xir ly T4t ca ngudi ding
5 | Chi tiét van ban di da phat hanh T4t ca ngudi ding
6 |Chitiétvanbandidaxuly T4t ca nguoi ding
7 Chon ngudi nhan khi chuyén van ban T4t ca ngudi ding
8 Chuyén vin ban T4t ca nguoi ding
9 Gui y kién Tat ca ngudi ding

IV | Viin ban danh diu Tat ca ngudi ding
1 Danh sach vin ban danh du Tt ca ngudi dung
2 | Chi tiét van ban danh déu Tat ca ngudi dung
V | Viin ban Xem dé biét Tat ca ngudi ding
1 Danh sé4ch van ban xem dé biét Tat ca ngudi dung
2 | Chi tiét van ban danh dau Tét ca ngudi ding
3 Chon ngudi nhan xem dé biét T4t ca nguoi ding
4 Chuyén van ban xem dé biét Tat ca ngudi dung

VI | Tra citu vin ban Tét ca nguoi ding
1 Danh séch van ban tra ciru T4t ca ngudi ding
2 Chi tiét vin ban tra ctru Tét ca ngudi dung

VII | Danh ba T4t ca ngudi ding
1 Danh séch danh ba T4t ca ngudi ding

VIII | Lich don vi Tét ca ngudi dung
1 Danh séach lich theo tuin Tét ca ngudi ding

M
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2 | Chi tiét lich Tat ca nguoi ding

IX | Quan ly cong viéc T4t ca ngudi dung
1 Cong viéc dugc giao Tat ca ngudi dung
2 Cong viéc da giao Tét ca nguoi dung
3 Tao méi cong viéc T4t ca nguoi ding
4 Chi tiét cong viéc TAt ca ngudi ding
5 Thém cong viéc con TAt ca nguoi dung
6 Cap nhat tinh trang x1t Iy cong viéc T4t ca ngudi dung
X | Théng tin diéu hanh Tét ca nguwoi ding
1 | Thong tin diéu hanh nhan T4t c4 nguoi dung
2 | Thong tin diéu hanh guri T4t ca ngudi ding
3 | Chi tiét thong tin diéu hanh gt T4t ca nguoi dung
4 | Chi tiét thong tin diéu hanh nhan T4t c4 nguoi dung
5 Thém méi thong tin diéu hanh T4t ca ngudi ding
6 | Chuyen tiép thong tin diéu hanh gt Tt ca nguoi dung
7 Chuyén tiép thong tin diéu hanh nhan Tét ca ngudi dung
8 Tra 16i thong tin diéu hanh Tét c4 nguoi dung
9 | Tra 16i tat ca thong tin diéu hanh T4t ca ngudi ding

XI | Cai dit hé thong Tét ca nguoi ding
1 Thong tin ¢4 nhan Tat ca nguoi dung
2 Doi mat khau Tat ca nguoi dung
3 Thiét 1ap mic dinh T4t ca ngudi dung

XII | Ping xuit T4t ca nguoi dung
1 Ding xuét Tat ca ngudi dung




