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1 Quan ly tai khoan ngwoi dung
1.1 Dang nhap

HUB-EOffice hd tro phuong thirc ddng nhap thdng qua hé théng xac thuc ciia Gmail
(da duoc cap theo tén mién buh.edu.vn). Cu thé nhu sau:
Buwdc 1: Str dung trinh duyét web trén may tinh (Chrome, Edge, Firefox, CocCoc, ...).
Nhap dia chi eoffice.hub.edu.vn vao thanh dia chi.

G Google b4 -+

& = @ £ -eofficehub.eduvn [n Y
Budéc 2: Chon diing nhap bdng Gmail bing cach nhan vao biéu tugng & & géc dudi bén
phai caa man hinh.

( https://sso.hub.eduwn/®/loginire X +

« > C 8 sso.hub.eduvn/#/login?redirect_url=https:%2F%2Fecfficehub.eduvn%2Fapp%2F... o |2 v [

Bang nhap

Tén hoac email dang nhap

™ Nguai dung

Mat khau dang nhap
Khong gidy t&

O Moi ltic moi noi Quén mét khdu?
O Lam viéc hiéu qua o G

Budc 3: Khi cira s6 méi hién 1én yéu cau nhap email va mat khau. Nguoi dung nhap email

Vi tén mién buh.edu.vn va mat khau twong Gng.



& BPang nhap - Tai khoan Google X -+

& c 8 accounts.google.com/ofoauth2/auth/identifier?response_type=codefclient_id=2... B = a

G DPing nhap bang Google

bang nhap

Tiép tuc t&i hub.edu.vn

Email hoac sé dién thoai
Ban quén dia chi email?

Buwéc 4: Giao dién sau khi da dang nhap dugc vao chuong trinh.

= test Trudng phong QLONTT

[\ Nhac viégc

== Céing viéc - Nhdp ndi dung tim kigm
O chi tri (1/7) S8 cOng viec: 0 Sap héthan (0)[ ] Qué han (0) [ Nhicviec | 45 «
© phéi hgp (2/6) s0 BEN/ BI TRICH YEU NOI DUNG NGUOT NHAN TINH TRANG HAN XU LY TRANG THAI
! Théng Bao (0/4) Khéng cd dif liéu

# Vige quan trgmg
1.2 PDing xuit

Sau khi két thtic phién 1am viéc, nguoi ding can ding xuét khoi hé thdng. Cu thé
nhu sau:
Buwéc 1: Nguoi dung click vao dia chi email & goc trén cling bén phai man hinh va nhan

chon Thoat ra

= { :5t Truting phong QLONTT

[\ Nhic viéc E E
= 0ong vidc . Nhap ndi dung tim kiém 1 - |
D chi i (1/7) S8 cBng viéc: 0 Sap héthan (0) ] Qua han (0) [] m B
© Pphéi hop (2/6) 50 DEN/ BI TRICH YEU NOI DUNG NGUOT NHAN TINH TRANG | Thang tn sisa thang tn |
! Thong Béo (0/4) Khdng c6 di liéu AEEENEEE
W Viéc quan trong ; . . .. |
& Tatca Thodt ra

1.3 Cap nhat thong tin
Sau khi dang nhap thanh cong, nguoi ding cé thé cap nhat thong tin ca nhan cua

minh. Cu thé nhu sau:



Bwéc 1: Ngudi ding nhan chon Sira thong tin

= t2 it Trudng phong QLONTT

£ Nhicvidc E | -

= Céng viéc . Nh3p ndi dung tim kiém 1 . |
O Chis tri (1/7) S8 ofing viéc: 0 S&p héthan (0) (] Qué han (0) [ R v
© Phéi hop (2/6) 50 DEN/ DI TRICH YEU NOI DUNG NGUQT NHAN TINHTRANG | TONO 0

+ Thong B4o (0/4) Khéng o6 dit liéu  EEEEEEEE
- AN

* Viéc quan trong

& Tatca Thedtra
Buwéc 2: Ngudi ding cung cap cac thong tin méi vao biéu mau

Théng tin tai khoan

Anh dai dién
.

Ho va tén dém Tén

test Trugng phdng QLCNTT =]
Hoc ham hoc vi viét tt Ho tén d3y da

Hoc ham hoc vi vigt tit test Truting phdng QLCNTT [*]
MNgay sinh 54 dién thoai

mm/dd/yyyy [= I 56 dién thoai
Email

Email =

Dbi théng tin

Budéc 3: Nguoi ding nhan nit Péi thong tin dé cap nhat céc théng tin méi vao hé thng
1.4 Quan ly cdng viéc
Sau khi dang nhap thanh cong, hé théng tu dong chuyén vé giao dién chinh vai thong tin

tom tat vé tinh hinh thuc hién cac cong viéc cé lién quan téi ngudi dung.

= test Trubng phong QLONTT

£\ Nhic viéc

== Cong vigc Nh3p ndi dung tim kigm

B Vin ban S8 cong viéc: 0 S3p hét han (0) (] Qua han (0) [ NhECViEC | 19 ~
B2 Lich céing tac s0 DEN/ BI TRICH YEU NOI DUNG NGUOT NHAN TINH TRANG HAN XU LY TRANG THAI

& Lich Xe Khéng cd dif liéu

& Danh sach bigu miu

& Thong ké



1.4.1 Nhic viéc
Nguoi dung nhan muc Nhic viéc dé ma giao dién danh séch céc cong viéc co thoi han va
dang & trang thai “Sap hét han” hodc “Qu4 han™:
- Cobng viéc co trang thai “Sap hét han” khi chi con 20% thoi gian tinh dén thoi han
hoan thanh.
- Cong viéc co trang thai “Qua han” khi vuot qua thoi han hoan thanh.
1.4.2 Cong viéc chuyén tiép
Nguoi ding nhan muc Céng viéc dé ma danh sach céc loai cong viéc gan lién voi van ban

duoc chuyén tiép theo cac vai tro khac nhau.

& E-Office

soLuTIiEns

Nh3p ndi dung tim kiém

= Cdng viéc
O chi tri (1/7) S8 cong viéc: 0 S3p héthan (0)[]  Quéa han (0) [ Nhicvidc | 15
O pPhéi hop (2/6) sG DEN/ DI TRICH YEU NOI DUNG NGUOT NHAN TiNH TRANG HAN XU LY TRANG THAI
! Théng Bao (0/4) Khéng cd dir liéu

* Viéc quan trong
& Tatca
+ Tao viéc

Pr—
Nguoi ding nhan vao timg vai trd dé xem danh s&ch cac cong viéc twong tng:
- Chu tri: chiu trach nhiém chinh trong viéc thuc hién (bao gom thao tac Két thic)
- Phéi hop: chiu trach nhiém phéi hop thuc hién (khong bao gom thao tac Két thic)
- Thdng bo: xem cho biét vin ban (cong viéc), khdng can thao tac xu ly
Trong mdi danh sach cong viéc dinh kém véi timg vai trd, ngudi ding nhan vao ting céng

viéc dé xem thdng tin chi tiét vé& cong viéc, lich st xir Iy va céc thao tac x ly.

I\ Nhac viéc
= gong vide Tim ki€ém cong viéc
O chi i (1/7) Téing céing vidc: 7 Chura xir Iy (0/1) O Chua k&t thic (1/1) O B3 két thilc 6/6 - 0 v
Chil tri O Chua xem O sap hét han (0/0) O Qué han {0/0)
@ Phéi hop (2/6) 0 B& xir Iy (0)

[ II““E
BL
* Viéc quan trong
P test Ban GH/test Ban Giam Ch tri: test Ban GH / test Ban Gidm Quyét dinh v& viéc cdng bd bdo cdo
| Tatca

hiéu; hiéu dinh ky quy dinh tai Théng tr s&
+ Tao viéc Théng didp: Kinh chuyén lnh | Vai trd clia ban: Cho tri 09’? 02. 7NI’!NN ngay 12/7/2022 cla | 13/09/2022
T 1/2022 s Ngan hang Nha nuidc Vigt Nam. 15:15
= Ds Cing Viéc dao xur Iy . — . B3 xem
: CV-DHNH(dén) [Ben [1 Tudng tac
Bi van ban
£ Lich cong tac
First | Previous Mext  Last

& Lich Xe



Thdng tin van ban

S0: 1/2022
So, ky higu: CV-DHNH(dEn)
Ngay ban hanh: 13/09/2022

Quyét dinh v& viéc cing b8 bao cao dinh ky quy dinh tai Thdng tu' s& 09/2022/TT-NHNN ngay 12/7/2022 cda Ngan hang Nha

Trich yéu: nurdc Vigt Nam.

Linh vuc: Pao tao

Loai van ban: Théng bao

Tinh chat: Binh thuging

Mifc d6 mat: Binh thuging

File VB: 1. 1533.22 Qb cong bo bao cac dinh ky tai thong tu so 09.pdf ( Xem )

Xrly  Lich strxly

E o
1.4.2.1 Chuyén tiép
Vi vai trd Chu tri, Phdi hop, ngudi ding c6 thé chuyén tiép vin ban cho don vi/ca nhan.
Ngudoi dung nhan nit Chuyén tiép trén thanh cong cu dé mé giao dién Chuyén vian ban

cho Pon vi / Ca nhan.

Chuy&n vén ban cho dan vi/ ca nhan

Thdng diép - Chon théng diép -

Kinh trinh Ban gidm higu chi dao x& Iy

Ngudi nhan chd tri | Tim ning cao Q

test Ban Giam hiéu x

Chon ngudi xi¥ ly chinh
Ngudi nhan phdi hgp | Tim nang cao Q

Chon ngudi xi¥ Iyl phéi hop
Ngudi nhan d& biét | Tim nang cao Q,

Ngu&i nhan dé biét

STT Ngudinhan/ phong ban 50, ky higéu Vai trd Muc do Han xir Iy Ghi chi Trang thai

1 test Ban Giam hiéu CV-DHNH(dén) Binh thugng v Chua xem  Xda

% Dinh kém file: Nhép vdo déy dé upload

T
- Chon ndi dung thong diép mac dinh; bo sung thong tin, cac y kién chi dao, dé xuat
xt ly, du kién cac don vi nhan vian ban.

- Chon Bon vi, Ca nhan nhan vin ban vai cac vai tro khac nhau:



o Ngudoi nhan chu tri, chiu trach nhiém cha tri thuc hién céng viéc lién quan
dén van ban chuyén dén.
o Nguoi nhan phdi hop, chiu trach nhiém phai hop thuc hién cong viéc lién
quan dén vin ban chuyén dén.
o Ngudi nhan dé biét, khong phét sinh cong viéc.
- Thiét Iap thdng tin bd sung cho mdi Pon vi, C4 nhan nhan vin ban
o Hanxuly
o Ghichu
- Nhan nat Chuyén vin ban, lac ndy vin ban dugc chuyén cho cac Pon vi, Ca nhan
noi trén (kém theo théng tin bo sung, néu co).
1.4.2.2 Thu hoi
Nguoi ding ¢é thé thu hdi van ban dén (gan lién véi cong viéc) do minh da chuyén tiép

cho nguoi khéac.

Théng tin vin ban

S6: 1/2022
55, ky higu: CV-DHNH(d&n)
Ngay ban hanh: 13/09/2022

Quyét dinh v& viéc cfng bf bdo cdo dinh ky quy dinh tai Théng tu s8 09/2022/TT-NHNN ngay 12/7/2022 cia Ngén hang Nha nudc

Trich yé&u:
rich yeu Viét Nam.

X0 ly Lich str xir Iy

Trong thé X 1y, nguoi ding nhan ndt Thu hai trén thanh cong cu dé mé giao dién Thu
hdi va lya chon cac phuong an thu hoi:
- Nhan n(t Thu hdi dinh kém tén ngudi nhan: Chi thu hoi van ban tir ngudi nhan do
- Nhan nat Thu hoi tat ca: thu hdi vin ban tir tit ca cac doi tugng da nhan
1.4.2.3 Kétthac

Véi vai tro Chu tri (hién tai), ngudi dung két thic cong viéc duoc giao theo van ban dén.



Théng tin van ban

Sé: 1/2022

$&, ky higu: CV-DHNH(d&n)

Ngay ban hanh: 13/09/2022

Trich y&u: Quyét dinh v& viéc cdng bd bao cdo dinh ky quy dinh tai Théng tuw s6 09/2022/TT-NHNN ngay 12/7/2022 cia Ngan hang Nha nudc

Viét Nam.

Xarly  Lich sirxir Iy

Cotne L
Trong thé Xur 1y, ngudi ding nhan nit Két thic trén thanh cong cu dé mé giao dién Két
thiic va cung cap cac noi dung:
- Thong diép
- Téap tin dinh kem
et thic

Théng diégp | -- Chon théng diép -

Bdo cdo vdi ldnh dao.

K8t thiic ¢bna viéc lién guan dén van ban.

s e e #

% Dinh kém file: Nhdp vao diy dé upload

[
Sau d6, ngudi dung nhan nat Két thic dé thuc hién thao tac hodc Thoat dé huy bo.
1.4.2.4 Hoan thanh
Véi vai tro Phéi hop, nguoi dung c6 thé gai bédo cao da hoan thanh cong viée duoc giao

theo van ban dén.

Théng tin van ban

Sa: 1/2022
$&, ky higu: CV-DHNH(d&n)
Ngay ban hanh: 13/09/2022

Quyét dinh v& viéc cdng bd bao cdo dinh ky quy dinh tai Théng tuw s6 09/2022/TT-NHNN ngay 12/7/2022 cia Ngan hang Nha nudc

Trich yéu:
rehyeu Vigt Nam.

Xarly  Lich sirxir Iy



Trong thé Xt 1y, ngudi dung nhan nat Hoan thanh trén thanh cong cu dé mé giao dién
Chuyén vin ban cho Pon vi / C4 nhan. Mic dinh, thong diép hién thi 1a “hoan thanh” va

ngudi nhan dé biét 1 nguwoi di phéan céng (chuyén tiép) vin ban nay cho ngudi dung.
Chuy&n van ban cho dan vi/ ca nhan

Thiing diégp -~ Chon théng diép -

Hoan thanh

Ngudi nhan chi tri | Tim néng cao Q

Chon ngudi xi¥ Iy chinh

Ngudi nhén phdi hop | Tim nang cao Q

Chon ngudi x& Iy phéi hop

Ngudi nhan d& bigt | Tim néng cao Q

test Ban GH/test Ban Gidm higu; x

Ngudi nhan dé bidt

STT Ngudi nhdn/ phong ban 54, ky hiéu Vai tro Mic dé Hanxly  Ghi chd
Chua cd dif liéu

Trang thai

@ Dinh kém file: Nhp vio diy dé upload

1.4.3 Cong viéc ca nhén

Nguoi ding nhan myc Danh sach cong viéc dé mé danh sach cac cong viéc do ngudi diing
tu tao va thuc hién cac thao tdc Thém/Stra/X6a/Giao cong viéc.
4 E-Office

soLUuTIONS

[\ Nhic vigc

= Cong viéc -
T Chu i (1/7) Nhip ndi dung tim kiém... a BThém | Fsva  @xéa | ¥ Giaoviéc 10 v
© Phai hop (2/6) L) Trich yéu ni dung van ban Trang théi
+ Théing Bao (0/4) Knhéng I3y dwoc diF liéu

% Viéc quan trong Trang dau  Trang truéc n Trangsau = Trang cudi
& Tatca

+ Tao viéc

& Ds Cbng Viéc

1.4.3.1 Thém cbng viéc
Nguoi dung nhan nit Thém dé mo giao dién Tao viéc/Van ban lién quan
- Thé Tao viéc: Nhap thong tin
o Trich yéu: thdng tin vin tit vé& cong viéc
o Pinh kém: cac tap tin dinh kém (biéu mau)

o Thoi han: thoi gian hoan thanh

8



o Tu két thic: nhan chon néu mudn tu két thic cong viéc khi dén thoi han
Taoviéc ~ Van ban lién quan

= Soan bing editor

&Trich yéu Chugn bi B lidu tp hudin EOffice

E
@ Binh kém file: % Nhap vdo diy d& upload
@ Thoi han: 200912022

& Tag van ban Thém tag

2 Tu két thuc:

ChuyénTiép | Xem danh sdch cong viéc

- Th¢ Van ban lién quan: Nhap thong tin van ban lién quan (str dung céc tiéu chi tim
kiém) va dua van ban tim thy vao/ra cong viéc.
Nguoi ding nhan nit Chuyén tiép dé thuc hién thao tac giao viéc (Ian dau tién).
Giao viéc
Ngudi nhan cha tri | Tim nang cao Q
Chon ngurdvi x(r Iy chinh
Ngudi nhan phdi hdp | Tim nang cao Q
Chon ngudi xi Iy phéi hop

Ngudi nhan d& bigt | Tim nang cao Q

Ngur&ri nhan dé biét

Han xu Ghi chi Trang

STT Ngudi nhan/ phong ban Sd, ky hiéu  Vai tro Mirc dd Iy thai

Chura cd dif liu

% Dinh kém file: Nhdp vdo day dé upload

Chuyén vin ban Thodt

Giao dién giao viéc xuat hién. Tai day, ngudi ding chon noi dung théng diép mic dinh; bd
sung théng tin, cac y kién chi dao, dé& xuat xi ly, dy kién cac don vi nhan vin ban.
- Chon DBon vi, Ca nhan nhan vin ban vai cac vai tro khac nhau:

9



o Ngudoi nhan chu tri, chiu trach nhiém cha tri thuc hién céng viéc lién quan
dén van ban chuyén dén.
o Nguoi nhan phdi hop, chiu trach nhiém phai hop thuc hién cong viéc lién
quan dén vin ban chuyén dén.
o Ngudi nhan dé biét, khong phét sinh cong viéc.
- Thiét Iap thdng tin bd sung cho mdi Pon vi, C4 nhan nhan vin ban
o Hanxuly
o Ghichu
- Nhan nat Chuyén vin ban, lac ndy vin ban dugc chuyén cho cac Pon vi, Ca nhan
noi trén (kém theo théng tin bo sung, néu co).
Sau d6, giao dién Tao viéc mai xuét hién.
1.4.3.2 Swra cOng viéc

Nguoi dung chon mét cdng viéc mudn chinh sira, nhan nit Sira dé mé giao dién soan thao

cong Viéc.
Mhdp ndi dung tim kiém.. 2 Thém [ sira o Xoa <+ Giao viéc 10
U Trich yéu ndi dung vén ban Trang thai
Chudn bi tai liéu tap huén s& dung EOffice

Trang ddu | Trang trrdic [ Trang sau = Trang cudi

Sau khi cap nhat xong thong tin va noi dung van ban, ngudi ding nhan nit Cap nhat.

10



Tao viéc Van ban lién quan

ETrich yéu

Binh kém file:

Thdi han:

Tag van ban :

Tu k&t thic:

1.4.3.3 Xba cong viéc

= Soan bing editor

Chuan bi tai liéu tap hudn sif dung EOffice

% Nhap vao diy dé upload

20/09/2022

Thém tag

Cép Nhap Xem danh sach cbng viéc

Nguoi dung chon mét cdng viéc mudn xda, nhan ndt Xoa, giao dién xac nhan “Xoa cong

viéc” xuat hién.

MNhap ndi dung tim kiém...

E (S Thém | (& sra | @ Xoa

U Trich yéu ndi dung véan ban

Chuén bi tai ligu tdp huén str dung EOffice

Nguoi dung nhin Dong y dé x6a hoidc Thoat dé huy thao tac.

<« Giao viéc 10

Trang thai

Trang ddu | Trang trurdic Trang sau | Trang cudi

A

Canh bao

Ban c6 chac chdn mudn x6a cac van ban nay

khéng?

11



1.4.3.4 Giao cbng viéc

Nguoi ding chon mét cdng viéc mudn giao, nhan nit Giao dé thuc hién thao tac giao viéc

(lan sau).
MNhap ndi dung tim kiém.. 2] Thém [# sira i xoa <+ Giao vigc 10
U Trich yéu ndi dung vén ban Trang thai
Chudn bi tai liéu tap huén s& dung EOffice

Trang ddu | Trang trrdic [ Trang sau = Trang cudi

Giao dién giao viéc xuat hién. Tai day, ngudi ding chon noi dung théng diép mic dinh; bd
sung théng tin, cac y kién chi dao, dé xuat xir ly, dy Kién cac don vi nhan vin ban.
- Chon Bon vi, Ca nhan nhan vin ban vai cac vai tro khac nhau:
o Nguoi nhan chu tri, chiu trach nhiém chi tri thuc hién cong viéc lién quan
dén van ban chuyén dén.
o Ngudi nhan phéi hop, chiu trach nhiém phéi hep thyuc hién cong viéc lién
quan dén vin ban chuyén dén.
o Ngudi nhan dé biét, khéng phét sinh cong viéc.
- Thiét lap thong tin bo sung cho mdi Pon vi, C& nhan nhan vin ban
o Hanxuly
o Ghichu
- Nhén ndt Chuyén van ban, lac ndy van ban dugc chuyén cho cac Pon vi, C4 nhan

noi trén (kém theo thong tin bo sung, néu cd).

12



Ngudi nhan cha tri | Tim nang cao Q
Chon ngurevi xt¥ Iy chinh

Ngudi nhan phdi hdp | Tim nang cao Q
Chon nguai xir Iy phéi hop

Ngudi nhan dé bigt | Tim nang cao Q.
Nguwdi nhan dé biét

Hanxuw o cha

STT Ngudi nhan/ phong ban Sd, ky hiéu  Vvai tro Miic do N thai

Chura e dir liéu

@ Dinh kém file: Nh3p véo diy dé upload

Chuyén vin ban Thoat

2 Quan ly van ban

2.1 Thao tac ddi véi viin ban dén

Chuin bi: Nguoi ding nhan muc Vin ban > Vin ban dén dé hién thi danh sach c4 Vin
ban dén trong S6 Pon vi (mic dinh ndm hién hanh). Tai diy, ngudi dung thyc hién cac

thao tac lién quan t6i van ban dén.

= test Truing phong QLONTT

£\ Nhic vidc

£ Cong viéc

B Vin ban 2022 x v QLCNTT_Congvan (..x ~ Vui ldng nhap Tim kiém ning cao ¥ m 0 v

& Vin ban dén TUF NQAY: | ddMMiyyyy | DEN NGAY: | ddMiMiyyyy

<] van ban di . 560 | - R . A . LT
NGAYDEN o NOGIN 50, KY HIEU NGAY KY TEN LOAI VA TRICH YEU NOI DUNG xi¥
4 Lich cdng tac ¥
& Lich Xe A Théng bao - Quyét dinh vé& viéc cong bd bao cao dinh ky
' Ngen ; quy dinh tai Théng t s6 09/2022/TT-NHNN ngay
& Danh sach bi€u mau 13/09/2022 | 2/2022 hang Nha = CV-BHNH(den)  18/09/2022 | 12/7/2022 cila Ngan hang Nha nurdc Vist Nam
nuoe File dinh kém' %
@& Thong ké
. Théng bao - Quyét dinh Ban hanh quy ché guan tri, van
130002022 | 112022 E?a“ nng | CV-HNH- 191082022 hanh va si¥ dung phin mém Hé thdng thiing tin hé tro hoat
IR o enTTiagn déng giam st iis xa
(i File dinh kém: %
S van ban: 2 Trang Gdu  Trang tréc n Trangsau  Trang cudi

Nguoi ding nhan tryc tiép 18n tén loai va trich yéu ndi dung vin ban dén mudn xu ly.

Giao dién thong tin vin ban xuat hién:

13



- Thé Lich st hién thi qua trinh xr Iy ¢6ng viéc lién quan dén vin ban

- Thé Xu ly voi céc thao tac cd thé thuc hién ddi véi van ban

Théng tin van ban

S0: 2/2022
56, ky hiéu: CV-DHNH(d&n)
Ngay ban hanh:  13/09/2022

Quyét dinh v& viéc cdng bd bao cao dinh ky quy dinh tai Théng tr sd 09/2022/TT-NHNN ngay 12/7/2022 cla Ngan

Trich yéu: hang Nha nuridc Vit Nam.

Linh vuc: Pao tao

Loai van ban: Théng bao

Tinh chat: Binh thudng

Mific dd mat: Binh thirdng

File VB: 1. 1533.22 Qb cong bo bao cao dinh ky tai thong tu so 09.pdf ( Xem )

Xrly  Lich strxrly
T I

Nguoi dung vao thé Xir Iy va lua chon thao tac mudn thuc hién:

2.1.1 Chuyén tiép

Véi vai trd Chu tri, Phdi hop, nguoi dung c6 thé chuyén tiép vin ban cho don vi/ca nhan.
Ngudoi dung nhan ndt Chuyén tiép trén thanh cong cu dé mé giao dién Chuyén vin ban

cho Pon vi / Ca nhan.
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Chuy&n vén ban cho dan vi/ ca nhan

Thdng diép - Chon théng diép -

Ngudi nhan chi tri | Tim néng cao Q
test Ban Giam hiéu x

Chon ngudi xt¥ Iy chinh

Ngudi nhan phdi hgp | Tim nang cao Q
Chon ngudi xi¥ Iyl phéi hop
Ngudi nhan d& biét | Tim nang cao Q,

Nguai nhan dé biét

STT Ngudi nhan/ phong ban 50, ky higéu Vai trd Mic dg Han xir Iy Ghi chi Trang thai
1 test Ban Giam hiéu CV-DHNH(dén) Binh thwong v Chua xem  Xda
% Binh kém file: Nhap vao ddy dé upload

o
- Chon ndi dung thong diép mac dinh; bo sung thong tin, cac y kién chi dao, dé xuat
xt Iy, du kién cac don vi nhan vian ban.
- Chon Bon vi, Ca nhan nhan van ban vai cac vai tro khac nhau:
o Nguoi nhan chu tri, chiu trach nhiém chi tri thuc hién cong viéc lién quan
dén van ban chuyén dén.
o Nguoi nhan phéi hop, chiu trach nhiém phdi hep thyuc hién cong viéc lién
quan dén vian ban chuyén dén.
o Nguoi nhan dé biét, khéng phét sinh cong viéc.
- Thiét lap thdng tin bo sung cho mdi Pon vi, Ca nhan nhan van ban
o Hanxuly
o Ghichu
- Nhan n(t Chuyén vin ban, lac ndy vian ban dugc chuyén cho cac Pon vi, Ca nhan
noi trén (kém theo thong tin bo sung, néu co).
2.1.2 Thu héi
Nguoi ding cé thé thu hdi van ban dén (gan lién véi cong viéc) do minh da chuyén tiép
cho nguoi khéac.
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Théng tin van ban

Sé:
S0, ky higu:
Ngay ban hanh:

Trich yéu:

Xarly  Lich sirxir Iy

Chuyén Tiép

1/2022
CV-DHNH(dén)
13/09/2022

Quyét dinh v& viéc cdng bd bao cdo dinh ky quy dinh tai Théng tuw s6 09/2022/TT-NHNN ngay 12/7/2022 cia Ngan hang Nha nudc
Viét Nam.

Trong thé Xt 1y, nguoi dung nhan nat Thu hai trén thanh cong cu dé mé giao dién Thu

hoi va lya chon cac phuong an thu hoi:

- Nhan n(t Thu hdi dinh kém tén ngudi nhan: Chi thu hdi van ban tir ngudi nhan do

- Nhan nat Thu hoi tat ca: thu hoi van ban tir tat ca cac d6i tuong da nhan
2.1.3 Kétthac

Véi vai tro Chu tri (hién tai), ngudi dung két thic cong viéc dugc giao theo vin ban dén.

Théng tin vin ban

S6:
58, ky higu:
Ngay ban hanh:

Trich yéu:

X0 ly Lich sir xir Iy

Chuyén Tiép

1/2022
CV-DHNH(d&n)
13/09/2022

Quyét dinh v& viéc ofng b& bao cdo dinh ky quy dinh tai Théng tu s& 09/2022/TT-NHNN ngay 12/7/2022 clia Ngén hang Nha nudc
Vit Nam.

o [

Trong thé Xur 1y, ngudi ding nhan nit Két thic trén thanh cong cu dé mé giao dién Két
thiic va cung cap cac noi dung:

- Thong di¢p

- Tap tin dinh kém
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Két thic

Théng diép - Chon théng diép —

&t thuc cdng viéc lién

quan dén van ban.

% Dinh kém file: Nhdp vao dy dé upload

Sau d6, ngudi dung nhan nat Két thic dé thuc hién thao tac hodc Thoat dé huy bo.

2.1.4 Hoan thanh

Véi vai trd Phéi hop, ngudi ding c6 thé giri bao cao da hoan thanh cong viée duoc giao

theo viin ban dén.

Théng tin vin ban

56 1/2022
56, ky higu: CV-DHNH(d&n)

Ngay ban hanh: 13/09/2022

Trich yé&u:
richyed Viét Nam.

Xirly  Lich sir xir Iy

Quyét dinh v& viéc ofng b& bao cdo dinh ky quy dinh tai Théng tu s& 09/2022/TT-NHNN ngay 12/7/2022 clia Ngén hang Nha nudc

Trong thé Xt 1y, ngudi dung nhan nat Hoan thanh trén thanh cong cu dé mé giao dién

Chuyén van ban cho Pon vi / Ca nhan. Mic dinh, thong diép hién thi 1a “hoan thanh” va

ngudi nhan dé biét 12 ngwoi da phan céng (chuyén tiép) van ban nay cho nguoi ding.

Chuy&n vin ban cho dan vif ca nhan

Théng diép - Chon théng diép -

Hoan thanh

Ngudi nhan chi tri | Tim néng cao Q,

Chon ngun xi Iy chinh

Ngudi nhan phdi hgp | Tim néng cao Q

Chon ngudi xi¥ Iy phdi hop

Ngudi nhén dé& bigt | Tim nang cao Q

test Ban GH/test Ban Giam higu; x

Ngurai nhan d@é biét

STT Ngudi nhan/ phong ban S4, ky hiéu Vai tro
Chua cd diT liéu

% Binh kém file: Nhdp vdo dy dé upload
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2.2 Thao tac dbi véi viin ban di
Chuin bi: Nguoi dung nhan muc Vin ban > Vin ban di dé hién thi danh sach ca Vin

ban di trong S6 Pon vi (mic dinh ndm hién hanh). Tai day, ngudi dung thuc hién cac thao

tac lién quan téi van ban dén.

& E:Office & SR
[\ Nhic viéc
= Cong viéc
B vin ban 2022 x v Chon s& van ban... v Vi Ing nhép Tim kiém nang cao ¥ m 10 v

O Van ban dén TU NQAY: ddMMiyyyy | DEN NGAY: | ddmiMiyyyy

= g - NGAY :
# Vi ban di SOtKY HIEU NG VAN TEN LOAI VA TRICH YEU NOI DUNG NGO KY NOMNHAN VAN BAN HOTMIAN AN
VAN BAN BAN KHAC THAI
9 Lich cdng tic
. test Phong Khao thi va
& Lich Xe Thong béo - Bao cdo thuc trang phong . Bam bio chit lrong .
. may thi trdc nghiam tai khu vuc 56 test Trrong ) B4 phat
& Danh sach bigu mau 1CV-BHNH | 15/09/2022  oang Diéu 2 phang test Phong Quan tri tai hanh
. QLCNTT san
¢ Thdng ké
Théng bao - Théng bao cai dét phan . o
1CV- mém phuc vu gidng day va hoc tap tai | 1&St Trdng P phat
DHNH- 1510912022 | pnong may phang hanh
QLCNTT QLCNTT
S0 van ban: 2 Trang dau  Trang tréc Trang sau | Trang cudi

Nguoi ding nhan truc tiép 18n tén loai va trich yéu ndi dung vin ban di mudn xi ly. Giao
dién thong tin van ban xuét hién:

- Thé Lich st hién thi qua trinh xt Iy ¢éng viéc lién quan dén vin ban

- Theé Xir Iy voi céc thao tac c6 thé thuc hién ddi véi vin ban

Thdng tin van ban

S5, ky higu: 1/CV-BHNH-QLCNTT

Ngay ban hanh: = 15/09/2022

Trich yé&u: Théng bao cai dat phan mém phuc vu giang day va hoc tap tai phong may
Loai van ban: Théng bao

Tinh chat: Binh thudng

Mic dg mat: Binh thudng

Xorly  Lich st xdrly
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Nguoi dung vao thé Xir Iy va lua chon thao tac mudn thuc hién:

2.2.1 Chuyén tiép

Véi vai tro Chu tri, Phéi hop, ngudi ding ¢d thé chuyén tiép van ban cho don vi/ca nhan.

Nguoi ding nhin nat Chuyén tiép trén thanh céng cu dé mé giao dién Chuyén van ban

cho Pon vi / Ca nhan.

Chuy&n van ban cho don vif ¢a nhén

Théng diép | — Chon thing diép —

Kinh trinh Ban giam hiéu chi dao x Y.

Ngui nhan chil tri | Tim néang cao Q
test Ban Giam hiéu x

Chon ngurdi X1 Iy chinh

Ngudi nhan phdi hop | Tim nang cao Q
Chon ngwdi XCr 1f phdi hop

Ngusi nhén dé biét | Tim néng cao Q,
Ng&i nhan dé biét

STT MNgudi nhin/ phong ban

1 test Ban Gidm hiéu

% Dinh kém file: NhAD vao ddy dé upload

56, ky higu Vai trd Mirc dd Han ¥ ly Ghi chi Trang thai
1/CV-BHNH- S .
QLCNTT L Chua xem Xda

Chuyén van ban Thoat

- Chon noi dung thong diép mac dinh; bo sung thong tin, cac y kién chi dao, dé xuat

xur ly, du Kién cac don vi nhan van ban.

- Chon DBon vi, Ca nhan nhan van ban véi cac vai tro khac nhau:

o Nguoi nhan chu tri, chju trach nhiém cha tri thuc hién cong viéc lién quan

dén van ban chuyén dén.

o Ngudi nhan phéi hop, chiu trach nhiém phdi hep thyuc hién cong viéc lién

quan dén van ban chuyén dén.

o Ngudi nhan dé biét, khong phét sinh cong viéc.

- Thiét lap thdng tin bo sung cho mdi Pon vi, Ca nhan nhan vin ban

o Hanxu ly
o Ghichu

- Nhan nat Chuyén van ban, lac ndy vin ban dugc chuyén cho céc Pon vi, Ca nhan

noi trén (kém theo théng tin bo sung, néu co).
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2.2.2 Thu hoi
Nguoi ding cé thé thu hdi van ban dén (gan lién véi cong viéc) do minh da chuyén tiép
cho nguoi khéac.

Théng tin vén ban

S8, ky hiéu: 1/CV-BHNH-QLCNTT

Ngay ban hanh: = 15/05/2022

Trich yéu: Thdng bao cai dat phan mém phuc vu giang day va hoc t8p tai phong may
Loai van ban: Théng bao

Tinh chat: Binh thuding

Murc do mat: Binh thuting

Xorly  Lich sirxdrly

Trong thé Xt 1y, ngudi dung nhan ndt Thu hai trén thanh cong cu ¢é mé giao dién Thu
hdi va lya chon cac phuong an thu hoi:
- Nhan ndt Thu hoi dinh kém tén nguoi nhan: Chi thu héi van ban tir nguoi nhan d6
- Nhan nat Thu hoi tat ca: thu hdi vin ban tir tat ca cac doi tuong da nhan
2.2.3 Kétthuc

Véi vai tro Chu tri (hién tai), ngudi dung két thic cong viéc duoc giao theo van ban dén.
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Thdng tin van ban

S5, ky higu: 1/CV-BHNH-QLCNTT

Ngay ban hanh: = 15/05/2022

Trich yéu: Thdng bao cai dat phan mém phuc vu giang day va hoc t8p tai phong may
Loai van ban: Théng bao

Tinh chat: Binh thuding

Murc do mat: Binh thuting

Xorly  Lich sirxdrly
T

Trong thé Xur 1y, ngudi ding nhan nt Két thic trén thanh cong cu dé mé giao dién Két
thic va cung cap cac noi dung:
- Thong diép
- Téap tin dinh kem
et thic

Théng diép | - Chon théng diép —

Bdo cdo wdi lanh dao.

K8t thic ¢dng vigc lién guan d&n van ban.

% Dinh kém file: Nhdp véo dy dé upload

m Thodt
Sau d6, ngudi dung nhan nat Két thic dé thuc hién thao tac hodc Thoat dé huy bo.
2.2.4 Hoan thanh
Véi vai tro Phéi hop, ngudi ding 6 thé giri bao cédo da hoan thanh cong viée duoc giao

theo vin ban dén.
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Thdng tin van ban

S8, ky hiéu: 1/CV-BHNH-QLCNTT

Ngay ban hanh: = 15/05/2022

Trich yéu: Thdng bao cai dat phan mém phuc vu giang day va hoc t8p tai phong may
Loai van ban: Théng bao

Tinh chat: Binh thuding

Murc do mat: Binh thuting

Xorly  Lich sirxdrly

i

Trong thé Xt 1y, ngudi dung nhan nat Hoan thanh trén thanh cong cu dé mé giao dién

Chuyén vin ban cho Pon vi / C4 nhan. Mic dinh, thong diép hién thi 1a “hoan thanh” va

ngudi nhan dé biét 14 nguwoi di phéan céng (chuyén tiép) vin ban nay cho ngudi dung.

Chuy&n van ban cho dan vi/ ca nhan

Thiing diégp -~ Chon théng diép -

Hoan thanh

Ngudi nhan chi tri | Tim néng cao Q

Chon ngudi xi¥ Iy chinh

Ngudi nhén phdi hop | Tim nang cao Q

Chon ngudi x& Iy phéi hop

Ngudi nhan d& bigt | Tim néng cao Q

test Ban GH/test Ban Gidm higu; x

Ngudi nhan dé bidt

STT Ngudi nhdn/ phong ban 54, ky hiéu Vai tro
Chua cd dif liéu

% Dinh kém file: Nhp vdo diy dé upload

3  Quan ly phong hop

Miic d§ Hanxly  Ghi chd Trang thai

Nguoi ding véi vai trd Trudng Pon vi vao muc Lich cong tac, c6 thé thuc hién cac thao

tac khac nhau, bao gom: Xem lich cong tac (Trudng, Pon vi) va Duyét lich cia Pon vi
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3.1 Xem lich cong tac
Nguoi ding chon muc Xem lich céng tac dé xem lich cong tac cua tuan hién hanh (tng

véi ngay hién hanh).

= test Truding phong QLENTT

£ Nhic vige
= conaviee -y
B van ban Ml ( Lich Teng  Lich Bon vi
# Lich cong tac - o .
LICH CONG TAC TUAN [ 38 | NAM

@ Xem lich céng tac
19/09/2022 Dén 25/09/2022
+ Bang ky/Duyét lich

@ Xem phong hop triing Tim kiém Chiithich [Bnsia : LAn1:D6 LAn2: Xanh LAn 3: Tim

& Lich Xe - Thanh phin Chitri Dia didm Nguh tao

& Danh sach bigu mau

Thit hai 19/09/2022

& Thing k&
Hop V& gidi phip ciing nghé cho hé dao o || FE || G LAEITr=
08:30 4iEd P cong nghe i Ban chi dao d& an Ban xay dung dé an hop 36 | Phong Quan Iy Céng
tao tir xa Thanh g
Ha TTD nghé théng tin;
Ghi chai :

Giao dién Lich cong tac tuan xuat hién, véi hai thé Lich Truong va Lich Pon vi (ctia nguoi

diing).

= test Truding phong QLCNTT

£\ Nhic vigc
= Ccbng viéc -
Bi van ban M 1ichTrtng  Lich Bon Vi
£ Lich céing tac - L .
LICH CONG TAC TUAN| 38 | NAM
@ Xem lich céng tac
19/09/2022 Bén 25/09/2022

+ ©ang ky/Duyét lich
@ Xem phong hop tring Tim kiém Chithichlnsia: LBn1:93d Ln 2:Xanh Lan 3: Tim
& Lich Xe - i tri Pia diém

& Danh sich bigu miu

& Thang k& Thanh phin chitri Pia diém Nguii tao

Thit ba 20/09/2022

bng N .
" P Phong | test Van thu CNTT/test
. Hop trién khai cdng tac nam hoc 2022- - P o Pham = PR
08:00 2023 ciia phéng QLONTT L&nh dao, chuyen vién phong QLCNTT Thanh hop 56 Pmtng ({uan !y Cong
HD nghé thdng tin;
An
Ghi cha :

Nguoi dung c6 thé tai Lich Ban 1anh dao trong tap tin dinh kém (néu c0).
3.2 Duyét lich céng tac
Nguoi dung chon muc Ping ky/Duyét lich dé duyét lich cong tac cip Pon vi.
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= test Trudng phong QLCNTT

[\ Nhic viéc

= Cdng viéc -

B van ban Ml LichTeng  Lich Bon Vi
[m Lich céng tic ] -

LICH CONG TAC TUAN [ 38 | NAM

@ Xem lich cong tic
10/09/2022 B&n 25/09/2022 | Xem Tun Hién Tai ‘ | Xem Ngay Hién Tai |

["‘ Bang ky/Duyét lich ]

@ Xem phong hop triing m Cép nhét trang thai ~  IRIEEN —Loctheo trang théi —

& Lich Xe = chithich Bnsia: 1:86 2:Xanh 3: Tim
& Danh sach bigu mau Thanh phin Chiitri  Piadiém Ngay tao Ngu@i tao Trang thai
@ Théng ké Thi¥ ba 20/09/2022
2 - = - = - test Van thu
H?p trién khai cong tac Linh da‘o, chuyén @ng Pham Phong test Phang
0 08:00 nam hoc 2022-2023 cia vien phong Ty hop 56 15/09/2022 Quin Ij CBng nghé | Chés duyéx
phong QLONTT QLCNTT HD théng tin; - -

Tai giao dién Lich cdng tac tuan, nguoi ding chon thé Lich Pon vi, chon Lich cong tac
mudn phé duyét va chon Cap nhat véi trang thai:
ba duyét

Khéng duyét

B6 sung
~ Huiybo

LICH CONG TAC TUAN [ 38 | NAM

19/09/2022 Bén 25/09/2022 ‘ Xem Tuan Hién Tai ‘ ‘ Xem Ngay Hién Tai

m Cap nhattrang thdi -  JERITGESEN] —Loctheo trang thai — v
Chi thich Erl 2 duyét I 3: Tim

Khdng duyét
5 aung e e e e i
Hiy bé Thit ba 20/09/2022
R } ) . test VN thu
08:00 :;?1 trrll;:n zli;];zl g%rzgt;c’;a ?ér;h;%?;gmwen Gng Pham rlzs r;?s 15/00/2022 | CNTT/test Phong
v | ' - ¥ PR a N ~
4 phéng QLCNTT QLONTT Thanh An HD %:; 'gr?”g nghe

Sau khi chon moét trang thai trong danh sach Cap nhat trang thai, cac lich da chon ngay lap
tirc chuyén sang trang thai do.
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Thanh phan chiti Diadiém

Thi ba 20/09/2022

Hop trién khai cfng tac Lanh dao, chuyén e Phéng : an m;rh‘
08:00 | ndm hoc 2022-2023 clia | vién phong ' hop 56 | 15/09/2022 | SNTI/testPhong -
v Th
4 phong QLONTT QLCNTT anh An HD 3}‘;?:; ';rfo”g nghe | (Bd duyet

4 Quan ly lich xe

Nguoi ding véi vai tro Truong Pon vi vao muc Lich xe, c¢6 thé thuc hién cac thao tac
khac nhau, bao gom Xem lich xe, Stra lich xe.

4.1 Xem lich xe

Nguoi dung chon muc Ping ky / Xem lich xe dé xem lich xe cta tuan hién hanh (tng véi

ngay hién hanh). Ngudi dung nhan nat Xuét lich dé in ra bao céo.

= test Truéing phong QLONTT

[\ Nhic viéc
= Cong viéc . N . .
Danh sach xe LICH DIEU XE TUAN NAM
Bi van ban -
19/09/2022 Pén 25/09/2022
£ Lich céng tic - Huyndai
Space_45 Ché Trang thai: Ché duyét @EERDS duyét @EEHiy duyét @EEES sung GNP Hiy bo
@ Xem lich cong tac i

50M-004.84

+ DPing ky/Duyét lich Huyndai September/2022 m lll
County_29 chd
Fri it

@ Xem phong hop tréng

50A-012.57 Tuan Mon Tue Wed Thu Sa Sun
35 1 2 3 4
& Lich Xe - Huyndai o
S . County_29 ché
@ Pa Xem lich —
ng ky/Xem lich xe 35
& Danh sach biéu mau Ford Transit 16
€ Thang k& hey
50A-012.19

4.2 Sira lich xe
Trén ma tran lich dang ky xe, ngudi ding nhan chudt mot 1an tai vi tri tung véi lich dang

ky xe ciia minh va nhan nit Sira bén dudi thong tin lich xe.
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Danh sach xe

Huyndai
Space_45 Chd
50M-004.84

Huyndai
County_29 chd
50A-012.57

Huyndai
County_29 chd
50A-004.35

Ford Transit_16
chd
50A-012.19
Camry_5 chd
530M-004.69
Innova_7 chd
51A-1844

Foturner_7 chd
50A-005.72

LICH PIEU XE TUAN NAM
12/09/2022 P&n 18/09/2022

Trang thai: Cha duyét @EEBDS duyét @B Hiy duyet @ B6 sung R Hay bo

o

— = £ B £ 6
Sat

Tudn Mon Tue Wed Thu Fri Sun
35 1 2 3 4

Chi tiét

Xe dang ky: Innova_7 chd

Nhiém vy cong téc: Té cong tac tai DH Quéc Gia TPHCM
Vo Itic: 08:00 - 16/09, Dén 12:00 - 16/09

Biém di: DH Ngan hang TP. HCM (36 Tén That Dam)
Diém dén: DH Quéc Gia TP.HCM

Sb nguri dic 4

Ngurdi lai xe: null

Ghi cha: null

MNguwdi dang ky: test Van thue CNTT
Bang ky lic: 13:31
37 12 13 — — - — — —

Innova_7
chd - T8
cong tac
tai BH
Quic Gia
TPHCM

38 19 20 21 22 23 24 25

Trong giao dién Sira lich xe, sau khi cung cip cac thong tin, ngudi dung nhan nit Céap
nhat dé luu hoiac Thoat dé huy b thao tac.

Stra lich xe

Chon xe
Innova_7 chd

Nhig&m vu cdng tac

Td cdng tac tai BPH Quéc Gia TPHCM

Ngay giti bat dau
16/09/2022 08:00

Piém di

BH Ngan hang TP. HCM (36 Tén That Bam)

58 luidng can bd di
4

Ghi chd

Ngay gid k&t thic
16/09/2022 12:00
Diém dén
DH Quéc Gia TRHCM

yd
e £

5 Quan ly biéu miu

Nguoi dung vao muc Quan ly biéu miu va thyc hién cac thao tdc Xem va Tai biéu mau.
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¢ E-Office

= test Truding phong QLCNTT

£\ Nhic vigc
= Cdng viéc - .
Quan Iy biéu mau
Bi vin ban -
£ Lich cing tac - Vi long nhdp Tim don vi
& Lich Xe -
[ & Danh sach bigu méu ] Tén
€ Théing Ié Phu luc Minh chimg thi dua

File dinh kém: % ( Tai vé&)

Bidn xin di hoc cd didu kién

File dinh kém: % ( Xem | Tai vé )

Bidu mau v& xin chuyn dan vi cng tic

File dinh kém: % ( Xem | Tai vé)
Bigu mau v& xin nghi thai san
File dinh kém: % ( Xem | Tai v& )

Showing 1 to 10 of 4

dd/MMfyvyy
Dan vi ban hanh Loai bigu m3u
Wan phang hieu-mau
Phang Béo tzo chuyén-cong-téc
Van phéng bigu-mau

Mgay ban hanh
04/07/2022

20/04/2022

26/04/2022

20/04/2022

Frst | Previous Next ~ Last

Trong danh sach biéu miu, nguoi ding nhan ndt Xem (néu trinh duyét hd trg xem trudc

biéu mau) hoac nhan nit Tai dé tai biéu mau vé may tinh.

Tén

Phu luc Minh chifng thi dua

File dinh kém: % ( TAi V& )

Ban xin di hoc cd digu kién

File dinh kem:§% ( Xem | Tai v& )

Biéu m&u v& xin chuy&n dan vi cfng tic
File dinh kém: % ( Xem | Tai vé )

Biu mau v& xin nghi thai san
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