HUONG DAN THUC HIEN KY SO TREN HE THONG Q-OFFICE

I.  Yéu ciu vé hinh anh ky s

1. Hinh anh chir ky khong dau:
- Kich thudc: 780 x 424px
- Nén anh: trong sudt

2. Hinh anh con diu don vi
- Kich thudc: 1229 x 1221px
- Nén anh: trong sudt

Il.  Yéu ciu file du thao

Phai c6 ddy da 3 mé ky ty dic biét:

1. #SoKyHieuVanBan
- La vi tri dé chén hinh anh s, ky hiéu cta vin ban
- Vi tri: tng vo1 vi tri dat 56, ky hi€u van ban

2. #DiaDiemNgayBanHanh
- La vi tri dé chén hinh anh dia diém, ngdy thang nim ban hanh
- Vi tri: ing v&i vi tri dit dia diém, ngay thang nim ban hanh vin ban

3. #ChuKyLanhDao
- La vj tri dé chén hinh anh chi ky khong du cua 13nh dao va con diu don vi
- Vi tri: dong thir 4 tinh tir dong chirc vu ctiia nguoi ky

I1l.  Huwéng din cai dit file ky sb

1. Tai file vé may
- V4o menu TRANG CHU -> Chon nit HJ tro
- Chon nit TAI CHUONG TRINH KY SO
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2. Thao app QOffice ky s ra khéi may (néu cé)
- Vao Control Panel -> Chon Uninstall a program
- Chon QOfficeKyso
- Chon Uninstall



EE Control Panel

« ~ 4 E& > Control Panel

Adjust your computer's settings View by:  Category =

System and Security S— ! User Accounts

Review your computer's status & Change account type
Save backup copies of your files with File History -

Backup and Restore (Windows 7) L.
Appearance and Personalization

Network and Internet

View network status and tasks

Clock and Region
Hardware and Sound Change date, time, or number formats
View devices and printers
Add a device

Ease of Access
Let Windows suggest settings
Optimize visual display

“~_ Programs

[* Uninstall a program

ol Pregrams and Features

<« v 4 |B] » Control Panel > All Control Panel ltems Programs and Features

Coentrol Panel Home

Uninstall or change a proo

View installed updates To uninstall a program, it from the list and then click Uninstall, Change, or Repair.

) Turn Windows features en or

off Organize « Change fEz - e
- Publisher Installed On  Size Version &
1/28/2019
£ Adobe AR Adobe Systems Incorporated 5/20/2019 32.0.0.8%
™ Axure RP 8 Axure Software Solutions, Inc. 1/28/2019 8.0.0.3381
@Eal;amlq Mockups 3 Balsamiq SRL 1/28/2019 3.5.16
(85 Canon LASER SHOT LBP-1210 1/28/2019
ﬁ Foxit Reader Foxit Software Inc. 10/15/2018 202MB 9.3.0.10826
@ Google Chrome Google LLC 10/16/2019 350 MB  77.0.3865.120
@Grammarly Grammarly 9/18/2018 47.5MB 1543
| £ Java 8 Update 191 Oracle Corperation 1/5/2019 3M.2ME 80191012
| £ Java SE Development Kit & Update 171 Oracle Corporation 8/1/2018 336MB 20471011
|] Microsoft Office Professional Plus 2013 Microsoft Corporation 1/28/2019 50.6MB  15.0.4420.1017
@ Microsoft OneDrive Microsoft Corporation 10/6/2019 138MB  19.152.0827.0012
ﬁ Microsoft Visual C++ 2015 Redistributable (x86) - 14.0... Microsoft Corporation 1/28/2019 19.5MB  14.0.24215.1
UNode.j; Node.js Foundation 972472018 43.5MB 8120
o o Notepad-+ + (32-bit x26) Notepad++ Team 8/20/2019 a11MB_77.1
‘ [0 QOfficekyso QOffice 10/17/2019 704MB 1.0.0 ]
] Screenpresso Learnpulse 10/25/2018 1.7.80
aSlack Slack Technologies 10/16/2019 T43IMB 410
ETeam\flewer 14 TeamViewer 10/14/2019 14.6.4835 w
o QOffice Product version: 1.0.0 Comments:  This installer database contains the logic and data required to install QOfficekyso.
. Size: 7.04 MB

3. Cai app ky s6 1én may
- Mo¢ folder Download, chon file QOfficeKyso.exe vira méi tai vé
- Click phai vao file -> chon Run as administrator

- Chon Next -> Next -> Install -> Finish



| & W = | Downloads

Click phai chgn Run

Home Share -
as administrator

v

Lo QOfficekyso Setup *

Welcome to the QOfficeKyso
Setup Wizard

The Setup Wizard will install QOfficekyso on your computer.
Click "Mext™ to continue or "Cancel™ to exit the Setup Wizard.

4. Kich hoat app ky s6 (néu lin dau cai vao may)
- Vao 6 C -> chon Program File hoic Program File (x86)
- Chon QOffice -> chon QOfficeKyso -> Click phai vao file QOfficeKyso.exe -> Chon
Run as administrator
Hoan thanh budc cai dat ky s6 va co thé thyc hién ky s6 & trén hé thong

IV. Huoéng din thue hién ky so trén hé thong



Kiém tra file dy thao trudc khi ky sd: phai co ddy di 3 ma ky tu dic biét:
- #SoKyHieuVanBan
- #DiaDiemNgayBanHanh
- #ChuKyLanhDao
Hé thong hd tro ky s trong cac trudong hop sau:
1. Céc buéc Ky s6 va duyét ban hanh
La thao tac thyc hi¢n duyét ban hanh dy thao va thuc hién ky $6

Budc 1: Chon xem chi tiét HO so chd ky duyét tir man hinh danh sach. Chon Duyét
ban hanh

- Budc 2: Chon Ky s va duyét ban hanh

- Budc 2: Chon ching thu sb cua lanh dao

- Budc 3: Nhap mat khéu cua token

Hoan thanh Ky s6 va duyét ban hanh. O budc nay, hé théng s& thuc hién chén hinh anh
chir ky khong diu cta nguoi duyét ban hanh vao vi tri #ChuKyLanhDao
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HO S0/ CONG VIEC " N
< Thong tin hé so
1 HBsochduirly

@ Hosoyeuciusia THONG TIN PHIEU BE XUAT

(e Ho sogidm sét, phdi hop

Ngay d& xuat: 21/10/2019
TRA GUU HO SO CONG VIEC

Ngudi phé duyét: Phan Ngoc Tudn (Lanh dao don v
Q Hbd socdng vige 9 Ly ¥e 9 ( )

Ngi dung: Ky s8 va duyét ban hanh
PHIEU VEU CAU Loai d& xuat: Tao hd sa
F Lapphiu yéuciu
B2  Phiduyéu cBu chdxir Ij File dinh kém:

B Phiduyéu ciu ai chuyén

b5

= Phiguyéu caudaxi Iy

Fhigu yéu c3u GSPH THONG TIN HO SO

o

PHIEL DE XUAT Tiéu dé hé so: Ky s8 va duyét ban hanh

[ Lapphicu gz xudt Nguwi lap hd so: Pham Thi Trac
B Phiguds xudt chis xir Iy

B Pnifuas a8 xuft

B Phiguds xust 03 duyét DUTHAO

Dur thao [3n 1

THONG TIN DU THAO

Trich y&u: Ky sd va duyét ban hanh
File du thao: Format file ky so.docx
Nguoi ky:

Ngudi tao: Pham Thi Trac

Loai van ban: Chi thi

D6 khin: Thudng

Ngén ngii: Tiéng Viét

File lién quan:

Ghi chu:

LUOGNG DU THAO

g1 PhamThiTric 16:35 21/10/2019
(Van thu)

ban hanh Trinh tigp Khén

¥ kién

Dinh kém file dy thao *

¢T> Nhip hodc kéo va tha tép dé tai Ién tai day

Binh kem file lién quan

TS Nhip hodic kéo va thé tép dé tai 1én tai dy

< Quay lai

2. Cac buéce Ky s6 lanh dao

& Duyétban hanh

Ngudi dé xuat:

Han xtr Iy:

B6 qua bude duyét de
Xudt:

Han xtr ly:

Ngay ky:

Ngay tao:

Loai nghi&p vu van ban:
Do mat:

Han tré |&i van ban:

LDDV. Ph.
Pham Thi Trac (Van thu)
26/10/2019
co

MERONG

23:59 26/10/2019

16:3521/10/2019
Van Ban mai

Thuéng

Phan Ngoc Tuan
(L&nh dgo don vi)

Danh sach file durthdo

Format file ky so.docx

&J Ky 58 va Duyét ban hanh

Van ban chinh *

® c

Néu Vin ban c6 ngudn tir HSCV va duoc 1anh dao Duyét ban hanh (khong ky s6) thi s&

hién thi thao tac Ky s6 lanh dao

- Budc 1: Chon Van ban chd ban hanh tir man hinh danh séch, chon Ky s6 lanh dao

- Budc 2: Nhap thong tin (néu co6 diéu chinh) va Chon Ky s6

- Budc 3: Chon chimg thu sb ciia 1anh dao

- Budc 4: Nhap mat khau cia token

Hoan thanh Ky s6 1anh dao. O budc nay sé& thuc hién chén thong tin chir ky khong dau cia

ngudi duyét ban hanh dy thdo vao vi tri #ChuKyLanhDao
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VAN BAN DEN < Chi tiét van ban chd ban hanh

[} Vaosdvanbandén

@  Vanbanchi vao si N THONG TIN HO SO XEM CHITIET H 50
(&  Vanban chi chuyén . .
Tiéu dé hé so: HO so céng vige tir PYC/2C-324
&  Vénban chd xir iy )
@ vnbingssi Nguwi lap hé so: Nguyén Binh Trong Han xtr ly: 23:59 16/10/2019
! Vanbandaxaly
& Lipvain s vin ban d&n
THONG TIN DY THAO MERONG ~
VAN BAN BI
B Vaosdvanbindi Trich yéu: Trich y&u H6 so ¢dng viéc tir PYC/2C-324
= Van ban chd ban hanh o
e : File du thio e kysomoi.pdf kysocopy.docx
(S Lapvain sd vén ban di
= Ldysdtrudc

e Ky sé lanh dao Ban hanh Khéng déng y

TRA CUIU VAN BAN

@ Vanbindén
Dinh kém file van ban di *

© Vinbandi
. P (i
G\-’ Nhip hodic kéo va tha t8p dé i én tai ddy Danh séch file vén ban di Vén ban chinh
AL IS panbat CV hotroHoftruongDXuyen (1).doc @I ]
Binh kém file lién quan
€1 Nhip hoiic kéo va tha tép dé tai lén tai ddy e

3. Cac buéc ky s6 va ban hanh
Vin ban ¢6 ngudn tir HSCV, sau khi duoc Ky s6 va duyét ban hanh (¢ HSCV) hoic Ky sb
lanh dao thi c6 thé thuc hién Ky sb va ban hanh
- Budc 1: Chon xem chi tiét tir man hinh danh sach Vin ban chd ban hanh
- Budc 2: Nhép thong tin ban hanh va Chon Ky s6 va ban hanh
- Budc 2: Chon ching thu s6 cua don vi
- Budc 3: Nhap mat khéu cua token
Hoan thanh Ky s6 va ban hanh. O budc nay chi thuc hién chén hinh anh con déu cua don
vi vao 1/3 vi tri chit ky khong dau, thong tin S6 ky hiéu vin ban vao vi tri

#SoKyHieuVanBan va dia diém, ngay ban hanh vao vi tri #DiaDiemNgayBanHanh



VAN BANDEN

5 VAo sdvinban dén
Vin ban ché vao sé
Van ban ché chuyén

Van ban d3 xi Iy

&
E
&  Van ban chd xir iy
e
& Lipvain s van ban dén

VAN BAN DI

[ Vaos8vanban di

(@  Van ban ché ban hanh
& Lipva in 56 van ban di

1= Laysdtrudc

TRA CUU VAN BAN
& Vanbandén

@ Vanbandi

{ TRANGCHU g VAN BAN

4 Chi tiét van ban chd ban hanh

THONG TIN HO SO

Tiéu dé ho so:

Ngudi lap ho so: Phan Thi My Tam

THONG TIN DU THAO

Trich yéu:

File du thdo

m kysomoi.pdf = Kysocopy.docx

Khéng dong y
S6 van ban *
v V&n ban QPPL
S& viin ban *
Chon 56 d3 &y
Ngay ky * Ngay hiéu lyc *
10:1411/10/2019 16:27 21/10/2019

Dinh kém file van ban di *

€3 Nhap hodc kéo va tha tép d&tai Ién tai dy
5 i file: pf, .d oc

Binh kém file lién quan

€1 Nhép hodic kéo va tha tép d& tai 1én tai day
Ho tre loai file: .pdf, .docx, .d xlsx, .xls

Trong co quan

Nhém don vi nhian

Khac (don vi trong hé théng/lién théng)

Cé nhan/don vi nhan ngoai

Kém van ban gidy

Quay lai

HO SO CONG VIEC IJ"E THONG KE BAO CAD @ HE THONG

Ho so cong viéc cla 535/KHVBDen-05A18

Han xu ly:

Trich y8u hd so céng viéc cla 535/KHVBDen-05A18 [an 2

Loai vén ban *

Ky higu van ban *

Danh sach file van ban di

VT. Pham.

XEM CHI TIET HO SO

23:59 11/10/2019

MO RONG ~

Ngay ban hanh *

v 16:27 21/10/2019 ]

Dia diém ban hanh *

v Quéng Nam

Van ban chinh *

ma Format file ky so.signed pdf (@ ]

&f Ky 56 vaban hanh

(& Ban hanh
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