TAI LIEU
T4p huan sir dung vin ban mau
trén cong thong tin ngi b treong

A.  Tao va sir dung vin ban mau trong Microsoft Office
Vi du vé vin ban mau: Nhu mau hod don, cac mau thu tin, ... LA cac van ban duge su
dung nhiéu lan vai nhitng ndi dung cu thé sé duoc dua vao tai thoi diém tao van ban.

Tao van ban mau.
1. Menu File -> New -> Create.
Tai liéu nay s& chaa ndi van ban mau.
2. Chon File -> Save As tur Menu
3. Chon Document Template tir hdp hoi thoai Save As Type.

Save in: 5 Templates v @3 Q X i E o Tools -

2 IﬂJ Marmal

My Recent
Documents

(2

Desktop

My Docurments
-
58
My Cornputer
"_‘} File name: Tao v sir dung van ban méu b
My Mebwork, =

Flaces Save as bype: |IEEETEEEE

w Cancel

4. bat tén file trong hop File Name.
Ghi chd: File vian ban mau ¢ phan mé rong .DOT

St dung van ban mau:
1. Chon menu File -> New -> Available -> Chon tén file van ban mau -> OK.
2. Nhap nhitng noi dung cu thé cho ndi dung van ban nay. Sau dé in hoic ghi lai
file vin ban ¢ ndi dung cu thé nay.
3. Lap lai hai budc trén cho céac vin ban khac.

Thay déi néi dung van ban méu da cé:
1. M6 file vin ban mau nhu vin ban thuong.
2. Thay doi ngi dung can thiet. Ghi lai.



Chu y: File van ban mau mic dinh dugc ghi tai:

Loak in: [C5) Templates F @ - | Q F B v Tools -
N @ Desktop Size  Type [ake Modified
I;\?b .jl Iy Computer . - )
Hy Rocent = Tran Quang Duc's Documents 45 KB M!crosoft PowetPai...  30f08{05 &:11 PM
Dot =) Shared Documents 25 KB Microsoft Word Tem.,.  11/09/05 3:19 PM
\% 314 Floppy (A2 32 KB Microsoft Word Tem.,, 10/09/05 10:25 PT
@ g Local Disk (C1)
|5 Documents and Settings
Deskkop [£5) Tran Quang Duc
I Application Data
C) [C5) Microsoft
My Documents g Local D|sk(D )
LA CDDrive (E:)
rg! ;g 961220_1302 (F:)
i g Local Disk (G1)
Iy Comnputer “=# Rermovable Disk (H:)
~ E Iy Mebwork Places | 3
.% My Documents —
3 [ FTP Locations | Qpen
MYPT:E;D* . Add,l'Modlfy FTP Locations [ == ]
R II——

B.  Sirdung vin ban miu trén cong thong tin va qui trinh dw thao vin ban

. Yéu cau chung:

1. Trinh duyét:

Du thao vin ban dya trén vin ban mau cé thé sir dung trén céc trinh duyét sau:

- Internet Explore (IE): Phién ban 7 tro 1én.

- Fire Fox: Phién ban 10 tro [8n (nén cap nhat phién ban méi nhat), loai bo chirc ning tu
dong download khi nhan chon tén file.

- Chrome: Phién ban méi nhat chua hd tro doc truc tiép file van ban vao ung dung
Microsoft Word. Khuyén céo khong st dung trinh duyét ndy cho viéc st dung vin ban
mau.

2. Cau hinh trust site trén trinh duyét IE.

Khi su’ dung chua Trust Slte s€ gdp thong bao:

y -.’ This action cannot be performed for untrusted sites, To use Find, you
' must add this site to the list of trusted sites for your Web browser.

’ 9_
Cau hinh lai IE dé Trust Site

- Khéi dong trinh duyét IE.




- Chon biéu tuong Tools (Goc phai phia trén cira o).

- Chon Internet Options, chon TAB Security.

- Chon Strusted sites trong muc "Select a zone to view or change security setting".
- Nhan chon nut "Sites".

o .
Trusted sites é

# You can add and remove websites from this zone. All websites in
& this zone will use the zone's security settings.

Add this website to the zone:
http:/fintranet.hup.edu.vn [ Add ]

Websites:

| Require server verification (https:) for all sites in this zone

[ Close |

+ Nhép http://intranet.hup.edu.vn vao muc "Add this website to the zone"

+ Nhén nat "Add"

+ Nhan nut "Close"

- Chon nut "OK".

3. Trén may tinh phai dwoc cai dat Microsoft Office: Microsoft Office 2007 tré
1én.

Luu y: V6i ban Office 2007 phai sir dung phim chic ning dé chuyén doi kiéu chir
trong mot s6 dbi twong duoc dinh nghia trudc trong vin ban mau.

I1. St&r dung Wng dung “Duw thdo van ban” trén cong thong tin ngi bo

Chu y: Yéu cau st dung trinh duyét IE7 va Firefox 10 trd nén dé cac ung dung duoc
tich hop day du.

1. Khéi tao van ban dya trén vian ban mau

Buéc 1: Piang nhip cong thong tin ndi bd intranet.hup.edu.vn, g tén username
va password vao form nhw hinh:



http://intranet.hup.edu.vn/
http://intranet.hup.edu.vn/

Windows Security

Connecting to intranet.hup.eduwn,

| huphitl

| Domain: hup
["] Remember my credentials

ok || cancel |

Username, password: Tai khoan dang nhap mang noi bg.
Bude 2: Chon muc Dy thao van ban — Tab Documents nhu hinh:

Library Tools

Check QOut

Site Actions ~ [l

1 T e
Mew Upload Mew Edit
Document » Document » Folder

EBrowse

CheckIn

Version History

o Document Permis:
View Edit

E:L;thé.n e ]

Quan Iy wan ban

g0 &dd document

- r k4
Wan ban mau

Trang dan wvi

Document Discard Check Qut  Properties Properties % Delete Document
Mew Open & Check Out hManage
Van ban ] Type Name Y&u cau xir Iy chinh Han = Iy

Buéc 3: Chon NewDocument — Chon vin ban mau nhu hinh:



Library Tools

Site Actions ~ @ Browse Documents

Check Out Version History
Check In o Document Permissions
Edit View Edit
Document Discard Check Qut  Properties Properties % Delete Document
@ Bién ban hop - gn & Check Cut Manage
Mau bién ban hop R -
MName Yé&u cdu xr Iy chinh Han by M

@ Cc;ng 1.._lu:rnn )
Mau cong van it
; Document
]
I.:I Create a new dm
@ j Giay di duong

Create a new Gidy di dudng

(W= SEYmor
Mau giday mai
@ j TI_:rtr_lnh n_gcli‘:l.l Truqn_g

Ta trinh ngoai Trudng

@ i T'.j tr.lnh tru:nn_g TrLI'FI'n_g

m

Ta trinh trong Truong

@ j Ql_:_.ré”fl dinh

Mau quyet dinh

Buwéc 4: Sau khi chon mau van ban, chuong trinh yéu cau xac thuc tai khoan dé mo
mau van ban, nguoi st dung go tén username va password dé hoan thanh yéu cau
xac thuc nhu hinh:

-

Windows Security @

Connecting to intranet.hup.eduwn,

— | hupiitt |

[ Domain: hup
[] Remember my credentials

| ok || Cancel |

Budce 5: Du thdo ngi dung

Sau khi soan thao van ban xong nguoi dung can dién day du cac thong tin vao cac
truong Yéu cau xir Iy chinh, Han xir 1y, Nguwoi/don vi xir ly (bat bugc) néu phan
cong cho nghiéu nguoi cung dy thao van ban nhiéu nhép tai ngan cach bang dau «;”

Ngudi giam sat (bat budc), L.vue (nén chon ding, cho muc dich tim kiém), Loz,u
VB (nén chgn ding, cho muc dich tim kiém), Trich yéu nhu hinh:



o Cong van Properties - Server ¥

Yéu cau x(r Iy chinh: Han xr ly:

Trich yéu:

Naudi/Bon vi xr Iy

Ngurdi giam sat:

L

CLIIIIITTTNE) (W) congtichiohquan v Béocéo

Loai VB:

TRUGNG DAIHOCDUGCHANOI CONG HOA XA HOI CHU NGHIA VIET NAM

NHAP TEN DON VI
$6: nhap/DHN-Ki HIEU DON VI

Poc lip — Ty do — Hanh phiic

V/v nhdp tém tat cong van

Kinh gii:

Nhip n6i dung cong vin

Noi nhén:

- Luu: VT

Ha Ngi, ngay

thang | ndm

TLHIEU TRUOGNG
PHO HIEU TRUGNG
PHO TRUGNG PHONG

Sau d6 chon Save — G& tén van ban can luu vao muc File name — Save nhu hinh:

(W] Save As i
r I 5 - s P —
AR, | . << http:/fintranet.hup.eduswn » QLVBD1 - | + | Search QLVEBD1 =
@ Microsoft Word o Céng thdéng tin ndi bd - HUP 5
, Templates LAY Quan |'y‘;' van ban di L
0 Fawvorites 3 Type Mame Modified By Modified b
B Desktop ]  adroi Pham Phu. Duc 10/04/2014 10:51 SA
Downloads
Lﬂ' — ]  adroz Pham Fhu. Duc 10/04/2014 10:55 SA
=1l Recent Places
ER  adroz Pham Phu. Duc 10/04/2014 2:17 CH
= Libraries |E|_] adro4 Pham Phu. Duc 10/04/2014 1:33 CH
| Documents ]  adros Pham Phu. Duc  10/04/2014 11:24 SA
o' Music 1] HTQT _giay moi 11.4.14 Doan Hong 11/04/2014 10:46 SA
| Pictures Ml S
| File name: = Céng vin d& nghi xin trich din théng tin tir c8ng théng tin BYT -

Save as type: IWord Document

Authors: DoanHong

[[] Save Thumbnail

= Hide Felders

Tags: Add atag

Tools - [

Save

||| cancel

Luu y: Puong dan luu file (http://intranet.hup.edu.vn)

2.

Xt 1y van ban dugc yéu cau du thao:



Phan mém tao ra cdng viéc cho ddi tegng tham gia du thao van ban. Dé du thao vin ban
duoc giao, dang nhap vao cong théng tin ndi bo véi tai khoan dugc quyén st dung cho
du thao van ban.

(- intranet.hup.edu.vn/SitePages/Home.aspx [ B- Google 2 B 3

site actions ~ i B e

C8ng théng tin ndi bé - HUP » Home
Cdng théng tin ndi bd - HUP

Céng théng tin ndi bd - HUP  Demo Quan Iy w&n ban Quan ly tai san News

van ban
D thao wan ban

wén 1 vin ban Cdng théng tin ndi bé - HUP

E . .
an ban mau

rang ddn vi [
Cdng nghé théng tin

Quan ly kinh t& Dugc

Mifc U tign

Han i [y

VEn ban duir thao "1504.3" &imuen (2) Normal

T g Van ban c3n theo déi va chi dao

[ Type

Van ban dang du thao

Lists [ Name Han xr |y Yéu cau xir Iy chinh
Calendar ThEI'E'EI'E no ftems to cha -
"New" or "Upload™. 1504.3 EHew
V&n ban dén ndi bd OLD TSt ca vin ban
Phone Call Memo
Name £1on vi ban hanh Han s Iy Loai van ban

Danh ba Account- O : v i van ban d3 du thao
Email-Phone Book3 Khac

g Name Han sir Iy
QuocGia Quy ché& lam viéc trudng Hanh chinh tdng hop céing vin O v

1504.2 finew 16/04/2014

Libraries Test CV 07/04/2014
Shared Documents Van ban can phéi hop Test Bien Ban 07/04/2014
Huéng din cong nghé
thanggtm 7 nene [ Type  Name Trich y&u ©on vi ban hanh Test mau bien ban 2 05/04/2014

- Nhan vao tiéu dé (title) cua van ban du thao duoc giao.



Workflow Task

1. Nhan vao lién két file dang dy thado
% This workflow task apples to - dé soan thaoltrong Microsoft Worq. Lwu
file sau khi két thuc, quay lai clra s6

Trang thai Naot Started

¥eu ciu bdi Tran Quang Tuven;

Tong hop ghi cha V&n ban du thio started by Tran Quang Tuyen on 15/04/2014 3:06 CH

Comment: B4 turong nhan dwoc yéu ciu x0r IV vaAn ban nay sau khi x IV vin ban
nhén "Chuyén x& Iy". Trong qué trinh xir Iy néu can hd trg nhan "Chuyén phai
hop” hodc cin Oy guyEn nhadn "ChuyEn xdr [§".

AN ON.
2. Cac hudng xt ly tiép theo:

Tyw hoan thanh: Ghi lwu y vao muc “ghi chd”, chon nat “Hoan thanh”

Chuyén xtr ly cho ngudi khac nhan nat “ Chuyén xir ly”
Chuyén ngudi khac phdi hop cung nhan nat “Chuyén phéi hop”

These are the comments of the requestor and all previous participants.

Han xir Iy

Ghi cha

This message will be included in your responsze.

Hoan thanh | | Tirchéi | | Hiy | | Chuyénphihop | | chuyénxir iy




