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TRUONG PAI HOC QUY NHON Déc lap - Tu do - Hanh phiic
$8: 1305/TB-DHQN Binh Binh, ngay 14 thing 07 nim 2022
THON G BAO

Vé viée déing tai vin ban, biéu miu tir E-Office 1én website truc ong, website don vi

Kinh gui: Céac don vi
Thuc hién K& hoach ung dung Cong nghé thong tin giai doan 2020-2025, Nha
trudng trién khai dich vu s tra ctru van ban, biéu mau (cong van, théng bao, ké
hoach,...) trén website truong, website don vi. Chirc nang nay cho phép cic don vi
déng tai cac van ban, biéu mau tir phan mém E-Office 1én website truong, website don
vi. Vién chtrc, nguoi hoc, thi sinh,... c6 thé tra ctru, tim kiém vén ban biéu mau trén
cac website.
Dé trién khai dich vu tra clru van ban, biéu mau duoc hidu qua, Nha truong thong
bo dén cac don vi trién khai sir dung, cu thé nhu sau:
- Péi tuong st dung: Vién chic phu trach tai khoan E-Office cia don vi va
vién chtrc quén tri website trudng, website don vi.
- Cac budc thuc hién duge mo ta & tai liéu kém theo.
- Thoi gian thuc hién: Tir ngay ra théng béo.
Nha trudng dé nghi cac Trudng don vi thong bao dén vién chirc lién quan cua
don vi minh duoc biét va thuc hién theo noi dung Thong béo nay.

Noi nhin:

- Hiéu trudng (dé b/céo);

- Cac Pho Hiéu truéng (dé biét);
- Nhu trén (dé t/hién);

- Luu: VT, CNTT- T}WD/
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PHU LUC 1

AN PANG TAI VAN BAN, BIEU MAU TU E-OFFICE LEN WEBSITE
TRUONG, WEBSITE PON VI

(Kém theo Théng bdo sé 1305/TB-PHQN, Vé viéc déing tdi vin béan, biéu mdu tir E-Office
lén website truong, website don vi, ngay 14 thang 07 nadm 2022)

A. Chuén bi vin ban
Ding tai vin ban tir E-Office 1én website tai muc Vian ban dén hoic Vin ban di.

o D4i voi vin ban dén, chi cho phép xuét ban khi van ban d& dugc luwu s6 vin ban.
e D4i v6i van ban di, chi cho phép xuét ban khi van ban dd phdt hanh (Phat hanh &
truong hodc ¢ don vi).

B. Xuit ban Portal (Ping tdi vian ban lén website)

1. Piang nhap E-Office bang tai khoan Vin thu don vi.

2. Vao muc Vin ban dén hoic Vian ban di (noi chira van ban can xuét ban 1én website),
chon vin ban cn xuit ban = bim nuit [Xuit ban portal] (Hinh 1)
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Hinh 1: Chon vin béan dé xudt ban



3. Chon Sub Domain cin phat hanh trong danh sach dugc liét ké, c¢é thé chon Sub Domain
Truong (HomePage) hodc Sub Domain ctia don vi = bam nut [Phat hanh] (Hinh 2)
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Hinh 2: Chon Sub Domail dé phdt hanh
Phan mém hién thi théng bio xuét ban thanh cong (Hinh 3)
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Hinh 3: Théng bdo xudt ban thanh céng
C. Kiém duyét va phat hanh vin ban

1. D6i v6i website truong (HomePage): Sau khi da thuc hién xong Bwée 2, van ban dugc giri
dén ban bién tap website truong dé kiém duyét va phét hanh van ban.



2. Doi v6i website don vi thuc hién nhu sau:

Truy cép dia chi qnu.edu.vn chon Ping nhép, tién hanh ddng nhéap véi tai khoan quan tri
website (Hinh 4)

& - C 8 gnueduwvn e

Webmail = Sitemap  Liénhé Lichtuin Danhba Pangnhap  Eoffice

TRUVONG DAI HOC QUY NHON
QUY NHON UNIVERSITY

in

TRANGCHU GIGITHIEU CACDPONVI DAOTAC NGHIEN CUU KHOAHQC HOPTAC QUOCTE

VAN BAN

Hinh 4: Ddang nhdp tai khodn quan tri website

Chon menu Quadn ly tai liéu = Xir ly vin ban (Hinh 5)
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Hinh 5: Thao tdc menu Xur ly vdan bdn



Chon van ban cin phat hanh = bém nut [XuAt ban] (Hinh 6)
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Hinh 6: Chon vin bdn cdn phdt hanh
Chon Sub Domain trong danh sach duoc liét ké = bam nit [Xuit ban] (Hinh 7)
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Hinh 7: Chon Sub Domain dé phdt hanh
Phan mém hién thi théng béo ph4t hanh thanh cong (hinh 8).

Ngay ban
Pon vi ban hanh hanh
Trung tdm CNTT va 01/07/2022 Chua xuat ban
Truyén théng;
| Trungtdm CNTT va 23/06/2022  Chua xudt ban
Truyén thong;

Hinh 8: Théng bdo phdt hanh thanh céng



D. Tra ctru vin ban di phat hanh
+ Tra clru van ban phat hanh & website truong

Truy cédp gqnu.edu.vn = VAN BAN — BIEU MAU dé truy c4p trang tra cttu vdn ban — biéu
mau (Hinh 9)

SINHVIEN TUYENSINH TINTOC TIENICH VANBAN
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Hinh 9: Truy cdp trang tra cuiru Vin ban — biéu méu

Trang hién thi vin ban da phat hanh & website truong (HomePage) (Hinh 10)
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Hinh 10: Trang tra ciru van ban
1. Nhép tir khoa can tra ctru vao 6 tim ki€ém
2. Chon loai van ban cén tra ctru

3. Chon loai linh vuc can tra ctu



4. Chon don vi ban hanh vin ban

5. Bam vao tén trich yéu van ban dé xem chi tiét n6i dung vin ban
6. Bam tai vé dé luu van ban vao thiét bi
+ Tra clru van ban phét hanh & website don Vi

Truy cép vao duong dan Vin ban —

Biéu miu (Phu luc 2) cua website don vi (vi du:
ict.qnu.edu.Vn/module/document, math.

qnu.edu.vn/module/document,...) (Hinh 11)
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Hinh 11: Trang tra citu Viin bén — Bidu méy cua website don vi

Thuc hién tra ctru nhu hinh 10 & trén.




CONG HOA XA HQI CHU NGHIA VIET NAM

Poc lap - Tu do - Hanh phic

PHU LUC 2
H PUONG DAN TRANG VAN BAN, BIEU MAU CUA CAC PON VI

(Kém theo Théng bdo s6 1305/TB-DHQON, V& viéc ddng tdi vin bén, biéu mdu tix E-Office
Ién website truong, website don vi, ngay 14 thang 07 ndm 2022)

STT TEN PON VI PUONG DAN TRANG VAN BAN, BIEU MAU
KHOA

1 | Khoa Cong nghé thong tin http://kentt.qnu.edu.vn/module/document

2 Igﬁ?\?;]“y lugin chinh tri - Ludt va http://kgdctqlnn.qnu.edu.vn/module/document

3 pKhh(‘?IngiéO duc thé chat - Quoc http://kgdtcqp.qnu.edu.vn/module/document

4 E:r?a Gio duc Tiéu hoc vi Mam http://kgdthmn.qnu.edu.vn/module/document

5 | Khoa Kinh té va Ké toan http:/fea.qnu.edu.vn module/document

6 | Khoa Khoa hoc tu nhién http://ns.qnu.edu.vn/module/document

7 éﬂfa Khoa hoe X hot va Nhan http://khxhnv.qnu.edu.vn/module/document

8 | Khoa K§ thuét va Cong nghé http://kktcn.qnu.edu.vn/module/document

9 | Khoa Ngoai ngit http://knn.qnu.edu.vn/module/document

10 | Khoa Su pham http://ksp.qnu.edu.vn/module/document

11 | Khoa TCNH va QTKD http://fbm.qnu.edu.vn/module/document

12 | Khoa Toan - Théng ké http://math.qnu.edu.vn/module/document

13 | BO mon K¥ thuét 6 to http://ktot.qnu.edu.vn/module/document
PHONG

1 5ihé€;ng Cong the chinh trj va sinh http://pctsv.qnu.edu.vn/module/document

2 | Phong DPao tao dai hoc http:/pdtdh.qnu.edu.vn/module/document

3 | Phong Dao tao sau dai hoc http://pdtsaudaihoc.qnu.edu.vn/module/document

4 | Phong Khao thi va BDCL http://pktdbcl.qnu.edu.vn/module/document

5 | Phong KHCN va HTQT http://pqlkh-htqt.qnu.edu.vn/module/document

6 | Phong Hanh chinh - Téng hop http://phcth.qnu.edu.vn/module/document




7 l Phong Thanh tra - Phap ché

http://pthanhtra.qnu.edu.vn/module/ document

http://ptcns.qnu.edu.vn/module/document

8 ‘ Phong T4 chitc - Nhan su

VIEN - TRUNG TAM

1 TrPng fam CNTT va Truyén http://ict.qnu.edu.vn/module/document
théng

2 | Trung tim TVTS va QHDN http://hotrosinhvien.qnu.edu.vn/module/document
Trung tdm Do tao va Tu van .

3 Kinh t4&K& ton http.//cea.qnu.edu.vn/module/document

4 TmAng t,a m Nebn ngit va Van hoa http://japancenter.qnu.edu.vn/module/document
Nhit Ban T
Trung tdm Gio duc Quéc phong .

3 va An ninh http.//ttqpan.qnu.edu.vn/module/document

6 | Trung tim Ngoai ngit http://ttnn.qnu.edu.vn/module/document
Trung tdm Tin hoc http://tttinhoc.qnu.edu.Vn/module/document

Vién Khoa hoc gido duc

—

1 Doan Thanh nién

Hoi sinh vién

Dang uy

4 | Hoi dong truong

PANG - POAN THIE - HOQI PONG TRUONG

http://ies.qnu.edu.vn/module/document

http://doanthanhnien.qnu.edu.vn/module/document

http://hsv.qnu.edu.vn/module/ document

http://danguy.qnu.edu.vn/module/document

http://hdt.qnu.edu.vn/module/document

Hudng dan: Cac don vi tao menu va gin du

ong dan trén vao website don vi dé sir dung.



