UBND TINH THANH HOA CONG HOA XA HOI CHU NGHIA VIET NAM

TRUONG CHINH TRI Poc lip - Tu do - Hanh phic
S6: 476 /TrCT-HC Thanh Héa, ngayA4 thang 6 nam 2017

V/v trién khai hé chuong trinh quan 1y
vin ban va hd so cong viée TD OFFICE

Kinh guri:
- Ban Giam hiéu;
- Trudng khoa, phong.

Thuc hién'Cc“)ng vin s6 4122/UBND-CNTT ngay 06/7/2011 ciia Chu tich
UBND tinh vé viéc gui, nhan van ban qua hé théng mang tin hoc dién rong cua
UBND tinh.

Thyc hién Cong van s6 420/STTT-CNTT ngay 11/7/2011 ctia S& Thong tin
Truyén thong vé viée van hanh st dung phén mém Quan vin ban va H so cong viéc.

Thuc hién Ké hoach sé 07/KH-TrCT ngay 10/4/2017 ctia Hiéu truong Truong
Chinh tri vé viéc thuc hién Du an: “ Ung dung CNTT trong cong tdic quan Iy, gidng
day va hoc tap tai Trieong Chinh tri tinh Thanh Hod giai doan 2016 - 2020

Hiéu truong Trudong Chinh tri tinh quyét dinh chinh thirc ung dung Hé¢
chuong trinh TD OFFICE vao céng tac quan 1y vian ban di, dén, ho so cong viée
tai Truong Chinh trj va gl nhan van ban di, dén ctia nha truong cho Tinh Uy,
UBND tinh, cdc s¢ ban nganh va cac huyén, thi thong qua mang Tin hoc dién
rong cua tinh tir ngdy 01/7/2017. DPua vao quan ly tat ca cac van ban di, dén (ké
ca qua duong méng va qua duong Buu dién) bang Hé chuong trinh TD OFFICE.
Vin ban gidy (ban gdc) dugc luu tri tai van thu, luu tri cta truong dé phuc vu
khai thac, tra cttu chung trong Nha truong.

Do vay, dé nghi can bg, giang vién chiu trach nhiém thuc hién phén viéc
cua minh trong qué trinh st dung, van hanh Hé chuong trinh TD OFFICE, cu thé
nhu sau:

1. Nhiém vu ciia dong chi Hiéu truéng:

- Nhan van ban dén cta Vian thu chuyén 1én qua mang tin hoc ctua nha
truong, thong qua phan mém TD OFFICE, dé phéan céng Xt ly.

- Chuyén van ban dén cho cac dong chi Pho Hiéu truong, dé cac Pho Hiéu
truong phén cong xu ly trén mdy tinh, qua mang tin hoc cta nha truong, théng
qua phan mém TD OFFICE.



- Giao nhiém vy x{r ly van ban dén cho céc truéng khoa, phong thong qua
phan mém TD OFFICE.

- Nhén van ban trinh ky (Van ban phat hanh) tir cac ﬁ'uérng khoa, phong, ky
duyét, ra lénh phat hanh van ban trén may tinh, qua mang tin hoc cta nha truong,
théng qua phan mém TD OFFICE.

2. Nhiém vy ciia cic dong chi Pho Hiéu truwdng:

- Nhan vin ban dén cta Hiéu truong chuyén xubng hodc tir Van thu cua
Trudng chuyén lén, dé giao nhiém vu xur Iy vin ban dén cho cac truong khoa,
phong trén may tinh, qua mang tin hoc ctia nha trudong, théng qua phan mém
TD OFFICE.

- Truc tiép xr Iy van ban dén trén may tinh, qua mang tin hoc cua nha
truong, théng qua phan mém TD OFFICE.

- Nhén van ban trinh ky (Van ban phat hanh) cta cac truéng khoa, phong
Chuyén Ién, sura chira, ky duyét, ra Iénh phat hanh van ban (Theo linh vuc dwoc
phadn cong phu trdch) trén may tinh, qua mang tin hoc cua nha truong, thong qué.
phan mém TD OFFICE.

3. Nhiém vu cua cac truong khoa, Phong Dao tao, Phong Khoa hoe.

- Nhan van ban dén, nhan nhiém vu xir ly viin ban dén cua Hiéu truong va
céc Pho Hiéu trudng giao, phan ngudi xir Iy van ban dén (phan xtr 1y cho giang
vién, chuyén vién, can bd truc thudc phong, dam bao nguyén tic xir Iy cong viéc
theo Quy ché lam viéc nha trudng, cua khoa, phong) trén may tinh, qua mang tin
hoc ctia nha truong, thong qua phan mém TD OFFICE. |

- Truc tiép x{r ly viin ban dén trén may tinh, qua mang tin hoc cua nha
truong, thong qua phan mém TD OFFICE.

- Stra chiva, gbp y vin ban du thao cua pho trudng khoa, phong, giang
vién, chuyér vién thuc khoa, phong hoic truc tiép du thao van ban di (Vin
ban phat hanh) trén mdy tinh, qua mang tin hoc cta nha truong, thong qua
phan mém TD OFFICE. ]

- Trinh ky Ban Giam hiéu sau khi pho trudng phong, giang vién, chuyén vién,
can bo thudc khoa, phong, hoan thanh dy thao van ban dugc phéan cong chuyén 1én
va nhitng van ban do trudng khoa, phong truc tiép xir ly, du thao, trén mdy tinh, qua
mang tin hoc ctia nha truong, thong qua phan mém TD OFFICE.

- Truc tiép thuc hién cac cong viéc trén thong qua tai khoan cua minh chiu
" trach nhiém vé viéc phéan xir ly vin ban dén cua khoa, ohong, trén may tinh, qua

mang tin hoc ctia nha trudng, théng qua phan mém TD OFFICE.
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4. Nhiém vu cia Pho trudong khoa, Phong Dao tao, Phong Khoa hoc.

- Nhan van ban dén, nhan nhiém vu xu ly van ban dén tir truong khoa, phong
giao, phan ngudi xir Iy van ban dén (Phéan xir ly cho chuyén vién, can bd truc thude
phong, dam bao nhanh, gon, khoa hoc) hoic truc tiép xur 1y van ban dén trén méy
tinh, qua mang tin hoc ctia nha trudong, thong qua phan mém TD OFFICE.

- Stra chira, gop y van ban du thao cua chuyén vién, can bg thudc phong
hodc truc tlep du thao van ban di (Van ban phat hanh) trén may tinh, qua mang
tin hoc ctia nha trudong, théng qua phan mém TD OFFICE.

- Chuyén truong khoa, phong trinh ky Ban Giam hiéu sau khi giang vién,
chuyén vién, can bd thudc khoa, phong, bo phan duoc phéan eong phu trach hoan
thanh du thao vdn ban dugc giao nhiém vu xu ly va nhitng van ban do chinh pho
truong phong truc tiép xur 1y, du thao, trén mdy tinh, qua mang tin hoc cta nha
truong, thong qua phan mém TD OFFICE.

- Truc tiép thuc hién cac cong viéce trén thong qua tai khoan ctia minh, chiu
trach nhiém vé viéc phéan xtr 1y vian ban dén cho giang vién, chuyén vién, can bd
duoc phan cong phu trach.

5. Nhiém vu ctia Truéong phong TC-HC-QT.

- Phan xu ly cho can bg, chuyén vién truc thudéc Phong (Dam bao nguyén
tac xu ly cong viéc mdt cach khoa hoc) trén may tinh, qua mang tin hoc cua nha
truong, thong qua phan mém TD OFFICE.

- Truc tiép xtr ly vdn ban dén trén may tinh, qua mang tin hoc ctia nha
truong, thong dua phan mém TD OFFICE.

- Stra chira, gdp y van ban du thao cua pho truong phong, giang vién, chuyén
vién thudc phong hoic truc tiép du thao van ban di (Van ban phat hanh) trén may
tinh, qua mang tin hoc ctia nha truong, thong qua phan mém TD OFFICE.

- Thuong xuyén kiém tra, don doc viéc quan ly van ban ctia van thu, viéc
xir Iy vdn ban cta tat ca cac can bo, cong chic trén méy tinh, qua mang tin hoc
ctia nha truong, théng qua phan mém TD OFFICE.

- B6 tri can bo theo doi két qua thuc hién hién viéc ap dung Hé chuong
trinh TD OFFICE vao quan ly van ban va xu ly van ban di, dén va hd so cong
viée, tong hop béo cdo Hiéu trudng hang tuan, hang thang, hang quy.

- Can ctr vac két qua tong hop xur Iy vin ban hang tuan, hang thang lam co
so danh gia, binh xét thi dua khen thudng cho cac khoa, phong va can b, cong

chtic nha truong.



6. Nhi¢m vu cua Phé phong TC-HC-QT.

- Nhan van ban dén do truong phong TC-HC-QT giao nhiém vu, phan xtr
ly cho can b, chuyén vién thudc bo phan dugc giao phu trach (Dam bao nguyén
tac nhanh, &,on khoa hoc) trén may tinh, qua mang tin h)c cua nha truong, thong
qua phan mém TD OFFICE.

- Truc tiép xr Iy van ban dén trén may tinh, qua mang tin hoc cua l’lhd
truong, thong qua phan mém TD OFFICE.

- Stra chiva, gép y van ban du thao cua can bo, giang vién, chuyén vien
thue phong hoic truc tiép du thao van ban di (Vin ban phat hanh) trén may
tinh, qua mang tin hoc cua nha trudng, thong qua phan mém TD OFFICE.

- Cung vé6i Trudng phong, thuong xuyén kiém tra, don ddc viée quan l)
van ban cta van thu, viée xir Iy van ban cua tat ca céc can bo, cong chirc trong
toan Truong trén may tinh, qua mang tin hoc cta nha trLr(mg, thong qua phén
mém TD OFFICE.

7. Nhiém vu cda can b, giing vién, chuyén vién.

- Nhan nhiém vu xir Iy van ban dén tir trudng, phé khoa, phong; tra cuu, xur
ly, du thao, stra chira van ban dy thao trén may tinh, Gua mang tin hoc ctia nha
truong, thong qua phan mém TD OFFICE.

- Chuyén van ban dy thao hodc van ban trinh ky cho trudng, pho khoa,
phong stra chita, gop y, trinh ky trén mdy tinh, qua mang tin hoc cta nha truong,
thong qua phin mém TD OFFIC

8. Nhiém vy cia van thwr, lru triv:

- Thay so cong van di, cong vin dén bang gidy truyén thong bang so cong
van di dén trén mdy tinh, qua mang tin hoc cta nha trudong, thong qua phan mém
TD OFFICE, cubi nam in s6 luu trit.

- Vo s6 vin ban dén, van ban di ké qua duong mang va duong Buu dién
bang s6 cong vin dién tir trén may tinh, qua mang tin hoc ctia nha truong, thong
qua phan mém TD OFFICE. Néu van ban dén qua duong Buu dién dung may
quét chuyén dung, quét luu thanh té€p c6 dinh dang “.pdf” luu vao may tinh, sau
d6 vao s6 van ban dén trong Hé chuong trinh TD OFFICE.

- Khéng chuyén vin ban gbe cho cac phong ban, cé nhéan c6 lién quan trong
qua trinh xtt 1y van ban (trir ho so du 4n, ho so thim dinh quyét toan va nhitng hd

so ¢6 lugng vin ban 16m, duge dong thanh quyén, thanh tap).



- Chuyén vian ban dén (ké ca viin ban phai xtr Iy va vin ban dé biét) cho céc
phong ban, ca nhan trén may tinh, qua mang tin hoc cua nha truong, théng qua
phan mém TD OFFICE.

+ Péi v6i nhitng van ban dén qua duong Buu dién thi dung may quét,
chuyén thanh tép c6 dinh dang “.pdf’, nhap vao phdn mém TD OFFICE &
chuyén xtr ly, quan ly, tra ctu.

+ D6i véi hd so trinh thim dinh Du an, trinh tham dinh Quyét toan va
nhiing hé so ¢o luong van ban 16n, duge dong thanh quyén, thanh tap, thi chi quét
phan to trinh hodc van ban dé xuat dé dua vao quan 1y, con lai chuyén cho don vi
truc tiép xur 1y. ;

+ Riéng dc"}i véi nhiing van ban mat, t6i mat, khan, hoa tc luan chuyén theo
quy dinh vé quan ly vin ban mat, t6i mét , khan, hoa toc da quy dinh trudc day.

- Khong phat hanh nhiing vin ban chua két thic qua trinh xt 1y trén hé
thong TD OFFICE, vian ban phat hanh duoc ky duyét chua dinh kém vao ho S0
cong viée trong phan mém TD OFFICE.

- Phét hanh vin ban di cua nha truong cho cac doi tuong dugc nhan bi'u'.g
ca duong mang va duong Buu dién.

9. Nhiém vu cia bo phan CNTT:

- Phéi hop véi nha thau cai dat, bao tri Hé chuong trinh TD OFFICE va céc
phan mém lién quan phuc vu cho viéc van hanh Hé chuong trinh TD OFFICE
trén cac may chu cua nha truong, may tram cta can bd céng chirc thude nha
truong.

- Khai béo, phan quyén nguoi ding theo ding chirc ning, nhiém vu, quyén
han cua tirng can bg cong chuc trong Truong.

- Huéng dan, hd trg cic can bo cong chire trong qué trinh van hanh, sir
dung Hé chuong trinh TD OFFICE.

- Sao luu, phuc hoi dir liéu cua Hé chuong trinh TD OFFICE va cac ph:fm
mém lién quan trén cac may chu clia nha truong.

- BDam bao ha tf?mg mang, mdy chu, mdy tram, Hé chuong trinh TD
OFFICE, cic phan mém lién quan va cac thiét bi khac (méy quét, may in, ...)
hoat dong nhanh, 6n dinh, lién tuc, dap tng cac yeu cau trong qua trinh vén
hanh, khai thac su dung.

- Bam bao ar. toan, an ninh mang cho toan hé thong mang tin hoc cua Tru(mg
va Hé chuong trinh TD OFFICE, ciing nhu cac phan mém thiét b ¢6 lién quan.



- Khic phuc su o cua hé thfmg mang, may tinh, ph'én mém nhanh nhét co
thé khi ¢6 su ¢d Xay ra. ‘
10. Luu y chung dbi véi tit ci cac can bd, giang vién:
- T4t ca cég ph@m viéc cua can bd, giang vién néu trén phai thuc hién trén
may tinh, qua mang tin hoc ctia nha truong, thong qua phan mém TD OFFICE.
- Céch dang nhap vao H¢ chuong trinh TD OFFICE: .
+ Vao dia chi: http://truongchinhtrithanhhoa.gov.vn
+ Vao chirc nang TD-OFFICE.
+ Nhap user, mat khau khoi tao theo quy dinh (P duoc tap huan).

4+ Chon dang nhap.

- Dé dam bao an toan, bao mat thong tin theo quy dinh cua co quan cling
nhu cta ca nhan trong qué trinh van hanh sir dung hé théng chwong trinh TD
OFFICE, dé nghi tat ca cac can b, giang vién sau khi dang nhap thay doi mét
khéu, khong nén diing mét khau khoi tao. :

- Sau khi dang nhap, tu khai thac tai liéu huéng dan str dung, van hanh Hé
chuong trinh TD OFFICE, trong muc Trg giap. |

- Co thé st dung, van hanh Hé chuong trinh TD OFFICE ¢ moi lic, moi
noi (Ké ca khi lam viéc & co quan, tranh thi lam viéc & nha riéng hoac khi di
cong téc xa), néu cé may tinh duge két ndi Internet.

- Lién lac v6i bd phan quan ly CNTT khi ¢é su ¢, vudng miéc trong qua
trinh str dung van hanh str dung Hé chuongt tinh TD OFFICE.

- St dyung Thu dién tir thuge Hé chuong trinh TD OFFICE trong trao doi,
xtr ly thong tin gitra cac ca nhan./.

Noi nhin

- Giam hiéu;

- Céc khoa, phong;
- Luu VT.

Luwong Trong Thanh
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