
UBND TiNH THANH HOA 
TRUONG CHINH Till 

S6: 19-6/TrCT-HC 
V/v tri6n khai 1** chuung truth quan 15/ 

van ban va h6 su coug vi0c TD OFFICE 

CONG HOA XA HQI C1115 NGHTA VIET NAM 
DO 14p - Tv do - Hanh phtic 

Thanh Hóa, ngeod4 thcing 6 ndm 2017 

Kinh giri: 
- Ban Giam hieu; 
- Tnremg khoa, phong. 

Thkrc hien Cong van so 4122/UBND-CNTT ngay 06/7/2011 tha Chit tich 
UBND tinh ye viec giri, nhan van ban qua he thang mang tin hoc din rOng caa 
UBND tinh. 

Thut hien Cong van s6 420/S111-CNTT ngay 11/7/2011 tha So Thong tin 
Truyen th8ng ve viec van hanh sir dung phan mein Quan van ban va Ha scr cling viec. 

Thkrc hi'en K hoach s6 07/KH-TrCT ngay 10/4/2017 tha Hieu trueing Trtremg 
Chinh tri ve' viec thkrc hien Dv an: "(ling Ong CNTT irong cling the quilts if, gia'ng 
dgy vti hgc top tgi Trirong Chinh frj tinh Thank Hod giai dogn 20167 2020" 

Hieu truOng Tnremg Chinh tri tinh quyet dinh chinh thirc img dung He 

chuang trinh TD OFFICE vao dog tac quan 1Si van ban di, (Mn, ha sa cong viec 
tai Truang Chinh tri vã gui nhAn van ban di, (Mn caa nha true/1g cho Tinh 
UBND tinh, cac ser ban nganh va the huyen, thi th8ng qua mang Tin hoc din 
rOng cüa tinh tir ngay 01/7/2017. Dua vao quan 15,  tat ca cac van ban di, (Mn (k'e 
ca qua duemg mang va qua dtremg Buu din) bang He chucmg trinh TD OFFICE. 

Van ban giAy (ban gac) &me luu tit tai van thu, km tilt cña truemg phqc vu 
khai thac, tra cfru chung trong Nha truang. 

Do vay, d& nghi can be, giang vien chiu tech nhiem thkre hien phAn viec 
caa minh trong qua trinh sir clung, van hanh H chuang trinh TD OFFICE, cu the 
nhu sau: 

1. Nhik'm vy ciia dang chi Hie0 trurerng: 
Nhan van ban (Mn dm Van thu chuyen len qua mang tin hoc cüa nha 

truang, thong qua .phan mm TD OFFICE, de phan cong ?cu.  VI. 

Chuyen van ban (Mn cho cac dang chi Phi:5 Hieu trueng, cac Pho Hi'eu 
tnrong phan deg xir bri ten may tinh, qua mang tin hoc cüa nha truang, thong 
qua phan mm TD OFFICE. 
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Giao nhiem vi xfr lY van ban dan cho the tnxemg khoa, phong thong qua 
phAn mm TD OFFICE. 

Nhan Van ban trinh ky (Va'n ban phat hanh) tir cac trueng khoa, phOng, kY 
duyet, ra l'enh phat hanh van ban tren may tinh, qua mpg tin hyc tha nha throng, 
thong qua phAn main TD OFFICE. 

2. Nhik'm vy cim cac (ling chi Phi) Hiu trueng: 
Nhon van ban dan cüa Hieu twang chuyan xueng hoc tir Van thu tha 

Truerng chuyen len, da giao nhiem vv xfr ly van ban an eh° cac truemg khoa, 
ph6ng trail may tinh, qua mang tin hyc cüa nha truthig, thong qua phAn mam 
TD OFFICE. 

True tie'p xir lY Van ban clan tren may tinh, qua mang tin hyc eüa nha 
truamg, thong qua phAn mam TD OFFICE. 

- Nhan van ban trinh ky (Van ban pith hanh) tha cac truemg khoa, ph6ng 
chuyen len, sera chfia, IcY duyet, ra lenh phat hanh van ban (Theo linh vve chew 
phcin ding phy trcich) tren may tinh, qua mang tin hye tha nha truang, thong qua 
phAn main TD OFFICE. 

3. Nhi'ini vy cüa cac trailing khoa, Phông Dao tao, Phong Khoa hçc.. 
Nhan van ban clan, nhan nhiem vii xir 1Y van ban den tha Hieu twang va 

cac Ph6 Hieu truemg giao, pit ngueri xix lY Van ban dan (phan xfr IY cho giang 
vien, chuyen vien, can b0 true thuOc ph6ng, dam bao nguyen tac xü l ding viec 
theo Quy cha lam viec nha truong, tha khoa, phong) teen niay tinh, qua mang tin 
hyc tha nha trtrecng, thong qua phAn mam TD OFFICE. 

True tiap xà ly van ban d'en teen may tinh, qua mang tin hyc cua nha 
truemg, thong qua phAn mam TD OFFICE. 

Sira chfra, gopY van ban dkx thao cüa pho truemg khoa, pheng, giang 
vien, chuyen vien thuOc khoa, phong hoc trve ti'ap du thao van ban di (Van 
ban phat hanh) tran may tinh, qua mang tin hye elm nha truerng, th8ng qua 
phAn mam TD OFFICE. 

Trinh lcY Ban Giam hieu sau lchi ph6 throng phong, giang vien, chuyen vien, 
can b0 thuOc khoa, phong, hoan thanh du thao van ban dugc phan ding chuyan len 
va nhfing van ban do truang khoa, phong true dap xir 1Y, dkr thao, ten may tinh, qua 
mang tin hyc cüa nha truemg, thong qua phAn mam m OFFICE. 

True tiap thkrc hien ck cong vie teen thong qua tai lchoan elm minh chiu 
trach nhiem va viec phan xi'r 1' van ban dan cüa khoa, phong, tren may tinh, qua 
mang tin hyc cüa nha twang, thong qua phAn mam TD OFFICE. 
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4. Nhiem vy cim Pho truung khoa, Phong Deo to, Phong Khoa hyc. 
Nhan van ban din, nhan nhiem vii xfr 15,  van ban (Mn tir tntemg khoa, phong 

giao, phan ngued xft 15,  van ban din (Phan xit 15,  cho chuyen vien, can be truc thuOc 

pheng, dam bao nhanh, gçn, khoa h9c) hoc truc tip xi' IY van ban dan teen may 
tinh, qua mpg tin hoc ena nhà tntemg, thong qua phan mem TD OFFICE. 	- 

Siza chira, gap Y van ban du thao cüa chuyen vien, can be thuOc phong 

hciac true lief) du thao van ban di (Van ban phat hanh) ten may tinh, qua mang 
tin h9c ena nha tnteng, thong qua phan mem TD OFFICE. 

Chuyen truemg khoa, phi:mg trinh kY Ban Giam hieu sau khi giang 
chuyen vitt, can b0 thuOc khoa, phOng, be phan duce plian eong ph u trach hoan 
thanh du thao van ban dugc giao nhiem vu xis ly va nhfing van ban do chinh pho 
truemg phong true tiec p xi( 1, du thao, teen may tinh, qua mang tin hoc cna nha 
truemg, th6ng qua phan mem TD OFFICE. 

Ttvc flip thuc hien ck ding viec ten thong qua tai Ichoan cita minh, ebju 
tech nhiem v viec phan xfr ly van ban (Mn cho giang vien, ehuyen vien, can 110 
dugc phan cong phy trkh. 

5. Nhiem vy ctia Truirng phong TC-HC-QT. 
Phan xit 15,  cho can bo, chuyen vien true thuOc Phong (Dam bao nguyen 

tac xi( 132 ding viec met that khoa hpc) tren may tinh, qua mang tin hpc cüa .plaa 
truemg, thong qua phan mem TD OFFICE. 

True tip xfx ly van ban (Mn teen may tinh, qua mang tin h9c cua nha 
truang, thong qua phan mem TD OFFICE. 

Sua chin, gop Y van ban du thao cüa ph6 Wang phong, giang vien, chuyen 
vier' thuOc phOng hoc true tip dv thao van ban di (Van ban phat hanh) tr'en may 
tinh, qua mang tin hoc cilia nha throng, thong qua phan mem TD OFFICE. 

Thuimg xuyen kiem tra, don dac viec quan ly van ban eila van thu, viec 
xü ly van ban dm tat ca cac can b0, cling chirc ten may tinh, qua mang tin hoc 

cüa nha truong, thong qua phan mem TD OFFICE. 
B6 tri can be theo d'Oi k& qua thue hien hien viec op dung He chucmg 

trinh TD OFFICE vao quan lY van ban va Vt.  1Y van ban di, den va ha so cong 
viec, tang hop bao cao Hieu tru&ng hang tuan, hang thang, hang quy. 

Can cit vad kit qua tang hop xcr 132 van ban hang Than, hang thong lam leo 
so danh gia, binh xet thi dua Ichen thuemg cho cac khoa, pheng va can b0, cong 
chirc nha truemg. 
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6. Nhiem vu cim Ph6 phong TC-HC-QT. 
Nhan van ban dan do truemg phong TC-HC-QT giao nhiem vv, phan xCr 

1)2 cho can boa, chuyen vien thuOc 130 phan duce giao phi trach (Dam bao nguyen 
tc nhanh, gon, khoa hoc) tren may tinh, qua mang tin 119c cüa nha truemg, thong 
qua ',Ilan mam TD OFFICE. 

Twc ti6p xir lY van ban dan tit may tinh, qua mang tin h9c cüa nha 
truong, thong qua phAn main TD OFFICE. 

Sin chin, gop y van ban dtr thao dm can b0, giang viên, chuyen vien 
thuOc phong hoc trvc tier, dtr thao van ban di (Van ban phat hanh) teen may 
tinh, qua mang tin h9c oil a nha throng, th8ng qua phAn mm TD OFFICE. 

Cang vài TruOrng phemg, thuang xuyen kiam tra, don Mc viec quan 1)2 
van ban dm van thu, viec xer lY van ban cila tAt ca thc.  can bia, cong chirc trong 
toan Truang tren may tinh, qua mang tin h9c elm nha twang, th6ng qua phAn 
mam TD OFFICE. 

7. Nhiem vu ciia can be, giang vien, chuyen vien. 
Nhan nhiem vu xir 1y van ban dan tü truang, pho lchoa, phong; tra dm, xir 

1Y, du thao, sira chila van ban dv thao ten may tinh, qua mang tin hoc cna nha 
truemg, thong qua phAn mam TD OFFICE. 

Chuyan van ban di/ thao hoc van ban trinh kY cho twang, pito Ichoa, 
phong sira chin, gop trinh kY ten may tinh, qua mang  tin hoc oh nha truang, 
thong qua phAn mam TD OFFIC 

8. Nhiem vy elm van thtr, lint trir: 
Thay s cong van di, cling van den bang giAy truyan thang bang so cling 

van di dan tren may tinh, qua rngig tin 1-inc cüa nha twang, thong qua phAn mem 
TD OFFICE, cuai nam in s6 Lau tram. 

Vao sa van ban dan, van ban di ka qua duang mang va &rang Buu dien 
bang sa Gong van din tCr tren may tinh, qua mang tin h9c ena nha tnremg, themg 
qua phAn mam TD OFFICE. Nau van ban d'an qua &rang Buu din clang may 
qua chuyen dvng, quet luu thanh tep co dinh dang ".pdf' km vao may tinh, sau 
do vao sa van ban an trong H chtrcmg trinh TD OFFICE. 

Khong chuy6n van ban gac cho cac pilot-1g ban, ca nhan c6 lien quan trong 
qua trinh xii lY van ban (tit ha so dtx an, he sa thAna dinh quyat toan va nhting ha 
so co lugng van ban lem, dirge &mg thanh quyen, thanh tap). 
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Chuyen van ban d'en (ke cá van ben phai xir IY va van ban de biet) cho cac 
phong ban, cá than ten may tinh, qua mpg tin hoc tha nha truemg, thong qua 
phAn mm TD OFFICE. 

DOi 	nhimg van ban den qua duerng Buu dien thi ding may quet, 
chuyen thanh tep c6 dinh dang 	nhep vao phan mm TD OFFICE a 
chuyen 'dr Ii', quan 1Y, tra dm. 

Di voi ha so trinh thAm dinh Du an, trinh tham dinh Quyet toan va 
nhiing ha so c6 lugng van ban ion, dugc clang thanh quyen, thanh tap, thi chi quet 
pha'n ter trinh hoc van ban de xuet de dua vao quan 1, con 1i chuyen cho don vi 
true tiap xir 1Y. 

Rieng dai veil nhUng van ban met, t6i met, khan, hea Mc luan chuyen theo 
quy dinh v quan ly van ban met, t6i met, IchAn, boa Mc cia quy dinh truot day. 

Khong phat hanh nhang van ban chin ket thoc qua trinh xlr ly ten he 
thong TD OFFICE, van ban phat hanh dugc IcY duyet chin dinh kern vao ha kf 

c6ng viec trong phAn mm TD OFFICE. 

Phat hanh van ban di tha nha twang cho cac dei tugng dugc nhen bang 
ca duerng mang va clueing Buu din. 

9. Nhiem vy cim b phYn CNTT: 
Phai hgp voi nha thau cai det, bao tri H chucmg trinh TD OFFICE va„cac 

phen mm lien quan phpc vu cho viec van hanh H chucmg trinh TD OFFICE 
ten cac may cha cüa nha truong, may tram dm can b0 cong chi:re thuec nfia 
truemg. 

Khai bao, phan quyen ngtred dung theo dung chuc nang, nhiem vu,  quyen 
han cüa timg can b6 cong chirc trong Trueng. 

Huang dan, h6 trg cac can b0 Gong chat trong qua trinh yen hanh, sir 
dung He chucmg trinh TD OFFICE. 

Sao luu, phpc hen di lieu dm H chucmg trinh TD OFFICE va cac phan 
mem lien quan tren cac may chil cüa nha tnremg. 

Dam bao ha tang mang, may chit, may tram, He chuang trinh Tb 
OFFICE, cac phAn mm lien quan va cac thiat bi khac (may quet, may.  in, 
haat dOng nhanh, an dinh, lien tpc, dap Ung cac yeti eau trong qua trinh yen 
hanh, khai thac sir dpng. 

Dam bao an toan, an ninh mang cho toan h thOng mang tin hoc tha Truäng 
va He chuong trinh TD OFFICE, ding nhu the phAn mm thiet bi c6 lion quan. 



Klric phvc sr c caa h'e thang mang, may tinh, plian mm nhanh nhat c6 
the 'chi c6 sv ca xay ra. 

10. bru chung den voi tAt efi cac can bO, giang vien: 
Tat cá ck phan viec dm can be, giang vien neu teen phai thvc hien ten 

may tinh, qua mang tin h9c cüa nha truemg, thong qua phAn mm TD OFFICE. 
Cach &Ong nhap vao H chuong &I:1h TD OFFICE: • 

Vao dia chi: http://truongehinhtrithanhhoa.gov.vn  
Vao chdc nang TD-OFFICE. 

+ Nhap user, mat khau kheri too theo quy dinh (DA duce tap huan). 
Ch9n dang nhap. 

Da dam bao an toan, bao mot thong tin theo quy dinh cna co quan cling 
nhu cim cá nhan trong qua trinh van hanh sir ding h thang chuang trinh TD 
OFFICE, de nghi tAt ca cac can be, giang vien sau khi dang nhap thay dai mat 
khau, khong nen ding m@ khau kheri tao. 

Sau kin clang nhap, tv khai thac tai lieu huerng clan sir dvng, van hanh He 
chuang trinh TD OFFICE, trong mvc Try 

Co the sir dvng, van hanh H chucmg trinh TD OFFICE of m9i lüc, myi 
nori (Ice ca khi lam viec er co quan, tranh tha lam viec ô nha Hong hoc khi di 
ding tac xa), nu co may tinh &roc ket n6i Internet. 

Lion lac \fed b0 phan quan 1St CNTT khi c6 sv c& vuong mac trong qua 
trinh stir dvng van bath sir dvng H chuangt tinh TD OFFICE. 

Sir dung Thu dien tir' thuOc H chuang trinh TD OFFICE trong trao dai, 
xir IST thong tin gicra cac cá nhan./. 

Noi nhem 
- Giam hiGu; 
- Cfic kh6a, phang; 

Luu VT. 

 

Lining Tryng Thenh 

I 
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