BO GIAO DUC VA PAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG PAI HQOC LUAT TP. HCM Poc lap - Tu do - Hanh phic
S6: 643 /TB-BHL Thanh phd Ho Chi Minh, ngdy 07thang 05 nam 2025
THONG BAO

V& viéc sir dung téi da Phan mém Quan Iy viin phong dién tir (E-Office)

Phan mém quan Quén 1y van phong dién tir (E-Office) cua Trudong Pai hoc Luat
TP. H6 Chi Minh di hoat dong chinh thuc tir thang 01 nam 2024. Muc dich caa phan mém
E-Office 1a xay dung méi truong 1am viéc han ché tdi da gidy to, s6 hda quy trinh tha cong,
gitip nang cao nang suat lam viéc, tiét kiém thoi gian va chi phi.

Tai cac cudc hop va hdi nghi giao ban, Hiéu truong di nhiéu lan chi dao vé viéc sir
dung toi da phan mém E-Office trong cong tac hanh chinh cua Nha truong. Cho dén nay,
chi mot s don vi thudong xuyén st dung E-Office trong viéc trinh Ky, cac chiic nang khac
ctiia phan mém chua sir dyng triét dé va co hién twong sir dung ban giay nhiéu tr lai.

Pé quan ly cong viéc tap trung va hiéu qua, Hiéu truéng yéu cau:

1. St dung triét dé cac tinh nang hién cé trong phﬁn mém E-Office dé thuc hién
cong viéc, cu thé nhu sau:

a) Quan ly cong viéc

+ Cong viéc chu tri;

+ Cong viéc phdi hop;

+ Thdng bao;

+ Tao viéc;

+ Trao ddi truc tuyén (Chat) - thao luan trong ludng cong viéc;
+ Nhic viée;

+ Ap dung ky s6 trong viéc xur Iy cong viéc: Xin s va cap sO van ban; tham muu va
trinh ky Ban giam hi¢u; ky noi bg.

b) Quan ly van ban

+ Péi twong Van thu: Thém, stra, x6a, phan ludng xur ly;

+ Dbi twong khac: Truy cdp vin ban tuy theo quyén duogc cip;
+ Tra ctru van ban mau theo loai;

+ Quan 1y van ban di / dén riéng theo tirng don vi;

+ Van ban c4 nhan.

¢) Quan 1y khéc



+ Xem / dang ky lich cong tac

+ Xem / dang ky mugn phong;

+ Xem / dang ky xe;

+ Quan 1y biéu mau hanh chinh;

+ Quan ly tién do thuc hién cong viéc cua cac thanh vién trong don vi;
+ Thong ké, bao cio.

d) Luu trir van ban hoan tat

- Vin thu Trudng danh dau luu trit van ban goc.

- Sau khi vin ban hoan tit, Thﬁy C6 tai vé luu trit tai don vi 01 ban, dé phong su )
va cling 1a minh chtirng nham phuc vu cho cong tac khac.

(Nbi dung cac file hudng dan sir dung phan mém E-Office duoc kém theo théng bao nay).
2. Céc T6 cong tac str dung phan mém E-Office dé tao viéc, thao luan, trinh ky trong
phan mém, khong sir dung c4c nén tang nhan tin nhanh khac.
Céac don vi, ca nhan trong qua trinh st dung phan mém E-Office néu c¢6 vudng méc
hodc dé xuat b6 sung, chinh stra tinh ning cta phan mém thi lién hé Phong Hanh chinh —
Tong hop qua dia chi e-mail: hcth@hcmulaw.edu.vn.

Viéc str dung Phan mém quan 1y van phong dién tir 12 yéu cau khdng thé thiéu trong
quéa trinh chuyén d6i s6 caa Nha truong. Bé nghi toan thé vién chic va nguoi lao dong
trong Nha trueong nghiém tuc thyc hién Théng bao nay.

Tran trong./.

Noi nhgny ), |

- Ban Gidm Rigu (dé biét);

- Toan thé VC, NLD (dé thyc hién);
- Luu: VT, HCTH.

Lé Truong Son
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