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V/v Trién khai van hanh chinh thirc Ha Ngi, ngay 32 thdng 12 nam 2020
phan mém VNU-Office toan PHQGHN

Kinh guri:
- Thu truéng cac don vi thanh vién va truc thudc,
- Van phong, céc Ban chirc nang.

Pai hoc Quéc gia Ha Noi (PHQGHN) dang trién khai goi thau “Nang cap
phan mém Eoffice toan PHQGHN” thudc du 4n * “Pau tu xay dung DHQGHN tr¢
thanh Pai hoc so héa theo dinh hudéng nghién clru” (sau day goi la phan mém
VNU-Office). Dén nay, céc chirc ning ctia phan mém da co ban hoan thanh; Vin
phong PHQGHN da phdi hop cung Ban Quan ly Céc du an va Nha thau to chure
tap hudn, huéng dan st dung phan mém cho Van phong DPHQGHN, dau mbi cac
Ban chirc nang, don vi thanh vién va truc thudc, trién khai dua vao van hanh thir
nghiém tir 13/10/2020 dén 15/12/2020 trong toan PHQGHN.

Theo ké hoach, PHQGHN sé& dua vao van hanh, khai thac chinh thirc phan
mém VNU-Office trong toan PHQGHN, cu thé:

1. Pham vi van hanh chinh thirc

- Khdi co quan PHQGHN: Van phong PHQGHN, cic Ban chirc ning.
- Cac don vi thanh vién, tryc thugc PHQGHN.,

2. Thoi gian van hanh chinh thirc

Thoi gian véan hanh chinh thire: tir 08 gidr 00 ngay 25/12/2020 (thi su).

Tir ngay 25/12/2020, Van thu c6 trach nhiém nhdp dir liéu, vin ban méi
trén phan mém VNU-Office. C4c chic nang nhép vén ban trén eOffice (cii) sé& bi
khoa, nguoi dung chi dugc xem va tai van ban luu trlr thong qua link truy nhép
dugc gan bén dudi giao dién dang nhap phan mém VNU-Office.

:3. Phwong thirc truy nhip, sir dung phin mém
3.1. Phwong thirc truy nhap, si dung
- Théng qua trinh duyét Web tai dia chi: http://eoffice.vnu.edu.vn !
(hodc qua SSO: https: //idp.vnu.edu.vn).

- D6i véi thiét bi di dong ngudi s dung truy cap, tai ung dung (Android,
i08) vé thiét bi, cai dat va st dung:

+ Hé diéu hanh Android:

Cach 1: trén Google Play, nguoi dung tim kiém “VNU Office”, tai u’ng
dung vé thiét bi dé cai dat, sir dung.

' Trude ngay 25/12/2020, cac don vi truy nhap VNU-Office theo dia chi http://112.137.142.21
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Céch 2: tai truc tiép mg dung vé thiét bi thong qua link trén Google
Play, https://play.google.com/store/apps/details?id=com.vnuportalrn.
+ Hé diéu hanh iOS: https://testflight.apple.com/join/z21XJjX3 (trong khi
cho App Store phé duyét va dua ing dung 1én kho u'ng dung cua i0S).

3.2. Tai khodn truy nhap, mat khéu
- Tai khoan van thu, quan tri don vi: danh sdach theo phu luc I kem theo.

- Tai khoan nguoi dung khac: st dung tai khoan phan mém eOffice cu,
dugc dong bo sang phan mém VNU-Office (Truong hop ngu'm dung gap van dé
dang nhap hé thong, dé nghi lién hé v&i quan tri hé théng don vi dé duoc hd trg).

- Quy trinh mau xir 1y vén ban dén, di va thao tdc theo ting vai tro cua
ngudi st dung trén phan mém VNU-Office: theo phu luc II kém theo.

4. Trach nhiém cia Van phong, cac Ban chirc ning, don vj thanh
vién, true thude va don vi lién quan

4.1. Vin ph(‘mg DHQGHN

La dau mdi trong viéc trién khai céc thu tuc dang ky, cdp chir ky sé, tb
chiic van hanh phan mém tai khéi co quan va trong toan PHQGHN, ¢6 trach
nhiém giao cac phong, don vi thuc hién céc nhiém vu cu thé sau:

- Phong Hanh chinh, phong Thu ky tong hop: hoan thién quy trinh quan
ly van ban di/dén trén VNU-Office va vén hanh thuc té trong khéi co quan;
dau mdi tiép nhan thong tin cap nhat, van hanh gén véi tuong tac su dung phan
mem VNU-Office (Van phong/Lanh dao Ban/Céan b cua ban); tlep nhan y
kién bé sung vé nhu ciu dio tao, hudng dan néu timg ban c6 nhu ciu riéng gui
Trung tam Ung dung CNTT, Nha thau trién khai dao tao, tap huin bo sung.

- Phong T ruyén théng va Quan tri thuong hiéu: trién khai truyén thong,
tuyén truyén viéc van hanh phdn mém VNU-Office toan PHQGHN trén cac
kénh thong tin Website, Facebook; hd trg cc ban, don vi xir 1y hinh anh mau
chir ky, mau déu cta don vj dé tich hop thiét bj k sb.

- Trung tam ung dung CNTT: la dau méi trién khai thu tuc cép chit ky sé,
quan tri phan mém VNU-Office trong toan PHQGHN. Trung tam c¢ trach
nhiém ph01 hop véi Ban Quan ly Céc du 4n, Nha thau ra so4t toan bd cac diéu
kién dé dua phan mém vao van hanh chinh thirc; trién khai cong tac hd tro ky
thuat, huéng dan, tép huan bd sung cho ngudi dung qué trinh st dung phan
mém VNU-Office; tong hop cac vudng mac, kién nghi cua cac Ban, don vi
trong qué trinh van hanh phan mém, bao cdo Lanh dao Van phong, giri Ban
Quan ly Cac du 4n, Nha thau xem xét, tiép thu, chinh sira, hoan thién.

4.2. Cdc Ban chirc ndang

Tr1en khai van hanh, sir dung phan mém VNU-Office dam bao hiéu qua,
thong sudt trong khdi co quan PHQGHN va chuyén nhan vin ban véi cac don
vi gan v&i pham vi chuyén mén ctia Ban.

4.3. Cdc don vi thanh vién, truc thujc

- Cac don vi thanh vién, tryc thugc PHQGHN chu dong t6 chirc trién
khai quan tri, van hanh, str dung phdn mém VNU-Office tai don vi dam bao
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hiéu qua, tiép tuc phdi hop voi Van phong PHQGHN trién khai dang ky, cép.

chir ky s6 phuc vu ky sé, giri nhan van ban dién tir trong, ngoai PHQGHN.

- Thu trudng cac don vi thanh vién, truc thudc giao dau mdi quan tri hé
théng (IT) tai don vi phdi hop ciing bd phan Té chirc can bg ctia don vi:

+ Ra soat, chudn hoéa lai danh muc phong, ban, ngudi dung, phan quyén (da
dugc Nha thau dong bd tir hé théng quan Iy tai khoan nguoi ding tip trung
(LDAP) va eOffice vao phan mém VNU-Office).

+ Thiét 1ap lai quy trinh giai quyét vin ban di/dén cia don vi.

+ HO tro trién khai cai dat, cAu hinh thiét bi ky sé; xtr ly anh chir ky, ddu
ctia don vi... va tich hop véi thiét bi ky s6 phuc vu ky s vin ban.

+ Ra soat cac dir liu da duge Nha thdu chuyén dbi tir hé thong eOffice
(cti) sang VNU-Office va thong bao cho Van phong PHQGHN (qua Trung tam
ung dung CNTT) vé két qua chuyén dbi dir liéu tai don vi.

4.4. Ban Quan ly Cdc dw dn

Ngoai vai trd cua don vi su dung, Ban Quan ly Céc du 4n - Chu dau tu
c6 trach nhiém: dén déc Nha thiu ph01 hop v6i Van phong PHQGHN thuc
hién cac vi€c: ra soat toan bd cac diéu kién dé dua phian mém VNU-Office vao
van hanh chinh thirc; trién khai cong tac hd tro k¥ thuét, huéng dan, tip huén
b6 sung cho ngudi ding qua trinh sir dung va tiép thu, chinh sira, hoan thién
phan mém theo gdp y ctia don vi sir dung.

4.5. Nha thdu lién danh FSI - SELAB

- Chu dong phdi hop véi Ban Quan ly Cac dy an, Trung tam tng dung
CNTT ra soat toan bd cac diéu kién dé dua phin mém VNU-Office vao van
hanh chinh thirc; trién khai cong tac hd trg ky thuét, hudng dan, tap hudn bd
sung cho ngudi ding qua trinh str dung va tiép thu, chinh sira, hoan thién phan
meém theo gép y cua don vi sit dung trong PHQGHN.

- Péi véi cong tac hd trg k§ thuat van hanh:

+ Trong vong 02 tudn dau (tir 25/12/2020 dén 08/01/2021), Nha thau ¢6
trach nhiém cir nhan sy k¥ thuat phdi hop cung Trung tdm ung dung CNTT hd
trg tap hudn, hudng din, xir Iy k¥ thuat truc tiép tai khéi co ‘quan (Van phong

DHQGHN - Van thu, phong Hanh chinh, phong Thu ky tong hqp, cac Ban
chirc ning) va sap xép thoi gian dé hd trg truc tiép tai cac don vi thanh vién,

truc thudc DHQGHN (neu cd yéu cau).

+ Céc tuan tiép theo, tiy tinh hinh thuc té, Nha thau phdi hop clng
Trung tim tmg dung CNTT x4y dung phuong 4n hd trg k¥ thuat tir xa (thdng
qua: dién thoai, email, nhém hd trg zalo chung...).

5. Lwu y trong qua trinh trién khai

- Trong qué trinh van hanh, str dung phan mém, céc Ban chirc nang, don
vi thanh vién, truc thudc tong hop cac khé khan, vudng mac va dé xuat cia
Ban theo dinh ky truéc 14 gio' 00 thir siu hang tuin gui Van phong
DHQGHN (Trung tam ing dung CNTT la d‘au méi tiép nhdn) @é téng hop, gt
Ban Quan ly Céac dy an, Nha thau xem Xét, tlep thu, chinh stra.
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Danh sach dau mbi hé tro ky thuat trong qua trinh van hanh phan mém
VNU-Office toan PHQGHN:

STT Ho va tén Chirc vu S6 dién thoai
I | Trung tim Ung dung CNTT - Viin phong PHQGHN
Email: cait@vnu.edu.vn, Hotline: 02437548502
1 | Ong Ngb Manh Diing Gidm déc Trung tdm 0904488990
2 | Ong Nguyén Xuan Toan | Pho Giam déc Trung tam | 0932282986
3 | Ong Pang Quang Tuyén | Can bo hd tro ky thuat 0976483999
4 | Ong Nguyén Duy Hoa Can bo hd tro k§ thuat |- 0334205868
5 | Ong Pham Ngoc Quin Can bd hd trg ky thuat 0358857861
I | Nha thau lién danh FSI - SELAB
Email: hotro.vhu.office@gmail.com
1 | Ong B4 Thanh Nam Quan tri du 4n 0936018018
2 | Ong Pao Ngoc Thanh Cén b hd tro k¥ thuat 0943885587
3 | Ong Nguyén Tién Thang | Canbo hd tro k¥ thuat 0977834142
4 | Ong Tran Van Hiéu Can bo ho trg k¥ thuat 0373473327
5 | Cao Hiru Pat Cén b6 hd trg ky thuat 0338780916
6 | Nong Dirc Huy Can bo hd trg ky thut 0964006391
III | Ban Quén Iy Cac dy an (Chi dau tw)
Ong Quéch Tuan Ngoc Cén bd quan ly du 4n 0975905930
PHQGHN théng bao dé cac don vi biét va thuc hién./. //
_ TL. GIAM POC
Nghﬁ';ggh - | AN _ VAN PHONG
- Gidm déc DPHQGHN (dé b/c);
- Phé Giam déc P.B.Son (dé b/c);

- Luu: VT, VP, TTUDCNTT, T50.



(Kém theo Céng v VP ngaydL A2/2020 ciia PHOGHN)
WS/ | Thent | T
1 | PAIHOC QUOC GIA HANOT™ admin.cqdhqg vanthu
2 | VAN PHONG PHQG HA NOI admin.vpdhqg | vanthu.vpdhqg
3 | BENH VIEN PHQGHN admin.bv vanthu.bv
4 | KHOA LUAT admin.kl vanthu.kl
5 | KHOA QUAN TRI VA KINH DOANH admin.qtkd - vanthu.qtkd
6 | KHOA QUOC TE admin.kqt vanthu.kqt
7 | TRUONG PAI HOC Y-DUQC admin.kyd vanthu.kyd
8 | NHA XUAT BAN PHQGHN admin.nxb vanthu.nxb
9 | TAP CHi KHOA HOC admin.tckh vanthu.tckh
10 Liéld%i Lf{%NDEUgAO VA PHAT TRIEN admin.nlqt vanthu.nlqt
11 5&%&% GlA0/ BHE.QUOG EHONG admin.gdqp vanthu.gdqp
1 | TRUNG TAM GIAO DUC THE CHAT VA " g1 gdtcr | vanthu.gatet
13 TRUNG TAM HO TRQ NGHIEN CUU admin.ncca vanthu.ncca
CHAU A
14 | TRUNG TAM HO TRQ SINH VIEN admin.htsv vanthu.htsv
15 F\r/iU;(-)G TTE‘(?)NII(ESIU ggEIS;AO XTR[ T.HUC admin.ctk vanthu.ctk
16 gffgngM KIEM DINH CHAT LUONG | .40 kdel | vanthukdel
17 | VIEN TAI NGUYEN VA MOI TRUONG admin.tnmt vanthu.tnmt
18 | TRUNG TAM THONG TIN THU VIEN admin. tttv vanthu.tttv
19 | TRUONG DAI HOC CONG NGHE admin.dhcn vanthu.dhcn
20" | TRUONG PAI HOC GIAO DUC admin.dhgd | vanthu.dhgd
21 LELIJ&NG DAl HOC KHOA HOC TUY admin.khtn vanthu.khtn
22 SUT;JOPESN%@XNHQC KHOA HOC 5. HOl admin.xhnv vanthu.xhnv
23 | TRUONG DAI HQOC KINH TE admin.dhkt vanthu.dhkt
24 | TRUONG PAI HOC NGOAI NGU' admin.dhnn vanthu.dhnn
25 | VAN PHONG CHUONG TRINH TAY BAC | admin.vptb vanthu.vptb’
26 | QUY PHAT TRIEN admin.qpt vanthu.qpt
27 | VIEN CONG NGHE THONG TIN admin.cntt vanthu.cntt
28 | VIEN PAM BAO CHAT LUONG GIAO | admin.dbcl vanthu.dbcl
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DUC

29 | VIEN QUOC TE PHAP NGU admin.ifi vanthu.ifi

30 ng VI SINH 'V CONG NG SINE admin.cnsh vanthu.cnsh
VIEN VIET NAM HOC VA KHOA HOC | -, .

31 PHAT TRIEN admin.vnh vanthu.vnh

32 | BAN QUANLY CAC DU AN admin.qlda vanthu.qlda

33 | TRUONG PAI HOC VIET NHAT admin.dhvn vanthu.dhvn

34 |BAN QUAN LY DU AN TRUONG PAI | admin.bgldad | vanthu.bqldadh
HOC VIET NHAT hvn vn

35 | KHOA CAC KHOA HOC LIEN NGANH admin.khln - vanthu.khln

36 | VIEN TRAN NHAN TONG admin.vitnt vanthu.vtnt
TRUNG TAM PHAT TRIEN PHQGHN TAI :

37 | HOA L AC admin.ttpthl vanthu.ttpthl

38 | TRUNG TAM KHAO THi PHQGHN admin.ttkt vanthu.ttkt
BAN QUAN LY DU AN DTXD PHQGHN :

39 TAI HOA LAC admin.dtxdhl vanthu.dtxdhl

40 | VAN PHONG NHIEM VU QUOC CHi admin.vpnvqc | vanthu.vpnvqc
TRUNG TAM UNG DUNG CONG NGHE ]

41 THONG TIN admin.ttud vanthu.ttud

42 | VAN PHONG PANG UY admin.du vanthu.du

43 | VAN PHONG POAN THANH NIEN admin.dtn vanthu.dtn

44 | VAN PHONG CONG DOAN admin.cd vanthu.cd
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Nguoi st dung theo vai tro tién hanh thao tac trén hé thong phian mém-
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VNU-Office theo hudng dén sit dung cho timg muc dich cong viéc

STT

Vai tro

Thao tdc sir dung theo vai tro

Van thu

- Dang nhap hé thong.

- Thay ddi mat khau.

- Lam viéc vdi van ban, hé so cong viéc.

- Thong ké van ban.

- Béo cédo xtr ly cong vigc.

- Xem ndi dung va trang thai théng bao.

- Thue hién céc chirc ning, tién ich sin c6 khac.

Lanh dao

- Ding nhép hé thong.

- Thay dbi mat khéu.

- Lam viéc véi van ban, hd so cong viéc.
- Thao tac véi lich lam viéc, lich cé nhéan.
- Xem ndi dung va trang thai thong bao.

- Tién hanh ty quyén cho ngudi khéc giai quyét cong viéc.

- ky sb van ban trén Mobile va USB token.
- Thuc hién cac chirc nang, tién ich san c¢6 khac.

Thu ky

- Ping nhép hé thong.

- Thay dbi mat khéu.

- Lam viéc véi van ban, hd so cong viéc.

- Phan xr Iy cong viée theo ¥ kién bit phé cua lanh dao.
- Thao tac vai lich lam viéc, lich ¢4 nhan.

- Xem ndi dung va trang thai thong bao.

- Thue hién céc chitc ning, tién ich sin c6 khac.

Chuyén vién

- Pang nhap hé théng.

- Thay d6i mat khau.

- Lam viéc véi van ban, hd so cong viéc.

- Thao tac véi lich lam viéc.

- Xem noi dung va trang thdi ciia thong béo.

- Thuc hién céc chire nang, tién ich san c6 khac.

Quan tri vién

- Pang nhap hé thong.

- Thay d6i mat khau.

- Quan tri nguoi dung.

- Quan tri danh muc.

- Phan quyén trén hé thong.

- Theo doi hoat dong hé théng.

- Sao Iuu va khéi phuc dir liéu.

- Quan tri modules.

- Thao tac véi danh sach lanh dao.
- Thao tac véi danh sach vin thu.




