Tai lild gillthild Gillph V@ ph  ong [ [ tPortal Office

T ILI UGIH ITHI UGI IPH P

ViN PH ¢NG £1 N T/PORTALOFFICE

Phién bln 5.0

Hanl 5- 2011

C ngtyTNHHGi iPh pPh nM mVi t VSS Tr aln § C

ach :38Phan nhPh ngH N- i ntho i:(844) 7344642
Website: www.vss.com.vn - www.vanphongdientu.com.vn Email: contact@vss.com.vn



www.vss.com.vn
www.vanphongdientu.com.vn
contact@vss.com.vn

Tai lild gillthild Gillphp Vo ph  ong (i 1 tfPortal Office

M“C L“C
Gillthild vid ph ong [0 tEPOrtalOffICE ...t e s 3
(0F= oV oo (U1 1= o o[0T Vo [P S RS PRTORSN 4
0 S @ 1 I o3 o AV SOOI 5
12, ChI@NMYIBNC THUAN ..oiieiieiieiiiieiieeeceiet sttt et e b st e et st es £enas 8
1.3, ChIBNMY BN Cj NNEN .o e ettt sttt e 9
14. ChI@nMg QUM IS  [f Al I oot e s 10
15  ChIBnMGtin N8N N B DO ... s e e 11
16. ChI@nAg QUM ILTIAG VIIE  .ooeeeeeeeeireeeieeiee e s 11
1.7. Chl@dnMg QumITQuy tr NN TAM VILG ..ot e e 13
1.8.  Chi@nmg quid trinei dung [ CMS .. ..o e e 13
19.  Chi@nAg QUM ITNNGN SO o et e 14
1.10. Chi@nhgquiIth 6ngtin KhACh Nang ........cccviiiiiiiiee e e 15
1.11. Ch@nMg QUM IG/M Ph  ONG PRIM .o e e 16
1.12. Ch@nindg @it ph ONG NP f XECONGLAC....c.iieeeieererieeeecis et e 16
1.13. ChIBNMg U ITE @ SI ceeeeeiiieieeeieeieeee e bbb 17
114, ChIGNIAG SMS ..o ettt bt es sae e ebe e s b et st e e seebeseebene seebenesseseeas 17
1.15.  ChlG NG WEDMAIT ..o e et e 18
1.16. Chld nlAg chatting NBi D0 ... e e 19
1.17. ChIBnMg dann b: € THUBN ..ccecveeeieieie e sttt te st e e eseessesneeseesensesreas 20
1.18. ChI@nMg DifNn O @n N8I DO ... e e e 20
1.19. ChI@nMg Th , Vi [N ..o s s e 21
1.20. ChI@NnMGthilD QA oo e et s 22
00220 TR © 15 £ 1 T 22
Tr” N K@i POrtalOFfICE ..ot e e e 23
[ 1T Y o OSSR 24
(3017 o T = OSSP 25
11 Khachhang iU DI™ U ... i s s 25
1.2. A P 12 a T 1 1o 27
Mat s, CCU NN, NG GFIP oo e et e 29
ThONG TN TN N ... e ettt ettt es e st st e b e et s b b e 30
C ngtyTNHHGi iPh pPh nM mVi t VSS Tr ai g C

ach :38Phan nhPh ngH N- i ntho i:(844) 7344642
Website: www.vss.com.vn - www.vanphongdientu.com.vn Email: contact@vss.com.vn



www.vss.com.vn
www.vanphongdientu.com.vn
contact@vss.com.vn

Tai lild gillthild Gillphp Vo ph  ong (i 1 tfPortal Office

1. Gbithi uv nph —-ng ti ntf Porta IOffice
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PortalOffice | G#iphftpvinph-ng i ntf «,cXx’yd...ngtr %n nnWeb bao g¢,mh n20ch’cning
nheL chc quan, Tint'c, Qu—nl"c ngvi ¢,Quytr nhKds t ili u Qu-nl"C ngvin, Nh"ns...,,.
PortalOffice | m tvinph-ng —oktn.icfcph -ng ban, chinhtnh “truy nth ngn ib ,qu-nl"v
i uh nhttcnghi p. "yl m tgi—iphtpthu—nVi td trinkhaiv §d ng, v ang ech n
500 doanh nghi p ‘'ngd ng trong ¢ nhi ung’nhngv tngc ngtynh EXimBank, T p on i
D ng,Ng nh ngVit ,S GD& THC¢iPhg, T ¥ngc8ngtycpn “cS iGh,,v angl GHi
phtpvinph-ng i ntf] ¢,c’'ngd ngnhi unh tt iVi tNam.
Vi c..ngd nghi uqu PortalOffices gi'pc cc  “quan,t "ch...c,doanh nghi p:
T om tvinphng —o,ktnictcvinph -ngv t om tkenhtruy nth ngn ib gi p
truy nth ngnhanhv thu nti nhn.
Tinh ch ah thngth ngtinqu-nlI"v iuh nhc ngttc. Tingningsu tv hi uqu-
lao ng,gi pgi-mchiph ho t ngwu-nl.
Leutr v t ch'cth ngtinkhoah c,t okh—nfngkhaithfckhod Ili ud ngchungv
t ol ptisnchot ch'c,chias t inguy%onth nv gimr irom tmftth ngtin.
H tr,theod &it nhtrngxfI"'c ngvi c,d...tThv c th ngtin —y "k pth ikhira
quy't  nh.
Cungc pctcc ngc chunhotth ngtin,vinb—n,tili u, bi'um u.
L cngc i uhnhtr.ctuynv | mvict xa.
L m itre ng “ctfcth nhvi%n chias trith'cv inhau.
X'y d..ngm tnktvinhotm i,gi pb@ith iquenl mvi ctfoncfcphe ngti nth c¢ ng,
X'yd..ngm tm iw ngl mvi cchueonnghipv euvi th n.
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2. C cModulech ...cn ng

C CMODULE CH'C NiNG CH NH

Ctc Module cHc n¥fngch nhl ctcph'nh ecc i °%m°c nhv oh thngbaog¢m:

Tin t...c

L°ch ¢” quan

L°’chc nh.n

Tinnh n

C ngvi ¢

Quy tr,nh

Qu nI"C ngv n

L mtt bfo i ntfn ib c¢ adoanhnghi p,rractcth ngbto,th ngtin
S...ki nc abanIinh o,c acfcphingbanv ¢ ngl n ileutr v chias
ctc kinh nghi m, k nfng chugeon m n.

Gi pdoanhnghi pt ch'cctcl chc ngtfc abanl nh o,c actfcphng
ban, ctcd... fnm tcfch nginhi uqu-.

Trac’'u,in nl chctcphngbanv nh cvi c.

C ngc tr,gi pm ith nhvi%nt.%nKho chc ngvi cc amnh.

Tinnh nn ib | c ngc T“gfith ngbto, “trao ith ngtinm tcfch n
gi-nv nhanhch ngting id ng.

Tinnh nn ib ¢ ngt..nkemailv ch dngtrongn ib doanh nghi p. Tin
nh nn ib truy nth ngnhanhhn,thu nti nh nv bom th nemail

L cngct chicv qunlctchgs ¢ ngvicl mvicc ngtfc.Gi pm i
th nh vi%on tham giat nge igiaovi c, xf 1" ch nh,thamgiath...chi nhayng i
theo d/&Eilu nnmr&E fin xI'c ngvi ¢ "¢ k"ho chth...chi nvra
quy't  nh.

G¢m 3 ph—n ch nh: Qu-nl¢ ngvi%.c, Qunl'd... Tnv Btoctoc ngvic.
GiHiquytctcc ngvi ctheokiuhe ngd chv vtheoquytr nh.V dnhe

Quy tr nh xin ngh phtp, Quy tr nh mua h ng, Quy tr nHIX" khi"u n ikhtch
h ng,,

C ngc nycungc pt nhningthtk”m tquytr nh ng, ph’nquy nph
trtchxY 1"t ngc ng o ntrong quytr nh.

Cungc pc ngc qu-nlc ngvinbaogémqu-nl'vinb-n i, vinb-n ™n,
vinb-nn ib ,vinb-nd..th-ovv ks c ngvic.

X'yd.ngh th,ng cfckhovinb-n intft ptrung, cungc pth ngtinv vin
b-nv h¢s ¢ ngvicph cv y%uedc al nh o.

Th.ngnh tquytr nhgunl,tr nhduyt xfI"v phtth nhvinb-n.

Th—1ti ntt H th.ng Web-maild ng “nh nv dfitheemail. Nge id ngc tht o ¢ng
th inhi ut ikho-nemail.
Di nt n Din nl c¢c ngc “trao i th-olu nctcch dinquantic ngvi chay
ho t ngc adoanhnghi p. "yc ngln i "m ith nhvi%nchiasv h c
h@i kinh nghi mt nh ng thnh vi%n khtc.
H Stili u L c ngc kutr ,t ch'cv qunl'vinb-n bi'um ut ili uc adoanh
nghi pm tcfch nginv hi uqu-.Ctcvinb-n «.cchias thu nti nv
ngnge i.H nch”vi cm tmfttili udot chcph’nttn. "yc ng |
c ngc h tr,chunhotvinb-nt ili u.
CRM Gi pt chc,lsutr th ngtinv khtchh ng.H s th ngtinkhtchh ng sc
lou —y gi pt om tkhod Ili ukhfchhgd ngchungv chias.Gi-mr i
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rom tth ngtinkhtchh ngdothay inh'ns....
Nhns Ph'nh qu-nl"nh’ns...ghinh nv theodA&ito nb quttr nhli%n quan
’ nh'ns...baogemqu-nihg s 'l ch,hp ¢nglao  ng,ngh phkp,c ngnh
cungc pctcth ngtinc—nthi'tv nfngl...cnh’n %n “gi pchoquttr nh

gqu-ntr nh’ns....

Danh b Cungc pc ngc trac'danhb t ch'cthu nti nv nhanhch ng.

Photo Gallery Chicningn ychophtpx’yd..ngh thngctch nh-nhli%n quan "nctcho t
ng,s-nph®mv d chv ¢ ac ngty.

Qu ntr Ph—n qu-ntr dnhchoNge iqu-ntr h thngbaogim ctcch'c ning nhe

Qu-nl"nge id ng, ph-ng ban, ph"nquy n.Theo d&Eiquttr nhhot ngh
th,ng, thi'tl pctcth ngs, “v nh nhh thng.

C CMODULE CHCNINGTU CH N

Ngo irac-nnhi umoduletuge ch nkhtcci °ttheoy %ou e—u khtch h ng nhe:

Qu nl't is n C ngc qu-nlctfcv td ngt is-nc adoanhnghi p.C baonikut isn, ai
angd ng,hi ntr ngsfd ngrasao.

Qu nl Cho phtp ctc ph-ng ban eactcy%ue-uv sTd ngvinpmgph®nc am nh
Ctcb phngt nghpt phpsli uv tr nhmua. Sau khimual quttr nh
v nph-ngph m ph'nph.,iv btocto.

Thi pti ntt Thi p i ntfl mtc ngc Xx'yd..ngctcmiquanh ,vinhot  ptrong
doanh nghi pth ngquah thnngc ngngh th ngtin. Chophtp m it nh vi%on
c th'gfictcthi pm ng “ncfc ¢ngnghi pm td dng.Hay h thngt...
ng gfiithi pm ngsinhnh tt ictcth nhvi%n khi "nng vy sinhnh t.

Kh os t Cho phtpthi'tl pctcc'uh@i “kh-ostt. «,csfd ngkhi c—n tham kh-o
nhanh ctc “ki'nc am ith nh vi%on trong doanh nghi p.

Ngo irac-nnhi umodule khtc, chiti"t xemt i Website http://www.vanphongdientu.com.vn

1.1. Qu nl'c ngv n

Module Qu-n I" vin b-n bao g¢m ctc ch'c nfngqu—n 1" h¢s ¢ ngvic XY I"vinb-n)v qunl’
¢ ng vin. Modulen y —-m b-otinh c hot ph—n1| nctfcquf trnhph'nc ngc ngvic, xTI"c ng
vinm tctchthu nti n,nhanhch ng,ch nhxtc.

Qu-nl"vinb-nt ptrungv oqunlluingc ngvin "nv iv ecthi'tk” “xTI theo quy
tr nh.
Ch...cn ngQu nlI'v nb nt —cxyyd ngnh mc cm ct chsau:

Tinh chotquttr nhdutr v X[I"'c ngvin, quftr nhph’nc ngc ngvicc am tc
quan hayt chc.
Gi-mc ngs'c,chiph dutr ,t mKmv xYI'c ngvinc ngnhequftr nhph’nc ng
Cc ngvi c.
T... ng hot ctc qut trnh nh n-gfic ngvin,ph"nc ngc ngvi ctheonhi uh nhthc
khtc nhau
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H tr,bangifm ,ctheod Zi, tnhgitningl..cc at ngng i,t nhtr ngxY 1" c ng vin,
c ngvi ccactcph-ngban

Leutr ¢ ngvinanto n,t mKmd d ng
a) L—utr ,tmki m,th®ngk nhi ud ng,nhi ub ngm ,nhi ungu nc ngv n

C kh-ntngleutr ,thngk %o, f1"nhi ulo ic mvint ¢ ngvin “n,c ngvin i,c ng
vinn ib ,vinb-nd... th-o.

Cung c p kh—-ningt mKimtheoctcti%uch @c ngvin ho°ct mKmto nvin
Chophtpleutr v c pnh tc ngvint... ng ho°c bingtay t nhiu ngu¢n khtc nhau:
e-mail, fax, vin b—n gi .

Cung c pkh-ninggfic ngvint... ng hoc bing tay qua nhi u ¢ ng khtc nhau: e-

mail, fax, printer.

Cho phtp leu chuy 'n ¢ ng vin t i ctc ph-ng/ban/ nv theo nhi u ¢ ng khfc
nhau. Ctclus,ngn yc th e<,ct om tctchlinhho tt ytheoy%ueuxfIl'c at ng

c ng vin.

Cungc pnhi uhnhthcth ngbtonh cnh quachcningtinnh nn ib g-mail, SMS
b) Giaovi ¢

H th.ngchophtpl nh oth...chi ngiaovi cchoctcphgbanv t it ngth nh vi%n
trong nv.

H thnngt... ngnh cvi cchot ngngisTd ngth ngquach’cningtinnh nn ib ,
SMS,email,

Cungc pchong isfd ngd uhi wuti%nctcc ngvicc—nth...chi n.

Che ngtr nhghilito nb quttr nhth..chi nc ngvi cc at ngctnh’ne,cgiaovi ¢
th ngquah thng.

H thng earactcth ng k%, btocto gi p| nh oc nh ng quyt nhgiaovi c
ph hp, thi uqu-.
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Van ban dén

sépxéptheo. Ngaycdpmhdt = Trangisde 1 = Trang

B8 doc [ -iChvadoc < Thémviao il ciatdl EThém vig bl phang - Lufa chon ddn vi — -

[ f=| | e [&] 2| 0| Moayaén | $68én | S6nigu Trich yéu Cor quan ban hanh

[l g 4| 054112010 | 13113 | adsa H&i dung ban FAX B6 ké hoach va Biutr

™ B2 | 21042010 | 19411 | KHODTOO1 Hghi dinh S3/2008ME-CP hutng din thi hanh Ludt ddu thiu B6 ké hoach va Biutr

2 ci| 23042010 | 12112 | KHDTOO1 Hghi dinh 99/MB-CP v& quan If chi phi d3u tur xdy dung B4 ké hoach vi Biutr

F 2 = 31032010 | 10110 | abe123 Trich yéu vin ban @&nTrich yéu vin bin SénTrich yéuvin bin dénTrich yéu van bin B4 gizo thing vin 13
AaénTrich ydu vin ban d&8nTrich yéu vin bin SénTrich yéu vin ban dénTri .

A 3| nzrozo0s | aie PVI008 VN binvé giao dich bdt dbng sdn qua san Bé ké hoach va Diu br

A & 3 1501102009 | 99 A39NTLTMN-TTTH | Vv Hudng din quin Ijvan ban &, van ban 3én va 13p hd o trong méi trudmg mang Cor quan don vi khac

il g ] | 19r12i2008 | 33 VHOO1 B3u tw frang thidt bi img dung CHTT 86 ké hoach va Biu tr

& | 23032008 | 66 332009/08-TTg | Quyél dinh 56 332009/08-TTg clia Thi twdng Chinh phi vé viéc ban hanh co ché, chinh | BG tai chinh
sAch thi chinh 38 vdi khu kinh 18 elra khiu.

2 Al 2v0u2000 | 55 432000TT-ETC | Théng tw 43200TT-BTC ciia B4 Tai chinh quy dinh mic thu, ché 38 thu, ndp, quin ljva | B4 1ai chinh

Sir dung ghi, 1§ phi trong finh vre Hal quan.

A =2 =il 24092009 | 7T HHDO1 WV Thanh tedn i feeng qua thé B tai chinh

F| ¢ 3| 21032009 | 44 KHOTI0S/2009 Hé théng hod quy iinh njl b3 BA ké hoach va Bau tr

] S| 08082008 | 212 V5502 Van ban thanh toan dign bir B tai chinh

Al 2 | 27072008 | 1 VESD01-CV Xdy dumg vin phing inrc uyén COMPANY Céing ty Gidl phap Phiin

mém Viét
aBadec SiChuadoc ++Thémyaeticialdi EaThémyvaotdphing —=Lua chon ddn vi — Y

1.2

Ch...cn ngl°chc” quan

H, nh:

Ch'cning qu-nl'c ngvin

STd ngl chc quan “thayth”choctcph ¢ ngti ntruy nth ngc nkb-ngth ngb-o,
b-ngk”ho chc ngtfcc ac quan,c actc phng ban.

X'y d..ngk”ho chlmvi cchungc ac ngtyhngtu—n,k"ho chc ngvi cc at ng

¢ ngtr nh,d. fnc achinhtnh, phng ban,b ph n theo tu—n, theo thtng, theo qu".
Vi cxemk”ho chc ngttcchungc ac quantr%nmangs thu nliv ti nd ngh nso

v ictchl mtruy nthong. Nge isfd ngc th"xemk”ho chc ngvi cc atu—nhi nt i

ho°c trong tu—nt iho°cxem!| ik"ho chc ngvi ¢ di nra.
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H,nh:Ch'cningl chc quan
1.3. Ch..cn ngl°’chc nhn

Ch'cnfngL chc ngvi ccungc pc ngc thi'tl pl cmvi ¢ ngchom ithnh vi%n trong doanh
nghi p, ph’nh n ygi pchoctcth nhvi%nch ng%nKho chc ngvi c,s px)pctccu ch n,
s...ki nv ghich quantr ng,c ngnhnh ngvi cc—nlImtrongng Yy, tu—n ho°c thtng.
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