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Van phong dién tr dwoc tvng dung nhiéu nhat tai Viét Nam

Tiét kiém
th&i gian

Giam thiéu
chi phi




PortalOffice la Giai phap van phong
dién tr dwoc xay dwng trén nén Web
bao gdm hon 20 chirc nang nhw: Lich
co quan, Tin tc, Quan ly cbng viéc,
Quy trinh, H6 so tai liéu, Quan ly Céng
van, Nhan suw,.... PortalOffice la van
phong dién tir két ndi cac phong ban,
chi nhanh dé truyén théng néi bd, quan
ly va diéu hanh tac nghiép. Day l1a mot
gidi phap thuan Viét dé trién khai va st
dung, da va dang dwgc hang ngan co
quan, t6 chirc, doanh nghiép *ng dung
trong d6 c6 nhiéu ngan hang va téng
cbng ty va la Giai phap van phong dién
tr dwoc ng dung nhiéu nhat tai Viét
Nam.

Quan ly
Quan by cdng viéc,
cong van dir én

Quan ly
khéach hang,
hep ddng

Kho tai ligu
ding chung

Van phong dién t

Portal Office

Trac ddi
théing tin

Quan ly
nhan sw

O

Quan Iy
tal san, thiét bi

Lich eo quan,
Lich ca nhan

Quan tri
hé théng




Quan ly tai lidu (Quy dinh,

Tin tirc & s kién Cong van Quan ly cbng viéc, dw an chinh séch, 1SO...)
Dién dan Lich co quan Quy trinh céng viéc Thuw vién &nh,video
Tin nhén Lich xe, phong hop Khéch hang, hep déng
SMS V&n phéng pham Béo céo cong viéc
Chatting Quan ly nhan s
Thiép dién tev Quan Iy tai san

Cac module tich hop mé rong: Bao cao KPI, Quan ly nhan sw, Quan ly tai san, Bao cao cong trinh...



Céng cu hd tror lam viéc trwe tuyén va diéu hanh tryc tuyén

Két ndi van phong véi nhau

Chuén héa cac Quy trinh, chinh sach, biéu mau...

Céng cu gilp tang hiéu qua x& ly cong viéc, tiét kiém thoi gian va gidm chi phi (in
an, dilai...), truyén thédng nhanh va chinh xac, bdo mat va an toan théng tin.

La modi trwdng dé céc thanh vién chia sé tri thire véi nhau.

Xay dwng mot nét van hod mei, gidp bo di théi quen lam viéc trén cac phwong tién

tha céng, xay dwng mot mai tredng lam viéc chuyén nghiép va wu viét hon.



PortalOffice dworc cai dat
trén may chu:
- Window Server

- Cosé& dir lieu SQL
Server

- ng dung server: 1IS

Ngwi dung truy cap

phan mém bang:

c@6e@

Phéng/Ban

Lanh dao

Bon vi thanh vién

Internet

mﬂmww@




. Danh hiéu Sao Khué 2012 cho nhém San pham/Giai phap phuc vu céng tac
van phong do Hiép hdi Phan mém Viét Nam (VINASA) trao tang.
. Thwong hiéu uy tin: “Chi s6 Tin nhiém Gold Trust Supplier, Trusted Brand” cua

Trung tam Danh gia Chi sd Tin nhiém Chau A Thai Binh Dwong.

. Danh hiéu Sao Khué 2011 cho nhém San pham/Giai phap phuc vu céng tac

van phong do Hiép hdi Phan mém Viét Nam (VINASA) trao tang.

Trusted Brand 2011 Trust Supplier 2011
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Quan ly van ban dwoc xay dwng nham cac muc dich sau:
v Tin hoc hoa qua trinh lwu trir va x& ly van ban.

v Ty déng hoa cac qua trinh nhan - gii van ban: Email, Fax,...
v' Hb tro ban Ianh dao theo ddi, danh gia cong viéc

v' Lwu tri¥ van ban an toan, tim kiém dé dang, tiét kiém chi phi

Cac chirc nang chinh:

v Quan ly van ban dén v' Theo déi tinh trang doc van ban
v" Quan ly van ban di v Theo dbi tinh trang xt ly van ban
v" Quan ly van ban ndi bd v Béo céo

v" Quan ly céng viéc VoL

v" BPoc van ban (PDF, Mircosoft Office file)



Trinh l&nh dao

Duyét, but phé vén ban

Phan phat

Pon vi thanh vién

D thdo vén ban | — &

Phong/Ban
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Pay 1a céng cu gilp nha quan Iy td chirc va van hanh bd may theo mét quy trinh nhét
dinh. Tt cong doan ngwdi quan ly giao viéc cho nhan vién, nhan vién thyc hién rdi bao
cdo tinh trang, két qua cong viéc...S dung chirc ndng nay nham giam sat va kiém soat

cac cong viéc dang thwc hién, da qua han mot cach chat ché va khoa hoc.

v Giao viéc

v Thywe hién cbng viéc
v' Theo ddi cdng viéc

v Ghi va xem bao cao
v Quan ly dy an

v/ Xay dwng dw an mau
v/ Quan ly tai liéu dy an

v Tim kiém cong viéc/dw an
11
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Quy trinh dwoc xay dwng cho nhirng cdng viéc duoc lap di, 1ap lai nham
tuan tha theo chinh sach cua cong ty va giam bét thoi gian va chi phi.
Viéc xay dwng cac quy trinh va x& ly quy trinh dién t& nham kiém soat
dwoc cong viéc theo quy dinh, chinh sach cta céng ty van dam bao dwoc
thue hién ké ca khi ngwoi tham gia x@r Iy quy trinh khéng c6 mat & van
phong.

Cac buwéece trong quy trinh sé do doanh nghiép ty dinh nghia theo quy dinh
chinh sach caa doanh nghiép minh.

Cac chirc nang chinh:

Quan ly nhém quy trinh

Xay dwng quy trinh theo nhém: tén quy trinh, cac giai doan x& ly, phan quyén ngudi xt ly.
Xem quy trinh dang tham gia xt ly theo trang thai

GUri yéu cau cho ngudi khac xtr ly

Tim kiém cac quy trinh
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Vi du: Quy trinh xin nghi phép
- Glri yéu cau xin nghi (c6 mau don xin nghi phép) dén nguoi Lap dom nghi phép

quan ly truc tiép — giai doan 1.

- Quan ly truc tiép (trwdng phong) tiép nhan, kiém tra tinh xac
thue (nghi phép, khong phép...). Néu quan Iy truc tiép déng y > A
chuyén dén TP. Nhan s (giai doan 2). Néu tir chéi, thédng bao lai
cho nguwdi glri yéu cau giai doan 1.

- Trwéng phong Nhan s tiép nhan phiéu yéu cau cua giai doan 2,

duyét yéu cau va két thic quy trinh — giai doan cuéi.

Lwu hd so nght phép

Trinh trwéng
BP Nhan sip

Trinh trwém
Trinh triréng BP 9 Trinh gidam déc
BP Nhan si

Trinh trieéng BP
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Lich c& nhan cung cap céng cu thiét 1ap lich 1am viéc ddng cho méi thanh vién trong doanh nghiép,
phan hé nay giup cho cac thanh vién chi ddng l1én ké& hoach céng viéc, sép xép cac cudc hen, sw kién
va ghi chl quan trong, cling nhw nhirng viéc can lam trong ngay, tuan hoac thang.

M6t ca nhan cé thé xem lich cong tac clia minh, va theo dbi lich lam viéc cha thanh vién khac ma

minh quan ly.

v'Théng b&o, nhac lich (email, sms, tin nhan)

v Hién thj lich theo ngay/tuan/thang

v In sw kién

v' Ghi nhanh s kién

v Theo déi lich ca nhan cua thanh vién do minh quan ly

v M0Oi ca nhan khac tham gia sw kién
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S dung lich co quan dé thay thé cho cac phwong tién truyén thdng ci nhw bang thdng
béo, bang ké hoach cong tac cla co quan, cia cac phong ban.
Xay dwng ké hoach lam viéc chung cta co quan, phong/ban, bd phan theo ngay/tuan/thang

= Dé dang theo déi cac sw kién da, dang va sap dién ra.

v Quan ly nhém lich chung

v' Quan ly tai nguyén (phong hop, xe céng tac...)
v Théng bao, nhac lich (email, sms, tin nhan)

v’ Hién thj lich theo ngay/tuan/thang

v Lwu trir bién ban lich hop

v In sw kién

v' Chuyén lich co quan vao lich ca nhan

v' Phan quyén cap nhat, duyét, xem ndi dung lich co quan
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Théng nhét quan ly hd so, tai liéu cia co quan, theo ding chirc ndng st dung, cung cap

théng tin nhanh chdéng, hiéu qua mét cach tire thei hé tro ngudi st dung.

v Quan ly nhém tai liéu (thw muc)
v' Phan quyén truy cap thw muc
v Thém/stra/x6a tai liéu

v Tim kiém

v Quan ly tai liéu theo phién ban
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Chuwre nang quan ly tin tiec gilp doanh nghiép thiét 1ap trang tin dién t&r riéng ctia doanh nghiép ma &
do nguoi st dung co thé tim thay nhirng thdng tin hé tro cho céng viéc mét cdch nhanh chéng, chinh
Xac.

Vi du: Xay dwng cac nhém théng tin:

- Théng bao: DBang tai cac thdbng bao mai tr Lanh dao, théng bao ttr cac bd phan, phong ban, théng
béo vé cac van ban, chinh sach mai cho tat ca céc thanh vién.

- Sw kién: Bang tai cac théng tin lién quan dén hoat déng clia co quan

- Quy dinh & Chinh sach: Dang tai cac quy dinh, chinh sach, hwéng dan chung ctia co quan.

v Quan ly nhom théng tin

v/ Phan quyén cap nhat tin bai theo nhém tin

v Quan ly tin cho duyét

v Tim kiém

v Théng ké lwot doc theo tin bai

v
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Churc néng tin nhan ndi bd hé tro cac thanh vién s dung van phong truc tuyén trao dbi
théng tin néi bé mét cach nhanh chong.

Coéng cu lién két véi cac module truyén thong va coéng tac trong PortalOffice nham théng
b&o cho nguwdi tiép nhan théng tin biét cac théng tin mé&i ma ngudi khac glri cho minh hoac

thdng tin can xa ly.

v Quan ly hop tin dén —di, ...
v Soan thao, gwi, nhan tin

v Tim kiém

v/ Quan ly tin theo nhém

v Thiét 1ap gi&i han tin
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Churc nang nay gilp cac doanh nghiép tiép can va giao tiép véi khach hang mét cach co hé
thdng va hiéu qué, quan ly cac théng tin ctia khach hang nham phuc vu khach hang tot

hon.

v Théng tin khach hang
v Quan ly hop déng

v Quan ly cong ng

v/ Quan ly giao dich

v Quan ly co hoi

v Marketing

v/ San pham

V...
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v' Chirc ndng nay cho phép quan ly qua trinh cap phat van phong pham truc tuyén dé gidm
thiéu thoi gian va chi phi quan ly.
v'Quan ly tap trung, thdng nhat va kiém soat dwoc chi phi van phong pham trong co quan,

dam bao st dung tiét kiém, hiéu qua.

= Lap phiéu trinh ./  Duyét, chuyén P.Hanh chinh Lap béo céo
t‘ d i-i i i o 3
Nhﬁ: vién Truéng phong P. hanh chinh e
o | o
£ L | =
Phan phoi VPP - | a
S|E
= |2
Y

-
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v'Quan ly ho so nhan sw

v'Quan ly ngay phép

v'Quan ly hop ddng lao dong j
v'Quan ly qua trinh hoc tap |

v'Quan ly qua trinh lam viéc l P

v'Thong bao sinh nhat
v'Lap b&o c4o nhan sy '"—;
v'Phan quyén quan ly

V...

|
W\

1

-
|||||I|||.-
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Quan ly tai san

Khao sat & binh chon
Danh ba co quan
Dién dan thao luan
Thw vién anh

Thiép dién to
Chatting

SMS

Quan tri hé théng
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Churc ndng nay la chirc ndng tuy chon cho khach hang muén rng dung quan tri nhan sw

tich hop trén cing mot hé théng van phong dién to.

Quan tri nhan sur

l

% 2 X =

Tuyén dung Ly lich Pao tao Thi dua Qua trinh
khen thwéng cong tac
whe [,
¥ E_
@
Bao hiém Cham cbng Lwong

2

Hop dbng
lao dong

Nghi phép

Quan tri

Bao cao
hé théng

théng ké
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Tl BAO CAO KPI

Muc dich cuta viéc st dung chi sé KPI trong danh gia thwe hién céng viéc 1a nham dam bao
cho nguwdi lao dong thwe hién dung céac trach nhiém trong bang moé ta céng viéc cua tirng vi
tri chirc danh cu thé, diéu nay gép phan cho viéc danh gia thwe hién céng viéc tré nén minh

bach, rd rang, cu thé, cong bang va hiéu qua hon, nang cao hiéu qua cong viéc.

Nhan vién

Lép bao cao 1*=¥ Nha quan ly

Duyét b&o céo (cap trudng phong)

Ty danh gia
Lap bao cao

Phong nhan sw duyétbaocédo &4 =

Lap cac mau bao cdo KPI (Binh nghia

tiéu chi danh gia, thanh tich céng viéc, L —

Kiém tra
- Ganh gia Béanh gia

Iw--
@

tén chi va gia tri cbt 16i...) Trwémg
] i i phéng/ban _
Tra ctru bdo cao

Quan tri
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- Quan ly tai san theo tirng loai tai san, theo phong ban/bd phan st dung.

- Theo dbi tinh trang clia trng tai sdn va cac théng tin chi tiét cda tai sdn nhw nam san xuét,
nam bat dau st dung, xuat x(r san pham, dac tinh clta tai san, nguyén gia, gia tri hao mon,
gia tri con lai.

- Cho phép theo ddi lich s, tinh trang cda tirng tai san

- Cho phép don vi cap dwéi 1ap dé nghi trang cap tai san va glri cap trén phé duyét.

- Cho phép lap ké hoach bao dwéng, sira chira tai san

- Lén bao céo vé tinh hinh sr dung tai san tai don vi.

- Gilp nguoi str dung theo dai lich st dung chi tiét cua thiét bi/ tai san theo trng tuan, dé
c6 thé yéu ciu va diéu dong thiét bi hop ly, tranh chdng chéo.

- Hé tro 1ap céc phiéu lién quan t&i thuyén chuyén thiét bi tai san, qué trinh stra chiva thiét

bi tai san va céc phiéu lién quan t&i qué trinh s dung thiét bj tai san. .



TRU SO CHINH TAI HA NOI
Dia chi: Tang 3, s6 198 Nguyé&n Tuan, P. Nhan Chinh, Q. Thanh Xuan, Ha Néi
Tel/Fax: (84-4) 62.82.43.68
Email: contact@vss.com.vn

VAN PHONG HO CHi MINH
Dia chi: S6 007 My Hoang, Nguyén Van Linh, Phi My Hwng, Quan 7, TP H6 Chi Minh
Tel/Fax: (08) 86.622.265

Email: hcmoffice@vss.com.vn
WEBSITE SAN PHAM VA DEMO TRUC TUYEN

Trang san pham: http://www.vanphongdientu.com.vn

Trang demo trwc tuyén: http://demo.dieuhanhtructuyen.com
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