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I.  HUONG DAN SU DUNG
1. Giao dién chung h¢ thong
> Ding nhap hé thong theo link bén dudi: dung user domain dé dang nhap.
https://totrinh.vietcapitalbank.com.vn
» Man hinh chinh:

T3 trinh Online

L]
Huynh Thi Binh -

B Totrnn >
Tao td trinh =
= Danh myc 3
Loai t& trinh Chon Loal t& trinh . Tén ta trinh
B Hueng ddn sir dyn ’ .
N na Bonvj 0650904 - PHONG PHAT TRIEN UNG D... = 50 0001BO/2020TTR-0690904
Tidu dé Nei l3p
Ngui 1ap Huynh Thi Binh Ngay lap 23/02/2020
Kinh giri Tap tin dinh
kém
K& hoach Trong k& hogch

Chon ngurai duyét

Thém ngwil duyet Thém nguréi duyst Thém ngudi duysét

Noi dung tor trinh

2. Khéi tao to trinh maéi
> Puong dan: To trinh -> T trinh mdi.

» BAam “Xem” dé xem trudc to trinh di tao.
> Bam “Tao” dé tao td trinh va giri duyét to trinh.
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T3 trinh Online Huynh ThiBInh g
B T1&trinh v | Tao td trinh =
| & T8 trinh méi | Logl térerinh Trinh chii truong i Tenr th Lap ngan sach tridin khai dur an
iZ Duyét Bonvi 0690004 - PHONG PHAT TRIEN UNG DUNG A C... v 55 000181/2020TTR-0690904
£ Tim kiém Tidu d& Noi lap i
O Tham muu Ngwi lip Huynh Thi Binh Ngay lap
= Danh myc - Kinh giri Ban DiEu Hanh »  Glam BEc Khéi = ;2:1‘.‘“ dinh m
B Hudng dén s dung e o
Mgodi ké hoach
Chion mEupt dui Thém nguii duyét Thém ngudi duyét Thém ngudi duyét
Noi dung t& trinh
BMivTML B R B EE & %« QL WL
R T I & wx a|i= 2= &F o e & E 42 Ulm m R Am=802=58

Man hinh tao moi to trinh

* Liew §: Muc “Kinh giri” sau khi nhdp xong cum tir nhan “Enter” hodc click vao ving trong
dé hoan thanh.
e To trinh ¢6 2 ludng duyét: song song va tuan ty.
- Ludng duyét song song: Nhiing user nam cung mot danh sach 13 nhimg user duyét
song song. TAt ca cac user nam trong danh sach nay déu duyét to trinh thi to trinh
moi c6 thé di tiép cap duyét tiép theo.

Bm v DEHOS04 - PHOMG PHAT TRIEN UNGD... = ] e
Tidu g8 Meri 14p S
NEwdd lap Eorrth Thi Bl MEay ldp 0032050
Kinh giri G AR Tép tindink
R
KE hoach a:--..-.;p;--__-:_--.
Ng -
Chon ngual duyét

3 g iy Thérm ngudn dupit Thém nguin duyt Thérm ngutt duyit

NE ni Tri 1 - KIEM SDAT Fham Van Oy e

; gLyer Tr E

Mol dung 1 trinh

Duyét song song
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- Ludng duyét tudn ty: TO trinh s& ¢6 3 cap duyét. Tuong tmg v6i 3 khung “Thém

nguoi duyét”.

Chiomn nguid duyés

Théem ngudl duryit Thiérm ngul duyit

Thém ngudi duyét

Wguyen Minh Tri 1 - KIEM SOAT Pham Van Quy - NHAN VIEN .
VIEM - Nguyen Minh Trl 1 - KIEM SOAT

Pham Van Quy - NHAN VIEN L VIEN .

Nl dung 16 trinh

Duyét tuan tu

Xem trudc t& trinh

Bon vi: HOI SO

56:01234 HCM, Ngay 24 Thang 12 Ném 2019

LAP NGAN SACH TRIEN KHAI DU AN
Vv Lip ngén sach trien khai du an

Kinh giri: - BAN PIEU HANH
- GIAM BOC KHOL

- Can ar Ngan sach da dugc duyét nam 2019.
| - TRINH DUYET CHU TRUONG

Phong Phat trién &ng dung kinh trinh Lanh dao Khéi CNTT phé duyét chi phi cho viéc mua sdm thiét bj chi tiét nhu sau:
1. N§i dung cdng viéc chi tiéu/mua sam:

Ban vj tinh: VNB

STT M0 ta tén dich vu/ hang hoa Quy cach ky thuat VT S¢ lugng Bon gia

du kién Thanh tién

du ki€n Ghi cha

1 HP Prodesk 400G6 cai 2 14,850,000 29,700,000

TONG CONG 25,700,000

- Ly do chi tiéu/mua sam: Mua mdi .

- Chi phi thyc hign: 29,700,000 VND. (B3 bao gdm VAT)

- Bon vi chiu chi phi: Phong Hb trg - Khdi CNTT .

- Hinh thirc mua sédm: Theo quy dinh VCCB.

- Hang muyc ngan sach: Theo ngan séch Phéng HO trg - Khai CNTT duge duyét 2019,

GIAM POC KHOI CNTT

Phan Viét Hai

Man hinh xem truoec to trinh
3. Duyét to trinh méi

» Duong dan: T& trinh -> Duyét.
> Bam chon = 4 xem chi tiét to trinh.

@ hotline 1900 555 596

) . 5
www.vietcapitalbank.com.vn



Viet Capital
pBunk ﬂ

Ngan hang Ban Viét

T& trinh Online

L]
Tran Nhu Hao 1 “

B T&trnh A |
Néi dung t& trinh =
T& trinh méi
Bon vi: CHI NHANH SAI GON
= Diget S6: 123456789 Tp, HB Chi Minh, Ngew 30 Thang 09 Nem 2019
P TG TRINH CHU TRUGNG
L 1im kigm B
Tiéu dé
D Tham muu Kinh gii: - BAN GIAM BOC KHOI
‘= Danh muc > - Can cir Ngéin sdch dang frinh duyér ndm 2019

1- TRINH DUYET CHU TRUONG

Phong Phat trién img dung kinh trinh Ban Linh dao Khéi CNTT phé duyét chi phi cho viéc mua sim trang thist bi chi tiét nhir sau

1. Néi dung céng viéc chi tiéu/mua sim:

Bon vi tinh: VND

STT | M ta tén dich vu/ hang | Quy cich| VT | Sé Pon gid Thanh tién | Ghichi
héa k¥ thudt hrong > y
du kien dw kién
L pc Dell 3060 cai 5 14,850,000 74,250,000

TONG CONG 74,250,000

« Ly do chi tidu'mua sim: Thay thé TSCD
» Chi phi thuc hién: 4.674.000 VNB.

« Don vi chiu chi phi- Phéng Ha ting -

« Hinh thirc mua sam- Theo quy dinh VCCB.

2. Hang muc ngdn sdch :

Bon vi tinh: VND

STT Hang myc K& hoach dwge [Ngdn sich di [Ngdn sich con| Xic nhén cia Don vi
Nedn sich duyét sir dung lai quan Iy ké hoach
1 Vit e TTDL 300,000,000 31,136,000 | 268,864,000
Téng cong 268,864,000
Tran trong kinh trinh,
Ngwiri duyét: - Tran Nhu Hao 1

e

Man hinh duyét to trinh

Py m

» Bam chon “In” dé in to trinh.

Bam chon “Ban giao” dé ban giao to trinh cho mot ngudi khac. Nut ban giao s& xuat hién &
man hinh ctia nguoi tao to trinh khi to trinh dugce tao thanh cong. Sau khi ban giao thi
nguoi tao ban dau s& khong con tim kiém dugc to trinh.
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thén thou 016093666

Ngwir duyir: - Pham Van Qe
- Ngwyen Mish Tn 1

Qua trinh duyét =

0 Lich sir duvét phidu ® Ghi cha

Man hinh xu Iy cua nguoi tao to trinh.
Luu y: Vi trwong hop ngudi tao to trinh nay nghi viéc c6 thé sir dung chirc nang nay.

> Béam chon “Uy quyén” dé uy quyén duyét to trinh cho mot nguoi khac.
> Bam chon “Tir chdi” dé tir chdi to trinh dé chinh stra lai noi dung to trinh. Phiéu s& bi huy,
lac ndy ngudi tao to trinh s& nhan dugce mail thong bao phiéu bi tir chdi. S& xuat hién nut
“Chinh stra” ngudi dung c6 thé chinh stra lai ndi dung to trinh.
Ny :iu:uil: - Ngaven Minh Tn 1

= Tran Whe Haa |
- Pham Vam Qv

“ B :-.In aldl:l m m

Qui trinh duyit

X mguyen Minh Tri 1 Tran Khu Hao 1 Fharm Yan Quy

% Lich sir duvét phir:_'n E Ghi cha

- Bam vao nuat “ Tao” d€ hoan tat viéc chinh stra. T trinh s€ dugc xu ly lai tir ban dau.
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T8 trinh Online

=
Huynih Thi Bink -

B Tawrinh b 1 X dung i trmb
@ Ta trink ok =
R Ll R M E e Y- QL m L
= Dugd BT 4 s »ow|zts anfAjEzAB AN = 2 QOEESOSH
£ Tien kil ST - . = | ol ched A B XN AWK
C Thar
) el BEN DUOC CAP TIX DING BEN TAF BAD DAM BEX CAF TIN DUNG
= Danh muc E (B we g ot s (K ke, ghe s ko pdn, doeg (B0 in, ghi 8 ho v, Sdeg &in

]

Hudng ofin a0rdung

[& mem e

Man hinh chinh sira to trinh

» BéAm chon “Duyét” dé duyét to trinh.

“Luwu y: c6 thé theo déi qud trinh duyét to trinh (ngueoi duyét, théng tin nguoi duyét, thoi gian
duyét, ngi dung duyét) qua man hinh qua trinh duyét.

Qua trinh duyét

© Lich st duyét phiéu E Ghi chi

Var c3 A3 dirae t 3i- binhht v V 03/202 0:25:56 = R
Y&u cdu da dugc tgo boi: binhht vao lGc 30/03/2020 10:25:56 Thém ghi chi

Lich sw duyét khi maoi tao to trinh

h&ng tin ngud dung 2

o Trﬂn Nhu Han 1-n3a?3 _
“hif vz CHIUYEN VIEN PHAT TRIEN UNG
v DG
Wi lam widc: HOI SO Minh Tri Pham Van Quy
r P B R o N TH T
Phing ban: kHO0 CONG NGHE THD ‘

o o B Ghi chi

Yéu cau d3 duyet bal haotn) vao lGe: 30/03/2020 09:43:44 |y do test -
i Thiém ghi chil |

Yeu caul da duoc tag bor: binnht vao luc 30032020 09;

&

Lich sw duyét khi dang trong qua trinh xu ly
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> Bam vao nit “Thém ghi chi” dé thém ghi chu cho to trinh. BAm “Luu” dé luu ghi cha

vua tao.
£ Lich sir duyét phisy E Ghi chn
Yéu cau da duyéf b 30in T vao ke 30/032020 04344 Iy do test
test ghd chi
i da dur v

Bl Quy

¥ Lich st duyét phiéu = Ghi chua

;éu Cau 3 duyét béi haotn1 vao liic: 30/03/2020 09:43:44 1y do test
uyét

- Huynh Thi Binh - binhht (30/03/2020 12:32:07) : test ghi chd

Yéu cau da dugc tao badi: binhht vao lic 30/03/2020 09:33:23

Thém ghi chu trong qua trinh duyét

> Béam chon “Tham muu” dé di dén cudc tro chuyén tham muu vé td trinh. Noi dung nay sé
duoc trinh bay cu thé & muc s6 5 tiép theo.

4. Tim kiém to trinh

Puong dan: To trinh -> Tim kiém.
Bam chon “Tim kiém” dé tim ki€ém t¢ trinh theo di€u kién.

BAm chon = dé copy link to trinh.

YV V VYV V

Bam chon = @ xem chi tiét to trinh.
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Y 5 . -
T3 trinh Online TranNnuHao 1 gy,
B Totinh v |
BPiéu kién fim ki€m -
T& trinh méi
Loai T Trinh Chon loai t& trinh v S8
= Duyét o N
Ngwei Lap Chon ngudi 1ap - Ngay Lap )
£ Tim kiém I
I Trang thai Chen trang thal tirtrinh v
O Tham muu
‘= Danh muyc >
Danh sach td trinh = 9
xem| 10 ¥ |muc
# Loai T& Trinh Tén T& Trinh BDon Vi S8 Ngudi Lap NgayLap ! Trang Thai
1 T trinh mua thiét bj T& trinh chi truong E};\NNHANH sAl 987456 Pham Van Quy  30/09/2019 Duyét < B
2 Tdotrinh mua 8 cing T& trinh chd trugng EI—S\NNHANH sal 123456789 PhamVan Quy  30/09/2019 Pang xir ly < B
AP s oy 5 CHI NHANH SAl K s o
4 Totrinh mua 6 cirng T trinh chd trurang GON 123456789 Pham Van Quy  30/09/2019 Pang xir ly < B
5  Tdotrinh mua 8 cing T& trinh chd trugng EZ‘NNHANH aal 123456789 PhamVanQuy  30/09/2019 Pang xir ly
g = —_— . KHOI CONG NGHE i 2
6 Tatrinhmuahang T trinh chi truong THONG TIN 1234 Huynh Thi Binh  27/09/2019 Duyét < B
7 Totrinhmuahang T& trinh chi truong :Sg’I\ICGOTTS NGHE 9876 Tran NhuHao 1 27/09/2019 Pang xir ly
Bang xern 1 dén 7 trong tong s6 7 muc :I
Trudc - Tiép ‘

pital Bank

Moan hinh tim kiém
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5. Tham muu
» Duong dan: T trinh -> Tham muu.

» Bam chon + 48 them nguoi vao cudc tro chuyén.

T3 trinh Online

B T8 tnh [ e e TO TRINH CHU TRUGNG - 123456789 [tran fihu Hao 1(hastn]]

T& trinh mdi
= Duyét

£ Tim kiém

D Tham muu

‘= Danh muc >

Copyright © 2019 Vietcapital Bank , All rights reserved.

Thém ngudi tham muu

-
Tran Nhu Hao 1 “

&

Made with ©

MNgudi tham muu
binhht - Huynh Thi Binh =
quypv - Pham Van Quy =

trinm - Nguyen Minh Tri =

Man hinh thém nguoi tham muu

» Bam chon “Tham muu” dé thém nguoi vao cudc tro chuyén.

@ hotline 1900 555 596
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6. Tao mdi loai to trinh
> Puong dan: Danh muc -> Loai to trinh -> Tao moi.
> BAam chon “Tao” dé tao loai to trinh méi.
Tran Nhu Hao 1 &
Tén t& trinh

Noi lap

Tao Loai td trinh

T3 trinh Online

T8 trinh >
= Danh muc v
Loai t& trinh
Loaqi t& trinh i3 3 s
Kinh guri
Tao méi
Noi dung to trinh
i= Danh sach
@ MEHTML @ B BEE & % QBB L
B I US|[x x|}z := EH R EEEE NN S NEOMm=® Q=E®
Kiéu ~ | Binhdang ~ | Phong C& chir A- ¥ W) &2
@ Tao

L¢]

Vietcapital Bank

Man hinh tao moi loai to trinh
Luew ¥ - Man hinh ndy chi xudt hién khi nguoi ding dwege phan quyén.
7. Danh sach loai to trinh
» Duong dan: Danh myc -> Loai to trinh -> Danh sach.

> Bam chon % 4 chinh loai to trinh.
> Bam chon © dé x6a loai to trinh.

www.vietcapitalbank.com.vn
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T& trinh Online

B Tstinh >
Danh sach loa
‘= Danh muc v |
Xem| 10 v | muc
Loagi t& trinh k4
# Loai T& Trinh L Téntd trinh Kinh giri
B Tao méi o o ; .
1 T& trinh mua 6 ciing T& trinh chd truong Ban giam ddc khéi
2 Ta trinh mua thiét bj Té trinh chi truong Ban giam ddc khéi
3 T& trinh mua hang Té trinh chi truong Giam déc khai

4 T trinh mua Ram T trinh chi truong Giam déc khai

5 Trinh chi truong Lap ngan sach trién khai du an Ban Bigu Hanh,Giam Dc Khéi

Bang xem 1 dén 5 trong téng s6 5 muc

pital Bank

to_trinh/chinh_sua/4

-
Tran Nhu Hao 1 “

[

Noi lap

&
&b

Tp. Ha Chi Minh

Tp, Hd Chi Minh

Ep

Tp, HB Chi Minh G W
Tp.H& Chi Minh G w

HCM ® w

‘T\'U'ﬁ[ - Tiép

“Luwu y: logi to trinh ndo da dwoc sit dung thi khéng thé xéa.

T3 trinh Online

-
Tran Nhu Hao 1 “

B T&trinh >
0 trinh —

‘= Danh muyc V| S

Loaitatrinh Trinh chdl trudng Ten tatrinh Lap ngan sach trién khai du an

Loagi t& trinh > 2w o s
Kinh gtri Noi lap HCM
Ban Bigu Hanh Giam Béc Khai
Noi dung t& trinh

BMEHTML @ B BEB & @ Q b3

B I UG S|[x x|z = EFn Bl E EE(N e M6 m = ®

Kiéu -~ | Pinhdang = | Phéng + | C&chir - A- B B &2

-Gén ctr ké hoach Hién dai hda dich vu ngén héng
Khéi xxx kinh trinh Téng Giam dde vé vigc thanh I8p xxx
Chi tiét nhu sau

1. Cor cu t6 chive
2. Thanh phén va Phan cong Nhiém vy

pital Bank

Man hinh chinh swa loai to trinh
> Bam chon “Luu” dé luu nhirng chinh stra.

@ hotline 1900 555 596
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