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Tém tat: Trong thoi dai 4.0 hién nay, viéc iing dung cong nghé thong tin vao quan ly tai cac
doanh nghiép, truong hoc ngay cang duwoc phat trién, dé thu"c hién muc tiéu so6 hoa cong viéc
quan 1y van ban tai Trieong Pai hoc Phan Thiét, phan mém “Quan 1y van ban” dwoc nghién
cibu va phat trién. Phan mém dwoc thiét ké bang cong cu Visual Studio 2022 va SQL Server
Management Studio 2014 va bé thuw vién hé tro giao dién DevExpress. Phan mém “Quan Iy
van ban” da dép g dwoc mét s6 nhu cau co ban ciia cong tac Van thu, givip cho viéc huu
trit va quan 1y van ban dé dang, nhanh chéng, chinh xdc va tiét kiém thoi gian.

Tir khéa: Quan Iy véin ban, van thw, van ban di, van ban dén, iing dung Cong nghé théng tin.
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Abstract: In the current 4.0 era, the use of information technology in managing ovganizations
and institutions is increasingly being developed. In order to digitize the document management
process at the University of Phan Thiet, the “Document Management” software is currently
under research and development. This software is being designed using Visual Studio 2022
and SQL Server Management Studio 2014 tools, along with the DevExpress interface that
supports memory libraries. The “Document Management” software aims to meet basic
administrative needs by simplifying and accelerating document storage and management,
ensuring accuracy and saving time.
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1. MO PAU hoat dong quan ly. Chinh vi vay, viéc ung

Hién nay viéc img dung cong nghé thong
tin vao hoat dong cua cac co quan, truong
hoc duoc déy manh va da dat dugc nhiing
két qua nhit dinh (Bo ndi vu, 2012). Viéc
ung dung CNTT trong quan 1y van ban di,
van ban dén va quan 1y ho so, tai liéu con
han ché hodc chua thuc hién. Boi voi cong
tac van thu, nhi¢ém vu dat ra la phai ddi moi
va hop 1y hoa cac khau nghi¢p vu van thu,
luu trit. Boi vi, cong tac van thu cd chuc
ning dam bao théng tin bang vin ban cho

dung CNTT vao cong tac ndy la mot yéu cau
mang tinh tat yéu dé tién t6i tin hoc hoa cong
tac hanh chinh van phong. Tuy nhién, hién
nay & nhiéu co quan, don vi, can bo van thu
van phai cap nhat vin ban dén, van ban di
béng tay vao s6 cong van di, dén gay tro ngai
cho viéc tim kiém van ban nhanh chong,
chinh xéc, kip thoi. Dé khic phuc nhitng bat
cap trén, viéc ing dung cong nghé¢ thong tin
vao trong cong tac quan ly van ban di, van
ban dén 1a diéu hét strc can thiét nhim giup
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cho cén b van thu trong viéc quan ly van
ban dugc khoa hoc, thuan loi, kip thoi va
chinh xéc.

Ngoai ra, rat nhiéu doanh nghiép da va
dang st dung cac san phém phan mém cﬁa
nhiéu cong ty phan mém khac nhau, mdi
phan mém mang dic thu riéng cia ting co
quan, n6 dap ung tot & co quan ndy nhung
lai khong tét & co quan khac, hon nita gia
thanh san pham phan mém rét cao va chi phi
béo tri tén kém (ReportLlnker 2020). Vi thé
viéc tao ra phan mém dap tng cong tac quan
1y van ban cua chinh don vi 1a rt can thiét.
Phan mém “Quan 1y vin ban” duoc thiét ké
theo nhu cau st dung cta ngudi truc tiép
quan ly van ban. Viéc cai dat cling nhu bao
tri phan mém s& don gian va nhanh chong
hon.

2. KHAO SAT HIEN TRANG QUAN
LY VAN BAN CUA BQ PHAN VAN
THU TRUONG PAI HQC PHAN
THIET

Theo Quyét dinh di 176/QD-PHPT, ngay
01/07/2020 ctia Truong Pai hoc Phan Thiét
vé Ban hanh Quy ché cong tac vin thu luu
trir, quy trinh quan 1y van ban duoc thuc hién
nhu sau:

2.1. Doi v6i vin ban di, quyét dinh di

Cac don vi trong truong co lién quan
dugc giao nhiém vu soan van ban s€ tién
hanh soan thao van ban, sau do in ra giéy,
trinh 1én bo phan Van thu. B phan Van thu
kiém tra k¥ thuat trinh by vin ban, néu sai
thi phai dem vé sta lai va trinh tiép, néu
van ban trinh bay ding s& duoc danh sb vao
van ban. Vin ban duoc danh sd s& dua trinh
lanh dao nha truong ky. Van ban co6 chir ky
cta lanh dao truong duoc chup du (thong
thuong 3 ban co chir ky truc tiép cua lanh
dao truong). Van thu dang ky vao dir lidu tu
thiét ké bang excel trén may tinh, luu 1 ban
chinh tai phong Van thu. Cac van ban luu
sap xép theo thang. Cac don vi trong truong
tur photo van ban gui dén cac don vi c6 lién

quan doi voi van ban ndi bo, vién chic van
thu [am thu tuc chuyén phat dén co quan, to
chirc nhan van ban do6i véi van ban di.

2.2. Doi vo6i van ban den, quyét dinh dén

Bd phan Van thu s€ tiép nhan van ban,
kiém tra va phan loai van ban, boc bi van
ban, dong ddu dén (d6i véi van ban chuyén
dén bang con duong buu dién). Tai vin ban
vé méy tinh cua phong van thu, in ra gidy,
dong dau dén (d6i v6i van ban cap nhat qua
mang internet). Dang ky van ban dén: Viéc
dang ky van ban dén cua trudng Pai hoc
Phan Thiét duoc thuc hién béng s6 theo mau
ctia Thong tu s6 07/2012/TT-BNV. Trinh vin
ban dén: Vién chtc van thu trinh vin ban
dén lanh dao nha trudng dé xin chi dao phan
phéi. Lanh dao ghi y kién chi dao phan phéi
vao phia trén 1& trai van ban. Can cir vao y
kién chi dao cua lanh dao truong, vién chuc
van thu photo vin ban giri dén lanh dao cac
don vi hodc ca nhan co lién quan giai quyét.

2.3. Nhan xét thuc trang quén ly van ban
di, den cua truwong Pai hoc Phan Thiet

a. Uu diém:

- V6i quy trinh trén, by phén van thu cé
the tham gia vao qua trinh gidi quyét van ban
ngay ca khi st dung may tinh khong thanh
thao.

- D& cho viéc chén sé van ban di trong
tinh hinh thuc té xay ra vi¢c phai cheén so
nhiéu.

b. Nhuoc diém:

- Khong phu hgp vai thoi ky hién nay,
thoi ky cong nghlep hoa tu dong hoa. Cac

thao tac cong kénh, cham tré, khong chinh
xac d& dan dén sai sot, mat mat hu hong.

- Tim kiém, phan loai, théng ké cong van
mat thot gian, kho khan.

- Luu trit céng van trén gidy to s sach,
bdo quan khong tot d€ dan dén hu hong lam
mat thong tin.

- Khong kiém tra va don doc dugc viéce
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giai quyét van ban.
3. THIET KE PHAN MEM “QUAN LY
VAN BAN” HO TRQ VIEC QUAN LY
VAN BAN CUA BQ PHAN VAN THU
3.1. Quy trinh nghién ciu hé thong quan
ly van ban

Quy trinh thiét ké hé thong duoc mo ta
thong qua so do sau:

Sau khi da hoan thién cac chirc nang cta
phan mém, nhém tac gia tién hanh cai dat
phin mém cho bd phan Vian thu cia nha
Truong, tién hanh nhéap dit liéu va huéng dan
nhan vién Van thu st dung chuong trinh.

Trong giai doan thir nghi¢m chuong trinh,
da tién hanh stra cac 161 xudt hién trong qua
trinh str dung phan mém dong thoi thém vao
cac chirc ning méi theo yéu cau cua nhan

vién Van thu.

3.2. Thiét ké vé mit chirc niing ciia

Phan tich,
xdy dung
chire nang
cua phan
mem

Phan tich
quy trinh
quan Iy van
ban

Chinh sira.

lchwong llﬁﬂlﬂ

Thye
nghiém phan
meém

{ay dumg va
trién khai
lnremg trinh|

cai tien

Viét bao cao
nghiém thu
de tai

hé thong

Trong pham vi bai viét, nhom tac
gia tap trung vao nghiép vu nhap thong
tin va luu trlr van ban ctia bd phan van
thu, chinh vi thé hé théng quan 1y van

Hinh 1. Quy trinh thiét ké hé thong

Buwée 1: Phan tich quy trinh quéan 1y van
ban

O giai doan dau tién trong qué trinh thiét
ké phan mém “Quan 1y vin ban”, nhom tac
gia da lién hé va lam viéc vdi b phan Van
thu ctia nha Trudng dé tim hiéu vé nghiép vu
quan 1y van ban, thu thap thong tin tir biéu
mau luu trir vin ban trong tap tin excel dé
tién hanh phan tich va thiét ké co so dir liéu
cho phan mém.

Buwée 2: Phan tich, xay dung chtic nang
ctia phan mém

Sau khi thu thap dugc cac thong tin can
thiét d€ thiét ké phan mém, nhom tac gia tien
hanh xay dung co s¢ dir li€u va thiét ké giao
dién churc ndng cho phan mém.

Buwéc 3: Xay dung va trién khai chuong
trinh

O giai doan nay, nhom téc gia st dung cac
phan mém chuyén nganh CNTT dé thuc hién
viét code cho phan mém.

Budc 4 va 5: Thuc nghiém phén mém,
chinh stra va cdi tién

ban s€ bao gdm tac nhan chinh la van
ban (trong do c6 van ban dén, van ban
di...).

Khi mét van ban dugc nhap thong
tin vao hé thdng, van ban ndy phai duoc
dam bao ddy du cac thong tin trong nghiép
vu quan ly van ban ctia Nha truong. Sau khi
ngudi dung nhap day du thong tin cia mot
van ban thi van ban do s€ dugc luu trit trong
hé thong.

Trén co s¢ phan tich quy trinh quan ly
van ban cua bd phén van thu, m6 hinh chirc
ning hé thong ciia phan mém “Quan 1y vin
ban” c6 thé mo ta bang biéu dd phan cip
churc nang nhu hinh 2.

i ] 1 ] ]

Hé théng | N dilng | Danh mye |Q“5“J:;' viin Tim kiém
ban
Ping Phiin ] | & Logivin Cong *  Cing
xuit quyén bin vin dén viin dén
Déi mit | P Céng |, Cong
Khin ban hach vin di vin di
Bonvi L Bouvi Cong Céng
sir dyng i ly viin ndi viin ndi
sl N Quyat [ Quyst
dimg dinh dén dinh dén
™ By | Quyit = Quuat
ky nhin dinh di dinh di
[ Bovi
nhin
Danh ba

Hinh 2. So' do6 phdn cdp chire ndng ciia hé thong
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Mo té céc chure nang:

- Chuc nang Quan ly nguol dung: Glup
ngu0’1 quan tri phan quyén su dung phan
mém, phan quyén 13 viéc kiém soat quyén
truy cap va hoat dong cua nhung ngu0’1 dung
trén phan mém. Viéc phan quyén phan mém
rat quan trong trong viéc bao mat, kiém soat
va quan ly hé thong nhu: Cho phep nguoi
quan tri phan mém xac dinh ai c6 quyén truy
cap va chinh sira dit liéu, diéu nay giup bao
vé dir liéu quan trong khoi viéc sua ddi, xo6a
hodc truy cap trai phép; cho phép xac dinh
quyén truy cap cho ting phan cta tmg dung,
vi du: phan quyén chi cho phép ngudi ding
quan ly dugc cac danh muc co ban ma khong
duogc phép xem thong tin ctia nhitng nguoi
dung khac.

- Chtrc nang Quan ly danh muc: Quan ly
cac danh muc nhu Loai van ban, Pon vi ban
hanh van ban, Pon vi xtr Iy van ban... Cac
thong tin nay 1a ngudn dir liéu cho cac Vin
ban di va van ban dén. Quan 1y danh muc
bao gdm cac chirc ning thém, stra, x6a thong
tin cia mot danh muc.

- Chuc nang Quan ly van ban: Day la
chirc nang chinh cta phan mém, gitip nhan
vién Van thu nhép va luu trir thong tin cua
nhitng vin ban dén, vin ban di vao hé théng.
Kém theo tinh nang dinh kém tap tin vao van
ban, gitp cho viéc quan 1y va luu trit tap tin
van ban mot cach khoa hoc va gitp cho viéc
truy xuét dén tap tin ctia van ban mot cach
nhanh chéng va chinh xéc.

- Chtc nang Tim kiém vian ban: Mot
trong nhirng nhi€ém vu quan trong cua nghiép
vu quan 1y vin ban 14 chirc ning tim kiém.
Day la chtrc nang giup nhan vién Van thu
tim kiém thong tin vin ban theo nhiéu tiéu
chi khac nhau, c6 thé tim kiém theo ting
tiéu chi cu thé hodc két hop nhiéu tiéu chi
nhu: Tim van ban theo khoang thoi gian, tim
theo loai vin ban, tim theo s&/ ky hiéu vin
ban hodc theo trich yéu noi dung... Giap cho
viéc trich loc dit liéu dién ra nhanh chéng va
chinh x4c.

- Ngoai cic chtic ning chinh, phin mém
con mot s6 chirc nang hd trg ngudi dung nhu:
ddi mat khau, xuét dir liéu ra excel, hién thi
danh ba sé dién thoai nhan vién trong Nha
truong...

3.3. Thiét ké co sé dir liéu

Co so dir liéu phuc vy cong tac Van thu
luwu trit tai Truong Dai hoc Phan Thiét phai
dam bao thdng nhit theo quy dinh chung ctia
BO Noi Vu vé cong tac luu trit va quan ly van
ban tai co quan (Chinh phu, 2010). Dya trén
cac biéu mau va danh muc can quan Iy cua
Thong tu s 07/2012/TT-BVN vé Hudng
dan quan 1y van ban, 1ap hd so va ndp hod
s0, tai liéu vao Luu trit co quan va s6 luu
trlr van ban cua b phan van thu Truong Dai
hoc Phan Thiét, c6 thé x4c dinh cac thuc thé
ma hé thdng can quan 1y bao gdm céac bang
chinh chura cac thong tin:

- Bang CoQuanBanHanh: Luu trit cac co
quan ban hanh vin ban giri dén Nha truong,
vi du: Bo Giao duc va Pao tao, Tinh Uy Binh
Thuan, UBND Thanh phd Phan Thiét...

- Bang LoaiVanBan: Luu trit cac loai van
ban ma mot vin ban c6 thé thudc vé, vi du:
quyét dinh, thu moi, thong bao, cong van,
thong tu...

- Bang DonViXuLy: Luu trit cac don vi
xur Iy van ban dén, vi du: Ban gidm hi¢u, Ho1
dong Truong, Phong To6 chire — hanh chinh...

- Bang CoQuanNhan: Luu trlt cic co
quan/ don vi nhan véan ban di, quyét dinh di
(dugc gui tir Truong Pai hoc Phan Thiét),
cac co quan nhan c6 thé 1a: Tinh Uy Binh
Thuan, Téng cuc Théng ké Binh Thuan,
Cong an tinh Binh Thuan...

- Bang CongVanDen: Luu trit cac van
ban gui dén Truong Pai hoc Phan Thiét, mbi
cong van dén gdm cac thong tin nhu: s6 vin
ban, loai van ban, sd/ ky hi¢u, co quan ban
hanh, ngay ban hanh, trich yéu noi dung, don
vixu ly...

- Bang CongVanDi: Luu trit cdc van ban
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dugc gui di tu Truong [mewe
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. - N ’r\ , user] Naudi dangl Thost b v o |
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hi€u, co quan nhan... rinantn | [ 2 = .
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bang phu luu trlt thém e < c L
cac thong tin danh ba, Nauts dina z < . E
\ ° ©an vi ki nhin " - - "
phan quyén chiic ning, pmvin s ~f 5 7 .

luu trlr nguoi dung. ..

3.4. Gi6i thiéu mot sé chirc ning ciia hé
thong

Sau qua trinh thu thap thong tin nghiép vu
quan ly van ban tr bd phan Van thu, nhém
tac gia d dé xuat va mo hinh héa cac chirc
ndng cua nghiép vu quan ly van ban, tir d6
thiét ké, xay dung cac chirc ning cho hé
thong va kiém thir voi cac bo dir liéu mau.
Sau mot thoi gian cai dat va chay thir phan
mém, t6i nhan thiy ring phan mém hoat
ddng 6n dinh va hiéu qua.

Céc chirc nang xay dung co ban da dap

Hinh 4. Giao dién chirc ndng phdn quyén

Phéan quyén hé thong: Gitip ngudi quan
tri phan mém phan chia quyén st dung cho
nhiéu tai khoan trén hé thong, cac tai khoan
chi dugc sir dung cac chiic nang tuong Gng
trong man hinh chtic ning phan quyén nhu
hinh 4.

Quan ly cac danh muc: Loai van ban, co
quan ban hanh, co quan nhén, don vi xtr ly
van ban, day la cac mau dir liéu can thiét cho
cac van ban dén, van ban di. Viéc quan 1y cac
danh muc nay giup dir li¢u dugc luu trir mot
cach nhat quén, tranh cac sai sot hodc tring
1ap dir liéu nhu viéc luu trir trén tap tin excel.

ung duogc cac yéu cau cua
nghiép vu quan ly van
ban. Cac churc nang da giai
quyét ctia dé tai bao gdm:
Ping nhip hé thong:
Trude khi st dung duoc
phan mém, nguoi ding can
diang nhap vao hé théng
v6i tai khodn va mat khau
thong qua chirc nang dang
nh@p nhu hinh, chtrc nang

ding nhap con hd trg nguoi
dung ghi nhé mat khau hodc ty dong dang
nhap khi khoi dong phan mém.

Quan by od quan ban hanh =
: O Them %-sia X Xoa B Luulai @ Xudt Excel -
Théng tin oof quan ban hanh

D 197 | Ban viban hanh |53 &y dung tinh Binh Thun | Ghi chi Bang sif dyng

Danh sich oo quan ban hinh
ID « | Cd quan ban hanh Ghi chii Pang sir dyng
0 Y
Uy Ban Khdn Dén tinh Binh Thudn
BHOXH VEL Nam Bao HIEm X3 H tl..
UBND tinh Binh Thudn 54 Khao h...
B4 Gido dyc & Béo tao
B4i hoc Quic g Thanh phd HCM...
B4 Gido duc & D30 tao Truding ©...
UBND tinh Binh Thudn S¢ Géo du...
UBND Thanh phé Phan Thit
Tinh Uy Binh Thudn

R L EN N ES N EN L ES N ES HENEN S

R BRI BT R R

Hinh 5. Giao dién chirc nang quan ly danh muc Co quan ban hanh
Quin Iy viin ban dén, vin ban di: Vin

ban dén, van ban di 1a nhitng do1 tuong chinh

cia phan mém, nguodi dung c6 thé thém

19 ping nhip

thong tin cdc van ban dén, van ban di, dinh

DANG NHAP HE THONG
Tén déng nhap |admin
M3t khiu Aq
chinng (@ Tuadngdingnhdp &

Dang nhap Thodt

Hinh 3. Giao dién form ddng nhép hé thong

kém tap tin va luu trir vao hé théng. Giao
dién quan ly van ban dugc mo ta nhu hinh 6.
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Hinh 7. Giao dién chirc nang tim kiem van ban

- Ngoai cac chiic nang trén, phan mém

con hd tro mot s6 chire nang hd trg dé ngudi
dung thuan tién hon trong qua trinh quan ly
vdn ban nhu: d6i mét khau, hién thi danh ba
cua cac nhan su trong nha Truong.

4. KET QUA THUC NGHIEM PHAN
MEM “QUAN LY VAN BAN” VAO
CONG TAC QUAN LY VAN BAN TAI
BOQ PHAN VAN THU TRUONG PAI
HOQC PHAN THIET.

Sau mat thoi gian phﬁn mém duge cai dat
va thr nghiém tai bd phan Van thu Truong
Dai hoc Phan Thiét, bd phan Van thu cho
biét phﬁn mém hoat dong on dinh, dap tng

duogc nhu cau sir dung co ban trong cong tac
quan ly ban ban cua Nha truong, gitp cho
qua trinh nhap dir liéu vin ban dién ra nhanh
chong va chinh x4ac, han ché cac van dé trung
lap dir liéu. Két qua thyc nghiém phan mém
duoc bo phan vin thu danh gia theo mau
trong bang 1.

Ngoai ra chirc ning tra ctru va tim kiém
van ban hd tro cho viéc tim kiém van ban
dién ra thuan tién hon, gitip ngudi dung dé
dang tim kiém nhitng vin ban theo nhiing
tiéu chi nao d6. Bén canh nhiing wu diém thi
phﬁn mém van con ton tai mot sd han ché
nhu thoi gian tai dir liéu con cham, va phén
mém chua ¢ chire ning sao luu dit lidu.
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Bang 1. Biéu miu dénh gia phan mém “Quén 1y vin ban” cho nhan vién vin thu

BIEU MAU PANH GIA PHAN MEM “QUAN LY VAN BAN” DANH CHO BQ PHAN VAN THU
TRUONG PAI HQC PHAN THIET
Ho va tén nguoi danh gia: Nguyén Vin A B0 phan: Van thu
Hoan toan " . Hoan
STT Tiéu chi khéng ;(g‘l:’“g, ﬂ?u‘,g,ﬂ Déngy | toan
dong y gy g dong y
Chirc nang: Phin mém c6 thé thuc hién
1 | nhiém vu co ban cac chirc ning ma no 10 2 0 30 4 v 50
duoc thiét ke.
Téc d9: Tc d6 thuc hién
nhiém vu, dap ung thoi gian 1O 2 O 3V 4 O 50
" <. | phan hoi cua nguoi dung
2 | Hi¢u suat - -
Tai trong: Chiu dugc tai
trong cong viéc va dir liéu 10 2 0 3V 4 O 50
lon.
On dinh: Chay lién tuc ma
.. khong gap su ¢ nghiém 10 2 0 3 0 4 v 50
3 |Petin Jirong
cay Ba at: Bao mat thong tin
a0 mat: Bad mat tong 1 10 2 0 3v |40 | 5O
va chan céac 10 hong bao mat
. oA e N . D’R
leao dién nguoi dung: Dé 1O 2 [0 30 4V 50
Tuong | st dung
4 | tac nguwoi | Trai nghiém nguoi dung:
dung Hai long khi sir dung phan 10 20 30 4 v 50
mém
e S}ra.lA(n: Sl}’a 161 nhanh chéng 10 ) O 30 4v 5 0
5 Bao tri va hiéu qua
Ahdt A Ase DX AN A R
va ho tr¢ C‘apAnhgltﬂ. Dé dang nang cap | O » O 310 4 v 50
va cap nhat
Tai liéu hwéng din: Co sin
Taili¢u | tailiéu huéng dan cho ngudi 1O 2 v 3 0 4 50
6 |va hwéng [ dung
d?ln \ LT N
Pao tao.kDaoktao nguoi st 1O 2 [0 30 4V 50
dung phan mém
Tuén thi tiéu chuin: Tuan thu cic quy
7 | dinh phép luat lién quan dén hoat dong 10 2 0 3V 4 0O 50
cua nod
5. KET LUAN van ban cua nha truong dam bao chinh xac

Thong qua qué trinh nghién clru va phat
trién, phan mém “Quan 1y vin ban” di phan
nao gidp tin hoc hoa nghiép vu quéan 1y van
ban ctia by phéan van thu cia Truong Pai hoc
Phan Thiét, tao diéu kién thuan loi hon cho
nhan vién van thu trong qué trinh quan ly
van ban, giup cho qué trinh xtr ly, luu trix

va hiéu qua hon, qua d6 rat ngan thoi gian
thuc hién. V& mit 1y thuyét, nghién ctru nay
str dung cac thanh phan thu vién Devexpress
trong thiét ké giao dién phan mém. Xay dung
duogc co sé dir li¢u phuc vu cho nghiép vu
quan ly van ban cua nha truong theo Thong
tu s6 07/2012/TT-BVN vé Hudng dan quan
ly van ban, lap hd so va nop ho so, tai liéu
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vao Luu trit co quan. Hoan thién duoc hé thong quéan 1y vin ban trén nén Winform theo ding
yéu cau ciia Thong tu s6 07/2012/TT-BNV va b phan Vian thu cta nha truong, dap ung
dugc co ban cac yéu cau dé ra.
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