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PortalOffice la Gi i phap v n phong
I nt c xay d ng trén n n Web
bao g mh n 20 ch ¢ n ng nh : Lch
C quan, Tint ¢, Qu n ly cong vi c,
Quy trinh, H s taili u, Qu nly Céng
v n, Nhan s ,.... PortalOffice la v n
phong int k tnicac phong ban,
chi nhanh truy nthongn ib , qu n
ly va i u hanh tac nghi p. aylamt
gi iphapthu nVi td tri nkhaivas
d ng, ava ang c hang ngan ¢
quan, t ch c, doanh nghi p ng d ng
trong O cO nhi u ngan hang va t ng
cong ty va la Gi i phap v n phong i n
t c ngdngnhiunhttiVit
Nam.

Quan ly
Quan by cdng viéc,
cong van dir én

Kho tai ligu
ding chung

Quan ly
khéach hang,
hep ddng

Van phong dién t
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Quan Iy
tal san, thiét bi

Lich eo quan,
Lich ca nhan

Quan tri
hé théng




Cac module tich h pm r ng:Baocao KPIl,Qu nlynhans ,Qu nlytais n, B4o cao cong trinh...



Ccongc h tr lamvi ctr ctuy nva i uhanhtr ctuy n
K tn iv nphongv inhau
Chu n héa cac Quy trinh, chinh sach, bi um wu...

Congc gipt nghi uqu x lycbngvi c,ti tki mth igianvagi m chiphi (in

n, il i...), truy nthéng nhanh va chinh xac, b o m tva an toan théng tin.
Laméitr ng cacthanhviénchias trith cv inhau.

Xayd ngm tnétv nhodm i,giupb ithéiquenlamvi ctréncacph ngti n

th! cébng,xayd ngm tmbitr nglamvi cchuyénnghi pva uvi th n.



PortalOffice C cai
trén may ch
- Window Server

- C s" d#li usSQL
Server

- $ngd ngserver: lIS

Ng idung truyc p
ph nm mb ng:

t



1. Danh hi u Sao Khué 2012 cho nhdm S n ph m/Gi i phap ph ¢ v c¢bng tac
v nphongdoHi ph iPh nm mVi t Nam (VINASA) trao t%ng.

2. Th  ng hi uuy tin: “Ché{s Tin nhi m Gold Trust Supplier, Trusted Brand” c! a
Trung tdm &anh gid Ch¢s Tin nhi m Chau A Thai BinhD  ng.

3. Danh hi u Sao Khué 2011 cho nhdbm S n ph m/Gi i phap ph ¢ v cbng tac
v nphongdo Hi ph iPh nm mVi t Nam (VINASA) trao t%g.









Qu nlyv nb n cxayd ngnh mcacm c¢ ichsau:

Tinh' chodquatrinhl utr#vax lyv nb n.

T ng hoa cac quatrinhnh n-g iv nb n: Email, Fax,...

H tr banlanh otheo dbi, anh gidcéngvi c
L utr#v nb nantoan,timki md dang,t tki m chiphi

Cacch cn ng chinh:

Qunlyvnbn n Theo do6itinh tr ng
Qu nlyv nb n i Theo doi tinh tr ng x
Qunlyvnbnnib Bao cao

Qu nlycongvi c

cv nb n (PDF, Mircosoft Office file)

cvnbn

lyv nb n






aylacbngc gipnhaqu nlyt ch cvav nhanh b maytheo m t quy trinh nh t
nh. T( cong o nng iqu nlygiaovi ¢ chonhan vién, nhan viénth c hi nr i bao
caotinhtr ng,k tqu congvi c...S d ngch cn ngnaynh)m giam sat va ki m soat

caccongvi ¢ angth chi n, daquah nm tcach ch% ch* va khoah' c.

Giao vi ¢

Th chi ncongvi ¢
Theo dbi cong vi ¢
Ghi va xem bao céo
Qu nlyd &an

Xayd ngd anm u
Qu nlytaili ud an

Timki mcoéngvi c/d éan






Quy trinh c xay d ng cho nh#ng céng vi ¢ cl% i,1% 1 inh)m
tuan th! theo chinh sach c!a congty vagi mb tth igian va chiphi.
Vi cxady d ngcac quytrinhvax lyquytrinh i nt nh)mki m soat

c cong vi ctheoquy nh,chinhsachclacéngty vn mb o c
th chi nk ¢ khing itham giax Iy quy trinh khéngcé m%" v n
phong.
Cac b ctrong quy trinh s* do doanh nghi pt  nh ngh+a theo quy nh
chinh sach c! a doanh nghi p minh.
Cac ch c¢n ng chinh:
* Qu nly nhédm quy trinh
* Xay d ng quy trinh theo nhém: tén quy trinh, cac giai o nx ly, phéan quy nng
* Xem quy trinh ang tham gia x ly theo tr ng thai
e G iyéuc uchong ikhacx ly

e Tim ki m cac quy trinh

I X

ly.



Vid : Quy trinh xin ngh&hép

-G iyéuc uxinngh&cém u nxinngh&hép) nng i

qu nlytr cti p—giai o nl.

-Qu nlytr cti p(tr" ngphong)ti pnh n, ki m tratinh xac

th ¢ (ngh&phép, khéng phép...). N uqu nlytr ctip ngy
chuy n nTP.Nhans (giai o n2).N ut( ch i,théngbéol i
chong ig iyéuc ugiai o nl.

-Tr" ng phong Nhans ti pnh nphi uyéuc uclagiai o n 2,

duy tyéuc uvak tthdc quytrinh—giai o ncu .



Lchcanhancungc pcongc thi tl plchlamvi ¢ ngchom ithanh vién trong doanh nghi p,
phan h nay giup cho cac thanhviénch! nglénk ho chcongvi ¢c,s,px pcaccu ch-n,s ki n
va ghi chu quan tr' ng, c. ng nh  nh#ng vi c ¢ nlam trong ngay, tu n ho% thang.

M t canhan coth xem|ch cong tac c! a minh, va theo dai I ch lam vi c¢ ¢! a thanh vién khac ma

minh qu nly.

Théng bao, nh, c | ch (email, sms, tin nh, n)

Hi nth Ichtheo ngay/tu n/thang

Ins ki n

Ghinhanhs ki n

Theo dbi | ch ca nhan c! a thanh vién do minh qu nly

M ica nhan khac tham gias ki n



S dnglchc quan thayth chocacph ngti ntruy nthongc. nh b ngthdng
bado, b ngk ho chcéngtacc!ac quan,c!acac phong ban.
Xayd ngk ho chlamvi cchungc!ac quan, phong/ban,b ph ntheo ngay/tu n/thang

D dangtheoddicacs ki n & angvas,pdi nra.

Qu nly nhém | ch chung

Qu n ly tai nguyén (phong h' p, xe céng tac...)
Théng bao, nh, c | ch (email, sms, tin nh, n)

Hi nth |chtheo ngay/tu n/thang

L utr# biénb nlchh'p

Ins ki n

Chuy nlchc quanvao lch canhan

Phanquy nc pnh t,duy t,xemn idunglchc quan



Th ngnhtqunlyh s ,tailiuclac quan,theo ingch cnngs dng,cungc p

thong tin nhanh chong, hi uqu m tcacht cth ih tr ng is d ng.

Qu nlynhémtaili u(th m c)
Phanquy ntruyc pth m ¢
Thém/s a/xbéataili u

Timki m

Qu nlytaili utheo phiénb n



Ch cn ngqu nlytint cgidp doanh nghi pthi tl ptrangtin i nt riéng c!adoanh nghi pma"
ong is dngcoth timth ynh#ngthéngtinh tr chocbngvi ¢ m tcach nhanh chéng, chinh
Xac.
Vid :Xayd ngcac nhém thong tin:
-Théngbao: ngt icacthéng bdom it( Lanh o, thdng baot( cacb ph n, phong ban, théng
bdov cacv nb n,chinhsachm ichot tc cacthanh vién.
-S ki n: ngticacthébngtinliénquan nhot ngclac quan
- Quy &nh & Chinhsach: ngt icacquy nh,chinhsach,h ngd nchungc!ac quan.
Qu n ly nhédm thong tin
Phan quy nc pnh ttin bai theo nhom tin
Qu nlytinch duy t
Timki m

Th ngkél t' ctheotin bai

A



Ch cn ngtinnh,nn ib h tr cacthanhviéns d ngv nphongtr ctuy ntrao i
thébng tinn ib m tcach nhanh chong.

Congc lienk tv icac moduletruy nthbéng va c ng tac trong PortalOffice nh) m théng
bdochong iti pnh nthéngtinbi tcacthéngtinm imang ikhacg icho minh ho%

théngtinc nx ly.

Qunlyh ptin  n-— 1|, ...
So nth o,g i,nh ntin
Timki m

Qu n ly tin theo nhém

Thi tl pgi ih ntin



Ch c¢n ngnay gitp cac doanh nghi pti pc nvagiaoti pv ikhachhangm tcachcoh

th ngvahi uqu , qu nlycac théng tin c! a khach hang nh) mph cv khach hangt t
h n.

Thong tin khach hang
Qu nlyh p

2l
i il

ng
Qu nlycongn
Qu nlygiaodch
Qu nlyc hi
Marketing

S nphm

\M



Ch c¢n ngnaycho phépqu nlyquatrinhc pphatv nphongph mtr ctuy n gi m

thi uth igianva chiphiqu nly.

Qu nlyt ptrung,th ngnh tvaki m soat c chi phi v n phong ph mtrongc quan,
mb os d ngti tki m, hi uqu .



Qu nlyh s nhans

Qu nly ngay phép

Qu nlyh p nglao ng
Qu nlyquatrinhh'ct p
Qu nlyquatrinhlamvi c
Thong bao sinh nh t

L p bao cao nhans

Phan quy nqu nly



e Qu nlytais n
e Kh osat&binhch'n
e Danhb ¢ quan

Din anth olu n

« Th vi n nh =
« Thi p int -
» Chatting

- SMS

Qu ntr h th ng
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Ch cn ngnaylach cn ngtuych' nchokhachhangmu n ngd ngqu ntr nhans

tichh ptréncungm th th ngv nphong i nt .



M c ichclavi cs d ngch& KPItrong anhgidth chi ncongvi clanh)m mb o
chong ilao ngth chi n Ungcactrachnhi mtrongb ngmét cébngvi cclat(ngv
trich cdanhc th , i unaygopph nchovi ¢ anhgiath chi ncoéngvi ctr* nén minh

b ch,rdrang,c th ,congb)ngvahi uqu h n,nangcaohi uqu coéngvi c.

L p bao cao

Duy tbédo céo (c ptr" ng phong)

Phong nhan s duy tbao cao

L pcacm ubao cao KPI( nhngha
tiéu chi anh gia, thanh tich céong vi c,
tbn ch¢va giatr ¢ t16i...)

Trac ubao céo

Qu ntr



-Qu nlytais ntheot(nglo itais n,theo phongban/b ph ns d ng.

-Theo dditinhtr ngclat(ngtais nvacacthéngtinchiti tclatais nnh n ms nxu t,
nmb,t us dng,xutx s nph m, %ctinhc!atais n, nguyén gia, gia tr hao mon,
giatr conl i

- Cho phép theo ddilchs ,tinhtr ngclat(ngtais n

-Chophép nvcpd ilp nghtrangc ptais nvag ic ptrénphé duy t.
-Chophépl pk ho chb od/ ng,s ach#atais n

-Lénbaocaov tinhhinhs d ngtais nti nv.

-Giupng is d ngtheoddilchs d ngchiti tclathi tb/tais ntheot( ngtu n,
coth yéuc uva i u ngthi tb h ply, tranh ch ng chéo.

-H tr | pcacphi uliénquant ithuyénchuy nthi tb tais n,quatrinhs ach#athi t

b tais nvacacphi uliénquant iquatrinhs d ngthi tb tais n.



TR S CHINHT* I HAN( I
&ach+ T ng3,s 198 Nguy n Tuan, P. Nhan Chinh, Q. Thanh Xuan, Ha N i
Tel/Fax: (84-4) 62.82.43.68

Email : contact@vss.com.vn

V N PHONG H# CHI MINH
&ach+S 007 MO Hoang, Nguy nV n Linh, Ph MOH ng,Qu n7, TP H Chi Minh
Tel/Fax: (08) 86.622.265

Email : hcmoffice@vss.com.vn
WEBSITES N PH) M VA DEMO TR%C TUY, N

Trang s n ph-m: http://www.vanphongdientu.com.vn

Trang demo tr c tuy. n: http://demo.dieuhanhtructuyen.com




