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PHAN 1: HUONG DAN CHO PON VI TRUC TIEP SU DUNG

1.1 PANG KY MUA SAM TAP TRUNG

1.1.1 PANG KY MUA SAM TAP TRUNG

1.

Buéc 1: Truy cap vao chic ning Mua sim tdp trung > Ding ky mua sim tip

trung trén thanh menu. Man hinh Phan mém hién thi nhu duéi day:

2.

MUA SAM TAP TRUNG

Dang ky mua sdm tap trung
K&t qua mua sam t3p trung

Bdo cdo mua sam tap trung

dc KCN Béc Giann

ONG CU DUNG CU Q, TRA CUU € BAO CAD 3 MUA SAM TAP TRUNG B TAI LIEU 200

g

Danh sach MSTT | Léap k& hoach MSTT

Bon vi strdung
Nhém tai sén
ME/Tén tai sén

Ngay 13p - ti/dén

108102001 Van phong Ban Quan Iy cac KCN Béc Giang

01/01/2019 31/12/2019

= Danh séch k& hoach l Them mm

1 08/10/2!

llgay ﬂmg Trang
Don vi sir dung thai

019 2019 Van phang Ban Quén Iy céc KCN Bac Giang
duy t

Bude 2: Badm chon Thém méi. Man hinh hién thi nhu sau:

Danh sdch mua sam tap trung

Thang tin k& hoach

Lap k& hoach mua sam tap trung

Vin phong Ban Quan Iy cdc KCN Bac Giang

Bon vi st dung T08102001
Ngay dang kj™* 24/10/2019
Bot mua sdm* Bot 2 v

s

Danh séch tai san

1 May May vi tinh loai 1 HP

-~ ﬁﬁﬁ

ProDesk 400 G5 Microtower PC 10.000.000 m

3.

Phan mém s& ty dong nhap thong tin "Ngay dang ky" va "Pot mua sim"

Buwéc 3: Tai danh sach loai tai san mua sam tip trung, kich chon vao biéu tugng

' M
[% man hinh s& hién lén nhu sau, cac thong tin can nhép:

3/ 11




|

Nhikng trieéng c6 dau * 1 trwéng bat bude phai nhép.

Nhom tai san * 001 May vi tinh dé ban
Tén taisan * May vi tinh loai 1
Chirc danh* Chon chirc danh v

B vi xtF Iy: Intel® Celeron® G4900 Processor 2M Cache,
Quy cach, chit ligu, chiing loai Théng o ki 3.10 GHz. B8 nhé RAM: 4GB 2400MHz DDR4. & cirng: 1TB,
thuat 7200rpm. Chipset: Intel® H310 Express Chipset; Man hinh:
21.5™ LED. Bdo hanh: 2 ndm.

35 Iugng 0

Bon gia 9.000.000 (VNB)

Thanh tién 0 (VND)

Nguén vén mua sim* Chon ngudn vén v
Phuwrong thive thanh todn® Chon phuwong thirc thanh toan r

Bia diém giao nhén y

Ghi chi
“

[ Cap nhat H X Huy bd l

- S6 lwong: nhap s6 luong mudn ding ky mua

- Nguén vén mua sam: chon theo danh sach

- Phuong thirc thanh toan: chon theo danh sach

- Pia diém giao nhan: nhap dia diém giao nhan tai san

- Ghi chu: nhap néu co

4. Buwéc 4: Bim <Cap nhat>.
5. Budc 5: Lap lai budc 3, 4& 5 voi cac loai tai san khac can dang ky mua sam.
6.  Bwdc 6:Bim <Luu>=><Pdng y>

1.1.2 SUA PANG KY MUA SAM TAP TRUNG

Luu ¥: Dang k¥ nhu cau mua sdm chi cé thé siea khi 6 trang thdi “cho duyét” hodc “hiiy

duyét”, con déi véi trang thai “da duyét” sé cho phép sira.

Truy cap vao chiic ning Mua sam tdp trung > Dang ky mua sam tdp trungtrén
thanh menu. Phan mém hién thi danh séch cac ké hoach mua sam tai san trong nam do cua

don vi.
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Pé sira dang ky mua sam nao trén danh sach, ngudi str dung bam chon chudt vao
biéu twong Sira®, sau d6 stra lai cac thong tin vé dang ky mua siam theo mong mudn (céac
budc thyc hién twong ty nhu muc Thém méi ding ky mua sam tap trung tai san).> Bam
<Lwu>-2<Dong>.

1.1.3 XOA PANG KY MUA SAM TAP TRUNG

Luu ¥: Pang k¥ nhu cau mua sam chi ¢é thé xéa khi & trang théi “cho duyét” hodc “hiy

duyét”, con i véi trang thai “da duyét” sé khong cho phép xéa.

1. Truy cap vao chirc ning Mua sim tip trung > DPdng ky mua sim tdp trungtrén
thanh menu. Phan mém hién thi danh sach cac ding ky mua sam tai san trong nam dé cua

don vi.

2.Dé xba dang ky mua sdm nao trén danh sach, nguoi st dung bam chon chudt vao
biéu tuong X6alll > bAm <T iép tuc>><Pong>.
1.1.4 BAO CAO MUA SAM TAP TRUNG

Bing chi tiét nhu cdu mua sam tip trung - Mau 01b don vi nép cho don vi chii quin cé

kém theo diu dé dé lam cin civ phé duyét nhu cau mua sim tap trung trén hé thong.

1. Buéc 1: Truy cap vao chic nang Mua sam tdp trung >Bdo cdo mua sam tdp trung
2. Budc 2: Chon Bdng chi tiet nhu cau mua sam tdp trung - Mau 01b

Ky bao cao Tay chon hed

Tir ngay 01/01/2019 Pénngay | 24/10/2019

Bon vi bdo cdo Van phéng Ban Quan Iy cac KCN Bac Giang -

Bot mua sdm Tétca -
Nhém tai san Tétca -
Binh dang xem PDF b

[}(em bao ca'o] [}(uéttép dé in] y

3. Budc 3: Trong cua s0 “Dicu kién bdo c4do”, nguodi st dung nhdp cac thong tin tuy
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chon:
-Tir ngay dén ngay: Nhap khoang thoi gian mudn xem bao céo.
-Pot mua sam: Nguoi str dung chon dot mua sdm mudn xem.
4. Buwdc 3: BAm<Xem bio cdo>dé kiém tra dit li¢u béo cdo trudce khi in

Hoic chon dinh dang xem 1a MS Excel/ MS Word r6i bAm<Xuét tép dé in>dé xuit tép
bdo cao ra dinh dang excel/ word. Sau d6 chon chirc nang in trén tép tin excel/ word dé

thuc hién in bao cao.
2.2 NHAP KET QUA MUA SAM TAP TRUNG
Phan A: Nhip két qua mua sim tap trung

bé nhép tai san dugc hinh thanh bdi cac dot mua sdm tap trung, don vi st dung thuc

hién theo cac budc sau:

1. Budéce 1: Truy cap chuc nang "Tai san". Chon chic nang "Tang mai tai san"

Q& HETHONG = DANHMI n 33 TAI SAN 92 CONG CU DUNG CU Q TRACUU & Bio cAo

= Tinh B&c Giang: Van phong Ban Quan If cac KCN Bac Giang
TAI SAN Q. Tim kiém

B K& hoach mua sam

Mhép s du ban dau Tén tai san

M4 tai san

ﬂ Tang madi tai sdn

Thay ddi théng ti - S e
G5 11 ey theos t = Danh sach tai san

13 Tang gidm nguyén gid I

2. Bwdec 2: Nhian chon nhém tai san can nhap
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I#2 T&ng mai tai san
> bat
> Nhacira
> Vat kién tric
> Xe ot

» Phuong tién van tai khdc
(ngoai xe & td)

» May mac, thiét bi

> Cay lau ndm, sic vat [am viéc
va/hodc cho san pham

> Tai san cd dinh hiru hinh khac
> Tai sdn cd dinh vo hinh

> Tai sdn cd dinh déc thi

3. Buiéc 3: Trong form nhap ting mdi tai san can luu y nhitng trudng thong tin sau:

Thadng tin tai san
Bon vi sir dung” T08102001 Vin phong Ban Quan Iy cac KCN Bac Giang

Ma/Tén tai san™

Nhém tai san”
y do tang* Mua méi v
inh thire mua sam” Mua sam tap trung v
ot mua sém Tatca v
hirc danh® Chon chifc danh r
Hoa hang, chiét khau 0
Hoa héing nép NS 0 Hoa héng gii¥ lai don vi 0

- Ly do tang: Chon "Mua mé1"

- Hinh thitc mua sam: Chon "Mua sim tap trung"

- Dot mua sam: Chon ding dot mua sdm cua tai san

- Churc danh:Chon chuce danh str dung tai san trong danh sach.

4. Buwoc 4: <Luwu> -><D5ng y>
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Phin B: Bio cio két qua mua sim tap trung:

Don vi s dung co thé tuy chon cdac mau bao cao phu hop voi nhu cau swr dung dé
phuc vu cho cong viéc. Trén hé thong qudn ly tai san cong co 2 mau nhw sau:
5. Madu 1: Bdao cao> Bdo cdo cong khai >Cong khai két quda thuc hién mua sam tai

sdn nha nuwoc

35 TAI SAN 2 CONG CU DUNG CUY Q TrRACIN n & BAO CAD «$ MUA SAM TAP TRUNG

an Iy cac KCM Bac Giang

Bdo cdo cong khai

- |=] Bidy 56 01 - Cong khai k& hoach mua sim tai san nha nudc

- Cong khai két qua thwe hién mua sam tai san nha nwéc
=] Bieu so 03 - Cong khai quan Iy, st dung tru s lam viéc, co s hoat ding swr nghiép

Bidu =0 04 - Céing khai quan Iy, sl dung phurorng tién van tai va tai san khdc

“[El Bidu =8 05 - Cong khai viéc cho thud tai san nha nude

7“[2] Biéu 56 06 - Cong khai digu chuy&n, thanh Iy, ban, chuy&n nhirgng, thu hdi, tiéu hily tai san nha nude

6. Mau 2: Bdo cdo>Bdo cdo ké khai ding ky> Mau 09a-CK/TSC: Céng khai tinh

hinh dau tw xdy dung, mua sam, giao thué tai sin cong

P HETHONG = DANH MUC % TAISAN % CONG CU DUNG CU Q TRACL n @& Biocho «& MUA SAM TAP TRUNG B TAI LU

= Tinh Béc Giang: V&n phing Ban Quén Iy cac KCN Bac Giang

BAO CAO = | Bdo cdo ké khai TSNN }

Bdo cdo cdng khai

Thﬁng tur 6 09/2012TT-BTC ngdy 19/01/2012 ciia BS Tai chinh
Bdo cdo cdng cu dung cu ) m3u 56 01-DKITSNN - Bdo co k& khal try 56 13m viéc, co 5& hoat aong sy nghiép
A [El M&u 56 02-DKITSNN - Bdo cdo ké khai xe 6 16

Bdo céo tai san
MZu s6 03-DKITSNN - Bdo cdo ké khai tai san cd nguyén gid tiy 500 triéu ddng trdr 1én

Béo céo theo ché dg ke toan

| a Béo cdo ké khai dang ky

M#u s6 04d-DKITSNN - Bo cdo ké khai xoa thdng tin v& tdi san trong co s& dif lidu

MAu s6 01-DM/TSNN - Danh muc try s& 1am viéc, co s& hoat dong su nghidp dé nghi xi¥ Iy

n El Théng tur 56 144/2017/TT/BTC ngdy 20 thang 12 ndm 2017 clia BS Tai chinh

= b D T T N nisp

Méu 56 04b-BKITSC - Bdo cdo ké khai xe 616

i~[E MU 55 04c-DKITSC - Bdo cdo ké khai tai san cb nguyén gid tir 500 tridu dong trd 18n

n Miu s6 08a-CK/TSC - Cang khai tinh hinh dau tw xdy dyng, mua sam, giao, thué, tai san cong I

¥ =/ Mau s0 09b-CKITSC - C-ung khai tinh hinh quan Iy, sir dung tru so lam viec, co so hoat dorg su nghiep

21 Mau s8 09¢-CKITSC - Cang khai tinh hinh quén I, s& dung xe 6 16 va t3i sdn ¢d dinh khdc

8/11



PHAN 2: HUONG DAN DANH CHO CAN BQ TONG HOQP
2.1 DUYET PANG KY MUA SAM

1. Bwéc 1: Chon don vi lam viéc 1a don vi téng hop:
Vi du: Sé Giao duc va Bao tao, UBND thanh phé Bic Giang, UBND huyén Yén Thé...
Cac budc thuc hién nhu sau:

- Nhan vao tén don vi mau xanh trén man hinh hién thi:

UBND TINH BAC GIANG
PHAN MEM QUAN LY TAI SAN CONG

@ HETHONG 3= DANH MUC FE DUYET SO LIEU @ BAOCAD o2 MUA SAM TAP TRUNG B 1Al LIEU

= JTinh Bac Giang= Tinh Bac Giang

Duyét dang ky mua sam tap trung

Bot mua sim Tatca v

Ngay dang ky - tir/dén
ngay

Blorn vi slr dung

Trang théi O Chey duyét © P& duyét [ Tirchdi

- Nhan vao nut e dé chon don vi lam viéc:

Chon dom vi sir dung ®

-

[ G m3 hodc tén don vi d& tim kiém ” Tim kiém ]

STT| MA DON VI TEN BON VI

1 |T08 Tinh Bac Giang

2 | To2102 Ban Quan Iy cac KCN Bic Giang

3 | T08102001 | V&n phong Ban Quan Ij cic KCN Bac Giang

4 T08103 Trung tdm dich vu Khu céng nghiép tinh Bic Giang

5 | To8105 Céng ty Phat trién ha ting Khu Céng nghiép

Ban Quan Iy dir én BTXD cdc cong trinh dan dung va cong nghiép tinh

Rl RS Béc Giang

7 | TOB107 Quf phat trién g4t tinh BAc Giang

| & |Tos108 Van phang Bloan PEQH va HOND tinh Bac Giang

9 |[T08109 Vian phong UBND tinh Béc Giang

© © © 0|0 © 0 ©

10 | T08110 Trung tam Tin hoc - Cong bao
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2. Budc 2: Trén thanh cong cu chon chirc ning “Duyét s6 liéu”.

TINH BAC .53' 5

N MEM OUAN LY TAI SAN CONG

ET S0 LIEV & Biocio 2 MUA SAM TAP TRUNG B TAI LIEU

= Tinh Bac Giang: Tinh Bac Giang

‘ Duyét dang ky mua sam tap trung ‘

3. Budc 3: Thuc hién duyét/ tir chdi duyét cac ding ky mua sam trén danh sach:
= Danh sdch dang ky mua sam tap trung
T T S =1 )
nam 2019 31/10/2019 Truging Trung cép nghi Giao thang Van tai Bac Giang Tir chéi
2 Dot 1ndm 2019 31/10/2019 Van phong S& Ngoai vu tinh Bic Giang Cha duyét Qea
3 Dot 1nEm 2019 31/10/2019 Van phang S¢& Giao thang vén tai Tir ché Q
4 Dot 1nam 2019  31/10/2019 Chi nhanh Van phong Dang ky dat dai huyén Viét Yén Huy duyét Q
5 Dot 1ndm 2019 31/10/2019 Hat kiém I&m thanh phé Bac Giang Chd duyét Qoa
6 Dot 1ndm 2019  31/10/2019 Vin phong S6 Tai nguyén va Mai trutng Chd duyét Qea
Dot 1ndm 2019 31/10/2019 Bén xe khdch tinh Bc Giang Huy duyét Q

8 Dot 1nam 2019 31/10/2019 Van phong S¢ Tu phép tinh Bac Giang Cha duyét Qoa
9 Dot 1ndm 2019 31/10/2019 Chi nhanh Van pnang Dang ky dat dai huyén Viét Yén Chd duyét Qoa

1. Bam chon biéu tuong hinh kinh lap = tai cot Tac nghiép dé xem chi tiét thong tin
dang ky mua sam tap trung trudce khi thuc hién phé duyét.

2. Bam chon biéu tugng Duyétgtai cot Tac nghiép dé dong y phé duyét thong tin
dang ky mua sam tép trung.~> Dang ky MSTT s& c6 trang thai Da duyét.

Hodc bAm chon biéu tuong Tu chbi @ tai cOt Tac nghiép dé khong chép thuanphé
duyét dang ky mua sam tap trung.~> Pang ky MSTT s& ¢ trang thai Tir chdi.

Cdc trang thdi cua dang ky mua sam trén phdan mem:

- Cho duyét:dang ky MSTT vura 1ap dang cho dugce phé duyét hoac dang ky MSTT bi
tir chdi da sira va luu lai thong tin.

- Da duyét: dang ky MSTT da dugc phé duyét.
- Tir chéi: dang ky MSTT khong duoc chap thuan.
- Huy duyét:dang ky MSTT & trang thai da duyét nhung sau dé bi huy phé duyét.

3. Buée 5: BAm <Tiép tuc> dé thuc hién thao tac
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2.2 BAO CAO TONG HQP NHU CAU MUA SAM TAP TRUNG

1. Budc I: Truy cap vao chuc ning Mua sam tdp trung > Bdo cdo mua sam tdp

trung. Man hinh sé hién thi nhw sau:

UBND TINH BAC GIANG

PHAN MEM QUAN LY TAI SAN CONG

@ HETHONG = DANH MUC = DUYET SO LIEU €& BAO CAI n 2 MUA SAM TAP TRUNG B3 TAI LIEU

Tinh B&c Giang:: Tinh Bac Giang

Y

MUA SAM TAP TRUNG ‘ Béo cdo mua sam tap trung ‘

n Béo cdo mua sam tap trung

Danh muc mua sam tap trung

B BAD CAO TONG HOP DANG KY NHU CAU MUA SAM TAP TRUNG

i[El Téng hop dang ki nhu cAu mua sém tap trung chi tiét theo tirng don vi va loai tai san méu 1
Dot mua s&m tai san [E Téng hop dang ki nhu cAu mua sém tap trung theo loai tai san mau 2
Téng hop dang ky nhu ciu mua sam tap trung chi tiét theo timg don vi mau 3

#[E Téng hop két qua thuc hién mua sam tap trung miu 4

2. Buwéc 2: Chon biéu bao cdo tong hop nhu cau mua sim tuong ng
1. Bang tong hop nhu cau mua sdm tap trung - Mau Ola
2. Tong hop dang ky nhu cau mua sam tip trung chi tiét theo timg don vi va loai tai

san mau 1
3. Tong hop diang ky nhu ciu mua sim tap trung theo loai tai san mau 2
4. Téng hop dang ky nhu cau mua sim tap trung chi tiét theo timg don vi mau 3
5. Tong hop két qua thyc hién mua sam tap trung mau 4
6. Bude 3: BAm <Xem bdo cao0> dé kiém tra di liéu bao cdo trude khi in

Hoic chon dinh dang xem 1a MS Excel/ MS Word r6i bAm <Xuit t&p dé in> dé xuat
tép bao cdo ra dinh dang excel/ word. Sau dé chon chirc ndng in trén tép tin excel/ word dé

thuc hién in bao cao.
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