UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
HUYEN VAN QUAN DPoc 1ap - Tw do - Hanh phuc

Sb: 1110/UBND-VP Van Quan, ngay 28 thang 10 nam 2019

Vv théng nhit dinh dang van ban
dién tu trén dia ban huyén Van Quan

Kinh gui:
- Céc co quan, don vi trén dia ban;
- UBND céc x4, thi tran.

Thoi gian qua, cac co quan hanh chinh Nha nudce trén dia ban huyén da chu
dong trién khai, ap dung wng dung CNTT trong hoat dong quan 1y va diéu hanh,
gop phan nang cao ning luc chi dao diéu hanh va day manh cai cach hanh chinh.
Dé dam bao thuc hién tét tng dung va phat trién CNTT trén dia ban huyén, gop
phan thuc hién tot muc tiéu xay dung, phat trién kinh té, x& hoi, nang cao chat
lugng hoat dong cia cac co quan hanh chinh theo huéng don gian, hi¢u qua, tng
dung CNTT trong xt ly quy trinh cong viéc & ndi bd co quan hanh chinh, trong
giao dich véi cac co quan hanh chinh khac va véi cac to chac, ca nhan... Mot sé
ung dung cong ngh¢ thong tin trong cac co quan hanh chinh Nha nude trén dia ban
huyén can dua vé theo mot quy chuan théng nhat, 4p dung thdng sudt giira cac co
quan, dic biét 1a cac van ban cua cac co quan tham muu, trinh xin ¥ kién, dong gop
y kién cho HDND va UBND huyén.

Microsoft Office 1a bo phan mém cac tng dung vin phong hd trg cac cong
viéc quan ly nhap dir liéu, trinh bay, théng ké dir liéu duoc phat trién bai tap doan
da quéc gia Microsoft. Bao géom Microsoft Word, Microsoft Excel, Microsoft
PowerPoint, Microsoft OneNote va Microsoft Outlook. Trong co quan hanh chinh
Nha nudc chu yéu wng dung Microsoft Word, Microsoft Excel, trong d6 hay diing
la phién ban Microsoft Office 2003 va cac phién ban tir Microsoft Office 2007 tré
|&n. Hién nay cac co quan, don vi, UBND c4c x4, thi tran trén dia ban huyén ding
cac phién ban Microsoft Office khac nhau, do vay khi xay dung van ban, va gui
vin ban dién tir trén moi truong mang dén may tinh cac ca nhan, co quan khac gay
khé khan trong viéc mé file van ban va cap nhat thong tin trong van ban (Do dung
cac phién ban Microsoft Office khac nhau, chu yéu I1a phién ban Microsoft Office
2003 (Pinh dang dudi *.doc, *xls) va phién bdn Microsoft Office 2007 tro I1én
Pinh dang duéi *.docx, *xls.x)). Do vay dé st dung, khai thac thuan tién va phu
hop trong viéc trao doi, tham muu, cap nhat thong tin trén van ban dién ti, UBND
huyén Vin Quan Yéu cau cac co quan, don vi, UBND cac x4, thi tran phdi hop
thuc hién cac noi dung sau:

1. Cac co quan, don vi trén dia ban, UBND cac x4, thi tran théng nhat trao
d6i, tham muu vin ban dién ta sir dung dinh dang phién ban Microsoft Office 2003
(Pinh dang duéi *.doc doi véi Microsoft Word, *xls déi véi Microsoft Excel). Boi
V&i cdc may tinh dung cac phién ban ban Microsoft Office tir 2007 tro 1€n, khi khoi
tao vin ban chuyén vé dinh dang phién ban Microsoft Office 2003.



2. Khi khei tao van ban giri trén phan mém eOffice va cdc phan mém Quan
1y van ban sau nay, dé nghi cac co quan don vi dat tén file van ban ngan gon, dung
ky tu Tieng Viét khong dau.

(C6 hiréng ddn kém theo)

UBND huyén Van Quan yéu cau cac co quan, don vi trén dia ban, UBND
cac x4, thi tran t6 chuc thuc hién./.

TL. CHU TICH
Noi nhan: CHANH VAN PHONG
- Nhu trén;
- TT HU, TT HDND huyén;
- CT, cac PCT UBND huyén;
- Luu: VT.

Triéu Pirc Diing



HUONG DAN
Céach chuyén van ban tir phién ban Microsoft Office 2007 tré lén (Pinh dang
dudi *.docx, *xls.x) sang phién bdn Microsoft Office 2003 (Dinh dang duéi
*.doc, *.xls)
1. Péi véi Microsoft Word.

Sau khi khai tao van ban xong ta thuc hién cac budc:

e a copy of the document

Word Document

Save the document in the default file
format.

i
W 1] Word ITemplate
| = Convert = Save the document as a template that can M £ - 1 -2 1 -

be used to format future documents. TR TN

@ L Word 97-2003 Document
| Save a copy of the document that is fully
compatible with Word 97-2003.
Find add-ins for other file formats
Learn about add-ins to save to other

>

formats such as PDF or XPS. 'Y BAN NHAN DAN
Other Formats | HUYEN VAN QUAN
Open the Save As dialog box to select from | 2

all possible file types. So: /UBND-VP

4 théng nhit dinh dang van
: dién tr trén dia ban huvén
an Quan

Send >

./ Publish »

;T Close Kinh gwri:

[:__] Word Options ] [X Exit Word J Beccaicarcass

Sau khi kich chuét van ban s& hién thi:

> -
ol | <« ADMIN » Desktop » Théng nhat Van ban
& M _Desktoj L nhat Van

- L&, li':eamth?ng:haf Vén bén 7&'
—

Organize ¥ New folder B==. > @
- Name - Date modified Type
= Libraries g .
3 thong nhat van ban 22/10/2019 5:20 PM  Microsoft Office ...

Eﬂ Documents
J’ Music

=] Pictures
¥ videos

&

% Computer
&L, Local Disk (C:)
= DATA (D2

- GIAT TRI (F:) | lﬂ‘. 1 ~
File name: tieng viet khong dau < q I -

Save as type: [Word 97-2003 Document B | v]

—

Authors: ADMIN Tags: Add a tag

[] Save Thumbnail
R

-No6 bao gom Microsoft Word, Microsoft Excel. Microsoft




Sau khi kich vao nat Save ta co file van ban:

Organize v Include in library ¥ Share with v New folder

2
.0 Favorites Name Date modified Type

B Desktop ] tieng viet khong dau 22/10/20198:27 PM  Microsoft Office ..
& Downloads

:
= Recent Places

i 4 Libraries ten
% Documents f"e
ho J’ Music
[&=] Pictures
E Videos

1% Computer

i &, Local Disk (C:)
i s DATA (D3)
j s GIAITRI (E:)
Is
: “! Network

2. Pdi véi Microsoft Excel
Sau khi khai tao bang Excel xong ta thuc hién cac budc:

ksheet in C: Users ADMIN AppData Roaming

Save a copy of the document |

ﬁ;\- Excel Workbook
I _ull

~ z Save the workbook in the default file
|/ Qpen format.
= (™ Excel Macro-Enabled Workbook
IFx Convert [E58]| Save the workbook in the XML-based and
|E = macro-enabled file format.

E Excel Binary Workbook
Update |oasa| Save the workbook in a binary file format

optimized for fast loading and saving.

]ﬂ Save As ¥ M Excel 97-2003 Workbook

Save a copy of the workbook that is fully
3 compatible with Excel 97-2003.

v

E d Find add-ins for other file formats

7 Pre, ’ ~——J] Other Formats
Open the Save As dialog box to select from

= all possible file types.
| Send 4

/ Publish >

N
_J Close & Return to C:\Users\ADMIN\AppData\Roaming\eOffice\TMP123455\Bao cao NS 9 thang 2019.doc

[ 2 Excel Options | [ X Exit Excel ||




Sau khi kich chudt bang Excel s& hién thi:

Organize v

\| Search thu

@ Microsoft Office Ex

¢ Favorites
B Desktop
& Downloads

o
1= Recent Places

4 Libraries
@ Documents

Jf Music Sl

> cao NS 9 thang 2019.doc [Compatibility Mode

iy =
=

Authors: User

4 Hide Folders

New folder == S— =
) _;l‘fg| Conditional Format  Cell ‘ Insi
Name Date modified Type |[ECHREREO0 S Fable S yIES & I Z
& Styles
No items match your search,
K L s ML N ]
% So sanh
9T | THST | THIT U.TH
pN | BN | pN | UTH lanopr
19DT '9.1091/21 2009/TH (7,007 | 2019
2019 | = 9TDN |- . | huyén
-8 tinh .
h giao| M€ | 2018 £ giao
8=5/1 | 9=572 | 10=53 | 11=71 | 12=72
65.1 650/ 1282| 1002| 100.0
File name: | tieng viet khong dau| 4 932 932 2056 100.0 100.0
Save as type: [Excel 97-2003 Workbook 61.5 637 1052 9.6 100.0
1000 1000| 3750 1000| 1000
Tags:IAdd atag =S
727 2.7 950/ 1000( 100.0
[F] Save Thumbnail 613 613 150.5 100.0(  100.0
2.1 721 1118 1000 1000
764 76.4 68.1 100.0(  100.0
612 612| 1086 100.0| 1000
ntn &N o 207 143 n 100 Nl

Sau khi kich vao nut Save ta co file van ban:

@@y] 1. » Théng nhatVanban » thu ~ [ 5 |[ Search thu o]
=) e e —— — <.
E Organize ¥ Include in library v Share with » New folder | e
; ': B Franies Name : Date modified Type Size
'a Bl Desktop |E] tieng viet khong dau 22/10/20198:37 PM  Microsoft Office E... 533 KB|
F & Downloads
4l Recent Places
a4,
- Libraries i
@ Documents |
J5 Music
[&=| Pictures
B videos

% Computer
E Local Disk (C:)
= DATA (D3)
= GIAITRI ()

‘i Network




3. Péi véi cac phién ban Microsoft Office 2010 tré 1&n

Ta thuc hién cac budc nhu trén ('I:hu"c hién dén buéc 4), sau @6 thuc hién
kich chuot vao nat Save as type, chon vé dinh dang Word 97 - 2003 Document
(*.doc), sau d6 Save lai:

E] Save As

Organize v

t > ThisPC > ChamYoko (D:) > APPLICATION

New folder

(s, Name

| Documents
4 Downloads

Js Music

EL thuthuatphanmemvn.doc

[&] Pictures

B Vvideos

‘aa Local Disk (C:
s ChamYoko (C

v O

Date modified

10/11/2018 6:43 PM

Search

APPLICATION

Type

Microsoft Word 9...

v £
File name: | D8i docx sang doc thuthuatphanmemvn.doc
Save as type: | Word 97-2003 Document (*.doc)
Authors: Cham Yoko Tags:
[[] Save Thumbnail

A Hide Folders

Add a tag

Tools +

Save

ped

Cancel




