KINH TE D31 NGOAI VA HOI NHAP KINH TE Qudc TE

dnG DyNG CcONG M@#ﬂé THONG TIN
TRONG SOAN THAO HQP PONG
THUONG MAI

Trong boi cdnh hoi nhdp kinh t€ quoc té
hién nay, cdc doanh nghiép Viét Nam cdn tu
trang bi cho minh nhitng quy trinh hop Iy va
hiéu qud trong titng mdng hoat djong. Mot
trong nhitng viéc ma doanh nghiép cdn lam
dé rit ngdn khodng cdch vdi doanh nghiép
dén tix cdc nudc phdt trién, dé la quy trinh va
k§ ndng soan thdo hop déng thuong mai dua
trén viéc ung dung cdc thanh tyu cia cong
nghé thong tin (CNTT). Bai viét nay phdn
tich mot s6 vén dé lién quan dén ung dung
CNTT trong viéc soan thdo hop dong thuong
mai trong doanh nghiép.

1. Muc tiéu cia viéc ting dung cong nghé
thdng tin trong soan thao hgp dong thuong mai.
Hoat dong soan thdo hgp dong thuong mai
trong doanh nghiép can dat dudc sau muc tiéu sau:

- Tiét kiém thdi gian soan thio hgp dong.
Ngudi soan thdo s€ khong phdi ldp lai cdc thao
tdc giong nhau trén nhiéu hdp dong.

- Dinh dang vin ban thdng nhat. Tinh chuyén
nghiép clia mot t& chidc thé hién ngay trong su
thdng nhat vé dinh dang cla cdc vin ban.

- Thong tin chinh xdc, nhat quan gifta cic
phan trong cling mot hgp déng. Ngudi soan
thao hdp dong thudng 14y mdt hgp dong c6 sdn
cho moét giao dich trude d€ 4p dung cho giao
dich sau, nhung khi sita cdc thdng tin thi khong

Pham Hoang Anh

stta hét, din dén thi€u nhdt qudn gilta céc
phén trong cing mot hgp dong.

- Thong nhat giita cdc hdp dong giao két véi
cling mot doi tdc, hoidc gitta céc hdp ddng lién
quan dén cing mot loai hang héa, dich vu.

- Cdc dan chiéu dén ting diéu, khodn phdi
chinh xéc va dugc tg dong cap nhat mdi khi ¢6
sif thay ddi vé s6 hiéu cda diéu, khodn dugc
din chi€u dén.

- H6 trd viéc qudn 1y thong tin vé cdc doi
tdc mot cdch tip trung (mot ¢d s dir liéu chita
thong tin dic dinh cda tiimg doi tdc va (at ca
céc doi tdc). Chi khi thong tin dudc Iuu trit tip
trung va xit 1y tu dong thi mdi dam bdo dugc
tinh chinh xdc, toan ven va thong nhit.

Bén canh hgp ddng, thdng tin trong hé
thong cdc tai liéu khac (thu chao hang, gidy
bdo gid, bién bdn nghiém thu,...) lién quan
dén cting mdt ddi tac, hodc ciing mot loai hang
héa dich vu, cling cAn phai c¢6 sy thdng nhat.
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2. Quy trinh s¢an thio hgp dong. chuin héa theo mdt quy trinh thdng nhat. Viéc
P& ting dung thanh cong CNTT vao bat c¢  soan thio hdp dong trong doanh nghiép c6 thé
hoat dong nao trong doanh nghiép, mot didukign ~ theo mdt quy trinh ¢6 sdn, hogc theo quy trinh
tién quyét 12 hoat dong d6 trude tién phai duge  khuyén nghi dudi ddy véi 7 bude (xem Bang 1).
Bang 1: 7 bude thude quy trinh soan thio hgp déng thuweng mai
TT Tén budc B6 phan thyc hién Thao tac
}()h;jfghljmhf_j(l’;’fh - Lap cdu tric cho CSDL
1 Tao CSDL pho1 hdp vo1 Phong .
. - Nhip théng tin cho CSDL
161 tic CNTT) P Ihone
- Cap nhdt théng tin
4 4 A A
; Ban Phdp ch& (phd1 | 1, dinn dang thdng nhat
5 Tao cdc hdp vdi Phong CNTT), Lien k&t dén CSDL d6i 4
x N < - Lién kétdén 61 tdc
map hgp dong Phong Kinh doanh, ;
.o o - Tao cdc tham chi€u chéo
Ban Gidm déc
Nhém truc i€p dam - LAy thdng tin tr CSDL ddi tac
3 Sit dung phédn, soan thdo hgp - Chinh stta hgp déng cho phu
’ m3u hop ddng ddng + 1 chuyén vién hop véi ting vu viée
phdp ch& - Kiém tra cdc tham chi€u chéo
- - Theo doi thay ddi vé ndi
\ 4 Nhém truc tiép dam X 12 A
i dung sau mdi thda thuin dat
4 Quaén ly cdc phdn, soan thao hgp duce
phi¢n bdn du thdo ddng + 1 chuyén vién B .
. » - Qudn 1y cdc phién bdn du
phdp ché )
thdo
S 1w L& - Duyét chinh thifc ndi dun
s In \a’ky keE HD Chuyén vién phédp hd;ééng ' s
¢hinh thie ché&, Ban Gidm déc ' .
T - In va ky hgp dong
dio nha Ban Phdp ché, Phong | Nghién cttu, thdo luan dé€ quyét
6 ap 1 at Kinh doanh, Ban dinh xem c6 cdn sira d8i miu
mau Hb? . ) .
Gidm doc hgp dong khong.
v Pdm bdo théng tin khong thay
Luu [va qudn ly Chuvén vidn phin che d6i sau khi hop déng da dugc
7 HD Lhinh thic nuyen vien phap €he | o g
Ngyon: Xay dung trén co s Quy trinh soan thdo hop déng - Cong ty C8 phdn Chumg khodn Ha Thanh
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Trong ¢d 7 budc clia quy trinh khuyén nghi
néu trén déu c6 su tham gia clia cdng nghé thong
tin, dic biét trong cidc budc s6 1, 2, 3 va 7. Bay
budc nay dugc thuc hién nhu sau:

Budc 1: Tao cd sé dif liéu doi tac.

Ciac doanh nghiép 16n thudng trién khai mot
hé quan tri c¢d s& dir liéu thong tin khdch hang,
hodc cao hon, mdt hé quan tri quan hé khéach
hang (Customer Relationship Management -
CRM). Trong trudng hgp nay, dir li€u li€n quan
dén khdch hang ¢6 thé dudc 14y thing tir cac
hé quén tri trén va dua vao cdc miu hgp dong.
Tuy nhién, néu chi phuc vu cho muc dich xay
dung quy trinh soan thdo hgp ddong, khong
nhat thi€t phai trién khai cd mot hé quén tri
quan hé khich hang, ma ¢6 thé chi cin tao ra
mdt tép dit liéu chita tat cd cdc thong tin lién
quan dén khach hang. Tép dif liéu ndy c6 thé
tao ra bing mdt phadn mém cé sin trong bd
Microsoft Office hét sitc phd bi€n hién nay:
Word, Excel hodc Access. Pdi vdi cdc doanh
nghiép vira va nho, nén dung Microsoft Excel
vi phan mém nay dé stt dung, linh hoat va c6
thé chita dugc mot lugng khd 16n dit ligu: 256
cdt dir liéu, 65.536 hang trén mdt bang tinh
(worksheet) va mdi tép cé thé chita tdi 255
bang tinh. Ngoai thong tin vé khdch hang, t&p
¢6 thé con duge diing d€ chita thong tin vé cic
nha cung cap, cdc doi tdc kinh doanh khic.
Trong bai viét nay, tif ¢d s§ dit liéu (CSDL)
doi tdc dude dung khi dé cAp dén tép néu trén.

CSDL d6i tdc can chifa tat ca cdc thong tin
cla ddi tdic ma cé thé xuit hién trong hop
ddng va céc tai liéu giao dich khac, vi du: 56
hop dong, tén cong ty, dia chi, s6 gidy chitng
nhdn DKKD, noi cdp, ngay cdp, dién thoai,
fax, ma sé thué, s6 tai khodn, ngudi dai dién,
chifc vy, cdc thong tin lién quan dén ddi tugng

cla hop dong nhu: sé luong, chiing loai, don
gid, thanh tién, thué¢ GTGT,... M&i khi ¢c6 mot
khach hang, nha cung cdp mdi, nhin vién
Phong Kinh doanh ¢6 trach nhiém nhdp cac
thong tin lién quan cda doi tic d6 vao CSDL.
Tép CSDL doi tdc nén dudc dit trong mdt thu
muc dung chung (shared folder) trén mang nd1
bo clia doanh nghiép va phan quyén quan tri
sao cho ngudi cda BO phan Phdp ché (va
nhiing ngudi tham gia dam phdn, soan thdo
hgp ddng) c6 thé truy cip vao dé€ 1ay thong tin.

Budc 2: Tao cdc mau hgp dong.

Péi vé6i cac cd quan Nha nudc, yéu ciu vé
hinh thitc vin ban 12 mdt yéu ciu bit budc,
duge quy dinh trong Ludt Ban hanh Vin ban
quy pham phip ludt (s6' 17/2008/QH12 ngay 03
thdng 6 nam 2008) va cdc van ban hudng din thi
hanh. Van ban, hgp ddng cda doanh nghiép tuy
khong phai tudn tht theo cdc quy dinh trén,
nhung mdi doanh nghiép déu c6 mot thong 18 st
dung mAu vin ban, bao gdm cic quy udc (chinh
thiic hodc khong chinh thifc) thdng nhat vé hinh
thiic, dinh dang ctia van ban, thé hién tinh chuyén
nghiép trong hoat dong quén ly. D& dat dugc su
th&ng nhat d6, mdi khi soan hop dong thuong mai,
ngudi soan thdo s& phai tién hanh mot loat céc
thao tic dinh dang: dit kh gidy, khodng céch 1€,
kidu chit, c& chit, khoang cich dong, kiéu tiéu
dé,... S& 1a mot su lang phi 16n vé thoi gian va stic
lao dong néu nhiing thao tdc d6 ctrbi lap di ldp lai
nhiéu 1an trén cdc van ban khic nhau, chua ké
dén viec d& xdy ra khong thong nhit vé dinh
dang, do thao tic dugc thuc hién thi cOng va ¢6
thé& do nhiéu ngudsi khic nhau thuc hién. PE tranh
lang phi va d€ dam bao su thong nhat, ngudi ding
¢6 thé tan dung tinh ning tao c4c template (miu
vin ban) ¢ trong phan mém Microsoft Word.
Chuong 14 cudn Word 2003 Bible (tai ligu thit
nhat - phan Tai liéu tham khdo) ¢6 hudng din chi
tiét vé chifc ning template trong Word. Tai day,
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tic gid chi trinh Y
ning template cur
cdc miu hgp dong
Thao tdac thit
trong Word.

Khdi dong ch
nhin vio menu Fi

cla chuong trinh 4

H

ay cdc thao tic tan dung tinh
g mot sd tinh niing khac dé tao
thudng mai.

nhét: Tao méi mot template

wong trinh Microsoft Word,
le, chon New. Ctra s6 1am viéc
€ ¢O dang nhurhinh 1 dudi day.

[inh 1: Tao mét template mdi

Nhin vio nit ¢
lam viéce phia bén
Templates. Tai g
tai khung Create ]
roi nhan nit OK.

s& bat dau lam vig

Thao tdac thit |
thiic trinh bay ch

Vdi thao tac
vao cdc ndi dun
ddng miu. Sau k
mau, ngudi dung
cla vin ban nhu
18, kiéu chit, ¢3 ¢
ca cdce loai dinh
quy dinh danh

On my computer... trong khung
phai ctfa $6, s& md ra hop thoai
¢ dudi bén phai cta hop thoai,
Vew, nhin muc chon Template,
Tir thdi diém nay, ngudi ding
5¢ vdi mOt mau vin ban mdi.
vai: Tao cdc noi dung va hinh
p hop dong mau.

nay, ngudi dung ¢é thé dua
g, diéu khodn cta mot hop
hi tao noi dung cho hgp dong
> ¢6 thé chinh stfa hinh thic
dit ¢d gidy, khodng cdch cdc
chit, khodng cdch dong va tat
lang khdc theo dung quy udc,
tho loai hop dong dé trong

doanh nghiép. Thao tic dugc thuc hién nhu
d6i v6i viin ban thong thudng.

Thao tdc thit ba: Xiz Iy tw dong phdn cdan ci
phdp ly.

Ciin ¢t phdp 1y va cidn cif thyc tién 12 mot
ndi dung khong thé thi€u khi soan thdo céc
vin bdn quy pham phdp ludt va vin bén dp
dung phdp ludt trong cdc ¢d quan Nha nudc.
Hdp dong cda doanh nghiép khong
nhat thiét phdi c6 ndi dung cin ci
phdp 1y va cin ci thuc tién, tuy
nhién, mdt s6 doanh nghiép c6
thong 1¢ dua cdc ndi dung nay vao
hgp dong. Cdc hgp ddng thuong
mai trong mdt doanh nghi€p
thudng chi cin ¢t trén mot s& Luat
nhat dinh, nhu Luat Thuong mai,
Bo ludt Dan sy va Luit chuyén
nganh diéu chinh Iinh vyc hoat
) dbng cta doanh nghiép. Cdc dong
cin cif nay c¢é thé duge tao sin
trong miu hgp dong dudi dang cic
hop chon (Drop-down list box), aé
khi dua miu hdp dong vao st dung,
ngudi dung chi viéc nhian chudt va chon trong
danh sach dugc tao sin tir trudc.

Recently used templates

Pé tao ra mdt hdp chon, trude tién cin hién thi
thanh cong cu Forms, bing cdch nhin menu
View, nhian dong Toolbars va chon Forms.

Chuyén con trd soan thdo dén vi tri cin dit
hop chon, nhan nit (Drop-Down Form Field).
Trong hop thoai dude md ra (xem Hinh 2), 1an
luot gd tén, sO hiéu va ngay thdong qua cda tiing
vin ban vao muc Drop-down item, rdi nhin niit
Add. Sau khi da tao ra mot danh sich ciac van
ban luat thuting dugc dung 1am cén cit, nhan nat
OK dé két thic viéc tao hdp chon. D6i véi mdi
doanh nghiép, thao tic tao hdp chon chi can [am
mdt 1an duy nhat, sau dé sao chép cho nhiéu miu
vin ban khéic nhau.
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Hinh 2: Thanh céng cu Forms va hdp thoai

Drop - Down Form Field Options

P& dua céc thong tin trong CSDL
vao miu hdp dong, cin chuyén con trd

¢ add e

Bemove H

Run macro on
n cir vao Ludt Thuong ma|: ™
n cir vao Lugt Thuong ma ves s

n cir vao Ludt Thuong ma)

H < Drop-doeen epabled

Bockmark: Dropdownt

S

OK

Calculate on axt

Add Halp Text...

n cir vao Ludt Thuwong mq, B

2 i . ., : Lt Sl N . , A A A .

HOP DONG D2 oonremreaosens ==e| goan thdo dén vi tri can nhap thong tin,
Drop-down em; Rems in drop-doven list: g . . ~

R dintisd bt Thumg S amaes nhan ndt ] (Insert Merged Fields) trén

thanh cdng cu d€ md ra hop thoai
Insert Merge Field, nhan kép vao loai
thong tin can dwa vao miu hdp dong,
roi nhan niit Close. Lip lai thao tac cho
dén khi tat cd cdc thong tin dic dinh
clla ddi tdc di dugce dua vao cdc vi tri

Cancel

tuong Ung trong mau hgp dong. Cic

Thao tdc thit tu: Lién két dén CSDL déi tdc.

Trong miu hop ddng, dé ddm bdo tinh
thOng nhit va toan ven cda thdng tin, cdc
thong tin dic dinh ctia ddi tdc khong nén nhip
thti cong ma nén 14y tr CSDL d6i tdc. Thanh
cong cu Mail Merge sé& gidp ngudi dung 1am
dudc diéu nay. Bat thanh cdng cu bing cdch
nhan menu View, chon Toolbars, rdi nhan
chon Mail Merge (xem Hinh 3).

Hinh 3: Thanh ¢éng cu Mail Merge, hop thoai
Select Data Sourceva hjp thoai Insert Merge Field.

f' 1 MY sen wora preia [ e FERE

lién két duge tao ra sé& dugc hién thi
dudi dang ma lién két (Field Codes), néu
mudn hién thi thong tin thyc sy cda doi tdc,
ngudi ding cé thé nhan nit i (View Merged
Data) trén thanh cOng cu Mail Merge.

Thao tdc thit nam: Tao cdc tham chiéu
chéo.

Mot dic di€ém thudng thiy trong cdc hgp
ddng thuong mai 12 thudng xuyén c6
cdc din chi€u dén diéu khodn khdc
trong cling hop dong. Néu cdc din

= tAae s B chigu ndy duge tao ra mdt cdach thd
Setact Data Scurce 3 o Mo - . . -, ) 2 P
wotm L ewne et e - cong, mdi khi stra déi dy thao hop
iema Date vocif.. pe >zns 1 ek i M A ~ A - - R 2 .
ey e sy e e erse e dong, so hiéu cdc diéu khoan bi tha
My Reze . i C3DL g0 tacy s - msart: ) - 1
PR van J ce gong dot Aadress Fields O Database Fields 2 ¢ 2 ~ 20 A ~
e o doi, ngudi soan thao s€ phai cdp nhit
e lai tat cd cdc din chiéu ci. Thao tdc
: HOT CAF N ~ 2 N, . e N -
‘: ek nay gdy mat thoi gian, khd nham chdn
o ot o on o va dic biét hay xdy ra nham lan, hu
. ™ qud 1a din chi€u nhadm dén mot dicu
My Heteo .. oA ~ ~ -
rie game: O T o khodn khong lién quan, lam mat y
Fiies of fype: A Data Sources {T.ode; Y.my

Nhan niit _J(Open Data Source) trén thanh
cObng cu Mail Merge, trong hdp thoai Select
Data Source vira dugc md ra tim dén thu muc
chita CSDL déi tdc, nhan kép vao tép CSDL
ddi tdc, rdi nhan nit OK. Thao tdc nay cd tic
dung tao ra lién két dit liéu gitta miu hgp
dong va tép CSDL doi tic.

nghia va hiéu lyc phdp 1y clia dan
chi€u, hoic nghiém trong hon 1a din chi€u
nhim dén diéu khodn gay thiét hai cho doanh
nghiép. D€ tranh tinh trang trén, ngudi soan
thdo nén tin dung tinh ning Cross-refcrence
dé tao ra cdc tham chi€u chéo dén s hiéu cia
diéu khodn khéc trong hgp dong.
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Dé dang dydc

reference, trudc
dudge bo tri theo

tinh ndng Cross-
tien mAu hgp dong céan
cau triic, v4i s8 hiéu cdc

diéu, khodan, diém tuin tha theo cdch ddnh

sO ty dong nhiéu
Sau khi hgp dong

tric, mdi khi ¢
khodn, diém nao

cap Outline Numbered'.
da dudc t6 chiic theo cau
in din chi€u dén diéu,
. ngudi soan thdo s& nhan

menu Insert, chon Reference, rdi chon

Cross-reference.
reference (Hinh

Trong hdp thoai Cross-
4), nhan chon s& hiéu dé

muc tuong tng, hhan nit Insert, rdi nhin
nit Close. SO hi¢u cda dé muc dudc chon

s& tr ddng xuat
Trong tudng lai,
hdp ddng, néu c4
dén ¢6 su thay

chi€u chéo dén
dong dudgc cidp n

Hinh 4

hat sd hiéu theo cho khdp.

: Hop thoai Cross-reference

N TE 61 NGOAY VA W1 NHAP KINH TE QUG TE

Save As

!

{

= &

Save im

My Rece..

Desltop

Py

i My Documents

A
My Computer

My Hetws...

Hinh 5: Luu template vira tao

SIS T T R

Size

o Templates

Name Dave modif.. Type
~$¥ormal.dot

Tags

Z ;Heo dong mau dot

= Mau 2D Bao vecot
£ Nprnat
&, Normat.cot

File name: Mau HD Quan ly co dong.dot .

Saveashype!  pocument Template (*.dot) v

hién & vi tri dit din chiéu.
khi stta ddi, bd sung du thio
¢ diéu khodn dudgc din chi€u
131 vé so hiéu, thi cdc tham
cic diéu khodn dé cling tr

Tai day, Ngudi dung ¢6 hai lya chon:

+ GO tén cla template vira tao vao muc File
name (luu Y: phdn md rong trong tén tép sé la

.dot

thay vi .doc nhu déi vdi van bdn thong

thuomg), rdi nhan nit Save. Khi 1am theo cdch
nay, miu hdp dong vira tao sé& dugc Iuu cuc bd

trén

1.2.Cac cong vige va
hign theo trinh ]
Hop dong nayvy.

<0 gia tr phap 1§
1.4 ABCS thue hign ca
50 chinh, chi nha

1.5 ABCS duge uy qu
dmh tat Khoan 1
nhanh phong gia
quveén thye hidn
thire fuen.

DILU 2 : PHIDICH VU

A nhi A& firma nA

Thao tac thit s

Khi di tao xo
can luu &p dudi
nhin vio menu
trinh s& hién thi h

o . Lo i
1.3.Cac cong viee ABES i urarenca ppe:
! 2 gype:

thude khae cva AIBC%A-

ham vi uy quyén quy dinh 1ai Khoén 1.1 DIEU ﬂduqc thug
quy dinh tai Quy frinh qudn §° ¢6 dong (Phy hue 1 kém theo

1 Cross-reference

Bk

Insert refarence to:
Dhll’ Ct;’ Humbared tem v . Faragraph number
L -
CONE 7 Insertas hyparfink

hiL pE

Include above, below

én la
1ril
diely - |}
rong {1 12
14
VAP

Insert

=2

T quy AL y Y 7 Lt
Quar ly Ganh s&ch <6 déng clia UFOC ("Darh sach ¢
Thut hién cac thi tuc chuyén nhueng. xac nhan va th.
ién €3 c8ng vidc hén quan dén thuc hén cuy..
< v pham wi iy quyén guy diah tai Khodn 1.1

6 vié¢ ABCS thure Mén trong pham vi uy quyvEn quy .

S thue hién ¢ac ¢dng viée wy quyén cid UFOC quy dinh
1.5. *BCS duac uy quvén %cac bén thir ba thue hign cac ... ~

h nhi

§. "

n 1.1

al iy
Ve

C quy
it chi
¢ U
ABCS

nh

iu: Luu méu hop dong.

(1) Brent Heslop, D

ng hop dong miu, ngudi ding
dang mot template, bang cach
File, chon Save As. Chudng
bp thoai Save As (xem Hinh 5).

mdy tinh cd nhin, cic mdy tinh khac
khong st dung dugc. N€u ngudi dung 1a
ngudi duy nhit trong doanh nghiép c6
nhiém vu soan thdo hop ddng thi nén
chon cdch nay. Hodc:

+ Nhan nit My Network, tim dén mot
thu muc dung chung (shared folder) trén
mang ndi bd cda doanh nghié€p, gd t€n
cla template vira tao vao muc File name,
réi nhan nit Save. Néu lam theo cich
niy, miu hgp dong vira tao s& dudgc chia
sé trén mang ndi bo, tao diéu kién cho
ddng nghiép c6 thé truy cip va sit dung.

Budc 3: Sit dung mAu hgp dong.

Trudng hop miu hgp dong dudgce luu cuc bd

trén

mdy c4 nhan, mdi khi cin tao ra mdt hgp

ddng mdi dua trén miu da thiét k&, ngudi dung
nhan vao menu File, chon New, ctta s& chuong
trinh s& cé dang nhu Hinh 6 dudi day:

pvid Angell, Peter Kent, Word 2003 Bible, Wiley Publishing Inc. - 2003. p.154-156
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Hinh 6: Sit dung Template da tao

e Eet yen Jmen Sgevat Iect Tase Wotow e o

e, e

Cancel

g %
fngish (U5 L

Trong khung phia bén phéi clra s&, nhin vio
nit On my computer... s&€ md ra hop thoai
Templates. Trong danh sdch cdc template
dang ¢6, ngudi dung nhan chon mot miu hgp
dong, sau do tai khung Create New nhin muc
chon Document, ro6i nhan nit OK.

Trudng hop miu hgp dong dudc

cu Forms (xem Hinh 7), sau do nhin
.| vao ting hop chon d€ chon noi dung
““£! bén trong danh sdch trdi xudng. Sau khi
chon xong ndi dung cho tit ¢d cdc hop
chon, nhén tiép vao nidt - (Protect Form)
dé chuyén vé ch& do soan thio thong
thuong.
+ Thao tdc trén cdc lién két dén
CSDL ddi tdc:

Mdi khi tao mdt hgp dong mdi trén
template ¢6 sdn, tai cdc vi tri lién két s¢
chi chita thong tin cda dong diu tién
trong CSDL. Muo6n lién két do chia
thong tin cda mot dong khdc trong CSDL,
ngudi diing ¢6 thé nhan nit » (Next Record),
hodc go so thit tw cda dong vao hdp - ¢
(Go to Record) trén thanh c¢oOng cu Mail
Merge (c¢6 thé quan sdt hinh dnh ciia thanh
cong cu nay tai Hinh 3).

Hinh 7: Chon ndi dung trong hép chon drop-down list box

Iuu trong mdt thu muc dung chung
trén mang ndi bo cda doanh nghiép,
khi can tao ra mot hgp dong mdi dua
trén mau da thi€t k&, ngusi dung chi
viec md thu muc dung chung, roi
nhidn kép vao bi€u tugng cda tép

HQP PONG DICH VU QUAN LY CO PONG
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Ly 14682Q05:
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chita miu hgp dong.

V@i hai thao tdc trén, chuodng trinh
Microsoft Word s€ tao mdt t¢p mdi dya trén
template vira chon, vdi toan bd dinh dang va
ndi dung nhu trong miu hop dong di tao tir
trudc. PO v6i cdc phan cidn cif phdp 1y, lién
két dén CSDL doi tdc va tham chi€u chéo
trong hgp déng (dd dugc tao ra trong cdc thao
tdc thit ba, thit tu va thit ndm ciia Bude 2), néu
can thay ddi, ngudi ding c¢6 thé thuc hién cdc
thao tac sau:

+ Thao tdc trén phan cin c phip ly:

Nhén niit .. (Protect Form) trén thanh cong

+ Thao tdc trén cdc tham chi€u chéo
(Cross-reference):

Céc tham chi€u chéo s& dudc tr dong cip
nhat theo ding s6 hiéu cla diéu khodn dugc
din chiéu dén ma khong can tic dong cuia
ngudi dung. Tuy nhién dé€ ddm bido chinh xic,
ngudi diing nén kiém tra lai s& hiéu va noi
dung ctia diéu khodn dudc din chiéu.

Budc 4: Quan Iy cdc phién ban du *hio.

Budc nay duge tién hanh sau khi di dung
mau hdp dong d€ tao ra mot tép du thdo hgp
ddng cu thé va dang trong qud trinh dam phdn,
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stra doi du thdo hgp dong. Ngudi soan thdo

(hodc nhom soan

hao) can theo doi cdc thay

do6i vé ndi dung sau mdi thda thudn dat duge

dé cap nhat vao
theo dbi va qudn
sung, ngudl soan
du thao thanh cic
dit tén thong nhat
bdn cua du thdo, v

I thio hop dong. PE tién
Iy, sau mdi ldn stra ddi, bd
hdo cin luu cdc phién bdn
tép khac nhau. Can ¢6 cdch
cho cdc t&p chira tirng phién
du: Du thao 1, Du thao 2,...

B¢ dong nghiép va doi tdac tién theo ddi cdc

thay déi trén bdn

du thdo md&i ma khong mat

¢Ong so lai véi bfin du thdo cl, ngudi soan

thdao nén bt tinh

ning Track-changes, bing

cdch nhin vao mepu Tools, chon dong Track-
changes (hodc nhdn t6 hop phim tar Ctrl +

Shift + E).

Budc 5: In va Ky két hgp dong chinh thic.

Sau khi cdac bép tham gia dam phdn da dat
dudgc su thong nhat vé toan bo ndi dung cla du
thdo hop dong, bdn du thdo cudi cing d6 s€

duge in ra gidy, d
cla c¢dc bén ky, d¢

rgc dai dién ¢6 thim quyén
ng diu va trd thanh bdn hop

ddng chinh thite. ¢NTT khong ¢6 vai trd quan
trong trong budc nay.

Budc 6: Capn

Trong qudi trin

hat mau hgp dong.
h dam phdn va sifa ddi du

thio hgp dong, nhém dam phin ¢é thé phat

hién ra mdt s6 noi
hgp ddng dé dp du
cung loail trong tu

Trudng hgp ma
trén mdy cd nhan,
maiu, ngudi ding

dung cin stta ddi trong mau
Ing chung cho cdc hgp dong
ing lai.

u hop dong duge luu cuc bd
mdi khi can stta ddi b sung
¢é thé thuc hién thao tdc

tudng t nhu trong Hinh 6 tai Budc 3, nhung
trong khung Creqte New khOng chon muc

Document ma ch
hgp mau hgp dong

on muc Template. Trudng
dudgce luu trong mot thu muc

(2) Breut Heslop, Day

diing chung trén mang ndi bd cua doanh
nghiép, mdi khi can stta doi bd sung maiu,
ngudi diing chi viéc md thu muc dung chung,
nhan mit phdi chudt trén biéu tugng cda t&p
mau hop dong rdi chon dong Open. Sau khi
miu hgp déng duge md ra, ngudi diing ¢6 thé
thuyc hién cdc thao tdc da dudgc trinh bay tai
Budc 2 d€ stta ddi noi dung va luu lai mau hop
ddng mdi.

Bude 7: Luu va quan Iy hgp dong chinh
thic.

Luu tép hop dong chinh thiic:

Sau khi k&t thuic qud trinh dam phdn, hai
bén di dén thong nhit va ky két hgp dong.
Hop dong di ky c¢6 hiéu lyc phdp 1y rang bude
cdc bén, néu ¢6 thay ddi noi dung sé dugc thda
thun trong cdc vdn bdn khac (nhw phu luc hop
ddng, hop déng phuy,...), con ban thin vdn bén
hop ddng di dudc in ra va ky thi vin gilr
nguyén. Vi vdy, mdt nhu cau dit ra 12 ndi
dung tép chifa vin ban hgp dong chinh thic
cling phai dugc gilf toan ven nhu lic vira dudge
in ra dé ky két, tién cho viéc theo doi va thyc
hién trong tuong lai. D€ thuc hién dicu ndy ¢6
hai cédch:

+ St dung tinh ning cta hé diéu hanh: dit
thudc tinh chi doc (Read-only) cho tép hogp
dong chinh thite, hodc sit dung chiic ning phan
quyén quén tri d€ chin khong cho stta ddi ndi
dung cda tép.

+ St dung tinh ning cda phin mém
Microsoft Word: st dung menu Tools, chon
Options, chuyén dé&n thé Security, gd mat khiu
vao muc Password to modify. Sau khi ddt mat
khau, khi md tép hgp dong chinh thic, Word sé
yéu cdu ngudi ding nhip mat khau, n€u nhip
sai s& khong thay ddi dugc n6i dung hgp dong.

id Angcell, Peter Kent (2003), S.d.d, p.705 - 709
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Qudn ly tép hop dong chinh thiic:

Dé€ tién cho viéc tim ki€m va quan hdp ddng
theo ting doi tc, trong tép CSDL ddi tic cin
chita cdc lién két dén ting tép hop dong chinh
thitc. Ngudsi diing c6 thé thuc hién nhu sau:

+ M3 tép CSDL déi tdc.

+ Thém ¢t Tép hop dong vao tép CSDL
doi tdc.

+ Chon 0 thudc cot Tép hop dbéng, nim
cung dong véi dong chita tén ddi téc.

+ Nhan menu Insert, chon Hyperlink (hodc
nhdn t6 hop phim Ctrl+K), trong hop thoai
Insert Hyperlink dugc md ra (xem Hinh 8) im
dén thu muc chita tép hgp ddng vira tao, roi
nhan kép vao tén tép hop dong.

Hinh 8: Hop thoai Insert Hyperlink

insert hyoerlink

Tadt to display: HO guan v ¢ voi t3p doan CAT doc

Mau HO -

CSCL doi tac.xis

X i Mau KD Quan b o dong.det
Piace ¢ This - Quan l g
Dzcument
Brov.sed
Fages

Create hevs
Uocument
Regent Filec

E-mal Address  ddress: HD quan ly cd vor tap ¢san CAT.dec e

. Paul’ Klmger, 2ache

+ Luu va dong tép CSDL doi tic

Sau khi thire hién thao tdc trén, mdi khi can
tim dé€n mdt hdp dong di ky két, ngudi ding
c6 thé md tép CSDL ddi tdc, nhan chudt vao 6
chita lién két dén tép va hop dong sé duge tu
ddng md ra.

Két luan.

Bai viét trinh bay mot s6 kinh nghiém va k§
ndng ung dung CNTT trong hoat ddng soan
thdo hgp ddng thuong mai tai cdc doanh
nghiép. D€ ting dung cdc k¥ ning nay, ngudi
soan th3o can c6 hiéu biét & mifc cd ban vé hé
diéu hanh Microsoft Windows, phin mém
soan thdo vin bdn Microsoft Word va phan
mém bang tinh Microsoft Excel (nhitng kién
thitc nay déu c6 trong chuong trinh dao tao
mon Tin hoc dai cudng & tat cd cdc
trudng dai hoc, cao ding va chuong
trinh dao tao Ching chi Tin hoc trinh do
B & tdt cd cédc trung tim dao tao tin
hoc). Piéu quan trong hon 13 ngudi
soan thdo phdi c6 ki€n thic phdp luat,
hi€u biét vé linh vuc clia ddi tuong

ScreenTig...

Bgokmark...

trong hgp dbng, c¢é kinh nghiém gidi
quyét tranh chap, va dic biét 1a ¢ ky
ning dam phdn, soan thio hgp dong.0

Cance!

: '_ffButterworths e

4. GS,TS Nguyen‘:;‘_ én Tha (2001) Soan thdo va xit ly van bdn trong cong tdc ciia cdn bo lanh -
- daova: qu&n ly, xb Chmh tn quoc gia.
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