O SCTS

SO HOA TAI LIEU

Hwd'ng ddn scan, qudn ly ho so’ va thiét bi cdn thiét

TP H6 Chi Minh, thang 06/2025



MUC LUC

Quy trinh thuc hién

Quan ly file va thw muc

Cac 16i thudrng gip va cac khac phuc

Khuyén nghi lwa chon mdy scan va
cac phan mém ho tro
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Quy trinh thuc hién



QUY TRINH THU'C HIEN

Tai liu gidy

liéu gidy

-

e

thanh file pdf
(c6 thé tim kiém)

() van honh quan Iy
tai liéu hiéu qud
& an fodn !

luu file hé théng J
(IGp chi myc)

GIAI PHAP SO HOA
CHUYEN NGHIEP

Cac buodrc thuc hién

eBUGC 1: Chuan bj trwdc khi scan.

eBU'OC 2: Thiét 1ap thong s6 ky thuat.
eBU'OC 3: Thyc hién scan.

eBU'OC 4: Kiém tra chat lwong sau khi scan.
eBU'OC 5: Luru triy va Sao luu.

eBU'O'C 6: Cap nhat tié€n dd va Bdo céo.



QUY TRINH THU'C HIEN

Bwéc 1: Chuan bij

1.1 Chuan bi thiét bi:

*Kiém tra hoat ddng mdy scan, phan mém kém theo.

eV/é sinh mat kinh scan va khay ADF.

eKiém tra 6 lwu trit, dung lwong con tréng, cau tric thu muc.
1.2 Chuan bi tai liéu:

*G& bd ghim, kep, bang dinh hoac bia cirng.

L phang gidy, xép dung th tu.

*Phan loai tai liéu: theo hoé so, loai hinh (vdn ban hanh chinh, bién

ban, hop déng...).

eKiém dém trang va ghi nhan vao Phiéu kiém tra chat lwgng.



QUY TRINH THU'C HIEN

Buwdc 2: Thiét 1ap thong so6 ky thuat

“

PDF hoac PDF/A Theo Thong tw 01/2019/TT-BNV
300 DPI (van ban), 600 DPI (bdn d6, anh)  Theo TCVN 9250:2012
Ludn cai ché dé quét mau Tuy vao ndi dung va yéu cau luu dau

Tw dong x0a trang trang Coé Giup tiét kiém thoi gian xda trang trang

Tw déng nhan khé gidy Co Gilp tiét kiém thao tac diéu chinh thi céng

Tw ddng xoay trang Co Giup tiét kiém thoi gian xoay trang theo chiéu gidy



QUY TRINH THU'C HIEN 6 SCTS

Bwd'c 3: Thuwe hién scan

CAC BUGC THUC
HIEN SCAN TAI LIEU

Cac buéc thuc hién Scan
chuyén nghiép

2

Cai dat, va dua gidy vao khay
Nap tu dong (ADF)

cla may
Scan




QUY TRINH THU'C HIEN

Buwédc 4: Kiém tra chat lwong sau scan

~ Déi chiéu s6 S B o e " Déi chiéu chat
Q uy t rl n h lucng trar:g, <5 W D6 chiéu :;J tﬁ%r;gvtgiélgégnvzgs lugng ho luqrfg Rk ank
by . luong ho so file Scan
quan ly
A’
chat lUd ng ®

Bao cdo quan ; Kiém tra chat

ly du an kip lugng f}le Scan
thdi cac vudng dam bao diang
méac trong qua noi dun% vGi file
trinh thuc hién =5 “ j={o]

"2

Cac file L6i phai dudc ghi cha va ban
Bio cio giao lai cho nhan vién Scan dé tién hanh
chinh stfa. Dam bao chat lugng file Scan
dén tay khach hang




QUY TRINH THU'C HIEN

Buwore 5: Lwu trir va Sao lvu

e Phan quyén truy cap file néu cé théng tin nhay cam.
 T6 chirc file vao dung thw muc du an, theo logic loai
hé so’ va ma tai liéu.

e Thyc hién sao lvu dinh ky:

- 1 ban trén 6 cirng ndi bd

- 1 ban sao lvu ngoai (server/NAS hoac dam may).




QUY TRINH THU'C HIEN

Buwdc 6: Cap nhat tién do
va bao cao

e Ghi nhan tirng hd so d3 xi ly vao Bang theo
doi tién d6 scan.
e Cap nhat cac truvong thong tin: ngay scan,

nguwoi thyc hién, tinh trang.
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Quan ly file va thw muc



QUAN LY FILE VA THU MUC

Cau truc dat tén thuy muc va tén file (khuyén nghi)

Cau tric dat tén thu muc

Quy udc dat tén file

HO_SO_CONG_CHUNG/

|— 2025/
— = 01_Bat_Dong_San/
| — 2025.1.001_NGUYEN_VAN_A/
| | F—ten_file_scan.pdf

|
|
|
|
| — ' 02_Giao_Dich_Khac/
|
|
|
|

[NGm ho so].[S6 thu tul.[S6 ho sal.pdf
VD: 2025.1.123.pdf

Trong do:

+2025: Nam hé so

+1: SO thu tu hd so

+123: S6 ho so

— 2025.2.015_TRAN_THI_B/

|

| | F—ten_file_scan.pdf Ghi chi:

| L—.. - Khong dung ky ty dic biét ((@#$%"...).
L - Dung tiéng Viét khong dau (néu cé), phan
cach bang dau gach cham (.) hodc dau
gach dudi ()
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Cac 10i thworng gap va cach khac phuc



CAC LOI THU'ONG GAP VA CACH KHAC PHUC
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ai liéu bi xoay chiéu doc

Nguyén nhan: Chua mé ché do ty déng nhan dién
va xoay trang, xép tai liéu trudc khi scan bj dao
chiéu;
Cach khac phuc:
Bat chirc nang tu dong xoay trang tai phan mém

scan, st dung phan mém ho tro nhan dién va xoay
trang ty dong

Soat lai toan b file d3 xuat sau khi scan dé kip thoi
ly.



CAC LOI THU'ONG GAP VA CACH KHAC PHUC

Start

N O D

Pages
Te el T T [¢

<

1/16

1706.2020.06.pdf >

Trang trang

| Zof

> >

5 &5

Tai liéu chwa loai bd hét

trang trang

- Nguyén nhan: Chua mé ché dé tu ddng nhan dién
va x6a trang trang hoac bj cudn gidy trang trong qua
trinh scan.

- Cach khac phuc:

@ B4t chirc nang loai bo trang trang tai phan mém

trwdc khi scan. Néu da scan va xuat file va s dung
phan mém tu ddng xda trang trang hang loat tw
dong (phan mém ABBY);

@ Soat lai toan bo file d3 xuat sau khi scan dé kip thoi
X ly.



CAC LOI THU'ONG GAP VA CACH KHAC PHUC

@*ﬁ VAN FHONG CONG < 3 SMOA XA MO CHO NG
HOP DONG UY QUYEN N ? N e
nhirng negwrds tr nhin thiy ¢ da niing Iyc hanh vi dén sur va o Ca I1 : I

Ching t6i ky t&n dudi day
chiu trach nhiém trudc phap luit vé moi hanh vi cua minh g&m-

> BENUY QUYEN (saun ddy goi Ia bén A):
LA

He tén
Nam sinh e——
Chimg minh nhan d4 e

= ang F S >

Thudmg tra tai - i
La chii sor hiive e richy mcnz bicer 56 Suede—mtidie i o (5idy: diirigr kY xe < —_—__—_—'c <A
T FHCAL Cdips rizcty (——

> BEN DUOC UY QUYEN (sau diy goi la bén B): F} Z
Ho t&a o —~
Nam sinh
Chimg minh
Thaudmg tri

o
ciin eir theo quy dinh cia phap ludt b

thire hién cic quy@n. nghia v ip Tud v didnh -co Tiga qlTn-n j’i" cac h”nh \.:,.,.N &5 _ Ngu yén n hé n : Tro ng q ua’ tr‘l n h Sca n bi ket gié’y, gé p
R gidy, khong lam phang gidy truwdc khi scan hodc do

n
rhe 6 va hiéu 16 Céng chirng vién gidi thich v& ndi dung uy gquyén, hiu

s ban tai liéu vat ly bi mat théng tin

2 thit 1ao.

Gy quyén 1a tai sin riéng cha Bén A va khong phai
n A

Am) niEm k& tir ngay &y hop déng céng chimg.

= ¥ ] m tnuedre phiap Iudt v& mei hanh vi do bén B nhin danh
bén A thuc hién vige ty quyén rén dj V' 9
.
- Cach khac phuc.
.

B,

Bén B cam két thyc hién dang ndi dung Bén A di uy quyén cho BE&
BEN A BEN B

- ¥ - Af,\

M¢& file d6i chi€u song song va&i tai liéu vat ly. Néu

nguyén nhan do tai liéu vat ly thi gilr lai trang scan,
néu sai xda trang, lam phang giay va scan lai trang
16i.

Soat lai toan bo file d3 xuat sau khi scan dé kip thoi

Xt ly.

Scan khéng day
dd ndi dunsg




CAC LOI THU'ONG GAP VA CACH KHAC PHUC

Tong hop cac 16i thuong gap va cach xtr ly

Loi thuong gip Nguyén nhan v Cach xr ly

- Dung phan mém xoay hang loat

1. Trang bi xoay sai chiéu bat nguwoc tai liéu, may khong auto-rotate
- Kiém tra huwdng trudce scan
Cin léch gidy, may khéng cé tinh ning - Dungtinh nang"Auto Deskew”
2. Trang nghiéng, léch khung
deskew - Can chinh gidy can than

- BAat chirc ndng "loai trang trang”

3. Trang trang xen ké Gidy trong bi cuén vao khay
- Soat lai anh sau scan

4. Mat chit, hinh mo Scan & DPI thap, gidy mo, muc nhoe - Scan téi thiéu 300dpi

- Vé sinh may thuwong xuyén
5. Vét den, soc trén anh Bui ban trén kinh scan hoéc gidy ci
- Kiém tra lai tai liéu g6c

’ , - DUng bang theo d&i ti€én do- oI chiéu s6
6. B0 sot tai liéu chua scan Khéng kiém tra du trang, thi€u danh sach
lrgng sau scan



File scan hoan chinh va dung tiéu chuan chat lwong
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CAC LOI THU'ONG GAP VA CACH KHAC PHUC
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Khuyén nghi lwa chon may scan va
cac phan mém ho tro



LUA CHON MAY SCAN

Pé xuat cdng cu may scan

- - . o o D Cong suat quét > ,
STT Tén may Gia tham khao Nguon goc Kho giay Toc do quét (tr/ngay) Chat lwvgng anh
ngay

120 to/phut (1 mat)
Canon DR-G2110 ~110-150triéu d Nhéat Ban A4 hodc 240 anh/phut (2 70.000 to/ngay  CCD, 600 dpi
mat)
. i N o, 60 t0'/phut hodc 120 . . ,
Fujitsu fi-7160 ~12-14 triéu d Nhat Ban A4 , ] 9.000 to/ngay  CCD, 600 dpi
anh/phut
. . 5 . 110 to/phut hodac 220 .. . CCDkép, 600
Fujitsu fi-7800  ~250-300 triéu d Nhat Ban A3 / A4 . ) 100.000 to/ngay _
anh/phut dpi
.. . . . 50 to/phut hoac 100 8.000-10.000 ,
Fujitsu fi-8150 ~12,3 trieu d Nhat Ban A4 , ) o CIS, 600 dpi
anh/phut to/ngay
. . . L, 130 to/phut hodc 260 . . CCD kép, 600
Fujitsu fi-8930  ~250-300 triéu d Nhat Ban A3 / A4 , ) 110.000 t&/ngay _
anh/phut dpi
My / Nhat (T 40 to/phut hoac 80 5.000-6.000
Kodak E1040 ~13 trieu d v/ Nhat (TQ A4 [ A5 /p ' CIS, 600 dpi

|3p rap) anh/phut to/ngay



LUA CHON MAY SCAN

Goi y lwa chon may str dung theo nhu ciu

Nhu cau sir dung Ly do chon / Ghi chi

Nho gon, dé dung, di dung cho vin phong

Kodak E1040 X )
hanh chinh

Van phong nhé (dwéi 5.000 to’/ngay) , \ , ,
- _ Toc d6 kha, do bén tot hon Kodak, dung 6n
Fujitsu fi-8150 . ,
cho congty nho
Phd bién trong cong chirng, lwu trir, quét hai

Van phong vira (5.000-15.000 to’/ngay) Fujitsu fi-7160 y ..
mat nhanh, bén bi

T6c dé cao, vdn hanh 8n dinh, quét tét tai liéu
Canon DR-G2110 L »
cli, chong ket giay

S6 héa chuyén nghiép (trén 50.000 t&’/ngay)

. i ) Quét cuwc nhanh, hoat dong lién tuc, phu hop
Fujitsu fi-7800 / fi-8930 L ) o
trung tam s6 hda hoac lwu trir di¥ liéu I&n

HO tro khd A3, téc d6 cao, phu hop ban vé k¥

Quét tai liéu khé 1é'n (A3: so’ d6, sb sach) Fujitsu fi-7800 / fi-8930 o i ) .
thuat, ho so hanh chinh kho 1&n

Dung cdm bién CCD, anh rd nét, xi ly tot gidy

Quét tai liéu cii, gidy mong, nhan, scan can
chat lwong cao kém chat luvong

Canon DR-G2110 / Fuijitsu fi-7160 / fi-7800




LA CHON MAY SCAN 6 SCTS

Khuyén nghi lwa chon

Van phong nhé (dwéi 5.000 to’/ngay):
~ Fujitsu fi-8150 hoac Kodak E1040
¥ Nho gon — D& dung — Gid hop Iy

Van phong vira (5.000-15.000 to’/ngay):
= Fujitsu fi-7160
® TGc dd kha — Bén bi — Phu hop cong chirng, hanh chinh
S6 héa chuyén nghiép (>50.000 té&'/ngay):
+ Canon DR-G2110 hoac Fujitsu fi-7800
4 T6c dd cao — Chay lién tuc — X ly tai liéu phire tap
Quét tai liéu khd 1&n (A3):
= Fujitsu fi-7800 hoac fi-8930
= HO tro khd A3 — Phu hop ban v8, s6 sach
Tai liéu cii, gidy mong, dé rach:
= Canon DR-G2110 hoac Fujitsu fi-7160
ed CCD sensor — Hinh anh s3c nét — Chdng ket gidy




QUY TRINH SCAN TAI LIEU 6 SCTS

Cac phan mém ho tro’ scan

@ Muc dich str dun . : . . :
chin

- OCR da ngbn ngit, d6 chinh - Dung dé nhan dang chir trong tai
- Giao dién than thién-

OCR — Nhan dang van xac cao o liéu scan dang anh
ABBYY FineReader . e s e o Chuan quéc té, cuc ,
ban & chuyén doifile _  chuyén d8i anh scan thanh manh va OCR - Chuyén file sang dang chinh stra
Word, Excel, PDF ' duoc
. , - Nhe, chay 6n dinh- .
- - Xoay trang, chén/xo4 trang RS A - Dung d& x Iy file PDF sau scan
o ST R i Chinh sira PDF chuyén Giao dién quen ( hen t 43t mat
Xi | _ An fila tach fi : , xoay, chén trang, dat ma
nghiép Gop file, tach file, thém thuéc, gid tét hon . Y, g
chir ky, comment Adobe khau...)
, . - Mién phi, khon - Phu hop cho nguoi dung khon
) - Gop file, chuyén d8i dinh =11 P, KNONg e PEnone & XHone
HO tro x ly file PDF quang cao chuyen
PDF Gear o i dang PDF
mién phi - Dédungchothaotdc - XU ly PDF co ban, khong yéu cau
- CO6 OCR co ban, chay offline , < Y . Y
co ban OCR nang cao
- DPém trang tuw déng trong Dune t budc kid it chit
2 x i _Hivu ich - Dungtron c kiém soat cha
‘ ‘ ’ Kiém tra so lugng o e G Nhe, n,hanh HL{‘u ich g g
RN UK E A trang, phat hién cho kiém tra d6i lwong
g - Xuét bdo cdo sé luvgn e .
thiéu/sot Al chiéu sau scan - Dam bao khang thi€u/sét tai lidu

trang theo file




QUY TRINH SCAN TAI LIEU

Tong két khuyén nghi

@ ABBYY: Dung cho OCR va xtt Iy chuyén d6i chuyén sau
(Word, Excel...)

Foxit Pro: Dung cho thao tac chinh sira file PDF hang ngay,
chuyén nghiép
@& PDF Gear: Dung khi can xt Iy nhanh — nhe — mién phi
(offline)

= Page Counter/Batch Tools: Dung dé dém trang — cuc hiru
ich cho khau kiém tra QC



AR,

wWww.scts.com.vn

w

@ 0913.778.344
@ namlt@scts.com.vn

Ha NOi
== Tang 12 Toa nha Diamond Flower
S6 48 dwérng Lé Van Luong
Phwong Nhan Chinh, quan Thanh Xuan

©  TP. H5 Chi Minh

== Tang 5A Toa nha Master Buildding
S6 41-43 dwong Tran Cao Van
Phwong Vo Thi Sau, Quan 3




O SCTS

Xin cam on

WWW.SCcts.com.vn
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