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PHAN | - GIOI THIEU

I. GIOI THIEU CHUNG

Phén mém Qudn Iy vin bin va Piéu hanh dugc xay dung trén nén web
v6i hé Quan tri CSDL SQL Server. Pay 1a mot thanh phan caa HTTT phuyc vu
diéu hanh va quan 1y caa UBND tinh, VP UBND Tinh va céc co quan cip
s&/huyén.

Phian mém Quan 1y van ban va DPiéu hanh dugc xay dung véi muc dich
phuc vu va quan 1y ¢6 hiéu qua cac quy trinh diéu hanh cong viéc, hoat dong tac
nghiép, xir 1y, khai thac, trao doi thong tin tai cac co quan hanh chinh trong tinh.
Céc qui trinh hoat dong s€ dugc quan 1y va thuc hién thong qua cac qui trinh xur
Iy va trao doi thong tin trén mang.

Phian mém Quan 1y vin ban va Diéu hanh c6 nhiém vu hd tro toan dién
cong tac diéu hanh cua lanh dao, cac hoat dong tac nghi¢p cua can by, chuyén
vién tai VP UBND tinh va tai cc co quan cip sd/huyén thong qua viéc quan ly
va theo ddi cac VB di va dén; xir Iy VB, xir Iy cong viéc thong qua hd so cong
viéc cua lanh dao, can bd, chuyén vién tai cac co quan; cac trao doi thong tin ndi
b, trao d6i thong tin vdi cac co quan, to chirc, ca nhan trong va ngoai co quan.

Tai moi co quan, phan mém Quan ly van ban va Diéu hanh bao gom céc chuc
nang chinh sau:

» Chtc nang quan 1y cac VB di/dén, thuc hién g1 va nhan VB vdi cac
Co quan, t0 churc, ca nhan bén ngoai thong qua duong mang.

» Chuc nang tao lap, quan ly, luu trir, luan chuyén xu 1y van ban va ho
so cOng vi¢c cuia co quan thong qua mang noi bo.

> Chtrc nang giai quyét va theo ddi tién d6 giai quyét cong viée

A\

Churc nang theo doi, kiém tra, don dbc thuc hién ctia Lanh dao.

A4

Chtrc nang kiém tra, soat xét nhiém vu can thyc hién ctia cac chuyén
vién, cac phong ban chuyén mon.

Chtic ning hd trg cong tac luu trit ho so.
Céc chure nang tra ctru, khai thac thong tin.

Chtrc ning thong ké va in 4n bao céo.

vV V V V

Céc chuic ning quan tri hé thong.

Nhu vay, phan mém Quén ly van ban va Piéu hanh s& hoat dong trén
mang LAN tai ting co quan, lién két VP UBND Tinh va cic co quan cip
s6/huyén vo1 nhau trong viéc guri/nhan céc van ban trén mang dién rong.

Phan mém Quan 1y vin ban va Diéu hanh



1. GIAO DIEN CHUNG CUA HE CHUONG TRINH

Tuy vao tung d6i tuong truy nhap, phan mem s€ an/hién mot sb chirc
nang theo nhom do1 tuong sir dung va theo mot s6 quyén do ngudi quan tri hé
thdng cap. Phan mém c6 bdn nhém dbi twong st dung 1a:

+ Van thu

+ Lanh dao

+ Chuyén vién

+ Quan tri hé thong

Khi nguoi su dung dang nhap vao phan mem man hinh sau khi dang nhéap
s& hién thi luén phan nhic viéc “Cac cong viée cin gidi quyét”.

Nguoi str dung cé thé truc tiép bAm chudt vao duong lién két dé xu Iy
cong viéc dugc chuong trinh nhac.

Duéi day 1a man hinh lam viéc chinh ctia hé chuong trinh:
uﬂ, QUAN LY VAN BAN VA PIEU HANH

SO TAI CHINH Ddng Hifu Phic | Thodt

= Danhmuc = Vanbandé&n = Vanbandi = Van ban ndibo X ly cong viéc

Xirly vB dén
D Cha xrly - Giai quyét céng vigc
O bang = Iy .
I3 Chér xac nhan =7 ¥ hodn thanh : 7 €6 1 cdng viéc dang theo dbi tinh trang thuc hién
O3 xrly 7 Cé 0 céng viéc chd xac nhan xif Iy hoan thanh

I3 Phéi hop % 1y o
[ C6 0 céng viéc chd xu Iy
Xwr ly céng viéc

I Lap phiéu giao viéc 4 Cé 1 céng viéc dang xur Iy

I Theo déi tinh trang thuc hién . [ACé 0 céng vigc phi hdp xir by
A Chdt xac nhan x(r Iy hoan thanh . - B
. [dCé 0 hd sd dang md
I Char xCr Iy
D Dang Iy . | Xi¢ ly van ban
D3 xif Iy

3 Phéi hop 7 1§ [ C6 2 wan ban dang theo déi tinh trang xir Iy

VB tham khao [ C6 1 van ban chd xdc nhan xor Iy hoan thanh
I VB dén nhan tham khao : 1 €6 0 v3n ban chd xt Iy
I3 vB phat hanh cd lién quan

VB phat hanh
X bang du thao l [ €6 1 waEn ban phdi hdp xr Iy
I3 D3 chuyén phat hanh g

Quan ly h so

[ C6 5 wan ban dang xuf Iy

Dy thao van ban

3 L3p ho sa I3 C6 1 vin ban dang dy thao
X0 1 ha sa
Tra cifu hd so . | Véan ban tham khao

I Toan bd hié so
I Theo tinh trang [d C6 12 v&n ban dén nhan tham khao
I Theo loai hé so [ C6 146 van ban phit hanh cé lién quan
I3 Theo linh vuc :
I Theo x1r Iy chinh
I Theo |3nh dao phu trach
I Theo ngay tao hd so
In an/Théng ké
I Tim ki€m nang cao

I Lap va In danh sach hi so

Phan mém Quan Iy van ban va Piéu hanh 2



PHAN Il - VAN BAN PEN

Chtrc nang Van ban dén quan 1y cac van ban dén cua mdt co quan don vi
v6i cac tinh nang chu yéu nhu sau:

- Vin ban dén duoc to chirc luu trit mot cach hé théng, dé dang tim
kiém khai thac.

- Phan cong xir 1y cac vin ban theo tham quyén giai quyét

- Lanh dao c6 thé kiém soat, ki€ém tra, theo doi qua trinh luan chuyén va
tién d§ xur 1y van ban

- Céc phong ban va c& nhan ngudi sir dung theo ddi dugc cong viée gan
vO1 nhiém vu cua minh.

Duéi day la giao dién chtic nang “Van ban dén’:

Hép thu van ban dén
I Theo co quan
I Theo thé loai
Cac chifc ndng
D Van bansaoy
I V3n ban chuyén

VB ca nhdn
I3 Chér =7 Iy

I bang xr'ly

D P3 xirly

I3 Ph&i hap = ly

I Nhan tham khao
Tra cifu

I Toan b van ban

I VB dén trong ngay

I Theo ngay dén

I Theo ngay ban hanh

I Theo loai van ban

I Theo linh vuc

I Theo co quan

I Theo nguidi U7 y

I Theo ngudi thu ly

I Theo s§ van ban

D Theo van ban chuyén

I Theo van ban sao v
In dn/Thdong ké

I Tim kiém nang cao

I In theo c3c m3u 8 VB

<

Cac cong viéc can giai quyét

I bang theo ddi tinh trang =T ly |

I Chd xdc nhan x(7' Iy hoan thanh |

Vanbandi = Vanbannéibé = Xiflycong viéc

Khi nguti st dung vao chon Van ban dén, Chuong trinh sé thing bdo danh sach cac cong viéc lién quan dén
van ban dén ma nguti sir dung can gidi quyét

Van ban dén

[ Cé 2 van ban dang theo d&i tinh trang =i Iy
[d Cé 1 vEn ban chd xac nhan x Iy hodn thanh
[ Cé 0 van ban chd xr Iy

[d Cé 5 van ban dang xr Iy

[d Cé 1 vaEn ban phai xr ly

[ Cé 12 van ban tham khao

Danh sach cac cdng viéc nay dugce lién két true tiép tai cic chifc nang tuong Gng. Ngudi sir dung cd thé sir dung
lién k&t d& vao ngay cac chifc n3ng nay ma khéng can thuc hién cac chifc ndng @ b&n trai man hinh.

P& guay lai théng bdo nhitng céng viéc can gidi quy&t nay, ngudi sif dung nén chon chifc ndng Van ban dén tir
thut don phia trén man hinh, ma khdng phai thuc hién cac thao tac khdng can thiét khac.

I. CAC CHUC NANG VA TIEN iCH THUQC PHAN QUAN LY VAN

BAN DEN

1. Hop thw viin ban dén

Muc nay liét ké danh sach cac van ban dén qua dudng mang, dugc chia
thanh 2 nhém: Theo co quan va Theo thé loai. Van thu c6 thé chon van ban
trong danh sich nay dé xem hodc chuyén thanh vin ban dén. Hodc c6 thé sir
dung lién két tai ving 1am viéc chinh dé vao ngay danh sach vin ban, ma khong

Phan mém Quan 1y vin ban va Diéu hanh 3



can thuc hién cic chtrc ning & bén trai man hinh. Khi chon mdt vin ban trong
danh séch, click chudt vao nit “Sira” va nhap mot sé théng tin bat budc vao van
ban dén (nhimg thong tin bit budc thudng co diu (*) mau do), sau do click
chudt vao nat “Luu” va “Vao s6”, thong tin ctia van ban do6 sé duogc tu dong
chuyén vao muc “Vao s6 VB” - giébng nhu mot vin ban da dugc nhip méi tir
van ban dén thong thudng.

2. VAo so vin ban

Van thu sir dung chirc nang nay dé quan 1y cic vin ban da nhap nhung
chua vao sb, ngoai ra van thu c¢6 thé vao chirc ning nay va chon “Nhip méi” dé
nhap thong tin van ban tir cac van ban dén thong thuong.

VAN BAN BEN

HIEM THI THOMG TIN ':'[%N BAM DEN
Thing tin 2 1§:

317122013 08:33 ‘ Huynh Ngoc San
Phi&u chuy®&n van ban: Khang tao phigu chuysn
Sao y: Khong sao y
Chuy®&n nhin d& biét: Khang chuy&n nhan 98 higt
Phdn quyén xem: Khéng co phan quyén zem

van ban phat hanh:
Thiing tin ludn chuy®n ¥an

ban (gdc): xerm thang tin ludn chuyén van ban (gdc)

Vian thu chon dugc thoi gian hoan thanh cong viéc theo lich va giao cho
nhiéu phong ban, ca nhan phoi hop thuc hién gidi quyét van ban.

Man hinh van thu giao viéc gitp lanh dao, c6 xac dinh han giai quyét:

Phan mém Quan Iy van ban va Piéu hanh 4



Nguai 2 19 VB (*): [juynh Ngoc Son ™ Noudi vao si:

Lién thing vdi cac

phan mém: [JLich cong tac coa 13nh dao tink

ClTigp dan va Giai quyst td cao
Ghi cha: %

File dinh kém: Mo file selected.

Thaoi han =0 ly: 2 |(ngay) 02/0172014 =
Moay giao ¥B: 31/12/2013 08:28
Don vi nhan VB Tin hoc - Thoing ké Tai chinh e
Mgu'di nhdn VB: Pang Hilu Phic e
Pon vi/Ngudi phii hop: Nguyén Duyén
Phan Quy Phuong
0o

3. Vanbansaoy

Churc nang nay liét ké danh séch céc van ban sao y can chuyén tur van ban
dén sang van ban di dé chuyén dén cho cac co quan khac. Van thu st dung churc
nang nay dé thyc hién chuyén van ban sao y qua van ban di.

4. Vin ban chuyén

Churc nang nay liét ké danh sach cac van ban can chuyén tir van ban dén
sang van ban di dé chuyén sang co quan khéc xtr ly. Van thu st dung churc nang
nay dé thyc hién chuyén van ban.

5. In so vin ban

Chtc ning nay phuc vu Vin thu tong hop va in bio cao danh sach cac vin
ban dén theo cac tiéu chi khi cé yéu cau

6. Tim kiém viin ban dén

Nguoi dung st dung chirc ning nay dé tim kiém vian ban dén.

Nguoi str dung ¢ thé tim kiém véi cac tiéu chi khac dé c6 mot két qua
chinh x4c, bo sung thém ti€u chi phong thu 1y va nguodi xur 1y chinh van ban,
man hinh tim ki€ém co ban va nang cao nhu sau:

Phan mém Quan 1y vin ban va Diéu hanh 5



TiM KIEM VAN BAN BEN

MNgay dén: = Pén ngay: |
MNgay ban hanh: = Pén ngay: |
SifKy hidu: Co quan ban hanh:

Loai van han: v Linh vu'c:

Phing thu lI§: v Ngudi xir 1§: (2.}
Trich y&u: i

Ch¢ @0 tim kiém nang cao: chon muc “Tim kiém nang cao” trén menu
tréi, co thé lua chon tim kiém co ban (mdt so ti€u chi tim kiém han ché) hoac
nang cao (tim kiém theo nhi€u ti€u chi), sau d6 dua vao mot so ti€u thirc can tim
kiém.,

TiM KIEM VAN BAN BEN

Si dén tdng hop: Pén si:

Mgay dén: .:| DEén ngay: |
Ngay ban hanh: | Dén ngay:

So/Ky higéu: ¥B thudngfQPPL: v
Sd van ban: +~| Co guan ban hanh:

Loai van ban: w Linh vuc: w
Pid mat: v Phdn loai van ban: v
P khan: P MNoudi thu ly: -
Phiing thu Iy: v Ngudi i ly: o
Ngudi ky:

Trich y&u: S

7. Thong tin giai quyét viin ban cia ca nhan

Muc nay luu trit cac van ban lién quan dén cong viéc cua ting c4 nhan
gom: Cho xu 1y, Pang xur ly, Pa xtr ly, Phoi hop xur 1y, Nhan dé tham khao,
Theo doi1 giai quyét, Xac nhan hoan thanh.

Phan mém Quan 1y vin ban va Diéu hanh 6



Van ban dén
<
H6p thu viin ban dén :
I3 Theo co quan
I Theo thé loai
Cac chifc ndng
A Van ban sao vy
I Van ban chuyén
VB ca nhdn
I Dang theao déi tinh trang xr Iy
I3 Chér =7 Iy
I3 Chad xac nhan x Iy hoan thanh
I Dang = ly :
D P3 xirly
I3 Ph&i hap = ly
I Nhan tham khao
Tra cifu
I Toan b van ban
I VB dén trong ngay
I Theo ngay dén
I Theo ngay ban hanh
I Theo loai van ban
I Theo linh vuc
I Theo co quan
I Theo nguidi xUr y
I3 Theo ngudi thu ly
I Theo 58 van ban
I Theo van ban chuyén
I Theo van ban sao vy
In dn/Thdong ké
I Tim kiém nang cao

I In theo cdc m3u s VB

Vanbandi = Vanbannéibd = Xiflycong viéc

Cac cong viéc can giai quyét

Khi ngudi sif dung vao chon Van ban dén, Chuong trinh s& théng bao danh sach cac céng viéc lién quan dén
van ban dén ma ngudi sUf dung c3n giai guyét

Van ban dén

[ C6 2 wEn ban dang theo dfi tinh trang xr Iy
[ C6 1 wEn ban chd xac nhan x Iy hoan thanh
[ C6 0 w&n ban chd xU Iy

[d Cé 5 van ban dang xr Iy

[d Cé 1 vaEn ban phai xr ly

[ Cé 12 van ban tham khao

Danh sach cac cdng viéc nay dugce lién két true tiép tai cic chifc nang tuong Gng. Ngudi sir dung cd thé sir dung
lién k&t d& vao ngay cac chifc n3ng nay ma khéng can thuc hién cac chifc ndng @ b&n trai man hinh.

P& guay lai théng bdo nhifng céng viéc can gidi quy&t nay, ngudi sif dung nén chon chifc ndng Van ban dén tir
thuc don phia trén man hinh, ma khéng phai thuc hién cac thao tac khéng can thiét khac.

Bio cdo tinh hinh giai quyét vin ban cia ca nhan va theo ddi trang
thai xur ly cac van ban da giao cho cap dudi thuc hién.

VAN BAN DEN

HIEM THI THOMG TIM VAN BAN DEN

Thing tin x0r ly:

MNoay wao s

Moudi vao sd Mowdi ®ir 1§ VB

31/12/2013 08:38  [Nguyén Thi Kim Chung [Huynh Mgoc San

Giao viec cia: Huynh Mooc Son (31,/12/2013 08:38 - 03/01/2014)

Mgay giao ‘

Noudi giao vidc | ¥ kidn chi dao

31/12/20132 02:38  Huynh Ngoc Son k

Ngu'di giai quyét ¥ ki&n giai quyét File két qua Trang thai
[Bd@ng Hifu Phic (x| Cher 50 |y
chinh)
Phan Quy Phudng Cher xcr 1 | Giigopy |
MNguy&n Duyén Cher =0y 1 | Giigopy |

Phiéu chuy&n van ban:
Sao y:

Chuy®&n nhdn d& biét:
Phdn quyén xem:

Yan ban phat hanh:

Thbng tin ludn chuy&n van
ban (gdc):

Khéng tao phigu chuy&n
kKhéng sao y

Khang chuy8n nhan 98 bigt
kKhéing oo phan quyén xem

xem thdng tin ludn chuy&n v3n ban {gdc)

mmm In phiéu phai ho'p x|y In phiéu trinh GQCY

Phan mém Quan 1y vin ban va Diéu hanh 7



Xem ludng luu chuyén vin ban: Nguoi diung xem ludng luu chuyén vin
ban bang chirc nang Xem thong tin ludn chuyén vin bdn (goc)

VAN BAN DEN
Thdng tin ludn chuy&n V3n ban d&n
27/07/2013 16:38 Nguyén Thi Kim Chung
29/07/2013 10:01 | Nguyén Thi Kim Chung Huynh Ngoc Son
29/07/2013 10:01 | Huynh Ngoc San Phan Quy Phuong (XL
Chinh)

Bang Hu Phic
Nguyén Thai Hoa

29/07/2013 10:21 |Phan Quy Phuong Nguyén Thi Khanh Chi (XL
Chinh)

Hoang Thi Thanh Huong
Phan Thi Diéu Huiong

29/07/2013 10:34 | Nguyen Thi Khanh Chi Lap Van ban du thao

Giri yéu cau 1am lai: Tir man hinh xem thong tin qua trinh xir 1y, nguoi
giao viéc co thé giri yéu cau lam lai cho nguoi chu tri néu thdy két qua chua
dugc nhu mong mudn (click nut Giri yéu cau lam lai), khi d6 trang thai giai
quyét cta cong viéc s& duoc thiét 1ap lai 1a chua hoan thanh dé ngudi chu tri tiép
tuc thuc hién (ndm trong Vin bdn dén dang xir ). Man hinh giri yéu cu lam
lai:

¥ kign phan hai

Guri gop y: Trong qua trinh xu ly van ban, tat ca nguoi st dung co thé s
dung chirc ning nay dé gop y qua trinh giai quyét mot vin ban

Viin ban dén dang theo déi xir Iy:
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¥an ban dén = WYan ban di Xir Iy cong vigc Thing ké

VAN BAN BEN BANG THEQ DOI XU LY

@T1atca OVB xir Iy O ¥an ban mit cira O va&n ban chuy&n truc tiép

Co' quan ban

S0 hiéu gdc Tén loai VB . Trich yéu
hanh

™ Trong han {2)

118/KH-UBMND 13/1/2014 K& hoach UBND tinh Thira Trign khai thut
Thign Hug hign Ludt hoa giai
dcdsd
S40/5TTTT- CNTT 37172014 Churgng trinh Sa Thing tin va hudng din 13p duy
Truyén thdng toan chi phi khao
sat dur an hg
dung CHNTT sif

dung ngudn vdn
naén sach nha

nuac

P Quéa han (17)

Cho xac nhén xir 1y hoan thanh: Tat ca cac van ban di giao xtr 1y duoc
nguoi chu tri giai quyét xong va dang dé nghi xac nhan hoan thanh duogc liét ké
trong muc nay.

VAN BAN DEN CHO XAC NHAN HOAN THANH

@ Tt ca OvwB xir Iy O van ban mit cra O ¥a&n ban chuydn truc tiép

S hiéu goc MNgay dén Tén loai ¥B Co quan ban hanh Trich yéu

* Trong han (1)

281,/SY-LBND 14/1/2014 Cdng van UBMND tinh Thira WA triEn khai Chi
Thign Hugé thi 10/CT-TTg cha
TTgCP

8. Tra ctru van ban chung

Cho pheép moi nguoi sir dung tra clru cac van ban dé:n da duogc luu tri
trong chuong trinh (VB dén trong ngay, Toan b VB, Theo s6 VB, ...), ngoai ra
con co6 thé tim kiém va tra ctru dir liéu cac nam trudc do.
11. VAI TRO CUA VAN THU

Khi nguoi str dung véi vai tro Vian thu dang nhap vao hé thong, giao dién
mac dinh s€ nhu sau:
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m Vian ban dén Vanbandi = Xiflycéng viéc

4
Hdp thu van ban dén i
I Theo co quan .
[ Theo thé loai . [d Cé 14642 vin ban qua dudng 4 €6 2 win ban chd ban hanh X Iy van ban
Cac chifc nan mang
— g : [ C6 0 van ban chua vao s6
Ovao s6 va : [@cé 0 vanban chua vao s8 5 5 1 vin biin chars e I7 C6 O van ban dang theo déi
& V3n ban sao ) 0 1 van ban chua gui qua tinh trang xC Iy
o Y”_ . [3 Cé 0 van ban t chéi do khéng  mang g Xy
[3Van ban chuyeén : phd hop chuyén mén 3 C6 0 vin ban chd xdc nhan x¥
VB cé nhan . Iy hoan thanh
@ Bang theo déi tinh trang = Iy : [ €6 0 van ban tr chéi do khéng
O Cha xir ly . phd hdp chuyén mén
3 Chd xac nhan xUr' Iy hoan thanh : I3 Co 0 vin ban chd xr by
O Bang xrly o
O b3 xir Iy Cd 0 van ban dang x' ly
3 Phéi hgp =y . [d C6 0 vin ban phéi hgp = Iy

A Nhan tham khao

Tra cifu Giai quy&t cing viéc

I Toan bd van ban
3 vB dén trong ngay

o : [d Cé 0 céng viéc dang theo ddi
O Theo ngay dén : tinh trang thuc hién
I3 Theo ngay ban hanh .

L : [ Cé 0 céng viéc chd xac nhan
O Theo loai van ban . x( Iy hoan thanh
A Theo linh vuc

[d C6 0 céng vigc chd xir Iy
A Theo co quan
3 Theo ngusi X7 Iy : [ Cé 0 céng vigc dang xir Iy
3 Theo nguwi thu Iy : I C6 0 céng vigc phéi hap xit Iy
& Theo 56 van ban
L . 4 C6 0 hd sd dang m&

A Theo van ban chuyén

A Theo van ban sao vy

In &n/Théng ké : Dy thao vin ban
A Tinh hinh x Iy van ban
3 Tim ki€m nang cao [ Cé 0 vin ban dang du thao

[ In theo cic m3u 58 VB

3 Tra it dif e :
1. Va0 s6 vin ban dén

Pé vao s6 mot van ban dé::n, Vin thu c6 thé nhdp maoi tr mdt van ban dén
thong thuong hodc tir van ban dén qua duong mang.
1.1. Nhap méi mot vin ban tir vin ban dén thong thwong

Dé nh3p mdi mdt van ban tr van ban dén thong thuong, lam cac budc
sau.

Budc 1: Chon chiic nang Van ban dén trén menu ngang, ti€ép do chon
chtrc nang “Vao s6 VB” trong menu trai, vung lam viéc chinh hién thi danh sach
cac van ban cho vao so va cac nit chirc nang

VAN BAN DEN CHUA YAD 56

So hiéu (Xc Co quan ban hanh Trich yéu
P S& wan ban dén (2)
O 7.4 T1/BC-PET Phong Kinh & - UBMD Thanh 31/12/2013 Bao cao tinh hinh trdu bo chét rét
phid
| 7.4 10/2008 2013 - Trung £3m Cong nghé 31/12/2013 G thém cai nfa (da gl 57)
JCT-UBMND Théng tin
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Buérc 2: Click chudt vao nut “Nhap méi”, ctra s6 nhap mdi hién thi trong
vung lam viéc chinh nhu hinh minh hoa dudi day, van thu c6 thé thuc hién nhap
cac thong tin cho van ban moi

YAN BAN DEN
Luu | vao 55 | vao 8 va Tigp tuc 56 dén téng hdp: 17

S van ban (*): S van ban dén » | VB thridng /QPPL: Thudng ~| Nam 2013
S déntheo sd (*):  [17 Mgay dén: 3171272013 |
Cdp co quan: b
Co quan ban hanh: v &
S fky¢ higu giic: Mgay ban hanh: 31/12/2013 =
Loai van ban: b’
Trich y8u:
Nouoi ky: Chifc vu:
Pid mat: + | Phan loai ¥B: Tham quyén v
Linh vuc: + | B khan: Thuriing v
Noguwdi xir 1§ ¥B (*): v | Noudi vao s@: Nguy&n Thi Kim Chung
Ghi chi:
File dinh kém: No file selected. +1

o s5) oM
Buwdc 3: Nhap thong tin cua van ban dén.
Cach nhap dir li€u:

Phan mém st dung phong chir theo tiéu chuan UNICODE, vi vay dé di
liéu nhap va hién thi ding can dat ché do soan thdo theo chuan UNICODE.
Ngoai ra phan mém ho trg nhiéu phim tat dé nguoi st dung c6 thé thao tac
nhanh va thuan tién.

C6 thé dung chudt hodc phim "Tab" dé di chuyén téi cac trudng nhap dit
liéu trén man hinh nhap. Nhan phim “Tab” d€ di chuyén lan lugt dén céc truong
nhap dir li€u, hodc két hop phim “Shift” va phim “Tab” dé di chuyén nguoc lai.

Véi mot s6 thong tin dugc quan ly trong Thong tin danh myc nhu: sO van
ban, linh vuc, loai vin ban, cip co quan, co quan ban hanh, ngudi ky co thé
nhap bang mot trong cac cach sau:

+ Dung chudt click vao truong can nhap dir liéu hodc nit nhé =i bén

canh truong dé dé€ hién thi ctra s6 cho phép chon tir danh sach.

+ Nhép cac ky hiéu tit cua gia tri can nhdp (cac ky hiéu tit dugc quy

dinh baoi truong Viét tat trong I0c khai bdo cdc Danh muc) . Vi du: khi
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nhap van ban dén, can nhdp loai van ban la cang van, nguoi sw dung
chi can g6 vao tén tat cua cong van la “cv” va nhan phim “Tab”
chuyén con tré sang 6 khdc thi hé thong sé tw dién tén day dii la “Céng

~ »

van .

Tai cic 6 nhap ngdy thang, ngudi st dung chi can click chudt vao biéu
twong ngay thang 2 va lya chon ngay thang can nhap.

Gii thich mdt s6 thong tin cin nhip:

- “S06 dén tong hop”: La sb thir ty ciia van ban trong tong sb cac van ban
dén da dugc nhdp vao hé thong, s6 nay tang tu dong theo nam (Van thu
khong can nhap).

- “S06 viin ban”: Chon sd cta vin ban tir danh sach, thong tin ndy chi duoc
chon, khong dugc nhap hodc c6 thé go tén tat da dugc khai bao trong
Danh muc S6 van ban. Thong tin nay bat budc phai nhap.

- “$6 dén theo s6”: Mic dinh thong tin nay duoc tang tu dong theo tung
S6 van ban hoac c6 thé nhap bang tay.

- “Cap co quan”: Phan cac co quan thanh cac cip dé dé dang quan 1y va
lwru trit, ngoai ra lwa chon cip co quan dé sang loc cac co quan ban hanh.
Trong trudong hop khong lwa chon cdp co quan ma lya chon co quan ban
hanh thi chuong trinh tu dong cap nhét cap co quan di khai béo trong
Danh myc Co quan.

- “S6/Ky hiéu gbc:S6 ky hiéu gbc cua vin ban dén khong bat budc phai
nhap. Néu khong nhap s6 ky hiéu gde thi khi vao sd, van ban d6 mic dinh
1a “khong s6”. Két hop “So thir tw theo s6” va “Ky hiéu vin ban” sé 1a
“S6/Ky hiéu gbc”

- “Ngwoi xir Iy VB”: Thuong 14 nguoi c6 trach nhiém phéan phdi vin ban
(Chu tich, Chanh, Ph6 van phong,...), truong hop van ban gt dich danh
cho ai thi chon ngudi d6. Sau dé viée xtr Iy cong viée lién quan dén noi
dung van ban nhu thé nao s& do lanh dao giao lai cho cac chuyén vién.

- “File dinh kém” : Néu van ban dén thong thuong da duoc quét bang may
Scaner va luu trir trong may dudi dang file “.pdf” c6 thé st dung chic
nang nay dé gan kém file van ban. Cach gan kém nhu sau:

+ Click chudt vao nat “Browse” dé mo ctra s6 chon tép gan kem
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Choose file

Look jr: | () HDSD

st =

A eetsD Chuvenvien_vankthu, doc

My Recent ] ~ARLODOS. tmp
Documents IE_ﬂHDSIZ:I_I:h|_|\)-'En\.fien_'u'anlzhu.u:h:u:
r_’[' ¥ HDSD_LanhDao, doc
Deszktop

by Documents
tdy Computer

kAu Metwark: File name: |
Flaces

j Open |
j Cancel

+ Chon tép van ban can gan kém, sau d6 click chudt vao nut “Open”, tén
tép van ban s¢ dugc dua vao 6 text canh nat “Browse”

Files af type: |.-’-'-.II File= [*.7]

C:\Documents and Settings\hgphong\Desktop\l g,...  “i §@*

+ Click chudt vao biéu twgng %@ dé gin File dinh kém khac.
+ Click chudt vao biéu tuong & dé x0a File dinh kém tuong Gmg
Buéc 4: Chuyén giao van ban dén cho chuyén vién xir Iy
Sau khi d4 c6 ¥ kién chi dao, phan xir 1y ctia Lanh dao, van thu s& bd sung

¥ kién chi dao cua Lanh dao va chuyén dén cho chuyén vién xtr Iy trong muc
Thong tin xtr 1y:
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Thi han xu ly: 0 |(ngay) 31/12/2013 [

Ngay giao VB: 31/12/2013 08:54
Pon vi nhin VB: o
Mguidli nhdn VB: o
Ppon vifMNgudi phibi hop:

(1

¥ kién xir 1y:

Tai giao di¢n nay, van thu xac dinh chuyén vién xur 1y tai 6 Ngwoi nhan
VB, ngudi phdi hop xir Iy (néu c6) va nhép ¥ kién cia 1anh dao vao 6 Y kién xir
ly VB. Thoi han xtr 1y sé& tuy thudc vao loai van ban (duoc thiét lap & danh muc
Loai van ban), trong truong hop c6 su thay déi riéng cho vin ban ndy, vin thu
cap nhat lai s6 ngay xtr Iy cta vin ban ndy vao 6 nhap Thoi han xir ly

Budce 5: Click chudt vao nit Vao s0 dé€ vao so van ban nay (van ban s€ dugc
chuyén dén chuyén vién xtr 1y)

Mot s6 thong tin khac:

Trong qué trinh Vo s0 mot vin ban dén, co nhitng truong hop vin ban
dén thudc tham quyén cia co quan khac xir 1y, sai ndi dung thé thirc, vin ban
can sao y chuyén cho cic co quan don vi khac, chuyén cho cac chuyén vién
trong don vi dé tham khao, hodc can phai phan quyén khai thac (vin ban mat),
van thu sé str dung tab Thong tin khac dé thyc hién cac cong viéc nay.

- Van bansaoy:
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Phiéu chuy&n van ban: @khang O Co

Saoy: CKhong @ Co
Ngudi d& nghi (*): Ping Hifu Phiic -
MNgudi ky sao y (¥ ): Huynh Mgoc San -
S sao y: 2
Ky hiéu sao y: SY
MNgay k¢ sao y: 3171242013 kb

Sd Cing thuong
Sd K& hoach va Bau tur
Moi nhdn sao y:

T chifc, cd nhén khac:

Van thu c@p nhét cac thong tin sao y nhu: Nguoi dé nghi sao y, nguoi ky
sao y, SO sao y (tang tu dong), ky hi€u sao y, ngay ky sao y (mac dinh ngay hi¢n
tai), cac noi nhan sao y

Sau khi di nhdp cac thong tin sao y va vao so vin ban, van thu phai
chuyén Van ban nay thanh van ban di d€ ban hanh dén cac co quan nhan van
ban sao y bang cach kich nat Chuyén sang VB di, kich ndt In phiéu yéu cau
sao y dé thuc hién viéc in phiéu (n€u can).

- Chuyén nhén dé biét:

Chuy@&n nhan d& biét: Okhéng @ cé
Nguyén Phudc Anh Tri
Lé Minh Bao
L& Trung Diing

% 3

[IT&t ca don vi

Ngudi nhdn:

Vin thu xac dinh danh sach cac ca nhan trong don vi ndi bd can chuyén
vin ban dén dé tham khao bang cach click chudt vao biéu tugng & dé chon.

- Phan quyén xem:

Phan quyén xem: O Khong © C6

Ngudi co quyen:

o

D061 voi cac van ban can phan quyén khai thac, van thu xac dinh C6 phan
quyén xem va chon danh sach cac ca nhan trong don vi ndi by duoc quyén khai
thac van ban nay bang cach click chudt vao biéu tugng & dé chon.
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1.2. Nhap méi vin ban tir vin ban dén qua dwong mang

Céc van ban nhan qua mang dugc luu trong muc “Hop thw vian ban
dén”, hop thu van ban dugc phan theo co quan va theo thé loai. Van thu c6 thé
click chudt vao tén ctia mot vin ban, chuong trinh s& mé cira s6 thao tac voi van
ban d6 va van thu co thé sira dé vao sb van ban dén.

Céc budc nhap van ban dén qua dudng mang nhu sau:

Budc 1: Chon muc “Hop thw vian ban dén”, chon Theo co quan hodc
Theo thé loai trén menu trai, danh sach cac van ban dén qua duong mang s€
duoc liét ké:

HOP THU VAN BAN BEN

{51)

2013 - Trung tdm Cdng nghé Thing
tin (10}

Ban ddn tdc (42)

Phong Tai nguyén & Mai trrdng TP (3)
Phong ¥an hda & Thing tin - UBND
Thanh pho (2)

Phong ¥ TE TP (2)

Sd Cang thu'ong (189)

Sd Gido duc va Pao tao (352)

Sd Giao thding ¥an tai (24)

LA & & S8 4 QV\VVD

Buée 2: Click chudt vao mdi vin ban dé xem thong tin chi tiét ctia vin
ban can vao s0, giao dién chi tiét ctia van ban nhan qua duong mang hién thi nhu
Sau:

HOP THU VAN BAN PEN

VB thudng/QPPL: Thudng Nam 2009 Ngay dén: 04/05/2009
Cap cd quan: Co quan chuyén maén Cd quan ban hanh: 53 Van hoa Thé thao va Du lich
S6/ky hiéu goc: 1/TTr-UBND Loai van ban: Cong van
Trich yéu: NGi dung trich yéu van ban
Ngudi ky: Phan Tién Dlng Chi'c vu: Giam dadc
PO mat: Thudng Mifc d6 quan trong: Thudng
Linh vuc: Cdng nghé Thong tin P6 khan: Thudng
File dinh kem: YEU CAU-QL VB va DH.doc

oo

Click chudt vao nat “Vao s0” dé tién hanh Vao s6 van ban dén, dién mot
s0 thong tin nhu “So6 van ban”, “Nguwoi xirly VB”,...

Phan mém Quan 1y vin ban va Diéu hanh 16




VAN BAN DEN

| vaos5 | Hiybo 56 dén téing hop: 18

S& van ban (*): S8 van ban dén +| ¥B thudng/QPPL: Thudng v | Nam 2011
Si dén theo si: 18 Ngay dén: 31/12/2013

Cdp co quan: Co quan chuy&n min b
Co quan ban hanh: 54 Giao théng ¥an tai v &
Sd fky hiéu goc: 623/0D-SGTYT Ngay ban hanh: 1970772011

Loai van ban: Quyét dinh b

Trich yéu: ¥é viéc giao quan I¥ cac tuyén dudng trong Khu quy hoach thin Thuong I,

phudng Thay Xuidn, thanh phd Hué

Ngudi k¥: Ngd ¥an Tudn Chirc vu; Giam d&c Sd

Bé mat: Thuing » | Phan loai ¥B: Tham quyEn w
Linh wuc: Giao thing ¥an tai w| B8 khén: Thuing v
MNgudi =0 1§ ¥B (*): | Ngudi vao sa; Mguy&n Thi Kim Chung

Lién thing vdi cac

phin mém: DLich cdng tdc coa ldnh dao tinh

ClTigp dan va Giai quyét t5 cdo
Ghi chi:

File dinh kém: Mo file selected. (+1x)
| vaos5 | iy bo |

Click nat “Lwu” dé luu lai van ban dang vao s6 hoac click nut “Vao so6”
dé thuc hién vao s6 van ban.

1.3. Cap nhat thong tin cho viin ban dén

Véi cac van ban dén thong thuong, néu khi nhap théng tin van ban, van
thu chi click nat “Luwu” thi van ban d6 méi chi dugc ghi lai ma chua dugc dua
vao luu trit trong danh sach van ban chung, tirc 18 méi chi ¢6 van thu xem duogc
ndi dung cta vin ban d nhap, nhimg d6i twong khac (chuyén vién/linh dao)
chua thé tra ciru hay nhan dugc van ban nay dé xir 1y, trudng hop nay goi 1a vin
ban dang & trang thai chua dugc vao so.

pPé cap nhat thong tin cho cac van ban chua vao s6, thuc hién cac bude
Sau:

Budéc 1: Chon chirc nang “Vao s6 VB” & muc Cac chiic nang trén menu
trai, ving lam viéc chinh s€ hién thi danh sach van ban chua vao so
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VAN BAN PEN CHUA VAO SO

| S0 hiéu goc Cd quan ban hanh Ngay dén Trich yéu
» Gidy phép (1)
P Nghi quyét (1)
P Quyét dinh (1)
w Tdtrinh (1)
7.4

10/TTr-TTTT Sd Théng tin va Truyén 10/02/2009 V& viéc |ap du toan kinh phi phan
thdéng mém Quan ly sd liéu chuyén nganh

O

Budc 2: Click vao lién két so hiéu goc cuia van ban dé xem thong tin chi
tiét cua van ban do

S8 dén téng hop: 16

SO wan ban: S8 v3n ban dén ¥B thudng /QPPL: Thudgng MNam 2013
Sio dén theo s: i6 Mgay dén: 311242013
Cdp co quan: Co quan chuyén mdn thudc TP

Co quan ban hanh: Phang Kinh t& - UBKND Thanh phi

Sifky hiéu goc: F1/BC-PKT Nogay ban hanh: 040442011
Loai van ban: Bao cao

Trich yéu: Bao cao tinh hinh trdu bo chét rét

Noudi ky: Phan Hing Khai Chirc wu: Truting phang
Pd mat: Thuting Phaén loai ¥B: Tham guyién
Linh vuc: MEng-LAm-Mgu nghigp P khan: Thuting
Ngudi 20 1y: Hugnh Ngoc Son

Ghi chi:

File dinh kém:

Thing tin 20 1y¥:

MNgay vao s Mou'di wao s Nowidi z0' 1§ VB
31/12/2013 08:51 Huynh Wgoc San
Phiéu chuy&n vdn ban: Khong tao phigu chuyEn
Sao y: Khoing sao vy
Chuy&n nhdn d& bist: Khang chuy&n nhan d& bigt
Phdn quyén xem: Khéng cd phan quyén xem

van ban phat hanh:
Thing tin ludn chuy@&n van

ban {gdc): ®em thdng tin ludn chuy&n van ban (gdc)

Buwéc 3: Click nut “Sira” dé chuyén vin ban sang trang thai cho phép
chinh stra, man hinh chinh stra van ban nhu sau:
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Sd van ban (*): & vin ban dén | VB thudng/QPPL: Thudng Nam 2013
S déntheo sd (*):  [1p Ngay dén: 3171272013 =
Cdp co quan: Co quan chuy&n min thuic TP hd
Co quan ban hanh:  |phang Kinh t& - UBND Thanh phé v @
Sd/ky hidu gic: 71/BC-PKT Ngay ban hanh: 04/04/2011 i
Loai van ban: Bao cao w
Trich yéu: Bao cao tinh hinh trdu bd chét rét
Noudi ky: Phan Hiing Khdi Chifc vu: Trudng phong
Pi mat: Thuidng + | Phan loai ¥B: Thém quyén v
Linh wrc: MNing-Lam-MNgu nghiép +| B0 khan: Thuiing hd
Ngudi x 1¥ ¥B (*):  [jugnh Nogoc Son ™  Noudi vao si:
Lién thing vdi cac . - f e .
phan mém: O Lich cong tac cha 13nh dao tinh

CITigp dan va Gidi guyst 8 cao
Ghi cha:
File dinh kém: Mo file selected. 99

Budc 4: Thuc hién chinh stra thong tin

Buéc 5: Click nit “Lwu” dé ghi lai qua trinh sira d6i hoic click nit “Vao
s0”’ dé thuc hién vao s6 van ban

Nt “In phiéu xir Iy dé in phiéu trinh xir 1y van ban do.
2. Sir dung chire niing chuyén xir 1y vin ban ra co quan ngoai.

M@ ti nghiép vu: Str dung chic nang nay khi co quan tiép nhan mot vin
ban dén va van ban nay dugc dé nghi chuyén xur Iy sang co quan khéc.

M@ td quy trinh: Vian thu tiép nhan van ban dén, vao sO van ban, chuyén
Lanh dao VP phan xu ly cho chuyén vién, chuyén vién tiép nhan vin ban, xac
dinh thay van ban can chuyen sang co quan khac xu ly, chuyén vién tién hanh
1ap phiéu chuyén, chuyén cho Lanh dao duyét, néu duogc duyét, ca phiéu chuyén

va van ban d6 duoc chuyén xudng phong Hanh chinh, vin thu tiép nhan va gui
ca phiéu chuyén kém vin ban d6 sang co quan xur 1y.

Tai chirc nang bén trai, van thu chon chirc nang “Van ban chuyén”

ltl@p thu van ban dén
Theo cd quan

Theo thé loai

Sia’c chi’c nang

Vao sé VB

Van ban sao y

Van ban chuyén
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Khi mé c4c van ban cho chuyén, van thu sé thay cac van ban chd chuyén
va xuat hién nat “Chuyén sang VB di”

VAN BAN CHUYEN

] S6 hiéu goc Ngay ban hanh Cd quan ban hanh Trich yéu
w Cac van ban chua chuyén thanh van ban di (1)

] ¥ 100/CV-SKHDT 04/05/2009 Sd Ké hoach va Pau tu Trich véu

Panh dau vao cac 6 vudng bén canh cac van ban can chuyén, sau do click
chuot vao nut “Chuyén sang VB di” dé thuc hién viéc chuyén.

Luu y: Trong truong hop van thu thao tac ludn phan ‘nhap phiéu chuyén
tai van ban dén thi cac thao tac s& don gian hon, sau khi dién ddy du thong tin
vao phan nhap méi van ban dén, van thu sé& vao phan “Phiéu chuyén vin ban”
tab Thong tin khéac, danh dau vao “Co tao phiéu chuyén” va click chudt vao nit
“Tao phiéu chuyén”

Phiéu chuyén van ban: O Khéng ® 6

Pién céc thong tin trong giao dién Tao phiéu chuyén sau:

PHIEU CHUYEN
Van ban dén: 100/CV-SKHDT
Mgay chuyén: 04/05/2009 11:30
Mgudi d& nghi chuyén (*): -
Mgudi ky chuyén van ban (*): L}
VE viéc (*): Chuy&n vin ban
Pé nghi: Pé nghi chuyén
Nai nhin van ban dén: Sd Théng tin va Truyén théng
-

Y kién lanh dao: Y kién cua lanh dao

Click ndt Luu dé luu cac thong tin ctia Phiéu chuyén, quay tré lai phan vin
ban dén va st dung ntt “Chuyén sang VB di”.
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Phi&u chuy&n van ban: o tao phidu chuyén
M phigu chuy&n

Sau cac thao tac trén, van ban dén nay s& duoc chuyén thanh vin ban diva
s€ xuat hién tai danh sich Van ban chua vao s6 trong chirc nang “Vao s6 van
ban” & Van ban di.

3. Lap va in sé viin ban

Chon muc “In theo cac miu s6 VB” tai chuc nang In én/Théng ké trén
menu trdi, man hinh hién thi cac thong tin Iya chon cho phép lua chon céac thong
tin trudce khi in.

LAP VA IN SO VAN BAN DPEN

Thing tin

Tén cd quan chil quan UBND TINH THITA THIEN HUE
Tén cd quan S¢ TAI CHINH
Tén phong
Tiéu dé sé vian ban SO DANG KY VAN BAN DEN
Cha thich

Mau sd Sd van ban chudn -]
Pia bin Hué&

Chon tiéu chi can ldp va in s8 vdn ban

Ngay ban hanh: Tir ngay 01/12/2012 [ Pén ngay 31/07/2013
SO vdn ban | [Tat cal
Loai vdn ban | [Tat cal
Pon vi xi Iy | [Tat cal
Chuyén vién

( <|I”I”I|I_

Mgay dé&n: T& ngay 0171272012 = Pén ngay 21/07/2013
VB thu@ng/QPPL  Thuéng (=]
Cao quan ban hanh A

Sap xép theo | S& VB dén

Vian thu nhap mot s6 thong tin can lap s6: Tén tb chirc, sb cua sé6 VB, tén
s0, chon mau sb can in va mét so tiéu thuc tim kiém vian ban dé lap ) (thuong
1a tén sO van ban, ngdy dén,...), in s6 trong mot khoang thoi gian xac dinh, don
vi xtr 1y, sap xép thong tin theo Phong ban, S6 VB Pén, Ngay ban hanh VB, Linh
viee. Sau d6 click chudt vao nit “Pdng y”, man hinh hién thi ndi dung can in.

L
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UBND TINH THUA THIENHUE

CONG HOA XA HOI CHU NGHIA VIET NAM
Bic lip - Ty Do - Hanh Phiic

Hus rgay 04 thang 03 nam 2009
SO PANG KY VAN BAN BEN
Ngay dén Sb Tic gia Sa, ky higu Ngay Tén loaiva trich Donvi hodc Ky Ghi chi
dén thing véu njidung ngwirinhan nhin
17032008 2 AiTo lhang sa 17032008 v.v cong van titng NN Khong nhap
17032008 3 Aum & Architects lhong 5o 16032008 Vv dam bao khii cong xay Khongnhap
Associates dunz
31/03.2009 L Bai SirCong Hoa 264 30032009 v.ov dénthimtrienldm quocgia  |Khongnhap
Belarus B Vist Nam conghoaBelarusai TPHalN o1
21/03.2008 3 Cong Tv CP Thuy Bign J4ICPHET 19032009 Vv nin phép dan tw DA thiay Khong nhap
Mien Trung KH dén Séng Bo, tinh Thira Thitn
Hus
241032008 6 |TéngCongTyCaPhan |47CV 20032008 | Vv kdém tra xi 1 san pham Khéng nhap
May Viet Tien nhai zid va thao dbang hidu
= ampham quyée da
VigtTén
25/03.2008 7 Vien Nang Lwong 101Cv 20/032008 Vi lap Quyv hoach phat trién Khongnhap
dénhre Thira ThitnHue giai
doan2011-2013 co
xét dén2020
25/03.2009 8 BOL Cac Dy AnNong 415 DANN 23032009 | Vv trien khaike hoach thue Khongnhap
Nghigp hién trao thaughi ngan cho cac
teulDr an
25/03,2009 g Cong Tv CP Kien Tric 1109Cv 23032009 v to chire doan khao sat ziod Khéngnhap
Hay Deng Nha Voi theu dia diem xavy denz d wan
01/04.2008 10 |UyBanQuocGia 178 BTK 31032009 | Vivtham deHéinghilanthiV  |Khdng nhap
Unescofia Vist Nam n?_u_iiﬂg vitth ban dep nhat the
oo

Tir giao dién trén, nguodi diung c6 thé két xuit bao cio sang dinh dang
Microsoft Word hoac Acrobat Reader dé c6 thé chinh stra va in

I11. VAI TRO CUA CHUYEN VIEN

Khi nguoi sir dung dang nhap vao hé thong voi vai trd chuyén vién, giao
dién mdc dinh s€ tuong tmg voi chirc nang Xur ly cong vige. Trong giao dién
nay, cac thong tin vé Giai quyet cong viéc, Xt 1y vin ban dén, Dy thao van ban
ctia nguoi sir dung s& duge hién thi va nguoi dung co thé kich vao cac lién két
tuong tmg dé thyc hién cac cong viéc lién quan.

Phan mém Quan Iy van ban va Piéu hanh

22




_Danh myc_+_Van ban dén__van ban di [

Xir Iy VB dén
I bang theo d&i tinh trang = ly

O Cha = Iy Xi¥ Iy vén ban

I bang x(rly

D Chir x&c nhan xf 1y hoan thanh [d €6 0 vin ban dang theo déi tinh trang x Iy
O 03 xrly [ C6 0 vin ban chd xac nhan x Iy hoan thanh

3 Ph&i hap = Iy )

[ C6 0 van ban tir chéi do khéng phi hdp chuyén mén
Xif ly céng viéc

O Lap phiéu giao viéc [ C6 0 van ban chd xu ly

3 Theo ddi tinh trang thuc hién [ C6 0 vin ban dang xr Iy

A Cha xac nhan = Iy hoan thanh . . . - -

[ Cé 0 van ban phéi hagp xr Iy

O Cher = Iy

O pang x0r Iy Giai quyét céng viéc

O B3 xrly

3 Phéi hap x7 ¥ [ €6 0 céng viéc dang theo d&i tinh trang thuc hién
VB tham khao [ Cé 0 céng viéc chd xdc nhan x7 Iy hoan thanh

3 VB dé&n nhan tham khao rcso céng viéc chd xi Iy

I3 VB phat hanh cé lién guan

VB phat hanh [ C6 0 céng vidc dang = Iy

I bang du'thao [ Cé 0 céng viéc phdi hap xir Iy

@ 03 chuyén phat hanh
Quan ly hé so

I3 L3p hd sa Dy thao van ban

O X7 1Y hd sa
Tra ciu hd s

[ C6 0 hé sd dang md

[ C6 0 van ban dang dy thao

A Toan bé hé so
A Theo tinh trang

Van ban tham khao

@ Theo loai h so 4 C6 0 van ban d&n nhan tham khao
I Theo linh vuc

A Theo x(r Iy chinh

I Theo l&nh dao phu trach

[ Cé 0 van ban phat hanh cé lién guan

I3 Theo ngay tao hé sa
In an/Théng ké
A Tim ki€m ndng cao

I Lap va In danh sach hd so

Néu khong str dung duong link tat thi nguoi st dung chon muc Vin bén
dén, tai vung lam vi¢c chinh s€ li¢t ké cac thong bao lién quan dén viéc xur ly
van ban (thong bao vé cac vin ban dang cho xur 1y, cac vin ban dang xu ly, ...),
dung chugt click vao cac thong bao d6 dé md danh sach cic vin ban can xir 1y,
tiép theo 1a mé mot vin ban cu thé dé xem cac thong tin lién quan dén xtr Iy van
ban do, cap nhat thong tin x1r 1y cho van ban.

Ngoai ra, khi chon myc Van ban dén tai vung lam viéc bén trai s€ hién
thi cac chuc nang ctia quan 1y van ban dén. Chuyén vién s€ khai thac chu yéu
phan VB ca nhan, muc Cho xir ly, Pang xir ly va muc Phoi hop xiwr ly, day la
cac muc liét ké cac van ban méi chuyén dén cho xtr 1y, cac van ban dang xtr 1y
va pho1 hop xur ly cong viéc vai cac nhan su khac.

1. Xir ly van ban.

Khi nguoi sit dung tiép nhan mot van ban can xir 1y, c6 thé thuc hién céc
nghiép vu xu ly: Giao giai quyét ti€p, xir Iy van ban, luu thao khao, chuyén tiép
(thay the).

Céc budc cap nhat thong tin xt ly nhu sau:

Bwéc 1: Tai Vian ban dén, click chudt vao duong lién két “Cé ... vin ban
cho xir ly”, danh sach cac van ban can xur 1y hién thi
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VAN BAN DEN CHOY XU LY

Luu tham khao

M Si higu gic Mgay dén  Tén loai ¥B Co quan ban hanh Trich yéu
= Trong han (1)
O 20/BC-BOT 31122013 Bao cao Ban dan tic W& vigc thut hanh tigt kigém ching l1ang

phi quy If2013
P Qua han (1)

Budére 2: Click chudt vao muc so hiéu goc twong ing véi van ban can céap
nhat xu 1y dé md ctra s6 thao tac voi van ban da chon.

VAN BAN DEN

HIEM THI THOMG TIN WAN BAN BEN
Thing tin 0 ly:

MNgay vao so Ngu'di ¥ao s Ngudi 20 1§ VB

31/12/2013 08:38 |Mguyén Thi Kim Chung [Huinh Ngoc Son
Giao viéc cha: Huynh Mooc Son (21,/12/2013 08:38 - 03/01/2014)

Ngay giao | Nouii giao vigc | ¥ kign chi dao | Phan hai

MNouwdi giai quyét ¥ kién giai quyét File két qua Trang thai Phan hii
[Bang Hiru Phic (Xl Chor wir Iy
chinh)
Phan Quy Phuang Che w15 | Guigopy |
MNoguy&n Duyén Che w15 | Guigopy |
Phiéu chuy®n van ban: Khong tao phigu chuygn
Sao y: khéng sao ¥
Chuy@n nhan d& biét: kKhang chuy&n nhan d& biét
Phdn quyén xem: khéng oo phan quyén xem

¥an ban phat hanh:
Thing tin ludn chuy&n van

ban {gdc): xem thing tin ludn chuyén van ban (gdc)

mmm In phiéu phoi hop »@ 1y In phiéu trinh GQCY¥

Buéc 3: Click chudt vao nat “Xir Iy” dé chuyén sang man hinh cho phép
cap nhat thong tin xur Iy van ban

(%) Giao giai quyét tiép O X Iy van ban O Luu tham khao O Chuyén tiép (thay thé)

Théi han xi Iy: (ngay) [05/08/2013 |7

Mgay giao VB: 29/07/2013 10:28

MNgu'di giao viéc (*): |Phan Quy Phuong |B
Bdn vi nhdn VB: Tai chinh Hanh chinh - Sy nghiép |B
Ngudi nhan VB (*):  [Nguy&n Thi Khanh Chi L)

Pon vi/Nguai phéi Hoang Thl '_I'!Iarlh Hu'gng
hop: ’ Phan Thi Diéu Huong

00

¥ ki&n i Iy VB:

Xir Iy: Nguoi nhén truc tiép xt 1y vin ban.
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Luwu tham khao: Van ban nay dugc luu tham khao.

Giao giai quyet tiép: Néu 1a nguoi dai dién nhan vin ban thi 6 thé thuc
hién chuc ning nay dé giao viée gitip Truong phong, hodc co thé cap trén thuc
hién mot giao viéc khac cho cip dudi, mot phiéu giao viéc c6 thé chon nhiéu
ngudi cung phéi hop, man hinh xuit hién nhu sau:

() Giao giai quyét tiép O X Iy van ban O Luu tham khao O Chuyén tiép (thay thé)

Thdai han x ly: ] (ngay) 05/08/2013 | [
Ngay giao VB: 29/07/2013 10:28
Mgudi giao viec (*): |Phan Quy Phuong e
Bdn vi nhdn VB: Tai chinh Hanh chinh - Sy nghiép e
Ngudi nhan VB (*):  [Nguy&n Thi Khanh Chi e
Pon vi/Nguai phéi Hoang Thl '_I'J‘n':mh Hu'gng
hop: Phan Thi Diéu Huong

00

¥ kign xi Iy VB:

Chuyén tiép (thay thé): Chtic ning cho phép thay ddi lai ngudi xur Iy van
ban, man hinh nhu sau:

Thing tin xi ly: Ngudi chuyén: MNguyén Chung Thanh
Ngudi nhan: - L& Minh Bao (29/07/2013 16:37 - 01/08/2013)
Ngudi phdi hop: 1. Ho tén: Nguy&n Phudc Anh Tri
Tinh trang =ur ly: Chura =0 Iy
Y ki&n =0 Iy

Xem théng tin v& qua trmh #UT by
Giao giai quyét tiép Xir Iy van ban Luu tham khdo @ Chuyé&n tiép (thay thé)

Ngu®i nhan xi Iy (*): e
EI."P:U chuyén van Khong tao phiéu chuyén
an:
Sao y:

@ Khong Co

Chuyé&n nhin d€ biét: 5 Khéng Cé

Phan quyén xem: Khéng cé phan quy&n xem
Van ban phat hanh:

Théng tin ludn chuyé&n

vén ban (g6c): ¥em théng tin ludn chuyén van ban (gdc)

Lo ] Hiy bo

Budce 5: Cap nhat thong tin xtr ly

Nguoi sir dung c6 thé cip nhat Y kién xir Iy van ban vao 6 nhap “Y kién
xtr ly”, sau d6 lya chon hinh thirc xtr ly van ban dén 1a Lap ho so xir ly van ban
hoac Du thao van ban dé phat hanh van ban tra 101.

Dw thiao van ban

Click ndt Dy théo vin bén, giao dién chtic ning Dy thao vin ban s& hién
thi nhu sau:
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VAN BAN DU THAO

Mgay tao: 31/12/2013 bi mat:

VB thuing/QPPL: Thu'dng » Nam (2013 Bd khan: Thu'd'ng

Mgudi soan thao: Bang Hiu Phuc Mirc dd quan trong: Thudng

Bon vi soan thao: Tin hoc - Thang ké Tai chinh Ngay cdp nhat: 09:16 31/12/2013

Loai van ban: + | Trang thai: Bang soan thaao

Linh vurc: w | Mogay ky duyét: 31/12/2013 =
Ngudi ky: (2] Chifc wu:

Trich yéu:

File dinh kém (*): Mo file selected. (+] ]

Cac noi nhdn VB: Trong oo quan:

Mgoai oo quan:
Theo co' quan
Theo nham dai dién

Td chifc, cé nhén
khac:

[I¥an ban cd ¢ kién chi dao
X4&c nh&n hoan thanh

Nguoi stir dung cép nhat cac thong tin vé van ban dy thao (loai van ban,
linh vuec, trich yéu, co quan nhan, file dinh kém,..), sau dé click nat Xac nhan
hoan thanh dé chuyén vin ban du thao ndy qua bd phan Van thu ldy s6 ky hiéu
va ban hanh.

Trong truong hop Vin ban du thao chua hoan thanh dé chuyén qua bd phan
Vin thu, nguoi sir dung c6 thé click nut Lwu dé luu lai van ban dy thao dang
soan thao dé 1an sau c6 thé chinh stra va hoan thanh

Khi vin ban du thao hoan thanh chuyén qua bd phan Van thu iy sb ky
hi¢u, Van ban nay s¢é hién thi & danh sach Vin ban chd ban hanh tai chic nang
Vién ban di.

Lap hd so xir Iv van ban

Click nat Lap ho so xir Iy viin ban, giao dién chic ning Lap ho so s& hién
thi nhu sau:
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HO SO CONG VIEC

Loai hié so: Tép hop VB lién quan + | Ngay md hd so: 05/05/2009

Tiéu de (*): H® sd xu Iy van ban Linh vuc: Céng nghé Théng tin v
Mgudi lap HS: Hoang Quéc Phong & Phéi hop xu Iy:

Thdi han xi¥ ly: 06/05/2000 ™% Tinh trang xi Iy: Pang %t ly

Ndi dung: Noi dung ciaa hé so xi Iy

NfaLhen nret Browse... ‘3 h;’
Cac VB lién quan: Brovss {3 W
Phdn quyén xem: ® Khéng O Cé

| Lo | Hiy bo_

Ngudi st dung cap nhat cac thong tin vé HO so cong viéc, ¢ thé dinh
kém thém cic van ban dén, van ban di lién quan hodc cac van ban qui pham
phap luat va cac van ban li€én quan khac vao ho so.

Click nut Luu dé luu lai cac thong tin vé ho so dang 1ap, man hinh ti€p
theo s€ nhu sau:
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HO s CONG VIEC

Giao vigc

Loai hi so: Tap hap van ban lién guan Mogay md hi so: 31/12/2013
Tidu dé: H& s =0 1§ van ban Linh vuc:
X¥ir 1y chinh: £3ng Hu Phdc Phii hop =0 1y:
Lidnh dao phu trach: ¥ kién chi dao:
Thoi han = 1y: o1/01/2014 Tinh trang =o' l§: Bang =0rly
MNdi dung:
VB dén: SE/LDTEXH-VP

19/BC-BOT
VB di:

Van ban QPPL:
Cac VB lién quan:

Qua trinh xir ly: Xem qua trinh XL | Ké&m VBDT & Phidu trinh | Trao déi & Gop ¥

Ket qua xirly: Ngay k&t thic HS:
Tdm tat qua trinh:
K&t ludn:
Van ban du thao:
Van ban phat hanh:

Giai thich cac nut 1€nh:

Phdn quyén =zem:

- Xem qué trinh XL: hién thi théng tin luéng xr 1y ho so
- Kém VBDT va Phiéu trinh: chirc nang trg gitip cho nguoi st dung
c6 thé 1ap cac van ban dy thao trong hd so

- Trao ddi va gop y: chirc ndng cho phep nguoi str dung c6 thé cap
nhat cac thong tin can trao ddi, gop ¥ vai cac thanh vién phdi hop xur
1y ho so

- Két thic HS: két thic xtr Iy va dong ho so

- Xir ly: chinh sira thong tin hd so

- Xoba cac viin ban cap con: x6a bo cac van ban lién quan bén trong
h6 so nhu van ban dén, van ban di, van ban qppl, van ban lién quan
khéac.

2. Phéi hop xir ly

Muc nay chira nhiing van ban ma nguoi dang nhap 1a nguoi phdi hop xir
1y, c6 thé m& céc van ban nay ra dé xem thong tin chi ti€t cua van ban, ngoai ra
chuyén vién phodi hop xtr Iy c6 thé dua ra cac y kién trao doi, gop y cho qua trinh
xur Iy bang cach mé Ho so xir ly van ban do chuyén vién xtr 1y chinh tao ra.
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Nguoi phdi hop xir Iy sau khi ding nhap vao chuong trinh bang tai khoan
ctia minh, click chudt vao dudng lién két “Cé ... vin ban phdi hop xir Iy”. Khi
hd so xir Iy duwoc mo, trong phan “Qua trinh xir Iy chuyén vién phdi hop xir 1y
c6 thé xem qua trinh xtr Iy bang cach click chudt vao nat “Xem qua trinh XL”,
ngoai ra c6 thé dwa ra cac ¥ kién trao doi, gop y cho qua trinh xur 1y bang cach
click chudt vao nut “Trao ddi & Gép y”.

IV. VAI TRO CUA LANH PAO

Khi ngudi st dung ddng nhap vao hé thong véi vai tro lanh dao, giao dién
mac dinh s€ tuong ung v4i chic nang Thong ké tinh hinh thu 1y van ban. Trong
giao dién nay, cac thong tin vé trang thai vin ban ctia cac phong ban trong don
vi déu duogc thé hién va nguoi dung co thé kich vao cac lién két dé xem céc
thong ké theo phong ban, nguoi thu ly, trang thai cia van ban (Chua thyuc hién,
dang thuc hién, da hoan thanh,...)

- Van bin dén = Van ban di_+ X1y cong viéc .
LA 37D Ak THONG KE TINH HINH XU’ LY VAN BAN CUA CAC DON VI
I bang theo déi tinh trang x by
O Cher = Iy T ngay: 01/01/2013 == Bén ngay: 234122013 = Théng ké
3 bang xUr Iy
O Chd xac nhan = Iy hoan thanh
D Bdxrly
3 Ph&i hap = Iy
Xif ly céng viéc
- AT .. 1 Lanh dao S5a 3 o] o] 0 0 o] o] o]
I L3p phiéu giao viéc
O Theo déi tinh trang thut hién 2 | Quan Iy Gid va Cdng san 0 0 0 0 0 0 0 0
3 Chd xac nhan %7 Iy hoan thanh
3 3 | Thanh tra Tai chinh 0 0 0 0 0 0 0 0
I Che =0 Iy
O pang xr Iy 4 | Tai chinh Hanh chinh - 0 0 0 0 0 0 0 0
O B3a =iy Su nghigp
3 Ph&i hap = Iy e .
5 Quan ly Tai chinh B3u tw 1] 1] 1] 0 0 o] o] 0
VB tham khao
O VE d&n nhan tham khao 5] Tin hoc - Théng ké Tai 1] 1 1 o] o] o] o] 0
I3 VB phat hanh co lién quan chinh
215 [PLIFE (L 7 | Quan ¥ Ngan sach 0 0 0 0 0 0 0 )
3 bang duthao
D3 chuyén phat hanh 8 | van phong sa 0 0 0 0 0 0 0 0
Quéan ly hd s o | Quan Iy Tai chinh Doanh 0 0 0 0 0 0 0 0
I L3p hd so nghiép
O X7y hd so

Ngoai viéc cung cap cac chtre nang phuc vu cho cong viéc hang ngay cua
Vin thu, chuong trinh con cung cép mot 8O chire nang phuc vu Lanh dao don vi
trong viéc khai thac thong tin, truc tiép xur 1y, kiém soat, kiém tra, theo déi qua
trinh ludn chuyén va tién do xir Iy van ban ciia don vi minh. Cac chiic ning do6
bao gom:

+ Phén cbng xtr Iy van ban
+ Thong ké van ban c4 nhan.
1. Phan cbng xir ly van ban

Lanh dao st dung thong tin nay dé giao viéc xir 1y van ban cho chuyén
vién. Cach nhap thong tin phan xtr Iy nhu sau:
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Buéc 1: Mo danh sach cac van ban can giao xir Iy va chon md mot vin
ban can giao.

C6 2 cach dé mo danh sach vin ban can giao xur 1y.

Céch thtr nhét : Khi lanh dao ding nhap vao chuong trinh thi tai trang chu
c6 cac duong lién két dén cac van ban can xtur ly

m Vin ban dén Vanbandi = Vdanbannéibé = Xiflycoéng viéc

<

Hop thu van ban dén
I Theo ca quan

Cac cong viéc cin giai quyét

O Theo thé loai Khi ngudi st dung vao chon Van ban dén, Chuong trinh s& théng bao danh sach cac céng viéc lién quan dén

Cac chifc ndng d van ban dén ma ngudi sif dung can gidi guyét
D Vvan bansaoy - ) .

Van ban dén

I3 van ban chuyén

VB ca nhan
I Bang theo déi tinh trang =T Iy
O Cha xur Iy . [ C6 1 van ban chd xac nhan xr Iy hoan thanh
I Ch xac nhan x Iy hoan thanh @

[ Cé 2 vin ban dang theo déi tinh trang xir Iy

[ C6 0 van ban cha xr Iy

O Bang xr Iy

O B3 xirly [ Cé 5 van ban dang xr Iy

I Phéi hap x(r Iy . [ Cé 1 van ban phdi xr y

[ Nhan tham khao 3 Cé 12 v3n ban tham khao
Tra cifu

I Toan bé van ban

Danh sach cac cdng viéc nay dudc lién két truc tiép tai cac chic nang tuong Ung. Ngudi sir dung co thé s dung
i lién két d& vao ngay cac chic ndng nay ma khénag can thuc hién cac chic ndng & bén tradi man hinh.

I Theo ngay dén . P& quay lai théng bo nhitng céng viéc c3n gidi quyét nay, ngudi sif dung nén chon chifc n3ng Vén ban dén tr
I Theo ngay ban hanh thuic don phia trén man hinh, ma khéng phai thut hién cac thao tac khdng can thiét khac.

I VB dén trong ngay

I Theo loai van ban

I Theo linh vue

I Theo ca quan

I Theo ngudi x( Iy

I Theo ngudi thu Iy

I Theo 56 van ban

I Theo van ban chuyén

I Theo van ban sao v
In @n/Théng k&

I Tim ki€m nang cao

I In theo cdc mau sd VB

Cach thtr hai 1a nhay chudt vao muc “Danh sach VB cé nhan”, chon muc
“Cho xir ly”, danh sach cac van ban cho 1anh dao phan xtr 1y hién thi

VAN BAN DEN CHO XU LY

Bl 5i hiéu gic Mgay dén  Tén loai VB Co quan ban hanh Trich yéu
= Quahan({1)
] 13/2008,/CT-LEMD 27/12/2013 Chuong trfinh 2013 - Trung tam test 2 21712

Cang nghé Thing tin

Buwdce 2: Click chudt vao muc so hiéu goc twong ing véi van ban can
phan xur ly d€ mdé ctra s6 thao tac véi van ban da chon.
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VAN BAN DEN

HIEM THI THOMG TIN WAN BAN BEN

Thing tin 0 ly:

MNgay vao so Ngu'di ¥ao s Ngudi 20 1§ VB
31/12/2013 08:38 |Mguyén Thi Kim Chung [Huinh Ngoc Son
Giao viéc cha: Huynh Mooc Son (21,/12/2013 08:38 - 03/01/2014)

Ngay giao | Nouii giao vigc | ¥ kign chi dao | Phan hai

MNouwdi giai quyét ¥ kién giai quyét File két qua Trang thai Phan hii
[Bang Hiru Phic (Xl Chor wir Iy
chinh)
Phan Quy Phuang Chi wir 1§ | Gigopy |
MNoguy&n Duyén Che w15 | Guigopy |
Phiéu chuy&n van ban: Khong tao phigu chuygn
Sao y: Khang sao v
Chuy@n nhan d& biét: kKhang chuy&n nhan d& biét
Phdn quyé&n xem: khéng oo phan quyén sem

¥an ban phat hanh:
Thiing tin ludn chuy&n van

ban {gdc): ®em théng tin lusdn chuyén van ban (gdc)

m m m In phiéu phoi hop »@ 1y In phiéu trinh GQCY¥

Buéc 3: Click chudt vao nat “Xir Iy” dé chuyén sang man hinh cho phép
cap nhat thong tin xtr Iy van ban

© Giao giai quyét tiép O Xi¥ Iy van ban O Luu tham khao O Chuyén tiép (thay thé)
Théi han xi Iy: (ngay) |05/08/2013 | &
Ngay giao VB: 29/07/2013 10:28

Mgudi giao viec (*): |Phan Quy Phuong

Pon vi nhdan VB: Tai chinh Hanh chinh - Su nghiép
Ngudi nhan VB (*):  Nguyén Thi Khanh Chi

Pon vi/Nguai phéi Hoang Thl '_I'!lanh Hu'gng
hop: ’ Phan Thi Diéu Huong

000

¥ ki&n i Iy VB:

Xir Iy: Nguoi nhén truc tiép xur 1y van ban.
Luu tham khao: Van ban nay dugc luu tham khéo.

Giao giai quyet tiép: Néu 1a nguoi dai dién nhan van ban thi 6 thé thuc
hién chirc nang nay dé giao vige giup Truong phong, hodc ¢ thé cap trén thuc
hién mot giao viéc khac cho cép dudi, mot phiéu giao viéc co thé chon nhiéu
ngudi cung phdi hop, man hinh xuét hién nhu sau:
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© Giao giai quyét tiép O Xi¥ Iy van ban O Luu tham khao O Chuyén tiép (thay thé)
Thai han =i ly: ] (ngay) 05/08/2013 |1

Ngay giao VB: 29/07/2013 10:28

MNgu'di giao viéc (*): |Phan Quy Phuong

Don vi nhin VB: Tai chinh Hanh chinh - Su nghiegp | ®

Ngudi nhdn VB (*):  Mguyén Thi Khanh Chi

Pon vi/Ngudi phéi Hoang Thi Thanh Hudng
hap: | Phan Thi Diéu Huong

00

Y kién xi¥ Iy VB:

Chuyén tiép (thay thé): Chuic ning cho phép thay doi lai nguoi xur 1y vin
ban, man hinh nhu sau:

Thong tin xi' ly: Ngudi chuyén: MNguyén Chung Thanh
Ngudi nhan: - L& Minh Bao (29/07/2013 16:37 - 01/08/2013)
Nguidi phéi hap: 1. Ho tén: Nguyén Phutc Anh Tri
Tinh trang xur ly: Chura x(r' Iy
Y ki€n xir by -

¥em théng tin v& qua trinh =0 Iy
Giao giai quyét tiép Xir ly van ban Luu tham khaoe @ Chuyén tiép (thay th&)

Ngu®di nhan xir Iy (*): e
Eg:ﬁu chuyén vén Khéng tac phigu chuyén
Sao y:

@ Khdng Co
Chuyén nhan d& biét: 5 Khéng Cé
Phan quyén xem: Khéng cé phan gquyé&n xem
Van ban phat hanh:

Thiéng tin ludn chuyén

vén ban (g6c): Xem théng tin ludn chuyén van ban (gdc)

Lo ] iy bs

Budc 4: Cap nhat thong tin xtr 1y

Buée 5: Click chuét vao niit “Luu” d€ luu lai thong tin phan xi 1y van
ban (van ban s€ dugc chuyén dén chuyén vién xur 1y)
2. Théng ké vin ban

Chtrc nang nay cho phep nguoi su dung ¢ vai tro lanh dao hodc quan ly
xem tinh hinh thong ké xtr Iy van ban.
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THONG KE TINH HINH XU LY VAN BAN CUA CAC BON VI

Chua thu'c hién Pang thuc hién B3 hoan thanh Ba Iuu tham khao
Phang ban Trong Trong Trong Trong
Qua han Qua han Qua han Qua han
han ha ha hg
1 Lanh dao 5d 4 u] u] ] ] u] ] u]
2 Quan Iy Gid va Cdng san ] ] ] ] ] ] ] ]
3 Thanh tra Tai chinh 0 0 0 0 0 0 0 0
4 Tai chinh Hanh chinh - 0 0 0 0 0 0 0 0
Sunghigp
a3 Quan Iy Tai chinh £3u o ] o a a o a o
&} in hoc - Thang ké Tai ] 2 3 ] ] ] ] ]
7 Quan Iy Ngan sach ] ] ] ] ] ] ] ]
a Wan phang Sa u] u] u] ] ] u] ] u]
9 Quan Iy Tai chink Doanh ] ] ] ] ] ] ] ]
nghigp

Khi nguoi ding bam vao lién két tén mot phong ban,s€ li¢t ké tinh hinh xir ly
van ban thudc phong ban do.
THONG KE TINH HINH XU LY VAN BAN CUA
Bon vi: Tin hoc - Théng ké Tai chinh

Trd w& thing ké tinh hinh =4 Iy wan ban coa toan oo quan

Chrra thu'c hién Pang thuc hién Pa hoan thanh Ba luu tham khao

Phéng ban Trong Qua Trong Qua Trong Qua Trong Qua

han han han han han han han han
1 Mguyen Phudc anh Tri ] 1 1 0 0 0 0 ]
2 Ngd Phi Hang n] n] n] ] ] ] ] n]
3 | Admin 550 ] ] ] 0 0 0 0 ]
4 | L& Trung Diing ] ] ] 0 0 0 0 ]
5 Quan tri hé thing ] ] ] 0 0 u} u} ]
5] 1ang Hifu Phic ] 1 1 ] ] ] ] ]
7 L& Minh Bao u] u] 1 ] ] ] ] u]
2] BLi Quyen ] ] ] 0 0 ] ] ]

Khi ngudi dung bam vao lién két ho tén ciia mot nhan vién, s€ liét ké tinh hinh
xu Iy van ban cta ca nhan do.
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TINH HINH XU LY VAN BAN DEN
Mgudi =0 Iy £ang Hu Phic

Tif ngay: o101/2013 | P&n ngay: Az 3 = Théing ké

Tro wé thing ké tinh hinh xir I¥ ¥an ban cua don vi

= Yan ban chua i Iy qua han (1)
13/2008 27122013 27/12/2013 2013 - Trung tadm Cdng test 2 21712

SCT-UBMND nahé Thing tin

P ¥an ban dang xi 1§ trong han (1)

V. CAC CHU'C NANG DUNG CHUNG

Ngoai cac chire nang phan chia theo vai tro cua nguoi st dung (Lanh dao,
chuyén vién, van thu) con c6 mét so chire nang dung chung chu y€u phuc vu cho
muc dich tra ctru, thong ké cac van ban da luu trir.
1. Tracuu

Chtic ning tra ciru cho phép xem tét ca cac van ban da duoc vao s6. Danh

sach van ban dugc phan theo céac ti€u chi nhu Toan b van ban, van ban dén
trong ngay, Theo ngay dén, Theo ngay ban hanh...

_Tra cu
Toan bd van ban
VB dén trong ngay
Theo ngay dén
Theo ngay ban hanh
Theo loai van ban
Theo linh vuc
Theo cd quan
Theo ngudi xir ly
Theo ngudi thu ly
Theo s6 van ban
Theo van ban chuyén
Theo van ban sao y

Chon ti€u chi can tra ctu ¢ chic nang Tra ctru bén trdi man hinh, danh
sach céac van ban s€ dugc hién thi tai giao di€n bén phai nhu sau (vi du: tra ctu
theo ngay dén)
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So6 hiéu géc  Ngay dén

¥ 2009 (6757)
P Thang 5 ( 2)
¥ Thang 4 ( 586)

405/TTr 9/4/2009
456/SKHBT 9/4/2009
157/CV 8/4/2009
1765/TTr 8/4/2009
255/TTr 8/4/2009
49/ CV 8/4/2009
44/BQL 8/4/2009
24/BC 8/4/2009
khdng sd 8/4/2009
khdng sd 8/4/2009

VAN BAN DPEN - THEO NGAY DEN

Cd quan BH

Sd K& hoach va Pau tu

Sd K& hoach va B3au tu

S@ Tu phap

Sa Tu phap

Sg Tai nguyén Mai trudng

Ban D3au Tu Va Xay Dung Bénh
Vién Pa Khoa Thira Thién Hué

BQL cac Khu cdng nghiép tinh

Cong Ty Hello Qudc TE Viét Nam

H B3c Tri- Thdn Vinh Son - X3
Ldc Son Huyén Phu Léc Tinh

TThué

Céng Ty Céng Nghé Thdng Tin

Kinh T€ Chimag Khoan Téng Hop nghé théng tin kinh t& ching khoan

Va Phai Sinh

Trich yéu

V/v d& nghi phé duyét digu chinh, bd sung
du an dau tu xay dung hé thdéng tudi tu
chay hd Trudi, huyén Phu léc

V.V cap gidy ching nhan BTDA x3y dung
trung tam day nghé lai xe 6 t6 va mao toé tai
tinh Tthué

Vv tra Idi CV 1351/UBND-TH vé té cdo cua
dng Phan Thanh Tam

v/v két hén NN- Boan Thi Bic Thuy
v/v cap gidy chiing nhan quyén s dung
dat cho Trudng mam non Lac Thiy

v/v Bdo cdo tién dé thuc hién du an Bénh
vién Pa khoa Thira Thién Hué

V/v d& nghi UBND tinh chap thuan cap Gidy
chiing nhan d3au tu cho DA md rong céng
sudt nha may bia Phu Bai giai doan 2

V/v bao cdo céng tic bao vé mdi trudng
cua Cong ty Hello Qudc té Viét Nam

v.v tranh chap dat dai

v/v dang ky nghién cfu BT nganh cong

Trang12345 >>

Co the click vao lién két SO hiéu goc cua tung van ban dé xem chi tiét
thong tin cia van ban do

2. Tim kiém nang cao

Chuc nang nay cho phép nguoi st dung tim kiém cac vin ban dén da
dugc vao so. Nguoi str dung co thé tim kiém voi cac tiéu chi khac dé c6 mot két
qua chinh xac, bo sung thém tiéu chi phong thu 1y va ngudi xtr Iy chinh vin ban,
man hinh tim kiém co ban va nang cao nhu sau:

Ngay dén:
Ngay ban hanh:
S&/Ky higu:
Loai van ban:
Phong thu ly:

Trich yéu:

TIM KIEM VAN BAN PEN

|  Pén ngay: =

[#  ©p&n ngay: =
Cc quan ban hanh:

E Linh vuc: E

<] Nowdi xir Iy: e
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beé tim kiém van ban, chon muc “Tim kiém nang cao” trén menu trai, cO
thé lua chon tim ki€m co ban (mot so ti€u chi tim ki€ém han ché) hodc nang cao
(tim kiém theo nhiéu ti€u chi), sau d6 dua vao mdt so ti€u thirc can tim kiém.

TiM KIEM VAN BAN PEN

S& dén téng hop: | Pén s6°

| |

Ngay dén: | | & Dpé&n ngay: | | =
Ngay ban hanh: | | & DPén ngay: | | &
S&/Ky hiéu: | | VB thudng/QPPL: | [+]
S48 van ban: | v| Cd guan ban hanh: | |
Loai van ban: | v| Linh vuc: | v|
Bd mat: | |Z| Phin loai vin ban: | |Z|
Pd khan: | IEI Ngwdi thu ly: | v|
Phéng thu Iy: | [»]  MNoudixi ly: | |9
Nogu'di ky: | |

Trich yéu: | |.@3 ?

Click niit “Tim kiém” dé xem két qua tim kiém

K&t qua: 14
. L . > . > Mowrdi thu Phang
St dén So/fky higu Ngay dén Co quan BH Trich yéu . .
Iy thu Iy
1 35/LETEXH-VP 3f12/2013 3/5/2012 Phong Lao vy dé naghi cap kinh phiHuynh NgocL3nh
diing-TB&xXH TP ho trg tign dign ha San dao S

nghéo nam 2012

2 19/BC-BOT 3/12/2013 28/4/2011 Ban dantdc bao cao cong tac dian  Lé Minh Tin hoo
ticthang 4 va nhiém  Bao -Thidng
vU thang 5 nam 2011 k& Tai

chinh
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PHAN 11l - VAN BAN DI

Chtic nang Vin ban di duoc thiét ké dé quan 1y cac vin ban di cia mot to
chure. Chtrc nang cho phép luu trit van ban ban hanh ctia co quan mot cach c6 hé
thong, dé tim kiém, khai thac; ddng thoi cho phép gui van ban qua dudng mang
dén cac co quan cung trién khai hé thong théng qua mang dién rong WAN hoic
Interrnet. Ngoai ra, ngudi st dung c6 thé theo ddi dugc cong viée cu thé cua
minh (nhitng vin ban dang soan thao, da chuyén phéat hanh).

= Van ban dén Xir ly céng viec = Thong ké
4

Cac chi’c nang

I3 Tao |13p VB duthao

3 VB ch ban hanh Khi ngudi st dung vao chon Van ban di, Chuong trinh s& théng bao danh sach cac céng viéc lién guan dén van

3 GUi VB qua mang ban di ma ngudi sif dung can giai quyét

Vian ban ca nhan . L

. Van ban di

3 VB phat hanh cé lién quan
O Tra cliu dif liéu

Tra cifu [ C6 0 wan ban dang soan thao
X Toan bé van ban [3 C6 0 wan ban d3 chuyén phat hanh
3 VB di trong ngay {4 C6 0 van ban phat hanh cé lién quan
A Theo ngay ban hanh
I Theo loai VB

N Danh sach cac cdng viéc nay dugc lién két truc tidp tdi cac chific nang tuong Uhg. Ngudi sir dung cé thé s dung
I Theo linh vuc VB

lién két d& vao ngay cic chic ndng nay ma khéng c3n thuc hién cic chic nang @ bén trai man hinh.

3 Theo ngudi ky P& gquay lai théng bdo nhithg céng viéc ¢3n gidi quy&t nay, ngudi si¥ dung nén chon chifc n3ng Van ban di tr
3 Theo ngudi soan thao thuc don phia trén man hinh, ma khéng phai thutc hién cic thao tac khéng can thiét khac.

& Theo 56 VB

@ Theo VB chuyén

I Theo VB sao v

In dan/Thong ké

I Tim ki€m nang cao

[ In theo c3c mAu 55 VB

Luwu y: Nguoi st dung co6 thé sir dung lién két tai vung lam viéc chinh dé
vao ngay danh sach van ban, ma khong can thuc hién cac chiic ndng & bén trai
man hinh.

I. CAC CHUC NANG VA TIEN ICH THUQC PHAN QUAN LY VAN
BAN DI

1. Tao lap VB du thao

w Chtrc nang cho phép ngudi su dung co thé tao 1ap céac van ban du thao dé
chuyén qua bd phan van thu phat hanh.

2. Tao 1ap VB du thao doc lap

Nguoi st dung tao 1ap cac van ban du thao doc 1ap (co hay khong co su
kiém soat ctia cap trén) trude khi chuyén dén bo phan van thu dé phat hanh.

Néu vin ban du thao can co sy chuin y cua cép trén, nguoi dung s€ chon
trong hop chon Ngwoi sé trinh phé duyét theo tht ty ngudi phé duyét tir cap
dudi 1én cép 1én, vi du: Ong A dugc liét ké trén Ong B, trc 1a van ban nay sé
duoc trinh 1én 6ng B xem xét rdi méi trinh tiép 1én 6ng A.
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VAN BAN DU THAO

u | xéc nhan hoan thanh | iy bs

Mgudi s& trinh phé duyét . §

{theo thd tu I trén xudng):

Ngay tao: 29/07/2013 Bd mat: Thudng [~]
VB thudng/QPPL: Thudng [»| Nam 2013 Db khén: Thuédng [~]
Ngu'di soan thao: L& Minh Bao Miic d6 quan trong: | Thudng E
Bon vi soan thao: Tin hoc - Théng ké Tai chinh Mgay cdp nhat: 15:01 29/07/2013
Loai van ban: + | Trang thai: Pang soan thao
Linh vuc: v | Naay ky duyét: 29/07/2013 |
Ngudi ky: 2] Chic vu: pp_Themes/blue/move_left.jpg
Trich yé&u:
File dinh kém (*): No file selected. o0
Cac nai nhin VB: Trong cd quan: "

- @

Ngoai co quan: -
- O

Té chifc, ca nhan
khac:

[CIwan ban cb v kién chi dao
Xac nhan hoan thanh m

3. Tinh niing soan thao vin ban truc tuyén

Trong qué trinh 14p dy thao van ban va phdi hop giai quyét c6 thé s& phat sinh
nhitng gop ¥, thay doi noi dung trén ban du thao d6. Thong thudng khi thyuc hién
chinh stra mot van ban du thao, ngudi dung tién hanh mot loat cac thao tac: tai
van ban xuéng, thuc hién chinh stra, va tai van ban 1én hé théng. Viéc lap lai cac
thao tic nay mat chut it thoi gian va doi khi con gay ra sy nham Ian.

Néu mudn, nguoi ding cé thé cai cong cu HSCV Online Editor kém theo phan
mém véi muc dich thuén tién hoa céc yéu td noi trén, nguoi dung mudn stra ndi
dung du thao, nhap s6 vin bao di chi can an vao nat Sira van ban (xem hinh
minh hoa).
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S4 van ban :
S4 dén theo so:
Ngay ban hanh:
Loai van ban:
Trich yéu:

MNoudi ky:

b6 mat:

Pan vi soan thao:
Ngudi soan thao:
Ghi chi:

VAN BAN PI
V3n ban du thao
Van ban dén

S6 the tu téng hap: 1
S&/ ky hiéu hé thdng:

VB thudng/QPPL: Thuéng Nam 2013
Ky hiéu VB:

08/10/2013

Bdo cao Linh vuic: Thuong mai

V/v trién khai cdc ndi dung Ho trd Doanh nghiép trén dia ban tinh phat trién thuong mai dién
tor.

L& Vinh Chién Chid'c vu: Gidm déc
Thuing Mirc d6 quan trong:  Thudng
Dich vu - Ha tang CNTT B6 khan: Thudng
V& Hoang Lién Minh Ngudi vao sd:

File dinh kém: bao cao tinh ve xay dung de an phi xe o to.doc

Cac ndi nhdn van ban: Trong cd quan:
Ngoai cg quan: ) - Bao Thé Thao Viét Nam
Cao quan, td chie khac:

Phdn quyén xem: Khéng cd phan quyén xem

VB dén lién quan:

VB lién quan khac:

Sau khi thyc hién cép nhat ndi1 dung du thao, 4n vao nut Luu va upload lén may
chu.

F

Oan I cc b =0 B eg HeC T

B §

UY BAN NHAN DAN | CONG HOA XA HOI CHU NGHIA VIET NAM |
THANH PHO HUE [ | Poc lip - T do - Hanh phiic

s6: UBND-TC | Hué, ngay 26 thdng 6 nam 2013
V/v bdo cdo tinh hinh xdy dung dé 4n
diéu chinh phi giit xe 6 t6

Kinh gi: Uy ban nhan dan tinh Thira Thién Hué.
Thye hién cdng vin sé 1875/UBND-TC ngiy 24/4/2013 cia UBND tinh
Thira Thién Hué vé viéc hudng dan thim dinh diéu chinh mét s6 loai phi, 1&
phi: UBND thanh phd da chi dao cac phong ban lién quan xay dung dé an "

Aidn crhinh Mm% thin nan cman k' va err dhinag nhi gl va A tA"
111
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4. VB cho ban hanh

Liét ké toan bd van ban du thao cta chuyén vién da duoc lanh dao ky
duyét va dong ¥y phat hanh. Cac van ban duoc tw dong chuyén t6i cho vin thu
qua hé thdng mang (goi 14 vin ban dy thao trén mang), tir diy van thu co thé cap
nhat van ban di mot cach nhanh chéng.

5. Vao s6 VB

Chtc nang cho phép Vin thu c6 thé vao s6 vin ban di. Bé vao sé6 mot vin
ban di, Van thu c¢6 thé nhdp moi tr mot van ban di thong thuong hodc tir van
ban du thao trén mang da dugc kiém tra vé thé thirc va dong y cho phat hanh.
6. Gii VB qua mang

Cac van ban nam trong phan “Giri VB qua mang” la cac van ban da dugc
vao s6 xong va c6 thé giri di qua duong mang dén nhitng co quan, don vi ¢c6
trién khai hé théng nay. Cac van ban sau khi gui thanh cong s& xuat hién tai
chtc nang “Hop thw van ban” ctia cic don vi nhan van ban.

7. Lap & In so6 vin ban

Churc nang nay phuc vu Van thu tong hop va in bao cdo danh sach cc van
ban di theo s6 vin ban khi c6 yéu cau

8. Tim kiém theo tiéu thirc

Cho phép ngudi st dung str dung chirc ning nay dé tim kiém van ban di.
9. Danh sach VB ca nhan

Muc nay luu trit cac vin ban phat hanh c6 lién quan dén cong viéc cua
tung c& nhan
10. Tra ciru VB chung

Cho phep nguoi st dung tra ctru cac van ban di da duoc luu trir trong
chuong trinh (VB phat hanh trong ngay, Toan bd VB, Theo so6 VB, ...

I1. VAI TRO CUA VAN THU
1. VAo sb vin ban di

Pé vao s6 mot van ban di, Van thu c6 thé nhap madi tor mot van ban di
thong thuong hodc tir van ban dy thao trén mang da duoc kiém tra vé thé thirc va
dong y cho phat hanh, hodc tir van ban dén can chuyén dén noi khac xir 1y, vin
ban sao y chuyén cho nhiéu co quan, to chirc.

1.1. Nhap méi mot van ban tir vian ban di thong thwong
Pé nhap méi mot van ban tir van ban di thong thuong, 1am cac bude sau:

Buwdce 1: Chon muc Van ban di trén menu ngang, ti€ép dé chon churc nang
“Vao s0 VB” trong menu trai, vung lam viéc chinh hién thi danh sach cac van
ban chd vao s6 va cac nuat chire nang.

Phan mém Quan 1y vin ban va Diéu hanh 40



VAN BAN DI CHUA VAQ SO

Cvao s
So hiéu gic

St vanbandi(1)

'z 45,/BC/STC

Mgay ban hanh

Moguoi ky

Trich y&u

31/12/2013 Huynh Mgoc San Tinh hink AMNQP nam 2013

Buére 2: Click nat “Nhap méi”, s& co cira s6 sau:

SO van ban (*):
So di theo sd (*):
Ngay ban hanh:
Loai van ban:

Trich y&u:

Ngudi ky:
Pi mat:

BPan vi soan thao:

58/ ky higu wan ban:
46/BC/STC
Thing tin chung
S8 wvan ban di v| ¥B thudng/QPPL: | Thyiding v| N&m|2013
46 Ky hiGu ¥YB (*): BC/STC z|
31/12/2013 [=
Bao cao E Linh vu'c: An ninh - Quic phing E
Tinh hinh ANQP nam 2013
Huynh MNgoc Son @ Chicwu Giam Doc 54
Thuiing ~ | Micdd quan trong: | Thuing v
o Pi khan: Thuiing e
Noudi vao si: Mguyén Thi Kirm Chung

MNgudi soan thao:

Lién thiing vai cac

[ Ljch cong tac cia 13nh dao tinh

S8 di t8ng hop: 46

phdn mém:
CITigp dan va Giai guyét td cao
Si ban: 1
Ghi chi:
File dinh kém:

Mo file selected. ° 0

Cac noi nhdn van ban: Trong co quan:

Mgoai co' quan: Theo co quan
Theo nhim dai dién

Td chic, ca nhdn
khac:

CIw%an ban co ¢ kign chi dao
Cvao s | oy b |
Budc 3: Nhap thong tin cho van ban
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Gii thich mdt s6 thong tin cin nhip:

“S6 di tong hop”: La sb tha ty cta vin ban trong tong s6 cac vian ban
di da dugc nhap vao hé thong, s6 nay tang tu dong theo nam.

- “S6 vin ban”: Chon sb ctia van ban tir danh sach hodc c6 thé g0 tén
tat da duoc khai bao trong Thong tin danh muc. Thong tin nay bat
budc phai nhap va chi dugc chon S6 van ban da dugc khai bao trong

Thong tin danh muc, khong dugc nhap.

- “So thir tw theo s0: La sO thu ty cia van ban nhap vao theo tung loai
s0 van ban. SO nay s¢ duoc tang ty dong theo loai SO van ban, cling c6

thé ty nhip bang tay thong tin ny.

- “Ky hiéu van ban”: Ciing la thong tin b?it budc nhap, ky hi¢u van ban
da duogc khai bao trong Danh muc. Vi két hop “So thir tu theo s6” va

“Ky hiéu van ban” s¢€ 1a “So/ky hi€u van ban”

- “File dinh kém”: st dung chirc nang nay dé gan kém file van ban.

Céch gan kem nhu sau:

File dinh kém: D:\DUAN\2008\HSCV\TaiLieu\HDSD\Pics\XLC popee i

+  Click nat “Browse” dé ma cira s6 chon tép gin kém

Choose file

-] ] Main_4T.png
Lwﬁ .:] YBOen_Edit.prng

MyRecent | |®]yBDen_Inso.PNG
Documents |f_| VBDen_Main.png

> %) ¥EDen_Maulnsovs.PNG
.ﬂ YBDen_Mew.png
Dresktop %) ¥BDen_Yanso.PNG

%] WEDi_Main_¥T.png
=Ly _Cv.png

\$

by Documents

Look in: |_',l Pics ﬂ IfF Ed-

PX

My Netwark  File name: LTy Cv
Flaces

Files of type: | Fictures [*.qif.” jpg.”.jpeq.”. pha)

Open |
Cancel

+  Chon tép van ban can gin kém, sau do click nut “Open”, tén tép

van ban s€ duogc dua vao 0 canh nut “Browse”
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+ Mudn gén thém t€p van ban khac, click biéu tuong "3, sau do
thuc hién lai 2 budc trén

+  Mubdn x0a tép van ban di dinh kém, click biéu tuong #” tuong
ung voi tép van ban muodn xoa
Budc 4: Nhap cac thong tin khéc.

Cac noi nhan van ban: Gom ngudi nhén trong co quan, ngoai co quan a
cac t0 chuc, ca nhan khac

Cac noi nhdn van ban: Trong co quan:

MNgoai co' quan: Theo co quan
Theo nham dai dién

T chifc, ca nhan
khac:

- Chon noi nhan trong co quan

Click biéu twong & dé hién thi danh sach chon cac noi nhan véan ban di
trong co quan, s€ co giao dién nhu sau:

“} Ho so cong viec - Mozilla Firefox

10,238,200, 14: 300/ IncomingCocument | SelectPersons, aspx fobjld=cphiain_ckidd_drphaoitihanTCoahidL -

|IDanh sach don vi:

Linh dao S ~
Quan Iy Gia va Cong san

Thanh tra Tai chinh =
Tai chinh Hanh chinh - Su nghiép

Quan Iy Tai chinh Bdu tur hat

|IDanh sach nhan sy theo don vi:

MNguyén Chung Thanh
Huynh Mgoc Son

=]
SEAE A =
=
<<
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Chon 1 don vi tai phan “Danh sach don vi”, danh sach nhan sy thuoc don

vi d6 s& duoc hién thi & “Danh sach nhén sy theo don vi”. Nguoi sir dung s&
chon tén nhitng can b trong danh sach d6 dé chuyén sang “Danh sach lya chon”
bén phai man hinh.

Str dung nut dé chon 1 can b duoc danh diu bén “Danh sach nhan sy
theo don vi” d€ chuyén sang “Danh sach lya chon™.

St dung nut dé chon tit ca can bd hién thi bén “Danh sach nhan su
theo don vi” d€ chuyén sang “Danh sach lya chon™.

St dung nut dé loai bo chon 1 can bd duge danh diu bén “Danh sach
lwra chon™.

Str dung nut dé loai bo chon tit ca can bd hién thi bén “Danh sach
Iwra chon”.

Sau khi dd c6 duoc danh sach chon theo nhu cau, click chudt vao nit
“Dong ¥ dé chuyén danh sach da chon vao phan 6 “Trong co quan”.

- Chon noi nhan ngoai co’ quan

Click biéu tuong @ @ hién thi danh sach chon cac noi nhan van ban di
ngoai co quan, s€ c¢o giao dién nhu sau:

“} Ho so cong viec - Mozilla Firefox

10,238,200, 14 300 IncomingDocurnent ) Select Organs, aspefobjld=cphMain_ct00_drpMoithanMCoghidlc | -
Inhadp co quan can tim:
|IDanh sach cdp co quan:
Co quan chuyén mdn E

Co quan chuyén mdn thudc TP
Co quan chuyé&n mdn TP
Hdi ding nhdn ddn
Chinh phi b
IDanh sach co quan theo cap:
~ B

Cuc thi hanh an dan su YKS -TAND tinh

Lién nganh Tai chinh-K& hoach va Bbdu t

54 Cdng thuong E
Sd Giao thing ¥an tai

So K& hoach va Bau tur

S Lao ddng Thu'ong binh va X4 hai E
So Mgoai vu

So Mdi vu

Sd MNdi vu tinh TT.Hué " E

Chon 1 cép co quan tai phan “Danh sach c¢ip co quan”, danh sach cac co
quan trong cap dugc chon s& hién thi & “Danh sach co quan theo cip”. Nguoi
stt dung s& chon tén nhimg co quan trong danh sach d6 dé chuyén sang 6 bén
phai man hinh.
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Str dung nut dé chon 1 co quan dugc danh d4u bén “Danh sach co
quan theo cap” dé chuyén sang 6 bén phai man hinh.

St dung nut dé chon tit ca co quan hién thi bén “Danh sach co quan
theo cap” dé chuyén sang 6 bén phai man hinh.

Str dung nut dé loai bo chon 1 co quan duoc danh ddu & 6 bén phai
man hinh.

Str dung nut dé loai bo chon tit ca céc co quan hién thi & 6 bén phai
man hinh.

Sau khi d4 c6 dugc danh sach chon theo nhu cau, click nat “Pong y” dé
chuyén danh sach da chon vao phan 6 “Ngoai co quan”.

Ngoai nhirng co quan bén ngoai duoc quan ly trong danh myc co quan, c6
nhiing co quan/td chirc/ca nhan khac nhan vin ban nay nhung khong can thiét
phai luu trong danh muc, ngudi stir dung c6 thé nhap cic co quan nhan do tai 6
nhap “T6 chire, ¢4 nhan khac”

Bwéc 5: Sau khi nhap day du cac théng tin cho van ban di, click nat
"Luu" dé luu lai cic thong tin da nhap hoac click nat “Vae s6” dé hoan thanh
viéc vao sO van ban
1.2. Nhap méi van ban tir van ban dw thao trén mang

Nguoi str dung c6 thé tao 14p van ban du thao tir qua trinh xt 1y vin ban
dén, tir ho so cong viéc hoac tur giao vig¢c cua lanh dao. Cac van ban dy thao cua
nguoi str dung da duoc duyét phat hanh s& duoc ty dong chuyén t6i cho van thu
qua hé thdng mang, tir ddy vin thu co thé cap nhat vao van ban di mot cach
nhanh chéng. Danh sach cic van ban dy thao s& duoc hién thi tai chic ning
“VB cho ban hanh”.

Cac budc dé vao s6 van ban du thao trén mang nhu sau:

Budce 1: Chon muc “VB cho ban hanh” trén menu trai, hodc duong lién
két “Co ... van ban chd ban hanh” tai trang chd, danh sach cic van ban cho
ban hanh duoc liét ké

VAN BAN CHO BAN HANH

[ ]

¥ Lé Minh Bao (2)

] :3 & 19/12/2013 11:26 L& Binh Mguyén

] :3 & 19/12/2012 09:21  Mguyén Chung Thanh testing 20132

Buéc 2: Chon mé mdt vin ban tir danh sach bang cach click vao biéu
tuong .4
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. 56 di tdng hop: 18
L | vao s J Hay bo | 56/ ky higu van ban:

S0 vdn ban (*): w | VB thuiing/QPPL: Thuiing v| N&m 2013
S di theo s8 (* ) 0 Ky hiéu VB (*): BC/STC v
Mgay ban hanh: 19/12/2013 =]
Loai win ban: Céng van +| Linh vyc: Bien dao dam pha v
Trich y&u:
Noudi ky: L& Dinh Nguyén @ chic vy Trudng phiing
bd mat: Thu'ding + | Md'c d§ quan trong: Thuing -
Don vi soan thao: Tin hoc - Théng ké Tai chinh @ D9 khan: Thudng v
MNgudi soan thao: Lé Minh Bao ™ Nouidi vao si: Mguy&n Thi Kim Chung
Lién thing vdi cac - - P .
phan mém: O Lich céng tac coa [3nh dao tinh

ClTip dan va Giai quyst td cén
5ii ban: 1
Ghi chi:
File dinh kém: TinhHinhGuUNharvBCuatachonyi doc €

Mo file selected. 9 9

Cac noi nhdn van ban: Trong co quan:

MNgoai co' quan: Theo co quan
Lién nganh Tai chinh-K& hoach '
Theo nhom dai dién
Mhom 2
Nhim 1
0

Td chi'c, cd nhdn
khac:

[Ivan ban co ¢ kién chi dao
| vao 55 | Hiy bo
Buwde 3: cap nhat thong tin nhu SO van ban, s6 thi tu theo sd,. ... Sau khi
dién day du thong tin, Click ntt “Lwu” dé luu céac thong tin thay do6i hoac nut
“Vao s0” dé thuc hién vao s6 van ban nay.

1.3. Cap nhat théng tin cho vin ban di (chinh sira, X04 b, vao so6 dé phat
hanh)

Véi cac van ban di thong thuong (vin ban trén gidy), néu khi nhap noi

dung van ban, van thu chi click nat “Luu” thi van ban d6 méi chi dugc ghi lai

trén may ma chua dugc dua vao luu trit trong danh sach van ban chung, tac la

Phan mém Quan 1y vin ban va Diéu hanh 46



mai chi cé van thu doc duge ndi dung ciia van ban da nhap, nhitng doi tuong
khac chua thé tra ciru hay nhan dugc van ban nay qua mang, truong hop nay goi
la van ban dang ¢ trang thai chua duoc vao so.

Khi cac van ban chua duogc vao so, van thu c¢é thé chinh stra lai ndi dung
van ban hodc x04 bo van ban. Cac budc cap nhat thong tin van ban nhu sau:

Budce 1: Chon muc “Van ban di” trén menu ngang, ti€p do chon muc
“Vao s0 VB” trén menu trai, vung lam viéc chinh hién thi dir li¢u 1a danh sanh
van ban

VAN BAN DI CHUA VAQ SO

- E-‘._ﬁ' van ban di (1)
D "3‘ 46/BC/STC 21/12/2013 Huynh Mgoc San Tink hink AMNQP nam 2013

Nguoi str dung o thé click nat “Nhap méi” dé nhap méi mot vin ban.

Vao so0 nhi¢u van ban cung lac, xem budce 2; Sao chép van ban, xem budc
3; Xo6a van ban, xem budc 4

Budce 2: Banh dau vao cac 6 vuong bén canh cac van ban, sau d6 click
chudt vao nat “Vao s0”, khi d6 cac van ban dugc danh dau sé€ chinh thic duogc
dua vao kho luu trir chung va dugc gui té1 cac noi nhan qua mang.

Buéc 3: Truong hop mudn sao chép vin ban ra thanh nhiéu ban gidng
nhau thi van thu cling danh dau vao cac van ban can sao chép va click nat “Sao
chép VB”, sau d6 nhap vao so ban can sao chép va click nat “Dong y” dé thuc
hién.

VAN BAN PI CHUA VAO SO
wap mii | Voo 5 | o0 chip vo
S0 hiéu goc S6 ban: 2| qu'di ky Trich yéu
P Sé Bao cao (1)
Y RN Dong v | Hiy bo
# 1013/UBND-XD 16/03/2009 Mai Hing Tuan V/v dinh chinh Céng van sé 641/UBND-
XD ngay 24/02/2009 cua UBND tinh
# 853/UBND-NN 09/03/2009 Nguyén V3n Cao Vv phuang an x(7 Iy cic van dé lién
quan khu nudi tdm Quang Céng - Hai
Duiong
] # 676/UBND-VH 26/02/2009 Ngé Hoa V/v 1ap K& hoach trién khai thang hanh
ddéng VSATTP
H % 545/UBND-VH 18/02/2009 Ngd Hoa mién vé tham quan di tich cho Boan
Thanh tra cla B6 Cdng an

Budéc 4: Trudng hop mudn x6a van ban thi van thu ciing danh dau vao cac
van ban can x6a va click nut “Xéa VB”, sau d6 click “OK” d¢ xac nhan thong
tin trong hop thoai xuat hién deé thuc hién x6a cac van ban da chon.
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2. Giri van ban qua mang

Céc van ban nam trong phan “Giri VB qua mang” 12 cic vin ban di dugc
vao s6 xong va co thé gui di qua duong mang dén nhitng co quan, don vi c6 su
dung hé thong nay. Cac van ban sau khi thanh céng s€ hién thi & “Hp thw vin
ban dén” cua cac don vi nhan van ban.

Cac budc giri van bian qua mang:

Budc 1: Chon muc “Gwri VB qua mang” trén menu trai dé€ hién thi danh
sach céac van ban g qua mang

GUI VAN BAN QUA MANG

S6 hiéu goc Ngay BH Co quan nhan Trich yéu Ngu'di ky
Chwva giri qua mang (1)
04/05/2009 S&Ké hoachvabauty Vanban gldiquamang Phan NgocTho

Pa gai (562)

¥ 4/20009 (55)

» Ngay 8/4/2009 ( 6)
» Ngay 7/4/2009 ( 7)
» Ngay 4/4/2009 ( 7)
» Ngay 3/4/2009 ( 12)
» Ngay 2/4/2009 (9)
» Ngay 1/4/2009 ( 14)

» 3/2009 (205)
P 272009 (142)
» 1/20009(160)

Buwéc 2: Panh dau chon cac vin ban can giri sau d6 click nit “Géi vin
ban”
3. Lap vain sé vin ban di

Chon muc “In theo cic miu s6 VB” trén menu trai tai chuc nang In
an/Thong k&, man hinh hién thi cac thong tin lwa chon cho phép 1ap s6 trude khi
in:
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LAP VA IN SO VAN BAN PI

Thdng tin

Tén cd quan chi quan |UBND TINH THUA THIEN HUE
Tén cd quan SO TAI CHINH
Tén phong
Tiéu dé s6 vin ban SO DANG KY VAN BAN BI
Chii thich

M3u 56 S8 viin ban chuidn |Z|
Pia ban Hué&
Chon tiéu chi can ldp va in s6 van ban
Mgay ban hanh 01/12/2012 | Pén ngay 31/07/2013 ial

S& van ban [Tat ca] (=]

Loai védn ban  [Tat ca] =]

Don vi xir Iy | [Tat cal =]
Chuyén vién
Sap xép theo S6 VB di (=]

Nhép mot sO thong tin can 1ap so: Tén t6 chirc, SO ctia s6 VB, tén so, lua
chon miu s6 va mot sd tiéu thire nhu in sO theo mot khoang thoi gian xac dinh,

chon don vi xtr Iy va th tu sép xép theo Phong ban, Sé6 VB Di, Ngdy ban hanh
VB, Linh vuec.

Click ntit “Péng y”, man hinh chuyén sang trang thai xem trude khi in

£

UBND TINH THUA THIEN HUE CONG HOA XA HOI CHU NGHIA VIET NAM
Poclap - Tw Do - Hanh Phiic
Hué, ngdv 06 thang 05 nam 2009

SO PANG KY VAN BAN DI

S8, kv Ngay Tén loai va trich yéu Newdi ky Noinhin Don vi, ngwidi $6 Ghi
hiéu van thing vin ndi dung van ban van ban nhan ban lwu legng chi
ban ban

1276/ UBND | 30/03/2008 |V/v bao cdo kmhph.l thie hign dé Nguvén Ngoc Thidn Bo Y té
-XDKH an ha tro phat wisn Trung thm v té
dy phong

tuyén huyén.

179/GM-UB | 01/03/200% |Hop ban giai phap t6 chitc quan Boan Thath Vinh S& Ké hoach va Pau nr
ND 1%, san xuat tar khu nuéi tém
Céng nghiép Phi

Dién.

Thei gian: hic 13 h 45 phu,
ngay 03 thang 3 nam 2009,

Dia diém: Van phong UBND
tinh Thira Thien Hue (S5 16,
dwing Lé Lot thanh pha

Hue].
130/GM-UB | 01/03/200% |Hop gidi quyét wirdng mac cap Phan Ngoc The Céng an Tinh
ND giav phép lanh doanh karacke,

10h00 ngay 02/3/2009
tai Van phong UBND tinh

Tir giao dién trén, ngudi diung c6 thé két xuit bao cao sang dinh dang
Microsoft Word hoac Acrobat Reader dé co6 thé chinh stra va in
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I11. VAI TRO CUA CHUYEN VIEN

Cong viéc chinh ciia chuyén vién ddi v6i van ban di 1a tao 1ap cac van ban
du thao va tham khéo cac van ban phat hanh c6 lién quan.

Dé tao 1ap van ban dy thao, chon chirc ning Tao 1dp VB du thio ¢ menu
bén trai trong muc Cac chirc nang. Cac budc dé tao lap van ban dy thao tuong
tu nhu Tao 13p van ban du thao trong qua trinh xr 1y van ban dén

Trong qua trinh phat hanh van ban, c6 nhitng vin ban duoc chuyén dén
cho nhiing ngudi nhan trong co quan dé tham khdo, van ban nay sé duoc liét ké
tai chirc nang VB phat hanh co6 lién quan turong ing voi ting nguoi st dung

VAN BAN PI THAM KHAO

So6 hiéu goc Ngay BH Ngudi ky Loai VB Trich yéu
w Chua doc (1)
28/CT-UBND = 04/05/2009 Phan Ngoc Tho Chuong trinh Van ban gui qua mang

Click chudt va lién két S6 hiéu gbc dé xem chi tiét ndi dung vin ban, khi do
trang thai cia van ban s€ chuyén qua Pa doc
IV. VAI TRO CUA LANH PAO

Vé6i phan quan 1y vian ban di, 1anh dao cha yéu sir dung chtc ning “VB
phéat hanh co lién quan” thugc muc “Danh sach VB ca nhan”. Chirc nang nay
liét ké cac van ban ma ngudi nhan 1a 1anh dao.

Pé vao dugc chiic niang nay, khi diang nhap vao chuong trinh, nguoi st
dung chi can click chudt vao vao lién két tai trang chi “Coé ... van ban tham
khao”, hodc chon chitc nang VB phéat hanh c6 lién quan bén menu trai, khi do
danh sach cac van ban can xem hién thi.

Mudn mé& xem cu thé noi dung ctia van ban nao nhay chudt vao sb hiéu géc
tuong img cua van ban do

Ngoai ra, 1anh dao ciing c6 thé sir dung cac chirc ning dung chung khac dé
phuc vu cho vi¢c tra ctiru van ban hodc tim kiém cac van ban da ban hanh.

V. CAC CHUC NANG DUNG CHUNG
1. Tracuu

Chtrc ning tra ctru cho phép xem tat ca cac vin ban da duoc vao s. Danh
sach van ban dugc phan theo cac tiéu chi nhu Toan bd van ban, van ban dén
trong ngay, Theo ngay dén, Theo ngay ban hanh...
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_Tra cu
Toan bd van ban

Theo ngay ban hanh
VB di trong ngay

Theo loai VB

Theo linh vuc VB

Theo ngudi ky

Theo ngudi soan thao

Theo sé VB

Theo VB chuyén

Theo VB sao y

Chon tiéu chi can tra ctru & chtrc ning Tra ctru bén trdi man hinh, danh
sach cac van ban s€ dugc hién thi tai giao dién bén phai nhu sau (vi du: tra ctru
theo ngay ban hanh)

VAN BAN DI - THEO NGAY BAN HANH

S0 hiéu goc  Ngu'di soan thao Ngu'oi ky Trich yéu
¥ 2009 (2868)
» Thang 5 (1)

¥ Thang 4 ( 228)

744/QD-UBND  Nguyén Xuan Hién Nguyén Van Cao V& viéc cho phép Ban quan ly rtrngkphc‘mg
hé Nam Bdéng ma rimg khai thac go rimg tv
nhién K& hoach nam 2009.

743/0B-UBND  Nguyén Xuan Hién Nguyén Van Cao V& viéc thay déi can bd phu trach ki thuat
Du an Khi sinh hoc tinh Thira Thién Hué.
742/0D-UBND  Nguyén Xuan Hign Nguyén Van Cao V& viéc cho phép Céng ty TNHH Nha nudc 1

thanh vién L_ém nghiép Nam Hoa md ring
khai thac go rimg tu nhién K€ hoach nam

2009.

1449/UBND-BN Nguyén Huy Thai Phan Ngoc Tho V/v Lam viéc vdi Poan cong tac cla Bo KH-
BT vé FDI

1448/UBND-BN Nguyén Huy Thai Phan Ngoc Tho \/v Théng nhat td chirc Héi nghi tap hudn
cua Lién minh HTX

1451/UBND-BN Nguyén Huy Thai Phan Ngoc Tho V/v Boan BCP phan gidi cdm mdc tinh
Salavan

1450/UBND-BN Nguyén Huy Thai Phan Ngoc Tho V/v chiic Tét cd truyén Lao

1452/UBND-BN Nguyén Huy Thai Phan Ngoc Tho V/v Trién khai ndi dung Bién ban lam viéc

vong IV Boan chuyén vién lién hgp cam
madc bién gidi Viét Nam - Lao

332/GM-UBND Lé Quang Minh Mai Hung Tuan Hop vé kinh phi Festival nghé truyén théng
Hué 2009 Thdi gian: 16 gig 00 ngay 09
thang 4 nam 2009. Pia diém: Van phong
UBND tinh (sd 16 Lé Lai, thanh phd Hué).

1437/UBND-VH Nguyén Thién Binh  Ngd Hoa V/v hé tro Ban lién lac CSTS TPHCM va VPC
td chirc cac hoat ddng tai Hué
Co the click vao lién két SO hiéu goc cua tung van ban dé xem chi tiét
thong tin cia van ban do

2. Tim kiém nang cao

Ché do tim kiém nang cao: chon muc “Tim kiém nang cao” trén menu
trai, c6 thé Iua chon tim ki€ém co ban (mdt so tiéu chi tim kiém han ché) hoac
nang cao (tim ki€m theo nhiéu tiéu chi), sau d6 dua vao mot so tiéu thirc can tim
kiém.
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TiM KIEM VAN BAN DEN

S& dé&n téng hop: | | Pén s6: | |
Ngay dén: | | Z# Dpén ngay: | | =
Ngay ban hanh: | | | DPén ngay: | | =
S&/Ky hiéu: | | vBthudng/QPPL: | [~]
S48 van ban: | v| Cd quan ban hanh: | |
Loai van ban: | v| Linh vuic: | v|
Pé mat: | |E| Phan loai vdn ban: | |E|
B6 khan: | |E| MNgudi thu ly: | v|
Phong thu ly: | [v]  Noudixi ly: | | &
Nouwdi koy: | |

Trich yéu: | |{@ W

Click nut “Tim kiém” dé xem két qua tim kiem
K&t qua: 14
MNgu'dithu Phong

So dén  Sd/ky higu Nogay dén

Co quan BH Trich yéu . .
Iy thu Iy

1 BE/LETEXH-VP 3/12/2013 3/5/2012 Phong Lao
ddng-TBR&xXH TP

Wiv dé nghi cdp kinh phiHuynh MgocLanh
ko tro tign dign ho Son dao S

nghéo nam 2012

2 19/BC-BDT 3/12/2013  28/4/2011 Ban dan téc bao cao cing tac dan  Lé Minh Tin hoc
tic thang 4 va nhiém  Bao -Thing

v thidng 3 ndm 2011 ké Tai

chinh

3. Thong keé tinh hinh xir Iy viin ban

L&nh dao va can bd quan 1y co thé theo ddi, gidm sat danh gia tinh hinh
gidi quyét van ban trong mot khoang thoi gian cua don vi hay tirng phong ban,
giao dién cua chic nang nhu sau:

Phan mém Quan 1y vin ban va Diéu hanh 52



THONG KE TINH HINH XU’ LY VAN BAN CUA CAC PON VI

Tif ngay: 01/04/2013 = Pén ngay: 29/07/2013 = Théng k&

Chua thuc hién Pang thuc hién P& hoan thanh

Trong han Qua han Trong han Qua han Trong han Qua han

1 Lanh dao Sa 5 0 1 0 0 0
2 Quan Iy Gia va Cong san 3 1 0 0 0 0
3 Thanh tra Tai chinh 1 0 0 0 0 0
4 Tai chinh Hanh chinh - Sur 1 1 0 0 2 0
nghiép
5 Quan ly Tai chinh B3u twr 1 0 0 0 0 0
6 Tin hoc - Théng ké Tai chinh 2 1 4 3 5] 0
7 Quan Iy Ngan sach 0 0 0 0 0 0
8 Van phéng Sa 1 0 0 0 0 0
9 Quan Iy Tai chinh Doanh 0 0 0 0 0 0
nghiép

Lanh dao hodc nguoi st dung bam vao lién két ctia phong ban d¢ xem chi
tiét tinh hinh x& ly van ban cua don vi dugc giao chu tri, man hinh xuat hién nhu
Sau:

THONG KE TINH HINH XU LY VAN BAN CUA
Pon vi: Tin hoc - Thing ké& Tai chinh

Trd wé thing ké tinh hinh =0 Iv wan ban coa toan cd guan

Chra thu'c hién Pang thuc hién Pa hoan thanh

Chuyén vién

Trong han | Qua han Trong han Qudihan | Trong han Qua han

1 Mguy&n Phuidc anh Tri 0 ] 0 ] 0 0
2 Mgd Phi Hng 0 0 0 0 0 0
2 L& Minh Bao a a 1 a 1 a
4 | Bang HIU Phuc 3 0 0 0 0 0
5 L& Trung Dling 0 ] 0 ] 0 0
& Quan tri hé thdng 0 ] 0 ] 0 0

Lanh dao hodc nguoi st dung bam vao lién két tdi tén cia mot nguoi cu thé dé
xem tinh hinh xr Iy van ban cuia nguoi do.
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TINH HINH XU LY VAN BAN DEN
Mgudi xJ Iyv: ©3ng HFu Phic

Tri wé thiing ké tinh hinh =i ¥ van ban cia don vi

Sio hiéu gioc Mgay dén  Mgay hét han Co quan BH Trich yéu
* ¥in ban chua 200 I¥ trong han (3)
201/B0TP 24/10/2012  30/10/2013 Ban dan tic WE vigc dang kv ndng c3p phan mém k&
todn HCSH tr' 8.5 1én B.6
I8FTT-STP 24/10/2012  30/10,/2013 Sa Tu phap Wiv khidng #uat todn gia tr b nhan
cing, ca may
46/BC-BOT 24/10/2013 2971072013 Ban dan tdc k& hoach nam 2012
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PHAN IV — XU LY CONG VIEC

Chtrc ndng Xt Iy cong viéc 1a chirc ndng mac dinh cua ngudi st dung co
vai tro Chuyén vién. Trong chirc ning nay, s& liét ké tit ca cac cong viéc lién
quan dén nguoi s dung nhu X 1y céc van ban dén, Tao lap céac cong viéc do
lanh dao giao hodc do chuyén vién tu dé xuét, Giai quyét cac cong viéc duoc
giao, Dy thao vin ban va Tao 1ap hd so

Giao dién chung cua chirc nang Xur ly cong viéc nhu sau:
;ﬂ, QUAN LY VAN BAN VA PIEU HANH

SO TAI CHINH D3ng Hiiu Phiic | Thoat

= Danhmuc = Vanbandé&n = Vanbandi = Van ban ndibd X ly céng viéc

. PR 17 1Y viéc

A bang theo ddi tinh trang xorly - v

3 Che x(r ly : | Giai quyét céng vigc
O bang x0rly

3 Ché xac nhan xcf ¥ hoan thanh [ €6 1 céng vigc dang theo déi tinh trang thuc hién

I B3 xir Iy [ C6 0 céng viéc chd xdc nhan x(r ly hoan thanh

I Phéi hop xdr' Iy
Xir ly cong viéc

[ C6 0 céng viéc chd xur Iy

3 L3p phiéu giso viée [ C6 1 céng viéc dang xur Iy

DI Theo déi tinh trang thuchién 1 [3 €6 0 céng vigc phéi hdp xur Iy

I Chd x3c nhan xr Iy hoan thanh | R ~ .
+ | 4 C6 0 hd sd dang md

I Ché x(f Iy

I bang = ly ' Xir ly van ban

I B3 xir y g

3 Phéi hap xi? Iy [d Cé 2 van ban dang theo déi tinh trang xdr Iy
VB tham khao [d C6 1 van ban chd x3c nhan x Iy hoan thanh

I vB d&n nhan tham khao [ C6 O van ban chd x Iy
I3 VB phat hanh ¢6 lién quan
VB phat hanh

I Bang du thao .| I3 C6 1 van ban phéi hap xur Iy

4 C6 5 wan ban dang xur Iy

I3 3 chuyén phat hanh

Quan Iy hb so Du thao van ban

O L3p hd so © I7C6 1 van ban dang dy thao
o X7 Iy hé s :
Tra cGu hd so . | van ban tham khao

I Toan bd hié so
I Theo tinh trang
I Theo loai hd so l [ Cé6 146 vin ban phat hanh cd lién quan
I Theo linh vuc :

I Theo xUr Iy chinh

I Theo I&nh dao phu trach

[d Cé 12 van ban dén nhan tham khao

I Theo ngay tao hi so
In an/Théng ké

I3 Tim kiém nang cao

I L3p va In danh sach hd so

I1. XU LY VAN BAN DEN
1. Vin ban dén cho xir ly

Chtrc nang nay hién thi cac van ban dén méi dugc giao cho nguoi dang
dang nhap xu ly. Chon chuc nang “Cho xi ly” trén menu trai, xuat hi¢n danh
sach céac van ban dén cho xur Iy ciia nguoi su dung dang dang nhap dugc sap xEp
theo thir ty giam dan cua ngay dén theo 2 nhém Trong han va Qué han. Nguoi
st dung c6 thé kich vao lién két so hi¢u goc dé xem thong tin chi tiét ctia van
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ban dén va tién hanh xir 1y. Cac bu6e xit 1y twong tur nhw xir 1y van ban dén
trong chirc ning VAN BAN DEN

2. Vin ban dén dang xir ly

Chirc nang nay hién thi cac van ban dén dang duoc xir Iy cua nguoi dang
ding nhap hé thong. Chon chirc ning “Pang xir Iy” trén menu trai, xuét hién
danh sach cac van ban dang xu Iy cua nguoi st dung dang déng nhap duoc sap
xép theo thtr tur giam dan cua ngay den theo 2 nhém Trong han va Qua han.
Nguoi sir dung c6 thé kich vao lién két sd hiéu gbc dé xem thong tin chi tiét cua
van ban dén va tiép tuc thuc hién viéc xir Iy. Céac budc xu ly twong tu nhu xtr 1y
van ban dén trong chirc naing VAN BAN DEN
3. Vin ban dén da xir ly

Chtrc ning nay hién thi cic van ban dén di duoc xtr Iy clia ngudi dang
dang nhap hé théng. Chon chtrc ning “Pa xir 1y” trén menu trai, xuat hién danh
sach cac vian ban da xir 1y ciia ngudi st dung dang dang nhap duoc sap xép theo
thir ty giam dan cta ngay dén theo 2 nhom Trong han va Qué han. Ngudi sir
dung c6 thé kich vao lién két s6 hiéu gdc dé xem thong tin chi tiét ctia van ban
dén va céac thong tin xir Iy
4. Van ban dang theo doi xit ly

Churc nang nay liét ké cac van ban dang dugc nguoi st dung hién tai giao
xt 1y tiép.

VAN BAN DEN BDANG THEO DOI XU LY

= Trong han (1)}

14.-"2EIEIEI.-"CT—UEN% 27f12/2012 Baocao 2013 - Trung tam Thir gur file...
Cdng nghé Thing
tin
5. Vin ban cho xac nhan hoan thanh

Chtric nang nay liét ké cac van ban dang dugc nguoi st dung hién tai giao
xtr ly va da dugc bdo céo hoan thanh xtr 1y.

VAN BAN DEN CHO XAC NHAN HOAN THANH

= Trong han (1)
14/2008/CT-LBMND 27f12/2013 Bao cao 2013 - Trung tam Thir gixi file...

Cang nghé Thang tin
I11. XU LY CONG VIEC

Ngoai viéc xtr Iy cac van ban dén dugc lanh dao giao, chuyén vién phai xtr
Iy cac cong viéc phat sinh theo yéu cau cua lanh dao hodc cac cong viéc tu deé

Phan mém Quan 1y vin ban va Diéu hanh 56



xuat, tham muu. Cac xir 1y thudc loai nay dugc phan nhom vao muc Xt 1y cong
viéc.
1. Lap phiéu giao viéc

Trong chirc ning nay, chuyén vién co thé ti tao 1ap cac cong viéc theo chi
dao cua lanh dao, sau d6 xur Iy cac cong viéc nay bang hinh thire Dy thao véan
ban hodc Lap hd so. Chon chirc ning “Lép phiéu giao viéc” trén menu trai, xuét

hién danh sach cac phiéu giao viéc do nguoi st dung dang diang nhap hé thong
tao lap:

bé tao moi phicu giao viée, click nut “Thém méi”, giao dién nhu sau:

LAP PHIEU GIAO VIEC

Giao viéc theo: @ ¥ kién chi dao ciia lanh dao ) Bé xuat ciia chuyén vién

Lanh dao giao viéc (*): ﬁ
Pon vi xu' ly: ﬁ
Chuyén vién xi Iy (*): Lé Minh Bao e
Pon vi/Ngudi phdi hop: -
-0
Thai han b Iy (*): il

MN&i dung cong viéc (*):

File dinh kém: Browse.. | No file selected. -+ x)
Cé hai loai giao viéc la:

+ Giao viéc theo y kién chi dao ciia linh dao: cho phép giao cho
nhi€u ngudi phdi hop cung xur Iy cong viéc:

+ Giao viée theo Pé xudt ciia chuyén vién: Doi véi giao viéc nay
luén can c6 su kiém soat cua cap trén va cho phép giao cho nhicéu
nguoi phoi hop cung xir 1y cong viéce

Nguoi dung tién hanh nhdp cac thong tin vao phiéu giao viéc nhu 14nh
dao giao viéc, chuyén vién chu tri xtr ly, cac chuyén vién phoi hop xt ly, thoi
han xu 1y, No1 dung cong viée. Click Luu dé luu cac thong tin cap nhat. Ngoai

ra ¢ thé truc tiép xur Iy cong viéc dang tao 1ap bang hinh thirc Dy thao van ban
(click nit D thdo vin ban) hodc Lap hd so (click nat Lap ho so)

Céc budc tao 1ap van ban du thdo hoac lap hd so tuong ty nhu xur 1y tu
van ban dén
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2. Theo doi tinh trang thuc hién

Chtrc ning nay cho phép ngudi giao viée co thé theo ddi duoc tinh trang
thuc hién cac cong viéc da giao. Cac cong viéc duoc giao co thé thude cac trang
thai sau:

- Chua xt ly (dung han)
- Chua xtr ly (qua han)
- DPang xtr 1y (dtng han)
- Pang xtr Iy (qua han)

Da xtr 1y (dung han)

ba x1r Iy (qué han)

Chon chirc ning “Theo dai tinh trang thwe hién” trén menu trai, xuat hién
danh sach cac cong viéc da giao dugc nhom theo nguoi xir 1y:

CONG VIEC DA GIAO PANG THEO DOI XU LY

* Trong han (2)

B3ng Hiu Phic 29/07/2013 30/07/2013 L& Minh Bao Bao phdi hop d& dang
thur
Bang Hu Phic 29/07/2013 31/07/2013 L& Minh Bao 1. Nguyén Phuic  Bao va Tri phéi hop chan
Anh Tri bi may chigu, tai iéu tap
hudn

Tai giao dién nay, nguoi sir dung c6 thé click chudt va lién két Ngay GV
de xem chi ti€t nd1 dung giao viéc

Chtic ning “Céng viéc cho xac nhian hoan thanh”: Tét ca c4c cong viéc
da giao xur Iy dugc nguoi chu tri giai quyét xong va dang dé nghi xac nhan hoan
thanh duoc liét ké trong muc nay.

CONG VIEC PANG CHO' XAC NHAN XU LY HOAN THANH

* Trong han (1)
Bang Hu Phic 26/07/2013 31/07/2013 L& Minh Bao L3p duthao

3. Giao viéc chwa xir ly

Chtrc ning nay hién thi cac giao viéc médi dugc giao cho ngudi dang dang
nhdp xtr ly. Chon churc nang “Cho xir ly” trén menu trai, xuat hién danh sach
cac cong viéc cho xu Iy cia nguoi st dung dang dang nhap dugc sap xEp theo
thir tu gidm dan cia ngay giao viéc:
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CONG VIEC CHO XU LY

P Trong han {1}
* Qua han (4)

Huinh Mgoc San 20112013 23511520132 Lap k& hoach bao tri cac server..,

Huynh Wgoc San 20/11/2013 23112013 Lap k& hoach t3p hudn phan meém
HSCW...

Huinh Mgoc Son 20f11/2013 29112013 CUf nhan sy di tham du tap huln s

dung phan mém dung chung...

Huinh Mgoc Saon 211172013 21112013 Lap ké hoach
Tai giao dién nay, nguoi st dung co6 thé click chudt va lién két dé xem chi

tiét noi dung cong viéc duoc giao:
XU LY CONG VIEC

Mgay giao: 201172013 Thii han =11 1§: 23/11/2013

Mgudi giao: Huinh Maoc San Noudi xo 1¥: Bing Hfu Phuc
Noudi phoi hop: Tranag thai xuo ly: Chuta =i Iy (qua han)
mdi dung: Lap k& hoach bao tri cac server...

File dinh kém:

xem thing tin v& qua trinh =0 1y

Thong tin i Iy ® chuydn tiép xi' 1§ O X& 1§ giao viée

Bian v nhan: e

Ngui nhan (*); e

Haudi phdi hop:

0o

¥ kign %L cing viec:

In phiéu trinh GQCY

Tai day, nguoi str dung c6 thé chuyen tiép giao viéc cho nguoi xur Iy khac
bang cach chon tiy chon “Chuyén tiép xir Iy”, sau d6 chon ngudi xur ly tiép
theo tai 6 chon “Ngwoi nhan” va nhap ¥ kién tai 6 “Y kién XL cong viéc”.

Trong trudng hop truc tiép xir Iy giao viée ndy, ngudi st dung chon tuy
chon “Xir ly giao viéc”; giao dién x1r Iy giao viéc nhu sau:
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XU LY CONG VIEC

~Mgay giao: 20f11/2013 Thai han zir 1¢: 231172013

Moudi giao: Huinh Mgoc Son Moudi = 1y: Pang Hiu Phuc
mMgudi phii hop: Trang thai =i ly: Chura #0718 (qua han)
mNGi dung: Lap k& hoach bao tri cac server...

File dinh kém:

xem thing tin v& gua trink =01y

Thong tin xur Iy O Chuyén tigp xit Iy @ Xir 1 giao vidc

¥ kign w1y

File dinh kém: Mo file selected. 09
In phi&u trinh GOCY Xac nhan hoan thanh

Tai giao dién ndy, nguoi sir dung c6 thé cap nhat y kién vao 6 “Y kién xir
ly”, sau d6 c6 thé chon mot trong hai hinh thtrc xtr 1y giao viéc 1a Du thao vin
ban hoac Lap hd so. Cac bude dé tao 1ap van ban du thao hodc 1ap hd so tuong
tu nhu xir 1y tir vin ban d&én

4. Giao viéc dang xuw ly

Chtrc nang nay hién thi cac giao viéc dang duoc xtr 1y cta ngudi sir dung
dang dang nhap hé thong.

Nguoi str dung c6 thé click vao lién két dé xem chi tiét giao viéc, xem chi
tiét hinh thue xtr 1y va ti€p tuc xu ly giao viéc tuong tu nhu cac giao viéc cho xu
ly.

5. Giao viéc da xir ly

Chtrc ning nay hién thi cac giao viéc di duoc xur Iy clia ngudi s dung
dang dang nhap hé thong.

Nguoi sir dung c6 thé click vao lién két dé xem chi tiét giao viéc va chi tiét
nodi dung xur ly (ho so, van ban du thdo, van ban phat hanh).

IV. VAN BAN THAM KHAO
1. Vin ban dén nhan tham khao

Chtic ning nay hién thi tit ca cac vin ban dén ma trong qua trinh vao sb,
van thu st dung chirc nang Chuyén nhan dé biét dé chuyén dén cho nguoi su
dung dang dang nhap hé¢ thong tham khdo, phuc vu cho muc dich tra ctru khi can
thiét.

Chuyén nhan dé biét: OKhéng @ C6

Nguyen Phi Phuong Thao
Pham Van Tdn

Nguwdi nhan: L& Viét Diing
Lu'cng Thi Da Thao
Truong Binh Diing

G
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2. Van ban phéat hanh co lién quan

Chtrc nang nay hién thj tit ca cdc van ban di co lién quan dén nguoi st
dung ma trong qua trinh vao s6 van thu da chuyén dén (nhiing nguoi st dung tai
0 nhap “Trong co quan”).

Cac noi nhan van Trong cd quan:
ban:

&

MNgoai co quan:

To chic, ca nhan
khac:

V. QUAN LY HO SO
1. Tao lap Ho so

Trong qué trinh xir Iy vin ban dén hodc xir Iy cong viéc dugc giao, ngoai
hinh thtrc du thao vin ban, chuyén vién c6 thé can tao 1ap hd so dé xtr 1y, theo
d6i, thu thap thém cac van ban lién quan, trao d6i y kién voi cac chuyén vién
cung phdi hop xtr Iy ho so.

Dé tao ma1 ho so, chon chirc nang Lap ho so, Nhap méi, giao dién chic
nang tao 1ap ho so nhu sau:

HO SO CONG VIEC

Loai hii so: Tap hop ¥B lién quan v | Ngay md hi so: 31/12/2013
Tiéu dé (*): Linh vu'c: w
Ngudi 1dp HS: BPang Hifu Phic m Phii hop =0 ly:

G
Thai han =i Iy: 01/01/2014 Z|  Tinh trang =i Iy: Bang = 1§
Ndi dung:

Yan ban QPPL: = W
Mo file selected. %‘"3 V
Cac VB lién quan: =
Mo file selected. “"J'?' W
Phdn quyén ®em: @Khﬁng Océ

e

Nguoi sir dung chon loai hd so can tao 1ap (h6 so tap hop van ban lién
quan, hd so xir Iy vin ban dén, hd so cong viéc), cap nhat cac thong tin vé HoO
50, c6 thé dinh kém thém cac vin ban dén, van ban di lién quan hodc cac vin
ban qui pham phép ludt va cac vin ban lién quan khac vao ho so. Cach gan kém
van ban dén (di) nhu sau:
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e Click nat Thém van ban & VB dén hodc VB di, giao dién chtic ning nhu

Sau:
) Ho so cong viec - Mozilla Firefox BEE
10.238.200. 14: 300/ IncomingDocument fSelectDacuments. aspy: thidld=cphMain_ckio0_hidvBDenéurBase=def aulk. aspycftabID=4 o -
Tim kiém van ban
Ngay dén: 01/01/2013 = DEn ngay: 31/12/2013 L)
Mgay ban hanh: | DEn ngay: =
SifK¢ hidu: Co quan ban hanh: o
Loai van ban: w Linh vuc: v
Trich yéu:
K&t qua: 14
| 1 SE/LETEXH-VP 3f12/2013 a/af201z2 Phang Lao déng-TB&xXH TP Wiy d& nghi cdp kinh phi hé trg Huynh Ngoc San
tign dién hd nghéo nam 2012
O 2 19/BC-BDT 3f1z2/2013 28/4/2011 Ban dan tic bao cao cing tac dan ticthang 4 L& Minh Bao
va nhigérm vy thang S nam 2011
| ] 42/TTr 3f12/2013 20/9/2011  Ban dan tdc TTr v/v h trg kinh phi vat tu'san L& Minh Bao
®udt vy bong #udn 2011-2012

e Nguoi st dung nhép céc tiéu thirc tim kiém phu hop dé cho ra két qua tim
kiém cac van ban lién quan hop ly. Sau d6 click chudt vao nat “Tim
kiem”. Chuong trinh hién thi két qua tim ki€ém nhu mong mudn.

e Sau khi d3 c6 két qua tim kiém céc van ban, nguoi st dung s€ chon cac
van ban lién quan trong danh sach bang cach tich cac 6 chon & ¢t dau
tién, sau do6 chon nut “Dﬁng y”. Cac van ban s€ tu dong duogc gén kém
vao ho so va hién lién két bang s6 ky hiéu cta vin ban do.

Luwu $: Muén xem néi dung cu thé ciia nhitng van ban gdn kém, nguoi sir
dung click chudt vao nhitng s6 ky hiéu van ban, d6 chinh la nhitng dwong lién
két t6i cdac van ban cé ciing s6 ky hiéu, chwong trinh sé ti déng mé cdc van bdn
gdn keém nay.

Click nat Luu dé luu lai cac théng tin vé ho so dang 1ap
2. X ly ho so

Chtrc ning nay tap hop danh sach cac hd so dang xir Iy do chuyén vién da
1ap trong qua trinh xtr 1y cong viéc véi vai tro 13 ngudi xtr Iy chinh. Khi can cap
nhat cac thong tin cho ho so da lap, chuyén vién xur 1y chinh vao muc nay tim
mé ho so dé thuc hién cac chirc nang cap nhat thong tin vao ho so.

Cich mé va cip nhit thong tin cho ho so nhwr sau:

Budc 1: Chon chiic nang “Xir ly ho so” trén menu bén trai, danh sach cac
ho so dang x1r 1y cua chuyén vién s€ dugc hién thi:
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HO sO CONG VIEC

Tigu dé Mgay md Lanh dao Trang thai
= Hi so tdp hop van ban lién quan (1)
O ¥ no soxely van ban 31/12/2013 Pang w7 Iy

Buéc 2: Mo hd so can cip nhat thong tin bang cach click chudt vao lién
két tiéu de cua ho so trong danh sach

HO s CONG VIEC

Giao viéc

Loai hi so: Tap hop van ban lién quan Mgay mo hi so: 317122013
Tiéu da: HE so =i ly van ban Linh vuc:
X¥ir ¢ chinh: B£ang Hu Phdc Phii hop =0 1y:
Ldnh dao phu trach: ¥ kién chi dao:
Thai han xir 1y: 01/01/2014 Tinh trang xir I4: Bang = Iy
MNdi dung:
VB dén: 88/LOTEXH-VP

19/BC-BOT
VB di:

Van ban QPPL:
Cac ¥B lién quan:

Qua trinh xir I§: Xem qua trinh XL | K&m VBDT & Phi&u trinh | Trao d5i & Gép ¢

K&t qua =i Iy:
q 4 Ngay két thic HS:

Tdm tat qua trinh:
K&t ludn:

Van ban du thao:
Van ban phat hanh:

Budéc 3: Néu qua trinh xir Iy d4 hoan tat click chudt vao nit “Két thic
HS” dé dong ho so, néu van dang trong qua trinh xtr Iy va can cap nhat thém cac
thong tin vao ho so (giao hd so cho nguoi khac xr 1y, soan van ban du thao, 1ap
phiéu trinh, trao doi va gop ¥, ...) click chudt vao nat “Xir Iy dé chuyén sang
trang thai c6 thé cap nhat ho so nhu sau:

Phadn quyén xem:

Budéc 4: Cap nhat cac thong tin cho h so.

Ngoai cac thong tin chung ctia hd so chuyén vién can phai cap nhat cac
thong tin li€én quan dén qua trinh xtr Iy (Soan van ban du thdo, 1ap phiéu trinh,
Trao do1 va gop y). Céach cap nhat thong tin xir ly nhu sau:
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LAp vin ban du théo va phiéu trinh:

Buwéc 1: Khi md ho so cong viée, trong muc “Xem qua trinh xir Iy” click
chuot vao nut “Kém VBDT & Phiéu trinh”

Giao dién du thao vin ban s& hién thi (twong tu nhu du thao ¢ céc chic
nang xu ly cong viéc hodc xur Iy van ban dén)

Buwde 2: Nhap céc tiéu thire quan 1y co ban cia VBDT nhu Loai van ban,
Linh vuc, Nguoi ky, Trich yéu, Cac noi nhan van ban,...

Buéc 3: Click chudt vao nut “Luu” d& ghi lai thong tin, hodc nut “Xac
nhén hoan thanh” dé chuyén van ban du thdo qua bd phan van thu phat hanh

Trao d6i & gop v

Buéc 1: Khi mé hd so cong viée, trong muc “Qua trinh xir Iy” click
chuot vao nut “Trao doi & gop y”.

Man hinh chinh hién thi phan nhap thong tin trao d6i nhu sau:

THONG TIN TRAQ BOI

MNoay: 09:45 07/05/2009

MNoudi gop y: Hoang Qudc Phong

Bon vi: Trung tam Tin hoc Hanh chinh

N&i dung gép v (*): Thong tin trao dii gop v cho hé so cdng viéd

| Luu | Hav bo_

Buéc 2: Nhap thong tin trao doi va gop y sau d6 click chudt vao nat
“Luu” dé luu cac trao doi, gop y vao ho so xur ly.

3. Lap va in danh sach Hb so

Cac bworce 1ap va in danh sach ho so:

Buée 1: Chon muc “Lap va In danh sach hd so”, ving lam viéc chinh s&
hién cac thong tin nhu hinh minh hoa dudi day:
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THONG KE HO SO

Ngay ma: [ DPén ngay: [
Ngay két thiic: [ Pén ngay: 9
Loai ho sa: T&t ca HS +w | Linh vuc: w
X Iy chinh: +s Tinh trang: T4t ca tinh trang w
Lanh dao phu trach: 2

& Intong hop O Intheo can bd xi Iy chinh O In theo loai h6 so

Buéce 2: Nhap mot s6 thong tin tim kiém ho so dé 1ap so (thuong 1a loai
ho so, ngay md hodac ngay két thac). Sau d6 click chudt vao nat “Pong y”’, man
hinh danh sach cac ho so tim dugc

Budc 3: Chuyén danh sach ho so tim duogc qua Microsoft Word hoic
Acrobat Reader dé in.

4. Tim kiém nang cao

Cho phép ngudi st dung st dung chirc nang nay dé tim kiém ho so. Giao
dién chtrc nang Tim ki€m nhu sau:

TiM KIEM HO SO
MNgay md HS: [T  ©Pén ngay: [0
MNgay két thic HS: [T BPén ngay: (19
Tiéu dé:
Loai ho so: Tt ca HS w | Linh vuc: w
¥Xur Iy chinh: s Phoi hop xi ly: )
Lanh dao phu < Tinh trang HS: P
teachie i Tat ca tinh trang b
Moi dung:

Nguoi st dung cdp nhat mot so ti€u chi can tim kiém, sau dé kich nut
“Tim kiem”. K&t qua tim dugc s€ hién thi bén dudi giao dién.

5. Tra citu hd so chung

Cho phép nguoi sir dung tra ctru cac hd so da dugc luu trit trong chuong
trinh. Céc tiéu chi tra ctru chung nhu sau:
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Tra cifu ho so
Toan bd ho sd
Theo tinh trang
Theo loai hd sd
Theo linh vuc
Theo x(r Iy chinh
Theo |anh dao phu trach
Theo ngay tao ho sd

Chon tiéu chi can tra ctru ¢ chirc nang Tra ctru bén trdi man hinh, danh
sach cac ho so s€ duoc hién thi tai giao dién bén phai nhu sau (vi du: tra ctu
theo loai ho so)

HO SO
Tiéu dé Ngay md Ngudi X7 ly Lanh dao
P HO sd giai quyét cong viéc (1)
w HO so tap hop van ban lién quan (2)
test nguoi xI 6 6/5/2009 Chua nhap Chua nhap
Ho sa x(r ¥ van ban 5/5/2009 Hoang Qudc Phong Chua nhap

P HO so xir ly van ban (2)
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PHAN V - DANH MUC

Heé théng “Danh muc” la cac dur liéu chuan ding cho toan b chuong trinh
Quan ly van ban va Diéu hanh. Chi Vin thu va Quan tri hé théng méi c6 quyén
thay d6i cac noi dung danh muc.

Cac thong tin quan ly trong phan Danh muc déu c6 phan Tén tit ding dé
tao cac ky hicu g0 tat.

Dudé1i day la giao dién chung cia chttc nang “Danh muc”:

Danh muyc ¥Ydn bandén = VYanbandi = Xirlycongvigc = Thingké

Thing tin danh muc

Bidy 14 phan thong tin d liéu dugc t8 chic vdi chirc
dudge s dung trong chuagng trinh, Muc dich t8 chirc
tuong tham gia vao hé thdng, va vdi viéc thanh |ap
di ligu nhanh, chinh xac, thudn tién, gidp cho viéc
trinh,

3 &8 mat kh3u

@ 58 van ban

& Loai van ban

B £y higu van ban
& Linh vutc van ban
O £& mat

O pa khan

I Cap co quan

Toy wao quyén truy cap duoc cdp cho nguidi sor dung

tin danh muc hodc chi oo thé xem, khai thac,....
3 Co quan ngoai Tt ¢ viée khai o cae danh rmuc dif ligu, cae than

3 Ban vi ndi bd nang trong chuong trink, cac tham =4 hé thing s& du
3 M3u v3n ban

& mhdm ngudi sof dung

& Hgudi s dung

I C3u hinh hé thing

I C3u hinhk lich lam viéc

I Tra cing dif ligu

& Phan mém lign thang

I Sao luu, nhan ban difr liéu
& Mhat ky s dung hé thang

I. CONG VIEC CUA VAN THU
1. Gié1 thiéu chung:

Vin thu ¢ thé t6 chirc cac danh muc sao cho thuan tién cho qua trinh
nhdp van ban. Sau day 1a mdt s6 danh muc chinh:

Quan tri ngwoi sir dung: Liét ké tat ca cac ca nhan tham gia vao h¢
théng chuong trinh, phuc vu cho viée giai quyét cac van ban dén va van ban
phat hanh. Tuy theo chtrc vu cia mdi ngudi ma gan quyén truy nhap cho nguoi
do.

S6 vin ban: Liét ké cac loai s6 vin ban (van ban di va dén cia co quan
va cac phong ban/don vi truc thudc).
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Loai vin ban: Quan Iy tén ddy d va tén tit cla cac loai vin ban dugc
quan ly trong pham vi chuong trinh, phuc vu cho viéc nhap dir li¢u nhanh va
chinh xac.

Ky hiéu vin ban: Danh sach cac ky hiéu vin ban, c6 cac ky hiéu tat gitp
cho viéc nhap van ban nhanh hon nho viéc gd ky hi¢u tat.

Linh vue viin ban: Quan 1y tén day du va tén tit cua cac loai linh vuc
dugc quan 1y trong pham vi chuong trinh, cadc van dé€ nay 1a céac linh vuc ma ndi
dung cua van ban dé cap toi.

PO mat, Po khan: Quan Iy tén diy du cia cac loai 6 mat va do khan
trong pham vi chuong trinh.

Danh sach cap co quan: Danh sach cac cap co quan dé phan cap cac to
chtrc, co quan ngoai theo cap cu thé thuan loi cho viéc nhap dit li€u va sang loc
cac to churc, co quan.

Danh sach co' quan ngoai: Liét ké danh sach cac co quan, don vi ngoai
theo nhom, dugc hién thi qua cap co quan don vi, tén tat va tén day du cia don
V1.

Danh sach don vi ngi bo: Li¢t ké danh sach cac don vi ndi bd truc thude
su quan 1y ctia co quan, d6 1a cac phong, ban, bd phan,...Pay 1a danh muc nham
phuc vu cho viéc chon noi nhan van ban, phan xu 1y,...Ngoai ra tai moi phong
ban déu c6 ngudi Pai dién nhanVB.

Danh sach miu vin ban: Noi luu trit cac vin ban mau trong t6 chirc, co
quan.

Céu hinh hé thong: Cung cap thong tin cau hinh cho hé thdng nhu may
chu CSDL, tén CSDL, cau hinh xac thuc nguoi dung (LDAP/SQL Server), tén
co quan, dia chi dich vu gtri/nhan van ban qua mang,...

Tra ciru dir li€u: D li¢u cudi ky, cudi nam,...duoc quan tri hé théng
hodc van thu tong két va phan tach dé tién quan ly, nguoi st dung dé dang tra
cuu,...

2. Nhap va chinh sira thong tin danh muc:

Trong phan DANH MUC (& bén trai cira s6 chuong trinh) chon mot loai
danh muc can nhap hodc chinh stra thong tin, khi d6 trong viung lam vi¢c s€ hién
danh séach cac thong tin da c6. Chon nat “Nhap méi” d€ nhap thong tin méi.
Néu muon chinh stra hoac xoa mdt thong tin da co, click chudt vao biéu tugng
chinh stra dé chuyén t41 vung lam viéc khac cho phép chinh sura.

Vi du: Thuc hién nhap moi, chinh swa thong tin cho danh muc Loai van
ban

Buwécl: Chon phin Logi vian ban trong danh saéch DANH MUC (phia bén
trai cua so chuwong trinh)
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QUAN TRI DANH MUC LOAI VAN BAN

[ STT Tén loai van ban Viét tat SO ngay xu' ly Trang thai Hiéu chinh
[0 o Biocao BC 3 Sir dung =

[0 0 Biénban BB 0 Sif dung =

i 0  Chithi CT 0 S dung =

O 0  Chuong trinh CT 0 Str dung =

O 0 Codng dién CD 2 S{r dung =4

] 0 Céngvan cv 4 S(r dung =

[0 0 DPéan DA 0 St dung =

[ 0 Duan DA 1 St dung =

O 0  Gidy chimag nhan GCN 0 S(r dung =

[0 0 Gidy Ching nhan Dau tu CNDT 1 S(7 dung =

Trang1234

himmai | xéa

Bwoce 2: Thuc hién nhdp mdi hodc chinh sva

+ Sau khi thuc hién bwdc 1, danh sach cac thong tin da nhdp thuoc danh
muc Loai van ban sé hién thi

+ Click chuét vao niit Nhdp méi dé thém théng tin méi hodc click chudt
vao biéu twong 0 cot Hiéu chinh cia mot loai van ban bat ky trong danh
sach de chuyén toi man hinh chinh swa thong tin

Man hinh Nhdp moi thong tin nhu sau:

THEM MOT LOAI VAN BAN

Tén loai van ban (*):
Tén viét tat:

SO ngay xu by (*):

Thi tu hién thi: |

TioN Thar: ® st dung JKhéng sir dung

Man hinh Chinh swa thong tin nhw sau:
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HIEU CHINH LOAI VAN BAN

Tén loai van ban (*): Bao cao

Tén viét tat: BC

SO ngay xuly (*): 3

Thit tw hién thi: 0

Trong phay @sirdung  OKhéng st dung

“caponat | now

Dién day dii théng tin roi click chudt vao nit “Cdp nhdt”

+ Sau khi nhdp day di thong tin, cé thé click chudt vao nit “Tiép méi”
dé ghi lai cac thong tin da nhap dong thoi man hinh nhdp méi dwoc giit nguyén
dé co thé tiép tuc nhdp thong tin tiép theo .

3. Mot s6 danh muc chinh can cha y:
3.1. Danh muc Quan tri ngwoi sit dung

Churc nang nay cho phép xem thong tin vé nguoi sir dung dugc tham gia
su dung chuong trinh va quyén dugc phep trong chuong trinh. Danh sach dugc
sap xép theo phong ban.
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QUAN LY VAN BAN va DIEU HANH

Van ban dén Van ban di Van ban noi bo Xir ly cong viéc

¢ ¢ dddddddddd
QUAN TRI DANH MUC NGUOT SU DUNG

S6 van ban
Loai van ban
Ky hiéu van ban [J Tén ngudi sir dung Chifc vu Tén truy cap Trang thai X
Linh vurc van ban w Céng Théng tin Dién t (7)
g? :Laf [] Tran Ngoc Duang Chuyén vién tnduong.ubnd St dung =
6 khan
Cap cd quan O Nguyén Thi Thanh Huong Phé Giam déc ntthuong.ubnd Sif dung
Cd quan ngoai [] Truong Thi Béng Huy Vién chic ttdhuy.ubnd S dung
Badn vi ndi bo e ¢ g e 3
a T Nguyen Thuc Nhan Chuyén vién ntnhan.ubnd S duni

Mau van ban L hory : ik =
Nhém ngudi st dung [] Tran Ngoc Vii Quang Chuyén vién tnvquang.ubnd  S{f dung &
Ngudi sif dung [] Nguyén Thi Thiy Chuyén vién ntthuy.ubnd Sit dung =
oo s Nguyén Thi Bach Y& Chuyén vié thyenubnd  Khéng sir d /
e e A [] Nguyen Thi Bach Yén uyén vién ntbyen.ubn ong s dung

P Doixe (1)

» Lanh dao UBND tinh (4)

» Lanh dao VPUBND tinh (4)

» Phong Cai cach Hanh chinh (5)

p Phong Dau tu Xay dung (3)

» Phong Hanh chinh - T8 chic (10)

» Phong Kinh té (7)

» Phong NGi chinh (3)

» Phong Quan tri - Tai vu (7)

p Phong Tiép dan giai quyét khiéu nai té cao (8)

» Phong Van héa Xa hoi (4)

P Trung tédm Cong Béo (1)

P Trung téam Luu trir (8)

» Trung tam Tin hoc Hanh chinh (6)

[hemmor | xon |

3.2. Danh muc S6 vin ban

Tuy thudc vao moi co quan, Van thu cé thé ty quan ly cac s6 van ban
trong trong co quan minh.
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QUAN TRI DANH MUC SO VAN BAN
[ sSTT Tén sé van ban Viét tat Phan loai Trang thai X
w Cd quan (37)
O] 1 S48 VB co quan trong tinh DP Sd van ban dén S dung =
| 2 S VB huyén, thanh phd H-TP Sd van ban dén S dung &
O 2 S48 VB Sd-Ban-Nganh doan thé cdp tinh  SBN Sd van ban dén S dung =
J 4 S8 VB bd nganh BN S8 van ban dén S’ dung =
] 5 S8 VB chinh phu cp S6 vanban dén S’ dung =i
O 6 Sa VB Chu tich x(r ly truc tiép CT Sd van ban dén S dung =
] 7 S48 VB cac co quan, td chifc nudc ngoai N S6 van ban dén S’ dung &
] 8 S& VB co quan khac QK S8 van ban dén S dung =
| =} S48 VB luu tham khao TK S8 van ban dén S dung &=
O 10 S48 VB Mat cla SMC S6 van ban dén S’ dung =

Trang1234

P Trung tam Tin hoc Hanh chinh (2)

emmar | xon |

Phan nhap thong tin S6 vin ban:

THEM MOT SO VAN BAN

Tén s van ban (*):

Tén viét tat:

Phan loai: ®sdvanvandén (OS54 vanban di

Tén phong ban: [Cd quan] o
Thit tu hign thi: 33

Trang thai:

® 5t dung () Khéng st dung

Nguoi sir dung c6 thé tao lap cac so vin ban riéng cho timg phong ban dé
quan ly cac van ban dén va di ctiia phong ban d6 bang cach chon Tén phong ban
trong qua trinh cap nhat S6 van ban

3.3. Danh muc Loai van ban

Chtrc nang nay cho phép xem, tao méi, stra, xoa danh muc loai van ban.
Trong phan DANH MUC (¢ bén trai cira sd6 chuong trinh) chon danh muc Loai
van ban, vung lam viéc chinh ctia chuong trinh hién thi danh sach céc loai vin
ban da c6 nhu hinh minh hoa dudi day
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QUAN TRI DANH MUC LOAI VAN BAN

[ sSTT Tén loai van ban Viét tat SO ngay xu' ly Trang thai Hiéu chinh
] 0 Baocao BC 3 Sir dung =

[0 o Biénban BB 0 Sir dung =

O 0 Chithi CT 0 5(r dung =

O 0  Chuong trinh CcT 0 Sir dung =/

O 0 Codng dién CD 2 S{r dung =4

] 0 Coéngvan cv 4 S dung =V

O 0 P&an DA 0 Sir dung =

] 0 Duan DA 1 S dung =V

O 0  Gidy chimg nhan GCN 0 SUr dung =

O 0  Gidy Ching nhan P3u tu CNDT 1 S(f dung =

Trang1234

Themms | xea

C6 thé nhap méi mot loai vin ban bang cach click chudt vao nat Nhap
moi. Muon xo04 loai van ban nao dé thi danh dau vao 6 vudong bén canh tén tat
va click chudt vao nat Xoa.

Pé stra d6i thong tin vé mot loai van ban di cod, click chudt vao biéu
tuong ¢ cOt Hi€u chinh tuong tng vdi loai van ban d6. Khi d6 man hinh cho
phép stra thong tin loai van ban hién thi:

Man hinh nhap méi hodc stra d6i thong tin loai van ban giong nhu hinh
minh hoa dudi day.

HIEU CHINH LOAI VAN BAN

Tén loai van ban (*): Bao cao

Tén viét tat: BC

S0 ngay ' ly (*): 3

Thit tu hién thi: 0

Trang thai: ®sirdung  OKhéng sir dung

caponan | nowa

Thong tin “S6 ngay xir Iy chinh 14 thoi han xtr Iy cho ting loai van ban,
han xtr Iy dugc quy dinh theo timg co quan hoac cén ctir vao ND110.

Khi mot van ban dén duoc nhap vao hé théng va phan xir 1y, thoi han xur
1y ctia van ban s€ dugc ty dong cong thém s6 ngay tuong ung voéi loai van ban
do, bat dau tir Ngay dén cua van ban.
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3.4. Danh muc Ky hiéu vin ban, Linh vue vin ban, P$ mat, P khan, Danh

sach cip co quan

D61 voi1 nhitng danh muc nay, cac thao tdc xem, nhap mai, chinh stra hodac
x04 thong tin thao tac tuong tu nhu cdc danh muc trén.

3.5. Danh muc Danh sach co quan ngoai

Chirc nang nay cho phép xem, cap nhap hodc stra danh muc cac co quan

cé lién quan.

S
‘R

QUAN LY VAN BAN va DIEU HANH

| S

ddddddd
S6 van ban
Loai van ban
Ky hiéu van ban O
Linh vurec van ban
Do mat
D6 khan
Cap cd quan
Cd quan ngoai
Ban vi ndi bo
M3u van ban
Nhém ngudi sir dung
Ngurdi st dung
C3u hinh hé thdéng
Tra ciru dir liéu

v v v vV vV VvV VvV Vv v v W

-

»
»

Van ban dén

Van ban di Van ban noi bo

ddddddddddidiiili

QUAN TRI DANH MUC CO’ QUAN

Tén cd quan Viét tat Pia chi nhan vB

Ho6i dong nhan dan (10)
DPoan thé cap tinh (15)

Dia phuong (406)

Nhan dén (318)

Cd quan dac tha (5)

Cd quan quan ly, su nghiép Trung uong trén dong trén dia ban tinh (28)
Huyén, Thanh phd Hué (21)
Tinh/TP khac (191)

Tinh y (12)

Chinh phu (2)

Bd, nganh Trung uong (186)

Cd quan chuyén mén (53)

[] Ban Dan tdc BDT
[] Ban Dan tdc tinh
[] Ban BHDA GDTH Cho Tré Em €6 Hoan Canh

Khé Khan

[ Ban Phap ch& HBND tinh

[] Ban Thi Bua Khen Thudng

[] Ban Thi Bua Khen Thudng Tinh
[] Ban Tén gido tinh

[] BO Giaa théng Van tai- B& N&i vu
[] B Khoa hoc va Céng nghé

[] BG Thdng tin va Truyén théng

Cd quan Théng tan - Bao chi TW va dia phuong (2)
Cd quan su nghiép (28)

Themmar | xon |

X ly cong viéc

Trang thai X

Str dung =
Str dung =
S(r dung =4
SU dung =
Su dung =
Sir dung =
S dung =
S(7 dung =
S dung &
Sif dung =

Trang 12345 >>

Click chudt vao nut "Nhip méi" dé nhap méi co quan ngoai:
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THEM MOTI CO' QUAN

Tén oo quan (*):

Tén viét tat:

Tén cdp cg quan: Co quan chuyé&n mén =

Bia chi nhdn VB:

Thi tu hién thi: 94

rng iy ) 5ir dung ) Khéng st dung

Sau khi nhédp céc thong tin co quan ngoai, click chudt vao nut “Cap nhat”
de luu lai co quan vira nhép.

3.6. Danh muc Danh sach don vi ngi b

Chirc nang nay cho phép xem, tao mdi, stra, xoa thong tin danh muc cac
don vi ndi bg trong co quan.

QUAN TRI DANH MUC PON VI NOI BO

[ STT Tén phéng ban Viét tat Pai dién nhan VB Trang thai Hiéu chinh
| 1 L3nh dao UBND tinh UBND  Tran Ngoc Vi Quang S dung =
1 2  Lanh dao VPUBND tinh VPUBND Tran Ngoc Vi Quang S’ dung =
[0 3 Phong Hanh chinh - T§ chifc HCTC  Tran Ngoc Vi Quang Sir dung =
[0 4 PhéngTang hap TH Tran Ngoc Duong Sur dung =
i 5  Phong Kinh té KT Hoang Qudc Phong Sir-dung =
| 6  Phong Quan tri - Tai vu QTTV  Tran Ngoc Vi Quang SUr' dung =
[0 7 Phang Naichinh NC  Tran Ngoc Vii Quang St dung =
] 8 Phong P3u tu Xay dung PTXD  Tran Ngoc VU Quang Sir dung =
| 9  Phong Van hoa X3 hai VHXH  Tran Ngoc Vi Quang St dung =
[ 10 Phong Cai ciach Hanh chinh CCHC  Tran Ngoc VU Quang Sir dung =

Trang 1 2

Temma | xon |

Pai dién nhian VB: Khi mdt vin ban dén duoc phan xt Iy cho mot don vi
ndi b0 ma chi nhap dit liéu & phén “Pon vi nhan VB” ma khong nhép truc tiép
tén cua “Nguoi nhan VB”, thi s€ c6 mot nguoi st dung dai dién cho don vi nay
nhan dugc van ban d6 dé xir Iy. Thuong s& chon nguoi dai dién 1a trudng hay
pho don vi lam nhiém vu nay
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3.7. Danh muc Danh sach mau vin ban

Noi luu trit cdc van ban mau trong t6 chire. Chure nang nay cho phép xem,
stra, x04, nhap md&i1 mau van ban.

bé tao 1ap moét mau van ban mdai, tién cho viéc st dung va tra clru sau
nay, tai phan Danh muc, chon muc “Danh sach mau vian ban”

QUAN TRI DANH MUC BIEU MAU

[J  Tén biéu mau Loai van ban File dinh kem Hiéu chinh

[0 céngvan Céng van HSCV_5.doc =

emmar | xon

Chon “Nhap méi”

THEM MOT BIEU MAU

Tén bidu mau ( *):

Loai van ban: Nghiguwet O

File dinh kém (*): Browse...

caponat | caponatva uso we | wnapior | boaun)

Trong giao dién nhap moi, nhap tén biéu mau, chon loai van ban, sau do
chon tép mau di duogc thiét ké san va luu trén may béng cach chon nut
"Browse...". Sau khi click chudt vao nat “Cap nhat” dé két thuc viéc thém biéu
mau moi.

3.8. Tra ciru dir liéu

Quan ly, tra ctu dir liéu cac ndm. Dir liéu do quéan tri mang chuyén déi,
phan tach gitra cac nam de tién viéc quan 1y, nguoi st dung truc ti€p tra ciu, st
dung cac dir li¢u da dugc phan tach.

Click chudt vao chiic nang “Tra ctru dit liéu”, click chudt vao phan tén mo
ta nam can tra ctru
I1. CONG VIEC CUA QUAN TRI

DPbi véi hé théng danh muc, ngoai viéc thém mai, stra, x0d tat ca nhiing
danh muc nhu da néu & trén thi nguoi quan tri phai cap nhat “Cau hinh hé
thong” dé hé thong hoat dong cling nhu tao 1ap va phan quyén cho tung nguoi
st dung.
1. Céu hinh hé théng

Chon chtic niang CAu hinh hé théng bén menu trai, giao dién chtic ning
cau hinh nhu sau:
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May cha CSDL ( *):
Tén CSDL (*):

Tai khoan CSDL (*):
Mat khau:

Kigu xac thuc :

Thu muc Upload [ *):
File Tra cifu (*):

Cac nam tra ciu:

Céap cd quan:
Co quan:
S0 VB chuyén:

S0 VB sao y:

Pudng din Web service:

vxphuong
HSCV_VPUB
sa

hscv

) SQL Server ) LDAP Server

D:/PROJECTS/DA2008_HSCV/MaMNguon/Upload/Client/

D:/PROJECTS/DA2008_HSCV/MaNguon/Upload/Config/LookupDb.conf
2008,2009,2010,2011

http:/ flocalhostfhscv.server/Services.asmx

Co quan chuyén mon hd
UBND tinh Thira Thién Hué v
Sd VB huyén, thanh phd v
Sd VB Sd-Ban-Nganh doan thé cdp tinh v+

Cap nhat cac thong tin lién quan dén hé thong nhu may chu CSDL, tén
CSDL, kiéu Xég thuc, dia chi dich vu guri/nhan van ban qua mang,... sau do
click nit Lwu d¢ Iuu lai cac thong tin cau hinh.

2. Quan ly ngwoi dung

Tao nguoi sir dung mai

Buwéc 1: Chon chirc nang “Nguoi st dung” bén menu tréi

&1 1]

Click chudt vao nut "Nhap moi

THEM MOT NGUOT SU DUNG

Tén ngudi sif dung (*):
Tén phong ban: Trung tam Tin hoc Hanh chinh
Chirc vu:

Tén truy cap (*):

Mat khau (*):

Trang thai:

(® st dung ) Khéng st dung
Nhém (*): Chuyén vién w
Vai tro: [CJquan tri ngudi str dung

[Jcap nhat théng tin danh muc [ Giao viéc

[Jcap nhat van ban dén, di

[1in sd van ban dén, di [1cap nhat van ban ndi ba
Phan quyén:

Buwéc 2: Nhap cac thong tin ngudi sir dung va phan quyén cho nguoi s
dung do.

Mot s6 thong tin can chii v khi thém ngudi sir dung méi:
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- “Tén phong ban”: Viéc khai bao mot nguoi sit dung thudc phong ban
nao la rat can thiét. Cac phong ban ¢ day la nhiing don vi ndi bd da dugc khai
bao trong phan “Danh sach don vi ndi bg”.

Vi viée khai bao nguoi st dung thudc phong ban nao thi khi nhap dit liéu
cho Vin ban dén, Vin ban di, HO so s& co tac dung chon ngudi st dung theo
nhom, nghia 1 s& chon phong ban trude, va danh sach ngudi sir dung sé& hién thi
theo phong ban d6, hodc nguogc lai chon nguoi sir dung thi s& hién thi tén phong
ban tuong tng ctia nguoi su dung do.

- “Tén truy cap”: Phai la duy nhat (khong trung 1ap véi cac tén truy cp
da duoc tao)

Truong hop hé théng st dung LDAP hoic AD thi tén dang nhap nay sé
duoc chon tir LDAP hoac AD.

- “Nhém”: Phan nay dugc to chiic thanh cac nhém chinh 1a Vin thu,
Chuyén vién, Quan tri va Lanh dao. Mdi mot nhom co nhiing quyén sir dung
riéng dugc dinh nghia tai chirc ning “Nhom nguwéi sir dung”. Moi mot ngudi sir
dung chi duoc thuoc vao mot trong 4 nhom trén. Tuy nhién cé thé thém b6t
quyén han cho nguoi sir dung bang cach chon thém nhiing quyén sir dung duoc
cu thé hoa & phan dudi.

- “Phan quyén”: Tén cac quyén sir dung di phan anh rd quyén han cua
nguoi st dung trong cac churc nang trong chu:ong trinh. Tuy theo nhu cau cua
nguoi st dung ma nguoi quan tri s€ cap thém quyén cho nhirng nguoi nay.

3. Phan mém lién théng
Chtrc ning nay phan phdi van ban dén cac phan mém dung chung.
Giao dién diang ky nhan van ban
HIEU CHINH PHAN MEM LIEN THONG

Ma phdn mém (*): LCT
Tén phdn mém (*}: Lich cing tac cia lanh dao tinh
Thir tu hi&n thi: 1
Trang thai:
ang [OF-N dung OKhEung s dung

Cap nhat

QUAN TRI DANH MUC PHAN MEM LIEN THONG

]
O 1 LCT Lich edng tac cia [anh dao tinh Sirdung ¥
] 2 TD&GQTC Tiép dan va Giai quyst td cao Sirdung =3
| x6a
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Giao dién nhan van ban
Van thu muon cho phép phan mén nao truy xuat duoc van ban hién tai thi chon
vao phan mém do trong muc Lién théng véi cdc phan mém nhu hinh duéi day:

L ] vao ss_

Sd van ban (*): S vin ban dén v
Si d&n theo si: 34

Cdp co quan: Cac Ban, HD tv van do UBND, CT
Co' quan ban hanh: Ban dan tic

Siofky higu gic: 6/BDT-CS

Loai van ban: Cong van ~
Trich y&u: V.» xzin chi truong thuc hién Quyi
MNoudi ky: Trdn Binh Vii

bi mat: Thudng v
Linh vuc: Chinh sach hd
Moudi 2 ly VB () w

Lién thing vdi cac . - T ,
ph&n mém: Ll Ljch cong tac cia 1a3nh dao tinh

CITigp dan va Giai guyst t8 cio
4. Sao lwu, nhan ban dir liéu

Churc nang nay thuc hién sao lvu CSDL hién hanh, va nhan ban CSDL hién tai
thanh mot CSDL c6 tén bang tén CSDL hién tai ghép vdi nim duoc nhap vao.
Roi x6a dit liéu trong co so dit liéu hién hanh. Muc dich 1a t6 chirc CSDL theo
ting nam giup nang cao hiéu suat truy van di liéu.

SAO LUU, NHAN BAN DU LIEU THEQ NAM

Chifc hdng nay thuc RFidn 530 Ul C8DL Wién hark, va nhdn ban CSDL kidn tal tharh mdt C8DL cd tén bing tén
CSDL hign tai ghsp val ndm duoc nhdp vao. REN xoa dif figu trong od 5O i iy hign hanh. Muyc dich 13 80 chuc
CEDL theo tohg nam qitip nang cao hiéu sudt truy van Qi hduw,

Thing tin vé CSDL

Nam(*):

Tén logic caa tap tin CSDL { *): HSCY_Data

Tén logic cau tdp tin log (*) HSCY_Log
Puing dan the muc backup{ *)  |D:\CSDL-Backup

Puidng dan thu muc lru tap tin

cita CSDL hién hanh { *) C:YProgram Files\Microsoft SQL Server\MSSQL10_50.SQL
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5. Thiét 1ap lich 1am viéc

Churc nang gitp udc luong chinh xac thoi han giai quyét cong viée bang cach trir
ra cac ngay nghi I¢, thir Bay, Chu Nhét; cong vao cac ngay di lam bu hodc ngay
bat budc phai di lam.

Chtre nang thiét 1ap cAu hinh lich lam viéc gdm c6 hai phén:

- Danh sach ngay nghi 1€ chta danh sach nhiing ngay nghi 1& va nhiing
ngay duoc phép nghi trong ndm theo quy dinh ciia Nha nudec.

- Danh sach ngay lam bu trong nam chira danh sach nhitng ngay lam bu
theo quy dinh ctia Nha nudc hodc nhitng ngay bat budc phai di lam theo
quy dinh cua don vi.

CAU HINH LICH LAM VIEC
Thng tin cdu hinh ngay nghi & trong nam

Thing tin cdu hinh ngay lam bd trong nam

Ngay & (*) Mgay lam: (*)

MG ta: ME ta:

[ Thém vao danh sach | | Thémwvao danh sach

Danh sach ngay nghi & trong nam 2013 » Danh sach ngay lam bd trong nam | 2013 «

L]

01/01/2013|TEt Ddng lich 05/01/2013 |Lam bl TEt Dudng lich

no/02/2013

30 Tat

10/02/2013

Mong 1 TEt

23/02/2013

Lamm bo T&t Am lich

11/02/2013

mMang 2 Tet

O
O
O

04/05/2013

Lam bu 30/4 - 1/5

12/02/2013

Mong 3 TEt

ta khdi danh sach

13/02/2013

mMang 4 Tt

14/02/2013

Mbng 5 TEt

15/02/2013

Miong 6 TEt

19/04/2013|Gi0 T4 HOng Yudng
20/04/2013Hoan ddi ngay nghi |& 20/4 - 1/5
30/04/2013|Ngay Thdng nhat dat nudc
01/05/2013|Qudc té Lao ddng
02/09,/2013[Quic khanh

[ X khoi danh séch

O1O0|010)10100/0/0/00(0(0 10

Thém mot ngdy nghi 1€ :

- Nguoi dung nhip con trd chudt vao 6 nhap Ngay 1¢, lich duoc hién thi va
chon ra ngay nghi I€ trong nam (bat budc nhép).
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Ngay 18: (*) ||

ME ta; |

CN T2 T3 T4 15 T6 T7
Danh sach nga 1. 2 3 4 5 6

7 8 9 10 11 12 13
A

14 15 16 17 18 19 20
Clo1/01/201=

21| 22 23 24 25 26 27
[(|og/02/2013 !

]

[1|1o0/02/201z =] %
p— |

- Nhap thong tin m6 ta vao 6 nhap Mo ta (khong bt budc).
- Chon nam can nhap ¢ hdp chon Danh sdch ngdy nghi 1é trong ndm (mic
dinh 1a ndm hién tai).

Danh sach ngay nghi 18 trong ndm | 2013 +

m IR

|C|o1/01/2013] 78t DUdng lich 2011

- An nut Thém vao danh sach, ngay 1& s& duoc thém vao danh sach ngay
nghi 1€ bén dudi (truong hop ngay nay da co trong danh sach thi hién thi
thong bao va s€ khong dugc thém vao nira).

Xéa ngay nghi 1é:
- Chon niam can x6a ngay nghi 1& trong hop chon Danh sach ngay nghi 1é

trong nam (mac dinh 1a ndm hién tai).
- Danh déu chon vao ngay can x6a rdi an nut Xda khoi danh sdch.
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Danh sach ngay nghi 18 trong ndm | 2013 v

01/01/2013

TEt Du'dng lich

09/02/2013

30 TEt

10/02/2013

Mong 1 TEt

11/02/2013

mMing 2 TEt

12/02/20173

Ming 3 TEt

13/02/2013

MEng 4 TEt

14/02/2013

mMiong 5 TEt

15/02/2013|Ming 6 Tt

19/04/2013|Gié T Hung Yudng

29/04/2013(Hoan ddi ngay nghi & 20/4 - 1/5

30/04/2013|Mgay Thang nhat dat nudc

01/05/2013|Qubc té Lao ding

I o o S 3 [y

02,/09/2013[0udc khanh

| ¥oa khoi danh séch .
W

Thém va x6a ngay lam bu twong tu nhu ngay nghi I¢.
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