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I. Gigi thigu chung:

Hé thong “Qudn Iy vin bdn va diéu hanh” dugc xiy dyng nham muc dich quan 1y toan
bd van ban di, van ban dén, dy thdo, hd so....., giam thiéu chi phi photo in an tai liéu, phuc
vu muc dich diéu hanh cua lanh dao, giao vi¢e, giai quyét cong viéc, théng ké bdo céo veé tinh

hinh xtr 1y van ban, theo doi qua trinh xur Iy van ban va giai quyét cong viéc cia toan co quan.

I. Piang nhap hé thong:

Pé dang nhap vao hé théng “Qudn Iy vin ban va diéu hanh” ngudi sir dung thao tac bang

cac trinh duyét web nhu: Internet Explorer, Chrome, Firefox....
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Buwéc 1: Mo trinh duyét web va nhap vao dia chi cia may chu cai dat hé thong “Qudn Iy vin
bdn va diéu hanh”.
http://192.168.12.86:8080
hoac
http://hscv.vsd.com.vn:8080
Trong d6: 192.168.12.86 14 dia chi IP ciia may chu cai dat hé thong
8080 la cdng két ndi téi hé thdng

Hozc: hscv.vsd.com.vn 1a tén mién cuaa hé théng
8080 la cong két ndi t6i hé thong
Buwéc 2: Sau khi nguoi st dung nhap dia chi caa hé thong trén trinh duyét, hé théng s& hién

thi cira s6 yéu cau dang nhap.

HE THONG QUAN LY VAN BAN VA DIEU HANH

DANG NHAP HE THONG

Tén dang nhap: |
Mat khau:
[ Nhé méat khdu

Béng nhap

Buwéc 3: Dién tén dang nhap va mat khau da duoc cung cap, chon nat “Pdang nhdp” dé vao hé
théng.
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l1l. Chirc ning ding chung:
1. Tra ciru van ban:

1.1. Vin ban dén:

o F 3 T T e — i F 4 .
Trang chu .L L XIF Iy cong viec L Yan ban di .L Quan tri

Tai phan “Vin bdn dén” ngudi st dung cd thé tra ciru van ban dén theo nhitng danh séach

Sau:

\&n ban dén trong ngay

Toan bé van ban dén

Vin ban theo ngay dén

Wan ban theo ngay ban hanh
Wan ban theo co quan ban hanh
Wan ban theo loai

Wan ban theo [inh vuwc

(i (I (O (7 (D (P (O

Van ban dén theo sé

1.2. Van ban di:
k Trang cho L’f Van ban dén Lf X0 Iy cdng viéc \L ‘i Quan tri ‘

Tai phan “Vin bdn di” ngudi sir dung c6 thé tra ciru van ban di theo nhitng danh sach sau:
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[E] van ban di trong ngay

[E] Toan bd van ban di

[E] van ban theo ngay ki

[E] van ban theo ngui kyj

[E] Vvan ban theo ngay ban hanh
I[E] van ban theo don vi soan thao
[E] van ban theo nguéi soan thao
[E) Vin ban theo loai van ban

E] Vvan ban theo [inh vurc

[E] Van ban theo ddi hdi bao

[E] Van ban ditheo sd

1.3. Vin ban dw thao:

Trang chu Yan ban den XIF ly cong viec Wan ban di CGuan tri ‘
k L L

Tai phan “Xa# Iy cdng viéc” ngudi st dung cd thé tra ciru “Vin ban de thdo” tai

LG UAUEN Hoso | Yéucaudéxuat  Thong ké

Thir Hai, Ngay 22 thang 7 nam 2013

theo nhirng danh sach sau:

Toan bd van ban du thao

D thao theo thii gian tao

D thao theo dorn vi soan thao
D thao theo nguwéi soan thao
D thao theo nguedri ki

Dur th3o theo trang théi

1.4. Ho so:

- . o X \ ? e m = f . o . o .
Trang chu “an ban den Yur ly cong viec Wan ban di Guan tri ‘
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Tai phan “Xi# Iy cdng viéc” ngudi sir dung co thé tra ciru “Ho so” tai

VAn ban du thao Yéu cAuldé xuat

Thir Hai, Ngay 22 thang ¥ nam 2013

theo nhirng danh sach sau:
Toan bd hd so

Hd so theo ngdy tao
Hé so theo ngudi tao

1.5. Yéu cau/dé xuat:

. e s s , R ~ Vi e e F 4 .
Trang chu / Yan ban den XIF ly cong viec Yan ban di CGuan tri ‘
A oo [ A [XeHcongviec] [ A !

Tai phan “Xi# Iy cdng viéc” ngudi sir dung cd thé tra ciru “Yéu cau/dé xudt” tai

vinbandwrthio Hiso RERSULGCEUEE Thang ké

Thir Hai, Ngay 22 thang ¥ nam 2013

theo nhirng danh sach sau:

Toan b6 yéu cAu/dé xuat

Yéu cauldé xuat theo ngdy tao
Yéu cau/dé xudt theo ngudi tao
Yéu cauldé xuat theo ngudi xi I
Yéu cAuldé xudt theo trang thai

2. Tim kiém vin ban theo tiéu chi:

Tim kiém van ban di, van ban dén, vin ban du thao, hd so, Yéu cau/dé xuét theo céc tiéu

chi lya chon tai cac muc chire nang tuwong tmg khi ngudi sir dung thao tac.
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2.1. Vin ban dén:

Buwéc 1: Tai phan chtrc ning bén trai, nguoi sir dung chon chirc nang “Tim Kiém véin ban”

[E] van ban dén trong ngay

[B) Toan bd van ban dén

[E] Van ban theo ngay dén

[E} Van ban theo ngay ban hanh

[5] van ban theo co quan ban hanh
[E “van ban theo loai

[E “an ban theo linh v

[E] van ban dén theo sb

« Tim kiém van ban

Buwéc 2: Dién tiéu chi can tim kiém = Chon niat “Tim kiém”

TiM KIEM, TRA CLFU VAN BAN DEN

Van ban dén  Nam hién tai v
Solky hiéu Co quan ban hanh Qﬁ‘
Trich yéu

56 dén tir dén
Ngay dén dén
Ngay ban hanh dén
- . P, = I =
Linhvire |Céng nghé thdng tin i) Loai van ban i)

2.2. Van ban di:
Thao tac twong ty nhu tai phan tim kiém & vian ban dén

Wan ban theo ngay ban hanh
Van ban theo don vi soan thao
Wan ban theo ngwéi soan thao
5] VAn ban theo loai van ban

Wan ban theo [inh vuc

Vin ban theo di hdi bdo

5 van ban ditheo s0

« Timkiém van ban

Trang 7 /32



Huréng dan sir dung Hé théng Qudn 1y van ban va diéu hanh version 2.0

Dién céc tiéu chi can tim kiém > Chon nat “Tim kiém”

TiM KIEM, TRA CUFU VAN BAN BI

van ban di | Nam hién tai v

Sdlky hiu VB

Trich yéu
56 theo sé tir dén
Ngay kj tir dén
Ngay ban hanh tir dén
Linh v L,_E“} Loai van ban

2.3. Van ban dw thao:

[E) Toan bd van ban du thao

[E) D thao theo thivi gian tao

[E) Dw thao theo don vi soan thao
[ Dw thao theo ngudi soan thio
[E) Dw thao theo ngudi kj

[E] Dv thao theo trang thai

~'\ Tim kiém van ban dy thao

Du thao da xda

Dién céc tiéu chi can tim kiém > Chon nat “Tim kiém”

TiM KIEM, TRA CUFU VAN BAN DIF THAO

Van ban dir thado | Nam hién tai

Ngay soan tir
Bon vi soan
Loai van ban

Nguréri kyj

Trich yéu

v

dén

LE‘Q Mg soan

LE‘B Linh wipc

LE‘.".} Trang thai Toan bd———

[mren

61 ==

GG [=
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2.4. HO so%:

Toan bd hd so
Hb sor theo ngdy tao
Hb so theo ngui tao

C§ Timkiém hd so

Hé so 3 xda

Dién céc tiéu chi can tim kiém > Chon nat “Tim kiém”

TiM KIEM, TRA CUPU HO SO

HO so | Nam hién tai

Ngay tao tir

dén
Kj hiéu ho sor Mgurévi tao hd so E
[
Tiéu dé hd sor
2.5. Yéu cau/de xuat:
Toan bd yéu cAu/dé xuat
Yéu cauldé xuat theo ngay tao
¥éu cau/dé xudt theo ngui tao
Yéu cau/dé xudt theo nguwdi xiF I
Yéu cau/dé xudt theo trang thai
« Timkiém yéu cau/dé xuat
bién céc tiéu chi can tim kiem = Chon nat “Tim kiem”
TiM KIEM, TRA C(FU YEU CAUBE XUAT
Y&u cAu/de xudt | Nam hién tai v
Mgay tao tir | dén
Ngui tao @ Nouwriri véu cAuidé xuat E
Mauréri xir [ @ Trang thai Toan bg—— v

N&i dung yéu cAu/dé xuat
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3. Thong ké vin ban:

3.1. Viin ban dén:

Thdng ké van ban dén gém c6 2 chirc nang:

3.1.1. Théng ké danh sach:

Buwéc 1: Tai phan vian ban dén > Chon chirc nang “Thong ké”

Buwéc 2: Chon muc “Théng ké danh sach”

Buwéc 3: bién tiéu chi can thong ké > Chon céc chirc nang twong Gng:
- Xem théng ké: Xem danh sach thng ké vin ban dén theo céc tiéu chi da lya chon.
- Xuét ra Word: Xuat danh sach théng ké vin ban dén ra Word.

- Xuit ra Excel: Xuat danh sach thong ké van ban dén ra Excel.

Cong viéc can thyc hién  RETLE

Thir Hai, Ngay 22 thang 7 nam 2013

Nguwdi ding: Van thi Thy | Béi matkhdu | Theat

w Vin ban dén Théing k&, bao cao
~ X(F Iy vdn ban dén Théng ké danh sach | Théng ké sé lrong
gy Vio = ¥in ban dén THONG KE DANH SACH VAN BAN DEN
| Van ban qua mang (0)
Nagay dén tir dén
& Xir If thay \E =]
= =
R Loai vin ban (Il Linh vure Il
S Baocaovalnsd } }
Phéng ban x¥ Ij | ——Chon phéng ban—— |« Nguri X I Chon can b———| v
Do mat Thubng @ B6 kndn |Thudng @

Van ban dén trong nody
Toan b vin ban dén Co quan ban hanh @ Trang thai
Van ban theo ngay dén

@) Vén ban thee ngay ban hanh Xem théng ké | | XuitraWord | Xudt ra Excel h—
Vin ban theo o quan ban hanh

Toan bg———— |v

3.1.2. Théng ké s6 hrong:

Thao tac twong ty nhu chirc ning thong ké danh sach:

Cong viée can thyc hién  RETLE

Thir Hai, Ngay 22 thang 7 nam 2013

A Vin ban dén Théng ké, bao cao
~ X(F Iy vdn ban dén Théng ké danh sach | Théng ké sé lwong
| Vao s6 van ban dén THONG KE SO LIFGNG VAN BAN BEN

S| Van ban qua mang (0}

Nguwdi ding: Van thi Thy | Béi matkhdu | Theat

® Thang Thang 7 nam | 2013
| X Ij thay 1ang "
. Oaquy Quy2 v nam 2013
9 Bdocdovalnso a - . —
) Ngay aén tir den
Phéng ban x(¥ Iy ——Chon phong ban—— ¥ NgLe&vi XU Iy Chon ¢an b§——— ¥

Van ban d&n trong ngay
Toan bé van ban dén

5 b o Xemthéng ké || XudtraWord || XudtraExcel *—
Van ban thea ngay dén
[® Van bantheo ngdy ban hanh
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3.2. Van ban di:

3.2.1. Thong ké danh sach:

Thao tac twong ty nhu phan vin ban dén.

céng i hid Théng ké
Thir Hai, Ngay 22 thang 7 ndm 2013 Ngudi ding: Vanthi The | ©8i matkhdu | Thodt
w Vién ban di Théng ké, bao cao

% | Vao sdvan ban di THONG KE DANH SACH VAN BAN Bl

| Van ban chir ban hanh (0)

. N Ngay ky tir E dén =
| Van ban chura glvi {0) e R =
Ngay ban hanh tlr = den =
| Bdo cdovain sé = =
Loaivan ban ﬁ Linh e @
[ Van ban di trong ngay Ngudi ky E Bonvi soan thao | —Chen phong banidon vi— | v |
Toan bé van ban di Nguréi soan thao Tinh trang hdi bao ToAN b | v |
Van ban theo ngay kj B4 khan ﬁ
VAN ban theo nguréi ki
an ban theo ngay ban hanh |‘ Xem thing ké | ‘ Xudt ra Word | | Xudt ra Excel h

Van ban theo don vi soan thao

3.2.2. Théng ké s6 hrong:

Théng ké
Thir Hai, Ngay 22 thang 7 nam 2013 Nguri diing: Van thi Th | D8I mat khdu | Thoat
# Vin ban di Théng ké, bao cao

Théng ké danh sdch | Théng ké s lwong

| Vao s0 van ban di THONG KE SO LIPGNG VAN BAN BI
= Van ban ché ban hanh (0)

o . ® Thang Thang 7 ném | 2013
S Vin ban chira g (0) o ‘ E‘

) O auy | Quj 2 lv] aasy| 2013
& Biocaovainsd . .
O Tee ngay =] O
P —— Phéng baniden vi theo ddi héi bao | ——Chon phéng ban—— [v] NPl theo 4l | Chon can b——

‘0an bd van ban di

— ” Xem théng ké || Xuit ra Word H Xudt raaoel‘k—

ban theo ngui ki

3.3. Van ban du thao:

Buwéc 1: Chon phan vin ban du thao & Chon muc “Théng ké”

Buwéc 2: Bién cac tidu chi can théng k& > Chon chtic ning.

n ban d

Thir Hai, Ngay 22 théng 7 ndm 2013 Ngui ding: Van thi The | B

itkhdu | Thodt
A XiF Iy cong vidc Théng ké van ban di thio

Du thao chir x0 1§ (0, =
1o Ngay soan tir dén
Du théo chér phdi hop (0)

Bon vi soan Ngurévi soan

5EIE

B
Loai van ban @ Linh virc
(]

Du thao 43 chuyén (0) Noui kj Trang théi Toan b§——

&
&
= Du thao dang thuc hién {0)
&
&

Du thdo d& hoan thanh

|| Xem théng ké

| xuétrawora || xudtra excel P

Toan bé van ban dy thao
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3.4. Yéu cAu/dé xuit;

Vanbandwthdo Héso  Yéucluddxudt RIS

Thir Hai, Ngay 22 thang 7 ndm 2012

Naudidung: Van thi The | B6i matkhdu | Thoat

A X Iy cong viéc Théng ké yéu cau/dé xuat

- Xir Iy yéu cau/dé xuat

% Tao mdi yéu cAu/dé xudt

THONG KE DANH SACH YEU CAU/DE XUAT

Ngay tao tir aén E
| Yéu cAuidé xudt chér xir 1f (0) . = e B D =
o Nguoi tao D@ Ngudi yeu cau/de xuat Dﬁ

| Yéu cauidé xuat chua giri (0) Ngudi xir If E Trang thai Toan bg—— v

S Yéu cAuids xust dang thue hién (0)

| Xem théng ké Xuét ra word

Xuit ra excel b

| Yéu cAuidé xuat hoan thanh (0)

I\V. Vin ban dén:

1. Van ban cho xir ly:

Nhitng vin ban méi chuyén dén s& hién thi tai phan vin ban chd xu 1y, khi ngudoi st dung
dang nhap vao hé thong tai phan “Trang cha” hoac tai phan “Vin bdn dén” hé théng s& co
thong béo sb lugng vin ban cho nguoi st dung.

Buwéc 1: Tai phan “Vin ban dén” chon chirc nang “Vin ban che xi 1y, danh sach nhirng
van ban chd xu ly hién thi.

¥ Chuyén vén ban

~ XUF Iy vdn ban dén

| VaEn ban chi xir 1j (5) Taodwthiao | Kétthicx Iy << Trang dau | < Trang trsdc 1 | Trangsau> | Trang cudi=>
| Van ban chir pndi hop xir I (1) O sOBEN NGAY DEN SOKY HIEU TRICH YEU ©O QUAN BAN HANH HAN XU LY
| Van ban dang x(r I {0) Og s 19/07/2013 618 /2B-BTTTT Ban hanh Thé 1€ Lién hean Anh va Phim Phong su - Tai BA Théng tin va Truyén thong
] van ban 3&n ngi bd © I\%u veé Bao vé mdi trudng, Bien doi khi hu trong cdng
déng Asean nam 2013

@ Van ban nhan dé biét (1) P . . P P . N

Og 4 19/07/2013 602/2D-BTTTT & vic thira nhan phéng do kiém Digital EMC Co.Ltd. - B8 Thong tin v Truyan théna
| Van ban Ga chuyén x3 I (1) KRO034
| Van ban hoan thanh xG Og 2 19/07/2013 5731088 v& viéc céng bd thl tuc hanh chinh dugc sira @bi, b6  BO Thong tin va Truyén théng

V3N ban dén trong ngay

sung thudc pham vi chifc nang quan If cda B& Théng tin
va Truyén théng

Buwéc 2: C6 3 cach lya chon xt ly, tiy thudc vao yéu cau, noi dung caa van ban ma ngudi Xir

ly s€ phai xac dinh cach xur ly thich hop cho van ban:

1.1. Chuyén vin ban:

Vin ban dén can chuyén cho mot déi tuong tiép theo xir 1y.

Buwéc 1: Chon mo tryc tiép van ban mubn chuyén xu ly hoic chon mé rong chire ning
“Chuyén vén ban” (Chtrc ning mé rong “Chuyén vian ban” c6 thé chuyén nhiéu vin ban

cuing 1 luc véi noi dung y kién va déi tugng nhan tiép theo 1a nhu nhau).
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- Giao dién Lanh dao co quan, Lanh dao van phong:

w Chuyén van ban
Nguedsi xr I§: Trrdng phang NV

1 S
Nguedvi phii hop x(r Iy:
Ngueévi nhan & biét:
Y kién x5 | Chuyén dig xi¥ I
Han xiF Iy: [
‘
Taodwthao | | Kétthicxi Iy T Trong @l [ Trang treccl AR Trang =at = N1 Tiang Cudi
2 50 BEN NGAY BEN sIKY HIEU TRICH YEU CO QUAN BAN HANH HAN XU LY
B 7 19/07/2013 16/2013TT-BTTTT Ban hanh quy chudn kj thust quéc gia BA Théng tin va Truyén théng
Og s 19/07/2013 296/QD-TTg Phé duyét D& an tdng thé don gidn héa thi tuc hanh  Thil twéng Chinh phi
chinh, gidy tor cdng dan va cac s dif ligu lign quan
dén quan Iy dan cwr giai dean 2013-2020
H A ~ by .
- Giao dién lanh dao phong ban:
'+ Chuyén vin ban
Nguoi xdr Iy: Chuyén vién 1 phang ndi vu
1 ) S
Ngueévi phi hop X Iy
¥ Kién X I Bjg xiv Ij ngay
Hanxikly: 5 311072013 5]
:
Taodwthao | | Kétthicxi Iy et [ STetas [ § [ Temene [ Temerds
] 2 50 BEN NGAY BEN SOMKY HIEU TRICH YEU CO QUAN BAN HANH HAN XU LY
9 7 19/07/2013 16/2013TT-BTTTT Ban hanh quy chudn kj thust quéc gia BA Théng tin va Truyén théng
Taodwthao | Kétthicxi i <<Trang@du | <Trangtrsbe | 1 | Trangsau> | Trang cudi>>

Buéc 2: Bién y kién xt 1y, ngudi xir Iy nhu trén, Chon nat “Chuyén vin ban”.

1.2. Két thac xir ly:
Nhitng van ban chuyén dén chi mang tinh chat xem nhu: Thong bao, Gidy moi.... Nguoi

st dung s& tién hanh thao tac chirc ning nay.
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Buwéc 1: Tai danh sach “Vin ban che xi 1y, tich chon vin ban can thao tdc = Chon nut
“Két thac xa ly”.

» Chuyén van ban

Taodwthao | Kétthicxi Iy et [ STetas [ § [ Temene [ Temerds

O sé DEN NGAY BEN sIKY HIEU TRICH YEU CO QUAN BAN HANH HAN XU LY

ujj 7 19/07/2013 16/2013TT-B Ban hanh quy chudn kj thuat quéc gia BG4 Théng tin va Truyén théng

Tao dw thao Két thic xi Iy

Buéc 2: Giao dién mai hién thi, dién y kién dé két thac xu ly.

¥ kién x(F Iy

B4 phan dwgc van ban|

Y kién x(F Iy:

% Két thl.iL': Ifl' |'!;|' I

Buwéc 3: Chon nut “Két thic xa ly”.

1.3. Tao dw thao:

Thong thudng chiic niang tao du thao chi hay say ra dbi véi lanh dao phong ban.
Buwéc 1: Tai danh sach “Van bdn cho xi 1y, ngudi sir dung tich chon vao vin ban mudn xu
ly (Chi tao du thao tir 1 van ban dén) > Chon nat “Tao de thdo™.

- Thao tac “Tgo du thdo” c6 thé thuc hién khi ma chi tiét van ban dén.

» Chuyén vin ban

Taodwthao || Kétthicxi Iy et [ STetas [ § [ Temene [ Temerds

50 BEN NGAY DEN sk HIEU TRICH YEU O QUAN BAN HANH HAN XIF LY

ujj & 19/07/2013 B9G/AD-TTg Phé duyét B2 an téng thé don gian héa thi tuc hanh  Th tréng Chinh phi
chinh, gidy tr céng dan va cdc co sé dif lidu lién quan
dén quan Ij dan cur giai doan 2013-2020

Taodwthao | Kétthicxi if AETEET | S [ 1 [ Temes (| Tmetes
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Buwéc 2: Giao dién thém méi vin ban dy thao hién thi, dién thong tin cho vin ban dy thao:

Nguoi ky, Loai van ban, Linh vuc, Trich yéu....

Vin ban di thao

Lwu

~ Théng tin vdn ban

Ngay tao: 24/07/2013 Trang thai: Pang soan thao
Ngwdi soan: Chanhvan phing UBND Pon vi soan thao: Linh dao VPUB
Ngréi yéu cau: F|
—kd
Ngwoi ki [Chitich UBND [F) Chikcvu: Ichitich [F)
Loaivan ban: |cang van LC', Linhvire:  |Cang nghé thang tin ﬁ
Nguréi phdi hop XL: LC-

Trich yéu: Vi Ban hanh Thé 1& Lign hoan Anh va Phim Phéng sur - Tai liéu v& Baa vé méi trwdng, Bién déi khi hau trong céng déng Asean nam 2013

Buwéc 3: Gan kém file vin ban, dién y kién = Chon “Luw” dé luu thong tin va file gin kém

Ién may chu.

~ Théng tin dw thao van ban

NGLFCY] THIFC HIEN THOY GIAN ¥ KIEN/HANH BONG NGLFCYI NHAN TEP VAN BAN #

Y kién: ||Trinh 1Anh dac

Tép van ban dinh kem: Duy&t.. | Danhsachvsd.docx |

& Thém file van ban
Nguwrdri nhén:

:

~ Van ban lién quan
Tao tir van ban dén

Lwu

Buwéc 4: Sau khi da luu file gan kém va thong tin cia van ban, ngudi sir dung tién hanh

chuyén file dir thao trinh ky thanh tép ban hanh bing biéu tuong ¥ .
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Ban cd chac mudn chuy&n thanh t&p ban hanh khéng?

[ o | s |

Buwéc 5: Sau khi chuyén file gan kém thanh tép ban hanh, chon ngudi nhan tiép theo tai &

“Ngwoi nhg@n” hoidc trinh ldnh dao ky ban hanh vin ban bang cach chon nut “Trinh ky”.

¥ kién:

Tép van ban dinh kém: Duyét. | Chura chon tap tin

4 Thém file van ban

Ngwréi nhén: |cna tich UBND

« Van ban lién quan
Tao tir van ban dén

Luru [ Chinh sira | Xoa | Trinh k§ ‘ (Thém véo hé s0)

Hoac “Trinh ky”.

¥ kién:

Tép vn ban dinh kem: Duyét. | Chuwa chon tap tin.

& Thém file van ban

Ngurei nhan: | |

w Vin ban lién quan

Tao tir van ban dén

N
Luu | Chinh sira ‘ Xéa ” Trinh ky JK— (Thém vio hd so)

2. Vin ban ché phéi hop xir Iy:

Nhitng vin ban dugc chuyén dén dé phdi hop xtr 1y, 1anh dao c6 2 lya chon:

2.1. Chuyén phdi hep xir ly:

Bwéc 1: Tai phan “Vién bdn dén” chic nang “Vin ban cho phéi hop xie 1y,
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~ Xir Iy viin ban dén » Chuyén phdi hop xi¥ Ij vén ban

| Van ban ché xii Ij (4) Phéi hop xir Ij << Trang dhu | < Trang trurc

S Van ban chr phdi hop xir f A . . .
L opX Iy (1) O 50 DEN NGAY BEN SOIKY HIEU TRICH YEU CO' GUAN BAN HANH

S| Van ban dang xir Ij (1)

Og s 19/07/2013 896/QD-TTg Phé duyét D& an tdng thé don gidn héa thi tuc hanh Thi tréng Chinh phi
= Van ban dén ndi bd (0) chinh, gidy t cdng dan va c dif ligu lién quan
aén quan Iy ddn cur giai doan 20713-2020

S| Van ban nhan dé biét (1)
R . Phai hop xib I << Trang ddu | <Trangtrude | 1 | Trangsau= | Trang cudi=»
S| ViEn ban g chuyeén x I (1)

Buwéc 2: Danh sach van ban hién thi, tich chon vao van ban can chuyén phdi hop va mé rong
chtre nang “Chuyén phéi hop xi Iy vin ban”.

Buwéc 3: Chon ngudi nhan phdi hop vin ban.

|v Chuyén phéi hoep xiF Iy van ban

Ngwéi phdi hop xir Iy: ﬁ

¥ kién x(r Iy

Chuyén vin ban

Phéi hop xw Iy << Trang Gau | < Trang trwdc 1 Trang sau> | Trang cudi>>

O s BEN NGAY BEN SOKY HIEU TRICH YEU CO GUAN BAN HANH

6 19/07/2013 896/QB-TTg Phé duyét B& an téng thé don gian hda thi tuc hanh Thitréng Chinh pho
chinh, gidy tir céng ddn va cdc co s& dif lidu lién quan

dén quan Ij dan cur giai doan 2013-2020

(=)

Phi hop xi I == Trang dau | = Trang trudec 1 Trang sau > | Trang cudi >

Buwéc 4: Chon nut “Chuyén vin ban” dé chuyén phéi hop vin ban.

2.2. Phoi hop xir ly:

Buwéc 1: Tai danh sach “Van ban cho phéi hep xi ly”, tich chon vao vian ban can phéi hop

xtt Iy > Chon nat “Phéi hep i 1y”.

} Chuyén phdi hosp X Iy van ban

P - - 1 - . _ . .
Phai horp xuwr Iy =< Trang dau = Trang trwéc 1 rang sau = rang cuoi ==

O 50 BEN NGAY BEN sOMY HIEU TRICH YEU CO GUAN BAN HANH
LEJ 6 19/07/2013 B96/QD-TTg Phé duyét D& an téng thé don gidn héa thi tuc hanh Thituéng Chinh phi

chinh, gidy tir céng dan va céc ¢

dén quan I dan cur giai doan 2013-2020

Phéi hap xiv Iy STt | STETaes [| 6 [) Temeers (| Termerdes

Buwéc 2: Giao dién y kién phdi hop xtr Iy hién thi, dién y kién can phdi hgp = Chon nit
“Luwu” d& luu ¥ kién phdi hop.
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¥ kién x(F Iy

Tham khag van ban 1254VBCF

¥ kién xir Iy

3. Vin ban dang xir ly:
Nhitng vin ban dén dang soan du thao thi s& duoc liét ké vao danh sach dang xur 1y, nguoi
str dung c6 thé mad vin ban dén va chon vao lién két dén van ban du thao dé xem hoic thao

tac voi du thao dang thuc hién.

Buwéc 1: Tai phan “Vin ban dén” chic ning “Vin ban dang xiv Y.

Buwéc 2: Mo tryc tiép vin ban dé xem chi tiét.

Van ban dén dang xiF Iy

50 BEN NGAY BEN sOMY HIEU TRICH YEU CO QUAN BAN HANH HAN XU LY

19/07/2013 618 /QB-B Ban hanh Thé & Lién hoan Anh va Phim Phéng sw- Tai  B& Thang tin va Truyén théng
liéu v& Bao vé mdi trréng, Bién ddi khi hau trong céng

j&ng Asean nadm 2013
<< Trang dau | <Trang truée 1 Trang sau > | Trang cudi ==

3]

)

Buwoc 3: Tai “Thong tin xa Iy van ban” ngudi st dung c6 thé xem hoac thao tac véi du thao

bang céch chon vao lién két “Van bdn dw thdo”.

~ Théng tin xiP Iy van ban

NGO XIF LY THCYI GIAN ¥ KIEN/KET GUA XIF LY TRANG THAI XL

Chanh van phéng UBND 24/07/2013 15:39:08 Van ban dir thao Bang xiF Iy
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4. Vin ban da chuyén xir ly:

Nhitng vin ban dén da chuyén xt Iy va chua két thic xir ly s& duoc liét ké tai danh sach
“Vin bin dd chuyén xir 1y, tai day 1anh dao c6 thé xem va thu hdi lai nhirng vin ban da
chuyén nhung chwa duoc xu ly.

Buwéc 1: Tai danh sach “Van bédn di chuyén xir 1y, chon mé truc tiép vin ban muén xem
hozc muédn thu hoi.

Vén ban dén da chuyén xie Iy 2 RETnEe [| STT s 1 | Trangsau> | Trang cufi»>
50 DEN NGAY BEN SOUKY HIEU TRICH YEU O QUAN BAN HANH HAN XU LY
g 6 19/07/2013 896/00-TTg Phé duyét D& an tdng thé don gian héa thi tuc hanh Thi tréng Chinh phi

chinh, gidy 1 céng dan va cdc co s& dif liéu lién quan

ﬁdéﬂ quan Iy dan cur giai doan 2013-2020

Buwéc 2: Tai giao dién chi tiét van ban = Chon nat “Thu héi vin ban”.

+ XIP Iy vdn ban

NgLeévi X 1y E
Ngievi phoi hop X F If: F‘
Ngréi nhan dé biét: LE|
¥ kién x(¥ Iy:
Han Xt Iy: B

Chuyén vin ban Phéi hop xi Iy Thu héi vin ban

Buwéc 3: Giao dién danh sach da nhan hién thi & Chon nguoi can thu hoi.

Danh sach da nhan
Can b da nhan van ban c6 thé thu hoi:

[C] chon toan bé
rLrErng phdng CNTT

Chap nhén :

Buwéc 4: Chon nut “Chdp nh@n” dé thu hdi lai van ban da chuyén.
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5. Vin ban nhan dé biét:

Nhitng vin ban chuyén dén chi mang tinh chat xem va tham khao s& duoc chuyén bang
chtic nang chuyén nhan dé biét.
Buwéc 1: Tai danh sach “Van bdn nhdgn dé biét”, ngudi sir dung c6 thé ma vin ban dé xem
chi tiét, sau khi xem xong c6 thé chon nit “Pd xem véin ban” hoic tai danh sach ciing co thé

chon nut “Pd xem van ban” sau khi xem xong van ban.

D& xem van ban <2 Trang adu | = Trang truéc 1 Trang sau> | Trang cudi=>

O 56 PEN NGAY BEN sOMY HIEU TRICH YEU CO' GUAN BAN HANH
[Jj 7 19/07/2013 16/2013/TT-B Ban hanh quy chudn I§f thuat quédc gia B0 Théng tin va Truyén théng
B3 xem véan ban << Trang dhu | < Trang trube 1 Trang sau= | Trang cudi=>

V. Van ban di:

1. Vin ban nhan dé biét:

Nhitng vin ban di chuyén dich danh cho ngudi nhan, s& hién thi tai danh sach “Vin bdn
nhdn dé biét” cia ca nhan.
Buwéc 1: Tai danh sach “Van bdan nhédn dé biét” nguoi st dung c6 thé mé xem chi tiét vin
ban sau d6 chon nat “BPd xem vin ban” hoic co thé thao tac twong tu Vi nlt chite nang “Pa

xem van ban” tai danh sach.

B3 xem vin ban << Trang ddu | < Trang trude 1 Trang sau> | Trang cudi >>

O NGAY BAN HANH 58 KY HIEU TRICH YEU NGO KY NG SOAN THAC

u}j 19/07/2013 4/456/0D-5 Quyét dinh Ban hanh K& hoach t& chirc ki niém 65 nam  Nguyén Bic Son Pham Thi Thu Hién
Mgay Chil tich H& Chi Minh ra Livi kéu goi thi dua ai qudc
- Ngay truy&n thdng thi dua yéu nwéc

Bé xem van ban << Trang dau | < Trang trudc 1 Trang sau> | Trang cudi >»

2. Vin ban theo ddi héi bao:
Nhitng vin ban duoc chon 1a ngudi theo di hoi bao s& hién thi tai danh sach “Vin bdn
theo di héi bao”.
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Buwéc 1: Tai danh sach “Van ban theo ddi héi bao”, ma tryc tiép van ban can cap nhat thong

tin hdi bao.

Vén ban theo déi hdi bao <<Trang &u | <Trangtusde | 1 ——
NGAY BAN HANH  SOUKY HIEU TRICH YEU NGO KY NO'I NHAN NGOAI MO CAN TDHE
g [r9072013 2M5ICT-TTg V& viée t8 chire thure hién Nghi dinh s6 48/2013/MNB-CP | Nguy&n TAnDling  B& Khoa hoc va Céng nghé&Bé BO Khoa hoc va C6ng nghé BO
ngay 14 thang 5 nam 2013 cla Chinh phu sira ddi, bé Théng tin va Truydn théng Lién sé, Thong tin va Truyen théng; Lién s,
T e sz . . Li&én nganh
sung mot so dieu cda cac nghi dinh lién quan den kiem Lién nganh

so4t thi tuc hanh chinh

/ << Trang dau < Trang trirdec 1 Trang sau > Trang cuoi >>

Buwéc 2: Mo rong “Thdng tin theo ddi hai bao” chon nat “Thém théng tin hai bao” dé cap

nhat hdi bao cho cac co quan.

~ Théng tin theo dbi hdi bao
Nguréri theo dbi hdibao: Chanh van phéng UBND
Thévi han hdi bao: 26/07/2013

Tinh trang hdi bao: Bang theo dai hdi bdo

CO'QUAN HOI BAO THOI GIAN NOI DUNG HOI BAD TiNH TRANG
Bd Khoa hoc va Cong nghé Bang theo d&i
Bé& Théng tin va Truyén théng Bang theo dai
Bang theo dai

Lién sér, Lién nganh

Thém Théng tin hdibao || Két thic hdi bao

Buwéc 3: Giao dién thém théng tin hdi bao hién thi, dién théng tin day di = Chon “Luru” dé

lru thong tin can cap nhat.

Thém théng tin hoi bao

MNguréri tao: Chanh van phéng UBND
Thii gian héi bao: 241072013 "E]
Co quan hdi bao: Bd Khoa hoc va Cong nghé W

B3 cd cdng van tra 1
Mai dung:

lién quan: Duyét.. | Danhsachvsd.docx

Bang
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Buwéc 4: Nguoi st dung c6 thé xem, chinh stra, xda théng tin hdi bao bang cac chiic ning

tuong ung.

~ Théng tin theo dbi hdi bao

Nguwréi theo dbi hdibao: Chanh van phang UBND

Chinh stra hoac

Thé¥i han hdibao: 26/07/2013 ‘
xGa thong tin hoi

Tinh trang hdi bao: Bang theo ddi néi bdo bao
CO' QUAN HOI BAO Xem hé' THO GIAN NOI DUNG HOI BAO TINH TRANG
Bo Khoa hoc va Cong nghé bao 24i07/2013 B4 c6 cong van tra |oi D3 hdi bdo Chinh sira' | X6a
B& Théng tin va Truyén théng 240712013 D3 hdi bdo B3 hdi bdo Chinh sira | Xda

Lién sé& Lién nganh Dang theo dai

Thém Théng tin hdi bio Két thiic hdi bao

Buwéc 5: Sau khi da cap nhat dy di théng tin hoi bao cho cac co quan, nguoi st dung o thé

két thic theo di hoi bao bang nat “Két thic hai bao”.

CO' GUAN HOI BAO THE GIAN NOI DUNG HOI BAD TiNH TRANG
Bd Khoa hoc va Céng nghé 24/0712013 B3 cd cong van tra 1 B3 hdi bdo Chinh sira | Xda
B Théng tin va Truyén théng 24/07/2013 D3 hdi bdo D3 hdi bdo Chinh sira | Xéa
Lién sé& Lién nganh 24/07/2013 Cac s& nghanh déu cé céng van tra 1oi B3 hdi bdo Chinh sira | Xda

Két thiic hdi bao

V1. Vin ban du thdo:

1. Tao méi van ban dw thao:
Tai phan “Vién ban di thao” lya chon chiic nang “Tgo méi vin ban duw thao”.

Thao tac twong tu nhu tai muc (1V. Van ban dén: 1. Vin ban cho xir IV: 1.3. Tao dw

thao).

2. Du thao cho ky (Lanh dao c6 quyén Ky vin ban):

Nhitng van ban duoc trinh ky s& hién thi tai danh sach chd ky cua lanh dao c6 quyén ky
ban hanh van ban.
Buwéc 1: Tai “Vin ban dw thdo” chon chire ning “Dar thdo cho kY™, chon mé truc tiép van

ban cho ky.
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= Xir Iy véin ban dir thao Dir théo chér ky cia [Chanh vén phong UBND] << Trang 84U | < Trang truée 1 Trang sau> | Trang cufi =

R o NGLFO SOAN THAO NGAY TAO NGUO KY TRICH YEU
| Tao méivan bin dy thao

N N |@ Chuyén vién 1 phong ndivy 15/07/2013 Chanh van phéng UBND Viv xin 7 kién chi dao 1ap dy todn ngan sach CNTT 2014
| Du thdo chd ky (1) /"'

ang ddu | <Trangtrwge | 1
| Diy thao chir x& I (1)

= Dy thdo chir phdi hop (1)

| Du thao dang thue hién (1)

Buwoc 2: Xem thong tin cta van ban du thao, doc ndi dung tép van ban ban hanh, chon “Ky
ban hanh” dé ky van ban, chon “Chuyén lai ngwoi giri” dé chuyén lai cho nguoi gui, chon

“Trd lgi ngwoi sogn thao” dé chuyén tra lai cho nguoi soan thao.

Luru Ky ban hanh Chuyén lai nguwéi giri Tra lai ngwdi =oan thao k

3. Dw thao cho xir ly:

Nhitng van ban dugc nguoi khac soan thao va chuyén cho minh xu ly tiép theo s& hién thi
tai danh sach du thao cho xu ly.
Buwéc 1: Tai “Vin ban duw thdo” chon chirc ning “Dwr thdo cho xa ly” > M@ truc tiép van
ban du thao cho xur ly.

= XU Iy van ban du thao D thdo ché (P Iy <« Trang 6du | < Trang trée 1 Trang sau> | Trang cudi=»

S . NGUGI SOAN THAD NGAY TAO NGUOI KV TRICH YEU
& Tac mai van ban du thao

- - Chuyén vién 1 phong ndivu 19/07/2013 Chi tich UBND Wiv c&p chirng chi khoa hot méy tinh cho can bd céc s cac tinh thanh
| Du thao chir kj (1) trong ca nudc

= Du thao chr xG 1 (1) <« Trang 63u | <Trangtrwéc | 1 | Trangsau> | Trangcudi>»

= Du thao chir phéi hop (1)

| Du thao dang thue hién (1)

Buwéc 2: Xem thong tin van ban du thao, dién y kién, trinh ky hosc chuyén cho ngudi xir ly

tiép theo.

¥ kién:

Tép van ban dinh kem: Duy&t.. | Chuwa chon tap tin.

Néu chuyén tiép thi

s nuep | =
NowOTINE= Chon ngurdyi nhan s
Trinh ky Chuyén lai nguéi givi Tra lai ngwéi soan thao (Thém vao ho so)
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4. Dy thao cho phéi hop:

Bwéc 1: Tai “Vin ban dw thdo” chon chirc nang “Dar thdo cheér phéi hep™, ma tryc tiép van
ban dur thao can phdi hop.

= XU Iy van ban du thao Dir thdo chér phéi hep clia [Chanh van phang UBND] <= Trang Gdu | < Trang trwéc 1 Trangsau> | Trang cudi ==

S = NGUOI SOAN THAO NGAY TAO NGUO1 kY TRICH YEU
& Tac méivan ban dv thao

|Phc-char|h van phéng UB _‘fgmmms Chil tich UBND Dur thao méi hop céc bd vé Théng tin vién théng

7! << Trang ahu

= Du thao chir iy (1)

«Trang trwée | 1 rang sau> | Trang cudi >>

= Du thao chir G 1§ (1)

= Du thdo chér phdi hop (1)

% Du thao dang thuc hién (1)

Buwéc 2: Bién y kién phdi hop, chon “Luw” dé luu ¥ kién phdi hop xir ly.

 Thong tin di thao vin ban

NGLFCHI THIFC HIEN THCYI GIAN ¥ KIENHANH BONG NGLICH NHAN TEP VAN BAN #

¥ kién: | Tham khao Théng tr 04/BTTTT

Tép van ban dinh kém: Duyét. | Churachon tiptin

Thém file van ban

(Thém vao hd so)

VII. Y&u cau/dé xuat:

1. Tao méi Yéu cau/deé xuat:

Buwéc 1: Tai phan “Y8u cdu/dé xudt” chon chirc ning “Tgo mdi Y8u cau/dé xuat”.

~ Xir If yéu cauldé xuat

& Tao moi yéu cAuldé xuat

= Yéu cAu/dé xuat ché xir I (1)

Yéu cau/dé xuat chura gl¥i (0)

&

= Yéu cau/dé xuat dang thurc hién (0)
= Yéu cau/dé xuat hoan thanh (0)

™y

Yéu cauldé xuat 13 ngudi tao
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Buwéc 2: Dién thong tin: Nguoi xir ly chinh, Noi dung cong viéc, thoi han xir 1y...

Lwu Luwu va giri
« Thong tin yéu cau/dé xuat
Nguwévitao:  Chanh van phang UBND

Thevi gian: 25/07/2013 08:39:21

Nguresi yéu céuldé xuat: |Chanh van phong UBND L_E,JJ
Xir Iy chinh: 3 g v =
Trwrdng phang N D
Ngureri phéi hop: F‘
Theri han x(e Iz 2800772013 )

Néi dung céng vigc: | Hoan thanh bdo cdo

Tép van ban dinh kém:
Duyét.. | demo.doc

4 Thém file van ban

Trang thai: Chuwa giFi

Lwu Lwu va giri

Buwéc 3: Chon “Lurn” dé luu thong tin, chon “Luu va givi” dé luu va giri yéu cau/dé xuét cho
nguoi xu ly.
2. Yéu cau/de xuat chwa giri:

Nhitng Yéu cau/dé xuat di tao nhung chua giri cho ngudi xir Iy chinh s& hién thi tai danh
sach “Yéu cau/dé xudt chuwa giri”.

Buwéc 1: Tai phan “Yéu cdu/dé xudat” chon chirc nang “Yéu cdu/dé xudt chwa giri”, mé truc

tiép Yéu cau/dé xuat chua gii.

= Xir Ij yéu cau/dé xudt Yéu cAu/dé xudt chira gii cia [Chanh vin phong UBND] «<Trang dhu | <Trangtrwéc | 1 | Trangsau> | Trang cubi==

e xa ok NGAY TAO NGUGI YEU CAuBE XUAT NOI DUNG CONG VIEC NGUGI XF LY TRANG THAI
2| Tao méi yéu cau/dé xuat

\\\\\\ (] | 25/07/2013 09.43.05 Chanh van phong UBND Hoan thanh bao cdo Truéng phong NV Chura gl

. Yéu cAuidé xudt chua giii (1) ECECED ) STEmiTes ang sau > | Trang cubi >»

| Yéu cAuidd xudt dang thure hién (0)

| Yéu ciuids xudt hoan thanh (0)

Buwéc 2: Tai giao dién chi tiét Yéu cau/dé xuat, chon nit “Gai yéu cauw/dé xuat” dé gui Yéu

cau/dé xuat cho ngudi xir ly chinh.
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3. Yéu cau/dé xuat dang thuc hién:

Nhitng Yéu cau/dé xuit dang soan du thao hoic dang tao phiéu giai quyét cong viéc s&
hién thi tai danh sach “Y&u cdu/dé xudt dang thuc hign”. Tai danh sach nay ngudi st dung

c6 thé mo Yéu cau/dé xuat dé xem hoic tiép tuc xu ly.

= Xir Ij yéu cau/dé xudt Yéu cAu/dé xuit dang xir Iy ciia [Chanh vin phong UBND] << Trang ddu | < Trang truéc Trang sau= | Trang cufi=>

& Tao méiy&u cAu/d xudt NGAY TAQ NGUEI YEU cAuak xuht NQI DUNG CONG VIEC NGUO X0 LY TRANG THAI
N S 0 |19/07/2013 16:17:54 Chitich UBND Yéu cfiu dbng chi cir can bd tham gia héi thae khoa hoc ngay 24/07 Chanh van phéng UBND Bang xir Iy
U
2| Yéu cAu/dé xudt char xiF 1f (0) o

| Yéu cAuidé xuat chwa giii {0)

% Yéu cAuidd xut dang thue hién (1)|

| Yéu cAu/ds xuit hoan thanh (0)

4. Yéu cau/dé xuat che xir ly:

Nhitng Yéu cau/dé xuat chuyén dén cho xtr Iy ¢6 3 lya chon xir ly tly thuoc vao yéu cau

va muc do cdng viéc ma nguoi sir dung sé lya chon:

4.1. Chuyén tiép:
Buwéc 1: Tai “Yéu cau/dé xudt cho xir ly”, ma tryc tiép Yéu cau/dé xuat can xir 1y.
Buwéc 2: Tai “Thong tin chuyén” chon “Ngwoi nh@n” va dién y kién > Chon “Giri yéu

cau/dé xuat” dé guri Yéu cau/dé xuat.

~ Théng tin chuyén
Ngw&inhadn:  |Trydng phang NV ﬁ

Ykién: [chuyén ddng cni

Tép vén ban: )
Duyét. Chura chon tap tin

& Thém file van ban

THEN GIAN NGLIY CHUYEN NGO NHAN HANH BONG/Y KIEN TEP BiNH KEM

190072013 16:17 Chii tich UBND Chanh van phong UBND Bl yéu cAulds xudt

Taodwthdo | | Tao phiéuGQCV || Givi yéu cdwdé xudt (Thém vao ho so)

4.2. Tao phiéu giai quyét cong viéc:
Buwdc 1: Tai “Y8u cdu/dé xudt cho xir Iy, mé truc tiép Yéu cau/dé xuét.
Buwéc 2: Chon “Tao phiéu GQCV”.
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Buwéc 3: Giao dién phiéu giai quyét cong viéc hién thi, dién noi dung, van ban gan kém néu
c6 > Chon “Luru” dé luu thong tin phiéu giai quyét cdng viéc. Chon “Két thuic x ly” dé két
thuc xu ly Yéu cau/dé xuat.

Lwu Két thicxk ly || Bdng

T Ngwdi tao: Chanh van phéng UBND
Thévi gian: 25/07/2013 10:17:54

T6m tat ndi dung GACV: |93 hoan thanh cang viée

Tép védn ban dinh kém:
Duyét.. | dichvucong_1cua.docx

£ Thém file van ban

4.3. Tao dy thao:

Tai “Yéu cau/dé xudt cho xir ly”, ma tryc tiép Yéu cau/dé xuat. > Chon nit “Tao d thdo”.

Taodw thao ||| Tao phigu GQCV Gi¥i yéu cAu/dé xust

Thao tac twong tu nhu tai muc (1V. Van ban dén: 1. Vin ban cho xir 1V: 1.3. Tao dur

thao).

VIII. Hé so:

Nguoi st dung c6 thé tao hd so ca nhan dé luu trix va quan Iy hd so theo tirng vu viéc cu
thé, thém céc thanh phan vin ban vao hd so tir giao dién tao ho so, hoic tir cac thanh phan

van ban ¢ thé thém vao nhitng hd so ca nhan di duoc tao ra trude do.

1. Tao méi ho so:
Buwéc 1: Tai phan “Xi# ly cong viéc” chirc niang “Tago mdi hé so”, giao dién tao méi ho so
hién thi.
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Van ban dv thao Yéu cau/dé xuat

Thir Ba, Ngay 23 thang 7 nam 2013

= Xir Iy cong viéc Tao mé&i ho s

= Xir If hd sor cong viec Lwu va thém mé&i | | Luwu F
— Ma ho soe
= Tao mdi hd sor b

Ngay tao: 23/07/2013

| Ho so canhan (0)

N Mgwdvi tao:  Wan thi Thur
S¥ Ho so chia sé (0)

Tiéu dé hd sox(*)  [H so dy thiu Lai Chau

Buwéc 2: Bién tiéu dé cho hd so > Chon “Lueu” dé Iuu thong tin, sau khi luu thong tin hd so,
c6 thé thém cac thanh phan van ban vao hd so di tao tai tirng thanh phan cu thé nhu van ban

di, van ban dén....

Toan bd hé sor
3 . Van ban lién gquan | Chia sé hi so
Hd 0 e ngéy 20

Hé so theo ngudi tao  Van ban dén

{ Timkiém hd so o Thém van ban dén

== . sOKY HIEU NGAY BAN HANH @ BAN HANH
H& so dixda : <

~ Vén ban di

o= Thém van ban di
Th;em uthan,h sOKY HIEU NGLFOY KY NGAY BAN HANH
phéan van ban
vao ho so + Van ban dw thao

o Th&m van ban du thao

NGLPOY SOAN THAD BN VI SOAN THAD NGO KY

~ Yéu cauldé xuat

o Thém yéu cau/dé xudt

NGLPOY YEU CAUBE XUAT NGLPOY XUF LY CHINH

- Sau khi chon thém mat thanh phan vin ban lién quan vao hé so, giao dién tim kiém
hién thi > Tim kiém vén ban sau d6 tich chon vao van ban mudn thém = Chon nat
“Ch‘on’,.
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Thém vén ban dén

LETL Tim kiém Chon BO qua
== Trang dau E =Trangtredc | 1 | Trang sau= | Trang cudi ==
SOMKY HIEU NGAY BAN HANH CQ BAN HANH TRICH YEU

@) 65/LETB&XH-LDTL 210272012 5S¢ Lao ddng -TB&XH Viv bao cao két qua cdng tac GQVL, tr
vAn GTVL 3 thang diu nam va ké
hoach 9 thdng cudi nam 2012

() 63ILETBXH-LBTL 210212012 S& Lao ddng - TB&XH Vv thure hién ké hoach gidi quyét viéc
lam nam 2012

) 16/LOTBXH-LDTL 12/01/2012 S Lao dong - TBE&XH Viv td chire hurdng rng Tudn 18 quéc

gia ATVSLE - PCCM |3n thir 14 nam
2012 finh Ha Nam

Buéc 3: H so sau khi luu xong chi ¢6 ¢4 nhan ngudi tao hd so méi xem duoc, mudn chia sé

hd so cho ngudi sir dung khac xem thi tai phan “Chia sé hé so” chon nit “Thém nguoi
xem?”.

Lwu vi thém méi Luwu Xda
M hé sor  HS/2013-0
Ngay tao: 23/07/2013
Ngwé&itao:  Van thi Thu
Tiéu a& nd s02(")  [H3 so dy thiu Lai Chau
Wan ban lién quan

HO TEN PHONG BAN/BON VI

Buwéc 4: Giao dién thém nguoi xem hd so hién thi, chon ngudi mubn chia sé hd so cua ban.
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Thém nguwedri xem

— Chon phing ban —

Bui Thi Hoa Bui Thi Bich Hang

BUi Dodn Quyét Bui Van Diing

BUi Thi Hoa Chu Thanh Ting

Bli Thi Thure Chu Thé Canh

Bach Trong Tudn Chanh van phang UBND
Bim Son

Cao Van Pha

‘Chu Hong Crr

Chu Thé Binh

Chuyén vién 1 CNTT

Chuyé&n Vién 1 Nguyén

Chuyén vién 1 phdng hanh chink
Chuyén vién 1 phdng ndi vu
Chuyén vién 1 phdng van x3
Chuyén vién 2 CNTT

Chuyén Vién 2 Mguyén

Chuyén vién 2 p1 BaL

Chuyén vién 2 phdng van =3
Chuyén vién nv a

Chuyén vién1 p1 BQL - -

= chon ][ oéna |

Buwéc 5: Chon “Lurn” dé luu toan bd nhirng thong tin di cap nhat cho hd so. (Néu hd so
khéng chia sé cho nguoi khac thi bé qua cac budc: Bwec 3, Budc 4 va chuyén qua Buéc 5
ludn).

2. Ho so' ca nhan:

Ho so ¢4 nhan 14 nhitng hd so do chinh c4 nhan ngudi dang dang nhap tao ra, tai day
ngudi str dung cd thé xem, Thém mai, Chinh stra, X6a hd so caa minh.

Buwéc 1: Tai phan “Xa ly cong viéc” chic nang “Hé so cd nhén”.

Yéu cAuidd xudt

Van ban du thao

Thir Ba, Ngay 23 thang 7 nam 2013 Naudidung: Van thi The | B6i matkhdu | Thoat

A Xir Ij cong viéc Hb so ca nhan

% Tao méihd sor O KY HIEU HO SO NGAY TAQ TIEU BE HO SO
% Hosocad nhan (1) |D HS/2013-0 23/07/2013 09:19:35 H‘ésn du thiu Lai Chau

% Hsochiasé (o) | Themmoi || xéa |

«<TrangGdu | <Trangtrwée | 1 | Trangsau> | Trang cudi>>

Xem va chinh sira |

Todn bé hé so

Buéc 2: Chon “Thém méi” dé thém mai mot ho so.
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Chon “X6a” dé xda hd so.

Chon mé truc tiép hd so dé xem ho so hoic chinh sira hd so.

3. HO so chia sé:

Ho so chia sé bao gom ho so do c4 nhan tao ra va chia sé cho nguoi khac xem hoic nhiing
hé so do ngudi khéc tao va chia s¢ cho ban xem.

Tai phan “Xi# Iy cdng viéc” chon chirc ning “Hé so chia sé”.

Vin ban dy thae Yéu cAuidé xust

Thir Ba, Ngay 23 thang 7 nam 2013 Nguréi ding: Chanh van phang UBND | Bai matkhau | Thoat

w® XU¥ Ij cong viéc Hb sor chia sé

- Xi¥ Iy hd s cong visc | HO so dwgc chiasé | HO so dachia sé

| Taoméiho so Hd se dwoc chia sé <<Trang 6du | <Trangtruge | 1 | Trangsau> | Trang cudi>»

& Hb s ca nhan {0) KY HIEU HO 5O NGAY TAO NGUHI TAO TIEu DE HO SO
@] H so chiasé (1) HS2013-0 23/07/2013 09:19:35 van thi Thu Hb 50 du thiu Lai Chau

Todn b hé so

<< Trang d4u | < Trang truée 1 Trang sau> | Trang cudi >>
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