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I. Gigi thigu chung:

Hé théng “Qudn Iy véin bdn va diéu hanh” dugc xay dung nham muc dich quan Iy toan
bd vin ban di, van ban dén, dy thao, 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 bao céo veé tinh

hinh xtr ly van ban, theo ddi qua trinh xtr ly van ban va giai quyét cong viéc cua toan co quan.

Il. 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....
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 1a dia chi IP ciia may chi cai dat hé thong
8080 la cdng két ndi téi hé thdng

Hozc: hscv.vsd.com.vn 1a tén mién caa hé théng
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8080 la cong két ndi téi hé théng
Buwéc 2: Sau khi nguoi sir dung nhap dia chi caa hé théng trén trinh duyét, hé thong sé 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 mét khau

Béng nhdp

-0 PHAN CONG NGHE VSD VIET NAM
g Ha 3a Binh, Ha N&i

anh ¢

Bwéc 3: Bién tén dang nhap va mat khau da dugc cung cap, chon nit “Pdng nhdp” dé vao hé
thdng.

l1l. Chirc ning dung chung:
1. Tra ciru van ban:

1.1. Vin ban dén:

‘ Trang cha 1‘ XUF Iy cong viec K Wan ban di ‘ Quan tri ‘

Tai phan “Vin bdan dén” nguoi st dung c6 thé tra ciru van ban dén theo nhirng danh sach
sau:
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vAn ban dén trong ngay

Toan bé van ban dén

Van ban theo ngay dén

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

Wan ban theo [inh v

() (M (@ (@ (0 0 O

van ban dén theo sb

1.2. Van ban di:

k Trang chil 1 Van ban den 1 X[ Iy cdng viec \A 1 Quan ri ‘

Tai phan “Vién bdn di” nguoi st dung co thé tra ciru van ban di theo nhitng danh séch sau:

[E] Vvan ban di trong ngay

[E] Toan bd van ban di

[E] van ban theo ngay kj

[E] Van ban theo nguwi ky

[E] Van ban theo ngay ban hanh
[E] van ban theo don vi soan thao
[E] van ban theo nguéi soan thao
[E] van ban theo loai van ban

[E] Van ban theo [inh virc

[E) Van ban theo ddi hdi bio

[E] van ban ditheo 50

1.3. Van ban dw thao:

. . s i LY Sa— ~ Fi . o .
Trang chu Yan ban den Xir ly cong viec Yan ban di Quan tri ‘
A e [ A [xewcongvige| £ £

Tai phan “Xi# Iy cdng viéc” ngudi str dung o thé tra cu “Vin ban du thao” tai

LR Hoso | YéuciuMdéxuat  Thong ké

Thir Hai, Ngay 22 thang ¥ nam 2013
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theo nhirng danh sach sau:

Toan bd van ban dw thao

Dur th3o theo thivi gian tao

D thao theo don vi soan thao
D thao theo nguwdi soan thao
D thao theo ngurdi ky

D thao theo trang thai

1.4. Hb so:

. . s i LY Sa— ~ Fi . o .
Trang chu Yan ban den Xir ly cong viec Yan ban di Quan tri ‘
A e [ A [xewcongvige| £ £

Tai phan “Xa Iy cong viéc” ngudi sir dung cd thé tra ciru “Hé so” tai

VAn ban du thao Yéu cAuldé xuat

Thir Hai, Ngay 22 thang 7 nam 2013

theo nhirng danh sach sau:
Toan bd ho so

Hb so theo ngdy tao
Hb so theo ngudi tao

1.5. Yéu cau/dé xuat:

k Trang chi ‘ vian ban dén \L ; Wan ban di ‘ Quan tri ‘

Tai phan “Xi Iy cong viéc” nguoi str dung co thé tra ciru “Yéu cau/dé xudt” tai

vanbandrthao Hiso REREILEPUEIE Thong ké

Thir Hai, Ngay 22 thang 7 nam 2013
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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, van ban du thao, hd so, Yéu cau/dé xuit theo cac tiéu

chi lya chon tai cAc muc churc nang tuong tng khi ngudi stir dung thao tac.

2.1. Vin ban dén:

Buwéc 1: Tai phan chtic ning bén trai, ngudi sir dung chon chirc niang “Tim Kiém véin ban”

[E] Vvan ban dén trong ngay

[E) 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

Buéc 2: Dién tiéu chi can tim kiém > Chon nit “Tim kiém”
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TiM KIEM, TRA CUPU VAN BAN DEN

Van bandén  Nam hién tai v

Sbikj hiéu Co quan ban hanh
Trich yéu

sé dén tir dén

Ngay dén dén

Ngay ban hanh dén

a . PR =l = o
Linhwwe |Cdng nghé thong tin Q‘} Loai van ban

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

Wan ban theo ngay ban hanh
Wan ban theo don vi soan thao
Wan ban theo ngwi soan thao
Wan ban theo loai van ban

Wan ban theo linh vure

Van ban theo déi hdi bio

Vin ban di theo sb

« Tim kiém van ban

Dién cac 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

1

&l

1 [ (&8

61 ==
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2.3. Van ban dw thao:

Toan bd van ban du thao

Dur thao theo thivi gian tao

D thao theo don vi soan thao
D thao theo nguwéi soan thao
D thao theo ngurd ky

Dur thao theo trang théi

x-\ Tim kiem van ban duw thao

Duwr thao da xoa
Dién céc tiéu chi can tim kiém > Chon nat “Tim kiém”

TiM KIEM, TRA C(FU VAN BAN DUIF THAO

Van ban dir thao | Nam hién tai

W
Ngay soan tir dén
Bonvi soan E MNauwréi soan QE‘@
Loai van ban E Linh wic E
Nguriri Ky E Trang thai Toan b§——— W
Trich yéu
[Fmcin]

2.4. Ho so:

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

C§ Timkiém hd so

Hé so d4 xda

Dién céc tiéu chi can tim kiém > Chon nat “Tim kiém”
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TiM KIEM, TRA CUPU HO SO

HO so | Nam hién tai v
Nagay tao tir = dén =]
Kj hiéu ho sor Mgurévi tao ho so E
[
Tiéu dé hé sor
A A A Ag.
2.5. Yéu cau/deé 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 xuat theo trang thai
« Timkiém yéu cau/dé xuat
bién céac tiéu chi can tim kiem = Chon nat “Tim kiem”
TiM KIEM, TRA CUFU YEU CAU/BE XUAT
Yéu cAu/dl xudt | N3m hién tai v
Ngay tao tir | = dén =
Nguéi tao L_Ed NoU yéu cauidé xuat L_EJ
Mg xiF I L_EJD Trang thai Toan b—— W

N&i dung yéu cAuidd xuit

3. Thong ké viin ban:

3.1. Vin ban dén:

Théng ké van ban dén gom cé 2 chirc ning:

3.1.1. Théng ké danh sach:

Buwéc 1: Tai phan van ban dén = Chon chirc ning “Théng ké”

Buwéc 2: Chon muc “Théng ké danh sach”

Buwéc 3: bién tiéu chi can thong k& > Chon céc chiic nang tuong Gng:

- Xem théng ké: Xem danh sach théng ké vin ban dén theo cac tiéu chi da lya chon.
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- Xuat ra Word: Xuat danh sach théng ké vin ban dén ra Word.

- Xuét ra Excel: Xu4t danh sach théng ké vin ban dén ra Excel.

¢ can thyc hién | REIETE

Thir Hai, Ngay 22 thang 7 nam 2013

Théing k&, bao cao

Théng ké danh sach | Théng ké sé Irong

w Vin ban dén

~ XiF Iy vdn ban dén
% Vao sb van ban dén

S| Van ban qua mang (0}

Ngw&i ding: Van thi The | BAi matkhdu | Thoat

THONG KE DANH SACH VAN BAN BEN

L Noay dén tir =1 dén =
=, Xir I thay . = - =
. Loai van ban Q Linh wure Q
S Baocaovalnsd
Phéng ban x¥ Ij | ——Chon phéng ban—— |« Nguri X I Chon can b———| v
VA ban aén rong ngay D6 mat [Thubng ©E Bé khan [Thuimg &
Toan bd van ban dén Co quan ban hanh @ Trang thai Toan bg—————— v

Van ban theo ngay dén
B
Vin ban theo o quan ban hanh

4n ban theo ngay ban hanh Xem théng ké | | XuétraWord || Xudt raExcel h—

3.1.2. Théng ké s6 hrong:

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

FENNTN Thong ké

Thir Hai, Ngay 22 thang 7 nam 2013

w Vin ban dén Théing k&, bao cao

+ Xir Iy vén ban dén

< Vao sb van ban dén

Théng ké danh sich | Théng ké sé lrong

THONG KE SO LIFONG VAN BAN DEN

| Van ban qua mang (0)
® Thang | Thang 7 ndm | 2013
| Xir If thay ne *
. Oquy Quy2 v nam 2013
S Bdocdovalnsd . = :
) Ngay aén tir den
Phong ban xi¥ Iy ——Chon phong ban—— v Ngeri xiF Iy

Van ban dén trong ngdy
Toan bé van ban dén
Van ban thea ngay dén

Xemthéng ké | | XuitraWord | XudtraExcel *—

[®) van ban theo ngay ban hanh

3.2. Van ban di:

3.2.1. Thong ké danh sach:

Thao tac twong ty nhu phan vin ban dén.

Chon can bg——

Nguwdi ding: Van thi Thy | Béi matkhdu | Theat

(‘ﬂ
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Théng ké

Thir Hai, Ngay 22 thang 7 nam 2013

# Théng k8, béo cao

~ XUr Iy van ban di

% | vao s van bandi

Vin ban di

Théng ké danh sach

Théng ké sd lugng

THONG KE DANH SACH VAN BAN Bl
| V&n ban ché ban hanh (0)

- . Nody j ti ] dén
S| Van ban chua glFi {0) =
) Ngay ban hann tir =] aén
| Bdocdovainsd L. = .
Loal van ban (i Linh vire
/4n ban di trong ngy Ngui ki (r Sn vi soan thao | —Chon phéng banidon vi—
Toan bd van ban di Ngutri soan thao Chon can bd——— | v | Tinh trang hdi bao
/an ban theo ngay ki 06 khan

El

/an ban theo nguai ky

van ban theo ngay ban hanh

” Xem théng ké H Xuét ra Word || Xuét ra Excel F

/an ban theo don vi soan thao

3.2.2. Théng ké s6 lwong:

Ngui diing: Van thi Thrr | ©6i mat khau

H|EE!

Thodt

Thir Hai, Ngay 22 thang 7 nam 2013

w Théing k&, bao cao

~ Xir Iy vdn ban di

S| Vao sb van ban di

Vén ban di

Théng ké danh sich

Théng ké s lirong

THONG KE SO LIFONG VAN BAN Bl
% Van ban ché ban hanh (0)

® Thang Thing7

Nguiri diing: Van thi Thir | DA mat khdu

nam | 2013
= Van ban chira ati (0)
. Oauy | Quj2 nam | 2013
S Baocaovainsd . =
O T ngay den
Van ban di rong ngy Phéng banidon vi theo déi héi bao | ——Chan phéng ban— Ngurési theo doi | Chon can bo—— ]

Toan bd van ban di

) o ” Xem théng ké | | Xuét ra Word ‘ ‘ Xuét ra Excel %
in ban theo ngay ky

/an ban theo ngui ky

3.3. Van ban du thao:

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

Buwéc 2: Dién cac tiéu chi can thong k& > Chon chirc ning.

Van ban du thao Ho

Buidé xust

Thoat

Théng ké

Théng ké vén ban dr thao

Thir Hai, Ngay 22 thang 7 ndm 2012

#

Xir Iy cong viec

THONG KE DANH SACH VAN BAN DIf THAO

= Du thao chir xi¥ I (0)

Nagay soan tir dén E
= Dy thdo chi phdi hop (0) EeETEET @ Nau@i soan iR
i | 2 |
% Du thao dang thuc hién (0) Loai v ban B Linh e [
. u o a0 — B resni—an— 5

= Dy th3o d3 hodn thanh

|| Xem théng ké | | Xudtraword || Xudt ra excel P

Ton bé van ban du thao

Naguréi diing: Van thi Th | Ba&i mét khdu

Thoat
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3.4. Yéu cAu/dé xuit;

Vanbandwthdo Héso  Yéucluddxudt RIS

Thir Hai, Ngay 22 thang 7 ndm 2012

A Xir Ij cong viéc Théng ké yéu cAu/dé xuat
% Tao mdi yéu cAu/dé xudt
| Yéu cAuidé xudt chir xi¥ 1y (0)
% Yéu cauidé xudt chura givl (0)
S Yéu cAuids xust dang thue hién (0)

| Yéu cAuidé xuat hoan thanh (0)

Ngay tao tir
Nguéitac

Ngui x(F j

IV. Qudn tri danh muc:

Naudidung: Van thi The | B6i matkhdu | Thoat

THONG KE DANH SACH YEU CAU/DE XUAT

aén
@ Noguiri yéu cAu/dd xudt

Toan bg——

@ Trang thai

| Xem théng ké | | Xudt ra word Xnétraexoelb

!

Vin thu va Quan tri hé théng c6 quyén cap nhat cac thong tin danh muc ding chung cho

toan bo hé théng, thdng tin danh muc 1a nhimg thong tin du ra hozc dau vao caa hé thong.

1. SO vin ban:

Nguoi sir dung c6 thé thém méi, chinh stra hoac x6a danh muc 6 vin ban, s6 van ban gidp

van thu quan 1y van ban theo s6 dén hoic di.

1.1. Thém méi:

Buwéc 1: Tai phan “Quadn tri” chon chirc niang “Quadn tri danh muc”

Buwéc 2: Chon chirc ning “Sé vian ban” & bén trai & Chon nat “Thém méi”

Quan tri danh muc

Nguéri diing: Van thi Thr | BAi matkhiu | Thoat

Thir Ba, Ngay 23 thdng 7 nam 2013

3 Quan tri danh muc Danh sach s6 vin ban
& Loaivanban ~ 86 van ban d
& Linhwre van ban Cap2o12 S6 quyétdinh
& Kjhiguvanban Ooir Shthong bao
& Capcoquan Cscnoi S84 VB Bi Nguyén
& Co quan ngoai Ooizo1z2 8évan ban di
o D& mat CoisaL S6van ban di BQL
& DB khin Oorrr S van bandi TT
& Chircvy Osopiap 86.di AD
& Ngay nghi OspaL S6.dinéibb BQL

Tim kiém

TEN DAY BO

Phéng hanh chinh ting hop
Phang van th lwu trip
Phéng hanh chinh tdng hop
Phéng hanh chinh tang hop
Phéng 1 Ban QL CNTT
Phong van thur Iwu tri
Phéng hanh chinh ting hop
Phong 1 Ban QL CNTT

Buwéc 3: Giao dién thém méi s6 vin ban hién thi, dién céc thdng tin can thiét & Chon “Luu”

dé luu lai théng tin vira cap nhat, chon “Luu va thém mdi” dé luu thong tin va mé ra giao

dién thém mai s6 van ban.
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Tén tat:
Tén day di:
Loai sd
Bon vi:

La sd méc dinh:

4 Lwu va thém mei (1 Luru I

1.2. Chinh swa:

Ban phai nhdp vao ndi dung nhifng trrirg ddnh dau (%)

cvdi2012 ™

56 cong van di 2012 *)

S van ban di

[+]

- - — trurc thude
Phong hanh chinh tong hop

Baon vi ma van thuw

Buwéc 1: Tai danh séch s6 van ban, nguoi st dung chon vao s6 vin ban can chinh sira.

Thém méi Xoa Trang 34 Tr U
# TENTAT TEN BAY B0 DON VI
~ Sd van ban di

Clabzn12 S0 quyét dinh Phéng hanh chinh téng hop
Clowr $6 théng bao Phéng van thir I trie
Clscol S6 VB Bi Nguyén Phong hanh chinh téng hop
Ooizo12 58 véin ban di Phéng hanh chinh téng hop
Fpipal 56 van ban di BaL Phéng 1 Ban QL CNTT
Clomr Sévanbandi TT Phéng van thu luu tri
F1s0DIAD 36.di AD Phaéng hanh chinh tdng hop
HspoL 56 di néi bo BQL Phéng 1 Ban QL CNTT

Buwéc 2: Tai giao dién xem chi tiét chon nat “Chinh si#a”

Téntit QD2012

Ténday di: 56 quyét dinh

La s6 méc dinh:

Loai s0:

Bon vic

54 van ban di

Phong hanh chinh téng hop

Thém mi Chinh sira Xoa
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Buwéc 3: Chinh sira lai théng tin &> Chon nut “Luew” dé Iuu théng tin vira chinh stra, chon

“Luwu va thém méi” dé luu thong tin vira chinh sira va thém méi s6 vin ban.

Ban phai nhap vao ndi dung nhifng trréng danh dau (%)

Téntat |gpagiz i
Tén day du: 5é quyét dinh i

Loai s&: [ g4 yan bana [

BonVE | phang hanh chinh téng hop [~

La s6 mac dinh: A

ﬂ Lwu va thém mdri Luwru | Xoa

1.3. Xoba:

Buwéc 1: Tai danh sach s van ban, tich chon vao sé vin ban mudn x6a = Chon “X6a”

Thém m&i << Trang dau | < Trang trudc 1 Trang sau > | Trang cudi=»

#  TENTAT TEN BAY BU BON VI

~ S6vinban di

S0 quyét dinh Phéng hanh chinh tdng hop
S4 théng bao Phdng van thuw I triy

S8 VB Bi Nguyén Phong hanh chinh téng hop
58 van ban di Phéng hanh chinh téng hop
S van ban d BaL Phdng 1 Ban QL CNTT
Sdvanban di TT Phdng van thuw luu triy
56.diAD Phéng hanh chinh tdng hop
56 di néi bd BaL Phong 1 Ban QL CNTT

Buwéc 2: Giao dién thong bao hién thi > Chon “OK” dé x6a, chon “Cancel” dé huy thao tac.

Ban cé chac mudn xda sd da chon khéng?

ﬂ oK | | Cancel
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2. Danh muc khéc:

Toan b nhitng danh muc khéc thao tic twong tu nhu danh muc s vin ban véi cac chirc

nang thém méi, chinh stra, x0a.
V. Van bdn den:
1. Va0 s6 vin ban:

1.1. Thém méi viin ban dén:
Khi ¢6 vin ban dén thong thudng thi vin thu s& tién hanh vao sb van ban dén.

Buwéc 1: Tai phan “Vin ban dén” chitc ning “VAao sé vian ban dén” chon nat “Thém méi”

A Vén ban dén XUP Iy van ban dén Tim kiém =Y

~ X(P Iy van ban dén Xéa <<Trangd8u | <Trangtruée | 1| 2|3 |4|5(6|7|8 | Trangsau> | Trang cudi>>
O SODEN NGAY DEN 501 KY HIEU TRICH YEU CO' QUAN BAN HANH NGLFON XIF LY TRANG THAI

9| Van ban qua mang (0} Og =z 23/02/2012  3DIKBNN-KSC v thu hdi tam (g va thanh todn ké hoach vdn diu tur | Kho bac NN Ha Nam Nguy&n Thi Lan Anh K&t thiic xiF I

nam2012
| XirIf thay
o Og 226 23/02/2012 BSILETB&XH-LETL Vi bdo cdo két qua cong tic GQVL, tr vAn GTVL 3thang  S& Lao ddng -TB&XH Tran Khanh Tudn Kétthiic xiF If
% Bdocdovainsd d3u nam va k& hoach G thang cudi nam 2012

Buéc 2: Giao dién yéu cau dién thong tin van ban dén hién thi, dién théng tin S6 van ban,
S6/ky hiéu, Ngay ban hanh, Co quan ban hanh, Ngay dén, Trich yéu....(Thong tin c6 dau

sao(*) la théng tin bat budc phai dién)

Théng tin vin ban dén

Lwu va thém mdi Luwu P

~ Thong tin vdn ban

$6van bam(") |54 yan ban dén L_E,J séadn() |4
S8k higu:*) [23nvBN Ngay dén: 33072013 &
Ngay ban hanh: 020712013 & Nguwi kj van ban:  Nguy&n Thanh Hung
Loai van ban: |cang van E Linh virc van ban:  |cang nghé théng tin L_EJ-)
BOMEL  [Thupng ﬁ BOKhAN:  Thypng ﬁ
Trang thai vdn ban: Van ban mdinhan Ngwéri nhap van ban:  Vén thi Thu
Ce quan ban hanh: |54 Thang tin va Truydn théng L_EJL

Trich yéu:  |Viv bao cao két qua cong tac GOV, tr vAn GTVI 3 théng dAu nam va ké hoach @ thang cudi nam 2012

Tép van ban dinh kém: Lo
Duyét . | Chuachontaptin

& Thém file van ban
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Buwéc 3: Sau khi dién ddy du théng tin cia vin ban, van thu s& chon ngudi nhan vin ban tiép
theo, van thu c6 thé chuyén cho ngudi xir 1y, phong ban/don vi Xt 1y, ngudi phdi hop xu ly,

phong ban/don vi phdi hop, nguoi nhan dé biét tai cac 6 twong ung.

Lanh @ao:  [cpanh van phong UBND E—!

Phong banldon vi xiF Iy: Chon ngudyi tir 7

danh sach —

Ngurévi xir Iy: el

==

Phong ban/don vi phédi hop xdr Iy: ﬁ
=%J

NgLrivi phdi hop xie 1: F‘

==

Ngwéi nhan dé biét: e

| Lwpu va thém mdi Lwu F

Ghi chu:
- Khi chon phong ban/don vi thi mac dinh 1a nguoi dai dién cia phong ban/don vi sé
nhan duoc vin ban, dai dién dugc thiét 1ap & tai khoan quan tri hé thong.
- Toan bo nhitng 6 nguoi hodc phong ban/don vi déu o thé duoc thiét 1ap an hoac hién

thi khi van thu vao s6 van ban dén.

Buwéc 4: Chon “Luru” dé luu van ban, chon “Luu va thém méi” dé luu va thém mai mot van
ban khac.

Sau khi luu xong van ban ngudi sir dung c6 thé xem “Théng tin chuyén vin ban”

Théng tin van ban dén | Thong tin chuyén vén ban

\an thi Thur Chanh van phdng UBND

+ Théng tin chuyén van ban:
NGLPOYI THIPC HIEN THOT GIAN HANH BONG NGLCH NHAN ¥ KIEN/GHI CHO HAN XIP LY

Wan thi Thir 19/07/2013 10:12:35 Chuyén i Ij Chanh van phang UBND Van thir chuyén van ban

1.2. Viin ban dén qua mang:
Khi cac co quan va don vi bén ngoai giri vin ban dén qua mang thi vin thu co quan sé la

nguoi nhan dugc van ban qua mang.
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Buwéc 1: Tai phan “Vin ban dén” chic ning “Vin ban qua mgng”: Danh sach nhimg vin
ban dwoc giri dén qua mang hién thi tai muc nay.

Hozc khi van thu dang nhap vao hé théng néu c6 van ban dén qua mang thi s& c6 thdng béo
tai “Trang cha”, vin thu ¢ thé chon truc tiép vao dong thong bao dé chuyén dén danh sach

van ban dén qua mang.

VAN BAN DEN VAN BAN BI VAN BAN DU THAQ YEU CAUBE XUAT
2]

|> Vén ban dén qua mang:

Buwéc 2: Tai danh sach van ban dén qua mang, chon mé truc tiép van ban can thao tac.

A Vin ban aén Vin ban qua mang
% Vao s vin ban dén [ 6 ki mieu HGAY BEN TRICH YEU ©Q BAN HANH HGAY BAN HANH NGUEH KY
[Caomc-usnD 23/07/2013 Bao cdo hién trang (rng dung céng nghé thong tin tai don | VSD Global Corp 20/06/2013 Chanh van phang UBND
) Xir Iy thay Vi
L [ " [zomc-usnp 230772013 /'Eac ¢do hién trang (rng dung céng nghé thong tin tai don | VSD Global Corp 20/06/2013 Chénh van phong UBND
vi

Buwéc 3: Chon nit “Vao s6” dé tién hanh vao sb vian ban qua mang.

Séﬂ(\i{ hiéu: 31/BC-UBND-TG Ngay dén: 2711112012
Ngay ban hanh: 27/11/2012 Co quan ban hanh: Uy ban nhan dan Huyén
Ngwéi ky vin ban:  Chi tich UBND
Loaivinban Congvan Linh viee; COng nghé théng tin
Trich yéu: Vv quy dinh théi gian lam viéc mia déng
Do khan: Thudng 6 mat:

Tép dinh kém:  Tén t&p van ban
Cty VSD xpages.docx

Buwéc 4: Sau khi chon nit “Vao sé” giao dién vao sé van ban hién thi, chinh sta lai théng tin
cho dung, chon ngudi nhan vin ban tiép theo & Chon nit “Lurn” dé luu lai thong tin vin ban

va chuyén cho ngudi nhan tiép theo.

Lweu va thém mai Luru
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1.3. Viin ban dén ndi bd: (Vin thw cap don vi)

Nhirng van ban dugc van thu co quan guri tir van ban di cho cac don vi ndi b truc thuoc
(Pon vi ¢ip 2 c6 van thu va hé théng s6 vin ban riéng) thi vin thu cap don vi s& nhan duoc
van ban tai phan “Vin bdn dén” chic niang “Vin bdn dén ngi bg”

Buwéc 1: Tai danh sach van ban dén noi bo, van thu cip don vi mé truc tiép van ban can thao

tac.

Danh sach vin ban dén néi bd

sO v NGAY BEN sO/ KY HIEU TRICH YEU CO QUAN BAN HANH NGLFCH XIF LY
] 271112012 10/BC-UBND-TD Wiy mi¥i hop tham gia dir &n cdng nghé théng tin Néi bd
] 20/11/2012 1/BC-UBND-HCQT Viv trinh dir An dau tu cntt Nai bd

Buwéc 2: Chon nut “Chinh si#za” dé chinh sira s6 vian ban ctia don vi va chuyén cho nguoi

nhan tiép theo.

L s
Thém méi (Thém vao ho so)

 Théng tin vén ban

6 van ban:(7) sodén:r) 0
Sélky hidu:(*) 91/QE-UBND Ngay dén:  23/07/2013
Ngay ban hanh: 08/02/2012 Ngwéd Ky van ban:  Nguyén Birc Viegng
Loai vdn ban: Quyét dinh Linh virc vin ban:
Pamat: Thuéng Dakhan: Thuéng
Trang thai vdn ban: Van ban méi nhan Ngwdi nhdp vin ban:  glvb_system

Co’quan ban hanh:  N&i bo
Trich yéu:  Viv phé duyét phirong 4n hé tro chuyén dbi nghé nghiép va tao viéc 1am khi thu
héi dat dé thure hién GPMB dir 4n xdy dung Khu 6 thi B4ng Van Xanh, tai x3 Duy
Minh, huyén Duy Tién, tinh Ha nam

Tép vén ban dinh k&ém: 910001.pdf

PR
Thém mdi Chinh sira (Thém vao ho so)

Buwéc 3: Hiéu chinh lai thdng tin sb vin ban caa don vi, chon nguoi nhan vin ban tiép theo >

Chon “Luu” d Iuu lai thdng tin s6 vin ban va chuyén cho nguoi nhan tiép theo.
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PP
| Lwu va thém méi Lwru F (Thém vao ho so)

~ Théng tin vin ban

S van ban:*) g4 van pan dén ndi bé ol 56 dén:(*)
Sé van ban dén ndi bd gy 1
sé/ky hidu:*)  [31/0D-UBND Ngay dén:  [r307/2013 &
Ngay ban hanh:  |gan30012 B Ngedi Ky vén ban:  \auwvén Bire Viong
Loai vin ban: A "=l Linh virc vén ban: =
2 Quyet dinh h) LJ
Do mat: ; =l B0 khan: : Il
o (el Thurdng g) Thurdng LH)
Trang thaivan ban: Van ban mainhan Nguw&inhdp van ban:  glvb_system
Ceor quan ban hanh:  [ya na =l
Ndi bd (Wgy
Trich yéu: vy phé duyét phirong &n hé tro chuyén déi nahé nahiép va tao viéc 1am khi thu ~

nhéi dat é thurc hién GPME du an »3y dung Khu dé thi B6ng Van Xanh, tai x3 Duy
Minh, huyén Duy Tién, tinh Ha nam

2. X ly thay:

Vin thu ¢6 thé xir 1y thay cho 13anh dao vin phong, 1anh dao co quan trong viéc chuyén
van ban.
- Chi c6 thé xir ly thay cho nhitng cap tir lanh dao phong ban/don vi tré [én (Khdng xt
1y thay dugc cho chuyén vién)
- Chi xtr ly thay nhitng van ban chua dugc xu ly.
Buwéc 1: Chon chirc ning “Xi# Iy thay” = Dién vao sé dén hoic sb/ky hiéu cia van ban can

xu ly thay, chon nut “Tim vian ban”.

sodéen: |5 50, ky hiéu: Tim van ban k

Buwéc 2: Danh sach van ban can tim kiém hién thi, chon tich van ban mudn xu ly thay = Tai

6 Xt ly thay, chon lanh dao can duoc xu ly thay.

Sodén: |5 sé, ki higu: Tim vén ban

sGDEN  NGAY BEN sOMY HIEU NGAY BAN HANH CO QUAN BAN HANH TRICH YEU
:
van ban e 19/07/2013 618 /QD-BTTTT | 31/05/2013 B6 Théng tin va Truyén théng Ban hanh Thé 1& Lién hoan Anh va Phim Phéng siF -
Tai liéu v& Bao v& méi trrrng, Bién ddi khi hau trong
cdng ddng Asean nam 2013
XU 1§ thay: | Chanh van phong UBND Chon I&nh dao cén
dwoc Xt Iy thay
¥ kién xi¢ Iy:

Buwéc 3: Pién y kién cua lanh dao, thoi han xir 1y, nguoi xt Iy tiép theo hozc phong ban xi

Iy....
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L va xi Iy tiép Lwu va xir Ij van ban méi F

sdaén: s 56, ki hiéu: Tim vén ban
sODEN  NGAY DEN sOKY HIEU NGAY BAN HANH CO GUAN BAN HANH TRICH YEU
[OF 19/07/2013 612 /QB-B 31/05/2013 B6 Thong tin va Truyén théng Ban hanh Thé 1& Lién hoan Anh va Phim Phéng su -

Tai ligu v& Bao vé& méi trrmg, Bién ddi khi hau trong
céng dbng Asean nam 2013

X1y thay: | Chanh van phéng UBND |+

¥ kién xFly:  [Chuyén phong GNTT xi¥ If, phéng néi vu phéi hop

Hanxrlj: |5 Ngdy.  |30/07/2013 =]
Phong banidon vi xirly:  |Phong cong nghé théng tin =
Nowrevi Xie Iy =
Phéng ban/don vi phdi hosp xir Iy [Phong néiwuy =
Ngueévi phéi hop xiF Iy: =l
Nguri nhén dé biét: =

Lwu va xiv Iy tiép Lwru va xir Iy vin ban mdi F A~
i
L

Buwéc 4: Chon “Lueu va xir Iy tiép” dé luu lai thao tac xu ly thay va xir Iy tiép cho lanh dao
kh&c néu can, chon “Luu va xir Iy vin ban mdi” dé luu lai thao tac va xtr Iy thay tiép mot vin
ban khac.

3. B&o céo va in so:
Nhitng vin ban di dugc vao so6, van thu ¢ thé in bao c4o hang ngay hoic hang tuan, hang
thang dé theo ddi va dong thanh s6 vin ban.

Buwéc 1: Tai phan “Vin ban dén” chic nang “B&o c&0 va In s6” van thu co thé chon cac tiéu

chi dé in s6: S6 van ban, S6 dén tir ... dén ..., ngay dén, ngay ban hanh, loai vin ban....

IN SO VAN BAN DEN

P =
Sovan ban |Sovan ban den LJ
56 dén tir dén
Ngay dén tir |01/01/2013 f=] dén |23/07/2013 G
Ngay ban hanh tir =] dén [5]
o =] - ) =
Loai van ban LJ Linh wre Lﬁu
Phong ban xi¥ Ij ——Chon phing ban—— |« Nguréi x(F Ij Chon can b————| v
Bé mat Thudng P B khan Thuéng Mgy
Co quan ban hanh E‘—) Trang thai Toan bf—————— | v

ﬁ Xuit ra Word Xuit ra Excel
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Buwéc 2: Chon “Xudt ra Word” hodc “Xudt ra Excel” dé chuyén danh sach nhimg vin ban
can in sé ra MSWord hoic MSExcel.

VI. Van ban di:
1. Vao s6 vian ban:

1.1. Thém méi van ban di:

Buwéc 1: Tai phan “Vin ban di” chirc ning “VAao sé vian ban di” chon nit “Thém méi” dé

thém mot van ban di thong thuong.

< Trang tréc 1 Trangsau> | Tr

] NGAY BAN HANH SOMKY HIEU TRICH YEU NGO KY NG SOAN THAD NO/I NHAN
] 0 2712012 10/BC-UBND-TD Wi mii hop tham gia du dn cdng nghéthdng tin -~ Cha tich UBND Chuyén vién 1 phang ndi vu
B 0 21112012 2/BC-UBND-TCB viv 14p bdo cdo dir dn Chi tich UBND Chuyén vién 1 phéng ndi vu Bé Lao ddng, Thireng binh

va X3 hdi; BG Ngoai giao;
Bd Ndéng nghiép va Phat
trién Ning thén; Ba NGi vy

| o 20r11/2012 1/BC-UBND-HCQT wl trinh du dn d3u tr entt Ch tich UBND Chuyén vién 1 phéng van x3 B Lao déng, Thireng binh
va X3 hdi; BG Ngoal giao;
BG Ndng nghiégp va Phat
trién Néng thén; S& Giao
théng van tai; S& Gido duc
va dao tao; S§¢ Khoa hoc
cdng nghé& UBND Binh
Binh; UBND Bac Liéu;
UBND Bac Giang, UBND
Bac Kan

Buwéc 2: Pién cac thong tin cho vin ban di

Lwu va thém méi Luu

~+ Théng tin vén ban

S6van ban:*) (83 van ban di [ SOIKy higu VB: |
o

S6theo so:(”) |4 Ky hiéu VB:(") [Br UBND-TCA Fy
=t
Loaivan ban: |Céng van E‘ Linh vire VB:  [Céng nghé théng tin ﬁ
=k =L
Nguw&i Ki:(*) - Tran khanh Tun i Chirc vu ngwdi KY: [Phé Chi tich UBND [
L) L+
Ngay ky:  |01/07/2013 [5] Ngay ban hanh: 23/07/2013 fs]
Nguri soan théo: |Bjj Thi Bich Hang (i Bon visoan thdo: |Phgng van hod va Théng tin i
=k =t
Sotrang: |33 PO KhAN [ Thyudng ﬁ\

$& ban lwru: 2 Ngwéri nhap: Van thi Thwe

Trich yéu: [ Tinh hinh thire hién viéc tai dinh cur phuc vu cdc DA trén dia ban

Tép van ban dinh kém: R
Duyét. | Chuachontip tin.

& Thém file van ban
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- Dién théng tin noi nhan van ban.

+ Nevi nhan vén ban
Canhan: |ChuHobng CirL& Manh Ha:Mguyén Thi Lan Phirong
Phéng ban/don Vi || 5nh dac UBND huyén; Phéng Cong threng; Phong Néng nghiép &amp; PTNT

Co guan ngoai: B& Lao ddng, Thurong binh va X3 héi:HAi bao tro nguwii tan tat tré md coi:Quj HE tror phat trién;Sé Lao déng thirong binh x3 héi

- Néu co quan c6 str dung chirc nang theo ddi hoi béo, vian thu mé rong chic ning theo
ddi hoi bao, chon chuyén vién theo di, thoi han theo ddi, co quan can theo ddi hoi

bao.

~ Théng tin theo dbi hdi bao

Nguwei theo dbi hdibao: L& Manh Ha [

& 5

Thévi han hdibao: |28/07/2013

Tinh trang hoi bao:

Noi cén theo dii ndi bao:

[1|B& Lao déng, Thirong binh va Xa héi

[[H6i bdo tror ngurd tan tat tré mo coi
Tich chon cor
quan can theo doi

Qui HO troe phat trién

S& Lao ddng thirong binh x& héi

| Lwu va thém mdi Luwu F

Buwéc 3: Chon “Luu” dé luu lai van ban di, chon “Luu va thém méi> dé luu vin ban di va

mo ra giao di¢n thém mai van ban di khac.

1.2. Van ban cho ban hanh:

Vin ban chd ban hanh 12 nhitng van ban dugc lanh dao ky ban hanh va chuyén tir vin ban
du thao sang van ban di.
Buwéc 1: Tai phan “Vin bédn di” chic nang “Vin ban ché ban hanh”, danh sach nhiing vin
ban chd ban hanh hién th.
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Danh sach vin ban ché ban hanh <<Trang d8u | < Trang trude IDeTE
NGAY SOAN NGO SOAN DON VI S5OAN THAO NGO KY NGAY KY TRICH YEU
O |24/11/2012 Chuyén vién 1 phang ndi vu Phong ndi vy Chu tich UBND 24/11/2012 chuyén di thao
) 22/11/2012 Chuyén vién 1 phéng ndi vu Phong ndi vy Chu tich UBND 22/11/2012 wiv test da xly
0 22/11/2012 Chuyén vién 1 phéng ndi vu Phang néi vy Chu tich UBND 22/11/2012 vivtestdaxu ly
<< Trang ddu | < Trang truwdc 1 Trang sau =

Buwéc 2: Chon mé truc tiép van ban can vao so. > Chon nat “Chinh si#a”.

Thém méi X6a (Thém vao hé so)
~ Théng tin védn ban

S6 van ban:(*) Quyét dinh Cho tich 2012 SOIKY hiéu VB: 543/0B-UBND
sbtheo sbif*) 543 Ky hiéu VB:(*) QB-UBND
Loai van ban: Quyétdinh Linh virc VB:
Ngwédi ky:(*) Nguyén Birc Virgng Chirc vu nguedvi ky:  Chi tich
Ngay kj: 06/03/2012 Ngay ban hanh: 06/03/2012

Nguwrévi soan thao: BDon vi soan thao:

S trang: Pokhan Thuang

56 ban Iweu: Ngueévi nhdp:  Vén thw Uy ban Duy Tién

Trich yéu: V& viéc phé duyét két qua diu gid QSD g4t va giao dit, cAp GCNQSDE cho hd gia
dinh, ca nhan |am nha & tai x3 Yén Bac, huyén Duy Tién .

Tép vén ban dinh kém: 5430001.pdf

Buwéc 3: Giao dién chinh stra vin ban di hién thi, thuc hién chinh sira thong tin cho vin ban
di, dién noi nhan, theo ddi hdi bao (néu ¢ sir dung).
Buwéc 4: Chon “Luw” dé luu van ban di, chon “Luu va thém mdéi” dé luu va thém mai mot

van ban di khac.

Lwu va thém midri Luru Xoa

2. Van ban chwa giri:

Nhitng vin ban di c6 co quan ngoai nhan vin ban c6 thé giri qua mang khi c6 su két ndi
giita cac hé théng vai nhau,
Buwéc 1: Tai phan “Vin ban di” chic nang “Vin bdn chwa givi”, danh sach nhiing van ban di

chua giri qua mang hién th.
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=< Trang dau | = Trang trwdrc Trang sau > | Trang cudi=>

[T 56, k¥ HiEu NGAY BAN HANH TRICH YEU NG KY NOY NHAN NGOAI

1.-'EC-UEND-HTBT 271172012 Vivtién hanh khao sét dur dn HSCV Chu tich UBND B& Khoa hoo va Cong nghé; Bé Théng tin va
Truyén théng, S& Khoa hoc cdng nghé, S&
Théng tin va truyén théng; UBND Phi Tho;
UBND TP Ha N&i

Buwéc 2: Tich chon vin ban can gai qua mang, chon nut “Gi vian ban”.

3. B4o c4o va in so:

Tuong ty nhu chirc ning in so tai phan van ban dén, vin thu c6 thé lya chon céc tiéu chi
dé in s6 van ban di.
Buwéc 1: Tai phan “Vin bdn di” chic nang “B&o c&o va In sé”, vin thu lua chon cac tiéu chi

in s6: S6 van ban, S6 theo s6, ngay Ky, ngay ban hanh, loai vian ban....

IN SO VAN BAN BI

Séwvan ban S8 van ban di ﬁ
56 theo sé tir aén
Ngay ky ttr |01/07/2013 & aén 2310712013 =
Ngay ban hanh tir = dén =]
Loai van ban S! Linh virc f‘)
Ngurdi ky L_‘:."J Bonvi soan thao | —Chon phong baniden vi— | w
Nguéi soan thio Chon ¢an bf————| v Tinh trang héi b Todn bf———— | w
D6 khin (%

Xuit ra Word Xudt ra Excel F

Buwéc 2: Chon “Xudt ra Word” hodc “Xudt ra Excel” dé chuyén danh sach nhiing van ban

can in sé ra MSWord hoic MSExcel.

VII. Ho 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.
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1. Tao méi ho so:

Buwéc 1: Tai phan “Xir Iy cdng viéc” chirc ning “Tgo mdi hé so”, giao dién tao méi ho so
hién thi.

VAn ban du thao Yéu cauldd xuat

Thir Ba, Ngay 23 thang 7 nam 2013

3 XiF Iy cong viec Tao m&i ho so

= XiF Iy ho so cong viec Lwu va thém méi || Luu F
— M3 ho so
& Tao m&i hd so F

Ngay tao: 23/07/2013

= Hf s0ca nhan (0)

s Mgwdvi tao:  Wan thi Thur
& Ho 5o chia sé (0)

Tiéu dé ho so:(*) |H6 s dir thiu Lai Chau

Buwéc 2: Pién tiéu dé cho hd so = Chon “Luu” dé luu thong tin, sau khi luu thong tin hd so,
c6 thé thém cac thanh phan vin ban vao ho so d 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

NGLFOY YEU CAUBE XUAT NGLPOY XUF LY CHINH
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Sau khi chon thém mot thanh phan van ban lién quan vao hd so, giao dién tim kiém

hién thi & Tim kiém vin ban sau d6 tich chon vao van ban mudn thém = Chon nGt

GCCh.on7’.

Thém vén ban dén

LETL

Tim kiém

SOMKY HIEU

(®) 65/LDTB&XH-LBTL

() 63/LOTBXH-LDTL

I 16/ILDTEBXH-LDTL

== Trang dau

NGAY BAN HANH C& BAN HANH

210272012 S& Lao ddng -TB&XH
210272012 S& Lao ddng - TB&XH
1210172012 S& Lao ddng - TB&XH

Bo qua

= Trang tru

| 1 | Trangsau= | Trang cudi==>
TRICH YEU
Viv bdo cdo két qua cdng tac GQVL, tw

vAn GTVL 3 thang d3u nam va ké
hoach & thang cudi nam 2012

Viv thire hién ké hoach gidl quyét viéc
lam nam 2012

Viv 18 chire hwdng (rng Tudn 18 quéc
gia ATVSLE - PCCN 1an thir 14 nam
2012 tinh Ha Nam

Buwéc 3: Ho so sau khi luu xong chi ¢6 c4 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 ntt “Thém nguoi

xem?.

Lwu vé thém mai Lwu Xoa

M hd sor  HS/2013-0
Ngay tao:  23/07/2013

Ngwé&itao:  Van thi Thu

Tigu @8 nd s0%(*) M sor dur thu Lai Chau

Wan ban lién quan
ofs Thém ngurdi xem

HO TEN

PHONG BAN/BON VI
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Buwéc 4: Giao dién thém nguoi xem hd so hién thi, chon ngudi mubn chia sé hd so cua ban.

Thém nguwréri xem £

— Chon phéng ban —

Bui Thi Hoa Bui Thi Bich Hang

Bii Dodn Quyét BUi Van Diing

Bii Thi Hoa Chu Thanh Ting

Bli Thi Thure Chu Thé Canh

Bach Trong Tudn Chanh van phéng UBND
Bim Son
Cao van Phu
‘Chu Hong Crr -—
Chu Thé Binh |:|
Chuyén vién 1 CNTT > |
Chuyé&n Vién 1 Nguyén E|
Chuyén vién 1 phdng hanh chink

Chuyén vién 1 phing ndi vu << |
Chuyén vién 1 phdng van x3
Chuyén vién 2 CNTT
Chuyé&n Vién 2 Mguyén
Chuyén vién 2 p1 BQL
Chuyén vién 2 phdng van =3
Chuyén vién nv a

Chuyén vién1 p1 BQL - -

| (5]

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:

H so c& nhén 14 nhitng hd so do chinh c4 nhan ngudi dang dang nhap tao ra, tai day
ngudi sir dung cd thé xem, Thém mdai, Chinh sira, X6a hd so ctia minh.

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

Van ban du thao

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

A XUF Ij cong viéc Hb so cé nhan
% Tao méihd sor O KY HIEU HO SO NGAY TAQ TIEU BE HO SO
% Hdsoca nhan (1) |D HSi2013-0 23/07/2013 09:19:35 H‘é»sn dur thiu Lai Chau

% Hb sochiasé (o) | Thémmoi || xéa | E—— <<Trangdhu | <Trangtrwée | 1 | Trangsau> | Trang cufi>»
- —— Xem va chinh siva
Toén bé hé so

Trang 27 /29



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

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

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

3. Ho so chia sé:

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

Tai phan “Xu# Iy cdng viéc” chon chirc nang “Hé so' chia sé”.

VAn ban du thio Yéu cAuidd xubt
Thir Ba, Ngay 23 thang 7 nam 2013 Ngurri dUng: Chanh vin phong UBND | B8 matkhdu | Thodt
A Xir Iy cong viec Hb so chia sé
~ Xir Iy ho s cong viec | Hé sor droc chiasé | HE so da chia sé
& Tao méihd so Hb so dirgre chia sé << Trang 84u | <Trang truéc 1 | Trangsau> | Trangcudi>>

| Hd so cé nhan {0) KY HIEU HO 5O/ NGAY TAC NGO TAO TIEU BE HO SO

@ o sochiasé (1) HS(2013-0 23/07/2013 09:19:35 Van thi Thu Hb so dy thau Lai Chau

Todn bé hé so

<<Trang Gau | <Trang truéc 1 rang sau> | Trang cudi >»
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