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I Giéi thiéu chung
Tai lidu ndy hudng din str dung cac chirc ning trong hé théng Quan 1y vin ban va
hd so cong viéc vaoi ddi tuong nguoi st dung 12 Lanh dao vin phong. Cu thé Lanh dao

van phong c6 trach nhiém thuc hién cac cong viéc chinh sau:

- Thuyc hién phan phdi vin ban sau khi duoc nhan tir van thu.

- Phén cong chi dao xir 1y nhitng van ban: ddi véi nhimg vin ban duoc giao cho
Khéi van phong xir 1y thi Lanh dao vin phong c6 nhiém vu dé.

- Duy¢t van ban du thao do chuyén vién thudc khdi van phong ma Lanh dao van
phong quan 1y trinh dén.

- Thyc hién xtt 1y van ban khi dugc giao nhiém vu truc tiép tur céip trén. Nhi€ém vu
nay tuong duong v4i nhiém vu ciia Chuyén vién.
Ngoai ra, Lanh dao van phong con c6 thé thuc hién duge mot sb cong viéc chung,

hd tro cho cong tac quan 1y bao gom: Xem vin ban toan co quan, Xem vin ban toan

don vi, Tra cru van ban, ...
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Il Ping nhip hé thong

Dé dang nhap vao H¢ thong quan 1y van ban va ho so cong viéc, nguoi st dung

hé thdng dugc cp dia chi truy cap va tai khoan dang nhap.
Thao tac dang nhdp

Budc 1: Nhap dia chi http://hscv.monre.gov.vn dé truy cap vao hé théng

Quan 1y van ban va ho so cong viéc trén trinh duyét web, man hinh dang nhap

hién thi:

BOITAIINGUYENWAMOITRUGNG

HE THONG QUAN LY VAN BAN VA HO SO DIEN TU

Pang nhap hé thong

- ‘ Tén dang nhép
DO ——

B NhG mat khiu Pang nhap

© B3 Tai nguyin va Méi tnidng
Phizn ban: 2.3.7.0
Ban dich: 20200808.1

- Bwéc 2: Nhép thong tin ding nhap vao hé thong, gdm:

e Tén dang nhdp: nhap vao tén dang nhap cua nguoi st dung — Thong tin
bat buoc phai nhdp
o Mt khdu: nhap mat khau - Théng tin bdt budc phdi nhdp

(Néu muén ghi nhé tai khodn thi tich chon vao truong ® Nho it khau
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. S Dang nhap L s A \ n A o1 A . 2
- Buwéc 3: Nhan nut , néu dang nhap thanh cong h¢ thong hién

thi giao dién lam viéc ctia nguoi st dung.

Vi du: Pang nhap vdi tén dang nhap “Idtrung.vnmc”, mat khau “1”
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HE THONG QUAN LY VAN BAN VA HO SO DIEN TU

Bang nhap hé théng

@ ’ Idtrung.vnmc

© B4 T3i nguyén va Mai tridng
Phién ban: 2.3.7.0
Ban dich: 20200808.1

. B : L . oo
=>» Sau d6 nhan nut - Giao dién hé thong twong ung véi vai tro Lanh

dao vian phong hién thi nhu sau:
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* BT bifrd lai

,«“’“1"«.‘ HE THONG QUAN LY VAN BAN VA HO SO DIEN TUF
@j‘ UY BAN SONG ME CONG VIET NAM
5
o
Le9GcTrung  Thodt Dirligu D ligu hién tai
‘Chénh V&n phong :
Timtrong:  ® Van ban dén O Van ban di O D thao O Hb ser O Phiéu trinh
VAN BAN BEN VAN BAN BI VAN BAN DU THAO PHIEU TRINH
B ché phan phéi =] VB béa céo, chua xem (] + VB ch¥ duyét, ky phat hanh [1] + PT ch I3nh dao phé duyét -]
» VB ch& phan eéng [0} * VB ¢hé lanh @20 van phang ky nhay [0] » PT che Ianh dao cho ¥ kién (0]
* VB nhén 6é biét, chua xem [0} * VE ehiy duydt. frinh tidp [1] * PT ohiy 13nh G20 vén phong xif 1§ o
* VB bitri lai -] * PT chi duyét, kj trinh tip (1]

* PT duoc duyét, chua xem

Sau déy la cac hudng dan cu thé timg nhom chirc ning tuong ng véi timg cong

viéc do Lanh dao van phong thyc hién.
111 Hwéng dan sir dung

Tai phan nay s& huéng dan chi tiét cach sir dung tirng nhém chic nang twong Gmg
v6i tung nhom cong viéc do Lanh dao van phong phu trach. Nhitng nhém chirc nang

chinh bao gom:

- Vin ban dén: Phan phdi vin ban, Phan cong xir Iy vin ban ciia VP Bo, Xir Iy
van ban, ...

- Van ban du thiao: Van ban dang du thao, Van ban da duoc duyét, Van ban du
thdo lién quan, Duyét du thao, ...

- Ho so cong viée: HO so dang xir 1y, HO so phu trach xir y, HO so phdi hop xur

.

ly, ...
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- Van ban di: Theo doi hoi dap van ban di, xem toan by van ban cua co quan,

xem toan bd van ban cua don vi, van ban lién quan, tra ctru van ban di, ...
Sau day la cac hudng dan cu thé:
1. Van ban dén

Day la nhom chtrc ndng gitp nguoi dung 1a Lanh dao van phong thuc hién cac
cong viéc lién quan dén van ban dén theo dang chuc trach va nhiém vu duoc giao. Tai
giao dién chinh, nhan vao nhom chirc ning “Vin ban dén”, cac chirc ning lién quan dén
van ban dén dugc hién thi nhu sau:

HE THONG QUAN LY VAN BAN VA HO SO DIEN T
= UY BAN SONG ME CONG VIET NAM

L& Dive Trung | Thoat
Chanh Van phong

Trang chi | Van ban dén | VB du thao | Phigu trinh | van ban di| Danh mue

CHUFC NANG Van ban ché phan phéi
e e A R — .
Theo ngay dén: Tir (=] Bén ] T kh6a tim kiém QTim kiém nang cao
> VB che phan phéi -
o Phan phéinhanh| Co tong 56 3 van ban. Trang1 4 1B
VB 83 phén phéi . ; h
\e g5 ing O Ngay dén e 58, Ky higu Co quan ban hanh 3 Trich yéu s Nguii xis Ij Thiri han Tinh trang
5 0 aling han
[V— O&a® 28122020  7812/BCT Bé Cng thirong Gidy Lé Bire Trung Chura i I
qui han x 1 e e .
= 26121202 i B4 Ning nghiép va Phat tién Neng ., B ¥ 1
TAEn T Dl e B e Osan® 6/12/2020 123/BNN hén v Lé Birc Trung Chura xi Iy
Theo ddi xir 1§ vin bin O &5a@ 16122020  0IVPCPTH Chinh phi Vv chudn bi we vu Thii tuéng Chinh phii lam viéc vii lanh dao finh Tra Vinh Lé Bire Trung Chura i Iy
e ebentattan Phan phdi nhanh| C6 téng s6 3 van ban. Trangt 4 1 B

Toan b van ban cia Co quan

Tra ciru théng ké

Chil thich mau chir

W vE i

Dy hop, Gidy méi, VB c6 han xis If

Trong nhom chire ning, cac chirc nang chinh bao gom:
- Phan phdi vin ban
- Phan cong xtr 1y VB cia VP B0

- Xt 1y van ban

Sau déy 14 cac huéng dan cu thé.
1.1 Phén phoi viin ban

Day 1a nhom churc nang cho phép Lanh dao van phong thuc hién céc cong viéce
lién quan dén nhiém vu phan phdi van ban dén sau khi nhan dugce tir van thu.

Tai menu bén trai giao di¢n, menu Phan phoi van ban chinh 1a nhoém chirc nang

nay. Cac chirc nang chinh tai ddy bao gdm:
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- Vian ban cho phéan phéi

- Vian ban d3 phan phdi

- Vian ban phan phdi da xir ly

- Vin ban phan phdi qua han xur ly

Sau déy 14 cac huéng dan cu thé.
1.1.1 Vin ban cho phan phoi

Khi nhan dugc cac vin ban do vin thu chuyén dén, Lanh dao vin phong c6 trach
nhiém doc va phan phéi cac van ban do to1 lanh dao cép trén hoac cac don vi, ca nhan

khac. Chtrc niang “Vin ban ché phan phoi” trong hé thong s& cho phép Lanh dao vin

phong thuc hién nhi€ém vu nay.

Sau khi vao nhém chtrc ndang Van ban dén, chuc nang nay dugc hién thi mac

dinh ngay nhu sau:

g 2 HE THONG QUAN LY VAN BAN VA HO SO'DIEN TV
‘%@_} UY BAN SONG ME CONG VIET NAM
[ T Trang chil | Van bin dén | VB dur thao | Phisu trinh | Van bn di | Danh muc
CHUFC NANG Van ban ché phin phéi

Phan phdi xi¥ Iy van ban

Theo ngay aén: Tir Eeen Ti khoa tim kiém B} i wiém ning cao

> VB ché phan phor -

o Phan phéinhanh| Co tong 56 3 van ban. Trang1 4 1B
VB @3 phan phoi . .
\® € x5y Ging O Ngéy dén = S, Ky higu Cor quan ban hanh Trich y¢ Nguir xis 1 Thiri han Tinh trang

5 0 aling han
[V— O&a® 28122020  7812/BCT Bé Géng thuong Gidy méi Lé Bire Trung Chua xi If

qué han 1 e e — -

e O 5@ 26122020 123NN g Nong nghicp vaPRALIEN NANG vy, 3 ca b3 tham gia 15 soan thio Lé Birc Trung Chura x& Iy
Theo ddi xir 1§ vin bin O &5a@ 16122020  0IVPCPTH Chinh phi Vi chudn bi tai liéu phuc wu Thi tuéng Chinh phi lam viéc v5i1anh dao finh Tra Vinh Lé Birc Trung Chura xi Iy
e ebentattan Phan phdi nhanh| C6 téng s6 3 van ban. Trangt 4 1 B
Toan b van ban cia Co quan

Tra ciru théng ké

Chis thich mau chis van ban:
[l VB chua hodc dang xi I
[ VE qua han xiF 1§
W vE s iy
[ Dw hop, Gidy mai, VB c6 han xis I

Trén giao dién s& hién thi mic dinh danh sach vin ban trong thoi gian gan nhat ma

c6 van ban can phan phoi tinh tir ngay hién tai lui vé trude.
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Tai ving danh sach vin ban dén chd phan phdi, c6 mot sb thong tin sau:
- Céc van ban dang chd phan phdi chua duogc xtr 1y s& hién thi mau xanh.
- Trudng “Ngudi xir Iy s& hién thi tén Lanh dao van phong s& thuc hién phan

phéi van ban, truong “Tinh trang” ban du hién thi trang thai “Chua xt 1y”.

- Biéu tuong s cho phép ngudi ding khi nhan vao s& xem duoc ludng xtr Iy

cua van ban, tir budc dau ti€n nhan dugc tur van thu dén budce xur 1y hién tai.

. 2 L] . s N ST U < 12 Ak A
- Biéu tuong = cho phép nguoi dung khi nhan vao s€ luu van ban dén vé may

va xem noi dung van ban dén. Biéu tuong nay sé& thay doi tily theo dinh dang file
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vin ban ma van thu da giri &én. Vi dy, néu file van ban dén c6 dinh dang .pdf thi
biéu tuong file .pdf == g& duoc hiénthi.
Sau diy 1a cach phan phdi vin ban dén:

- Bwée 1: Tai vung danh sach van ban chd phan phoi, nhan vao van ban can

phan phéi

e ) . . . . ) .
s % HE THONG QUAN LY VAN BAN VA HO SO DIEN TU
i .
= UY BAN SONG ME CONG VIET NAM
=
L& Bise Trung | Thost s b s o ppim
v e Trang chit| Van ban dén | VB du thao | Phigu trinh | Van ban di| Danh muc
CHUFC NANG V&n ban chir phan phdi
(R S L T Theo ngay dén: Tie Bén Tir knéa tim Kiém B &Tim kiém néing cao
» VB cho phan phbi . - .
L Phan phéinhanh| C6 tong s6 3 van ban. Tangl 4 1
VB d3 phin phéi
o (=] Ngay dén + 56, Ky higu Co quan ban hanh 3 Trich yéu $ Ngwii xir Ij Thizi han Tinh trang
VB da xir Iy ding han
N L Oga® 26122020  7812BCT B4 Cdng thuong Gidy mdi Lé Birc Trung Chura xi Iy
VB qua han xi Iy
Ol moomn e BT Ty — . - —— =
T LT B D T a 1] 26/12/2020 123/BNN than Vv CiF can bd tham gia 10 soan thio Lé Brc Trung Chura xi¥ Iy
Theo dBi xirlj vin bin O&a® 16122020  0IVPCP-TH Chinh phit Vv chudin bi £ai iu phuc vu Thi tuéng Chinh phi 1am viéc véi 1nh dao finh Tr3 Vinh Lé Birc Trung Chura xtr Iy
Véin bin lién quan Phan phdi nhanh| Cé tong sé 3 van ban. Trangt 4 1

Toén b vin ban cia Co quan
Tra ciru thdng ké

Chii thich méu ehif vén ban:
VB chua hoic dang xi If
W VB qua han xir I
W vB az i 1y
[ o hop, Gidy mévi, VB o6 han xii I

= Giao dién “Cap nhit vin ban dén” duoc hién thi nhu sau:

_ﬂ‘f\,_ HE THONG QUAN LY VAN BAN VA HO SO BIEN TU
K?_;j UY BAN SONG ME CONG VIET NAM
G v hbng Trang chil| Van ban d&n | VB dy thao | Phigu trinh | Vn ban di | Danh muc
CHUFC NANG ap nhat van ban dé

Phén phbi xi# I van bin

> VB chi-phan phéi Théng tin phén phdi van ban:
& example.rar
VB a3 phan phéi
VB @ U Ij 3ng han ¥ kién i I )
VB qua han i If The han s I

Phidn edng x 1 viin ban ciia Vén phong Hinh thire phan padic ®Trinh LD chi dao xi IyOChuyn 13nh dao khacOChuyén dom viOLLRU van thie
Theo dbi xi¥ I van ban

L&nh dao co quan=|

=
Vén ban lién quan . P
g Théng tin eor ban:

Toan bd van ban clia Co quan PR e s 3
> “ 96 van ban: 56 van ban dén

= 36 dén: 20

Tra cibu théng ké P

Noi gifi: B3 Céng thuang
ﬂ 6, kj higu: 7812/BCT Ngay ban hanh: 281212020

Chis thich mau chif vin ban: Ngay gén: 28/12/2020 Loai van ban: Thu mai

W VB chua hodc Gang x 1y — -

IV s han 5 1 Trich yéu: Gidy mai

Wve iy V&N ban phai trd 161 Kndng Tinh trang tr 101

M DU hop, Gidy mbi, VB c6 han xi I

Noudi k-

Han ira 10
93 mét Thudng D6 khin: Thuang
[ Théng tin x iy vin ban:
Tinh trang xi¥ - Chura xir Iy
Théng tin phan phéi, phén céng x(¥ Iy van ban:
Lénh Gao Van phong: Lé Bic Trung
Tép chira néi dung todn vin ciia vn ban:
& example.rar

~ Ni dung trao A - chi dao:

Trén giao dién “Cap nhat van ban dén”, gom cac vung thong tin sau:

e Vung “Théng tin phan phdi vin ban”: cho phép Lanh dao van phong

nhap thong tin sau khi xem xét vin ban dén can phan phdi.
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Phan mém H¢ thong qudn ly van bdan va ho so cong viéc

Tai liéu huéng dan st dung_Lanh dao van phong UB Mé Cong

e Vung “Cac thong tin vé vin ban”: hién thi cic thong tin vé van ban do
Van thu da nhap tir trudc.

e Vung “Cac thong tin xir ly van ban™: hién thi trang thai hién tai cia van
ban.

e Vung “Céc thong tin phian phdi, phin cong xir Iy vin ban”: hién thi cac
thong tin vé viéc phan phdi, phan cong xir 1y van ban.

e Vung “Chi dao, phan céng xir Iy viin ban dén ciia phong”: hién thi cac
thong tin chi dao xtr 1y van ban ctia phong. Tuy nhién, tai budc Lanh dao
vin phong phan phdi vin ban thi vin ban chwa duoc phan cong dén phong
xtr Iy nén ving nay chua hién thi noi dung gi.

e Vung “Tép chira ndi dung toan viin céia viin ban”: hién thj file van ban
dén dinh kem.
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Phan mém H¢ thong qudn ly van bdan va ho so cong viéc

Tai liéu huéng dan st dung_Lanh dao van phong UB Mé Cong

- Budc 2: Lanh dao van phong tai van ban dén vé may dé doc bang cach nhan vao
file dinh kém tai viing T€p chira ndi dung toan vin cia vin ban - File van ban

dén s& duoc tai vé may cua Lanh dao vin phong.

50 van ban: 5o van ban den 50 den: 24

Noi giri: B N6ng nghiép va Phét trién Néng thén

56, kj hiéu: 123/BNN Ngdy ban hanh
Ngay dén: 26/12/2020 Loai van ban; Thue méi
Trich yéu: Viv Clr cén bd tham gia 16 soan thao
Wan ban phai ira I1&1; Khéng Tinh trang trad 100 Chura ird 15i
Mguwéi ki Ha Céng Tuan Han tra 1o
D9 mét. Thudng Di khin: Thuong

Théng tin xr Ij van ban:
Tinh trang x( Iy: Chwa xte Iy
Théng tin phan phéi, phan céng xt Iy van ban:

L&nh dao V&n phdng: L& Dic Trung

& Danh sach can bo.docx

Tép chira ndi dung toan van cla van ban:

~ Ni dung trac ddi - chi dao:

Quay lai

Luu y: Néu Lanh dao van phong di xem vin ban dén nay roi thi c6 thé bo qua budc

\

nay.

w P

- Buée 3: Sau khi xem xét vin ban dén, tai ving “Thong tin phan phéi vin ban”,
Lanh dao van phong can néu y kién xir Iy (bat budc) tai truong [Y Kién xir 1y],

chon thoi gian xtr Iy (khong bat budc) tai truong [Thoi han xir 1y].
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Phan mém H¢ thong qudn ly van bdan va ho so cong viéc

Tai liéu huéng dan str dung_Lanh dao vin phong UB Mé Céng

- Buée 4: Lanh dao van phong chon hinh thtrc phan phdi khac nhau, Tai truong
[Hinh thirc phan phdi] ctia ving “Théng tin phan phdi vin ban”, tuy theo
tirng van ban dén ma, c6 4 trudng hop nhu sau:
+ Truong hop 1: Véi nhiing vin ban can lanh dao chi dao xir 1y thi Lanh dao
van phong tich chon vao gia tri “Trinh LD chi dao xir ly”. Tai truong [Trinh

lanh dao], nhan vao biéu tuong T| > Cira s chura tén céc 1anh dao duoc hién
thi:

i

Tran Hong Ha
Trinh Binh Diing

Pong ¥
Bd qua

= Chon tén 13nh dao cin trinh van ban va nhin nat Béng ¥ - Tén lanh dao
vira chon s& dugc hién thi tai trudng [Trinh 1anh dao]

Cap nhat van ban dén

Théng tin phan phéi van ban:
& example.rar

¥ kién xir Iy

)
Thii han xi¥ Iy 7@
Hinh thirc phan phéi: ®Trinh LD chi dao xir IfCOChuyén 13nh dao khacCOChuyén dom viCOLwu van thee
L&nh dao co' quan=* [Tran Hang Ha ﬂ
Théng tin co ban:

S0 vén ban: 6 van ban dén S0 dén: 29
Moi gii: B Céng thirong

S8, ki hiéu: 7812/BCT

Ngay ban hanh: 28/12/2020
Mgay dén: 28/12/2020

Loai van ban: Thur miri
Trich yéu: Gidy mai

Van ban phdi tra 1&i: Khdng Tinh trang tra I&i
Naurd by Han tra I

D6 mat: Thuéng D6 khan: Thudng
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Phan mém H¢ thong qudn ly van bdan va ho so cong viéc

Tai liéu huéng dan str dung_Lanh dao vin phong UB Mé Céng

+ Trwong hop 2: Voi nhitng vin ban can chuyén cho lanh dao khac xtr 1y thi
tich chon vao gia tri “Lanh dao khac”, trudng [Lanh dao khac] sé& hién thi

trén giao dién.

Cap nhat van ban dén
Théng tin phan phdi van ban:
& example.rar

Y idn xi Iy
|
Thei han i ]
Hinh thirc phén phdi: CTrinh LD chi dao xir Iy"@thuyén lanh dao khéclI'Chuyén dom viOLwu van the
I Lanh dao khac* J}€ Bec Trung =

Théng tin coe ban:

S0 véin ban: S6 van ban dén
Moi gli: Bd Céng thuong
S0, kyj hiéu: 7812/BCT
Ngdy dén: 28/12/2020
Trich yéu: Gidy mai

Van ban phdi fra 1&i: Khdng

S0 gén: 29

Mgay ban hanh: 28/12/2020

Loai vin ban: Thir mai

Tinh trang tra I&i:

Nguedi ky: Han tra 11

D6 mét Thudng 86 khan: Thudng

= Chon tén lanh dao cin chuyén vin ban dén tai truong [Linh dao khac] theo cach
tuong tu treong hop 1 (bit budc).

#+ Truwong hop 3: Véi nhiing vin ban can chuyén cho don vi xir 1y thi tich chon

vao gia tri “Chuyén don vi”, 2 truong [Pon vi xir Iy vin ban] va [Pon vi

phéi hop xir 1y viin ban] s& hién thi trén giao dién.

Cap nhat van ban dén

Théng tin phan phéi van ban:
& example.rar

¥ kién xr I

Théi han xir I "3

Hinh thirc phan phéi: OTrinh LD chi dao %@ IyOChuyén I&nh dao khé&BChuyén don vili-Lw van thu

Bon vi chd fri xir Iy

Ban vi phdi horp =0 1

Théng tin cor ban:
S6 van ban: 55 vén ban dén Sé aén: 29
Nei gli: B§ Céng thurong
56, ki hiéu: 7812/BCT
Ngay dén: 28/12/2020

Trich yéu: Gidy mai

Maoay ban hanh: 28/12/2020
Loagi vén ban: Thu mai
Wan ban phai tra I1&i: Khdng Tinh trang tra 1ai:

Ngui ky: Han tra 11

B4 mat: Thudng £ khén: Thwdng

=>» Nhap tén don vi xir 1y tai truong [Pon vi xir ly vin ban] theo cach tuong tu trwong

hop 1(bit budc). Néu vin ban can don vi phdi hop xtr Iy thi nhap tén don vi d6 tai
truong [Pon vi phoi hep xir 1y vin ban] (khong bat budc).

4+ Truong hop 4: V§i nhiing vian ban khong can chuyén dé xir 1y tiép thi tich

chon vao gié tri “Luru van thu”, giao di¢n dugc hién thi nhu sau:
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Phan mém H¢ thong qudn ly van bdan va ho so cong viéc

Tai liéu huéng dan str dung_Lanh dao vin phong UB Mé Céng

Cép nhat van ban dén

Théng tin phan phdi van ban:

& example.rar

¥ kién xir Iy

Thixi han xir Iy E
Hinh thirc phan phéi: OTrinh LD chi dao x(r I¥OChuyén 1anh dao khacOChuyén domn v

Thing tin cor ban:
S6 vén ban: S5 vén ban dén S gén: 29

Noi glii: B§ Cong thurong

S8, ky higu: 7812/BCT Mgay ban hdnh: 28/12/2020
Ngay dén: 28/12/2020 Loai van ban: Thu méi
Trich ;-éu Gié‘y‘ mai
Wan ban phai ira 151 Khéng Tinh trang tra |&i;
Ngurdi ky: Han tra loi;
26 mat: Thirong 20 khan: Thuong

- Bwéce 5: Sau khi thuc hién xir ly xong van ban, nhan nut , tuy tung
truong hop ma van ban s& dugc luu van thu hodc chuyén dén cac ddi twong khac
nhau, cho duoc xur 1y tiép. Nhiém vu cta Lanh dao van phong trong viéc phan
phéi vin ban sau khi nhan duoc tir vin thu dén day 13 hoan thanh. Vin ban sau khi
phan phdi s& dugc chuyén tir viing Vin ban ché phan phdi sang ving Vin ban

da phan phéi tai chic ning VB da phan phdi.
Luwu y: Trong qua trinh phan phdi van ban, néu ngudi ding mudn quay lai man
hinh trudc d6, khong thuc hién tiép cong viéc thi nhan nit

Vi du: Vin ban dang phan phdi can trinh 1anh dao, Lanh dao vin phong nhép cac

thong tin va tich chon vao gia tri “Trinh LD chi dao xir ly” nhu sau:

Trung tim Cong nghé phan mém va GIS 21



Phan mém H¢ thong qudn ly van bdan va ho so cong viéc

Tai liéu huéng dan str dung_Lanh dao vin phong UB Mé Céng

Cap nhét van ban dén

& example.rar

Kinh trinh Pho chd tich

V kién xi Iy

i
Thii han =& Ij: B

Hinh thire phan phdif®Trinh LD chi dao xi¥ [f-Chuyén lanh dao khacCOChuyén dom viCLwu van thie
L&nh dao co quan.*[Trdn Hong Ha ﬂ
Théng tin coe ban:

S0 véin ban: S4 vén ban dén S0 dén: 29
Noi giri: Bb Cong thurang
S0, ky hiéu 7812/BCT

Ngay ban hanh: 28/12/2020
Ngay dén: 28/12/2020

Loai van ban: Thu méi
Trich yéu: Gidy miri

Van ban phai fra 151 Khéng

Tinh trang tra 1
Ngwdi ky:

Han tra 1o
D6 mat Thuong D6 khan: Thudng

=> Nhén nit - Chuong trinh hién thi hop thoai xac nhan [C6 chic chin
chuyén cho linh dao X khong?] (X 1a tén linh dao vira trinh viin ban) > nhén
nGt [OK], van ban dugc chuyén dén 1anh dao thanh cong, vin ban dugc chuyén tir

vling Vin ban chd phan phdi sang ving Vin ban da phan phéi tai chirc ning VB
di phan phdi.

f'f“ HE THONG QUAN LY VAN BAN VA HO SO DIEN TU
‘s@,{’ UY BAN SONG ME CONG VIET NAM

L& Ditc Trung | Thodl “Trang chit | Van ban d&n | VB dy thao | Phidu trinh | Van ban di | Danh muc
CHI'C NANG Cap nhét van ban aén
van ban
VB chérphan phbi Théng tin cor ban
5 van ban: 56 van ban gén s6dén 9
VB da i I diing han Noi giti: B Tai nguyén va Wi truisng

VB qus han i S8y hidu: 01/BTNMT-TH Ngay ban hanh: 05/08/2020
Phén céng xi Iy van ban ciia Van phong Ngay dén: 02:42 CH 05/08/2020

Trich yéu: Viv méi tham dy néi thdo chrong trinh UBSMC
Mgurdi k- Tran Hong Ha

S0 ban.

Loai vén ban: Cong van
Theo ddi x(¥ Iy van ban
Van ban lién quan

Todn bé vén ban cia Co quan

56 trang.
Tra ciru thdng ké 96 mét Thudng D6 khén: Thudmg
2] L& van ban QFPL: Khang Phuong thirc nhan: Bign tr
Chi thich mau chik van ban: Van ban phai i3 Iai: Khdng Tinh trang tré Ioi: Chura tr I5i
| V%] chva hogc dang i 1y Han tr3 1bi béng =6
[l VB qua han xiv 1
W vs &z 1y [ Théng tin Xt 1y vén ban:

[ 0w hop, Gidy mdi, VB c& han xif If Tinh trang xr I Chua xi¥ 1§
Théng tin phan phéi, phan céng xir Iy van ban:
Lanh dao Van phong: Lé Dire Trung
¥ kign ldnh dao Van phong: sdagsd sdgsdgsdg
‘Bon vi chil i x0 1 Tiéu ban lwu e séng Clru Long
Son vi phdi hop xir Ij: Van phang Tauémg tryc Uy ban séng Mé Céng Viét Nam; Tiéu ban lvu vige séng S& San - Srépék
Nhén dé biét, thuc hién: Tran Hong Ha
Thri han: 2911012020 Béng 56
Tép chira ndi dung toan van cla van ban:
# Bookl.xlsx
STT ‘Bomn vi nhdn van ban & aén Dé tiép nhén
~ Ni dung trao ddi - chi dao:

Quay lai

Vin ban dwoc hién thi tai ving “Van ban da phdn phéi” cia chire nang “”VB da
phdn phoi”
Xem hinh trén, tai ving Vin ban da phan phdi, truong “Ngwoi/Pon vi xit Iy s&

hién thi tén ngudi xir Iy van ban 1a Lanh dao vira dugc trinh van ban, truong “Tinh

trang” hién thi 12 “Pang xtr [y
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Phan mém H¢ thong qudn ly van bdan va ho so cong viéc

Tai liéu huéng dan st dung_Lanh dao van phong UB Mé Cong

= Céc vian ban duoc phan phoi theo trudong hop khac ciing thuc hién twong ty.

Luwu y: Cac van ban sau khi duoc chuyén téi cac ddi tuong phu hop sé tiép tuc dugc xtr
1y theo dung trach nhiém va quyén han cua cac dbi tugng nay. Cach xir Iy van ban tai
cac budc tiép theo sé duoc hudng dan tai cac tai lidu khac, twong ing véi timg d6i
tuwong. Tai phan nay chi dimg lai & budc Lanh dao vin phong hoan thanh cong viée
phan phdi vin ban.
1.1.2 Vin ban da phan phéi

Chure nang nay cho phép Lanh dao van phong xem lai cac van ban da thuc hi¢n
phan phdi.

Sau khi vao nhom chirc ning Vin ban dén, nhan vao menu bén trai giao dién

Phan phéi van ban >> VB da phan phéi, chtrc ndng dugc hién thi nhu sau:
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Phan mém H¢ thong qudn ly van bdan va ho so cong viéc

Tai liéu huéng dan str dung_Lanh dao vin phong UB Mé Céng

HE THONG QUAN LY VAN BAN VA HO SO'DIEN T
UY BAN SONG ME CONG VIET NAM

L& Dirc Trung | Thodt
Chanh V:

Trang chil| Véin ban dén | VB dy thdo | Phigu trinh | Vin ban

Van ban da phan phbi

Phn phéi xis 1 van ban Theo ngay phan phéi: Tee EJosn Ti knéa tim kiém B} arim kiém ning cz0
VB ché phan phbi . L 4 1S
. (Co tong 6 16 van ban. Trang 1 12
> VB g phan phéi o 9 =
R Ngéy PP a Ngéy dén S8, Ky hiéu Cor quan ban hanh & Trich yéu Ngudi/Bom vi xiF Ij Théi han Tinh trang
VB g4 xi¥ If dlng han Van phong Thudng trre Uy ban
VB qui han 01 Smda 0312020 19A02020 SISIETNMT B4 Tai nguyén va Mdi truong dihdh dhofidfidi 55ng M@ Cong Viet Nam Chua xi Iy
Phan céng xi I van ban ciia Van phang Smis 03112020 15M02020 7777 B0 Tai nguyén va Mi tnibng s Trinh Binh Diing Chura xit
Theo dbi xiF Iy vén ban ,E_% 301102020 | 2811022020 111TE i nguyén va Méi tnrong géri nhan van ba Van phong Thud 31MOR020  Chira x
Van ban lién quan son G x0 1§
a Smds 20002020 26M0/2020 SSSS/UBSMC B3 Gide duc va Dictao test vén ban Lé Dirc Trung stropoz0 D2XI W
- (ding han)
Toan b vin ban cia Co quan _
T r S 28102020 2811072020 4444/UBSMC Béo Tai nguyén va Méi tnrong sdhsaf sdMd dMdfh diaf dhdmdih Lé Birc Trung Chura xi Iy
Tra ciru théng ké DB
n S & 28102020 27102020 O3BTNMI-GONTT B8 Tai nguyén va Méi trsdng test tramny 2 L& Dirc Trung 310020 ¢ df]:;’ "yam
g X Cuc Cling nghé thdng tin va D iéu  VIv g nhén v ban @ién tiF gira Cue CNTT - B TNEMT véi Uy ban Van phong Thudng truc Uy ban -
Chis thich mu chie vén b S 2802020 21102020 123cenTTCNRM SRS g mékong 25mg M8 Cong Vist Nam Chura i I
e chua hodc dang xd If S 20102020 05092020 OUETNMITH BG Tai nguyén va Mdi tredng Vv mii tham di hdi thao chuong trinh UBSMG. Tigu ban luu virc séng Ciru Long Chura xi¥ Iy
VB qué han w7 1f .
WEday S 19102020 191072020 5333UUBSMC Ban Quin Ij Lang CT H3 Chi Minh  sdg gs sdgsdg sdghsdh dhdfh tramnv 1 Lé Dirc Trung Chura i I
IDu hop, Gy mei, VB c6 han <0 1 Smis 1902020 19A0/2020 S343/UBSMG Ban Té chic Trung wong gsd sdgsd haf dhadfh Trinh Binh Diing Chura xi¥
Jds 19102020 191072020 53222UBSMC. B hidm x hdi Vit Nam test sdgsdg sdgsdg sdsdhs L& Dire Trung ;z:g,:”am
sca Van phong Thuang true Uy ban e
Sads 1702020 10102020 4444 66 Céng an 4444 <6ng M8 Cong VBt Nam Chura xif Iy
- . . L Van phong Thueng trure Uy ban .
Sm@ 15402020 1302020 33UBSMC Ban Chép hanh Trung wong testvan ban tramny 1 om0 M@ Cong Viet Nam Chua xir
141012020 123 Béo Tai nguyén va Méi tnromg 123 fdsa Trinh Binh Diing Dang xir j
Sm @ 05092020 31082020 7564S6/UBSMC & TNSMT Tinh Binh Thudn test van ban Trén Hong Ha Chura xi Iy
C6 tdng $6 16 van ban, Trang1 4 12

Tai ving Vin ban da phén phdi, truong “Nguwdi/Pon vi xir Iy” s& hién thi tén
ngudi hodc tén don vi dang xir Iy van ban, truong “Tinh trang” s& hién thi trang thai
ctia van ban 13 “Pang xir Iy”/“Pa xir Iy tiy theo ting trudng hop cu thé. Khi mudn
xem thong tin chi tiét ciia van ban thi nhan vao van ban can xem.

HE THONG QUAN LY VAN BAN VA HO SO'DIEN T
UY BAN SONG ME CONG VIET NAM

Trang chit| Vdn ban d&n | VB dy thao | Phigu trinh | Van ban di| Danh muc
'Van ban da phan phi

Theo ngay phan ph Bén Tir kha tim kiém B @Tim kiém ning cao
VB ché phan phbi . L .
> VB 83 phin phé (Cé tong s 16 van ban. Trang1 4 12
5 phan phéi
VB 30 1 5ing Ngéy PP a Ngéy dén S8, Ky hiéu Cor quan ban hanh & Trich yéu Ngudi/Bom vi xiF Ij Théi han Tinh trang
4 i 1f Ging han = -
; ST rasvEn v M Van phong Thuang true Uy ban -
VB qud han x01f Sads 032020 1910/2020 SMSIETNMT B4 Tai nguyén va Mdi truong ddfh dhddidg 55ng M@ Cong Viet Nam Chura xif Iy
Phan céng xi I van ban ciia Van phang Smis 03112020 15M02020 7777 B0 Tai nguyén va Mi tnibng s Trinh Binh Diing Chura xi¥ I
Theo ddi xi¥ Ij vin ban ,“E_% 3011012020 MITE B6 Tai nguyén va Mai tn gGi nhan 3111012020 Chura il
Van ban lién quan son G x0 1§
a Smeds 20102020 26102020 SSSSIUBSMC B6 Gio duc va Dio fa fest vén ban Lé Dirc Trung 3111012020 %?3:;"1!1"3
Toan b vin ban ciia Cor quan B
Tra ciru thing ké S 28102020 2811072020 4444/UBSMC Béo Tai nguyén va Méi tnrong sdhsaf sdMd dMdfh diaf dhdmdih Lé Birc Trung Chura xi Iy
ra ciru thong ké Moikivi
n S & 28102020 27102020 O3BTNMI-GONTT B8 Tai nguyén va Méi trsdng test tramny 2 L& Dirc Trung 311072020 %ﬂ "“,“yan
- . 'Cuc Cong Nghe thong tin ¥ DG gy VIV Gy nhan van ban Gien 1t gia Cuc GNTT - B3 TNGMT vat Uy ban van P Te Uy ban
. G 28102020 211072020 123CCNTT-CNPM
Chis thich mau chif vén ban: Erc s Singmékong
e chua hodc dang xd If S 20102020 05092020 OUBTNMITTH BG Tai nguyén va Mdi tredng Vv mii tham di hdi thao chuong trinh UBSMG. Tigu ban luu virc séng Ciru Long
B qus han % 1§ .
W Ve G S 19102020 191102020 533IWUBSMC Ban Quin Ij Ling CT HA Chi Minh  sdg ags sdgsdg sdghsdh dfhdfh tramnv 1 Lé Dirc Trung
o hop. Gidy mai, VB c6 han <01 Smis 1902020 19A0/2020 S343/UBSMG Ban Té chic Trung wong gsd sdgsd haf dhadfh Trinh Binh Diing
Jds 19102020 191072020 53222UBSMC. B hidm x hdi Vit Nam test sdgsdg sdgsdg sdsdhs L& Dire Trung ;z:g,:”am
5o Van phong Thuang true Uy ban o
Sads 1702020 10102020 4444 66 Céng an 4444 <6ng M8 Cong VBt Nam Chura xif Iy
— A s . Van phong Thudng trre Uy ban
SmE 15102020 13102020 33UUBSMC Ban Chip hanh Trung wong test van ban tramny 1 s3ng Mé Cong Vst Nam Chura xi¥
141012020 123 Béo Tai nguyén va Méi tnromg 123 fdsa Trinh Binh Diing Dang xir j
S 05002020 31032020 756456IUESMC & THMT Tinh Binh Thuin testvin ban Trén Hong Ha
C6 tdng $6 16 van ban,

=» Thong tin chi tiét cua van ban duge hién thi nhu sau:
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s 2 HE THONG QUAN LY VAN BAN VA HO SO BIEN T
= UY BAN SONG ME CONG VIET NAM
e g LThodt Trang chil| van ban d&n | VB du tho | Phidu trinh | Vn ban di| Danh muc
CHUPC NANG &p nhat van ba

Phan phdi xie If van ban Thu héi vén ban

VB ché phén phbi Théng tin cor ban

56 véin ban: S6 vén ban gén s6 dén: 9

VB & xib I &iing han

Noi gi: B3 Tai nguyén va Méi trudng
SBrky higu: 0/BTNMT-TH Ngay ban hanh: 05/09/2020
Phan céng xi¥ 1j vén ban ciia Van phang Nggy Gén: 02:42 CH 05/09/2020

Loai vén bin Céng vén
Theo ddi xi¥ Ij van ban Trich y&u: V/v mai tham du hdi thao chuong trinh UBSMG

VE gua han xi¥ I

Van ban lign quan Ngudi ky: Tran Hong Ha
Toan bé van ban ciia Co quan

s6 ban: S6 trang;
Tra ciru thong ké 96 mét Thudng D5 khén: Thudmg
2] L& v&n ban QPPL: Khng Phuong thirc nhan: Dién ti
Chil thich mau chi van ban: Van ban phai tra 191 Khdng Tinh trang trd I5E Chura trd 1
VB chua hodc dang x5 Iy Han 1rA I bing 56
W VE quahan s 1y
W Ve ai s i [ Théng tin xw 1y vén ban:

[ D hop, Giy méi, VB cé han i Iy Tinh trang x0r Iy Chua xi¥ I

Théng tin phan phéi, phan céng xir Iy van ban:

Lanh dao Van phong: Lé Birc Trung
¥ kién [anh dao Van phong: sdagsd sagsdgsdg

‘Ben i chil tri x( Ij Tiéu ban Iwu vire séng Clru Long
Sen vi phoi hop x( 12 Van phong Thuang truc Uy ban séng Mé Céng Viét Nam; Tiéu ban lru vire s6ng Sé San - Srépbk
Nhén dé biét, thuc hién: Tran Hong Ha
Théi han: 29/10/2020 Bang so:

Tép chira ndi dung toan van cla van ban:

& Baoki.xlsx
STT ‘Bomn vi nhdn vén ban Ba aén D4 tiép nhéan
~ Ni dung trao ddi - chi dao:

Quay lai

= Cac thong tin cta vin ban tir budce xir Iy dau tién (tir lac Van thu vao s6 van ban dén)
dén bude dang dugc x1r 1y hién tai déu duoc hién thi 1an luot tai cac vung tuong tu

d3 hudng din & phan Vin ban cho phan phéi.

1.1.3 Vin ban da xir ly dang han

Churc nang nay cho phép Lanh dao van phong xem cac van ban da dugc xu ly
sau khi duoc Lanh dao vin phong phan phdi.
Sau khi vao nhom chtrc nang Van ban dén, nhan vao menu bén trai giao dién

Phan phdi vin ban >> VB di xir Iy ding han, chirc ning duoc hién thi nhu sau:

HE THONG QUAN LY VAN BAN VA HO SO DIEN TU
UY BAN SONG ME CONG VIET NAM

e g LThodt Trang chit| Van ban dén | VB dy thio | Phigu trinh | Van ban di| Danh muc
CHUC NANG Van ban phan phdi da xir Iy

S Theo ngay dén: Tir 2 B2 i khéa i kidm B} arim kiém ndng cao
VB ché phén phéi

PP (C6 tdng s6 4 van ban,
VB G phan phdi

Trang1 4 1 W
Ngay dén~ 8, Ky higu Cor quan ban hanh Trich yéu NguwériDon vi xir Théi han Tinh trang
) - . . - BAXTIY
VB qué han xiF f Smis  28102020  SSSSIUBSMG B Gido duc v D30 tao test van bin L& Birc Trung 302020 il oy
Phén cong xi¥ Iy van ban ciia Van phong Sl 21102020 OMBTNMT-CONTT B3 Tainguyén va M tusng test tramnv 2 L& Bire Trung 31/10/2020 (B;J:g ’Lyam
M B B s 19102020 53222UBSMC Bio hiém x3 héi Vigt Nam fest sdgsdg sdgsdg sdsdhs Lé Bire Trung ﬁ;ﬁ; 7‘1!1"3
Van ban lién quan L9 hg
. A ; : oo BTy
Tobin 6 vn bin ciia Cor quan mmlE 29082020  666UBSMK Ban T4 chirc Trung vong test vin ban Tiéu ban luu vic séng Clru Long (g han)
Tra ciru théng ké C6 tong s6 4 vén ban. Trang1 4 1 P

Chis thich mau chiF vn ban;
B VB chua hoic dang x I
[l VB qua han xii iy
| VELERST
[ Dw hop, Gy moi, VB €6 han xi¥ I

= Cach xem chi tiét van ban thyc hién twong ty phan Vin ban da phan phéi.

1.1.4 Vin ban phéan phoi qua han xir ly
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Chure nang nay cho phép Lanh dao van phong xem cac van ban da qua han xu ly

nhung chua hoan thanh xtr Iy sau khi duwoc Lanh dao vin phong phan phdi.

Sau khi vao nhom churc nang Van ban dén, nhan vao menu bén trai giao dién

Phén phoi viin ban >> VB qua han xir Iy, chic nang dugc hién thi nhu sau:

s _ S .

T 2% HE THONG QUAN LY VAN BAN VA HO SO DIEN TP

=/ UY BAN SONG ME CONG VIET NAM
=
L& Bibe Trung | Thot Trang chil | Van ban dén | VB dy thao | Phigu trinh | Van ban di | Danh muc
CHUC NANG Van bin phan phdi qua han xi Iy
Phén phdi xi 1 vin ban Theo ngay dén: Tir & B2 Tir knGa tim kém B arim kiém nang cac
VB ché phén phdi B
Knéng cé van ban nao,

VB a5 phan phéi

Ngay dén e S8, Ky hidu Cor quan ban hanh
VB 63 x I dlng han

Khong cd van ban nao.
P VB qua han x5 1y

Phan céng xw Iy van ban cua Van phong

Trich yéu Ngui/Ben vi xiF Iy Thi han Tinh trang

Theo dBi xtr Iy van ban

Van ban lién quan

Todn bj viin bén cla Co quan
Tra cteu théng ké

Chil thich mau chif van bin:
W VE chua hodc dang xii If
VB qué han xiv 1y
Wve d oy
[ Dv hep, Gidy méi, VB cb han xir If

= Céach xem chi tiét vin ban thyc hién twong ty phan Vin ban da phan phdi.

Trung tim Cong nghé phan mém va GIS 26



Phan mém H¢ thong qudn ly van bdan va ho so cong viéc
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1.2 Phan cong xir Iy vin béan ciia vin phong Uy ban

bay 1a nhém chirc nang cho phép Lanh dao van phong thyc hién cac cong viéc
lién quan dén nhiém vu phéan cong xir Iy van ban d6i v6i nhitng van ban duoc Lanh dao

cap trén giao cho khdi vin phong xir 1y.

Tai menu bén trai giao dién, menu Phén céng xir Iy VB ciia VP Uy ban chinh 12

nhom chirc ning nay. Cac chic ning chinh tai dy bao gom:
- Vin ban cho phan cong xir ly
- Van ban da phan cong xu ly
- Van ban phan cong da xu ly
- Van ban phan cong qué han xu ly
Sau déy la cac huéng dan cu thé.
1.2.1 Van ban cho phan cong xi ly

Khi nhén duoc cac vin ban do Lanh dao cép trén giao xudng, Lanh dao vian phong
c6 trach nhiém doc va phan cong cac van ban do tdi cdc phong ban/ca nhan/... thudc
khéi van phong dé xir 1y vin ban nay. Chirc ning “VB cho phan céng xir Iy” trong hé
thong sé& cho phép Lanh dao vin phong thuc hién nhiém vu nay.

Sau khi vao nhom chtic ning Vin ban dén, nhan vao menu bén trai giao dién
Phan cong xir ly VB cia Van phong >> VB ch¢ phan cong xir ly, chic nang dugc

hién thi nhu sau:
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P Y HE THONG QUAN LY VAN BAN VA HO SO DIEN TU
| |
\@;j UY BAN SONG ME CONG VIET NAM
-
LE DGe Trung | Thozt Trang chii| viin ban dén | VB dy thao | Phi€u trinh | vén ban di| Danh muc
CHUFC NANG Vin ban chér phan cong, chi dao xir Iy
Phén phdi xir f vén bin Theo ngay dén: Tir Ele Tir knba tim kiém B} arim kiém ning cz0
n clia Vin phéng ~ .
= Phan céng nhanh |C6 tng 56 1 van ban. Trang1 4 1 B
— (] Ngay dén - 56, Ky higu Ger quan ban hanh & Trich yéu Ngu&iDon vi xir Iy Thii han Tinh trang
VB G4 phan cong x Iy . . P
R O 5@ 281202020 7812/BCT B& Géng thirong Gidy m L& e Trung Chua xi¥ Iy
VB a xi¥ I iing han ’ - B
R C6 tdng 56 1 van ban. Trang1 4 1 B
VB qué han xi Iy
Theo ddi x I van ban

Van ban lién quan
Toin bd van ban ciia Cor quan

Tra clru thong ké

Chis thich mau

[ D hop, Gidy méi, VB cé han xir If

Trén giao dién s€ hién thi mac dinh danh sach van ban trong thoi gian gan nhat ma
c6 van ban can phan cong.
Sau day la cach phan phoi van ban deén:

- Buée 1: Tai ving danh sach VB cho phan cong xir 1y, nhan vao van ban can

phan cong xur ly:

Trung tim Cong nghé phan mém va GIS 28



Phan mém H¢ thong qudn ly van bdan va ho so cong viéc

Tai liéu huéng dan str dung_Lanh dao vin phong UB Mé Céng

Van ban ché phan cong, chi dao xiF Iy

= Giao dién “Cap nhit vin ban dén” duoc hién thi nhu sau:

Trang chii | Van ban dén | VB dy thao | Phidu trinh | Vdn ban di | Danh muc

khacOKEt thic x& 1y

ERCICI

Van ban lién quan

Toan b3 van bin i Corquan bhng =4,
Tra cibu théng ké -l
Y | vatincotin
adn 20
h: 281122620
I Ngsy aén: 28/12/2020 531 vn ban: Thu moi
Trich yéu: Gidy mi
VAN bin phii trd I Khéng
Ngusi k- Han trd 16,

Théng tin xir f vin ban

ng: Trinh Binh Diing
ng: Chuyén VP xi I

o Van phong: Lé Dirc Trung

o Van phong: Tinh chd tien

ri xis 1y Van phong Thudng trye Oy ban séng M& Géng Viét Nam

4 aén" 30
L
Tép chisa néi dung todn v
# examplerar
STT Bon vi nhin van ban B3 dén 03 tidp nhan
1 Van phong Thudng irvc Uy ban sing ME Cong Viét Ham 29/1212020 11-10:19 2911212020 13:51:26

e~

Trén giao dién “Cap nhat van ban dén”, gdm cac vung thong tin sau:

e Vung “Chi dao, phan céng xir Iy vin ban dén cia don vi”: cho phép
Lanh dao van phong nhap thong tin sau khi xem xét vin ban dén can phan
cong.

e Vung “Théng tin co ban”: hién thi cic thong tin chung cta vin ban do
Vian thu da nhap tur trude.

e Vung “Thong tin xi ly van ban”: hién thi trang thai hi¢n tai ciia van ban.
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Theo ngay dén: Tir Bén Tir khéa tim kiém B @Tim kiém ndng cao
Phan cong nhanh |C6 tong so 1 van ban. Trang1 4 1 P
] Mgy dén = s, Ky hiéu Cor quan ban hanh = Trich yéu NowiiBon vi xiv Ij Thé han Tinh trang
5w 28122020 7812BCT B Céng thuong Gidy mdi L& Dic Trung Chua x{r Iy |
Cé tong 56 1 van ban. Trang1 4 1 B




Phin

mém H¢ thong qudn ly vian bdan va ho so cong viéc

Tai liéu huéng dan st dung_Lanh dao van phong UB Mé Cong

e Ving “Théng tin phan phdi, phin cong xir 1y vin ban”: hién thi cac
thong tin vé viéc phan phdi, phan cong xur 1y vin ban.
e Vung “Théng tin cip nhit ciia vin thw don vi”: hién thi cic thong tin
van ban do Van thu cap nhat.
e Vung “Tép chira ndi dung toan vin ciia viin ban”: hién thi file van ban
dén dinh kem.
- Buére 2: Lanh dao vin phong tai vin ban dén vé may dé doc bang cach nhan vao
file dinh kém tai vung Tép chira ndi dung toan van cia van ban -> File van ban
dén s& duoc tai vé may cua Lanh dao vin phong.
Lwu y: Néu Lanh dao vin phong d3 xem vin ban dén nay roi thi c6 thé bo qua
budc nay.
- Buée 3: Sau khi xem xét vin ban dén, tai ving “Chi dao, phan cong xir Iy vin
ban dén ctia don vi”, Lanh dao van phong can néu ¥ kién chi dao (bat budc) tai
truong [Y Kién chi dao xir Iy], chon thoi gian xir Iy (khong bat budc) tai truong
[Thoi han xi ly].
- Budc 4: Lanh dao van phong chon hinh thirc phan cong x1r Iy van ban tai truong
[Chuyén cho] cta ving “Chi dao, phan cong xir Iy vin bin dén ciia don vi”.
Tuy theo ting van ban dén ma c6 4 trudng hop nhu sau:
4 Truong hop 1: V6i nhitng vin ban can phan cong cho phong nao dé thudc khéi
van phong xtr 1y thi tich chon vao gia tri “Phong” va chon tén phong xir 1y chinh
tai truong [Phong chi tri xir Iy] (bat budc), chon phong phdi hop xir 1y tai truong
[Phong phdi hop xir Iy] (Khong bit budc). Cach chon cac trudng niy tuong ty da

huéng dan tai phan Vin ban cho phan phéi.

Cap nhit vin ban dén

Chi dao, phan céng xi¥ Iy van ban dén cta don vi:

Y kidn chi dao xr I

Chuyén chof®@Phangl)Can beCLanh dao khacOKét thic xik ly

Phong cha tri xir Iy:* [Phang Hanh chinh Téng hop UBMK

. [Trung tdm ho tro phat trién Itu virc séng Mé Cang
Phong phoi hop xir Iy:

Thixi han xtr Ij: :E bangsé |

Lanh dao nhan dé biét: [
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# Truwong hop 2: V6i nhitng van ban can phan cong cho can bd xir 1y thi tich chon
vao gia tri “Can b$”, 2 truong [Nguwdi chit tri xir Iy], [Ngwoi phdi hop xir 1y] s&

hién thi trén giao dién.

Cap nhit van ban dén

Chi dao, phan céng x(r Iy van ban dén cia don vi:

Y kidn chi dao xir Iy
Chuyén cho f:ﬁi'Phan@Cén b@l: LLanh dao khacCOKét thac xie Iy

Thei han xir Iy: "a béng 56-:'
=]

—
Nguréri chi tri xe Iy |

Ngudii phéi hop xir Iy

Lanh dao nhan dé biét:[ E|

= Chon tén can bd xir 1y chinh vin ban tai truong [Ngwdi chi tri xir 1y] (bat
budc), chon tén can bd phdi hop xir Iy vin ban tai trudng [Ngudi phodi hop

xir 1y] (khong bat budc).
# Truwong hop 3: V6i nhiing vin ban can chuyén cho lanh dao khac phan cong xir
1y thi tich chon vao gia tri “Léanh dao khac”, trudng [Linh dao] s& hién thi trén

giao dién.

Cap nhit vin ban dén

Chi dao, phan céng X Iy van ban dén cia don vi:

Y kidn chi dao xir Iy~

Chuyén che: OPhongCan mbuanh dao khacl'Két thuc xiv Iy

I Lanh dao khac chi dao.*|

EA[EN[EN

Ngur&i chi tri xt - [

Lanh dao nhan d& bit: [

= Nhip tén lanh dao can chuyén dén tai truong [Lanh dao] (bit budc).
4+ Truong hop 4: V§i nhitng vian ban khong can xtr 1y tiép thi tich chon vao gia

tri “Két thic xir 1y, giao dién duoc hién thi nhu sau:
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Cap nhit vin ban dén

Chi dao, phén céng xi [y van ban dén cia don vi:

Y kién chi dao xir Iy

Chuyén cho: OPhéngCan béCLanh dao khal@Kénhuc xir Iy I

- Bwéc 5: Sau khi thuc hién phan cong xt 1y vin ban xong, nhan n(t :
tly timg treong hop ma vin ban s& duoc két thuc xir 1y hodc chuyén dén cac d6i
tuong khac nhau, cho dugce xur ly tiép. Nhiém vu cta Lanh dao van phong trong
viéc phan coéng xir Iy vin ban dén day 1a hoan thanh. Vin ban sau khi phan cong
s& duoc chuyén tir ving VB cho phan cong xir Iy sang ving VB di phan cong
xir ly tai chirc naing VB da phéan cong xir ly.

Luu y: Trong qua trinh phan cong xir 1y van ban, néu nguoi ding mudén quay lai

man hinh trude d6, khong thuc hién tiép cong viéc thi nhan n(t

=» Cac van ban dugc phan cong theo truong hop khac ciing thuc hién twong tu.
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1.2.2 Van ban da phan cong xir ly

Chure nang nay cho phép Lanh dao van phong xem lai cac van ban da thuc hién
phan cong.

Sau khi vao nhoém chirc nang Van ban dén, nhan vao menu bén trai giao dién
Phén cong xir Iy VB ciia Vin phong >> VB da phén cong xir ly, chirc nang dugc hién
thi nhu sau:

ke % HE THONG QUAN LY VAN BAN VA HO SO BIEN TU
4 UY BAN SONG ME CONG VIET NAM

L& Dire Trung | Thodt
Chanh Van phong

Trang chu | VB dy thao | Phi€u trinh | Van ban di| Danh myc

Phan phéi xix If vén ba . B A
an phol xzly van ban Theo ngay dén: T Ben Tir khoa tim kigm Bemm kiém nang cao
Phan céng xi Iy van bén ciia Van phong
VB chir phan cong xi 1y Cé téng sé 7 vén ban. Trangt 4 1P
PETTErrT NgayPCa  Ngay dén s6, Ky higu Co quan ban hanh Trich yéu Nguoi/Bon vi xir I & Thoihan  Tinhtrang
— S 30102020 3011022020 111111VPTTUBSMK B4 Céng an wiv thém méi Nguy&n Hai Thanh Chua xir Iy
VB da x¥ If dlng han = ot
- o - . a X0 Iy
VB qué hen s 1f Shl 261102020 2811012020 5555UBSMIC B6 Gido duc vé Do o test van ban L& Birc Trung 31102020 FERN
Theo déi xik 1§ van bin S 281102020 281012020 4444UBSMC B4o T4 nguyén va Moitrumg  sdhsdf sdfdf did didr dimdmdn L& Bic Trung Chua xir Iy
Van ban lién quan Sha 271702020 277102020 OWBTNMT-CCNTT B Tainguyénva Moituomg  testramny 2 L& Burc Trung 31/10/2020 fﬁ:z’ ;‘Van)
Toan b van ban cia Co quan an Iy Ling CT. Hé Chi 3n phé 5 by
! d Shs 1911012020 1971012020 5333HUBSMC Ban Quan ly Lang CT. HO CAT 44 4g¢ sdgsdg sdghsdh dhdh tramny 1 ga” pl“’”%J“é'?“Q,f%’f#‘r Chua xir Iy
T = o an song Mé Céng Viét Nam
n Swls 191102020 191102020 53333UBSMC Ban Quan I Lang CT. HO ChY- 54 4g5 sdgsdg sdghsch cdh tramny 1 L& Burc Trung Chua xir Iy
P— S
Chi thich mau chiF van ban: o=
[l VE chua hodc dang xir I Co tdng s6 7 van ban. Trang1 < 1 B
Il Ve qus han Xt
W e aaxiry
Du hop, Gidy m&i, VB ¢b han xir Iy

Tai ving Viin ban da chi dao xir Iy, truong “Ngudi/Pon vi xir Iy s& hién thi tén
ngudi hodc tén don vi dang xir Iy van ban, truong “Tinh trang” s& hién thi trang thai
ctia van ban 1a “Pang xir 1Iy””/“Pa xu 1y tiy theo ting trudng hop cu thé.

Céach xem chi tiét vin ban thyc hién twong ty phan Vin ban da phan phai.

1.2.3 Vin ban phéan phéi da xir ly

Chtrc nang nay cho phép Lanh dao van phong xem cac van ban da dugc xu ly sau
khi dugc Lanh dao vdn phong phan cong xt ly.

Sau khi vao nhém chic nang Van ban dén, nhan vao menu bén trai giao dién
Phén cong xir ly VB ciia Vin phong >> VB phén cong da xir ly, chirc ning dugc hién

thi nhu sau:
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3”"1':-”‘; HE THONG QUAN LY VAN BAN VA HO SO BIEN TU
‘“\?j UY BAN SONG ME CONG VIET NAM

L& Bire Trung | Thodt

Chénh V&n phong Trang chi | Van ban dén | VB dur thao | Phiéu trinh | Van ban di | Danh muc

CHUC NANG Viin ban phan phdi i xi Iy

Phan phol xir 1§ van ban Theo ngay dén: T Dén T kna tim kiém Bemm Kiém néng cao
VB cho phdn phoi
VB 58 phén phé Co téng s6 4 van ban. Trang1 4 1 P
VB 33 3017 ding hon Ngay aén « $6, Ky hiéu Co quan ban hanh Trich yéu NguwdiBon vi xir 1 Thévi han . T-im'\ trang
VB QU han x5 1) L4 28102020 55550UBSMC B4 Gido duc v Dao tao test van ban Lé Duc Trung 31/1072020 E’;:g" r‘};")
Phan cong xir [ van ban cda Van phong LS 27HOR00  DBTNMT-CCNTT B Tainguyénva Moituong test tramny 2 L& Birc Trung 31102020 ?;m’:‘g’ Al;")
Theo déi xi¥ Iy van ban . % 1§
y SL A 19102020 532221UBSMC Bao hiém A hdi Viét Nam test sdgsdg sdgsdg sdsdhs L& Bire Trung B xir Iy
dn ban lis = (ding han)
Van ban lién quan E—— e (@ing
. . #5u ban luu vurc song Ciru axir
ok B3 vAn|bén| Ciia Cor s ] 200812020 GEG/BSMK Ban Té chirc Trung wong test van ban 9 @ing h3;")
Tra civu théng ké €6 téng s6 4 vén ban. Tangt 41 B
Chil thich mau chiF van ban:
1l VB chua hodc dang X 1y
M vE qué nan xir i
W ve sy
[ 0u hop, Gidy mdi, VB c6 han xir Iy

= Cach xem chi tiét van ban thuc hién twong tu phan Vin ban da phan phéi.
1.2.4 Vin ban phan cong qua han xi ly

Chtrc ndng nay cho phép Lanh dao van phong xem céc van ban da qua han xu ly
nhung chua hoan thanh xtr 1y sau khi dugc Lanh dao van phong phan cong xtr 1y.

Sau khi vao nhom chirc niang Vin ban dén, nhan vao menu bén trai giao dién
Phén cong xi ly VB ciia Van phong >> VB phén cong qua han xir ly, chic nang
dugc hién thi nhu sau:

; “ HE THONG QUAN LY VAN BAN VA HO SO BIEN TU
\-1@)“ UY BAN SONG ME CONG VIET NAM

L& Birc Trung | Thodt
Chénh V&n phong
CHUFC NANG

Trang chii | Van ban dén | VB dy thao | Phiéu trinh | Vian ban di | Danh muc

Phan phéi xi¥ Iy van ban

Theo ngay dén: Ttr Bén Tir khoa fim kigm Banm Kiém nang cao

Ngay dén a S8, Ky higu Co quan ban hanh Trich yéu Nguéiben vi xr Iy Th&i han Tinh trang

Phén cdng xtr Iy van ban cda Van phdng
VB ché phan cong xi I
VB @ phén céng xir I Khéng c6 van ban nao
VB g xi¥ Iy ing han

Theo dBi xt Iy véan ban

Van ban lién quan

Toan bd van ban ciia Co quan

Tra civu théng ké

Chui thich méau chik van ban:
[l vB chua nodc dang xi¥ 1y
[l VB qué han i iy
W vE sy
[ O nop, Gidy min, VB cé han xF 1

= Cach xem chi tiét van ban thuc hién twong tu phan Vin ban da phan phéi.
1.3 Xir ly van ban
Lanh dao van phong co trach nhiém xw ly van ban, twong dwong vai tro cua

Chuyén vién nén hudng dan va hinh anh minh hoa tai ddy la siv dung tai khoan cia

Chuyén vién.
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Phan mém H¢ thong qudn ly van bdan va ho so cong viéc

Tai liéu huéng dan str dung_Lanh dao vin phong UB Mé Céng

1.3.1 Vin ban cho xir ly

Sau khi nhan dugc céc van ban dén qua mang do Lanh dao cap trén chuyén dén,
Chuyén vién c6 trach nhiém xur ly cadc van ban dé theo mdt trong cac cach sau: tao van
ban dy thao, tao ho so cong viéc, cap nhat thong tin xur Iy van ban”.

a. Tao VB du thao

Vao nhom chirc ning VB du thao, chic ning nay duoc hién thi man hinh giao

dién nhu sau:

HE THONG QUAN LY VAN BAN VA HO SO DIEN TU
UY BAN SONG ME CONG VIET NAM

L& Dire Trung | Thoédt P . P, S
Ghinh Van phong Trang chii | Van ban d&n | VB dy thio | Dy thio chd duyat | Phi&u trinh | Van ban di | Danh muc

CHUPC NANG Danh sach dw thio chwa giri

¥ Vén ban dang dy thao Tir khéa tim kigm

Tae du thao | Xoa du thao |C6 tong s 0 dw thao < Trang ruéc Trang sau »

(] NGAY TRINH TRICH YEU BONVI NGUQ1TRINH NGUOT KY TiNH TRANG

Dy thio bitra lai

30, da phat hanh

Toan bé van ban di thao

Tra cibu VB du thao

- Budc 3: Nhip Thong tin van ban dy thao

Trung tim Cong nghé phan mém va GIS 35



Phan mém H¢ thong qudn ly van bdan va ho so cong viéc

Tai liéu huéng dan st dung_Lanh dao van phong UB Mé Cong

Loai van ban: Chon loai van ban du thao

Linh vwe: Chon linh vuc du thao

Trich yéu: Nhap noi dung trich yéu

Pham vi ban hanh: Chon Pham vi ban hanh du thao

Néu chon ban hanh cap Uy ban vin ban du thao phai trinh Lanh dao Uy ban
duyét va ky

Chon ban hanh cép don vi van ban dy thao trinh Lanh dao don vi duyét va ky
Trang thai ky: Tuy thudc vao tirng van ban chon trang thai ky

Ngwoi ky: Chon nguoi ky du thao

Chirc vu: Tuong ing véi chon nguoi ky

Ngudi phdi hop xir Iy: Chon nguoi phdi hop xir 1y vin ban du thao (tai day

ngudi phdi hop xtr Iy van ban ¢6 quyén xem va gop )
Noi nhan ndi Bo: Chon noi nhan ndi bo tity theo cap ban hanh
Noi nhin ngoai B§: Chon noi nhan ngoai Bo tity theo cip ban hanh
Tép VB ban hanh: Tai file du thao dinh kem
Thong tin du thao
Y kién: Nhap v kién cua file dy thao
Pinh kém file: Chon file du thdo dinh kém
NGt = dé ghi lai ¥ kién va file dinh kém

Nguoi xir ly: Chon ngudi xir 1y theo cap trinh duyét
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Tai liéu huéng dan str dung_Lanh dao vin phong UB Mé Céng

Vin ban dw thao

Ngay tao: 29/12/2020 B4 khin: [Theéng [+]
La van ban QPPL: ®@KhdngOCéd Ngay cdp nhat: 04:56 CH 29/12/2020
Ngu&i soan thao: Lé Biire Trung Bon visoan thao: Van phéng Thudng triee Uy ban séng Mé Céng Viét Nam
Loai vén ban:* [ I - | Linh vure:* | |T
Trich yéu*
¥

Vén ban dén kem theo: E‘

Trang théi: Chua trinh duyét Ngudn dy thao: Tir hé théng hé so céng vide
Cép ban hanh:” | [=] Hinh thive kj: ®Dang vai rdCOKy thira 18nhCKy Gy quy@nOKy thay
Nguosi ky:™ | [+] Chire vur: |
Lanh dao VP ky nhay: | [+]
Nguwéi phéi hop xir Iy s
4
Noi nhén néi bé: |
Nei nhén ngeai: |
Tép van ban phat hanh: Chia gén tép van ban
Phuyc luc kém theo: Chira gin tép van ban
@ Théng tin Dy thao
¥ kién File dinh kém
Khéng cé tép nac dwgc chon
P Khéng co tép nao dwgc chon H

© Ngwoi duyét

gt duyet| Sl chwin ]
Cac nut tién ich:
| : Cho phép chuyén tép van ban vira dinh kém thanh tép vin ban ban hanh
#1 : Cho phép ky nhay vao van ban khi ban hanh

- Budc 4: Nhan nuat [Ghi lai] hodc [Chuyén vin ban] tiy vao muc dich sir dung
cta nguoi dung, c6 2 truong hgp nhu sau:

% Truong hop ngudi sir dung mudn luwu théng tin cia van ban dy thao nhan nat
duoc hién thi vao menu “Vin ban du thao” thudc chuc nang “Van

ban dang du thao”
Tai day hién thi tinh trang “Chua trinh duyét” va khong hién thi “Nguoi duyét”
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Tai liéu huéng dan str dung_Lanh dao vin phong UB Mé Céng

Nguyén Kim Chi | Thoat

Chuyén vién Van ban dén | VB dy thao | HS sd cdng viéc | Van ban di | Danh my
CHUC NANG Danh séach vin ban dang dw thao
Van bin dang dy thio Tao VB du thao || X6a VB du thao Trang1 4 1
Vil Ll Ol e oyl [] @ Ngaysoan Loaivan ban Nguwéi duyét Nguéi ky Trich yéu Tinh trang
Van ban dy thio lién quan Vv Ton T o = = = e
= - e 5 T g hop s6 luong chi tiéu thi cong chirc tai cac don vi thudc B6 Tai . - 2
Tra ciu VB dy thio L1 @) 2110612016 Cdng vén Ta D Tk Trén Héng Ha nguydn va M9 Inomg Chua trinh duyét |
Tra ciu dir liéu cdc nam
Coténg sé van ban. Tang1 4 1P

% Trudng hop ngudi sir dung mudn trinh Linh dao nhan nat Chuyén van ban| duoc

hién thi vao menu “Vin ban dw thio” thudc chic ning “Vin ban dang duw
thao”.

Tai day hién thi tinh trang 1a“Pang trinh duyét” va hién thi “Nguoi duyét”

Nguyén Kim Chi | Thoat
Chuyén vién

Van ban dén | VB dy thao | H6 sd cdng viéc | Van ban di | Danh my
CHU'C NANG Danh sach van ban dang d thao
Vin ban dang dy thio Tao VB du thao || Xéa VB dy thao Trang1 4 1
Vin ban a4 duge duyt [J @ Ngay soan Loai van ban Ngwoi duyét Ngwoi ky Trich yéu Tinh trang
Vin ban dy thio lién quan Vv Ton == = < =TT
¥ - e - p— N g hop sO lrong chi tiéu thi cong chire tai cac don vi thude BO Tai o -
R e S |D ] 21/06/2016 Céng van tathi Tran Hng Ha nQUyEN va Md1 truomg Dang trinh duyét I
Tra ciu dit liéu cac nam
Coténg sé van ban. Trang1 4 1

b. Tao méi ho so cong viéc

Céach tao hd so cong viée s& duge hudng dan tai phan Tao ho so xir ly
van ban.

c. Duwa vao ho so cong viée

Chtrc ning nay cho phép thuc hién tat ca nhitng van ban dén ctia don vi c6 thé
dua vao HSCV.

Céc budc dua vao Ho so cong viéc thyc hién nhu sau:

Budc 1: Tai Van ban dén>>Vin ban chd xir ly>>Xir 1y vin ban
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Phan mém H¢ thong qudn ly van bdan va ho so cong viéc

Tai liéu huéng dan str dung_Lanh dao vin phong UB Mé Céng

Nouyén Kim Chi | Thoat

Chuyén vién B du thao | H6 sd cong viéc | Van ban di | Danh muc

La ngwdi chi tri xir Iy | La ngudi phdi hop xir Iy

41p

Trang 1

et AT Ky hiéu Co quan ban hanh Trich yéu Théi han Tinh trang
\ian ban da xir Iy » Tao méi HSCV Co quan Dai dién B3 TN&MT tai = —
2 TPHCM g xur ly
Van ban qua han xir Iy LI Cuc Do dac va Ban dd Viét Nam Vi Biéu chinh bé may Dang xir |
TS » Cap nhét thong tin xi 1y Y N ! frma Y g XU Iy
an ban lien quan 2 £ Cyory = = = =
" q E- 17/06/2016 42/BNV-TCCB B&NGIvy \T/;v’ ;ocgér:laeés&é\lrggggm tiéu thi cong chirc tai cac don vi thuée BG Daniirly
Théng ké tinh hinh x& ly VB quy )
Trang1 4 1P |

Tra ciu van bin |co téng 56 3 van ban.

Tra ciru di¥ liéu cac nam

- Buoc 2: Bam chon van ban can “DPua vao HSCV”

|Trang1 " 1 }

[Tir khea tim kiém

-4 van ban

] Ngay dén S0, Ky hiéu Co quan ban hanh Trich yéu Théi han Tinh trang
Co quan Dai dién Bo TN&MT tai P
S 2162016 1231123 TPHCH test Dang xir ly
ﬁ ] 13/06/2016 KH10 Cuc Bo dac va Ban dé Vidt Nam Wiv Didu chinh bé may Bang xir Iy
.- s Wiv Tong hop sd lrgrng chi tigu thi cong chire tai cac don vi thudc Ba P
| &% 17612016 42/BNV-TCCB BA Nbi vu T3 nguy&n v MBI tnrng Bang xir Iy
|Cé téng sé 3 vin ban. Trang1 4 1

- Hién thi ndi dung thong tin vin ban chon “Pwa vao HSCV”

» Tao dw thdo

Théng tin cor ban:

Sé van ban: Bé. co quan ngang bd » Tao HSCV mé&i
Noi giri: B& Néi vu ! DBwra vao HSCV
Siélky higu 42/BNV-TCCB
Ngay dén: 17/06/2016

Trich yéu: Vfv Téng hop s6 lweng chi tiéu thi céng chirc tai cac don vi thuée B3 Tai nguyén va Méi truéng

N, cap nhat théng tin xir Iy
Loai van ban: Cong van

Mg ky
S6 ban Sé trang:
B6 mat: Thwrong B8 khén Thuréng
La van ban QPPL: Khéng Phwong thire nhan: Thong thurdng
Héi bao van ban di
Can tra |&i bing VB di: Co Wan ban can phai xir lj: Co

Han tra & bang sé: Tinh trang tra 1&i: Chura tra |81
Théng tin xir Iy van ban:
Tinh trang x(r Iy van ban: Dang XL
Ngay bt dau xir ly: 21/06/2016

Hé so xr Iy van ban: 24/HSXLVB ¢ Xem chi tiét hd so cong viée

VB du thao: o vy chi tét vin bin du thilo
Théng tin phan phoi, phan cong xie Iy van ban:
Lanh dac Bé phan céng: Tran Héng Ha
Bon vi chi tri =0 1y: Vu Té chire can b

Théng tin cap nhit cua van thee don vi:
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- Budc 3: Hién thi cira s6 “Danh sach Ho so cong viéc” nhap thong tin vao cac

truong.
Loc (F8): Nhap s6 HSXLVB

Vi du: Chon s 24/HSXLVB dé dua vao HSCV

Danh séch hé so cong viéc
D4 [ Loc (F8)| | Chon (F7) || Quay lai (Esc)
Ngay m& Ky hiéu hd so Tén ho so Loai hd sor Nguwéri X0 Iy chinh

Hé sé thi céng chire . .
® 27/06M6 24HSXLVB tai cac dorn vi thude HO sor 0 1Y van ban MNguyen Kim Chi
Bd TMNMT

Trang: 1
Trang kétqua: 4 1 P

- Tich chon vao HSXLVB 5L Chon (F7) | hé théng thong bao thanh hién thi
két qua dua HSXLVB vao muc “Vin ban lién quan “cta “Hd so cong viéc”.
d. Cap nhat thong tin xi ly
Chtrc ndng nay cho phép Chuyén vién chon van ban dugc giao cap nhat thong tin
xur ly dé nhap céc y kién va két thuc quy trinh xir 1y.
Dé cap nhat thong tin xir Iy ngudi dung thuc hién cac bude sau:

- Budc 1: Tai trang “Van ban cho xtr 1y’ nhap chudt vao van ban can cap nhat

thong tin xtr ly

Vi du: Chon vin ban s6 41/BNC-VTCCB dé cap nhat thong tin xtr Iy

n
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Tai liéu huéng dan str dung_Lanh dao vin phong UB Mé Céng

Tao VB Dy thao || Tao HSCWY méi || Buwa vae HSCV || Cép nhit théng tin xF Iy VB Chuyén x(r Iy

Trang1 <4 1
O Ngay dén 86, K hiéu Co quan ban hanh Trich yéu TThéi han Tinh trang
A Wiv Tong hop sO lrong chi tiéu thi céng chire tai cic don vi thudc B
O S 170612016 42/BNV-TCCB B6 N&i vu T3l nguyEn va M1 truremg Dang XL
s Vv Tong hop s0 Iromg chi tiéu thi cdng chire tai cac don vi thude B
[ &% ®[17/06/2016 41/BNV-VTCCB B6 Nbi vu T3 nguyén v Mai trreng Pang XL
C6 téng sd 2 van ban. Trang1 4 1

- Buéc 2: Hién thi trang “Cap nhat van ban dén” tai lién két nhic viée chon “Cap

nhét thong tin xtr 1y~

vin ban dén

Aib Iy vin ban

CAc théng tin co ban: Tao dy thao
S8 van ban- Bb, co quan ngang bé Tao HSCV méi
Naoi giri: B Néi vu Bura vao HSCV
Sélky higu: 41/BNV-VTCCB Cap nhat théng tin xi¥ Iy

Ngay dén: 17/06/2016 Chuyén xi¥ Iy

Trich y&u- Wiv Téng hep sb lweng chi tigu thi céng ehire tai cac don vi thude BS Tai nguyén va Mai treémg

Ngurer ky:
Sé ban: 34 trang:
Bé mat Thudng B khan: Thwéng
La van ban QPPL: Khéng Phuong thire nhdn: Théng thuéng
Hbi bao vin ban di-
Cén tr3 & bang VB di: Cé Wan ban can phai x0 Iy Cé
Han tra lai- hing sf- Tinh trang tra l&i- Chura tra 18

Cac thong tin xi Iy van bin:
Tinh trang xir Iy van ban: Dang XL
Ngay bit ddu xir Ij: 20/06/2016
VB AU ThA0: o vy chi tiét vin bin dy thio
Céc théng tin phén phoi, phén céng X IY¥ van bin:
Lanh dao B& phan cong: Tran Héng Ha
Chi dao cha |&nh dao phan cdng: Xir Iy gép
Bon vi xi¥ Ij-Vu Té chire can b

Théng tin cip nhit cia van the don vii

S6 van ban don vi™ Céng van dén Vu TCCB S6 dén 1917

Lanh dao don vi phu trach xiF Iy: Ta Binh Thi

Chi dao cla lanh dao donviphu .~ . z
trach g Iy X7 1V 93P

Ngusi chi tri xc- Iy Nguy&n Kim Chi
Chi dao, phan céng x& Iy van ban dén cia phéng:

¥ kién chi dao xir Iy-*
Can bé ch tri x Iy van ban Nguy&n Kim Chi

Ngurevi phéi hop X0 Ij:
Tép chia ngi dung toan vén cda van bin

< Thong tu 26-2014-BTNMT ngay 28052014.docx
Quay lai %

- Budc 3: Cira s6 “Thong tin xir 1y hién thi
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Thong tin xue Iy

Chap nhan || Hiy bb |

Nhap ndi dung gop ¥, trao d6i y kién vao phan Théng tin xi Iy

e

Théng tin xwe Iy

B& nghi...

Chép nhan || Hy b6 |

- Budc 4: Nhan dé luu lai ndi dung thong tin xur 1y vira tao, chuong
trinh hién thi thong bao “Vian ban d3 duoc cap nhat thong tin xu 1y”

Nguy&n Kim Chi | Thoat

Chuyén vién 'Van ban dén | VB dy thao | H6 sd céng viéc | Van ban di | Danh mu

CHIFC NANG Vin ban da xi ly: @& Thing nay | Thang trudc | Nam nay | Cac nam truée

X Iy van ban

Trangt 4 1P
O Ngay dén 6, Ky hiéu Co quan ban hanh Trich yéu Ngay XL xong Tinh trang
Van ban 83 x& 1y

Van ban char xir Iy

« X P’ PaXxL
] | 20/06/2016 KHO92 Ban Kinh té Trung truong Quan Iy kinh t& 20/06/2016 2
Van an qua han xr 1 e (dling han)
= VIV T6ng nop, S8 Iwong chi tigu thi cong chire tai cac don vi thude B0
Van ban lién quan O %@ 17/06/2016 41/BNV-VTCCB 86 N6ivu Tal nguyen & MBI thramg o * 2000812016 (300 hany
Tra céu van bin

Co téng s6 2 van ban. Tang1 41D

Tra ciu di liéu céac nam

l Q
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Tai liéu huéng dan str dung_Lanh dao vin phong UB Mé Céng

1.3.2 Vin ban da xiw ly
Chure nang nay cho phép Chuyén vién xem lai cac van ban du thao da xu 1y
xong.

Sau khi vao nhém chirc nang Van ban dén, nhan vao menu bén trai giao dién

Xir Iy vin ban>> Vin ban di xir Iy , chtc ning dugc hién thi nhu sau:

Ngaven Kim Gl | Thel Vén ban dén | VB dy thao | H6 sd cong viéc | Van ban di| Danh my

Chuyén vién
CHUC NANG Vén bén da x ly: Thang nay | Thang trrée | Nam nay | Cc nam trude
Xt Iy van ban Trang1 4 1P
Gnibein ch iy O Ngay den S0, Ky hiéu Co quan ban hanh Trich yeu Ngay XL xong Tinh trang

[ 5 ¥ 200672016 KHo99 Ban Kinh té Trung trrong Quan Iy kinh té 20MER2016 | G g han)

Van ban qua han xir Iy
e \ PO VIv Téng hop s6 lgng chi tiéu thi cng chire tai cac don vi thude BO Pa XL

Vin ban lién quan [ £ ] 17/06/2016 41/BNV-VTCCB B Noivy Tai nguyén va Méi truong 20/06R016 (ddng han)

Tra ciu van bin Co tdng s6 2 van ban. Tang1 4 1P

Tra ciu dit litu cac nam

| Q

Trén giao dién s€ hién thi mdc dinh danh sach céc van ban da xir Iy xong trong
nam hién tai.

Tai vung Van ban da xir ly, s€ hién thi truong “Tinh trang”’cua van ban la “Pa
xtr Iy”. Khi mudn xem thong tin chi ti€t cua van ban thi nhan vao vén ban can xem.

Van ban dén | VB dy thao | HG so cdng viéc | Van ban di | Danh my

@ Thing nay | Thang twdc | Nam nay | Cac nim tnrdc

Trang1 4 1

Ngay dén $6, Ky higu Co quan ban hanh . : Ngay XL xon| Tinh tran
. = o q gy g N
- 510 i 1 D3 XL
[ &g @] 20062016 KHag9 Ban Kinh t Trung trrong Quan If kinh t& , 2000612016 (qit

[ van ban da xe Iy:

PR Viv Tong hop sd lrong chi tiéu thi céng chirc tal c4c don vi thudc BA BaXxL
O %'@ 17/06/2016 41/BNV-VTCCB B6 Nai vy Tai nguyen w2 M8l trrmg 2010612016 (ding han)
Trang 1 “ 1 }

Cé téng sé 2 van ban.

=» Thong tin chi tiét cia van ban duoc hién thi nhu sau:
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Tai liéu huéng dan str dung_Lanh dao vin phong UB Mé Céng

Van ban dé&n | VB dy thao | H6 sd cong viéc | Van ban di | Danh muc

Cac théng tin co ban:

56 van ban: Bé, co quan ngang bé Sé dén: 1008
Nt giri: B N&i vu
Séiky higu: 41/BNV-VTCCB Ngay ban hanh: 06/06/2016
MNgay dén: 09:52 AM 17/06/2016 Loai van ban: Cdng van
Trich yéu. Wiv T::Jng hop sb Irong chi tidu thi cdng chire tai cac don vi thude BO Tai nguyén va Mai trudng
Nguron ky:
56 ban: sb trang:
P& mat: Thuang B khin: Thudéng
La van ban QPPL: Khdng Phueng thire nhdn: Théng thudng
Hbi bao van ban di-
Cén tra 131 bing VB di- Cé Vin ban can phai xir Iy Cé
Han tra &1 bing sé- Tinh trang tra |&i: Chura tra |81

Céc théng tin xir Iy vin bin:
Tinh trang x( Iy van ban: Ba XL xong (dang han)
Mgay bat dau xir lj: 20/06/2016
Ngay xir Iy xong: 20/06/2016
VB du th30" 4oy chi e vin bin du thio
Céc théng tin phén phai, phén céng xi Iy vdn bin:
Lanh dac Ba phan céng: Trin Hang Ha
Chl dao ciia 1@nh dao phan céng: Xir Iy gip
Bon vix Ij:Vu Té chire can b
Théng tin cip nhit cia van the don vis
S6 van ban don vi-* Céng van dén Vu TCCB 56 dén= 1917
Lznh dao don vi phu trach xi¥ Iy T2 Binh Thi

Chi dac cla Ianh dao don vi phy
trach xir Iy:
Nguei chd tri xir Iy Nguyen Kim Chi

%l Iy gdp

Chi @30, phan céng Xi Ij vAn ban den cia phéng:
¥ kién chi dac xir Iy
Can bd chd tri xi¥ Iy van ban:* Nguy&n Kim Chi

Ngur&i phéi hop x@ 1y

Tep chira noi dung toan van cia van ban

(G 5

& Thong tu 26-2014-BTNMT ngay 28052014.docx

= Cac thong tin ctia vin ban tir budc xir Iy dau tién (tir lac Van thu vao s6 van ban dén)
dén budc trinh duyét cia Lanh dao déu dugc hién thi lan luot tai cdc ving thong

tin.
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1.3.3 Van ban qua han xi ly

Chtrc ning nay cho phép Chuyén vién xem cac vin ban duge Lanh dao cip trén
giao nhung chua xir 1y, bi qua han, duoc hién thi mau doé véi tinh trang “Pang xir 1y
(qué han)”.

Sau khi vao nhom chirc ning Vin ban dén, nhin vao menu bén trai giao dién

Xir Iy vin ban >> Vin ban qua han xir Iy, chtrc ning dugc hién thi nhu sau:
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f""f"a HE THONG QUAN LY VAN BAN VA HO SO DIEN TV
*\:-?J.}‘ UY BAN SONG ME CONG VIET NAM

Nouyén Nhan Tuin | Thodt
Chuyén vién

Trang chit | Van ban d&n | VB dy thio | HB s cdng vigc | Phiéu trinh | Vain ban di | Danh myc
CHUFC NANG

La nguoi chi tri xiv 1§ | Ld ngudi phdi hop xir Iy
KO 1§ win bén

O Ngay dén $6, Ky hiéu

Xi Iy van ban

[Tt khoa fim kigm <]
Van ban chérxi Iy

Trich yéu Thoi han

Co quan ban hanh
Van ban 6 ki 1
Van ban qua han x0r Iy

Tra ciru théng ké

Tinh trang
Khéng cé van ban nao.

Chu thich mau chiF van ban:

[l VB chua hodc dang xir Ij

W vB qud nanxir iy

W ve oy

[ D hop, Gidy mai, VB cé han xir Iy

Céch xem chi tiét van ban thuc hién twong tu phan Vin ban da xir 1y.
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1.4 Toan b§ van ban cia co quan

Churc nang nay quan 1y toan b van ban dén ctia co quan, bao gom van ban da xu
1y va van ban qué han xtr ly. Tai chirc ndng nay nguoi dung c6 thé tra ctru van ban, xem
thong tin van ban, tai van ban.

Cach thuc hién:

T giao dién trang chu, nhan chon muc “Vin ban den” - hién thi ctra sO chiic
nang cua van ban dén nhu sau:

Nhan chon chirc nang Toan b van ban ciia co' quan = hién thi trang chira toan

bd van ban cua co quan.

s 2 HE THONG QUAN LY VAN BAN VA HO SO DIEN TU
= UY BAN SONG ME CONG VIET NAM

Iéem“B"un:Jé'rJ‘nagh\D:gn;[ Trang chii | Van ban dén | VB dv thao | Phiéu trinh | Van ban di| Danh muc

CHUFC NANG Toan bé vén ban

Phan phéi x( 1j van bin Tir khéa tim kiém
Phén céng x(¥ Iy van ban cila Van phony R .
— = €6 téng 6 37 van ban <<Trang dhu | <Trang tnaéc T
160 dot xrly van ban # NeAVEEN  sO,KFHIE TRiH YEU GO QUAN BAN HANH NGUBIBON v XiF LY THO HAN
Van ban lién quan . .
o o [ 2811212020 78120BCT Gidy moi B6 Céng thuong Van phng Thung true Uy ban séng Mé
Toan bé van ban ciia Co quan = Cang Vst Nam
P B 2611212020 123/BNN Vv ClF cén bé tham gia 1 soan thas 86 Nong nghiép va Phat trién Nang thén L& Bure Trung
Vén ban 8 i 1 .
" < [B 161212020 0IVPCP-TH Vi chudn bi tai iéu phuc vu Thi tuong Chinh pha 1am vigc véi lanh 6ao finh Tra Chinh phi L& Bie Trung
Van ban qu han 3 [ = Vinh
Tra cibu thong ké S B 2811012020 1111TE Vi gl nhan van ban dién tir B4 Tai nguyén va Méi tnséng Van phang Thueng truc Oy ban séng Mé
=B Céng Vigt Nam

[ 28/10/2020 4444/UBSMC  sdhsdf sdfdfh dindfh dihdf dihdidih Béo Tai nguyén va Méi trudng Van phong Thudng trwre Uy ban séng Mé

a
e

Chil thich mau chi vén ban: Céng Vigt Nam
I VB chusa hosc dang x0r 1 S [ 281012020 5555UBSMC  test van bén B4 Gido duc va Dao tao Van phang Thuéng trye Uy ban song M&

W v& qué han ¥

Céng Vigt Nam
W ve aé iy

/B c5 - [3 271102020 03BTNMT-  test tramnv 2 B6 Tai nguyén va Méi trdng Van phéng Thudng truc Uy ban sdng Mé
[ D hop, Gidy mai, VB co han xir Iy “m CONTT Céng Viét Nam
o2 [F 2111012020 01TB-BTNMT  Viv mai dur hop 1€ ky niém 75 ngay thanh Ip Téng cuc khi tong thily van quéc B Tai nguyén va Wi tnong Trinh Binh Diing
. gia
22, [F 211102020 123/CONTT- Vv gi¥i nhan van ban dién tir gitra Guc ONTT - B TN&MT véi Uy ban song Cue Céng nghé thong tin va Di liéu TNMT Van phong Thudng tre Uy ban séng Mé
- CNPM mékong Céng Viét Nam
_;- [® 19/10/2020 5343/UBSMC  gsd sdgsd hdf dhdfhdfh Ban T8 chire Trung wong Trinh Binh Diing
o2y [§ 1911012020 53453BTNMT  didfh dhdfidfid Bé Tai nguyén va Méi truéng Van phéng Thudng truc Uy ban séng Mé&
= Céng Vigt Nam
S, [ 1911002020 53222/UBSMC  test sdgsdg sdgsdg sdsdhs Béo hidm & hai Vist Nam L& Be Trung
2 [3 1911012020 53333/UBSMC  sdg ags sdgsdg sdghsdh ddfh tramny 1 Ban Quan I Lang CT. Ha Chi Minh Van phéng Thudng truc Uy ban séng Mé
= Céng Viat Nam
S [B 1711012020 8888 8888 Ban Chép hanh Trung uong Van phéng Thudng truec Uy ban séng Mé

Céng Vit Nam
S [ 150102020 7777 7777 B6 Tai nguyén va Méi tréng Trinh Binh Diing

Danh sach vin ban ctia co quan duoc phan theo trang. Mdi vin ban hién thi trong
danh sach gém cac thong tin nhu: Ngay dén, S6/ ky hiéu, Co quan ban hanh, Trich yéu,
Nguoi xur 1y , Han xur 1y, Tinh trang.

Ch( y: Phan mém ky hiéu:

Vin ban chua xtr Iy, dang xir 1y trong thoi gian cho phép thi hién thi mau xanh

Vin ban da xtr Iy dung han thi hién thi mau den

Vin ban chua xtr Iy, dang xir Iy qua han thi hién thi mau do

- Vin ban di xir Iy qua han thi hién thi mau nau vang
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Tra ciru van ban

Co0 2 cach d@é tra ctru van ban la: Tra cru nhanh, Tra cttu theo ti€u thirc

+ Tra ciru nhanh

Tai giao dién “Toan b van ban ¢ co quan” dé€ tim kiém van ban, nguoi dung

Nhép diéu kién tim kiém vao muc |TD' khéa tim kiém

|, huong
dan chi tiét viéc tra ciru xem muc 1.7 Tra ciru viin ban\1.7.1. Tra ciru nhanh.

+ Tra cwru theo tiéu thirc

Tai giao dién “Toan bd van ban & co quan”, kich chon biéu tuong tim kiém theo

tieu thic Bl ¢ gbc trén cung bén tay phai dé tim kiém van ban. Cach tim kiém xem
muc Tra ciru vin ban\Tra ctru theo tiéu thirc.

¢ Xem thong tin vian ban

Pé xem thong tin van ban, nguoi dung nhan chudt vao mot truong thong tin (Ngay

dén, S6 ky ki€u, Co quan ban hanh, Trich yéu) clia van ban can xem trong danh sach

Cap nhat véin ban dén

vin ban - hé thong s& hién thi trang théng tin ctia vin ban duoc chon:

Thu héi vén ban

Théng tin co ban

56 van ban: S8 van ban dén

Nei gli: B Tai nguyén va Mai trrong

56 dén- 13
Sér’kg’f higu: 53453/BTNMT Ngay ban hanh: 19/10/2020
Ngay den: 02:03 CH 19/10/2020 Loai van ban: Thong tw
Trich yéu: dfhdfh dhdfjdfidfi
Nguréi ky: Tran Héng Ha
S6 ban: S6 trang:
B8 mat: Thuéng D8 khdn Thuing
La vén ban QPPL: Khong Phwong thire nhén: Bién tr
Van ban phai tra I1&i- Khdng
Han tra i

Tinh trang tra I
bang sé:
Théng tin xi¥ Iy van ban:
Tinh trang xir Iy: Chuwa xdv ly
Théng tin phan phdi, phan céng xi Iy van ban:

Lanh dao Van phang: L& Buc Trung
Y kién lanh dao Van phéng: xdhdfhdhdf
Bon vi chi tri xr Ij Van phéng Thuéng trre Uy ban sdng M& Céng Viét Nam
Nhan dé& biét, thyrc hién: L& Bire Trung

Théi han: 28/10/2020
Tép chira ndi dung toan vin cla van ban:

Bing sé
& chinhtalop1_Signed.pdf
S§TT

Bon vi nhdn van ban Da dén DA tiép nhan
~ Ni dung trao dbi - chi dao:

+* Tai van ban
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Mudn tai ndi dung ctia vin ban, ngudi ding c6 2 cach tai:
v' Céch 1: Tai danh sach vin ban nhan chudt vao biéu tuong dinh dang tai liéu

(chang han file word c6 biéu tugng @) tai vin ban can tai vé.

[Tir khéa tim kiém Eirrengt 412345678910 )

Ngay dén $0, ky hiéu Co quan ban hanh Trich yéu Ngoi xir Iy Tinh trang
Sa|®] [23/0672016 KHE75 Nha Xuétban Ban db Vv méi di héi thao Tang Thé Cuong Chua xir Iy
ﬁ @ 23/06/2016 KH120 B Thong tin truyén théng VA t6 chirc cude thi Sang tao cong nghé 2016 Tang Thé Cuong Chura xtr ly
o W] 23/06/2016 KH119 B& Thong tin truyén théng Vv t6 chirc cude thi Sang tao cong nghé 2016 Tang Thé Cudng Chura xir Iy
ﬁ 23/06/2016 HSCV/A 'Ll;grndgng Trung hoc TNEMT Trung tesst quy trinh xu ly ho so cong viec - chuyen vien Kiéu Thi Thanh Tam Chua xir ly
% 23/06/2016 XXX/12 ggicKﬁ?'hggng Uy yAGNa Blen e thangpa xxx Cuc Cdng nghé Thong tin Bang xtr Iy
gesei 2 3 9 Vv kiém tra tinh hinh (rng dung céng nghé thdng tin trong o T ag .1
% o= 23/06/2016 1885/B -THH B6 Thang tin va Truyen thong hoat ddng cia co quan nha nuéc Vi Thi Mai Lan Dang xtr ly
S = 22/06/2016 10/BDH112 Ban diéu hanh 112 Béo cdo dinh ky Nguyén Xuan Truong Dang xir Iy
Sm  23/06/2016 SSS/12 Tong cuc An ninh sou test thang pa don vi cuc cntt cho thong tin Cuc Céng nghé Thongtin ~ Dang xir Iy
&m  23/06/2016 3888/8888-CV Céng ty Do dac anh dia hinh Chuyén ca bi Vii Thi Nhra Chura xir Iy
L. 23/06/2016 8888/8888-CV CéngtyDodacanhdiahinh  Chuyén c bi Tran Birc Huan Paxirly
(ding han)
o a 22/06/2016 10/BDH112 Ban diéu hanh 112 Béo cdo dinh ky Trén Van Khurong Dang xir Iy
Cuc k¥ thuat an toan va Méi
ﬁ 23/06/2016 123/CV trrgng cong nghiép - Bo Cong test thangpa _ko x0a Cuc Codng nghé Thong tin Dang xir ly
Thuong

2 = o 5 > TRy P
% s 23/06/2016 14/2016/TTLT-B - Huéng dan trinh tur, tha tuc thay doi, thu hoi tén mien vi

B6 Khoa hoc va Cdong nghé Cuc Cdng nghé Thong tin Bang xtr ly

BKHCN pham phap luat vé séhiu tri tué
T ] - i = = Vv bao cdo tinh hinh thanh Iap, thu hat dau t va phattrién . A . o
s O] 2211212015 4682/UBND-KTN/ Uy ban nhén dén Tinh Binh Thudn 7 (20 3ng nohiép 45t may tén Gia ban finh Binh Thuan | 12nd Thé Cudng Chura xir Iy
égi o= 22/06/2016 10/BBH112 Ban diéu hanh 112 Bao cdo dinh ky Kiéu Thi Thanh Tam Dang xir ly
C6 téng s6 156 vén ban. Trang1 4 12345678910 p

v Céach 2: Tai man hinh thong tin van ban, kich chudt vao tén Tép chira ndi dung

cua van ban.

Cap nht vin ban dén
| Quay i T s van ban|
Théng tin cor ban
S8 van ban: S6 vin ban dén S6 dén: 13
Noi givi: Bd Tai nguyén va Mai trrong
S/ky higu: 53453BTNMT Ngay ban hanh: 19/10/2020
Ngay dén- 02:03 GH 19/10/2020 Loai vén ban: Théng tw
Trich yéu: dihdfh dhdfidfidf]
Mgudt ki Tran Héng Ha

56 ban: Sé trang
Dé mat: Thudng D6 khan' Thuéng
La van ban QPPL: Khang Phuong thirc nhén: Dién tlr
Van ban phai tra I Khéng Tinh trang tra 1&i
Han tra loi: bang sb

Théng tin x( Iy van ban:
Tinh trang x¥ Ij: Chwa x(v Iy
Thong tin phan phdi, phan céng xiF Iy van ban:
L&nh dao Van phang: L& Bike Trung
¥ kién l3nh dao Van phong: xdhdfhdhdf
Bon vi chi tri xi¥ 1§ Van phang Thwéng trre Uy ban séng Mé& Céng Vist Nam
Nhan dé biét. thurc hién: Lé Dirc Trung
Théi han: 28/10/2020 Bing sb
Tép chi¥a ndi dung todn van cla van ban:

& chinhtalopl_Signed.pdf  =eeSm—— t——

STT Bon vi nhan van ban Da den Da tiep nhan

~ Noi dung trao ddi - chi dao:
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1.4.1 Vin ban da xw ly

Churc nang nay quan 1y nhitng van ban da xur ly xong (dung han, qué han) cua co
quan. Tai chtrc ning ndy ngudi ding c6 thé tra ctru vin ban, xem thong tin vin ban, tai
van ban.

Cach thao tac:

- Budc 1: Tai cira s6 chuc nang, nhan chon Toan b van ban cia don vi\ Van
ban da xir ly

- trang Vin ban di xu 1y hién thi nhu sau:

Theo ngay dén: Tie Dén Tir khoa tim kiém B @Tim kiém nang cao
C6 téng s6 2 vdn ban. Trang1 4 1
Ngay dén $6, Ky higu Co quan ban hanh Trich yéu Nguw&iBon vi xir Iy Théi han Tinh trang
s 281072020 5555UBSMC B{ Gido duc va Déo lao test van ban L& Burc Trung 31102020 BEAXTN
= (ding han)
SL & 2TA0R020  OMETNMTCCNTT B Tainguyénva Méitudng testtramny 2 L& Burc Trung 31/10/2020 Eii:; “im
C6 tdng s6 2 van ban. Trang1 < 1 P

Tai trang nay, nguoi dung c6 thé tim kiém van ban, xem thong tin van ban, tai van

ban. Cach thuc hién tham khao muc 1.4 Toan bd van ban cua co quan.

1.4.2 Van ban qua han xi ly

Chtrc nang nay quan ly nhitng van ban dang xtr 1y xong (qua han) cia co quan. Tai

chttc nang nay ngudi dung co6 thé tra ctru van ban, xem thong tin van ban, tai van ban.
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Cach thao tac:
- Budc 1: Tai ctra s6 chirc nang, nhin chon Toan bd vin bén ciia co quan\ Vin

ban qua han xi ly

> trang Van ban qué han xu ly hién thi nhu sau:

"fg HE THONG QUAN LY VAN BAN VA HO SO'BIEN T
=/ UY BAN SONG ME CONG VIET NAM

L& Birc Trung | Thodt Trang chi | Van ban dén | VB du thao | Phiéu trinh | Van ban di| Danh muc

Chanh V&n phong
CHIFC NANG Vin ban qua han xte

Phin phéi x Iy van ban Tir khéa tim kiém

Phén cong x(¥ Iy van ban cua Van phong — — . , B E
<<Trang gdu | <Trang uée ang sau > | Trang cudi >>

Cé tdng s6 0 van ban

# NGAY BEN 56, KV HIEU TRICH YEU CO QUAN BAN HANH NGUOUBON VI XIF LY THOI HAN

Theo ddi xi Iy van ban

Vén ban lién quan

Toan bé van ban cia Co quan
Todn bé van ban

Van ban ga xr i

Tra ctru thong ké

Chii thich mau chi¥ van ban:
[l VB chua hoic Gang xi 1y
[l Ve qus han i iy
W B aa iy

D hop, Gidy mai, VB ¢6 han xir Iy

Tai trang nay, nguoi dung c6 thé tim kiém van ban, xem thong tin van ban. tai van

ban. Cach thuc hién tham khao muc 1.4 Toan bd van ban cua co quan.

1.5 Toan bg van ban cua don vi
Thyc hién tuong tu phﬁn Toan bd van ban cua co quan
1.6 Van ban lién quan

Chtrc ning nay quan 1y cac vin ban lién quan ctia ngudi ding, bao gdm vin ban
cb quyén xem, van ban theo ddi xur 1y.
1.6.1 Vin ban theo déi xit ly

Chtrc ning nay dung dé quan 1y cac van ban duoc 1anh dao cép trén giao cho véi
muc dich theo doi tinh hinh xtr 1y cua don vi da dugc phan cong xtt Iy van ban. Tai chirc
ning nay nguoi dung ¢ thé tra ctru vin ban, xem thong tin vin ban, tai vin ban

Cach thuc hién:

Tu giao dién trang chu, nhan chon thue don Van ban dén = hién thi ctra s6 Chtc
niang. Tai ctra s6 chitc niang, nhan chon Theo déi xir Iy viin ban:

Hién thi trang Vian ban theo ddi xir 1y:
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o, 2 z -, = z 3 o -
e, HE THONG QUAN LY VAN BAN VA HO SO DIEN TU
=¥/ UY BAN SONG ME CONG VIET NAM
s
L& Birc Trung | Thodt P . — I
Crénn van phong Trang chti | Van ban dén | VB du thao | Phiu trinh | Van ban di| Danh muc
Phan phdi xi I van ban L&nh dao Bon vixirly Tinh trang vén ban Tir ngay: Bén ngay
Phén cong xi¥ Iy vn ban ctia Viin phong [<Tatca> ~| [<Tates> v [<Tatca> ~] [3omz020 | 30122020 | R [ Théng ks |[ Kétxudt |
Theo di xik 1y van ban R . PR . e = -
STT  Ngay dén Ngay BH §6, Ky hiéu Co quan ban hanh Trich yéu ngi dung Théi han Don vi xiv Iy

VB ¢b han x Ij cla Co quan

B co han x{r Ij clia Van phong

Van ban lién quan
Toan bf vén ban ca Co guan

Tra ciru théng ké

Chii thich méu chir van ban:
[l VB chua hoic dang i Iy
[ Ve qua hanxir
W vB Gz s 1y

[ Dy hop, Gidy méi, VB cb han xir Iy

Tai trang nay, nguoi dung c6 thé tim ki€ém van ban, xem thong tin van ban. tai

van ban. Cach thuc hién tham khao muc 1.4 Toan bd van ban cua co quan.

1.7 Tra ctru van ban dén

La nhém chure ndng dé ngudi dung tra ctru cac van ban dén dugce quan 1y trong hé

thong. Céc chuc nang dugc hd trg gom:

- Tra ctru nhanh
- Tra ctru Theo noi gui
- Tra ctru Theo loai van ban
- Tra ctru Theo tiéu thirc
- Tra ciru toan van
Tur giao di¢n trang chu, nhéan chon thuc don Vian ban dén -> hién thi ctra s6 Chuc

nang -> Chon “Tra ctru van ban”

1.7.1 Tra ciru nhanh
Chtrc nang nay hd trg nguoi ding tra ciru nhanh vin ban. Dung chirc ning c6 thé
dé dang tim kiém vin ban theo sé dén, sb ky hiéu, trich yéu, co quan ban hanh, ngudi
xuly ..
Céch thao tac: Tai cira s6 Chtic nang nhap dit liéu 6 tim kiém nhanh, sau d6 nhan

nut l(\ﬁééc nhan phim Enter)
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] e 1.z 123 .
Vi du: nhdp 53453 vao 0 tim kiémn |k"5, sau khi

nhan enter, hé théng hién thi két qua 1a cac van ban c6 s6 ky hiéu 53453/

Quay lai Trang1 < 1 p
$6 dén Ngay dén $6, ky hidu Cor quan ban hanh Trich yéu Ngw&iBon vi xie Iy

LS 13 197102020 B5 Tai nguyén va Méi trwong dfafh dhdTdfid] gg’;;'\}?é"thTahn:é”Q trus Uy ban song Ma

Trang 1 d41p

Tim thay téng sé 1 van ban.

Cach nhap dir li¢u tra cru nhanh nhu sau:

- G6 dong sb (chang han 53453) thi két qua tim kiém liét ké cac van ban c6 cac
dir liéu c6 s6 53453. Con néu gd dong chir s/ thi két qua tim kiém liét ké cac

vin ban ¢6 s6 ky hiéu bat dau 13 s6 / vi du: 53453/

- GO cdac dir li¢u tim kiém vé cac thong tin: trich yéu, co quan ban hanh, nguoi xtr

1y ... déu liét ké két qua c6 chira dit liéu nhap

- Nhap dit liéu theo toan tir cong thi li€t ké cac van ban chira dit li€u cua 2 tir khoa

nhép, vi du nhép: van phong thuong truc + Lé Ptic Trung
1.7.2 Tra ciru Theo noi gt
Chtic nang nay hd trg nguoi dung tra ciru van ban dén theo noi giri.
Cach thao tac:
Tai ctra s6 Chtrc nang nhin chon Tra ctru viin ban\Theo noi giri:

=> Hién thi trang Theo noi giri:

Trung tim Cong nghé phan mém va GIS 53



Phan mém H¢ thong qudn ly van bdan va ho so cong viéc

Tai liéu huéng dan str dung_Lanh dao vin phong UB Mé Céng

Ngay dén | Ngay ban hanh | Sé,ky hieu | Trichyéu | Noiquanly VB
) B Tai chinh - B4 Nong nghiép va Phat trién ndng thon - Bé Tai nguyén va Méi trurong - B Y té
p So& Tai nguyén va Méi truong TP. Dién Bién
» Trung tdm Dinh gia dat va Kiém dinh dia chinh - Téng cuc Quan Iy d4t dai
) Ban can s Dang Bd Tai nguyén va Méi truéng - Ban chép hanh Trung wong
) Ban chép hanh hiép héi phan mém va dich vu CNTT VN
» Ban chi dao QG v& co ché mét cira ASEAN va co ché hai quan mét cra QG
» Ban chép hanh - Hiép héi phdn mém va Dich vu CNTT VN
» Ban chi dao Quéc gia vé co ché hai quan mét cira ASEAN va Co ché hai quan mét clra quc‘)c gia
p Ban Can sw Dang B6 Tai nguyén va Méi truong
p Ban Can suv Dang B6 Tai nguyén va Méi trrong
» Ban Can su Dang B4 Tai nguyén va Méi truong - Ban chip hanh Trung vong
» Ban Cén s Dang B Tai nguyén va Méi tredng - Ban Chip hanh TW
» Ban Chép hanh - Hiép Hoi Phdn mém va Dich vu CNTT Viét Nam
» Ban Chi huy phong chéng thién tai va Tim kiém ciru nan - Bd Tai nguyén va Méi tredng
p Ban Chi huy Quén su - B6 Tai nguyén va Méi tredng
p Ban Chi huy Quén su B6 Tai nguyén va Méi treong
» Ban CHQS Quén Cau Gidy- Bo Tu lénh Tha d6 Ha Noi
» Ban Co yéu Chinh phi
» Ban Quén Iy cac dv 4n céng nghiép CNTT - B6 Théng tin va Truyén théng
» Ban Quan Iy dv an
» Ban Quan Iy Dy an Déu tw x4y dung - B TN &MT
» Ban T4 chirc Hai thao hop tac phat trién CNTT-TT- UBND tinh Quang Ngéi
p Bao Tai nguyén va Méi truong
p B6 Cong an
» B6 Cong thuong
» B6 Gido duc va Dao tao
» B6 Gido duc va Dao tao - B4 Tai nguyén va Méi truong
» B6 Giao thong van tai
» B6 Ké hoach va Piu tw

Tai trang nay hién thi danh sach tén noi giri van ban dén, nguoi dung mudn tim
kiém van ban thudc noi giri nao thi nhan chon vao hinh » cua noi giri can chon.
Vi du: Chon noi gui la: Bdo Tai nguyén va Moi truong -> hién thi danh sach cac van

ban dén tir Bio Tai nguyén va Mdi truong.
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rooroige
CEDCEE

Ngay dén | Ngay ban hanh | S8, ky hiéu | Trich yéu | Noi quan Iy VB
p Ban Co yéu Chinh phii
p Ban Kinh té Trung tnrong
p Ban Kinh té Trung vong
p Ban Quan ly Lang CT. H6 Chi Minh
p Ban Tén gido cua Chinh phd
p Ban diéu hanh 112
b Bao Nhan dén /

w Bao Tai nguyén va Mai trudng

27106/2016 898YBTNMT-BKH Hai thao tai nguyén nurdc Cuc Céng nghé Théng tin
22/06/2016 21/06/2016 1234/DAONA test vb dén Ba TNMT Tang Thé Cuéng
21/06/2016 ABC1 VV Lan chiém @it dai ciabé  Cuc Céng nghé Théng tin
21/06/2016 222/666 Chuyén ci bi Tran Birc Huan
21/06/2016 222/666 Chuyén ca bi Déng Thé Chinh
17/06/2015 CV-111/BTNMT ___ vv/ vén dé & nhiém méi trrong Tong cuc Quan Iy Bét dai

p Bio hidm xa hai Viét Nam

p Bd Cong an

p Bd Cdng thurong

p Bd Giao duc va Dao tao

p Bd Khea hoc va Céng nghé

p Bd Lao dong Thurong binh va Xa héi

b Bo Ndi vu

» B Qudc phang

p B thang tin truyén théng

p B Tai nguyén va Méi truéng

p B6 Théng tin truyén théng

) B Thang tin va Truyén théng

p Bé Thirong mai

p Chinh phu

p Cong ty CP dau twr va PT dién mién Bic 3
p Cong ty TNHH mét thanh vién Nha Xuét ban TNMT&BEVN

Muén thu gon danh sach noi guri vé dang hién thi theo danh sach nhan chon * tai

noi gui can thu gon hodc nhan chon biéu tugng chirc nang E O gbc trén bén phai

trang hodc & cudi trang.

Danh sach noi giri dugc phén trang, dé xem cac noi giri cac trang ké tiép bén trai
kich biéu tuong EI, bén phai kich biéu tuong , trang dau kich biéu , trang
cudi kich biéu tuong (=]

1.7.3 Tra ciru theo loai van ban

Chirc ning nay hd tro ngudi dung tra ctru vin ban theo loai vin ban.

Cach thao tac:

Tai ctra s6 Chure nang nhan chon Tra ciru viin ban\Theo loai van ban:

= Hién thi trang Theo loai vin ban:
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Theo loai véin ban B

Ngay dén | Ngay BH | 56, ky hiéu | Novi gtvi | Trich yéu | Noi quan Iy VB
p Bao cao
p Bién ban
p Chithi
p Cong van
b Gidy mai
b Gidy théi tra luong
b Gidy dy quyén
» Huréng din
p Hop dn‘ing lam viéc
p Hop déng lao dong
b Ké hoach
» Nghi quyét
p Mghi dinh
p Phédn cong nhiém vu
p Phu luc hop dEng lao déng
b Quy ché
p Quy dinh
b Quyét dinh
b Théng béo
P Thing tur
p Thing tu lién tich
p Ther cam on
b Thu méi
p Tér trinh
p Dién bao

felie[=1=][=]E]

[eel=]#][-]E]

Tai trang nay hién thi danh sach Loai van ban, nguoi dung muon tim kiém van

ban thudc Loai vin ban nao thi nhin chon vao hinh » cia Loai vin ban chon.

Vi du: Chon loai vin ban 1a “B&o c40” -> hién thi cac van ban thudc loai béo

Cao nhu sau:

Theo loai vdn ban i

Ngay dén | Ngay BH | S6, ky hi¢u | Noi givi
wBao cdo
%] 14/06/2016  08/06/2016 21/BC-CNTT  Vin phong Cuc
%] 02/06/2016 01/06/2016 20/BC-CNTT  Vin phong Cuc
] 02/06/2016 01/06/2016 20/BC-CNTT  Van phong Cuc

19/05/2016 16/05/2016 18/BC-CNTT  Van phong Cuc

%] 12/05/2016 06/05/2016 3086/BC- Van phong Chinh phu
VPCP

[%]12/05/2016 06/05/2016 3086/BC- Van phong Chinh phi
VPCP

| 12/05/2016 06/05/2016 3086/BC- Van phong Chinh pha
VPCP

|9)12/05/2016 06/05/2016 3086/BC- Vin phéng Chinh phi
VPCP

%] 12/05/2016 06/05/2016 3086/BC- Van phong Chinh phu
VPCP

%|12/05/2016 06/05/2016 3086/BC- Van phong Chinh phu
VPCP

%|12/05/2016 06/05/2016 3086/BC- Van phong Chinh pha
VPCP

%] 05/05/2016 15/04/2016 14/BC-CNTT  Van phong Cuc

%] 05/05/2016 15/04/2016 14/BC-CNTT  Vin phéng Cuc

| 26/04/2016  15/04/2016 05/BC- Trung tdm Céng nghé thong tin -
TTCNTT S& TN&MT Binh Phudc

%) 26/04/2016 15/04/2016 05/BC- Trung tdm Céng nghé thong tin -
TTCNTT S& TN&MT Binh Phudc

%|04/05/2016 15/04/2016 05/BC- Trung tdm Céng nghé thdng tin -
TTCNTT S& TN&MT Binh Phudc

| Trich yéu

Két qua cong tac Cai cach hanh chinh 6 thang dau nam 2016 va Ké
hoach nhiém vu 6 thang cudi nam cta Cuc Cong nghé théng tin

Béo cdo kiém diém chi dao, diéu hanh 6 thang ddu nam 2016, dé xuét giai

phép chi dao, diéu hanh 6 thang cuéi nam 2016

Béo cdo kiém diém chi dao, diéu hanh 6 thang ddu nam 2016, dé xuét giai

phap chi dao, diéu hanh 6 thang cuéi nam 2016

Két qua céng tac thang 5 nam 2016 va chwrong trinh céng tac thang 6
nam 2016

Bao cdo Quy 1/2016 tinh hinh thuc hién Nghi quyét sé 36a/NQ-CP vé
Chinh ph dién tir

Bdo cdo Quy 1/2016 tinh hinh thuc hién Nghi quyét s6 36a/NQ-CP vé
Chinh phu dién tir

Bao cao Quy 1/2016 tinh hinh thuc hién Nghi quyét s 36a/NQ-CP vé
Chinh pha dién tr

Bao cao Quy 1/2016 tinh hinh thuc hién Nghi quyét s 36a/NQ-CP vé
Chinh phu dién tir

Bdo cdo Quy 1/2016 tinh hinh thuc hién Nghi quyét sé 36a/NQ-CP vé
Chinh phu dién tir

Bao cao Quy 1/2016 tinh hinh thuc hién Nghi quyét sé 36a/NQ-CP vé
Chinh phu dién tir

Bao cao Quy 1/2016 tinh hinh thuc hién Nghi quyét s 36a/NQ-CP vé
Chinh ph dién tir

Bao cdo két qua cong tac thang 4 nam 2016 va chuong trinh céng tac
thang 5 nam 2016

Béo cdo két qua cong tac thang 4 nam 2016 va chuong trinh céng tac
thang 5 nam 2016

Két qua thuc hién nhiém vu thang 04 va phurong huéng thang 05 nam
2016

Két qua thuc hién nhiém vu thang 04 va phirong huéng thang 05 nam
2016
Két qua thuc hién nhiém vu thang 04 va phirong huéng thang 05 nam
2016

Nguyén Bao Trung

Nguyén Bao Trung
Nguyén Bao Trung
Nguyén Hai Hung
Nguyén Anh Trung
Trén Trung Hiing
Trén Van Trung
Nguyén Manh Luc
Bui Hong Son

Lé Héng Van

Lé Thanh Nhan
Nguyén Bao Trung
Nguyén Hai Hung
Trén Trung Hing
Tran Thi Hrong

Giang
Nguyén Bao Trung
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Mudn thu gon danh séach loai van ban vé dang hién thi theo danh sich nhan chon

tai loai van ban can thu gon hodc nhan chon biéu tuong chic nang E & goc trén

bén phai trang hodc & cudi trang.

Danh sach loai vin ban dugc phan trang, dé xem loai vin ban ¢ céc trang ké tiép
bén trai kich biéu tugng E, bén phai kich biéu tugng , trang dau kich biéu ,
trang cudi kich biéu tuong .
1.7.4 Tra ciru theo tiéu thirc

Churc nang nay ho tro nguoi dung tra ctru van ban theo cac tiéu thuc: Tim kiém

nang cao, Tim kiém toan van.
Cach thao tac:
Tai ctra s6 Chure nang nhan chon Tra ciru viin ban\ Tra ciu theo tiéu thirc:

=» Hién thi trang “Tim kiém nang cao”

Tim kiém nang cao Tim kiém toan vin

CAc tigu chi tim kiém:

S8, ky higu: | | Co quan g | -
56 dén theo sb ti¥ sé'l:l dén sb I:l
Ngay nhén tr ngay| 3;] dén ngay: 3;]
MNgay ban hanh tir ngay| ] dén ngay: ]
Loai vin ban | E| Bon vi xir \)’t:| E|
Ngueri xi 1y: | Ngurai ky:| |
Trich yéu

Cach thyc hién tim kiém nang cao theo cac budc sau:

- Budc 1: Nhap tiéu chi tim kiém theo cac trudng co trong giao dién trén:

o 86, ky hiéu: nhap s6 hiéu van ban can tim

o Co quan giri: chon co quan gi van ban can tim trong danh sach

o S6 dén theo s6: nhap khoang s6 van dén can tim vao trudng [tir s6], [dén
s6]
o Ngay nhdn: nhap khoang ngay nhan vin ban can tim vao truong [tir

ngay], [dén ngay]
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o Ngay ban hanh: nhap ngay ban hanh vin ban can tim vao trudng [tir
ngay], [dén ngay]
o Loagi vin ban: chon loai van ban cdm tim trong danh sach
o Nguwoi xir Iy: Chon ngudi xir Iy vin ban can tim trong danh séch
o Pon vi xit Iy: chon don vi xtr Iy van ban cin tim
o Ngueoi ky: nhap ho tén nguoi ky can tim
Chay:
- Néu khong nhap mot trong cac trudng diéu kién tim kiém hé théng mac dinh
dir liéu tim kiém d4 thoa méan trudng do.
- Néu nhap cang nhiéu truong diéu kién tim kiém thi ving dir liéu sé cang dugc
gidi han = thoi gian tim kiém s& nhanh va chinh Xxéc.
- Trudng hop khong nhap truong diéu kién tim kiém nao - hé thong s& thong

bao “Chua nhép ti€u chi tim kiém nao”

- Buéc 2: Nhan nat M dé hé théng thyc hién tim kiém.

Vi du: Tim kiém vin ban theo céc trudng da nhép trong hinh sau:

Tim kiém nang cao Tim kiém toan vin

Cac tiéu chi tim kiém:

S8, ky higu:|21/BC-CNTT | Ce quan gi¥i:[Van phang Cuc | =
56 dén theo sb: fie sé.i:l dén sc";'l:l

Mgay nhan: tir ngéy.i:ﬂ dén ngéy'l:a
Ngay ban hanh: tir nga‘yi:ﬂ dén ﬁgéy'l:ﬂ

Born vi xi¥ Iy | -

Loai van bén:| v|

Mguwei xir I},’r:| v| Mgureri Ky|

Trich yéu: K&t qua céng tac Cai cach hanh chinh 6 thang d4u nam 2016 va Ké hoach nhiém vy 6 thang cudi nam cia Cuc Cang nghé thing tin

Quay lai| Tim kiém

= Két qua tim kiém:

Két qua tim kiém:

Quay lai Tang1 4 1 B

[ séaén HMNgayBH  Ngaydén S6, ky hiéu Co quan ban hanh Trich yéu NgLrévitDon vi xUF I
K&t qua cAng tic CAi cich hianh chinh 6 thing diu nim 2016
O 404 08/06/2016 14/06/2016 21/BC-CNTT Van phong Cuc va K& hoach nhiém wu 6 thang cudi nam ciia Cuc Céng nghé Mguyén Bao Trung
théng tin
Trang 1 4 »

Tim thay téng s6 1 van ban.

Tim kiém toan van xem muc 1.7.5 Tra ciru toan van
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1.7.5 Tra ctru toan van
Chirc nang nay hd tro nguoi dung tra ctru toan van ctia noi dung van ban.
Céch thao tac:
Tai ctra s6 Chure nang nhan chon Tra ciru viin ban\ Tra cu toan viin:

=» Hién thi trang “Tim kiém toan van”:

Tim kiém ndng cao  Tim kiém toan vin

—Tim theo tir khoa

Nhp tir khoa cn tim kigm?

Tim kiém cho:

OToén bd cac tir & trén OMEi tir & trén OBL’lng cu phap trén

—Cac lra chon

- |

Tim trong cor 56 dif ligu

S6 lweng két qua téi da:

S6 lweng két qua hién thi trong mét trang:

Cach thuc hién tim kiém toan van theo cac budc sau:

- Buodc 1:

+ Nhap tir khoa can tim kiém, Lua chon 1 trong 3 cach thirc Tim kiém cho tir

. . P P LT . . . .
khéa Toan bd cac tir & trén — Moi tlr & trén — Bldng cd phap trén Trong ving

“Tim theo tir khoa”

+ Chon dir li€u trong combobox cua vung “Cac lya chon”
» Tim trong CSDL: Chon dir liéu van ban theo nam
> S6 lugng két qua t6i da: Chon sd lwong vin ban hién thi t6i da
> S lugng két qua hién thi trong mot trang: Chon sb lwong van ban hién thi

trén 1 trang.
- Chuy:
- Néu khong nhép mot trong céac truong diéu kién tim kiém hé théng mac dinh

dir liéu tim kiém da thoa mén trudng do.
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- Néu nhap cang nhiéu trudng diéu kién tim kiém thi ving dir liéu s& cang dugc
gidi han = thoi gian tim kiém s& nhanh va chinh Xxéc.
- Trudng hop khong nhap truong diéu kién tim kiém nao = hé thong sé thong

bao “Chua nhép ti€u chi tim kiém nao”

- Budc 2: Nhan ngt _1m kiém

Vi du: Nhap diéu kién tim kiém toan van nhu sau:

| Tim kiém nding cac  Tim kiém toan vén

— Tim theo tir khod

Nhap tir khoa can tim kiém?

mai trreng

Tim kiém cho:

Toan bd cac tir & trén ' M&i tir & trén Blang cu phap trén

— Cac lwa chon

Tim trong co s& di liéu | v |
S6 lrong két qua téi da: I:I
S6 lrong két qua hién thi trang mat trang: 10 v

= Két qua hién thi

Két qua- 0 - 10 trong tdng sé 182

Trang[11[21[31[41[51[61[71[81[91[101[11]1[121[13]1[14]1[15]1[16]1[17][18][19]

Ngay BH S, ky hiéu Novi giri Trich yéu Ngw&ibon vi XL
081062016 EEEENMT_ 85 Tai nguyén va Mi trudng \iv mi hop giao ban théng & cia Bé Hoang Thi Thuj
CV-111/BTNMT  Béo Tai nguyén va Méi trudng w/van dé 6 nhiém mai truding Tong cuc Quan Iy DAt dai
1TI0G2016 CV-123/BTMMT B Tai nguyén va Méi trirérng Khoa hoc cdng nghé Vii Thang Phuong

Wjv Tdng hop s0 lwgng chi iéu thi cdng chirc tai cac don vi

P e )
06/06/2016 41/BNV-VTCCE  Bo Ngivu thudc Ba Tai nguyén va Mai g Mguyen Kim Chi
Trung tdm Luu trif va Thong tin tai Pl . . PR
17/06/2016 BC1 nguyén méi trireng bao cao gl cac dorn i trong cuc Cuc Cong nghé Thang tin
. A Wiv Tdng hop s Irgng ch tigu thi céng chirc tai céc don vi . )
08/06/2016 42/BNV-TCCE Bd Ni vy thudc Ba Tal nguyén va Ml g Mguyen Kim Chi
1G/0G2016 POS76/ETNMT  Bd Tai nguyén va Mai trirérng WV Ban hanh quy trinh quy dinh vé 13p du todn céc du &n cdng  Cuc Céng nghé Théng tin
161062016 BC1 85 Tai nguyén va Mi truing Té cdo hoat ddng méi truramng ;‘gi”tfr’t’r'sg lwge, Chinh sach Tai nguyén va
Cuc k¥ thuat an toan va Moi
558 trrdrng cong nghiép - Bé Cong 5555 Vi Van Long
Thwrong
KH095 Ban Kinh t& Trung triong Vv bao vé méi trireng trong phét rién kinh té Tran Hong Ha

Trang: (111211371041 [51[61[7181[01[1011911[121[131[141[151[161[171[181[191
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2. Van ban du thao

Lanh dao van phong co trach nhiém soan van ban du thao, twong dwong vai tro
ciia Chuyén vién nén hwéng dan va hinh anh minh hoa tai day la sir dung tai khodn ciia

Chuyén vién.

Pay la nhom chirc ning gitp Chuyén vién thyc hién cac cong viée lién quan dén
soan van ban dy thao khi nhan duoc yéu cAu tur nguén van ban giéy hoac tir Ianh dao
cap trén. Ngoai ra, tai nhém chirc ning nay con cho phép nguoi ding theo ddi tit ca vin
ban da du thao di dugc duyét hay chua, cac yéu cau can chinh sta tir cap trén. Tai giao

dién chinh, nhan vao nhém chirc nang “VB duw thao”, cic chirc ndng dugc hién thi nhu

HE THONG QUAN LY VAN BAN VA HO SO DIEN TU
UY BAN SONG ME CONG VIET NAM
gg:;iz :g:” Tuén | Thos Trang chu | Van ban dén | VB du thao | H6 sd cong viéc | Phiéu trinh | Van ban di | Danh muc

¥ Van ban dang dy théo Tir khéa tim kiém
— Tao dy thdo | | X6a dy thdo |C6 tong s6 1 dip thao <Trangirube 1 Trang sau>
Dy thao bitra lai = =
O NeAY TRINH TRICH YEU DON VI NGUO1 TRINH NGUON KY TINH TRANG
(m] Viv test du thao Van phéng Thuéng truc Uy ban sdng Nguy&n Nhan Tudn Trén Héng Ha

Mé Céng Viét Nam

Vin ban dy thao lign quan

Toan bg vin ban dyr thao

Tra ctru VB dy thio

Trong nhom chire ning, cac chirc nang chinh bao gom:
- Van ban dang du thao
- Van ban da duoc duyét
- Vén ban dy thao lién quan
Sau déy 14 cac hudng dan cu thé.
2.1 Vian ban dang du thao
Chtrc nang nay cho phép Chuyén vién tao 14p cc vin ban dy thao theo yéu cau tir

ngudn vin ban gidy hodc tir 1&nh dao cdp trén. Ngoai ra, Chuyén vién co thé
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Xem/Xda cac van ban vira du thao, chua gui 1anh dao duyé¢t hoac da gui 1anh dao

duyét nhung chua dugc duyét hodac chua dat yéu cau, bi tra lai.

Sau khi vao nhom churc nang VB du thao, nhan vao menu bén trai giao dién

Vin ban dang dw théo, chirc ning nay dugc hién thi nhu sau:

HE THONG QUAN LY VAN BAN VA HO SO DIEN T
UY BAN SONG ME CONG VIET NAM

e | e Trang chit | Viin ban dén | VB dy thao | Dy théo chif duyét | Phidu trinh | Viin ban di | Danh myc
CHUC NANG Danh sach di thao chwa gii
¥ Vin ban dang dw théo

S Tao dy thao || Xéa dy than | Co tong s8 0 dw thao
Dy thao bi tra lai

Tir khoa tim kiem

] NGAY TRINH TRICH YEU BONVI NGUTN TRINH NGU kY TiNH TRANG

Toan b6 vén ban di théo

Tra cibu VB dy thio

2|
Tai day, ngudi dung c6 thé thuc hién dugce cac chlrc nang sau:

- Xem thong tin chi tiét vin ban du thao
- Tao lap van ban du thao

- Xo6a van ban du thao
Sau ddy s& huéng dan cu thé:
2.1.1 Xem thong tin chi tiét vin ban dy thao

Tai ving Danh sach viin ban du thio, truong “Tinh trang” s& hién thi trang thai
cua van ban 1a “Chua trinh duyét”/“Pang trinh duyét”/“Pa trinh duyét va phai sua” tuy

theo ting trudng hop cu thé nhu sau:

- Trang thai “Chuwa trinh duyé€t” 1a nhiing dy thdo dugc Chuyén vién tao lap
nhung chua trinh 1anh dao duy¢t.

- Trang thai “Pang trinh duyét” 1a nhitng du thao da dugc Chuyén vién trinh
lanh dao nhung chwa c6 phan hoi, lanh dao van dang xem xét.

- Trang thai “Pa trinh duyét va phai stra” 1a nhitng du thao da dugc lanh dao

duyét it nhat 1 1an nhung chua dat yéu ciu, bi tra lai dé chinh stra.
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Khi mudn xem thong tin chi ti€t cua du thao thi nhan vao du thao can xem, c6 3

truong hop tuong tng véi 3 trang thai cua van ban dy thao nhu sau:
+ Truwong hgp 1: Trang thai cta dy thao 1a “Chuwa trinh duyét”
Vi du: Nhan vao du thao c6 trang thai “Chwa trinh duyét” nhu sau:

Danh sach vin ban dang dw thao

[ Tao VB du thao || Xéa VB du thao | Trang 1 4 1 P
[ @ Ngaysoan Loaivanban Ngwi duyét Now&i ky Trich yéu Tinh trang
[ ®F] 21/06/2016 T& trinh Nguyén Xuan Bao Tam Nguyén Linh Ngoc Vv hop tac trao d6i cdng nghé théng tin

Chura trinh duyét
W

7iBang trinh duyét

() ] 17/06/2016 T& trinh Nguyén Xuin Bao Tam Trin Héng Ha Wiy chinh sach hop tac qudc t& trong linh vue bién, hii dao

[ ] 16/06/2016 Thang bao Nouyén Xuan Bao Tam Nguyén Xuan Bao Tam Théng bao D3 trinh duyétva phai sia

rang 1 ‘ 1 'v

Cé téng s6 3 vén ban.
6 téng sé 3 vin ban Nhan vao du thao co

trang thai "Chua trinh
duyet”" can xem thong tin
chi tiet

= Théng tin chi tiét cia dy thao duoc hién thi nhu sau:

Vin ban dw thao

Ngay tao: 29/12/2020 86 khdn: Thuéng [+]
La van ban QPPL: ®KhangOCo Ngéy cdp nhat: 04:56 CH 29/12/2020
Ngu&i soan thao: Lé Dire Trung Don vi soan thao: Van phong Thuang trire Uy ban séng Mé Céng Viét Nam
Loai van ban:™ [ ]v| Linh vyc:” ‘ |T|
Trich yéu:*
i

Vin ban dén kém theo: ZI
Trang thai: Chura trinh duyét Ngudn du thao: Tir hé théng hé so céng viéc
Cép ban hanh:* |

Hinh thire ky: ®Dang vai tréCKy thira 18nhOKy dy quy2nOKy thay

Ngui ky:” | Chire vu: |

EN[EN|ED

Lanh dao VP ky nhay: |

Nguréi phéi hop xiF Iy

MNoi nhan ndi bé: |

Noi nhén ngoai:

Tép vén ban phat hanh: Chira gén tép vin ban
Phuyc lyc kém theo: Chira gan tép vén ban
@ Théng tin Dy thao

Y kién File dinh kém

Khéng cé tép nao dugc chon

y Khéng cé tép nao dwoc chon

Ngudi duyél.l E‘ Chuyén

@ Ngwoi duyét

Trung tim Cong nghé phan mém va GIS 63




Phan mém H¢ thong qudn ly van bdan va ho so cong viéc

Tai liéu huéng dan str dung_Lanh dao vin phong UB Mé Céng

= Tai ving Théng tin dw thao, do dy théo chwa giri duyét nén chi hién thi cac y
kién va file dinh kém cua nguoi tao du thao.

@) Théng tin Dy thao

Y kién File dinh kém
Nguoi tao J [ Chon tép | Khong c6 tép nao duoc chon | =
du thao 5 | Chon tép | Khéng c6 tép nao duoc chon ’

Ngay gio NgfFoi tao Y kién Ngw&i nhan Chirc nang
21/06/2016 0210 CH  [Pham Kim Chi * Quvetdinh 1.docx 410 %

= Mubn cap nhat du thao, ngudi dung nhip cac thong tin can chinh sira, néu y kién

tai truong [Y kién], dinh kém file dy thao tai trudng [File dinh kém] va nhan nut

- Dy thao s& dugc cap nhat thanh cong. (cach néu ¥ kién va dinh kém

file du thao da hudng dan tai phan Vin ban ché xir 1y)

> Muén trinh linh dao duyét dur thao thi nhén ngt LChyEn van ban|

= Nhan nit dé trd vé trang trudce do.
=>» Vi truong hop trang thai du thao 1a “Pang trinh duyét”, cach sir dung tuong tu.
#+ Truong hop 2: Trang thai cta dy thao 1a “Pang trinh duyét”. Nhan vao du

thao c6 trang thai d6 nhu sau:

Danh sach vin ban dang dw thao

[ Tao VB du thao || X6a VB du thio | Tang1 4 1P

@ Ngay soan  Loaivan ban Ngurri duyét Nguwedri ky Trich yéu Tinh trang

B 21/06/2016 Tér trinh Nguy&n Xun Bdo Tam Nguyén Linh Ngac Viv hop tac trao d8i cdng nghé théng tin Chura trinh duy2t

W 17/06/2016 Té trinh Mguyén Xuan Bao TAm Tran Hang Ha Vv chinh sach hop tac qudc t€ trong linh vue bién, hai 3o [Bang trinh duyét !

o

| 16/08/2016 Théng bao Nguyén Xuan Bao TAm Nguyén Xudn B3o TAm Théng bao 7 finh duyétva phai sira

Cé téng s6 3 van ban. Trang1 4 1 p
Nhan vao du thao co
trang thai "Du thao
dang trinh duyet”
r I3
A . A 9 9 *A .

=» Thong tin chi tiét cua du thao duoc hién thi nhu sau:
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Phén mém H¢ théng qudn 1y vin bin va ho so cong vige
Tai liéu huéng dan str dung_Lanh dao vin phong UB Mé Céng

Vin ban dw thao

Ngay tao: 17/06/2016 D6 khan: Thuéng
La van ban QPPL: Khéng MNgay cdp nhat: 0%:50 SA 17/06/2016
MNgur&i soan thae: Pham Kim Chi Bon vi sean thae: Vu Hop tac qubc té
Loai van ban: Té trinh Linh vire: Bign va Hai dao

Trich yéu: Vv chinh sach hop tac quéc té treng linh vure bién, hai dao
Trang thai: Bang trinh duy&t
Pham vi ban hanh: 3 Hinh thire ky: Khéng
Nguoi ky: Tran Hong Ha Chire vu: Bo trréng
Nguei phéi hop xtr Iy: Nguy&n Thanh Mai
Moi nhan ndi bé:
Noi nhan ngoai
Tép VB ban hank: Chura gén tép van ban

@ Théng tin Dw thao

¥ kién File dinh kém
Chon tép | Khdng co tép nae duoc chon
y Chon tép | Khdng cd tép nao dwoc chon Iﬂ
Ngay gier Ngwi tao ¥ Kién Nguwéi nhan ChiFc ning
17/06/2016 09:45 SA  Pham Kim Chi @@w&M Nguyén Xuan Bao Tam s

17/06/2016 03:26 CH Tran Héng Ha Nguyén Xuan Bao Tam

= Tai ving Thong tin du thio, do du thao di gui duyét, chua c6 phan hoi cia Lanh

dao nén chi hién thi v kién va file dinh kém cua nguoi tao du thao.

@ Théng tin Dy thao

[ Nguoi tao |} File dinh kem

du thao Chgn tz:eP | Khéng c6 tép nao duoc chon H
Chon tép | Khéng c6 tép nao duoc chon

2

Ngay gio Ngroi ta Y kién Ngw&inhan Chirc nang
iAET = qE . 9 q il X (~ ) Py ~ 2oz "
17/06/2016 09:45 SA Pham Kim Chi @‘Con fuchinh sua ren ban do.docx |-2087KE Nguyen Xuan Bao Tam # L2

= Tai dy, Chuyén vién c6 thé nhap thém y kién tai truong [Y kién], dinh kém file du
thao tai truong [File dinh kém] (cach néu ¥ kién va dinh kém file dy thao da hudng

dan tai phan Vin ban cho xir 1)

Ao |Quaylai| .2 . . z
=» Nhan nat de trd ve trang trudc do.

4 Trudng hgp 3: Trang thai cia dy thao 1a “Pa trinh duyét va phai sira”. Day

1a nhirng dy thdo da dugc trinh 1anh dao, chua dat yéu cau, bi 1anh dao tra lai.
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Tai liéu huéng dan str dung_Lanh dao vin phong UB Mé Céng

Danh sach védn ban dang dy thao

[ Tao VB du thio || Xéa VB du thio | Trang1 4 1
[ @ Ngaysoan Loaivanban Nguwéri duyét Nawai ky Trich yéu Tinh trang
[ @ 21/06/2016 T& trinh Nguy&n Xuan Bao Tam  Nguyén Linh Ngoc Vv hop tac trao d8i cdng nghé théng tin Chura trinh duyét
[ @ 17/06/2016 T trinh Nguyén Xuin Bao Tam Tran Héng Ha Vv chinh sach hop tac qudc t& trong Iinh vuc bién, h3i dao Bang trinh duyét

[ [ 16/06/2016 Théng bio Nguyén Xuan Bio Tam Nguyén Xuin B3o Tam Théng bao

Cé6 téng s6 3 vin ban.

Nhan vao du thao co
trang thai "Da trinh duyet
va phai sua" de xem
thong tin chi tiet

=» Thong tin chi tiét cua du thao dugc hién thi nhu sau:

Ngay tao: 16/06/2016 D6 khin: [Thuéng 2
La van ban QPPL: @500 O Ngay cap nhat 04:00 CH 16/08/2016
Nguréi soan thdo: Pham Kim Chi Don vi soan thao: Vy Hop tac quéc té
Leai van ban: Il'hc‘mg bao EI Linh vire: |H op tac qudc té EI
. [Théng bao
Trich yéu:
4

Trang thai: Ba trinh duyét va phai stra

Pham vi ban hanh: [1 = Trang théi kj: ®Khéng Ky thira lénh UKy dy quyén
Nguéi ky: [Nguyén Xudn Bao Tam = Chire vu: [Phé Vu trrding
z . -
Ngwi phéi hop x ly:
4
Noi nhén néi bé:
4
Nei nhén ngoai:
4
Tép VB ban hank: Chira gén tép van ban
@ Thong tin Dy thao
Y kién File dinh kém
Chen tép | Khéng co tép ndo duoc chen H
P Chen tép | Khéng co tép nao duoc chon
Ngay gidr Ngwri tao Y kién Ngwéinhén ChiFc nang
16/06/2016 03:68 CH  Pham Kim Chi * Songcu ehinf sua iren ban do.docx Nguyén Xuan Bao Tam 416
+ Théng bao lan 1 ’
16/06/2016 04:01 CH Nguyén Xuan Bao Tam - Viét chi tiét nai dung hon nira Nguyén Xuan Bao Tam
@ Nguoi xiv ly
Nguwéi 0 1y: Nguyén Xuan Bao Tam EHChuyén van ban

Quay lai | Ghi lai

=>» Tai ving Thong tin du thao, do du thao da guri duyét va bi tra lai nén s€ hién thi

cacy kién va file dinh kém cua ca nguoi tao du thdo va lanh dao duyét dy thao.
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Tai liéu huéng dan st dung_Lanh dao van phong UB Mé Cong

@ Théng tin Dy thao
Y kién File dinh kém

Nguoi tao

l Chon tép | Khong c6 tép nao duoc chon ‘
du thao A

Nguoi duyet

3 ‘ Chon tép | Khoéng c6 tép nao duoc chon ‘

Ngay gior Nguwéitao du thao / Y kién Ngu&i nhan Chi¥c nang
16/06/2016 03:58 CH  [Pham Kim Chi o bednebdabosuasenta bl Nguy&n Xuan Bao Tam Fls
+ Théng bao lan 1 2
16/06/2016 04:01 CH Nguyén Xuan Bdo Tam - Viét chi tiét néi dung hon nira Nguyén Xuan Bao Tam

= Tai ving ndy, Chuyén vién can doc ¥ kién cua lanh dao duyét du thao dé chinh sira.
Néu tai truong [File dinh kém] c6 file y kién cua lanh dao, ngudi dung cin nhin
vao file, tai vé may va thuc hién chinh stra du thao theo file do.

=>» Sau khi cdp nhat xong du thao, Chuyén vién vao lai du thao nay, nhap cac thong tin

can chinh stra, nhap ¥ kién tai truong [Y kién], dinh kém file dy théo d sira tai
truong [File dinh kém] va nhan nut . (cach néu y kién va dinh kém file
du thdo da hudng dan tai phﬁn Van ban cho xir ly) > Du thao s€ duoc cap nhat
thanh cong.

= Mubn trinh 1anh dao duyét du thao sau khi da chinh stra thi nhén nut

|Chu1.fén van bén|
= Nhan nit dé trd vé trang trudce do.

2.1.2 Tao 1ap van ban du thao

Tai chtrc ning Vin ban dang dw thao, Chuyén vién c6 thé tao 1ap mét vin ban

du thao nhu sau:

- Tai ving Danh sach viin ban dang duw thdo, nhan nut | TaoVB duthao |

Trang Vin ban du thao duoc hién thi nhu sau:
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Phan mém H¢ thong qudn ly van bdan va ho so cong viéc

Tai liéu huéng dan str dung_Lanh dao vin phong UB Mé Céng

& HE THONG QUAN LY VAN BAN VA HO SO BIEN TU
& = -
b 2 UY BAN SONG ME CONG VIET NAM

Eﬁﬁ,’ﬁﬁ C'g:” Tuan [ Tost Trang chii | Van ban dén | VB du thio | H6 sd cbng viéc | Phi&u trinh | VAn ban di | Danh muc

CHUC NANG Vin ban di thao

% Van ban dang die thao Quay lai
Dy thie dang trinh Ngay tao: 30/12/2020 96 khin: [Thueng [=]
Du thao bitra lai La van ban QPPL: @KhongOCod Ngay cap nhat: 10:45 SA 30/12/2020
Dy thao chi> Ky nhdy Ngusi soan thao: Nguy&n Nhan Tuén Bon vi soan thao: Ban Quan [y Du &n quan 1§ tdng horp tai nguyén nude Mé Céng
Dy thao duoe duyét, chua phat hanh Losivan bin:” | =] Linh e | =
Du thao duoc duyét, da phat hanh
Van ban di thao lién quan Trich yéu:

2 N |
VE phéi hop du thio X

Van ban dén kem theo: |w |
VB phéi hop du thao, @& phat hanh - —
B _ Trang thai: Chua trinh duyét Ngusn du thio: Tir hé théng hé so cang viée
Taan bg vén ban dy théo - = — — —
Cép ban hanh:* Hinh thire kj: @9 §OKy thira 1EnnOKY dy quyanOKy

Vin b s e dana s 4p ban hanh:" | [=] inh thire kj: ®@Bang vai raOKy thira 1EnnOKY Gy quyanOKy thay
Van ban du thio da két thic Nouori ky:* [~] Chie vy | ]
Tra ciu VB dip thao Lanh dae VP ky nhay: [~

ﬂ Ngui phéi hop xir Iy P
v

Noi nhdn néi ba:

Noi nhén ngeai:

Tép van ban phat hanh: Chua gén tép van ban
Phuc luc kém theo: Chua gan tép van ban
@ Thong tin Dy thao

¥ kién File dinh kim

Chon 12p | Khéng cé tép ndo dwec chon =1
Chon &p | Khéng cé tép ndo dwec chon

4
© Nguwoi duyst

Nguoi duyat:[ =] chuyén |

=» Tai day, Chuyén vién thyc hién nhap cac thong tin dy thao va dinh kém file dy thao
twong ty nhu cach tao dy thao tir ngudn vin ban qua mang da hudng dan tai phan

Vin ban cho xi ly.
2.1.3 X6a van ban duy thao

Tai chtrc ning Vin ban dang dw thao, Chuyén vién c6 thé x6a mot vin ban dy

thao nhu sau:

- Tai vung Danh sach van ban dang du théo, tich chon vao 6 tuong Uing

véi du thao can x6a va nhan nit | Xoa VB dy thao |

Danh sach dw thao chwa g

Tao du théo ¢ tong s6 1 di thao

O weav TRiNH TRICH YEU

Tir khéa tim kidm..

<Trangtnsée 1 Trang sau>
BON VI NGO TRINH NGUOT KY TINH TRANG
I Viv test du thao Van phang Thuang tnre Uy ban séng Nguyn Nhan Tudn Tran Héng Ha
Mé Cang Viét Nam

=» Chuong trinh hién thi hop thoai x4c nhan:
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Phan mém H¢ thong qudn ly van bdan va ho so cong viéc

Tai liéu huéng dan str dung_Lanh dao vin phong UB Mé Céng

Ban cd chac chin mudn xod van ban nay khéng?

Ok l ’ Cancel

= Nhin nit truong hop ddng ¥ x6a van ban dy théo.
= Nhén nit truong hop khong dong ¥ x6a vin ban du thao.

2.2 Van ban da dwgc duyét

Chtrc nang nay cho phép Chuyén vién xem dugc cac van ban ma Chuyén vién do
du thédo, da gui lanh dao cép trén duyét, co thé da duoc duyét hodc bi tra lai.

Sau khi vao nhom chitc ning VB du thio, nhan vao menu bén trai giao dién

Du thao dwgc duyét, chirc nang nay dugc hién thi nhu sau:
HE THONG QUAN LY VAN BAN VA HO SO DIEN TU
UY BAN SONG ME CONG VIET NAM

Trang chii | van ban dé&n | VB dy thao | H6 sd cdng viéc | Phigu trinh | Van ban di | Danh myc

T khsa tim kiém n

Noudi duyét Ngay duyét Tinh trang

Nouy&n Nnan Tuén | Thodt
Chuyén vién

CHUC NANG Danh séch vin ban da dwgc duyét, chuwa phat hinh

Tir hé théng

? Ngay trinh Noi dung trinh

Dy théo bi trd lai
o et 1 Khéng c6 van ban nao
Dy thao cho ky nhdy

r Du thao duoc duyét, chua phat hanh
D1

y thio duge duyét, 08 phat hanh

Vén ban dy thao lién quan
hop 3

hao, 6a phat hanh

Tedn b van ban dw thao

Van ban

Tra ciru VB dy thao

Tai day, ngudi dung c6 thé thuc hién dugc cac chirc nang sau:

- Xem thong tin chi tiét van ban duy thao

- Xo6a van ban du thao

Sau day s& hudéng dan cu thé:
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Phan mém H¢ thong qudn ly van bdan va ho so cong viéc

Tai liéu huéng dan str dung_Lanh dao vin phong UB Mé Céng

2.2.1 Xem thong tin chi tiét vin ban dy thio
Tai ving Van ban du thao da dwoc lanh dao duyét, truong “Tinh trang” sé
hién thi trang thai ctia van ban 1a “Chuyén vin thu nhung chua ban hanh”/“P3 trinh
duyét va phai sira” tuy theo timg trudng hop cu thé.
- Trang thai “Chuyén viin thu nhwng chwa ban hanh” 13 nhitng dy thao d3 duoc
lanh dao duyét nhung chua dugc ban hanh.
- Trang thai “Pa trinh duyét va phai stta” 1a nhiing du thao da dugc lanh dao
duyét it nhét 1 1an nhung chua dat yéu cau, bi tra lai dé chinh sira.
Khi mubn xem thong tin chi tiét ctia du thao thi nhan vao du thao can xem, c6 2
truong hop tuong tng vdi 2 trang théi cua van ban dy thao nhu sau:
4 Truong hop 1: Trang thai ciia du thao 12 “Chuyén vin thu nhung chua ban

hanh”. Nhan vao du thao c6 trang thai d6 nhu sau:

Danh sach viin ban da dwoc duyét

Xéa VB du thao Trang1 <4 1P
@ Mgay duyét  Loaivan ban Nguwéri duyét Ngwai ky Trich yéu Tinh trang
| Théng bao Nguyén Xuan Bao Tam Nguyén Xuin B3o Tam Théng bao D3 trinh duyét va phai sira
] R ¥ ., » ra . Nguyén Thi Phurong . s s . Chuyén van thu nhumg
ﬂg Cdng van Nguyen Xuan Bao Tam Hoa Wi m&i hop tong ket thi dua khen thwéng chira ban hanh
L. o e e s = L e . Chuyén van thu_jma
ﬂj Cdng van Nguyen Xuan Bao Tam Nguyen Thai Lai Wiv Tiep dai sir nurdc Anh chua ban hanh

Trang1 4 1P

Cé téng s6 3 vén ban.

Nhan vao du thao co
trang thai "Chuyen van
thu nhung chua ban
hanh" can xem thong tin
chi tiet

=» Thong tin chi tiét cua du thao dugc hién thi nhu sau:
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Tai liéu huéng dan str dung_Lanh dao vin phong UB Mé Céng

Viin ban di thao ( Vin bén phat hanh)

Nguii phéi hop xie ly:

Noi nhan ndi bé:

Blao Thi Hoai Linh
Cuc Cong nghé Théng tin

Ngay tao: 16/06/2016 D6 khin: Thudng
La van ban QPPL: Khdng Ngay cdp nhat: 03:08 CH 16/06/2016
Mgur&i soan thae: Pham Kim Chi Bon vi sean thao: Vu Hop tac quf)c té
Leai van ban: Céng van Linh vwe: Khen thuéng
Trich yéu: Viv méi hop tdng két thi dua khen thuéng

Trang thai: Chuyén van thu nhung chura ban hanh
Pham vi ban hanh: 2 Trang thai ky: Khéng
Ngudi kyj: Nguyén Thi Phurong Hoa Chire vu: Thir trréing

Nei nhan ngoai:
Téo VB ban hanh: % 0 Quyet dinh luan chuyen 01.docx
@ Théng tin Dy thao
Y kién Nguéri nhan
1 Cong cu chinh sua tren ban do.docx
+ D thao lan 1

U Quyet dinh luan chuyen 01.docx

+ Dy thao lan 2
-Bdng y, giri 1&n trinh |3nh daol

Ngay gior Nguréi tao

Mguy&n Xudn Bao Tam

16/06/2016 02:31 CH Pham Kim Chi

16/06/2016 02:52 CH Pham Kim Chi

16/06/2016 02:55 CH Nguy&n Xuan Bao Tam

16/06/2016 03:06 CH

Quay lai

Nguyén Xuan Bao Tam

Nguyén Thi Phurong Hoa - Chuyén thanh van ban @

= Tai ving Thong tin dw thio s& hién thi cic ¥ kién va file dinh kém cua nguoi tao
du thao va céac 1anh dao duyét du thao (tiy theo timg du thao ban hanh & cap nao

Cap Uy ban/Cép phong ma c¢6 1 hodc nhiéu 13nh dao duyét du thao).

Nguoi tao
TN f inh sua tren ban do.docx

+ Duthéo lan 1
U Quyet dinh luan chuyen 01.docx

+ Du thao lan 2
-Déng ¥, gii 1én trinh I3nh daol

@ Théng tin Dy thao
Ngay gior

Nguwei tag Ngw&inhan

Pham Kim Chi Nguyén Xuan Bao Tam

16/06/2016

Nguoi duyet

16/06/2016 Pham Kim Chi

16/06/2016 02:59 CH Nguyén Xuan Bao Tam Nguyén Xuan Bao Tam

16/06/2016 03:06 CH

Ao, |Quaylai| o2, . z
=» Nhan nat de trd ve trang trudc do.

4 Truwong hop 2: Trang thai cia du thio la “Pa trinh duyét va phai sira”.

Nguyén Thi Phuong Hoa - Chuyén thanh van ban di

Nhén vao du thao c6 trang thai d6 nhu sau:
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bén da dwoc duyét

€6 téng s6 3 vin ban.

X6a VB di thao Trang1 4 1
[] @ MNgayduyét Loaivanban Nguwi duyét Ngurori ky Trich yéu Tinh trang
(] Théng bao Nguyén Xuin Bao Tdm Nguy&n Xuin B3o TAm Théng bao B3 trinh duyét va phai sira
a—_— T
2 = ¥ 2 pmao s Nguyen Thi Phuong . z Frn. . €n van thu nhung
(] % Cong van Nguyen Xuan Bao Tam Hoa ‘v m&i hop tang ket thi dua khen thudng hira ban hanh
] CAng van Nauy&n Xuin Bao Tam Nguyin Thai Lai Vi Tidp dai sl nude Anh Nhan vao du thao co thnu nhung

trang thai "Da trinh duyet
va phai sua" can xem
thong tin chi tiet

41p

=» Thong tin chi tiét cua du thao dugc hién thi nhu sau:

Ngay tac: 16/06/2016
La van ban QPPL: '® Khang - 'Cé
MNguéi scan thae: Pham Kim Chi

D6 khin: [Threng

Ngay cap nhat: 04:00 CH 16/06/2016

Blon vi soan thao: Vu Hop tac quéc té

Loai van ban IThc‘mg bao EI Linh vure: |H op tac qubc té EI
_ |Théng bao
Trich yéu
2
Trang thai: Da trinh duyét va phai stra
Pham vi ban hanh: |1 E‘ Trang thai ki ®Khang Ky thira |&nh Ky 0y quyan
Ngusi ky: [Nguyén Xuan Bao Tam 2 Chire vur [Phé Vu tnréing
. -
Nguoi phéi hop xi ly:
|
Nei nhén néi bé:
4
Noi nhan ngoai:
g
Téo VB ban hdnh: Chura gén tép van ban
@ Théng tin Dy thao
Y kién File dinh kém
Chen tép | Khéng co tép nac duoc chen H
P Chen tép | Khéng c6 tép ndo duoc chen
Ngay gié Ngwéitao ¥ kién Ngwéinhan ChiFc nang
16/08/2016 0352 CH  Pham Kim Chi  Cong cu chinh sua tren ban do.docx Nguyé&n Xuan Bao Tam =N

+ Théng bao lan 1
16/06/2016 04:01 CH
© Nguoi xi ly

Nguy&n Xuan Bao Tam

- Viét chi tiét néi dung hon nira

Nguy&n Xuan Bao Tam

Nauéi 0 1y Nguy&n Xuan Bao Tam

EI | Chuyén van ban

Quay lai [| Ghi lai

=> Cach thao tac voi du thdo nay twong tu cac du thao da huéng dan tai muc Vin

ban dang du thao.
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2.2.2 X6a van ban du thao

Tai chtrc ning Vin ban di dwoc duyét, Chuyén vién c6 thé x6a mot vin ban dy
thao. Cach thuc hién tuong tu tai phén Vian ban dang du thio.
2.3 Vian ban du thao lién quan

Pay la nhom chuic nang giap Chuyén vién xem dugc cac van ban du thdo lién

quan td1 Chuyén vién do.

Sau khi vao nhom chtrc nang VB du thao,nhom chirc nang nay nam tai menu

Vian ban du thio lién quan.
‘i:* HE THONG QUAN LY VAN BAN VA H® SO DIEN TU
3 UY BAN SONG ME CONG VIET NAM

Nguy&n Nhan Tuén | Thost

Ghuyan vién Trang chii | Van ban d&n | VB dy thao | HG sd cong vigc | Phigu trinh | Van ban di | Danh muc
Danh sich véin ban da dwgc duyét, chusa phit hanh

Van bén dang du tho Tir knda tim kiém n

—— Y Ngay trinh Noi dung trinh Nowroi duyét Ngay duyst Tinh trang Tir hé théng
Du thdo bi tra lai

O, Khéng c6 van ban nao

Du thao ¢ho ky nhdy

» Dy thdo dugce duyét, chua phat hanh

Du thio durgc duyét, 34 phat hanh

Vin ban dy théo lién quan

Toan bg van ban dir thao

Tra ciru VB dy thao

o

Trong nhom chire ning, cac chirc nang chinh bao gom:
- VB phdi hop dy thao

- VB phéi hop du thao, da phat hanh

- Toan b van ban du thao

- Van ban du thdo dang xtr 1y

- Vin ban dy thao da két thiic

Sau déy la cac huéng dan cu thé.
2.3.1 VB phéi hop du thao

Chtric nang nay cho phép Chuyén vién xem céc van ban du thao do Chuyén vién
1a ngudi phdi hop cho cac du thao do.
Sau khi vao nhom chirc ning VB du thio, nhin vao menu bén trai giao dién

Vin bén lién quan >> VB phéi hop dw thio, chirc ning duoc hién thi nhu sau:
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HE THONG QUAN LY VAN BAN VA HO SO DIEN TU
UY BAN SONG ME CONG VIET NAM

gmiﬁ L“Eﬁ” Tuen I hoet Trang chi | Van ban dén | vB dy thao | HB so cong viéc | Phi€u trinh | Van ban di | Danh myc

CHUC NANG Danh séch vén ban da dwgc duyét, chwa phat hanh

Van ban dang di thdo Tir khoa tim kiém n

Du thio dang trinh
R L LY Ngay trinh Noi dung trinh Nguwoi duyét Ngay duyét Tinh trang Tir hé théng
Du thao bi 1 lai

R Khéng c6 van ban nao
Dy thio chd ky nhay

> Du thao dugc duyét, chua phét hanh

Dy thao dugc duyét, 0 phat hann

Tra ciru VB dy thao

|
Trén giao di¢n hién thi danh sach cac van ban dy thao ma Chuyén vién la nguoi

phéi hop. Trudng hop khong c6 vin ban du thao nio thi danh sach hién thi trong.

2.3.2 VB phdi hop du thio, di phat hanh

Chtrc nang nay cho phép Chuyén vién xem cac van ban du thao do Chuyén vién
1a ngudi phdi hop cho cac du thao do.

Sau khi vao nhém chitc ning VB du thio, nhan vao menu bén trai giao dién

Viin ban lién quan >> VB phdi hop du thao, di phat hanh, chic ning dugc hién thi
nhu sau:

HE THONG QUAN LY VAN BAN VA HO SO DIEN TU
UY BAN SONG ME CONG VIET NAM

Eﬁdli'ﬁ C'E.ﬁ” Tuen | Thost Trang chi | Van ban dén | VB dy thdo | H6 sd céng viéc | Phiéu trinh | van ban di | Danh myc

CHIFC NANG Danh séch vén ban phéi hgp di thao, da phat hanh
Vén ban dang o théo Tir khoa im kidm n

L Ngui soan thao Don vi soan thao Loai van ban Trich yéu Ngui kir Ngay ki
Diy théo bi trd lai
Khéng 6 van ban nao

VB phdi hop du thao, & phat hanh

To: van ban dy théo

Trén giao di¢n hién thi danh séch cac van ban du thdo ma Chuyén vién 1a nguoi

phéi hop. Trudng hop khong c6 vin ban du thao nao thi danh sach hién thi trong.
2.3.3 Toan by van ban du thao

Chtric nang nay cho phép Chuyén vién xem cac van ban du thao ma Chuyén vién

da soan thao, trinh 1én Lanh dao cép trén.

Sau khi vao nhom chirc nang VB dw thao. nhan vao menu bén trai giao dién Van
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HE THONG QUAN LY VAN BAN VA HO SO DIEN TU

ban lién quan >> Toan b van ban du thao, chirc nang dugc hién thi nhu sau:
UY BAN SONG ME CONG VIET NAM
Nouy&n Nnan Tuén| Thost

\
@
R\
Chuyén vién Trang chi | van ban dén | VB dy thao | HG s cong viéc | Phiéu trinh | Van ban di | Danh myc
CHUFC NANG

Van bin dang dy thao Tir khoa tim kiém n

Db thio bits (C6 téng s6 3 véin ban. Trang1 4 1P
P — Ngay soan N&i dung trinh Nguoi duyét Ngay duyét Nguoi ky Tinh trang
R 24172020 Vivitest dy thao Nguy&n Nhan Tudn 24/11/2020  Trdn Héng Ha Bang du théo
DU théo duoe duyét, g ghathanh 24112020 VA test dy thao Nguy&n Nhan Tudn 24/11/2020  Trdn Héng Ha Dang trinh duyét
s - 23112020 Viv Tao du thao trinh ban hanh van ban L& Birc Trung 23/11/2020 L& Dirc Trung Dang trinh [Enh dao ky
Vin ban di thio lién quan =
Co téng s6 3 véin ban. Trang1 41

VB phéi hop du thdo

VB phdi hop du thao, d& phat hanh
Todn b van ban dy thio
Van ban dy thao dang xir I

Vin ban du thao a3 két thic

Tra cieu VB dy thao

|

Trén giao dién hién thi danh sach cac van ban du thao ma Chuyén vién da soan
thao, trinh 1én Lanh dao cap trén. Truong hop khong cd vin ban du thao nao thi danh
sach hién thi trong.
2.3.4 Van ban du thiao dang xir ly

Chure nang nay cho phép Chuyén vién xem cac van ban du thdo ma Chuyén vién
da trinh va dang xtr 1y.

Sau khi vao nhom chtrc ning VB du thdo, nhan vao menu bén trai giao dién Vin

ban lién quan >> Viin bin du thio dang xir Iy, chirc niang duoc hién thi nhu sau:

HE THONG QUAN LY VAN BAN VA HO SO DIEN TV
UY BAN SONG ME CONG VIET NAM

Eﬁd{zﬁ C'igi" Tuan | Thozt Trang chii | Van ban dé&n | VB dy thao | HG sd céng viéc | Phiéu trinh | Van ban di | Danh myc

CHUFC NANG

van ban dang dy thio Py A
: Tir knoa tim kiem
Dy thao dang trinh N : n
D thio bird i Cé téng s6 3 véin ban. Trang1 <4 1 P
K nn Ngay soan Noi dung trinh Ngwoi duyét Ngay duyét Nguwovi ky Tinh trang
Vot chun ot e 24/11/2020 Vi test d thao Nguy&n Nhan Tuén 24/1112020  Trdn Héng Ha Dang du thao
D thaa Guoc duyét, 43 prdt hanh 24/11/2020 VIV test dy thao Nguy&n Nhan Tuin 24/11/2020  Trén Héng Ha Dang trinh duyét
- A 23/11/2020 VA Tao du thao trinh ban hanh van ban L& Buc Trung 23/11/2020 L& Diic Trung Dang trinh [anh dao kj
Vén ban dy théo lién quan :
C6 thng sé 3 véin ban. Trang1 <4 1 P

VB phdi hop dur théo
VB phidi hop du thdo, 35 phat hanh
Todn bg vin ban dy thio

VN ban du thio dang xi¥ I

Van ban dy théo da két thic

Tra ctru VB du thio

o]
Trén giao dién hién thi danh sach cac vin ban dy thao ma Chuyén vién di trinh va

dang xur y. Trudng hop khong c¢6 vin ban du thao nao thi danh sach hién thi trong.
2.3.5 Vin ban du thio di két thic

Chtric nang nay cho phép Chuyén vién xem cac van ban du thao ma Chuyén vién

da trinh va két thuc.
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Sau khi vao nhém chic nang VB du thdo, nhan vao menu bén trai giao dién Van

ban lién quan >> Viin ban dw thao da két thiic, chic ning dugc hién thi nhu sau:

HE THONG QUAN LY VAN BAN VA HO SO DIEN TV
UY BAN SONG ME CONG VIET NAM

Eﬁd{zﬁ C}Ei" Tuan | Thozt Trang chii | Van ban dé&n | VB dy thao | HG sd céng viéc | Phiéu trinh | Van ban di | Danh myc

CHUFC NANG
Vén bén dang dy théo Tir knda im kidm n

[ C6 téng s6 3 véin ban. Trang1 4 1 B
Ngay soan Noi dung trinh Ngwoi duyét Ngay duyét Nguwovi ky Tinh trang
B 241112020 Vi test dy thao Nguy&n Nhan Tuén 2411172020 Trén Héng Ha Dang du thao
D thaa Guoc duyét, 43 prdt hanh 2411142020 ViV test du thao Nguy&n Nhan Tuin 24/112020  Tran Héng Ha Dang trinh duyét
- A 23/11/2020 VA Tao du tho trinh ban hanh van ban L& Buc Trung 231172020 L& Duc Trung Dang trinh [anh dao kj
Vén ban dy théo lién quan :
C6 thng sé 3 véin ban. Trang1 <4 1 P

VB phdi hop dur théo

VB phidi hop du thdo, 35 phat hanh
Todn bg vén ban dy thio

> Véin ban du thao dang xir I

AN ban oy thao da ket thiic

Tra ctru VB du thao

a|
Trén giao dién hién thi danh sach cac van ban du thao ma Chuyén vién da trinh
1én Lanh dao cap trén va két thiic. Trudng hop khong c6 vin ban du thao nao thi danh

sach hién thi trong.
2.4 Tra ctru van ban du thiao

La nhom chirc ning dé ngudi dung tra ciru cac vin ban du thao duogc quan 1y trong

hé théng. Cac chirc nang dugc hd trg gom:

- Tra ctru nhanh
- Tra ctru Theo loai VB
- Tra ctru Theo noi soan
- Tra ctru Theo tinh trang
- Tra ctru Theo nguoi ky
- Tra ciru mo rong
Tur giao dién trang chu, nhan chon thuc don Dy thao cho duyét -> hién thi cira s6

Chtric nang -> Chon “Tra ctiru VB du thao”
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Tra ciru VB dy thao
Theo loai VB

Theo nai soan

Theo tinh trang

Theo nguedi ki

Tra ciru mé ring

2.4.1 Tra ctru nhanh
Tuong ty myc 1.7.1 Tra ciru nhanh

2.4.2 Tra ctru theo loai van ban

Chirc ning nay hd trg ngudi dung tra ctru vin ban du thdo theo loai vin ban.

Céch thao tac:

Tai cira s6 Chtrc nang nhan chon Tra ciru VB du thao\Theo loai viin ban:

Tra ciru VB dw thao

Theo loai VB

Theo noi soan
Theo tinh trang
Theo ngueéi ky

Tra cliru mé rong

= Hién thi trang Van ban du thao theo loai van ban:

Trung tim Cong nghé phan mém va GIS

77



Phan mém H¢ thong qudn ly van bdan va ho so cong viéc

Tai liéu huéng dan str dung_Lanh dao vin phong UB Mé Céng

. -
Ngay soan | Ngu&i soan thao | Ngay duyét | Ngwoi duyét | Trich yéu | Trang thai
15 P Béo cao
1 P Béo cdo thdm dinh
2 P Bién ban
1 P Ban ghi nhé
3 P Béan danh gia, nhan xét vé can bé, céng chive
9 b Chwanhap?
52 P Céng vin
&
¥ Gidy mai
» Phiéu trinh
¥ Quy ché
» Quyét dinh
P Théng bao
4 Thong tw
¥ The méi

P Triéu tap

L A I

b Tra i, gop ¥ kién
16 P Tetrinh
128

Tai trang nay hién thi danh sach Loai van ban du thao, nguoi dung mudn tim kiém
van ban thudc Loai van ban nao thi nhin chon vao hinh » cta Loai van ban chon.
Vi du: Chon loai vin ban dy thao 1a “B&o c40” -> hién thi cac van ban du thao

thudc loai bdo cao nhu sau:

[eelfel>]=]-

Ngay soan | Nguwivi soan thao | Ngay duyét | Nguoi duyét | Trich yéu | Trang thai
¥ Bao cdo
Lt 20/06/2016 Vi Vén Long Trdn Héng Ha Bdo cdo cong téc 6 thang déu nédm va so két cong téc 6 thang cudi nam 2016 Hoan thanh
[ 20/06/2016 Nguy&n Canh Hoa Trdn Héng Ha  vv tét001 Hoan thanh
[ 20/06/2016 ©& Thi Hué Trén Héng Ha Soan thao vé linh vuc throng mai Hoan thanh
(¥ 20/06/2016  Ngd Thi Anh Van Trdn Héng Ha  Quy Trinh x| Van ban Hoan thanh
[ 28/06/2016 Pham Anh Thing Trén Héng Ha tao du thao cap Bo tu cuc cntt tra loi Hoan thanh
[ 28/06/2016 Pham Anh Thing Trén Hing Ha bdo céo Linh dao Bd Hoan thanh
Lt 28/06/2016 Ngb Thi Anh Van Trdn Hng Ha  tra 1 héi thao ké hoach héa gia dinh Hoan thanh
[ 28/06/2016 Ngd Thi Anh Van Trén Héng Ha  Tré I&i cho B TNMT v& hang muc céng nghé théng tin cia Cuc CNTT Yéu cdu soan th
[ 28/06/2016 Ngd Thi Anh Van Trén Héng Ha Tré I&i cho B TNMT v& hang muc céng nghé théng tin cia Cuc CNTT Yéu cdu soan th
[ 28/06/2016 Mgd Thi Anh Van Trén Héng Ha Tra loi cho B TNMT vé hang muc céng nghé théng tin cia Cuc CNTT Hoan thanh
[ 28/06/2016 Pham Anh Thing Trén Hang Ha du thao trinh bo Hoan thanh
G 23/06/2016  Kiéu Thi Thanh Tam L& Minh Bao cao Dé an 112

[ 21/06/2016  Bui Hoang An Tran Héng Ha Yéu céu soan th

[

Mudn thu gon danh sach loai van ban vé dang hién thi theo danh sach nhan chon

taj loai vin ban can thu gon hodc nhin chon biéu tuong chirc ning E & goc trén

bén phai trang hoac & cudi trang.
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Danh séach loai vin ban dugc phan trang, dé xem loai vin ban trang ké tiép bén
trai kich biéu tuong E, bén phai kich biéu tuong , trang dau kich biéu :
trang cudi kich biéu tuong .

2.4.3 Tra ctru Theo noi soan

Churc nang nay ho tro nguoi dung tra ctru van ban dyu thdo theo noi soan thao van

Céch thao tac:
Tai ctra s6 Chuc nang nhén chon Tra citu VB du thiao\Theo noi soan

Tra ciru VB dw thao
Theo loai VB

Theo noi s0an

Theo tinh trang
Theo ngui ky

Tra clru mé& réng

= Hién thi trang Vin ban du thao theo noi soan:

, eleFFEE
Ngay soan | Nguoi soan thao | Ngay duyét | Ngwoi duyét | Trich yéu | Hién trang
13 b Cyc Vién tham Quéc gia
7 P Phéng Hé théng théng tin
2 D Phong Khoa hoc Céng nghé va Hop tac Quéc té
4 ) Phong Phap ché va Quan ly hoat dong CNTT
1 P Trung tam Céng nghé phan mém va GIS
5 b Trung tam CSHT Céng nghé théng tin
1 4 Trung tdm Lwu trir va Thong tin tai nguyén méi trwdong
12 P Trung tam (Fng dung va Chuyén giao céng nghé
2 b Trwong Dai hoc Tai nguyén va M6i trwong Ha Noi
9 P Van phong bo
13 b vy Hop tac quéc té
6 P Vu Khoa hoc va Céng nghé
8 P VuKé hoach
12 b vy Phap ché
2 b vy Tai chinh
31 P vy Té chirc can bo
128
[efle]=I=]=]E]

Tai trang nay hién thi danh sach tén noi soan van ban dy thao, ngudi dung mudn
tim kiém van ban du thao thudc noi giri ndo thi nhan chon vao hinh ¢t noi soan can

chon.
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Vi du: Chon noi soan la: Cuc Vién thdm Qudc gia-> hién thi danh séch cac van

ban du thao ctia Cuc Vién tham Quéc gia truc tiép soan thao.

Ngay soan | Ngwoi soan thao | Ngay duyét | Nguoi duyét | Trich yéu | Hién trang
¥ Cyc Vién tham Quéc gia
@ 24/06/2016 L& Minh L& Minh v,v tao duy th3o van ban dén Y&u cdu soan thao lai
[ 24/06/2016 Cao Minh Tu L& Minh v.v trd 1& cho hé so cv
& 23/06/2016  Kiu Thi Thanh Tam L& Minh Béo cdo D& an 112
¥ 23/06/2016  Kiéu Thi Thanh Tam L& Minh du thao tra ;o Hoan thanh
& 23/06/2016 Nguy&n Duong Anh L& Minh Viv Test
¥ 22/06/2016 Pham Thanh Son Lé Minh Vv clr can bd tham gia khoa dao tac B3 trinh ky duyét
Lr 22/06/2016 Nguyén Durrong Anh L& Minh Vi test Da trinh ky duyét
& 21/06/2016  Kiéu Thi Thanh Tam Tran Hong Ha sss Hoan thanh
I 21/06/2016 Ding Thé Chinh Tran Héng Ha  tra 1. Hoan thanh
[¥ 21/06/2016  Bang Thé Chinh Trdn Hong Ha  v.v tra 1&i Hoan thanh
¥ 21/06/2016 Bing Thé Chinh Trdn Héng Ha test du thao Yé&u cau soan thao lai
[¥ 21/06/2016  Bang Thé Chinh Tran Hong Ha Hoan thanh

Muén thu gon danh sach noi soan vé dang hién thi theo danh sach nhin chon

tai noi soan can thu gon hoic nhin chon biéu tuwong chirc ning E & goc trén bén

phai trang hodc & cudi trang.
Danh sach noi soan duoc phan trang, dé xem céac noi soan & trang ké tiép bén
trai kich biéu tuong EI, bén phai kich biéu tuong , trang dau kich biéu :
trang cudi kich biéu tuong .
2.4.4 Tra ciru Theo tinh trang
Chirc ning nay hd tro ngudi dung tra ctru vin ban du thao theo tinh trang.
Cach thao tac:
Tai cira s6 Chirc ning nhan chon Tra ctru vin ban\ Theo tinh trang

Tra ciru VB dw thao
Theo loai VB

Theo noi soan

Theo tinh trang

Theo nguréi ky

Tra clru mé& ring

= Hién thi trang Van ban dy thao theo tinh trang
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T

71

13

14

20

128

el [=]]

Ngay soan | Nguw&i soan thao | Ngay duyét | Ngudi duyét | Trich yéu
¥ Hoan thanh
P Xéc nhan dé hoan thanh
P Yéu céu soan thao lai
P Bang soan thao
P B trinh ky duyét
4 (Not Categorized)

r

Tai trang nay hién thi danh sach Tinh trang ctia vin ban du thao, ngudi dung mubn

tim kiém van ban dy thao theo tinh trang nao thi nhén chon vao hinh cua tink*trang can

chon.

Vi du: Chon Tinh trang 1a: Hoan thanh-> hién thi danh sach cac van ban du thao

cua trang thai do.

2.45 Tra ciru Theo nguoi ky

Chirc ning nay hd tro ngudi dung tra ctru vin ban dy thdo theo ngudi ky vin ban

du thao.

Cach thao tac:
Tai ctra s06 Chirc nang nhén chon Tra ctru VB du thiao\ Theo nguoi ky:

Tra ciru VB dy thao
Theo loai VB
Theo nai soan

Theo tinh trang

Theo nguri ky

Tra clru mo rong

=> Hién thi trang Vin ban dy thao theo nguoi ky
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[elle]=>]=]-]=]

Ngay soan | Nguéi soan thao | Ngay duyét | Ngwoi duyét | Trich yéu | Trang thai
13 D Chwa nhap?
» Giang Birc Chung
P Lé Minh
» Nguyén Danh Hing
14 Nguyén Péc Déng
» Nguyén Linh Ngoc
» Nguyén Ngoc Thanh
P Nguyén Thai Lai
P Nguyén Thi Phuong Hoa
» Nguyén Xuan Bao Tam
P Nguyén Dirc Thuan
14 Pham Tan Tuyén

H o OH W R N WD E N

P Trwong Thi Hién

P Trén Héng Ha

P Tran Thi Minh Ha
2 D Tran Van Khwong
5 P Ting Thé Cuong
4 P TaBinh Thi

128

= o
@

[eelfel=]=]-]E]

Tai trang nay hién thi danh sdch Nguoi ky ctia van ban dy thdo, ngudi dung mudn
tim ki€ém van ban du thao theo Nguoi ky nao thi nhan chon vao hinh ctia Nguoi Ky can
chon.

Vi du: Chon Nguoi ky 1a: Giang Puc Chung -> hién thi danh sach cac van ban du

thdo cua Nguoi ky do.
Ngay soan | Ngwoi soan thao | Ngay duyét | Ngwdi duyét | Trich yéu | Trang thai
3 P Chua nhap?
¥ Giang Dirc Chung

@ 21/06/2016 Nguyén Thi Giang Birc Chung Hoan thanh
¥ 21/06/2016 Hoang Thi Thuy Giang Birc Chung Cir cén bd di hoc tai Nhat Hoan thanh

2.4.6 Tra ctiru mé rong
Chtrc ning nay hd trg ngudi ding tra ctru van ban dy thao theo nhiéu tiéu chi.
Cach thao tac:

Tai ctra s0 Chirc nang nhan chon Tra ciru van ban\ Tra ciru mé rong
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Tra ciru VB dw thao
Theo loai VB

Theo noi soan

Theo tinh trang

Theo nguri ky

Tra clru m& rong

= Hién thi trang “Tim kiém vin ban du thao™:

Tinh trang ‘ E‘ Trich yéu | |
Ngay dw thao: ‘ ﬁ Bén ngay | ﬁ
Loai van ban ‘ E‘ Linh vuc | EI

Nguwoi soan ‘ ‘ Ngur&i ky | EI
Ngui ky nhay: | - Ngui duyét thé thirc: | -

=

im kiém

Céach thuc hién tim kiém vén ban du thao theo cac bude sau:

- Budc 1: Nhap céac diéu kién tim kiém theo cac truong trén giao dién tim kiém

- Buéc 2: Nhén n(t _mkiém
Vi du: Nhap diéu kién tim kiém nhu sau:

Tim kiém véin bén (vdn ban dir théo)

Trich yéu: |
Bén ngay: [30/06/2016

Tinh trang: ‘
Ngay du thao: [01/06/2016

Loai véin ban: Te trinh

LB ]

Linh vurc: |C6ng nghé théng tin

Ngudi soan: ‘ Ngurri ky: |

| K ==}

Nguoi kj nhay: | - Nguoi duyét thé thirc: |

im kiem

1=

= Két qua hién thi

Két qua tim kiém: 2 vin ban dw thao

Ngay soan Ngwaoi soan thao Ngay duyét Ngwoi duyét Trich yéu Trang thai
21/06/16 Nguy&n Thi Vinh Hing Nguyén Ngoc Thanh v ung dung he thong quan ly van ban Hoan thanh
23/06/16 Chir Thi Loan Trdn Héng Ha V2 Hoan thanh

Trang: 1

Trang kit qua: 4 1 P
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3. Du thao cho duyét

Pay 1a nhom chirc nang giap Lanh dao van phong duy¢t cac du thao do Lanh dao
cép dudi, Chuyén vién trinh 1€n; xem céc van ban du thao da duyét, van ban dy thao
lién quan. Tai giao dién chinh, nhin vao nhém chirc ning “Dw thao chd duyét”, cic
chire nang dugc hién thi nhu sau:

HE THONG QUAN LY VAN BAN VA HO SO'DIEN TU
UY BAN SONG ME CONG VIET NAM

Vo
e T | oo Trang chii | Van ban d&n | VB dy thio | Dy thao ch duy&t | Phidu trinh | Van ban i | Danh myc 42
CHUFC NANG Danh séach vin di thao chér théng qua
> VB ché duyst, ky phat hanh T Khoa tim Kiém n
VB chiy Lénh d: § nhdy E .
- » C6 téng s6 1 vén ban. Trang1 <4 1
Ngwoi soan Ngay trinh Trich yéu Nowoi kj Tinh trang
Nguyén Nhan Tudn/ B
Van phang Thuang trre Uy ban séng M Céng 23112020 VA Tao dif thao trink ban hanh van ban L& Bure Trung Dang trinh lanh dao ky
Vigt Nam
Céténg s6 1 vén ban. Trangt1 4 1 B
Tra cieu van ban di thao

Trong nhom chirc ndng, cac chirc nang chinh bao gom:

- Van ban cho duyét, ky phat hanh
- Van ban cho Lanh dao VP ky nhay

- Vian ban cho duyét, trinh tiép
Sau déy 14 cac huéng dan cu thé.
3.1 Vin ban cho duyét, ky phat hanh

Chirc nang nay cho phép Lanh dao van phong duyét phat hanh cac du thao do

Lanh dao cép dudi, Chuyén vién trinh Ién.

Sau khi vao nhom chirc ning Dy thiao cho duyét, nhan vao menu bén trai giao

dién Vin ban ché duyét, ky phat hanh, chic ning nay duoc hién thi nhu sau:
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HE THONG QUAN LY VAN BAN VA HO SO DIEN TU
UY BAN SONG ME CONG VIET NAM

Chin vl Thodt Trang chii | vén ban dén | VB di thao | Dy thio chdf duyét | Phigu trinh | Van ban di | Danh myc 42

CHUFC NANG Danh sich van di thio ché théng qua
Tir khoa tim kiém
v hay — n
Co téng s6 1 van ban. Trang1 <4 1B
Nguwéi soan Ngay trinh Trich yéu Ngu&i ky Tinh trang
Nguy&n Nhan Tudn/
Van phong Thudng trre Uy ban séng M& Céng 23/11/2020  Viv Tae dir thao trinh ban hanh vén ban L& Bire Trung Bang trinh lanh dao kj
Vigt Nam
C6 téng s6 1 van ban. Trang1 4 1 B

Todn bg vén bén dy thio

Van ban du tha

Van ban oy t

Tra céeu van ban dw thao

Tai day hién thi danh sach céc du thao thudc Khéi vin phong ma Lanh dao vin

phong phu trach can Lanh dao vian phong duyét ky phét hanh.

> Duyét viin ban dy thao c6 pham vi ban hanh thudc Khdi vin phong ma Léinh

dao van phong phu trach.
Cach thuc hién nhu sau:
- Bude 1: Nhén vao du thao can duyét

Danh sach vin ban dw thao chér duyét

Ngwdéi soan Ngay soan Trich yéu Noguwdri duyét
01/07116 Vv trién khai céng tac 2016 Tang Thé Curéng
Nguyén Birc Thué 01/0716 Thi dua khen thuréng 2016 Tang Thé Cuéng
Nauyén Biirc Thuén 01/0716 Thur mai héi thao Tang Thé Cuing
Nouyén Birc Thuan 01/0716 Thu méi Tang Thé Cuéng
Nguyén Bao Trung 01/0716 WIv quan Iy tai nguyén nudc trong CNTT Khuat Hoang Kién
Pham Kim Chi 01/07116 Viv hop tac qubc té finh vire TNMT Tang Thé Cuing
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= Giao dién hién thi nhu sau:

Vin ban dw thao

Quay lai Trinh kg duyét win ban

Ngay tac: 01/07/2016 B khan: Thudng
La van ban QPPL: Khéng Ngay cap nhat: 10:03 SA 01/07/2016
Nguéi soan thao: Nguyén Birc Thudn Bon vi soan thae: Van phéng bé
Loai van ban: Tra léri. gép v kién Linh vure: Céng nghé théng tin

Trich yéu: Vv trién khai céng tac 2016
Trang thai: Bang trinh duyét
Pham vi ban hanh: Van phéng bé Hinh thire ky:
Nguoi ky: Tang Thé Cueng Chire vu: Chanh Van phong
Nguoi phéi hop xir 1y:
Moi nhan ndi bé:

Noi nhan ngoai:

Tép VB ban hank: Chura gén tép van ban

@ Théng tin Dw thao

¥ kién File dinh k&m
Chen tép | Khdng co tép nac diroc chen
P Chon tép | Khdng cd tép nao duroc chon H
Ngay gier Ngwi tao ¥ Kién Nguwéi nhan ChiFc ning
01/07/2016 10:03SA  Nguy&n Dirc Thudn @ﬁe“ﬂ‘w‘ﬂl Tang Thé Curéang e

© Nguoi duyét

Cuay lai

Nguoi duyét (v [Chuyén duyet

Tai day, c6 4 trwomg hop nhu sau:

4+ Truong hop 1: Du thao chua dat yéu cau, can tra lai Chuyén vién soan thao

thi nhan vao nat Trinh ky/duyét van ban, chon Tra lai (dé chinh Iy).

Quay lai m Trinh kif duyét van han
Tra lai (dé chinh Iy) {rrj

= Vin ban du thao dugc chuyén sang chiic ning Vin ban da duyét >> Vin ban du
thao chwa thong qua ciia Lanh dao vin phong. Va vian ban du thao s& duoc chuyén
lai cho Chuyén vién chinh stra
4+ Trudng hop 2: Dy thao dat yéu cau, can chuyén lai cho Chuyén vién, Chuyén
vién s& thuc hién mét sb cong viéc khac va chuyén Van thu van phong ban

hanh thi nhan vao nat Trinh ky/duyét van ban, chon Duyét va gui lai.

| Quay lai | Trinh ky/ duyét van ban |

Tra lai (dé chinh Iy)

Duyét va giri lai s
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= Vin ban du thao dugc chuyén sang chtic ning Vin ban da duyét >> Vin ban du

thao da thong qua cua Lanh dao vin phong. Va vin ban dy thao s& dugc chuyén

lai cho Chuyén vién thuc hién tiép cac cong viéc khac va chuyén Vin thu vin phong
phat hanh.

+ Truwong hop 3: Du thao dat yéu cau, chuyén cho Vin thu vin phong ban

hanh thi nhin vao nat Trinh ky/duyét van ban, chon Duyét va chuyén Vin

thu.

| Quay lai ||| Trinh kif duyét van han
Tra lai (@& chinh Iy)

Duyét va guri lai

Duyét va chuyén van thur T

= Vin ban du thao dugc chuyén sang chiic ning Vin ban da duyét >> Vin ban du

thao di thong qua cua Linh dao vin phong. Va van ban dy thao s& dugc chuyén
Van thu van phong phat hanh.

+ Truwong hop 4: Du thao dat yéu ciu, can chuyén cho 1 Lanh dao khac ngang

cAp xem Xét thi tai ving [Ngudi duyét] chon Ianh dao tai truong
[Nguoi duyét] va nhan nat

@ Nguwoi duyét

Ngudi duyét: ‘ zHChuyén duyétl

= Vin ban du thao dugc chuyén sang chitc nang Vin ban di duyét >> Vin ban
du thio da thong qua cua Lanh dao van phong. Va van ban du thao sé duogc
chuyén toi cho Lanh dao khac xem xét.
3.2 VB cho Lanh dao VP ky nhay
Chtrc nang nay cho phép Lanh dao van phong duyét ky nhay cac du thao do Lanh
dao cap dudi, Chuyén vién trinh Ién Lanh dao Uy ban song Mé Cong qua Lanh dao

Van phong.

Sau khi vao nhém chirc nang Du thao chd duyét, nhan vao menu bén trai giao

dién VB ché Linh dao VP ky nhay, chirc niang nay dugc hién thi nhu sau:
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HE THONG QUAN LY VAN BAN VA HO SO'DIEN TU
UY BAN SONG ME CONG VIET NAM

o v | Thect Trang chii | Van ban d&n | VB dy thao | Dy thao ch duyat | Phidu trinh | Van ban di | Danh muc 42

CHUFC NANG Danh séach vin di thiao chér théng qua

> VB che hat hanh Tir khoa tim kiém B

C6 téng s6 1 vén ban. Trang1 <4 1
Ngwoi soan Ngay trinh Trich yéu Nowoi kj Tinh trang

Nguyén Nhan Tudn/ R

Van phong Thuang tnye Uy ban séng Mé Céng 23112020 VA Tao dif thao trink ban hanh van ban L& Bire Trung Dang trinh lanh dao ky

Vigt Nam

Céténg s6 1 vén ban. Trangt1 4 1 B

Tra cieu van ban di thao

= Vin ban du thao dugc Linh dao Van phong ky nhay s& chuyén t6i cho Lanh dao cép
trén.
3.3 Van ban da dwoc Lanh dao VP ky nhay
Chtrc nang nay cho phép Lanh dao van phong xem céac van ban du thdo da duoc
Lanh dao van phong Ky nhay.
Sau khi vao nhom chirc ning Du thio cho duyét, nhdn vao menu bén trai giao
dién VB da dwoe Lianh dao VP ky nhay, chtrc ning nay duogc hién thi nhu sau:

HE THONG QUAN LY VAN BAN VA HO SO'DIEN TU
UY BAN SONG ME CONG VIET NAM

o v | Thect Trang chii | Van ban d&n | VB dy thao | Dy thao ch duyat | Phidu trinh | Van ban di | Danh muc 42

CHUFC NANG Danh séach vin di thiao chér théng qua

> VB ché duyét, ky phat hanh

Tir knéa tim kiém [ a |

C6 téng s6 1 vén ban. Trang1 <4 1
Ngwoi soan Ngay trinh Trich yéu Nowoi kj Tinh trang

Nguyén Nhan Tudn/ R

Van phong Thuang tnye Uy ban séng Mé Céng 23112020 VA Tao dif thao trink ban hanh van ban L& Bire Trung Dang trinh lanh dao ky

Vigt Nam

Céténg s6 1 vén ban. Trangt1 4 1 B

yét, da phat hanh

Toan b van ban di thao

Tra cieu van ban di thao

o]

=> Mudn xem chi tiét timg dy thdo thi nhan chon vao du thao d6, van ban du thao s&
duogc hién thi tvong tng.

4. HO so cong viée

Lanh dao van phong cé trach nhiém tao ldp hé so cong viéc, twong dwong vai tro

cua Chuyén vién nén huong dan va hinh anh minh hoa tai day la swr dung tai khoan cua
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Chuyén vién.

bay la nhém chiric nang gitip Chuyén vién quan ly, xay dung cac ho so cong viée
khi nhan duogc yéu cau tr nguon van ban dén hodc tir Ianh dao cap trén. Tai giao dién

chinh, nhan vao nhém chic nang “Ho6 so’ cong viéc”, cac chirc nang duoc hién thi nhu
sau:

HE THONG QUAN LY VAN BAN VA HO SO BIEN TU
UY BAN SONG ME CONG VIET NAM

Nguyén Nhan Tuén | Thoat

Chuyén vign Trang chii | Van ban dén | VB dy thao | H so cong viéc | Phigu trinh | Van ban di | Danh myc
CHUPC NANG Hé s ch tri xip Iy
> Hb S0 chi trixr Iy Tir khoa tim kiém
H 5o phu trach xi If — ‘ = —
. . - Tatcd v || Tao ho so | Xba hd s¢ €O tong sO 1 ho so <Trangtrwéc 1 Trang sau
Hb so phéi hop xir Iy =
E—— 1 O NGAY TAO 56 KY HIEU TIEU BE HO SO THOT HAN XU LY LOAIHO 50
Béo céo valn so
Lp bio cio HSCY 0 3011212020 1HSXLVB-VPUBSMG  H 5o xir Iy van ban Hb 50 x Iy van ban
B4o c4o tinh hinh XL VB

Tra ciru Ho sor

Tra ciru Dir liéu cac nam
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Trong nhoém chire ning, cac chirc nang chinh bao gom:

- H6 so dang xir ly

- H6 so phdi hop xu ly

- Tra ctru ho so

Sau déy 14 cac huéng dan cu thé.
4.1 H6 so dang xir ly

Lanh dao van phong cé trach nhiém tao ldp ho so cong viéc, twong dwong vai tro
ciia Chuyén vién nén hwdng dan va hinh anh minh hoa tai ddy la sir dung tai khodn ciia

Chuyén vién.

Chtrc nang nay cho phép Chuyén vién xem/thém méi/cap nhat/xda cac hd so cong

viéc theo yéu cau tir ngudn van ban dén hodc tur 1anh dao cap trén.

Sau khi vao nhém chirc nang Ho so’ cong viéc, nhan vao menu bén trai giao dién

Ho so dang xir ly, chirc nang nay dugc hién thi nhu sau:

HE THONG QUAN LY VAN BAN VA HO sO DIEN T
UY BAN SONG ME CONG VIET NAM

Lé Bure Trung | Thost
Chanh Van phong

Trang chu | Van ban dén | VB dif tho | Dy thao chd duyét | H6 so cong viéc | Phigu trinh | Van ban di | Danh myc
CHUC NANG Hé 5o chil tri x¥ Iy

> HB so chi i xtk Iy Tir khoa tim kiém
Hb 50 phy trach x I

- - — ~ || Taohd so | | Xdahd so | C6 tong 580 hd sor < Trang trurés Trang sau >
Hb 50 phdi hop xir —_—

————— O NGAY TAD 50 KY HIEU
Bao cao va In so

TIEU BE HO S5O THOHAN XU LY LOAIHO 5O
Lap bdo cdo HSCV

Bdo cao tinh hinh XL VB

Tra ciru Hé s

Tra civu Dik ligu cac ndm

Trén giao dién trang Ho so cong viéc dang xir Iy, truong [Loai ho so] sé hién thi

4 loai ho so cong viéc ma Chuyén vién thuong lam:

Loai hé so: | Tatca v

HE so X0 Iy van ban

Hé so Giai quyét cong vige
Hé so Van ban lién quan
Ho so Soan thao van ban
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Ban dau, mac dinh truong nay c6 gia tri “Tat ca” - Tat ca ho so cong viéc ma

Chuyén vién dang xir Iy duoc hién thi & phia dudi.

Hé so cing viéc dang xiv Iy

Loai hé so: || Tatca v |[ Taohéso
Ky hiéu ho so Tén hb sor Ngay mé Loai hd sor Vai trd
23/HSXLVB Viv tiép dai sir nude Anh 27/06/16 Hé so xiF Iy van ban
22/HSXLVB Hé so 27/06/16 Hé so xir Iy van ban
5/HSGACV Bao cao téng két khda dac tac 1 27/06M16 Hé so giai quyét cong viée Xir ly chinh
JHSGACV Hb so 001 27/06M16 Hé so giai quyét cang viée X Iy chink

N

Khi chon [Loai ho so] |a "tat ca",
tat ca ho so cong viec
Chuyen vien dang xu ly duoc
hien thi

Muon xem ho so cong viéc thudc loai hd so nao do6 thi chon loai do tai truong

[Loai ho so] = Danh sach ho so cong viéc twong tng s& dugc hién thi twong tng.

Hé so cong viéc dang xiv Iy

Loai hé so: || H& so Xir Iy van ban v || Tachdso
Ky hiéu hd sor Tén hb sor Ngay mé Loai hd sor Vaitrd
23/HSXLVB Vi tiép dai str nurde Anh 2710616 Hb s xiF Ij van ban XUk Iy chinh
22/HSXLVB Hé so 27/06/16 Hé so i I¥ van ban XUk I chinh

Khi chon [Loai ho so] la "Xu ly

van ban", cac ho so cong viec

Chuyen vien dang xu ly, thuoc
loai nay duoc hien thi

Vi tung ho so cong viéc thudc céc loai ho so khéc nhau, cach thuc hién thém méi
ho so 1a khac nhau; cach xem thong tin/cap nhat/xéa ho so cong viée 1a twong ty nhu
nhau. Sau day, 1an luot ching t6i s& hudng dan riéng cach thém méi hd so theo ting
loai hd so cong viéc. Cach xem/cap nhat/xda ho so cong viéc thi s& huéng dan chung

cho ca 4 loai ho so.
Cu thé nhu sau:

- Tao ho so xur Iy van ban
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- Tao ho so giai quyét cong viéc

- Tao hd so van ban lién quan

- Tao ho so soan thao vin ban

- Xem thong tin chi tiét hd so cong viée

- Cap nhat hod so cong viéc

- X6a ho so cong viée

Sau ddy s& hudéng dan cu thé:
4.1.1 Tao hd so xir Iy viin ban

Sau ddy 14 hudng dan thém méi hd so cong viéc thudc loai “Ho so xir Iy
van ban”.

C6 hai cach tao mdi ho so xtr Iy vin ban:
a. Cach 1: Tao méi HSCV qua chire niing Ho so Xir Iy viin ban

Cac budc thuc hién nhu sau:

- Budc 1: Tai giao dién ciia Chuyén vién ving Ho so cong viéc >> Ho so dang

xur ly >> Loai ho so “Ho so Xir ly van ban”

Nguyén Kim Chi | Thoat

Chuyén vién Van ban dén | VB du thao| H6 so cong viéc [Van ban di | Danh muc
Ho so dang xtr Iy Loai hé so H6 so Xir Iy van ban v| Taohéso
HG o phu trach xir 1 Ky hiéu hd so Tén hd so Ngay m&r Loai hé sor Vaitro
H0 so phdi hop xir Iy f E 5 = =R ; AR e
80, pROLNEPXF 24/HSXLVB Hb s& thi cong chire tai cac don vi thude Bo TNMT  27/06/16 H® so xr Iy van ban X Iy chinh

Bio cdo va In sé

21/HSXLVB Hb so Té chire can bd 27/06/16 Hb so xir I van ban X Iy chinh

Tra civu H6 sor

Tra ctru D liéu cac nam

- Budc 2: Nhin nit hién thi giao dién “H0 so cong viéc> Nhép

thong tin vao cac truong dir liu
Loai hd so: Mic dinh Ho so Xir Iy vin ban

Ky hiéu ho so: S6 ky hiéu tu dong cap nhat
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Van ban dén: Nhan vao bi€u tuong T| Hién thi ctra s6 “Danh sach van ban

deén. Tai day nhap so ky hi¢u can tim kiém

Danh sach véin ban dén
Trang1 < 1
S0 S0 hiéu Lo . S ) A
= gﬁc Mgay den Bonvi' Ngwdixwly Corquan ban hanh Trich yeu
0
0
0
- 42/BNV- : Vv T8ng herp 56 wrgng chi tigu thi céng
1009 TCCR 17/06/2016 Vu To chirc canbd B Ndivu chire tai cac don vi thude B Tai nguyén
wa Mai trurdrng

Cé téng sé & van ban

Gan kém

- Tich chon vin ban dong thoi nhan

Trang 1

41p

hé thong thong bao dd gan kém vin

ban vira chon>> Hién thi s6 ky hi€u, ngay ban hanh, trich yéu tai vung thong tin “Van

ban dén”

Ho so cong viéc

Ghi lai (F8)

Loai hé 0" H so x0r I vén ban Ky higu hé so* 25HSXLVE

i 36 ky hiéu: 42/BNV-TCCB
Win ban dén* [Ngay ban hanh: 09/06/2016
Trich yéu: Viiv Tong hop s6 lrong chi tiéu thi céng chire tai cac don vi thude Bé Tai nguyén va Mai truéng

[

Ngay tac hé so* 28/06/2016 Han xiF Iy E! Nguréi tac hé so” Nguy&n Kim Chi |
Tiéu dé hé so* | |
Lanh dac phu trach: | E‘ Chuyén vién x0r Ij chinh:* [Nguyén Kim Chi E‘
Chuyén vién phi hop: | EI
Tinh trang x( ly: Bang XL
Han xir ly: Chon ngay han xt ly
Tiéu deé ho so: Nhap noi dung tiéu dé ho so
Lanh dao phu trach: Chon Lanh dao phu trach ho s&
Chuyén vién xi ly chinh: Hién thi mdc dinh nguoi tao van ban dy thao
Chuyén vién phoi hgp: Chon ngudi phdi hop xur ly
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w0 ang e
Ghi lai (F8)

Loai hé 50" HB sor xt I vén ban Ky higu ht so" 25/HSXLVB |

i 36 ky hiéu: 42/BNV-TCCB - |-
Van ban dén:* [Ngay ban hanh: 09/06/2016 -
Trich yéu: Viv Tong hop sé leong chi tiéu thi céng chire tai cac don vi thude Bé Tai nguyén va Mai truding P

Ngay tac hé so* 28/06/2016 Han xir Iy: [30/06/2016 :5] Nguéi tao hé so Nguy&n Kim Chi
Tiéu d& hé so*

Lanh dac phu trach: ha Binh Thi E‘ Chuyén vién x(r Iy chinh:* [Nguyén Kim Chi

H& so thi céng chire tai BS Tai nguyén va Méi trudng

[EA[ET)

Chuyén vién phéi hop: [Bui Bie Hiéu; Nguy&n Ba Nam

Tinh trang xir ly: Bang XL

- Budc 3: Nhan nat |_Ghilai (F8) | H5 so Xur 1y van ban vira tao duoc hién thi

Quay lai || Ghilai (F8) || XéaHS

Loai hé so=* Hb so xiF If van ban Ky higu hd so* [25/HSXLVE ‘
) S6 ky higu: 42BNV-TCCB -
Van ban dén:" |Ngay ban hanh: 09/06/2016
Trich yéu: V/iv Téng hop s lweng chi tiéu thi céng chire tai cdc don vi thude B& Tai nguyén va Méi truéng P
) Xem chi tiét van ban dén
Ngay tac hd so* 28/06/2016 Han xr Iy: [30/06/2016 :fj Nguéi tao hé so Nguyén Kim Chi
Tiéu d& hé so* Hb so thi céng chire tai B& Tai nguyén va Mai trudng ‘

Lanh dac phu trach rTa Binh Thi El Chuyén vién xi¥ Iy chinh:* |[Nguy&n Kim Ch

Chuyén vién phéi hop: [Bui B Hiéu; Nguyén Ba Nam

E1[EN

Tinh trang xtr ly: Bang XL

Vin ban dyw thao | Phiéu trinh | Trac déi gép ¥ | Van ban lién quan | Van ban phat hanh | Két thic hé so

Tuy vao muc dich yéu ciu cia hd so ma thuc hién 6 chirc ning sau:
% Thém méi Vian ban du thio
Chtc ning nay cho phép tao vin ban dy thao thudc hd so dang thém méi

bé thém madi van ban du thao thuc hién cac budc sau:

- Budc 1: Tai “Vian ban du thao” chon
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Phan mém H¢ thong qudn ly van bdan va ho so cong viéc

Tai liéu huéng dan str dung_Lanh dao vin phong UB Mé Céng

U SO COTTY vie

| Quay lai || Gnilai(F8) || XéaHs |

Loai hd 5o HB so xir I§ van ban Ky hiéu hé so* REHSXLVB |
i 36 ky hiéu: 42/BNV-TCCB -
Wan ban dén:* [Ngay ban hanh: 09/06/2016
Trich yéu: Viv Téng herp s6 lwong chi tiéu thi eéng chire tai cac don vi thude Bé Tai nguyén va Méi trréng P

] Xem chi tiét vn ban dén
Ngay tac hd so-* 28/06/2016 Han xir Iy: 30/06/2016 ::Ej Nguri tao hé so- Nguyén Kim Chi
Tiéu @& hd so:*

Hé so thi céng chire tai B6 Tai nguyén va Mai tnréng |

Lanh dao phu trach ha Binh Thi 3 Chuy&n vign x(r Iy chinh:* [Nguyén Kim Chi E‘

Chuyén vién phéi hop: [Bui Bire Hiéu: Nguyén Ba Nam E‘

Tinh trang x(r ly: Bang XL

Vin ban dw thao| Phiéu trinh | Trac di gép y | Van ban lién quan | Van ban phat hanh | Két thic hd so

- Budc 2: Hién thi giao dién “Vin ban dw thae”=> Nhap thong tin vao cic

truong dir licu.

Vin ban d thao

Ngay tac: 28/06/2016 86 khin: [Threng -]
La van ban QPPL. ®epang s Ngdy cdp nhat: 09:58 AM 28/06/2016
Nguréi soan thao: Nguy&n Kim Chi Bon vi sean thao: Vy Té chire can bg
Loai van ban: béng van z‘ Linh wure: |Giéo duc & dao tao z‘

i ‘Tv thi tuyen cong churc tai Bo Tai nguyén va Mai trrdng
Trich yéu:

Trang thai: Chua trinh duyét

Pham vi ban hanh: B ban hanh =] Hinh thire ky: ®Khéng 'Ky thira lénh 'Ky Oy quyén
Nguoi ky: Trén Héng Ha -] Chirc vu: [Bé trudng
Nguyen Kim Chi =

Nguoi phéi hop xie ly:

u To chire can bé; Van phong bd
Noi nhan ndi bé:

B& Ndi vu
Nei nhén ngoai:

Tép VB ban hanh: Chwra gén tép van ban

@ Théng tin D thao
¥ Kkién File dinh kém

Choose File | No file chosen H

Choose File | No file chosen

Ngay gié Ngwéi tao ¥ Kién Nguw&inhin Chirc néng

28/06/2016 09:58 AM  Nguy&n Kim Chi ¥ Mau phieu Cac Bo nganh.docx (~23KE) e r

- Budc 3: Nhan nit [Ghi lai] dé luu thong tin hodc nit [Chuyén duyét] dé trinh

Lanh dao ky duyét tiy vao muc dich sir dung ctia nguoi dung.

Tai bude nay chon nut LEIWENSWEL| hidy thi van ban dy théo vira thém méi
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Phan mém H¢ thong qudn ly van bdan va ho so cong viéc

Tai liéu huéng dan str dung_Lanh dao vin phong UB Mé Céng

TIU 7 LUy vieL

| Quay 1ai || chilaiF8) | xsaHs |
Loai hé 507" H3 so x Ij van ban Ky higu hd so:* 25/HSXLVE |
. 56 ky hiéu: 42/BNV-TCCB -
Van ban den:* (Ngay ban hanh: 09/06/2016
Trich yéu: Vv Tong hop =06 lwong chi tiéu thi cong chire tai cac don vi thude Ba Tai nguyén va Mai trurdng P
] Xem chi tiét viin ban dén
Mgay tao hé so 28/06/2016 Han x(r Iy: [30/06/2016 :ﬂ Nguroi tao hé sor Nguy&n Kim Chi
Tiéu dé hé so* |Hb so thi cong chire tai B6 Tai nguyén va Méi tnréng |
Lanh dao phu trach: ITaD\'nh Thi 3 Chuy&n vign x(r Iy chinh:* [Nguyén Kim Chi E‘
Chuyén vién phéi hop: [Bui Dire Hiéu; Nguy&n Ba Nam -
Tinh trang x ly: Bang XL
Vén ban du thao | Phiéu trinh | Trao ddi gop y | Van ban lién quan | Van ban phat hanh | Két thic hd so
Ngay tao Nguwr€ ?i soan thao Loai van ban Trich yéu Cong viéc
| 10:09 28/06/2016 Nguyén Kim Chi Cang van WIv thi tuyen céng chire tai BG Tai nguyén va Mai trréng @74 trinh ky duyét
* A & oA N h
Thém mai Phiéu trin
9 r
A A e + K \ A r r
D¢ thém mai phiéu trinh thye hién cac budce sau:
r
tn 1+ Tai “Phid shh? hém mei
- Budc 1: Tai “Phiéu trinh” chon
| Quay ai || _Ghilai F8) ][ XsaHS |
Loai hé 507" H sorxir Iy van ban Ky hiéu hd so:* [25HSXLVE |
. Sé ky higu: 42/BNV-TCCB -
Wan ban dén* |Ngay ban hanh: 0%/06/2016
Trich yéu: Vv Téng hep s6 lreng chi tidu thi céng chire tai cac don vithude BS Tai nguyén va Méi treéng P
| Xem chi tiét van ban dén
Mgay tao hé so:* 28/06/2016 Han x{ Iy: [30/06/2016 :‘3! Ngurdi tao hé so: Nguyé&n Kim Chi
Tiéu d& hé so=* |Hb so thi cong chire tai Bo Tai nguyén va Méi tnréng |
Lanh dao phu tréch: Ta Binh Thi -] Chuyén vién xir Ij chinh-* [Nguy&n Kim Chi -]
Chuyén vién phéi hop: Bui Bic Hiéu; Nguyén Ba Nam -]

Tinh trang x(r Iy: Bang XL

Van ban di thio Trao di gép ¢ | Van ban lién quan | Van ban phat hanh | K&t thic hé so

- Budc 2: Hién thi giao dién “Phiéu trinh”-> nhap thong tin vao cac truong dit

liu
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Phan mém H¢ thong qudn ly van bdan va ho so cong viéc

Tai liéu huéng dan str dung_Lanh dao vin phong UB Mé Céng

Thudc hd so cong viéc: 25HSXLVB

Ngay gior cap nhat:(*) 28/06/2016 10:19
Nguéi tao phiéu trinh:(*) Nguyén Kim Chi
1.Phén danh cho don vi trinh

Phiéu trinh chi tiéu thi céng chire tal BO Tai nguyén va Mai trrdng
N&i dung céng viée:

o i _\:“__k\érj_ﬁ_éxuét
Y kién dé xuat:

Y kién cua co quan, don vi lién quan:

Nguoi nhdn: [Ta Binh Thi -]
Ni dung toan van: HI Choose File |Mau phieu_Cac Bo nganh.docx |'.J’

- Budc 3: Nhan nat [Ghi lai] hodc [Guri phiéu trinh] tily vao muc dich st dung
ctia nguoi dung, cé 2 truong hgp nhu sau:

v' Trudng hop nhan nit |M" dé luu thong tin, ndi dung ctia phiéu trinh
tinh trang hién thi “Chua chuyén ki, duyét”

| Quay 1ai || GnilaiF8) || xsaHs |

Loai hé so:* Hé so xir Iy van ban Ky higu hé so*

25/HSXLVB |
i 36 ky hiéu: 42/BNV-TCCB -
Wan ban den* |Ngay ban hanh: 09/06/2016
Trich yéu: Viv Téng hop s6 lrong chi tiéu thi céng chire tai cac don vi thude Bo Tai nguyén va Méi trrdng

] Xem chi tiét van ban dén

Ngay tac hd so-* 28/06/2016 Han xi Iy: [30/06/2016 _E] Nguéi tao hd so: Nguyén Kim Chi
Tiéu @& hd so:* [Hé so thi céng chire tai Bo Tai nguyén va Méi tnréng |
Lanh dao phu trach ha Binh Thi E‘ Chuyén vién x0r Iy chinh:* [Nguyén Kim Chi E‘
=]

Chuyén vién phéi hop: [Bui Bire Hiéu: Nguyén B Nam

Tinh trang x(r ly: Bang XL

Wan ban di thao | Phiéu trinh | Trao ddi gép y  Van ban lién quan | Van ban phat hanh | Két thic hd so

Ngay tao Chuyén vién soan Ngwdi duyét Nbi dung Trang thai

‘ 10:19 28/06/2016 Nguyén Kim Chi TaBinh Thi rﬂ';ﬁ;”ﬂh chitiéu thi cong chirc tai B9 Tai nguyén va Mai Chua chu‘;,-'én ki duyét

v' Trudng hop nhan nit | G phiéu trinh (F7) | chuyén Lanh dao ky duyét, tinh trang
“P3 chuyén ky duyét”
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Phan mém H¢ thong qudn ly van bdan va ho so cong viéc

Tai liéu huéng dan str dung_Lanh dao vin phong UB Mé Céng

[rosocomuee

| Quay lai || Ghilai F8) || XeaHs |

Loai hé 507" H3 5o xir Ij van ban Ky higu hé so:* 25/HSXLVB

) S ky hiéu: 42/BNV-TCCB
Van ban dén:* [Ngay ban hanh: 09/06/2016
Trich yéu: Viv Tong hop sé leong chi tiéu thi céng chie tai cde don vi thude Bé Tai nguyén va Méi trréng

@] Xem chitiét van ban dén
Ngay tao hé so* 28/06/2016 Han xir Iy: [30/06/2015 :g] Nguéi tao hé so Nguyn Kim Chi

Tiéu dé hd sor

Hé so thi cong chire tai B& Tai nguyén va Mai trrdng

Lann aao pnu tracn ||at;|nr| ni - Unuyen vien xu 1y chinn:” |Nguy§n Kim hi

Chuyén vién phéi hop |Bdi Burc Hiéu; Nguyén Ba Nam

Leflll |

Tinh trang =0 ly: Bang XL

Wan ban du thao | Phidu trinh | Trac 48 gop ¥ | Wan ban lién quan  Van ban phat hanh | Két thic hé so

Ngay tao Chuyén vién soan Ngurdri duyét Ndi dung

Trang thdi

10:19 28/06/2016 Nguyén Kim Chi Ta Dinh Thi rrzfﬁgrinh chi tiéu thi cong chire tai BO Tai nguyén va Mai

D3 chuyén ky duyét

#+ Thém méi Trao doi gop

Chtc ning nay cho phép thém mdi thong tin gop ¥ va xem dugc y kién trao doi

ctia Chuyén vién xtr 1y chinh, Chuyén vién phéi hop xtr 1y, Lanh dao phu trach dang

thuc hién hd so.

bé thuc hién viéc trao d61 gop ¥ ho so thuc hién cac bude sau

- Budc 1: Tai “Trao d6i gép y” chon

11U DU LY VITL

| uay Iai || GhilaiF8) || XcaHs |

Loai hé 507" HB so xiF Iy van ban Ky hiéu hé so* 2E/HSXLVE

A S ky higu: 42/BNV-TCCB
Van ban den:* [Ngay ban hanh: 09/06/2016
Trich yéu: Viv Tong hop sé leong chi tiéu thi céng chire tai cde don vi thude BS Tai nguyén va Méi tnrérng

@] Xem chitiét vin ban dén
Ngay tao hé so:* 28/06/2016 Han xir Iy: [30/06/2016 :5] Nguéi tao hé 5o Nguyén Kim Chi

Tiéu dé hé so

Hé so thi cong chire tai Bé Tai nguyén va Mai trrdrng

Lanh dao phu trach ha Binh Thi El Chuyén vién x(r Iy chinh:* |Nuuv§ﬂ Kim Chi

Chuyén vién phéi hop |BQ\ Burc Hiéu; Nguyén Ba Nam

KN[EN

Tinh trang x( Iy: Bang XL

Wan ban dy thao | Phiéu trinh [ Trao ddi gop | Van ban lién quan | Van ban phat hanh | K&t thic hé so

- Budc 2: Hién thi giao dién “Théng tin trao doi” > nhdp thong tin vao cac

truong dir li¢u.
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Phan mém H¢ thong qudn ly van bdan va ho so cong viéc

Tai liéu huéng dan str dung_Lanh dao vin phong UB Mé Céng

Théng tin trao déi

Thude hd s 25HSXIVE

MNgay: 04:47 PM 28/06/2016
Nguréi gép y: Nguyén Kim Chi

Bon vi: Vu Té chirc can bd

Néi dung gop y:

Tép van ban kém theo HI Choose File | No file chosen |"-"

Ghi lai

- Buéc 3: Nhin nat

dé luu thong tin vira gop ¥

Théng tin trao déi

Thudc ho sor: 25/H SXLVB

| Chuyéngepy || swa | xea |

Ngay: 04:54 PM 28/06/2016
Nguéri gép v Nguyén Kim Chi
Bon vi: Vu Té chire can bd
Nai dung gép y: Xin y kién gop y ca cac dic & hoan thién hd sé

Tép dinh kém: ¢ Mau phieu Cac Bo nganh.docx

> Nhan nat | EMengopy nguoi xur 1y chinh, Lanh dao phu trach, chuyén vién phéi

hop déu xem duoc thong tin va dong gop ¥ kién vao hd so dang thyc hién.

Vi du: Nguoi phdi hop xtr 1y 1a “Nguyén Ba Nam” >diang nhap tai khoan
“nbnam” hién thi tai muc “Ho so’ phdi hep xir 1y”.

Van ban dén | VB dy thao | H6 sd cong viéc | Van ban di | Danh muyc

Nguy&n Ba Nam | Thoat
Chuyén vién

CHUPC NANG Hé so phéi hop xi Iy

Hb so dang xi¥ Iy S6 hiéu Ngay m& HS XU Iy chinh Léanh dao phu trach Tiéu dé Cang viéc
HO so phy trach xir 1y 0 nha 28/06/16 Nguyé&n Kim Chi TaDinh Thi :‘:l‘;’;r“;"‘i cong chirc tai BO Tai nguyén vaMoi  ops; o v 1y hé so
S r e 1
HO so phoi hop xir Iy e = — — - -
| Ay 1lko nnap 27/06/16 Nguyén Kim Chi TaBinh Thi R OO CIRIC L8 G 0TV R DPSRat DD X(F 1Y G ST
Béo cao va In s6 ' TNMT - )
e Ko nhap 27106116 Nguyén Kim Chi TaDinh Thi Hé s Té chirc can bo Phi hop xir Iy hé so
e Ko nhap 24/06/16 Nguyén Kim Chi Nguyén Ba Nam a0 tao I6p Chuyén vién, Chuyén vién chinh  Phéi hop xi+ Iy h so
l Q

Tai day bam chon truc tiép vao ho so dé gop y=> chon chirc ning “Trao ddi gop

y”> “Thém méi” hién thi “Théng tin trao ddi”

—> Nhép thong tin vao cac truong dir liéu
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Phan mém H¢ thong qudn ly van bdan va ho so cong viéc

Tai liéu huéng dan str dung_Lanh dao vin phong UB Mé Céng

Théng tin trao doi

Thudc ho sor: 25HSXLVE

Ngay: 05:06 PM 28/06/2016
Nguréi gép y- Nguyén Ba Nam
Bon vi: Vu Té chirc can bd
Néi dung gép v Coén thidqu mét sé don vi cén téng hop dy di hon nira

Tép dinh kém: ¢ Mau phieu Cac Bo nganh.docx

- Tai man hinh cta ngudi xtr Iy chinh chon chirc nang “Trao ddi gop v hién thi
thong tin gop y cta ngudi phdi hop va ngudi xir 1y chinh nhu sau:

[ Quay lai || Ghilai(F8) || xeaHs |

Loai hé so-* Hé so xiF Iy van ban Ky hiéu hd so* ‘25«'HSXLVB |
i 56 ky hiéu: 42/BNV-TCCB -
Van ban dén* |Ngay ban hanh: 0%/06/2016
Trich yéu: V/v Tong hop s6 lrong chi tiéu thi céng chire tai cac don vi thude Bé Tai nguyén va Méi truerdng P

@] Xem chi tiét van ban dén

Ngay tao hd so* 28/06/2016 Han x(r Ij: [30/06/2016 2] Nguwéi tac hé se Nguy&n Kim Chi
Tiéu dé hé so |HE so thi céng chire tai B3 Tai nguyén va Mai trrdng |
Lanh dao phu trach: [Ta Binh Thi -] Chuyén vién xtr I chinh:* Nouy&n Kim Chi -]
=l

Chuy#n vién phéi hop: [Bui Birc Hidu; Nguy&n Ba Nam

Tinh trang x( ly: Bang XL

an ban di thio | Phiéu trinh | Trao déi gop ¥ | Van ban lign quan | Wan ban phat hanh | Két thic hd sor

Ngay tao Nowdi gop ¥ chuyén vién Ni dung Trang thai
D5:07 28/06/2016 Nguyén Kim Chi Vu T4 chire can bd Xiny kién gop y cia cac dic d& hoan thién hd sé& 7 kién déng gop!
05:07 28/06/2016 Nguyén Ba Nam Vu Té chirc can bd Con thiéu mét s& don vi can téng hop day di hon nira &7 kién dong gop!

v' Lanh dao phu trach trao doi thong tin thuc hién twong tu nhu Chuyén vién phdi
hop xtr ly
+ Thém méi Vin ban lién quan
Chte ning nay cho phép dinh kém file van ban c6 lién quan hd trg dén cong viée
dé moi ngudi vao day cing tham khao. Ngoai ra c6 thé moc dén nhirng cong vin di va
cong van dén co lién quan di ton tai trong hé théng vao bo ho so nay.
Dé thao tac thuc hién cac budce sau:

- Budc 1: Tai Vin ban lién quan>>Thém méi trong tmg v4i van ban can thém
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Phan mém H¢ thong qudn ly van bdan va ho so cong viéc

Tai liéu huéng dan str dung_Lanh dao vin phong UB Mé Céng

Hé so céng viée

| Quay lai ]| Ghilai (F8) || XsaHs |

Logi hé 50°* HB s xi¥ I van ban Ky hiéu hd so:* [25HSXLVE |
i 56 ky hiéu: 42/BNV-TCCB -
Van ban dén* |Ngay ban hanh: 0%/06/2016
Trich yéu: Viv Tong hop s6 lrong chi tiéu thi céng chire tai cac don vi thude Bé Tai nguyén va Méi trreng P

@] Xem chi tiét van ban dén

Ngay tac hd so 28/06/2016 Han xiF Ij- [30/06/2016 [E] Nguéi tao hd se” Nguy&n Kim Chi
Tiéu dé hé s |HE‘: s thi céng chire tai B Tai nguyén va Méi trudng |
Lénh dao phy tréch: [Ta Dinh Thi - Chuyén vién x(r Ij chinh:* [Nguy#n Kim Chi -l
=]

Chuyén vién phéi hop: [Bui Bire Hiéu: Nguyén Ba Nam

Tinh trang xr Iy: Bang XL

Vian ban du thae | Phiéu tinh | Trac ddi gép v |Van ban lién quan |Van ban phat hanh | Két thic hd so
=
Fe=lv4n ban lign quan khac |

Ngay tao Ngwditao chuyén vién Ndi dung

—
Pe==l Van ban di

L] 5 - -
Fe==l Van ban den

- Budc 2: Hién thi giao dién Vin ban lién quan khac>> nhap thong tin vao

truong dir liéu chon file dinh kéem.

Vin ban lién quan khac

Thudc hd so: 25/HSXLVE

Ghi

Mgay: 08:59 AM 29/06/2016
Nguroi gan van ban lién quan: Nguyén Kim Chi
Ben vi: Vu Té chirc can bd

Tham khao

Ghi cha

u| Choose File | No file chosen |"lJ'

Tép van ban kém theo:

Tép hién thoi 3‘ ) Quy che.doc

- Budc 3: Nhan nit van ban lién quan viura dinh keém dugc hién thj
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Phan mém H¢ thong qudn ly van bdan va ho so cong viéc

Tai liéu huéng dan str dung_Lanh dao vin phong UB Mé Céng

TIU 30 LUy VITL

| Quay lai || Ghilai(F8) || xeaHs |

Loai hé so* Hé so xiF Iy van ban Ky hiéu hé 0" [26/HSXLVE

i 58 ky hiéu: 42/BNV-TCCB
Van ban den* |Ngay ban hanh: 09/06/2016
Trich yéu: Viv Téng hop s6 lrong chi tiéu thi céng chire tai cac don vi thude B Tai nguyén va Méi trrdng

W] Xem chi tiét van ban dén
Ngay tac hd so-* 28/06/2016 Han xir Iy [30/06/2016 _:EJ Nguwéi tac hd se: Nguy&n Kim Chi

Tiéu dé hé so

Hb so thi cong chire tai Bo Tai nguyén va Mai tnrdng

Lanh dao phu trach: Ta Dinh Thi - Chuyén vién xir Iy chinh:* [Nguy&n Kim Chi

Chuy&n vién phéi hop: [Bui Bire Hiéu; Nguy&n Ba Nam

Tinh trang xr Iy: Bang XL

Vian ban du thae | Phiéu tinh | Trac ddi gép v [Van ban lién quan |Van ban phat hanh | Két thic hd so

r=
“e== Van ban lién quan khac

el |

= .
Fe==l Van ban den

Ngay tao Ngwdi tao chuyén vién Nii dung
09:25 29/06/2016 Nguyén Kim Chi Vu Té chire cdn b Tham khao |
(== - -
= van ban di Thém mdi

v Sira vin ban lién quan

Tai Van ban lién quan>> Bam chon van ban muon stra

TIU U LUIY vIeL

| Quay lai ||_Ghilai (F8) || XéaHs |

Loai hd 5o HB so xir I§ van ban Ky hiéu hé so* REHSXLVB

i 36 ky hiéu: 42/BNV-TCCB
Wan ban dén:* [Ngay ban hanh: 09/06/2016
Trich yéu: Viv Téng herp s6 lwong chi tiéu thi eéng chire tai cac don vi thude Bé Tai nguyén va Méi trréng

[ Xem chi tiét vn ban dén
Ngay tac hd so-* 28/06/2016 Han xir Iy: 30/06/2016 ::Ej Nguri tao hé so- Nguyén Kim Chi

Tiéu dé ho so:*

Hé so thi céng chire tai B6 Tai nguyén va Mai tnréng

Lanh dao phu trach ha Binh Thi ZI Chuyén vién xir IV chinh:* [Nguyén Kim Chi

Chuyén vién phéi hop: |BL‘|\ Bire Hidu: Nguyén Ba Nam

(C| N

Tinh trang x(r ly: Bang XL

Van ban di thao | Phiéu trinh | Trao ddi gop y [Van ban lién quan | Van ban phat hanh | Két thic h so

P
“e=d Van ban lién quan khac

Ngay tao Ngwei tao chuyén vién Noi dung
00:47 29/06/2016 Nguyén Kim Chi Vu Té chifc can bé Tham khao
=
Pe==! Wan ban di

= .
“e=Van ban dén

- Hién thi giao dién Vin ban lién quan>> nhan n(t
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Vin ban lién quan khac

Thudc ho so: 25/HSXLVE

Ghi

Ngay: 08:59 AM 29/06/2016
Nguai gan van ban lién quan: Nguyén Kim Chi
Bonvi: Vu Té chire cén bd
Tham khac

Ghi chi:

Tép van ban kém theo: ul Choose File | Mo file chosen |""

Tepientnoic R | 'Quy chedoc | 102.2008.ND.CRdoc

- Nhén chon Ghi hé théng hién thi cap nhat van ban lién quan thanh cng

v" Xéa Vin ban lién quan
Tai day ngudi dung c6 thé Xoa file dinh kém bang cach tich vao file can x6a roi
nhan chon véo biéu tuong z

Vin ban lién quan khac

Thubc hd sz 26/HSXLVE

Ghi

Ngay: 08:59 AM 29/06/2016
Nguréi gan van ban lién quan: Nguy&n Kim Chi
Bonvi: Wy Té chire can bd

Tham khao

Ghi chi:

Tép van ban kém theo HI Choose File |NDfi|B chosen |'.-"

Tép hién thei: Ef_'

102.2008.ND.CP.doc qu che.doc

Ghi

Nhan nut hién thi thong bao xoa file dinh kém thanh cong

Vin ban lién quan khac

Thudc hd so: 25/HSXLVE

Ghi

Ngay: 08:59 AM 29/06/2016
Nguéi gan van ban lién quan: Nguyén Kim Chi
Bon vi: Vu Té chirc can bd

Tham khao

Ghi chu:

Tep van ban kém theo: Hl Choose File | No file chosen |'.l"

Tep ien tooi: K ' 102.2008.ND.CPdoc

v Thuc hién Thém mdi, Xo6a tuwong tu véi Van ban di va Van ban dén lién guan

< Vin ban phat hanh
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Vin ban phat hanh 1a van ban dy thao duge Lanh dao ky duyét va chuyén vin
thu phat hanh. Chirc nang nay cho phép xem nhitng van ban da dugc phat hanh.
Tai chtrc ning Vin ban phat hanh hién thi cac van ban dugc quyén xem

Ho so cong viéc

[ Quay Iai || GhilaiF8) || XsaHs |

Leai hd 507 Hé so xir Iy van ban Ky higu hé sor

25/HSXLVB |

A S ky hiéu: 42/BNV-TCCB -
Wan ban den:* |Ngay ban hanh: 09/06/2016
Trich yéeu: V/v Téng hop s lreng chi tidu thi céng chire tai cac don vithude BS Tai nguyén va Méi tréing

| Xem chitiét van ban dén
Mgay tao hdy so=* 28/06/2016 Han =i Iy: [30/06/2016 :l'-l! Nguéi tao hd so: Nguyén Kim Chi

Tiéu @& hé so*

116 sor thi cong chire tai Gé Tai nguyén va Maéi truéng

Lanh dao phu tréch: Ta Binh Thi -] Chuyén vién xir Ij chinh-* [Nguy&n Kim Chi

/il |

Chuyén vién phéi hop: Bui Bic Hiéu; Nguyén Ba Nam

Tinh trang x(r Iy: Bang XL

Vin ban dur thae | Phiéu trinh | Trac d8i gép y  Van ban lién quan | Van ban phat hanh | Két thic hé so

SO ky hiéu Ngay tao Nguré&?i ky Loai van ban Trich yéu
02:08 28/06/2016 Trén Héng Ha Céng van Viv thi tuyén cong chire tai B Tai nguyén va Mai trrding
02:08 29/06/2016 Trin Héng Ha Céng vin Bao tac trung cdp I luan chinh tr

+ Két thic ho so

Chtre ning nay cho phép luu lai noi dung tom tat qua trinh va két thic xtr Iy ho

s0 va dé dong lai quy trinh xir 1y tir vin ban dén.
Tai chtrc ning Két thiic ho so
- Nhap: Ngay két thuc ho so
Noi dung tém tit qua trinh va két thic xir 1y

Hé so céng viéc

| Quay 1ai || Ghiti(F8) || XsaHs |

Loai hd 50" H3 sor x0r Iy van ban Ky higu hé so* DEHSXLVB |
. 56 ky hidu: 42/BNV-TCCB -
Wan ban dén:* [Ngay ban hanh: 09/06/2016

Trich yéu: Wiv Téng hop s6 lrong chi tiéu thi cong chire tai cac don vi thude B6 Tai nguyén va Mai trrdng

B Xem chi tiét van ban dén
Ngay tao hé so* 28/06/2016 Han x(r Iy [30/06/2016 :-_ﬂi Nguéi tao hé som Nguy&n Kim Chi
Tiéu dé hé so*

Hé so thi cong chire tai Ba Tai nguyén va Mai tnremg
Lénh dao phu tréch: [Ta Binh Thi -] Chuyén vién xir Iy chinh:* Nguyén Kim Chi

Chuyén vién phéi hop: |BL‘|i Bire Hidu; Nguyén Ba Nam

|

Tinh trang xr Iy: Brang XL

\an ban di thao | Phiéu trinh | Trao adi gép ¢ | Van ban lién quan | Van ban phét hanh

Ngay két thuc hd so: |294rg,5vr2015 "ui
Tom tat qua trinh va két thuc xir Ij: ay tao ho so 28/6/2016. ndi dung Tong h

Két thic ho so
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799

- Bém chon | Két thic ho so | chuong trinh hién thi “Ho so di két thuc xtr 1y

Loai hé so=* Hé so xir Ij van ban Ky higu hé so* 25/HSXLVE
56 ky higu: 42/BNV-TCCB

Van ban den s ban hanh: 09/06/2016
Trich yeu: Vv Téng hop s6 leeng chi tiéu thi céng chike tai cae don vi thude BS Tai nguyén va Méi trréing

@] Xem chitiét vén ban dén
Mgy tao hd so=* 28/06/2016 Han xir ly: 30/06/2016 Mguréri tao hé so: Nguy&n Kim Chi
Tigu d& hé so-* Hé so thi céng chire tai B6 Tai nguyén va Mai trrimg
Lanh dac phu trach: Ta Binh Thi Chuyén vién xiF Iy chinh* Nguyén Kim Chi
Chuyén vién phéi hop: Bii Dic Hidu: Nguyén Ba Nam

Tinh trang xir ly: £ XL xeng (ding han)

Van ban du thao | Phiéu trinh | Trao ddi gép ¥ | Van ban lién quan| Vin ban phat hanh | Két thic hé sor

Ngay két thic hd so: 29/06/2016

Tom tét qua trinh va két thic xir ly: Ngay tao hé so 28/6/2016, néi dung Téng hop s Irgrng chi tiéu thi cdng chire tai cac don vi thude B Tai nguyén va Mai
trrdng. HE so céng vigc gém Van ban du thac, Phigu trinh, Y kién trac ddi, mét s6 van ban lién quan, van ban phat hanh

Hb so da két thiic xir !

b. Cach 2: Tao méi HSCV tir ngudn viin bian dén qua mang

- Budc 1: Tai ving Vin ban dén ciia Chuyén vién>>Vin ban cho xir ly

VB du thao | H6 so céng viéc | Van ban di | Danh muc

Vin ban ché xv ly:
X Iy van ban ir khéa tim kiém Trang1 4 1
Ngay dén 6, Ky hiéu Co quan ban hanh Trich yéu Théi han Tinh trang

/3N ban G4 xir 1 &n B6 TN&M p
Van ban da xir ly % 21/06/2016 123123 ?po:g’a:‘n Dai dién BG TN&MT tai test Dang xt Iy
Van ba 3 oy T A e~ =
anbanguananaely o ®] 13062016 KH10 Cuc Bo dac va Ban db ViétNam VN Bidu chinh bg may Dang xir Iy
Van ban lién quan TR & cry 5 PR Y
q‘ &4 17062016 42BNV-TCCB 85 N6ivu };/‘ rwyozgé}wﬂcvas"o“é\‘:mg;m tiéu thi cong chirc tai cac don vi thude BS F—
Tra ctvu vén ban guyenva 9
Trang 1 4 1P

Tra ciru di¥ liéu cac nam C6 tong s6 3 van ban.

[ 1Q

- Budc 2: Hién thi mac dinh “Van ban cho xir ly” >> Bam chudt trai vao van

ban can tao m&i HSCV

’ - 5 fl F
Vi du: Chon van ban 42/ENVTCCE
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Van ban dén | VB dy thao | HY so céng viéc | Van ban di | Danh muc

Nguy&n Kim Chi | Thoat

Chuyén vién
CHIFC NANG Vin ban ché xi ly:
[Tir khéa tim kiém Trang1 4 1D

Tra ciru dir liéu cac nam

[ IQ

Cé téng s6 3 van ban.

Xt Iy van ban Xir I§ van ban
Vén ban ch xir Iy Ngay dén $6, Ky hiéu Co quan ban hanh Trich yéu Tinh trang
Van ban @a xir ly Co quan Dai dién B TN&MT tai o I
TRHCM test BDang xir ly
npanguatanxry Cuc Do dac va Ban db Viét Nam VA Bidu chinh bé may Dang xir Iy
Van ban lién quan = —r — — -
q‘ % 1710612016 42/BNV-TCCB B6 NOI vy ;;:Iggg‘ér:jvvpasay‘l;sgrsgw tiéu thi'cdng chirc tai cac don vi thuée B Dang xir Iy
Tra clru van ban — - —
Trang1 4 1P

>Hién thi giao dién van ban vira chon>> Tao HSCV méi

Nguy&n Kim Chi | Thoat

Van ban dén | VB dy thao | H6 sd cdng viéc | Van ban di | Danh muc

Chuyén vién
CHU'C NANG Cap nhit van bin dén
Xir 1y van ban -~ Xir Iy vén ban

Van ban cha xir Iy

Van ban da xir Iy

Van ban qua han xir Iy

Van ban lién quan

Tra ciu van bin

Tra ciu dir liéu cdc nam

{ 1

Théng tin co ban:
S6 van ban: B, co quan ngang bé
Noi giri: B& Noi vu
Séiky hiéu: 42/BNV-TCCB
Ngay dén: 17/06/2016

Ngudi ky:
S6 ban
D6 mat: Thuong
La van ban QPPL: Khong
Hai b4o van ban di:
Cén tra 16i bing VB di: Co
Han tra 16i
Théng tin xi Iy van ban:
Tinh trang x( Iy van ban: Bang XL
Ngay bit dau xir ly: 21/06/2016
VB dir tho:| g wurm chitiée vin bin dir thio
Théng tin phan phai, phan céng x& Iy van bin:
Lanh dao B phan céng: Tran Héng Ha
Don vi xir Iy: Vu T chire can bd
Théng tin cip nhit cia van the don vi
$6 van ban don vi* Cong van dén Vy TCCB
Lanh dao don vi phu trach xr Iy: T2 Binh Thi
Nguoi chi tri xir Iy: Nguyén Kim Chi
Tép chia noi dung toan van cia van ban:

Quay lai

Tao dy thao
Tao HSCV m&i
Bura vao HSCV

Ng | cap nhat théng tin xi Iy
Loai van ban: Céng van

Trich yéu: Viiv Téng hop sb luong chi tiéu thi cdng chire tai cac don vi thuse BS Tai nguyén va Méi truong

S6 trang:
D6 khan: Thuéng
Phuong thire nhan: Thong thudng

Van ban can phai xir ly: C6

bing sé: Tinh trang tra 16i: Chuta tra I6i

S6 dén* 1918

- Budc 3: Hién thi giao dién “HO so cong viéc” nhdp thong tin vao cac truong

Loai hd so: Mic dinh Ho so Xt Iy vin ban

Ky hiéu hd so: Sb ky hiéu ty dong cap nhat

Vin ban dén: Hién thi sb ky hiéu, trich yéu ndi dung vin ban da chon
Han xir ly: Chon ngay han xu ly

Tiéu dé hd so: Nhap noi dung tiéu dé hod so

Lanh dao phu trach: Chon Lanh dao phu trach ho so

Chuyén vién phéi hgp: Chon nguoi phéi hop xir 1y
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Ghi lai (F8)

Loai hé s0:* H& so % I van ban

S0 ki hiéu: 42/BNV-TCCB -
Ngay ban hanh: 09/06/2016
Trich yéu: Viv Téng hop s6 lwgng chi tiéu thi céng chire tai cac don vi thude B Tai nguyén va Mai trrdng

24/HSXLVE |

Ky higu hé so-*

Van ban dén:*

¢ Vén ban dén
Nguéi tao hé so° Nguyén Kim Chi

Mgay tao hé so* 27/06/2016

Han xi¥ ly: :u-!

Tiéu @& hé so™

H& sé thi cdng chirc tai cdc don vi thude B TNMT

L&nh daoc phu trach: |Ta Binh Thi

=

Chuyén vign xit Iy chinh=* [Nguy&n Kim Chi

Chuyén vién phéi hop: |Bl]i Birc Hiéu; Khut Hiru Van; Nguyén B4 Nam

il

Tinh trang xir ly: Bang XL

- Buéc 4: Nhan nat

chirc nang “Ho so dang xir Iy thuoc menu “Hd so' cong v

Ghi lai (F8)

Nguy&n Kim Chi | Thoat i

hé thdng ghi thanh cong hién thi giao dién tai

SA 99

iéc

Van ban dén | VB dy thao ‘Hf) 50 cong viéc| Van ban di | Danh muc

Chuyén vién

Tétca v| Taohéso

Hé so dang xir Iy Loai hé so:
H0 so phu trach xtr 1y Ky hiéu hd so Tén hd so Ngay m&r Loai hé sor Vaitro
Hb so phéi hop xir I - 5 " - e p

ikt ok |w, 24/HSXLVB Hb s thi cong chire tai cac don vithuge B TNMT  27/06/16 H® so xr Ij van ban
Béo cédo va In s6 S = =

= 2 21/HSXLVB Ho so T6 chire can bo 27/06/16 Ho so x{r Iy van ban

Tra ctru H6 so
Tra ciru Di¥ liéu cac nam 2/HSGQCV Dao tao I6p Chuyén vién, Chuyén vién chinh 24/06/16 Hb so giai quyét cong viée

| Q

Tai ddy mudn xem thong tin va cac chirc nang thém mai cia ho so bam chon

vao ho so can thuc hién.

Vi du: Chon hd so

Ky hiéu ho so Tén ho sor Ngay md

24 HSXLVE H6 sd thi cong chirc tai cac don vi thuéc Bo TNMT  27/06/16
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Ho sor cong viéc

| Quay 1ai || GnilaiF8) || xsaHs |

Loai hd 50" H3 s xir Ij van ban Ky higu hé 502" 24/HSXLVE |
. S6 ki higu: 42/BNV-TCCB -
“an ban deén* (Ngay ban hanh: 09/06/2016
Trich yéu: Viv Téng ho'p s6 lwong chi tiéu thi céng chire tai cac don vi thude Bé Tai nguyén va Méi truéng P

& Vin ban dén
Ngay tao hd so:” 27/06/2016 Han xir Iy: I:E.] Nguéi tao hé so: Nguy&n Kim Chi
Tidu d& hd so* |Hé> & thi céng chire tai cdc don vi thude Ba TNMT
Lénh dac phu trach ITa Binh Thi z‘ Chuyén vién x( Iy chinh:* [Nguy&n Kim Chi

Chuyén vién phéi hop: [Bui e Hiéu; Khudt Hiru Van; Nguyén Ba Nam

(=il |

Tinh trang xr Iy: Bang XL

Vin ban dw thao  Phiéu trinh | Trao di gép y | Van ban lién quan | Van ban phat hanh | Két thic hé so

Tuy vao myc dich yéu cAu ctia hd so ma thuc hién 6 chirc nang sau:
Vdn ban dw thao | Phiéu trinh | Trao d6i gép v | Van ban lién quan | Van ban phat hanh | Két thic hd so
v" Thao tac thyc hién 6 chirc ndng nay tuong ty nhu muc a) Cach 1: Tao méi
HSCYV qua chirc ning Ho so Xir Iy vin ban
4.1.2 Tao ho so giai quyét cong viéc
Sau day la huéng din thém méi hd so cong viée thudc loai “HO so giai quyét
cong viéc”.

- Buée 1: Tai trudng [Loai hd so] chon loai “Hé so giai quyét cong viée” va

Tao hé so

nhan nGt

Hé so céng viéc dang xi Iy

Loai hé so: | Hb so Giai quyét céng vige v | [Tao hd so

Ky hiéu ho so Tén ho s Ngay mé Loai ho sor Vai tré

5/HSGACV Bao cdo téng két khéa dac tao 1 27/06/16 Hb so gidi quyét céng vise

3HSGACV Hé so 001 27/06M16 Hé sor gidi quyét cong viéc

=» Giao di¢n ho so cong viéc hién thi nhu sau:
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s o cong e
Ghi lai (F8)

Loai hé 507" Hé sor gidi quyét cong viée Ky higu hé so* }B,'HSGOCV |

NGI dung:
MNgay tac hé so* 29/06/2016 Han xir ly: 2] MNgudi tac hé so: Pham Kim Chi
Tiéu d& h so* |

Lanh dao phu trach: | EI Chuyén vién xir ly chinh:* [Pham Kim Chi EI
=

]

Chuyén vién phéi hop: |

Tinh trang x(r ly: Bang XL

- Bude 2: Nhép thong tin chung vé hd so can thém méi nhu sau:

e Loai hd so: Hién thi mic dinh gia tri “H0 so giai quyét cong viéc”

e Ky hiéu: Hién thi gia tri ty dong do hé thong tu sinh ra = ngudi ding
c6 thé stra lai gid tri tai trudng nay.

e NOoi dung: Nhap ndi dung ho so

e Ngay tao ho so: Hién thi mic dinh ngay hién tai dang thém mai ho so

e Han xir ly: Nhap han ngay xir 1y ho so

e Nguoi tao ho so: Hién thi mic dinh tén Chuyén vién dang dang nhép,
thuc hién thém méi ho so

e Tiéu dé hd so: Nhép tiéu dé ho so

e Lanh dao phu trach: Chon lanh dao phy trach hé so.

=>» Cach chon lanh dao nhu sau:

- Tai truong [Lanh dao phu trach], nhin vao biéu tuong :' > Ctra sO

chira tén céc lanh dao duoc hién thi:

]

Tran Thi Minh Ha i
Nguyén Xudn Bao Tam _Bongy |
Chu An Khoa B6 qua
Duwong Phurde Hing —
Mguyén Thi Cam Uyén
Nguyén Thi Kim Quy

Fham Kim Chi

Ham thue Wu HTQT

Van thur vu hop tac qudc té
Hoang Xuan Huy

Nguyén Thi Kim Hao

Warvén Thiv Hanao
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- Chon tén lanh dao phu trach hd so va nhin nut 209 ¥ | 5 Tén Ianh
dao vira chon s& duoc hién thi tai truong [Lanh dao phu trach]

Ho so cong viéc

Ghi lai (F8)

Loai hé so™* Hé so giai quyét cong viée Ky higu hé s }&'HSGQCV |
N&i dung:
A
Ngay tac hé so:" 29/06/2016 Han =i Iy 2] Ngureri tao hé sor Pham Kim Chi

Tiéu dé& hd so:*

Lanh dao phu trach: JNguyé&n Xuin Bao Tam TI Chuyén vién x Iy chinh:* [Pham Kim Chi

Chuyén vién phéi hop:

|
=l
=l

Tinh trang xir lj: Dang XL

e Chuyén vién xir ly chinh: Chon Chuyén vién xir ly chinh hd so.
—> Céach chon tuong tu khi chon Lanh dao phu trach.

e Chuyén vién phoi hop: Chon Chuyén vién phéi hop.

= Cich chon Chuyén vién phéi hop nhu sau:

- Tai truong [Chuyén vién phdi hop], nhin vao biéu tuong :l > Cira sb
cho phép chon Chuyén vién hién thi nhu sau:

e

Danh sach don vi

Lanh dac bd

“an phang bd

Vu Té chife can b

Wu Tai chinh

Vu Phap ché -

Danh sach nhan sw (Tir khoa ) Danh sach Iya chon

Admin TTTH

Ban Khoang san va Tai nguyér
Bao Tai nguyén va Mai tnréng
Bui Cach Tuyén

Bui Hoang An

Bui Haa Binh

Bui L& Khoa

Bui Nguyén Hoang

Boi Cluang Trung LS
Bui Quy Nglrng

Bui Thanh Huyén

Buni Thi Mg T

T

Béngy | Bé qua|

Trung tim Cong nghé phan mém va GIS 110



Phan mém H¢ thong qudn ly van bdan va ho so cong viéc

Tai liéu huéng dan str dung_Lanh dao vin phong UB Mé Céng

- Tai ddy, chon don vi ma Chuyén vién phdi hop thudc tai trudng [Danh séch

don vi] > Danh sach Chuyén vién thudc don vi d6 dugc hién thi trong tng:

b

Danh sach don vi

Cuc Khi trong - Thui van va Bién déi Khi hau

“Wu Khoa hoc véEing nghé
VuHoptac quoc te
Thanh tra Bd

Cuc Blo dac va Ban d6 Viét Nam v

Danh sach nhan sw (T khoa ) Danh sach lwa chon

Blae Xuan Bai -
Lam Thi Ha Bac

Luru Thanh Trung

Nguyén Anh Diing (KHCN)
Nguy&n Duy Hing

Nguyén Diac Déng

Nguyén L& Tam

Nguyén Thac Cuéng
Mguyén Thi Hoang Anh <<=
Nguyén Thi Oanh Tho
Nguyén Van Hiéu (KHCN)
Pham Thi Phirornn |ién - -

F Y

Béng y | Bo qua |

- Tai vang [Danh sach nhan sw], chon Chuyén vién phdi hop va nhan nit

y dé chuyén Chuyén vién sang ving [Danh sach lwa chon].
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Danh sach don vi

Cuc Khi trong - Thuy van va Bién d6i Khi hau =
“u Khoa hoc va Cdng nghé

“Wu Hop tac quf:-n: té

Thanh tra B&

Cuc Po dac va Ban d6 Viét Nam M

Danh sach nhan sw (T khoa )} Danh sach lya chon

Dao Xuin Bai

Lam Thi Ha Bac

Luru Thanh Trung

Nguyén Anh Diing (KHCN)

/

>
Nguyén Duy Hung L
I

Nguyén Bac Béng I

Nguyén L& Tam

Nguyén Thac Cudng

Nguyén Thi Hoang Anh

Nguyén Thi Oanh Tho

Nguyén Van Hiéu (KHCN)
Fham Thi Phurong Lign

Trneonn Thi Hoa T

Béng v | 86 qus|

= Nhén nt =~ **>  dé chuyén tat ca nhan su c6 trong [Danh sach nhan

su] sang [Danh sach lya chon].
= Dé loai bo Chuyén vién khoi [Danh sach lwa chon], chon ngudi dung tai

\ \ \ A J - A ’ s A s 1.2 \
vung nay va nhan nit # hoac nhan nut 4 de loai bo toan

bd Chuyén vién khoi danh sach.

Luwu ¥: Muén chon duge Chuyén vién thuan tién hon, nhap tén Chuyén vién can

tim tai truong [Tir khéa] = hé thong s& ty dong tim kiém nhanh va hién thi két
qua phu hop.
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-
Danh sach don vi
Cuc Khi twong - Thuy van va Bién ddi Khi hau -
Yu Khoa hee va Cong nghé
Wu Hop tac quéc té
Thanh tra Bd ]
Cuc Bo dac va Ban do Viét Na i
Danh sach nhan sw (Tir khéa||Anh Diing| ) Danh sach luwa chon
Mguyen Anh Diing (KHCN) |« | “
L& Anh Diing
Mguyé&n Anh Diing
Nguyén Anh Diing (KHCN) =
3>
_ < |
=<
Péng y | Bo qua |
- Sau khi chon xong Chuyén vién phdi hop, nhan nat Bongy
L
Danh sach don vi
Vu Phap ché o -
Cuc Khi trerng - Thuy van va Bién déi Khi hau
Vu Khoa hoc va Cdng nghé
Yu Hop tac quoc té
Thanh tra BéA h
Danh sach nhan sw (Tl khoa ) Danh sach lya chon
Bao Xuan Bai - Nguyen Bac Dang -
Lam Thi Ha Bac Nguyén L& Tam
Luu Thanh Trung : Nguyén Thac Curéng
MNguyén Anh Diing (KHCN) =
Nguyén Duy Hing
Nguyén Thi Hoang Anh ﬁ
MNguyén Thi Qanh Tho -
Nguyé&n Van Hiéu (KHCN) Q
Pham Thi Phuong Lién c<<
Trrong Thi Hoa
Tran Binh Trong
Tran N Hign - -
Bong 7| B qua |
)
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= Nhitng Chuyén vién vira chon dwoc hién thi tai trudng [Chuyén vién phéi
hop]

lhesocogvie ]
Quay lai || Ghilai (F8)

Loai hé so* Ha sor giai quyét céng vise Ky hiéu hé so* }SIHSGQCV |

Néi dung:

Ngay tac hé so* 29/06/2016 Han x(r Ij: E‘_{j Ngudi tao hé 507 Pham Kim Chi

Tiéu d& hé so-*

Lanh dao phu trach: [Nguy&n Xuan Bao Tam q Chuyén vién x Iy chinh:* [Pham Kim Chi

[

Chuyén vién phéi hop: [Nguyén Bac Dong: Nguyén Lé Tam: Nguyén Thac Curéng |

Tinh trang x(r Iy: Bang XL

Vi du: Nhap thong tin ho so cong viée can thém mai nhu sau:

hemgiee ]
Quay lai || Ghilai (F8)

Leai hé 5= Hé so gidi quyét cang vide Ky higu hé so:* |G}HSGQCV |

Mghién ciru van ban quy pham phap lut
N&i dung:

Ngay tao hd so:* 29/06/2016 Han xiF Iy [E} Nguréi tao hé 5o Pham Kim Chi

Tiéu dé hd so:*

MNghién ciru van ban quy pham phap luat

Lanh dao phu trach: [Nguy&n Xuan Bao Tam 2 Chuy&n vién xit Iy chinh:* [Pham Kim Chi

/il |

Chuyén vién phéi hop |Nguy§n Bic Bong: Nguyén L& Tam: Nguyén Thac Curdng

Tinh trang xir ly: Dang XL

Ghi lai (F8)

- Buée 3: Nhan nit hodc nhan nut F8 trén ban phim > Ho so cong

viéc loai gidi quyét cong viéc dugc thém madi thanh cong. Giao dién sau khi

thém méi duge hién thi nhu sau:

Ho sor cong viéc

| Quay lai || Ghilai(Fs) || XsaHs |

Leai hé so* Hb so gidi quyét cong viée Ky higu hé so:* }BJHSGQCV

Mghién ciru van ban quy pham phap ludt
Néi dung:

Ngay tac hd so* 29/06/2016 Han xir Ij: ['E] Nguw&i tac hé 507 Pham Kim Chi

Tiéu dé hé so* [Nghién ciru van ban quy pham phap ludt
Lanh dzo phu trach: [Nguyén Xuin Bio Tam = Chuyén vién xir Iy chinh* [Pham Kim Chi

[l |

Chuyén vién phdi hop: |Nguyén Béc Bdng; Nguyén L& Tam: Nguyén Thac Cuéng

Tinh trang x ly: Bang XL

Van ban d thao | Phiéu trinh | Trao ddi gop y | Van ban lién quan | Wan ban phat hanh | Két thic hé sor
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-Buwéc 4: Nhap thong tin vé van ban du thao, phiéu trinh, ... cia hd so cong viéc
vira thém moi (néu c6). Cach thyc hién twong ty phan 4.1.1 Tao ho so xir Iy
van ban.

-Trong qué trinh soan du théo, phiéu trinh, cach trinh du thao, trinh phiéu trinh
1én Lanh dao ciing nhu tiép nhan cac ¥ kién tir Lanh dao dé xtr 1y tiép ciing
thuc hién tuong tu phan Tao ho so xir Iy viin ban.

-Néu ngudi ding mudn xéa vin ban vira thém méi ngay tai giao dién nay thi nhn
nGt Xoa HS
4.1.3 Tao ho so vin ban lién quan

Sau day la hudng dan thém mai ho so cong viée thude loai “Ho so’ van ban

lién quan”.

- Buéc 1: Tai truong [Loai ho so’] chon loai “Ho so viin ban lién quan” va

Tao hd so

nhan nGt

Hé so cong viéc dang xir Iy

Loai hé so: Hé so Van ban lién quan v || Tao hé sor
Ky hiéu ho sor Tén ho so Ngay mo Loai hd sor Vai trd
1HSVELQ Viét TLHDSD 28/06/16 Hé so van ban lign quan X Iy chinh

=» Giao di¢n ho so cong viéc hién thi nhu sau:

Ghi lai (F8)
Leai hd 5o Hé so van ban lién quan Ky higu hé so-* ‘1:’HSVBLQ |

Ngay tao hd so™ 29/06/2016 Han xir Iy A Mgui tao hé so° Pham Kim Chi

Tiéu @& ho so* | |

Tinh trang x(r Ij: Bang XL

- Bude 2: Nhép thong tin chung vé hd so can thém méi nhu sau:
e Loai hé so: Hién thi mic dinh gia tri “Ho so van ban lién quan”
e Ky hiéu: Hién thi gié tri ty dong do hé thong tu sinh ra > ngudi ding
c6 thé stra lai gid tri tai truong nay.
e Ngay tao hd so: Hién thi mic dinh ngay hién tai dang thém méi hd so

e Han xir ly: Nhap han ngay xir 1y hd so
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e Nguoi tao hd so: Hién thi mic dinh tén Chuyén vién dang dang nhap,
thuc hién thém méi hd so

o Tiéu dé hd so: Nhép tiéu dé ho so

Vi du: Nhap thong tin ho so cong viée can thém mai nhu sau:

Hé so cong viéc

Loai hé 507" Ha sor van ban lign quan Ky hiéu hé so* [1/HSVELQ

Ngay tao hd so:* 29/06/2016 Han xir ly: 3] Nguéi tao hd so: Pham Kim Chi

Tiéu d& hé s0:* [Viét bao cao hop ké hoach thang 62018

Tinh trang x(r Iy: Bang XL

Ghi lai (F8)

- Buée 3: Nhan nit hodc nhan nat F8 trén ban phim = Ho so cong

viéc loai van ban lién quan dugc thém mai thanh cong. Giao dién sau khi thém

méi dugc hién thi nhu sau:

Hé so cong viéc

[ Quay ai || Ghilai(F8) || xcaHs |
Loai hé so=* H& sor van ban lién quan Ky higu hé se* [1/HSVBLQ |
Ngay tao hé so.* 29/06/2016 Hanxirly-|  [Tq) Ngu@i tao hé so. Pham Kim Chi
Tigu dé hé so:* [Viét bao c4o hop ké hoach thang 62018 |
Tinh trang x( Iy: Bang XL
Vén ban lién quan | Két thic hé so
= Vian ban lién quan khac
{4 van ban di
{4 Van ban gén

-Buée 4: Nhap thong tin vé van ban lién quan, két thuc ho so ciia hd so cong viée
vira thém méi tai cac thé phia cudi giao dién (néu c6). Cach thuc hién twong
tu phan Tao hd so xir Iy viin ban.

-Néu nguoi ding mudn xda van ban vira thém madi ngay tai giao dién nay thi nhan

nt L_Xéa HS
4.1.4 Tao ho so soan thao viin ban

Céach thuc hién thém méi hd so soan thao van ban thuc hién tuong tu phé”m Tao

z
o2 e A

hé so gidi quyét cong viéc.

Trung tim Cong nghé phan mém va GIS 116



Phan mém H¢ thong qudn ly van bdan va ho so cong viéc

Tai liéu huéng dan str dung_Lanh dao vin phong UB Mé Céng

4.1.5 Xem thong tin chi tiét hd so cong viéc

Sau ddy la huéng din xem thong tin chi tiét hd so cong viée chung cho ca 4 loai
hé so:

- Buée 1: Chon loai hd so ma hd so can xem thong tin thudc tai trudong

[Loai hd so] = Danh sach ho so cong viée s& duoc hién thi twong tng:

Hé so céng viéc dang xiv Iy

Loai hé so:  ||H so Gidi quyét cong viee v | Tao hd so

Ky hiéu hd sor Tén ho sor Ngay mor Loai hd sor Vai tro

5/HSGQCV Béo cdo tdng két khoa dao tao 1 27/06/16 Hé so giai quyét céng viéc Xk Iy chinh

3HSGACY Hé so 001 27/06/16 Hé so gial quyét cong viée

=>» Néu muon xem tat ca cac ho so cong viée, co thé bd qua budc nay.

- Bwére 2: Nhan vao ho so cong viéc can xem thong tin

Hé ser céng viéc dang xiv Iy

Loai hé so:  |HG so Gidi quydt céngviec ¥ | Taohd so
Ky hiéu hd sor Tén hb sor Ngay mor Loai ho so Vai tro
M Bao céo téng két khoa dao tao 1 27/06/16 Hé so gidi quyét céng viéc Xtk Iy chinh
3HSG c Hé so 001 27/06/16 Hé so gidi quyét céng viée Xat Iy chinh

=> Thong tin chi tiét ciia hd so duoc hién thi twong mg
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Ho so cong viéc

[ Quay lai || chilai(Fs) || xeaHs |

Loai hé s Hb so gidi quyét cong vide Ky higu hé so=* 5/HSGQCY

Viét bao cao tong két khoa dao tao 1

N&i dung:

Ngay tao hd sor* 27/06/2016 Han x{F Iy [28/06/2016 :‘li Ngurovi tao hd o7 Pham Kim Chi

Tiéu @& hé so~ [Bao cdo téng két khéa dao tao 1
Lanh dzo phu trach: [Pham Kim Chi I~ Chuyé&n vién xi¥ If chinh:* Pham Kim Chi

/il |

Chuyén vién phéi hop: ‘NguyE—\n Diéu Linh

Tinh trang x(r lj: Bang XL

Vin ban dw thao | Phiéu trinh | Trao déi gép y | Van ban lién quan || Van ban phat hanh | Két thic hé sor

Luwu y: Tuy theo timg loai hd so cong viéc ma giao dién Théng tin chi tiét ho so
cong viéc la khac nhau.
4.1.6 Cap nhit ho so cong viéc

Sau day 1a huéng dan cap nhat hd so cong viéc chung cho ca 4 loai hd so:

- Buée 1: Thuc hién xem thong tin hd so ¢ong viéc can cap nhat (twong tu phan

Xem thong tin chi tiét ho so cdng viée).

Vi du: Xem ho so cong vi¢c thudc loai “Ho so gidi quyét cong viéc”

Hé so cong viéc dang xi ly

Loai hé so Hb so Gidi quyét cong vise v | Taohd so
Ky hiéu hd sor Tén ho so Ngay mdr Loai hd so Vai tro
5/HSGACY Bao cdo téng két khoa dao tao 1 27/06/16 Hb so giai quyét cong viée Xt ly chinh
3HSGACY Hé so 001 27/06/16 Hb so giai quyét cang viée Xi¥ Iy chinh

Hé so céng viéc dang xib ly

Loai héso:  |Hb so Gidi quyét céng viec v | Tao hd so
Ky hiéu hd sor Tén ho so Ngay mé* Loai ho s Vai tré
Bio cdo téng két khéa dao tao 1 27/06/16 Hé so gidi quyét céng viec X@ Iy chinh
3HSGH c Hb so 001 27/06/16 Hé so giai quyét céng viec X3 I chink
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Ho so cong viéc

[ Quay lai || chilai(Fs) || xeaHs |

Loai hé s Hb so gidi quyét cong vide Ky higu hé so:* [5/HSGQCY
Viét bao cao tong két khoa dao tao 1
N&i dung:
P
Ngay tao hd sor* 27/06/2016 Han x{F Iy [28/06/2016 :‘_:1] Ngurovi tao hd o7 Pham Kim Chi
Tiéu d& hé s [Bao cdo téng két khoa dao tao 1 |
Lanh dzo phu trach: [Pham Kim Chi I~ Chuyé&n vién xi¥ If chinh:* Pham Kim Chi -
2

Chuyén vién phéi hop: ‘NguyE—\n Diéu Linh

Tinh trang x(r lj: Bang XL

Vin ban dw thao | Phiéu trinh | Trao déi gép y | Van ban lién quan || Van ban phat hanh | Két thic hé sor

- Buéc 2: Tai giao dién Thong tin chi tiét ho so cong viée, cap nhat cac thong tin
can chinh sira ciing nhu cac thong tin vé van ban du thao, phiéu trinh, ... cia
cac ho so d6 (néu co, tiy theo timg loai hd so).

=» Cach thuc hién tuong tu cach tao mai ho so cong viéc theo tung loai da

hudéng dan tai cic phan trén.
Vi du: Cap nhat ho so cong viéc thudc loai “Ho so gidi quyet cong viéc”

Ho so cong viéc

[ Quay lai || Ghilai(F8) || XsaHs |

Leoai hé 507 Hé so gid quyét cong vide Ky higu hé so* 5/HSGQCY
Viét bao cao tdng két khéa dao tao 1
N&i dung:
)
Ngay tao hd so:* 27/06/2016 Han xiF Ij: 30/06/2016 ::-J Ngurei tao hé so: Pham Kim Chi

Tiéu dé hé so* [Bdo céoténg két khoa dao tao 1

Lanh dao phu trach: [Pham Kim Chi v Chuyén vién xit Iy chinh:* [Pham Kim Chi

/il |

Chuy&n vién phdi hop |Nguy§n Kim Chi: L& Thi Lan; Chu An Khoa: Nguyén Diéu Linh

Tinh trang xir ly: Dang XL

Vin ban dw thao | Phiéu trinh | Trac ddi gép y | Van ban lién quan | Vn ban phat hanh | Két thic hé so

- Buée 3: Nhén nut LS 12 F8)

hodc nhan nat F8 trén ban phim = Ho so cong

viéc dugc cap nhat thanh cong.
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4.1.7 X6a hd so cong viéc
Sau day 1a huéng dan xo6a hd so cong viéc chung cho ca 4 loai hd so:
- Buéc 1: Thyc hién xem thong tin hd so cong viée can xoa (tuong ty phan Xem
théng tin chi tiét hd so cong viéc).
Vi du: Xem ho so cong viée thudc loai “Hb so' giai quyét cong viée”

Hé so céng viéc dang xiv Iy

Loai hé so:  ||H so Gidi quyét cong viee v | Tao hd so

[] Ky hiéuhd so Tén ho sor Ngay mor Loai hd so Vai tro
[ 5HSGQCV Bao cao téng két khoa dao tao 1 27/06/16 Hb so giai quyét cong viéc X Iy chinh
[l 3HsGacy Hé so 001 27/06/16 Hé so gial quyét cong viée XCr ly chinh

Hé ser céng viéc dang xiv Iy

Loai hé so:  |HG so Gidi quydt céngviec ¥ | Taohd so

[] Ky hiéuhdso Tén hb so Ngay mo Loai hd so Vai tro
o @. Bao cao téng két khoa dao tao 1 27/06/16 Hé so gidi quyét cong viéc X Iy chinh

O 3H sc;g:: Hé so 001 27/06/16 Hé so gidi quyét céng viée Xat Iy chinh

Ho so cong viéc

[ Quay lai || chilai(Fs) || xeaHs |

Loai hé s Hb so gidi quyét cong vide Ky higu hé so:* [5/HSGQCY
Viét bao cao tong két khoa dao tao 1
N&i dung:
P
Ngay tao hd sor* 27/06/2016 Han xtr Iy [28/06/2016 E Ngurovi tao hd o7 Pham Kim Chi

Tiéu @& hé so~ [Bao cdo téng két khéa dao tao 1

Lanh dzo phu trach: [Pham Kim Chi I~ Chuyé&n vién xi¥ If chinh:* Pham Kim Chi

/il |

Chuyén vién phéi hop: ‘Nguyén Diéu Linh

Tinh trang x(r lj: Bang XL

Vin ban dw thao | Phiéu trinh | Trao déi gép y | Van ban lién quan || Van ban phat hanh | Két thic hé sor

Xéa HS

- Buée 2: Nhan nat

- Hb so cong viéc dugc x6a thanh cong.
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4.2 Ho so phu trach xir ly

Chtrc ning nay cho phép Lanh dao van phong xem céc hd so cong viéc ma Lanh
dao vian phong 14 ngudi phu trach xir Iy. Tir d6 Lanh dao van phong c6 thé xem/cap nhat
cac hd so cong viée, duyét cac phiéu trinh ma Chuyén vién gui 1én twong Gmg véi ting
hd so cong viée. Cac hd so cong viée c6 ngudi phu trach 1 nhitng hd so thude 3 loai hd

so la: ho so xtr Iy van ban, ho so gidi quyét cong viéc, hod so soan thao van ban.

Sau khi vao nhém chirc nang Ho so’ ¢ong viéc, nhan vao menu bén trai giao dién
Ho so phu trach xir ly, chirc nang dugc hién thi nhu sau:

HE THONG QUAN LY VAN BAN VA HO SO DIEN TU
UY BAN SONG ME CONG VIET NAM

L& Dirc Trung | Thost

Chanh VA phbng Trang chi | Van ban d&n | VB dy thio | Dy thao chd duyét | Phigu trinh | Van ban di | Danh muc

CHIPC NANG Hé so phy tréch xir Iy

HO so cnd b k¥ 1y

P HS so phu tréeh x7 i Ky higu hb so Tén hd s Ngay mé Loai hd so Tinh trang
H? o phéi hop xiF [f Khéng co hé so nao

Béo cdo va In sé

Lap bdo cdo HSCV
Béo cdo tinh hinh XL VB
Tra civu Hé sor

Tra civu DiF ligu cac ndm

Trén giao dién hién thi danh sach cac ho so cong viéc ma Lanh dao vin phong 1a
nguoi phu trach xir 1y. Truong hop khong cd ho so cong viéc nao thi danh sach hién thi
tréng.

Tai day, nguoi dung c6 thé xem hd so cong viée bang cach nhan vao ho so cong

viéc can xem.

= Thong tin chi tiét ciia ho so dugc hién thi tuong tng:
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Ho so cong viéc

Quay lai | Ghilai (F8)

Logihé 50 [Ha so xi Iy van ban ] Kj higu hd so* [1/HSXLYB-VPUBSMC

Van ban dén:*

Ngay tao hé so™™ 30/12/2020 Han xir Ij E} Nguitao hé 507 Nguy&n Nhan Tudn

Tigu dé hé so~ |H550'x|lrl3’rv5n ban

Lanh dao phu trach: [L& Birc Trung -] Chuyén vién xir Ij chinh ™ [Nguy&n Nhan Tuén

Chuyén vién phéi hop: |

KA[EN|

Tinh trang xir Iy: Bang XL

Vian ban d thao | Phiéu trinh | Trao ddi gép § | V&n ban lién quan | Van ban phét hanh  Két thiic hé sor

Phiéu trinh
Tao du thao

Tai giao dién H so cong viéc, Lanh dao van phong co thé xem/cap nhat cac thong
tin v& hd so cong viée cling nhu cac thong tin vé van ban dy thao, phiéu trinh, ... cia
cac hd so d6 (néu co, tuy theo tung loai ho s0). Cach thyuc hién tuong tu cach tao moi
ho so cong viéc theo tirng loai da huéng dan tai cac phan trén.

Ngoai ra, Lanh dao van phong con c6 nhiém vu duy¢t to trinh do Chuyén vién xi
1y chinh hd so trinh 1én Lanh dao vin phong. Cach thyc hién nhu sau:

- Buéc 1: Tai thé Phiéu trinh, nhan vio to trinh dang can duyét

osocomguee |

Loai hé so: Hb so giai quyét céng vide Ky higu hé so: 9HSGACY
MNéi dung: Tao lap du an
Ngay tao hd so: 01/07/2016 Han xir ly: Nguréi tao hd so: Nguy&n Biire Thudn
Tiéu d& hé so: Tac lap du an
Lanh dzo phu trach: Tang Thé Cudng Chuyén vién x(r Iy chinh: Nguy&n Bic Thudn
Chuyén vién phéi hop:

Tinh trang x(r Iy: Bang XL

Vin bn du thio Trao d8i gop ¥ || Vn ban lién quan || Vn ban phét hanh | K&t thic hb so

Ngay tao Chuyén vién soan Nguwdvi duyét Noi dung Trang thai
10:08 01/07/20 5 Nguyén Biire Thudn Tang Thé Cuéng Tao lap du an S

= Giao dién Phiéu trinh dugc hién thi:
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L

Thudc hé sor cong viéc: 9/HSGACY

Xac nhan d3& hoan thanh

Ngay gio cdp nhat:(*) 01/07/2016 10:08
Nguidi tao phidu trink:(*) Nguyén Dirc Thuan
1.Phén danh cho don vi trinh
NG dung céng viée: Tao lap du an

¥ kidn dé xudt: Tao lap du an

Y kién cua co quan, don vi lién quan

Nguoi nhén: Tang Thé Cuéng

Y kien lanh dao: y

Gép y & chuyén lai

Tép hign thoi: x Quyet dinh 1.docx

- Bwére 2: Tai giao dién Phiéu trinh, nhap y kién vé to trinh nhu sau:
e Y Kkién lanh dao: Nhap ndi dung y kién vé to trinh ctia Lanh dao van phong
- Buée 3: C6 2 truong hop sau:
4 Truwong hop 1: Lanh dao vin phong dong ¥ duyét to trinh thi nhan nt

| Xéc nhan da hoan thanh | - To trinh dugc duyét va dugc chuyén sang trang théi

da duogc duyét.
4 Trwong hop 2: Lanh dao vin phong khong dong y duyét to trinh thi nhan nat

Gép y & chuyén lai

- T& trinh khong dugc duyét va duoc chuyén sang trang
thai Chua duyé¢t, can chinh stra.

4.3 Ho so phoi hop xir ly

Léanh dao van phong c6 thé thwc hién dwoc chire ndng nay, twong dwong vai tro
ciia Chuyén vién nén hwéng dan va hinh anh minh hoa tai déy la sir dung tai khoan ciia
Chuyén vién.

Chtrc ning nay cho phép Chuyén vién xem cac hd so cong viéc ma Chuyén vién
13 ngudi phdi hop xtr Iy. Tir d6 Chuyén vién c6 thé dong gop ¥ kién cho ho so cong viée
d6. Cac ho so cong viéc c6 nguoi phdi hop 1a nhitng ho so thude 3 loai ho so 1a: hd so

xur Iy van ban, ho so giai quyét cong viéc, ho so soan thao van ban.

Sau khi vao nhom chirc nang Ho so’ cong viéc, nhan vao menu bén trai giao di¢n

Ho so phéi hop xir 1y, chirc niang dugc hién thi nhu sau:
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HE THONG QUAN LY VAN BAN VA HO SO DIEN TU
UY BAN SONG ME CONG VIET NAM

Lé Birc Trung | Theat

Chanh Van phong Trang chi | Van ban d&n | VB dy thio | Dy thao chd duy&t | Phi€u trinh | Van ban di | Danh myc

CHUC NANG H6 so phéi hop xir Iy

Hb 5o ehil tri % Iy

Hb so phu trach x& Iy Ky higu hd 5o Ngay m& X(r Iy chinh Léanh dao phy trach Tén hod so Loai hd 50 Cbng viéc

Khéng cé hé so naa.
Bao cao va In 56
Lap bdo cao HSCV
Bdo cdo tinh hinh XL VB
Tra cibu H sor

Tra ctru Di¥ liéu cac nam

o]
Trén giao dién hién thi danh séch cac ho so cong viéc ma Chuyén vién la nguoi

phéi hop xir 1y. Trudng hop khong c¢6 hd so cong viée nao thi danh sach hién thi trong.

Tai day, nguoi dung c6 thé xem ho so cong viéc bang cach nhan vao ho so cong

S6 hiéu Ngay mér HS X(F Iy chinh Lénh dao phu trach Tiéu dé Cong viéc
Ko nhap 2710616 Nguyén Diéu Linh Nguy&n Xuin Bao Tam  Bdo cdo téng két 6 thang dau nam Phéi hop xtr Iy hé so
Ko nhap 27/06M16 Nguyé&n Diéu Linh Nguy&n Diéu Linh Vv trao d@8i, hop tac céng nghé théng tin Phéi hop xtr Iy hé so
Ko nhép 27/06/16 Nguy&n Xuan Bao Tam Vv trao d@8i, hop tac céng nghé théng tin Phéi hop xtr Iy hé so

viéc can xem.

Hé so phéi hop xib Iy

S8 higu Ngay moHS Xi¥ Iy chinh Lanh dao phu trach Tiéu dé Cong viéc
MEI-! 27/06/16 Nguyen Diéu Linh Nguyen Xuan Bao Tam Béo cao t(fng ket § thang dau nam Ph?r hop xik ly ho\ 500
Ko nhatr’ 27/06/16 Nguyé&n Diéu Linh Nguyén Diéu Linh Viv trao doi, hop tac céng nghé théng tin Phii hop x Iy ho sor
Ko nhip 27/06/16 Mguy&n Xuan Bac Tam Vv trao ddi. hop tac céng nghé théng tin Phéi hop xi Iy hé so

= Thong tin chi tiét ctia hd so duge hién thi trong tng:
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[osocomguee

Loai hé so: Hb so gidi quyét cang viéc Ky higu hé so: 4/HSGACV
N&i dung: Bao cdo téng két 6 thang dau nam
Ngay tao hd so: 27/06/2016 Han =l Iy Ngurivi tac hé so: Nguy&n Diéu Linh
Tiéu dé hé so: Bao cao téng két 6 thang dau nam
Lanh dac phu trach: Nguyén Xuan Bao Tam Chuyén vién xi¥ Ij chinh: Nguyén Diéu Linh
Chuyén vién phéi hop: Pham Kim Chi
Tinh trang xir lj: Dang XL

Vén ban dw thao | Phiéu trinh | Trao ddi gép y | Vian ban lién quan | Van ban phat hanh | Két thic hé so

Sau khi xem thong tin ho so cong viéc, nguoi dung c6 thé dong gop ¥ kién cho ho
so cong viéc do va dinh kem thém cac van ban lién quan dén ho so. Ngoai ra, nguoi

dung khong dugc phép thuc hién chirc nang nao khac nira.
a. Péng gop y kién cho ho so cong viée

Cach thuc hién nhu sau:

- Buée 1: Tai thé Trao dbi gop y, nhin vao nt

Loai hd so: Hb so giai quyét cong vide Ky higu hé so: 4/HSGACV
N6i dung: Béo cdo téng két 6 thang ddu nam
Ngay tac hd so: 27/06/2016 Han =i Iy: Nguri tao ho sew Nguyén Diéu Linh
Tiéu d& hd so: Bao cdo téng két 6 thang dau nam
Lanh dao phu trach: Nguyén Xuan Bao Tam Chuyén vién xi¥ Ij chinh: Nguyén Diéu Linh
Chuyén vién phdi hop: Pham Kim Chi
Tinh trang xir ly: Dang XL

Van ban dir thao | Phiéu trinh [Trao d6i gop y | Van ban lién quan | Van ban phat hanh | Két thic ho so
[Fremmg ]

2

=>» Giao dién Thong tin trao d6i duoc hién thi:
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Théng tin trao dbi

Thudc hd so: 4HSGOCY

Ngay: 09:05 SA 29/06/2016
Nguei gop y: Pham Kim Chi

Bonvi: Vu Hop tac qudc té

N&i dung gép y:

| Chen tép |th‘>ng co tép nao duge chon P-"

Tép van ban kém theo: H

- Buéc 2: Tai giao dién Thdng tin trao ddi, nhap y kién gop y nhu sau:
e Noi dung gop y: Nhap ndi dung gop y
e Tép viin ban kém theo: Nhan n(t [ Chontep | dé chon file dinh kém

=» Sau do, nhén vao biéu tuong HI dé hé théng Iuu file dinh kém vira

chon.

I Chon tép |KhE>ng co6 tép nao duwroc chon r FI|E dlnh ' |'IJ'
kem

Tép van ban kem theo: H

Tép hién thoi: x |Dong gop v kien cho ho so cong viec.docx

= Trudng hop mudn xoa file dinh kém thi tich vao truong canh file dinh

kém va nhin vao biéu tugng X - file vira dinh kém s& duogc x0a.

= Truong hgp mudn dinh kém thém file khac thi nhan vao biéu tuong dé

P e trudng thong tin cho phép chon file dinh kém tiép theo.

Théng tin trao d6i
Thuéc hd so: AHSGACY

Ngay: 09:06 SA 29/06/2016 Truong thong tin
—— —— - Nhan vao
Nguréi gop y: Pham Kim Chi cho phep chon file bieu tuon
Bon vi: Vu Hop tac quéc té dinh kem tlep theo na g
duoc hien thi Y
Noi dung gop y
A

Chen tép | Khéng cd tép nac ducc chon W g
Chen tép | Khéng ¢ o tép nac duoc chon

Tép van ban kem theo: H

Vi du: Nhap ¥ kién gop ¥ cho ho so cong viéc nhu sau:
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Théng tin trac déi

Thudc hd so;_ 4H56QCY
Ngay: 09:21 SA 29/06/2016
Nguei gop v: Pham Kim Chi
Bon vic Wy Hop tac quévc té
Phan néi dung can chi tiét hon
Noi dung gép y:
i 4
Tép van ban kem theo: Hl Chen tép | Khdng c6 tép nae duoc chon |'*"
Tép hién thoi: x Dong gop y kien cho ho so cong viec.docx

Ghi lai

- Buée 3: Nhan n(t > Y kién g6p ¥ ctia Chuyén vién phdi hop duoc

thém mai thanh cong.

Théng tin trao déi

Thudic ho 5o 4HS6QCY

Chuyéngépy || Sira Xoa

Mgay: 09:21 SA 25/06/2016
Mg gop v: Pham Kim Chi
Bon vi: Vu Hop tac quf:-c té
M&i dung gop y:

Tép dinh kém: ¢ Dong gop vy kien cho ho so cong viec.docx

C Ao, oo 2k, | B \ A Y
=» Khi muon stra y kién goép y thi nhan nut =272 1va thuc hién cap nhat y kién
tuong ty nhu khi thém moi ¥ kién.
= Khi mudn xéa ¥ kién gbp y thi nhan nut X2 |5 y kién vira dong gop sé bi

x6a khoi h¢ thong.
=» Khi muon quay lai giao dién Ho so’ cong viéc thi nhan vao ma ho so tai truong

[Thudc hd so].

Trung tim Cong nghé phan mém va GIS 127




Phan mém H¢ thong qudn ly van bdan va ho so cong viéc

Tai liéu huéng dan str dung_Lanh dao vin phong UB Mé Céng

Théng tin trao déi

Thubc hd so] 4HSEQC

Chuyéngopy | Sid | Xea |

MNgay: 09:21 SA 29/06/2016

Mgurdri gop v: Pham Kim Chi
Bon vi: Vu Hop tac qufnc té
MN&i dung gdp y:

Tép dinh kém: ¢ Dong gop vy Kien cho ho o cong viec.docx

=>» Giao dién Ho so cong viéc duoc hién thi:

Quay lai

Loai hd so: Hb so giai quyét cong vide Ky higu hé so: 4/HSGACV
N&i dung: Bao cao tf;ng két 6 thang dau nam
Ngay tac hd so: 27/06/2016 Han =i Iy: Nguri tao ho sew Nguyén Diéu Linh
Tiéu d& hd so: Bao cdo téng két 6 thang dau nam
Lanh dao phu trach: Nguyén Xuan Bao Tam Chuyén vién xi¥ Ij chinh: Nguyén Diéu Linh
Chuyén vién phdi hop: Pham Kim Chi
Tinh trang xir ly: Dang XL

Van ban dur thae | Phiéu trinh || Trao déi gép v | Van ban lién quan | Van ban phat hanh | Két thic hé so

Ngay tao Ngwrvi gop y chuyén vién Noi dung Trang thai
09:55 29/06/2016 Pham Kim Chi Vu Hop tac qudc té Chura chuyén gép vl

= Xem hinh trén, tai thé¢ Trao d6i gop ¥, trang thai ctia y kién vira thém méi dang 1a
“Chuwa chuyén gép y”. > Tiép tuc nhan vao ¥ kién gop y dé vao lai giao dién

Théng tin trao d6i, thuc hién thao tac chuyén gop Y.
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Théng tin trao doi

Thude ho so: 4HSGAQCY

Chuyéngépy || Sira Xoa

Mgay: 09:21 SA 2906/2016
Mgudi gop v: Pham Kim Chi
Blon vi: Vu Hop tac quéc té
Mai dung gop y:

Tép dinh kém: ¢ Dong gop v kien cho ho so cong viec.docx

= Khi mudn chuyén y kién gép y dé Chuyén vién xtr Iy chinh va nhitng Chuyén vién

| Chuyén gép y ||

phéi hop khac doc tham khao thi nhan nit

Théng tin trao dbi

Thudic ho so: 4/HSGQCY

Chuyéngopy | Sta || Xoa

Mgay: 09:21 SA 2906/2016
Mguri gop v: Pham Kim Chi
Bon vi: Vu Hop tac qufn: té

M&i dung gop y:

Tép dinh kém: ¢ Dong gopy kien cho ho so cong viec.docx

= Giao dién sau khi chuyén gop ¥ hién thi nhu sau:

Théng tin trao di

Thudc ho so: 4HSGACY

Mgay: 09:21 SA 29/06/2016
Mgurdi gop y: Pham Kim Chi
Bon vi: Vu Hop tac quéc té

M&i dung gop y:

Tép dinh kém: ¢ Dong gopy Kien cho ho so cong viec.docx
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= Quay lai giao dién Hd so cdng viéc, trang thai cua ¥ kién vira chuyén da duoc
chuyén thanh “Y kién déng gép”.

Ho so cong viéc
Quay lai

Loai hé so Hb so gidi quyét céng vide Ky hiéu hé so: 4/HSGACY
N6i dung: Bdo cdo téng két 6 thang dau nam
Ngay tac hd so- 27/06/2016 Han xit Iy Ngudi tao hd so- Nguyén Diéu Linh
Tiéu d& hd so: Bao cao téng két 6 thang dau nam
Lanh dao phu trach: Nguyén Xuan Bao Tam Chuyén vién xi Iy chinh: Nguyén Diéu Linh
Chuy&n vién phdi hop: Pham Kim Chi
Tinh trang x(r ly: Bang XL

Y kien da
Van ban du thao | Phidu trinh | Trao ddi gop y | Van ban lién quan | Vn ban phat hanh | Két thic hé so duoc chuyen
Ngay tao Ngurvi gop ¥ chuyén vién Noi dung Trang thai

10:15 29/06/2016 Pham Kim Chi Vu Hop tac quéc té |0? kién déng gop! |
=» Luc nay, cac Chuyén vién xur 1y lién quan t&i ho so cong viéc déu co6 thé xem
dugc y kién gop y nay.
b. Pinh kém van ban lién quan
Céch thyc hién dinh kém van ban lién quan twong ty phan Van ban lién quan da
huéng dan tai phan Tao ho so xir 1y viin ban.
5. Van ban di

Léanh dao van phong c6 thé thwc hién dwoc chire ndng nay, twong dwong vai tro
ciia Chuyén vién nén hwéng dan va hinh anh minh hoa tai déy la sir dung tai khoan ciia
Chuyén vién.

Tai phan Vin ban di, hé thong hd tro ngudi dung Lanh dao vin phong: Xem toan
b van ban co quan, Van ban lién quan, Tra ctru Van ban.

5.1 Toan b§ van ban cia co quan

Chtric nang nay dua ra danh sach toan bg van ban di cua co quan. Tai chirc ning

nay nguoi dung c6 thé tra ciru van ban, xem thong tin van ban, tai van ban.

Cach thuc hién:
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T giao dién trang chu, nhan chon muc “Van ban di” - Nhan chon chirc nang

Toan b vian ban cia co quan

s Y HE THONG QUAN LY VAN BAN VA HO SO'DIEN TU
‘a;-g; UY BAN SONG ME CONG VIET NAM

Lé Birc Trung | Thost
Chénh Van phong

Trang chi | Van ban dén | VB dy thao | H8 s0 cdng viéc | Phi&u trinh | Van ban di | Danh myc

CHUC NANG Danh sich vén ban di

Toan bé van ban cila Co quan Tur khoa tim Kidm Tim
Van ban lién quan PR
Co tong s0 22 van ban <Trangtrwéc 1 Trang sau >
Van bin bio cao dé bidt R . ] . B o
# NGAY BH 56, K HIEU TRICH YEU NOT NHAN NGOAI NGUOI KY
L& ngudi k¥ R . R
[ 28272020 7889/UBSMK T trinh Uy ban séng Mé Kong Téng cuc Méi trréng;Téng cue Quan Tidu ban lwu vire séng C . L& Bue Trung
L& nguai soan Iy Dat dai /4 g Thurbng tru
Tra eiru théng ké
ﬂ [@ 26122020 011/VNMC Viv giri nhan vén ban v&i Van phong TTUBSMC Lé Duc Trung
Zhd thich mau chi van ban: [@) 26122020 01/VNWMC-KHTC Vv giri nhan van ban vptt dy ban Lé Buc Trung
thich i
IG\é', méi, VB c6 han tra 151 - L
[3 211172020 555/UBSMC test gi¥i tramny 1 Trén Héng Ha
- Srépdk Van phang
ban sdng Mé Céng Viét Nam
[ 2171172020 666/UBSMC test tramn 4 Trén Hang Ha
[B 211172020 777/UBSMC test tramnv 5 Trdn Hong Ha
[B 211172020 888/UBSMC test tramnv 6 L& Minh Tran
[3 2171172020 999/UBSMC test tramny 7 Trén Hang Ha
[A 21112020 1100UBSMC test tramnv 8 Trdn Héng Ha
[& 2112020 1110BSMC test tramnv 9 Tran Hong Ha
[ 211112020 4433/UBSMC test tramny 101 Cuc Céng nghé théng tin va D liéu Trén Héng Ha
TNMT
[ 071112020 1313TEST 1313TEST Van phong Thuéng tnye Uy ban Trinh Binh Diing
séng Mé& Céng Viét Nam
W) 07172020 54317TEST 5431/TEST cap nhét bé sung nd Cuc Céng nghé théng tin va DT liéu Trinh Binh Diing
n TNMT
[B 0311172020 35325/SGDGSDG  sdhsh schsdhd sdfndfhdh B4 Tai nguyén va Mdi trugng Trinh Binh Diing

=> hién thi trang chira toan bd vin ban di ctia co quan.

Danh sach vian ban di ctia co quan duoc phan theo trang. Mdi vin ban hién thi
trong danh sach gém céc théng tin nhu: Ngay BH, S&/ ky hiéu, Noi nhan ngoai, Noi
nhén ndi by, Nguoi ky.

Tai trang nay, ngudi ding co thé tim kiém vin ban, xem thong tin vin ban. tai vin
ban. Cach thuc hién twong tu phén 1.4 Toan b van ban cua co quan.

5.2 Van ban lién quan
5.2.1 La nguoi ky

Chtrc nang nay cho phép Lanh dao van phong xem céc van ban ma Lanh dao van
phong doé 1a nguoi ky.

Sau khi vao nhom chirc ning Vin ban di, nhin vao menu bén trai giao dién

Vin bén lién quan >> La ngwoi ky, chirc ning duoc hién thi nhu sau:
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i, N N - N N N N
£ HE THONG QUAN LY VAN BAN VA HO SO DIEN TU
=/ UY BAN SONG ME CONG VIET NAM
e
e g L Thoe Trang chii | Van ban d&n | VB dy thio | HB so cong vige | Phisu trinh | Van ban di | Danh myc
CHUC NANG Danh sach vin ban di
Ton b8 van ban cia Co quan T khoa tim Kidm Tim
Van bin lign quan e
o C6 tdng 56 6 van ban <Trangtuéc 1 Trangsau>
Van ban béo cdo dé biét . . . N N L P
_ #* NGAY BH $0, KY HIEU TRICH YEU CA NHAN NOT NHAN NGOAI NOTNHAN NOI BO NGUO1 KY
Lé nqu R R . :
— 261122020 7889/UBSMK T¢ trinh Uy ban sang Mé Keng Téng cuc Méi truémg;Téng cuc | Tiéu ban yu vrc séng Chu L& Bire Trung
L ngurdi soan Quan Iy Dét dai Lang:Van phang Thueng truc
Tra civu théng ké Uy ban sng Mé Céng Vist
Nam
ﬂ 2611212020 011/VNMC Viv g nhan van ban véi Van phang TTUBSMC Van phang Thueng true Uy L& B Trung
o ban <éng Mé Cang Vist Nam
=hi thich mau chif van ban: :
VB thudng 26/1212020 011/VNMC-KHTC Vi giri than van ban vptt ty ban Van phang Thueng true Uy L& B Trung
(Gidy mai, VB o6 han Ira g1 ban song Mé Céng Vist Nam
271012020 1221/TE Vi van ban cia van phéng TTUBSMK B8 Tai nguyén va Méitrugng  Tiéu ban Iy virc séng Ciru L& Bire Trung
Long
I8 20/10/2020 68432 TESTUBMK  68432TESTUBMK Guc Cong nghé théng tin va DI Tidu ban yu virc sing Ciru L& Bive Trung
ligu TNMT Trung tam Cang | Long-Tiéu ban ru vuc sing 58
nghé phan mém va GIS Cuc  San - Srépék:Trung tam hé tro
Ciing ngh thang tin va Dir lisu | phat rién luru v sdng Mé
TNMTVy Phap ché - B Céng
TN&MT Vy Khoa hoe va Cang
nghé - B TNAMT
[B) 1971012020 73354 TESTVBDI  78354/TestVEDI Cuc Céng nghé théng tin va Dir L& Biee Trung
liéu TNMT:Vu Khoa hoc va
Céng nghé - B4 TN&MT:Vu To
chirc cén bd - B6 TN&MT

=» Trén giao dién hién thi danh sach céc van ban dy thao d3 dugc Lanh dao vén

phong ky. Truong hop khong c6 vin ban dy thao nao thi danh sach hién thi trong.
= Mubn xem chi tiét tung du thao thi nhén chon vao dy thao d6, vin ban dy thao s&
duogc hién thi twong tng.
5.2.2 La nguoi soan
Chtrc nang nay cho phép Lanh dao van phong xem céc van ban ma Lanh dao van
phong doé 1a nguoi soan.
Sau khi vao nhom chirc ning Vin ban di, nhdn vao menu bén trai giao dién

Vin bén lién quan >> La nguoi soan, chirc nang duoc hién thi nhu sau:

g"’"f‘; HE THONG QUAN LY VAN BAN VA HO SO DIEN TU
=/ UY BAN SONG ME CONG VIET NAM
Lé Birc Trung | Thodt Trang chu | vén ban dé&n | VB dy thae | H6 so céng viéc | Phiéu trinh | van ban di | Danh myc

Chanh Van phong

CHUC NANG Danh sich vin ban di

Toan bg vén ban cia Co quan Tir khoa tim kidm
Vin ban lién quan o
- C6tbng s6 0 van ban <Trang frue Trang sau
Van ban bio cdo 3 bidt R - . - . R PR -
& NGAY BH 30, KY HIEU TRICH YEU CA NHAN NOTNHAN NGOAI NOTNHAN NOI BO NGUO1KY

L& nguoi ky

L4 ngudi zoan

Tra ciru thong ké

Zhi thich mau chik van ban:

B e conan s
=>» Trén giao dién hién thi danh sach céc van ban dy thao di dugce Lanh dao van
phong ky. Truong hop khong c6 vin ban du thao nao thi danh sach hién thi trng.
= Mubn xem chi tiét ting dy thao thi nhan chon véao du thao do, van ban dy thao s&
duoc hién thj trong tmg.
5.3 Tra ctru van ban di

La nhom chuc nang dé nguoi dung tra ctiru cac van ban di dugce quan ly trong hé
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thong. Céc chirc nang tra ctru dugc ho trg gom:

- Tra ctru nhanh
- Tra ctru Theo nguoi Ky
- Tra ctru Theo don vi soan thao

- Tra ctru Theo tiéu thuc
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- Tra ctru toan van
Tu giao dién trang chu, nhan chon thyc don Van ban dén -> hién thi ctra s6 Chirc

nang -> Chon “Tra ctru théng ké”

CHIFC NANG

Toan bd van ban cda Co quan

Vén ban lién quan

Tra ciru théng ké

» VB ki s0 theo don vi thudc Co quan
Théng ké theo don vi soan thao
Théng ké theo ngudi ky

Tra ciru tiy chon

Tra ciru todn van

5.3.1 Tra ctru nhanh

Tuong ty muc 1.7.1 Tra ctru nhanh
5.3.2 Tra ciru Theo nguoi ky

Tuong tu muyc 2.4.3 Tra ciru Theo noi soan
5.3.3 Tra ctru Theo don vi soan thio

Tuong tu myc 2.4.3 Tra ciru Theo noi soan
5.3.4 Tra ctru Theo tiéu thirc

Tuong tu myc 1.7.4 Tra ciru Theo tiéu thirc
5.3.5 Tra ctru toan van

Tuong ty myc 1.7.5 Tra ciru Toan van
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