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Phdn mém H¢ thong qudn ly van ban va ho so cong viéc

Tai liéu huéng dan sir dung Vin thu UB Mé Cong
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Phdn mém H¢ thong qudn ly van ban va ho so cong viéc

Tai liéu huéng dan sir dung Vin thu UB Mé Cong
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Phdn mém H¢ thong qudn ly van ban va ho so cong viéc

Tai liéu huéng dan sir dung Vin thu UB Mé Cong

I Giéi thiéu chung

Tai liéu nay huéng dan str dung cac chirc ning trong hé théng “Quan 1y vin ban
va ho so cong viéc” cho ddi tuong nguoi sir dung 12 Vin the UB M@ Cong. Cu thé Vin

thu UB Mé Cong c6 trach nhiém thuc hién van ban di — &én nhu sau:

- Vian thu UB Mé Cong vao s6 vian ban dén tir cac ngudn vin ban lién thong, vin
ban dén qua mang, van ban dén bang gidy chuyén Chanh vin phong phan phdi
van ban, nhap ¥ kién chi dao thay Chanh vin phong hodc chuyén truc tiép Lanh
dao phén cong xir Iy van ban, nhap y kién chi dao thay Lanh dao co quan.

- Vian thu UB Mé Cong vao s6 van ban di, tai ¢y Van thu UB Mé Cong dén nhan
vin ban di bang ngudn vin ban du thao 14 van ban chd ban hanh va thém méi van
ban di ciia cac don vi guri truc tiép bang gidy.

- Ngoai ra Vin thu UB Mé Cong con co chiic ning in s6 vin ban dén, in sd vin

ban di, xem van ban toan co quan, tra ctru dit li¢u di dén.
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Phdan mém H¢ thong qudn ly van bdan va ho so cong viéc

Tai liéu huéng dan str dung Vin the UB Mé Cong

Il Ping nhap hé thong

Dé diang nhap vao HE thong quan 1y van ban va ho so cong viéc, nguoi su dung hé

théng duoc cap dia chi truy cap va tai khoan ding nhap.

Thao tac dang nhdp

BOMTAIINGUYENWAMOITRUGNG

HE THONG QUAN LY VAN BAN VA HO SO DIEN TU

Pang nhap hé thdng

- ‘ Tén déng nhap
D

B Nhd mat khiu

Pang nhap

© B3 Tai nguyén va Méi tniding
Phin ban: 2.3.7.0
Ban dich: 20200808.1

Budc 1: Nhap dia chi http://hscv.monre.gov.vn dé truy cip vao hé thong Quan

Iy van ban va hd so cong viée trén trinh duyét web, man hinh ding nhép hién
thi:
- Budc 2: Nhap thong tin dang nhap vao hé théng, gom:

e Tén ding nhdp: nhap vao tén ding nhap ctia ngudi stt dung — Théng tin bt
budc phai nhap

o Mt khdu: nhdp mat khau - T hong tin bat budc phai nhdp
Trung tim Cong nghé phan mém va GIS
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Phdan mém H¢ thong qudn ly van bdan va ho so cong viéc

Tai liéu huéng dan str dung Vin the UB Mé Cong

x x . . ) ., \ . B Nhd méat khidu
(Néu muon ghi nho tai khoan thi tich chon vao truong

- Budc 3: Nhan nut , néu dang nhap thanh cong hé thong hién thi

giao dién lam vi¢c cua nguoi su dung.

Vi du: Piang nhap véi tén dang nhap “vt.vnmc”, mat khau “1”

BOTAIINGUYENIVAMOITRUONG

HE THONG QUAN LY VAN BAN VA HO SO PIEN TU

Pang nhap he thong

e

Dang nhap

© B3 Tai nguyén va Méi trudng
Phién ban: 23.7.0
Ban dich: 20200808 1

=>» Sau d6 nhan nut - Giao dién h¢ thong twong trng véi vai tro Van
thu UB Mé Cong hién thj nhu sau:
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Phan mém H¢ thong qudan Iy vin bdan va ho so cong viéc

Tai liéu huéng dan sir dung Vin thu UB Mé Cong

_.»‘””Q‘””g HE THONG QUAN LY VAN BAN VA HO SO BIEN TU

= UY BAN SONG ME CONG VIET NAM
S
Uy ban séng Mé& Céng Viét Nam Thodt Dwligy D liéu hién tai ~
Vin thu ) = =
@van ban G&nCvan ban diODy thaoOHS soCPhiéu trinh
VAN BAN DEN VAN BAN BI VAN BAN DU THAQ HO SO CONG VIEC PHIEU TRINH
» VB aén chir vdo sb (5] > VB dign s chdr cdp s6 [0] » VB b trd lai 0 » BT bitrd lai [0]

> VB bio cdo, chua xem [0] » PT dugc duydt, chua xem [0]

111 Hréng din sir dung
Tai liéu huéng din nay s& hudng dan chi tiét cach sir dung timg nhom chirc ning

tuong trng va&i ting nhom cong viée do Van thu UB Mé Cong thuc hién. Nhitrng nhém
chtic nang chinh bao gom:

< Vin ban dén

- Vin ban d&én qua mang

- Van ban lién thong

- Vin ban dén bang file gidy

* Van ban di

- Van ban cho ban hanh

- S6 vin ban di

+* Bao cao va in so van ban deén — vian ban di

Dudi day 1a hudng dan cu thé :
1. Van ban den

Chtrc nang nay cho phép Van thu UB Mé Céng vao so cac van ban dén theo nhicu
nguon khéc nhau tir ngudn “Van ban lién thong, Van ban dén qua mang, ” va thuc hién
cac chtrc ndng Thém/ Xb6a Van ban vo1 nguodn van ban la S6 van ban dén bang gidy.
1.1S6 van ban den

Nhéan vao menu Van ban dén, chic nang nay duoc hién thi nhu sau:

Trung tam Cong nghé¢ phan mém va GIS 8



Phan mém H¢ thong qudn ly vin bdn va ho so cong viéc

Tai liéu huéng dan sir dung Vin thu UB Mé Cong

) HE THONG QUAN LY VAN BAN VA HO SO BIEN TU
=/ UY BAN SONG ME CONG VIET NAM

Uy ban séng Mé Cong Viét Nam | Thodt
Van thu

Trang chil | Van ban d&n | VB dy thio | HG so cdng vigc | Phigu trinh | Vin ban di | Danh myc
CHUC NANG Danh sich vin ban dén:

@ Hom nay | Hom qua | Tuln nay | Tulin tege | Thang nay | Thang tnrée | Nam nay | Cac nam tnrdc
Van ban gén cho vao s
Van ban gén bi thu hdi

(m] S6dén  Ngay dén 58, ky hiéu Co quan ban hanh Trich yéu Ngu&iDon vi xie Iy Thai han
> $6 van ban dén Khéng c6 van ban ndo.

Toan bd van ban clia Cor quan
Toan b van bén

Van bén Ga xir Iy

Van bin qué han i I

Tra civu théng ké

Chi thich mau chif van ban:

[l vE chwa hoiic dang xik 1

W vE qua han xir iy

W veaixiy

[ o hop, Gidy mai, VB o6 han xir If

1.1.1 Thém méi s6 vin ban dén

Thém méi s6 van ban dén 1a ngudn van ban dugc nhan bang giay tur tat ca cac don

vi thuoc UB M@ Cong. Pé thuc hién thao tac nhu sau

S

% Truong hop Vian thu UB Mé Cong vao s6 vin ban dén chuyén Chanh
van phong phan c6ng van ban dén va nhép y kién chi dao thay Chanh vin phong.

- Budcl: Tai van ban dén chon “SO van ban dén” nhan chudt tai I_Them Mol
giao dién dugc hién thi:

J’“‘{”E HE THONG QUAN LY VAN BAN VA HO SO DIEN TU
=/ UY BAN SONG ME CONG VIET NAM

Vi a9 Me Cong Vietam | Thost Trang chi VB dy thao | HG s cong vigc| Phigu trinh | Van ban di | Danh muc
CHIFC NANG | Danh séch vin ban dén:

@& yom nay | Hom qua | Tuln ndy | Tuln trwde | Thang ndy | Thang tredc | Nam nay | Cde ndm frede
VN ban aén chos vo s | Them moi |

Toan b vén ban cla Co quan

(] 86 dén  Ngay dén 86, ky hiéu Co quan ban hanh Trich yéu

NguaiBon vi x Iy Thoi han
Khéng c6 van ban nao.

Todn bg vén ban
Van ban Ga <&
Van bén qué han xii Iy

Tra ciru thong ké

Chii thich mau ehiF van ban:
[l B chua hode Gang i 1
[ B qué han x0r iy
W Ve a
[ Ov hoo, Gidy méi, VB ¢ han xir 1

- Budc 2: Vao s6 van ban dén nhap thong tin vao cac truong tai vung “Nhép mai
Van ban dén”

Trung tam Cong nghé¢ phan mém va GIS 9



Phan mém H¢ thong qudan Iy vin bdan va ho so cong viéc

Tai liéu huéng dan sir dung Vin thu UB Mé Cong

Uy ban séng Mé Céng Viét Nam | Thoat
Van thu

Van ban dén bi thu héi

¥ sé van bén aén

Toén bg van ban ciia Co quan
Todn b3 van bin

Vi ban g3 x 1

Vin bin qua han x 1

Tra ciru théng ké

Wve a: xi 1y
Dy hop, Gidy méi, VB oo han xir I

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

Quay lai_[Ghi lai & Thém méi (F7]Ghi lai(F8)|Ghi lai & Thém mdi (Gibng VB trudc) FY|

Théng tin e ban:

Trang chii | Van ban dén | VB du thao | HS sd cong viéc | Phiéu trinh | Van ban di| Danh muc

56 van ban” [ ]~ 86 gén-| ]
Noi giri* |«
Sk hisu Ny ban hanh: i)

]
Ngay dén* [26/12/2020 i

Cow hop CIPhiéu ¥ kién thanh vién Chinh phi CIKém theo hd so

Loai vén ban*| 1=l

Trich yéu
4

Noui ky
% mat: [ Thutng v D8 khén:[Thudng v]
L& van ban QPPL: @ ol Phuong thirc nhan: [ Thang thramg v
Van ban phai trd 11 @ Tinh trang tra I | v]

)Co
Thi han i) pang s |

Van ban co kém ban gidy: ®KhéngOC

Loai nghiép vu van ban: @Van ban m&iCThu hiCOCap nhatOThay thé

Théng tin phén phdi, phdn céng xi¥ If vin bén:

L&nh dao Van phong: |

ol

¥ kién anh dao Van phong ‘

Don vi chi 1ri i 1j: |

B0 vi phdi nap i 1

[][«]l.

Lanh dao nhdn G bigt

4

Tép chia ndi dung todn van cia viin ban:

H e 16p | Knéng cb tép ndo duee chon

Quay lai_[Ghi lai & Thém méi (F7][Ghi lai(F8)[Ghi lai & Thém mi (Gidng VB trudc) F9|

e Nhap thong tin co ban
S6 vin ban: Chon s6 van ban dén
S6 dén: Ty dong hién thi theo s6 thu tu tur th'flp dén cao
Noi giri: Chon noi gui theo cap co quan
S6 Ky hiéu: Nhap s6 ky hiéu van ban
Ngay ban hanh: Nhap ngay ban hanh van ban
Ngay dén: Nhap ngay dén ctia van ban
Loai vian ban: Chon loai van ban
Trich yéu: Nhap noi dung trich yéu ciia van ban
Nguwdi ky: Nhéap tén nguoi ky van ban
Po mat: Chon do mat cua van ban
P khan: Chon do khan cia vin ban
La van ban QPPL: Tich chon loai Van ban QPPL
Phwong thirc nhan: Chon phuong thirc nhan cua van ban
Han tra 10i: Nhap ngay thang hodc chon s6 ngay han tra 15i

Tinh trang tra 16i: Chon tinh trang tra 161 ciia van ban

Trung tam Cong nghé¢ phan mém va GIS
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Phan mém H¢ thong qudn ly vin bdn va ho so cong viéc

Tai liéu huéng dan sir dung Vin thu UB Mé Cong

S8 van ban
Noi glri*
Séfky higu:™
Ngay dén

Trich yéu™

Nguwi ky:
Bd mat
La van ban QPPL:

Han tra l&i:

& van ban dén tir ngoai Ba v/ 86 aén=[57 |
B& Méng nghigp va Phat trién Néng than v ‘
3751/BNN-TCNN | Ngay ban hanh: [01/05/2016 iz
10/06/2016 = Loai v&n ban:* [Céng vén v/
Uchuydn ca bi
v Clr cdn b tham gia t6 soan thao Quyét dinh cda Thi twdng Chinh phi

|Ha Céng Tuin |
[Thudng - D8 khén: Thudng v|
®nong Ccs Phuong thire nhan: [Théng thuéng -]

L &

Tinh trang tra 161 |Chua tra 1gi

e Nhip cac thong tin phan phdi, phin céng xir Iy vin ban Linh
dao Vin phong UB Mé Cong: Nhap Lanh dao Van phong UB

Mé Cong

Y kién Linh dao Vin phong UB Mé C6ng: Nhap ¥ kién ctia Lanh dao Vin
phong UB Mé Cdng

Tép chirn

Uy ban séng Mé Cdng Viét Nam | Thodt

Van ban aén ehi vao 58

‘Van ban 3én bi thu héi

> $6 van ban dén

Toan b vén ban clia Co quan
Toan b vén bén

'Van ban 83 xur i

'Van ban qua han xi¥ I

Tra ciru thong ké

Chit thich méu chif van ban:
W VB chua hoic dang xir If
VB qua han xi I§
Wve dExily
[ 0w hop. Gidy mai. VB 66 han xir Iy

0i dung toan van ctia vian ban: Chon file dinh kém
s 2 HE THONG QUAN LY VAN BAN VA HO SO DIEN TUF
= UY BAN SONG ME CONG VIET NAM

Quay ai_|Ghi lai & Thém mdi (F7)Ghi lai(F&){Ghi lai & Thém mdi (Gidng VE trudc) FY|

Théng tin cor ban:

Trang chii | Vin ban dén | VB du thao | H5 sd cdng vigc | Phigu trinh | Van ban di| Danh muc

ODw hop OPhiéu § kién thanh vién Chinh phi CKém theo hé so

S8 van ban:* (S vén ban aén [=] S6 gén- 28 ]
No giri-*[BS Néng nghiép va Phat trién Nong thén [+
Stikj hidu*[123BNN ] Ny ban hani | iz
Ngéy Gén:*[26/1212020 Loai van ban | I+

Trich yéu + [ I can b tham gia 1 soan théo

Ngudi ki [Ha Cong Tuan

96 mat [Thueng M 96 kndn: [Thuong V]
L& vén ban QPFL: @KnéngOCH Phuong thirc nnan: [Thong thirémg v
Van ban phéi tra I ®@KhongOCo Tinh trang tra o | v

Theihen| [ bangso]__| Van ban co kém ban gidy: ®KhongOCo

Logi nghiép vy van ban: ®Van ban m&iOThu hdIOCAp nhatOThay thé
‘Théng tin phén phéi, phén cdng xi¥ I van ban:
Lanh dao Van phong: [Lé Bic Trung =
¥ kién Ianh dao Van phong:

|
Bon vi eni tr x| v
Iy . |
BDon vi phoi hop xiF I [
Lanh Gao nhén dé biét: v

Tép chisa ndi dung toan van ciia vin bin:

H o)

Quay lai_[Ghi lai & Thém méi (F7] Ghi lai(F8)]Gni lai & Thém moi (Giéng VB truoc) FY|

Knéng c6 tép no duge chon

Trung tam Cong

nghé phan mém va GIS
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Phdn mém H¢ thong qudn ly van ban va ho so cong viéc

Tai liéu huéng dan sir dung Vin thu UB Mé Cong

Cha y:

Ngoai nut Ghi lai hé thdng cho phép chon quy trinh ty dinh nghia nhu nat Ghi
lai&Thém méi (F7), Ghi lai&Thém méi (Gibng VB trudc) F9.
- Tai day vin thu UB M& C6ng c6 thé xem vin ban dén theo cac tiéu chi: Hom
nay, Hom qua, Tudn ndy, Tuan truéce, Thang nay, Thang trudc. ..
% Trudng hop van thu UB Mé Cong viao s6 vin ban dén chuyén truc tiép
Lanh dao UB Mé Cdng phan cong xir 1y, nhp thay ¥ kién ctia Lanh dao phan cong.

Cac budc duoc thuc hién nhu sau:

- Buéc 1: Nhan chuot tai Ml giao dién duogc hién thi nhu sau:

Trung tam Cong nghé¢ phan mém va GIS 12



Phan mém H¢ thong qudan Iy vin bdan va ho so cong viéc

Tai liéu huéng dan sir dung Vin thu UB Mé Cong

Uy ban sng M& Cdng Viét Nam | Thodt
zn thy

Toan b vin ban ciia Co quan
Toan b van ban

Van ban 3 xr i

Vin ban qua han x I

Tra ciru théng ké

Chii thich mau chif vén ban:
Ve chua hodc dang x Iy
WvE cudnan b i
v dE iy
Dy hep, Gify méi, VB cb han xi 1§

- Budc 2: Vao so vin ban dén nhap thong tin vio cac truong tai ving “Nhap méi

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

Quay Iai_|Ghi Iai & Thém mdi (F7(Ghi lai(F8){Ghi lai & Thém mdi (Giéng VB tugc) F|

Théng tin cor ban:

56 van ban* J+| $6 aén*|
Noi g
Sk higu | J

Trang chii | Vin ban dén | VB du thio | HG s cdng viéc | Phigu trinh | Van ban di| Danh muc

Noay dén [26/12/2020

Trich yéu
A
Nouai k.
96 mét [ Thuong ~| D6 khdn: [ Thuang v
La van bin QFPL: @KhongOCo Phuang thirc nhan: [Thang thuemg >
VAN ban phéi tra 51 ®KhongOC6 Tinh trang 1ra Ik | v
Thoinan:[ [ ping 6] Van bén cd kém ban gidy: @KndngOCe

]

Obw hop CIPhiéu ¥ kién thanh vién Chinh phi CJKém theo hé so

Ngay ban hanh: |

Loai van ban|

wEE |

Loai nghiép vy van ban: @Van ban m&iCThu h&iCCap nhatOThay thé

Théng tin phén phdi, phan céng xi¥ I van
Lanh dzo Van phong

¥ kién iEinh Gae Vn phong

Ben vi chi 1 xir Iy

Son vi phéi hop i Iy

Lénh da0 nhén & bidt

Tép chira néi dung toan van ciia vn ban:

ban:

ol

[ENENS

H Chon tp | Knng c6 tép nao duwc chon

Quay lai_[Ghi lai & Thém mdi (F7) Ghi lai(F&) [Ghi lai & Thém moi (Gidng VE trudc) F9|

Van ban dén”

e Nhip phin thong tin co ban

S6 van ban: Chon s6 van ban dén

S6 dén: Tu dong hién thi theo s6 tht tu tur théip dén cao

Noi giri: Chon noi gui theo cép co quan

S6 Ky hiéu: Nhap s6 ky hiéu van ban
Ngay ban hanh: Nhap ngay ban hanh van ban

Ngay dén: Nhap ngay dén ctia van ban

Loai vian ban: Chon loai van ban

Trich yéu: Nhap noi dung trich yéu ciia van ban

Ngwoi ky: Nhap tén nguoi ky van ban

Po mat: Chon d6 mat cua van ban

Trung tam Cong nghé¢ phan mém va GIS
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Phan mém H¢ thong qudan Iy vin bdan va ho so cong viéc

Tai liéu huéng dan sir dung Vin thu UB Mé Cong

D6 khan: Chon d6 khan cua van ban

La van ban QPPL: Tich chon loai Van ban QPPL

Phuwong thirc nhan: Chon phuong thirc nhan cua van ban

Han tra 1oi: Nhap ngdy thang hodc chon sb ngay han tra 1oi

Tinh trang tra 16i: Chon tinh trang tra 161 cia van ban

e Nhap cac thong tin phan cong xir ly Van ban Lanh dao UB
Mé Cong phéan céng: Chon Lanh dao UB Mé Cong

Uy ban séng Mé Cdng Viét Nam | Thodt

én bin aén bi thu ndi

> 56 vin ban dén

Toan b van ban cila Cor quan
Toan b van bin

Van ban ga xir 1

Vin bin qua han x I}
Tra civu thdng ké

M ov nop, Gify méi, VB ¢6 han x(r Ij

- Budc 3: Nhan

Chi dao cia Lanh dao phan cong: Nhan chi dao cua Lanh dao

Tép chir ndi dung toan van cia van ban: Chon file dinh kém

s ot
4

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

Quay ai_|Ghi lai & Thém mdi (F7)Ghi lai(F&){Ghi lai & Thém mdi (Gidng VE trudc) FY|

Théng tin cor ban:

“Trich yéu

Noudi ky:

La vin ban QPPL:

S8 van ban =[S van ban aén

E

Trang chii | Vin ban dén | VB du thao | H5 sd cdng vigc | Phigu trinh | Van ban di| Danh muc

56 6én*[28 |

Noi giri[B3 Nong nghiép va Phat trién Nang thén

S8Iky higu:* [123/BNN

Ngdy den:* |26!12ﬁ‘2020

]
]

Dy hop OPhiéu y kién thanh vién Chinh phi CJKém theo ho sor

Ngay ban hanh. [ ]

Loai van ban | I+

[VIv G can b tham gia 16 soan thae

Ha Cong Tuan

96 mat [Thueng

v

V&N ban phai tré 11§ Oco
Thai han: il

Loai nghiép vu vén ban: ®Van ban m&1OThu hoiICCap nhatOThay thé

pings6] |

Thdng tin phén phdi, phdn céng xie I vin ban:

86 khén: | Thuong ~]
Phuong thirc nhan: [ Thong thirong v
Tinh trang tra 1ot | ~]

V&n ban co kém ban gidy: ®@KnongOCo

Linh dao V&n phong: [L& Drc Trung

Kl

¥ kién 13nh dao Vén phong

Do vi chi tr xdr 1

Bon i phdi hop xir Iy

KNS

L&nh Gao nhan Gé biét

4

Tép chika néi dung toan van cia van ban:

H Chon tp | Khng cd tép nao duec chon

Quay fai [Ghilai & Thém mi (F7) hi lai(F8)[Ghilai & Thém mdi (Giéng VB trugc) Fgl

Ghi lai(F8)

Chuong trinh hién thi van ban ma van thu vira chuyén

dén Lanh dao Chéanh Vin phong UB Mé Cong phan cong ngudi chi dao 1a “Lé

Dirc Trung” c6 giao dién nhu sau:

Trung tam Cong nghé¢ phan mém va GIS
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Phan mém H¢ thong qudn ly vin bdn va ho so cong viéc

Tai liéu huéng dan sir dung Vin thu UB Mé Cong

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

Trang VB du thio | H&

V&N ban aén cnd vao sb Trang1 <41 W
Van bén dén bi thu hot (] sbdén  Ngay dén 56,k nigu Co quan ban hanh Trich yéu NgwoiBon vi xi¥ Iy Thoi han
> S6 van ban dé - e —— - .

o van ban gen 28 26/12/2020 123/BNN B0 Néng ngniép va Phattrien . o c4n g tham gia th soan thao

rp—— Néng thén
Toan b van ban cia Co quan !

. Co tong s6 1 vén ban. Trang 1 1

Ton b3 van bin 9 ot A1k

VN ban & 37 If
Viin ban qué han xir 1y

Tra ciru théng ké

Chii thich mau chi¥ van ban:
[l VE chua hodc dang x If
W VB qué hanxiv
W v iy
[ o hop, Gidy man, VB 6 han xir If

1.1.2 Hiéu chinh Vin ban dén

Chtc ning nay cho phép hiéu chinh vin ban bang cach vao sd va nhép cac thong

tin co ban, cap nhat cac thong tin vé phan cong, xur ly van ban.

- Buoc 1: Tai van ban dén nhan moé van ban can hiéu chinh

Iy 1 *\ HE THONG QUAN LY VAN BAN VA HO SO BIEN TU
’i#j UY BAN SONG ME CONG VIET NAM

Jy ben séng 112 Céng Vist Nam | Thost Trang chil | Vain ban dén | VB du thao | Hé so cong visc| Phidu trinh | Van ban di| Danh muc
Danh sach van bin dén ché vao sb

2 Vin ban dén ch vio sé

Vén an aén bi thu ndi

S5 van ban dén | Tiz chi tiép nhén | €6 tong s3 5 van ban <Trang lnséc 1 Trang sau >

Toan bd van ban cia Cor quan O « NGAY DEN SO KY HIEU TRICH YEU CO GQUAN G NGAY BAN HANH

Toan b4 vdn ban OR A P n dinh du &n - Tai chinh 16/

Van ban §a xd I O m 161 07-00 Vi ng tin va Dii liéu TNMT 161212020

Van ban ‘1““"“ T OR 16/12/2020 095823 TOO/BTNMT-KHCN  Xin ¥ kién dorn vi dy kidn tidp nndn két qua san phAm nhiém vy M3 s6: TNMT.000.000.00 B9 Tai nguyén va Méi trudng 1611212020

jicinyhonalre) O @ 214120201050:19  686/BTNMT test van ban tramay 3 B3 Tai nguyén va Méi trudng 214112020
ﬂ O [ 2112020105019 1234 wiv Gon vi abng ¥ tramnv 2 B4 Tai nguyén v Méi truang 16/07/2020

Chis thich mau chi¥ van ban:
VB chua hoze dang xi I
VB qua han v Iy
WvE sty
M Dv hop, Gidly mbi, VB co han xi I

- Budc 2: Giao dién van ban vira chon duogc hién thi

Trung tam Cong nghé¢ phan mém va GIS 15



Phan mém H¢ thong qudn ly vin bdn va ho so cong viéc

Tai liéu huéng dan sir dung Vin thu UB Mé Cong

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

Uy ban s6ng M& Cong Viét Nam | Thoat
Vén thir

CHIFC NANG
Van ban dén choy vée s§

Van ban dén bi th hdi
¥ S5 van ban dén
Toan bé van ban ctia Cor quan
Todn bg vén ban

Van ban & xir i

Van ban qua han xir [

Tra cieu théng ké

Chii thich mau chik van ban:
[l Ve chua hoic Gang xi 1y
VB qué han & j
W vB & xir iy
[ D hop, Gidy mai, VB cb han xir Iy

Théng tin co ban
S van ban* 8 van ban dén
Noi giri-* B6 Nong nghigp va Pht trién Nong than
Sélky higu:* 123/BNN
Ngay dén-* 14:10 26/12/2020
Trich y&u™ Viv Cir can b tham gia t§ soan thao
Nguéi ky: Ha Cang Tuén
n 86 mat Thuong
La van ban QPPL: Khong
Van ban phai tra 31 Khéng
Thai han
Loai nghigp vu van ban: Van ban méi
Thong tin xik 1y van ban:
Tinh trang xU j: Chwra x¥ Iy
Théng tin phan phdi, phan cang xir If van ban:
Lanh dao Vén phang: L& Bue Trung
Y kién lanh dao Van phong:
Bon vi chi tri i I§.
Bon vi phdi hop i Iy:

Lanh dao nhan d&

Tép chira ndi dung toan van cia van ban:

Danh sach can bo.docx
|~ Noi dung trao d6

béng s

Trang chi | Van ban dén | VB du thao | Hé sd cong viéc | Phiéu trinh | Van ban di| Danh muc

S6 gén=28

Ngay ban hanh:

Loai vén ban™ Thu m&i

D8 khan: Thueng
Phueng thitc nhan: Thong thudng
Tinh trang tra 16 Chua tra 161

Van ban cé kém ban gidy: Khong

—>Nhén chon Iw' nhap thong tin can hiéu chinh

Trung tam Cong nghé¢ phan mém va GIS
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Phan mém H¢ thong qudn ly vin bdn va ho so cong viéc

Tai liéu huéng dan sir dung Vin thu UB Mé Cong

- Buéc 3: Bam nit "Wl Van ban vira hiéu chinh da dugc cap nhat

1.2 Tir chdi tiép nhan vin ban

Vin thu UB Mé Cong c6 thé thyc hién chic nang tir chi tiép nhan van ban dén.

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

Uy ban s6ng M& Cong Viét Nam | Thoat
Vin thir

Trang chii | Van ban dén | VB dif thdo | HS 50 cdng viéc | Phiu trinh | Van ban di| Danh myc
CHUC NANG

> Vén ban dén chiy vao s§

Van ban dén bi thu héi

Tir chéitiép nhan |6 téng s6 5 vén ban

SG vén bén dén <Tranginugc 1 Trang sau >

Toan b van ban ciia Cor quan O « NGAY BEN SOKY HIEY TRICH YEU coquanGin NGAY BAN HANH

Toan bg van ban OR KHTC ¥ Vv tham gia thanh vién héi déng thém dinh du & 2/2020

Van ban 68 xG 0om NTT Viv méi tham gia 16p tap huén vé ATTT 21202

Vén ban qué han xir I

TR e i O [f] 161272020 095923 700/BTNMT-KHCN Xin § kién don vi du kién tiép nhén két qua san phém nhiém vu Ma sb: TNMT 000.000.00 B4 Tai nguyén va Moi truong 16/1212020
n O [§ 21/1120201050:19  666/BTNMT test vn ban ramny 3 B4 Tai nguyén va Moi truong 211112020

Chil thich mau chis vén ban: O [§ 2111202010:50:19 1234 viv don vi déng § tramny 2 B Tai nguyén va Mo truong 16/0712020

[l VB chua hoc dang xir Ij

[l vB aua han ik 1y

W ve g

[ Dy hop, Gify mai, VB cé han xir I

1.2.1 Hiéu chinh VB dén
Pé thuc hién vao s6 hiéu chinh van ban thuc hién theo cac budc sau:

- Budc 1: Tai ving “Vin ban dén” chon khdi chirc nang bén trai “Vin ban dén
cho vao s6”

- Buéc 2: Hién thi “Danh sach vin ban dén chd vao s6” chon van ban muén hiéu
chinh.

Vi du: chon cong van 1234/GM-KHTC

& f'-f Y
=

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

Uy ban séng M& Céng Vidt Nam | Thodt

e Trang chi VB du thio | Hb s cong viéc| Phiéu trinh | Van ban di| Danh muc

Danh sach vén ban dén chi vao s6

CHIFC NANG
Van ban dén cho véo sb

Van ban dén bi thu hbi

S6 vén ban dén Tir chéi tiép nhén |C6 téng s6 5 vén ban <Trangtnedec 1 Trang sau >

Toan b vén ban clia Co’ quan O« NGAY BEN SO KY HIEW TRICH TEU COQUAN Gin NGAY BAN HANH
Toan bé van ban 0O j 192/902 ,A A Ao hoTaic
0 @ 21202 v dm dinh du & i chinh
Van ban g i Iy = - - . .-
v 0O ® 2 Viv mé c nghé théng tin va DiF liéu 6/12/2020

Vin bén qud han 3@ 1

Tra ciru thong ké O [ 161212020 09:59:23  TOO/BTNMT-KHCN  Xiny kién don vi dv kién tiép nhan két qua san pham nhism vu M3 sé: TNMT.000.000.00 B6 Tai nguyén va Méi trudng 16/12/2020
n O [ 21112020 10:50:19  6BEBTNMT test van ban tramny 3 B6 Tai nguyén va Méi trudng 211112020
Chi thich mau chii van ban: O [ 21112020 10:50:19 1234 wiv don vi dbng § tramnv 2 B6 Tai nguyén va Méi trudng 16/07/2020

[l VB chua hodc dang xi 1y

W Ve qua han xir i

W VB iy

[ D nop, Gifly méi, VB cb han xir 1

Trung tam Cong nghé¢ phan mém va GIS
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Phan mém H¢ thong qudn ly vin bdn va ho so cong viéc

Tai liéu huéng dan sir dung Vin thu UB Mé Cong

Hién thi giao dién nhu sau
,@ HE THONG QUAN LY VAN BAN VA HO SO DIEN TU'
=/

UY BAN SONG ME CONG VIET NAM

Sgn”f:usa"g M& Céng Vigt Nam | Thodt Trang chil | Vn ban dén | VB dy thio | HG s cdng viéc | Phidu trinh | Van ban di| Danh muc
CHIFC NANG
VAN ban dén bi thu hdi Théng t
56 van bén dén 6 van ban* S6 dén:*
Toan b van ban ciia Co quan Noi givi* Vu K& hoach - Tai chinh
Toan b6 vén ban Sérky higu=* 1234/GM-KHTC Ngay ban hanh: 16/1212020
V& ban 68 xir f Ngay dén-* 15:09 16/12/2020 Loai van ban-* Gidy mei
Van ban qua han x Trich yéu:* Vv tham gia thank vién héi dng tham dinh dir &n
Tra ciou théng ké Ngusi kj: Nguyén Xuan Treong
D6 mat: Thudng B6 khin: Hoa tbc
n L4 van ban QPPL: Khng Phuong thise nhn: Dién tir
Chii thich mau chiF van ban:
VB chura hodc dang xir Van ban phai tra 51 Khéng Tinh trang tr3 & 0
[l VB qué han o I Théi han bang sé: Van ban cé kém ban gidy: Khéng

VB 68 3T

P . L Loai nghi&p vy van ban: Van ban mai
[ Dy hop, Gidy min, VB c6 han xir I

Thong tin xi¥ Iy van ban:
Tinh trang xr I Chura x( Iy
Thong tin phn phdi, phan cong Xk 1 vén ban:
Lanh dao Van phong:
¥ kién 1anh dao Van phang:
Don vi chi tri xir Iy
Don vi phdi hop xi
Lanh dao nhan d& biét:
Tép chira ndi dung toan van cta vén ban:
Book2.xls

- Buéc 3: B4m nat |Hiéu ehinh(F8)| vzn ban dén vira chon dugc hién thi

Vit 7o M Core vieenam [ Thodt Trang chii | Van bin dén | VB dy thao | HG sd cing visc | Phigu trinh | Van ban di| Danh muc
* Wan ban Gén chér vao sb Quay lai_[Ghi lai & Thém mdi (F7|Ghi 1ai(F8)Ghi lai & Thém mai (G\ﬁng VB trudc) F9|

Vén ban Gén bi thu héi Théng tin cor ban:

S8 van bén dén 56 van ban- [ ]| 56 6én*

Toan b vn ban cia Co quan Noi giri* [Vu K& hoach - Tai ehinh

Todn b vén bin Sbiky higu [1234/GK-KHTG Ngay ban hanh: [16/12/2020
Wan ban S8 I Ngay aén* [1612/2020 Loai van ban [Gidy mbi
V& ban qua han ¥ 1} Obw hop CPhiéu y kién thanh vién Chinh phii JKém theo hd so

Tra ciru théng ké Trich yéu:+ [Viv tham gia thanh ién hai Géng tham dinh du an

Ngudi ky: [Nguy&n Xuén Trudng

Chil thich mau chiF vin ban:

[l VB chua hodc dang xi I 6 mat: | Thudng ~| 6 kndn: [Hoa toc ~|
L& van ban OPPL: ®KhongOCo Phuong thirc nhan: [Bién & ~|
[0 hop, Gidy méi, VB cb han <01y Van ban phdi tra o] @KhongCCo Tinh trang I 191 [ Chua tra o1 v|

Thoi han ping s6]__| Véin ban c6 kém ban gidy: @Khodng(

Loai nghiép vu van ban: @Van ban m é

Théng tin x¥ Iy van ban:

Tinh trang xi¥ Ij: Chura x(r 1y

Théng tin phén phéi, phdn céng x(r 1 van ban:

ol

L&nh dao Van phong

¥ kién IEnh dao vén phng

//

‘Don vi ¢ tri xi Iy | -

i P '

Do vi phdi norp xir Iy —
Lénh Gao nhan gé biét -

Tép chia ni dung todn van clia vén ban:

Khing cd 1ép nde duoc chon

DBook2.xis

~ N§i dung trao ddi - chi dao:
Quay lai_[Ghi lai & Thém méi (F7][Ghi

i(F8)[Ghi lai & Thém méi (Ging VB trwdc) F9|

—>Nhap thong tin hiéu chinh vao cac truong thong tin cua van ban

Trung tam Cong nghé¢ phan mém va GIS 18



Phan mém H¢ thong qudan Iy vin bdan va ho so cong viéc

Tai liéu huéng dan sir dung Vin thu UB Mé Cong

- Budc 4: Bam nat | Ghi 1ai(F8) | van ban dén vira vao sd d duge hiéu chinh

1.2.2 Xé6a van ban dén
bé x6a mot Van ban dén thuc hién cac budc nhu sau:

- Buée 1: Tich vao Vin ban dén cin x6a

e _ o o o
i ) HE THONG QUAN LY VAN BAN VA HO SO DIEN TU
Kb R
=/ UY BAN SONG ME CONG VIET NAM
——
Uy ban séng 18 Cong Vigt Nam | Thost Trang chii | Vein bén d&n | VB du thao | HG sd cbng viéc | Phiéu trinh | Van ban di| Danh muc
CHIFC NANG Danh sich van ban dén chir vao 56

> Vin bin dén ch vio s

'Van ban aén bi thu hdi

S& vén ban dén Tis chéi tiép nhan | C6 tong s6 5 van ban <Trangtwée 1 Trang sau=

&n ban cia Cor quan O« NGAY DEN SOKY HIEU TRICH YEU CO'QUAN G
O m 20 10:0 2 KHTG g
O m 2 X gia 16p 14 hudn v& ATTT 6ng ng g tin va Dif ligu TNMT
Van ban qua han i 0Om 16/12/2020 095923 TOO/BTNMT-KHCN  Xin ¥ kién Gorn vi dy kién tidp nhan két qua san phdm nhiém vy M& s6: TNMT.000.000.00 B§ T&i nguyén va Méi trusng 1611212020
Tra cisu thang k& O & 2011202010:50:10  666/ETNMT test van ban tramny 3 B3 Tai nguyén va Méi truang 21112020
B0 & amemoiesee 12 wiv don vi abng § tramnv 2 B3 Tai nguyén v Méi truang 1610712020

Chi thich méu chie vén ban:

| G g i I

|\

|\

M Dv hop, Gidly mbi, VB co han xi I

- Buwéc 2: Nhan chon nat Hé¢ théng hién thi thong bao xac nhan thao tac
x0a

-~

| I
Message from webpage 2

' - & & - u t = -
| Ban cd chac chan xda van ban nay khang?

| ok || Ccancel

L A

- Bwéc 3: Tai thong bao chon nut dé chic chan mubn x6a -> hé thong
hién thi théng bao “X6a vin ban thanh cong”, néu khong nhan nat [Cancel].

1.3 Vin ban dén tir cAp trén (Pdi v6i vin thu cip don vi)

Vin ban dén tir cap trén 1a van ban dén tir Bo do lanh dao phan cong giao. Tai ddy

van thu don vi ¢d thé thuc hién chirc nang hi€éu chinh dé vao s6 van ban dén.

Trung tam Cong nghé¢ phan mém va GIS 19



Phan mém H¢ thong qudn ly vin bdn va ho so cong viéc

Tai liéu huéng dan sir dung Vin thu UB Mé Cong

v,

Ny
y

UY BAN SONG ME CONG VIET NAM

Vén phéng Thudng trurc Uy ban séng Mé Céng Viét Nam | Theat
Van thu Hon vi

CHUC NANG

HE THONG QUAN LY VAN BAN VA HO SO DIEN TU

Trang chil| Van ban d&n | Vdn ban di| Danh myc

» Van ban dén ch véo s6 E

Vi bn déin b tha ol Van ban dén tis cép trén quamang | Van ban d

S0 vén bén dén

Toan b van ban clia Van phong €6 téng 56 7 van ban

Toan b¢ vin ban & NGAVBEN | SOKVHEU TRiCH YEU
Van ban 6a xir B e

Van ban qus han s 5]

TG i 1 [ 20102020 123/CONTT \r:‘/:kgﬂﬁ; nhén van ban dién tr gilra Cuc CNTT - B TN&MT voi Uy ban séng

2] 19110/2020 53453BTNMT  dihdh dhdfjdfd

C”.“‘:;:ﬂx:“ﬁ;;‘;’ﬂ";‘; :?r"\v 171102020 8888 8888

Il VB oua han it (5 13102020 333UBSMC testvn ban tramnv 1

= ;i ii: Ly(s'\yéy mai, VB c6 han x&r 1§ 101012020 (4444 4aa

[] 05092020 OVBTNMT-TH Vi moitham du héi thio chuong trinh UBSMC

1.3.1 Hiéu chinh VB dén tir cip trén

Tir khoa tim kiém...

CO QUAN G

tn

Cuc Céng nghé thang tin va D liéu
TNMT

B6 Tai nguyén va Moi treong
Ban Chép hanh Trung vong
Ban Chép hanh Trung vong
B6 Cong an

B6 Tai nguyén va Moi treong

< Trang tneéi
BON VI CHI TR XIP LY

Trang sau >

Thusng true Uy ban
Vin phéng Thutng trwe Uy ban séng Mé Céng Viét Nam

Van phéng Thudng trye Uy ban séng Mé Céng Viét Nam
Van phang Thung trye Uy ban s6ng Mé Céng Viét Nam
Van phang Thung trye Uy ban s6ng Mé Céng Viét Nam
Van phéng Thugng truc Uy ban séng Mé Céng Viét Nam

Tiéu ban luu vuc séng Ciru Long

bé thuc hién vao s6 hi€u chinh van ban thuc hién theo cac budc sau:

tir cap trén”

chinh.

Vi du: chon cong van 1111

UY BAN SONG ME CONG VIET NAM

Van phong T
Vin thu Bon

> Van ban @én cnir vao 56

Vén ban dén tir cép trén

Vén ba

VAN ban Gén bj thu héi O]

S6 vén ban dén
Toan bg van ban clia Van phong C6 téng 56 T vén ban
Toan b6 van ban ;

HE THONG QUAN LY VAN BAN VA HO SO DIEN TU

Tir khoa tim kiém

Budce 1: Tai vung “Van ban dén” chon khoi chirc nang bén trai “Van ban dén

Budc 2: Hién thi “Danh sach van ban dén qua mang” chon van ban muon hi¢u

Trang chil | van ban dén | Van ban di| Danh myc

<Trang tredc 1 Trang sau >

Thueng tre Uy ban s6

Van ban Gaxir j 28/ 11TE i nhan van ban d

Van bin qud han i 1 L.

Tra cibu théing ke [ 21102020 129CONTT Vi i v van o2n én i3 Cu GNTT -3 TNSNT 51Uy ban 79

m
2] 19/1012020  53453BTNMT  dihcih dhdfdfic

C“‘:g’:ﬂ:"h::f;f”z ‘:au"‘y 17/1012020 8888 8888

1 Ve aud han i U} 1310/2020 33UBSMC testvén ban tramny 1

[ o hop, Gidy méi, VB co han xiF If 1010/2020 4444 4444

(5 050912020 O1BTNMT-TH Vivmoitham du héi thao chuong trinh UBSMC

Cuc Cong nghé théng tin va D ligu
TNMT

B0 Tai nguyén vé Mdi trudng

Ban Chép hanh Trung vong

Ban Chép hanh Trung vong

B0 Cong an

B0 Tai nguyén va Moi tréng

Van phang Thusng trre Uy ban séng Mé Céng Viet Nam

Van phéng Thudng trwe Uy ban séng Mé Céng Viét Nam
Vin phéng Thutng trwe Uy ban séng Mé Céng Viét Nam
Vin phéng Thutng trwe Uy ban séng Mé Céng Viét Nam
Vin phéng Thutng truc Uy ban séng Mé Céng Viét Nam

Tiéu ban luu vuc séng Cu Long

Trung tam Cong nghé¢ phan mém va GIS
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Phan mém H¢ thong qudn ly vin bdn va ho so cong viéc

Tai liéu huéng dan sir dung Vin thu UB Mé Cong

Hién thi giao dién nhu sau

- Budc 3: Bam nut [Higu Eh'“h(Fa}'| van ban dén quan mang vira chon dugc hién thi
- HE THONG QUAN LY VAN BAN VA HO SO DIEN TU
UY BAN SONG ME CONG VIET NAM

Vin phing Thubng true Uy ban séng Mé Cdng Wigt Nam | Thoat
Vin thir Hon vi

CHUC NANG

Trang chii | Viin ban dén | Van ban di| Danh muc
? Win ban 3én ch vao sb

Wan ban aén b th hi
56 van ban dén

Todn bd viin bin cua Van phang
Toan b3 vén bin

N ban 6 it
&N bn qua han i 1

Tra ciru thing ké

Chi thich mau chix van ban:
W vE chua hoic dang xi¥ 1Y
VB qué han (7 I
| VR
[ Dv hop. Gidy mii, VB c6 han xii If

Théng tin cor ban
S8 van ban: 56 van ban aén
Noi giri: B6 Tai nguyén va Moi trugng
Saly higu: 1141/TE
Ngay dén: 10:43 SA 2810/2020
Trich yéu: Viv gi¥i nhan van ban dign tr
Noudi ky

n S8 ban

D8 mét Thudng
L& van ban QPPL: Khéng
Vén ban phai ra 10i: Co
Han 1ra 1o 31/10/2020
Théng tin x( Iy van ban:
Tinh trang xi¥ ij: Chura x(r 1y
Théng tin phan phéi, phén cng xi¥ Iy vén ban:

Lanh 6ao Van phang: L& Dirc Trung
Théng tin cép nhat clia van thu don vis
S5 van ban don vi*
Lénh dao phu trach xir Iy
L&nh dao phan phdi van ban
Phng ehi ti it 1
Tép chiva ndi dung foan van ctia van ban:
« Book2.xls

& buoctPNG
STT

~ N6i dung trao i - chi dao:

Quay Iai_|Higu cninhiF8]

Bon vi chii i xi¥ Iy Vén phang Thuémg truc Uy ban séng M Céng Vigt Nam

Bern vi nhn van ban

6 gén: 18

Ngay ban hanh: 28/10/2020
Loai van ban: Gidy mdi

Sé trang:
6 khan: Thubing
Phuong thirc nhan: Bién t

Tinh trang tra &i: D3 tré &1

36 aén*

Théi han xi¥ iz 31/10/2020

i dén

—>Nhap thong tin hiéu chinh vao céac truong thong tin cua van ban

Béng sb

i tiép nhan
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Phan mém H¢ thong qudn ly vin bdn va ho so cong viéc

Tai liéu huéng dan sir dung Vin thu UB Mé Cong

Chu ¥: Tai cac truong thong tin vin thu don vi vao sb vin ban dén va chuyén Lanh dao

Vin phong Uy ban phan phdi vin ban bang cach nhap thong tin vao cac truong nhu da

chon

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

Uy ban sdng ME Gdng Viét Nam | Thoat

Quay lai_|Ghi lai & Thém méi (F7)Ghi lai(F8){Ghi lai & Thém mgi (Gibng VE trudc) FY
Théng fin co ban:

Vén ban én bi thu ndi

Trang chii | Viin ban d&n | VB du' thio | H s cong viéc | Phigu trinh | Van ban di| Danh muc

56 aén- 28

» 56 van bin dén S6 v ban~ S8 van ban dén [+
Todn bd vén ban ciia Cor quan Noi giri* B Néng nghiép va Phat trién Nong thn

Toan b van bin 60k higu:* [123/BNN

Vi ban 8 10 i Ngay dén*[26/112/2020

an ban qué han X3 ODw hop CIPhiéu ¥ kién thanh vién Chinh phi CKém theo hd so

Ngay ban hanh

FEE

Loai vén ban* |

Tra ciru thong ké Trich yéu:» Vv CTF ¢&n b tham gia tb soan théo

Ngudi ky: |Ha Cong Tuan

Chi thich mu chi van ban:
[IVE chua hosc dang x¥ I 86 mét | Thueng v
L& van ban OPPL: ®KhongOCo

V&n bn phai tra 151 ®@KndngCICo

P

Loal nghiép vu vén ban: @Van ban meiOThu hdiCOCAD nhdtOThay thé

[ Du hep, Gidy méi, VB cb han xiF 1§

Théng tin phan phéi, phén céng xir I van ban:

96 khan: [ Thueng ~|
Phuong thirc nhén: [ Thang thuang ~|
Tinh trang tré 10| v

Van ban ¢b k&m ban gidy: ®KndngCCé

Lanh dao Van phong: [Lé Dirc Trung

o

Y kién tEinh Gao Van phong

Don vi chi tr i i

Bon vi phdi hop xi I

IES

L&nh dao nhan &é biét:

4

Tép chira néi dung toan vin ciia vn ban:

H Chen tép | Khdng cé tép nao dugc chon

Quay lai_[Ghi lai & Thém méi (F7)[Ghi laitF#)[Ghi lai & Thém méi (Giéng VB truéc) Fg|

- Budc 4: Bam nat |G 131F8)| vin ban dén vira vao s6 duoc hiéu chinh dén nguoi

xur 1y c6 giao dién nhu sau

;’f‘?"—, HE THONG QUAN LY VAN BAN VA HO SO DIEN TU
Xg} UY BAN SONG ME CONG VIET NAM

Véin phéng Thudng tnre Uy ban séng M& Gang Vit Nam | Thoat
Van thu Bon vi

Trang chil | Vin ban dén | Van ban di| Danh muc

Wan ban 6én ehé vao s& Thém méi

@ Tuén ndy | Tudn inséc | Thing ndy | Thing e | Nim nay | Cac nim nréc

Tang 1 4 1B
Vén ban aén bi thu ndi (] gk Noadé A kichic L hansanh, Nowdifon il Théri han
? 58 vén ban Gén nd 30 281212020  7812BCT B5 Céng thuong Gidy mbi Lé Birc Trung
Toan b van ban ciia Van phong Trang1 4 1

qué han i Ij
Tra cieu théng ké

Chii thich méu chi¥ van bin:

[l VB chua hodc dang xir I
VB qus han xir iy
W vB g 1y

[ Dv hop, Gidy méi, VB cd han xiF I

1.4 Vin ban dén ndi bd (P6i véi viin thu cip don vi)

Vién ban dén tr ndi bo 1a van ban dén tir cac don vi ndi bd cuia Uy ban song Mé

Cong phat hanh ndi bo. Tai day van thu Uy ban c6 thé thuc hién chitc nang vao s6 vin

ban dén dé vao s van ban dén noi bo.
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Phan mém H¢ thong qudn ly vin bdn va ho so cong viéc

Tai liéu hudng dan st dung Van thw UB Mé Cong
f"‘_t K HE THONG QUAN LY VAN BAN VA HO SO'DIEN T
4 _,j UY BAN SONG ME CONG VIET NAM

bgz Ir;yh:'gg:h‘xcw e Uy ban séng Mé Cang Vit Nam | Thoat Trang chii | Van ban dén | Van ban di| Danh muc

CHU

» vn ban 5én chd vao s

Wan bn 5én bi thu héi

Co tong b 3 vén ban

56 van ban dén <Trang tnrie 1 Trang sau =
Toan bd van ban ciia Van phong NGAY BEN SOKYHIEU TRICH YEU

coauanGin NGAY BAN HANH
Toan b vin bin 26/12/202009:03:09  D11/VNMC Viv gl nhén véin ban v&i Vin phong TTUBSMGC Uy ban song M& Gong Viét Nam 2611212020
in bin g o . 217112020 09:03:09  555/UBSMC test g tramny 1 Uy ban séng M Gong Vigt Nam 21/11/2020

o R 077112020 09:03:08  1313TEST 1313TEST Uy ban séng Mé Cang Viét Nam 07/11/2020
Wan ban qua han x0 I

Tra cibu théng ké

thich mau chie van ban:

VB chua hodc dang xi Ij

VE qua han x0¥ I

VE a5 i 1

M D hop, Gidy méi, VB c6 han xi I

1.4.1 Vao so VB dén néi bo
bé thuc hién vao s6 van ban dén ndi bo thuc hién theo cac budc sau:
- Budc 1: Tai vung “Van ban dén” chon khoi chirc nang bén trai “Van ban den
noi b§”
- Budc 2: Hién thi “Danh sach van ban dén ndi bo” chon van ban muon hiéu

chinh.

Vi du: chon cong van 011

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

Van phang Thudng true Uy ban séng Mé Géng Viét Nam | Thoat

Van thu Son vi

CHUC NANG

>

n bin gén che

a0
Vén ban aén bi thu ndi

58 vén ban dén

Toan b van ban ciia Van phong
Toan b5 vén bin

Vin bin 35 xi If

&N bin qua han X 1f

Tra cibu théng ké

Chis thich mau chik van ban:

VB chua hodc dang ik If

VB qué han xir If

| VLB

[ Dv hop, Gidy méi, VB cd han xi¥ I

6 van ban ai* S6 vén ban @i
S6, kj nigu® 011/VNMC
Vén ban phai tré 16i: Kndng Théi han

Trich yéu:* Vv g nhan van ban véi Vin phong TTUBSMC

Noi nhén ndi bé: Van phang Thuéng true Uy ban song Mé Cong Vit Nam
Ca nhén:

Ngui kj:* Lé Birc Trung
Bon vi thio:* Van phing Thuéng truc Uy ban song M Cong Vigt Nam
S8 ban
S6 ban luu
D6 mat: Thung
Mire @6 truy c3p: Théng thuang
L& van ban tra o1: Knong
Van ban co kem ban gidy: Khang

Tép chisa ni dung toan van ciia van ban:

# BookZ.xls

[~Thong tin hdi béo van ban: (v cam 15 vn bén g, nhén héi béo qua Trus lién théng vén bén qubc gis)
sTT Bom vi nhén van ban
1 VEn phong Thuéng tryc Uy ban 56ng M& Céng Viét Nam

|~ N&i dung trao a6i - chi dao:

Trang chii | Van ban dén | Van ban di| Danh muc

Loai vén ban* Céng vén
Ngay ban hanh:* 26/12/2020

Chirc v Chanh Van phong
Phuong thirc g Thng thudmg
S6 trang
Noi nhén ban luu: Van phong Thugng tnyc Uy ban séng Mé Cong Viét Nam
D6 khin: Thudng
Mirc 6 quan trong: Thung
L& van ban QPPL: Khong
Loai nghiép vu van ban: Van ban mai

Bé dén 4 tiép nhan
@ 26/1212020 10:28:16
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Phan mém H¢ thong qudn ly vin bdn va ho so cong viéc

Tai liéu huéng dan sir dung Vin thu UB Mé Cong

Hién thi giao dién nhu sau

- Budc 3: Bam nit m vin ban dén quan mang vira chon dugc hién thi

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

Vin ghing Thuing e Uy ban song Mé Cang Viét Nam | Thoat
Van thu Eon vi

Trang chui | Vén ban dén | van ban di| Danh muc
CHUFC NANG
¥ vin bin gén chis vao sb

Vén ban aén bi thu nbi

Théng tin co ban:

6 vén bén dén S8 van ban gt~ S6 van ban i Loal van ban Céng van
36, ky higu™ D11/VNMC Ngay ban hinh- 26/12/2020

Van ban phai tra loi: Khong Théi han

Toin b vén ban eia Vin phéng
Toan bb vin bin

iin ban 93 i 1f Trich yéu:* Vv g nhan van ban véi Van phong TTUBSMC

in ban qué han i 1f Noi nhan ndi bo: Van phong Thuréng true Uy ban sng Mé Cong Vit Nam
Tra ciru thong ké C& nhan
ﬂ Noi nhan ngoai:

Ngui kj-" Lé Birc Trung

Chis thich mau chik van ban:
W VB chua hodc dang xir If

Chirc vu: Chanh Van phong
[ VB qua han xir 1§

Bon vi thao:* Van phang Thuang truc Uy ban séng M& Cang Viét Nam

Phuong thic giki: Théng thugmg
VB a8 i 1 S0 ban: $6 trang
[0y hop, Gidy méi. VB co han i If 86 ban luu: Noi nhan ban luu: Van phang Thutng trrc Uy ban song Mé Cang Viét Nam
93 mét Thuéng 4 khén: Thutmg
Mire G truy c3p: Théng thuang Mézc 36 quan trong: Thurgng
L& vn bin 1ra [o: Khéng L3 vn ban QPFL: Khong
Van ban co kem ban gidy: Khong

Loai nghiép vu van ban: Van ban mdi
Tép chia ndi dung todn van ctia van ban:

# BookZ.xls

[~Thong tin hdi béo van ban: (v cam 15 vn bén g, nhén héi béo qua Trus lién théng vén bén qubc gis)
ST Bon vi nhdn viin ban 0 dén
Van phong Thuong trye Uy ban sdng Mé Cang Viét Nam

O 261212020 10:25:16
6i dung trao déi - chi dao:

1

Dé tigp nhdn

—>Nhap thong tin hiéu chinh vao céac truong thong tin cua van ban
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Phan mém H¢ thong qudn ly vin bdn va ho so cong viéc

Tai liéu huéng dan sir dung Vin thu UB Mé Cong

Chu ¥: Tai cac trudong thong tin vin thu don vi vao sb vin ban dén va chuyén Lanh dao

Vin phong Uy ban phan phdi vin ban bang cach nhap thong tin vao cac truong nhu da

chon

Uy ban sdng M& Cdng Viét Nam | Thodt
Van th

Van ban Gén ché vao s§

Vén an Gén bi thu hdi

2 58 vin ban dén

Toén b van ban cia Co quan

Toan bé vén ban

Vén bdn §a 0 i

Van bdn qué han x i

Tra ciru théng ké

Chil thich mau chif vén ban:

.ry%“.

-

Quay lai_|Ghi lai & Thém méi (F7)Ghi lai(F8){Ghi lai & Thém mgi (Gibng VE trudc) FY

Théng fin co ban:

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

S6 v ban~ S8 van ban dén

=

Trang chii | Viin ban d&n | VB du' thio | H s cong viéc | Phigu trinh | Van ban di| Danh muc

6 dén 28

i+ [B& Nang nghiép va Phét trién Nong thén

61k higu:* 123/BNN

Ngay dén*[26/112/2020

_]

ODw hop CJPhiéu  kién thanh vién Chinh phi CKém theo hd so

Ngay ban hanh

Loai vén ban* |

FEE

Trich yéu Vv CU ¢an b tham gia t6 soan thao

Ngudi ky: |Ha Cong Tuan

VB chua hoic dang xi Iy 86 mét | Thueng v 96 khan: [ Thueng ~|
W VE qu hanxir iy R - - . . - -

Wve sy L& van ban QPPL: ®@KhongOCo Phuong thirc nhén: [ Thang thuang ~|
[ Du hep, Gidy méi, VB cb han xiF 1§ Van ban phai tra 151 ®KnhongCCo Tinh trang tré 10| v

Loal nghiép vu vén ban: @Van ban meiOThu hdiCOCAD nhdtOThay thé

bing 6|

Van ban ¢b k&m ban gidy: ®KndngCCé

Théng tin phan phéi, phén céng xir I van ban:

Lanh dao Van phong: [Lé Dirc Trung

o

Y kién tEinh Gao Van phong

4

Don vi chi tr i i -

) -

Son vi phdi hop xi 1 —
L&nh dao nhan &é biét: -

Tép chira néi dung toan vin ciia vn ban:

£ 3
H Kieng 160 ndo G chon

Quay lai_[Ghi lai & Thém méi (F7)[Ghi laitF#)[Ghi lai & Thém méi (Giéng VB truéc) Fg|

- Budc 4: Bam nat |Ghi 121(F8)| vin ban dén vira vao sé duoc hiéu chinh dén ngudi
xur 1y c6 giao dién nhu sau

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

Van phong Thuong tra Uy ban séng e Gang Viét Ham | Thoat Trang chil| Vin bn d&n | Van ban di | Danh muc

CHIFC NANG Danh séch vin ban dén:

@ Tuén ndy | Tudn inséc | Thing ndy | Thing e | Nim nay | Cac nim nréc

Van bin 6én ohé vao & Tangt 1B
Vén ban aén bi thu ndi (] gk Noadé ki hié: L hansanh, Teichadd Nowgifon Théri han
? 58 vén ban Gén nd 30 281212020  7812BCT B5 Céng thuong Gidy mbi Lé Birc Trung

Toan bé van ban cia Van phong n Trang1 4 1 W

Toan b vn bin
Wan bin 33 xiF 1f
Wén bin qué han xir

Tra cibu théng ké

Chii thich méu chi¥ van bin:
[l VB chua hodc dang xir I
VB qus han xir iy
W vB g 1y
[ Dv hop, Gidy méi, VB cd han xiF I

1.5 Tra ciru viin ban dén

La nhdm chtc nang dé ngudi dung tra clru cac van ban duge quan 1y trong hé
théng. Céc chirc nang dugc hd tro gdm:

- Tra ctru nhanh

- Tra ctru theo sO van ban
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Phdn mém H¢ thong qudn ly van ban va ho so cong viéc

Tai liéu huéng dan sir dung Vin thu UB Mé Cong

Tra ctru Theo noi guri
Tra ctru Theo loail van ban
Tra ctru Theo tiéu thire

Tra ctru toan van

Tur giao dién trang chu, nhén chon thuc don Vin ban dén -> hién thi ctra s Chuc

nang -> Chon “Tra ctru théng ké”
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Phdn mém H¢ thong qudn ly van ban va ho so cong viéc

Tai liéu huéng dan sir dung Vin thu UB Mé Cong

Tra cieu thong ké
* VB cd han xi¥ Iy cha Co quan

WB giao dom vi xF Iy

Thiing k& téng hop theo thang

Thing ké téng hop thee thai gian
Thing ké tiy chon VB cla Co guan
Thang ké ngwi siv dung cia Co quan
Tim ki€ém néng cao

Tim kigm todn vin
1.4.1 Tra ciru nhanh

Tra clru thong ké
> VB cd han x Iy cia Co guan

WEB giao don vi xF Iy

Thang ké tong hop theo thang

Théng ké téng hop theo thai gian
Théng ké tiry chon VB cla Co quan
Théng k& ngwdi =0 dung cia Co quan
Tim kiém néng cao

- & - w
Tim kiém toan van

Chtic ning nay hd trg nguoi ding tra ctru nhanh vin ban. Dung chirc ning c6 thé

dé dang tim kiém vin ban theo s6 dén, s6 ky hiéu, trich yéu, co quan ban hanh, ngudi

xuly ..

Céch thao tac: Tai cira s6 Chuc nang nhap dit liéu 6 tim kiém nhanh, sau d6 nhan nat

Q

(hoic nhan phim Enter)

N T _
vidu: nhap 123 vao 6 tim kiém | |K“$, sau khi

nhén enter, hé théng hién thi két qua la cac van ban co ) ky hiéu 123/
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Phan mém H¢ thong qudan Iy vin bdan va ho so cong viéc

Tai liéu huéng dan sir dung Vin thu UB Mé Cong

Két qua tim kiém:

O S6 dén Ngay dén S, ky higu

Trang1 4 1 W

Nguri/Bon vi xik Iy

Co quan ban hanh Trich yéu

O & ] 28 26/12/2020 123/BNN B8 Nong nghiép va Phat trién Néng thén Vv Cif can bd tham gia 15 soan thio L& Birc Trung
Tim thdy téng sé 1 van ban.

Trang1 4 1 W

Céch nhap dir li¢u tra ctru nhanh nhu sau:

- G6 dong s6 (chang han 123) thi két qua tim kiém liét ké cac vin ban c6 cac dir
lidu c6 s6 123. Con néu gd dong chir sd/ thi két qua tim kiém liét ké cac van ban

c6 sb ky hiéu bat dau 1a sé / vi du: 123/

- G& cac dir liéu tim kiém vé cc thong tin: trich yéu, co quan ban hanh, ngudi xir
1y ... déu liét ké két qua c6 chira dir liéu nhap

- Nhap dit liéu theo toan tir cong thi li€t ké cac van ban chira dir li¢u cua 2 tir khoa
nhap, vi du nhap: cuc cong nghé thong tin + Tran Hong Ha

1.4.2 Tra ciru theo tiéu thirc

Chirc ning nay hd tro nguoi dung tra ctru vin ban theo céc tiéu thirc: Tim kiém

nang cao, Tim kiém toan van.

Cach thao tac:

Tai ctra s0 Chirc nang nhan chon Tra ctru vin ban\ Tra ciru theo tiéu thirc

=>» Hién thi trang “Tim kiém nang cao”
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Phan mém H¢ thong qudan Iy vin bdan va ho so cong viéc

Tai liéu huéng dan sir dung Vin thu UB Mé Cong

Tim kiém nang cao Tim kifm toin vin

Céc tidu chi tim kiém:

Sé, ky higu: | | Co quan gl‘.ri:| E|
S6 dén theo sé: iz 56 I:I dén sd'.l:l
Ngay nhén: tr ngay: ] dén ngay E
Mgay ban hanh: tr ngay E dén ngéy: E
Loai van ban: | - Bon vi xir Ij:| -
Noudi xit Iy | - Ngurér ky: | |
Trich yéu:

Céch thyuc hién tim kiém nang cao theo cac budce sau:

- Buéc I: Nhap tiéu chi tim kiém theo cac truong c6 trong giao dién trén:
o S8, ky hiéu: nhap s6 hiéu van ban can tim
o Co quan giri: chon co quan gui van ban can tim trong danh séch
o S6 dén theo sé: nhap khoang s van dén can tim vao trudng [tir s6], [dén
sé]
o Ngay nhdn: nhap khoang ngdy nhin vin ban cin tim vao truong [tir
ngay], [dén ngay]
o Ngay ban hanh: nhap ngay ban hanh vin ban can tim vao truong [tir
ngay], [dén ngay]
o Loai van ban: chon loai vin ban cam 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 can tim
o Nguoi ky: nhap ho tén nguoi ky can tim
Chuy:
- Néu khong nhép mot trong céac truong diéu kién tim kiém hé théng mac dinh
dir liéu tim kiém d4 thoa mén trudng do.
- Néu nhap cang nhiéu trudng didu kién tim kiém thi viing dit lidu s& cang dugc

gidi han - thoi gian tim kiém s& nhanh va chinh xac.

- Truong hop khéng nhép trudng diéu kién tim kiém nao > hé thng s& thong

bao “Chua nhéap tiéu chi tim ki€ém nao”
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Phan mém H¢ thong qudn ly vin bdn va ho so cong viéc

Tai liéu huéng dan sir dung Vin thu UB Mé Cong

- Buée 2: Nhén nat _Timkiém | 42 hé thdng thue hién tim kiém.

Vi du: Tim kiém vén ban theo cac trudng da nhap trong hinh sau:

Tim kiém nang cao Tim kiém toan vin

Cac tiéu chi tim kiém:

Sé, ky higu:|24/BC-CNTT | | Co quan giri{Van phang Cuc | |
S dén theo sé: tir 56.: dén 56:I:|

Ngay nhan: fr ngéy:g dén nga'y.'l:g
MNgay ban hanh: fr nga'y.i:ﬁ dén nga'y.'l:g

Loai van bén:‘

v| E]Uﬂlel?l},?:‘ v|
N i Iy | - Nguri kyr | |
Trich yéu: [Két qua céng tac Cai cach hanh chinh 6 thang ddu ndm 2016 va Ké hoach nhiém wu 6 thang cudi nam ciia Cuc Céing nghé théng tin

Quay lai | Tim kiém

= Két qua tim kiém:

Két qua tim kiém:

Quay lai

Trang 1 41 »
[0 sédén nNgayBH  Ngay dén S, ky hiéu Co quan ban hanh Trich yéu Hgur&irDon vi xie Iy
Két qua céng tc Cai cach hanh chinh 6 thang d4u nam 2016
O 404 08/06/2016 14/06/2016 21/BC-CNTT Van phong Cuc va Ké hoach nhiém vu 6 thang cudi ndm ciia Cuc Céng nghé Mguyén Bao Trung

thdng tin
Tim thay téng s6 1 van ban.

Tang1 4 1P
Tim kiém toan van xem muc 1.4.6 Tra ciru toan vin
1.4.3 Tra ciru toan van
Chtrc nang nay hd tro nguoi dung tra ctru toan vin ctia noi dung vin ban.
Céch thao tac:
Tai cira s6 Chuc nang nhan chon Tra ciru viin ban\ Tra cu toan vin

=>» Hién thi trang “Tim kiém toan van”:
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Phan mém H¢ thong qudan Iy vin bdan va ho so cong viéc

Tai liéu huéng dan sir dung Vin thu UB Mé Cong

Tim kiém ndng cao  Tim kiém toan vin

—Tim theo tir khoa

Mhap tir khod cén tim kiém?

Tim kiém cho:

OTDén bd céc tir & trén OI‘\c‘IEi tir & trén OBL’lng cl phap trén

—Cac lra chon

Tim trong co s& dii lidu | ~ ‘
56 lweng két qua thi da:

56 Iweng két qua hién thi trong mét trang:

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

- Bwoc 1:

+ Nhap tir kh6a can tim kiém, Lwa chon 1 trong 3 céch thirc Tim kiém cho tir
. . P L e s Wy oa o L om . . . .
khoa Toan bd cac tir & trén — Moi tlr & trén — Bldng cu phap trén Trong ving

“Tim theo tir khoa”
+ Chon dir 1i€u trong combobox cua vung “Cac lya chon”
» Tim trong CSDL: Chon dit liéu van ban theo nam
> Sb luong két qua t6i da: Chon sd luong van ban hién thi tbi da
> S6 lugng két qua hién thi trong mét trang: Chon sb lugng vian ban hién thi
trén 1 trang.
- Chay:
- Néu khong nhap mdt trong cac trudng diéu kién tim kiém hé théng mic dinh
dir liéu tim kiém d4 thoa mén truong do.
- Néu nhap cang nhiéu truong diéu kién tim kiém thi ving dir liéu s& cang duoc
gidi han - thoi gian tim kiém s& nhanh va chinh xac.
- Truong hop khong nhap truong diéu kién tim kiém nao - hé thong s& thong

bao “Chua nhéap tiéu chi tim ki€ém nao”

- Budc 2: Nhan ngt _1im kiem
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Phan mém H¢ thong qudn ly vin bdn va ho so cong viéc

Tai liéu huéng dan sir dung Vin thu UB Mé Cong

Vi du: Nhap di€u kién tim ki€m toan van nhu sau:

| Tim kiém ndng cao Tim kiém toan vin

— Tim theo tir khoa

Nhap tir khoa can tim kiém?

mai trrong

Tim kiém cho:

Toan bd cac tir & trén ' Méi tir & trén Bng cu phap trén

—Cac lwa chon

Tim trong co s& dif ligu: | v |
S6 Ireng két qua thi da: I:I
56 Ireng két qua hién thi trong mét trang: 10 v

= Két qua hién thi

K&t qua- 0 - 10 trong téng sd 182

Trang:[11[21[31[41[51[61[71[81[91[101[11]1[12]1[131[14][15]1[161[17]1[18][19]

Ngay BH s, ky hiéu Novi giri Trich yéu Nguwéibon vi XL
08/06/2016 QEFEEENMT' B4 Tai nguyén va Mai truong Wiv méri hop giao ban thang & cla B Hoang Thi Thuy
CV-111/BTNMT  Bdo Tai nguyén va Méi trutmg wvi van dé 6 nhiém méi truérng Téng cuc Quan Iy DAt dai
17062016 CV-123/BTNMT  Bd Tai nguyén va Mai truedmg Khoa hoc cdng nghé Vii Thang Phurong
; e /v Tdng hop s0 legng chi tidu thi cong chirc tai cac don vi I )
06/06/2016 41BNVVTCCE  Bo Maiwvy thudc B6 Tai nguyén va Mai trring Nguyen Kim Chi
Trung tam Luru trif va Théng tin tai PP . . P
17/06/2016 BC1 nouyEn mai truang bao cao gl cac don vitrong cuc Cuc Cong nghé Thong tin
. e Wiy Tdng hop s6 lrgng chi tidu thi céng chirc tai cac don vi I )
09/06/2016 42BNV-TCCE Bd Mai vu thudc B6 Tal nouyen va Méi trring Nguyen Kim Chi
16/062016 POBTE/BTNMT  Bd Tai nguyén va Mai frirmg WV Ban hanh quy trinh quy dinh vé Iap du todn cac du 4n edng  Cuc Céng nghé Théng tin
16/062016 BC1 Bd Tai nguyén va Mai trueng Té cao hoat d6ng méi trrémg :ﬂlg\r}rﬁ?ss luge, Chinh sach Tai nguyen va
Cuc ky thudt an toan va Mai
555 triréeng cong nghiép - Bo Cong 5555 Vi Van Long
Threng
KHD95 Ban Kinh t& Trung truong Vv bao vé mdi trudng trong phéttrién kinh té Tran Hong Ha

Trang: (110211314151 [61[71081[9T[101[111[121[131[141[151[161[171[181[191

2.1.1 Vao so van ban
bé thuc hién vao s6 van ban thuc hién theo cac budc sau:

- Budc 1: Tai ving “Vin ban dén” chon khdi chirc ning bén trai “Vin ban dén
chd vao s6”

- Buéc 2: Hién thi “Danh sach van ban dén chd vao s6” chon van ban muén hiéu
chinh.

Vi du: chon cong van 1234/GM-KHTC
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Phan mém H¢ thong qudn ly vin bdn va ho so cong viéc

Tai liéu huéng dan sir dung Vin thu UB Mé Cong

Uy ban séng M& Cong Viét Nam | Thoat
Vi th

CHIFC NANG

3,7:"1 HE THONG QUAN LY VAN BAN VA HO SO BIEN TU
s UY BAN SONG ME CONG VIET NAM

Trang chii VB diy thao | Hb 56 cong viéc| Phiéu trinh | Vén ban di| Danh myc

Danh séch viin ban dén ch vao sé

Van ban Gén bi thu hi

§6 van ban dén

Toan bd van ban clia Co quan
Toan b§ van ban

VN ban &8 xir

Van ban qua han 0

Tra ciru théng ké

Chii thich méu chif van ban:
[l vB chura nodc dang xir Iy
VB qué han xir 1
WvedExoy
[ 0w hop, Gidy méi, VB ca han x I

p nhdn |Co téng s6 5 vén ban <Trang trn

1 Trang sau>

ICH YEU €O QUAN G(1 NGAY BAN HANH

O = NGAY BEN SO KV HIEU

ch - Tai chinh 16/12/2020

16/12/2020 10:09:48 |123: KHTC ’A Vv tham gia thanh vién héi d6ng tham dinh dur an

16/12/2020 10:07:09 | 01/GM_CNTT V/v m&i tham gia I6p tap hudn v& ATTT 16/12/2020

0 16/12/2020 09:59:23  TOO/BTNMT-KHCN  Xin y kién Gom vi du kién tiép nhan két qu san phdm nhigm vu M& sé: TNMT.000.000.00 B6 Tai nguyén va Mai truong 16/12/2020
0 21/11/2020 10:50:19  6E6/BTNMT test van ban tramny 3 B6 Tai nguyén va Mai truong 2111112020
0 21/11/2020 10:50:19 1234 vlv 6on vi déng § tramny 2 B6 Tai nguyén va Mai truong 16/07/2020
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Phan mém H¢ thong qudn ly vin bdn va ho so cong viéc

Tai liéu huéng dan sir dung Vin thu UB Mé Cong

Hién thi giao dién nhu sau
,@ HE THONG QUAN LY VAN BAN VA HO SO DIEN TU'
=/

UY BAN SONG ME CONG VIET NAM

Sgn”f:usa"g M& Céng Vigt Nam | Thodt Trang chil | Vn ban dén | VB dy thio | HG s cdng viéc | Phidu trinh | Van ban di| Danh muc
CHIFC NANG
VAN ban dén bi thu hdi Théng t
56 van bén dén 6 van ban* S6 dén:*
Toan b van ban ciia Co quan Noi givi* Vu K& hoach - Tai chinh
Toan b6 vén ban Sérky higu=* 1234/GM-KHTC Ngay ban hanh: 16/1212020
V& ban 68 xir f Ngay dén-* 15:09 16/12/2020 Loai van ban-* Gidy mei
Van ban qua han x Trich yéu:* Vv tham gia thank vién héi dng tham dinh dir &n
Tra ciou théng ké Ngusi kj: Nguyén Xuan Treong
D6 mat: Thudng B6 khin: Hoa tbc
n L4 van ban QPPL: Khng Phuong thise nhn: Dién tir
Chii thich mau chiF van ban:
VB chura hodc dang xir Van ban phai tra 51 Khéng Tinh trang tr3 & 0
[l VB qué han o I Théi han bang sé: Van ban cé kém ban gidy: Khéng

VB 68 3T

P . L Loai nghi&p vy van ban: Van ban mai
[ Dy hop, Gidy min, VB c6 han xir I

Thong tin xi¥ Iy van ban:
Tinh trang xr I Chura x( Iy
Thong tin phn phdi, phan cong Xk 1 vén ban:
Lanh dao Van phong:
¥ kién 1anh dao Van phang:
Don vi chi tri xir Iy
Don vi phdi hop xi
Lanh dao nhan d& biét:
Tép chira ndi dung toan van cta vén ban:
Book2.xls

- Buéc 3: B4m nat |Hiéu ehinh(F8) vzn ban dén vira chon dugc hién thi

Vit 7o M Core vieenam [ Thodt Trang chii | Van bin dén | VB dy thao | HG sd cing visc | Phigu trinh | Van ban di| Danh muc
* Wan ban Gén chér vao sb Quay lai_[Ghi lai & Thém mdi (F7|Ghi 1ai(F8)Ghi lai & Thém mai (G\ﬁng VB trudc) F9|

Vén ban Gén bi thu héi Théng tin cor ban:

S8 van bén dén 56 van ban- [ ]| 56 6én*

Toan b vn ban cia Co quan Noi giri* [Vu K& hoach - Tai ehinh

Todn b vén bin Sbiky higu [1234/GK-KHTG Ngay ban hanh: [16/12/2020
Wan ban S8 I Ngay aén* [1612/2020 Loai van ban [Gidy mbi
V& ban qua han ¥ 1} Obw hop CPhiéu y kién thanh vién Chinh phii JKém theo hd so

Tra ciru théng ké Trich yéu:+ [Viv tham gia thanh ién hai Géng tham dinh du an

Ngudi ky: [Nguy&n Xuén Trudng

Chil thich mau chiF vin ban:

[l VB chua hodc dang xi I 6 mat: | Thudng ~| 6 kndn: [Hoa toc ~|
L& van ban OPPL: ®KhongOCo Phuong thirc nhan: [Bién & ~|
[0 hop, Gidy méi, VB cb han <01y Van ban phdi tra o] @KhongCCo Tinh trang I 191 [ Chua tra o1 v|

Thoi han ping s6]__| Véin ban c6 kém ban gidy: @Khodng(

Loai nghiép vu van ban: @Van ban m é

Théng tin x¥ Iy van ban:

Tinh trang xi¥ Ij: Chura x(r 1y

Théng tin phén phéi, phdn céng x(r 1 van ban:

ol

L&nh dao Van phong

¥ kién IEnh dao vén phng

//

‘Don vi ¢ tri xi Iy | -

i P '

Do vi phdi norp xir Iy —
Lénh Gao nhan gé biét -

Tép chia ni dung todn van clia vén ban:

Khing cd 1ép nde duoc chon

DBook2.xis

~ N§i dung trao ddi - chi dao:
Quay lai_[Ghi lai & Thém méi (F7][Ghi

i(F8)[Ghi lai & Thém méi (Ging VB trwdc) F9|

>Nhip thong tin vao sd va cac truong thong tin cta vin ban
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Phdn mém H¢ thong qudn ly van ban va ho so cong viéc

Tai liéu huéng dan sir dung Vin thu UB Mé Cong

Budc 4: BAm nit | Ghi 12i(F8) | yan ban dén vira vao sé da duge ghi lai.

2 Van ban di

Vin ban di 14 nhitng vin ban dugc giri bang gidy, file du thao dugce duyét va ky tir
cac don vi chuyén vin thu ban hanh.

Vin ban di gdm hai chtrc ning chinh:
Van ban cho ban hanh
S6 van ban di

Duéi day 1a hudng dan cuy thé ting chic ning:

2.2 Vin ban cho cap sé ban hanh

Vian ban cho ban hanh 1a nhiing van ban do chuyén vién dy thao trinh Lanh dao

UB Mé Cong duyét va ky rdi chuyén van thu UB Mé Cong.

Ngoai ra chtre nang nay cho phép vin thu UB Mé Cong vao sb vin ban di va xoa
van ban di cia UB Mé Cdng ban hanh.

Dé thao tac chuc nang nay cac budc thyc hién nhu sau:
- Budc 1: Tai giao dién van thu UB Mé Cong chon menu “Van ban di”>>“Vin
ban dién tir vin thw chd cip s6”

HE THONG QUAN LY VAN BAN VA HO SO BDIEN TU
= UY BAN SONG ME CONG VIET NAM
Uy ban séng M& Céng Viét Nam | Thoat
Van thu

Trang chii | Van ban dén | VB du thao | H6 so cong viéc | Phiéu trinh
Vin bn dién ti cé cip 56
4p
80 vi

iDanh muc

Tir knéa tim Kiém.
Cé thng 36 0 van ban
in NGAYKY

Tim
LOAIVAN BAN TRICH YU NGUSHKY NOTHHAN NGOAI
Van ban lién quan
Van ban bao cdo 6é biét

Tra ciru thong ké

Chii thich mau chif vén ban:
BV thusng
|Gidy méni, VB c6 han ra loi

Budc 2: Giao dién “Danh sach van ban chd ban hanh” chon van ban can vao so
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Phan mém H¢ thong qudn ly vin bdn va ho so cong viéc

Tai liéu huéng dan sir dung Vin thu UB Mé Cong

- Buéc 3: BAm nut |

Hiéu chinh (F&)

thong tin va vao s6 van ban di.

Uy ban sdng M Cang Viét Nam | Thoat

VB Gién tf van thir ehd edp s

> 56 vénban gi

VB bj tir choi titp nhan
Toan b8 van bin ciia Co quan
Van ban lién quan

Viin ban béo cio 38 biét

L:

Tra ciru théng ké

Chi thich mau chif van ban:

B thudng
Gidy mai, VB & han tra I5i

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

| nhép thong tin hi¢u chinh vao céc truong

Trang chil| Van ban dén | VB du thao | HG so cong viéc | Phiéu trinh | Van ban di | Danh muc

[Quay IaiGhi i & Thém mdi (F7{Ghi |ai (F&][Ghi lai & Thém mdi (Gidng VB trudc) (FO)

Théng tin cor ban:

Van ban phai tra 1&i: @ an,

Nei nhan ndi bd:

Van ban cb kém ban gidy: ®yhan

6 van ban di* |

- Loai van ban-* |

36, ky hiéw”

] Ngay ban hanh-* 281212020

Kl

Thi han

[Giy méi au néi thae
Trich yéu*

Van phong Thuong truc Uy ban séng Mé Cong Viét Nam % | Tiéu ban luu vuc s6ng S& San - Sréndk

. -
Ca nhan:
A
Noi nhén ngoai: | Téng cuc Moi trugng % | Téng cuc Bién va Hai ddo Vit Nam
Nguéi ky-* [Trinh Dinh Diing - Chirc vy \cm‘. tich
Bon vithao:* [Van phong Thusng trye Uy ban song M Gang Vit Nam - Phuong thirc gisi [Théng thuang -
S6 ban: S6 frang:
S6 ban luu Noi nhan bén luu: [Van phong Thudng tnre Uy ban séng Mé Cang Vist Nam
B3 mét: Thudng - B4 khan: [Thurdng -
Mire 39 truy cép: [Théng thudng - Mirc d9 quan trong: [Thudmg -

L& vén ban tra 101 @ an,

Tép chiva ndi dung toan vin cda vin ban:

L& van ban OPPL: ®)gp 50

Loi nghiép vu van ban’ ®yan ban maiCThu h

1
El| Chon tép | Khéng oo tép ndo ducc chon

i

|Quay la[Gni i & Thém moi (F7{Ghi Iai (F8][Ghi lai & Thém moi (Gidng VB truée) (FI)
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Phan mém H¢ thong qudan Iy vin bdan va ho so cong viéc

Tai liéu huéng dan sir dung Vin thu UB Mé Cong

- Budc 4: Bam nat | Ghi13i (F8) | van ban di vira vao s6 va ban hanh duoc hién thi

tai sO van ban di.

f""‘f“-,_ HE THONG QUAN LY VAN BAN VA HO SO DIEN T
= UY BAN SONG ME CONG VIET NAM

Uy ban sdng M Cang Viét Nam | Thoat
Vi thir

Trang chi | Van ban dén | VB du thao | HG so cong viéc | Phiéu trinh | Van ban di | Danh muc

@ Hom nay | Hom qua | Tuln nay | Tudn tnsée | Thing ndy | Thang tnée | Nam nay | Céc nam tece
Trang1 1P
(=) Ngay BH 6, ky higu Trich yéu Kiéu van ban Nei nhin ngoai Nguwi ki
) @28122020  78S9UBSMK Té wrinh Uy ban sang Mé Keng Van ban méi “Téng cuc M9 tnrong, Téng cuc Quén | D3t dai Lé B Trung
Co tong 50 1 van ban.

Trang 1

Tra ciru théng ké

Chil thich mau chir van bén:
VB thudn

IG\ér méi, VB c6 han trd 151

2.3S0 vin ban di
S6 van ban di 1a ngudn vin ban di tong hop cua tat ca cac don vi thuoc UB M@
Cong giri bang file gidy qua van thu UB Mé Cong dong dau va phat hanh.

Chtrc nang nay cho phép van thu UB Mé Cong Thém mdai/Sao chép VB/Xo6a VB.
Duéi day 1a hudng dan cuy thé cho ting chirc ning.

3.2.1 Thém méi van ban di
Pé thuc hién Thém mai van ban di thuc hién cac bude sau:

- Budc 1: Tai giao dién “Vin ban di” chon “So vin ban di” nhan nut

| Thém mdi
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Phan mém H¢ thong qudn ly vin bdn va ho so cong viéc

Tai liéu huéng dan sir dung Vin thu UB Mé Cong

Uy ban séng ME Céng Viét Nam | Thodt

CHUrC NANG

Tra ciru thong ké

Ch thich mau chif van ban:

B thuing
Gidy mai, VB c han ird 15

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

| Danh sach van ban ai:

(m)
O 281272020

Ngiy BH 6,k hicu Trich yéu Kiéu vén ban

7833/UBSMK Té trinh Uy ban sang Mé Kong Vén bin méi

€6 tong s6 1van ban.

N T

Trang chil | Vén ban dén | VB dif thao | H6 s¢ cong viéc | Phidu trinh | Van ban di | Danh muc
. Hom nay | Hom qua | Tuin nay | Tuin nsbc | Thing nay | Thing inséc | Nam nay | Céc nam tnude

Trang1 4 1 b
Noi nhén ngodi Noi nhdn ndi b Ngusi iy
Téing cuc Méi tnsémg Téng cuc Quin Iy D&t dai I‘:“;D”f;‘“"‘j“c"u‘;cbﬁ“gnig‘bfgg,:;‘[‘nm’ﬁ“ L& Biic Trung
Trang1 4 1

- Budc 2: Nhap thong tin thém mai vao cac trudong

Uy ban sang ME Géng Viét Nam | Thost
Van thu

VB ién ti vin thu chd cp 56

¥ 56 vén bén g

VB by tis e dp nhdn

Todn b vén bin cia Co quan
Van ban lién quan

40 & biet

Tra ciru théng ké

Chi thich mau chif van ban:

B thuing
Gidy mbi, VB c6 han tra I

HE THONG QUAN LY VAN BAN VA HO SO DIE|
UY BAN SONG ME CONG VIET NAM

Y

=/

-y
;’-{ .

[Quay la{Ghi lgi & Thém mdi (F7{Ghi lai (F&]|Ghi lai & Thém mgi (Gidng VB trudc) (F9)

Théng fin cor ban:

N T

Trang chii | Van ban dén | VB du thao | HG s¢ cng vigc| Phidu trinh | Van ban di| Danh muc

L3 viin ban tra i31: @han,

Van bn cé kém ban gidy: @pan

Tép chiva ndi dung toan van cia vin bin:

6 van ban a* I+ Loai van ban | -l
S, ki hiu ] Ngay ban hanh* [28/12/2020 i)
Van ban phai tra 11: ®khan Théi han [
Trich yéu
4
Noi nhan ndi bo:
. -
Ca nhan:
i
Noi nhan ngoai:
Noudi kj* - Chire vu [
Bon vithio* - Phuong thire gbi: [Théng thudng -
56 ban: 86 frang:
86 ban lwu Moi nhan ban luu
D6 mat: [Thubng - 98 khan: Thudng -
Mdre 3 truy cép: [Théng thudng - Mire @ quan rong: [Thudng -

L& vén ban QPPL: ®gnsn

Logi nghiép vy van ban: ®yz, ban m

1
El| Chon tép | Khéng oo tép ndo ducc chon

&

|Quay Izi{Ghi lai & Thém méi (F7Ghi lai (F8)[Ghi lai & Thém moi (Gidng VB truée) (F9)|

e Caic thong tin co ban
S6 vin ban di: Chon so vin ban di
Loai van ban: Chon loai van ban di
S6, ky hiéu: Nhap s6 ky hiéu van ban di

Ngay ban hanh: Nhap ngay ban hanh van ban di
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Phdn mém H¢ thong qudn ly van ban va ho so cong viéc

Tai liéu huéng dan sir dung Vin thu UB Mé Cong

Trich yéu: Nhap noi dung trich yéu

Vin ban di ngi UB Mé Cong: Chon noi nhan co quan don néi UB Mé
Cong

Ca nhan: Chon nguoi nhan van ban di
Noi nhin: Chon céc cip co quan nhan vin ban di
Ngwoi ky: Chon nguoi ky van ban di
Chirc vu: Nhap tén chirc vu

Pon vi du thio: Chon don vi du thao
Phwong thire giri: Chon phuong thirc gtri
S6 ban: Nhap s6 ban vin ban di

S6 trang: Nhap s6 trang vin ban di

S6 ban lwu: Nhap sb ban luu vin ban di
Noi nhan ban lwu: Noi nhan ban luu

Po mat: Chon do mat van ban di

Po khan: Chon do khan vin ban di

Choose File: Nhép file dinh kém
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Phan mém H¢ thong qudn ly vin bdn va ho so cong viéc

Tai liéu huéng dan sir dung Vin thu UB Mé Cong

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

Uy ban sdng Mé Gang Viét Nam | Thoat

VB dién 1 van thir chi edp 56 Quay Iai|Ghi lai & Thém mdi (F7Ghi lai (F8)|Ghi lai & Thém méi (Gidng VE trude) (FO)

> 84 van ban di

VB b tisehdi tip nhin Théng tin cor ban:

Toan b van bn cila Co quan
Van ban lién quan

56 van ban gi+ 86 van ban @
7889/UBSMK

86, Ky higu*

céo dé bit

Théi han

Van ban phi tra 161: ®angCOce
Lang

Trang chii | Viin ban d&n | VB dy thao | HG sd cdng vic | Phidu trinh | Vain ban di | Danh muc

Loai van ban:* [T trinh
Ngay ban hanh:* [28/12/2020

Bl

[T trinh Uy ban séng M Keng

Tra ciru théng ké Trich yéu*

Noi nhan noi

Tiéu ban Iuu vye s6ng Clu Long || Van p

Chil thich mau chir vin ban:

Thurng trye Uy ban s6ng ME Cong Viét Nam

B thudng
Gidy mdi, VE ¢ han trd i1 C4 nhén:

Noi nhan ngoai: || Téng cyc Mai trudmg % | TAng cuc Quan If DAt Gai

Ly do cap nhat

Thong tin cap nnét O Gap nhat néi dung ) Cap nhat dom vi nhan
L& Dire Trung

Noubi ky:*

Den vithio* [Van phong Thudng truc Uy ban séng M& Cong Viét Nam

6 ban: |

S ban luu: |
80 mat [Thutng
Mirc 5 truy cap: [Thong thutng

il L[l

La van ban trd 6t ®khangOcs

Van bén ¢6 kem ban 0idy: @ihangCcs

Tép chiva ngi dung foan van cia van ban:

Chire vu: [Ghénh Van phong |

Phueng thirc givi: Théng thuéng

6 trang: | ]

Noi nhén ban luu: [Van phong Thung tryc Uy ban séng M& Cang Viét Nam ]
86 knn: [Thudng B2l

Mirc 46 quan trong: [Thudng |

L& van ban QPPL @khangcs

Loai nghiép vu van ban: @y ban mei-Thu héi-Thay thé

LA
& Ghon tép | Knéng cb tép nao duroc chon

X0

lexample.rar

)

- Budc 3: BAm nt | Ghi lai (F&) | chuong trinh théng bao luu thanh céng duoc hién

thi tai “Danh sach van ban di”

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

Uy ban séng ME Céng Viét Nam | Thodt
Van thu

“Trang chii | Véin ban dén | VB dy thio | HG s6 cong v

Phigu trinh | Vin ban di | Danh muc

VB dién ti van ther chd cép s
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Tra ciru thong ké

Ch thich mau chif van ban:

B thuing
Gidy mai, VB c han ird 15

3.2.2 X6a VB di

Thuc hién trong tu nhu muc 1.1.4 Xéa vin ban dén

husirng tnuc Uy ban song Mé Cong Vit Nam |
Trang 1 1
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Phdn mém H¢ thong qudn ly van ban va ho so cong viéc

Tai liéu huéng dan sir dung Vin thu UB Mé Cong

2.4 Tra ciru van ban di

La nhom churc nang dé nguoi dung tra ctru cac van ban di dugce quan ly trong hé

thong. Céac churc nang tra ctru duoc ho trg gom:

- Tra ctru nhanh

- Tra cttu theo s6 van ban

- Tra ctru Theo nguoi Ky

- Tra ctru Theo don vi soan thao
- Tra ctru Theo ti€u thire

- Tra ctru toan van

Tra ciru thong ké
¥ VB ki sd theo don vi thude Co quan

Thing ké theo don vi soan thio

Tur giao dién trang chu, nhan chon thyc don Van ban di -> hién thi ctra s6 Chire
ning -> Chon “Tra ctru thong ké”.
3.4.1 Tra ctru nhanh
Tuong tuy myc 1.4.1 Tra ctru nhanh
3.4.2 Tra ciru theo so vin ban
Tuong ty muc 1.4.2 Tra ciru Theo s0 viin ban
3.4.3 Tra citu Theo ngwoi ky
Tuong ty myc 1.4.2 Tra ciru Theo noi guri
3.4.4 Tra ctru Theo don vi soan thio

Tuong tir muc 1.4.2 Tra ciru Theo noi giri
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Phan mém H¢ thong qudan Iy vin bdan va ho so cong viéc

Tai liéu huéng dan sir dung Vin thu UB Mé Cong

3.4.5 Tra ctru Theo tiéu thirc
Tuong ty muc 1.4.5 Tra ciru Theo tiéu thirc
3.4.6 Tra ctru toan van
Tuong ty muc 1.4.6 Tra ctiru Toan van
3 Quan tri danh muc s6 vin ban
3.2 Nhép méi s viin ban
Heé théng cho phép nhap méi S6 vian ban dén va SO van ban di.

Céc budc thao tac nhap nhu sau:

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

i e séng ME Ging ViétNam | Thoét Trang chii | Van ban d&n | VB dy thao | HG so cing viéc| Van ban di |Danh mud

CHUC NANG | Danh muc 56 van ban

Quan tri danh muc fihdp méi
(m] Tén tat Ténsd Logi 38 €Q hodc DV sir dung
Danh séch ¢o quan ngodi [ svBD 56 van bén di 58 van ban di 'Van phéng Thuéng true Uy ban sdng ME Cang Viét Nam 2
Tai liéu hwong dan s dung PR P . R
= [ SvBD 56 van ban dén 34 vin ban dén Vin phéng Thudng true Uy ban sdng Mé Cang Viét Nam 2
Quan Iy diF liéu 44 xod

[iiiona[ 3] EEEE

3.2.1Budc 1: Tai giao dién Danh muc S6 van ban, nhén chudt vao nit [ HhSpmor .
>> H¢ théng hién thi man hinh nhap moi

Tén tét* [ ]

Tén ady di” | |

Ky higu: | |

Loai s [ S6 van pan dén v

Bonvi* |Vén phong Thirgng truc Uy ban séng Mé Céng Vigt Nam

E‘ ) La van thu van phong

2anh s tir™ [NalN |

Ghi chi:

3.2.2Budc 2: Nhap thong tin nhap moéi:
- Tén tit: Nhap thong tin Tén viét tat
- Tén ddy di: Nhép thong tin Tén day du
- Ky hiéu: Nhép s6 Ky hiéu
- Loai s6: Nhap tén Loai s6

- DPon vi: Nhap tén Don vi
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Phin mém Hé thong qudn Iy vian ban va hé so cong viéc
Tai liéu huéng dan sir dung Vin thu UB Mé Cong
- Panh so tir: Nhap ma danh so tir bao nhiéu

- Ghi chi: Nhép néi dung can ghi chi

Ch

[y

y:

- Cac trudng danh diu (*) 1a trudng bit bude phai nhip

- O tich chon "La van thu vin phong" chi danh cho Vin thu cap phong
Vi du: Nhap thong tin cac truong nhu sau:

Tentit [EVED |

Tén dby @i~ [S8 van ban 4 |

K higu: | |

Loai s& [S6 van ban di v

Bon vi* ‘Vén phdng Thudng trc Uy ban s6ng Mé Céng Vigt Nam E‘ [m] L& vén th Vin phing

ann sé i [1 |

Ghi chi:

3.2.3Budc 3: Nhin nut M dé luu thong tin >Hé théng hién thi két qua nhu sau:

PDanh muc s6 van ban

Whép méi
. Tén tht Tén s Loai sb €Q hodc BV sir dung Bénh s tir

] SVED 86 van ban di S8 van ban & Wén phéng Thuéng true Uy ban séng Mé Cang Viét Ham 2
] svBD 56 van ban dén S8 van ban dén Vén phéng Thuréng truc Uy ban séng Mé Céng Vit Nam 29

Whap méi |[ %62

* Ch( y: Néu mudn nhap thong tin tiép theo, nguoi ding c6 thé nhan vao nit

M% Chuong trinh hién thi ra form Nhap méi va thao tac twong tu nhu

trén.
Thém méi SO van ban di thao tac trong tu nhu thém méi sb vin ban dén.
3.3 Sira s0 vin ban
Hé thong cho phép stra S6 vian ban dén va S6 vian ban di.
Cac budc thao tac stra nhu sau:
- Budc 1: Tai Danh muc s0 viin ban >>nhan chudt tai mot SO vin ban bt ky

can stra > Thong tin Danh muc So vin ban duoc hién thi:

Vi dy: Chon Sb vin ban dén UB M& Céng TNMT
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Phan mém H¢ thong qudn ly vin bdn va ho so cong viéc

Tai liéu huéng dan sir dung Vin thu UB Mé Cong

Danh muc 56 van ban

lhdp méi EE

3 Tén tht Ténsd Loai sb ©Q hoic BV st dung Danh sb tir
] svBED 54 viin ban di S8 vin bin & Vin phéng Thuéng true Uy ban séng M& Céng Vidt Nam 2
] SVED S0 véan ban dén S8 van ban dén Vén phong Thuéng truc Uy ban sdng Mé& Gang Vit Ham 29

Woomel | EEEE

- Budc 2: Hién thi Danh muyc s van ban>> nhan chon nut nhap thong tin

SO van ban can sua.

Téntét* SVBD
Tén day a0~ 56 vin ban &

Ky hiéu:

Loai sé 6 vin ban di

Benvi* Van phong Thudng tryc Uy ban séng Mé Cong Vit Nam
Bénh s6 tr* 1

Ghi chu:

—> Hién thi ndi dung thong tin can stra
Danh muc s0 van ban

Ten tit* [SVBD ]
Tén dby @ir" [S6 van ban di |
Ky higu: | |
Loai s&* S0 vén ban di -
Bon vi* ‘Vén phong Thudng truc Uy ban séng Mé Céng Viét Nam El 1 3 v3n thy van phéng

Bann sb " [1 |

Ghi chir

- Budc 3: Nhin nat _Lwu | - Chuong trinh thuc hién cap nhat thanh cong
3.4 Xéa s6 viin ban
Heé théng cho phép x6a S6 vin ban. Cac budc thao tac x6a S6 vin ban nhu sau:

- Budc 1: Tai Danh muc S6 van ban>>nhan vao 6 tich chon ctia S6 van ban

can xoa.

Danh muc 56 van ban

X

(m] Tén tat

[ele]B=

Tén sd Loai 86 €Q hoac DV si¥ dung Bénh 26 tir

ESVED 54 van ban di 56 van ban di Vin phong Thuéng true Uy ban séng ME Céng Vist Ham 2

[ SVED 58 vin ban dén <8 van ban dén vian phong Thuéng true Uy ban sdng ME Céng Vigt Ham 2

Lhdp méi || Xoa EE

Ada

- Bu6c 2: Nhan nat

dé x6a S6 van ban muon x6a = Chuong trinh

thuc hién thao tac x6a thanh cong
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