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Khuyén cdo: Ban hiy vira doc huéng din ndy vira thao tic ludn trén phan mém dé dat

hi¢u qua cao nhat

PHAN I: TRAO POI THONG TIN, PIEU HANH TAC NGHIEP
1. Pang nhip hé thong

Dé dang nhap vao hé thong, ban 1am theo cac budc sau day:
Truy cap vao trinh duyét (khuyén cao ding firefox) => G& dia chi két ndi tly
theo tirng S¢ nhu bén dudi day:
Céch 1: truy cap vao site Mot ctra tap trung cua tinh theo dia chi:

https://motcua.baria-vungtau.gov.vn
Céch 2: truy cap vao site cta S¢ theo danh sach dudi day:

Stt Tén don vi Tén mién
1 | Sé Théng tin va Truyén thong | https:/motcua.sotttt.baria-vungtau.gov.vn
2 | S¢ Khoa hoc va Cong nghé https://motcua.sokhcn.baria-vungtau.gov.vn
3 | So Noi vu https://motcua.sonv.baria-vungtau.gov.vn
4 | Ban Dan toc https://motcua.bandt.baria-vungtau.gov.vn
5 | S¢ Giao thong Van tai https://motcua.sogtvt.baria-vungtau.gov.vn
S& Nong nghiép va Phat trien | https://motcua.sonnptnt.baria-vungtau.gov.vn
NOng thon
SO Y té https://motcua.soyte.baria-vungtau.gov.vn
S¢ Lao dong, Thuong binh va | https://motcua.soldtbxh.baria-vungtau.gov.vn
X&a hoi
S&¢ Tu phap https://motcua.sotp.baria-vungtau.gov.vn
10 | S& Ngoai vu https://motcua.songoaivu.baria-vungtau.gov.vn
Ban Quan Iy cac khu cong https://motcua.banglkcen.baria-vungtau.gov.vn
11 | nghiép
12 | So6 Cong thuong https://motcua.soct.baria-vungtau.gov.vn
S¢ Van hoa, Thé thao va Du https://motcua.sovhttdl.baria-vungtau.gov.vn
13 | lich
14 | S¢ Xay dung https://motcua.soxd.baria-vungtau.gov.vn
15 | S¢ Giao duc va bao tao https://motcua.sogddt.baria-vungtau.gov.vn
16 | S¢ Tai chinh https://motcua.sotc.baria-vungtau.gov.vn

Van phong Uy ban Nhan dan https://motcua.vpub.baria-vungtau.gov.vn
17 | tinh

18 | So Ké hoach va Pau tu https://motcua.sokhdt.baria-vungtau.gov.vn

19 | S¢ Tai nguyén va Moi truong | https://motcua.sotnmt.baria-vungtau.gov.vn




- Do hé¢ thong

st dung giao thuc https dé ting tinh bao mat nén trong qua trinh

két n6i co thé trinh duyét s& canh bao, ban chi can thuc hién nhu sau:

This Connection is Untrusted

You have asked Firefox to connect securely te tiepnhan.soldtbxh.quangngai.gowv.en, but we can't
confirm that your connection is secure,

Mormally, when you try to connect securely, sites will present trusted identification to prove that you
are going to the right place. However, this site's identity can't be verified.

What Should | Do?

If you usually connect to this site without problems, this error could mean that semeone is trying to
impersonate the site, and you shouldn't continue,

| Get me out of here! |

Technical Details

| Understand the Risks

Bam vao phan | Understand the Risks va chon tiép vao Add Exception...

| Get me out of here! |

Technical Details

I Understand the Risks

If you understand what's going on, you can tell Firefox to start trusting this site's identification. Ewen if
you trust the site, this error could mean that someone is tampering with your connection.

Don't add an exception unless you know there's a good reason why this site doesn't use trusted
identification.

Tiép theo bam vao 6 Confirm Security Exception 1a duoc.

Server

Location:
Certificate Status
This site attempt
Wrong Site

impersonate this

The certificate is
authority using a

Permanently

b You are about to override how Firefox identifies this site,
i ! . Legitimate banks, stores, and other public sites will not ask you to do this.

The certificate belongs to a different site, which could mean that someone is trying to

Unknown ldentity

Add Security Exception -

Get Certificate
s to identify itself with invalid information.

site.

not trusted because it hasn't been verified as issued by a trusted
secure signature,

store this exception

Cancel

Confirm Security Exception |




Cira s6 dang nhap sé& hién ra, ban khai béo lan Iuot vao 2 6 nhu sau:
U username vao 0 (1) => vidy: anh “Ly Vé Pa” => thi account s¢ la dalv
U password vao 6 (2)

PANG NHAP

Tai khoan:

dalv @

Mat Ikchau:

¥ Duyv tri dang nhap! @

Quén mat khau

Tick chon “Duy tri dang nhap” dé 1an dang nhap sau khong phai gb lai account/
password truy cap nira.
Bam n(t “Pang nhap” hoic Enter dé vao hé thong.
2. Giao dié¢n phan mém eGov

Trén giao dién phan mém cd cac thanh cong cu chinh nhu sau;

(1): Phan mém Mail dugc tich hop san trén giao dién phan mém

(2): Phan xir 1y van ban

(3): Phéan hoi thoai

(4): Phan Lich cong tac

(5): Nut nay cho phép ngudi ding Soan thw, Khoi tao vin ban theo quy trinh san co

(6): O nay cho phép Tim kiém email, vin ban, file dinh kém...

(7): Muc nay hién thi cac canh bao cho nguoi ding biét cac van ban can xir Iy

(8): Phan nay cho phép tra ctru, bao céo, thong ké



[ eGovCloud

€& - C | [ b#ps://egovbk.namdinh.gov.yn/# = =

Xir ly cong van

™3 Vin ban chd x? Iy | Venban
b han dang dif thio 1 . Trich y&u Mg g MNgay nhan Ngay g Han tdng H
: ban dang theo di That tuyét vai! Ban khong cd van ban nao trong muc nay.

P ban thong bao
ban mdi két thic
I il Van ban dugc Oy quyén xir ly

o Ml Vaphan oy guydn vira x0T ly

<] | i
Chon van ban dé hién thi théng tin tém tat & day.

—erang du thao 1

I Ml HO sd dang theo ddi

S tra két qua h
= & ket thiic

ﬁ HB sd cding vigc

3. Pit Anh dai dién
Phan mém cho phép nguoi dung dat anh dai dién ca nhan dé khi giao tiép voi nguoi
khac thi hé thong s& hién anh dai dién dé moi ngudi nhan biét nhau dé dang hon.
Bam vao biéu tuong & goc trén cling bén phai man hinh, chon “Thiét 1ap”

an Ngay 4  Giri phan hdi

< Tai ban desktop

Xem c& nhod

Xem cd vira

Xem c& lon

®

Xem trrde bén dudi

®

Xem trurdc bén phai

®

An xem trroc

2 Khoi dong lai

Trong phan Thong tin ca nhan, bdm nit “Chon” va chon dudng dan dén anh ban
can chon 1am anh dai dién.



Chon

Mo file chosen |

Sau khi chon anh xong bam nat “Cap nhat” dé hoan tat.

4. Poi mat khiu
Phan mém cho phép ngudi ding d6i mat khau tai khoan.
Bam vao biéu tuong & goc trén cling bén phai man hinh, chon “Thiét lap”

&n Mgay 4  Giri phan hdi

w= [ai ban desktop

Xem c& nho

Xem cd vira

Xem cd lén

©  Xem tnrdc bén dudi

C]

Xem trurdc bén phai

@ An xem trréc

~ Khai déng lai

Trong phan Poi mat khau va thiét 1ap cac thong tin réi chon “cap nhat” dé thay
d6i mat khau:



Thiét lap ca nhan

Théng tin ca nhin Mat khau hién tai =
i mat khu

CAu hinh phim tt

Cdu hinh khac Mét khéu méi *
Cau hinh chif kj

CAu hinh dy quyén

Xac nhdn mat khau

5. Hoi thoai

Pay 1a hinh thirc trao doi thudng xuyén nhat giita cac ca nhéan trong co quan, N6 ciing
kha don gian khi ban chi can g théng diép va gui di.
Tir thanh coéng cu phia bén trai man hinh 1am viéc ctia phan mém eGov chon Trao
doi

<& VP UBND tinh Nam Binh
& Linh dao Vin phong
#% Phong Giao théng, cong nghiép, xay dunc
r#% Phong Hanh chinh t8 chirc
bé3 Phong Ngoai vu
p&% Phong NGi chinh
b&% Phong Nong 1am, NN&PTNN
p&4 Phong Quan tri tai vu
»#3 Phong Tai mau
&% Phong Téng hap
bachchien
buiduclong
dinhthisen
nguyenviethung
phamdinhnghi
tranledeai
tranthithanhvan



Cira s6 Hoi thoai xuat hién kém theo danh sach nhiing nguoi trong co quan dang
c6 mat truc tuyén trén eGov.
Tim dén tén nguoi ma ban mudn hoi thoai va kich vao tén caa ngudi o, Cira sb

héi thoai hién ra phia bén phai man hinh.

= Chat

doannx

duvenlt

v K

duvennte
hanhntmb

L]

hattte

]

hieunvh

hoangnt

i

lendt

linhptth

E

loangt
namlt
nguyennt
oanhvtb
phongtt

quanpm

DPOOOO0ODODO0OO0OO0OOOO0OO0O0

tamm

©

oanhvth tuantrmb thaona

@ oGiiFie

m

Thaona
alo

Théng disp cuéi cing ahin lie 15:34:50 - 4/05/2015

[Tahoma E:-2M @ BIuU

|l G ndi dung chat tai day @

Phdn cdp

Tatca

Dung ban phim gb 15i thoai vao 8 trong phia dudi ctra s6 hdi thoai rdi nhan phim

Enter dé guri 101 thoai cua ban cho ngudi nhén.
Str dung thém cac tinh ning khac nhu: Pinh dang kiéu chit, ¢& chi, chén hinh

biéu cam, hinh minh hoa¥: (néu can).

| Tzhoma

M”20 © BI

6. Doc thong biao mai

©

@ |
®
-
‘@-,

e

XOQ

k]

+
+

0OO® “
00
@00 @
coPo

Khi c6 tin hodc thong bao méi do ngudi khac gui dén, eGov s& tr dong bao cho

ban biét thong qua mot khung nho & goc phai phia dudi man hinh, dé doc duoc tin,
thong bao d6, ban chi can kich chudt vao dong chir phia bén trong cia 6 thong bao

dé doc noi dung.




Thing bac vin ban
Pong titca Mo tatca

Ban tiép cong dén- bantiepcongdan
X Iy chinh: Phé duyét ké hoach lwa chon nha thau géi...
17:38:51 09/12/2015

Ban tiép céng dén- bantiepcongdan
X Iy chinh: Phé duyét ké hoach Ira chon nha thau géi...
17:38:14 09/12/2015

Luu y:
Viéc ban ¢6 nhan dugc thong bao (Notify) ciia eGov hay khéng con tuy thudc vao
quyén han ciia ban d6i véi timg muc tin do ngudi quan tri phan quyén.

Do vy, trong truong hop c6 nhitng ngudi nhan dugce thong bao (Notify) nhung
ban lai khong thi diéu d6 14 hoan toan binh thuong.

7. Guri email cho ngudi khac
7.1. Giri email cho ngudi khac
Pé giri email cho nguoi khac ban c6 thé thue hién nhu sau:
Chon nut “Soan thu” ¢ goc trén bén tréi cira s6 phan mém eGov
(1) eGov Desktop

= Tin diéu hanh @ Soan thur

G0 dia chi email cua ngudi nhan vao 6 “Giri téi”.
G0 tiéu dé birc thu vao 6 “Tiéu dé”. Vi du: Hop phong

bé dinh kem file theo email ban chon nat kemfi= v3 chon file can giri kem.

Chon nut “Gwri” & gdc trén bén tréi cira sé soan thu dé giri thu di.
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Tin diéu hanh

Nhap dia chi email

T clia ngudi nhan.

Hép thy di (526)
Thu dang soan (1)
E Thur rac (85)
Thu da xda (11)
Ban Dur &n

Gl tdi | thaona@bkav.gé

i

Tiéu dé
bt thu

Cha dé Hurdng din st dung phisn mém

Céng Céng (3 ) _ -
6ng Cang (3) [Eizong din six dung Gov.doc %

Event
Khéch hang BkavPro
Manager (1)

©-@. BIUS A File dinh
kem

V&n phang Ciu Gidy |

Bao I8i (2)

Béo thu bi nhim |& Spam

Bao thu rac bi sot (2)

NOi dung
birc thu

Gop ¥

KH Bkav Enterprise

Ra méat nha théng minh (1448)
Report

Sinh nhat cong ty

test

Z m b |

7.2. Tra loi email
Pé tra 10i email cho 1 (hodc toan bd nhitng nguoi trong danh sach nhan thu) ban 1am nhu
sau:
Bam chudt phai vao thu ma ban cén tra 10
Chon “Tra 1o1”

Ngu'di gini Cha dé
Biéng Pham Théng tin remote cac don vi tinh Cac Bang
Lé Thi Thuy Cap nhat lich hop: Hop

giao ban GBBP, TPCC, TP

Cap nhat li -

L& Thi Thuy checkfiled &  Trald
KL Thongbac, o8  1rs i tat e
Bid0 Thi Quynh Huong Fw: Thong )
Bkav =0ffice Théng bie ™  Chuysntigp
BEC Tinh hinh g 4] Sy nhu the méi
Mgudi gii: LEThi Thuy G tdi: ar [B]  poc the
Cha d&: C3p nhat lich hop: Hop gizo ba
@ Locthurac
Hop giao ban GDBP, TPCC, ... . ...

Banh dau chura doc

E

Théi gian: 10:00 dén 12:15. Thie 2 - -~
Dia diém:Khéng c6 X6a

Né1 dung:Hop giao ban hang tuan (TC Di chuyén

X¥em ndi dung thu gbc

Tao lich: Lé Tha Thuy (thuylta@blav,

EO9+ X

Cép nhét cudi: Lé Thi Thuy (thuylta@ b el

2 - F Phan loai ti L
Thanh phan tham gia: e

- L B i R s el B P LT e ChwénsamVén ban g

Sau d6 ban gb ndi dung thu tra 101, dinh kém file (néu can)
Bam nut “Gui” dé giri thu di

11



PHAN II: XU LY VAN BAN
1. Xir Iy viin ban dén
Khi c6 van ban dén can xir 1y, phan mém s& ty dong thong bao (notify) trén giao

dién phan mém.

Thing bac vin ban
Pong titca Mo tatca

Ban tiép cong dén- bantiepcongdan
X Iy chinh: Phé duyét ké hoach lwa chon nha thau géi...
17:38:51 09/12/2015

Ban tiép céng dén- bantiepcongdan
X Iy chinh: Phé duyét ké hoach Ira chon nha thau géi...
17:38:14 09/12/2015
1.1 Thao tAc xir Iy khi nhin vin ban dén
Budéc 1: Nhip chudt vao dong chir bén trong cira so notify.
Mot giao dién xtr Iy van ban hién ra cho phép ban lam viéc vGi van ban vira chon

XIr Iy cong van

- g
- M Van ban dang du thio ] Trich yéu Ngay tao
b o Vanban dang theo ddi j < VE viéc: test cdng van 06/05/2015
| e e o e = e
.-n.‘,J.. M Van ban thing bdo V& viéc: Hudng dan str dung eGov 04/05/2015
B ol Van ban mai két thic : B2o c30 cong viec KQKLMR: PPC (Sau 1 thang): Bdo cdo tinh hinh gl brochure. 27/04/2015
(55 b M Van ban dudc dy quyEn xit Iy Bao cdo cng viéc KQKLMR: PPC (Sau 1 thang): Xt thudng théng, cdp nhat tick 18i cho nhan vién. 27/04/2015
\én ban V& viéc: Phai hap build ban e0ffica sarver va dient phuc vu trién khai ding thif cho B3o Thira Thién ... 22/04/2015
b M Vanban iy quyén vira X Iy V& vide: Ha trg build ban =Office server chay trén HBH windows 64bit cho UBND huyén Bing Xudn-...  16/03/2015
ﬁ Hb sg mét cira V& vidc: HA trg dung hé thing Bkav eGov Cloud public ra ngodi internet cho khach hing ding thir. 10/04/2015
Trao dbi Bao c2o cing vidc KQKLMR: PPC (Sau 1 thang): GUi cdng van mdi khéch hang sir dung gdi Support. 21/04/2015

Bl HB sa vira tigp nhan
B30 c2o cOng vidéc KQKLMR: PPC (Sau 2 thang): Ra sodt va gui cong van hoi thdm dén cdc khach ha..  21/04/2015

[ b Bl HO so chdxrly Bdo c30 cBna viéc KQKLMR: PPC (Sau 1 théng): Ra sodt tinh hinh ghi chép ctia nhan vién. 21/04/2015
Lich M H5 s6 dang du thao Bao cd0 cing vidc KQKLMR: PPC (Sau 2 quy): Ré sodtm3u BCT cla nhin vign cip dudi. 21/04/2015
Bao c2o cing viéc KQKLMR: PPC (Sau 1 quy): Ra soatdanh sach khach hang cla cac dadi tha. 21/04/2015
Ml HG so dang theo déi
Bao cao Ml Hb so d3 tra két qua
Ml HD so da két thic

§y Ho so céng viec

Buwéc 2: Nhap diip chudt trai vao phan trich yéu ciia van ban can xir 1y.

i Mot cira s6 méi hién ra voi ndi dung van ban, céc tai liu kém theo (néu c6)
va céc y Kién xir 1y lién quan.

i File dinh kém 1a pdf co thé kich chudt trdi mé dé xem toan bd vin ban dinh
kém

12



Van ban Vv Tét.. X

~* Chuyén # sia & pinh kem ~ * Tra i

Trich yéu Wfvz T& trinh xin kinh phi
¥ kién x(¥ y

Chon i mau
B khan Thuing

File dinh kem

@ To trinh xin phe duyet 2015.doc @
NG&i dung xir ly

= Pham Thé& Quynh - phamthequynh

Trinh TP xem xét

IEP In Khac -

Bon vi
Hinh thirc

Loai van ban

po

\WP UBND tinh Nam BinhPhéng Hanh chinh t8 chirc r
Td trinh v
Wan ban di VP UBND tinh
L ai it ca
Amowp L Taive K xoatep

17:55:49 09/12/2015

(1): Thanh cdng cy, cho phép thuc hién céc thao tac voi van ban
(2): Cho phép nguoi diing ghi y Kién xir Iy vao myc nay

(3): File dinh kém van ban

(4): Vét xir Iy ciia van ban: cho phép theo dBi van ban da chuyén qua nhiing ai, ai

cho y kién gi, thoi gian xtr Iy

Buée 3: Nhip chudt vao cac dé muc trong phan nodi dung vin ban dé xem chi tiét cac y

kién xir 1y lién quan va cac vét cong van (van ban khoi dau tir dau, chuyén dén nhiing

ai,...).

1.2 Cac nt céng cu ¢6 trong cira so X Iy vin ban dén

Wan ban Ve Tat.. X
¥ Chuyén # sia & Binh kém ~
Trich yeu Vfw: T& trinh xin kinh phi
¥ kién xr Iy

Chon tif méu

D‘f} khan Thurding
File dinh kem

|ﬁ To trinh xin phe duyst 2015.doc

N&i dung xir ly

Pham Thé Quynh - phamthequynh

* Tra Ioi

™ 1 Khac -
0 CBCL
D Gia han

[ L y kién...

b L8 Théng bao... i

¥ W Gy kén...
& Luusé.
A Dyrkién chuyén...
-q

Du ki€n phat hanh

“Chuyén” cho phép chuyén xir Iy vin ban cho ngudi khac theo quy trinh
“Sira” cho phép sira ndi dung cac phiéu, biéu mau gin vdi ndi dung vin ban
“Dinh kém” cho phép dinh kem thém céc file (.doc, .xls, .pdf...) vao van ban.
“Két thiic” cho phép két thiic 1 van ban sau khi da xir 1y xong.

13



i “Tra1oi” chira cac ludng van ban phi hop dé phiic dap cong vin dén

i “Phan loai” cho phép chuyén 1 vin ban tir quy trinh xir Iy ndy sang quy trinh xir Iy
khac.

U  “In” cho phép in van ban ra may in

U “Giahan” cho phép dit lai thoi han xtr Iy cho van ban

i “Xiny kién” cho phép xin ¥ Kién cic c4 nhan khac vé cach giai quyét van ban nay,
va nguoi xin ¥ kién s& 1a ngudi tong hop cac y kién nay lai.

i “Thdng b4o” cho phép giri mot ban dén thong béo cho nhitng nguoi can biét vé
van ban nay

0 “Guri y kién” cho phép nguoi ding giri ¥ kién bo sung vao vian ban (ké ca khi van
ban d& giri di cho nguoi khac

9
A%

i “Luu s6” cho phép lru mot ban vao hd so c nhan cua minh ( Gidng nhur photo
gilr lai mot ban)
1.3 Ghi y kién xir Iy vao vin ban
1) Khi mo van ban ta s& thdy phan dé ghi y kién xir Iy ctia minh
2) Ghiy Kién xir ly vao 6y kién.

3) Y kién xir Iy ctia ban s& dugc lwu lai khi ban chuyén xur 1y vin ban cho ngudi

khéc.
Trich yéu WE vide:
¥ kiEn T by i , £
L Khoang trong
* Lghi y kién xtr Iy

B I U 5 A Trinh Phd chu tich xem xét a
Trinh Giam déc xem xet
Triph Pho chitich sem xef

Luuy:

1. Ban co thé tao ra cac mau y kien xu Iy va dung lai cho tién bang cach bam vao
Muc
2. Néu ban mo cong van ra va chwa xu ly ngay, ban co thé mo lai cia s6 xur ly van

ban bang cach bam vao muc Van ban cho xi Iy
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Xir ly cong van

ban dang du thao

-
B Van ban dang theo dai

B Van ban thing bao

Bl \Van ban mdi két thic

B Van ban dugc Oy quyen X ly
- Bl Van ban Gy quyén wira x0r Iy
i) HB so mét cira

- ol HS sdvira ti€p nhan

""" HB sd chd x(r ly

HG sd dang du thao
H& sg dang theo doi

Bao cao

Hi so da tra ket qua

Sau d6 ban cé thé xem ndi dung van ban ciing nhw Y Kién xit Iy Iién quan.

1.4 Chuyén xir Iy vin ban dén

1) Tur cira s6 xtr Iy vin ban chon nut “Chuyén”
Mot menu hién ra véi danh sach cac noi nhan dugc goi ¥ san.

2) Chon dbi tuong can chuyén téi.
Mot ctra s6 nho hién ra cling véi danh sach nhirng ngudi thudc dbi tuong ban
vira chon.

3) Chon tén nguoi xur 1y.

4) Néu van ban do nhiéu nguoi xir Iy (Mt ngudi chinh va nhiéu nguoi cho ¥
kién) trong cira s6 Chuyén xur 1y ta tick chon ngudi nguoi xir Iy chinh va
chon nhiing nguoi dong xir 1y)
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Ban giao van ban

Danh sach nhan van ban

Mhan ban chinh far i cfink) el
+|  Pham Thé Quynh - phamt... |

Bui Binh Tién buidinhtien ChuyEn vién Phéng ¢

Nhan ban sao/phdi Ao xr /i)
Pan Anh Quéan dananhquan  Chuyén vién Phéng | P Ba Vet Qi dautien.

A " ; P N =

Péo Tién Quan dactienquan  ChuyEn vién Phéng ¢ 7 Dinh Hoang Diing - dinkh... |
Binh Hoang Ding dinhhoangdung Chuyén vién Phong ™ v .

Khin théng bdo(dE xam) -
Hi€n thi giac dién chon can bj khac m Béng

2. Xw ly van ban di
2.1 Khéi tao mét vian ban di méi
Tir thanh cong cu cia chuong trinh chon miii tén s6 xudng bén canh nut LOJ :

Mot menu hién ra.

Chon quy trinh twong ing trong danh sach

Xir Iy cong van

= .
b ol Vin ban dang dy thao 4 chuyén  # sira & Binh kem ~

Cira sb soan thao vin ban xudt hién.

2.1.1 Dw thdo vin bdn di
Pé du thao ndi dung vin ban di, ¢6 2 cach
Céch 1 - Du thao trén trinh soan thao thong dung (MS Word, Excel,...): soan
thao ndi dung trén mot trinh soan thao bat ky sau d6 gin kém file nay vao vin
ban, chi tiét xem phan Nhap tai liéu kém theo. Pay 1a cach thuong sir dung.
Céch 2 - Soan noi dung trén trinh soan thao ciia eGov: soan truc tiép trén phan
noi dung cia cira so6 Vin ban
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Van ban Viv: Ta t... Van ban ... %

~ chuyén & binh kém ~ L0 Khac «
Trich yéu Vv
¥ kign xr Iy Ban vi
Chon tif méu Hinh thifc
Loai van ban
Po khé-l"i Thu'dng v
RHEL =22 = =

Ca thé soan néi dung o day

2.1.2 Nhdp tai liéu kém theo van bdn
Ban c6 thé gui tai liéu kém theo (du thao vin ban, tai liéu tham khao lién quan
t6i van ban, cic van ban 1ién quan,..) vao mot vian ban dé chuyén di, ban 1am
nhu sau:
1) Trong cira s6 1am viéc v6i van ban, chon
Mot ctra s6 mé ra cho phép ban duyét dén file can dinh kém.

2) Tim dén file can dinh kém vao van ban.

"g .' v » Computer » Local Disk (C) » ] - | g M Search Local Disk (C:) 2 .
i ——— -
Organize v Mew folder g « b @
b @) Music = | download || eOfficelog.txt
D[ Pachies |; Downloads fif- Hop dong Truong COVHNT Nghe An_07.01,2015.doc
P =il Subversion | drivers . HPDIW.log
> videos | Intel [ HPSIUlog
s Log | |local.cfg
4% Computer N MSOCache 4| nporbit.dil
& Local Disk (C) i NguyenTx
b =y D-Disk (D) | PerfLogs

I = E-Disk (E2)
b 2 CD Drive (G:)

. Program Files

m

ProgramData
P o SVN (5 . Users [
L Windows
= el

I €l Metwork '__§58??3.doc |
= | lend '

File name: ~ | AllFiles ) -
|

[ Open J [ Cancel ]
o =]

3) Chon Open dé két thic viéc chon tai liéu guri kém.
2.1.3 Nhdp thong tin kém theo vin bdn
Sau khi d& khai tao va dy thao noi dung cho vian ban di, ban dién cac thong
tin lién quan téi van ban:
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Van ban Vv Tat.. X Van ban ...

 chuygn  # sia & pinh kem - 73l = Khic
Trich yéu T TG trinh san kink: phi
S — e 4
¥ kién xir Iy D& gép ¥ trong file BONVi =7 UBND tinh Nam Binh|Phong Hanh chinh to 2t 'mwu&..,hm i
Chon tir méu ifih thirc Té trinh >'
Loalvaaban Wan ban di VP UBND tinh _,,_a/"
-o:vrb-‘“'d".'-:‘“‘
B khan Thudng v
File dinh kém___ . Loaititca
@To trinh xin phe duyet 2015m Amatep L Taive X xoatép
"'*'NM_“___M’(’
N&i dung xir Iy

2.1.4 Chuyén xit Iy vin ban di

Thuc hién twong tu nhu viéc chuyén xir Iy van ban dén.

1) Tur cira s6 xtr Iy vin ban chon Chuyén
Mot menu hién ra véi danh sach cac noi nhan dugc goi ¥ san.

2) Chon dbi tuong can chuyén téi.
Mot cira s6 nho hién ra ciing véi danh sach nhitng ngudi thude dbi tuong ban
vira chon.

3) Chon tén nguoi xtr ly.

4) Néu van ban do nhiéu nguoi xir Iy (Mot ngudi chinh va nhiéu nguoi cho ¥
kién) trong cira s6 Chuyén xur 1y ta tick chon ngudi nguoi xir Iy chinh va
chon nhiing nguoi dong xir 1y)

Ban giao van ban

Danh sach nhan van ban
Mhan ban chinh (xr /v cofvinh)

v Pham Thé Quynh - phamt...|

Bai Blinh Tién buidirthtien Chuyén vién Phang ¢
nhan ban sac(phdi hop xr )
Ban Anh Quan dananhguan  Chuyén vign Phéng | P e Ttk puin- daetien..
30 Tid 3 i huyén vig Phong ¢ 4 . " s
Bao Tien Quan daotienguan  Chuyén vién ng ¢ “Dich Hodng Ding - debi.. ]
Binh Hoang Diing dinhhoangdung Chuyén vigén Phong ™ v

Nhan thong bio(dE xem)

Hién thi giao dién chon can bd khac m Péng

2.1.5 Ldy lai vin bdn vira xi¢ Iy (Vin ban givi nham dia chi)
Khi ban giri nham dia chi hodc muén chinh stra lai ndi dung vin ban d& chuyén cho
ngudi khac, ban cé thé str dung tinh nang LAy lai viin ban.
1. Ban vao phan “Xir Iy vin ban” ciia phan mém
Chon muc Vin ban dang theo doi
Bam chudt phai vao vian ban can lay lai.

Mot menu hién ra.

ok wbd

Chon LAy lai vin ban.
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Xir Iy cong van @

VAN ban chd xiF Iy ¥t
Van ban dang dy thio Biai o

VP e m——— &< Vv T@ trinh xin kinh phi

Van ban théng bio @ Mg van ban
Wan ban mdi két thic
© cni tigt van ban/hs so

Van ban durge Oy quyén xir Iy

ol Van ban dy quyén vira x(' Iy
- LAy lai van ban ban giao Iic - 09/12/2015 6:07:20 CH

) Hb sa mat clra
b B HO s via tip nhan TF  Inlich sif ban giac
6. Vao muc Vin ban cho xir Iy dé xem van ban vira lay lai dé xir 1y lai.

Luwu V: Vin ban chi ¢é thé ldy lai khi ngwoi nhdn vin ban chwa mé van ban ra. Vin
ban xin y kién ciia nguoi khdc, khi ldy lai van ban xin y kién dong nghia véi viéc bé
viéc xin y kién nay
2.1.6 Luwu vian bin vao hé so

Ho so Iuu vin ban c6 thé 1 hd so da c6 hodc ban tao méi (néu can). Mudn luu

. 1a a1 A \ ;A N eAe A r o As 1A Lu'y
van ban vao ho so nao ban chi can chon vao tén ho so d6 roi nhan

Luu s6 c& nhan

Ho so ca nhan

Tra l&i CV dén
CV dén

Hop déng

Hi so chia sé

Tao mdi
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2.2 Khéi tao mét vin ban di tra 16i cho vin ban dén:
Cac buoc khai tao
1. M0 van ban dén can xt 1y.
2. Trén cira s xem chi tiét vin ban chon Tra 1i.

Mot menu hién ra.
= Tra lai ™ 1
B 13 151 bing KQKLMR
B  van ban di VP UBND tinh

B vin ban dén vP UBND tinh

3. Chon quy trinh twong rng
Cira s6 soan thao van ban di xuat hién va vian ban dén ma ban dang xur ly da
duogc dinh kém vao van ban di maéi khai tao.
4. Soan thao van ban di (Gui kém tai liéu hodc soan trén trinh soan thao
eOffice) rdi chuyén vin ban dé tra 1oi
5. Sau khi van ban di méi khéi tao dugc xir Iy xong (dugc phat hanh) thi van
ban dén lién quan toi vin ban di ndy ciing ty dong duoc két thic.
2.3 Dé chinh sira ndi dung tai ligu kém theo khi nhan vin ban di
Cdc buwoc thuce hién
1. M0 van ban can xt 1y.
2. Nhap dap chudt véo file van ban dinh kém dé mé va chinh sira ndi dung,
3. Luu lai ndi dung vira chinh stra.
2.4 Két thic xir 1y viin ban
Cdc buwoc thuce hién
Viéc két thuc xir Iy van ban duge thuc hién khi ban d& hoan thanh viéc soan thao va
kiém duyét noi dung ciia van ban nay.
Pé két thic xir Iy mt vin ban:
1. M@ van ban can két thic.
2. Chon Két thiic trén thanh cong cu.
3. Luu van ban vao hd so.
Néu d4 ¢ san hd so dé luu, ban chon hd so va nhap dup vao ho so dé (hoic
chon ho so rdi nhap vao “Luu”).
Truong hop chua c6 ho so can dé luu van ban, ta phai tao hd so méi bang cach
nhap nat “Tao md&i”. Nhap tén ho so roi nhap vao “Tao méi” dé tao hd so mdi,

sau do6 Iuu van ban vao ho so mdi nay.
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T I A
Luu so ca nhan

Ho so ca nhan

Tra l&i CV dén
CV dén

Hop déng

Hi so chia sé

- o

3. Theo dbi, tim kiém vin ban
Pé theo ddi 01 (hodc nhiéu) vin ban thi phan mém d4 c6 san 1 muc 12 “Vin ban dang

theo d&i”, muc nay ty dong cap nhat cac vin ban chua xir Iy xong dé “ngudi giri” vin ban
c6 thé theo dBi dugc van ban minh giri dang & vi tri ndo, ¢4 duyét hay chua...

M V3n ban chaxir Iy Van ban Dispatch
Ml Van ban dang dv thao 1 = Trich yéu Ngudi dang gilf Ngay tao
A N
"~ 'van ban dang theo dBib, i Dispatch leadership process Test Tran Minh Tudn 08/05/2015
s ——
Ml VEn ban thang bio V& vigc: D& nghi phdi hgp chinh sifa gdp ¥ clia UBND tinh Lang San vé eCffice Tran Xudn Nguyén 06/05/2015

Bao cao cong viéc KQKLMR: PPC (Sau 1 thang): Ra soat gp y phan mém. Nguyén Ba Ca 08/05/2015
V& vidc: D2 nghl phdl hap hé trg dung hé thang HRM phuc vu dema aidi phap tai 5a NGivu H...| Tran Xun Nauyén 04/05/2015

3
b
b
b
b ol VEn ban mdi két thic

- sl V3n bandugc dy quyEnxifly 1
I #l VaEn ban Oy quygn virs xr Iy

I Wl VEn ban chd phat hanh

'y Hb sa cbng viéc

Il Hdsocanhdn

M Hdsochiasé

Ngoai ra phan mém cho phép tim Kiém vin ban theo bt cr thong tin nao lién quan téi
van ban do6 nhu: trich yéu, ) ky hi¢u, nguoi soan, loai van ban, khoang thoi gian...
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PHAN III: XU LY HO SOMOQT CUA, DICH VU CONG

Ghi chu:

Céc budce xir Iy hd

thudc vi tri ndo thi chi can 1am theo cac thao tac dugc huéng din cho vi tri do.

Cu thé cac budc nhu sau:

1. B9 phan tiép nhéan

so tai tung vi tri dugc mo ta chi tiét nhu dudi day, nguoi dung

- Cén bo tiép nhan diang nhap vao tai khoan ciia minh vao chon hd so thu tuc can

tiép nhan.

Xt ly cBng van

@ 3oan thur

& Van ban di

@ Céap ddi GCN quyén sir dung dat

» W Van ban dang du thao
Giam sat - ml Van ban dang theo ddi
M V3n ban thing bdo
N > M Van ban moi két thic
> @ Van ban dwoc Oy quyén x...
> W Van ban Oy quyén vira xi ly
M Vin ban dén ché xi Iy

\/&n ban cua ca co quan

i) Hb somotcia

> @l HO so vira tiép nhan 2

©)

X ly cong vén

Xi¥ Iy hd so cila céng dan Tran Minh Tuén

Tiép nhan hé so cia Cng dan

[ P}

l1ep nhan ho so xin cap phep hoat ddng bao chi...

* gureri tao Ngay tao
Tiép Nhan 21/02/2016 2...
Tiép Nhan 26/02/2016 0.
Tiép Nhan 23/02/2016 0.

Tife ML A A%MAMnAE A

Mgay nhan

04/03/2016 2.

26/02/2016 0.

26/02/2016 0.

ANANAE A

m

4 | 1

Y kidn xiF I
| Tra két Qua Iic 04/03/2016 09:50 CH

] Iiem flAIe tarl
ligu (néu co)

Tom tat thong tin van ban

0 ﬂép nhan hd so xin cép phép hoat ding bao chi dién tir cia cdng dan Mguyén Khac Tuynh

7y Hb so dang ky qua mang
b o8 Hbso dang ky qua mang 7
B Hb so cang viéc

I M Héso cdnhan bl

Duw kién danh sach téng hop nhan sw: Lanh dao co

quan bdo chi dién ti¥, trwéng cic phdng ban chuyén ma
So yéu Iy lich lanh dao co quan bao chi diént !
(tdng bign tap. phd téng bién tap) 1
|¥1 Van ban ciia S& Théng tin va Truyén théng dia

o M Van ban cho s 1y = e ban ZEEEEEE
Qué han 5 o = )
b @ Van ban dang du thac # Chuydn & Binh kem ~ ¥ Luru nhap
2 b M Van ban dang theo dai =
Tén céing dan NguyEn Thanh Nam
M Van ban thing bdo Bia chi 58 2 Hoang Van Th
bR e mdd keching 86 CMT 0123464338 Ther dign tir
b M Van ban duoc Gy quybnx 56 dign thoai 096826872 Ngay tiép 2016-01-07T15:04:55 D]
b W Van ban Gy quyén vira ik Iy nhan
2 & hd so STTTT.09.2015.18 Thei han xi¥ I Thuly 15 E ngay 2016-01-25T13:30:00
Ml Van ban dén che x0 Iy
Trich yéu Xin cép phép ding ky website bao dign ti
o] Ho so mot clra
“
b ol HOsoche xi Iy B Y kién xir Iy Loai van ban 09 Cép phép hoat dng bao chidién 1
b M Hisodangduthio 2 Chon tir miu ¥a phwéng
bi MiH8aodangtheodsi 3 Gidy tor thu (I To khai d2 nghi cap phép hoat dong bao chi dién tir L& phi 0000 ™ 000 Vnd
M HO so 8 trd ket qua Bin sao ¢ chirng thirc quyét dinh thanh lipco 1 Vd
¢ & Hb so 05 kit thiic quan, té chire @& nghi cép phép hoat ddng béo chi dién
Lién két N
= NP 10 5o vira ticp nhan 3 Pé 4n hoat ddng bdo chi dién ti cla co quan 1
chil quan phé duyét 1

- Sau d6 bam ntt Chuyén chon Tiép nhén ho so
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A Chuyén & Pinhkém~ & Luunhap

#*  Tiép nhan hd so

A Tiép nhan va tiép tuc (Ctrl+S)

#  Chuyén Can bd Tiép Nhan khac

#  Chuyén can bd Thu Ly

- Sau khi nhap du thong tin cac hd so tiép nhan, Can bd vao phan Ho so vira tiép

nhan,

mé hd so 1én va chon In dé in phiéu in bién nhan va tra két qua roi chon

Chuyén cin b Thu lIy:

Wan ban Tiép nha... x
o & &, Khic =
Tén céng dan Nguyén Khac Tuynh
Bia chi Béng Nai
Sé CMT 019304320 Thu dién ti nguyento@bkav.com
S4 dién thoai 00283728392
Sd van ban E| Mgay tiép 2016-02-21T21:58:10
nhan
M3 hé sor ZB/BCKB-STTTT Théi han xi ly 2016-03-03713:30:00
Trich yéu Tiép nhén hd so xin cAp phép hoat d6ng bao chi dién tiF cla cong dén Nguyén Khic Tuynh
Y kidn % Iy Loai van ban C4p phép hoat dng bao chi dién tir
Chon tir mau X4 phuéng
Gidy té thu 8 gidy ter xem L& phi 0.000 d S
Van ban Tiépnha... ¥
- & L=t Khac ~
Tén cong dén Nouyén KndcTuyn TF  In bién nhdn bd sung
Bia chi Biéng Nai ﬁ In bién nhan ban giao
SOCMT ey % In bién nhdn va hen trd két qua ién tir nguyentx@bkav.com
6 dién thoai 0528372835 = L R TR
) ¥ Phiéu kiém soat qua trinh giai quyét hd so
Sd van ban tigp 2016-02-21T21:58:10
¥ Phiéu hwéng dan hoan thign hd so
M3 hé so 28/BCXB-STTT Thi han xir by 2016-03-03T13:30:00
Trich yéu Tiép nhén hd so xin cép phép hoat ddng bao chi dién ti cila cing dén Nouyén Khic Tuynh
¥ kién xir Iy Loai van ban Cap phép hoat déng béo chi dién ti

Chon tir mau

X& phudng
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Xir ly cBng van

tiepnhan-stitt i

eGov Printer

‘Chon may in
[
Sé banin
1
Bé cuc
Kné doc [l

RUE | Bong

Xt Iy céng van

Automatic Zoom

50 PHENTIER NN
TRAKET QU

a8 me

CIAY TIFP NHAN HO 80 VA HEN TRA KET QUA
01 o 5B TTTIT

TRA KET GUA
s mes
GIAY TIEP NHAN HO 50 VA HEN TRAKET QUA
P
somanstorren v itk Lo s

53 clir rguyn ke e
el pteg

o b
2 Tt ol A5 s e w10
L Totgan v 5 34 gl 52 0 gy 31
i i sy

1. he onde o 52 gt

+ carms

2 cérez

3 omenctaens
4 ounn

s ceeig

& carmeiar2
* cun

& Bonenchopite

nosn. 3 on cion il et 74 30 mes auy amn 10 o
ke 2 08 L T g ke 221 5 pil, gy 24 g D2 208

&0 ik bl cudal LEAD it 35
Vo at thec @ 2850, Dyt B

s nbe v e
0 g o

£
£ £ g 0t LEND syt sl
o 58 thea 81 s, gkt B8 1
et bp e Nowosndand o ‘can o ke
A gt ot Hrsa N @ o hnl 1758 172 o

~|  Vanban
B Vanban dén chor xir lj 3
Trich yéu

ﬁ Ha so mét cira Tiép nhan
b i Hosochdxirly 1
M Hb so dang duthio
b M HG so dang theo dbi
W Hosodatrakétqua
o Ho so da ket thic
b 'I'k'xmm'lale‘qlﬂ\fm
[ B Hb so déng ky qua mang
Lich . @ Tidprhan
b ol Hésodingkjquamang 7

B Hb so cong viec

Bso 3 3B
o & Hsocdnhan ¥ kidn xir 1y
2 Loai van ban:
| Hasochiasé ;
56 kihiu
Lién ket

s} Hai dap
i Héi dap chung

2. BO phan thu ly

Nguwai xr 1§ cudi

Ly V& Da lic 31/12/2015 08:50 SA
01 Cp gidy phép xudt ban ban tin
STTTT.01.20155

Duong Thi Thirong

Nguréi tao Ngay tae Ngay nhan Han giir Hantong

1722015 16:45:06 3111272015 08:59:57 0

QH4 ngay

Tém tét théng tin van ban

Linh vue
K&t qua xir Iy
Noi nhan vén
ban

Can bo tai bo phan thy 1y kiém tra lai thong tin ngudi dan va cac ho so, gidy to ndp xin

cap phép.

- TH1: Néu con thiéu gidy to gi thi s& ghi lai thong tin va chuyén Bé phan bd sung

0 Bam nht Y&u ciu bo sung dé thuc hién viéc yéu cau bd sung

“an ban
¥ Chuyén

Tén céng dan

test X

& Binhkém ~

X+ vauciubd sung

0 Nhap thong tin ghi chu va thdng tin gidy td va Ié phi (néu c6) can bd sung
sau d6 bam nut Cap nhat dé luu lai.
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Yéu cau bé sung

Yéu céu bé sung

Ghi ndi dung ¢an bé sung vao day

L& phi b sung
1 i ] Vnd

Gidy t&r bd sung
| Chirng minh thir NOJ
[l 1

Tinh lai ngay hen tra

Tinh lai tir dau v

0 Béam nat Chuyén va chon huéng chuyén 12 Chuyén can b Tiép nhén
¥ Chuyén gﬁ/ Binh kem - X+ vauchubé sung

#»  Chuyén can bd Bd Sung

#»  Chuyén Can bé Tiép Nhan

¥ Chuyén Lanh dao Phéng duyét

3 Chuyén ngudi khdi tao: Ly Vé Ba (dalv)
™V Tra nguwdi glFi: Ly Vé Da (dalv)
- TH2: Néu d& du gidy to va céc thong tin can thiét thi bAm Chuyén va chon
Chuyén Lanh dao phong duyét theo quy trinh

¥ Chuyén -ﬁ,ﬁ Binh kém - X vau ciubé sung
#*  Chuyén can bd Bd Sung

#*  Chuyén Can bd Tiép Nhan

#»  Chuyén Lanh dao Phong duyét

% Chuyén ngudi khdi tao: Ly Vé Ba (dalv)

v Tra nguwdi glri: Ly Vé Da (dalv)

3. Bo phén bo sung
Tiép nhan cac yéu cau bd sung tir phia can bd Thu 1y hodc Lanh dao cap trén (néu co).
Thao tac thuc hién nhu sau:

- Vao muc Hd so cho xir Iy, xem ¢c6 hd so nao dang chd xtr Iy thi mo ra va nhay dup
vao chit “Chwra bd sung” (phan khoanh d6 trong hinh v& bén dudi) d¢ mo ra xem
yéu cau bd sung gidy to gi => Sau d6 can bo s& 1am viéc véi cong dan dé yéu cau
ho bd sung gidy to.
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A Chuyén & Binhkém ~ X+ vau caubé sung i Khac ~

oo W W

S dign thoai Ngay tiép nhan 2015-12-17T14:36:25
M& ho so STTTT.0220152 Thai han xir ly 2016-01-02T13:30:00
Trich yéu test hé so déng kyl
#
Y kién xir Iy Loai van ban 02 CAp gidy phép xust ban tai iéu khéng kinh doanh
Chon tir méu Xa phuréng
Gidy ter thu 0 gidy tiv xem g phi 0000d xem
Yéu cdu bé sung:
| Yéucaubdsunglin1  Chusa bd sung 1 Xem |

Néi dung xtr ly
- Khi d4 c6 du gidy to bo sung => can bo co thé bam nut In trén thanh céng cu dé in
cac mau bién nhan lién quan:

s |

In Khac -

¥ In bién nhan ban giac
¥ In bién nhan va hen tra két qua
¥ Phiéu kiém soat qua trinh giai quyét ho so
™ Phidu hudéng dan hoan thién hé so
- Sau d6 nhay dip vao chit “Chwa bd sung” dé mo giao dién xac nhan d b sung
gidy to => Sau d6 bAm Chuyén chon Chuyén Can b Thu Iy hoic Chuyén Lanh
dao Phong dé xu 1y tiép.
4. L&nh dao phong
Lanh dao phong nhan duoc hd so trong muc Ho so' cho xir Iy s& mo hd so, xem ho so,
cac gidy to lién quan, y kién xur 1y... va xa 1y theo 1 trong 2 cach sau:
- TH1: Néu con thiéu gidy to gi thi s& ghi lai thong tin va chuyén B phén bo sung

0 Bam nht Y&u ciu bo sung dé thuc hién viéc yéu cau bd sung

X+ vauciubd sung

o Nhap thong tin ghi chi va théng tin gidy to va Ié phi (néu ¢6) can bo sung

Yan ban test X

~ Chuyén & Dinhkeém -

Tén cong dan

sau d6 bAm nat Cap nhat dé luu lai.
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Yéu cau bé sung

Yéu céu bé sung

Ghi ndi dung ¢an bé sung vao day

L& phi b sung
1 i ] Vnd

Gidy t&r bd sung
| Chirng minh thir NOJ
[l 1

Tinh lai ngay hen tra

Tinh lai tir dau v

0 Béam nat Chuyén va chon huéng chuyén 12 Chuyén can b Tiép nhén
¥ Chuyén .ﬁ Binh kem - X+ vauchubé sung

#»  Chuyén can bd Bd Sung

#»  Chuyén Can bé Tiép Nhan

¥ Chuyén Lanh dao Phéng duyét

3 Chuyén ngudi khdi tao: Ly Vé Ba (dalv)

™V Tra nguwdi glFi: Ly Vé Da (dalv)
TH2: Néu d& du gidy to va cac thoéng tin can thiét thi bam Chuyén va chon
Chuyén Lanh dao Sé duyét theo quy trinh

* Chuyén & Dinh kém ~ L+ vau cu bé sung
Chuyén can bd Bd Sung
Chuyén Can bd Thu Ly
¥  Chuyén Lanh dao Phang khac
~*  Chuyén Lanh dao S& duyét

=V Chuyén nguéri khéi tao: Ly VE Da (dalv)

= Tra nguwéi givic Ly VE Da (dalv)

5. Lanh dao Sé (Ky duyét)
Lanh dao S& mé hd so 1én, xét duyét noi dung, cho ¥ Kién va xir 1y theo 1 trong 2 cach
Sau:

TH1: Néu dong ¥ thi bam chon Pdng ¥ va chon Chuyén cin b tra két qua dé
can bo tra két qua cho cong dan.
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Wan ban

Tiep nha..®

A Chuyén & Binh kém ~ X Tir chéi = in Khac ~

Tén cdng dan
Bia chi
Sé CMT

84 dign thoai

M hé so

Trich yéu

BuiVan Tien
HH1 -*ren hea - C¢
1312312321

31231231231

STTTT.05.2015.2

Tiep nhan ho =0 mt

¥ Chuyén can b Tra Két qua

#  Chuyén Lanh dao Phéng

#»  chuyén phéng ban khac n i tienbvi@bblfialwfa.com
Pre Chuyﬁ:n van thu P 2018-01-08T17:31:50
1 Chuyén ngwdi khii tao: Ly Vé Ba (dalv) axily  2016-01-23T13:30:00

7 Tra nguei giri- Pham Thanh Lweng (luongpt)

- TH2: Néu tir chi thi chon Tir chdi va chon huéng chuyén thich hop dé chuyén tra

ho so

Chuyén can bd Tra Két qua

Chuyén Lanh dao Phéng

chuyén phéng ban khac

¥y 3|

J

-

6. B phan tra két qua

Chuyén van thu

Chuyén nguéi khéi tao: Ly V& Da (dalv)

Tra ngwéi givi: Pham Thanh Lwrerng (luongpt)

Can bo tra két qua s& tiép nhan cac ho so can tra két qua trong muc Ho so' chd xir Iy.

Khi ¢6 h so trong myc nay thi can bo mo hod so => Bam chon Tra két qua

¥ Chuyén @ Binhkem ~

Ky duyét Béng y

Tiép theo can bo nhéap thong tin dé tra két qua cho cong dan va tick chon vao 6 Két

thic xir Iy hd so sau khi tra két qua dé két thiic ho so sau khi tra xong két qua cho cong

dan:
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Tra két qua

Kétqua xtely:  Béng v

Théng tin céng dén nhan két qua

Tra KQ cho céng dan

Giy té bd sung

7

Két thiic xi 1y hé so

|ai~r" Két thic xir Iy hd so sau khi tra két qua. |

Mau in

In bién nhan tra két qua

' Hién thi xem truerc khi In

Néu c6 in phiéu bién nhan, tra két qua... thi

nat In va tra két qua.

4

Lé phi bé sung

vl ] Vnd
v

chon mau in trong 6 Mau in sau d6 bam

7. Tra ciru, Thong k&, giam sat hé thong va bao cao
- Nguoi str dung s& giam sat, théng ké dugce tinh trang xir Iy h so theo nhiéu tiéu

chi: thoi gian; don vi; linh vuc; tinh trang

xtrly ho so ...

Giam sat, Théng k&

S

tiepnhan-st

OverView
TS A - Trong thang = han :J 1/01/2016
70 3
van ban T i trong kv Van ban xar i ding han

TINH TRANG XU¥ LY HO SO

o

849%
DUNG HEN

B pang han

TaIvE -

56

van ban chus dén han

11

VEn ban xir i gud han

" Tt

S Cong Thuong

N Khac

wing tin Truylin thiing
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Giam sat, Théng ke )

—
N 2dng han [ khdc
THONG KE CHT TIET
B3 giai quy&t Chara giai quy&t
Hhan Chura
TEn ky Ttrong Bing i K Trié i Qua e d&En i
sTT Don vi trudc Ky Tdng Téng hen (va) hen () Tdng han (=) han (6]
1 Dev o o o o o o o o o o o o o
2 5@ Céng 0 25 25 + 0 o = o 21 o o 21 100
Thudng
3 Sd Thang o 45 45 3 3 100 o 100 42 - i7 35 83
tin Truyen
thong
Tang o F0 Fo 7 El 43 4 57 63 7 1t 56 80
DANH SACH HD SO QUA HAN, SAP QUA HAN 10 Hgay j
Han (e by
ser Té&n h& sa T&n céng din Hgay B&p nhin Hgay hen tra Hgu dang gil Phéng ban gl / tdng)
S8 Théing Hn Truyé&n thiing (35 hi =d)
1 TiEp nhén h& BOI VEn TiEn 09:25 09 0116 08:00 20-01-16 Thu Ly A\T&T Group 5210
=d ding ky
thanh lap
trang bdo
d@ién bl
Vietnamnot wo

- Xuét ra file véi nhidu dinh dang: word, excel, pdf

Giam sat, Théng ké =l a = tiepnhan-s
OverView
T - Trong thing = J 1/01/2016
Ms Word
E Ms Excel
.| Pdf
70 3 56
Vin ban x¥ i trong ki Vin ban x i ddng han win ban chua d&n han Vvin ban xir ¥ qud han
TiNH TRANG XIF LY HO SO

N
A

- B4o c4o theo nhiéu tiéu chi: tinh hinh tiép nhan, xir 1y, b6 sung, tra két qua ... theo timg
linh vuc ...

Bdo cdo [= tepnhan-sitit oy
: “?::Ln o Xem: Trong namse  Nbom: Sinh thuong w XuSE 72 fie ~ (=¥
*» 3 nhan Tang 50 van ban: 43
+ Bao 3o tong hop 56 van ban chua dugc xior iy: 41
&6 vin ban da dugc xir iy: 2
» S8 wvan ban syt P =
S0 vdn ban qua han: 7
= Bdo cao ©UEp nhan hd so
Bio chi - Xudt ban S z i v fiép nhin
Quy tinh Van ban dan 1 I/BCXB-STITT Biti Vin Tien 01-09-2016
= e i e B e 2 2BCXB-STITT Bui Vian Tién 01-09-2016
=gk : 3  3/BCXB-STTTT Baii Viéin Tién 01-09-2016
By 7N A Ly 4  4/BCXB-STTTT Bdi Vian Tién 01-13-2016
Quy trinh Van ban d&n 5 S/ BCXB-STTTIIT Bii Van Tien 01-13-2016
= Bdo cdo theo loai vin ban & 16BCXB-STTTIT Viét Anh 01 01-14-2016
Qury trinh VB d&n 7  9/BCXB-STTTT Bui Van Tién 01-14-2016
i = = F B 15/BCXB-STTTIT Viét Anh 01-14-2016
CSp pheép hoat déng bdo.. - =
T o 12/BCXB-STTTT Bui Van Tién 01-14-2016
i ey o 10 14/BCXB-STTTT Vicctj Anh 01-14-2016
Quy tinh VB di 11 11/BCXB-STTIT Bk Vin Tién 01-14-2016
Van ban di 12 1ZBCXB-STTTT Bii Van Tién 01-14-2016
Phong ban 13 7BCXB-STTIT Biii Van Tién 01-14-2016
; e = :
Nhan vién cip dwdi 14 6BCXB-STTIT Bui Van Tién 01-14-2016
15 EBBCXB-STITT Bni Vian Tién 01-14-2016
16 16BCXB-STITT Vigt Anh 01 01-14-2016
17 10/BCXB-STTIT Buai Vian Ticn 01-14-2016
18 13/BCXB-STTTT Viét Anh 01-14-2016
19 9BCXB-STTTT Bii Vian Tién 01-14-2016
20 17/BCXB-STTTIT Wigt Anh 01-15-2016 01-26-2016
21 18BCXB-5TIIT Nguyén Thanh Nam 01-15-2016 01-18-2016
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