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~_sO6TAY
QUAN LY VAN BAN VA PIEU HANH
Quy trinh xtr ly van ban cta Van thw

Sé tay nay duoc xay dung nhdm huéng dan
cho Vaén thw cac s&, ban, nganh va dia phwong
trong tinh str dung phédn mém Quaén ly vén bén va
Diéu hanh - TDOffice, dwa trén nhu cau thuc té,
cac doi héi cép thiét trong viéc xtr ly vdn ban cla
Van thu.

Mét sb vén dé trong sé tay mang tinh chét
quy dinh dé thuc hién, mot sé van dé mang tinh
chét huéng dén tro gitp. Bén canh dé, mét sé vén
dé chi duoc gidi thiéu so luoc, dé biét thém chi tiét
Vén thw phai tham khao trong Giao trinh hwong
dan st dung phdn mém Quén ly vén ban va Piéu
hanh.

Sé tay Quan ly vaén bén va diéu hanh duoc
bat dau ap dung tir ngay 01/9/2014. Mét s6 chirc
nang trong phan mém trwdc day khong phu hop
da duoc stra dbi va nang cap dé dap tmng yéu céu
thurc té cta cac don vi.
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Phan mém quan 1y vin ban dugc xdy dyng nham
hd trg hoat dong tac nghiép ciia Vin thu thudc cac S,
Ban, Nganh trong tinh; gidi quyét kip thoi viéc ban
hanh cac van ban di va tiép nhan xir 1y cac van ban dén
tr bén ngoai hodc trong ndi by don vi qua mang
Internet, thong qua viéc tin hoc hoa tung bude quy trinh
quan ly, tiép nhén, xr Iy van ban di, dén; xir 1y van ban
du thao, phiéu yéu cau va giri nhan van ban dién tu.

A. VAN THU CAP I

La van thu cta sé, ban, nganh, dia phuong truc
thudc Tinh.

I. DANH MUC HO SO

Danh muc ho so cho phép vin thu thiét 1ap danh
sach cac loai s6 kém theo ky hidu va thoi han bao quan
ctia mdi hd so, ... dé nhép cac thong tin khi vao 6 van

ban.
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1. SE van b@n

La cac loai s6 van thu sit dung d€¢ vao van ban
trong don vi nhu: S6 Céng van, SO Quyét dinh, SO

Téng hop, ..
1.1. TBlo mBAli sB vdn bRn
- Budc 1: Vao Menu Danh muc

- Budc 2: Chon muc S6 vin ban, nhan nut Nhap

moi

- Budc 3: Nhép cac thong tin yéu cau (Tén tit,

Tén ddy dii, Logi s6, Pon vi, Pdnh sé tir, ...)
- Bu6c 4: Nhan nut Lwu dé luu lai s6 vira tao

- Budc 5: Nhan niit Tiép méi dé tao so tiép theo

(néu can)
1.2. X6a s@ vdn bBln
- Budc 1: Chon muc S6 van ban

- Budc 2: Tich chon s6 van ban can x6a
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- Bude 3: Nhan nat Xéa

2. Loai van ban

La cac loai hinh van ban phdp quy va van ban
hanh chinh Nha nudc

2.1. Tao logi van ban

Chure nang nay cho phép véan thu nhap danh sach
cac loai van ban dé thuan loi trong vi¢c nhép dir licu
khi vao s6 van ban.

- Bu6c 1: Chon muc Loai vin bén, nhin nut
Nhap mdéi

- Budc 2: Nhép cac thong tin yéu cau (Tén tit,
Tén day dii, Han trd loi, ...)

- Bude 3: Nhan niit Luu d luu lai loai vin ban
via tao

- Bu6c 4: Nhin nut Tiép méi dé tao loai van ban
tiép theo (néu can)

2.2. Xoa loai van ban
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- Budc 1: Chon myc Loai van ban

- Bué6c 2: Tich chon Loai van ban can x6a
- Bude 3: Nhan nat Xoéa

3. Danh sach co quan ngoai

La cac co quan bén ngoai don vi

3.1. Tao danh sach cac co quan bén ngoai

Chuc nang nay giup van thu khai bao danh sach
cac co quan bén ngoai don vi dé thuan loi trong viéc

vao sO co quan ban hanh van ban.

- Bude 1: Chon muc Danh sich co’ quan ngoai,

nhan nat Nhiap méi

- Bu6c 2: Nhép cac thong tin yéu ciu (Cdp co
quan, Tén tit, Tén ddy dii, Dia chi nhin VB, Dia chi
Email, Dia chi lién lac, Lanh dao, Dién thogi, Ngwoi

kp, ...)

- Budc 3: Nhan nit Luua dé luu lai co quan ngoai

via tao
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- Budc 4: Nhan nat Tiép méi dé tao co quan

ngoai tiép theo (néu can)
3.2. Xoa danh sach co quan ngoai
- Budc 1: Chon muc Danh sach co quan ngoai
- Budc 2: Tich chon Loai co quan can x6a
- Bu6ce 3: Nhan nat Xéa
4. Danh sich don vi ni bd cip 1

Thiét 1ap ngudi nhan van ban mac dinh cta cac

phong, ban. Phuwong phép thiét 1ap nhur sau:
- Budc 1: Vao Menu Danh muc

- Budéc 2: Chon myc Danh sach don vi ndi b

cap 1
- Budc 3: Tich chon Tén don vi

- Budc 4: Chinh stra cac thong tin yéu cau (Tén

tit, tén ddy di, ...)
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- Budc 5: Nhép thong tin Pai dién nhdn van bdn

cua don vi
- Bu6c 6: Nhan nat Luu
II. VAN BAN DEN

La nhitng van ban dugc cac co quan, to chic, ca
nhén khac gii dén d€ yéu cau, d¢ nghi giai quyét nhiing
van d¢ mang tinh chat cong hodc nhiing van ban trong

ndi bd co quan gui dén y€u cau ban hanh van ban.

Khi nhan duoc vin ban dén, van thu thyc hién
thao tac vao s vin ban dén, chuyén vin ban dén lanh
dao hodc cac phong ban lién quan dé xir Iy vin ban. C6
hai ludng vin ban dén d6 13 vin ban qua duong mang
va van ban qua duong thong thuong. Tuy vao ludng
dén cua van ban ma van thu thuc hién thao tac xu ly
phu hop.

1. Viin bin dén qua duwong mang

- Bu6c 1: Chon muc Vin ban dén qua duong

mang
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- Budc 2: Nhan chon 86 higu vin bin dén

- Budc 3: Nhan nat Hiéu chinh (F8)

- Budc 4: Nhap cac thong tin yéu cau (S6 vin
bin, S6 ky hi¢u, Co quan ban hanh, Trich yéu nji
dung, ...)

- Budc 5: Nhan nit Ghi lai (F8) dé hoan thanh
quy trinh vao sb vin ban

2. Vin ban dén thong thuong

- Budc 1: Chon muc Vao sb vin ban, nhan nit
Thém méi (F7)

- Budc 2: Nhan nat Vao so

- Budce 3: Nhip cac thong tin yéu cau (S6 vin
bin, sé ky hi¢u, co quan ban hanh, trich yéu ni
dung, Tép chira npi dung toan van cvia van bdn, Cdc
thong tin co ban, Cdc thong tin phin phoi, phin cong

xw ly van ban,...)
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- Budc 4: Pinh kém tép tin van ban lién quan

hodc quét van ban truc tiép tr hé théng (nhén nut Quét
vin bin >

- Budc 5: Nhan nat Ghi lai d&é luu van ban vao

hé thong
3. Vin ban dén ni bd
- Budc 1: Chon muc Vin ban dén ndi bd
- Bué6c 2: Tich chon vin ban can vao sd
- Budc 3: Nhan nat Chuyén thanh VB dén

- Bu6c 4: Nhap céc thong tin yéu cau (Chon so

vin bdn, S6 dén, ...)
- Budc 5: Nhan nit Ghi lai
4. Thong tin phan phdi vin ban

Chure nang nay cho phép van thu thuc hién viée y
sao ban chinh ctia vin ban khi c¢6 quyét dinh sao y hoic
gti cac CBCC trong co quan, don vi tham khao (nhan
dé biét).
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4.1. Chirc nang saoy

- Budc 1: Vao s6 van ban dén (xem myc 1 hodc
2)

- Budc 2: Tich chon van ban cin y sao
- Budc 3: Nhan nat Hiéu chinh (F8)

- Budc 4: Nhin chon Sao y (6 muc Théng tin

phén phéi vin bin)

- Budc 5: Nhap cac thong tin yéu cau (Ngwoi dé
nghi, Ngwoi ky sao y, S6 sao y, Ky hiéu sao y, ngay ky

sao y, noi nhdn sao y, Noi nhdn ngi b9, ...)
- Bu6c 6: Nhin nut Ghi lai (F8)
4.2. Chikc nang nhdn dé biét

- Budc 1: Vao s6 van ban dén (xem myc 1 hodc
2)

- Budc 2: Tich chon vén ban can chuyén

- Budc 3: Nhan nat Hiéu chinh (F8)
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- Bu6c 4: Nhin chon Chuyén nhin dé biét (6

muc Théng tin phin phéi vin bén)

- Budc 5: Nhap cac thong tin yéu cau (Ngwoi

nhdn vin bdn)
- Bu6c 6: Nhin nut Ghi lai (F8)

Luu y:

* Néu c6 nhiéu van ban dén trong ngay ma van
thu khong c6 dii thoi gian dé vao sb thi van thu chi can
vao sO vin ban mot sd thong tin yéu cau can thiét. Van
ban khi vao s6 ma chua dién day du thong tin s& tu
dong chuyén qua Vin ban chwa vao so. Vin thu tién
hanh vao s6 Vin ban chwa vao s6 nhu vao sd vin ban

dén thong thuong (xem muc 2)

* Truong hop van ban bi chuyén nham dén co
quan, van thu st dung chiic nang tao Phiéu chuyén
vin ban dé gii lai cho don vi chuyén nham van ban

nhu sau:

- ]2 -



S6 tay Quadn Iy van ban va Diéu hanh - Vin thie

- Budc 1: Vao s6 van ban dén (xem myc 1 hodc
2)

- Budc 2: Tich chon vin ban bi chuyén nham
- Budc 3: Nhan nat Hiéu chinh (F8)

- Buéc 4: Nhan chon Cé tao phiéu chuyén (6

muc Phiéu chuyén vin bin)
- Bu6c 5: Nhan nut Ghi lai (F8)
- Budc 6: Nhan chon Ldp phiéu chuyén
- Budc 7: Nhép thong tin yéu cau
- Bude 8: Nhén nat Luu
III. VAN BAN DI

La nhitng vin ban dugc vin thu vao sd vin ban
di va ban hanh dén cac don vi sau khi c6 but phé ky

duyét cua Lanh dao.
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1. Vao s0 van ban di

Trudc khi ban hanh van ban, van thu thuc hién

thao tac vao so van ban di.

1.1. Van ban cho ban hanh (nhitng van ban

chuyén dén van thir qua dwong mang)

La nhitng van ban da dugc Lanh dao phé duyét.
Vin thu tién hanh vao sb van ban di va ban hanh van

ban. Quy trinh thyc hién nhu sau:

- Budc 1: Chon muc Van ban cho ban hanh

- Bué6c 2: Tich chon vin ban can ban hanh

- Budc 3: Nhan nut Hiéu chinh (F8)

- Budc 4: Nhap cac théng tin yéu cau (S win
bén di, ngay ban hanh, trich yéu,...)

- Budc 5: Nhan chon Noi nhdn vin béin

- Budc 6: Nhan nut Ghi lai (F8) dé ban hanh vin
ban di.
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1.2. Vao s6 van ban di

D6i voi nhitng van ban chuyén dén van thu qua
duong thong thudng, van thu tién hanh vao sé vin ban
di va ban hanh van ban. Quy trinh thuc hién nhu sau:

- Bude 1: Chon muc Vao s6 viin ban

- Budc 2: Nhan nat Thém méi (F7)

- Bude 4: Nhén nat Vao sb

- Bu6c 5: Nhap céac thong tin yéu cau (So vin
bén di, ngay ban hanh, trich yéu,...)

- Budc 5: Binh kém Tép chira ndi dung toan
vin ciia van bdan (nhin chon Browse) néu c6

- Budc 6: Nhan nat Ghi lai (F8) dé cap nhat va
ban hanh van ban di.

Luwu ¥: Vin ban khi vao s6 ma chua dién day da
thong tin yéu ciu sé& ty dong chuyén qua Vin ban chua
vao 0. Vin thu tién hanh vao s6 Vin ban chwa vao s6

nhu vao s6 vin ban di théng thudng (xem muc 2)
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B. VAN THU CAP II

La van thu cua cac don vi tryc thuoc So, Ban,
Nganh cép Tinh (Chi cuc, Trung tdm, cac xi thudc
UBND Huyén,...)

I. DANH MUC HO SO

Danh muc ho so cho phép van thu thiét lap danh
sach céc loai s6 kém theo ky hidu va thoi han bao quan
ctia mdi hd so, ... dé nhép cac thong tin khi vao 6 van
ban.

1. S6 vin ban

La cac loai s6 van thu st dung dé vao van ban
trong don vi nhu: S6 Céng van, S6 Quyét dinh, S6
Téng hop, ..

1.1. Tao méi s6 van ban

- Budc 1: Vao Menn Danh muc

- Budc 2: Chon muc S6 vin ban, nhan nut Nhap

moi
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- Budc 3: Nhép cac thong tin yéu cau (Tén tit,

Tén ddy dii, Logi s, Pon vi, Pdnh sé tix, ...)
- Bu6c 4: Nhan nut Lwu dé luu lai s vira tao

- Budc 5: Nhan niit Tiép méi dé tao so tiép theo

(néu can)

1.2. Xéa s6 van ban

- Bude 1: Chon muc S6 vin ban

- Bué6c 2: Tich chon s6 vin ban can x6a

- Bude 3: Nhan nat Xéa

2. Loai van ban

La cac loai hinh van ban phap quy va van ban
hanh chinh Nha nudc

2.1. Tao loai van ban

Chuc nang nay cho phép van thu nhdp danh
sach cac loai van ban dé thuan loi trong viéc nhdp dir

liéu khi vao s6 van ban.
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- Buéc 1: Chon muyc Loai van ban, nhan nit

Nhip mdéi

- Budc 2: Nhép cac thong tin yéu cau (Tén tit,

Tén day dii, Han trd loi, ...)

- Buéc 3: Nhan nit Luu dé luu lai loai van ban

via tao

- Bu6c 4: Nhin nut Tiép méi dé tao loai van ban

tiép theo (néu can)
2.2. Xoa loai van ban
- Budc 1: Chon myc Loai van ban
- Bué6c 2: Tich chon Loai van ban can x6a
- Buéc 3: Nhan nat Xéa
3. Danh sich don vi ndi b cip II

La cac phong, ban trong don vi cap II ¢ thé g,

nhan van ban.

3.1. Tao danh sach don vi noi bo cdb 1
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Chure nang nay giup van thu khai bao danh sach
cac phong, ban trong don vi ndi b cap II dé tién loi
trong viéc vao sd co quan ban hanh vin ban. Quy trinh

thue hién nhu sau:

- Budc 1: Chon muc Pon vi ndi b cip II, nhin

ntt Nhap méi

- Budc 2: Nhép cac thong tin yéu cau (Tén tit,
Tén ddy dii, Thugc don vi ngi b cap I, Pai di¢n nhin

van bdn, ...)

- Budce 3: Nhin nut Lwu dé luu lai cac don vi

via tao

- Budc 4: Nhin nit Tiép méi dé tao don vi nodi

bo tiép theo (néu can)
3.2. Xoa danh sach don vi noi bo cdp 1
- Budc 1: Chon myc Pon vi ndi b cép II
- Budc 2: Tich chon Pon vi ndi bo cép II can x6a

- Buéc 3: Nhan nut Xéa
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II. VAN BAN DEN

La nhitng vin ban dugc don vi ndi bo cip I giri
dén hodc nhitng van ban tir cac co quan, don vi, doanh
nghiép giri dén bang duong vin ban gidy.

Khi nhan duoc van ban dén, van thu thuc hién
thao tac vao so van ban dén, chuyén van ban 1én Lanh
dao hodc cac phong ban lién quan dé xir Iy vin ban. C6
hai ludng vin ban dén d6 13 vin ban qua duong mang
va van ban qua duong thong thuong. Tuy vao ludng
dén cua van ban ma van thu thuc hién thao tac xu ly
phu hop.

1. Viin bin dén qua dwong mang

- Bu6c 1: Chon muc Vin ban dén qua duong

mang
- Budc 2: Nhan chon So hi¢u vin bdn dén

- Budc 3: Nhan nat Hiéu chinh (F8)
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- Budc 4: Nhap cac thong tin yéu cau (S6 vin
bin, Sé ky hiéu, Co quan ban hanh, Trich yéu nji

dung, ...)

- Bu6c 5: Nhin nat Ghi lai (F8) dé hoan thanh

quy trinh vio s6 van ban
2. Vin ban dén ndi bd
- Budc 1: Chon muc Vin ban dén ndi bd
- Bué6c 2: Tich chon vin ban can vao sd
- Budc 3: Nhan nat Hiéu chinh (F8)

- Budc 4: Nhap céc thong tin yéu cau (SO van
ban don vi, ...)

- Budc 5: Nhan nat Chuyén xir Iy (hodc Xir ly
van ban)

Luwu y: Néu nhan nat Xir Iy vin ban thi van thu
tién hanh cac thu tuc xir Iy vin ban tuong ty nhu quy

trinh x1r ly van ban dén cua chuyén vién.

3. Vin ban dén thong thuong
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- Budc 1: Chon muc Vao s6 vin ban dén, nhin
nut Thém méi (F7)

- Budc 2: Nhap cac thong tin yéu cau (So vin
bin, sé ky hi¢u, co quan ban hanh, trich yéu ni
dung,...)

- Budc 3: Binh kém 7ép chira ndi dung toan
vin ciia van bin (néu co)

- Bu6c 5: Nhap Théng tin phin phéi, phin
céng xir Iy vin bin (néu co)

- Budc 4: Nhan nat Ghi lai ¢ Iuu van ban vao
hé thong

4. Thong tin phan phdi vin ban

Chure nang nay cho phép van thu thuc hién viée y
sao ban chinh ctia vin ban khi c¢6 quyét dinh sao y hoic
gt cac CBCC trong co quan, don vi tham khao (nhén
dé biét).

4.1. Chirc nang saoy
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- Budc 1: Vao s6 van ban dén (xem myc 1 hodc
2)

- Budc 2: Tich chon van ban cin y sao
- Budc 3: Nhan nat Hiéu chinh (F8)

- Budc 4: Nhin chon Sao y (6 muc Théng tin

phén phéi vin bin)

- Budc 5: Nhap cac thong tin yéu cau (Ngwoi dé
nghi, Ngwoi ky sao y, S6 sao y, Ky hiéu sao y, ngay ky

sao y, noi nhdn sao y, Noi nhdn ngi b9, ...)
- Bu6c 6: Nhin nut Ghi lai (F8)
4.2. Chikc nang nhdn dé biét

- Budc 1: Vao s6 van ban dén (xem myc 1 hodc
2)

- Budc 2: Tich chon vén ban can chuyén

- Budc 3: Nhan nat Hiéu chinh (F8)
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- Bu6c 4: Nhin chon Chuyén nhin dé biét (6

muc Théng tin phin phéi vin bén)

- Budc 5: Nhap cac thong tin yéu cau (Ngwoi

nhdn vin bdn)
- Bu6c 6: Nhin nut Ghi lai (F8)
II1. VAN BAN DI

La nhiing van ban duogc van thu vao so van ban

di sau khi c6 but phé ky duyét cua Lanh dao.
1. Vao s6 viin ban di

Trudc khi ban hanh van ban, van thu thuc hién

thao tac vao sd van ban di.
1.1. Van ban cho ban hanh

La nhiing van ban da dugc Lanh dao phé duyét
va giri dén vin thu. Van thu tién hanh vao s6 van ban di

va ban hanh van ban. Quy trinh thyc hién nhu sau:

- Budc 1: Chon muc Van ban cho ban hanh

_24 -



S6 tay Quadn Iy van ban va Diéu hanh - Vin thie

- Bué6c 2: Tich chon vin ban can ban hanh
- Budc 3: Nhan nut Hiéu chinh (F8)

- Bu6c 4: Nhap céac thong tin yéu cau (So vin

ban di, ngay ban hanh, trich yéu,...)

- Budc 5: Nhan chon Noi nhdn vin béin

- Budc 6: Nhan nut Ghi lai (F8) dé ban hanh vin
ban di.

1.2. Vao s6 van ban di

D6i voi nhitng van ban chuyén dén van thu qua
duong thong thudng, van thu tién hanh vao sé vin ban

di va ban hanh van ban. Quy trinh thyc hién nhu sau:
- Bude 1: Chon muc Vao s6 viin ban
- Budc 2: Nhan nat Thém méi (F7)
- Bude 4: Nhén nat Vao so

- Bu6c 5: Nhap céac thong tin yéu cau (So vin

ban di, ngay ban hanh, trich yéu,...)
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- Budc 6: Binh kém 7Tép chira ndi dung toan
vin ciia van bdn (néu co)
- Bu6c 7: Nhan niit Ghi lai (F8) dé cap nhat van

ban di va ban hanh van ban.

Luu y:

* Van ban khi vao s6 ma chua dien day da thong
tin s€ ty dong chuyén qua Van ban chwa vao s6. Van
thu tién hanh vao s6 Vin ban chwa vao so nhu vao so

véan ban di thong thuong (xem muc 1.2)

* Poi v6i van thu cp 11 khong co chirc ning gii
van ban qua dudng mang cho cac co quan bén ngoai.

C. TRA CUU VA BAO CAO IN SO VAN
BAN

I. TRA CUU VAN BAN

Chirc ning nay cho phép van thu tim kiém, xem
chi tiét cac van ban di duoc quan 1y trén phan mém bao

gom ca van ban dén va van ban di mot cach nhanh nhat.
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C6 thé tra clru van ban theo ting tiéu thirc cu thé (ngay
dén, trich yéu, nguoi ky...) hodc tra ctru nhanh bang

churc nang loc van ban.
1. Tra ctru van ban theo tiéu thirc

- Buéc 1: Chon myuc Tra citu Vin ban dén
(Van ban di hodac Xi ly cong viéc)

- Budc 2: Nhin chon Tra ciru vin bén theo tiéu
thirc

- Budc 3: Nhap tir khoa can tra ciru & 6 Tir khéa
hodc c6 thé tra ctru theo cac tiéu thirc khac nhu: ngay

dén, trich yéu, ngwoi ky...

- Budc 4: Nhan nat Chép nhdn dé thuc hién viéc

tra ctru.
2. Tra ciru mé rong
2.1. Tra cweu Van ban du thao (VBDT)

- Budc 1: Chon myc Xw ly cong viéc/Tra ciru
VBDT
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- Budc 2: Nhan chon Tra ciru mé ring

- Budc 3: Nhap tir khoa can tra ciru 6 6 Tir khéa
hodc ¢6 thé tra clru theo céc tiéu thie khac nhu: Tinh
trang, trich yéu, ngwoi ky...

- Budc 4: Nhan nut Chép nhdn dé thuc hién viéc
tra clru.

2.2. Tra ciru Phiéu yéu cau (PYC)

- Budc 1: Chon muyc Xir ly cong viéc/ Tra ciru
PYC

- Budc 2: Nhéan chon Tra cieu mé réng

- Budc 3: Nhap tir khoa can tra ciru & 6 Tir khéa
hodc ¢ thé tra ctru theo céac tiéu thire khac nhu: Thoi
han xir Iy, ngi dung céng viéc, xiv Iy chinh, phéi hop

xit Iy, ...

- Buéc 4: Nhan nat Tim kiém dé thuc hién viée

tra cuu.

3. Tra ciu nhanh
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Nhap tur khoa vao chirc nang Lgc vin bdn, nhan

chon cong cy dé thuyc hién viéc tra ciru.

Luwu y: Khi tra ciu khong tra ctru ndi dung “tur

khoa” trong ndi dung van ban dinh kém.
II. BAO CAO VA IN SO VAN BAN
1. B40 c40 va in 6 viin ban dén

Chirc nang nay cho phép van thu thyc hién thong
ké va theo ddi toan bd vin ban dén co quan theo timg

khoang thoi gian cu thé. Quy trinh thyc hién nhu sau:
- Bude 1: Chon muc Béo c4o va in sb

- Budc 2: Nhan chon BC theo doi GQ vin bin
dén hoic BC giao viéc theo phong ban hoic BC vin

bdan qua mang

- Budc 3: Nhap cac thong tin yéu cau va cac tiéu

chi can tao 1ap béo cdo
- Budc 4: Nhan nat Chéap nhén

2. Bao cao va in s0 van ban di
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Chure nang nay cho phép van thu tao 1ap céc loai
sO dua trén thong ké tinh hinh x{r 1y cong viéc trong
don vi theo cac tiéu chi nhat dinh. Quy trinh thyuc hién

nhu sau:
- Budc 1: Chon muc Bao cdo va in so
- Budc 2: Tich chon loai s6 bao cdo muon in

- Budc 3: Nhap thong tin yéu cau (Sé vin bin,
Don vi sogn thio, P khin, ...)

- Bu6c 4: Nhép chon biéu twong may in dé thiét
1ap kiéu hién thi (Hién thi truc tiép hodc in ra ban
Word).

- Bu6c 5: Nhan nat Pdng y dé xac nhan kiéu
hién thi vira thiét 1ap

- Budc 6: Nhin niit Chap nhan d in bao céo
theo nhitng ti€u thic da lya chon

D. MOT SO YEU CAU KHI SU DUNG
PHAN MEM VA CANH BAO KHI PANG NHAP
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1. Céc yéu cu khi sir dung phin mém
- Str dyng trinh duyét Internet Explorer 7.0, 8.0

va9.0

- Phan mém soan thao van ban : Microsoft

Office hoac Open Offiice ...

- Phin mém doc file .pdf : Adobe Reader, Foxit
Reader ...

- Phin mém hd trg gb tiéng Viét: Unikey,
Vietkey ...
2. Mt s6 canh bzo khi ding nhép

2.1. Nguoi sw dung dung Internet Explore 10

tro lén
Sau khi truy cap Vao dia chi
https://qlvb.quangbinh.gov.vn trinh duyét hién thi

canh bao nhu sau:
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Security alert E.

charged by olbears. Howeved, there iz & problieem with he site's

ﬁ Information wou sxchanges with this site cannot be viewed or
seciEily certificate

/By The secunty certificate was issued by a company you have
not chozen to brust. View the certificste o determine whether
o wearl 1o bust the catifping authoniy,

ﬂ The secunty cerlibcate dste is vahd

€ The secuity cerificate has a vald name matching the name
of the pags vou aie biveg 1o e,

Do pou want to procesd?

| Yes ] I_ [ [=] ] I Wimwe Cerbficabe |

Dé khic phuc canh bao nay, ngudi sit dung phai
bam vao nit Yes twong mg trén man hinh. Sau khi
bam nit Yes, h¢ thong sé hién thi ra giao dién dang
nhap vao Hé théng.

2.2. Nguoi su dung dung trinh duyét Internet
Explore IE7 hodc phién ban cao hon (IES, IE9)
Sau khi truy cap vao dia chi

https:/qlvb.quangbinh.gov.vn trinh duyét hién thi
canh bao nhu sau:
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Wa recommand that you clos this webpage and de not costings o Shis website
W Ci
a

m Mare informat

Dé khic phuc canh bao nay, ngudi sit dung phai
bam vao duong lién két co ti€u dé “Continue to this
website (not recommended)” twong Ung trén man
hinh.

2.3. Trén trinh duyét Google Chrome
Sau khi truy cdp vao dia chi https:/

qlvb.quangbinh.gov.vn trinh duyét hién thi canh béo
nhu sau:
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Chirng chi an toan cla trang web khng dang tin ciy!

" e i of iy clip iebupmanghink. gov-re s, ey chi il ink chieg o3 i it ) chix g Bps bl g

s il e il i iy LT i bl rll cid g el

G hing b kil g el o2 thi b e ciag dang cf agie
ing e o tr. e bl whss e iy b i g Py ciinh s iy ke frang e vy

Thp s g cda | | Cuay ke aninan

b Galg 15 b

Hoic phién ban Tiéng anh thi canh bao hién thi
nhu sau:

The site's security certificate |s not trusted|

vl rel procesd eapecially |yt neve! pace th wikmang e fr thig e

Procasd ameay | | Back o skl

Dé khic phuc canh bao nay, ngudi sit dung
phai bdm vao nat “Tiép tuc truy cip” dbi voi phién
ban Tiéng Viét hoic “Proceed anyway” tuong tng
trén man hinh.
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2.4. Trén trinh duyét Mozila FireFox

Sau  khi truy cap vao dia  chi
https://qlvb.quangbinh.gov.vn trinh duyét hién thi
canh bao nhu sau:

] 1 e m L

* o g olif: w O

% This Connection s Unkrushed

T by RO T u b L 3 T

i matly, s i by T T ey, o0 el i Tl iaaReaor o i U
e ok S . e, B S04 bty s i

Wil Seukd 1 a7

B o V] L Bl ol bl . P il il s i
myrar Ay B, ed o bk 3

Textwitd Dol
1 irederwiine] e g

Dé khic phuc canh bao nay, ngudi st dung lam
nhu sau:

Buéc 1: Bam chudt vao ndi dung “I
Understand the Risks”

Budc 2: Bdm vao vao nat “Add Exception...”
Bude 3: Bdm vao nut “Get Certificate”

Buéc 4: Bam chuét vao nut “Confirm
Security Exception”
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2.5. Trén trinh duyét Apple Safari

Sau  khi truy cdp vao dia  chi
https://qlvb.quangbinh.gov.vn trinh duyét hién thi
canh bao nhu sau:

bé khac phuc canh bao nay, nguoi st dung
phai bam vao nat “Continue” tuong Ung trén man
hinh.
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