SOTAY
QUAN LY VAN BAN
VA DIEU HANH

Quy trinh xtr ly van ban cua Lanh dao

S6 tay nay dwoc xdy dung nham hwéng dan cho Lanh dao cdc S,
Ban, Nganh, Dia phuong trong tinh sir dung phan mém Qudn Iy vin bdn va
Diéu hanh - TDOffice, dua trén nhu cau thuc té, cdc doi héi cap thiét trong
vigc xur Iy van ban cua Lanh dao.

Mot s6 van dé trong so tay mang tinh chat quy dinh dé thuc hi¢n, mot
s6 van dé mang tinh chat hwong dan tro gitp. Bén canh do, mot 6 van dé
chi dwoc gidi thiéu so luorc, dé biét thém chi tiet CBCC phai tham khao
trong Gido trinh hwéng dan s dung phan mém Quadn Iy vin ban va Piéu

hanh.

THANG 10 NAM 2018



S6 tay Quan Iy van bdn va Piéu hanh - Danh cho Lanh dao

Phan mém Quan 1y vin ban va Piéu hanh duoc xay dung nham hd tro hoat dong
chi dao, diéu hanh thuong xuyén ctia Lanh dao; hoat dong tac nghiép cua Lanh dao
trong viéc giri va nhan van ban gilta cac s, ban, nganh, dia phuong va can bg cong
chtic (CBCC) trong don vi qua mang Internet, thong qua viéc tin hoc hoa tung budc
quy trinh tiép nhan, xtr 1y vin ban di, dén; quy trinh ban hanh vin ban; quy trinh quan
1y ho so va gtri nhan vin ban dién ti.

————
- 1. Van ban den*
5] %5{

dIE L] EL 1.1.Van ban chir xi¥ Iy (44)

Vin ban dén XiF Ij cong viéc Van ban di TT tdng hop 12 Van ban nhdn & bit (508)
Ei L\) =;=5= ~7, ﬁ‘,} 1.3. Vén ban ndi bd ¢an xem (106)
. Vén ban a4 [ 0
Danh muyc Lich cong tac Nhéc viéc Gt¥i tin nhan 1.4, vean ba Gen n rong A (0)
2. Ho so cong viéc™
I_l 3. Van ban dr
Phan mém YKCB Tror gitip

I. VAN BAN DEN

La nhitng vin ban do vin thu giri dén Lanh dao. C6 nhiéu loai vin ban dén (vin
ban cho xur ly, van ban phoi hop xur ly, van ban nhan dé biét...), tuy vao tung loai van
ban ma Lanh dao c6 cac phuong phap xu Iy phu hop.

1. Van ban cho xir ly

Khi c6 van ban dén & muc Vin ban chd xir ly, Lanh dao nhén vao muc Vin ban
cho xir ly va xem qua ndi dung tom tat & phan #rich yéu cua van ban. Tuy theo ni
dung ctua vdn ban ma Lanh dao c6 thé thuc hién qua trinh xur 1y (chuyén xu 1y, xtr ly
hodc khong xir 1y).

1.%/n ban dén trong ngay

— VAN BAN DEN

2./&n bén ¢d gén ddu =30
3.\/&n bén dén ndi bd

Cd 13 van ban 38 qus han x(F Iy cla todn co quan
4. Toan b vin bin d&n co quan

5. Toan b vin bdn d&n cé nhén Ca 44 van ban chiy xi Iy
= A m— = - 0 van ban gqua han
1. VAN BAN XU¥ LY CA NHAN [44) - 42 van ban khdng ¢6 han

yy oL - 2 van ban co han

1.1.%8n ban ch x 1y (44)

1.2. Van ban dang x¥ Iy + C410 van ban tir Van thuw g dén

1.3. Van ban da xi Iy o . A

X : + Co 34 van ban cho y kien giai quyet
1.4.8n ban d3 Oy quysn xF Iy
1.5, VEn ban & chuyén i 1 C6 508 vén ban nhan dé bigt
1.6, én ban 3 chuyén b I trong

ngay G & van ban chi dao digu hanh qué han

1.1. Chuyén xit Iy (chuyén van ban dén mgt CBCC khdc xi Iy thay Lanh dao)
- Budc 1: Tich chon vin ban can chuyén
- Bu6c 2: Nhan niit Chuyén xir Iy (Chuyén XL)

Rﬁn ban chd xir Iy

Chuyén XL | Chuyén theo d& xuét = Tao dwthio¥ Tang1 4 123 [ ]
F - .
ﬂ%% Mgay dén SO Ky hiéu Ceo quan ban hanh Trich yéu b F;n X Ngwéi chuyén VB
L] v P = : Viv gigri thigu chirc danh va chir ky
YR gg 02032018 TITTBVP Eﬁgﬁg%’iﬁfo CHQSTINH ;2 3éng chi Phé Chinh dy, B3 CHQS Hoang Hanh Huong
ez tinh Quang Binh
Viv: Théng bao mut‘hién chwong
L] 2 z trinh khuyen ma tw van danh cho
2 s ozos2018  ticvael  MeDIONETINHQUANG s hang ding ky moi va nang cdp Hoang Hanh Huong
= céc goi cwdre data tai dia ban tinh
Quang Binh

i 442/DKTD- SO GIAD THONG VAN TAI L B .
e fr=s 526 01032018 SGTVT TINH QUANG BINH Bang ky thi dua nam 2018 Hoang Hanh Hwong
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S6 tay Quan Iy van bdn va Piéu hanh - Danh cho Lanh dao

- Budc 3: Nhap cac thong tin yéu cau (¥ kién xir Iy, Pon vi nhin xiv Iy, Ngwoi
nhdn xu ly, Don vi phoi hop xir ly, Danh sdach ngwoi nhdn tham khdo, Han xw ly...)

™
Chuyén dé& xudt
Thong tin chuyén xir Iy vin ban
- - hdl
Y Kigén xoF ly:
4
T
Bon vi nhan xdF ly:
A
A
Ngurdi nhan xcr hy:
P
Han x¥ Iy:  nhap s6 ngay: I:I hodc chon ngay: ‘:E ]
A
Nhéom xCF hy:
e
Danh sach nguw&i phéi hop xir ly
) S
Bon vi phoi hop x0F Iy
e
) S
Mguwrdi phai hgp XL:
A
Danh sach ngw&i nhan tham khao
A
Nguwrdi nhan:
P
Trang thai xtr Iy van ban ¥ Két thic xCr ly van ban
Guri wan ban  Huy bo

- Budc 4: Nhan nat Giti viin ban.

1.2. Xur Iy vén ban (Lanh dao trc tiép xit Iy vin bdn)
- Budc 1: Tich chon vin ban can xtr 1y

- Budc 2: Nhin nit Tao du thio

- Budc 3: Nhap cac thong tin yéu cau (Loai vin béin, Linh vuwe, Trich yéu,
Nguwoi ky, Danh sdch xin y kién, Thoi han cho y kién,...)\
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S6 tay Quan Iy van bdn va Piéu hanh - Danh cho Lanh dao
Quaylai | Ghilai
Epét hanh kém tép VB dén

Ngay tao: [25/10/2013 it
La van ban QPPL: @ Khéng ) Co Mgay cdp nhat 02:00 CH 25M0/2013
MNgurdi soan thao: Hodng Vigt Hing Bon vi soan thao: Lanh dao S&

Ma VB dif thao: DT46

Loai van ban:* | W
Trich yéu:*
s
N Ky: | W Chire vu: |
. 3 £ v |
Danh sach xin y kien: —
P
Théi han cho § kién: | ﬂ Trang thai: Bang soan thao
Tép VB ban hdnh: Chura gdn t&p vin ban
) Lién két van ban
vanban dén [ s4 kj higu: 727TEP Thém link van ban dén
© Noi nhdn
@ Théng tin Dy thao
¥ kién Dinh kém tép
Chon tép | Khéng cb...gc chon || Chon tép | Khdng cb...gc chen ]
p Chon tép | Khang cd...oc chon || Chon tép | Khang cd...oc chon

Mgay gitr MNguwiri tac ¥ kién Nguwéi nhan
@ MNgwii chiu trach nhiém vé ndi dung

Danh sach nguri nhan: | v | | Chuyén xir Iy

Quaylai = Ghilai

- Bué6c 4: Pinh kém tép tin du thao (nhdn chon Browse) va nhin biéu tuong Luu

| 9 A A
= sau 44 ~huyén tap tin dinh kém thanh tap tin du thdo chd ban hanh (nhan vao biéu
tuong )

- Bude 5: Nhén nit Ky duyét/Chuyén vin thw co quan (hoic nl}én nut Chuyén
ky duyét ncu nguoi xur Iy khong phai nguoi ky cua van ban) sau dé nhan nut Ghi lai

1.3. Cdp nhdt thong tin xit Iy van ban (Lanh dao nhédn van ban dé biét)

- Budc 1: Tich chon vin ban can cap nhat thong tin xir Iy

- Bu6c 2: Nhan ntt Cap nhét thong tin xir Iy vin ban/Khéng cin xir Iy
- Bu6c 3: Nhap thong tin cap nhat, nhan nat Chap nhan

N

B1a xem|

Cap nhit théng tin két thic van ban

Chédp nhén  Hiy bo
Luu y:

- Phai soan san tap tin du thao luu vao may trudc khi dinh kém.
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S6 tay Quan Iy van bdn va Piéu hanh - Danh cho Lanh dao

- Nhitng vin ban khong xir 1y, néu lanh dao muén xem ndi dung cta vin ban thi
nhén vao bidu tuong = hoic = (tuy vao kiéu di lidu ciia vin ban) dé tai van ban vé
may.

2. Viin ban phdi hop xir 1y

Khi ¢ van ban dén ¢ muc Vin ban phdi hop xur ly, Lanh dao nhan vao myc Vin
ban phéi hop xir Iy va xem qua ndi dung tém tit & phan trich yéu cta van ban. Tuy
vao yéu cau ph01 hop xtr ly cua van ban ma Léanh dao co thé thyc hién qua trinh phbi
hop xir 1y (chuyén phéi hop xtr Iy hodc phéi hop xtr 1).

2.1. Chuyén phdi hop xit Iy (chuyén vin ban dén mét cd nhan khdc ciing phoi
hop xu 1y)

- Budc 1: Tich chon vin ban can chuyén

- Budc 2: Nhan niit Chuyén phdi hop xir Iy

Vin ban chira phoi hop x& Iy

cm@’n PHXL | Capnhitthéngtin PHXL | B3 xem Tangt 4 1 b [ |
s6dén 50 ky higu Ngay dén Cor quan ban hanh Trich yéu Trang thai

WAN PHOMNG BO GHQS TINH Wiy gidi thigu chiic danh v chiF ky clda ddng chi Phé Chinh Gy,

v ’-_':’= 229 T3TTB-VP 02032013 Chira gdp §

QUANG BINH B CHQS tinh Quang Binh
- B:-“._u|_|E-RO ._..-'-I uA._.I— R s £ - p .
' = S3M00- e ——— AC Quyet dinh Ve vige ban hanh Ke hoach hoat dong nam 2013 coa PR
E®*? Bcecchc 202018 Ej‘“ EHINF CUACHINE - 5. Chi Gao ci cach hanh chinh ciia Chinh phi Eray
r |, . e oemamne Y BAN NHAM DAM TiNH fv trién khai thuc hign Chi thi 83 18-CT/TU 28/12/2017 cla S
ERE ¢ TUBNDNG 2BOI2018 o) inG BNk San Thutmg vu Tinh ty Chua aop §
i ogy  (12BMUBMD-  oploo.o | UY BAN NHAM DAN TiNH iy i s o .
L_'ﬁl!y 29 KTTH 260172018 QUANG BINH Jiv trien khai dién rong DWC tnec tuyen KBNN tai Quang Binl Chuwa gop y
C6 tong sd 4 van ban Trang1 4 1 P D
,
’ A N Lo oy
- Budc 3: Nhap Ngwoi phoi hop xu ly
v

Mawdri phdi hop XL

Giri van ban  Huy bo

- Budc 4: Nhan nit Giri vin ban.

2.2. Phoi hop xit Iy (Lanh dao xit Iy van ban phéi hop)

- Budc 1: Tich chon vin ban can phdi hop xir Iy

- Budc 2: Nhan niit Cap nhét thong tin phéi hop xir Iy

-

[

Y kién phdi hop xtr Iy

@ Gan tép van ban

| Chon tép | Khéng c6 tép nao duoc chon |-i-r

Chap nhan  Huy bo
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Browse) néu co

Ba xem

L

- Buéc 3: Nhap Y kién phoi hop xie I va Chon tap tin dinh kém (nhin chon

- Budc 4: Nhan niit Chap nhén dé giri gop ¥ ctia minh
2.3. Khong xu Iy

- Budc 1: Tich chon van ban da nhan

- Budc 2: Nhan nut Pa xem

Luu y: Néli. mot trong cac CBCC phéi hop xur Iy chua tham gia vao qué trinh xir
ly thi van ban van dang ¢ trong danh sach Van ban chwa PHXL (mac du Lanh dao
nhan nat Pa xem)

3. Vin ban nhan dé biét

Khi ¢6 van ban dén & muc Van ban nhan dé biét, Lanh dao nhan vao muc Van
ban nhan deé biét va xem qua ndi dung tom tat & phan trich yéu cia van ban. Tuy vao
ndi dung van ban ma Lanh dao co6 thé thuc hién qué trinh xtr ly (Pa xem hodac Cho y
kién).

3.1. Xem van ban

- Budc 1: Tich chon van ban can xem

Ngay dén

=t 05/112/2016

X 051122016

[=]' Danh sach vin ban nhan dé biét chira xem
Cho y kién

S6 1 ky hiéu

3nfQcC-
CTbQB

366/GM-
VPUBND

Trang1 4 12345678910 p [

Noi gii Trich yéu Nguoixiply  |13"9 (30X
_ . ) _ Quy ché Té chirc va hoat dong

HOI CHU THAP DO ciia Nhém Truyén théng trong

QUANG BINH tinh huéng khéan cap tinh Quang

Binh

VAN PHONG UY BAN ]

NHAN DAN TINH GIAY MO

QUANG BINH

Pham Minh Hai Chuwa xd ly

Péng Thi Huyén

s Chwa xtr ly

- Budc 2: Nhin nat Pa xem.

3.2. Péng gop y kién

- Budc 1: Tich chon vin ban can gop y
- Budc 2: Nhin nit Cho y Kién

(s

wa

Y kién phéi hop xr -

€ Gan tép van ban

Browse) néu co

| Chon tép | Khéng cé tép nao duoc chon [

Chép nhan  Huy bo

- Buéc 3: Nhap Y kién phoi hop xie Iy va Chon tap tin dinh kém (nhan chon

- Budc 4: Nhan ntit Chap nhén dé giri gép ¥ ctia minh

Trang 6



S6 tay Quan Iy van bdan va Piéu hanh - Danh cho Lanh dao

Luwu y: Khi gtri nham mét vin ban dén CBCC, Lanh dao c6 thé thuc hién thao tac
thu hoi lai van ban da chuyén bang céch:

- Budc 1: Chon myc Vin bén di chuyén xir ly
- Buée 2: Tich chon véan ban can thu hoi
- Bu6c 3: Nhin nat Thu héi viin bén (Véqn ban sau khi thu hoi s& khong xuét
hién trong danh sach Van ban da chuyén va hién thi trong danh sach Van ban cho
xtr ly)
II. XU LY CONG VIEC

Chtrc ning nady cho phép Lanh dao thuc hién cap nhat két qua xir 1y cong viée
cling nhu tao vin ban du thao va phiéu yéu ciu méi dé yéu cadu CBCC thuc hién cong
viéc. C6 nhiéu loai van ban can duoc xu Iy (Phiéu yéu cau, Ho so cong viéc, Van ban
du thao, Phiéu trinh...), tiy vao timg loai vin ban ma Lanh dao c6 cac phuong phéap xir
1y phu hop.

[®] Cac céng viéc can giai quyé

PHIEU YEU CAU HO SO CONG VIEC VAN BAN D THAO
1 PYC chura chuyén 1VBDT che gop y

120 PYC d3 chuyén xir Iy

196 PYC cho xir Iy

18 PYC ché phéi hop xir IV
1. Phiéu yéu cau (PYC)

Chure nang nay giip Lanh dao cép nhat thong tin co ban cua phiéu yéu cau nhu
xem danh sach PYC di chuyén, xem chi tiét PYC, xem PYC cho xtr Iy, x6a mét hodc
nhiéu PYC d4 tao... Khi c6 vin ban dén ¢ muc Phiéu yéu ciu, tiiy theo ndi dung cia
van ban ma Lanh dao ¢ thé thuc hlen qua trmh xtr Iy (Xt 1y, Chuyén xir 1y) hodc
Lanh dao c6 thé tao méi phiéu yéu cau dé yéu cau ca nhan khac xir 1y cong viéc.

1.1. Xat Iy PYC cho X Iy (Lanh dao truc tiép xit [y van ban)

- Budce 1: Chon muc PYC cho xir ly

- Budc 2: Chon vin ban can xir ly

- Budc 3: Nhan nit Xir ly

- Budc 4: Nhan chon Xi# Iy véin bin (& muc Théng tin xie ly)

Trang 7



S6 tay Quan Iy van bdan va Piéu hanh - Danh cho Lanh dao

[=] Phiéu yéu ciu giai quyét cong viéc

Quay lai Lwu Them gopy XoaPYC
MNgay gié cap nhat: 03:10 CH 04/12/2016
M3 phiéu: PYC1
Nguwoi l3p phigu: Bang Thi Huyén Loan
Ngwdi yéu cau: Bang Thi Huyén Loan

X Iy chinh: Hoang Viét Hung

Phoi hop xt¥ Iy v

Thai han xtr Iy 04/12/2016

Kig dic GE)SI\GZ ban duy thao chirc ndng, nhiém vy cac phong,

don vi

& chuc nang, nhiem vu phong So trinh ky.doc

& Quy dinh chuc nang, nhiem vu, co cau to chuc Trung tam thong qua cuoc hop (2).doc

NGi dung cong viéc:
Tép dinh kém:

) Théng tin xr Iy
Chuyén tiégp VB ) Xir Iy VB

@ Ngi dung gop ¥
Ngay gicr guvi Ngwoi g Bon vi g Néi dung gop y
) Théng tin luan chuyén phiéu xi Iy
& Théng tin luan chuyén phiéu xd Iy
- Budc 5: Nhan niit Dy thdo vin ban hoic Lap phiéu xir ly
* Néu nhdn nit Dy thao vin ban:

- Budc 6: Nhap céac thong tin yéu cau (Logi vin ban, linh vuc, trich yéu, nguoi
ky, danh sdch xin y kién, thoi han cho y kién,...)

- Budc 7: Dinh kém tap tin dy thao (nhan chon Browse) va nhin biéu tuong
Luu [Hsau d6 chuyén tap tin dinh kém thanh tap tin du thao chd ban hanh (nhan vao
biéu tuong =35 )

- Budce 8: Nhan nat Ky duyét/Chuyén vin thw co' quan (hoic Chuyén ky
duyét néu nguoi xur Iy khong phai nguodi ky cia van ban) sau d6 nhan nut Ghi lai

* Néu nhan niit Lap phiéu xir 1y:

- Bu6c 6: Nhip Tém tit qud trinh xi¢ ly va dinh kém tap tin (nhin chon
Browse) néu co

- Bu6c 7: Nhan ntt Ghi lai
- Budc 8: Nhan nit Két thic xir 1y

Luwu y: Trong qué trinh xir 1y van ban, néu chon nit Ldp phiéu xir Iy, sau khi
nhan nut Ket thic xir Iy ma Lanh dao can bo sung thém y kién vao van ban xur 1y thi
nhan nat X ly (bén canh nut Két thic xir ly)

1.2. Chuyén PYC cho xir Iy (Chuyén yéu cau dén CBCC khdc xit Iy thay)
- Budc 1: Chon muc PYC cho xir ly

- Budc 2: Chon vin ban can chuyén xir Iy

- Bu6e 3: Nhan nat Xir 1y

- Bu6c 4: Nhan chon Chuyén tiép vin ban (6 muc Théng tin xir 1y)

Trang 8



S6 tay Quan Iy van bdn va Piéu hanh - Danh cho Lanh dao

[=] Phiéu yéu cau giai quyét cong viéc

Quay lai Luwu Thém gépy ~ Chuyénxiwly  Xéa PYC
I:E Ngay git cap nhat: 09:11 SA 01/10/2016
Ma& phigu: PYC3561
Ngwii Iap phigu: Nguyén Ngoc Linh
Ngwévi yéu cdu: Nguyén Ngoc Linh

XU Iy chinh: Tran Thi Hoai Phuong

Phdi hop xF Iy: ~v

Thai han x¥ ly: 05/10/2016
N&i dung céng viéc: Danh sach ky nhan
Tép dinh kém: ¢ danh sach nhan tien va tai lieu tap huan.xls
& Théng tin xir Iy
® Chuyén tiép VB () Xir Iy VB
Ngay qi&r giao: 01/10/2016 0912

Bon vi nhan: | v Y kién xc Iy:

Nguwéi nhan: | v

@ Néi dung gép y
Ngay gitr gl Ngudi g Pon vi giei N&i dung gop y

@ Théng tin ludn chuyén phiéu xi Iy

@ Théng tin luan chuyén phiéu xi Iy
- Budc 5: Nhap cac thong tin yéu cau (Pon vi nhin, Ngwoi nhén va Y kién xir )
- Budc 6: Nhan niit Chuyén xir Iy

1.3. Xir Iy PYC phdi hop xir Iy (Lanh dao trye tiép xir 1y viin ban)

- Budc 1: Chon myc PYC Ché phdi hop xir 1y.

- Budc 2: Chon vin ban can xu 1y

- Bu6c 3: Nhan nat Thém gép y

Thong tin trao doi

Thuéc phiéu yéu chu cia: Nguyén Ngoc Linh

Ghi lai

Ngay: 11:00 SA 06/12/2016

Nguwi gop v: Tran Thi Hoai Phuong

Bion vi: Trung tdm Céng nghé théng tin va Truyén thang
I
NGi dung gop v:
<]
Tép van ban kém theo: H| Chon tép | Khéng co tép nao duwoc chon |'ii

- Bu6c 4: Nhip Noi dung gdp ¥ va dinh kém tap tin (nhan chon Browse) néu co
- Budc 5: Nhan nit Ghi lai dé chuyén goép ¥ ciia minh

1.4. Tao moi PYC xu ly cong viéc

- Budc 1: Chon muc Nhap méi PYC.
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dﬁy lai Lwu Lwu & chuyén XL

Ngay gi&r cap nhat: 11-:01 SA 06/12/2016 [

IM& phiéu: PYC1

Ngu i 1ap phiéu: Tran Thi Hoai Phuong

Nguedi y&u cau: rfrén Thi Heai Phurong
Xi¥ I chinh: |

Phéi hop xi¥ - |

B <] <] <

Thoi han xi¥ Iy: |

NGi dung cdng viéc:

2

© Tép kém theo

Hh Chon tép | Khdng co t€p nao dugic chon |'ﬁ’

@ Théng tin xi 1y
- Budc 2: Nhap céc thong tin yéu cAu (Nguwoi yéu cau, Xik Iy chinh, Thoi han xii
Iy, Noi dung cong viéc) va dinh kém tap tin (nhan chon Browse) néu cé

- Bu6c 3: Nhan niit Luu va chuyén xir Iy

2. Van ban du thiao (VBDT)

Chtrc ndng nay gitp Lanh dao cap nhat thong tin co ban cta van ban du thao nhu
xem danh séch van ban du thao da tao, xem chi ti€t van ban, xem VBDT cho ky duyét,
x6a mot hodc nhiéu van ban da tao. Khi ¢6 van ban dén & muc Van ban du thao, tl‘}y
theo nd1 dung ctia van ban ma Lanh dao c6 thé thuc hién qua trinh Ky duyét, chuyén
ky duyét, yéu cau soan thao lai hodc Lanh dao c6 thé tao méi van ban du thido yéu cau
CBCC khac xu Iy cong viéc.

2.1. Xir Iy VBDT cho ky duyét (Lanh dao truc tiép xi 1y vian ban)

- Budc 1: Chon myuc VBDT cho ky duyét

- Budc 2: Chon vin ban can ky duyét

- Bu6c 3: Chinh sira cac thong tin yéu cau (Logi vin bén, linh viec, trich yéu,
nguwoi ky, danh sdach xin y kién, thoi han cho y kién,...) néu c6, sau d6 nhan nut Ky
duyét hodc Yéu cau soan thio lai hodc Sira tép van ban dinh kém
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S6 tay Quan Iy van bdn va Piéu hanh - Danh cho Lanh dao

@ Vin ban dw thao [/
Quaylai  Ghilai | Lip du thio tirmau Givi SMS ' Guri Mail
I/\\s Ngay tao: [0612/12016 = B4 khén: Thudng v
L& vén bén QPPL: ® Khéng O Co Mgéy cép nhat: 11:02 SA 06/12/2016
Nguéi soan thdo: Tran Thi Hodi Phuong Bian visoan thda: Trung tim Céng nghé théng tin va Truyén thing
M& VB du thdo: DT180 Mire 85 quan trong: 'Thu‘f}'l'lg A4
Logivén bén: | v Linh vue: A4
Trich yéu:
A
Mgay ky duyét: | j Trang thai: ©ang soan thao
Nguwai ky: | v Chire wu: |
|v
Danh sach xin § kién:
A
Théi han cha y kién: j
Tép V8 ban hank: Chira gén t&p vén ban
) Lién két van bin
Vn ban dén Thém link van ban dén
ONm' nhan
) Theo déi héi bic
% Khéng theo dai hdi bae O Theo déi héi bio
@ Théng tin Dw thio
Y kién Binh kém tép
Chon tép | Khéng c6...g¢ chen || Chen tép | Khéng co...ot chon
P Chon tép | Khéng c6...gc chen || Chen tép | Khéng co...gt chon H
Ngay gier Nguevi tao ¥ kign Mg nhin
Quaylai | Ghilai | Lip dir thao tle mau

* Néu nhan nit Ky duyét:

- Bude 4 Nhéan nat Ky duyét/Chuyén viin thw co quan (hoac Chuyén ky
duyét néu nguoi xur Iy khong phai nguoi ky cia van ban) sau d6 nhan nut Ghi lai

* Néu nhan nit Yéu cau soan théo lai:

- Budc 4: Nhin nit Yéu ciu soan thao lai (Thong bao nay s& dugc chuyén t6i
tai khoan cua CBCC tao van ban)

* Neu nhdan nut Svwa tép van bdan dinh kém:

- Budc 4: Nhin chudt vao biéu tuong

- Bude 5: Sua dir li€u, sau do nhan nut Ghi lai va dong tap tin (phai c6 thao tac
chinh stra dit li€u, néu khong chinh stra thi may s€ bao 161)

- Bu6c 6: Nhap Y kién kém theo (néu c6) sau d6 nhan nat Ghi lai

- Budc 7: Xo6a tap tin van ban da dinh kém trudc do (nhan biéu tuong X ) va

dinh kem tép tin du thao (nhdn chon Browse) sau d6 nhan biéu tugng Luu H roi
chuyén tap tin dinh kém thanh tap tin du thao chd ban hanh (nhin vao biéu tuong

=S )
- Budc 8: Nhén nit Ky duyét/Chuyén vin thw co quan (hoac Chuyén ky
duyét néu nguoi xu ly khong phai nguodi ky cua van ban) sau dé nhan ntat Ghi lai

Luu y:
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- Trong qua trinh xtr Iy VBDT, néu chi chon niit Ghi lai ma khong chon nut Ky
duyét hoac Chuyén ky duyét thi van ban dang xu 1y s€ dugc luu trlt & muc Van ban
dang du thao

1.2. Tao moi VBDT xu ly cong viéc
- Budc 1: Chon muc Nhap méi VBDT.

- Budc 2: Nhap cac thong tin yéu cau (Logi vin bdn, linh viee, trich yéu, nguoi
ky, danh sdach xin y kiéen, thoi han cho y kién,...)

- Budc 3: Dinh kém tap tin dy thao (nhn chon Browse) va nhin biéu, tuong Luu
sau d6 chuyén tap tin dinh kém thanh tip tin du thdo chd ban hanh (nhan vao biéu
tuong BF )

- Budc 4: Nhan niat Ky duyét/Chuyén vin thw co quan (hodc Chuyén ky
duyét néu nguoi xt Iy khong phai nguoi ky cua van ban) sau d6 nhan nit Ghi lai.

III. VAN BAN DI

Chtrc nang nay cho phép Lanh dao theo doi va xem céac van ban do van thu gui di
ra bén ngoai hodc gtri trong ndi bd co quan.

1. Xem Van ban di trong ngay

- Budc 1: Chon muc Van ban di trong ngay

- Buége 2: Tich chon vin ban can xem

- Bu6c 3: Nhan niit P xem

2. Xem Van ban di la ngwoi soan (hoac nguwoi ky)

- Budc 1: Chon muc Van ban la nguwai soan (Van ban la nguoi ky)
- Budc 2: Tich chon vin ban can xem

- Bu6c 3: Nhan niit P xem

Lwu y: Khi nhan nat Pa xem, van ban vira méi xem s€ khong xuat hién trong
danh sach van ban dén trong ngay. Co thé tim lai nhiing van ban da xem trong muc
Toan by van ban.

IV. THONG TIN TONG HQP (TTTH)

Dir liéu trong phan Théng tin tong hop 1a cac dir liéu thdng ké tong hop dugce rat
trich trong cac co sé dit liéu Vin ban dén, Van ban di va Ho so cong viéc. Cac thong
tin hién thi trong phén nay thé hién tinh trang xtr 1y, ban hanh, ... clia tit ca cac vin ban
dén, van ban di, ho so cong viéc trong co quan phuc vu cho viée theo doi va diéu hanh
cong viéc. Phan nay con bao gdm céc chirc ning tao 1ap, két Xuat va in 4n cac bao cdo
theo céc tinh trang van ban khac nhau. C6 hai dang thong tin tong hop d6 1a TTTH Co
quan va TTTH Ca nhan.

1. Théng tin tong hop Co quan

1.1. TTTH Van bdn dén (van ban di)

Liét ké cac thong tin lién quan dén van ban dén va vin ban di nhu: Van ban dén
trong ngay, van ban dén trong nam, van ban chua xur ly, van ban da xu 1y, van ban
dang xu ly, bdo cao tong hop van ban dén, van ban di,... Pé xem thong tin tong hop
thuc hién thao tac sau:
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- Bu6c 1: Chon myuc TTTH Viin ban dén (TTTH viin ban di)

- Bué6c 2: Nhin chon chirc ning can xem (Vin bin dén trong ngay, vin béin dén
trong nam, ...)

- Budc 3: Chon van ban can xem va in phiéu xir ly (n€u can)
1.2. Bao cao Van ban den (Nan ban di)
1.2.1. Bdo cdo Van ban dén

Bao gbom cac chirc nang tao 1ap, két xuat va in an cac bdo cdo xur 1y theo cac tinh
trang van ban khac nhau. B¢ xem chi ti€t bao cao xur ly van ban dén thuc hién thao tac
Sau:

- Budc 1: Chon muc Bdo cao Vian ban dén

- Budc 2: Nhan chon chirc ndng can in bao cao (theo phong, cd nhdn, cong viéc,
tinh hinh xw ly cong viéc chung, ....)

- Bu6c 3: Nhan ntit Chap nhén dé in két qua xir 1y vin ban dén
1.2.2. Bao cao Van ban di

Bao gdm cac chuc nang tao 1ap, két xuat va in an cac bao céo xur 1y theo cac tinh
trang van ban khac nhau. Bé xem chi ti¢t bao cao xur 1y van ban di thuc hién thao tac
Sau:

- Budc 1: Chon muc Bao cao van ban di

- Budc 2: Nhan chon chitc ning can in bao céo (theo phong, cd nhin, ....)

- Bu6c 3: Nhan ntit Chap nhan dé in két qua xtr Iy van ban di

1.3. Bdo cdo hé so cong viéc (Ho so cong viée, Vin ban dw thdo, Phiéu yéu cau)

Gom céac chuc nang tao lap, két xuat va in 4n bao cdo xir Iy theo céc tinh trang
vin ban khac nhau. Dé xem chi tiét bao cdo H6 so cong viée thuc hién thao tac sau:

- Bu6c 1: Chon muc Béo c4o hd so cong viéc

- Bu6c 2: Nhan chon chitc ning can in bao céo (theo phong, cd nhén)

- Bu6c 3: Nhan ntit Chap nhan dé in két qua xir Iy ho so cong viée

2. Théng tin tong hop Ca nhan (TTTH C4 nhén)

1.1. TTTH Van bdn dén (vin ban di)

Liét ké cac thong tin lién quan dén vin ban gién va van ban di nhu: Van ban dang
xu ly, van ban da xur 1y, van ban dang theo ddi hoi bao, ... D& xem thong tin tong hop
thuc hién thao tac sau:

- Bu6c 1: Chon muc TTTH Viin ban dén (TTTH viin ban di)

- Budc 2: Nhan chon chirc ning can xem (Vin bdan dang xie Iy, Vin ban da xiv
ly, ...)

- Budc 3: Tich chon vin ban cin xem

1.2. Béo cdo Van ban dén (van ban di)
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Bao gdém céc chuc nang ket xuat va in an cac bdo cdo xu 1y theo céc tinh trang
van ban khac nhau. Bé xem chi ti€t bdo cdo xur Iy van ban dén (van ban di) thuc hi¢n
thao tac sau:

- Bu6c 1: Chon muc Béo c4o Vin ban dén (Bao cdo vin ban di)

- Bué6c 2: Nhan chon chitc ning can in bo céo (tong hop hoic chi tiét)

- Bué6c 3: Nhan ntit Chdp nhan dé in két qua xtr Iy van ban dén (vin ban di)
1.3. Bdo cdo hé so cong viéc (Ho so cong viée, Vin ban dw thdo, Phiéu yéu cau)

Bao gdbm cac chirc nang két xuat va in an cac bao cdo xu ly theo cac tinh trang
van ban khac nhau. Bé xem chi ti€t bao cdo HO so cong viéc thuc hién thao tac sau:

- Buéc 1: Chon muc Béo cdo ho so cong viéc

- Budc 2: Nhan chon chiic nang can in bao céo (tong hop ho so cong viée, van
ban du thao hoac phiéu yéu cau)

- Bu6c 3: Nhan ntit Chap nhan dé in két qua xir 1y ho so cong viée
V. TRA CUU VAN BAN

Chtrc nang nay cho phép Lanh dao tim kiém, xem chi tiét cac vin ban da dugc
quan 1y trén phan mém bao gdém cé vin ban den va vin ban di. Co thé tra ciru vian ban
theo ting tiéu thirc cu thé (ngay dén, trich yéu, ngudi ky...) hodc tra ctru nhanh bang
chtrc ndng loc van ban.

1. Tra ciru van ban theo tiéu thire
- Budc 1: Chon muc Tra ctu Vin ban dén (Vin ban di hoic X ly cong viéc)
- Budc 2: Nhin chon Tra ciru vin ban theo tiéu thire

- Budc 3: Nhap tir khoa can tra ciru & 6 Tir khda hoic co thé tra ciru theo cac tiéu
thirc khac nhu: ngay dén, trich yeu, ngwoi ky...

- Bu6c 4: Nhan nat Chd'p nhdn dé thyc hién viéc tra cru.
2. Tra ciu mé rgng

2.1. Tra cueu Van ban du thao (VBDT)

- Budc 1: Chon muc Xir ly cong viéc/Tra ctru VBDT

- Bu6c 2: Nhan chon Tra citu mé rong

- Bué6c 3: Nhap tir khéa can tra ciru & 6 Tir khéa hoic co thé tra ctru theo céc tiéu
thtrc khac nhu: Tinh trang, trich yéeu, ngwoi ky...

- Bu6c 4: Nhan nat Chd'p nhdn dé thyc hién viéc tra curu.
2.2. Tra civu Phiéu yéu cau (PYC)

- Budce 1: Chon muc Xir ly cong viéc/ Tra ctiru PYC

- Budc 2: Nhan chon Tra cieu mé rong

- Budce 3: Nhap tr khoa can tra ctru & 6 Tir khéa hodc c6 thé tra ctru theo cac tiéu
thirc khac nhu: Thoi han xi ly, ngi dung cong viéc, xir ly chinh, phoi hop xw ly, ...

- Budc 4: Nhan nut Tim kiem dé thuc hién viéc tra ctru.
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3. Tra ciru nhanh

Nhép tir khéa vao chirc nang Lgc van bdan, nhan chon cong cu -, dé€ thuc hién
viéc tra curu.

Luu y: Khi tra ctru khong tra ctru ndi dung “tur khoa” trong ndi dung van
ban dinh kem.

VI. MOT SO YEU CAU KHI SU DUNG PHAN MEM
- Str dung tot nhat trén trinh duyét Web: Cc Coc; Chrome
- Phin mém soan thao vin ban : Microsoft Office hodc Open Office ...

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

- Phan mém hd tro gd tiéng Viét: Unikey, Vietkey ...
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