SO TAY
QUAN LY VAN BAN
VA DPIEU HANH

Quy trinh X ly van ban cua Van thw
(Van thue Pon vi cap 1)

S6 tay nay dwoc xdy dung nham hwéng dan cho Van thu don vi cap
](Xa phuong, trung tam, chi cuc...) si: dung phan mém Qudn Iy van ban
va Piéu hanh - TDOffice, dwa trén nhu cau thuc té, cac doi hoi cap thiét
trong viéc xi Iy vén ban cia Vin thw don vi cap 1.

Mot s6 van dé trong sé tay mang tinh chdt quy dinh dé thue hién, mot
s6 van dé mang tinh chat hudng dan tro givip. Bén canh d6, mét sé vin dé
chi duoc gioi thiéu so luoc, dé biét thém chi tiét Van thw phai tham khao
trong Gido trinh hwéng dan sir dung phan mém Qudn Iy vin ban va Piéu
hanh.

THANG 10 NAM 2018



S6 tay Quan 1y van ban va Piéu hanh - Danh cho Van thw don vi cdp 1

Phian mém quan 1y vin ban dugc xay dung nhim hd trg hoat dong tac nghiép
ctia Vian thu thudc cac SO, Ban, Nganh, Pia phuong trong tinh; giai quyét kip thoi viée
ban hanh cac vin ban di va tiép nhan xur 1y cac vin ban dén tir bén ngoai hoic trong
ndi bd don vi qua mang Internet, thong qua viéc tin hoc hoa tirng budc quy trinh quan
1y, tiép nhén, xtr 1y van ban di, dén; xr Iy van ban du thao, phiéu yéu cau va gii nhin

van ban dién tir.

. 1.Van ban dén*
ﬁ E i Xf 1.1, Vén binehd s 1 (4)

‘Jé@mn én  xiyjeingviie  Vanbandi TT tong hep 12 Vi b g b 1)
: i N 1.3, Vin bin rhn &8 idt ()
E! 15 v 5 ke i
_ Al 7. rr G 1.4, Vén bin ndi b3 can vem (22)
Danh mue Lich céng tac Nhac viéc Guitin nhan

15, Vén bin 38 qusn trong ¥ (]

[' @ 2.Ho s céng vige'

Phan mém YKCE Tro gitip 3, Van ban dit

I. DANH MUC HO SO

Danh muc ho so cho phép van thu thiét 1ap danh sach cac loai s6 kém theo ky
hiéu va thdi han bao quan ctia mdi hd so, ... dé nhap cac thong tin khi vao sd van ban.

1. Quén tri danh myc Nhipmoéi  Xéa | Kiém trasdtang tydong || Khditao kiém tra sico ting s : L.g {0
w.sévénbén

1.2, Loi vn bén L Sof igd < OV i Tinh trang  Banh
3 Ten tat Tén so Loai 30 CQ hoac BV sw dung tang sé i
1.3 Ky higu vén ben KL Két luén s8vinbéndi én Phong 56 Binh thudng 1
14 Linh i vén bén ® Quybt dinh sbuinbind Van Phang 55 Birhthubng 4
15. B mat oDt 5 Céng vin sbuinbind Van Phéng 55 Birhthuéng 16
14 80ken VBOMTEST  Testd 5bvénbind Vn Phong 5 Birhthudng 34
17.C4pto quan . s e : 2
peog 3Y VE Saoy ShvEn bandi \/an Phong S¢ Binh thuong 1
1.8. Co quan ngoai it P . . P . .
- VBDING Van ban di ngi bg S0 van bandi \/an Phong 56 Binh thuong 1
1.9. Don vindi b cap | L. . . . . R
- CVREN 50 CONG VAN DEN 50 van ban den \/an Phong S¢ Binh thwong 555
1.10. Bon vindi b cép I . : X i
VBD-TEST  Testden 50 van han dén \/an Phang 34 Binhthugng 24
1.11. Cor quan ban hanh VB
Nhipméi | Xda  Kiémtrasdtingtwddng = Khaitao kiém tra sicd ting sb 1)

1.12. Danh séch nhdm

1. SO van ban

La cac loai $6 van thu stir dung dé vao vin ban trong don vi nhu: S6 Cong van, S6
Quyét dinh, S6 Téng hop, ..
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S6 tay Quan 1y van ban va Piéu hanh - Danh cho Van thw don vi cdp 1

D mucsovanpan ]
Nlu_i%éi Xéa  Kiém tra so tang tw dong | Khdi tao kiém tra sw co ting sd |:| k.‘

I

Tén tat Tén sb Loai s
KL K&t ludin 56 vén ban di
[ela] Quyét dinh 56 van ban di
cvDi 56 Cong van di S8 van ban di
VBBI-TEST  Testdi 5& vén ban di
3% VB Saoy S& van ban di
VBBING Van ban di ndi bd 5& van ban di
CVDEN 50 CONG VAN BEN 5é vén bén dén
VBO-TEST  Testdén 56 vén bén dén

Mhipméi  Xda Kiém tra s tang twdong  Khdi tao kiém tra sw co ting sé

1.1. Tao moi s6 van ban

- Budc 1: Vao Menu Danh muc

CQ hodc BV st dung
Van Phéng S&
Van Phéng S&
Van Phéng S&
an Phéng S
an Phéng Sd&
“an Phang So
“an Phang So
an Phéng S

- Budc 2: Chon muc Sé viin ban, nhan nat Nhap méi

1

Tinh trang
tang so

Binh thwéng
Binh thwéng
Binh thwéng
Binh thwéng
Binh thwéng
Binh thuong
Binh thuong
Binh thwéng

1

4

Banh
Fy
s0 tip

1

4
168
34

1

1
555
24

4

- Budc 3: Nhap cac thong tin yéu cau (Tén tit, Tén ddy di, Loai 6, Pon vi,
Ddnh sé tir, ...)

Luu

Tén tét” | |
Tén day da:*

Ky hiéu (ding cho vin ban di): | |

Dign nam hién tai trwéc kY higu

Loai s&* |S<5 wan ban dén

d

Ky tw phan cach s6 va ky hidu: |

Bon vi* I\Jén Phang S&

Banh s6 tiF* |1

Ghi chi:

Banh s6 50 van ban m&i nhap:

- Buéc 4: Nhan ntt Lwu dé luu lai s6 vira tao

- Bu6c 5: Nhan nat Tiép méi dé tao so tiép theo (néu can)

1.2. Xéa s6 van ban
- Budc 1; Chon muc Sé vian ban

- Budc 2; Tich chon s6 van ban can xda

Mac dinh
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S6 tay Quan 1y van ban va Piéu hanh - Danh cho Van thw don vi cdp 1

Mhap mdi fa  Kiém tra 5o ting tw déng  Khdi tao kiém tra swr cd ting sd |:| Q 4 [
Tén tat Tén sd Leai sb CQ hodc BV siv dung T"Er;;:rggg Eg';'::

# KL Két ludn 58 wan ban di “én Phing Sé& Binh thuéng 1

¥ OE Quyét dinh S8 van ban di \in Phang S& Binh thudng 4
CVD1 5& Céng van di Sd vén ban di V&n Phéng S& Binh thudng 168
WBBI-TEST Test di Sé vén ban di “an Phong S& Binh thudng 34
5 VB Saoy S5& vén ban 4 “in Phéng S& Binh thudng 1
WBBINB Van ban di ndi ba 58 vén ban di “an Phong S& Binh thuéng 1
CVBEN 5G CONG VAN DEN Sd wan ban dén Vin Phang S& Binh thuing 555
VBOD-TEST  Testdén S& van ban dén in Phang S& Binh thuing 24

Mhipméi  Xda  Kiém tra 26 ting tw dong  Khoi tao kiém tra sw cé ting sd 4 [ »

- Budc 3: Nhin nut Xéa
1.2. Sira s6 vin ban
- Buéc 1: Chon muc S6 viin ban

- Budc 2: Nhan vao sb vin ban can sia dé xem chi tiét

Tiépmdi S Xda

Tén tat* CVBEN
Tén day du:* 5O CONG VAN DEN
Ky higu (dung cho wan ban di):
Loai s&6:* S8 vin ban dén
Kif tur phdn cach s va ky hidu:
Bon vi* Wan Phing S&
Danh sb tr* 555
Ghi cha:
605, 506, 507, 503, 500, 510, 511, 512, 513, 514, 515, 516, 517, 518, 519, 520, 521, 522, 523, 524, 525, 526,

Banh sb 50 vAn ban méi nhip: 527, 528, 520, 530, 531, 532, 533, 534, 535, 536, 537, 538, 530, 540, 541, 542, 543 544 545 545 547, 543,
549, 550, 551, 552, 553, 554

- Bude 3: Nhan nat Swra

Tén tét* [CVBEEN |

Tén day di: [8O CONG VAN BEN |

Ky hidu (ding cho vén ban di): | | Bidn nam hién tai trirére kY hidu
Loai sé:* | S4 van ban dén R |

Ky twr phan cach s6 va ky hiéu: | |
Bon vi:* [Vin Phong S&
Banh sb tir* 555

Ghi chu:
]
505;506;507,508;509,510:511,512,513;514,515,516;517,518,519;520,521,522;523, 5 =
Danh sé 50 van ban méi nhap: |24:525.526,527,528,520,530,531,532,533;534,535,536,537 538,530,540.:541,542,54 7
3:544:545:546:547:543;:5459:550;551;552:553;554 ~#  Méac dinh

- Bué6c 4: Thay doi cac thong tin can chinh sta

- Buéc 5: Nhan nat Luu
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S6 tay Quan 1y van ban va Piéu hanh - Danh cho Van thw don vi cdp 1

* Lwu y: Vin thu c6 thé st dung chirc ning nay dé danh sé lai cho S6 vin ban dén
(di) theo yéu cau.

2. Loai van ban

La céc loai hinh van ban phap quy va van ban hanh chinh Nha nuéc

Danh muc loai vin ban

e e e ——
| Nhép méi || | Q []le]=]=]

[l Téntit Tén day di Han tra I Pon vi tao Ghi chi
| be Bao cdo Co quan
|| ben Bao cdo nhanh Co quan
|| bb Bién ban Co quan
[ ctr Chuong trinh Co quan
oer Chi thi Co quan
] ch Cong ham Co quan
lcv Céngvan Co quan
[ cd Cdng dién Co quan
[ GT Giy gidi thiéu Co guan
] Gm Gidy moi Co quan
] HM Huéng dan Co quan
[ KN Kién nghi Co quan
] KH Keé hoach Co quan
| lat Lust Ct guan
|| mat Mat Co guan
[ ng Mghi quyét Co quan
[ nd Nghi dinh Co quan
[ pl Phap 1&nh Co quan
ClrB Phiéu bao Co quan
[ pB Phiéu bao Cr quan

==
2.1. Tao loai van ban
Chtrc nang nay cho phép vin thu nhap danh sach céc loai vin ban dé thuan loi
trong viéc nhap dir liéu khi vao so van ban.
- Bu6c 1: Chon muc Loai viin ban, nhan nat Nhap méi
- Bu6c 2: Nhip cac thong tin yéu cau (Tén tdt, Tén ddy di, Han trd 1oi, ...)

Danh muc loai van ban

Tiepmdi  Lwu

s

Tén tat* |

Tén ddy ao:

Han trd 1&i (ngay):
Bon vi* I\J‘én Phong Sd&

Ghi chu:

- Buéc 3: Nhan ntit Lwu dé luu lai loai van ban vira tao
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S6 tay Quan 1y van ban va Piéu hanh - Danh cho Van thw don vi cdp 1

- Bu6c 4: Nhan nat Tiép méi dé tao loai van ban tiép theo (néu can)
2.2. Xoa loai van ban
- Budc 1: Chon muc Loai van ban

- Budc 2: Tich chon Loai van ban can x6a

¢ pl Phap lénh Cr quan
/ PB PHiéu bio (o quan
PB Phiéu béo Co quan

Nhdpmai | Xoa

- Budc 3: Nhan niit Xéa
2.3. Sura logi van ban
- Budc 1: Chon muc Loai van ban

- Budc 2: Nhan vao Loai van ban can sira dé ma xem chi tiét

Danh muc loai van ban

renly

Téntét* bon
Tén déy dk* Bao céio nhanh
Han 1ra lai ngay):
Bon vit
Ghi chi:

- Buéc 3: Nhan nat Swra

Danh muc loai vin ban

Téntht* |bc |

Tén day di* Bdo cdo |

Han tra & (ngay): ‘ ‘

Bonvi*

Ghi ch:

- Budc 4: Nhap cac thong tin can chinh stra
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S6 tay Quan 1y van ban va Piéu hanh - Danh cho Van thw don vi cdp 1

- Buée 5: Nhan nat Luu

Danh muc don vindi bd cap |

[Nnap méi | Taptrung | Béciap | Tuwdéng hiéu chinh tén hé théng | Xéa | Q

S0 VB dén mac SO VB di mic

- £ - a 2 - 5 . - - & - s
Tén tat Tén day du Email Nguwei dai dién Mirc diF liéu dinh dinh
QPTD- . . £ z . . -
HCKHTH Hanh chinh - K& hoach - Tong hop @ T Ngoc Quy (quytn.gptd) Tap trung

. Hoang Mgoc

Hoa (hoahn.qgptd) Tap trung

QPTD-LD Lanh dao

. " Pham Mgoc
QPTD-NV Phong nghiep vu @ Tinh (inhpn_qptd)

Nhap méi || Taptrung || Péciap || Tw ddng hiéu chinh tén hé théng || xéa |
II. VAN BAN DEN

Tép trung

Khi nhan dugc van ban dén, van thu thuc hién thao tac vao s6 van ban dén,
chuyén van ban dén lanh dao hoac cac phong ban lién quan dé xir Iy van ban. Co6 hai
ludng van ban dén do6 la van ban qua dudong mang va van ban qua dudng thong

thuong. Ty vao ludng dén cua van ban ma van thu thyc hién thao tac xt Iy phu hop.
1. Vin ban dén qua mang
1.1. Vo s6 van ban dén qua dwong mang

- Buéc 1: Chon muc Vin ban dén

- Budc 2: Chon Vin ban dén qua mang

1. Van ban d4n qua mang (8) Vaos6VE | XbaBd xem § Trang1 41 W |:|
e e e e : :

2. Van bén dén ngi\_{1) Ngay dén 34 hitu géc Loai vin ban Co quan ban hinh Trich yéu
2 iz s vin bén ) = Viv diy manh vige thire hién ndp sdng van minh trong viéc
. = 02032018 FEVUBND-VE  Céng vin UBND Tinh Quang Binh g3y manh vige thy :
4.'/En bén dén rang ngay i o curds, vige tang

5 \/&n bén o5 gin déu sao Trung tim Céng nghé théng

= 02110i2018 155/BB-STTTT tinva Tmy%n méng-sﬁr Théng ssss
6. Todn bé van bén &&n don vi ﬁr! va Truyen lfmng‘ . .
7. Todn b8 van bén 4n od nhén oLl 02032012 BODD-STNMT  Quyétdinh 3 TENRGUYEN VAMOI g:ﬁg;" e vicoph i"gf;gg-éﬁ%‘ﬁgéeim ddo 54 v cde
11?‘"?:‘“”3”0: :?M - “a cmzams  ZUEND cangvan UBND Tinh Quéng Binh Ynircn e e i il =4 47ICT-TTg ngéy 271212017 el
12 Vin bin dang xr1f S 0232018 28ETEUSMD  Théng béo UBND Tinh Quéng Binh Ef‘e':ar‘; ::fjr g ;;'Lgr“g";{ rtﬂ"%‘{'gh Mguydn Hi Hosi tsi
1.2 Vin bin d4 xF Iy . =N 02032018 264/UBND-VX  Céing vin LUBMD Tinh Quéng Binh t"g‘féﬁg’“g”h i thise hign nép sding van minh trong e cudi.
1:' VB: :: ;: :::;:x” J = D | |EmE | |memes VAN PHONG B CHOS TINH Vs g sk chrdars v o b e g o P i i, 20
10.inbin g3 ey <3 rang gty E WD o B0 ko Lﬂé’ﬂ?ﬂ IGHEND VA UBND  BA0 CAO TiH HiNH NG DUNG CNTT € THANG AU NAM
2 EETE C6 tdng 86 § van ban Trang1 4 1 W |:|

3. VAN BAN BE PHOI HOP
4. B#o cdo va in sé
5 Tra i vin ban
6. Tra clru dif i€ cde ndm

LAY
Tra clru van ban dan

0 Thdng réc don vi

- Bué6c 3: Nhan chon Sé higu vin bdn dén dé xem chi tiét vin ban

- Budc 4: Thay doi cac thong tin yéu cau (S6 vin bédn, Sé ky hiéu, Co quan ban

hanh, Trich yéu néi dung, cdc thong tin phin phoi vin ban...)
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S6 tay Quan 1y van ban va Piéu hanh - Danh cho Van thw don vi cdp 1

5n ban den =]
Quay lsi | Ghilai(FB) = Thém mdi (F7) | Nhip gidng VB trede (F3) | Xoa

v&n ban dén qua mang ngay 05/ 002018 07:25 ngwdi olkic Hoang Vigt Hing-Gidm dac: phang cnit
o Théng tin vin ban dén qua mang:

Cac théng tin oo ban

v

5é gén:*
Co quan ban hanh VB: P\JBND Tinh Quang Binh
Ngéy ben hanh: 2032018

S vEn ban:*
54 (ki higu: PEHUBND-VX |
Ngay gén: 2032018 i |

Chuyén ca bi

Trich yéu: v @&y manh viés thure hign nép sdna van minh trong vige cwdi, vide tana
A
Loai van ban: [COng van v | Linh vire: | v |
Ngw#i ky: [Trén Tién Ding v Chike vu: PHO GHU TICH |
Tinh chét van ban: I'I'hu‘f)‘ng W | Phwong thirc nhan: I'rhéng thurdrng w |
Ba mat: I‘I’hu‘b‘ng W | Mowdi nhap: Lé Thi Hrong Giang
séty |
Cén trd 1 bng VE & OKhéng ®cé Van bén cén phdi sl 1f: OKhéng ®Cé
Han tra & @ sd ngéy: l:l Tinh trang trd 133 | Chura tra ki v
Ghi chi:
e
& Tép chira ndi dung todn vin cha van ban
H| Chon tép | Khéng co tép nao duoc chon |"-"'
‘_'__' Quét van ban -
+ Két qua xiF Iy
3 Cac théng tin phén phdi, phin céng xte Iy van ban
Bon vi xiF Iy: w |
Han x{F Iy: :ﬁ béng s4: I:I Mguwdi xlF Iy van ban: V|

Mguréi phdi hop xir Iy:

Ngudi xem d& bidt:

@ Lich st xem van ban (ca nhan)
© Lich st xem vin ban (don vi)
& vin ban phit hanh

- Bu6c 5: Nhan ntt Ghi lai (F8) dé hoan thanh quy trinh vao sb vin ban
1.2. Xba vin ban dén qua mang

- Buéc 1: Chon muc Vin ban dén

- Budc 2: Chon Vin ban dén qua dwong mang

Vo s6 VB Xc@m '\.Q Trang1 < 1 W |:|
§ Ngay den s hidu pée Loai van ban Cov gquan ban hanh Trich yéu
= . S L
=y 02032018 JB4/USMD-VX  Céng vin LUBND Tinh Guang Binh f’;:;"i@m”h paccinb s nestaa e hiimngincc aroT:
Trung tim ;:Emg nghé théng
? 02/10/2018 155/BB-STITT tin va Truyen théng-5& Thong ssss
tin va Truyen théng
_— ; 5 SO TAI NGUYEN WA MO Quyét dinh W viéc phin céng, céng tic clia Gism dic 56 v cic
i LS CEE TSI | Eiehy TRUFONG Pha Gidm doc S& Tai Nguyén va Méi tneang
J— 25TIUBND- ~ - N . Wi trién khai thee hidn Chi thi =8 47/CT-TTg ngéy 271122017 cha
= 02032018 it Céng vin UBND Tinh Quéng Binh Thil brng Ghinh phi
- T R P Két ludn cda ddng chi Chd tich UBND tinh Nguyn Hiu Hosi tsi
r.?"i 02032018 258MB-UBND Thing bao UBMD Tinh Quang Binh phin hop thudng ki théng 02 ném 2018
= 02032018 ZE4/USMDVK  Céng vEn LUBND Tinh Quéng Binh :gfl‘:‘;g'“@'”“ Vi thue Rien nep s6ng vSn minh trong vige cudi.
. - O VAN PHONG BQ CHQS TINH  Wiv gidi thigu ehire danh va chix kyj oia déng chi Phé Chinh dy, BS
03 7T A" 2 1) = =
r'%r'li 02/032018 3T TB-VP Thing bao QUANG BINH CHQS tinh Quéng Binh
s o . VAN PHONG HEMD VA UBND  BAD CAD TiNH HINH LFNG DUNG CNTT 8 THANG DAL NAM
" wERE Bea =2 HUYEN TUYEN HOA 2014
C6 thng s6 & van ban Tangt A 1 W |:|
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S6 tay Quan 1y van ban va Piéu hanh - Danh cho Van thw don vi cdp 1

- Bué6c 3: Tich chon vao vin ban dén qua duong mang can x6a
- Budc 4: Nhan nat Xéa VB\
2. Vin ban dén ndi bd

2.1. Vao so van ban dén noi bo

Danh 2ach vin ban dén ndi bd chir vao =0 :
ViosdVE | Dixem | ChuynVE WM& danh sich VE 3 xem Trangt 4 1 B [ ]

Bon vi gl Mgay BH 50, ky hiéu Trich yéu Mg ky

Trung tam Céng
nghé théng tinvé 020102012 155BE-3 5555

Truyén thang
v Iﬂj \fan Phong Sor 2512013 188/C\WS Ls&p danh mue TTHC dua wio thwe hién tsi Trung tém hanh chinh cong tinh Quing Einh Nguye!n Phi Khanh
Co téng sd 2 viin ban Trang1 4 1 P |:|

- Buéc 1: Chon muc Vin ban dén
- Bu6c 2: Chon Vin ban dén ndi b
- Budc 3: Chon van ban mudn vao sd, nhan nat Vao sé VB

- Budc 4: Nhap cac thong tin yéu cau (Sé véin bdn, sé ky hiéu, co quan ban
hanh, trich yéu néi dung, Tép chira néi dung toan vin cia van ban, Cdc théng tin
co bin, Cdc théng tin phéin phéi, phan céng xir Iy vin ban,...)

'__l.—. Quay I3l | ChuyénxFly | @hilgl(F8) | Tném med (F7) | Mndp giing VE trede (FS) || XFIyvinbin v | Xoa

‘Cac thing tin cor bén

S5 win ban [ v| Sq dn7 | |
4/ ky higu [1BR/CMETTTT | Corquan ban hinh VB: V3n Phéng 5& v/
Ngdy d4n: 102018 | Mgdy ban hanh: 281102018 :
Chuyén e3 bi
Trich péu: L3p danh muc TTHC dwra vao thwre hién tai Trung t3m hanh chinh eéng tinh Quing Binh
e
Loai vin ban: [Cng vn | Lind wure: | ~|
Ngusi ki [NguySn Phi Khanh | Chio vy [Fhé giam ade |
Tinh chét vin ban: [Thudng | Phisong thie nhan: [Bign 1 ~|
88 mar [Thudng | Ngu&i nhip: L& Thi Hirong Giang
sé: | |
CAn tr 16 bing VB di: ©Khéng ®Co n ban can phdi xl | ©Khong ® Cé
Han tr ki | =4 ngdy: ] Tirih trang trd 1i: | Chura 13 I ¥ |
Ghi chi:
e
& Tép chiFa ndi dung toan vin cda van ban
H_l Chen tEp | Khing o t8p ndo dwow chon |'.-l'
P quetvanbin
3 75V 18p Danh mus TTHG qus Trung tam Hoc.oe B
Danh muc TTHE Trung tam hanh chinh cong.dee &=
= N&i dung cdng viéc
Mg gz Wan Phéng S& Mgay piv; 05:04 25/ 1002018 ¥ kign: Wan the chuyEn vin bin.
+ Két qua xir Iy
Mgurirl xiF Iy Tinh trang xiF Iy Két qud wiF Iy
L& Thi Hrong Giang Chua xiF Iy
% Cac thang tin phin phéi, phin céng xi¥ Iy vin bin
Thu hidl wan bén
Bom vi i by | V|

Hian sl by ﬂ being sé: I:l Mg ik y win bdn: i |

Mgurdi phii hop =i by

P

Mgwdi xem dé it

e

D Lich stF xem van ban (c3 nhan)
@ Lich siF xem vin bin (don vi) 1] Bao can
3 Van ban phat hanh
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S6 tay Quan 1y van ban va Piéu hanh - Danh cho Van thw don vi cdp 1

- Budc 5: Nhin nit Ghi lai @& hoan thanh viéc vao s6 van ban dén
2.2. Pd xem hodc Chuyén VB
- Budc 1: Chon muc Vin ban dén

- Budc 2: Chon Vin ban dén ndi b

Danh =dch vin ban dén ndi bd chir vao s

VioséVE | Dixem | ChuydnVE | M3 danh sich VE 2 xem Trang1 4 1 B | |
Born vi guei Ngay BH 50, ky hiéu Trich yéu Nguwdi ky
Trung tam Céng
nghé théng tinvé  02M10V2012 155BE-3 5555
Truyen théng
v S:]] \an Phong S& 2512018 182/C\AS Lsp danh mue TTHC dura wio thwe hién tai Trung tam hanh chinh cong tinh Quing Einh MguyEn Fhi Khanh
Cé tdng 86 2 vin ban Trang1 4 1 P |:|

- Bué6c 3: Tich chon van ban, nhan niit Pa xem (Panh déu di xem van ban chon
bén dudi va loai khoi danh sach) hoac nhan nat Chuyéen VB (Chuyén van ban nay cho
nguoi khac cua don vi va loai khoi danh sach).

* Luu y: Néu nhan nat Chuyén VB
- Budc 4: Nhap Y kién va chon Nguoi nhan

E‘ ¥ kign:

<

Mpurdi nhan:

GHvAnbdn | Hly bd

- Budc 5: Nhan nut Guri van ban

3. Vin ban dén thong thwong

3.1. Vao s6 vin ban dén théng thuong
- Bué6c 1: Chon muc Vin ban dén

- Bu6c 2: Chon Vao s6 viin ban, nhan nat Thém méi (F7)

V‘nu S0 Van h'a'n

Themmm[@ Sao chépVB | Xéa VB Tangt 4 12345678910 W |
aén Noay dén 50 hiéu goc E ?1:;?1?1 £t Trich yéu N&i dung x(F Iy Nguwdil don vi XL
\f{u tang cucmg kigm tra HIF Iy i pham dai
UY BAM NHAN
. 251/UBND- v hoatdong wan chuyen hang héa bang Xe : Fay L
i 535 0202018 \pep gﬁ:mTINH QUANG & t8 va bic xEp hang hoa 18n xe & t5 trén dia Hoang igt Hing;
bén t|nh
Ouyet d’mh v vige phan cong, mng tac cla _
iE 534 02032015 eomp-STNMT SO TAINGUYEN o V8 ot Pho Gidm dée S0 Tai - LBCAQ: as Nguy&n Vinh Hué:

WA MOI TRUONG

VAN PHONG v ,
S4D/VPUBND- BAN MHAN DAN Vv bdo céo tinh hinh kinh & x& hdi Quy I,

Mguyén wa Mai trwéng

1T 533 02032018 KTTH TINH QUANG nhigm wu trong tam quy || ném 2018 - LBCQ: vevey Tir Cong Mghia Hanh;
BIMH
. 25TIUBND- UBND Tinh Qudng \iv trién khai thure hign Chi thi s8 47/CT- TTg . o .
i 532 A0S e Binh ngay 27/1212017 cia Thi tutmg Chinh phi  ~ -DCGE Iy OIS €T
. UBND Tinh Quan Ket Iuan cus dong chi Chu tich UBND tinh BCQ Chuy&n
17 53 02/D3/2018 256/TB-UBND Binh g Nguyen Hiku Hodai tai phién hop thurdmg ky phong cnit tham muru, Lé Thi Heong Giang;
thang 02 ndm 2018 trung tam phm hop
i%i 530 02032018 264/UBND-V UBND Tinh Quéng /v 33y manh viéc thure hién nep sc-ng wan

Binh minh trong viéc cuwdi, viee tang -LBCQ: phong cnit L& Thi Huong Gian'g:



S6 tay Quan 1y van ban va Piéu hanh - Danh cho Van thw don vi cdp 1

Ghi l3i (F8) |~ Thém

Cac théng tin co ban

Tinh chat van ban

B9 mat

Ghi chi

Blon vi xiF Iy:

Han xiF Iy:
Mg phéi hop xir Iy

Nguréi xem 38 bidt:

S vin ban phit hanh

546 vén ban:*

h& 58 1 ky higu:*

Ngay 3én:
Trich yéu:

Loagi wan ban:

Nguoi ky:

Sh i
Cén trd 1&i bing VE di:

Han trd 1&i:

mé&i (F7)  Nhp gitng VB truedes (F9)

£ I
So den:*

Ceo quan ban hanh WE:

& Tép chiva ndi dung toan van cua van ban

S Cac théng tin phén phdi, phin cong = by van ban

bsnzo1s Mgéy ban hanh: i
Chuyén ¢ bi
P
e | Linh vie: | e |
| e | Chire wu: | |
: I'rhu'fh'ng e | Phweng thire nhan: I'I'hﬁ-l'lg thuémna e |
: I'I'hu‘c‘:‘ng Vl Mgwdi nhap: L& Thi Hrong Giang
| |
Khéng ®Co Wan ban cdn phai xiF Iy: Khéng ®Co
| ﬂ sé ngay: I:I Tinh trang trd 1&i: | Chuwa tra 161 v
e
H| Chon t&p | Khéng cé t&p nde duct chon |'FJ'
E Quét van ban
| vl
| ﬂ bang =4 I:I Nguwoi xiF Iy wan ban: Vl

- Budc 3: Nhap cac thong tin yéu cau (Sé véin bdn, sé ky hiéu, co quan ban

hanh, trich yéu ngi dung, Tép chira ndi dung toan vain cua van ban, Cac thong tin

co bin, Cic théng tin phéin phéi, phdn céng xir Iy vin ban,...)

- Budc 4: Dinh kém tap tin vin ban lién quan hodc quét van ban truc tiép tir hé

théng (nhén nat Quét van ban P Guetvidn bin )

- Budc 5: Nhan ntt Ghi lai dé hoan thanh viéc vao s6 vin ban dén
3.2. X6a vin ban dén

- Budc 1: Chon muc Van ban dén

- Buéc 2: Chon Vao s6 vin ban

- Buoc 3: Tich chon vao van ban dén can xda

Trang 11
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S6 tay Quan 1y van ban va Piéu hanh - Danh cho Van thw don vi cdp 1

Vao s van ban

Thém m&i (F7) | Sac chép VB | Xéa VB Trangt 4 12345678910 W [ ]
£
ng:‘ Mgay dén SO hiéu goc Co {:1';?1':1 ban Trich yéu Noi dung xiF Iy % Nguwdi/ don vi XL
2 B Wiv kiem t I ]
Sl s muspmg ZSIAEND. AR G ¥ e nci:?; - cmhu;nxgayng“h%haatgnan; xe e
xDCcB BiMH &6 va bdc *Ep h&ng hoa |&n xe & 3 trén dia 9 Vig ng:
ban tlnh
Quyet d'nh Ve vigc phan cong, cong tac coa
+ fh 534 02/D3/2018 69/QE-STNMT 3?;3 EJFEH\KOEING Gidm ddc S¢ va cac Phd Gigm doc S Tai - BCQ: as Nguy%n inh Hué:

Mguyén va Mbi trnromg
VAN PHONG UY

WUBND BAN NHAN DAN Vv béo céo tinh hinh kinh t& x& hi Quy |, i - = :

v i 533 0203/2018 TINH QUANG ahi2m vu trong t&m quy Il nam 2018 - LBCQ: vevey Tir Géng Mghia Hanh:
BiNH

. L_TJ'LIE!ND- UBND Tinh Quéng \iv trign khai thure hign Chi thi sd 47/CT- 'I'I'g . e S

inh 532 AGEME g Binh ngay 27/1212017 cia Thd tuéng Chinh phd” = LBCQ: huy e Thilkiueng Giang,

Ket Iuan clia dong chi Chi tich UBND tinh - LBCQ: Chuyt—.n

i%i. 531 02/D3/2018 256/TB-UBMD EE;[:D Tinh Quzing Nguyen Hiku Hoai tai phign hop thurrmg ky  phong cnit tham muru, Lé Thi Hrong Giang;
thang'D‘ n&m 2018 A trung tAm phm hop
[ UBND Tinh Quédng ‘v ddy manh viéc thurc hién nep song vén . o S
1T 530 02/D3/2018 264/UBMND-\VX Blnh mink frong vigs cudi viee tang -LBCQ: phong cntt L& Thi Hreng Giang;
\’ANPHONGED - - P |
. \ Wiv gizi thi€u chirc danh va chi¥ ky cia dong - Fan
i 528 D2032M8 TITMBAR - CHAS T 'g‘l';'dH thi Bhé Chinh Gy, B& CHQS tinh Quang Binh Hoang gt Hiing;

- Budc 4: Nhan nut X6a VB
4. Van ban cho xir ly

Pbi véi van thu don vi cdp 1, van ban chd xir Iy 13 vin ban dwoc Lanh dao co
quan hoic vin thu co quan (CAp trén) giao cho don vi cap 1 xur 1y chinh.

* Chuyén xir Iy
- Buéde 1: Vao muc Vin ban dén

- Budc 2: Vao menu Vin ban xir ly ca nhan/Vian ban cho xir ly

CHUFC NANG
1. W&n ban d&n qua mang (8}
. Wan bén dén néi bS (2)

[ 8]

3. Wao s0 wan ban

4. Wan ban d&n trong ngay
£ Wan ban cd gin diu sao
&. Toén bé van ban &&n don v
7. Toén bé vin ban &2n cd nhén
1. WAN BAN XIF LY CA NHAN (4}
1.1. Van bangchd xiF Iy (4)
1.2. Van b ng xUF Iy
1.2. Wan ban d3 xir Iy
1.4. Wan ban d5 Oy quyen x b
1.5. Wan ban 95 chuyén xir by
1.6. Wan ban d5 chuyén xir by trong ngay

- Buéc 3: Tich chon vin ban can Chuyén XL

m’?ﬁ‘ Tao diF thac™ Trang 1 4 1w |:|
4 dén  Ngay dén S ky higu Cor quan ban hanh Trich yéu Tizd E?“ P Nowd chuyén VB
a x - a
— fé 555 2412018 AARERE SCF NOI WU :'g:'““ e o SR s
£ 191 301022018 A3CV-STTTT  Win Phang S&
g ]
Y - . . Wiv tridn khai thue hidn Chi thi s& AFICT-TTg
= 532 ORIOZIZO1E 257/UBND-XDCE UBND Tinh Quang Hinh oy ZT2E01T e This ot Shint phi
) ) K&t lufn cda ddng chi Chi tich UBND tinh
52 52 0Z0ZO18 256/TB-UBND  UBND Tinh Quing Binh NguyZn Hiu Hoai tai phién hop thisémg ki
iy = thang 02 nam 2018
- - " Wiv day manh vigc thire hién nép sdng van
= s 02/02/2018 ZEAUBNDVX  UBND Tinh Quing Binh Tt O ViGn ST vHos g
Cd thng sé 5 van ban Trang 1 4 1 W l:l
Chuyén XL Tao duwr thic &

- Budc 4: Nhan nut Chuyén XL, nhap Thong tin chuyén xir Iy vin ban

Trang 12



S6 tay Quan 1y van ban va Piéu hanh - Danh cho Van thw don vi cdp 1

Thong tin chuyén xir Iy van ban
- - '
W KIEn =0 by
i

Mgrci nhan =0 hy:

e

Han xiF Iy: | nh&p sd ngay: I:l hodc chon ngdy: E

Danh sach nguwri phoi hop =< Iy

'
Mguwrdi phdi hop XL
s
Danh sach nguwéi nhdn tham khao
T
Mo nhan:
L

Trang théi x Iy van ban K&t thic xde I van ban
Guri van ban | Hoy bd
- Budc 5: Nhan nut Giri van ban.

* Ngoai chirc nang Chuyén XL, van thu don vi cling c6 thé thuc hién mot sb chie ning
khac dé xir 1y van ban cho xur 1y giong Chuyén vién nhu Tao du thao, Cép nhét thong tin xur 1y
VB, Khong can xtr ly.

Van ban dén =Q
(% Quaylsi || Chuyénxily | Hiéuchinh{F8) | Thémmdi(F7) Nhap gidng VB trude (FS) x{fj-ﬁnm ¥ | G vanban¥
&n ban dn qua mang ngay 05102018 16:38 gb dthdo | Khéng cinxirly | Cép nhit thdng tin xir 1y VB

5. Van ban PHXL

Déi v6i van thu don vi cdp 1, van ban dé phdi hop 1a van ban dugc Lanh dao co
quan hodc vin thu co quan (Cap trén) giao cho don vi cdp 1 phéi hop xir 1y.

* Chuyén PHXL
- Budc 1: Vao muc Van ban dén

- Budc 2: Vao menu Vin ban dé phdi hop/Chuwa phéi hop

3. VAN BAN BE PHOI HOP
3.1. Todn bé

132 Ch\quhéi hop
3.2 03 pled hop

- Budc 3: Tich chon vin ban can Chuyén PHXL

Vin ban chura phii hop xik Iy

huyén PHXL = C3pnhitthéng tin PHXL D3 xem Trang1 4 1 W D
84 dén 84 ky higu Ngéy dén Cev quan ban hanh Trich yéu Trang thai
531  |25ATS.UBND | OZD32ME | UBND Tinh Quing Binh ét lugn cla déng chi Chl tich UBND tinh Nguyéin Hiku Hodi tsi phign noe o, o oen o
E = threng ky thamg 02 nam 20158 =
v F 530 2E4UBMDVE 02032ME USMND Tinh Qudng Binh Wiy @y manh vide thipe hidn nép sdng vin minh frang viée cusi. vido tang  Chies gop ¥

(~]

i - 1BEE/VPCP- R A A T S U U
B - 474 - 260225 VAN FHOMG CHINH FHU \iw li€n kigt, chia =& diF liéu gilra cac hé thong thang t ot clra @éntr  Chrsgopy
g K3
Lr_! - |42 16BBBEQH 2B022ME Dloan Dai bigu Qudc héi finh Wity 3& nghi tham gia § kidn & véi du &n Lust An ninh mang Chura gop ¥

=

A 2o e ST RUNG TAM HA CHINH oM | WY pho r':rp‘ 13 sost i:]l..')-.t'l'h gisi guyet thd tuc hanh chinh tren Ha thong Chira ade ¢
g 14T TH 022018 TRUNG TAM HANH CHINH CONG | i o e s o v

- Bu6c 4: Nhan nat Chuyén PHXL, chon Ngudi phdi hop XL

Trang 13



S6 tay Quan 1y van ban va Piéu hanh - Danh cho Van thw don vi cdp 1

Elg Wi phidi horp 34L:

GiA van ban | Hoy bo
- Buéc 5: Nhan nut Giri van ban.

* Luu y: Van thu co thé thuc hién mét trong cac thao tac sau dé chuyén van ban
PHXL tir trang thai chua gop ¥ (chua phdi hop) sang trang thai D3 gop y (P phdi
hop):

Budc 3: Tich chon vian ban can Cap nhat thong tin PHXL (DA xem)

Vin ban chura phii hop xik Iy

huyén PHXL = Cap nhitthéng tin PHXL = B3 xem Trang1 4 1 W D
84 dén 84 ky higu Ngéy dén Cev quan ban hanh Trich yéu Trang thai
. - <t ludn ol deng e’ Chd fich UBND tinh Mguysn Hifu Hodi tai ohis ..
m 25ATS.UBND  DZM3EME | UBND Tinh Quing Binh Ket lugn cila dong chi Ch tich UBND tinh Nguyen Hiru Hosi tai phign hop |0 o qap
e threng ky thamg 02 nam 20158
Y 3 530 2E4UBMDVE 02032ME USMND Tinh Qudng Binh vy a3y manh vide thure hign nép sdng win minh trong vide cudi, vids tang  Cha gdp ¥
(~]
sy 1EEEECE- SBDZAHE VAN PHONG CHINH PHU Vit 2 kil chia 2 i li5u il ede hé thing thiing i mét ol Sén i | Chis ade d
E = P 2602218 VAN PHOMG CHIN U Wiv lign Kigt, chia =2 di¥ liéu gilks cde hé théng thing tin mdt clrs Séntlr  Chus gdp ¥
3 - 472 16E0BaH 260228 Blodn S bidu Qudc héi inh Vi 32 nghi tham gia § kién 96 v&i du &n Lust An ninh mang Chirs gop ¥
=
] co A2 E BUNG TAM SANH Uiy ooMe W shéi hop ra soat quy trinh gis quyét ihdl tue hanh chinh rén H& thdng | . . ;
Ee e 14TTHCC M2A1E TRUNG TAM HANH GHINH GONG TRPAS ToR = oo o Chus gap |

- Budc 4: Nhan nut Cap nhat thong tin PHXL (Pi xem).
Néu chon Cap nhat théng tin PHXL.

- Bu6c 5: Nhap y kién phdi hop xtr 1y, gan tép dinh kém (néu c6), sau d6 nhan nut Chap

nhan

¥ IL\@n phdi hop xiF H:

&) Gan tép van ban

| Chon tgp | Khing co tép ndo dugc [:hu_jun|‘-"'

III. VAN BAN DI

La nhimg vin ban dugc van thu vao s6 van ban di va ban hanh dén cac don vi
sau khi co but phé ky duyét cua Lanh dao.

1. Vao s6 van ban di
Trudc khi ban hanh van ban, van thu thuc hién thao tac vao s6 van ban di.

1.1. Van ban cho ban hanh (nhitng vin ban chuyén dén van thw qua dwong mang
tir Chuyén vién (Cdp nhdt van ban dy thao da duyét) hodc tir Lanh dao (Ky duyét))

La nhitng van ban da duoc Lanh dao ky duyét. Van thu tién hanh vao so van ban
di va ban hanh van ban. Quy trinh thuc hién nhu sau:

Trang 14
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S6 tay Quan 1y van ban va Piéu hanh - Danh cho Van thw don vi cdp 1

- Budc 1: Chon muc Van ban cho ban hanh

- Budc 2: Nhan chon van ban can ban hanh d€ md xem chi tiét

- Bu6c 3: Nhan ntt Hiéu chinh (F8)

Hiéu chinh (FE)

s

Guay lai
"/&n bdn di

Nhap gidng VB trude (F9)

Xoa

Thém méi (F7) | Gl van ban ¥

| DUNG VAN BAN Bl | NHAT KY GLA NH

Cac théng tin cor ban
58 van ban di:®

Theo déi vian ban nay:
B Noi nhan van ban
Mo nhén cé nhan:

Meoi nhan nai bé:

Moi nhan bén ngoai:

56, ky higu:

=8 Cang van di Mgay ban hanh: 24102015

S5 thir tu theo 58 Ky higu van ban:*
Loai vén ban: Céng vén Linh vuc: Céng nghé thdng tin
Ngay ky: 20/09/2016
Trich v&u: Wiv tip hudn ky ndng khai thac, s dung phan m2m Quan ly hi sa can bd céng chirt, vién dhic va danh gia k£t qué lam vigc
Mguti ky: Mguyen Phi Khanh Chirc wu: Pho giam déc
Nguii scan thac: MguyZn Vinh Hug Ban vi thao: :Lc;: Quén 1, wan hanh Trung tam dir ligu dign
58 ban: 54 trang:
Moi nhén ban luu: MouyEn Vinh Hug £4 khan: Thutng
Phuong thirc gii: Thdng thudng Bo mat: Thudng
MNgudi nhdp: Hoang Hanh Huong La van ban tra Igi: Khdng
La v&n ban QPPL: Khang
Ghi chi:

) Phén céng thire hién van ban chi dao

Khéng

& Tép chira ndi dung todn vin cia van ban

Hoéang Viét Hing

Phéng Cdng nghé Thong tin; F'hong e hoach - Tai chinh;L&nh dao S&; T4 Quén Iy, wén hanh Trung tAm diF liéu dign tF Trung t8m
Cdng nghé thong tin va Truyen thong WEn F'hong S&

Ban Dén tée; Ban gusan I;' Khu Kinh t&; Ban Quéan Iy Wren Quic gia Phong Mha - K& Bang; Cuc Thcng ké tinh Quéng Binh; M3t tran
TOWH T"lnh - Quy phat trien dat: Sé Cong threng; 56 Giao thdng W&n t3i; S& Gido duc - Dao tac:- S& Khoa hoc Cong nghe S Ke
hoach va Bau Tw; S& Lao dong - Thucfng binh X3 hii; S& Mgoai Vu; S& MNing ng(hl&p PTNT; S& M&i vu; S& Tai chinh; '20 Tai
nguyén Mai tnréng; S& Thang tin va Truyen thong =& Tw Phap; S& Wan hoa Thé thao va Du lich; S& Xay Dung; 56 Y TE; Thanh tra
tinh; Trung t&m Tin hoc Cdng bac; UBMD Huyen B3 Trach; UBMD Huyen Le Thay; UBMD Huyen Minh Hoa UBMD Huyén Ouang Minh;
UBMND Huyen Qudng Trach; UBMD Huyén Tuyén Has; UBND Thanh pho Elc:ng Hi; UBMD Thi x5 Ba E)on UBND Tinh Quéng Binh;
W8n phang UBMD tinh; V&R phang Boan BBQH v& HDND tinh: ©4i Phat thanh truyen hinh; Blaan Bai hidu Quée h&i tinh; £3i hoc
CluAng Binh

Budce 4: Nhap cac thong tin yéu clu (Chon Sé vin ban di, ngay ban hanh,

trich yéu...)

Vin ban di caa Van Phang S&

Quay lai || Ghi lai (F8) Thém mdéri (FT) Mhip gidng VE trirdsc (F3) || GiFi van ban v Xoa
® Wan bdn & WaEn ban ndi bd
NOI DUNG VAN BAN B NHAT K¥ GLPIl NHAN
Caec thing tin co ban Sé. ky hidu: 188!
58 van ban dii™ [E& Céng van 4 o Ngay ban hanh: [p410/2018 22|
S5 thir tur theo =& [ Ky higu wEn ban:= ~|
[k Losi wvan ban: [Céng van ~ Linh wire: [Céng nghs théng tin ~ |
Mgay kj: ROOVZ016 ﬂ
[\iv t8p hudn ki nang knsi thac, sir dung phan mam Qusn ly hd 5o can B obng chirs, wien chirc va danh gis kit qua |am vigc
Trich y&u:
=]
Mgudi kyj: PguyEn Phi Khanh ~ | Chirc wyr [Phd gidm dds
Mgu soan thac: Nguyén Winh Hud ~ | Bon vithao: [T8 Qusn Iy, vAn hanh Trung tam o ~ |
=5 ban: | =5 trang:
Mgi mhin ban luu: MguyeEn Winh Hué | £4 khin: [Thudng ~ |
Phurong thirc giri: [Théng thuéng ~ | 58 mat: [Thwdng ~ |
Mgudi nhdp: Hoang Hanh Huong L& wEn ban bra ks @ Khéng O CS
La vin bén QPPL: @ Khéng O C&
Ghi chis
)
) Phan cdng thire hign vin ban chi dao
Theo d&i van ban nay:  ® gKhang  Caé
£ Tép chira ndi dung toan vam cua van ban
[ Chon =5 | Kndng <6 t2F nae dwes cngn Je
P Quét vin ban
D Mo nhan van ban
Hodng Vit Hing ~
Ca nhin-
>
Phéng G&ng ngh& Théng tin;Phang K& hoach - Tl chinh:L&nh dso 5&:T5 Quan ~
Noi nhan ndi bbH: (. v&n hanh Trung tdm di¥ lieu dién i Trung tdm Cong nghe thong tin va Truyen
théng:Wan Phing S& >
Ban Dan tdo: Ban quan Iy Khu Kinh t2: Ban Quén Iy Vrdn Qudo gis Phong Mha - K -
Moi nhin bén npoai: [Sang: Cuc Thang ké tinh Quing Sinh; Mt trén TQWN Tinh: Quy phat tridn ait S& hd
dng thuong: S& Giso thing Van tSi. S& Giso dyc - Do tao: S& Khoa hoe Céng >
Moi nhén theo van ban:
)
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S6 tay Quan 1y van ban va Piéu hanh - Danh cho Van thw don vi cdp 1

- Budc 5: Dién cac thong tin vé Noi nhan van ban

- Budc 6: Nhan nit Ghi lai (F8) dé luu vin ban di (chwa ban hanh)

- Budc 7: Nhin nat Giri viin ban dé ban hanh viin ban

1.2. Vao so van ban di

Di v6i nhitng vin ban chuyén dén vian thu qua duong thong thuong, van thu
tién hanh vao s6 van ban di va ban hanh van ban. Quy trinh thuc hién nhu sau:

- Budc 1: Chon muc Vao s6 van ban

A I w3
Vao so van ban

Wiy bio cdo kit qu rd sedt heat déng cung cdp dieh vy, thu tin higy
truyén Rinh nwde ngodi tris tigp 1lF v tink 351 wi cde khach san trén dia Pham Thanh Tin

H @i (FT)  SacchéepVE = XoaVE
Ngay T : L
ban hanh S0, ky higu Trich yeu
] 271022018 115/5 -TTr
& bian tinh
ui‘l 70252 I = a 0 o M oy
+ % 27022msa 114/5 -TTr iv thdng bao thoi gian l3m vigc
. ] 271022018 135 CNTT
2710272018 112/GM-3 GIAY MO
] 2810222018 115 WP Wiv thur cdm on

Wiv bdo co tinh hinh thue hign Nghi quyst 19-2017/NQ-CP

- Bu6c 2: Nhan ntt Thém méi (F7)

[ W&n ban di ciza Hanh chinh - Ké hoach - Tong hop

Cac thong tin co ban
S8 vin ban di.*
55 thir by theo =&
Loai van ban:
Ngay ky:
Trich yéu:
Nouii by
Noguii soan thao:
54 bam:
S5 ban hru:
D& khin:
B4 mit:
Mie 35 quan trong:
La vé&n ban tra ki

Ghi chai:

@ Noi nhan vin ban

CA& nhdn;

N nhdn bdin ngodl:

 Theo ddi hi bao

© Vin ban kém theo

Nguwoi ky

Pharn Thanh Tin
MNguyen Xusn Ngoc
Pham Thanh Tin

Pharn Thanh Tin

5S4, ki higu:

Trang 1
NguwoiBon vi
soan thao

Trén Thi Din (Thanh Tra
5&)

Trén Thi Din (Thanh Tra
5&)

MguyEn Trung Thanh
{Phang Céng nghé Thang
tinj

Eing Hodng Cuéng
{Phang Buru chinh - Wign
thedng)

Trén Thi Hoa Ly (Van
Phéng 547

® Van ban di © Vin ban ndi bo

11234“3}

MNevi nhan
Cuc Phat thanh;
Truyén hinh va Théng R
tin dién
Tram thu phi Jwong bd
QuAn Hau an

S0 HE hosch wi Bau
Tw R

S& Gizo thing Van 13i;
Huyén Qudng Trach; R
S& Théng tin va

Truyen thdng tinh Mink R
Binh;

- Ngéy ban hnh: [07/07/2015 |
I | Ky higu vin bam™ -
-/ Linh vy | -
OTRT2015 E
P
vl Chafrc v
| vl Ban vi thao: -
| | S5 trang; |
| Nai nhdn ban hn:
[Thramg - Phurong thifc gifi; Théng thisdng -
[Thusdmg |
I'I'hll&flg vl Nguthi nhip: Binh Thi Thin
@ Khing © Co La van ban QPPL: & Khing © Co
A

@ Tép chira ndi dung toan van ciia vin ban

k[ Gon 12 [ Knéng o6 tép ndo dwoc chon

® Khang theo ddi hisi bao © Theo di hdi bao

Ban cdn ghi mede khi gdn kém vin ban!

[ uay isi || Ghi lai (F8) || Thém mei (FT) || Nhdp giding VB trere (FY
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- Budc 3: Nhap cac thong tin yéu cau (Sé vin bin di, ngay ban hanh, trich

yéu,...)

- Budc 4: Dinh kém Tép chiwra npi dung toan vin cua vin bdn (nhan chon

Browse) néu co

- Bu6c 5: Nhan nat Ghi lai (F8) dé luu vin ban di (chua ban hanh)

- Budc 6: Nhan nut Giri viin ban dé ban hanh viin ban

2. Xo0a van ban di

- Budc 1: Chon muc Vao so6 van ban

- Budc 2: Tich chon van ban di can x6a tir danh sach van ban di

V&o s0 van ban

Thém mdi (F7)

Ngay
ban hanh

Sao chép VB

sé{Hj' hiéu

] 27/02/2018 1SISTTTT-TTr

[}
ﬁ 271022018

e -TTr

TS -

) 27022018 iy

l..:p & l..:p A l..:p o

27022018 1M2UGM-3

] 26/02/2018 111USTTTTVP

7Y

] 26/02/2018  110MB-STTTT

Xda VB

Wiv béo céo két qua ra soat hoat dong cung cap dlch W,
thu tin higu tn.l}ren hinh nurdre ngodi tre tiep tr we tinh aci

Trich yéu

v@i cac khach san trén dia ban tinh

“iv thdng bao thédi gian lam viéc

Yiv béo cae tinh hinh thue hign Nohi quyét 19-2017/NQ-
cP

Gy MO

Wi thur cam on

Ngurcei ky

Pham Thanh
Tan

Pham Thanh
Tén

Nguy&n Xuin
MNgoc

Pham Thanh
Tan

Pham Thanh
Tén

Thong bao Ket lugn [:LIEI Gong chi Hoang Viét Hing- Giam

ddc Sir tai Bui hm i cét cén ganh gid, phan logi théng 01

ndm 2018

- Buéc 3: Nhan nat Xéa VB
IV. TRA CUU VAN BAN

Trén Hodi Thu

Trang1 4 1

NgweiiDon vi
soan thao

Trén Thi Dién (Thanh
Tra S6)

Trén Thi Dién (Thanh
Tra 5&)

Nguy&n Trung Thanh
(Phong Cdng nghé
Thing tin)

Béng Hodng Cudng
|F'hong Buu chinh -
ign thdng)

Tran Thi Hoa Ly (Van
Phéng Sd)

Tran Hiodi Thu \Phong
Ké hoach - Tai chinh)

23456 W | |
Novi nhan

Cuc Phat thanh -
Truyen hinh v&
Thang fin dién tiF,

Tram thu phi
dweng b Quan
Hau .
54::: Ké hoach va G
Béu Tu H

S& Giao thdéng Wan
tai; Huyen Quang
Trach; .

S Thcng tin w& -
Truyen théng tinh H
Ninh Binh;

b

Chtic nang nay cho phép van thu tim kiém, xem chi tiét cdc van ban da dugc
quan 1y trén phan mém bao gdm cé vin ban dén va vin ban di mot cach nhanh nhat.
C6 thé tra ciru vin ban theo timg tiéu thic cu thé (ngay dén, trich yéu, nguoi ky...)

hodc tra ctru nhanh bang churc nang loc van ban.

4. Tra clru van ban

4.1. Toan b wan b

4.2,
4 3.
o o
4 5.

Theo keai wan

Theeo meovi giFi
4 B
4.7,
4 8. Theo 36 khdn

4.9 Van bSn guesn

Theo =& win b3n

by

Theo oo quean ban hdnd

Theo mgdny d&n
Theo ngEy ban hdnd

trong

4. 10. Theo tinh tramg xF

4.11. Tra ciru theo tigu th 5’

Loz wan ban

{_} Thiisneg rac dorn wi

1. Tra ciru van ban theo tiéu thirc
(Vin ban dén/ Vin ban di)

- Budc 1: Chon muc Tra ciru Van
ban dén (Vin ban di)
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- Budc 2: Nhin chon Tra ciru vin bén theo tiéu thirc

Ng&m dinh fim trong CSOL hién tai, 38 thay d8i nhan vao dy:
Tir kihia bt kyr fjest |
54 dén then sé: tir 56 | | dén sb: | |
58, ky higu g{‘:l::| | Cor quan ban h&nh:| v
% Ngay dn:  ti 0TAO7I2015 & aén: [14/07/2015 2
Mgay ban hanh: tr: | ﬂ dén: | ﬂ
Leoai vén ban: | :l Linh vwc: | v
56 vén ban: |Ei5 vén b&n dén :| Tinh trang xi¥ ly: | v |
Mguedi X Iy | L4 MgLed ky: | |

Tép dinh kém: | v |

Trich yéu:| |

- Budc 3: Nhép tir khoa can tra ctu & 6 Tir khda bt kyp va cic tiéu thiuc dé tra
ctru khac nhu: ngay dén, trich yéu, nguwoi ky...

- Budc 4: Nhén nut Ché’p nhdn dé thuc hién viéc tra ciru va xem két qua tra ctru
0 phia dudi.

2. Tra ciru mé rong (Vin ban dy thao, Phiéu yéu cau)

2.1. Tra cweu Van ban dy thao (VBDT)

- Budc 1: Chon muc Xir ly cong viée/Tra ciu & Tr==u Ve dthie
8.1. Theo loai VB
VBDT

5.2, Theo noi soan
5.3, Theo tinh trang
5.4, Theo nguwdi kir
8.5, Theo nguwdi soan
6.6 Tra r.l:Pun!nél rong

- Budc 2: Nhan chon Tra citu mé rong

Tiv khéa tim kiém: vén ban dv thae

i

Tinh trang: | :‘ Trich yéu:
Ngéy dv thao: o7/07/2015 ; oén ngay: [15/07/2015
Leoai vén ban: |Eléo céo nhanh - Linh vwe -
MNgwai scan: | :l Mg ky: | :‘

Chap nhén
- Budc 3: Nhap tir khoa can tra ciru & 6 Tir khda va céc tiéu thirc khac nhu: Tinh
trang, trich yéu, nguwoi ky...
- Budc 4: Nhan nat Chdp nhdn dé thyuc hién viée tra ctru va xem két qua tra ctru
0 phia dudi.
2.2. Tra civu Phiéu yéu cau (PYC)

- Budc 1: Chon muc Xir ly cong viéc/ Tra ctiru PYC
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7. Tra ciru phiéu yéu cau

7.1. Todn b§ FYC

7.2. PG theo ngwdi yéu ciu

T.3. PYC theo nguwdi i by chinh
7.4. PYC theo ngwdi phdi hop xir by
T.5. FYC theo tinh trang xiF hy

7.6. Tra cirugné réng
- Budc 2: Nhan chon Tra cieu mo rong
[rummint

Nhip ti khéa tim kiém| |

Théi han = ly: | Bén ngay: |
Ngay tao: Bén ngay:
Ngudi 14p phidu: v| Nguéi véu chu: v|
Xi 1§ chinh: | v Phéi hop xd 1y | v|

NGi dung cing viée | |

L d

- Budc 3: Nhap tir khoa can tra ciru & 6 Tir khéa va cac tiéu thie khac nhu: Thoi
han xir ly, ngi dung cong viéc, xw ly chinh, phoi hop xir Iy, ...

- Budc 4: Nhan nat Tim kiém dé thyc hién viéc tra ctru va xem két qua ¢ bén
dudi.
3. Tra ctru nhanh

Nhép tir khoéa vao chirc nang Loc vdn ban (Vian bdn dén, van ban di), nhan chon
cong cu dé thuc hi¢n viée tra ctru.

Loc van ban
Nhép tir khoa vao chirc ning Loc dw thdo (Vin bdn dw théo), nhin chon cong cu
dé thyc hién viéc tra ctru.

Loc dir thao

| S

Luu y: Khi tra ctru khong tra ctru ndi dung “tir khoéa” trong ndi dung file
van ban dinh kém.

4. Tra ctru dir liéu ciia cac nam:
- Budc 1: Chon Van ban dén/Van ban di
- Budc 2: Chon menu Tra ctru dit li€u cac nam

- Budc 3: Chon nam can tra ctru dir liéu
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5. Tra ciru diF liéu cac nam
8.1, JI:-'@ nam 2017
5.2. DiF [igu namn 2018
5.3. DF [i8u nam 2015
5.4 DF [igu namn 2014
5.5. DiF [iu nam 2013
5.5. DF [igu namn 2012
5.7. DiF ligu nam 2011
5.5. DF ligu namn 2010

- Budc 4: Chon cac muc tra ctiru tuong ing (Van ban dén, Van ban di, Xt Iy cong
viéc) va cac tiéu chi tra ctru (Toan by van ban, theo s0 van ban, theo loai van
ban...hodc Tim kiém theo ti€u thirc)

DiP liéu nam 2017

Win ban dén Wan ban di HiE Iy edng viée
& cira 56 md...) M ctra 58 mod...) (Mor cha 58 mod...)

Toan b van bin Tean b van bin Toan bé Ha ser

Van bdn quan frong Van bén gquan trong Theo tinh trang Hi se

Yin bin QFFL Vin bin QFFL Theo logi Hé so

Theo 55 vin bin Vin ban ndi bi Theo xir IV chinh HS

Thea loai vin bin Theo si vin bin Theo linh da0 phu trach HS

Theas linh vire Theo loai vin bin Thea ngay tas Hb 1o

Thes co quan ban hanh Theo link virc VEDT theo ngwdi ky

Theo ngwdi xir Iy Theo ngwai soan thio VEDT theo ngrdi soan thao

Theo nzwii phai hop XL Theo ngwai ky PYC theo nEwii véu cin

Theo ngay nhin Theo tinh trang TDHE PYC theo ngwod x It chink

Theo ngay ban hanh Theo ngay ban hanh PT theo ngwdi soan thao

VE Saoy VE Saoy PT theo ngwod duyét

VB chuyén VE qua dwing mang Tim kiém HSCV theo tidu thirc

Tim kigm theo tién thirc Tim ki¢m theo tiéu thic Tim kiém VBDT theo tiéu thirc

V. BAO CAO VA IN SO VAN BAN
1. B4o c4o va in s6 viin ban dén
Chtic nang nay cho phép van thu thuc hién théng ké va theo doi toan bo vin ban

dén co quan theo timg khoang thoi gian cu thé. Quy trinh thuc hién nhu sau

- Budc 1: Chon muc Bao c4o va in so

4. Bao caovain sd
44. 54 chuin cﬁagﬁm van thur

42, 54 obin qua thod XL {QTXL)

- Bu6c 2: Nhan chon Sé chudn ciia Cuc vin thu(Sé cé in qud trinh XL)
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Tén té chire: IS-& Thing tin va Truyén thong | 25 cia si | |
h’rung tim Céng nghé thdng tin va Truyén thing | Tén s ISE- dang ky van ban dén |

[ | Chil thich: | |

|

In s trong ngay ®In sd theo tidu thirc

£ 3 . .
Sap xepheo ®s4 gén theo 58 'Ngay dén

Tiéu chi in so:

& i i . Y 'y 4
So den theo 50 tr 50 | | den so | |

t.}:| ﬂ t.}:l ﬂ

F— . .
Mgsy den: i t25,f' Ta01s ﬂ Mgay ban hanh: e | ﬂ
Can trd | bAng VB i ®Tg3n bé vin ban ' Ca Wan bén sao lye: CDvan ban sao luc
54 vBn bén |Sﬁ VB EEnTT Vl Co quan ban hanh | v |
Loai wan ban | v | Linh vuo | v |
Nguéi xir Ij | EI V&n bén d&n gus mang C6 U Khéng ® Toan bé viin ban
Tinh trang xiF ly: | Vl Tép dinh kém: | v |
Wan bén chuyén, sao y | w | B3 mat: | v |
Trich yéu - |
In theo ngwdi tao . Cin theo ngwdi tac Ky sd van ban: | v

Chép nhin

- Budc 3: Nhap cac thong tin yéu cau va céc ti€u chi can tao lap bdo cao

- Budc 4: Nhan nat Chap nhan dé xem két qua
2. Bao cdo va in s0 van ban di

Chtrc ning nay cho phép vin thu tao 14p céac loai so dua trén thng ké tinh hinh

xir 1y cong viée trong don vi theo céc tiéu chi nhat dinh. Quy trinh thyc hién nhu sau:

- Budc 1: Chon muc Bao cao va in so
3. Bio cdo va in sd
3.1. 54 chudn cﬁa({%_m van thuwr

32 58 vEn bdn &

3.3. V&n bén oén theo ddi héi ko

2.4. Bao céo VB qua mang

- Budce 2: Nhan chon loai s6 bao cao muon in (S6 chudn ciia Cuc vin thw hoac

80 vin bdn di hoac Vin bdn cédn theo doi hoi bao...)
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Gpamsanban

Tén 15 chie: ISc‘f Théng tin v& Truyén théng | 56 cia b | |
h’rung tim Céng nghé thang tin va Truyén thing | Tén sé: IS& dang ky vin ban i |

[ | Chl thich: | |

|

In 58 trong ngay ® In sd theo tidu thirc
W&n bdn gli qua mang: @ Togn bé ' Ba gligua mang Chwa glri qua mang

S .
Sap xeptheo. ® g4 tht tu theo & Mgy ky Mgay glri qua mang

Tigu chi in s&

56 van ban: ISEI VBEITT

Mgéy ban hanh: i P502018

4 khdn: | bl |

gin. ™ PEI0Z018 i

v
=
Ngéy givi qus mang: i | i | aén: | i
B thudngaPPL: |TAted VB v séai | ko |
Tép dinh kém: | r | Mgudi soan thda: | W |
Linh vise: | b | Loai v&n ban: | b |
Beon vi soan thdo: | Vl Nguréi ky: | V|
Son vi ban hanh: | v 28 mit | v
Tinh frang hai bae: |Tﬁt€5‘»’3 r | Trich yéu: | |
Moi nhan: | W |
In theo ngudi tao : In theo nguwrdi tao Ky =4 vEn ban: | ¥ |
Chép nhan

- Budc 3: Nhap thong tin yéu cau (S6 véin bin, Pon vi soan théo, D khan, ...)
- Bu6c 4: Nhan ntit Chdp nhén dé in bao cao theo nhiing tiéu thirc di lwa chon
VI. MOQT SO YEU CAU KHI SU DUNG PHAN MEM

Cic yéu cau khi sir dung phin mém

- Sir dung t6t nhat trén trinh duyét Web: Coc Cdc; Chrome

- Phin mém soan thao vin ban : Microsoft Office hodc Open Office ...

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

- Phan mém ho tro gb tiéng Viét: Unikey, Vietkey ...
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