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Tai liéu huong dan si dung Hé thong phan mém Qudn 1y van ban va diéu hanh - TDOffice
|. PANG NHAP CHUONG TRINH
1. Pia chi truy cap

Pé st dung chuong trinh, dung trinh duyét Chrome, Céc cdc,... truy cap vao dia
chi:
http://glvb......
Giao dién dang nhap chuong trinh hién thi:

Diang nhap hé thong

Tén dang nhap: Jehongtrung

Mﬁ[ I{hﬁu; Leomcome

Nh& mat khau
Bang nhap

Tai hop thoai Pang nhap nguoi st dung dang nhap theo Tén ding nhip va mat

khéu d3 dugc cap.

Tuy vao timg dbi tuong truy nhap, chuong trinh s& an hién mot sé chirc niang theo
nhom va theo mot s quyén do ngudi quan tri cap.

Str dung font UNICODE lam viéc véi chuong trinh.

2. Giao dién Trang chu

L& Hdng Trung [ Thoat] [D&i mét kndu]

- CHUFC NANG
a - R _—
& [CIE] (A2 - Vén ban dén
Vén ban dén Xtk Iy céng viée Vén ban di TT téng hop Vian ban cha w17 (0)
15] @ VAn ban dén quan trong W (0)

+ Héso céng viéc
+ Vin ban di

Danh muc Lich céng tic Tro giip

+ Tro chuyén ndi b

+ Théng béo chung

Cac Module trong chwong trinh

Théng béo nhac viéc
tirng module

3. Cac nut tién ich trén giao dién lam viéc
1 : Hién thi danh sach cac cong viéc can giai quyét
= : Ghi chl sac mau vin ban
=: Tim kiém van ban
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Tai ligu huéng dan sir dung Hé thong phan mém Quadn Iy van ban va diéu hanh - TDOffice

Il. VAN BAN DEN

BE u.t:L ’ﬁ;{

Xir ly cong viéc Viéan ban di TT téng hop
i @
15
Danh muc Lich céng tac Troe gidp

“Quan Iy Vin ban @én” duoc thiét ké dé quan 1y cac vian ban dén cia co quan;
don vi. T6 chac luu trit van ban nhan duoc mot cach ¢ hé théng, dé tim kiém dé xur
ly: Tro gilp viéc nhap van ban va hd trg viéc phan xu Iy cac van ban theo tham quyén
giai quyét; Giup Lanh dao c6 thé kiém soat, kiém tra, theo ddi qua trinh luan chuyén
va tién do xir Iy van ban; Céac don vi noi bo, phong ban va ting nguoi sir dung co thé
theo ddi duoc cdng viéc cu thé cua minh.

1. Xir Iy viin ban

Khi vin thu vao s6 vin ban va chuyén téi 1anh dao vian phong dé tham muu xit ly.

Céc thao tac xur ly duoc thuc hién nhu sau:

Buwéc 1: Sau khi da dang nhap, chon dong nhic viéc Cé xx vin ban che xir Iy

VAN BAN DEN

Cd 17 van ban d3 qua han x0r Iy cla todn oo guan

{ Cd 6 van ban chiv xir Iy ptrong d6: 4 van ban khdng cd han x( Iy, 2 van ban co han xi 17 )

f + 0 2 van ban d3 qua han x 1y
Cd 19 van ban Jang =k Iy
Cd 1 van ban nhan dé bigt
C6 5 van ban ndi b cin xem

C6 5van ban cb gan diu sao

Buwéc 2: Cho chudt vao van ban can xt ly, thdng tin chi tiét cia vian ban hién thi.

Buwéc 3: Tai danh sach vin ban chd xir 1y, nguoi sir dung tich chon van ban can xir
ly va c6 thé thuc hién cac thao tac xir 1y nhu:

o “Chuyén vin ban” : Chuyén van ban dén ca nhan/don vi xt ly (phdi hop)
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Tai liéu huong dan si dung Hé thong phan mém Qudn 1y van ban va diéu hanh - TDOffice

Van ban cho xwe ly

“hu XL | Cé‘p nhét thong tin xt;rlw VBY Téo dw thao¥ . bwa vao HSCV
dse'i Ngay dén SO ky hidu Co quan ban hanh Trich yéu Thot ?:" xr Ngurdn chuyén VE

Tham muu dé nghi cia UBND
huyén Tinh Gia vé viéc xin Oy
quyén phé duydt cic hang muc

S455/ - o~ —p
147 2207/2013 ?:;(LUB"“ Huyén Ung Hoa céng trinh phuc w phuong dn :3:’;“ L
: déng dudng dan sinh (dudng
L 6':'& 7) m3t bang khu E. Dv dn Loc
v néa diu Nghi Son

Gial quyét 3¢ nghi cua Céng ty

146 22072013 r:i?l:\.IBr.D S& Théngtinruyénthdéng  CP Dién may x3ng dau Bim :gu‘{sn hanh

(] ;h - Son e

- Ap dung gid val tu, vat lidu d3c

Jodl (3= 1r_au d3c chung Cng trinh bao
10n, 16n tao va phat huy gid tn

t_'; 6':'& Di tich L3ng midu Tnéu' :

— A 5472 ND- 42N 3 & g Trudmo { n1) 3815 Nauydn Than

S §= 145 220712013 ‘; 2UBND- o5 T3l nguyén méi trudng ‘r:g:nd'mgla‘:.\d:;.; TKI:,D_ ;J:‘én —
BVTCRDT Cdng trinh bdo tdn

0 ¢ha t6n tao Bédn thdr Trdn Hung I

g8 FV.GE Dao, xa Ha Duong, huyén Ha

3 — Trung

Hinh 1.1 Chon vén ban va nhan nit Chuyén vdin ban

-
[ ail ) sMs iy .
D = Nhin niit nay dé me
Chuyén xr ly van ban . .
danh sdach don vi
Y kién xiv Ij- | Nhdp y kién k
\,;
e
v
Bon vi nhan xi Iy Chon khi giri cho cac phong, ban xir ly
4
T w
Nguéri nhan xi by Chon dé giri dich danh ngieei xir ly
p
Han x Iy nhap s6 ngay: I:l hoac chon ngay: ﬁ
B - w
Mhom xi ly: Chon nhom xir Iy
e
Danh sach ngw&i phdi hop xir Iy
- r '
Born i phidi hep xF by Chon don vi phoi hop xir Iy
4
J r '
MNguwii phdi hop KL Chon dich danh ngiréi phoi hop xir Iy
4
Danh sach ngwéi nhan tham khao (Chi chon khi vin bin khéng phdi xit Iy, chi giri tham khdo)
v
Mowéi nhan:
p
Trang thai xtv Iy van ban @ gy e i 1y van ban Tich dé két thiie xik Iy van bdn
| Giri van ban | | Hoy bé |

Hinh 1.2 Giao dién chuyén xi Iy van bdn

Tai phan Y Kkién xi 1y, cho phép nguoi dung tao danh sach y kién hay str dung. Sau
khi tao xong thi c6 thé chon trong danh sach d tao
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Tai liéu huong dan si dung Hé thong phan mém Qudn 1y van ban va diéu hanh - TDOffice

[}

L CHuyén don vi xir Iy
Y kign ®r by

I.__iiij Danh sach lua chon - Google Chrome

Bern vi nh B : - .
[ 192.158.2.265:8083;"—H[\H"-.-‘&L.d en.nsf/L Sﬁnox_“rki enXulyVB?openFo
_ (2) | 6] '
Ngui nf Thém ¥ kién - | Nhap ¥ kién va &n Thém | Thém
H Tén day di #
Con mét cai nira @ O
Nhg CHuyén dorn vi xi Iy [4}£ (3%
i . e m
Danh séch nguw CHuy?n don vi x Iy 1
CHuyén don vi xi Iy 2 2 O
Bon vi phéi h CHuyén don vi x( Iy 3 2
CHuyén den vi xir Iy 4 2 0
Nguréri phd) Y kién @2 O

Danh sach ngun

Chon vao biéu twong miii tén dé mo danh sach lya chon. G6 y kién can thém va an
nat Thém. Sau d6 tich nut Xanh dé chon y kién.

| Cap nhat théng tin xi Iy VBV |

Khéng cén @ Iy | . pe
o | 4 1J"r|u_.'hu_au

: Cap nhat thong tin két thic xir 1y van ban hoac
khong can xur ly.
| Tao van ban dw thao¥ |

| Tao hé s¢ cng viéc | v ors e 4.y , o , .
o : Xur Iy van ban bang céach tao van ban dy thao hoac
tao ho so cong viéc.

2. Thu héi vin ban di chuyén

Déi véi truong hop chuyén nham, ngudi sir dung lya chon chirc ning nay dé thuc
hién chuyén lai van ban cho dung doi tugng.

Buwéc 1: Chon Vin bin di chuyén xir ly
— VAN BAN XUF LY CA NHAN

Van ban chir xir Iy

+ Vén ban dang x
+ Vén ban da xdr

Van ban d3 chuyén xik Ij

Buwdéc 2: Tich chon van ban va nhan nat Thu héi véin béan
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Tai liéu huong dan si dung Hé thong phan mém Qudn 1y van ban va diéu hanh - TDOffice

Vin ban dén da chuyén caa Ong : D6 Viét Binh

Chuyén XL Kétthic XL Gia han XL | s

| db M Ngdy dén SO ky hidu Co quan ban hanh Trich yéu Thot ?;m X Ngudd chuyén VB
Tham muu dé nghl cua UBND
nuyén Tinh Gia v Y Uy

) — quyen phé du ¢ hang muc o

F. v
Nguyén Thanh

Huyén

Huyén Ung Hda cdng trinh phuc v phuong an
déng duong dan sinh (dudng

7 gxhuE Duranloc

Nguyén Thanh

Huyén

44 S4T2UBND- . . Nguyén Thanh
Huyén

$

~
"
S
~
D
o
G

Vin ban s& dugc x6a trong danh sach vin ban da chuyén va nam trong danh séch
van ban cho xu ly. 7 ’

Tai day, lanh dao cé thé thao tac gia han hoac két thuc xir Iy van ban.
3. B&o c&o theo dbi giai quyét viin ban

Chtic ning Theo dbi giai quyét vian ban cho phép nguoi sir dung tao 1ap céc loai
bao céo duya trén thong ke tinh hinh xir ly cdng viéc trong don vi theo cac tiéu chi nhat
dinh do ngudi dung lra chon.

— Theo dbi giai quyét VB
BC theo d&i GQ van ban dén

BC giao viéctheo phéng ban

Chu thich cac chire nang:

— BC theo ddi GQ vin ban dén: Cho phép théng ké, theo ddi tinh hinh giai

quyét van ban dén cia cac phong ban, don vi.

— BC giao viéc theo phong ban: Cho phép tao bao céo giao viéc cho cac phong

ban trong co quan.

Giao dién lura chon cac tiéu chi dé tao béo céo:
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Tai liéu huong dan si dung Hé thong phan mém Qudn 1y van ban va diéu hanh - TDOffice

| [m] Bao cao theo

Tiéu chi in sd:

Nguoi str dung lya chon céc tiéu chi can tao 1ap bao c&o va nhan nat Chdp nhan.

Tén té cht}'c:l

dbi giai quyé

t viin ban dén

| Sd cda sd:

| Tén sé: THONG BAO TINH HiNH X(F LY, TRA LOT VAN BAN B

| Cha thich: CUA CAC PHONG, BON VI (Tir ngay dén ngay )

In 56 trong ngay *In 56 theo tiéu thirc

Sé VB
Mgay dén:

Can tra |&i bang VB di-
Linh vurc |

Co quan glri |
Wan ban chuyén, saoy - |

Trich yéu -

Tinh trang =i ly: |

tie |

Mgay ban hanh:

dén:|

®'Toan b van ban Cd

dén:|

B | <

S dén theo 96:|

d

Loai VB |

Co guan banh hanh |

i«

6 khan |

|l L

[T 2, =~
CONG HOA XA HOI CHU NGHIA VIET NAM
SO TU PHAP . ] :
THANH PHO HA NOI Doc lap - Tw do - Hanh phiie
o0o
THONG BAO TINH HINH XU LY, TRA LOI VAN BAN PEN CO GHI HAN TRA LOI
CUA CAC PHONG, BON VI (Tirngay10/08/2011 dén ngay 20/08/2011)
S6 CV . .o Thei | Tinh
= .| Coquan P W Ngwérichi| Phong X .
STT| den,/nga} ban hanh S6 CV N¢i dung dao tham muu gla:f .rra rr:‘_ang
thang lai e Iy
1 Vé vidce sira déi; bé sung mot s6 dicu cia Quy dinh vé béi
— - . - R thuéng. ho e va tél dinh e Dirdn thuy dién Son La ban hanh |Nguvén  |Phéng Tw <. .. |Chwa
! I“lg_a; Chinh phu |432011QD-TIG |y . 20 Quyée dinh sé 02/2007/QD-TTg ngay 09 thing 01 |Van V| phip R e
' nam 2007 cua Thu twdng Chinh phu
2 . . Phong y
2| Neay: [B9T8 1890011/ TT-BTC |Huémg din vé phuong phip xdc dinh gid sin gao xudt khan | 02" |phé bién |3 ngayv |C102
Z chinh Héng Son tra lad
178 GDPL
3 Bo Tai Hudng din lip va quan 17 gid san 1:.!hz?.1_'r1= dich vu céng ich trong
3 Naiv: C}-lf.nhf BS 762011 TTLT-  |linh viec quan 1¥, bao i dwong sit quoc gia thie hién theo Phan Phong Tw | . neiv Chuwa
g_: . ; © |BTC-BGTVT phweomg thikc dit hang, giao ké hoach sit dung nguon vion ngdn |Héng Som |phip R
17/8 GTVT . - .
sdch Nhd nwéc
4 s " . 5 A, 5 3 Phéng y
o Ngan hang (13/2011/TT- Quy dinh viéc mua. ban ngoai té cua Tap doan kinh te, Tong Phan Zaias - . Chua
4 Ngay: B . [ . L . 3 . pho bién |Sngav | ...,
178 Nhanwec |[NHNN cong tv nha nudc Hong Son GDPL tra loi

4. Van ban xiwr ly co’ quan

Chtrc nang nay cho phép nguoi dung theo ddi tinh trang xtr 1y cac van ban cua co

quan

— VAN BAN XIF LY CO QUAN
Wan ban chura XL
Wan ban dang XL (trong han)
Wan ban dang XL (qua han)
Wan ban d3 XL (dung han)

Van ban d3 XL (qua han)
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Tai liéu huong dan si dung Hé thong phan mém Qudn 1y van ban va diéu hanh - TDOffice

Danh sach Van ban chua xu ly:

[=] Vin ban ché xie Iy ciia toan cor quan

Xem thong tin luan Trang1 4 123 P
chuyén van ban -
] 2 £ L0 e o = £ 'l han o= .
# dén Ngay den S0/ ky hiéu Trich yeu i HgwdrifBorn vi XL
Nghién ctru, 38 xudt gidi quyét 48 nghi cia
= 24i07- S& Giao théng VAn ti v xin gia han théxi I,
149 5013 1253MUBND iz thué 05 xe 6t6 phuc vy khai thac San Bui Van Binh
b bay Tho Xudn
Tham muu d& nghi clia UBND huyén Tinh
= 22/07-  54551UBND- '3 Ve Miecxin Uy quyen phe duygl cac hang Au Thi Hng Thily;Nguy&n Van
147 2013 THKH muc céng trinh phuc vy phurong an déng Théng
§ dwirng din sinh (dwérng 7) mat bang khu E,
Du an Loc héa dau Nghi Son
= ap 22007 5473/UBND- ' &y 25107 TR e o )
Gdp ¥ cho du thio Théng tw hwdng dan
=) 22107- 5463/UBND- MNaghi dinh s& 38/201 3NB-CP cla Chinh Pa— :
144 5013 THKH phi v& quan 1§ va siF dung ngudn van ODA Nguyen Van Thang
N va ngudn vin vay wu dii cla nha tai tro

Thong tin luan chuyén van ban:

[=] Vin ban ché xip Iy ciia toan co quan

Trang1 4 123 P
S0 L s PR Lk Thévi han . .
# gén Nodydén  SO/ky higu Trich yéu X1y Now&irbon vi XL
Mghién ciru, & xuat giai quyét d& nghi cia
| wan  24N07- e SE Giao théng Van tai v& xin gia han théi —Amrm =
7 Néi dung céng viéc
Ngieri guFi Ngay gtri ¥ kién
= r% Mguyén Thanh Huyén 08:54 24/07/2013 Wan thu chuyén van ban.
r “B| Qua trinh xi Iy
= T Noay Ngwéri g ¥ Kién xiF Ij Ngweéri nhén

C m= 1 08:54 24/07/2013 Mguyén Thanh Huyén  Van thu chuyén van ban. D& Manh Hai
) 2 08:58 24/07/2013 B4& Manh Hai chuyén dfc Binh xir Iy Bui WVan Binh

5. Tra ctru van ban
Chtic nang Tra ciu van ban cho phép nguoi sir dung tim kiém, tra ciru toan bo vin
ban dén da duoc luu trong co sé dit liéu caa chwong trinh.

Cho phép tra ciru theo céc tiéu chi cua van ban:

Trang 9 /22



Tai liéu huong dan si dung Hé thong phan mém Qudn 1y van ban va diéu hanh - TDOffice

— Tra cipu vdn ban
Toan bd van ban
Theo =& van ban
Theo loaivan ban
Theo noi gk
Theo ngay dén
Theo ngay ban hanh
Theao dd khan
“an ban guan trong
Theo ngurri x¢ 1§ chinh
Theao nguwiri phdi hop XL
Theao tinh trang =¥ Iy

Tra ciru theo tiéu thikc

Tra cuu theo tiéu thuc:

[=]' Fim kiém vin ban dén theo ticu thirc

Ngam dinh tim trong CSOL hién tai, dé thay ddi nhdn vao day: L

Tir khoa bat ky: [Nhap tir khéa |
Sé dén theo sb: tir sé:l | dén sé: | |
56, ky higu géc:l | Co quan ban hénh:l E
Ngay dén: tl}'i| @ dén:| @
MNgdy ban hanh: tiy:| @ dén:| @
Sévan bén:| E Loai van bén:| E

Linh w_rc::l E
Nguri i Iy | Ed Nguéi ky: | |
Trich yéu:l |

Chap nhan

Nhap tir khéa va an nat Chap nhan.

Tra ctru dix liéu 6 cac CSDL khac nhau:

= Tim kiém vin ban dén theo tidu thirc

Tir khoa bét ky: [Mhap tir khoa / |
Sé dén theo sd tir sd- | | dén sb- | /' |
Sé. ky higu géc:l | Co guan ban hénh:| /’ EI
Mgay dén: tl}':l m dén:l /14 @

Mgay ban hanh: t[r:l m dén:m

Bl Danh sach €SDL tra ciu x

=
Chon tat ca CSDL | Bé chon tat ca CSDL
Mg

— D ligu nam 2009

Loc van ban:

Locvan ban

|gﬁ ndi dung can tim |Q
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Tai liéu huong dan si dung Hé thong phan mém Qudn 1y van ban va diéu hanh - TDOffice

I11. HO SO CONG VIEC

=
HE

E i

1=

Vin ban dén Xur Ii{rﬁﬁng viéc Vin ban di TT téng hop
Danh muc Lich céng tac Troy giap

Quan ly toan bo hd so cong viéc phat sinh trong qué trinh xir 1y vin ban dén, giai
quyét céng viéc, du thao van ban, tip hop cac vin ban lién quan dén mot van dé trong
t6 chuc.

1. Nhap méi phiéu yéu cau

Khi lanh dao giao viéc trén phan mém thi lanh dao s& tién hanh tao Phiéu yéu cau
va gui cho chuyén vién xu ly.

Bwoc 1: Sau khi da dang nhap, Chon X ly cong viéc

£=5
= liel s
Vin ban dén ng viéc Van ban di TT téng hop
Danh muc Lich céng tac Troy giap

Buéc 2: Chon Nhap méi PYC (Phiéu yéu cau)

PHIEU YEU CAU

Nhap mdi PYC

1 PYC chua chuyén
2 PYC 3 chuyén xi¥ Iy
2 PYC ché xi¥ Iy

& PYC chér phdi hop xiF I

Buwéc 3: Nhap thong tin va nhan nit Leeu & chuyén XL

Trang 11 /22



Tai liéu huong dan si dung Hé thong phan mém Qudn 1y van ban va diéu hanh - TDOffice

=] Phiéu yéu cau giai quyét cong viéc

| Quay lai | | Luru | | Liru &chuyén XL |

Mgay gidr cdp nhat: 10:41 AM 22/07/2013
MA& phidu: PYC1
Mgwéi lap phidu: Pham Bach Bang

Mgudi yéu cau: |F'ham Bach Bang

=l
X Iy chinh: | %
4]

Phéi hop xi¥ hy- Bé& Thi Kim Oanh

Théi han xiv Iy: | |

MG dung céng viéc:

& Tép kém theo

Hl Choose File | Mo file chosen H

) Thong tin xde Iy
2. Nhap méi Ho so cong viéc
Trong chic nang Nhap méi Hd so cong viéc, co ba chac nang nhap méi:

> HO SO CONG VIEC

Mhip mdi HSXLVE ¥

MNhip mdi HSGACY
Nhép mdi HSVBLQ

H6 so xt ly van ban: La hd so duoc tao 1ap theo van ban dén va can phai xir ly
Ho so giai quyét cong viéc: La hd so duoc tao 1ap xuat phat tir nhitng cong viéc
cua co quan, don vi, can phai xt ly.

— Hb so van ban lién quan: La hd so tap hop cac van ban c6 lién quan

Dé tao 1ap mot hd so, nguoi st dung thao tac theo cac budc sau:

Buwéc 1: Tai muc Ho so cong viéc, nhay chudt vao chac nang Nhdp méi HSXLVB,
giao dién tao lap hd so xur 1y van ban hién thi nhu sau:

| Quay lai || Ghilai F5) |

Loai hé 507 Hé so xd Iy van ban Ky hiéu hé so* 125/HSXLVE

Van ban dén:*

Mgay tao hé so=* 23/07/2013  Han xir by [g] Ngwéitao hd se: Nguydn Van Thang

Tigu dé hi so

L&nh dao phu trach: | E‘ Chuyén vién xi Iy chinh™ Nguy&n Van Thang

KN[EN|.

Chuyén vién ghéi hop: |

Tinh trang xr Iy: Bang XL
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Buwéc 2: . Nhay chudt vao n(t mii tén chon =] 44 chon dén vin ban dén lién quan

dén hd so

Danh sach van ban dén

[ Gén kem |) jro kidm: |hoang thé lign ( Tmkitm D (2) Trangs A12345 P
dén hiéu  Ngay den MNowoi ki v Co qquan ban hanh Trich veu
QoG
135 Z8/BH 28/0952009 Chuyén vigh 2 Bao hidrm ®8 hdi tinh  cdng van
131 28//B 2870952009 LIBMD An Giang
132 2e§CT 28/09/2009 Cang ty Tan Danl cdng van
134 ZB/UB 28/09/2009 Chuyén viéh 2 UBMD An Giang cdng van tinh an giang
137 30TD 20/0952009 Chuyén wigh 2 Cong ty Tan Danl Tér trinh
Co toya 56 86 van ban ) Trang 3 * 12345 P
(3) (1)
\
Banh _déu chaon Mhéap tiéu chi tim
WEB dén lién guan kigm

Buwéc 3: Tai giao dién nay, nguoi ding nhap tiéu chi tim kiém vao trudng tuong
tmg. Sau d6 nhan ndt Tim Kiém. Danh sach cac vin ban dén thoa man hién thi nhu
hinh trén. Nguoi dung danh dau chon vin ban dén lién quan va nhan nat Gan kém.

Buwéc 4: Cap nhat cac thong tin quan ly cho hd so va nhan nit chic niang Ghi lgi
(F8) dé luu thong tin vira cap nhat va bat dau quy trinh xir Iy ho so vira tao :

[m] HG so cong viéc

| Quay lai || Ghilai(F8) || X6aHS || InmuclucvB |

Loai hd s0=* Hé so ¥ Iy van ban Ky higu hd so* 125/HSKLVE

|86 ky higu: 12 -
V&n ban dén:* |Mgay ban hanh:
Trich yéu: Chuyén c3 bi #

B ] Xem chi tiét vin ban dén
Mgay tao hé so-* 23/07/2013  Han xi Iy :gj Ngwéitao hd se: Nguyén Van Thang
Hb so cing vigc 12

Tiéu dé hé s
Lanh dao phu trach: [Bui Van Binh \w| Chuyén vign xit Iy chinh Nguyén Van Théng

EN[E{

Chuy&n vién phéi hop: [Trdn Thi Kim Cic

Tinh trang 0k Iy: Bang XL

Van ban diw thao | Phiéu trinh | Trao déi gdp v Van ban lién quan | Van ban phét hanh | Két thic hd so

Sau khi luu thong tin, giao dién hd so va cac chire nang hién thi:

> Vin ban dw thdo: Cho phép tao lap Van ban du thao trong hd so. Cach thyc
hién xem tai muc 1.Tgo du thdo

> Phiéu trinh: Cho phép tao lap cac phiéu trinh trong qua trinh xu ly cong viéc
> Trao déi gop y: Cho phép tao lap trao ddi gop y véi nguoi dung khéc trong qua
trinh xtr ly cong viéc

> Vin ban lién quan: Cho phép dua cac van ban lién quan vao hd so
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> Van ban phét hanh: Hién thi toan b cac van ban dy thao da hoan thanh xu Iy
dudi dang Van ban phéat hanh
> Két thic hé so: Cho phép két thic xur Iy néu hd so dd hoan thanh
Ghi cht: Nhitng trirong théng tin ¢6 gdn dau sao dé 1a nhing thong tin bat bugc
phdi nhap. Néu nguoi sir dung bé qua nhitng théng tin nay, chwong trinh sé hién thi
canh béo va khéng cho phép luu théng tin hé so.

3. Thong qua dw thao va chuyén ky duyét

Churc nang nay thuong dung cho ngudi phu trach duyét du thao cia chuyén vién
réi chuyén cho lanh dao ky duyét. Ngudi phu trach co thé chinh sta truc tiép file dy
thao dinh kém ctia chuyén vién trén phan mém.

Buwéc 1: Chon Hoé so cong viéc

=

v ly cong viég

Phan theo doi

Danh muc Lich cdng tac thyec hién nhiém vy Tror gitp

e, s

Van ban di TT téng hop

=47
=

Vian ban dén

Buwdc 2: Chon Vin ban du thao cho xir ly

VAN BAN DIF THAO

Nhap mci WVBDT

A4 WBOT chir =0 Iy
1 vah ban dang dw thio

IVBDT chirgopy

Buwéc 4: Mo xem nodi dung vin ban tai phan Thong tin dee thédo.

@ Théng tin Dy thao
Y kién Binh kém tép
—
( Cho chutjt Xem Ilt}i Browse... Browse... H
dung dir thio - Browse... Browse...
Ngay gic NgLréFi tao rkién NgLeci nhan
imﬂﬂmﬁ 09:41 Nguy&n Thanh Thay Lllj+danh sach dao tao Bonnptnn.doc Vi Thu Ha :j

Buwoc 3: Duyét du thao. CO cac huong xu ly sau:

+ Cho nhan xét, yéu cau sira d6i bo sung vao 6 Y kién. Sau d6 nhan nit Ghi lai.
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€ Théng tin D thao
(1) Y kién Dinh kem tep (2): Nhan Ghi lai
—— . - .
Nhé_ip V kiéll, yéu cau Browse. .. Browse...
Browse. .. Browse...
Ngay gidr Ngwii tao Y kién Ngur&i nhan
- 0 s
iHOTFEOH 09:41 Nguy&n Thanh Thay U+danh sach dao tao Bonnptnn.doc Vi Thu Ha ﬁ 4
=

+ Stra file cho chuyén vién: Tich chon vao biéu tuong hinh bt chi, click dup chudt
vao tép van ban dé m¢ giao dién chinh sira. Thyuc hién chinh stra van ban va nhan nut

Ghi lai dé luu.

[m] Chinh s&a van bin

€ Théng tin D thao
Y kién Dinh kém tép Sira file
Browse... Browse... H
Browse... Browse...
Ngay gidr Ngwii tao Y kién Ngur&i nhan
iHOTFEOH 09:41 Nguyén Thanh Thiy LU_leranh sach dao tao Bonnptnn.doc Vi Thu Ha ﬁ

Ban bat budc phai slra tép dinh kém bén dwdi (nhay keép chudt dé sira):

@H

danh sach

dao tao
Bonnptnn.do

Y kién kém theo;

—[ena [[Boan)

Danh sach tép sau khi thuc hién stra file:

© Théng tin Dy thao
Y kién Pinh kém tép
Browse. .. Browse... I
Browse. . Browse. ..
Ngay gid N tao ¥ Kién Ngwi nhan

31/07/201309:41  Nguyén Thanh 10 danh sach dao tao Bonnptnn doc (TEP 96c cla chuyén '-'iél{)fj Thy Ha ﬁ

AM Thay +

ﬂ;m-zma 1004 e Thu Ha @+aanh sach dao tao Bonnptnn(10h4p7 31 7 2013)doc (Tép phy trach sira) ﬁ x

Buwéc 5: Chuyén vin ban
> Véi truong hop chuyén lai cho chuyén vién thi thuc hién:

Tai danh sach nguoi nhan tiép theo, nhan vao nit mili tén va chon tén chuyén vién
deé xtr ly tiep van ban. Sau d6 nhan nat Chuyeén xur ly.
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Danh sach xin y kidn- |

[«]

Kl

h?su Y & | Danh sach lua chon -- Webpage Dialog ﬁ
Ho so . v Thei han cho v |§, http:/f192,168,2,.103:808 3/ HANAM udien. nsfiListbox_ChuyenVBBy - |
VB dw thao ¥ Téo VB bar ; o :
phiéu yéu céu ¥ © Noinhan " Trwdng phang 3 i
difligucdcnam ¥  Phé phang 1 pheng 3
' Lag -~ Phé phéng 2 phang 3
% " Pham Van Lam
Ng | ~ Chuyén vién 2
¢ Mgd Thi Thu Huyén
Bénn|  Giam déc co quan Bl
© Phd giam dic
~

@ Théng tin D thy ..

=
o
=1
—
=
=
T
m

" Phan Anh Son m

kem tép

Browse...

Noay gide

Browse...

hitp://192.168.2.103:3083/HANAM /oL @D Internet

08/08/2011 10:05 AM

Danh sach nguwéi nhan: |

e + trinh lanh dac phang xem xét

) Danh sach ngwei nhan tiép theo

Hourddi nhan

Nguyén Chi Diing
(1)

| Quay lai “ Shi lai

|| Lap du thaa tir méu |

(&) chuygpxir i |
da

> Vi trudng hop chuyén cho 1anh dao co quan ky ban hanh thi thuc hién:

Chon dong c6 chtra van ban can chuyén tai phan thong tin du thao. Nhan vao biéu

tugng mili tén xanh ﬂ Vin ban duoc chon s& duoc day I1&n thanh tép vin ban cho

ban hanh.

aw mao

Sau d6 nhan nit

Chuyén ky duyét.

Té El nh: Chura gan tép van ban
&u yéu cau ¥ @ Noinhan \
ligu cac nam ¥ ’
w
Ca nhan: \ _
] \
v
Néi ba: _
k1
-
Bén ngoai: _

® Théng tin D thao

Y kién

\
\

Binh kém tép

” Browse... | ]
” Browse... |

08/08/2011 10:05 AM

Mguyén Birc Diing

| \ || Browse... ||
| \ ” Browse... ||
Noay gic Hguedi tao ¥ kién Ngurédi nhan

Mguyén Chi Diing

© Danh sach ngwei nhan tiép theo

Chi Vi - Ho Chi Minh.daoc
+ trinh Idnh dao phdng xem xét

®)’

Danh sach ngwéi nhan: |

IChuyé’n tép dinh kém thanh tép dy thio ché ban h
W CROyEn X Ty

| (AR B ” ki lai ” I Zn cliv thfa b ma S0

4. Ky duyét dw thao
Buwoc 1: Chon Xar ly cong viéc
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E E R

Vin ban dén Vin ban di TT téng hop
Danh muc Lich céng tac Troy giap

Buwoc 2: Chon Vin bdn cho ky duyét

[ VAN BAN DU THAO

Mhip mdi VBOT

1 VBDT cd gan dau sao

1 VBDT chir x(¥ Iy

2 Van ban gang duwthao

1 VBDT 3§ " uyén ky duyét

G‘u’én ban chir ky duyéD

1VBODT chir gdp v

5VBDT g3 kj duyét

Danh sach van ban du thao chd ky duyét hién thi:

= Vin ban die thao chér ky duyét /)
Trang 1 " 1 "
Ngaytao M&DT MNowdi soan thao Nogwdi ky Trich yéu Cdng viéc
= oo 23/07/2013 DT153 Noguvén Van Thing B8 Manh Hai bdo cdo thue hién céng tic chi dae thang 6 nam 2013 Chir ki duyét
]
Co tdng sé 1 vén ban Trang1 <4 1 P

Buwéc 3: Mo chi tiét van ban can ky duyét
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[m] Vién ban dw thao

| Quay lai || Ghilai || Yéucdusoanthaolai | Ky duyét |

Mgay tao: 23/07/2013
Lavan ban QPPL: = Khdng Cd Mgay
Mgwéi soan thao: Mguyén Van Thang Bonwvi s
M3 VB dw thao: DT153
Loai wan ban: m El

bao cao thuc hién céng tac chi dao thang 6 nadm 2013

Trich yéu:
Ngay ky duyét: 23/07/2013 ] T
Ngwdi ky: D& Manh Hai -]

Danh sach xin y kién:

Théi han cho y kién- | |

Tép VB ban hanh: X WU quytrinhweb.paf
@ Lién két van ban

Buwéc 4: An nit Ky duyét néu dong y duyét phéat hanh hodc Yéu cdu soan thdo lgi.
Bwéc 5: An nlt Chuyén Vin thw CQ hogc Chuyén Vin thw PV & vao sé phat
hanh van ban
[w] Vin ban dirthao
| Quay lai || Ghilai || Chuyén van thw CQ || Chuyén Van the BV ||

Ngay tao: 30;01;2013\ /

L& van ban QPPL: = Khing  Cd

Mguwdi soan thao: Trén Minh Hanh
Ma VB dw thao: DTS
Loai van ban: [Céng van E'

IV. VAN BAN DI

S—

BE
8t s
Van ban dén Xt ly céng viéc TT téng hop
=5}
Danh muc Lich cong tac Tro giup

Tra ctru vin ban phat hanh theo phan chirc ning duoc liét ké bén trai man hinh:
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Tra ctru nhanh:

chocnang |
Toan bd van ban
Wan ban ditrong ngay
Van ban cd gan dau sao
— VAN BAN LA NGO KY
Toan bd wan ban
Wan ban QPPL
Wan ban thuérng
+ VAN BAN LA NGLFCY SOAN
+ VAN BAN BE BIET
+ HOIBAO COA CA NHAN
+ HOIBAO CUA COY QUAN
+ Tra ciru vén ban di
+

Tra ciru dif liéu cac nam

Locvan ban

|gﬁ ndi dung can tim |k._.a

V. THONG TIN TONG HQP

D
=

Vin ban dén

Danh muc

E
EE

Xir ly cong viéc Van bé’{r_ﬁ)ﬁ

= @

Lich cdng tac Tro giap

=

TT tdng hop

Dir liéu trong phan Théng tin tong hop la céc dir liéu thong ké tong hop duoc trich
rat trong cac co so dir liéu Van ban dén, Van ban di va Ho so cong viéc.

Céc thong tin hién thi trong phan nyaf thé hién tinh trang xir 1y, ban hanh... cua tat
Ca cic van ban dén, van ban di, hd so cong viée trong co quan phuc vu cho viéc theo

ddi va diéu hanh cong viéc.

Phan nay con bao gom cac chic ning tao 1ap, két xuat va in an cac béo cao theo
cac trinh trang van ban khac nhau.

1. Thong tin tong hep Vin ban dén

- TTTH Vin ban dén cua co quan bao gdm:
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— TTTH Van ban dén
M - i -
Yan ban den trong ngay
Van ban dén trong nam
Van ban chura xr Iy
Van ban dang i Iy
Van ban dang x0r 1§ (gua han)
Van ban d3 sk Iy

Van ban d3 xr I¥ (qua han)

- TTTH Van ban dén cua ca nhan bao gom:

— TTTH Vén ban dén
Van ban dang i Iy
Van ban dang xr 1Y (qua han)
Van ban d3 ¥ ¥ (ddng han)

Van ban da xr ¥ (qua han)

2. Thong tin tong hep Vin ban di
- TTTH Vin ban di cta co quan bao gom:
— TTTH V&n ban di
Van ban phat hanh trong ngay
Van bdn phat hanh trong nam
Van ban dang theo dbi hdi bao
Van ban da kétthic hdi bao
- TTTH Vin ban di cia c& nhan bao gom:
— TTTH Vén ban di
Van ban dang theo ddi hdi bo

Wan ban d3 két thiic hdi bao

3. B4o c4o viin ban dén
- B4o c4o vin ban dén cia co quan bao gdom:

— Bao cao van ban dén
Toan oo quan - theo phéng
Theo phing - ca nhan
Theo ca nhan - cong viéc

Tinh hinh x ¥ céng viéc chung

- Béo c4o van ban dén cta c& nhan bao gom:
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— Bao cao vdn ban dén
Téng hop van ban dén

Chi tiét van ban dén

4. Bao cao van ban di
- B4o cdo vian ban di cta co quan bao gom:
— Bao cao van ban di
Toan cor quan - theo phang

Theo phing - ca nhan

- Béo céo vin ban di cua ca nhan bao gdom:
— Béao cao van ban di

Téng hop van ban di

5. B4o c4o ho so cong viéc
- BA&o c4o hd so cong viéc cua co quan bao gdbm:

— Bao cao hd so cong viec
— HO sov cong viéc

Thea phéng - ca nhan

Toan oo quan -theo phing
— Vin ban dw thao

Theo phéng - ca nhan

Toan oo quan -theo phéng
— Phiéu yéu cau

Theo phéng - ca nhan

Toan oo quan -theo phéng

- BAo c4o hd so cong viéc cua ca nhan bao gom:
— B&o cao hd sor cong viée

Téng hop hd so cdng vide

Téng hop van ban duthao

Tdng hop phiéu véu ciu

6. Nhat ky cong viéc

- Nhat ky cong viéc ctia co quan bao gom:
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= MNhat ky cong viéc
Toan bd thao tactrong ngay
Thao tac trong ngay theo ngurdi
Thao tactrong ngay theo loai
Toan bd thao tac
Theo ngay thao tac
Theo nguwii thao tac
Theo loai thao tac

¥da nhat ky cdng viéc

- Nhat ky c6ng viéc cua c& nhan bao gom:

— HNhat ky cdng viéc ca nhan
Toan bd thao tac trong ngay
Thao tactrong ngay theo loai
Theo ngay thao tac

Theo loai thao tac
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